Mortgagee Changes

1) To access the Mortgagee Changes screen, click the new Policy Management icon.
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2) Select the Mortgagee Changes link to open the Mortgagee Changes page.
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3) Enter the policy number into the data field and click the Submit button. In order to
proceed past this page, the policy number must be valid, the policy must be active, the Retail
Agent number of the “viewing as” user must match the Retail Agent number listed on the
policy, and there must be no pending changes on the policy.

Mypriip Servams  Pane Chaels e Liml --prr-r-
Resident ial Homeowners Quoting (= %z ﬁ @
Emrerrage in g Clch dewayl
[
T 20 Jies B Comscin =T Lasoul
Wolrome: Tast St
Mortgagee T s
Changes e A e e
Fiet ALksLy
TR
1, b B i Associvisa, e
Erber Poley Mersber [2canoo01z3
'E,' fgensy Seersn | SamQuetn | Gevts et | Enber Sensgement
‘F T5TAE Sprckaldy loiitanee Dampi)

If there are any problems, as listed above, the following type of error message will
appear:
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4) If there are no errors, RHQ will return with the Insured’s information. If this information is
correct, click the Continue button to move on to the next step. If the information is not correct
click the Cancel button to return to the previous screen.
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5) Once the Insured’s information is confirmed as correct, RHQ will display all of the Mortgagee
data associated with that policy.
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Mortgagee
Changes

Policy Details:

Yiewing:

TEST AGENCY

JEB999

1. E. Brown & Associabes, Inc.
Test Agent

TEST AGENCY

JEB999

3. E. Brown % Associates, Inc.

To edit current
Mortgagee
information, click the
“Edit” button
associated with the
proper Mortgagee.

Policy Number:
Insured Name:
Property Address:
Mailing Address:

GC40000123
BARMEY BOWLS

918 S ATLANTIC BELVD ALHAMBRA, CA 91803-2213

918 5, ATLANTIC BLWD, ALHAMBRA, CA 91203

@ You can add up to three mortgagees to a policy. Click the Edit button under the

mortgagee you would like to edit, add or remowve. Once you have edited a mortgagee
record, you will be returmed to this screen to review your changes before submitting

your request.

Current Mortgagee Details:

Bill to this Mortgagee? No
MARTY'S MORTGAGE

123 FIRST A¥ENUE
CLAREMONT, CA 91711
an # 12343679

Edit

Eill to this Mortgages? Mo
MIDWEST MORTGAGE

123 FIRST AVENUE
OKLAHOMA CITY, OK 12345
Loan # 987654321

Edit

Add a Mortgagee

Edit

If there are fewer than
three Mortgagees, a
blank box will appear.
To add an additional
Mortgagee, click the
“Edit” button.




6) Clicking the “Edit” button under a current Mortgagee will direct the user to a page where that
Mortgagee’s information can be edited. Make any necessary changes in the data fields and click
the “Submit” button.

Policy Details:
Policy Number: GC40000123
Insured Mame: BARMEY BOWLS
Property Address: 215 5 ATLAMTIC BLVD ALHAMBRA, CA 91803-2213
Mailing Address: 915 S, ATLANTIC BELVD, ALHAMBRA, CA 91803

After making changes to this mortgagee, click the Submit button to return back to the confirmation
screen where you can confirm your change request, or click Cancel to remove any changes.

Bill to this Mortgagee? I Ma = I

Mortgagee Name: IMARTY'S MORTGEAGE

Second Name: I

International Address? [

Street: |123 FIRST AVEMUE

City: |CLAREMONT

Stabe:lCaliFornia ;I

Zip: |91?11 I

Loan #: [12345679

Check here to remove If thiz box iz checked, this mortgagee record will be removed fraom the
this mortgagee: policy after submitting your changes on the next screen,

| Submit | Cancel

7) Clicking the “Edit” button under a blank Mortgagee record will direct the user to a page where
they can enter all of the necessary information to create a new record. Simply fill in the data
fields and click the “Submit” button.

Policy Details:
Policy Number: GC40000123
Insured Name: BARMEY BOWLS
Property Address: 215 5 ATLANTIC BLVWD ALHAMBRA, CA 91803-2213
Mailing Address: 918 S, ATLANTIC BLVD, ALHAMBRA, CA 91803

After making changes to this mortgagee, click the Submit button to return back to the confirmation
screen where you can confirm your change request, or click Cancel to remove any changes.

