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Uploading Documents to AIGPrograms.net Website
There are different instructions for the different kinds of uploads that you may want to do, so please review the instructions below and choose those that apply to your document.
PM/PLM General View Upload Instructions
If you are going to upload a document to the website that can be reviewed by both internal and external users without restriction you will need to fill out the Website Upload Request form as follows:
Locate the “Main Header Tab” (highlighted in Blue) under which the document will be saved, choose the correct “Section/Sub-Section” (not highlighted) for your document, fill in the “Document Name” field (highlighted in Yellow).  The “Document Name” field must show the name of the document you are uploading Exactly as it appears on your document, which should be named using appropriate Naming Conventions (See Example).
See attached example of General View upload:

[bookmark: _MON_1517396065] 
PM/PLM PA Specific Upload Instructions
If you are going to upload a document to the website that can be reviewed only by internal users and PA Specific external users, you will need to fill out the Website Upload Request form as follows:
Locate the “Main Header Tab”(highlighted in Blue) under which the document will be saved, choose the correct “Section/Sub-Section”(not highlighted) for your document, fill in the PA Ticker, PA Name, PA producer Code (highlighted in Green), and then fill in the “Document Name” field (highlighted in Yellow).  The “Document Name” field must show the name of the document you are uploading Exactly as it appears on your document, which should be named using appropriate Naming Conventions (See example), including the PA Ticker>Program Ticker>Program Name> Document Name.
Note that any document entered into the Dark Blue “Main Header Tab” section is required to be PA Specific.
See attached example of PA Specific Upload:


When complete, email your upload request to Cathleen.Churchill@aig.com with the subject line:
Upload to Website request_PA Name_PA Ticker_Producer Code.
This will allow the website manager to double check that the documents and the request are for the correct PA.
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WEBSITE UPLOAD REQUEST FORM.xlsx
Sheet1

		MAIN PAGE 
HEADER TAB 
(Dark Blue Banner 
on Website)		SECTION       		SUB-SECTION		SECTION ON THAT PAGE		PA Ticker		Program Ticker		PA 
Producer Codes		PA Name 		PLACE EXACT NAME OF FILE IN THIS COLUMN 
(must match the attachment name)
Must use Naming Conventions

		Home Page



		Loss Control 		Bulletins		vehicle		vehicle

		Loss Control 		Bulletins		crime		crime

		Loss Control 		Bulletins		fire/property		fire

		Loss Control 		Bulletins		liability		liability

		Loss Control 		Bulletins		natural Hazards		naturalHazards

		Loss Control 		Bulletins		program Industry		programIndustry

		Loss Control 		Bulletins		equipment breakdown

		Loss Control 		Surveys



		Operations & Systems		Bulletins & Announcements		announcements		announcements

		Operations & Systems		Systems & Feeds		MyAIGAccess		pgOpsSF_MyAIGAccess

		Operations & Systems		Systems & Feeds		EStart		pgOpsSF_EStart

		Operations & Systems		Systems & Feeds		Estart Helpful Hints		pgOpsSF_EStartHelpfulHints

		Operations & Systems		Systems & Feeds		Oden Policy Terminator		pgOpsSF_OdenPolicyTerminator

		Operations & Systems		Systems & Feeds		Coverall		pgOpsSF_Coverall

		Operations & Systems		Systems & Feeds		Coverall Release Notes		pgOpsSF_CoverallReleaseNotes

		Operations & Systems		Systems & Feeds		Lexington Operations Feeds		pgOpsSF_LexingtonOperationsFeeds

		Operations & Systems		Systems & Feeds		Program Connect		pgOpsSF_ProgramConnect

		Operations & Systems		Billing & Collections		dbs_intro		pgOpsBC_dbs_intro

		Operations & Systems		Billing & Collections		dbs_dotcom		pgOpsBC_dbs_dotcom

		Operations & Systems		Billing & Collections		agencyBill		pgOpsBC_agencyBill

		Operations & Systems		Billing & Collections		dbs		pgOpsBC_dbs

		Operations & Systems		Program & Premium Audit		premium Audit		pgOpsPPA_premiumAudit

		Operations & Systems		Program & Premium Audit		program Audit		pgOpsPPA_programAudit



		Compliance		Bulletins		Bulletins		pgComplianceBulletins

		Compliance		Bulletins		Bulletins Archive		pgComplianceBulletinsArchive

		Compliance		Manuals		AIG Third Party Code of Conduct		pgComplianceManuals_tpcc

		Compliance		Manuals		Anti-Money Laundering Program & Red Flags

		Compliance		Manuals		Program Administrator Legal Compliance Manual		pgComplianceManuals_legalComplianceManual

