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Getting Started in Nexsure 1

Getting Started in Nexsure

Logging in to Nexsure
3. Enter your login name.
4. Enter your password.

5. Click Login.

Note: When you are finished with your session in Nexsure click the Logout link in the Utility menu or you
will remain logged in for 4 hours. After 4 hours of inactivity the session will be automatically logged off.

nexsure

LOGIN | SUPPORT | SECURITY | ABOUT NEXSURE | ADOUT XDTI | XDTI HOME

Welcome to Mexsure., Please login,

Login Narme: ||

Pazsword:

Login

To Change Your Password

Ask your Nexsure administrator if there are any password requirements such as a minimum character limit or case
sensitivity. These rules are set in the Setup / Security Administration screens in Nexsure.

1. On the Login screen, click the Change password link.
Enter your login name.

Enter your existing password.

Enter a new password.

Re-enter the new password in the Confirm new password field.

o gk 0N

Click Change Password.

Note: While using Nexsure, you are responsible for maintaining the confidentiality of your account and
password and for restricting access to your computer. You also agree to accept responsibility for all
activities that occur under your account or password.
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Getting Started in Nexsure 2

To Retrieve a Password
1. Enter your User Name.
2. Click the Forgot your password? link.
3. A new password will be sent to the email address you have on file.
4

Return to the Nexsure login screen and enter your User name and the new password and click Login.

To Create a Custom Password
Once you have logged back into Nexsure, you can enter a new custom password.
1. On the Primary menu, click Organization.
Click the employees tab.
Select your employee name by clicking on the Details icon next to your name.
Click the Security tab.
In the Enter a new password field, enter a new password.

In the Confirm new password filed, enter the same password again.

No o~ e N

Click the Update link. Your password is changed.

To Request New User Registration
1. Click the New User Registration request link. The new user web form appears.
2. Enter the information. The fields with the red asterisks are required fields.

3. Click Submit. The information will be sent to the XDTI sales department and you will be contacted in
regards to adding a new user.

Menu Navigation in Nexsure

Homef(?ent Menu K Primary Menu Uity MENU e

ACTIONS | OPPORTUNITIES | MARKETING | BINDERLOG | EDIT: ENDORSEMENTS | CANCELLATIONS | CLATMS | INTERFACE | DELIVERY

AUDITS | EXPIRATIONS |

To navigate through Nexsure it is important to learn the basic menus. The menus include:

e  Utility Menu - Includes Home, Help, Setup, Logout
e Primary Menu - Includes Search, Organization, Reports, Bookmarks

e Home Menu - Includes Actions, Opportunities, Marketing, Binder Log, Edits, Audits, Expirations,
Endorsements, Cancellations, Claims, Interface, Delivery

e Client Menu - Includes Client Profile, Opportunities, Marketing, Policies, Claims, Servicing,
Attachments, Actions, Transactions, Delivery, T-Log

e Organization Menu - Includes Organization Profile, All Employees, All Locations
® Report Menu - Includes Reports, Global Activity, Ad-Hoc
® Carrier Menu - Includes - Carrier Profile, Attachments

e Retail Agent Menu - Includes - Retail Agent Profile, Actions, Opportunities, Marketing, Policies,
Attachments
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Getting Started in Nexsure

Note: Items on the menus can be removed by an administrator for security purposes. For example,
administrators may want to restrict access to the Accounting or Reports items for customer service
employees.

Bookmarks

Bookmarks are a convenient way to mark your position in Nexsure. For example, if you need to access a different
screen in Nexsure (such as the help system) adding a bookmark will allow you to return to the same screen
without losing the data you have entered.

To Insert a Bookmark

Note: Before adding a bookmark, click the Save Changes link to make sure your data has been saved.

1. On the Primary menu, click Add. To view the bookmark, click Expand, the bookmark screen will drop-
down.

HOME | HELP | SETUP |

SEARCH | ORGANIZATION | REPORTS Hide | Add | Rem

Elient Name Memo
= L 4 Cliant View Ruth Estes HiA View Client 10/19/2004 9:13:59 am

F r Renew Add Futh Estes Renew palicy. 10/19/2004 9116110 AM

r A4 Client wiew Cathy Smith A iew Client 10/19/ 2004 3:19:06 AN

?’

2. To return to your bookmarked screen, click the flag icon.

e Hide: Hides or collapses the bookmarks screen.

To Remove a Bookmark
1. On the Primary menu, if the bookmark window is closed, click Expand.
2. Select the bookmark to be deleted using the selection boxes on the left.

3. On the Primary menu, click Remove Selected.
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Search Overview 4

Search Overview

The search screen allows you to search for and add an entity, as well as import downloaded records. The following

entities can be searched for and added:
e Clients ®  Premium Finance Companies
e  Carriers e Vendors
e  Additional Interests e  Financial Entities
e  Retail Agents e  Tax Authorities
wiarth
[ Import Record ] [ Add Mew Record ]
Eenay: client =
Search Type: Begins With -| 13 Recordis) Found showing Page 1 of 2 (3] G0 To Page |1 -E
Branchi All Branches -] Details [y Client Type  Stage  Location Name City State Tip Remove
Glient Srager Prospect = B Dabarah Aufdank amp Parsenal  Prespact MEWHALL  CA  213zL-347! g
Cleaat Typat Parsonal = B JOSE TAMBRANG Parsenal  Pregpast LAMCASTER A 93535-Ta48 B
Clignt M e
@ LETICIA CAMPBELL Parsenal Prospect LANCASTER (=1 BI5HG-1 248 E
Pelicy Humbar:
B MITZIE BROWH Parsonal  Prospect ROBAMOND  CA 93580 =)
Phone Humber
@ ROBERT OLSEMN Pargenal Prespatt ROSAMOND Ch FITE0-5249 &
Location Name:
: B ROBERT MARELA Parional  Pregpact LAMCASTER  CA  93535-1625 B
Location Address:
. T4 ROMALD HYATTE Barsanal Prospact BOSAMGHND CA BASA0-4B00 =
Location Citys
Leeatisn 216 — I SIMOGH GALE Parsenal  Prospect VENTURA, CA 93003-6021 =)
ion Zip:
First Hsmes ,— @ Seuth Street Hairdrassing Parsenal Prespact &
Lage Hama: @ The Hiwg Barn Parienal Progpact E

Clear

Tou must search for & record prier te entering a new one. After the results are returned you will be given the option to add & new record,

search

Before adding an entity you are required to search for the entity to make sure it has not already been entered into
Nexsure. Each Entity Type has the same following characteristics and criteria:

® When the Search menu is selected, the History Search Results is displayed for any entities you have
accessed in the past with the most recent entities displaying first. Changing entities will display recent
history results for each entity.

® From the Search Type drop-down list, select Begins With to search items that begin with specific
characters, or Contains to search items that contain specific characters anywhere in the selected field.

®  Prior to adding a new entity a search is required to avoid entering duplicate accounts.

®  You can search for a specific entity or conduct a search for all entities.
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To Search for an Entity
1. On the Primary menu, click Search.
2. From the Entity drop-down list, select the entity type and enter the search criteria.

3. From the Search Type drop-down list, select Begins with to search items that begin with specific
characters, or Contains to search items that contain specific characters anywhere in the selected field.
You must enter at least 2 characters in the search criteria fields to return results.

Tip: Entering "26%6" in a search field will return ALL results existing for that particular branch, entity type
and stage.

4. Click Search to begin the search, or click Clear to clear the search criteria.

Note: Once you leave the Search screen, upon the next return the last searched for entity will be
displayed. Once you log out of the current Nexsure session the Search screen will revert back to the
default entity (Client).

Importing a Record

The Import Record link allows you to import downloads from either the Interface screen or a designated source
directory.
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Actions

Home Menu / Actions

Actions are used as follow-up reminders. There are three levels of actions that can be created:

Personal actions - This action is created from the Home / Actions screen by clicking the [ 1 link.
An action created here would be a personal action or a reminder to follow up on a potential client that has had no
card file created yet.

Client actions - This action is created from the Actions link on the Client menu. An action created here would
contain general information pertaining to a client.

Policy actions - This action is created from the Actions tab at the policy level. An action created here would
pertain to a client's policy.

The Actions screen is where users should look to see what items should be taken care of for a particular day. To
print out custom Actions reports, see Action Reports.

For more information on creating actions, see Creating Actions.

actions

[ & i | B s outtock showing Page 1of3 FK 1 'I Filters: [Show] [4dd Hew Acion]
Client Name Action Topic Due Date Days Left Created By Updated By
Details  Priority Action Typa Palicy Info Status Dua Tima (Ovardua By) Assigned To treated On Updatad On
Parsonal Actions =
New businass 05/12/2004 Riyad Marmmadov Rivad Mammadoy
B B appointment 10101 AM PET (o) Riyad Mammadoy ™gq, 312004 05/12/2004
Mo Message (). -
Personal Actions =
Naw businass 05/25/2004 Mike Mazsaro Mike Mazsars
B H sppointmant 12:01 AM PST 13 Mike Massaro 05/12/2004 0%/12/2004
No Message(s). =

e Select Branch: The drop-down list at the top of the screen allows a specific branch to be selected. Use
the Navigation link (Showing Page 1 of ...) next to the Select Branch drop-down box to navigate to
different screens.

e Search Filter: Click [Show] to display the Search Filter. This will allow a search for an action meeting
particular criteria. The more information entered into the fields, the more specific the result will be. The
results may also be sorted. Click on the Sort By drop-down box and select a sort prior to initiating the
search.

L)
° MS Outlook: The Outlook icon is used to open MS Outlook to synchronize actions with your Outlook
calendar or tasks. See Creating Actions.

® The blue Details % icon will display the client Card File screen. Right clicking on the % icon displays the
following navigation options:

e Market new line of business - Selecting this option will display the underwriting screen for a
new policy as described in the Servicing / Marketing / New line of business topic.

e Add certificate - Selecting this option will display the Add New Certificate screen as described
in the Servicing / Creating New Certificates topic.

e Add verification - Selecting this option will display the Servicing / Verification screen as
described in the Servicing / Verification topic.

e Add new opportunity - Selecting this option will display the Home / Opportunities screen as
described in the Adding a New Opportunity topic
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The white Details @" icon will display the selected action allowing the Due Date, Status, Priority or

User to be modified, or an additional Memo to be added. Right clicking on the E’I icon displays the
following navigation options:

® Open - Select Open to display the card file. If it's a personal action Open will not be available.
® Mark as Closed - Selecting this option will automatically close the action without opening it.

e Add New Action - Select Add New Action to add a new action for the client. Any topic, type,
policy, certificate, assignment, status, priority, due date, due time or memo may be added.

Client Name: If the action is created for a particular client, the clients name will be displayed is the
Primary Named Insured. The red flag icon under the Client Name on the Actions Summary screen
indicates a high level of priority.

Action Topic - Action Type: Topics are unique and allow grouping of like items together. For instance,
the Renewal topic would be used on every action during the renewal process, which would then make it
easier to determine where you are in the renewal process. Type is the actual description of the action such
as Call the Underwriter. Type is found directly under the Topic beside the action icon. (See action setup for

more details). [?7] [«] Icons displayed in the Actions column to the left of the Type will tell the user what
type of action they are looking at. The icons are selected when the Actions are created in Setup.

Policy Info: If an Action is added at policy level the Policy Number, line of business and effective date will
be displayed.

Status: The Action status will either be Open or Closed which is identified by the user while creating or
modifying it. The status may be changed as necessary.

Due Date/ Due Time This is the date that this action is due to be completed. If more than one action is
due on the same day, a due time can be assigned to address each action in chronological order. Next to
the Due Date is a color-coded countdown number of the days remaining or past the due date of that
specific Action. The legend is as follows:

® Green - indicates more than 5 days before the due date.
° - 5 days or less before the due date.
® Red - number of days past the due date.
Assigned to: The user assigned the responsibility to address the action.
Created By: User who created the action.
Date/Time Created: Date and time action created.
Last Updated By: User who last updated the action.

Date/Time Last Updated: Date and time action was last updated. Clicking on the name in this column is
the only way to see the date and time the action was updated.

Memo: Clicking in the memo portion of the action, which is the last line in the summary of each action,
will display all notes, users, dates and times this action has been posted to.

Creating Actions

There are three levels of Actions that can be created:

Personal actions —This action is created from the Home actions screen by clicking the Add New Action
link. An action created here would be a personal action or a reminder to follow up on maybe a potential
Client that has had no Card file created yet.

Client actions — This action is created from the Actions link in the Client menu. An action created here
would contain general information pertaining to a Client.

Policy level actions — This action is created from the Actions tab at the policy level. An action created
here would pertain to a Clients policy.

Logging into Nexsure defaults to the Home Actions screen. This will display a daily list of actions, or tasks, which
need to be followed up on. The Actions will remain on the Home Actions screen until the due date is extend or the

action is

closed.
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Personal Actions

1.
2.

10.

On the Utility menu, click Home. The Actions screen will be displayed.

Click the Add New link. The Nexsure Action popup window appears.

a Mexsure Acktion - Microsoft Internet Explorer provided by XDime h =10
Action Ttems, HE:‘SUFE
Harna: Mammio:

Topie: [rew business =] [Me=et Matt Menatfey for lench. =]
Type: [ appointonent =

Paolicy: | _"I

cartificate: [ ] j
Pratue | Bpen ,LI Previous Mamo;

Peigrity: [ Normal =]

[ue Date: m ‘—g"

ous times [175] [ 2 [ 2] 4 e

[(GMT-08:00) Pacific Time (US % Canada); =]
Az sign

& Curent Usen N seaech |
 Cthare First Hame: |
W M= outlaok Last Harma: I

W Rerninder |.3.|:| Min -i

Search [ Close |=_ﬂ£d_| 5-:\'1!]

Note: When adding actions from the Home menu, the Name: field will be blank since it is not associated
with a client or a policy. Once saved, the Client name field will show as a personal action.

Select a Topic for the action. Topics are unique and allow grouping of like items together, such as the
"renewals" or "endorsements".

Select a Type for the action. Types (sub-actions) are not unique and may be reused for any Topic.

Tip: Topics and Types are added in Setup.

When adding actions from the Home menu, the Policy and Certificate fields are be grayed out and cannot
be assigned.

Select the Status. The status defaults to Open. When the action is completed, the status is changed to
Closed and the action will no longer display on the Home Actions screen.

Select the Priority (Normal or High). A High priority creates a red flag icon that will be displayed to the left
of the action.

Due Date: - this field is automatically populated with a date, which has been associated with the Topic in
Setup. The due date can be changed by clicking the calendar icon and selecting a new due date or typing
in the date using the correct format

Due Time: By default the time an action is due is 12:01 AM. If multiple actions are due on the same day,
they can be assigned different times so they can be addressed in chronological order.

Time Zone: In the drop-down list, select the time zone associated with the due time for the action.
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11.

12.

13.

14.

Note: Actions do not appear on the Home Actions screen until their due date.

The action being created will default to the Current User. The action can be assigned to another user by
selecting the Others radio button and enter at least two characters in both the first and last name search
fields. Click the Search button. If a match is found the name will display in the Assign box next to Others.
Select the Others option to assign the action to this user. If no match was found, click the Requery
button to run a new search.

MS Outlook: Selecting this option will mark this action for MS Outlook synchronization. If the action is an
appointment, it will be added to the Outlook calendar. Other action types will be added as a Task in
Outlook. Once the MS Outlook option is selected, an Outlook reminder can be set up by selecting the

Reminder option and selecting a time interval. Once the action is saved, click the Outlook icon on the
Home / Actions screen. Nexsure will open Outlook. In Outlook, on the File menu, select Synchronize with
Nexsure Actions. The Users Outlook calendar and/or Outlook Tasks will be updated. To change how an
action is added to the calendar or task pad, see Setup-Actions.

In the memo field, type the action message. Previous memos will display in the previous memo box,
these cannot be edited or deleted.

Click Close to close the Action without saving. Clicking Add will add this action and leave the popup
window open to allow the addition of a new action. Clicking Save will save this action and close the popup
window.

Client Actions

To associate an action with a specific client

1.

2
3
4.
5

On the Primary menu, click Search.

Click the Details |gﬁ'icon of the appropriate Client.
Click the Action link on the Client menu.
If no records are found, click the Add New Action link.

Complete the action as described in Personal Actions starting from #3.

Note: The client’s name will appear in the Name field. Policies and Certificates for the client will be
available in the drop-down boxes. Select the policy and/or Certificate to be associated to this action if
applicable.

Policy Level Actions

To associate an action with a specific client

1.

2.

w

Noo o »

On the Primary menu, click Search.

Click the Details |%9icon of the appropriate Client.

Click the Policies link on the Client menu.

Click the Details |§9icon of the appropriate policy.
Click the Actions tab.
If no records are found, click the Add New Action link.

Complete the action as described in Personal Actions starting from #3.

Note: The client’'s name will appear in the Name field and the policy number will appear in the Policy field.
Certificates for the client will be available in the drop-down box. Select the Certificate to be associated to
this action if applicable.
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Opportunities

Home Menu / Opportunities

The Opportunities screen displays prospective sales data. A separate Opportunity should be set up for each Line of
Business or Policy package. It is up to each organization to define the use of opportunities to best fit their need.

You can access the Opportunities screen from the Home menu, or by clicking the Opportunities tab at the Client
level. When accessed from the Home menu, Opportunities for the entire branch will be displayed. The Search filter
may be used to refine the data that is displayed. Click [Show] and enter a minimum of 2 characters in the
appropriate criteria fields. Click [Hide] on the Search filter to hide.

At the Home level, clicking the Details icon next to the opportunity brings you to the Client level. When accessed
from the Client level, only the Opportunities for that client will be displayed.
Accessing the Opportunity Screen from the Home Menu

1. On the Utility menu, click Home

2. Click Opportunities

Note: Use the Select Branch drop-down box to display Opportunities for a different branch.

CLIENT PFROFILE | OPPORTUNITIES MAREETING | POLICIES | TLARMS SERVITIMNG | ATVACHHENTS | ACTIOMNE TRAMEAL TIONS DELTYERY
Client Name: Starbucks  Commercial &
apportunities
Showing Page 1af 1 Filters: [Hide] [Show] [Add Hew
Policy Type Bear [/ Syelmm Updatad By H-Dake
Dabails  Assign Lirve of Businass Grade (Scora] Status Updated Date Commission BORDats Prograr Rarmove
[ & Empiy £ {0} Enpty Jarni :.«;';.';'G' $ou00 % =) I=
E’ Q Emp by ] Emnpty Jarnd E!i‘l;:.ﬂ' $o.00 _ E‘
B o “mm“n T I‘Mt[';;;‘hﬂ Ernpty M‘D':;::;;*;u"g" $1,234,567,890,00 04/14/2003 T &

Accessing the Opportunity Screen from the Client Details

1. Click Search on the Primary menu and conduct a search for a specified client.

2. Click the Details icon Igs)next to the specified client.

3. Select the Opportunities tab. This view will show only those Opportunities specific to the selected client.

Adding a New Opportunity

1. On the Primary menu, click Search and conduct a search for the client you wish to add an Opportunity to.

2. Click the Details icon IE?next to the specified client. Or add a new prospect/client.
3. Click Opportunities.

4. Click [Add New]. The New Opportunity dialog box will appear.

5. In the State drop-down box, select the state in which the policy will be held.

6. From the Type drop-down list, select the type of coverage.

Nexsure User’s Guide Version 1.82.0



Opportunities 11

7. Select the line of business from the list box. You can select multiple lines of business by holding down the
control key to create a package policy.

8. Click Save. The Opportunity will appear in the list of Opportunities for that client.

9. Click the Details icon E’ for the new Opportunity. The client profile opens to the Qualification tab:

Client Name: Starbucks

undarwriting aggignmant  seeachmants  sctions  qualification

Qualification Infomation:
f—
KBOR Date | |
Fragrami I s I
Buying Made: I 'I

Dpportumity Criterian

Size: |5 - +20K

E“;:l::r'f 2 - BB will attend facs-to-face presentation (minimum) =

Growth/Trouble: [0 - Gvercanfident / Things couldn't be better

Partner: |5 - Current long term relationship

(NN JEARTA T

Coach: [0 - None

Opportunity Status:
Takal: N/A
Syitern Grade: Not Ranked

User Grades I -I
Commission I

Contact Information: [Add Haw]
ill Tl IE tact 'IF'I"’: - Ill.ii ™

Please dick ‘4dd Mew' to insert naw record(s).

Qualification Information

e X/BOR Date — Enter the prospects policy expiration or Broker of Record date. This field is
mandatory. Enter a date manually, or click the calendar icon and select a date.

® Program — Select the Program, if any, that this Opportunity is being qualified for. Programs are tied
to Branches. If a program that should be available to your agency is not listed in the drop-down list,
contact your system coordinator to have it added.

e Buying Mode — Select the appropriate Buying Mode from the list provided. The Buying Mode is an
indication of the prospect’s buying attitude.

Using the drop-down lists, select the appropriate answer for each of the questions listed in the
Opportunity criteria.
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Opportunity Status
e Total — The total will automatically calculate the answers selected in the opportunity criteria section.

e System Grade — Automatically calculates based on the total score and the answer requirements for
the specified questions.

e User Grade — The User Grade is selected as deemed appropriate for each Opportunity based upon
user knowledge of the account and factors that may not be considered in the criteria questions.

e Commission — Enter the Commission amount estimated for each Opportunity added.

e Contacts Information - Enter the Contacts associated with this Opportunity and assign their role in
the buying process. Click Add New to associate the Client Contacts with the Opportunity.

Note: The contact names must have already been added to the account at the Client level. Roles on this
screen differ from those on the Client Contact details screen.

10. Click Save Changes to save the information you have entered on the screen.
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Marketing

Home Menu / Marketing

This screen serves as a way to keep track of policies identified with a Policy Mode of Marketing. It is not necessary
to create Actions in order to track these policies as Nexsure keeps track of them for you. Policies displaying on the
Marketing screen located on the Home page include both new or renewal policies being re-marketed. After the
policy has renewed or moved to history, it will no longer appear on the Marketing screen.

marketing ;E
1"‘“ d Showing Page 1 of 18 3] Filters: [Hide][Show]
Client Namea Policy Typa Stage Updated By Billing Carriar
Datails  Assign  Policy Number Line of Business Status Updated Date Premiunm Paolicy Term Issuing Carder
@ Ray's Test Client {Commercial Linesz) | =1
R 5 Monoline Markating Marcalo Balabs 03 20/2003 Unassignad
& ra-sevoiz Pending 01/22/2003 $0.00 g3y20/2004 Unassigned
3 Monoling Markating Ganermar Lazo 032/20/2002 Unassigned
B R Unassigned Ho Response 07/25/2002 $0.00 5zi20/2004 Unassigned |

The Search Filter selections may be used to search and filter for specific submissions. The more fields data is
entered into, the more specific the results will be.

Screen Column Definitions

e Branch: The Branch will default according to user setup but other branches may be selected depending
on user security. The policies displayed will only be policies that belong to the selected Branch or Branches
assigned to the logged in user by default. To select a different branch, use the drop-down list.

e The %'Details icon beside the entity name will display the Client Profile screen. Right clicking on the
%icon will display the following navigation options:
® Open - Selecting Open will open the card file for that client.

e Add New Marketing Policy - Select this option to add a new marketing policy. This procedure is
detailed in the Servicing / Marketing / New line of business topic.

e The |gyDetails icon will display the Underwriting screen for that policy. Right clicking
on the @9 icon will display the following navigation options:

e  Open - Displays the Underwriting screen to add a new marketing application as described in the
Policy Underwriting topic.

e Print - Displays a PDF of the entire policy for printing.

® Create policy edit - Displays the Servicing / Edits screen as explained in the Servicing / Edits
topic.

e Create endorsement - Displays the Servicing / Endorsements screen, as described in the
Servicing / Endorsement topic.

e Renew policy - Displays the policy underwriting screen.

e Re-market policy - Displays the Servicing / re-marketing screen.
e Create cancellation - Displays the Servicing / Cancellation screen.
e Create claim - Displays the Servicing / Claims screen.

® Create audit - Displays the Servicing / Audits screen as described in the Posting an Audit topic.

Nexsure User’s Guide Version 1.82.0




Marketing 14

® Create binder - Displays the Servicing / Binders screen as described in the Servicing / Binders
topic.

Client Name: The clients name from the primary named insured on the Named Insureds screen.
Assign: Producer and account manager information. Populated from the Assignment screen.

