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1 INTRODUCTION

Welcome to the AVYST Solution! AVYST is an agency sales and risk management software solution
that was given birth by agency principles in the P&C Insurance Industry who were struggling with the
ability to properly track referrals and efficiently provide prospective clients with insurance quotes that
would allow them to effectively secure new business.

Our eForms Wizard automatically populates ACORD forms as well as carrier and agency/broker
forms from the interview process. With eForms Wizard, information can be easily added one time to
a form and it will pre-populate other forms within the application. From your library, you can select
favorite forms and create packages of forms; then edit, save and share your applications and forms with
others. Users can also work offline for convenience of people traveling to gain business. AVYST eForms
Wizard allows you to work with an application package and submit it once you are back online. Finally,
this program will have the ability for you to enter the information once and be able to submit it to
multiple parties.

1.1 Notice of Confidentiality

THE PURPOSE OF THIS DOCUMENT IS TO PROVIDE END USERS WITH A REFERENCE GUIDE TO NAVIGATE THROUGH KEY FUNCTIONS OF THE APPLICATION. THE
CONTENTS OF THIS DOCUMENT ARE CONSIDERED CONFIDENTIAL AND PROPRIETARY IN NATURE AND SHOULD NOT BE SHARED WITH ANYONE OUTSIDE OF OUR
AVYST EFORMS WIZARD BETA TESTER OR CLIENT AGENCIES.

We have provided contact and support numbers in the Appendix of this guide for your reference.
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2 DOWNLOADING AND INSTALLING

2.1 RECEIVING EMAIL WITH DOWNLOAD INFORMATION

At this point, you have contacted our company to sign up for our eForms Wizard. By now, you should
have received an email containing your Username, Email Address, License Key and the URL link to
download our product.

1. Click onthe URL and it will take you to our AVYST License Manager.
2. Please enter your UserName, Email Address and License String into our AVYST License User
Management.

UserName [[EEi0]
I EH N BV ser @ agencydomain com
License String|

[ Sumi | Fese |

3. Your account information will pop up on the top of the screen and you will click on ‘Download
URL’

2.2 DOWNLOADING AND INSTALLING AVYST EFORMS WIZARD

This section describes how to download and install AVYST eForms wizard on your desktop, laptops, tablets.

1. Once you click on the link ‘Download URL’, a pop-up will appear, please click ‘Run’.

Do you want to run or save eFormsWizard_0411.exe from avyst.sanuk.net? Run Save |¥ Cancel »

2. You will then see a pop-up to install eForms Wizard, please follow the prompts to successfully
install the product. Within these prompts, you will be asked to look over and accept our
customer agreement.

Welcome to the InstallShield Wizard for
eFormsWizard

The InstallShield(R) Wizard will allow you to modify, repair, or
remove eFormsWizard. To continue, dlick Mext.
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3. Once you click ‘Finish’ on the installation wizard it will launch our product, and you will be asked
to enter your UserName and Email Address once more to login.
a. The License will prefill along with the Software Version, Install Date and Current Date.
(A X
UserName: ‘| |
Email Address: | |

License: ‘| |

Software Version: _' |
Install Date: .. |

Current Date |

3 WALKTHROUGH OF EFORMS WIZARD

31

FILE

This is the first tab you can see on your eForms Dashboard. If you look all the way to the right, you will
see a thumbtack, this will allow you to pin the tabs open or else they will close after each selection.

File Packages Setup Help Logout
(5 Y B —
S & 2 B % B s &
e Open Open Add To  Open From Save Share Print  Save &
Client Existing Client Form - Favorites Favorites.. Options = Options = i Exit
3.1.1 NewCClient
This selection will allow you to add new clients as they come into your workload.
1. You have two options when adding New Clients, you can either add a Personal Lines client or a
Commercial Lines Client.
2. After that selection, you will begin to complete all the client details such as name and address.
3. Before you create the client, you have an option to ‘Choose a Package’, please head over to
chapter __ to review how to set up packages and the benefit of doing so. If you would rather
select your forms within the client, you can immediately select ‘Create Client’
4. Once you click ‘Create Client’ it will take you to the client file, and at this point you will select

‘Open Form’ and choose the forms needed. This option will be better explained in chapter 3.1.3.
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3.1.2 Open Existing Client
This selection will allow you to open a client that has already been created.