		Compliance		Manuals		Records Retention		pgComplianceManualsRecordsRetention

		Compliance		Manuals		Risk Transfer		pgComplianceManualsRiskTransfer

		Compliance		ISO		Outlook Report		pgComplianceIsoOutlookReport

		Compliance		ISO		LCM and ELR Reports>LMC Reports		pgComplianceIsoLcmElrReportsLcm

		Compliance		ISO		LCM and ELR Reports>ELR Reports		pgComplianceIsoLcmElrReportsElr

		Compliance		Tools		Application Checklist (for use with Applications and Questionnaires)

		Compliance		Tools		Cancellation Conditional Renewal NonRenewal Requirements		pgComplianceToolsCancellationConditionalRenewalNonRenewalRequirements

		Compliance		Tools		Fraud Warnings (for use with Applications and Claims Forms)

		Compliance		Tools		Recoupable Surcharges Chart		pgComplianceToolsRecoupableSurcharges

		Compliance		State Regulatory Endorsements		Cancellation		pgComplianceSRECancellation

		Compliance		State Regulatory Endorsements		Misc		pgComplianceSREMisc



		Products		Auto>Underwriting		Underwriting		pgProductsAutoUnderwriting										Auto_QwikNotes_Addendum_11_10_14.pdf
AUTOMOBILE_QWIK-NOTES-2014.pdf

		Products		Auto>Underwriting		UM UIM forms for ISO Multistate 2013		pgProductsAutoUM

		Products		Auto>Underwriting		UM / UIM

		Products		Auto>Underwriting		Pricing		pgProductsAutoPricing

		Products		Excess/Umbrella		Underwriting		pgProductsExcessUnderwriting

		Products		Excess/Umbrella		UM/UIM		pgProductsExcessUM

		Products		Excess/Umbrella		Pricing		pgProductsExcessPricing

		Products		GL>Underwriting		Quick notes		pgProductsGLUnderwritingQuicknotes

		Products		GL>Underwriting		Coverage Topics		pgProductsGLUnderwritingCoverageTopics

		Products		GL>Tools and Products		Crisis Response		pgProductsGLToolsAndProductsCrisisResponse

		Products		GL>Tools and Products		Corporate ID Protection		pgProductsGLToolsAndProductsCorporateIDProtection

		Products		GL>Tools and Products		Coverage Forms

		Products		GL>Tools and Products		EPL		pgProductsGLToolsAndProductsEPL

		Products		Healthcare>Underwriting		Product Profile		pgProductsHealthcareUnderwritingProductProfile

		Products		Healthcare>Underwriting		Forms		pgProductsHealthcareUnderwritingForms

		Products		Healthcare>Underwriting		Referral Authorization		pgProductsHealthcareUnderwritingReferralAuthorization

		Products		Healthcare		Loss Control		pgProductsHealthcareLossControl

		Products		Healthcare>Compliance		Self Audit		pgProductsHealthcareComplianceSelfAudit

		Products		Healthcare		Tools		pgProductsHealthcareTools

		Products		Multiline		Underwriting

		Products		Professional & Social Services		Quick Notes		pgProductsProfessionalSocialServices.php

		Products		Professional & Social Services		Coverage Topics

		Products		Professional & Social Services>Tools and Products		Crisis Response

		Products		Professional & Social Services>Tools and Products		Corporate ID Protection

		Products		Professional & Social Services>Tools and Products		Coverage Forms

		Products		Professional & Social Services>Tools and Products		EPL

		Products		Property		Underwriting		pgProductsPropertyUnderwriting

		Products		Property		Tools		pgProductsPropertyTools										bvs_msbexpress_net_Lexington

		The following fields are always PA Specific, so all sections must be filled out								PA Ticker		Program Ticker		PA Prod #		PA Name		*Document Name as it appears on your attachment - Must use Naming Conventions

		UW Authority		Contracts & Authority		Program Administrator Underwriting Authority		pgContractsAuthorityUnderwritingAuthority



		Contracts/KPI		Key Performance Indicators		AAL Reports

		Contracts/KPI		Key Performance Indicators		Contract

		Contracts/KPI		Key Performance Indicators		Hit Ratio		pgKpiHitRatio

		Contracts/KPI		Key Performance Indicators		Loss Runs		pgKpiLossRuns

		Contracts/KPI		Key Performance Indicators		Loss Triangles Quarterly		pgKpiLossTrianglesQuarterly

