System Navigation

This section describes keyboard notes, toolbar, login screen, field functionality, insert and delete
record functionality, and operational notes that are helpful in navigating LPMS. The data shown
in the pictures of this document are for format review purposes only.

Keyboard Notes
The following keyboard functions can be helpful while working in LPMS.

Tab Moves the cursor to the beginning of the next field.
Shift + Tab Moves the cursor to the beginning of the previous field.
Ctrl + Tab Moves the cursor to the beginning of the next field outside

of the subform.

Alt + Arrow Down Show the contents of a dropdown box without using the
mouse.

Arrow Right/Left Allows the user to select option buttons without using the
mouse.

Space Bar Allows the user to check and uncheck checkboxes without

using the mouse.

ESC Allows the user to stop the update of a record or to break
out of a function.

Custom Toolbar
.I.
1 dh | ] [5¢

1 2 3 4

To assist the user, a custom toolbar is available from applicable screens and allows the user to
navigate to LPMS screens. When the user puts their cursor over a toolbar button, the purpose of
the button will be displayed. The buttons on the toolbar, listed from left to right, perform the
following functions:

1. Save the current record
2. Open the Policy Search screen
3. Open the Reports Menu screen
4. Clear the current record
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Treeview
The security-authorized user will be allowed to access system tools option screens from the

treeview. The following is an example of the available screens under the treeview:

3 Citizens - Microsoft Internet Explorer

“ File Edit Wiew Favorites Tools Help

Application

Personal Lines

Homeowner
Applicant Information

MSB Express

K1
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1. When the cursor is positioned over a module of LPMS, the module link becomes visible.

4} Citizens - Microsoft Internet Explorer _|of =]
J File Edt Wiew Favorites Tools  Help | ':;' |
=
Application
Policy
Claim
MSB Express
[
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2. Click the link to expand the module and show its available screens. (Clicking the link again
will collapse the module.)

a Citizens - Microsoft Internet Explorer

=10l x|
- ]
Application
Policy
Claim
MSB Express
=
5] [ 7 [ [Sdtocalintranet 4
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3. Click the screen link within the module to go to the screen.

4} Citizens - Microsoft Internet Explorer _|of =]
J File Edt Wiew Favorites Tools  Help | 'l‘l |
=
( )
Application
Policy
Claim
MSB Express
j
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Field Functionality

The following table explains the functionality of fields in LPMS.

Field Color Field Functionality Definition

White Optional field Field can be filled out or left blank
Yellow Required field Information must be entered for field
Gray Disabled field Information cannot be input into field
Red Exclamation Invalid data field, Data entered is invalid in field; field is

Point

incomplete required field

required and must be completed

The following screenshot gives examples of the field functionalities:

/3 Applicant Information - Microsoft Internet Explorer

J File Edit Yiew Favorites Tools Help

=10l

Dwelling

Mobile Home

Policy
Claim

MSB Express

4|

‘ En] |) Disabled Field

r&pplicant Information

Required FieIdUse street address Format?| € ves  po

Mailing address 1:

Title f firsk name:

Mailing address 2:

Middle name:

City | St/ Zip:

Lask name J suffix:

M= I

|| Home phone:

S5M:

Date of birth: (3

= Invalid

Marital stakus:

| Ext:

Data

Cell phone:

=

= Optional Field

Home e-mail addres:

)

Work e-mail address:

Years at this residence:

=l

r Spouze's Contact Information

Is spouse a co-applicant?

Cles o

First{MiddlefLast namejSuffix:

]

55N

Date of birth:|

Address 1:

Address 2:

City [ S [ Zip:

= I-[ 1

Reason spouse is not co-applicant :

rapplicant Previous Address (If less than 5 years at curent address]

Address 1:

Address 2:

City { St Zip:

J0 {1 |

‘fears at previous address:l - I

rApplicant Occupation Information

Ocecupation skakus:
Occupation:

;I ‘fears in current occupation:
]

‘fears with current employer:
‘fears with prior employer:

Emplover name:

Prior employer name:

| B
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Record Functionality

The following steps describe how to insert, edit, and delete records in a list.