Bill to this Mortgagee? I Selact - I

Morbgagee Mame: I

Second Name: I

International Address? [

street: |
City: |

State: | Selact =l
e[ [

Loan #:I

Check here to remove O If thiz box iz checked, thiz mortgagee recard will be removed from the
this mortgagee: policy after submitting your changes on the next screen.

| Submit | Cancel



8) Once the user has completed all of their edits, any changes to a Mortgagee record will be
displayed on this screen. Edited records will be displayed under the original, and any fields that
were updated will be shown in red.

Mortgagee
Changes

Policy Details:

Welcome: Test Agent
TEST AGEMLCY
JEB999
1. E. Brown & Associates, Inc.

¥iewing: Test Agent
TEST AGEMCY
JEB999
1. E. Brown & Associates, Inc.

Policy Humber: SC40000123
Insured Mame: BARMEY BOWLS
Property Address: 29128 S ATLANTIC BLVD ALHAMBRA, CA 912803-2213
Mailing Address: 912 5, ATLANTIC BLYD. ALHAMBRA, CA 91203

@ You can add up to three mortgagees to a policy. Click the Edit button under the
mortgagee you would like to edit, add or remowve. Once you have edited a mortgagee
record, you will be returned to this screen to review your changes before submitting

your request.

Current Mortgagee Details:

Bill to this Mortgagee? No
MARTY'S MORTGAGE

123 FIRST AVEMUE
CLAREMONT, CA 91711
Loan # 12345679

Bill to this Mortgagee? Mo
MIDWEST MORTGAGE

123 FIRST AVEMUE
OKLAHOMA CITY, OK 12345
Loan # 987654321

Add a Mortgagee

Pending Mortgagee Changes:

Bill to this Mortgagee? Yes
Three Diamond Financing
l087 Main Shreet
CLAREMONT, CA 91711
Loan # abc123def456

Bill to this Mortgagee? Mo
MIDWEST MORTGAGE

123 FIRST AVENUE
OKLAHOMA CITY, OK 12345
Loan # 987654321




9) Underneath the Mortgagee data display is where the User can enter a requested effective
date for the change. The effective date can be anywhere between the current date and the policy
expiration date. This field will be automatically populated with the earliest possible date for the
change. If a Renewal Offer has already been generated, the effective date will be defaulted to
the Renewal term effective date.

Change Request Details:
Please note:

Requested Effective Date If the Renewal Offer has already been generatad,
for this Ehange:lnﬂzgfznn:; the effective date for thiz change will autornatically
[any date between today’s default to the Renewal term effective date,
date and the policy mm /dd fyyyy If you require a change effective date not valid
expiration date) frarm this zite, please contact the policy processing
center,

Retail Agent Email

Address: Ierica.rnzett@stpaul.cnm

| Submit | | Cancel |

Once all changed Mortgagee data is correct and an Effective Date has been selected, click the
“Submit” button at the bottom of the screen to submit the change.

10) After the change is submitted, a page confirming that the changes were submitted will be
displayed. In addition, a copy of the changes is emailed to the email address filled out on the
previous screen.

Mortgagee
Changes o - SO & dssocatae, I

TEST AGENCY
JEB999
1. E. Brovn & Associates, Inc.

Change Requested by: Agent, Teston 07 /26,04 3:20:38 PM
Changed on behalf of: Agent, Teston 07 /26 /04 3:20:38 PM

You have authorized USF&G Specialty to process mortgagee changes on this policy
according to the effective date entered. Please print a copy of this page and keep it for
your records.

Paolicy Details:
Policy Number: GC40000123
Insured Name: BARNEY BOWLS
Property Address: 915 S ATLANTIC BLWVD ALHAMBRA, CA 91803-2213
Mailing Address: 918 5, ATLANTIC BLWD, ALHAMBRA, CA 91803

Changed Mortgagee Details:

Bill to this Mortgagee? Yes Bill to this Mortgagee? No
MARTY'S MORTGAGE MIDWEST MORTGAGE

123 FIRST AVEMUE 123 FIRST AVENUE
CLAREMONT, CA 91711 OKLAHOMA CITY, OK 12345
Loan # 12345679 Loan # 987654321

Change Request Details:

Requested Effective Date
for this Change:

Confirmation Sent to: erica, rozett@stpaul.com

07izefz2004



Note: If any errors occur while submitting the change, an error message similar to the following
will appear. In this case, click on the link to send an email to the proper policy processing center
for more assistance.
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