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EDITING AGENCY INFO AND E&O UPLOAD

All agents have access to view agency contacts and roles.  Only the agency manager 
and principle have rights to edit information, delete/create new contacts and reset pass-
words.  Additional admin rights for the Manager and Principle include ability to access 
Accounting Statements and Write Rewards.  Agencies can designate an Accounting role 
for additional staff to view statements and individuals can have multiple roles.  

Go to the agency admin section and select view personnel. You will notice the buttons 
on the right will give you easy access to delete (X) or resent passwords with the click of 
a button. Select the icon in between to edit the contacts information or role.  
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A * indicates required information.  You can select as many roles and products as  
needed.  The roles define rights within siuins.com portal products will customize  
communication the contact receives.  Remember to save contact changes by  
clicking on the save contact button. 

Contacts can be added individually or uploaded using an excel or csv file. If you  
choose to upload a template and sample template containing data have been  
provided.  Red column headings on the template indicate the required fields.  
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SIU provides you with the ability to edit agency information (* indicates a required field, 
policy delivery and accounting emails and upload current E&O document.  We have  
provided an option to upload your agency logo.  As we continue to develop the siuins.
com portal, we will make customized marketing material available for download.  

Enter the carrier name, policy number and date.  Select the button to upload  
your E&O document.  It will allow you to choose the file from the saved location  
on your desktop.  
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