
 

  

Log into iWorks® 
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The iWorks® platform can be accessed via the following URL: 
https://www.chartisinsurance.com/geportal 

1.  Type in the Access AIG User ID and Password. 

2.  Click the Login button. If you are unable to login click on 
Forgot Password link to reset your password. 

3. The Growth Enterprises Portal (Home) page will be displayed. 

4. Click on the iWorks® Link. If the link is disabled, contact your 
Growth Enterprises eCommerce Manager to get iWorks® 

access. 

 

5. The iWorks® Home Page will be displayed. 

 

 

GENERAL FEATURES 
 

What Would You Like To Do? 
iWorks® allows you to initiate quoting accounts directly off the 
Home page. To start a quote, click the appropriate link for the 
desired product: 

 

Quick Search 
1.  Select whether the desired account Starts With or Contains 
the search criteria value. 

2.  Enter the search criteria value in the data entry field. 

3.  Click the drop-down list for available Search For categories. 

4.  When ready, click the Search button. 

 

5.  Resulting records will be displayed on a new page.  Select the 
Policy Reference link to access the desired account.   

 

General Search 
iWorks®  also allows users to locate records using advanced 
search options in the General Search section. 

1.  Enter the search criteria values in the data entry fields provided. 

2.  Select the appropriate search criteria using the drop-down lists 
if needed. 

3.  When ready, click the Search button. 

https://www.chartisinsurance.com/


 

 

4.  Resulting records will be displayed on a new page.  Select the 
Account Name link to access the desired account.   

 

 

Activity Center 
iWorks®  provides a summary of Quote and Referral activity. To 
adjust the timeframe that determines an ‘Open’ quote or view 
accounts referred to underwriters: 

1.  Click the Setup link within the Activity Center panel. 

2.  On the Setup Activity Center pop-up screen, modify the Open 
New Quotes date range or Referred Quotes date range as desired. 

3.  When finished, click the OK button to accept the changes. 

 

Announcements 
iWorks®  Product Enhancements, System Releases and other 
noteworthy items may be displayed within the Announcements 
panel.  To change the display timeframe: 

1.  Click the Setup link within the Announcements panel. 

2.  From the drop-down, select whether to view only the 
announcements for Today, the Current Week, Month, Year or All. 

3.  When finished, click the OK button to accept the changes. 

 

FYI 
Year-To-Date Metrics are displayed within the FYI panel.  To 
change the metrics display: 

1.  Click the Setup link within the FYI panel. 

2.  Check/uncheck the available metric values to display. 

3.  When finished, click the OK button to accept the changes. 

  

Recent Records 
To quickly access an account you recently processed, click the 
Policy Reference link within the Recent Records panel.   
(Note:  iWorks® provides 2 links for each account; 1 for quote and 1 
for binder/policy once bound and issued.) 
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Shortcuts 

 

iWorks®  allows you to add shortcuts (links) to your favorite 
websites. To add a shortcut: 

 

1. Click on New Shortcut within the Shortcuts panel. 

2.  On the pop-up screen, enter a Name for the shortcut and the 
desired URL address.  Click the OK button when finished. 3.  The resulting accounts will be displayed on the next screen.  To 

access a specific account, click the account link provided within 
each record. 3.  Repeat Steps 1 – 2 to add additional shortcut links. 

 

 

 

 
LIBRARY 

 
The iWorks® library contains useful documentation including:  
Application Forms, Selecting Paper Company, Class Code 
Qualification Charts. To access those documents: 

1.  Select the Library tab. 

2.  Select the title link for the desired document to launch the 
requested .pdf file.  

 

 

 

TRANSACTIONS 
 

New Business 
To start quoting new business accounts, click one of the available 
product links on the Transactions  
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 tab.   
 
 

 
Refer to one of the following Quick Reference Cards for step-by-
step instructions on quoting the desired product: 

 NFP New Quote Quick Reference Card 
 PEP New Quote Quick Reference Card 
 Defense Shield New Quote Quick Reference Card 
 

 
 

LISTS 
 
iWorks® maintains lists on various account activity including 
Quotes, Binders, and Policies, including Summary levels.  To 
access any of these lists: 

1.  Select the Lists tab. 

2.  Click the bulleted link for the desired list. 
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New PEPQuote 
To start quoting accounts, click the New PEPQuote link on either: 

 the Home tab: 

 

OR 

 the Transactions tab: 

 
 

 
Quote/Product Information 
1.  The Product field will default based on the desired product 
selected.   

