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Job Aid — Policy Upload in SnapClose

The purpose of this document is to provide detailed instructions on how to Upload Policy schedules to First American using the
SnapClose integration with AgentNet®.

Upload Policies

Follow the steps in this section to Upload Policies to First American in SnapClose. Beginning from an open file:

Click the First American tab

Click the Policy Upload tab

Check the boxes to the left of the Documents you wish to upload
. Click Upload
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Upload Policies - from Docs tab

1. Click the Docs tab
2. Select the documents you wish to upload with your cursor to highlight them
3. Hover your cursor over any of the highlighted documents, right click your mouse and select Upload Document(s) To First
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First American Title Insurance Company, and the operating divisions thereof, make no express or implied warranty respecting the information presented and assume no responsibility for errors or omissions. First
American, the eagle logo, First American Title, AgentNet, FAST, First American Eagle Academy, StreamLine, StreamLine ASP, TARA. and Title Express are registered tfrademarks or frademarks of First American
Financial Corporation and/or its affiliates. This document is for informational purposes only and is not and may not be construed as legal advice. No person or entity may rely upon anything contained herein when
making legal and/or other determinations regarding its practices, and such person or entity should consult with an attorney prior to embarking upon any specific course of action.
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View Uploaded Documents

Follow the steps below to view the documents uploaded to First American. Beginning from an open file:

1. Click the First American tab
2. Click the Policy Upload tab
NOTE: The uploaded documents appear below under Policy Upload History
3. Click the hyperlink for each document to view
NOTE: You may remove a document by clicking the Delete hyperlink to it’s right
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