¥\
People’sTrust.

Insurance Company

Slate Quick Reference

How to Add & View Files

Adding and reviewing Files (attachments) in Slate is quick and easy! Upload or find what you need in
Slate by reviewing the topics below.

We're going to cover where to:
e Add a File to a Quote or Submission
e Add a File to a Policy
e Review Attachments for all Policy Terms

e Review Sent Files

To Add a File to a Quote or Submission:

1. During quoting, you can attach any supporting documentation relating to a specific panel by
clicking the paperclip icon U located within each panel header.
If you want to add an attachment, add it in the specific panels applicable to the file subject.
As an example, you can attach a final roof permit during quoting within the ‘Roof
Information’ panel by clicking the paperclip icon.

Add New Quote

Quote / Add New Quote

L ] L J
Address Persenal Information Property Attributes
Structural Elements pAa -~ Attributes (U = PN
% elli s “

Structure Type Dwelling Number of Stories 20 - o
Year of Construction * 1985 Square Footage * 2785 : o
Construction Type * Masonry Distance to Hydrant * Less Than 1000 ft v

Primary Source of Heating *

and Cooling Hvac o
Roof Information

Home Quality Grade * Standard -9
Roof Shape * Hip ) Other (]

Floor Covering * Hardwood - Plank x
Primary Roof Year 2008 & ©

Floor Percentage * 100 : o

Final roof permit attachment required PPy =
Add Floor Covering

Primary Roof Material * shingle-Architectural -

Zoning [I]J a -

Add Secondary Roof
Territory * 63 v o

Helpful Note: If you add a file using these icons, it’ll transfer to the main Files feature under
‘Quote’ and will also carry over when requoting.

2. Next, click the Add icon © at the left side of the grid. Then either drag and drop the file you
want to upload, or click within the grey box to select a file from your computer.
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3. You'll need to add a Tag, in this case “Roof Permit Documentation — Final” and then make a
selection in the Relates To section. The fields within Relates To are specific to the panel you
are attaching a document to. In this example, you would select Primary Roof Year.

File Uplaad o

Aot _Permicl 03 miz = Tags Bosf Permit Documseesesen - wmlates To " Frimar ¥ Eoof vear X
Final

4. Now, click Submit. You will see a popup display to confirm your attachment. Exit the File
Upload screen by clicking the * on the top right side of the popup.

5. You'll now see a counter next to the paperclip icon on the panel to show there is one file
attached that relates to that specific panel. You'll also find the file(s) you uploaded in the
Files feature, found in the left navigation panel.

Roof Information @ ~

6. Allfiles attached within a quote will transfer to the policy if coverage is bound. They will be
located within the Files feature of the Policy menu option.

To Add a File to a Policy:

1. Search for a policy and then look on the left navigation menu, expand the Policy menu
option and click Files. The page defaults to the Attachments view, which is where any
uploaded items (application, emails, repairs, etc.) can be located. All policy attachments on
the current term will be displayed, in order of date added.

2. Next, click the Add icon ° at the top left of the grid.
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3. Ablank File Upload screen will populate for you to either drag and drop the file you want to
upload or click within the grey box to select a file from your computer.

4. You'll need to add a corresponding Tag, which relates to the File you are uploading.

File Upload - I ™ cmm B x

/

Attachments Notes

A .
L L 1.2 mb x Tags Application X | Relates To

Tag All Relates To All

5. Once complete, click Submit, Underwriting will be notified via an automatic Slate Activity
that you have uploaded a file which requires review.
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Sent Failed (00

File Name T2

B PA_Card1s
B Statement of No Loss_Cancellation of Pol icy B...
i} - Policy Change Request
B 1 - Roof Deductible Rejection Form

ol ‘-‘ W 10 ¥ items per page

To Review Attachments for ALL Policy Terms:

1. While you are in the Files feature, you can also see the Files associated to all policy terms. To
do so, toggle the All Terms button to ON. All files that have been attached over the life of the
policy will become visible.

Attachments ~ Sent  Failed (0)

All Terms. OFF

File Name =  Tags = RelatesTo = DateAdded 1 = Addedby = File Size (MB) =
02/05/2026 10:50 AM System User 0.02 s 4

:
arems @)
)

iPM . s s

i2 AM L s 3

2. You can click on any individual file name within the grid to view it or click the download icon
( 2 ) on the far right to download it to your computer.

