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Making Proposal Changes

This guide provides step-by-step instructions for efficiently updating proposals.

1 To make changes to the proposal, within the Proposal, scroll down to the Location
Schedules section and click the Location Number.

2 Click 'Edit Location Schedule' to access the editable fields. On the next screen,
make any necessary updates—for example, you might change the Coverage Form
from Special to Basic, or adjust the Deductible from $2,500 to $5,000. When you're
finished, click 'Save Changes' to continue.
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3 Click the 'Proposal' link, then on the following screen, open the 'More' dropdown
menu. Scroll down to the 'Ratings' section and select 'Run Rating Calculations'.
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4 Once Rating Calculations are complete, look for the UW Exception Management
button. If you do not have this button then move to next step. Click into the
button. If nothing is there then click Bypass and then move to next step. If you
have UW exceptions listed then this means that the location is being reviewed by
Underwriting and your RAM will email you when review is completed.
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5 You can now see the "View Proposal Doc" and "Send DocuSign" buttons. Click
"View Proposal Doc", wait 1-2 mins, refresh page and the Proposal will generate in
the Files section. Click "Send DocuSign" when client is ready to proceed.


