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AMsuite® vs AMsuite® Core 

For Agent Use Only - Not for Distribution 
American Modern, American Modern Insurance Group, AMsuite, and modernLINK 
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This job aid will provide step by step instructions for navigating between AMsuite®  
and our AMsuite® Core system. A user may have the need to access both systems 

depending on the type of transaction you are completing. 

What is AMsuite®? 

 AMsuite® is American Modern Insurance Group’s policy administration
system.  AMsuite®  is an easy to use system for your typical day to day
transactions.

When do I use AMsuite®? 

 Quote and issuance

 Submitting risks for underwriting review (if needed)

 Most policy transactions (including changes and cancels)

 Making payments

 Viewing/uploading documentation

 Working your activities



AMsuite® vs AMsuite® Core 

For Agent Use Only - Not for Distribution 
American Modern, American Modern Insurance Group, AMsuite, and modernLINK 

are registered trademarks of American Modern Insurance Group, Inc. 

January 2018 © 2018 American Modern Insurance Group 

What is AMsuite® Core? 

 AMsuite® Core is American Modern Insurance Group’s comprehensive policy
system that will allow for more advanced policy transactions.

When do I use AMsuite® Core? 

 Copying your Submission

 Rewriting a policy

 Side by Side Quoting

 Viewing detailed billing history

 Performing underwriting transactions (for users with underwriting
authority)

 Policy servicing during a pending renewal.

For questions about using AMsuite,  please contact American Modern's Customer Service Team. 
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This job aid will provide step by step instructions for completing a policy change in the AMsuite 
system. 
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For questions about using AMsuite,  please contact American Modern's Customer Service Team. 
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Changing the Billing Contact 
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For questions about using AMsuite®, contact American Modern's Customer Service 

Team. 
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Address Change to an Existing AMsuite® Policy 
 

Retrieve and Open the Policy you are wanting to change from modernLINK 

 
 

Or from within AMsuite  
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Adding a Unit on an Existing Recreational Policy 

 

 
 

 
 



Policy changes  

© 2018 American Modern Insurance Group For Agent Use Only - Not for Distribution 
American Modern, American Modern Insurance Group, AMsuite, and modernLINK are registered trademarks of 

American Modern Insurance Group, Inc. 

 
 

May 2018 

 

 

 
 

 
 



Policy changes  

© 2018 American Modern Insurance Group For Agent Use Only - Not for Distribution 
American Modern, American Modern Insurance Group, AMsuite, and modernLINK are registered trademarks of 

American Modern Insurance Group, Inc. 

 
 

May 2018 

 

 

 
 

 
 



Policy changes  

© 2018 American Modern Insurance Group For Agent Use Only - Not for Distribution 
American Modern, American Modern Insurance Group, AMsuite, and modernLINK are registered trademarks of 

American Modern Insurance Group, Inc. 

 
 

May 2018 

 

 

 
 

 
 



Policy changes  

© 2018 American Modern Insurance Group For Agent Use Only - Not for Distribution 
American Modern, American Modern Insurance Group, AMsuite, and modernLINK are registered trademarks of 

American Modern Insurance Group, Inc. 

 
 

May 2018 

 

 

 

 
 



Policy changes  

© 2018 American Modern Insurance Group For Agent Use Only - Not for Distribution 
American Modern, American Modern Insurance Group, AMsuite, and modernLINK are registered trademarks of 

American Modern Insurance Group, Inc. 

 
 

May 2018 

 

 

 

 

 
 



Policy changes  

© 2018 American Modern Insurance Group For Agent Use Only - Not for Distribution 
American Modern, American Modern Insurance Group, AMsuite, and modernLINK are registered trademarks of 

American Modern Insurance Group, Inc. 

 
 

May 2018 

 

 

 
 

 
 



Policy changes  

© 2018 American Modern Insurance Group For Agent Use Only - Not for Distribution 
American Modern, American Modern Insurance Group, AMsuite, and modernLINK are registered trademarks of 

American Modern Insurance Group, Inc. 

 
 

May 2018 

 

 
 



Occupancy Change 

© 2018. American Modern Insurance Group, Inc. All Rights Reserved. 
  