3. To download multiple files, check the box () next to the file names to select (). In the

dropdown menu that appears, click the download icon (i) to open a separate browser tab.

9/‘6“1‘_—/

+ Policy Number *

D File Name T3

T Policy Number: F= 1-05

¥ B Pracardis
E @ Statement of No Loss_Cancellation ...
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To View Sent Files:

1. Switch from the Attachments tab to the Sent tab to locate system-generated documents
sent either via mail or email, that were sent to the Insured, Mortgagee, and/or Agent for the
current term. This includes important policy documents such as the Checklist of Coverage,

Policy Jacket, and historical declarations pages.
= Search for something. P

i1 Policy PFL Insured & Status Active  Effective Date 01/07/2026 EST  Dwelling v Agency ( q

Files - PFL4

Files

PolicyTerm  PFI - Active

Attachments Failed 0

Communication View o
Document Name = Recipient = RevisionDate = DeliveryMethod =  SentDate = DateAdded = AddedBy =
[ inspection Report 02/23 Paperless 01/16/2026 250 PM 01/16/2026 2:45 PM & [
&} pdf Paperless 01/16/2026 2:50 PM 01/16/2026 2:45 PM 3 ]
[ Inspection Report 02/23 Paperless 01/16/2026 2:50 PM 01/16/2026 2:45 PM nas
" pdf Faperless 01/16/2026 250 PM 01/16/2026 2:45 PM L2
[ inspection Report 5 02/23 Mailed 01/18/2026 227 PM 01/16/ 243PM As |
B Policy Coversheet 5 04/24 Mailed 01/18/2026 227 PM 01/16/2026 2:43 PM £ |
B Homeowners 3 - Special Form 03/23 Mailed 01/08/2026 6:14 AM 01/07/2026 221 PM System User B =
[ Deductible Options Notification 02/23 Mailed 01/08/2026 6:14 AM 01/07/2026 221 PM System User E
[ Liability Coverage for Home Day Care Busine 11/07 Mailed 01/08/2026 6:14 AM 01/07/2026 2:21 PM System User Bs
[ Personal Property Replacement CostLoss S e Russiens 03/23 Mailed 01/08/2026 6:14 AM 01/07/2026 2:21 PM System User 8
< 2 3 » W 10 v itemsperpage 1-100f 23 items

2. To save any specific documents, click the E icon on the right of the grid to view, or the :
icon to download.

Attachments Failed (0)

Communication View OFF
DocumentN = Recipient = Revision Date = Delivery Method = Sent Date = Date Added = Added By =
[ Inspection F 02/23 Paperless 01/16/2026 2% 01/16/2026 2:45 PM m = *
PFLAT=I"  Cousereso Paperless 01/16/2026 2:! 01/16/2026 2:45 PM [P 3

3. Toggle the Communication View button to ON in the top right above the grid to see
individual communications, via mail or Paperless, grouped by date. To view additional
information such as the email address to which an Action Required email was sent, click the

arrow on the far left of the grid to expand. Each communication may also be viewed in its
entirety by clicking the = icon on the far right of the grid.

Attachments Failed (0

Communication = Stws = Delivery Method = DateAdded = AddedBy =
Manual Gommunication Sent Mailed U1/16£2026 243 PM Leroy Anderson :
ACTION REQUIRED: Policy PFL477231-00 Insured Michael Rossiello Sent Paperless 01/13/2026 9:46 AM Leroy Anderson :
Important Online Account Information Access for Your Home Insurance Policy Sent Paperless 01/07/2026 2:21 PM System User 3
D Welcome to the People's Trust Insurance Family Sent Paperless 01/07/2026 221 PM System User :

0

u IPeo|:‘l._e'§‘s1'l-usl.

Simply a Better Way"

Hello Michael,
Welcome to the People's Trust Insurance family! We are thrilled to have you as a policyholder. Thank you for choosing us as your homeowners insurance company.

Inthe coming days, you can expect to receive a phone call from Home Inspection Services o schedule your home inspection. Additionally, you will receive several emails from us with your insurance policy documents and instructions on how to access
your account on MyPTl.com.
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