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Generate Correspondence Operation 

The Generate Correspondence Operation is found on the Operations menu of 

the Insurance capsule (Agreements tab).  The purpose of Insurance 

correspondence is to quickly pull a list of certificates (Vendor or Tenant or both) and craft letters or emails (or both) 

requesting certificate renewals or general information from the group of insured parties.  

 

Setting up and Building the Correspondence list 

Whatever criteria you select for your insurance list will be what you use to generate your expiration letters. You also have 

the option to choose only some of the records in this list. 

 

Bring up your Insurance listing by right clicking on the Insurance capsule and choosing 

your search preference. 

 

 Open By Search: allows you to customize a search.  For example, here you can 

search for all Group 1 vendor insurance certificates that expire this month. 

 Open With No Records: opens up a blank Insurance Certificate list. 

 Open with Maximum Records: opens your Insurance Module with the maximum amount of insurance certificate 

records (including Inactive records). 

 

Hints: 

 Clean up the list by hiding any records you do not wish to send insurance correspondence to by highlighting the 

record(s) and clicking the hide icon in the toolbar 

 You can also hold down your control key on your keyboard and only highlight records that you wish to send 

insurance correspondence to from this list.  Only the highlighted records will have insurance correspondence sent 

to them. 

 Sort the list by Expiration Date to quickly see which certificates you need to send insurance correspondence to by 

clicking on the column name “Expiration Date”. 
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If you do not have this column in your list, right click on the title of any column you see and select Add Column. You can 

also remove columns by right clicking on the column you want to remove and selecting Remove Column. 

 

Generating Insurance Correspondence 

Highlight the records you wish to send insurance correspondence to - remember only the records that are highlighted will 

have correspondence generated for them. 

 

 

 

Click on the Operations button and select Generate Correspondence. 

 

 

 

 

 

 

 

Your Insurance Correspondence window will open. 
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1. This portion of the window addresses what type of correspondence will be sent (Email or Letter), inclusion of 

Company Information (address, logo etc.), Insurance Details (policy details, required amount, etc.) and Additional 

Named Insured. 

2. This is where information for electronic correspondence (email) is entered. 

3. This is where information and specifications for hard copy letter correspondence is entered. 

4. This area is where you decide what Paragraph information will show on all correspondence. You have the option 

for two sets of paragraphs: a body and a closing. 
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Fields 

 Type is the type of correspondence you wish to send: Email or Letter. 

Note: If you choose Letter as opposed to Email, the screen stays the same, but the mandatory fields for Email and 

Subject (here highlighted in red) will no longer be highlighted. 

 Include Company Information: use this if you are not printing on letterhead; if printing on letterhead you may 

wish to omit this information. 

 Include Insurance Details: include this information to show the policy details and required and limit amounts of 

coverage on your correspondence. 

 Include Additionally Named Insured: include this information which will show the additional insured information 

on your correspondence. 

 Email Sender: is the email address of the person who is logged in. 

 If Sender is selected, Email will populate automatically. 

 Subject is free form text for the subject of the email. 

 Create Letters for Contacts without Email addresses: would create a hard copy letter for those contacts that 

do not have a linked email address. 

 Letter Date is the date which prints on the letter. 

 Font Type, Font Size and Margins effect how the letter will print. 

 Date Location: controls whether date appears above or below the address line. 

 Body: is the body of text that will print out on each letter or email. 

 Closing: will appear on the letter below the body. 
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Insurance Correspondence: filled out example 
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Field Referencing 

Insurance fields can be referenced in the body or subject of emails and letters created using the operation. This is most 

helpful when set up within a Paragraph record, which can then be added to any correspondence and will reference the 

fields from the record. The format of any references needs to be [Insurance.Fieldname].  

 

Examples include: [Insurance.NumberValue]   [Insurance.Contact]               [Insurance.Insurer]  

                              [Insurance.Vendor]              [Insurance.DateIssued]         [Insurance.Property] 

                              [Insurance.Phone]                [Insurance.Fax]                     [Insurance.Notes] 

 

Insurance Correspondence Summary report will appear on screen detailing if your letters/emails were created 

and results. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Hint: If you see a message here that tells you that a letter cannot be created, there will also be an explanation why to 

show you what needs to be corrected.  In this example both letters were created, but the second letter had no contact 

name, title or salutation so AwareManager will use “To Whom It May Concern”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 Generate Correspondence Operation 
Quick Reference 

                                    

 

 

 
www.awaremanager.com 617.542.8555 Version 956   Page 7 of 7 

 

Insurance Letters shown on screen 

 

 

 

 

 

 

 

 

 

 

 

 

 