Policy Type: Nexsure identifies Policy types on the Underwriting screen, which display here when a
Binder is created and the policy has not yet been In Forced. (Policy types are identified as either

Monoline or Package policies.)

Line of Business: Line of Business is identified by the user on the Underwriting screen and displays
here when the binder is created and the policy is not placed In Force.

Status: Both the user and Nexsure identify Policy Status on the Underwriting screen. The Status
identifies if the policy is "In Force, cancelled, an endorsement is pending, etc.”

Updated By: Displays the user who updated the Binder last. The user is identified at login.
Premium: Premium will be populated from the Premium field on the Policy Info screen.
Policy Term: Populated from the effective and expiration date fields on the Underwriting screen.

Billing Carrier: This is the company who the agency owes money to or who will pay the agency for direct
bill policies. The user on the Underwriting screen identifies The Company.

Issuing Carrier: This is the company who actually writes the policy, the name on the top of the written
policy. The user on the Underwriting screen identifies The Company.

Policy Underwriting

5.

After performing a client search and selecting a client, click on the Marketing tab. If no marketing policies
exist, a dialog box will display explaining that no marketing policies exist and asking if you would like to
see if any marketing history exists.

Click OK to check for marketing history or click Cancel to add new marketing policy.
Complete the heading information and click on the Save Changes link below the header.
To add a new policy to marketing when other marketing policies exist, click on the Servicing tab and
follow directions under Servicing-Marketing.
e  To view or modify existing marketing policies, click on the Details |%9icon.

wunderwriting  policy info  szsignment  steachments  aceiong  qualificstion  hiseery  erangactions

igation  instruction

03/28/2003 12:01AM MSK |3 s,
Branch: Brea Folicy Terrm: i

03/28/2004 12101AM MK ) B Undasvritiig
Palicy Type: Monoline Coverage Tarmi

~ " = Bare Requirements
Issuing Coi  [TEST CARRIER =] stage: Marketing B Narrative
Billing Co: [TEST CARRIER 02 | Moda: e T
Palicy Numbar: |Application helper Status: Pending vI instruction | navigation
| Print | History | In Force | save changes
[Empert] [ 1L 1 [Add Application]
Flease click 'add Application' to add new record,

Complete each of the following fields appropriately for the Marketing policy:

e Branch: The Branch is selected on the Assignment screen and is displayed here automatically
when a policy is added.

e Policy Type: Identified automatically on this screen using the following criteria:

. If only one Line of Business is added, the policy type will be identified as Monoline.
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. If more than one Line of Business is added, the policy type will be identified as a
Package. Note: adding supplements is not considered a Line of Business and will not
change the policy type to Package.

. Issuing Company: Use the drop-down box that will contain all the companies added and
identified as issuing companies. Unassigned may be used if an issuing company is not yet
known.

e Billing Company: Use the drop-down box that will contain all the companies added and
identified as billing companies. Unassigned may be used if a billing company is not yet known.

e Policy Number: The policy humber will default to Unassigned upon adding the policy since
policy numbers are not generally assigned at the marketing stage.

e Policy Term: The current date + 1 year is the default. Effective and expiration times default to

12:01 A.M. Click the calendar icon I@ to select a different date and time:

€) P |
date time
Assign Date. ne "ﬁE ure
Terms Duration
Fromm: 11/10/2003 & annual  germi-Annual
Tt 11/10/2004 T quartarly  other
November 2003 Movember j |2EI[|3 ﬂ
Sun Mon Tue Wed Thu Fri Sat
%5 27 28 3 30 3 1
3 4 5 B 7 g
1 12 13 14 15
16 17 18 18 0 A
23 24 25 28] 27 28 2
30 2 5 ]
Months: Days: Years:
] i a [ 0 J Cancel | Apply I
cime  date

e The From date defaults to the current date (if it's a new policy) or to the effective date
of an existing policy. To select a different From date, select the month and year from
the drop-down boxes and click on the day in the calendar.

e The To date defaults to one year past the current date (for a new policy) or the policy
expiration date of an existing policy. To select a different date, select the month and
year from the drop-down boxes and click on the day in the calendar.

e Select a Duration. Notice the To date will change based on your selection.
e Annual - one year from beginning date.
e Semi-Annual - 6 months from beginning date.
® Quarterly - 3 months from beginning date.

e  Other - Select this option for any policy that falls outside the default policy durations
such as special event coverage.
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e Select the Other option.
®  Select the From date.

e In the text boxes at the bottom of the calendar, enter in the number of Days,
Months, or Years for the coverage.

e  Click the "!" button.
e Click Apply.
e (Click OK.

®  On the Policy Header, click the Save Changes link.

Time - Click the time tab to change the time zone or effective time in hours and minutes.

03/20/2003 12:01AM PST I@
03/20/2004 12:014M PST
03/20/2003 1z2:01AM PST @
037202004 12:01AM PST

Palicy Term:

Coverage Terrm!

Coverage Term: Once a policy is bound and a binder is created, the coverage term of the policy
will change. The coverage term effective and expiration dates will be the effective and expiration
dates of the binder. Once an endorsement is processed, the coverage term effective dated
becomes the effective date of the last endorsement with the expiration date remaining the same
as the policy. If a policy is pending cancellation or cancelled, the coverage term expiration date

will be the cancellation effective date. Click the Calendar icon @ to select a different date and
time.

Stage: ldentifies the stage the policy is currently in. Nexsure defines Stage automatically, such
as: Marketing or Policy stage.

Mode: Populated from the Policy Mode on the Policy Summary screen. The Mode identifies
what the policy is, such as New, Renewal, Rewritten, etc.

Status: Both the user and Nexsure identify the Policy Status. The Status identifies if the policy is
In Force, cancelled, an endorsement is pending, etc.

In Force: Clicking this link will move the policy from Marketing to Policies making the policy a
current In Force policy status. Applications should always be added prior to making a policy In
Force. Once a policy is In Force, it cannot be edited without either endorsing or clicking Edit on
the Servicing menu.

Import: The import link will import the client’s data into the file from outside programs such as
rating vendors.

History: Click on this link to move the marketing policy to history when the marketing policy is
no longer active or needed.

Add Supplements: This link will add supplements necessary for a particular line of business.

Add Applications: This link will allow the addition of the application.
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=101 %]

State:

Type:

New Application Selecton. rle : Sure

Form Standard:

Lines of Business: I.ﬁ.ccidel‘lt

fal

| Califarnia

| Personal Lines

il il &

Description: CUSTOM Accidents [APP]

Mexsure Application Helper

=

Basic Pre-fill: Praducer and Applicant Infoarmation prefillad,

e Pre-fill frorm ather application: Producer, Applicant and other

policy detail prefillad,

Blank Application: Mathing prefilled.

Cancel | Nextl

® Form Standard: Select the appropriate form type from the drop-down box. Sample choices:

All
ACORD

Carrier Specific

® State: Select the appropriate state the policy is being written in from the drop-down box
containing all the states. Only the corresponding applications will be available for that state.

e Type: Select the line of business from the drop-down box, which contains the following (This
feature will filter the forms):

All

Personal
Commercial
Benefits

Bonds

e Line of Business: Select the application from the Line of Business drop-down box. The drop-
down box will only contain applicable choices according to criteria selected in the previous fields.

e The Application Helper: Is activated by selecting the checkbox beside Pre-fill applications to
help reduce keystrokes. The checkbox is selected by default.

® Cancel: Closes the dialog box without saving.
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Next: To continue to the next step in the flow, adding a new blank form or copying an existing
form to the new form.

Note: If The Application Helper checkbox remains checked when the Next button is selected
and a matching policy exists, the following is displayed: “Nexsure has determined that the
following forms have possible matches to fully or partially pre-fill the current
application you are completing.” Select the form Nexsure should use for this process and click
Accept to copy the selected form to the new form. If no policies are found or the checkbox was
not selected The Application Helper is skipped.

The Application Helper screen will contain the form name underneath a drop-down box that
will contain a listing of all possible application matches to copy to the new form being added. The
Company and policy number are included in the list. Select the application to be copied and click
one of the following buttons:

e Cancel to close without saving the changes.
® Back to return to the New Application window.

e Accept to copy the form to the new form.

Tip: Once the application has been added, you can access Help information on the
selected form by clicking on the name of the form. A PDF file will launch with information
specific to each form:

Base Formns:
D

Underwriting Marrative
grnmercial Application L

Navigation: This tab found on the right side of the screen will contain all lines of business added
for this policy in a tree format. Base Requirements is the first item in the tree when a line of
business is dependent on other forms such as the ACORD 125 that is required for most
Commercial Applications. The dependent form will automatically be added to the Base
Requirements. To complete the application, click on the [+] beside the application to expand
the tree view of the various applications. The application is broken down into sections and any
section can be selected for completion. The navigation bar can be used within the sections as well
[Summary, Add New Record, Previous and Next]. For more information see Working With
Forms.

Forms Remove
Marrative

ACORD 125

6. The navigation bar has the following options available:

List— This link will allow a screen display of every field on the application and the data entered.

Print— This link will allow a print preview of the application in Adobe. The form will display Adobe
functionality so the form may be printed if desired.

Tip: Right-clicking on the Print link will display the following short cuts: Print App, Endorse,
Renew, Re-market, Cancel, Claim, Audit, eServices and Certificate

History- Click this link when you are completely through with the marketing policy, which will
move the policy to history. Select a status from the drop-down box and enter any applicable
notes. The status choices are not available for additions or edits.

In Force- Is only used on New business. If the policy already exist in the current policy list, use
the Renew option on the servicing page. Once a policy has been place In Force it can only be
edited by creating an Edit or Endorsement from Servicing. In the Popup window, the following
choices may be made:
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In Force- This selection is made when policies are being entered into Nexsure from
your present data if you did not receive a data conversion.

Bound- This selection is made when the policy has been bound and the status should

reflect this.

Create Binder- This selection is made when issuance of a Binder is necessary. Creating
a Binder will create an entry on the Binder Log found on the Home menu.

The Instruction tab located next to the Navigation tab contains instructions or tips that may help
complete the current screen.

7. To add supplemental forms, click on [Add Supplements], select the line of business application and then
select the appropriate supplement. See Creating a Package Policy and Add Supplemental Forms.

Coverage Temp

lates

Application templates can be created to save application population time. Templates can be created on any client
account at the Marketing/Underwriting level. On state-specific forms, only templates for the same state as the

target application may be

To Create a Coverage T

used.

emplate

1. Add the desired line of business to marketing and complete the application.

2. Click the ¥ beside the line of business and the * beside the form number to activate the Template link.

3. Click the Template link.

Client Name: Hendersaon Electric . Comm
wnderwmiting  policyinfa  azzignment  sttschmaents  acsiens  qualdication tramsactions o
mavigati inEtruetion
Branch: Alabarna Branch Palicy Tarrm: 17:014M rigation | ImEnEne
09/22/2005 PST [ = unedamuritin
09,/22/2008 12:014M L v
PST Blbase Redui .
Palicy Type: Honaline Coverage Term: — A Reauiremens
= @anaral Liakiling
ACORD 126
Producer
Issuing Cot Hartford v Staga Markating Applicant
Billing Cat Hartfard W Moda! Maw Billing
Caveragas - GL
Palicy Humber: Unassigned Statuss | Pending i schadule of Hazards
List Rake [ oridge Print Wistory In Force | Sawe Changes Clairns Made
Employes Banefits
fctians; Contradorns
D=_hib Topic Type Skatus Memo PeoductsfOparatians
[f# Markating Annctation  Clesed  Remarket existing policies Pradudts Irfa
Additional Irterest
[Tarnplata] [mport] [ACORD ¥ML) [Supplamants] [add application]
Basa Fommns: General Info
Fosmns DaccHption e Rarmarks
Harrative Undervriting Narrative B Instruction | navigation
ACORD 125 Cornrnarsal Spplication 125 ]
Line af Business:
Lines of Business Form Description Femove
enaral Liabilisy ACORD 126 Cernrnardal General Lisbility Section 126 [T
trangactions aualification  actionz  swachments  sssianeant  policyinfe  endereriting | Y
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tamplate
nexsure
Marne Craatad By Date Craatad
[ add Haw cancel | Mext| Fopuiate |
template

4. Select Add New and click Next.
5. Enter a name to identify the template. Naming the template makes it easier to pick out of a list later.

nexsure

Cancsl | Back I Hex‘tl

tamplate

Marne: [Standard GL Limits]

template

6. Click Next.
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7.

template

nessure

Plaase select seckions to sava to the template, then dick 'Me=t' button to

contirue.,

I~

W froducer

[T applicant

I Billing

W Coverages - GL

[T sdchedule of Hazards
[T claims Made

¥ employee Benefits
|_ Contrackors

[T Products/Cparations
T Products Info

[T additianal Intarast

Labal

Type =

Single
Sirgle
Singla
Single
Ml
Single
Single
Single
Muld =

Single

Muls ;I

Cancel | Back | Next |

template

The sections listed are the same sections found in the tree on the navigation tab. Select the sections to be
used to create the template and click Next.
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temiplabe

nexsure

Piease seleck fields to save to the template, then click 'Finish® to store template
dats,

[T Check all Sections
v Label
[+ Producer Nama

W Address - Strest
WV city

W sState/Province

W ZipfPostal Code
W Phone Humber

W web Site Address
W Producar Coda

W Producer SubCode

| Producer =] cancel | Back | Finish |

Coverages - GL template
Employves Benafits

8. The drop-down box contains each section selected on the previous screen. Selecting the section displays
the fields for each section.

9. Select the needed fields. When all sections have been completed, click Finish.

10. Click OK to confirm the template.

Using the Template

To Use a Coverage Template
1. Add the line of business to Marketing for the prospect or client.

2. Click the plus beside the line of business and then beside the form number.
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Client Name: Alverson Spnrts Equipmem ¥ T o
underumiting  policyinfe  assignment  atachments  actions  qualification trangactions

iaatia s
Branch: Alabarna Branch Ralicy Tarm: 1Z:01AM Paitgatien Llnsirietion
09/22/200%5 PST b (=] Undamuritin
09/22/2006 12:014M %l ' 9
PST -
Folicy Typsa: sonoling Covarage Tarm:  Basa Raquiraments
= General Liabilicy
ElacoRD 126
Froducer
Issuing Co: Unassigned v | Stage; Marketing applicant
Billing Cos  Unassigned v | Mode: [ Billing
; : Coverages - GL
Falicy Humber: Unassigned Status: | Pending | Schedule of Hazards
List [ Rate | bridge | Print | Mistory Inforce | Save Changes Claims Made
- Employes Benefits
Action s Contracars
Coatalle) EEptopic Typa EEab) L Froducts’Operations
@ Marketing Annotation  Closed  Process new marketing application. Products Info
[ st [ 1t 1 18 1 Addional Interest
Termplata] [Trapart] [ACORD HML] [Supplermants] [Add application .
Bage Forms: General Info
Forms Description Remowe Remnarkz
Narrative Undaruriting Harrativa E instructizn  mawigation
ACORD 125 Cormmarcial Application 125 E5]
Line of Business)
Unes of Business Formn Dﬂmnn Ranmove
Ganeral Liability ACORD 126 Cammercial Genarsl Lishility Section 126 %
Transactions aualilication  actions  attachmentz  azsionment  policwinfo  umdersriting

3. Click the Template link.

4. Select the option button beside the template to use. You must select a template for the Populate button
to become available.

template
nexsure

Date Creatad
9f22/2005 2:57114 PM %

Craated By
Mary Oberleitner

Hama

& T stsndard GL Limits

[ add Haw cancel | =t | Populate |

template

5. Click Populate. When populated, a message notifies you that the application was successfully populated
from the template.

6. Click Cancel to close the Template screen.

Working with Forms

Nexsure works with standard insurance forms such as ACORD forms, allowing you to populate the fields through
the Nexsure interface.

Populating form fields is done on the Underwriting screen. When the form has been completed you can view the
form in Adobe Acrobat and then send the form to a printer for hard copy and/or save the Adobe .PDF file.
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T

Using Nexsure to Complete a Form

1. Once you have added the application, the form you chose will appear in the Navigation panel under

Underwriting.

2. Selecting the form, in this example ACORD 125, will display a list of fields to be completed for the form.

3. Select an item in the navigation panel, and the form fields will appear to the left. See example below:

Branchi Apollo Effective Drate: 12/12 /2002
Palicy Type: Honaline Expiration Date) 12/12 /2003
Issuing Company! Sample Ins. Agency Staga! Marceting
Billing Cormpany: Sample Ins, Agency Maode: ]

Policy Numbar BETI309 Stabus! Panding

List I Print l Save Changes
Produger
| | [ | rext

Praducer Narme: lﬁpﬂ-l 1a

Primary Producer Firet Narmed Uilliam

Prirmary Producer Middle Initial: |E

Primary Producer Last Harma: W

AR s et [450 Apclilo Strest #4

Ciig: [Erea

Stata! Ch ,I

Zip Codei 92821

Phone Humber |

Fao: Numbaer: |

wab Site Addrassi |

Praducer Coda: '7

Praducer SubCode: li

| | | Harxt

mavigation Imstruction

= Bnderwriting

= paze Requiremants

EacoRp 128
= Producer
Applicant

Hamed Insureds

Contast
Billing
Aktachmants

Framises Info

General Info
Priar Carrigr -
Frior Carriar -
Prior Carrigr -
Prior Carriar -

Gk
Ao
Prop
Othar

Lossf Incddant History

Rarmarki
= Harrative
 Equipment Flaater

Instruction

navigation

Tip: When adding multiple records, such as Drivers or Accidents to a policy, you must select the item in
the navigation panel each time you enter the record. For example, after adding a driver to a personal auto
policy, Nexsure will advance to the next item on the form - Accidents Violations. To add another driver to
the policy, you must select Drivers in the Navigation panel again. Note that the name of each specific
record being worked on is at the top of the fields labeled "Current Record":
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Pramisas Info Prafill | Impert | Export Billing
= Premises Info
Sumimary | I [ prev [ Next
P Locations

Current Record: 1 1 123 Pine Street, Brea, CA ¥ Subject of Imsurance 1

Premizes Number: Subjeck of Insurance 2

Subject of Insursnee 3

ilding M 2 -

Eullding Numbar: 1 Business Income 1

Location Street address: [123 FPine Street. Brea. Ch Business Income 2
Additional Coverages

4. After completing each screen, click Next or click Prev to go back to the previous page. Or you can skip to
any section of the form by clicking on an item in the navigation panel.

5. When all screens are completed, click Save Changes.

Record Summaries

In instances where there are multiple records to a single policy, such as multiple drivers, you can manage those
records on the Summary screen.

The Summary screen allows you to Sort your records by First, Middle or Last Name, Relationship to Applicant or
Date of Birth.

To Sort Records
1. On the Summary screen, click Sort.
2. Choose the item to sort by and select Ascending or Descending from the drop-down list.

3. Click Sort. The items will be sorted accordingly in the Summary.

To Search Records

You can also search your records by First, Middle or Last Name, Relationship to Applicant or Date of Birth.
1. On the Summary screen, click Search.
2. Choose the item to search by and enter the search criteria.

3. Click Search. Any items found will appear in the Summary.

Working with Schedules

To Add Scheduled Items to a Form
1. On the Primary menu, click Search.

2. Search for the client or prospect.

Click the Details Igyicon next to the client or prospect name to display the card file.

4. On the Client menu, click Marketing. The marketing summary screen is displayed.

5. Click the Details |gﬁicon next to the marketing policy to display the underwriting screen.

6. To populate the Vehicle schedule on the Commercial ACORD auto application from the Navigation tab,
click on the "+" beside Commercial Auto and the "+" beside the ACORD form, and then on the
Vehicles link.

7. Click the Add Record link on the navigation toolbar to add a vehicle.
8. Enter all the vehicle information navigating through all the vehicle screens.

9. Selecting Summary on the navigation toolbar saves the current screen and displays to the vehicle
summary.

10. To add more vehicles, continue by selecting the Add Record link from the navigation toolbar.
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Renumbering Schedules

When the policy is in a pliable state (marketing, pending endorsement, edit of future policy) renumbering can be
performed within the schedule itself. Items which can be renumbered include: vehicles, drivers, locations and
additional interests.

To Renumber a Schedule:

1.
2.

5.

6.

Select the client.

On the Client menu, click Policies.

Select the policy with the schedule by clicking the Details@’ icon.

In the navigation panel, select the Vehicles (in this example) section of the form to display the schedule.

wndereeriking policy infe apgignesent azachments actions qualification higzary tranzactions elaimz auemmary of ingurincs

= Unedwirting

 pase Reguirernants
= Commarcial fute
SIACORD 127 IL

= Vehicles

Bl indorsamant{s)

Branch|. ‘Mlabama Branch [Pl Tam |
Policy Typar: Monaline Coverage Tarmi
Lisuing Ca  zurich Staga:
Biling Ca: it Made}
Pelicy Number: CA-34F432-1 Stakus:
st | | | Print |
Wehicles - Type Lockup | Impert | Ixport
Sort | | Remmmber | search | Prev | et
9 1 2004 Fard PU King Cab S4ES4ET7I9TETES
B 2 2008 chew  PU  King Cab sass4gTaTEIEs
3 3 003 ACORD X @ 2465407097070
g 4 2002 Wolve 540 40 E4LS4BTEITETAS
9 5 1995 Chavy Cavalier an GEZASETTAATESA114
w € 1995 Chevy Cavaller 4D £5Z4TETT44TIRALLS
e 7 1995 Chevy Cavalier 4D E5Z4TETT44TESALL4
9 g 1998 Chavy Cavaller 4D ENZATETTA4TINALA4
B £l 199% chevy Cavalier a0 ESZ4SETTA4TSSAL04
g 10 1993 Chevy Cavaller 40 £524967T44TIRALL4
g 11 1995 Chewy  Cavalier ‘© EST4567T44TES4114
m a i 19595 Chauu Causline A ARTARNATTALTRTAT V4 = :I

Producer

Applicant

Billing

Covaragas « Auto
Coverages - Truckers
Coversges = Mator Camer
Endossemants

Drivars

Ganaral Info
Additional Irtere st
Attachrmants
Fermarke

imgonuction  navigation

Click the Renumber link.

Renumber Record(s) rw;.re
Cab 54654878978789 -
1 2004 Ford FL King Cab 5465487857/8785 — -
51999 Chewy Cavalier 40 65245677447554114
32003 ACORD L< 4D 546545789787811 -

6 19599 Chevy Canvalier 40 65245677447554114
42002 Voheo S40 4D 54654878978789 x|

Use the arrowheads on the right to change order, Once rerumber’ is
selected, records will autornatically be re-ordered.

Cancal | Renumber ]

Select the records in the schedule and click the up or down arrows on the right of the dialog box to change

the order of the items. When the records are in the correct order, click Renumber.
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Entering a Fleet

Some commercial businesses will purchase a fleet of the same type vehicle. In order to save time, enter one
vehicle and use the Copy tool to add the remaining fleet.

1. Click the Vehicles link on the Navigation tab to display the vehicle summary.

Click the Details% icon beside the auto.
On the Navigation toolbar, select the Copy link to display the Copy Record screen.

Enter in the number of vehicles remaining in the fleet.

a » N

Select Copy to add the specified number of vehicles to the schedule. The vehicles have been added to the
schedule.

6. To edit the VIN number of each vehicle, click on the Details |gy'icon beside the vehicle and edit the VIN
number.

7. Click the Summary link in the Navigation toolbar to save the change and display the summary.

8. Repeat the process until all vehicles have been updated.

Populating Coverage and Premium Fields on a Form

To Populate Coverage and Premium Fields on Forms
1. On the Primary menu, click Search.

2. Enter at least 2 characters in the name field and click Search.
3. Click the Detailslg? icon next to the client or prospect name to display the card file.
4. On the Client menu, click Marketing. The marketing summary screen is displayed. Click the Details@

icon next to the marketing policy to display the underwriting screen.

5. To populate a premium field on the Commercial ACORD General Liability application, from the Navigation
tab on the right, click on the "+" beside General Liability and the "+" beside the ACORD form, and then
on the Billing link.

6. Enter the premium amount without commas.

Note: The field is formatted automatically after moving to the next field to provide formatting for dollars
and cents while limits are formatted for whole numbers.

7. To enter a coverage limit, click on Coverage/Ilimits.
8. From the Navigation tab, click Limits.

9. Enter the limit without formatting, the field automatically formats after moving to the next field. Text may
also be entered into these type fields as necessary. For example entering the word “included” in the
“Products and Completed Operations Aggregate Limit:” field is accepted after moving to the next field.

