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Add a Feature to a Product and Feature Transaction Product 
 
Procedures to associate a Feature to a product and to the feature transaction: 
These procedures show how to add a feature and a feature transaction to a product. If you are a 
WIN client, it is very important to always follow the WIN Best Practices Guide. Refer to that 
document if you have any questions. 
 
In all instances, there are 2 steps to add a feature on a product. Omitting the second step may 
result in PPfA upload errors. The 2 steps required at the product level are:  

 Add the feature to the Product Features. 
 Add the feature transactions to the Feature Transactions. 
 

Add a feature to a product’s list of features: 
There are 2 methods that can be used to add the feature to a product, from the feature and from 
the product. 
 
When adding the feature to a single product: 
1. From the Product Profiles, 
2. Scroll the list of products to find the product that needs the feature. Click the product name. 

 

 
 
3. Click on ‘Features’ from the left navigation path. 

 



 

Property of VERTEX, Inc. Page 2 of 5 Proprietary & Confidential 

 
4. Scroll the list of features in the ‘Product Features’ list box. (Screen print displayed below) 
5. Click on the feature’s check box to select it. 
 

 
 
6. If replacing an existing feature with the new, click on the old feature’s check box to deselect 

it 
 
 
When adding the feature to multiple products: 
7. From the Product Profiles click on ‘Features’ from the left navigation path. 
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8. Select all products being associated from the Policy Products box. 
 

 
 
9. If replacing an existing feature with the new, Go to the existing feature and deselect the 

products selected in the previous step. 
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Add Feature to the Feature Transaction: 
1. From the Product Profiles click on ‘Feature Transactions’ from the left navigation path 
 

 
 
2. Select the Feature Transaction that is appropriate for the feature. For Features available for 

new sales, select New Business. For those available for additional premium transactions, 
select Payment Transaction. Finally, for those available during the Fund Transfer process, 
select Fund Transfer. 

 

 
 
3. In the Available Feature Information section, click on [Add]. You can clone an option, but 

normally, this is not a necessary step. 
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4. Select the feature from the list under Available Features for this Transaction.  
5. If only an option is available for the transaction, select the correct option from Available 

Feature Options for this Transaction. 
NOTE: These fields are mutually exclusive. Only select the Feature or the Feature Option. 
 

 
 
6. Complete any additional fields as appropriate. Only the Feature or Feature Option 

information is required. 
7. Click Save and return 
 
 