2.  Enter the Effective Date using the calendar icon ( ).  The 
Expiration Date will default to 1 calendar year from the Effective 
Date. 

 

3.  Paper Type and eStart Submission Number will automatically 
populate once all data has been entered on this screen and then 
saved.   

Insured Information 
1. Select Primary Nature of Business by clicking the flashlight 

icon ( ).  Use the Previous / Next buttons to review the 
available selections or enter a key word and click the Search 
button to find any available matching values.  To select the desired 
Primary Nature of Business, click the link provided (i.e., title of the 
Primary Nature of Business):  

 

 
2. Click the Account Search button to locate the desired Insured 
by Name/State combination or by D&B Number. 

 

 Search by entering the Applicant’s Company Name/State 
and clicking on Search or entering the D&B Number and 
click on Obtain Account Info. 

 

 If the Insured was located, select the Company Name for 
the desired account. 

 

 If the Insured was not located, revise the search or click 
the Applicant Not Found button on the bottom of the 
search or result screen.  You will have to manually enter 
Insured information for Step 3 below for a temporary 
reservation. 

 

 

3.  Modify the Insured Name, Street Address, City and Zip Code 
as needed.  Required information is denoted by an asterisk (*). 



 

 

 

 

Producer Information 
1.  Producer Number, Name and Address information will pre-fill 
based on your User Name.  If your brokerage has more than one 

location, you can use the flashlight icon ( ) for Producer Number 
to select the desired location.     3d. Click OK to proceed adding a New Quote. Refer to 

the PEP Referral Quick Reference Card to get further 
information regarding Referrals. 

 

4.  The Basic Information screen will now display in the left panel.  
Refer to the PEP Basic Information Quick Reference Card to 
continue quoting for iWORKS accounts. 

   

2.  Enter the Producer Contact Name (First and Last Name) and 
Email address.   

 

 

 

 

 
3.  Add any additional Policy Information that is available.  
Required information is denoted by an asterisk (*).  When finished, 

click the Save button ( ) within the tab. 

 

3a. If required information is not completed properly, error 
message will be provided. 

 

 3b. Complete the fields and click on Save to continue. . 
Refer to PEP Error Messages Quick Reference Card for 
more details.      

 3c. If on Save the account is referred, the below 
message will be displayed. 
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Requested Coverages 
1.  To select PEP coverages for your account, use the radio 
buttons to select either Yes or No for each of the available 
coverages: 

 

2.  Select whether the Applicant currently has insurance for 
each of the coverages.   

3.  If Yes was selected for the applicant having current insurance 

for one or more of the coverages, use the calendar icon ( ) to 
select the appropriate Continuity Date: 

 

Claims Qualifiers 
If D&O or EPLI was elected, select Yes or No as to Claims 
Qualifier questions. 

 
 

Employee Distribution 
If EPLI coverage was elected, the Employee Distribution section 
will display.  Enter the number of Domestic/Union, 
Domestic/Non-Union or Foreign employees based on State.  
Grids are available for All States, and of those; California Only, 
and District of Columbia, Florida, Michigan and Texas Only.   

 
Example, if there are 20 Domestic/Non-Union employees in 
California, you would enter 20 employees in the All States grid as 
well as 20 employees in the California Only grid. 

 

 
Plan Distribution 
If Pension Trust (Fiduciary Liability) was elected, the Plan 
Distribution section will display. 

1.  Enter the Total Plan Assets, Number of Plan Participants in 
the row provided.  If there are multiple pension plans, click the Add 
button to insert a row for each pension plan for the Applicant. 

 

2.  Select the Type of Plan from the drop-down list.  If Other was 
selected, enter a Plan Description. 

3. Select Yes or No as to whether the Plan Invests in Employer 
Securities and Assets are held in trust by a bank, registered 
investment company or insurance company. 