1. Click the Add link to clear all fields and allow entry of a new record.

43 Additional Interest - Microsoft Internet Explorer

ol x|
J File Edit iew Favoribtes Tools Help | f !l |
Quote r i t &dditional [nterest rAdditional Interest ;I
Add|iancel [Name
Anplication —” | Add Interest?] @ yae o
p%ersonal Lines Insurable interest: ;I
Homeowner If 'Other!, describe: |
alllocations?| © ves Mo |
Dwelling Bldg # and Loc #:[Buiding: 1, Lacation: 1 =
spplicant Information Name: | ah
Address 1:
Address 2:

General Information

Premiurm and Payment

Plan

Mobile Home

Claim

City | St { Zip: [ = ||_

Phone:

E-mail:

Reference nurmber:

r Forms and Endorsement

Attachment:

CTZ-J-0174 (01)05) Privacy Palicy

DW'G-2 (01/93) Dwelling Property Broad Form DiWG-2

DiiE-E100 {07104 ) Lovisiana Amendatory Endorsement
DWiG-E290 07 04 Limited Fungi, Wek or Dry Rok or Bacteria Coverage
DWiG-ES9 {01/93) $500 Special Loss Deductible Clause

Loss Supplement
Fhotographs

Replacement Cost Estimate

rAdditional Femarks

-

-
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2. Fill out the applicable information and click the Save icon to submit the new record.

dditional Interest - Microsoft Internet Explorer =] |
J File Edt Wiew Favorites Tools  Help | i f |
Current Application/Policy Information ;I
’V Application | Palicy Number:‘FD 20060250006 00 | Insured Name:|Char|es Davis ‘
Quote r Curient Additional Interest r Additional Interest
Add|[anceI\Name
Application Add Interest? & voe g
Personal Lines Insurable interest:| First Mortgagee ;I
Homeowner 1f 'Other’, describe: |
allocations?| © ves @ Na |
Dwelling Bldg # and Loc #:| Building: 1, Location: 1 ;I
Mame: [AMERICA'S SERVICING CO ‘ i
Address 1:[ISACA ATIMA
Address 2:|P @ BOX 5106
City | St | Zips|SPRINGFIELD |0H ;||45501 | 6502
Phone:[{000) D00-0000
E-mail; |
Premium and P Eieferemms mumer
Plan
r Forms and Endorsement: Attachmet:
CTZ-U-0187 {01)05) Dwelling Policy Jacket Lass Supplement
Mobile Home DAwiG-2 (01793 Dweling Property Broad Form DiwG-2 Photographs
CTZ-U-0174 {0105} Privacy Policy Replacement Cost Estimate
Diviz-E 100 (07/04) Louisiana Amendatary Endarsement Special Hurricane Deductible
pol ic CiG-E230 07 04 Limited Fungi, Wet or Dry Rok or Backeria Coverage
Y CwiE-ESS (01/93) $500 Special Loss Deductible Clause
) D G-EGD (044013 Sperial Hurricane Deductible
Claim
MSB Express r Additional Femark:
N
-
[
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3. Click the View link to edit fields for the current record.

Additional Interest - Microsoft Internet Explorer i ] ]
J File Edit Wiew Faworites Tools Help | / !l |
Quote r Current Additional Interest rAdditional Interest :I
‘ Gancel Name | Add Interest?| o '
Application Wlview|chiete [aMERICAS SERVICING CO | Yes Mo
Personal Lines P Insurable interest:| First Morkgagee ;I
Homeowner I 'Other’, describe: |
alllocations?| ™ ves % o |
Dwelling Eldg # and Loc #:|Building: 1, Location: 1 ;I

Mobile Home

Claim

Name:|BMERICAS SERVICING CO

[d4

Address 1:/ISB0A ATIMA

Address 2:|P © BOX 5106

City | 5t } Zip:|SPRINGFIELD

[ o s

Phone:|{000% 000-0000

E-mail:

