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Procedure

This is the Insurance Mass Update Training Guide for Insurance Coverage.  

The Insurance Mass Update function does not apply to Contents Insurance due to the requirement to complete a text attachment for each Contents Insurance renewal submission. 


	Step
	Action

	1. [bookmark: T4_F4]
	Click the Navigator menu.


	1. [bookmark: T4_F6]
	Click the STATE OF NEBRASKA menu.


	1. [bookmark: T4_F8]
	Click the Risk Management - Insurance menu.


	1. [bookmark: T4_F10]
	Click the Insurance Review/Submission menu.






	Step
	Action

	1. [bookmark: T4_F119]
	Use the fields in the screen header and/or the Query by Example, QBE, line to filter your search for records.





	Step
	Action

	1. [bookmark: T4_F16]
	Select the row(s) containing the record(s) you want to submit or click the Select all fetched records option.

Click the Checkbox option






	Step
	Action

	1. [bookmark: T4_F26]
	Click the Mass Update button.

This will submit all of the selected records for processing. If a record does not contain key data it will not successfully submit. 






	Step
	Action

	1. [bookmark: T4_F32]
	Click the OK/SAVE button.


	1. [bookmark: T4_F113]
	Once the Mass Update is submitted, access the Mass Update for Risk Management Report through View Job Status.

It is important to review this information because records that are not valid will need to be fixed before submission.

	1. [bookmark: T4_F34]
	Click the Navigator menu.


	1. [bookmark: T4_F36]
	Click the STATE OF NEBRASKA menu.


	1. [bookmark: T4_F38]
	Click the View Job Status menu.


	1. [bookmark: T4_F40]
	Right-click the Job link.






	Step
	Action

	1. [bookmark: T4_F42]
	Click the View PDF option.

The report is also available to be viewed in CSV. 


	1. [bookmark: T4_F44]
	Click the Open button at the bottom of the screen.


	1. [bookmark: T4_F116]
	Refer to the Mass Update for Risk Management Report examples that have been attached to this lesson.

o Vehicle Insurance Mass Update Report
o Building Insurance Mass Update Report

The Mass Update for Risk Management Report will list the insurance records that could not be validated and/or insurance records that were successfully submitted.  Review the errors that were recorded on the example reports.  Any records with an error will need to be updated and submitted.  

	1. [bookmark: T4_F69]
	Continue to mass submit insurance records as needed.  

Click the Close button.



	1. [bookmark: T4_F3]
	
End of Procedure.
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