		Contracts/KPI		Key Performance Indicators		Premium and Loss		pgKpiPremiumAndLoss

		Contracts/KPI		Key Performance Indicators		Profitability Studies		pgKpiProfitabilityStudies

		Contracts/KPI		Key Performance Indicators		Rate Monitoring Reports		pgKpiRateMonitoringReports

		Contracts/KPI		Key Performance Indicators		Renewal Retention		pgKpiRenewalRetention

		Contracts/KPI		Key Performance Indicators		Temp Checks



																		*PA SPECIFIC - Document name must include:
 PA Ticker_Program Ticker_Producer Code_Program Name_Document Name_document date 
(if applicable)
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Website Upload Request Form 2.xlsx
Sheet1

		MAIN PAGE 
HEADER TAB 
(Dark Blue Banner 
on Website)		SECTION       		SUB-SECTION		SECTION ON THAT PAGE		PA Ticker		Program Ticker		PA 
Producer Codes		PA Name 		PLACE EXACT NAME OF FILE IN THIS COLUMN 
(must match the attachment name)
Must use Naming Conventions

		Home Page



		Loss Control 		Bulletins		vehicle		vehicle

		Loss Control 		Bulletins		crime		crime

		Loss Control 		Bulletins		fire/property		fire

		Loss Control 		Bulletins		liability		liability

		Loss Control 		Bulletins		natural Hazards		naturalHazards

		Loss Control 		Bulletins		program Industry		programIndustry

		Loss Control 		Bulletins		equipment breakdown

		Loss Control 		Surveys



		Operations & Systems		Bulletins & Announcements		announcements		announcements

		Operations & Systems		Systems & Feeds		MyAIGAccess		pgOpsSF_MyAIGAccess

		Operations & Systems		Systems & Feeds		EStart		pgOpsSF_EStart

		Operations & Systems		Systems & Feeds		Estart Helpful Hints		pgOpsSF_EStartHelpfulHints

		Operations & Systems		Systems & Feeds		Oden Policy Terminator		pgOpsSF_OdenPolicyTerminator

		Operations & Systems		Systems & Feeds		Coverall		pgOpsSF_Coverall

		Operations & Systems		Systems & Feeds		Coverall Release Notes		pgOpsSF_CoverallReleaseNotes

		Operations & Systems		Systems & Feeds		Lexington Operations Feeds		pgOpsSF_LexingtonOperationsFeeds

		Operations & Systems		Systems & Feeds		Program Connect		pgOpsSF_ProgramConnect

		Operations & Systems		Billing & Collections		dbs_intro		pgOpsBC_dbs_intro

		Operations & Systems		Billing & Collections		dbs_dotcom		pgOpsBC_dbs_dotcom

		Operations & Systems		Billing & Collections		agencyBill		pgOpsBC_agencyBill

		Operations & Systems		Billing & Collections		dbs		pgOpsBC_dbs

		Operations & Systems		Program & Premium Audit		premium Audit		pgOpsPPA_premiumAudit

		Operations & Systems		Program & Premium Audit		program Audit		pgOpsPPA_programAudit



		Compliance		Bulletins		Bulletins		pgComplianceBulletins

		Compliance		Bulletins		Bulletins Archive		pgComplianceBulletinsArchive

		Compliance		Manuals		AIG Third Party Code of Conduct		pgComplianceManuals_tpcc

		Compliance		Manuals		Anti-Money Laundering Program & Red Flags

		Compliance		Manuals		Program Administrator Legal Compliance Manual		pgComplianceManuals_legalComplianceManual

		Compliance		Manuals		Records Retention		pgComplianceManualsRecordsRetention

		Compliance		Manuals		Risk Transfer		pgComplianceManualsRiskTransfer

		Compliance		ISO		Outlook Report		pgComplianceIsoOutlookReport

		Compliance		ISO		LCM and ELR Reports>LMC Reports		pgComplianceIsoLcmElrReportsLcm

		Compliance		ISO		LCM and ELR Reports>ELR Reports		pgComplianceIsoLcmElrReportsElr

		Compliance		Tools		Application Checklist (for use with Applications and Questionnaires)

		Compliance		Tools		Cancellation Conditional Renewal NonRenewal Requirements		pgComplianceToolsCancellationConditionalRenewalNonRenewalRequirements

