
From the Summary Page of the policy or from the Quote page in an 
unsubmitted quote, select VIEW/UPLOAD DOCUMENTS

View/Upload Documents
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Select + Upload Documents2
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This Job Aid will show how to attach or upload a required document, file, form 
or photo to a quote or existing Policy in AMsuite. 



Select the form type.3

If attaching an EZPay Authorization form, there will be an additional 
question to select the EZ Pay Form Version.  When attaching any 
other form, photo or documentation select All Other Forms.  Your 
desktop files will be displayed to choose the desired form to upload. 
Select the file and select Open.

4

For Agent Use Only - Not for Distribution
.

August 2022
Version: #1

View/Upload Documents



5 For the EZPay Authorization form, choose the version date.  
Select Upload.

The Version for the EZPay Authorization form is in the lower left corner 
of the signed EZPay Authorization form.  Choose the version date.  
Select Upload.
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Attached item will now be displayed under Documents..7
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For all other forms, Verify Form Name.   Select Upload.6
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