1. Once you select ‘Open Existing Client’, it will open a window with a list of your current clients.
You will select the client you want to open and then select ‘Open’.

1l « Roaming » eFormsWizard » Completed Applications v| @& | | search Completed Applications 0
Organize ~ Mew folder =~ [ @
& OneDriveforBus A Home ’ Date madified Type Size
| Recent places
ABC Wellness Consultants PM  File folder
& SesnSnap Folder
Archie Andrews PM  File folder
_ Sammi L Saunders File folder
18 This PC
i Desktop
“| Decuments
4 Downloads
[ gail@mywaveag:
W Music
£ Pictures
H Videos
i 05 (CY)
v
File name: “ v| XFDL Document (*fdl) v

2. At this point it will take you inside the client folder and you will select the folder that you want,
there should only be one folder in here and it will either be a Personal or Commercial Lines
folder.

a. Ifthe client folder does not have any folders inside of it, this means that you did not add
any forms to this client yet.

3. Once you select the Line of Business Folder that you want, you will see multiple files depending
on how many forms you have added to the client. To open the client and all of its forms you will
want to select all files in this folder and then select ‘Open’

® < 1 Ll « Completed Applications » Sammil Saunders » Personal v ¢ | SsearchPersonal »
Organize = New folder = 0 @
Z OneDriveforBus A Name - Date modified Type Size
i Recent places
|| 405-Sammi L Saundersaxfdl XFDL File 120KB
& ScanSnap Folder .
|| 406-Sammi L Saundersaxfdl XFDL File 265K8B
R || ACORD 0080 (2016-03)-Sammi L Saunder... 4/ XFDL File 2,147KB
= || ACORD 0081 2016-03r1-Sammi L Saunde XFDL File 1,422 KB
i Desktop ; ) e
|| ACORD 0082 2016-03r1-Sammi L Saunde XFDL File 1,653 KB
©| Documents
i Downloads
[® gail@mywaveag:
& Music
& Pictures
& Videos
i 05(C)
v
File name: | | XFDL Document (*xfdl) v

4. This will take you to the client and show you all of the forms selected. You can begin working on
this client at this point.

3.1.3 OpenForm
This selection will allow you to select forms that you would like to use for your clients.

1. When starting to look for forms to open, make sure that you are in the client that you want

these forms added to.
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2. You have two options when selecting ‘Open Form’, | will walk you through both at this time.
a. ‘From Folder List" or ‘From Pick List’

3. When you click ‘Open Form’ you will select ‘From Folder List’. This will open another window
with two folders listing Personal Lines or Commercial Lines. You will select the one that you are
needing forms from. You will go through the folders eventually getting to the files that are the
forms, you will make your selection, if you are wanting more than one you will hold down CTRL
and select multiple and then click ‘Open’ and they will open to your clients file.

A Open

® -t <« AppData » Rosming » eFormsWizard » ACORD Forms v ¢ Search ACORD Farms P

Organize ¥ New folder = O @

& OneDriveforBus &  Name Date modified Type Size

| Recent places —
SPM  File folder

Personal Lines 41 5PM File folder

Commercial Lines 4118/

& ScanSnap Folder

18 This PC
i Desktop
¥/ Documents
& Downloads
[® gail@mywaveag:
i Music
= Pictures
8 Videos
iy 05 (C)
v

File name: | XFDL Document (") v

Open Cancel

4. When you click ‘Open Form’ you will select ‘From Pick List’. This will open a pop-up window
listing the forms by name, LOB and state. You can also use a search option in this window. You
will select all the forms that you are wanting and then click ‘OK’. This will open them in the client
file for you to begin your work.

