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Certificates of insurance provide proof of coverage to your lessees
and our certificate system is available 24/7/365 via the internet.
Your certificates are always just a click away. You can add new
certificate holders or view past certificates you have issued. All of
the information you add is saved to our database for future viewing.

Access our web site using the URL http://www.allenins.com. Click
on the Client Access button to connect to Service 24/7.

You will need to enter your Email Address and Password assigned to
you by your CSR. If you have forgotten your password, you can
enter your email address and click on the “Forgot your Password”
link and you will be sent a temporary password.
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Service 24/7-

Always Openl

Email; k |

Password:

Forgot your password? Login

From the ‘Welcome Menu’, select the feature that you want to
use.
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Manage Login - Service 24/7 Change Password

Clicking the Manage Login option from the Welcome Menu opens the

Service 24 /7 Change Password form. This form allows you to
change the password that has been given to you. The password

accompanies your email address when logging on to Service 24/7.
The password is not case-sensitive and there are no restrictions as to
password length or design.

To change your password, do the following:

* Complete all fields to successfully change the password.

Field What is this?

oid Type your old password.
Password
+ If you incorrectly enter the old password an
error message: 'The old password did
not match,' displays when you click the
Change button.
New Type the new password.
Password
New Retype the new password.
Password
Change Click the button. A message displays
confirming that the password was successfully
changed.

1/4/2010



Manage Users

If you have been given permission by Allen Insurance Group, you can
now determine who is an Authorized User to view your account. You
can Add, Edit or Delete users from the’ Manage Users ‘link. This
option gives you the ability to have an unlimited humber of users who
can print certificates of insurance for your customers on demand.
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Certificates of Insurance

From the Welcome web page, click View/Print Certificates of
Insurance to open the web page. You may have more than one
certificate depending on the coverage you purchased. Make sure you
choose the correct certificate before adding your new lessee/holder.

View/ Print/Fax Certificates of Insurance

Holder Address Issue Date
b Lighility 4/7/04, Service 24/7 Add Holder Fax

Please refresh page to see any new Certificates. /

To Add a lessee/holder you will click on the “Add’mﬁnk. You are
the master policy holder and all of your lessees will be certificate
holders under your policy.

Master Certificate | What is this?

Columns

[ Click this icon to expand and display the holders for the certificate.

Certificate Number The certificate number is a link that you can use to open the Master Certificate in a pdf view.

Description If your insurance agency has entered a description for the certificate it appears immediately following
the certificate number. The description helps to identify the certificate.

Date The date indicates when the certificate was last chiinged or printed.

Add Holder Click this link to open the Add Certificate Holder page where you can add a holder to the selected
certificate.

Fax Click this link to open the Fax Certificate form so you can send the form to the fax number you enter.
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The following dialog will display, complete the lessee/holder’s basic
information requested. In order to enter information into the
“Description of Operations” field, you will have to uncheck the box
next to “"Same as Master Description”.

Under the “Description of operations” field you should specify the
coverage your lessee/holder purchased if they purchased the property
coverage (i.e, the amount of coverage on the container purchased).
It would also be advisable to list the lease number and unit number
here for future reference.

In the Written Notice field, always type “"NA" since no notices will be
mailed to the client regarding cancellation of the policy.

If you run out of room under the description of operations, you can
use the “additional information or remarks” section to enter more
information. When you have entered all of the requested information,
click on “Send”. Your holder has now been added. The next step is to
print the certificate holder a certificate of insurance.
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To print a certificate of insurance for your new certificate holder, click
on the '* to expand & display the list of certificate holders for your
certificate. Once the list is displayed, click on the holder you want to
print and the certificate of insurance will open in PDF format and you
can print or email.

View/ Print/Fax Certificates of Insurance

Holder Address Issue Date
I Ligbility 4/7/04, Service 24/7 Add Holder Fax

Flease refresh page to see any new Certificates.

Troubleshooting

Service 24/7 has features that take full advantage of Microsoft’'s web
browser, Internet Explorer. With the understandable and critical
concern that users of the Internet have on security Microsoft has
added a number of features to Internet Explorer and to Windows XP
that enhance your security. Some of these settings however can
prevent key business applications like Service 24/7 from functioning
properly. Fortunately, Microsoft has also implemented methods that
will allow you to “trust” certain web sites.

