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1. From the Policies page (shown below), click on the Accounts tab in the left corner, or click on the 
Account name hyperlink under the Policies section. 

 

2. Under the Accounts tab, use the tiles to find the Account and choose the name hyperlink. 



   
 

 

3. On the Account Summary page, choose the Documents tile.      

 

4. The first section of documents on this page is the Account Documents. Here, you may find quote 
proposals, policy declarations, policy notices, and more.  

 

 

 



   
 

5. The next section is the Billing Documents. Here, you may see bills, AutoPay forms, and more.  

 

6. There are filtering options for both sections of documents. The top filter is for document type, and 
the bottom filter is for line of business.  

 



   
 

7. There is also an option to Print Selected Document or Send via Email. For either option, check the 
boxes next to the document(s) and click one of the buttons.  

a. Print Selected Document will save the document to your computer as a PDF. 
b. Send via Email will prompt you to enter the recipient and add text to the body of the 

email. 

 

8. There is also the option to upload a document into Navigator. Choose the Upload Attachment 
button.  

9. **Once a document is uploaded to Navigator, it cannot be removed or deleted. 

 
 
 
 
 
 
 
 
 
 
 

 



   
 

10.  Use the drop-down to select the Document Type, enter a Description, then you can drag and drop a 
file or browse your files. Choose OK.  

 

 

 
  

 

 

 

 


