TO ACTIVATE A NEW USER WITH AIG SYSTEMS


Request Activation:
1. Set up an Activation Request email to be sent to AIG Broker Services for processing
a. Address the email to ToServe@aig.com 
b. Copy Cathleen.Churchill@aig.com on the email to AIG Broker Services
c. The Subject Line must say 
i. Systems User Activation
ii. COVERALL & Systems User Activation if CoverAll is to be included
2. Fill out and attach the New User Request Form, checking off all systems to which the user will need access
a. If CoverAll is requested, the Coverall tab must be completed 
b. Please retain a copy of the request for future use with addition/deactivation of systems
3. In the body of the email state that the user “is to be activated with all systems noted” 
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COVERALL:

If the user has CoverAll access:
1. Fill out the CoverAll Add User Form – New 
a. Choose Delete User from the Request Type drop down
i. Fill out Lexington Cover-All User Request Form and Add User Request sections only
ii. The Delete/Change User Request section is for CoverAll Use only

Request Deactivation:
1. Set up a Deactivation Request email to be sent to AIG Broker Services for processing
a. Address the email to ToServe@aig.com 
b. Copy Cathleen.Churchill@aig.com on the email to AIG Broker Services
c. The Subject Line must say 
i. Systems User Deactivation
ii. COVERALL & Systems User Deactivation if user had access to CoverAll  
2. Attach the original New User Request Form and the CoverAll Add User Form - New to the deactivation request email
a. If you did not retain a copy of the request, then include a list of the system to which the user had access
3. In the body of the email state that the user “is to be Deactivated from all systems noted” 