Create a Package Policy and Add Supplemental Forms

Package policies are created by simply adding another line of business.

To Change a Monoline Policy to a Package Policy

1. On the Primary menu, click Search to search for the appropriate the client or prospect.
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2. Click on the Details |gyicon next to the client or prospect name to display the card file.

3. On the Client menu, click Marketing. The marketing summary screen is displayed.

4. Click the Details Igyicon next to the marketing policy to display the underwriting screen.

5. In the Navigation toolbar, click the Add Applications link and select another line of business. If the
application helper is not needed, click in the box beside the helper to remove the checkmark.

6. Select Next to add the application. Notice that the policy type now displays Package instead of Monoline.

Supplemental Forms

Sometimes forms require a Supplemental form as well.

To Add a Supplement

1. Click the Add Supplement link in the navigation toolbar and select the Line of business from the drop-
down box.

2. Select the supplement from the Available Supplements list. When a supplement is highlighted in the list, a
description of the supplement is displayed under the Available Supplements box.

3. Click Next, the supplement will be added to the policy. Notice that the supplement is now displayed under
the selected Line of business.

Importing and Exporting XML to Policies

You can import XML data into Nexsure to easily transfer lists of data (such as schedules of autos or drivers) that
would otherwise have to be entered manually. This is most useful in transferring information from one Nexsure
system to another.

To Import Record Data XML

This procedure is done when filling out policy forms. If the Import /7 Export option is available for a form item, it
will appear in the upper right corner of the record summary dialog box. For more information on filling out policy
forms, see Working with Forms.

1. From the record summary screen, click Import.
2. Browse to the XML data file.

3. Click Import.

To Export Record Data XML
1. From the record summary screen, click Export. The XML Export Data dialog box appears.
2. Right click on the plus or minus sign to the left of the XML and click Save Target As.
3. Name the file and save it to a specified directory.
4

Click Save.
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Remarketing a Policy

Policies may be remarketed at any time, although prior to renewal is standard. Remarketing a policy at renewal
allows the Agency the flexibility of obtaining various quotes from Carriers for their Clients.

1.

2.

6.

On the Primary menu, click Search.

Click the Details |gs‘icon of the appropriate client.

On the Client menu, click Servicing.

erIuiing
Careription: LF Dt W 22004 t
Sulect| Serdoes Reguiremenis Duscrptions
3 e Bing of business.

& | savkating g T :Flbwm-. To add new ar semarkat appications for cubmigson to camiane.

&) Rircdasra T genesxts & Sndar.

o T T= maka changer o« comechians that da not requrs a changs

- requert

i Endorss To genarata & solicy changa regquest

() Annom To ranee polidarn

- ! - & ||T= @eresata & sarcallation farm andicr indicats @ palisy i@

O |eancellation, Hathad: [ Salact mathod of cancallstion ] Farding cancalabon or haa besn cencalled.

() s Line of bucinece: [ Selectling of busingss ] w |Fo penarata o daim Feem,

[ Budit T port wockk mfomatian,

o] M"'::"' T wccace Gonflom Mes for certificats izruance.

Castificates C fla raabe o recaw Hewpure catiicater.
3 Ranew
) |werficstion To ormate sutcmobds Identification cande.
Farwking

Select Marketing - Existing line of business and click [ 1

Select the policy to remarket. To search for specific policies, including policies previously sent to history,
click Show to view the search filter screen. If multiple policies are being selected, the policies will be
grouped as if they are a package policy. This feature allows applications to be bundled so they can all be
sent to the carrier at one time. The policy Mode always reflects New. If a marketing version of the policy is
selected as the renewal the In Force mode will reflect Renew.

. In the Include History drop-down list, select Yes.

markat

Policy Numbsrt [ Term & Date (P [ (&)
Policy Mads: [all =] TemEsp.Date(Fri [ (6
Policy Statwss [Al =] Cug B Date (R [ & Cug. EFF. Date (Tak [ |
Trsuing Carer: [ Cvo Esp DateiF:| o

Billing Caniars Updatad Date (F)i =

Tarm Eff, Data (T =
Term Exp. Date (To): =
=

Cug Exp.Data(Tok | B
Updated Dats (To}: 2=

Filtwrs: [ Hide ][ Back JMext]
¥ 7 p—"

Updated By
e[
Palicy Stage: | Exclude Marketng =
Ineluda History: [ No =
He

Sort Field 11 [Line of Business = Sort Order 1: [Ascending = Sort Fiald 21 [EFF Date =] sort Order 21 [ Ascending -
Pags 1 of L
Line OF Business Stage Updated By Annuaslized § Policy Coverage Lssuing Carrier
select y Humnbar: Statis Hode updated Date Billed Previan___Term e Bilkiag Carvier
I 2 Commercial Auto Policy Haw Tinal Thome 0.00  4/7/2005 4/7/2005 21zt century
bugay best andorsemnts ___In Forca 04/07/2005 0,00 4/7/2006 __ 4/7/2008 215t cantury
Dolicy Tins1 Thome w08 /102008 1/10/2005 Rirovar
e Saxsfer BugeY. Raneved L 03/10/2008 0.00  1/10/2006  1/10/2006 Hanovar

Note: Use Servicing —Renew when issuing the re-marketed policy in order to display the correct mode.
(See “Placing a Remarketed Renewal In Force” section of help for assistance).

Select the lines of business that will make up the renewal policy and click [ 1
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Note: When a policy is selected the system automatically copies the existing applications so the user will
not need to re-key application information.

7. The Marketing underwriting screen is displayed. Select the Issuing and Billing Carrier, edit the policy term
dates if needed and click the Save Changes link in the navigation toolbar under the header. Review the
application for accuracy and make any necessary modifications. (See the Working with Forms section of
help for assistance in navigating the forms).

8. To remarket to another carrier repeat steps 1-7. This process is necessary to capture statistical data and
separate application information for each carrier.

Tip: Use the Home — Marketing page to compare quotes or to determine if each carrier’'s quote has been
received.

Nexsure User’s Guide Version 1.82.0



Sending a Marketing Policy to History 31

Sending a Marketing Policy to History

Agencies may define reasons (setup in Actions) for marketing policies sent to history.

To Send a Marketing Policy to History

1. On the Home/Client menu, click Marketing.

2. Select the marketing policy to send to history by clicking its Details |éyicon.

Branch! Southem Insurance Policy Tarm: 10/12/2005 12:01AM PST Ea
10/13 /2006 1Z:01AM PET
Palicy Typa: Monoline Covarage Tanm! 1l
Issuing Cai [ 215t Century Ins. Co. _=| stage: Marketing
Billing o [215t Century Ins. Co. EI Mada: New
Policy H i i -
clicy Humbar: [Lln assigned Stabus: IPe nding j
| I | Print |r Histowry ] | In Force | Sawve Changes
R
Bkiong:
Datails Topic Typa Status Fanmo

@ Marketing Annotation Closed Create new marketing

[ 1 [Irmpart] [ACORD XML] [Supplementz] [Add spplicatian]

Baze Forrns!

3. Click the History link.

nexsure

Status: |Declined By Client =]
Feason: |I:'Ia-:>5d coverage elsewhere ;I
Notes: Was quoted $200.00 less with a different carrier. __:_l

=
Cancel I Savel

® Status - Select the status from the drop-down list.

® Reason - Select the reason from the drop-down list. Reasons are agency-defined and can be
setup in Actions (see "To define reasons" below).

e Notes - Notes are optional but can further clarify why a policy was sent to history.

4. Click Save. The policy will be available to view on the history tab. Note that the policy header is gray
denoting that it is in history.
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21st Century Ins. Co.

21st Century Ins. Co.

Unassigned Declined By Cliant

Actions:

tai s o 7 ——
Br  Marketing  Placed Open
coverage Placed coverage elsewhare - Was quoted $200.00 less with a different carrier,
alsawhare

To Define Reasons

1. On the Utility menu, click Setup. The Actions setup appears by default. Before adding a new Action Type,
search to see if the action already exists and avoid duplicates.

2. Select the types tab and click Add New.

New Action Type. nexsure

Type: [Placed coverage slsewhere
Tan: [zeneral |
Desciption: T

3. Enter a reason in the Type field and click Save.

4. Select the actions tab and click Add New.

Mew Actions. rmjre

Topic: | Marleting ;I
Type: |Placsd coverage elsewhere =l
Days Due: m

pricrity:  [Normal =]

Status: m

Description: :J

Cancel | Finish | add|

5. In the Topic drop-down, select Marketing.
6. In the Type drop-down, select the reason which was just created.

7. Click Finish.
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Binders

Home Menu / Binder Log

Any policies with an open Binder will display on the Binder log. When the policy is placed "In Force" or the binder is
closed, the policy is removed from the log.

TS | CAMCELLATIONS | CLAIMS | INTERFACE | DELIVERY

binder log =
[ = M4 showing Page 90f 10 PN |9 'I Filters: [Show)
thent Name Policy Type Stage Updated By Annualized § Coverage Eff Date pilling Carricr
Details Assign  Policy Number Line of Business Status Last Updated pilled Premium  Coverage Exp Date Issuing Carrier
=3 AAA Roofing (Commarcal Linas) =
B o Unassigned Monaline Policy Riyad Mamms $222,000.00 D 01/14/200% Aberdeen Insuran
2 Commercial Auto [Co Renewed 01/14/2005 $222,000.00 D Aberdeen Insuran
—_ - x Packaae Policw Rivad Mamma {000 D 01/14/2005 Aberdeen Insuran

Screen Column Definitions

e The default Branch will be displayed according to user setup but other branches may be selected
depending on user security. Only the policies associated with the selected Branch and the logged in
user will be displayed. To select a different branch, use the drop-down list to select the appropriate
Branch.

® Clicking the Details %icon beside the entity name will display the Client Profile screen. Right
clicking on the %‘ icon will display the following navigation options:

e Market new line of business - Selecting this option will display the underwriting screen for a
new policy as described in the Servicing / Marketing / New line of business topic.

e Add certificate - Selecting this option will display the Add New Certificate screen as described in
the Servicing / Creating New Certificates topic.

e Add verification - Selecting this option will display the Servicing / Verification screen as
described in the Servicing / Verification topic.

e Add new opportunity - Selecting this option will display the Home / Opportunities screen as
described in the Adding a New Opportunity topic.

e Clicking the Details |gyicon will display the Binder Details screen for that policy. Right clicking on
the @9 icon will display the following navigation options:
® Open - Displays the Binders Details screen.
e  Print - Displays a PDF of the entire policy for printing.

® Create policy edit - Displays the Servicing / Edits screen as explained in the Servicing / Edits
topic.

e Create endorsement - Displays the Servicing / Endorsements screen, as described in the
Servicing / Endorsement topic.

e Renew policy - Displays the policy underwriting screen.

e Re-market policy - Displays the Servicing / re-marketing screen.

® Create claim - Displays the Servicing / Claims screen.

e Create audit - Displays the Servicing / Audits screen as described in the Posting an Audit topic.
e Assign: Producer and account manager information. Populated from the Assignment screen.

e Client Name: The clients name from the primary named insured on the Named Insureds screen.
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e Policy Number: Nexsure identifies Policy types on the Underwriting screen, which display here
when a Binder is created and the policy is not placed In Force.

e Policy Type /Line of Business: Policy types are identified as either Monoline or Package policies.
Line of Business is identified by the user on the Underwriting screen and displays here when the
binder is created and the policy is not placed In Force.

e  Status: Both the user and Nexsure identify Policy Status on the Underwriting screen. The Status
identifies if the policy is "In Force, cancelled, an endorsement is pending, etc.”

e Updated By: Displays the user who updated the Binder last. The user is identified at login.

e Annualized $ 7/ Billed Premium: Premium amounts are populated from the Policy Info screen. The
bill type (agency or direct) will be displayed to the right of the premium as an A or D respectively.

® Coverage Eff Date / Coverage Exp. Date Populated from the effective and expiration date fields
on the Underwriting screen.

e  Billing Carrier: This is the company who the agency owes money to or who will pay the agency for
direct bill policies. The user on the Underwriting screen identifies The Company.

o Issuing Carrier: This is the company who actually writes the policy, the name on the top of the
written policy. The user on the Underwriting screen identifies The Company.

Creating a Binder

Once you have completed a marketing application, you can In Force a policy or create a binder. Binders can also be
added to existing policies from the Servicing screen.

To Create a Binder
1. Complete the marketing policy.
2. Click Save Changes.

3. Click In force.

nexsure

C In force % Bound

Create Binder

p Click here to create binder,

Cancel | Savel

4. Select Bound, and select Click here to create binder.

Click Save. The binder details will be displayed.
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Prospect Name: Springfield Nuclear
policies  history  certificates  bindars

details | delivery

Branch: Support Test Branch 2004324 Policy Term: 04/00/2004 12:014AM PST
04/00/2005 12:014M PET nders
Policy Typa: Monoline Covaraga Tarm: 04/00/2004 12:014M PST = . I
06/08/2004 12:01AM P5T 4l 492004 - 6/8/2004 [Close]
Issuing Coi Hartford Stage: Policy
Billing Ca Hartford Mode: Mawr
Falicy Hurmber: Unassigned Policy Status: Bound
Binder Numbar: 753 Bindar Status: Open
- | Abart Print Deliver | save thanges
Line of Business:
Line Of Business Form on
Personal Aute ACORD 90 CA Parsonal Auto Application 90 CA
Binders:
Binder
Details Extend No Eff Date Exp Date Status Insync Populate Remove
753 af5/2004 &/8/2004 Opan |

dalivery  details

binders  certificates  history  policies

Note: The binder also appears on the right in a tree view. Click the [Close] link to close the binder. If a
binder is closed, an [Open] link will be displayed. Click [Open] to reopen the binder.

6. Now you can Print, Deliver or Abort the binder.
7. Print - Click Print, if there are multiple binders, you will be prompted to select the binder(s) you wish to

print. The binder will open as an Adobe Acrobat file in Nexsure. Click the Print % icon to send the binder
to a printer.

Servicing - Binders

Adding a binder from the servicing screen allows you to add a binder to an existing policy.

To Add a Binder

1. On the Client menu, select Servicing.

servicing
Description: ZI Ef Date: 15/12/2004 08 [hiawxt]
Select| Services Descriptions
& MNaw lina of businass, L !
& A Ta add new or remarket applications for submission to
sl " Enisting line of business, carriers
& Binders Te genarsts a binder,
-~ ot To make changes or corrections that do not require 3
change request.
L= Endorse Tao genarate a policy change request.
- Renew To renaw policies.
; : To genarsts 3 cancellation form and/or indicste 3 policy is

© | camceMation method: |[ select method of cancellation ] BBl | cotiing cancaliation or has badn ancalled. )

K] Claims Line of businesst [ [ Select line of business ] =1 Ta generate s claim farm.

Lo Audit To post audit inform ation.

1 [Cartificates Now To access Sonfirm Me far certificats issuance,

Cartificates e Craate or ranew Mewsurs cartific stas
T Renaw
- Verification To create automobils dantification cards.
servicing

2. Select the Binders option and click [ 1
3. Select the policy that you wish to create a binder for and click [ ]- Then Binder Details screen

appears.

4. Click Save Changes to save the binder to the policy.
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Extending a Binder

Expired binders will appear on the Home / Binder Log screen. Notice that the date in the Coverage Term column is
red denoting that the binder has expired.
| HELP | SETUP

E SEARCH | DRGANIZATION | REPORTS Bookmarks: Expand | Add | Remc

ACTIONS | OPPORTUNITIES | MARKETING | BINDERLOE | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CAMCELLATIONS | CLAIMS | INTERFACE | DELIVERY

Hello, -
binder log
[a = | M4 showing Page 90f 10 PN |9 vI Filters: [Show]
Chent Name Policy Type Stage Updated By Annualized § Coverage Eff Date Billing Carrier
Details Assign  Policy Number Line of Business Status Last Updated Billed Premium  Coverage Exp Date Issuing Carrier
=3 AAA Roofing (Commarcial Linaz) 2
Unassigned Monoline Policy Riyad Mamma $222,000.00 D 01/14/200% Aberdesn Insuran
b Q Commercial Aute [Ct Renewed 01/14/2005 $222,000.00 D Aberdeen Insuran
=8 - X Packaoe Palics Rivad Mamma {000 D 01/14/2005 Aberdeen Insuran
1. Click the Details icon E’ for the binder you wish to extend. The binder details screen appears.
Binders:
Binder
Details Extend No Eff Date Exp Date Status Insync Populate Remove
B m 721 3fe/2004 4/ 7/ 2004 open | v En

2. Click the Extend m icon. The Nexsure default is 30 days. You can change the default in Setup.

Binder Extension Default

When you click the Extend icon on the binder details screen, the binder is automatically extended by 90 days.

To Change the Default Extension
1. On the Utility menu, click Setup.
2. In the Setup Console, click Lookup Management.

lookup management

Select s Categoryand a Type to update
adropdown menu

I Policy ;I Select Item

Types

Duration W alue: |30

Description: JSU Days

[ Update ]

lookup management

In the Category drop-down list, select Policy.
4. In the Types box, select Binder Term.

In the Description field, enter the number of days you want the binder to automatically extend to (you
don't need to type the word 'days').
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6. Click Update.

Delivering a Binder

Once you have created a binder you can deliver it via fax or email.

To Deliver a Binder

1. From the Client menu, click Policies.

2. Select the Binders tab.
3. Click the Details |gf'icon for the binder you wish to deliver.
4. Click the Delivery tab. If there is no pending delivery you will be prompted to "Click here to add new".
5. Select the transport method of your delivery, the email or fax tab.
6. Enter the delivery information on the left.
7. On the right, in the Binders group, click [ 1
3 Nexsure - Microsolt Intertvet Epiarer ROVIGRIRN
Binder Ho EFF Date Exp Date farmid | -]
8 731 WA 200 4472004 BT
[ Fi1 AF T 2004 ESEf 2004 BT
;I
1 |
Chose | Atkach
hinders

8. Select the binder(s) to deliver and click Attach.

9. The attachment will appear on the delivery tab, click [ 1
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[Close][send]

Policies

Mo Attachrnents,
Certificates

Mo Attachments,

Yerification

Mo Attachrnents,
[Add Hew]
Binder Mo EffDate ExpDate

731 382004 4f7izons B

Others

Mo Attachrnents,
Total Attachrments: 1

[Dpen][Clase]

fax  email

Putting a Bound Policy In Force

To Change a Bound Status to In Force
1. Select the client with the open binder.

2. From the Home menu, click Binder Log.

3. Click the Details |gs‘icon beside the binder. The binders / details screen appears.

Prospect Name: Springfield Nuclear

policies  history  certificates  bindars

details  delivery

Eranch: Support Test Branch 2004324 Policy Tarmn: 04/00/2004 12:01AM PST
04/09/2005 12:014M PST B pinders

Palicy Typa: Monaline Coverage Term: 04/09/2004 12:01AM PST = .
05/08/2004 1zi00AM P57 O * 5] aror2004 - 6/6/2004 [Close)

Issuing Cot Hartford Stage!: Policy

Billing Co: Hartford Mode: Newr

Palicy Number: Unassigned Paolicy Status: Bound

752 Bindaer Status: Open
Abart Print Deliver | save thanges
Lina of Businass:
Line OFf Business Farm Description
Personal Auto ACORD 90 CA Personal Auto Application 90 CA
Bindars:
Binder
Details Extend No Eff Date Exp Data Status Insync Populate Ramove
753 4/9/2004 6/8/2004 Open v

delivery  details

binders  certificates  history  policies

4. On the right side of the binder details screen click [Close].

5. Click the Save Changes link. The policy is now In Force.

Note: A bound policy may also be placed In Force by selecting the policy from the Policy Summary screen
and selecting In Force. Once a policy is In Force it can only be edited from the Servicing screen.
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Edits

Any client with a pending edit to their policy will display on the Home / Edits screen until the edit is closed. For
information on editing a policy see Servicing / Edits.

edits =]
[Nl =] showing Page 1of3 PN Filters: [Mide][Show]
client Namea Palicy Type Stage Updated By Annualized § Billing Carviar
Details  Assign  Policy Number Line of Businass Status Updated Date Billed Premium Policy Tarm Issuing Carrier
@ Jami Euper (Personal Lines) =
@, 2’ AP-0DO0L Manaline Edit Jonathan Appl % 20,000 D 03f20/2003 Guide One
: Pending 12/11/2002 $ 20,000 D 03/20/2004 Guide One
" Monoline Edit Jonathan Appl 03f20/2003 ALLIED 42579
O &  unassigned Pending 12/11/2002 $0.00  ya3r20/2004 ALLIED 42579

Screen Column Definitions

The default Branch will be displayed according to user setup, but other branches may be selected
depending on user security. Only the policies associated with the selected Branch and the logged in user
will be displayed. To select a different branch, use the drop-down list to select the appropriate Branch.

Clickingé;he blue Details Egicon beside the entity name will display the Client Profile screen. Right clicking

on the & icon will display the following navigation options:

e Market new line of business - Selecting this option will display the underwriting screen for a
new policy as described in the Servicing / Marketing / New line of business topic.

e Add certificate - Selecting this option will display the Add New Certificate screen as described in
the Servicing / Creating New Certificates topic.

e Add verification - Selecting this option will display the Servicing / Verification screen as
described in the Servicing / Verification topic.

e Add new opportunity - Selecting this option will display the Home / Opportunities screen as
described in the Adding a New Opportunity topic.

Clicking the white Details |gyicon will display the Underwriting screen for that policy. Right clicking on

the Eﬁ icon will display the following navigation options:

® Open - Displays the Edits Details screen.
e  Print - Displays a PDF of the entire policy for printing.

e Post edit - Selecting this option will display the underwriting screen. You can then Post or Abort
the edit by clicking the Post or Abort Edit links.

e Abort edit - Selecting this option will display the underwriting screen. You will be prompted to
confirm the Abort command.

Client Name: The clients name from the primary named insured on the Named Insureds screen.
Assign: Producer and account manager information. Populated from the Assignment screen.

Policy Type: Nexsure identifies Policy types on the Underwriting screen, which display here when an Edit
is not posted. (Policy types are identified as either Monoline or Package policies.)

Line of Business: Line of Business is identified by the user on the Underwriting screen and displays here
when the Edit is pending.

Status: Both the user and Nexsure identify Policy Status on the Underwriting screen. The Status identifies
if the policy is “In Force, cancelled, an endorsement is pending, etc.”
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Updated By: Displays the user who updated the Binder last. The user is identified at login.

Annualized $ 7 Billed Premium: Premium amounts are populated from the Policy Info screen. The bill
type (agency or direct) will be displayed to the right of the premium as an A or D respectively.

Policy Term: Populated from the effective and expiration date fields on the Underwriting screen.

Billing Carrier: This is the company who the agency owes money to or who will pay the agency for direct
bill policies. The user on the Underwriting screen identifies The Company.

Issuing Carrier: This is the company who actually writes the policy, the name on the top of the written
policy. The user on the Underwriting screen identifies The Company.

Servicing - Edits

Edit is used to edit an incorrect policy.

servicing
Description j Eff Datar Isnwo'l‘ = [ t]
Salact| Services Descriptions
@ HNew lins of business. To add naw or remarket applications for submizsion to
L Mashe i " Enisting line of business. <arriars,
e Binders To generate & binder.
I Edit "I:'::’T;rtnc:;.n’g:: or cerrections that do not require 4
C Endorse To generate a policy change request.
g Reneve To renew policies,
€ | cancelation Madhods [T select method of cancellation [T et s concaincon fors sndf iaficuae ey
w Claims Line of business: I[ Select ine of business ] LI Teo generate & claim form.
(®, Audit To post audit information.
7 |certificates New Te access Senfirm Mas for cartificats Issuance.
Certificates € new Craate or renaw Hexsure cartificates
C Renew
(o Yarification To craats avtemobile Idantification cards.
Fervicing

1. Select the client and from the client menu, select Servicing.

2. Select the Edit option in the Select column and click on [ ] to continue.

3. Select the policy to edit by selecting the option next to the appropriate policy in the Select column and
click [ 1- You cannot edit a policy that has pending activity and will not be given the option to select
those policies.

4. If policy editing is incomplete do not select to Post edit. Policies that are in an Edit - Stage will display on
the Policy Summary screen under the corresponding policy in a light shade of blue.

5. To complete a policy with an Edit - Stage, click the Details |gs'icon and make the necessary changes.
When edits are complete, click Post Edit.