For Agent Use Only - Not for Distribution 
American Modern, American Modern Insurance Group, AMsuite, and modernLINK are registered 

trademarks of American Modern Insurance Group, Inc. 
 

October  2018 

 

 

 
 

This job aid will provide step by step instructions for completing an Occupancy Change in the 
AMsuite®  system.  (i.e. Vacant to Rental) 

 

1. Search for the Policy either from modernLINK® or AMsuite 
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Adding a Lienholder to an Existing AMsuite® Policy 
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For questions about using AMsuite®, contact American Modern's Customer Service 

Team. 

 



TAB:
Additional Functions 

in AMsuite Core



Attachments 

 

 

to Recipients 
 

Attachments can be uploaded before the submission is issued, or after. 

Go the Actions tab. Slide down to New Document and hold until Link to an existing 
document displays.  Click on Link to an existing document. 
 

 

  
Click Browse to locate the document on your computer that you wish to upload to the file. 
The Attachments are stored at the Account level.  Be sure to name the document with enough 
detail to easily recognize what it is. 
Click Update for the file to be saved. 

Repeat this process for each file that needs to be attached. 
 
 
 

 
 
 
 
 

For questions about using AMsuite, contact American Modern's Customer Service 

Team @ 1-800-543-2644. 

**Remember never to store Non-Public Personal Information (NPPI) in the note fields. 
Notes become part of the official record and cannot be deleted. Therefore, do not 
enter any personal or unprofessional comments. 
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Documents 

 

 
 
 

This document provides the steps to locate 

documents on a policy. 

 
• Where to find Policy Documents (Dec pages) 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

Before you can send policy documents, you’ll first need to locate the policy. 
 

 
Click Policy. Enter the customer’s 9-digit policy number. Click the search icon. 
(You can also locate the policy by accessing the Account, and then select the policy.) 

 

Click Documents, found in the left hand navigation bar. Select View/Print for the document 
you wish to view/print. Dec pages are found under the Document tab. 

 

 
 
 
 
 
 
 
 
 
 

Locating  Policy Documents 

 
AMsuite is American Modern’s state-
of-the-art software solution. It

consolidates the policy administration,

claims and data applications into one

platform for all Personal Lines

products. 

 
From motorcycles to manufactured

homes, users will benefit from the

same functionality, flow and flexible

navigation. In a nut shell, AMsuite will

make it easier for you to do what you

do best—serve customers. 
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Policy Correspondence/Printing Verification of Coverage 
 

 

 
 

This document provides the steps to guide you to 

create and send policy correspondence from 

AMsuite. 

 
• Create Policy Documents 

• Send Policy Documents to Recipients 
 
 
 
 
 
 
 
 
 
 
 

 
 

Before you can send policy correspondence, you’ll first need to locate the policy. 
 

 
Click Policy. Enter the customer’s 9-digit policy number. Click the search icon.  It may be 
in your drop down list to click on also. 
You could also locate the policy by accessing the Account, and then select the policy. 

     

 
 

 
 
 
 

Create Policy Documents 

 
AMsuite is American Modern’s state-
of-the-art software solution. It

consolidates the policy administration,
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Policy Correspondence/Printing Verification of Coverage 
 

 

 

Click Actions.  Select New Document from the Actions menu. 
Select Create a New Document from a template. 

 

 
 

 
 

Select a template.  Click the search icon to choose from a list. 
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Policy Correspondence/Printing Verification of Coverage 

 

 
 
 

 

Select a Document Type. 

 
 

The list of templates is displayed at the bottom of the page. Scroll to Page 2 for 
additional templates. 

Locate the template you want and click Select. 
Pay attention to the template names and whether they are written for policy holder or 
producer. 

Click Create document. 
The template will open as a pre-populated word document. 

 

Update the document with changes, if necessary, and run spell check. 

Review the entire document for leftover prefill text, such as {enter free form}. 

If you know you will be sending the document to multiple recipients, put cc: and the 
names at the bottom of the document.  This will remind you of the primary recipient and 
who was copied, since you will have to do this manually. 
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Policy Correspondence/Printing Verification of Coverage 

 

 

Browse to a location on your computer and save the document to your department or 
3 agency’s agreed-upon location. 

The document will become available in AMsuite Policy in PDF format. 

