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OFL Report Assessment - Rejection

1 Go to "Documents"
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2 Open the report

3 Click on the download
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4 Use the information provided in the "Issues found" section of the report to
determine the outcome of your claim

5 Go to "Details"
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6 Select your rejection reason from the drop down

7 Click "Rejection"
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8 Go to "estimates"

9 Scroll down to "Cost of job" on the report to get your inspection cost
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10 Check it matches the Emmiera estimate on your claim.

If this is different, it will need updating.

11 Go to "Documents"
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12 Click "Add"

13 Click "browse"
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14 Upload a copy of the policy wording

15 Choose "policy wording" from the category drop down
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16 Type "policy wording" in the description

17 Click "Add and close"



Made with Scribe - https://scribehow.com 10

18 Change the claim position to "Reject"

19 Select your rejection reasons from the drop down list.

You can choose up to 3.
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20 Change the handler to your name.

21 Click "Save"
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22 Tick the boxes next to the report and the policy wording.

This will send a copy of each to the customer.

23 Copy the rejection reason from your spreadhseet
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24 Paste it into the rejection reason box

25 Click "save"
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26 Choose "Claim completed" as your amendment reason

27 Click "Save"
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28 Go to the "Notes tab" and click "Add"

29 Type your note then click "Add and close"
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30 Click "Tasks"

31 Click the check-box
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32 Click "Save and close"

33 Click "Save"