6. You will be prompted to add a note pertaining to the edit that was made. This note will be attached to the
policy when it is sent to history

7. When the edit is posted on the Underwriting screen, the policy prior to the edit is stored in history and

removed from both the Policy Summary. The edited policy replaces the current In Force policy.

Tip: Should you be interrupted or lose your place while editing a policy, select Compare Policy: [On].
This will display a comparison of data from the current In Force policy to the current Edit and allow you
to see what the differences are between the two.
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Audits

To Post an Audit

1. On the Primary menu, click Search and select a client.

On the Client menu, click Servicing.

Select the Audit option and click [ ]|

> 0N

Select the policy to be audited and click [

]

Note: If you wish to audit multiple policies for the same client, a separate audit must be performed for

each policy.
undenuriting policy infa  aszigament  setachments  sctions  qualification  histery  trangactions
- s 04/22,/2003 12:01aM IDLW a6
Branchi Erma balley Tammy 04/22/2004 12:01AM 100w
Paolicy Type: Monoline Coverage Term! ::;::::;:g: tg:gi‘:: :gtx :
Issuing Cot [E.anl-c of Sahagun's ;I Stage! Audit
Billing Co: | Bank of Sahagun's ;I Mode: Mev
Policy Murmber: [wcasa;ag Statuz: Fending vI
[ Print Abort Audit [ Post Audit | save thanges
[irmport] [ 1 [5upplarnents] [Add Application]
Basae Forms!
Forms Descrption Remove
Harrative Underwriting Narrative
Line of Business:
Lines of Business Form Description Femiowve
‘Workers Compensation ACORD 130 Warkars Compqnsat;o;o.ﬂppliﬁtion - ACORD

5. Make the desired changes to the policy and/or premium. Click Save Changes.

6. After the changes are made and saved, select Final or Disputed in the Status drop-down list.

7. Click Post Audit. Clicking Abort Audit will cancel the audit process.

Tip: You can view all existing audits from the Home - Audits menu. Audits will also be displayed on the

Client History screen.
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Claims

Home Menu / Claims

Open Claims will display on the Home menu until the claim is closed. For information on generating a new claim,
see Servicing / Claims.

claims

[ =] Showing Page 1of 4 PN Filters: [Hide][Show]
Client Name
Line OFf Business Date Of Loss Taken By Paid Amount Issuing Carrier
Details  Assign  Clainn Number Claim Status Mode Updated By Reserve Amount  Policy Term Adjustor
? Jami Euper (Personal Lines) b=
 HOME Riyad Mammadoy $0.00 03/20/2003 Unassigned
& B e 08/01/2002 Haw Riyad Mammadoy $300.00 03/20/2004 Unassigned

Screen Column Definitions

e  The default Branch will be displayed according to user setup but other branches may be selected
depending on user security. Only the policies associated with the selected Branch and the logged in user
will be displayed. To select a different branch, use the drop-down list to select the appropriate Branch.

®  Clicking the blue Details E?icon beside the entity name will display the Client Profile screen. Right
clicking on the E? icon will display the following navigation options:

Market new line of business - Selecting this option will display the underwriting screen for a
new policy as described in the Servicing / Marketing / New line of business topic.

Add certificate - Selecting this option will display the Add New Certificate screen as described in
the Servicing / Creating New Certificates topic.

Add verification - Selecting this option will display the Servicing / Verification screen as
described in the Servicing / Verification topic.

Add new opportunity - Selecting this option will display the Home / Opportunities screen as
described in the Adding a New Opportunity topic.
e  Clicking the white Details |gyicon will display the Underwriting screen for that policy. Right clicking on
the E? icon will display the following navigation options:
Open - Displays Claims Details screen.
Print - Displays a PDF of the entire policy for printing.
Display claim - Selecting this option displays the claim information on the Client / claims tab.

Post claim - Selecting this option will display the underwriting screen. You can then Post or
Abort the claim by clicking the Post or Abort Claim links.

Abort claim - Selecting this option will display the underwriting screen. You will be prompted to
confirm the Abort command.

® Assign: Producer and account manager information. Populated from the Assignment screen.
e Client Name: The clients name from the primary named insured on the Named Insureds screen.

e |ine of Business: Line of Business is identified by the user on the Underwriting screen and displays
here when the Claim is created.

e Date of Loss: Identifies the day the loss occurred.

e Claim Status: Is reflects as either Open or Closed, which is assigned on the Policy Info screen under
the claim detail.

e Mode: Identifies whether the policy is a New, Renewal, or Renew Co.
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e Taken By: Displays the user who entered the Claim information. The user is identified at login.
e Updated By: Displays the user who last updated the claim information. The user is identified at login.

e Paid Amount: Is the amount paid out for the claim. This amount is entered on the Policy Info screen
under the claim detail.

® Res. Amount: Is the reserve amount for the claim. This amount is entered on the Policy Info screen
under the claim detail.

e Policy Term: Populated from the effective and expiration date fields on the Underwriting screen.

. Issuing Carrier: This is the company who actually writes the policy, the name on the top of the written
policy. The user on the Underwriting screen identifies The Company.

e Adjuster: The adjuster name is entered on the Policy Info screen under the claim detail.

Servicing - Claims

The Claim option is used to generate a Claim form.

1. On the Primary menu, click Search.

2. Click the Details% icon of the appropriate client.
On the Client menu, click Servicing.

4. Select the Claims option; select the Line of Business from the drop-down box, enter the description i.e.
"Our client rear-ended other party" and Date of loss of the claim.

SEARTH | ORGANIZATION | REPORTS

CLIENT FROFILE | OPPORTUNLITIES | MAJ
Client Wame: First Alert Security

&

POLLC | CLAIHS | SERVECING | ATTACHMENTS | ACTIONS | TRAMSACTIONS | DELEVE

=
ur Chsnl réar-andad othes parly = pa—
Dastription Data of loss: S/ETAE004 = [Hat]
Falect| Servoes RequsrEments DS HplEons
(%) Muw lin of businass.
) | Marknting Te add naw or remarkat spplicstions For submirzion ko carders.
71 Ewisting line of Business,
i) Birdurs Te gansrata a bindar.
o Te makas chengar or cormctions that do nck requirs & changs
o Lo request,
| Enderss T can@iite 4 pobos changs requist
() Rnaw T ranas palice.
7 |cancellatan, Mukhe-d [ Swbect method of cancellation | e || Te genevate a cancallation form andfor indicate a palicy is
= panding sansllation or haz besn cancellad.
o) Chmirmes urve of business) Cammnercial Auto w |Te gensrats & claim form.
O Audit Te post audit informaticn,
9] t'ﬁ:;'" T access Qonfiern Mgk for cetdicats issuance,
0
Cortifcatas [ Crauta or anaw Huxiurs cakdicsbin
D Ranew
':_) Wariticathon T craate autennobile idenbficakion cends,
servicing
5. Click [ 1. Policies, including copies sent to history that fall within the date of loss, are displayed.

6. Select the appropriate copy of the policy and click [ 1

7. The Underwriting header will appear with a Red border around it. The pending Claim will display on both
the Home menu - Claims link and the Client menu — Claims link. It will also display on the Client menu —
Policies link with a red border around the policy until it is either Posted or Aborted.
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8. The appropriate claim form for the line of business selected will be available for completion.
ACORD 1 — Property Loss Notice
This form is used for reporting commercial and personal lines property losses.
ACORD 2 — Auto Claim
This form is used for reporting commercial and personal lines auto losses.
ACORD 3 — General Liability Notice of Occurrence
This form is used for reporting commercial and personal liability losses.
ACORD 4 — Workers Comp First Report of Injury or lllness

This form is designed as a first notice of a claim for injury or iliness by an employee.

Note: 9 through 17, below, describe using the populate button to populate an Auto claim form.
The populate workflow is similar on all claim forms.

9. Click the Populate @ button.
10. Select the Agree option.
11. Click Accept.

12. Click in both vehicles and drivers check boxes (if loss pertains to both)

== )

populate
Flesze selact schedules that will be use 2o populate the sercice form.
Zhack all thet spply from the lizt then dick "Hext' to cortinus.
Id Farrm Labwl
[*] & aAcoRD 127 ca Vahicar
3 ACCORD 127 Ca D rs
Cancel |[Back [Hes |
pagulate

13. Click Next.

14. Select vehicle involved in loss.
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5 hti ps:finemorebl &, nexsure.com/fefilesfclientsfschedule...

populate
o 1
o) 2
'S 3
<

: vehiclas

nexsure

Flease selec the record vou would want to populate the service form
then click 'Frnizh' te continus.

Wehide Humber Year Make  Model  Body Type Yehicde 1dentifical

2002 GMC Surburban Sl 12FT45ET:
2003 Feord Fi50 Pickup 1234hjk 2
2003 Chewy Tahos S GE72I4354
| ¥

.

popalate

15. Select Drivers from the drop-down box.

16. Select the Driver involved in the loss.

®
[] z
Drivers

Please selad the racord you would want to populabe the semice form
than dick "Finigh' ta continue.

Driver Humber First Kame Middle Intial Last Hame [Date of Birh

allen Srnith 21370
Barbara srnith Af15/157T2
v
poapulate

17. Click Finish.

Note: This pulls the vehicle and driver information from the application over to the claim form.

18. Click " + " next to Pending claim form in the navigation tab
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19.

20.
21.

22.

23.

24.

25.

26.

Review the claim form for accuracy and populate the incomplete sections of the form as described in the
Working with Forms section of help.

Click the Underwriting link to close tree view.

Click the Claims tab. All claims for this policy will appear in a summary view.

Click the Details |§9icon of the claim. This is where Claims information can be stored on an ongoing basis.

Note: If making changes to the Claims screen always remember to click the Save Changes link in the
navigation toolbar under the claim header.

Clicking the Details |gyicon of the claim form will open the claim form up on the Underwriting tab to
review and/or edit the information.

The Claim Action created will default to Closed. The Action status can be changed to Open and the memo
field can be used to track monies paid out. Complete the Action as described in the Actions topic.

Complete the following fields:

e  Adjuster Name & Phone

e Date of Loss - Pulls from servicing screen.

. Date Reported - Pulls from servicing screen.

. Claim No

. Estimated Amount

e Reserved Amount

e Total Paid Amount - This field will be automatically updated as payments are added.
. Description - Pulls from the servicing screen.

. Memo - Optional.

Click the Save Changes link in the navigation toolbar under the claim header.

Delivering a Claim

Once a Claim has been created, it can be delivered via fax or email

To Deliver a Claim

g r b NPk

Click the Delivery link on the Client menu. If there are no records found click the here link to Add New.
Select the method of the delivery, the email or fax tab.

Enter the email or fax information on the left.

On the right, in the Claims section, click [Add New].

Select the Claim to deliver and click Next.
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3 Attach Clxim . Microssft Infernct Explozer provided by Xlimensioral Technodogies, Inc. El ]

pelichr  cancalibiord  clebms  cadFicatid sanfomen bindad sthar
LR o Hurndr Date of Loke S Fhabug TEsiinag Camias
O Cormmeesial At tLH BTS00 Cpn Haravar
Clove |[Hest
wiher  Bedies  winfosten  datifiied  dlees  deelalitiens  paliieg

6. The Claim will be attached, click Send.

To Abort a Claim

1. On the Primary menu, click Search.

2. Click the Detailslgy icon of the appropriate client.

3. On the Client menu, click Claims.

4. Click the Details |gs‘icon of the appropriate claim.

5. Click the Abort Claim link in Navigation toolbar under the claim header.

To Post a Claim

1. On the Primary menu, click Search.

2. Click the Details |gyicon of the appropriate Client.

3. On the Client menu, click Claims.

4. Click the Details |gf'icon of the appropriate claim.

Click the Post Claim link in Navigation toolbar under the claim header.

Note: Once the claim is posted a re-open link is available on the navigation toolbar under the claim
header.

Multiple Claim Payments

To Add Multiple Claim Payments
1. Search for and select the client.
2. On the Client menu, click Claims. The underwriting tab will appear.

3. Click the claims tab.
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4. Select the policy by clicking the Details@ icon.

5. Click the claim payments tab.

6. Click Add New Payment.

Payrment type; IE.] Liab ;I 4
Draft date: |10/4/2005 s
Drraftit: B5584
Payrment amount: § 1,000.00 ’
Payee: Brea Chiropractic »
Drescription: IC'F" Bl
Claimant: |John Shell .
Reduce reserves? ]
* indicates requirad fiald
Cancel| Save

e Payment type: Select from drop-down list. these items can be added through lookup management.

(] Draft date: defaults to Date of Loss.

(] Draft#: Enter the check number.

® Payment amount: Enter the amount being paid on this payment.

e Payee: The entity receiving the payment on behalf of the claimant.

e Description: Optional.

e Claimant: Enter the name of the claimant.

e  Reduce reserves? When selected, the Reserved Amount on the Claim details screen will be reduced by

the payment amount entered.

7. Click Save.
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Expirations

Home Menu / Expirations

Any policies that are nearing their expiration date will display on the Expirations screen. Once the policy has been
renewed, Nexsure removes the policy from the Expirations screen automatically. For information on renewing
expired policies, see Servicing / Renewals.

The Search Filter selections may be used to search and filter for specific expirations. The more fields data is
entered into, the more specific the results will be. If a particular sort is desired, select a sort order from the Sort
drop-down box prior to initiating the search.

expirations
[an = shoving Page 1 of 1 [ 'l Filters: [Hide][Show]
client Name Policy Type Stage Updated By Annualized § Billing Carvier
R MEaa S A gus L oy PRk e E\ni. . ER ikt S L. i SN s S < 1S v B B f v e S0Py Ty B sy o e
(23 J0SE ZAMBRAND (Perssnal Lines) -
Manoline Policy Jami Eupar %6,125.08 D 02/01/2002 ALLIED [42379)
@ Q‘ PPCOOLOBESTAS FAUTO (Parsonal Aul Racalved Ll 02/ 06,2003 $6,125.08 D D8/01/2003 ALLIED (42379)
? Alicia Sitverstome (Personal Lines]
Honaline Policy Stave Hall $7,374.00 0 08/14/2002 Unassigned
@ 2  uvnssiamo PAUTO (Parsonal Aut Queted Hes  psy1e/2003 $7.374.00D Unassignad
23 JOMNE SHIRINIAN  (Parsonal Lines)
@ ﬂ' AZZTEELA Manoline Policy Hog Jami Euper FETE.A0 D 03/21/200%F Safeco 24740
PAUTO (Persanal Al Feceived 08/07/2003 $878.40D  0%/21/2003 Safeco 24740

Use the navigation buttons (Showing Page 1 of ...) to display the different screens.

Screen Column Definitions

e The default Branch will be displayed according to user setup but other branches may be selected
depending on user security. Only the policies associated with the selected Branch and the logged in user
will be displayed. To select a different branch, use the drop-down list to select the appropriate Branch.

® Select a different branch by clicking on the arrow of the drop-down box and clicking the appropriate
Branch.

®  Clicking the blue Details E?icon beside the entity name will display the Client Profile screen. Right
clicking on the E’r icon will display the following navigation options:

e Market new line of business - Selecting this option will display the underwriting screen for a
new policy as described in the Servicing / Marketing / New line of business topic.

e Add certificate - Selecting this option will display the Add New Certificate screen as described in
the Servicing / Creating New Certificates topic.

e Add verification - Selecting this option will display the Servicing / Verification screen as
described in the Servicing / Verification topic.

e Add new opportunity - Selecting this option will display the Home / Opportunities screen as
described in the Adding a New Opportunity topic.

® Clicking the white Details |gs'icon will display the Underwriting screen for that policy. Right clicking on
the Eﬁ icon will display the following navigation options:
® Open - Displays Claims Details screen.
e Print - Displays a PDF of the entire policy for printing.

® Push to history - Selecting this option will send the expired policy to history. Select Lapsed,
Renewed, or Non-Renewed from the Status drop-down list. You can add a description in the
Action Memo field, then click Save. The policy is sent to the Policies / history tab.

e Assign: Producer and account manager information. Populated from the Assignment screen.
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e Client Name: The clients name from the primary named insured on the Named Insureds screen
displays once regardless of the number of expiring policies.

(] Policy Type: Nexsure identifies Policy types on the Underwriting screen, which display here when the
expiration date approaches. (Policy types are identified as either Monoline or Package policies.)

e Line of Business: Line of Business comes from the Underwriting screen and displays here when a
policy nears its expiration date. Adding multiple lines of businesses to one policy will create a policy type
of Package. Only the policy type displays on the Home - Marketing screen when the Policy Type is
Package.

e  Status: Nexsure identifies the Policy Status on the Underwriting screen. The Status identifies if the
policy is In Force, cancelled, an edit is pending, etc.

e Mode: ldentifies whether the policy is a New, Renewal, or Renew Co.
e Updated By: Displays the date and user who updated the policy last. The user is identified at login.

e Annualized $ 7/ Billed Premium: Premium amounts are populated from the Policy Info screen. The bill
type (agency or direct) will be displayed to the right of the premium as an A or D respectively.

e Policy Term: Populated from the effective and expiration date fields on the Underwriting screen. The
expiration dates are color-coded to show the proximity to the expiration date:

® Red - Expired

. - Expires in 30 days or less

® Green - Expires in 90 days or less (at 30 days color changes to orange).
e Black - Policy is greater than 90 days from expiration.

e Billing Carrier: This is identified as who payments are sent to or received from by the Branch. The user
on the Underwriting screen identifies this field.

° Issuing Carrier: This is identified as the carrier who actually issues the policy, the name on the top of
the written policy. The user on the Underwriting screen identifies this field.
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Renewals

Servicing / Renewals

The Servicing — Renew option is used when the policy is ready to be renewed. It is not dependent on whether the
policy is remarketed or not as the same workflow is used.

1. On the Primary menu, click Search.

2. Click the Details |gf'icon of the appropriate client. Or from the Home — Expirations link, click the Details
E’icon next to the appropriate client.
On the Client menu, click Servicing.
4. Select Renew and click [ 1
dwwsloing
Deseription £ pare: | 8/2072008 | 5] [Hasxt]

Saelact] Services P eminnks Dasrrgtions
(%) Masw line af busines.

) | Markating ) Enbrting liss od busi To add raw o ramacket applicationa for aubmiszian to camen.
» Existing Ik 0 hiiginss,
o Biondens T ganarabe & bindes,
'] Edit To ek changas or careedions that do not reguire a chanpe
A raquas.
Cndores To ganarats & policy changs mousst
@ Fanouw T racese podi chae.
. . w |Te ganarsbe a cancellation form andior indicate o policoy i
D |tsncaliatian Hathad: [ $ehect mathod of cancallation ] punding capoallMion o his bukh cansallad,
'] awns Lires of businazs: I Select ing of business ] T ganarabe o e fore
& Audik To post audit infarm stion,

@ | To accaar Confirn Hat for cartficats izrusnce.
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5. All In Force policies for the Client are displayed. Select the policy to be renewed and click [ 1
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OF Business Updatad pr— oxing Camdar
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6. All marketing and In Force policies for the Client will be displayed. Click the Select check box for policies
needing to be included in the renewal from the current and/or marketing list and click [ 1.

Splitting a Package Policy into Monoline Policies

1. To create monoline policies select the policy to renew and then the line of business to create, click [ 1.
this creates the first monoline policy.

2. Go back to Servicing — Renew until all the new monoline policies are created.

Note: When a policy is selected the system automatically copies the existing applications so
the user will not need to re-key application information.
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3. The policy term will reflect the new term dates, the Mode is Renew and Status shows Future.

Note: When a policy status is future the application may be edited. This allows the user to make any
changes to the application as needed. Endorsements processed in the expiring policy term are done
through Servicing - Endorse.

4. A policy with a future status may be modified, as necessary, until the policy is placed In Force. The policy
info tab is not populated from the previous policy and must be entered before placing the policy In Force.
The user determines when to place the future policy In Force. (See Renew — Changing Future Status to In-
Force section of help for assistance).

5. The expiring policy is separate from the newly created future policy. The user determines when to send an
expiring policy to history. (See Renew - Sending an Expired Policy to History section of help for
assistance).

Sending an Expired Policy to History

1. Click the Expirations link on the Home menu.

Click the Details D icon of the expired policy. Notice that the Details icon for the expiration is red.

w N

A pop up box will be displayed. Click OK to change the status of the expired policy term to Expired. A
second pop up box will be displayed to confirm the change.

4. Click the History link under the policy header to send the expired policy term to history where a record of
the expired policy will be retained.

5. Choose an appropriate Status from the drop-down box and enter any applicable notes.

o

Click the Save button. The policy header will be displayed in gray; the expired term is now in history. The
new policy term will now need to be In Forced.

In Forcing a Future Status Renewal

1. Click Search on the Primary menu.

2. Click the Details |gs'icon of the appropriate client.

3. Click the Policies link on the Client menu. All In Force policies for the client will be displayed.
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4. Click the Details |gs‘icon of the applicable line of business.

Note: The [Show] filter was customized to display only the applicable line of business for the
screenshot).

Click the In-Force link under the policy header.

If a binder is needed select the Bound option and click the check box to create a binder. Otherwise, click
Save.

7. The status of the policy will now be In-Force.

Renewing with a New Carrier

1. On the Primary menu, click Search.

2. Click the Details |gﬁ‘icon of the appropriate client. Or from the Home — Expirations link, click the Details
E’icon next to the appropriate client.

On the Client menu, click Servicing.

4. Select Renew and click [ 1
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6. All marketing and In Force policies for the Client will be displayed. Click the Select check box for policies
needing to be included in the renewal from the current and/or marketing list and click [ 1.

Splitting a Package Policy into Monoline Policies

e To create monoline policies select the policy to renew and then the line of business to create,
click [ 1, this creates the first monoline policy.

®  Go back to Servicing — Renew until all the new monoline policies are created.
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Note: When a policy is selected the system automatically copies the existing applications so the user will
not need to re-key application information.
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7. The Underwriting screen is displayed. Select the new Issuing and/or Billing Carrier; click the Save
Changes link under the header. The mode will now display “Re-New-Co” and the status displays
“future”. This indicates that the policy is a renewal to the agency but is new to the carrier. The mode wiill
remain as Re-New-Co throughout its policy term. Review the application for accuracy and make any
necessary modifications. (See Working with Forms for assistance in navigating the forms).

Note: When a policy status is future the application may be edited. This allows the user to make any
changes to the application as needed. Endorsements processed in the expiring policy term are done
through Servicing - Endorse.

8. A policy with a future status may be modified, as necessary, until the policy is placed In Force. The policy
info tab is not populated from the previous policy and must be entered before placing the policy In Force.
The user determines when to place the future policy In Force. (See Renew — Changing Future Status to In-
Force section of help for assistance).

9. The expiring policy is separate from the newly created future policy. The user determines when to send an
expiring policy to history. (See the Renew - Sending an Expired Policy to History section of help for
assistance).

Placing a Remarketed Policy In Force
1. On the Primary menu, click Search.

2. Click the Details E? icon of the appropriate Client.

3. On the Client menu, click Servicing.

4. Select Renew and click Next.

5. All In Force policies for the Client are displayed. Select the policy to be renewed and click Next.

6. All marketing and In Force policies for the Client will be displayed. Select the policy being remarketed,
along with any other lines of business that need to be included in the renewal and click Next.

7. The Underwriting screen is displayed. The mode will display Renew and the status displays Future.
Select the Issuing and Billing Carrier from the drop-down boxes, enter the policy number if available
and review the policy term dates for accuracy.
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10.

11.

12.

13.

Click the Save Changes link in the navigation toolbar under the policy header.

The Mode will now display Re-New-Co and the status displays Future. This indicates that the policy is a
renewal to the agency but is new to the Carrier. The mode will remain as Re-New-Co throughout its policy
term. Review the application and update the premium information on the policy info tab.

Click the In-Force link on the navigation toolbar located just under the policy header.

If a binder is needed select the Bound option and select the check box to create a binder. (See Creating a
Binder).

Click Save. The status of the policy now displays as In Force.

The expired policy, along with any un-issued remarketed policies, should be sent to history. (See Sending
an Expired Policy to History).

Issuing a New Policy with the Mode of ‘Renew’

All Policies entered manually into Nexsure for the first time will have a mode of New. If the Client has had the
coverage with the Agency for a number of years, the mode should reflect Renew when the policy is issued. The
user will need to go through Servicing — Renew when issuing the policy. This will allow Reports to reflect correctly.
Enter the policy through Marketing as normal (See the Marketing section of help for assistance). When the
marketing policy is ready to be issued:

10.

