	Lexington Cover-All User Request Form

	Request Type:
	
	 FORMDROPDOWN 


	Request Date:
	
	X    

	Request By (must be user’s manager):
	
	X    

	Classic, NexGen or Both: 
	
	X    

	User Requires Access to  Production, Model or Both:
	
	X    

	

	Add User Request

	Full User Name:
	
	X    

	User Email Address:
	
	X    

	Role (see Page 2 of form for descriptions):
	
	X    

	Internal User? (Yes or No)
	
	X    

	Business Justification for Access Requested:
	
	X    

	Grant Access to “Producer Number(s)” (list all needed):
	
	X    

	Underwriter ID Needed (see Role requirements):
	
	X    

	Underwriter Access to “Producer Number(s)” (only needed if Underwriter ID requested):
	
	X    

	If View Only User – Name Source
	
	 FORMDROPDOWN 
 
	If other -      


	Delete / Change User Request

	Full User Name:
	
	

	Describe change needed:
	
	

	Business Justification for Change Requested:
	
	

	Effective Date of Change:
	
	


INSTRUCTIONS FOR COMPLETION OF USER REQUEST FORM:
· All fields with an “X” MUST be completed

· User Request Forms must be requested by the User’s Manager

· E-mail must include fully completed User Request Forms and must come from User’s Manager directly to the CoverAll Help Desk

· E-mail “Subject” line should state “Add, Change or Delete User Access”

· ALL Requests for User Access (Add, Change or Delete) must come to the CoverAll Help Desk at CoverAllHelpDesk@AIG.com
· ALL “Password Reset” requests should be sent to:

Cover-All_Password_Reset@aig.com
DEFINITION OF USER ROLES (note role limitations/specs):
View Only

· Policy view and print capability only 

· Able to utilize the search function in portal

· Cannot perform operations functions such as quote, endorse or issue

Underwriter Assistant

· Can process all transactions in both Portal and R&I with the exception of: convert quote, create policy, renew policy book policy and final audit

· User can quote but not book a policy

· Has Portal access to underwriter views (underwriter desktop and underwriter analysis)

· May have their own underwriter code if requested
Underwriter PA (Requires Underwriter ID)
· Has access to all functions in both Portal and R&I

· Can quote, convert, book and audit policies

· Has an underwriter code for policy assignment

· Can review portal reports on lines of business assigned to themselves

PA Manager (Requires Underwriter ID)
· Role designed for agency manager

· All functions assigned to the underwriter role as well as PA Analysis and PA Performance. These reports provide data for an entire producer code

Underwriter Codes are a policy assignment tool. Users with an underwriter code can have work assigned to them. Performance reporting in portal can be segmented by underwriter code. 

Rating can be processed by one user (ex. underwriter assistant) under an underwriter code for another individual (ex. account underwriter). This will enable reporting on the underwriter’s book of business. However, where the operator is not the underwriter, portal reporting will not segment out the performance of the rater.
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