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Overview

AMEND MAILING ADDRESS QUICK CARD

GREATAMERICAN.
INSURANCE GROUP
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This quick card will outline how to amend a mailing address for an existing policy. Access your policy at
GreatBuilderUSA. NOTE — The new address will need to be updated in two locations. Only one endorsement

can be processed at a time.

1.) Select Endorse on
the left of the screen
under Actions.

2.) Select Named
Insured - Amend
Mailing Address and
move the selection to
the box on the right.
Click Next.

3.) Override Endorsement
Effective Date if
need be and answer
question on loss
history at risk location.
Click Next.

4.) Select Yes for Named
Insured interest, then
Click Add.

5.) Select whether the
endorsement Amends
or Deletes the Named
Insured as originally
issued. Proceed to
fill out the Name,
Address, City, State,
and Zip. Click Save
& Close, Save &
Refresh, then Next.
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Please select your endorsement type from the below list.
NOTE: Only ONE endorsement type can be chosen per transaction, and cannot be changed once
proceeding past this screen.

For INSURED ADDRESS CHANGE, please select NAMED INSURED as the endorsement type.
Follow screen prompts; on the Additional Interests screen select YES, enter the full name and
addiress of the Named Insured with the amended address and choose Amended within that
Pop-up box. Click Save & Close, and then Save & Refresh. Click on the Insured widget on your
screen (right side) and modify to match what you entered on the Additional Interests screen,
Save & Close. Validate for Quote and Issue.
Endorsement Type * Mortgagee

Additional Insured

|2 Named Insured - Amend Mailing Address

»
Limit Change ]
Policy Extension 2]
Coverages
Other ———
Loss Payee
Profit and Overhead
Save & Refresh Next >
v PLEASE COMPLETE THE FOLLOWING INFORMATION AND CLICK 'NEXT'
Policy Effective Date
Policy Expiry Date
Endorsement Effective Date
Endorsement Expiry Date
Endorsement Effective Date (warwy — ]em
Override
Has a loss occurred at this risk O Yes @ No
location? *
5o
Named Insured @ Yes O No
Name  Address City State  Zip/Postal..  Status  Activity Th..
v v v ] v v v
Ready. 4 4 Pagelofi~ b M|

Sevios

Legal Entity *

Name *

Address *

City*

State *

Zip/Postal Code *

Status

O This endorsement DELETES the Named Insured as originally issued.
@ This endorsement AMENDS the Named Insured as originally issued.
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6.) Once the above steps

make any changes

AMEND MAILING ADDRESS QUICK CARD

Commentls) to Undenriting

Status: Endorsement -
Incomplete

Company Name *

Distributor:
are completed, select S |
GA Undenwriter Assistance 1 1) Expiry:
the named insured ik
v Policy Rate Adjustments
widget on the right e B
Deductible
side of the screen. et bt e -
RaeOveridetor
7.) Managing Company + General Information
will prefill, DO NOT Managing Company * [ : ‘ ~jQ

Code
to this. If the Named v Address |
Insured is being :‘:"“ { J‘
changed from the Couty [ 5
original, enter the State/Province ( <]
new Named Insured e — l -‘
in the Company Phone ( ]
Name box. DO NOT . } }

change the code. After

v Primary Contact

entering the address First Name { J‘
H H . Last Name ]
information, hit Save o l 1
& Close. Phone , J

8.) The new mailing E—
address and/or S

Endorsement Type * Nemed Insured - Amend Mailing Address

Named Insured will

»
«

show on the right side > S
of the screen. Click o e

Validate for Quote.

9) There should be no © ENDORSEMENT DETAILS

© ADDITIONAL INTERESTS.
D) COMMENTS/ADIUSTMENTS

premium charge to O UhERWATING MaAGEnENT

View Quote Calculations

endorse the Named
Insured. If an amount
other than $0 appears,

Notes &Tasks
. Endorsement Type *

ents

contact Underwriting. e
Otherwise, click g

Submit to Issue.

10.) The endorsement
document will be
available on the Print
Document option on
the left of the screen.
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