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Policy Upload Email Process for Qualia
Learn how to electronically upload First American Title policy images using the Qualia email feature.

Policy Upload Email Setup
Beginning in Qualia:
1. Create a new Contact in Qualia for First American Policy Upload with email policyupload@firstam.com
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People
Policy Upload Representative First American Title Insurance Company  anupload@frstam.com

Under Admin/Email Templates:
2. Create an email template
NOTE: Subject line should be [Firm Name] Policy Upload

3. Inthe body, insert the Agent ID number (AgentNet Account number) in the first line “Agent ID: XXXXX"”
NOTE: To obtain the AgentNet account number contact the ASC or your Sales Representative.
4. Inthe second line, add “File Number:” and the smart tag for the order number - {order_number}
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First American Policy Upload x First American Policy Upload
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Agent ID: 4068750 e

File Number: {order_number} e
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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 trademarks or trademarks 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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NOTE: Use the smart tag tool in the toolbar to insert the smart tag:
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User Process

1. When final policy schedules are completed, proceed to Documents

2. Select policy(ies) for upload
3. For files with multiple policies, select Merge from the toolbar
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4. If merging multiple files, rename to Policy Upload

Policy uplosd

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 trademarks or trademarks 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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5. Select the checkbox for the merge file
6. Click Send
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7. Select the Policy Upload email template

Send Message for Order #AELQGADS032022b

First American Policy Upload

Mo Template

First American Policy Upload

NOTE: Template will display the body of the email containing the Agent ID and File number:

Send Message for Order #AELQGAD6032022b

First American Policy Upload
ABC Demo policy upload for First America
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Agent 1D: 4068750

File Number: AELQGA06032022b

[ Policy upload.pdf
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Title, AgentNet, FAST, First American Eagle Academy, StreamLine, StreamLine ASP, TARA and Title Express are registered trademarks or trademarks 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
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8. In the Recipient section, select the Policy Upload contact

Message for Order #AELQGA06032022b

pol

ALL CONTACTS
-

Policy Upload fefirstam, First American Tithe Insurance Company

9. At the bottom of the template in the via section, select “email with attachments”

email with attachments
email with public weh link for files

[@ Pelicy upload.p
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m via email using secure document portal -~ @

10. Click Send

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
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