11.

12.
13.

On the Primary menu, click Search.

Click the Details @9 icon of the appropriate client.

On the Client menu, click Marketing.

Click the Details |gyicon of the marketing policy.

Click the In Force link in the navigation toolbar under the marketing header. Click Save (do not create a
binder). This policy will have a mode of New.

On the Client menu, click Servicing.
Select Renew and click Next.

All In Force policies for the Client are displayed. Select the check box for the newly In-forced policy and
click Next.

All marketing and In Force policies for the client will be displayed. Select the check box for the In-force
policy and click Next.

The mode should now reflect “Renew”.

Note: The Policy term and coverage term dates in the header will default to the next policy term. Click the

Calendar @ icon for both dates and change the dates to the existing term. Click the Save Changes link
in the navigation toolbar under the policy header.

Verify that the application data and the information on the policy info tab is correct then click the In
Force link in the navigation toolbar under the policy header.

On the Client menu, click Policies.

Delete the Policy with the mode of New or send it to History with a description of why it was sent to
history.
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In Forcing a Future Status Renewal

Tip: Do not place a ‘future’ policy In Force until the Policy info tab is updated and all application edits are complete.

1. On the Primary menu, click Search.

2. Click the Details |gﬁ'icon of the appropriate client.

3. On the Client menu, click Policies. All In Force policies for the client will be displayed.

4. Click the Details |%9icon of the applicable line of business. Update the premium information on the policy
info tab and make all edits to the application.

5. Click the In Force link on the navigation toolbar located just under the policy header.

6. If a binder is needed select the Bound option and click the check box to create a binder. (See Creating a
Binder).

7. Click Save.
8. The status of the policy now displays as In Force.

9. The expired policy should be sent to history. (See Sending an Expired Policy to History).

Sending an Expired Policy to History

Tip: It is recommended not to place the expiring policy into history until it has expired.

1. On the Primary menu, click Search.
2. Click the Details @? icon of the appropriate client.

3. On the Client menu, click Policies. Or from the Home — Expirations link, click the Details |gﬁicon next to
the appropriate client.
4. Click the Details @? icon of the expired policy. Notice the Details icon for the expired policy is red.

5. A pop up box will be displayed. Click OK to change the status of the expired policy term to Expired. A
second pop up box will be displayed to confirm the change, click OK.

6. Click the History link on the navigation toolbar located just under the policy header to send the expired
policy term to history where a record of the expired policy will be retained.

7. Choose an appropriate Status from the drop-down box and enter any applicable notes.

8. Click Save. The policy header will be displayed in gray; the expired term is now in history. The new policy
term will now need to be placed In Force. (See Changing Future Status to In Force).

Non-Renewals

Non-renewal of policies is to identify when a policy will not be renewed in the agency. Flagging these types of
policies lets everyone know the status of the policy and allows recording visually as well as documenting the policy
with an Action.

Note: The Action Types must be created and associated with the Action Topic of "non-renewed" before using.

To Flag as a Non-Renewal

1. Select the Client.

Nexsure User’s Guide Version 1.82.0



Renewals 57

2.  On the Client menu, click Policies and select the non-renewing policy by clicking the Details |gicon.

3. In the policy header, select the Non-renewing checkbox.

Selecting this checkbox will open the Non-Renewal pop up screen.

nexsure

Status type: |MNon-Renewed _E‘J
Reason: Property Sold E’fl
AEss Hancock Fabrics has been sold to an =]

elastic manufacturer and the policy will
not be renewed,

Note: The Status type cannot be changed.

4. In the Reason drop-down list, select the reason of non-renewal. Reasons are created as Actions (see To
Define Reasons below).

5. In the Notes box, enter any information about the non-renewal. The information entered in this box will
become the 'memo’ of the Action.

6. Click Save. The Action will be added to the revised Underwriting screen with the issuing carrier crossed
out.

List Print History In Force Sava Changes
Actions:
B‘ Moz Propecy Closed Hancock Fabrics has been sold to an Elastic Manufacturer and the policy will not be

Renewal Sold

Note: A policy flagged as Non-renewing uses the Stage and Status to determine how the policy may
be serviced. Non-renewing does not change policy servicing.
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To Define Reasons

1. On the Utility menu, click Setup. The Actions setup appears by default. Before adding a new Action Type,
search to see if the action already exists and avoid duplicates.

2. Select the types tab and click Add New.

Mew ActHon Type.

nexsure

=

Type: |Property Sald
Iean: I General
Dregeriplion:

B

=

Cancel | Eaual

3. Enter a reason in the Type field and click Save.

4. Select the actions tab and click Add New.

N nexsure
Topic: |M|:rn-Rsn=wa| .ll
Type: |F‘r‘oﬂl: rty Sald ,LI

Days Due: 1] '-'I

Pricrity: Hormal =
Seatus: Open "I

Daszcription:

Cancel | Finish | add|

5. In the Topic drop-down, select Non-Renewal.

6. In the Type drop-down, select the reason which was just created.

7. Click Finish.
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Endorsements

Home Menu / Endorsements

Any policies awaiting endorsements will appear on the Home Endorsements screen. Once a policy has been
endorsed it will be removed from this screen automatically. For information on making an endorsement, see
Servicing / Endorsements.

endorsements
[ail =] Shawing Page 1 of 103 PN Filtars: [Hida[5how]
Client Nama Policy Type Stage Updated By Eilling Carvier
Datails  Assign  Policy Numbar Line of Businass Status Last Updated Premium  Coverage Term Issuing Cardar
E’ Rylen Jacen Robles  (Parsonal Lines) L=
. 5 Monoline Endorgement Mary Oberaitn o4/18/20032 Firemnan's Fund
2 &  ap-onom Personal Auto Pending 04/18/2003 $0.00  g4ri0/z004 Fireman's Fund
9 Stephan Hall (Comrmerdal Lines)
Monoline Endorsement Unassigned 03/z0/2003 SAFECO 39012
@ % Risid e Personal Auto Received 03f06/2003 $1:110.70 03/20/2004 SAFECO 39012

Screen Column Definitions

e The default Branch will be displayed according to user setup but other branches may be selected
depending on user security. Only the policies associated with the selected Branch and the logged in user
will be displayed. To select a different branch, use the drop-down list to select the appropriate Branch.

® Select a different branch by clicking on the arrow of the drop-down box and clicking the appropriate
Branch.

e  Clicking the blue Details %gicon beside the entity name will display the Client Profile screen. Right
clicking on the E? icon will display the following navigation options:

e Market new line of business - Selecting this option will display the underwriting screen for a
new policy as described in the Servicing / Marketing / New line of business topic.

e Add certificate - Selecting this option will display the Add New Certificate screen as described in
the Servicing / Creating New Certificates topic.

e Add verification - Selecting this option will display the Servicing / Verification screen as
described in the Servicing / Verification topic.

e Add new opportunity - Selecting this option will display the Home / Opportunities screen as
described in the Adding a New Opportunity topic.

® Clicking the white Details |gyicon will display the Underwriting screen for that policy. Right clicking on
the Eﬁ icon will display the following navigation options:
® Open - Displays the Audits Details screen.
e Print - Displays a PDF of the entire policy for printing.

® Post endorsement - Selecting this option will display the underwriting screen. Before the
endorsement is posted, enter a description in the Action Memo field and click Save.

e Abort endorsement - Selecting this option will display the underwriting screen. You will be
prompted to confirm the Abort command.

e Add binder - Displays the Servicing / Binders screen as described in the Servicing / Binders
topic.

e Assign: Producer and account manager information. Populated from the Assignment screen.

® Client Name: The clients name from the primary named insured on the Named Insureds screen
displays once regardless of the number of expiring policies.
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e Policy Type: Nexsure identifies Policy types on the Underwriting screen, which display here when the
expiration date approaches. (Policy types are identified as either Monoline or Package policies.)

e Line of Business: Line of Business comes from the Underwriting screen and displays here when a
policy nears its expiration date. Adding multiple lines of businesses to one policy will create a policy type
of Package. Only the policy type displays on the Home - Marketing screen when the Policy Type is
Package.

e  Status: Nexsure identifies the Policy Status on the Underwriting screen. The Status identifies if the
policy is In Force, Cancelled, an Edit is Pending, etc.

e Updated By: Displays the user who updated the policy last. The user is identified at login.

e Annualized $ 7/ Billed Premium: Premium amounts are populated from the Policy Info screen. The bill
type (agency or direct) will be displayed to the right of the premium as an A or D respectively.

e Coverage Eff Date / Coverage Exp. Date: Populated from the effective and expiration date fields on
the Underwriting screen.

e Billing Carrier: This is identified as who payments are sent to or received from by the Branch. The user
on the Underwriting screen identifies this field.

° Issuing Carrier: This is identified as the carrier who actually issues the policy, the name on the top of
the written policy. The user on the Underwriting screen identifies this field.

Servicing / Endorsements

1. On the Primary menu, click Search.

2. Click the Details |gs’icon of the appropriate client.

3. On the Client menu, click Servicing.

Tip: To check the list of policies prior to executing the endorsement, on the Client menu, click Policies to
display a list of policies. The policy hot link may also be selected from the client card file, which is located
under the stick-e-note.

4. Select Endorse.

Client Name: The Critter Corral ~ Commercial A it
servicing
Increasing GL fimits, jl -
Bescription: 71 e#f 0ate: | 77142004 i [Hext
select| services Requirements Descrptions
& Haw ling of business.
| Marketing To add new or ions for ission to carriers,
" Existing line of business.
o Binders To ganarate a binder.
C Edit To make changes or corractions that do not require a change request,
w Endarse To generate a policy change request.

=

Renew To renew policies.

5. Enter a Description of the endorsement and enter the effective date (defaults to current date).

Note: The Description will pre-fill with “Process endorsement” — highlight and type the unique description
that describes the endorsement being done. The effective date box to the right of the description will
default to the current date, so make sure to enter the effective date of the endorsement if other than
today’s date. The date entered here will populate in the policy header coverage date.

6. Click [ 1. A list of current In Force policies will be displayed.
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7. Select the policy to endorse and click [ 1. (If a policy displays a lock icon, the policy does not have a
status that can be endorsed at this time. For example a “Pending” status on a policy may not be serviced
until the pending item is posted, aborted or the status of the pending item has been changed to
submitted, 2nd or 3rd Request.)

8. On the policy underwriting screen the endorsement status defaults to Pending. The endorsement status
will also display on the policies summary screen and the Home Endorsements menu until the endorsement
is posted or aborted.

® An Action is created using the description entered for the endorsement on the servicing screen.
The Action is used as a notation of the event, therefore, make sure the status is “closed”. All
endorsements should be tracked from the Home — Endorsement menu until the endorsement is
either aborted or posted. If additional information is needed to complete the endorsement leave
the status set to pending, make sure the action status is open and enter the appropriate number
of days to follow-up on the action. Additional memos may be added to the action associated to
the endorsement as needed. Keep in mind that the last memo entered is what will display on the
policy summary page and will remain with the policy after the endorsement is posted. Therefore
it is important to make sure the final description entered is what is needed to identify the policy
or endorsement from policy summary.

9. To enter the change, first note that the navigation tab is displayed on the right with links to the Pending
Endorsement and the applications in a tree view.

e Make the changes on application for the appropriate line of business form(s).
® As changes are made to the application please note the following:

e Adding a new item to a schedule will display an “A” from the schedule summary view to
the right of the item; Deleting an item (select the remove icon) will display a “D” on the
right side of the item from the summary view and changing a scheduled item will display
a “C” to the right side of the item.

° It is important to make any applicant, location or billing changes to the ACORD 125 for
commercial lines policies as the Change Request is mapped to the ACORD 125 for these details.

o If you get side tracked and cannot remember where you left off use the Compare Policy: [On]
[Off] link on the navigation toolbar in the application to compare this edited version of the
application to the original application. Anything highlighted in red is an item that is different from
the original application.

® To populate the change request do the following:
e Click on the Underwriting link at the top of the navigation tab to close tree view.

® Click the Populate icon to populate change request form. Note: If manual population is not
desired, select the accept option to proceed and populate the Change Request with the changes
entered on the application.

e  Make sure to review the endorsement by clicking on the + next to the Pending Endorsement link
on the navigation tab.

10. Enter any necessary information to complete the endorsement making sure to Save Changes.

Aborting an Endorsement

An Endorsement may only be aborted (removed) if the status is still Pending. Once the status has been changed
and saved by clicking on the Save Changes link in the navigation toolbar, the endorsement may not be aborted.
Status cannot be changed back to Pending.

Endorsement Statuses

A Pending status means that the endorsement is incomplete and not ready to be submitted to the carrier. As long
as the status is identified as pending any changes may be made to the endorsement. However, another
endorsement cannot be added until it is either aborted or the status is changed. The other status options are as
follows:
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®  Submitted
e 2nd Request

e  3rd Request

Submitted indicates that the endorsement is ready for submission to the carrier and has been sent to the carrier.
2nd and 3rd Request indicates the number of times that endorsement has been submitted to the carrier to be
handled. Once the status has been changed from pending to submitted, 2nd or 3rd request the endorsement may
not be changed nor can the status be changed to show pending again. As long as an endorsement does not have a
status of pending new endorsements may be added.

If the status was changed from pending and the Save Changes link was selected by mistake, the only recourse is
to post the endorsement and enter a description indicating the mistake. It is recommended prior to posting, that
the Action memo be modified to indicate the mistake as well. The Action remains on the Home-Endorsement menu
to remind the user that the actual endorsement has not been received from the Carrier. To identify that the
endorsement has been received, post the endorsement. Posting the endorsement removes it from the Home-
Endorsement menu.

Nexsure User’s Guide Version 1.82.0



Cancellations 63

Cancellations

Home Menu / Cancellations

Any policy with a Pending Cancellation status will display on the Cancellations screen. The Search and Filter
screen may be used to search for specific pending or previously cancelled policies. To post or reinstate a
cancellation, see Servicing / Cancellations.

cancellations |

[an = Showing Page 1of 10 PN Filtars: [Hide][Show]
Client Namea Policy Type Stage Updated By Billing Carrier
Detalls  Assign  Policy Number Line of Business Status Last Updated Premium  Coverage Term Issuing Carrier
@ Jami Euper (Parsonal Linas) ,LI
. 5 o Package Poliey Rodney Gist 03/20/2003 ALLIED 425739
& & 10000101 (PAUTO,PHOME)  Panding Cance  D4/14/2003 $0.00  o330/2004 ALLIED 42579

Screen Column Definitions

e The default Branch will be displayed according to user setup but other branches may be selected
depending on user security. Only the policies associated with the selected Branch and the logged in user
will be displayed. To select a different branch, use the drop-down list to select the appropriate Branch.

®  Clicking the blue Details E?icon beside the entity name will display the Client Profile screen. Right
clicking on the E? icon will display the following navigation options:

e Market new line of business - Selecting this option will display the underwriting screen for a
new policy as described in the Servicing / Marketing / New line of business topic.

e Add certificate - Selecting this option will display the Add New Certificate screen as described in
the Servicing / Creating New Certificates topic.

e Add verification - Selecting this option will display the Servicing / Verification screen as
described in the Servicing / Verification topic.

e Add new opportunity - Selecting this option will display the Home / Opportunities screen as
described in the Adding a New Opportunity topic.

®  Clicking the white Details |gyicon will display the Underwriting screen for that policy. Right clicking on
the @9 icon will display the following navigation options:
® Open - Displays Claims Details screen.
e Print - Displays a PDF of the entire policy for printing.

e Push to history - Selecting this option will send the cancelled policy to history. Select Cancelled
by Agent, Carrier, or Insured from the Status drop-down list. You can add a description in the
Action Memo field, then click Save. The policy is sent to the Policies / history tab.

e Assign: Producer and account manager information. Populated from the Assignment screen.

e Client Name/Policy Number: The policy number and the clients name from the primary named insured
on the Named Insureds screen displays once regardless of the number of expiring policies.

(] Policy Type: Nexsure identifies Policy types on the Underwriting screen, which display here when the
expiration date approaches. (Policy types are identified as either Monoline or Package policies.)

® Line of Business: Line of Business comes from the Underwriting screen and displays here when a
policy nears its expiration date. Adding multiple lines of businesses to one policy will create a policy type
of Package. Only the policy type displays on the Home - Marketing screen when the Policy Type is
Package.

e  Status: Nexsure identifies the Policy Status on the Underwriting screen. The Status identifies if the
policy is In Force, cancelled, an edit is pending, etc.
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e Updated By/Last Updated: Displays the date and user who updated the policy last. The user is
identified at login.

e Annualized $ 7/ Billed Premium: Premium amounts are populated from the Policy Info screen. The bill
type (agency or direct) will be displayed to the right of the premium as an A or D respectively.

e Coverage Eff Date / Coverage Exp. Date: Populated from the effective and expiration date fields on
the Underwriting screen.

e Billing Carrier: This is identified as who payments are sent to or received from by the Branch. The user
on the Underwriting screen identifies this field.

. Issuing Carrier: This is identified as the carrier who actually issues the policy, the name on the top of
the written policy. The user on the Underwriting screen identifies this field.

Servicing - Cancellations

Cancellation is used to complete a Lost Policy Release form and to identify a policy that is pending Cancellation.

1. On the Primary menu, click Search.

2. Click the Details |gg'icon of the appropriate client.
On the Client menu, click Servicing.

4. Select Cancellation.

servicing

Process cancellation. j —
Deseription: 7| £t pate [672872004 | 5 [Hant]
Salact| Services Raquiramants Dascriptions
& New line of business,
£ Marketing To add new or for to carmers,
i Existing line of business,
© Binders To generate a binder,
i Edit Te maka changes or corractions that do not ragquire a change requast
[ Endorse To generste 3 policy change raguast,
(o Renew To renew policies,
- - . <] [T generate a cancallstion form andfor indicate a palicy is pending cancallstion or
& |tancellation Mathod: [[ select method of cancellation | =l i lioatiomsies

5. Select the method of Cancellation, Flat, Short-Rate or Pro-Rata.

6. In the Description field, enter the description and effective date of the Cancellation.

7. Click [ 1. A list of current In Force policies will be displayed.

8. Select the policy to cancel and click [ ]- The Cancellation header will appear in Red font and have a

status of Pending.

9. The Effective date of the Cancellation will appear in the Header as the Coverage Term Expiration date:

Client Name: Twenty Four Seven Security

undervrriting paolicy infa assignment  attachments actions qualific ation history transactions claims summary of insuranc

Branchi Earen Branch Policy Tarr: 12:01AM
0g/01/2004 PET

OR/01 2005 12 01AM
PET

&1

Palicy Type: Monoline Coverage Term: 12:014M

Tsguing Cet | safeca Ins of America - | stage: Policy
Billing Co: | Unassigned | Moda: Heaw
Policy Humber! | Inassigned Statuse Panding Cancellation

| Print Abort Cancellation Post Cancellation Save Changes
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10. The Cancellation form is available for completion in the navigation tab to the right of the screen. Complete
the form as described in the Marketing / Working with Forms topic.

11. The Cancellation Action created will default to Closed and the due date will default to the effective date of
the Cancellation. Complete the Action as described in the Actions topic.

12. On the Client menu, click Policies. This will display all In Force policies for the client in summary view.
The pending cancellation will display with red font.

CLIENT PROFILE OPPORTUNITIES | MARKETING | POLICIES CLATMS SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Twenty Four Seven Security :
policies  higtery  caruficames  binders  summary sfinguranze
Showing Page 1 of 1 ’E Filters: [Show]
Line OF Business
Palicy Humber stage Updated By Estimated  Policy Coverage Issuing Carrier
Details Policy Type Status Hode Updated Cate Premiom  Term Term Billing Carvier Remove
Commercial Auto Policy Karen Patarsan 08/01/2004  08/01/2004 Safeco Ins of
g R nsrsignad Pending Hew 09/08/2004 D $5.000.00 pounyrz00s  os/oas2004 Amarica [E=]
i\ Process cancellation.
[ o Apartments Palicy Faran Patarsan b $0.00 08/11/2004  09/10/2004 Hartfard &
Unassigned Renewed L 08/26/ 2004 08/11/2005  10/10/2004  Insurance Co. of

13. On the Utility menu, click Home.
14. On the Home menu, click Cancellations.

15. The pending cancellation will appear on the Cancellations link of the Home menu until the cancellation is
either posted or aborted. The [show] filter can be used to narrow down the list of clients who are in a
Pending Cancellation status.

Posting a Cancellation

To Post a Cancellation

1. On the Home menu, click Cancellations.

2. Click the 2nd Details @? (white) icon of the appropriate client.

3. Click the Post Cancellation link under the policy header.

Client Name: Twenty Four Seven Security

undervrriting  policy info  assignment  attachments  actions  qualification  histary  tramsactions  claims  sumimary of insuranc

Branchi Karcn Branch Bolicy Tarrnt 12:001AM
08/01/2004 PET
0801/ 2005 12:014M
PET
Policy Type: Monoline Coverage Termni 1Z101AM
0F/01/2004 PET ‘8]
08/08/ 2004 12:014M
PET
Isguing Cao; j sfeco Ine of AMmerics _1 Stage: Palicy
Billing Qo: {Unassigned ] Made: Fiaee
Paolicy Humbar: j Inassignad Stakus: Panding Cancallation
| Print Abort Cancellation | (:_\_\_Pasl Eancellnlin:l'_) Save Changes

4. Choose the Status (reason for cancellation) from the drop-down box and enter any applicable notes. The
default options are Cancelled by Agent, Cancelled by Carrier, Cancelled by Insured. Agency-specific
reasons (i.e. "Cancelled for non-payment") can be added in Setup/Lookup Management.

a. On the Utility menu, click Setup.

b. In the Setup Console, click Lookup Management.
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c. From the Category drop-down list, select Policies.
d. From the Types box, select Cancellation Reasons.

e. Enter a Reason.

f. Enter a Description. Whatever is entered in the Description field will appear in the "Notes" box
when posting a cancellation with that specific reason.

g. Click the Update link.

Custom reasons may be deleted or updated until they have been put in use by being selected
during a cancellation. At that point a custom reason cannot be deleted or edited.

Note: The default system reasons cannot be deleted or updated.

5. Click the Save button. The policy header will be displayed in a gray color; the Cancelled policy is sent to
history.

6. The Cancelled policy is only accessible by clicking on the Policies link on the Client menu and then on the
History tab.

Boshimarkd: Expiatd | Add | Raries

E SEAKCH | DRGAMIZATDON | REPONTE

| HABXKETING | POLICELS

| TEASSALTIONS | DELIVERY

| ATTACEHLHTS | ALTIONS

CLIEST PROFOLE | OPPORTUSNITIES LA SIRWICIRG

Cllent MNang: Twenty Four Eeven Securlty Commertial Account
1> Filers 1 [5hos]

Showiea Pege 1of 1

Lirees 1 Bastines<s
Policy Sumbar Skage wods Updated Oy Policy Coverags Teauing Carmiar
Gatails Policy Typu Shabay Lhangu Updatud Gate Prumium Turm Turm Ealbneg Carmur Farnove
3 oo i Autn. cancall Hau Hare Detersen © fo mmp.on FLE200S 4132004 Swfaco Ine of &
BRSNS S Zancallad By Carecalled [LTlE 5000 garaaianns  OEGEI004 Arrearica

Cancallsd By Camsr Fzo nancpagp.

birdars  certficetsd  botery o poboss

Reinstate

Reinstate is used to restore the cancelled policy back to its original state with no lapse in coverage.

To Reinstate a Policy

1. On the Primary menu, click Search.

2. Click the Details |gg'icon of the appropriate client.
On the Client menu, click Policies.

4. Click the History tab.

5. Click the Details |gs'icon of the appropriate policy in history to be reinstated.

6. Click the Reinstate link under the policy header.
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Safeco Ins of America

Cancelled By Insured &=

A pop up box will be displayed. Click OK to reinstate the policy.
The policy header will turn blue and the status will show Reinstated.

Click the In-force link under the policy header to change the status from Reinstated to In Force. If a
binder is needed select the Bound option and select the check box to create a binder. Otherwise click
Save.

10. A record of the Cancellation will remain on the policy until the Renewal is processed.

Rewrite

Rewrite is used when a revision needs to be made to a policy in cancellation status, say for example a lapse in
coverage or a new Carrier.

To Rewrite a Policy

1.

7.

On the Primary menu, click Search.

Click the Details |gicon of the appropriate client.
On the Client menu, click Policies.