A x
Search
Type ACORD v Filter By None
Look For
Form Name LOB State
O ACORD 0149 2013-09r2 Commercial Lines co
O ACORD 0155 2016-09 Commercial Lines co
O ACORD 0160 2016-09 Commercial Lines co
O ACORD 0175 OH 2002-09r1 Commercial Lines co
O ACORD 0401 2016-03r1 Commercial Lines co
[} ACORD 0402 2016-03 Commercial Lines co
O ACORD 0403 2016-03 Commercial Lines co
[} ACORD 0404 2016-03 Commercial Lines co
O ACORD 0410 2016-03r1 Commercial Lines co
O ACORD 0803 2016-03 Commercial Lines co
O SampleTest! Commercial Lines Cco
‘ aK ‘ | Cancel

3.1.4 Open Non-ACORD Form
This selection will allow you to select forms that you would like to use for your clients that are not
ACORD forms, these can be carrier or broker specific forms.

This option is not yet available and this guide will be updated once it becomes available.
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3.1.5 Add to Favorites and Open From Favorites
These two selections will allow you to add forms to your favorites folder and will give you easier access
to your favorites folder by one click.

1. When you click on ‘Add To Favorites’, it will open up the form Pick List and you can make your
selection to add one or multiple forms to your favorites. Once complete, click ‘OK’. It will give
you a prompt stating ‘File is successfully add to favorite’

2. When you click on ‘Open From Favorites’, it will open up a window showing files/forms that you
have added to your favorites. You can then open all the forms you need to the client that you
arein.

3.1.6 Save Options
This selection will allow you to save your forms either via a PDF or XFDL file.

1. When you click on ‘Save Options’ it will present a dropdown with six selections. We will walk
through what each of these mean.

E e e

Save Share Print
Options = Cptions « =
Single PDF |
Single XFDL

All-In-One PDF

All-In-Cne XFDLiAvyx)
selected PDF |
an Selected XFDL l\]

2. Let’stalk about PDF vs XFDL:

a. PDF will save as an Adobe PDF Format, which means you can open it up as a document
and review and share it outside of the program. This file cannot be imported back into
our system so once it is saved as a PDF you cannot edit the PDF and have the edits
imported to eForms Wizard.

b. XFDL file is a proprietary file specific to AVYST and this file can be saved and shared but
to open it you must open it within the eForms Wizard.

3. Let’s talk about ‘Single’, ‘All-In-One’ and ‘Selected’

a. Saving a ‘Single PDF’ or a ‘Single XFDL’ will save the form that you are on at that
moment.

b. Saving an ‘All-In-One PDF’ or an ‘All-In-One XFDL’ will save all of the forms that are
under the client selected into one file.

c. Saving a ‘Selected PDF’ or a ‘Selected XFDL’ will save the selected forms, in order to
select a form, you will have to check the box next to the form name in the forms tab.

DEALERS SECTION [] EQUIPMENT BREAKDOWRMN SECTION [ ] OHIO FAIR PLAN UNDERWRITING AS50... X | AGRICULTURE APPLICATION [ |

2

3.1.7 Share Options
This selection will allow you to share your forms (PDF or XFDL files) via email.
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1. When you click on ‘Share Options’ it will present a dropdown with six selections. We will walk
through what each of these mean.

- e e

Share Print  Save &
Crptions ~ - Exit
Single PDF |

Single File{Avys)
All-In-Cne PDF
All-In-One (Avyx)
Selected PDF

k Selected FilesiAvyx)

2. Let’stalk about PDF vs XFDL:

a. PDF will save as an Adobe PDF Format, which means you can open it up as a document
and review and share it outside of the program. This file cannot be imported back into
our system so once it is saved as a PDF you cannot edit the PDF and have the edits
imported to eForms Wizard.

b. XFDLfile is a proprietary file specific to AVYST and this file can be saved and shared but
to open it you must open it within the eForms Wizard.