 
Financial Information 
If Director and Liability has been elected, enter required Financial 
Information including percentage of revenues received from 
government sources, Date of Financial Statements, Total 
Assets, Total Liabilities, Total Revenues/Contributions, Net 
Income or Net Loss, Net Income or Net Loss Amount and 
Cashflow from Operations.  Fund Balance will be calculated for 
you.  Required information is denoted by an asterisk (*). 

 

If Director and Liability has not been elected enter the highlighted 
fields. 

 

Once finished with entering required data on the Basic Information 
screen, click Limits and Retentions on the left panel.  Information 
will be automatically Saved within iWorks®.  

Note -If any error messages are presented, refer to the PEP Error 
Messages Quick Reference Card. 

Refer to the PEP Limits and Retentions Quick Reference Card 
to continue quoting for PEP accounts. 
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Limit of Liability and Retention Requested 
1.  If D&O, EPLI, or Pension coverage was elected, enter the Limit 

of Liability by clicking the flashlight icon ( ) for each elected 
coverage.   

 

2.  Available Limits of Liability will be displayed for each 
coverage.  To select a limit, click the Limit value. 

 

3.  If Miscellaneous Professional Liability (MPL) coverage was 
elected, manually enter the Limit of Liability requested.  $-signs 
and commas are not needed; it will automatically default to 
currency format. 

 
 
4.  Select whether the limit is to be Shared with other coverages or 
Separate.  To select Shared, one or more coverages must be 
elected on the Basic Information screen. 

 
 

5.  Enter the Retention Requested for each coverage.  $-signs 
and commas are not needed; it will automatically default to 
currency format. 

 

 
Crime Limits of Liability and Deductibles 
1. If Crime coverage was elected, enter the Per Occurrence Limit 
of Liability.  

  

 
2. Select appropriate dropdown value for Aggregate Limits of 
Issuance. 
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3. When finished click on Save or Save and New button. 

 
 

3a. If required information is not completed properly, error 
message will be provided. 

 

3b. Complete the fields and click on Save to continue. 
Refer to PEP Error Messages Quick Reference Card for 
more details. 

4. Selecting Save And New will create additional Limits and 
Retention Options. Each option will create individual quotes. 
 

 
 
Refer to the PEP – General Information Quick Reference Card 
to continue quoting for PEP accounts. 
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General Information 
1.  Enter the Applicant’s Years in Operation using the flashlight 

icon ( ). 

 
 

2.  Select the Type of Business Entity if applicable. 

 
 
3.  Select Yes or No for Parent Corporation. 

Company Information 
Select Yes or No where applicable for Company Information 
questions. 

 
 

Claims Reporting Procedures 
1. Select appropriate checkboxes or answer Yes or No where 
applicable for Claims Reporting Procedures questions. 

 

2.  When finished, click the Save button ( ) within the tab. 

2a. If required information is not completed properly, error 
message will be provided. 

 

   2b. Complete the fields and click on Save to continue. 
Refer to PEP Error Messages Quick Reference Card for 
more details. 

Refer to one of the following Quick Reference Cards to continue 
quoting PEP accounts: 

 PEP Directors and Officers Liability Quick Reference 
Card 

 PEP Employment Practices Quick Reference Card 
 PEP Fiduciary Liability Quick Reference Card 
 PEP Crime Quick Reference Card 
 PEP Miscellaneous Professional Liability Quick 

Reference Card 
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Select Directors and Officers Liability in the left panel to access 
the D&O coverage screen: 

 
 
 

Stock Ownership 
1.  Select Yes or No for indicated questions. 

 

2.  Enter the Total Number of Applicant’s voting shareholders 
and number of voting shares owned by its Directors and 
Officers. 

 

3. When finished, click the Save icon 

3a. If required information is not completed properly, error 
message will be provided. 

 

  3b. Complete the fields and click on Save to continue. 
Refer to PEP Error Messages Quick Reference Card for 
more details. 