Click the History tab.

Click the Details |%icon of the appropriate policy in history to be rewritten.

Click the Rewrite link under the policy header.

Safeco Ins of America

Cancslled By Insured

The policy will turn to a Wheat color and is placed into a Marketing stage. Complete the Marketing process
as described in the Marketing / Marketing Underwriting topic.
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Interface

Home Menu / Interface

The Interface screen displays a record of all carrier downloads with a "Pending" status. Pending downloads are
displayed in blue, completed transactions display in black. To search for specific downloads, use the Search Filter
screen by clicking the Showv link. This is also where FSC and IVANS information is imported into Nexsure.

Note: To receive IVANS downloads, you must first have a valid IVANS account. FSC 2-way integration requires the

WIinFSC application to be installed on the user's machine.

nexsure
\\_\ §
A
ACTIONS | OPPORTUNITIES | M | 5 AUDITS | EXPIRATIONS | ENDORSEMENTS CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY
Hello, Mike Massaro  He
interface  advanced search 2
[an =] showing Page 1of 48 b N [1 vl P
Click on Detadlz to view the Interface Detsils. [ tmport files J [ Buidge ]
; Intarface 10 . File Mama Import Date Fxcoptions
Details Carrier Sequence 10 Carvier Fila Typa © N d Date Status Remaove
B e 2004-06-04_07-19-26 XDTAD.ALY PP 1 Panding B
aa01 Dally Bomoad 1 0% Complate
2004-06-04_07-19-51 XDTAE. ALY Jalonh,
B N ””f"l_ . CONTINENTAL WESTERN (16k) SN0 o :Tf“’:gm &
. Dady Download 6% Complete

Details - The Details icon will open the interface details screen. It displays each download for that
particular carrier.

Interface ID - The interface ID is a number assigned by Nexsure to make it easier to track specific
downloads. Numbers are generated in the order received.

Carrier Sequence ID - This ID is assigned by the Carrier and is pulled from the AL3 file.

Carrier - Carrier name.

File Name - This name is generated by Nexsure and is used by support to query the database if need be.
File Type - The different file types are Daily Download, FSC Quote and Initial Load.

Import Date / Completed Date - The date the download was received and the date the transaction was
completed.

Exceptions - The Import status of a download:
L] Processing Client - Waiting to be processed.
L] Processing Policy - Waiting for data import.

L] Aborted - An error occurred while processing the import, and processing has been aborted by
the branch. This might occur, for example, if the policy did not belong to that agency. Selecting
the Aborted import status and running a search displays all policies that ere rejected by the
agency. Choosing to reject a policy will queue the policy for re-processing. This process looks for
the policy again, so if you added the policy, the change would then be attached.

L] Queued for Re-Processing - Import has been set to be re-processed.
L] LOB Exception - Line of Business not currently supported for Import.

L] Carrier Exception - Carrier could not be determined. Make sure carrier is listed with correct
NAIC code, and click Accept to re-process.

. Branch Exception - Branch could not be determined. Make sure branch code is listed under the
carrier's commission tab in Nexsure. Click Accept to re-process.
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L] Application Exception - Application does not exist.

. Client Exception - Client could not be found. Click here to search existing clients, or click
Accept to create a new client.

L] Policy Exception - Endorsement could not determine policy to endorse. Select policy to endorse.

L] Policy Exception - Reinstatement could not determine policy to re-instate. Select a cancelled
policy to re-instate.

L] Policy Exception - Cancellation could not determine policy to cancel. Select a policy to cancel.
. Import Completed - The import file has been successfully imported into Nexsure.

L] Endorsement Date Exception - Policy to endorse could not be determined due to effective date
of endorsement being outside policy term.

L] Reinstatement Date Exception - Policy to reinstate could not be determined due to effective
date of reinstatement being outside policy term.

= Cancellation Date Exception - Policy to cancel could not be determined due to effective date of
cancellation being outside policy term.

® Transactions - The transactions number is the amount of policies or individual files sent from the carrier.

e  Status - While a download has exceptions that haven't been addressed it remains in a Pending status.
When all exceptions are resolved, the status changes to Complete. Pending downloads are displayed in a
blue font, completed downloads are black.

Note: Policies with a status of New can no longer download and add to a client that already has a policy.

® Remove - Clicking the Remove icon will delete the download.

e Advanced Search Tab - The advanced Search tab shows all transactions for all carriers regardless of
status.
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Processing Downloads

Once downloads have been completed they must be processed.

To Process Downloads

Click the Details |gf'icon for the download you wish to process.

1.
interface  interface details
Trikarfaces I0: 14 Fila Typan: Daily Dowenload Total Excaplions: 1
Import Cate: 12/ 2000 File Hame: Inknavwn [1k) Total Transackions: 5
Carrier Hama: SAFECD INSURANCE COMPANY Completed Dater
Carribr Sag. 10z Stakui: Panding
Accapt | Rajact Pt | Save F Crmat ecili @ o
| all = Shewing Page 1 of 1 Filtars: [ Shov
[ Swluct 4l ] [ Dasaluct &l ] [tmpor Filez]
lient Nane Applicant Mame Process Date Prerndun Vendor Carrier
Dwtads Paolicy Mo Line of Business  Interface Type  Import Stabus Cownloaded Term Irnport Dt Bramch / HAIC [T
Q RICHARD W NELSON -
r $0M56223 :E] E:S:D W Palicy Change Elfi;’:,:i‘.::s:! $450.00 _‘Z‘n;:}'éggg 1‘::;;;”1’322“ E,
Process date outside policy termn. Click here to manually sssign to a policy to endorse
interface datails  interfaca
2. Before you can accept or reject a download you must select the check box for each download you wish to
process. Use the Select All or Deselect All links to select or deselect all downloads at once. Select All/
Deselect All will only select the boxes of the downloads on the page being displayed.
Note: If you have multiple pages of downloads, check boxes you have selected will stay selected as you
click through the pages. However, if you leave the downloads screen, they will not remain saved unless
you click the Save link. Selected downloads will all be processed together, for example, if 10 downloads
are selected and you click Accept, all selected downloads will be accepted. If you save your selections and
leave the interface screen, upon return make sure you review your current selections before you process
them all together.
3. Click Accept or Reject to process the downloads you selected.
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Rating Integration

Nexsure facilitates integration with WinFSC, Agency Computer Systems (ACS2000) and The Hartford's ExpressWay
rating software. Marketing applications started in Nexsure can be exported for a quote, or a quote file can be
imported into Nexsure as a new marketing line item.

Note: Quotes obtained using ExpressWay cannot be imported (Bridged) back to Nexsure. Only WinFSC and
ACS2000 are supported for bridging at this point.

Additional Logins

ExpressWay and ACS2000 require an additional login to be setup with a valid user name and password. See
“ExpressWay” or “ACS2000” for more details.

Supported LOBs

ExpressWay

Homeowners 1560 ACORD 80

Personal Auto ID 791 ACORD 90 ID

Personal Auto MO 804 ACORD 90 MO

Personal Auto AL 840 ACORD 90 AL

Personal Auto IL 952 ACORD 90 IL

Personal Auto MT 859 ACORD 90 MT

Personal Auto AR 699 ACORD 90 AR

Personal Auto IN 793 ACORD 90 IN

Personal Auto NC 719 ACORD 90 NC

Personal Auto AZ 680 ACORD 90 AZ

Personal Auto KS 850 ACORD 90 KS

Personal Auto NH 853 ACORD 90 NH

Personal Auto CA 818 ACORD 90 CA

Personal Auto KY 794 ACORD 90 KY

Personal Auto NM 807 ACORD 90 NM

Personal Auto CO 722 ACORD 90 CO

Personal Auto MD 851 ACORD 90 MD

Personal Auto NV 683 ACORD 90 NV

Personal Auto CT 716 ACORD 90 CT

Personal Auto MN 799 ACORD 90 MN

Personal Auto GA 1107 ACORD 90 GA

Personal Auto FL 842 ACORD 90 FL

Personal Auto IA 792 ACORD 90 IA

WiInFSC

Dwelling Fire 1191 ACORD 84

Personal Auto CA 818 ACORD 90 CA

Homeowners 1560 ACORD 80

Personal Condominium 1560 ACORD 80

Mobile Home 886 ACORD 85

Renters 1560 ACORD 80

Motorcycle CA 818 ACORD 90 CA

ACS2000

Homeowners 1560 ACORD 80

Personal Auto M1 ACORD 90
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To Export (Rate) a Marketing Application

Marketing applications can be exported as a blank application, or after it is completed in Nexsure. If the application
is not complete when it is exported, the rating tool will prompt you to fill in the required data. If the application is
completed in Nexsure before it is exported, a quote will be provided once it opens in a rater (see Mapping Notes

below).

1. Select the client with th

e marketing application.

2. On the Client menu, click Marketing.

3. Click the Details |gf'icon for the marketing policy to rate.

nexsure

CLIENT PROFILE | OPY

Client Name: Amber Ros

1ES | MARKETING | POLICIE

underwriting  policy info sssignment  stachments  actions

SEARCH | DRGANIZATION | REPORTS

| SERWICING | ATTA

qualficstion

ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

Branch: Brea

04/15/2003 12:01aM
03/15/2004 12:014M

navigation instruction

B i 2001 Dodge Meon 1z16ssssIISTESIEE

Policy Type: Monoline Coverage Term:
Issuing Ca: Unassigned Stage: Marketing
Billing Cor Unassigned Moder Newr
Policy Murmbar: P L F ) Status: Quotad
Uet [ {_ Rt J | ( brdoe ) | Print I T
s Lookup | Import | Export
ot [ ddnecod | [ search | orew Nt
Total
Vehicle. Vehicle Goveming Comprehensive Collision 10"
Details. Year Make Model VLN, tible Vehicle Re

4. Select the LOB in the navigation panel, for example, the Personal Auto ACORD 90 CA. The LOB must be

selected for the Rate (export) link to become available.

Note: If the LOB is not supported by the selected a rating tool, the Rate link will not become active.

5. Click the Rate link. The rating tool selection screen appears:

- Nexsure Rating - Microsoft Internet Explorer provided by XDime... E”Elg|

Agency Computer Systerms
The Hartford

Fiserve FSC, Inc,

O ACS2000
O Expressinay
O WinFSC
Cancel ] [

Clear ] [\/iew Saurce] [ Mext
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6. Select a rater and click Next.

Note: Clicking View Source will display the ACORD XML data being transferred to the rater.

7. The rater will be launched with information from the application pre-filled.

8. Once the quote has been provided, the application can be imported (Bridged) back to Nexsure.

Important: Quotes obtained using ExpressWay cannot be imported (Bridged) back to Nexsure. Only
WiInFSC and ACS2000 are supported for bridging at this point.

To Import (Bridge) an Application into Nexsure from FSC Rater

When an application is exported to FSC Rater it is sent with a Nexsure-generated policy ID. This ID number will
route the same application back into Nexsure and overwrite the original marketing application that was exported
for a quote (see Mapping Notes below). To import (Bridge) applications as separate line items on the marketing
screen (to show multiple quotes for example) see, Importing from the Interface Screen below.

Note: Before an application can be imported from FSC Rater, the quote file must be exported from FSC Rater. In
FSC Rater, on the Tools menu, click Export. The file can now be imported by Nexsure.

=

Select the client with the original marketing application.

2. On the Client menu, click Marketing.

3. Click the Details |§9icon for the marketing policy.

4. Click the Bridge link. The original marketing application will be overwritten with the quoted application
from FSC Rater.

ExpressWay

Nexsure Integrates with The Hartford's ExpressWay rater. You must have a valid ExpressWay account to use this
feature. In addition to a valid account, an additional login must be set up in Nexsure to use this functionality.

Note: Unlike WIinFSC, ExpressWay requires an additional login to be setup with a valid user name and password.
See ExpressWay setup.

Setting Up an ExpressWay Additional Login

1. On the Primary menu, click Organization.

2. Click the Employees tab.

Note: It does not matter what level the additional login information is added to.

3. Click the Detailslgy icon of the appropriate Employee.
4. Click the Additional logins tab.
Click the Add New link.
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SEARLH MRGANTZATIO

ORAM LT ATEON T 1 FES | ALL ]

Organization Name: XOT1--Training Org 97200

erganira oy
ma 32 M&. Karen Peterssn
Prewiiiis Page
card il emgiond  Temitgeing  beanchbes Incationg  emplageer
srvplapes decall | idearivy | addiBasad legine | ceguriny SCOUNEing TARERCTAAE
additional Login Informatian Shairviagy Pasge 4 o8 4 "
Dutslls Lagin Teps Accsunk Ha. Legin Dewiplion Mt Crnated Rercane
B EpcbyHarerd barangd L1f1adz2003 [E5)
& mgeat Carvar by Allind dama L1fLadzaa0 &
B mgeaiZoas by Marcany Earangd L1f14d2003 &
1cccunting trnssctene saceriny | sdditienal legine | idarewy | sneploges dacai
amplegpess  lecations branchan  territzrias . ngier cardfle
cEgaalrs s

6. From the Additional Login Type drop-down box, select Hartford Expressway.

‘2 https://rmOweb1.nexsure.com - Login Information - M... |z||§|[2|

Add a new Login n&%um

Additional Lagin Type: ! Hartford Expressway v |

Account Murber: ! |

Login IE: ! |

Paszwaord: | |

Canfirm Pazsward: | |

Departrnant I0: | | [optional)

i [ ]
Dezcription: | [

[ Cancel ] [Save]

&] Dore 2 @ Internet

7. Complete the Login ID, Password, and Confirm Password fields.

8. Department ID is a 3rd field used to collect any additional login information other than login id or
password. (IE: group id, etc.)

9. Complete the Account Number and Description fields (these fields are optional).

Importing from the Interface Screen

To import multiple quotes on the same application, quote files from FSC Rater must be imported from the Interface
screen. A new marketing line item will be added for each quote on the Marketing screen for the specified client.
When applications are originated in FSC Rater, FSC Rater will first search the Nexsure database for the exact name

Nexsure User’s Guide Version 1.82.0



Rating Integration 75

of the client. If a match is found it will be added as a new marketing line item. If no match is found the new client
will be automatically generated in Nexsure.

1. On the Home menu, click Interface.

Hello, Mike Massaro

interfage  advanced search L]
All - showing Page 1of4s F K |1 = Seah el
—
lick on Details to view the Interface Details. [ Import Filas ) ( [ Bridge ] )
Intarface 10 . File Name I a Exceptons —
| Drkelle Carvior Sequence 10 Corrler Fila Type Complated Date Transactions Sl Py )T

2. Click the Bridge link. Any files in the FSC export folder will be added to Nexsure. If the client already
exists in Nexsure, each quote will be added as a separate marketing line item to that client. If the client
does not exist in Nexsure, the client will be automatically created based on the information in the quote
file (see Mapping Notes below).

ExpressWay Mapping Notes

Nexsure to ExpressWay

Expressway requires that the Applicant Name and Phone Number be provided to successfully start

a

quote.

Expressway can only be exported using the ‘Rating’ option. You cannot ‘Bridge’ an Expressway quote
back into Nexsure.

FSC Mapping Notes

Nexsure to FSC

The employer, occupation and work address that populates in FSC will always come from driver #1
in Nexsure.

The driver #1 name comes from Named Insured (so it may differ from driver # 1 name in
Nexsure).

Default occupation in FSC is Employed (even if "student" is input in Nexsure it still displays as
Employed in FSC).

For rental reimbursement to be quoted, both the limit per day and max must be populated in
Nexsure (if only the limit per day is entered, the rental will not be quoted).

If Driver license number of digits is invalid for the State licensed, the license state will not carry
over to FSC (ex- California Driver License nhumbers have 7 digits. If an 8 digit number is entered,
the license state will not carry over as California for that driver).

Named insured - Because named insured in Nexsure is not separated into first, middle and last
names, names brought over to FSC may need some adjusting (for instance, if two named insureds
with an “&” separating them, the “&” may be brought in as middle name).

DP1 & DP3 - If the coverage type selected is Fire, Fire & EC or Fire, EC & VMM then FSC will rate
policy as a DP1. If either broad or special coverage type is selected, FSC will launch DP3 rating.

FSC to Nexsure

If no payment plan selected, the default payment plan from FSC is Full Pay.
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Client Name and Client Profile Named Insured will come from FSC First Name, Last Name but
the application name will come from Legal Name (if any in FSC)

For Property LOB'’s, distance to fire hydrant is carried over to the application as the max distance
for each group: 1000 ft or less from fire hydrant, (none of the three check boxes is selected), 5
miles or less from station, (first check box selected), 5 - 10 miles from station, (second check box
selected), 10 or more miles from station (third check box selected).

Input By in FSC Rater will determine the Branch in Nexsure that the client will be added to.

First Name and Last Name in FSC Rater are matched in Nexsure with the Named Insured. The
names must match exactly in order for the quote to import to the existing client.

Nexsure also matches the mailing address line # 1 (Street Address). If this field is left blank in
FSC Rater, Nexsure will use the garaging or property address line 1.

Note: If the quote originated in Nexsure, then the resulting quote will be attached to the client it came from
in Nexsure (no matching of the name and address is needed).

FSC Quote Import Exceptions

Producer Exception - When an FSC quote is imported, a search is performed to determine the
branch/producer and who is assigned to the quote. This search is performed using the "Input By:"
information from FSC Rater. If the Input By:(FSC Rater) name and the Producer (Nexsure) name
match, the assignment will be generated using the first match found.

If no match is found a Producer Exception is generated in Nexsure's Interface screen. To resolve
the exception, add the employee under a branch in Nexsure, and accept the exception.

NAIC Code Exception - This exception can occur if Nexsure is unable to resolve the NAIC code
from FSC Rater's proprietary CarrierlID.

Carrier Exception - This exception occurs when the NAIC code for the quote being imported is not
listed under the Carriers in Nexsure. To resolve this exception, add the carrier or carrier name with
the appropriate NAIC code and accept the exception.

ACS2000 Mapping Notes

Some ACORD information is not captured or provided by ACS2000:

Does not provide: Vehicle Registration State, Loss Years

ACS Does Not Capture:

° Towing Coverage . Knob & Tube or Aluminum Wiring

° Rental Coverage . Plumbing System - Any Known Leaks
] Residence Owned J Condition of Roof

° Applicant - Employer Name/Address ° # of Amps

. Homeowners Rating Credits . Sprinkler Info

. Building Code Effectiveness Grade Inspection . # of Household Residents

. Hurricane Resistive Glass . # of Weeks Rented

. Date Heating System Last Serviced . Condition of Plumbing

] Circuit Breakers and Fuses [ Carrier Name
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IVANS Downloads

To Receive Downloads from IVANS

Before you can receive downloads from IVANS, you must associate your branch with your IVANS account
information.

1. On the Primary menu, click Organization.

2. Click the branches tab and select your branch by clicking the Details |és'icon.

3. Click the IVANS tab. If no record exists, you will be prompted to "click here" to add a record.

nexsure
A aust Nama: W '

Host Typa |Infur'rna|:i|:-n Er:hﬂnge;l

W-decauwst: |50H7 #

Paggward:
Canfirrm Passward:
Acriva

Hachine Address:

Hatas:

[snnsses =«
Ed "i
Eosos

TVANS Elk Creek Data

]
i
Chose | Save

4. Enter your IVANS account information and click Save.

AL1 and AL3 Support

ACORD Level 1 and 3 data can be imported into Nexsure via the Home / Interface screen.

AL3 data can be accepted into Nexsure as a New Business, Renewal, Policy Change, Reinstatement or Cancellation.
AL1 data is imported as a memo and is limited to the Interface screen. AL1 data can be viewed and printed. New
memos have an import status of "New Memo” once they have been viewed they change to "Memo".

Interface

[ &l = Showing Page 1f 1 Filbers: [ Show] [tmport Files]
Client Name Applicant Name Process Date Premium Vendor Carrier
Details Paolicy No Une of Business  Interface Type  Import Status Downloaded Term Import Dt Branch/ NAIC Remove
Message(s) From Carries
@ Message(s) Frorn  Miscellaneous 10/30/2002 £0.00 Hexsure Upload PROGRESSIVE %
Carrier Pririt Merne 3/9/2004 08590/
B Maessaga(s) From izcall 11/20/2002 $0.00 Nexsure Upload PROGRESSIVE B
Carrier Print Memao 3/e/2004 08530/
B ™ (2] Frorm iseall 11/20/2002 $0.00 Mexsure Upload PROGRESSIVE B
Carriar Print Mame 9/2004 08590/

To View/Print a Memo

Interface

1. On the Home menu, click Interface. All downloads for the current day appear.

Tip: To filter specifically for Memo or New Memo, click the Show link and select either option in the
Import Status drop-down list.
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2. Select the AL1 (memo) you wish to view/print and click the Details Ig’icon.
3.
4.

The data will appear in a separate window.

To print the memo, click your browsers Print button or from the File menu, click Print.

FROGREZSIVE CONPANIES

MPERVEITING MENG

DATE.cvucvaaat 10/20702

FOLICY NUMBER: AL JDZ45352-0

INSURED. o v vuw i JOMN DONEER
AGENT CODE.. .+ YT-0B530
WO DONEER

19957 HEST SAS500H PL

SANGUS ¢ CA 91350

Important notice about wouc policy
The requeated changs has been Dads ©o yous

palicy

Thank you for sending the requested proof of prior imsurance
documents,. Tour policy has been changed to refiect the informacion

we ceceived.

The change ir sffective on 09/12/2002 spd your premicm iz bmsed on
Ehis date. The 8nclosed LASUCRRCE COVACags Summary |Declacations
page) shows an effective dace chat 13 diffepent feam the one listed
in chis lecter, but che policy premium is based om the effective date

zhown sbove.

i) Done: [T [ mtemet

bl
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Carrier Commission Downloads

The commission statements come in as a group under the carrier name. The commission statement is worked as a

group. At this time, only The Hartford is supported for commission downloads.

To Process Carrier Commission Downloads

1. Prior to working with the Daily Download statements, process all the policy downloads.

2. On the Home menu, click Interface. The File types are “Commission Downloads”

interface  advanced sesrch

[an =1 Showing Paga 0 of 8

search Filt

ers; [Show]

Click on Datails to view the Interface Details.

Interface 1D File Name Inmport Date Exceptions
Detalls o ier Sequence 1D Lanler File Type leted Date i
B 157 Hartford Insurance 7/15/2004 1

0001 Company

Complote

3. If exceptions exist, take the following steps: (Exceptions are Carrier, Branch, Client or Policy)

e  Click on the red exception link (1) to display the item(s)

e The exception is displayed. Click the exception link to select the policy for a policy exception to

display a list of policies. Select a policy from history or the in-force list.

Chimrt N Applicant Mama  Coror Seg. 1D Procsss Date i vandar
Cmtads Pulicy Ko Linw of Husinere  Inturface Type  Import Statue Brownleadod Tarmn Impart DE

Carrimr
Branch/ HALD

Hamoves

[r PPPPER.DONA

(O ALEEEZEISO CDODOD.DONA o001 LIEETERT $LOBL,00  S/ESZ004  Sommisaicn [
PALTOR Balizy Excaption 1173372004 Doanls sd H111111/40165
Sauld net determing policg o apply Sommission, Selest polisy to apply this oemmissan,
Policy nessure
Plassa salect a Policy:
Line OF Business PolicyStage H IssuingCarrier
lect P C Ti
Selec Policy Mumber PolicyStatus e e N S S BillingCarrier
.;) Personal Auto Pobcy $0.00 0709/ 2003 Mat Life
b ALZ22222290 in Force 0F/ 092005 Mat Life
e  After selecting the policy, click the Select link. The invoice is processing.
Client Nama Applicant Nama  Carmdar Saq. 1D Procacs Date Prenium. Vendar armier
Details Policy No Line of Business Interface Type  Import Status Downloaded Term Import Dt Branch/ NATIC Remo:

[ DDDDDD,DONA

The file has been queued for re-processing.

4. After all exceptions are processed, the Create Reconciliation link is active. Click the “Create

Reconciliation” link to:
(] Create the invoice
e  Post the invoice

e Create Reconciliation worksheet ready for posting

5. After clicking Create Reconciliation link the “Ready to Create Reconciliation” message is displayed.

6. Click OK to proceed or Cancel to abort.
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7.

10.
11.

12.
13.
14.

15.
16.

17.
18.

19.
20.

The Reconciliation confirmation is displayed with the Reconciliation ID. Make note of the ID in order to
complete the Reconciliation. Click Cancel. The Interface screen is displayed.