3. Let’s talk about ‘Single’, ‘All-In-One’ and ‘Selected’

a. Sharing a ‘Single PDF’ or a ‘Single XFDL’ will save the form that you are on at that
moment and attach is to an email.

b. Sharing an ‘All-In-One PDF’ or an ‘All-In-One XFDL’ will save all of the forms that are
under the client selected into one file and attach it to an email.

c. Sharing a ‘Selected PDF’ or a ‘Selected XFDL" will save the selected forms, in order to
select a form, you will have to check the box next to the form name in the forms tab and
it will attach it to an email.

DEALERS SECTION [] EQUIPMENT BREAKDOWN SECTION [ ] OHIC FAIR PLAN UNDERWRITING AS50... X | AGRICULTURE APPLICATION []

2

3.1.8 Print
This selection will allow you to print out your forms.

1. When you click on ‘Print’ it will present a dropdown with three selections. We will walk through
what each of these mean.

@

Print | Save &
= Exit

& Print Single |
& Print All

i Print Selected
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2. ‘Single’, ‘All’ or ‘Selected’
a. Printing ‘Single’ will print the form that you are on at that moment.
b. Printing ‘All" will print all of the forms that are under the client.
c. Printing ‘Selected’ will print the selected forms, in order to select a form, you will have
to check the box next to the form name in the forms tab.

DEALERS SECTION [] EQUIPMENT BREAKDOWRMN SECTION [ ] OHIO FAIR PLAN UNDERWRITING AS50... X | AGRICULTURE APPLICATION [ ]

2

3.19 Save & Exit
This selection will save all the work you have done up to that point and log you out of the eForms

Wizard.

3.2 PACKAGES
This is the second tab you can see on your eForms Dashboard. This section will walk you through how to

create and implement form packages.

File Packages Setup Help Logout
MNewr Open Shars Import

Package Package  Package Fackage

3.2.1 New Package
This section will allow you to create packages of forms for easier access to a group of forms in future

uses.

1. Once you click ‘New Package’ you will see a pop-up screen. You will input the Package Name and
select the LOB Type.

PackageMameView

Please Enter Package Name
Package Name

LOB Type ®) Personal ) Commercial

2. Once you select ‘Create’ you will be taken to the Pick list where you will pick the forms that you
would like in a package.

3.2.2 Open Package
This section will allow you to open and use the packages that you previously created or imported.
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1. Once you click ‘Open Package’ it will open a window for you to select the LOB, once you open
the LOB folder that you want you can see the packages that you have either created or

imported.

@ * I 1« AppData » Roaming » eFormsWizard » Packages

Organize + New folder

=l Recent places

o ScanSnap Felder

#& OneDrive for Bus # Mame

. Commercial Lines

1M This PC
1 Desktop
| Documents
4 Downloads
Iﬁb gail@mywaveag
o Music
=| Pictures
B Videos
B, 05(C)

v

File name:

2. Once you open the package that you want, it will add the forms to the client that you are

currently on.

3.2.3 Share Package

This section will allow you to share the packages that you created via email to other users of eForms

Wizard.

1. Once you click on ‘Share Package’ a pop-up window will open listing all of your current

packages.

® Personal

[] Test Package. Zip

September 27, 2016



eForms Wizard

2. Select the package(s) that you would like to share and click ‘Share’, once you do this it will open
a new email with the attachment and instructions to import the attachment to the other users
eForms Wizard.

From~

To..
Send

Cln
Subject Confidential: Applicant information is been shared by AVWST

3| TestPackageZip

360 KB

Attached

[This Applicant Package in being shared with you To gain access to the Applicant information you will import the attachment into AVYST eForms Wizard. Use the following steps:
1. Save the attachment(s) to your desktop of a folder on your computer.

2. Within AVYST eForms Wizard. select "Packages” and "Import Package” from the menu.

Congratulations! Your package is now available for use

This message is intended only for the personal and confidential use of the designated recipient(s) named above. If you are not the intended recipicnt of this message you are hereby notified that any review, dissemination, distribution or
copying of this message is strictly prohibited. Please delete it and any attachments and notify the sender that you have received it in error. Unintended recipients are prohibited from taking action on the basis of information in this e-mail

3.2.4 Import Package
This section will allow you to open packages that other users might have sent to you so you can have the
form packages they created.

