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This page includes activities that are assigned to you individually - they require an action to be taken.
Activities will remain in your list until you complete them or re-assign them.

Note: You may have additional activities (a.k.a diaries) in modernLINK and remember to check them in the action items.
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Click the drop-down arrow to view filter options. You may have to select All open to view all activities.
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How to Open and Activity

WERE 1O

Actions - .
My Activities 'M MORE
My Aeeounts
Allapen = W € rapr 1 s ) P
s  avsion Jf o ) complen
Due Date T | Priari Stalus Suitgest Trarrsaction & Prisfiary Msured
My Other Polcy Transacton 'a i 44
i oTr2S High Open Cbitain Reguired Signed Document|s) DOO00001ED
My Quewses
< >
s 0TTIE0S  High Open I Obtain Required Signed Documentis) I DOODO0aT B0

High Obtain Required Signed Docwmentis) DOOD0001 B0
3 z _ iired Signed Documentis) CRODOON 5
Click the subject line to open an

activity to review its details ired Signed Dogumentis) 000000180

DOODOO1 &0

W omiTaois  High Cipan Obitain Required Signed Docusmentis)

Click the subject line to open an activity to review its details.

How to Close an Activity

Option 1 - Close in My Activities Page
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Confirm that the work is complete before closing the activity. On the My Activities page, check the box you wish to close. Click Complete.

Option 2 - Close in 'My Activities Workspace'
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Use Note Template

To close an activity in the ‘Activity Workspace'
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CHANGE A POLICY MAKE A PAYMENT

Set up an Online Account

Period
0000000180 X

Effective Date 07/07/2015
VINCENT ABRAHAM )

Expiration Date 07/07/2016
451 Township Road 1135
Proctorville, OH 456698614 Term Number 2
Lawrence Total Premium $1.132.00
Other Taxes And Fees

Total Cost $1.132.00

Producer of Record
999006

click ‘Complete’

New Note
Obtain Required Signed Doc Topic
You are required to obtain the signed Subject
document(s) from the named o Related To

insured. Once obtained, review for

Testing for Atlas Inc
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+ - Policy : 900001424 -

In the My Activities Workspace select Complete. Keep in mind that closing an activity does not ensure that the work associated with the activity
has been completed. Always confirm that the work is complete before closing the activity.
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The My Activities table can be sorted by each column. Click the filter option next to the column title and select the option of your choice.
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Columns can be moved around by clicking and dragging

open to another area in the list.
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Columns can also be moved around by click and dragging to another area in the list.



Searching Activities

AMsuite” Policy Account | ¥ Policy ¥ Contact ¥ I Search 'I Team Administration ¥ Analytics
Actions N CLICK HERE TO
My Activities LEARN MORE

Additional Activities may be liste

My Accounts Contacts
My Submissi " « Forms s Y P
ubpmissions uotes P -
4 @ Activities can be searched for in the search sbject ———
My Other Policy Transact tab. Click ‘Search,’ then ‘Activites.’
Obtain Required Signed Document(s) 0000000180
My Queues
< >
!E 071712015 High Open Obtain Required Signed Document(s) 0000000180
= 071712015 High Open Obtain Required Signed Document(s) 0000000180
1] 071712015 High Open Obtain Required Signed Document(s) 0000000180

Activities can be searched for in the Search tab and then by Activities. You can view completed, open, and even cancelled activities by the user
ID.

Assign Activities to User, Group, or Queue
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Check the box for the actiivity you wish to assign, then select Assign.
There are two options on how to assign activities.

Option 1 - Assign from List
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First mark the circle for Select from list: Then use the drop-down tab to view all available options.

Option 2 - Find user, group, or queue.
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First mark the circle for "Find a user, group, or queue:" Next use the Search For drop-down tab to select from which criteria you wish to choose.
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2. From your search results click “assign” to

assign activity to that user.

Next fill out your search information and select Search. From the results, click Assign to assign acitivity to that user.

The Workplan
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Click Workplan.

You can also view activities on the Workplan associated with a specific policy transaction.

Click Workplan in the Sidebar menu. The Workplan page appears. Notice that the Workplan page contains a list of activities associated with

that policy transaction.