A Cammizsion Dawnload - Recons Posting - Microsaft Intermet Ex... rlllﬁl&l

Cormméssicn Downlosd - Becons Posting: nessure
Recoin THF [ e T B Tisrvitory MHarve
2803 Hazmiond Fopoits Tasritany

(Cancel ]

To complete reconciliation, on the Primary menu, click Organization, select the Territory tab and then
click the territory Details @9 icon.

Select the Accounting tab.

Click on the Transactions tab and then the Reconciliation tab.

If the Reconciliation worksheet is not displayed use the Show link to search for the specific Reconciliation.

Click the Details @? icon to display the worksheet.
Modify Header and transactions as necessary.

If the producer commissions need to be adjusted, click the Item ID link to display the invoice detail.

Scroll down to the Other Commission and click the Details @9 icon to edit.

Click the Post Adjustment link on the navigation toolbar and acknowledge the post.

Note: If “Post Adjustment” is not selected any adjustments are aborted. (Clicking on the “X” will abort the
adjustment)

Click the Reconciliation ##+# link on the navigation toolbar to go back to the Reconciliation.

The Adjusted amount posts with the same ID with an “A” beside the number for easy reference. Please
note that once an adjustment is posted it cannot be edited.

Click the Post link on the Reconciliation Navigation toolbar to complete.

Process Receive payment and deposit.
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Delivery

Using Nexsure's Delivery screen, you can deliver policy information via fax or email.

Delivery Summary Screen

The Delivery Summary screen can be accessed from the Home menu, or the Client menu. From the Home menu, a
summary for all deliveries will appear. At the client level, only deliveries for the specified client will be displayed.

HOME | HELP
pand | Add | R

n%ure | SETUP | LOGOUT
| DRGANIZATION | REPORTS

CLIENT PROFILE | OPPORTUMITIES | MARKETING | POLICIES CLATMS SERVWICING | ATTACHMENTS ACTIONS | TRANSACTIONS | T-LOG

Client Name: Kitty Rogers DBA Rogers Inc,

delivery

va Salacted

Showing Page 1of 13 PN 1 E Filtars: [Show]  [Add Hew]
'] From Nanve To Name Tith SentTo Status Date Via
From Email Client Name Raegarding Message Tiena
w-rrail and fax application
Jami Euper Jarni Eupar from Dav B d 1 139,
Lok jami. euper@sxdti.com Kitty Rogers DBA Rogers Inc.  Please bind coverage perthe ™" L T 11/16/2004 4:35:50 BM Email
sttached,
e=rmail and fax application Error Occured
Jami Euper Jarmi Euper fram De: . Human
D 3 e argdt.com Kitty Rogers DBA Rogers Inc.  Please bind coverage perthe 7 +4) 6728960 ansverad the 12/2672004 4:43:00 PH Fax
attached. phone

The Details column displays an icon to determine the status of a delivery:

Method Icon | Status Status Message Successful
Fax @ Processing Forms Rendering POF Mo
Fax E(ﬂ Pending Mo
Fax = Processing Picked up Mo
Fax = Processing Sending... Mo
Fax = Processing Phone Line Problem. .. Mo
Fax @9 Successtul Cormpleted., Tes
Fax 6 Mo
Fax 9 Mo
Fax a Mo
Fax 6 Mo

Note: To re-send a failed delivery, from the summary view, click the Details aicon for the failed delivery,
then click the Re-Send link.

The paper clip llﬂ column displays the number of attachments associated with the delivery.
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Sending a Delivery

To Deliver Policy Information

1. On the Client menu, click Delivery. The Delivery summary screen appears. If this is the first delivery you
will be prompted to add a new delivery. If you have made previous deliveries they will appear in the
summary.

2. Click [Add New].

3. Select a delivery method, email or fax.

4. Enter the delivery information in the address fields, or use the address book .

E-Mail Information

Title: [Policy Information « i

From Email Address: [Farimes@socains com

To Email Addrese: [Dstone@company .com

e

Be: |

email  fax

Title: [Policy Information * Important:
From Email Address: [michael@company com

From Fax Number: [7145559578 Do not enter dashes

Frami [Frank Grimes in the From [ To Fax
From: [Mike Massara . Number Fields.
To Fax Number: [3495557845
Tor [David Stane To: [David Stone
Fegarding: [Folicy Information
Mes2308! [please review and sign the attached application. Thank you. =
Regarding: [Binder Coverage
Mes2a92! [plaase raview, sign and return the attached policy information. | ©
Thank you
Frank Grimes
Customer Service Rep
So. Cal Insurance |
500-555.5347 mxt. 9661 ¥ Required Field)
IFgrimas@socalins.com 2

(* Required Fiald

Title: The Title field is not displayed to the recipient and is intended to be used as an internal note or
to aid in a search. The Regarding field is displayed to the recipient and populates the Subject area of
an email.

From E-Mail Address / Fax number: Your email address or fax number (for reply purposes only).

Note: While you don't need a valid email address or a fax machine, you must populate the From
email field. The policy information will be sent via Nexsure and a third party tool.

From: Enter your name.

To E-Mail Address /7 Fax Number: Enter the email or fax humber you are sending to.

Tip: To send an email of fax to multiple recipients, add a semi-colon between the multiple email
address or fax numbers.

To: The person's name you are sending to.
CC: (email only) Any person's email you would also like this information sent to.

BCC: (email only) Any person's name you would like to send the information to without the others
CC'd seeing the names in this field.

Regarding: The delivery subject, as would be shown on the cover page.

Message: Enter a message, if needed, to accompany the attachments. You can add a signature file
to your deliveries on the Employee/ldentity screen.

. Signature files can display your name, company name, phone number etc.
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£) eI
Add A Salutation HE SLII'E
Hame;: |D|}|i'.rer5.l
Teti [Frank Grimes =]

Customer Service Rep

%o, Cal Insurance

B00-555-5347 ext. 9661

Fgrimes@socalins.com ;l

_Cancel | _save |

On the Primary menu, click Organization.
Click the Employees tab.
Select the employee name to append the signature file to and click the Details icon.

Click the ldentity tab.

© a0 T P

Click the Add Salutation link.

Note: Though you can have more than one salutation (or signature) file, the first one
will appear in your delivery message body.

f. Enter a Name for the signature file (i.e. Delivery)
g. In the Text field, enter your information.

h. Click Save, then click Update on the employee/identity tab.

5. Attach a policy, claim, cancellation, certificate, verification, binder or other (such as a digital picture).

=
Titde Description
ACORD 140 Cormrmercial Property Section 140 %
=
Mo Attachments,

Total Attachments: 1

6. Choose a type of attachment and click Add.
7. Select the policy, certificate, image or other item and click Next. Follow any remaining prompts.

8. Once any attachments are added, click Send.
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Note: If the initial fax could not be delivered, there are 2 ways to proceed:

A PDF file of the document will be automatically generated. That file may then be printed and manually
faxed.

-Or-
Click the Details a icon for the failed delivery, then click the Re-Send link.

9. After the delivery has been sent, the view tab will appear on the delivery screen. To view the attachment,
click the Details icon for the attachment, click the viewer tab, and click the magnifying glass icon to view
the document attachment or digital image in the viewer. Once a delivery has been made it cannot be
deleted.

detsils  viewer

[Close]
[ swschmentviewer [ Rokaies
Gy o - # & :‘ ':’ B4 4 » #l ra Title Cescription __:_I
|B &| = — Eh .|'_ - J ﬂ Q ACORD 755 Bindar 755
e |ok -@|0OEE|-
[ |B-8|B-7 -« BL|EHDE D »
2 J ¥
ACORD. INSURAMCE BINCER b = [rer———
. i IE!. No attachments.

Marne Deseription Size Drate Created =

: @, Truck 5.pg  truck  250.045 KB  8/13/2003

L’:Iﬂ _-!LI

Total attachments: 2

| Signatur{  Commen{ Thumbna( Bookmarks

-
¥

&) <[ 1o P 0 BExiim 1O 5 &

Delivery Address Book
The address book can be used to search and select email or fax recipients. By default the address book will display
the current user's delivery history. The address book allows a search of the following entities:

e  Additional Interest Location

e  Carrier Location

e  Contacts

e  Delivery History

e  QOrganization Location

®  Policy Assignments

®  Retail Agent Locations
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Entity

Contacts ¥ [search]

Display Hame Company Entity
branch

Charlotte Mew York
Ragalzki Branch

fdiaddeziogr com F1448296¢

° Branch

Jamni Dramge
County  jami.eupen@xd. com
Euper
Branch
Jeff
fﬂ: Cownlaad
erney Branch
Laurel :sa'urell d
Walsten 0TS
Branch
Malva Orange

Canntu

£

Crrremn @10 Ooc Clece

[Select] [Close]

1. Select an Entity from the drop-down list. Respective search options will be displayed for each entity:

e Additional Interest Location - Company/City

® Carrier Location - Company/Display Name/Phone Number

e Contacts - Display Name/Company/Entity

e Delivery History - Display Name/eMail/Sender
e Organization Location - Display Name/City/State
® Policy Assignments - Client Name/Policy No./LOB

e Retail Agent Locations - Company / Display Name / State

2. Enter search criteria and click the Search link.

Tip: Entering %% in a field will return all entries.

3. Click on the desired entity (to select multiple recipients on the same search screen, press the CTRL key

and click each name).

4. Select the From, To, CC or BCC delivery option.

5. Click the Select link. Notice that once you click Select, the information appears in the respective fields on

the email tab.

6. Click Close.
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Organization Setup

Business Rules

Setting up an organization has to occur in a specific order. The system will have two status flags set at organization
- the first setting is “Organization Status = Active or Inactive”. If Active, then the organization can login. The
second setting is “Organization Setup - Complete or Incomplete”. When switched to complete, the organization can
begin entering transactions.

Abbreviations:

AR = Accounts Receivables

BS = Balance Sheet

COA = Chart of Accounts

GL = General Ledger

IS = Income Statement

Organization Setup Order

7.
8.
9.

Designate accounting periods
Set Fiscal Range with first “Data Entry” period set to enter beginning balances.

First “Data Entry” period should be the period before normal transaction entry will begin as balances will
be set to the prior period.

Assign books
Set posting rules

Set Organization Setup to “Complete” (Locks Organization posting rules. Established Accounting Periods
cannot be deleted.)

Validate / Establish account groups
Validate / Establish account types.
Validate / Establish Chart of Accounts.

10. Set Mandatory General Ledger Numbers.

11. Complete Org Structure.

® Region
e Territory

® Departments

Validate posting rules (Posting to general ledger is set at organization. Not a department
variation.):

i. Agency Bill Accounting Method
ii. People Payment Accounting Method
iii. Direct Bill Accounting Method

iv. People Payment Accounting Method

Note: If posting rules are changed for department, the applicable general ledger
number must be added and designated as a Mandatory General Ledger number at Org.
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12.
13.
14.

15.
16.

e Branch
e Validate Departments (Cannot change posting rules at department)

e  Add Units if applicable.

Note: As org structures are added, based on books assignment and posting rules, chart
of accounts will be added.

Journal Entry beginning balances.
Enter Insured beginning balances.

Print beginning balance reports (Aged Receivables, Trial Balance, Balance Sheet, Income & Expense
Report).

At least lock, preferably close, beginning balance entry month.

Begin transaction entry.

Note: Organization, accounting, setup, assign books. “Assign books” represents the organizational level(s)
that have balance sheet general ledger numbers and posting. Anything else, including departments and
units, will have income and expense general ledger numbers. Reconciliation will occur at the lowest level
of books assignment.
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Regions

Region — Primary divisions of organization such as: Northern, Southern, Eastern Regions. Regions may be added
to or modified by the entity depending on security.

e Clicking on Regions in the tree view will display a summary view of all Regions on the right side of the
screen.

e To add a new region, click Add New.

® To enter a location select the Use Existing option and select the location from the drop-down list. Or, add
a new location by clicking the Add New option.

e Complete detail information and click on the Save button to save.

e To add employees, select the Employees tab and click Add New.

Adding Region Contacts

To Add a Region Contact
1. On the Primary menu, click Organization.

2. On the Employees tab, click Add New, before adding a region contact, you must Search For Existing
Contact Record. This feature allows the current contact database to be utilized so that duplicate contact
records may be avoided.

Search Contact

e Select Search Contact to search existing contacts and to add as a contact to this entity.
organization

EDTI--Trainingl >> Adding & New Employes

Previous Page

card file reqions Eerritories branches departments locations employees accounting vendors
ermployes detail BECOUNTENG BAAREAETIONE
Apply Cantack (¥ Search Contact ™ Hew Contact
Sesrch For Existing Employes Record: LastHame |Rou Search

e Search For Existing Employee Record - Enter the last name, first name or email address of the
employee as the search criteria. Enter a minimum of 2 characters in order to have valid criteria for a
search. No wild card searches to search all are available.

® Click Search to display any potential matches.

® The results will be displayed in alphabetical order by last name. If the contact has already been
entered in the system, select their name and click Use Selection.

e The selected contact detail is automatically populated into the current Contact Detail screen
with exception of the following fields:

Is this the Primary Contact for this account? - There can only be one primary
contact and cannot be deleted. The primary contact can be changed.
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Contact Role - The role is used to identify the contacts role with the Branch on
behalf of the named insured (Billing, Claims, CPA, etc.). Use the drop-down box that
contains items that are added by the agency in Setup under Lookup Management.

Contact Notes - Enter any relevant notes to the contact (ex. "Leaves the office at
3PM™)

€1 =1 3
Contact Search Results nessure

Select A Contact Belows

Barbara Rougque
Jack Trout patv@imib . com
Pat Trout patv@tnib. com

Mo Match Use Selection |

|

(] If no results are found click No Match. The Search Results window will close, then select the New
Contact option.

New Contact

o If the New Contact option is selected, enter the information in the Contact Detail screen.

Field Descriptions:

e Prefix: Use the drop-down box that contains items added by the agency in
Setup under Lookup Management.

e First Name: Enter the first name of the primary contact for this entity. The
primary contact is identified as the person you would call or correspond with
most of the time.

e Middle Initial: This field is 1 character long. Enter the middle initial of the
primary contact.

e | ast Name: Enter the last name of the primary contact.

e  Suffix: Use the drop-down box that contains items added by the agency in
Setup under Lookup Management.

e Goes By: Enter the name the contact prefers to be addressed by. This field
may be used in letters or emails to the entity.

e Title: Use the drop-down box that contains items added by the agency in Setup
under Lookup Management. The title is used to identify the contacts
occupation.

e Sex: Use the drop-down box containing Female and Male to identify gender.
e Date of Birth (DOB): Enter the contacts date of Birth in the following format:

“HH/HH S HHHE. The Calendar@ icon may be used to access a popup
calendar. Click on the appropriate day to populate the field.

e Social Security Number: This field accepts numerical values only for the
social security number. Accepted format: ###H######. Do not include
dashes.
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Marital Status: Use the drop-down box to select the appropriate marital status
for the contact.

State Licensed: Use the drop-down to select the state licensed.

License Number: This field accepts alphanumeric characters for the license
number.

Date Licensed: Enter the contacts date licensed in the following format:

L
H#/H#H#/H#HH##H#H. Use the Calendarc@' icon to access the Popup calendar.
Click on the appropriate day to populate the field.

Is this the Primary Contact for this account? There can only be one
primary contact and cannot be deleted. The primary contact can be changed.

Contact Role: The role is used to identify the contacts role with the Branch on
behalf of the named insured. Use the drop-down box that contains items that
are added by the agency in Setup under Lookup Management.

Phone: Enter the phone numbers without formatting. Formatting will be
applied after the Client screen has been saved. Use the drop-down box to
identify the type of phone number. Extension numbers may be entered up to 6
characters. Phone number identities are as follows:

e Home phone
e  Cell phone
. International phone
e  Office phone
e  Pager
®  Personal Fax
To add additional phone numbers:
® Click on the Add New link to the right of group heading

e Use the drop-down box to select the identity of the phone number
being added.

e  Enter the phone numbers without formatting. Formatting will be
applied after the screen has been saved.

e  The extension numbers may be entered up to 6 numeric characters.
®  Click on the Save button to save the phone number just added.
®  Click on the Close button to abort the addition of the new number.

®  The number of Personal Phone numbers that can be added to each
contact is only limited by the identity choices. Click on the Add New
Link to add a new phone number.

(] Click on the Details icon beside the number to edit.

e Click on the Dele’ce|%| icon beside the number to delete.

E-Mail: The e-mail address for the contact is optional, however if the format is entered
incorrectly an error will be returned to warn of the improper format. The screen cannot
be saved until the format is corrected. The field can contain up to 30 characters with
alphanumeric data. There are 2 e-mail addresses to accommodate both work and
personal as necessary.

Contact notes: Can be used for any notation about this contact. The notes can only be
viewed from the contact details screen.
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Save — The Save button will save new contact information.
Cancel — The Cancel button will abort any modifications or adding a new contact.

Delete — The Delete button will delete the contact. The primary contact cannot be
deleted but can be changed. The delete button will not be present if the contact is set to
primary.

Update — The Update button will update any modifications to the contact record.

e  When the information is complete, click the Save link. The screen returns to the Employee tab.

To Add the New Contact as a Nexsure User

1. On the Employee tab, select the contact by clicking on their Details |§9icon.

2. Click the link Click here to make this contact a user. The Security tab is enabled beside the
Contact Detail tab. See Setup for information on adding and modifying security templates.

Region Employees Security

To Add Security

1. User Information is optional. Clicking "Click here to make this contact a user" will create the
Security tab beside the Contact Detail tab. Setup information provides information on adding and
modifying security templates. The Security screen allows the users login Information to be completed.
Once security has been assigned to a contact, this link can no longer be seen unless security is removed.

2. To assign or edit the contacts security, select the Security tab. Complete or edit the following fields:

Login ID: Enter an User login ID no more than 18 characters long using an alphanumeric value.

Password: Enter a User Password no more than 18 characters long using an alphanumeric

value.

Confirm Password: This field is required for the password to be reentered correctly.

Time Zone: In the drop-down list, select the user's local time zone.

Cancel: Click Cancel to abort the record.

Save: Click Save to create User Accounts

Update: Click Update to update modifications to the record.

User Accounts: The user account listing contains the following:

Details: The Detailslg? icon will display in this column. Clicking on the icon will display
the User Rights Information which may be edited.

Entity Name: All entity name(s) the user has been assigned rights will display in this
column.

Entity Type: The entity type is defined as the contacts type in Nexsure, such as Client,
Employee, Retail Agent, Underwriter, outside finance company or additional
interest.

Rights: Rights are assigned by clicking the Details@? icon on the Details column to
access the User Rights Information popup screen. The rights as identified in Setup
under User Rights Templates will display in this column.

Status: Status is assigned on the User Rights Templates pop-up screen.

Date Created: Is the date security was saved.
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® Remove: Deletes the security record for the contact. The security tab will no longer be
displayed but the link to add security will again display at the bottom of the Contacts
screen (“Click here to make this contact a user.”).

3. Click on the Detailslg? icon to display the User Rights Information pop-up screen. Complete the
following fields as appropriate for contact security:

Entity Type: Even though a drop-down list is shown, only the appropriate entity type as defined
by the area in which the contact is being added in Nexsure will display; such as Client,
Employee, Retail Agent, Underwriter, outside finance company or additional interest.
Example: If a Client contact, then the entity type available would be Client.

Entity Name: Even though a drop-down box is shown, only the entity that rights are being
assigned for will be available.

Status: Status will be a drop-down list and will contain 2 choices: Active and Inactive. If
Inactive is selected the contact login is disabled and an “ == jcon will be displayed on Contacts

- . . . (S . -
summary screen. If Active is selected the contact login is enabled and an “*%"” icon will be

displayed on the Contacts summary screen. (See Contacts Summary for placement details)

Rights: Select the appropriate User Rights template from a drop-down box that is populated in
Setup under User Rights Templates.
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Territories

A territory is a Subdivision of Region such as California, Utah, etc. Territories may be added to or modified by the
entity depending on security.

Adding Territory Locations

To Add a Territory Location

1. On the Primary menu, click Organization.

2. On the Locations tab, click Add New.

3. Use Existing is the default when adding new locations. Scroll through the list of existing locations to
make sure the location does not exist. If the location is present, click that location and then select the
Save button. This feature allows the entire organization location database to be utilized so that duplicate
records may be avoided.

If the location does not exist select the Add New option and complete the following fields:

Field Descriptions:

Complete the Location Detail using the following information:

Location Type: Select the location type from the drop-down list, which is populated by the
agency in Lookup Management.

Location Name: Enter a unique name to identify the location.
Location Description: Enter a description of the location such as Billing, Underwriting, etc.

Mailing Address: The main address for this entity generally used for mailing invoices and
correspondence.

Physical Address: The physical address for this location.

If the Billing address is different from the physical address, make sure to indicate by addressing
this question and completing the billing address section.

Phone: Enter the phone numbers without formatting. Formatting will be applied after the
Locations screen has been saved. Use the drop-down box to identify the type of phone number.
Extension numbers may be entered up to 6 characters. Phone number identities are as follows:

e  Back line

e  Building Security

® Business Phone

[ Fax

e  Main Fax

e  Phone

®  Receptionist

®  Technical Support

e Toll Free

® Add additional phone number identities in Setup under Lookup Management.

e Adding additional phone numbers:
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Click on the Add New link to the right of group heading after accessing the
location record to edit.

Use the drop-down box to select the identity of the phone number being added.

Enter the phone numbers without formatting. Formatting will be applied after
the screen has been saved.

The extension numbers may be entered up to 6 numeric characters.
Click on the Save button to save the phone number just added.
Click on the Close button to abort the addition of the new number.

The number of Phone numbers that can be added to each Location is only
limited by the identity choices. Click on the Add New Link to add a new phone
number.

Click on the Details |gy'icon beside the number to edit.
Click on the Delete %icon beside the number to delete.

E-Mail: The e-mail address for the contact is optional, however if the format is
entered incorrectly an error will be returned to warn of the improper format.
The screen cannot be saved until the format is corrected. The field can contain
up to 30 characters with alphanumeric data.

Cancel — The Cancel button will abort any modifications or adding a new
Location.

Save — The Save button will save new location information.

Delete — The Delete button will delete the Location. The primary Location
cannot be deleted but can be changed. The delete button will not be present if
the Location is set to primary.

Update — The Update button will update any modifications to the Location
record.
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Branches

A branch is the third level of the organization. There are the Branches in a specific territory, which translates to the
Agency Name such as: West Coast Insurance Specialists. Branches may be added to or modified by the entity

depending on security.

Adding Branch Locations

To Add a Branch Location

1. On the Primary menu, click Organization.

2. On the Locations tab, click Add New.

3. Use Existing is the default when adding new locations. Scroll through the list of existing locations to
make sure the location does not exist. If the location is present, click that location and then select the
Save button. This feature allows the entire organization location database to be utilized so that duplicate
records may be avoided.

. If the location does not exist select Add New and complete the following fields:

Field Descriptions:

e Complete the Location Detail using the following information:

Location Type: Select the location type from the drop-down box, which is populated by
the agency in Lookup Management.

Location Name: Enter a unique name to identify the location.

Location Description: Enter a description of the location such as Billing, Underwriting,
etc.

Mailing Address: The main address for this entity generally used for mailing invoices
and correspondence.

Physical Address: The physical address for this location.

If the Billing address is different from the physical address, make sure to indicate by
addressing this question and completing the billing address section.

Phone: Enter the phone numbers without formatting. Formatting will be applied after
the Locations screen has been saved. Use the drop-down box to identify the type of
phone number. Extension numbers may be entered up to 6 characters. Phone number
identities are as follows:

e Back Line

®  Building Security
®  Business Phone

[ Fax

e  Main Fax

e  Phone

®  Receptionist

®  Technical Support

(] Toll Free
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Add additional phone number identities in Setup under Lookup Management.

® Adding additional phone numbers:

Click on the Add New link to the right of group heading after accessing the
location record to edit.

Use the drop-down box to select the identity of the phone number being added.

Enter the phone numbers without formatting. Formatting will be applied after
the screen has been saved.

The extension numbers may be entered up to 6 numeric characters.
Click on the Save button to save the phone number just added.
Click on the Close button to abort the addition of the new number.

The number of Phone numbers that can be added to each Location is only
limited by the identity choices. Click on the Add New Link to add a new phone
number.

Click on the Details |gyicon beside the number to edit.
Click on the Delete %icon beside the number to delete.