1. Once you select ‘Import Packages’ it will open a pop-up window to have you select what LOB
type you would like to import the package under.

A Import Package

Please Select Lob Type

LOB Type @) Personal ) Commercial

2. Once you select an LOB Type and select ‘Select’ then it will take you to another window, at that
point you will have to find the folder that you saved the file in, and select it to open it up as a
package in eForms Wizard.

3.3 SETUP
This is the third tab you can see on your eForms Dashboard. This section will walk you through adding
information for your agency and producers.

File Packages Setup Help Logout
=
Agency Producer
Information Information
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3.3.1 Agency Information

This section will allow you to add your agency information for easy access and this will also prefill onto
forms that require agency information. If you have more than one, you will need to select a default for
the one that you want prefilled on the forms.

1. In this tab, you can click on ‘Add Agency’ and once you do this you will be able to complete your
agencies basic information. Once complete, click ‘Submit’. You can add multiple agencies as your
desire.

Velociraptor Insurance Agency

2. You can also add a location. If your agency has more than one location then you can select ‘Add
Location’ and add the other locations as needed.

Test Insurance
Agency

‘elociraptor Insurance Agency Main office
Colorade , US.A

Velociraptor Insurance Agency Main office
| 1234 Main St

Tel: (303)555-4364

N . Eax:
| e Email address: sam@&insagency.com

‘ Code: CO
Sub Code: 80234
Agency Customer id: 456

|
|
|
|
|
| | . Select a State Contct: Sam Smith
|
|
|
|

3.3.2  Producer Information

This section will allow you to add your producer information for easy access and this will also prefill onto
forms that require producer information. If you have more than one, you will need to select a default for
the one that you want prefilled on the forms.

1. In this tab, you can click on ‘Add Producer’ and once you do this you will be able to complete
your producer’s basic information. Once complete, click ‘Submit’. You can add multiple
producers as your desire.
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Producer Name Agency Name National Producer Number State Specific

3.4 Herp
This is the fourth tab you can see on your eForms Dashboard. This section will walk you through how to

see updates or upgrades and how to contact our office for additional help.

File Packages Setup Help Logout

g O

AFAVE About
Help

3.4.1 AFAVE Help
This option is not yet available and this guide will be updated once it becomes available.

3.4.2 About
This section will allow you to see more about eForms Wizard whether it be your license information or

application information.
A About eForms Wizard
), eForms Wizard

Version: 1.0.0.0411

License Information

Application Update

Technical Support

License Information will tell you about your license and when it expires.

License Upgrade will take you to our website if you would like to upgrade your package.
Application Update will let you know if your application has an update needed

Technical Support will give you additional contact information so you can get further help on
any problems that you might be having.

PwNPR

3.5 Locout
This is the fifth tab you can see on your eForms Dashboard. Once you click this tab it will immediately

log you out.
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Need help? Here’s how you can contact us.

ﬁ Email: support@avyst.com

We will respond to all requests Monday — Friday, 8 am — 6 pm MTN

In your email, please include the following:

1.
2.

Tells us a little about what happened and what you expected.
Take a screen shot of the page that the issue appears and paste or
attach it into an email.

Copy the URL and paste that into the email.

Please provide your name and contact information so that we can
follow up with you.

@ Phone: 720.893.3005

Monday — Friday, 8 am — 6 pm MTN

Issue Reporting Steps:

1.

It's best if you are at your computer when you call so we can set
up screen sharing.

Be prepared to tell us a little about what happened and what you
expected.

Have your agency name and your contact details in case we get
disconnected.

Helpful Tip

TO GRAB A SCREEN SHOT

1.

Navigate to the screen where
your issue exists.

Find your Snipping Tool and
select ‘new’.

Drag the mouse to create a
box around the screen in
question.

Click on the copy button in the
snipping tool.

Navigate to your email
message and paste/right click
and paste/Ctrl-v.

% New ¥ x|Cancel L Options
Select a snip type from -0

the menu or click the
New button.
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