		Compliance		Tools		Fraud Warnings (for use with Applications and Claims Forms)

		Compliance		Tools		Recoupable Surcharges Chart		pgComplianceToolsRecoupableSurcharges

		Compliance		State Regulatory Endorsements		Cancellation		pgComplianceSRECancellation

		Compliance		State Regulatory Endorsements		Misc		pgComplianceSREMisc



		Products		Auto>Underwriting		Underwriting		pgProductsAutoUnderwriting

		Products		Auto>Underwriting		UM UIM forms for ISO Multistate 2013		pgProductsAutoUM

		Products		Auto>Underwriting		UM / UIM

		Products		Auto>Underwriting		Pricing		pgProductsAutoPricing

		Products		Excess/Umbrella		Underwriting		pgProductsExcessUnderwriting

		Products		Excess/Umbrella		UM/UIM		pgProductsExcessUM

		Products		Excess/Umbrella		Pricing		pgProductsExcessPricing

		Products		GL>Underwriting		Quick notes		pgProductsGLUnderwritingQuicknotes

		Products		GL>Underwriting		Coverage Topics		pgProductsGLUnderwritingCoverageTopics

		Products		GL>Tools and Products		Crisis Response		pgProductsGLToolsAndProductsCrisisResponse

		Products		GL>Tools and Products		Corporate ID Protection		pgProductsGLToolsAndProductsCorporateIDProtection

		Products		GL>Tools and Products		Coverage Forms

		Products		GL>Tools and Products		EPL		pgProductsGLToolsAndProductsEPL

		Products		Healthcare>Underwriting		Product Profile		pgProductsHealthcareUnderwritingProductProfile

		Products		Healthcare>Underwriting		Forms		pgProductsHealthcareUnderwritingForms

		Products		Healthcare>Underwriting		Referral Authorization		pgProductsHealthcareUnderwritingReferralAuthorization

		Products		Healthcare		Loss Control		pgProductsHealthcareLossControl

		Products		Healthcare>Compliance		Self Audit		pgProductsHealthcareComplianceSelfAudit

		Products		Healthcare		Tools		pgProductsHealthcareTools

		Products		Multiline		Underwriting

		Products		Professional & Social Services		Quick Notes		pgProductsProfessionalSocialServices.php

		Products		Professional & Social Services		Coverage Topics

		Products		Professional & Social Services>Tools and Products		Crisis Response

		Products		Professional & Social Services>Tools and Products		Corporate ID Protection

		Products		Professional & Social Services>Tools and Products		Coverage Forms

		Products		Professional & Social Services>Tools and Products		EPL

		Products		Property		Underwriting		pgProductsPropertyUnderwriting

		Products		Property		Tools		pgProductsPropertyTools

		The following fields are always PA Specific, so all sections must be filled out								PA Ticker		Program Ticker		PA Prod #		PA Name		*Document Name as it appears on your attachment - Must use Naming Conventions

		UW Authority		Contracts & Authority		Program Administrator Underwriting Authority		pgContractsAuthorityUnderwritingAuthority



		Contracts/KPI		Key Performance Indicators		AAL Reports

		Contracts/KPI		Key Performance Indicators		Contract

		Contracts/KPI		Key Performance Indicators		Hit Ratio		pgKpiHitRatio		KKI		SLE		80751		K&K Ins Group		KKI_SLE_80751_Sports_and_Leisure_AIG_YTD_Hit_Ratio_12_15

		Contracts/KPI		Key Performance Indicators		Loss Runs		pgKpiLossRuns

		Contracts/KPI		Key Performance Indicators		Loss Triangles Quarterly		pgKpiLossTrianglesQuarterly

		Contracts/KPI		Key Performance Indicators		Premium and Loss		pgKpiPremiumAndLoss

		Contracts/KPI		Key Performance Indicators		Profitability Studies		pgKpiProfitabilityStudies

		Contracts/KPI		Key Performance Indicators		Rate Monitoring Reports		pgKpiRateMonitoringReports

		Contracts/KPI		Key Performance Indicators		Renewal Retention		pgKpiRenewalRetention		KKI		SLE		80751		K&K Ins Group		KKI_SLE_80751_Sports_and_Leisure_AIG_YTD_Retention_12_15

		Contracts/KPI		Key Performance Indicators		Temp Checks



																		*PA SPECIFIC - Document name must include:
 PA Ticker_Program Ticker_Producer Code_Program Name_Document Name_document date 
(if applicable)
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