Refer to one of the following Quick Reference Cards to continue 
quoting PEP accounts: 

 PEP Employment Practices Quick Reference Card 
 PEP Fiduciary Liability Quick Reference Card 
 PEP Miscellaneous Professional Liability Quick 

Reference Card 
 PEP Crime Quick Reference Card 
 PEP Current Insurance Details Quick Reference Card 
 PEP Premium Summary Quick Reference Card 
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Select Employment Practices Liability in the left panel to access 
the EPLI coverage screen: 

 
 

Employment Practices Liability 
1. Select Yes or No for the employee distribution question. 
 

 

2.  When finished, click the Save button ( ) within the tab. 

2a. If required information is not completed properly, error 
message will be provided. 

 

2b. Complete the fields and click on Save to continue. 
Refer to PEP Error Messages Quick Reference Card for 
more details. 

 

Refer to one of the following Quick Reference Cards to continue 
quoting PEP accounts: 

 PEP Directors and Officers Liability Quick Reference 
Card 

 PEP Fiduciary Liability Quick Reference Card 
 PEP Miscellaneous Professional Liability Quick 

Reference Card 
 PEP Crime Quick Reference Card 
 PEP Current Insurance Details Quick Reference Card 
 PEP Premium Summary Quick Reference Card 
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Select Fiduciary Liability Information in the left panel to access 
the Fiduciary (Pension Trust) coverage screen: 

 

 
 

Fiduciary Liability Information 
Select Yes or No for Fiduciary Liability Information questions. 

 
 

 

Defined Benefit Plans 
1. Select Yes, No or Unknown where indicated for Defined 

Benefit Plans questions. 

 

2.  When finished, click the Save button ( ) within the tab. 

2a. If required information is not completed properly, error 
message will be provided. 

 

   2b. Complete the fields and click on Save to continue. 
Refer to PEP Error Messages Quick Reference Card for 
more details. 

 

 

Refer to one of the following Quick Reference Cards to continue 
quoting PEP accounts: 

 PEP Directors and Officers Liability Quick Reference 
Card 

 PEP Employment Practices Quick Reference Card 
 PEP Miscellaneous Professional Liability Quick 

Reference Card 
 PEP Crime Quick Reference Card 
 PEP Current Insurance Details Quick Reference Card 
 PEP Premium Summary Quick Reference Card 
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Select Miscellaneous Professional Liability Information in the 
left panel to access the Miscellaneous Professional Liability 
coverage screen: 

 

 
 

Miscellaneous Professional Liability Information 

Use the Calendar icon ( ) to select the appropriate Retroactive 
Date. 

 
 

Revenue Information 
1.  Enter the Gross Annual Revenues for the Past, Current and 
Projected Fiscal Years. 

 

2.  Use the flashlight icon ( ) to select the Primary, Secondary 
and Tertiary Services where applicable. 

 
 

3.  Enter the % of Revenues from each level of services as 
needed. 

 

 
4.  If available, enter the Applicant’s 5 Largest Projects over the 
past year.   

 
 

Contracting Practices 
1. Use the available drop-down lists or select Yes, No or Unknown 
where indicated for Contracting Practices questions. 

2.  When finished, click the Save button ( ) within the tab. 

2a. If required information is not completed properly, error 
message will be provided. 

 

   2b. Complete the fields and click on Save to continue. 
Refer to PEP Error Messages Quick Reference Card for 
more details. 

Refer to one of the following Quick Reference Cards to continue 
quoting PEP accounts: 

 PEP Crime Quick Reference Card 
 PEP Directors and Officers Liability Quick Reference 

Card 
 PEP Employment Practices Quick Reference Card 
 PEP Fiduciary Liability Quick Reference Card 
 PEP Current Insurance Details Quick Reference Card 
 PEP Premium Summary Quick Reference Card 
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Select Crime in the left panel to access the Crime coverage 
screen: 

 

 
 

CRIME Nature of Business 
1. Select the Primary Class of Business, Description of 

Operation by clicking the flashlight icon ( ). 

 

 
2. Selected Class Code will be selected and auto-populated 

along with the Operation Description. 
 

 
Loss History 
1. Select Yes or No where indicated for Loss History questions. 