Cookies

In order to use Service 24/7 you must allow cookies. Cookies are
used by the Internet programs and websites to save information about
that site while you are visiting. Some people restrict the use of
cookies on their workstation. If you are restricting cookies on your
workstation, it is possible to allow them from certain websites, like
Service 24/7. To adjust the cookies you allow, open Internet Explorer
and select Tools > Internet Options. The following screen will appear
after you click on the Privacy tab:
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Internet Options E| E|

_ General Sec:urit_l,ljl Frivacy |En:nntent | Cornectiong || Programs .-’-‘-.dvanc:eci?

Settings
0 M aove the slider to select a privacy setting for the Intermet
=B zone

Medium

- Blocks third-party cookies that do not have a compact

privacy policy

- Blocks third-party cookies that use personally identifiable
L b infarmation withaut wour implicit conzent

- Restricts first-party cookies that uze perzonally identifiable

information without implicit conzent

Impart... ] [ Advanced... Default

Wieh Sitez

Tooveride cookie handling for individual ‘Web sites,
click the Edit button.

[ Ok, ][ Cancel ] Apply

Click on the Edit button toward the bottom of the screen in the Web
Sites section. The following screen appears:
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Per 5ite Privacy Actions

tanage Sitez

0 You can zpecify which Web zsitez are alwaps or never allowed to uze
=8  cookies, regardless of thieir privacy policy.

Type the exact address of the Web zite you want to manage, and then click Allow

or Block.

Toremove a gite from the lizt of managed zitez, select the name of the Web zite

and click the Remove button,

Address of Web site;

[ Bleck |

t anaged ‘Web sites:

Cramair

Setting
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In the Address of the Web Site field, type ams360.com. Click on the
Allow button. When completed, you screen should look like this:

Per 5Site Privacy Actions

tanage Sitez
] You can specify which Web sites are alwaps or never allowed to uze

=8  cookies, regardless of thieir privacy policy.

Type the exact address of the Web zite you want to manage, and then click Allow
or Block.

Toremove a-gite from the lizt of managed zitez, select the name of the Web zite
and click the Remove button,

Address of Web site;

| [ Bk |
M anaged ‘Web zites:
Drornain Setting
ams360. com Always Allow
Remaove Al

Click on Ok to save the information, then on Ok to close the Internet
Options screen.
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Pop-up blocker

As part of Service Pack 2, Microsoft has added the Internet Explorer
Pop-up Blocker program. There are a number of areas in Service 24/7
that will be blocked unless action is taken as the Pop-up blocker is
enabled by default. To configure the Internet Explorer Popup Blocker
to allow pop-ups from Service 24/7, open Internet Explorer and click
Tools > Pop-up Blocker > Pop-Up Blocker Settings. The following
screen will appear:

Pop-up Blocker Settings

Enceptiong

Pop-ups are currently blocked. 'ou can allow pop-ups from specific
YWeb zitez by adding the zite to the lizt below,

Addrezs of Web site to allow:

Allowed zites:

Motifications and Filker Level
Flay a zound whet a pop-up iz blocked.
Show |nformation Bar when a pop-up iz blocked.

Filter Level:

| Mediurm: Block most autamatic pop-ups |

Pop-up Blocker FAQ
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In the Address of Web site to allow field, type ams360.com and click
on the Add button. When complete, the screen should look like this:

Pop-up Blocker Settings

Enceptiong

Pop-ups are currently blocked. 'ou can allow pop-ups from specific
YWeb zitez by adding the zite to the lizt below,

Addrezs of Web site to allow:

Allowed zites:

E EIITIS-EED- zam

Matifizations and Filker Level

Flay a zound whet a pop-up iz blocked.
Show |nformation Bar when a pop-up iz blocked.

Filter Level:
kedium: Block most automatic pop-ups b
Pop-up Blocker FAQ

Just click the Close button to save this information.

Firewall software

Another potential issue involves the use of software or hardware
firewalls. Any of these devices (including the free one that was
installed with Windows XP Service Pack 2) can block particular web
sites if you wish. They generally will not do so without your input, but
if you have problems reaching the Service 24/7 web site, you should
check your firewall to be sure it is not blocking the ams360.com web
site. Each of these products is different, so screen images are not
really possible. Please review your owners or user manual for your
firewall product if you continue to have difficulties.
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