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 First you login as admin. 
 
From Personal tab  Level text. You have the ability to set 
up/delete/cancel the levels you want. 
 
Below you can see  a sample of levels. 
 

 
 
You have the opportunity to put any level you want. 
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Then from Manual tab  Chain select the chain you prefer and 
then press  Insert Policy Number Below or Insert Portfolio at the 
same Level. "Portfolio" is the name given to the first level and 
"Policy Number" is the name given to the second level, in this 
example. 
 
First select the chain you prefer and then 
Below you can see a sample. 
 