 
 

 
Exposure Information 
1. If entered in the application, City name will be pre-populated in 

this section. Select the County by clicking the flashlight icon 

2. Enter the Number of Locations. 

 
 
 

3. To add more locations, select the Add icon, enter the number 
of additional locations and click on Go button. 

 

 

4. To deleted added locations, select checkbox next to the each 
location and click on the Delete icon. 

 

 

5. Complete employee details in the highlighted section 

 

6. Select Yes or No remaining the Exposure Information 
questions 

 

Control Information 
1. Select Yes or No where indicated for Control Information 
questions. 

 

 
Audit Information 
1. Select Frequency of audits from the dropdown and enter 
information regarding Who Performs Audits.  
 

 

 
 



 

 

 
Management Information 
1. Select Yes or No for the indicated Management Information 
questions 

 

2.  When finished, click the Save button ( ) within the tab. 

2a. If required information is not completed properly, error 
message will be provided. 

 

   2b. Complete the fields and click on Save to continue. 
Refer to PEP Error Messages Quick Reference Card for 
more details. 

 

Refer to one of the following Quick Reference Cards to continue 
quoting PEP accounts: 

 PEP Directors and Officers Liability Quick Reference 
Card 

 PEP Employment Practices Quick Reference Card 
 PEP Current Insurance Details Quick Reference Card 
 PEP Premium Summary Quick Reference Card 
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To enter Current Insurance information, select Current Insurance 
Details on the left panel.  The right panel will refresh to display 
Current Insurance information in a grid format for all selected 
coverages that you indicated have current insurance.   

 

 
Current Insurance Details 
1.  To enter Current Insurance Details, click the Coverage name 
you would like to edit on the right panel to enable the editable data-
entry fields.  Fields on the Current Insurance Details screen are 
optional. 

 
 

2.  For each selected coverage having current insurance: 

2a. Use the calendar icon ( ) to enter the Current 
Policy Expiration Date. 

 

2b. Enter Current Limit and Current Retention values.   

   

2c. Enter the Current Carrier information if available. 

 

2d. To edit the Continuity Date, you will need to return to 
the Basic Information screen. 

 

2e. If there is Loss Information in the prior 3 years, 
enter details if available. 

 

3. When finished, click the Save button ( ) within the 
Current Insurance Details tab to accept Current Insurance 
information. 

3a. If required information is not completed properly, error 
message will be provided. 

 

3b. Complete the fields and click on Save to continue. 
Refer to PEP Error Messages Quick Reference Card for 
more details. 

 
 
Refer to one of the following Quick Reference Cards to continue 
quoting PEP accounts: 

 PEP Directors and Officers Liability Quick Reference 
Card 

 PEP Employment Practices Quick Reference Card 
 PEP Fiduciary Liability Quick Reference Card 
 PEP Miscellaneous Professional Liability Quick 

Reference Card 
 PEP Crime Quick Reference Card 
 PEP Premium Summary Quick Reference Card 
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The Private Edge Plus Premium Summary screen will 
automatically display once rating is complete, i.e., following clicking 

the Rate button ( ) after inputting final coverage details. 

 

 
1. Upon clicking the Rate button a confirmation pop-up will be 
displayed. Click OK to continue. 

 
1a. If required information is not completed properly, error 
message will be provided. 

 

   1b. Complete the fields and click on Rate to continue. 
Refer to PEP Error Messages Quick Reference Card for 
more details. 

   1c. If the account is referred, the below message will be 
displayed. 

 

    1d. Click OK to proceed adding a New Quote. Refer to 
the PEP Referral Quick Reference Card to get further 
information regarding Referrals. 

2.  Premium Summary screen will be displayed if the application 
is complete and the account did not get referred 

Premium Summary 
Premium information will be displayed at the Policy Level 
Summary and indicates the premium included for Terrorism 
coverage and Surcharges. 

 

 

Premium Details 
1.  To view premium at a detailed level, click on the Details link to 
expand the Premium Details section: 
 

 

Premium Details includes Limit amounts, Limit Type, Retentions, 
Terrorism and Surcharge information per coverage. 
 
 
2.  To hide/collapse the Premium Details, click the Details link 
again. 
 

3.  When finished, click the Complete button ( ) to 
continue to the Quote Dashboard screen 
 

- OR - 
 

Click on any of the previous screens in the left panel to adjust your 
desired coverage levels. 