 

 
 

To send the document to a single recipient,  select Browse to locate the document you 

just saved. 
 

Click the Recipient Type search button to select a recipient type. 

If you are not sending the document yet, such as when you prefer to print or send via e- 
mail, select ‘Yes’ to Image Document Only. 

 

If you are sending it now, check one Recipient type option:  Producer, Contracted 
Agency, or Policy contact. Only one recipient can be selected. 

 

Click the drop-down arrow and select a Recipient from the list. 
 
 

Click Update. If you selected a single recipient, you are done. 

If you selected ‘Yes’ to Image document only, determine if you need to e-mail it. 
 

If you need to e-mail it, click Documents in the Sidebar. 
 

• Click the Documents tab.  Locate the document in the list. 
 

• Click to open the PDF document. 

• Click the icon to send the e-mail and it will go through the proper encryption. If it 
goes to one recipient, you do not need to do anything further. Follow the prompts. 

 

 
 

 
 

If you do not need to e-mail it now, determine if you need to follow up on this.  If so, set 
a reminder activity for yourself. 

Send Policy Documents to Recipients 
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Policy Correspondence/Printing Verification of Coverage 

 

 

• Click Actions, New Activity. 

• Select Reminder. 
• Select a Reminder type from the list. 

• Add a note to the activity.  The note will remain on the policy even after the 
activity is completed. 

• Set the date according to the date on the document.   If this is for a single 
recipient, you do not need to do anything further. 

 
 

 
 

Review the Using the Desktop to Manage Activities module for more information on 

activity management. 
 
 

 

 

To send to multiple recipients, make sure the policy is open, and click Documents from 
the Sidebar. 

 
 

Click the Documents tab. 
 
 

 
Check the box for the document you want to send and click Send Print Request. 

 
 
 

Select a Recipient from the list.  If you already sent it to a single recipient, this process 
allows you to send it to additional recipients.  If you added the cc: at the bottom of the 
document, you can use this list for reference. 

 
Click Send. 

 
Repeat this process for each recipient 

 
For questions about using AMsuite, contact American Modern's Customer Service 

Team @ 1-800-543-2644. 

**Remember never to store Non-Public Personal Information (NPPI) in the note fields. 
Notes become part of the official record and cannot be deleted. Therefore, do not 
enter any personal or unprofessional comments. 

Multiple Recipients 
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Side by Side Versions  

 

 
 
 
 

This document provides the steps to use the Side 

by Side feature in AMsuite.  

 
• Start Side by Side 

• Quote all versions 

• Select appropriate version 
 
 
 
 
 
 
 
 
 
 
 

 
 

Before you can start a Side by Side, you’ll first need to locate the submission.  
 

 
Click Policy. Enter the customer’s 10-digit submission number. Click the search icon. 
(You could also locate the submission by accessing the Account, and then select the 
submission.) 

 
 

From any page of the submission, select the Versions dropdown and click Start Side by 
Side. 

 
 
 

 

This will start three Side by Side comparisons where you can quickly select and quote the 
submission with different coverage options. Notice the “Version” field is editable so you 

can name each version appropriately (e.g. Water 100%). See Screen shots below.  

Start Side by Side  

 
AMsuite is American Modern’s state-
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navigation. In a nut shell, AMsuite will

make it easier for you to do what you

do best—serve customers. 
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Side by Side Versions  
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Side by Side Versions  
 

 

 
 

 
 

When you have selected the different coverage options you want to quote click Quote All 

 
 

 
This will quote all three versions simultaneously and display the premium amounts  
 

 

 

 

 

 

 

 

Quote all Versions 
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Side by Side Versions  
 

 

 

After reviewing the different options click Select on the version you wish to continue 

with.  

 
 

Once selecting the version, you will be placed back into the full submission were you can 
see you are on that specific version.  

 
 

   

Select Appropriate Version 
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Side by Side Versions  
 

 

If necessary, you can quickly navigate back to the other versions by selecting the 
Version Dropdown and clicking on the appropriate version.  

 

                             

 
 
 
 
 
 
 
 
 
 
 
 

For questions about using AMsuite, contact American Modern's Customer Service 

Team @ 1-800-543-2644. 
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Performing Cancellation Transactions 

 

 
 
 

This document provides the steps to guide you 
to successfully perform cancellation 
transactions. 