Reference number:| 1247012407

Altachment:

r Forms and Endorsement

Dwia-2 (01/93) Dwelling Property Broad Form DWG-2

CTZ-J-0174 (01/05) Privacy Policy

DwG-E100 {07/04) Louisiana Amendatory Endorsement

DwG-E290 07 04 Limited Fungi, Wet or Dry ok or Bacteria Coverage
DG-ES9 {01931 $500 Special Loss Deductible Clause

Loss Supplement
Photographs
Replacement Cost Estimate

rAdditional Remarks
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4. Click the Cancel link to terminate the addition of a new record and return to the current

record.
dditional Interest - Microsoft Internet Explorer - 18] x|
J File Edit ‘iew Favorites Tools  Help | o |
Quote r Currentd nal Interest r&dditional Interest ;I
*Eancel ame
Application m | Add Interest?| & vae g
Personal Lines Insurable interest:| First Mortgages -
Homeowner If 'Other’, describe: |
alllacations?| © yes % yo |
Dwelllng Bldg # and Loc #:|Building: 1, Location: 1 ;I
Applicant Information Mame: |M
Address 1:
Address 2:
City | 5t | Zip: [ = ||_
Phone:
E-mail: |

Mobile Home

Policy
Claim

MSE Express

Reference number:

]

r Forms and Endorsement

Altachment:

CTZ-J-0187 (01/05) Dwelling Policy Jacket
DwiG-2 (01/93) Dwelling Property Broad Form DWG-2
CTZ-1J-0174 (01/05) Privacy Policy

DWG-E6D (04/01) Special Hurricane Deductible

DWG-E100 {07/04) Louisiana Amendatory Endorsement
DG-EZ290 07 04 Limited Fungi, Wet or Dry Rot or Bacteria Coverage
DWG-ES9 (01/93) $500 Special Loss Daductible Clause

Loss Supplement
Photographs

Replacement Cost Estimate
Special Hurricane Deductible

r Additional FRernark:

-

Continue =
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5. Click the Delete link to delete the current record.

Additional Interest - Microsoft Internet Explorer i ] ]
J File Edit Wiew Faworites Tools Help | / !l |
Quote r Current Additional Interest rAdditional Interest :I
Ad | Name [
Add Interest?|
Application [viel|Delete JlAMERICAS SERVICING CO | Fves Cho
— Insurable interest:| First Morkgagee ;I

Personal Lines o i
I 'Other’, describe: |

Homeowner
alllocations?| ™ ves % o |
Dwelling Eldg # and Loc #:|Building: 1, Location: 1 ;I
J Mame;:[SMERICAS SERYICIMNG CO | M

fifa]

Address 1:/ISB0A ATIMA
Address 2:|P © BOX 5106

City | 5t Zip|SPRINGFIELD. o - [[#s501 HE

Phone:|{000% 000-0000

E-mail: |
Reference number:| 1247012407
r Forms and Endorsement Altachment:
Dwia-2 (01/93) Dwelling Property Broad Form DWG-2 Loss Supplement
Mobile Home CTZ-J-0174 (01/05) Privacy Policy Photographs
DwG-E100 {07/04) Louisiana Amendatory Endorsement Replacement Cost Estimate

DwG-E290 07 04 Limited Fungi, Wet or Dry ok or Bacteria Coverage
DG-ES9 {01931 $500 Special Loss Deductible Clause

Claim

rAdditional Remarks

6. The following screen will confirm deletion. Click the OK button.

Microsoft Internet Explorer x|

\?2 Are wou sure you wank to delete this item?

Cancel |
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Operational Notes
The following notes provide additional information about how to operate LPMS.

1. When inputting text, users must enter the appropriate spacing and characters for the
following field types. The exact formats shown below must be followed in order for
LPMS to accept the data.

a. Phone numbers: (000) 000-0000

b. Social Security Numbers: 000-00-0000
c. FEIN: 00-0000000

d. Dates: 00/00/0000

2. When closing an LPMS web browser screen, there is no prompt to save. If a screen is
closed without clicking the Save button, data will not be retained. To avoid losing data,
click the Save icon or the Continue button to move from screen to screen.
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