 
 
Refer to the PEP Quote Letter Quick Reference Card to retrieve 
the quote letter.  
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The PEP Quote Dashboard screen will be available following 
successful rating of the PEP product.   

1a. From the Premium Summary screen, click the Complete 

button ( ) to access this screen.  

 
-OR- 

1b. Use the Quick Search feature on the Home tab to link to the 
desired account. 

 
-OR- 

1c. Use the General Search feature on the Home tab to link to the 
desired account. 

 
 

 

 

Quote Dashboard 
Summary level information will display in the General Information, 
Producer Information, and Insured Information sections. 

 

NOTE:  To be able to retrieve the Quote Letter, the Dashboard 
Status must reach Quoted status. 

 

Notes 
iWORKS offers a section on the Quote Dashboard where users 
can add commentary/notes about the account.  To add a new note: 

1. Click on the New Note button within the Notes tab. 

 
 
2. Enter a Title for the Note. 

3. Select a Type from the drop-down list. 

4. Enter the details of the note in the Memo section. 

5. Check the Follow up? flag if desired. 

6. Click the OK button when complete. 

 
7.  The note will then be posted on the Notes tab. 
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8.  To post a reply to an existing note, select the radio button for 
the note the reply is for, then click the Post Reply button. 

 

9.  Enter the reply notes in the Memo field and click the OK button 
when finished. 

 

10.  The response will be posted on the Notes tab with the prior 
note indented under the reply. 

 

 

Files 
iWorks provides a section on the Quote Dashboard where users 
can upload attachments to the account.  To upload an attachment: 

1. Click on the Attach button within the Files tab. 

 

2. On the File Upload popup screen, enter a File Name. 

3. Click the Browse button next to the Select File field. 

 
 

4. Select the desired document to upload and click Open. 

 

5. Click the Save button. 

 

6. The file will then be attached to the account in iWORKS.   

 

7. To remove the attachment, click the Remove link for the 
desired file on the Files tab. 

 
 

Commissions 
Commission information is located on the Commissions tab on 
the Quote Dashboard.  
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Endorsements are automatically attached to the quote based on 
your answers to the application and can be viewed on the 
Endorsements tab.    

 
1. To print the endorsements along with Quote Letter click on 

the Modify button. 

 
2. Select the endorsements by checking the Print on Letter 

checkbox. 

 
3. Click on the Complete button. 

 
 
Quote Documents 
1.  To generate the Quote Documents, click the Quote 
Documents tab.  (Status must reach ‘Quoted’ for tab to be 
available.). 

 

2. Click on the Generate Documents button.   

 

3. To view Quote Letter select the checkbox for PEP Quote 
Documents. 

4.  Click the Current Revision button:  

 

5.  The PEP quote letter will launch as a .pdf file.  You can save, 
print or email the quote letter as needed.  Close the quote letter 
window when finished.        

 
Edit a Quote  
(Used to correct any quote information on a specific Revision #) 

1.  On the Quote Dashboard screen, click the drop-down next to 
the Bind button.   

2.  Click Edit. 

 

 

3.  Review the Policy Information and make any updates as 
needed.  When finished, click the Save icon. 

 
 

4.  Click Basic Information or any of the Coverage screens in the 
left panel to review each Coverage quote information. Make any 
updates as needed and when finished, click the Rate button. 

 

 



 

 

5.  Review the Premium Summary and if correct, click the 
Complete icon to continue.  Else, repeat Step 4 to continue 
modifying quote information. 

 

Refer to one of the following Quick Reference Cards to continue 
quoting PEP accounts: 

 PEP Add a Quote Option Quick Reference Card 
 PEP Binder Letter and Policy Quick Reference Card 
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Add a Quote Option 
1.  On the Quote Dashboard screen, click the drop-down next to 
the Bind button.   