 

• Cancel a Policy by Request 

• Complete the Cancel Rewrite Process 
 
 
 
 
 
 
 
 
 

 

 
 

 

To search for the policy, click the drop down arrow menu in the Policy tab.   
 
 
 
 

Enter the Policy Number in the Policy # field. Click the magnifying glass icon. 
 

If you have recently accessed this policy or transaction, it will display under the Policy 
# field. Click the policy number to access it.  
  

  
Select Cancel Policy from the Actions menu. 

 
 
 

 
Enter the required information on the Start Cancellation page. 

Cancel a Policy   

Key Benefits 
AMsuite is American Modern’s state-
of-the-art software solution. It

consolidates the policy administration,

claims and data applications into one

platform for all Personal Lines

products. 

 
From motorcycles to manufactured

homes, users will benefit from the

same functionality, flow and flexible

navigation. In a nut shell, AMsuite will
make it easier for you to do what you

do best—serve customers. 
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Performing Cancellation Transactions 

 

 
 

The two applicable reasons for a cancel rewrite are “Policy Rewritten with AMIG (Flat)” 
and “Policy Rewritten with AMIG (Mid-Term)”. 

• A flat cancellation sets the cancellation date to the effective date of the current 
term. 

• For mid-term cancels/rewrites, the effective date of the rewrite policy can only be 
the same date of the original policy’s cancellation. The rewrite cannot be created 
with an earlier or later effective date. 

  

 
 

Click Start Cancellation at the top of the page. 
 
 

 
Review the quote to make sure all information is correct. 

Click Bind Options, then click Issue Cancellation. 

 
When asked “Are you sure you want to cancel this policy?” click OK. 

 
The Cancellation Bound page will open and you can see that your cancellation has 
been bound. 
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Performing Cancellation Transactions 

 

 
If you are performing a cancel rewrite continue to “Complete the Cancel Rewrite Process” 

 

 

 
 

 

On the Cancellation Bound page, click View your policy.  
 

              
 
 

 
Select Rewrite Full Term from the Actions menu on the Policy Summary page. This 
option is only available if you chose one of the cancel/rewrite options when cancelling the 
previous policy. 

 
 

 
 

Complete the Cancel Rewrite Process 
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Performing Cancellation Transactions 

 

 
 

 
You need to review all pages of the policy and update any information that may have 
changed. 
 
The effective date can be changed on the Policy Info page.  
 

                  
 

The Policy Review page compares the existing policy and the rewrite of the policy. 
Click “+” next to the folders titled to view more specific comparison details.  

 
The system will prefill Bill the Down as Yes. This Billing information is carried over 
from the original policy. Click Bind Options, then click Issue Policy.  When asked 
“Are you sure you want to bind and issue this policy?” click OK. 

 

 
 

 
The Rewrite Bound page will open and you can see that your rewrite has been bound. 

 
 
 

For questions about using AMsuite, contact American Modern's Customer Service 

Team @ 1-800-543-2644. 
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Accidents/Violations & MVR’s  

 

 
 
 
 

 
 

Manually entered Accidents/Violations may become duplicates from system generated reports.  
These duplicates will not allow you to move forward in the policy process and need to be removed. 

 

 
To remove these manually entered duplicates, click the “Accidents/Violations” tab. 
 

 
 

Then click the checkbox next to the Manual submission, and click Remove to delete the 
duplicates. 

 
 

 

Revisit the Drivers page and update the number of accidents and violations on the Driver 
Experience tab, so that the number matches the entries on the Risk Analysis page. 

 
 

 

How to Remove Duplicated Accidents and Violations 
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Accidents/Violations & MVR’s  
 

 

 
 

 
 

The Motor Vehicle Records are only available after you proceed to issuance.  To view the Motor 
Vehicle Record: 

 
 
 

Select Risk Analysis from the left-hand navigation pain. 
 

 

 
Click the Motor Vehicle Records tab on the Risk Analysis page.  

 

 

 

Select the MVR Report Details button.  

 
 

 
 
 

For questions about using AMsuite, contact American Modern's Customer Service 

Team @ 1-800-543-2644. 

How to View Motor Vehicle Records 
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