Agency Technology Training University E

ez ¥ )
chuoe From Chubb g _/.g ZQ

_—

Microsoft Word 2010

Navigation Pane-Document Map, Thumbnails & Find
Did You Know?

{

Did you know that the Navigation Pane enables you to view all of your document’s headings
and pages in a clear, top-to-bottom format? There are 3 parts to the Navigation Pane in Word
2010: Browse/Document Map, Thumbnails and Find. Take a closer look below..
Instructions

Steps Actions
1. Accessing the Navigation Pane
In Microsoft Word, click on the View Tab
2. In the Show section, select the Navigation Pane checkbox
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Review of the Navigation Pane Mavigation v X

Search Document 2 -

Browse/Document Map — show an
Outline of the headings in your
Document

Thumbnails - browse through the
Pages in your document by viewing
each page as a thumbnail image.

Document
map

Find — browse the results from a

g Thumbnails
Search of specific text/phrases. Sl

Document Map Example

.Navigaéil?&Bmw&etous: X . Y
cearch o orument Map | [ S€lect a sub heading to

skip to that section of
iEE - v the document.
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BOOKING/ISSUANCE WORKSHEET
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b LIRS The UA is responsible for ensuring the review of all data elen

Policy Information: documenting those items which cannot be found in the source
complete instructions to the CSR.

Multiple Policy Reque.. The data elements referenced in this worlsheet are intended t
| provided in the final Quote Letter/Binder, RMW Proposal, Li
Application for Judgment rated lines of business, if applicabls
JUSTIFICATIONS: Booking Tssuing a policy already exists in one of these docun
for obtaining this information from the specific source docum
for providing the dates applicable to the appropriate source dc

4 CMQ/PACKAGE/PRO...

ADDITIONAL UND...

Additional CMQ/P...
Other data elements, required for Booking Issuance, maybe
CSR OUTRLLLAA ) documents, such as the Application or Risk Analysis Report.
4 MOD GL (LS PCO); may be either referenced or typed directly into the spec1ﬁc da
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Thumbnail Example:
Navigation v X |E| [ 5 1 [ 2 | 3

Search Document

Click on thumbnail image
to browse to page.

_ @ Excel
; How To Apply A

. ) Want to slice and dice vour spreadsheet? Did vou
— g : filter vour data by text, number, and even cell color
TF the steps below .
~ -
; - Step 1

Ensure vour table of data has unique column h

; spacing and spelling. (i.e. New York, New Yor




Learn More!

This tip and many more are featured in Chubb Agency Technology Training University’s Word Basics
class. To view the next class offering, please visit www.chubbeducation.com = click on Webcasts =
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Chubb Group of Insurance Companies The information provided herein has been created by Chubb. It should not be relied upon as
technical advice from Chubb or any representations or advice from Microsoft or any of its
affiliates. For such advice, a listener or reader should consult their own technical advisors or

Watren, NJ 07059 Microsoft. No liability is assumed by reason of the information contained herein.
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