2.  Click Add a Quote Option. 

 

3.  Review the Policy Information and make any updates as 
needed.  When finished, click the Save icon. 

 

4.  Click Basic Information or any of the Coverage screens in the 
left panel to review each Coverage quote information.  

5.  Make any updates as needed and when finished, click the Rate 
button. 

 

 

6.  Review the Premium Summary.  The next Option (Revision #) 
will be noted below the prior Option (Revision #).  If correct, click 
the Complete icon to continue.  Else, repeat Step 4 to continue 
modifying the Coverage selections. 

 

 

Single Option Quote Letter 

1.  To display single options on one quote letter, click the Quote 
Documents tab on the Quote Dashboard screen for the desired 
Revision #. 

 

2.  Select the radio button for PEP Quote Documents and click 
the Current Revision button.  The PEP quote letter will launch as 
a .pdf file for the revision # you are currently working on.  
Save/print/email the quote letter as needed.  Close the quote letter 
window when finished. 
 
 

Multi-Option Quote Letter 

1.  After Add a Quote Option, to include one or more of the 
multiple options (revisions) on the quote letter, click the Quote 
Options tab on the Quote Dashboard screen.      
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 2.  Click the Modify button.   

 

2.  Click the Modify button.   

 
 
3.  Uncheck the revision number(s) of the Option(s) to be excluded 
and then click the Save button.  

3.  Check the revision number(s) of the Option(s) to be included 
and then click the Save button. 

 

 
 
4.  Click the Complete button when finished modifying the Quote. 

 

 

4.  Click the Complete button when finished modifying the Quote. 
 

 

5.  Once the status reaches Quoted, click the Quote Documents 
tab, select the checkbox for PEP Quote Documents then select 
the Current Revision button.   

5.  Once the status reaches Quoted, click the Quote Documents 
tab, select the checkbox for PEP Quote Documents then select 
the Current Revision button.   

 

 

The PEP quote letter will launch as a .pdf file and will display only 
the options that were selected for inclusion on one letter.  
Save/print/email the quote letter as needed.  Close the quote letter 
window when finished. The PEP quote letter will launch as a .pdf file and will display the 

multiple options that were selected for inclusion on one letter.  
Save/print/email the quote letter as needed.  Close the quote letter 
window when finished. 

 

Refer to the PEP Binder Letter and Policy Quick Reference 
Card to continue binding the PEP quote.  

Remove Options from a Multi-Option Quote Letter  

 1.  To remove one or more of the multiple options (revisions) on the 
single quote letter, click the Quote Options tab on the Quote 
Dashboard screen.      
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The Bind feature is available on the Quote Dashboard screen 
once the account is Quoted (Refer to the PEP Quote Letter Quick 
Reference Card).  To get to the Quote Dashboard screen:   

1a. From the Premium Summary screen, click the Complete 

button ( ) to access this screen.  

 
-OR- 

1b. Use the Quick Search feature on the Home tab to link to the 
desired account. 

 
-OR- 

1c. Use the General Search feature on the Home tab to link to the 
desired account. 

 

 
2. On the Quote Dashboard, click the Bind button. 

 

 

3.   On the Policy tab, modify the following fields as needed: 

 Policy Effective Date 

 Binder Expiration Date 

 Insured Name and Address (State cannot be modified) 

 

4.  When finished, click the Save icon:  

 

 
Bind Questions 
1. Click on the Bind Questions on the left panel. 

 
2. Enter the Number of Locations  

 

   



 

 

4. Compete the Claims Reporting Procedures section 
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4.  When finished, click the Save icon:  

 
Basic Information 
1. Click on Basic Information the left panel. 

 

2.  Review Terrorism Coverage on the Basic Information screen 
and update selection as needed. 

 

3.  Click the Complete button ( ) when finished.  You 
will then be directed to the Binder Dashboard screen.   

 

 

Binder Letter 
1. On the Binder Dashboard screen, click the Documents tab.  
(Status must reach ‘Issued’ for tab to be available.) 

2.  Select the radio button for PEP Binder Documents. 

3.  Click the All Revisions button. 

 

4.  The PEP binder letter will launch as a .pdf file.  Save/print/email 
the binder letter as needed.  Close the binder letter window when 
finished. 

PEP Policy 
The PEP Policy is available on the Binder Dashboard screen.  To 
get to that screen:   

1.  Use the General Search or the Quick Search feature on the 
Home tab to link to the desired account. 

   
 

2.  Select the Account Name or Policy Reference link for the Policy 
record.   

(Note:  iWorks® provides 2 dashboards screens, 1 for quote, 1 for 
binder/policy) 

 
 

   



 

 

3. You will then be directed to the Binder Dashboard.  To retrieve 
the Policy, click on the Documents tab. 

4.  Select the checkbox for PEP Policy Documents. 

5.  Click the Current Revision button. 

 

 
6.  The PEP policy will launch as a .pdf file.  Save/print/email the 
policy as needed.  Close the policy window when finished. 
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1                                                            Questions? Please contact your Growth Enterprises eCommerce Manager                                           December 2010 

 

 

Automatic Referrals  
1. An account can be referred due to selected Classes of 

Business.  

1a. Click on New PEP Quote from Home or Transactions 
tab 

1b. Select a Class of Business  

1c. Complete the remaining sections 

1d. Click on Save and if the account is referred, a Referral 
message will be displayed 

 

1e. Click on OK to proceed. To add a new Quote, refer to the 
PEP New Quote Quick Reference Card. 

1f.  A notification E-mail will be sent to the Growth Enterprise 
eCommerce Manager and Regional Underwriter Manager 

 

2. Additionally an account can get referred based on underwriter 
guidelines, parameters and application information. 

2a. Complete the application. 

2b. Click on Rate button and if the account is referred, a 
Referral message will be displayed.     

 

2c. Click OK to proceed. To add a new Quote, refer to the 
PEP New Quote Quick Reference Card. 

2d. A notification E-mail will be sent to the Growth Enterprise 
eCommerce Manager and Regional Underwriter Manager 

 

Manual Referrals  
Quoted accounts can be manually referred to a Growth Enterprises 
Underwriter from the Quote Dashboard  

1. The PEP Quote Dashboard screen will be available following 
successful rating of the PEP product.   

1a. From the Premium Summary screen, click the Complete 
button to access this screen. 

1b. Use the Quick Search or General Search feature on the   
Home tab to search your account. 

2. Select the Refer to Underwriter option from the dropdown on 
the Quote Dashboard as shown. 

 

 

1. A referral pop-up should appear as shown below. Enter a 
Referral Reason 

 

2. Click on OK and the below Referral message will be display. 

 

3. Click OK to compete the referral. The account status will 
change to Referral and a Referral tab would appear. 

 
Referral Tab 

1. Referral Tab appears on the Quote Dashboard after an 
account has been referred. 

 

2. Reasons for referral are listed under this tab. 

 

Searching Referrals 
1. Use the Quick Search or General Search feature on the 

Home tab to link to the desired referred account.  

Refer to the PEP Login & General Feature Quick Reference 
Card. 
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Required fields (marked with an *) have not been completed, error 
message will appear on clicking Save or Rate buttons or when 
navigating out of the page. 

 

On Save 
1. If required information has not been completed, Error message 

will be displayed on clicking Save( ) button. 

 

 

2. Click on the Error Message link 

3. The cursor will point to the field requiring attention. 

4. The field with input is highlighted in red. 

 

5. Enter required input in the field and click on Save to continue. 

6. Steps 2 through 4 will be repeated for any remaining required 
fields that require your attention 

Navigating Between Screens 
1. After completing a Screen click on the left panel links to 

navigate to a different Screen 

 

2. When the required fields have not been completed then below 
message will be displayed. 

 
 

3. Click on the Yes button to stay on the current screen or No 
button to continue.  

4. If Yes button was clicked, complete the required fields and Save 
before navigating away from the screen. 

5. If No button was clicked, information entered on the current 
screen will be saved. Error message will appear again at Rate to 
complete the required fields. 

 

On Clicking Rate Button 
1. If required information has not been completed, Error message 

will be displayed on clicking Rate ( ) button. 

 

2. Click on the Error Message link 

3. The screen with errors will be presented and the cursor will 
point to the field requiring attention. 

4. The field with input is highlighted in red. 

 

5. Enter required input in the field and click on Rate to continue. 

6. Steps 2 through 5 will be repeated for any remaining required 
fields that require your attention. 
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