E-Mail: The e-mail address for the contact is optional, however if the format is
entered incorrectly an error will be returned to warn of the improper format.
The screen cannot be saved until the format is corrected. The field can contain
up to 30 characters with alphanumeric data.

Cancel — The Cancel button will abort any modifications or adding a new Location.

Save — The Save button will save new location information.

Delete — The Delete button will delete the Location. The primary Location cannot be deleted but
can be changed. The delete button will not be present if the Location is set to primary.

Update — The Update button will update any modifications to the Location record.

Branch Employees Security

To Add Security

1. User Information is optional. Clicking "Click here to make this contact a user" will create the
Security tab beside the Contact Detail tab. Setup information provides information on adding and
modifying security templates. The Security screen allows the users login Information to be completed.
Once security has been assigned to a contact, this link can no longer be seen unless security is removed.

2. To assign or edit the contacts security, click on the Security tab. Complete the following fields:

Login ID: Enter a login ID for the contact no more than 18 characters long using an
alphanumeric value.

Password: Enter a Password for the contact no more than 18 characters long using an
alphanumeric value.

Confirm Password: This field is required for the password to be reentered correctly.

Time Zone: In the drop-down list, select the user's local time zone.

Cancel: Click Cancel to abort the record.

Save: Click Save to create User Accounts

Update: Click Update to update modifications to the record.

User Accounts: The user account listing contains the following:
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Details: The Details% icon will display in this column. Clicking on the icon will display the
User Rights Information which may be edited.

Entity Name: All entity name(s) the user has been assigned rights will display in this
column.

Entity Type: The entity type is defined as the contacts type in Nexsure, such as Client,
Employee, Retail Agent, Underwriter, outside finance company or additional
interest.

Rights: Rights are assigned by clicking the Details% icon on the Details column to access
the User Rights Information popup screen. The rights as identified in Setup under User
Rights Templates will display in this column.

Status: Status is assigned on the User Rights Templates pop-up screen.
Date Created: Is the date security was saved.

Remove: Deletes the security record for the contact. The security tab will no longer be
displayed but the link to add security will again display at the bottom of the Contacts screen
(Click here to make this contact a user.)

3. Click on the Details@ icon to display the User Rights Information pop-up screen. Complete the
following fields as appropriate for contact security:

Entity Type: Even though a drop-down box is shown, only the appropriate entity type as
defined by the area in which the contact is being added in Nexsure will display; such as
Client, Employee, Retail Agent, Underwriter, outside finance company or additional
interest. Example: If a Client contact, then the entity type available would be Client.

Entity Name: Even though a drop-down box is shown only, the entity that rights are being
assigned for will be available.

Status: Status will be a drop-down list and will contain 2 choices: Active and Inactive. If

£
Inactive is selected the contact login is disabled and an “**” icon will be displayed on

Contacts summary screen. If Active is selected the contact login is enabled and an "
icon will be displayed on the Contacts summary screen. (See Contacts Summary for
placement details).

Rights: Select the appropriate User Rights template from a drop-down box that is
populated in Setup under User Rights Templates.
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Departments

Departments are sub-sets of a branch location. For example, a branch could be broken into two departments,
Commercial Lines and Personal Lines.

Before you can add a department to a branch, you must first create the branch at the ORG level. Once a
department has been created, they can be added at the branch level.

Creating Departments

To Create a Department
1. On the Primary menu, click Organization.
Click the Departments tab.
Click Add New.
In the Department field, enter a name for the department.
In the Status field, selecting Active will make the department available to be used in a branch.

Enter a description of the department (optional).

N ok 6N

Select the department posting rules. Departments within a branch can have separate general ledger
posting rules.

8. To save the new department, click Update.

To Add a Department

1. On the Primary menu, click Organization.

2. Click the branches tab and select a branch to add a department to by clicking the Details |gyicon.
Click the departments tab.
4. Click Add New. A box with all available departments will be displayed.

Note: You cannot create departments from the branch level. If a department does not exist, it must be
added at the ORG level.

5. Select a department and click Update.
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Employees

Adding Employees

Employees should be added at the Organization level. This allows their names to be selected at any level (Region,
Territory or Branch). Access and security rights are assigned after the new employee has been added as a Nexsure
user.

Note: Employees can be added at lower organization levels such as Region, Territory or Branch. However,
employees added at a specific level only have access to that level and the levels below it. For example, an
employee added at the Region level has access to Region, Territory and Branch functionality but does not have full
Org level capability. An employee added at the Territory level has access to Territory and Branch functionality, but
not to Region or Org level functionality. Employees added at Branch level only have access to Branch level
functionality. The different levels of security, however can be edited in Security Administration / User Rights
Templates.

To Add an Employee
1. On the Primary menu, click Organization.
2. Click the employees tab.
3. Click Add New.

Organization Name: . Qrganization
branch
>> Southeast >> Georgia >> Atlanta >> Adding a New Employee
Previous Page
card file  departments locations  emplogees  accounting ivans

emploges detail

Apply Contact & Search Contact ™ Maw Contact

Saarch For Existing Employes Record: Last Marme Search

4. By default the Search Contact option is selected. To search, type the last name into the box and click
Search. Otherwise, select the New Contact option.

Tip: While not necessary, you should always perform a search to see if the name you are adding already
exists in the system.

5. Enter the employee detail information.
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employes detail  identity | addivienal loging  security

Employes Information

Prrafic Firit M1 Ladt Suffi= Gowd By
[me. =] [michasl [ [Fowers [ =][mike
Tide SwH DoR Secial Securiy Mo, Marital Status
[Fraducer =l [Male =] [ar1e/7z H [rzsaseress  [Harried 2]
(000-00- 0000}
Driver Infemmation State Ligensed License Mumber Duate Licensed
lca =] |Aiz3a5a7 Wsieies

I3 this the PRIMARY COMTACT fer this srqusication? © Vas & Mo Contact Role: | General 'rI

The PRIMARY LOCATION fzr ehis amployas i1 |ama, CA [145 5. State College Blwd.) ;|

Perrenal Humbers [ Add Mew ]
[Phane Type [Ext [elate
E’ |¢t|lﬂ‘hnn| (P14) 5581212 | | |§
E-viail Address
E-Mail: [mike@oampany com E-Mail 2: |
Cantact Mates

‘Can be reached in the office batwaen ;I
8 am and 5 prm PET, _I

When all of the information is entered, click the Save link to save the information.

Note: Adding an employee in Nexsure does not automatically make that employee a Nexsure user, they
must be added as a user and granted security user rights. See Adding Employee Rights below.

Click the Details Ig’icon for the new employee you wish to make a user. Click the "Click here to make
this contact a user"” link appears at the bottom of the screen, the security tab appears.

branch
=> Sgutheast >> Georgia => Atlanta >> Michael Powers
Previous Page Save
card file departments  lecstions employess ACCOUNTInG Ivans
employee detail additional loging  secarity  commissions
Employas Hame: Michael Powers Usar Status:

To addfedit & user for this account, antar the login information and click on the Save/Updata link on the navigation bar at the top.
Login Information

Lagin rarna: Impnwers

Mew pazsword: [sessss

Confirm new pateword: |uuu

Time zone: [(GMT-08:00) Pachic Time (US & Canada); Tijuana =l
W' auromatically adjust clack for Daylight Savings Time (DST)
Login enpiration date: I_ F and tme: I_
Change of password required: [
Access allowsed from: W
access allowed unil 30 PM_

Meorify sdmin upon login: [
allow lagin on Saturday: [
Allow login on Sunday: W

Login disabled: F-

commissions  security  additional lagins employee detail

® Login name: Assign the new user a Nexsure login name.
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New password: Assign the new user a password. You can give them the option to change the
password you assigned upon their first login (see below).

Confirm new password: Retype the password you just entered to verify that you typed it
correctly.

Time zone: Select the time zone for the user you are entering.

Automatically adjust clock for Daylight Savings Time: Select this option unless the user is
in a state not effected by daylight savings time (i.e. Indiana).

Login expiration date and time: You can enter a specific date and time to grant access to
Nexsure. This would be useful if you had a temporary employee that will only need access for a
specified time frame. If you enter a date and not a time, the system will default to 12:00 AM.

Change of password required: This allows the new user, once they have logged in the first
time, to set their own personal password. Upon login, they will be prompted to change their
password.

Access allowed from/until: You can select the hours that this user can access Nexsure.
Leaving them blank allows 24 hour access.

Notify admin upon login:

Allow login on Saturday/Sunday: These options are selected by default. To restrict access on
these days, clear the check boxes.

Login disabled: Selecting this option restricts access for this user.

8. Once the login security is setup click Save. To add security rights for a user see Adding Employee
Security below.
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Adding Employee Rights

When adding employee rights, it is important to limit the number of employees that have high level security access
such as "administrator”. A user with administrator rights will have access to all levels in the organization while a
user with "producer" rights will only have access to CRM functionality. See User Rights Templates for more

information on setting up custom templates.

To Add User Security

1. Once you have made an employee a Nexsure user, on the bottom of the security tab, click the link that

reads Click to add security.

organization

XDTI--Trainingl >> Michael Powers
Prewvious Page

card file

regions  territories  branches

amployes detail

Employes Mame: Michael Powers

To addfedit a wser for chis account, enter the login information and click on the Save/Update link on the navigation bar at the top,

Login Information

sdditional logine

lacations

sedurily

Login marea

Haw pazsword
Canfiren new pazsward:

Time zonet

Lagin expiration date:
Change of pazawvord required:
Access allowed from:

Access allowad until

Fotify admin upen login:
Allow lagin on Saturdayi
Allew login on Sunday

Login dizabled:

Mo record(s]) Fou Click hers to add seourity.

employees

SCCOUNEInG transactions

AP O RS

|(GMT-IIIS:EIIZI,'I Pacific Time {(US & Canada); Tijuz

™ aue matically adjust clock for Daylight Savings T

] and time I
r
12:01:00 AWM

11:59:00 PM

O/xn

ACCOURLING transactions

2. Select the user rights information:

e Entity Type - Displays the level at which the employee was added (Organization, Region, Territory,

Branch)

e Entity Name - The name of the Org

(] Status - Active / Inactive

® User Rights - The level of security granted to the user (ex. Administrator = All access)
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€] _Ioixd

User Rights Information ne.l@.ll'e
Entity Type: | Organization v|

Entity Nama: | XDTI--Trainingl = |

Sratus: |Active -I

User Rights: [F‘r‘oduc,sr 3

cancel | [ add |

3. Click Add.

Employee Identity

To Add a Photo and Signhature File

You can add a picture to your employee profile. This is an optional feature. Pictures can be in GIF or JPG format.
Signatures must be in JPG format.

1. On the employees screen, click the identity tab.
2. Click Add Photo.
#] =101 %]

add Phota nessure
| Ercwin,

Clage Upload

3. Click Browse to navigate to the gif file and click Upload.

Note: Photos must be JPG format. To avoid distortion, please upload the photo with a height of 225
pixels and width of 150 pixels.

4. Click Close.
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Creating a Signature File

Signature files are for appending to certificates when creating Nexsure certificates. Signature files MUST be created
and attached to your employee details to create new certificates in Nexsure. This option is not available if you are
generating certificates via ConfirmNet. Your signature file must be created in a graphics program such as MS Paint
or Adobe Photoshop. The signature file must be JPG format. To avoid distortion, create the signature file with a
height of 75 pixels and width of 300 pixels, for example:

Ml

* Drop shadow used to show dimensions.

To Add a Signature File
1. On the employees screen, click the identity tab.
2. Click Add Signature.
3. Click Browse to navigate to the jpg file and click Upload.
4. Click Close.

Global Reassignment

This option will allow an Agency to re-assign, en-masse, current in-force policies, marketing policies, open actions,
client card file and client assignments from an employee, who has left the Agency, to another employee. This will
not affect policies in history or any closed actions.

To Perform Global Reassignment
1. On the Primary menu, click Organization.

2. Click the Branches tab.

Note: If employee is assighed to multiple branches, they will need to be re-assigned at each branch level.

Click the Detailslg? icon of the appropriate branch.
4. Click the Employees tab.

Note: If the employee has been terminated click on the [show] filter, select Terminated Employees from
the Employee Status drop-down box and click Search.
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5. Click the Details |gﬁ‘icon of the employee who is to be re-assigned.
6. Click the Re-Assign link on the toolbar.

s S —
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7. The re-assign employee screen will display.

Re-Assign Employee - Microsoft Internet Explo... r;“: @

Re-Assign ne’ SLII'E

To re-a22ign actions, palicies and clients for Susie Smith, plesze
salect a naw amployes balow.

Blazejack, Michael
Massaro, Mike
MeDwonough, Susan
Peterson, Karen

[ €lose ] [ Re-Assiagn ]

8. Highlight the name of the new employee to be assigned
9. Click the Re-Assign link.
10. Click OK to confirm the change.
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Employee Commissions

To Setup People Commission Defaults

People commission defaults can only be created in the employee file located at the branch level where the

employee has been added.

1. On the Primary menu, Click Organization

Select the commissions tab.

a pr N

locations .

cardfile  de

employee detail additional lagins  security

Add Mew Commission

ivans

Select the employees tab and click on the appropriate employee Details icon.

Click on Add New or the detail icon of an existing commission default to edit.

Select the branches tab and click the Details icon of the branch where the employee file resides.

Carrdars: | American Insurance i | [T Carrier Default
Lines of Business: [ General Liabilty =] 7 Line Of Business Defaik
sub-Gode: 12 ¥ Pesple Defsukt
Rate Type Rate Min. Mat EFF, Date Exp. Date Quota Status
Hew: [% of Agency Commission =] | 445 | | F/EI/Z003 ] [ i +f 0 [active =]
Renewi [ of Premium = | [ Tizarzo0s B | B 7 [rcive =1
Rewritten: [ Flat = 33.8 [ I Tizarzoos B | & 0 [active =]

commissions

security

additienal legins

employee detail

6. Select a carrier and line of business using the drop-down boxes. Sub code is a required field.

7. Branch People defaults can be set using the check boxes located to the left of each default type and are

used as follows:

e 1 line of business default for each specific line of business within a branch.

(] 1 carrier default for each carrier within a branch.

e 2 people defaults for the employee within a branch:

e 1 premium commission default (% Agency, % Premium, Flat Rate)

e 1 fee commission default. (%of Fee)

Note: If a default exists and another default is selected it will overwrite the existing default and become
the current default within the branch.

8. Complete the information selecting the Rate Type, entering the Rate, entering a Min(imum) and
Max(imum) rate if desired, entering Eff. Date and Expiration Dates if applicable, and entering a Quota
amount. The status defaults to Active, but can be changed to Inactive if the commission default is no

longer desired.
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Employee Login Security

In addition to the organization's security defaults, individual employees can have specific security settings that
supersede the organization defaults. To modify employee login security settings, you must have administrative
rights.

To Set Employee Security
1. On the Primary menu, click Organization.

2. Select the employees tab.

Click the Details @? icon for the employee you wish to modify the security settings for.
4. Select the security tab.
5. Select the login security settings and click Update.
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IMX Instant Messenger

The Nexsure IMX instant messenger allows you to send and receive text messages instantly with anyone logged in
to your Nexsure organization.

To Send an Instant Message
1. On the Utility menu, click Organization.

2. Select the Employees tab.

3. Select an online employee. If the employee is online the word (Available) will appear next to their name.
Click on the employee's name. The employee contact screen will appear:

&) Il
Contact Record f'I'E',L;SlJI'E
Status; Online [Available) m [ - .":"J

Hame: Ray Sahagun

Goes By: Ray
Ermail Lt
Metes:

PR |Phone Typs | Phone Eut  Dmscription

Call Phans

4. Click the blinking IMX icon. The message box will open:

& —ioix|

Tor Mary Obereitner session started 14-bay-03 4:48:58 P

Atbenkion =12

Type text in this window and dick Send, or use the Enter key.

Send Clazz

5. Type a message in the lower box and click Send or press Enter. The message will be sent to the online
employee.

Tip: Use the B, | and U icons to format your text if needed. You can also use the auto text messages in
the drop-down list to reduce key strokes.
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Additional Logins

Additional logins are required to gain seamless access to systems outside of Nexsure such as rating systems or
carrier websites.

Adding Additional Logins

To Add an Additional Login

1.

N

6.

On the Primary menu, click Organization.

Click the Employees tab.

Note: It does not matter what level the additional login information is added to.

Click the Detailslg? icon of the appropriate Employee.
Click the Additional logins tab.
Click the Add New link.

23 Ma. Karen Petersen

Previss Page
cardfilh  ragiong | Toitosiag | bearchap Ingamieng  emplepees
arcplapes denail  identiny  addibasad begied  cecurity EEEOATSNg TEANERETONE
additional Login Information Hharraiang Pasge 1 o 1 1w
Detsils Lagin Type Accaunk ba. Lugin D cription Date Cratad Rereans

&  EncChyHurferd barangd L1/ 1af2003 [EZ]
B hgaat Carcar by Allad dama 11/14¢20a3 5]
B AgaaZens by Marcary Earare L1f14fz003 &

acccunting franaactions secrity

ampleyses  lccaticns

Select the carrier from the Additional Login Type drop-down box.

additianal legine iy arploges dacal

branchan  tarritcrss  mgler  card fil

e ailratan
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10.

L

Add a new Login ne’@l.ll'e

Additional Login Type: | Accessalc e

Account Mumben |

Login 10 |

|
|
O e —

|

Crepartrnent 104 | (optional)

Description: | |

Cancel

Complete the Login ID, Password, and Confirm Password fields.

Note: Contact the carrier selected in the Additional Login Type drop-down box if the information is

unknown.

Department ID is a 3rd field used to collect any additional login information other than login id or

password. (IE: group id, etc.)

Complete the Account Number and Description fields (these fields are optional).

Click Save to save the Additional login information. Repeat steps 5 — 9 to add all additional logins for all

carriers.
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Client Contacts

Every entity entered in Nexsure through Search will have a Contacts tab. The Contacts tab will display all Contacts
that have been entered for the selected entity in a summary view. An unlimited number of Contacts may be added
for each entity, but not every Entity type is required to have a Contact. The first Contact entered, when adding a
New Entity, will be designated as the Primary Contact and will be displayed in the Contacts summary view with a
checkmark in the Primary checkbox. A Primary Contact cannot be deleted, to change or delete a Primary Contact
see Changing a Primary Contact.

Note: Clicking on the Active links in the Contact summary view will display information pertinent to that contact.

Adding Client Contacts

To Add a Contact

o o kM w

On the Primary menu, Click Search.

Click the Entity drop-down box and select the appropriate entity.

Click the Details |§9icon of the entity.
Click the Contacts tab.
Click the Add New link.

The Contact detail tab will be displayed. Before a Contact is added, a Search should always be done first.
A Contact need only be added to the Nexsure database once. Once the Contact is added, it can be related
to an unlimited number of Entities, in any capacity.

e  Apply Contact:
e  Search Contact:

e The Search Contact radio button will be selected by default; this will allow a search of all Contacts in
the Nexsure database.

(] Enter at least two characters in the Last Name field.

Click Search. If the Contact is found, click the Name and click Use Selection. The Contact information
will be brought over and associated to this entity. There are four fields in the Contacts details unique to
the Contact’s relationship to the Entity, they are listed below. All other fields apply to the Contact globally
and if updated, it will update all records of this Contact through out Nexsure.

Four Unique Fields:
e Title

®  Primary Contact
e Contact Role

(] Location
If the contact is not found, select New Contact.

Contact Information:

e  Select the Prefix from the drop-down box. Iltems may be added to the drop-down box in Setup under
Lookup Management.

(] Enter the First Name of the Contact.
e Enter the Middle Initial (MI) of the Contact.

(] Enter the Last Name of the Contact.
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Select the Suffix from the drop-down box. Items may be added to the drop-down box in Setup under
Lookup Management.

Enter the Goes By name for the Contact, if applicable.

Select the Title from the drop-down box. Items may be added to the drop-down box in Setup under
Lookup Management.

Select the Sex from the drop-down box.

Enter the Date of Birth (DOB) using the calendar icon or keying the date in using the correct
formatting.

Enter the Social Security No. using the correct formatting, if applicable.

Select the Marital Status from the drop-down box. Items may be added to the drop-down box in
Setup under Lookup Management.

Driver Information

Select the State Licensed from the drop-down box.

Enter the License Number.

Enter the Date Licensed using the calendar icon or keying the date in using the correct formatting.
Select Yes or No to designate this Contact as the Primary Contact for this Entity.

Select the Contact Role from the drop-down box. Items may be added to the drop-down box in
Setup under Lookup Management.

Note: The information displayed on the Contacts tab may vary by entity.

Personal Numbers

Locations

Select the Type of phone number from the drop-down box. Items may be added to the drop-down
box in Setup under Lookup Management.

Enter the phone number, without formatting, for this Contact. Formatting will be applied after the
screen has been saved.

Up to a six digit Extension may be entered.
A description may be entered for each number using alpha or numeric characters.

Enter the e-mail address for the Contact using the correct formatting. The E-Mail address field must
contain the @ and. symbols. There are two E-mail address fields available to accommodate both a
work and personal E-mail addresses.

Note: E-Mail addresses should be obtained for all Contacts. E-mail addresses are placed into a global
Address Book, and made available on the “Delivery” screen.

Select the Primary Account Location for this Contact from the drop-down box. The locations available
in the drop-down box will prefill from the locations tab of the Entity.

Contact Notes

Enter any notes regarding this Contact.
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Note: Keep in mind when entering Contact Notes that access may be given by the Agency to allow
Contacts access to their Nexsure site.

Editing Client Contacts

Contact information may be changed or updated as needed. There are four fields in the Contacts details that are
unique to the Contact’s relationship to an Entity and if update, will only affect this record. The four unique fields are
Title, Primary Contact, Contact Role and Location. All other fields apply to the Contact globally and if updated, it
will update all records of this contact throughout Nexsure.

To Edit a Client Contact
1. On the Primary menu, click Search.

2. Click the Entity drop-down box, select and search for the appropriate entity.

Click the Details |%9icon of the entity.
4. Click the Contacts Tab.

5. All contacts for this Entity will display in a summary view.

6. Click the Details IE?icon of the appropriate contact.
7. Edit the information as needed.

8. Click the Update link.

Contacts Security

Security may be given to allow access to the Agent’s Nexsure site. There are two types of Contacts available at this
time that may be given security rights, Employees of the Agency and Client Contacts. The options selected for the
Contact on the Security login information screen will be unique to that Contact. In order for the options selected to
apply they must be enabled on the Security policy tab found in Setup, Security Administration. The Contacts
security will supersede the Organization defaults that are setup in Setup, Security Administration. It is the Agent’s
ultimate responsibility to maintain their site’s security and to train outside entities, which have been granted access
to their Nexsure site.

To Add Security
1. On the Primary menu, click Search.

2. Click the Entity drop-down box and select the appropriate entity.

Click the Details |gﬁ'icon of the entity.
4. Click the Contacts Tab.

5. Click the Details |%9icon of the appropriate contact.

6. Scroll to the bottom of the Contact detail screen and click the here link to make this contact a user. The
Security login information screen is displayed.

e Enter a Login name for the Contact. Login names can only be used once, a good rule of thumb, when
assigning login names, is to use the contacts Email address omitting the ".com™ at the end.

e Enter a Password for the contact. The password should be unique and contain a combination of
unique characters, such as $ or % signs and alpha and numeric characters.
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® Re-enter the Password in the Confirm Password field. This field requires the password be re-entered
correctly. If incorrect, a warning window will display with this message: Specified passwords do not
match. Click OK on the warning message and correct the password fields.

®  Select the time zone from the drop-down box and click the checkbox to automatically adjust the clock
for daylight savings time for this contact.

e Enter a Login expiration date, using the calendar icon or keying the date in using the correct
formatting, if applicable.

e Enter the time of day the Login will expire.

® Click the Change of Password required checkbox to allow the contact to change the password
assigned by the Agency upon logging in to Nexsure for the first time.

® To set a time restriction for accessing the Agents Nexsure site for the contact enter a time in both the
Access allowed from and Access allowed until fields.

®  Click the Notify admin upon login checkbox to have an email sent to the Administrator in the
Agency when this contact logs into their Nexsure site. The Email is sent to the Email address found on
the Security policy tab in Setup, Security Administration.

® Click the Allow login on Saturdays and Allow login on Sundays checkboxes to allow the contact
to login on these days.

e Click the Login disabled checkbox to disable the login for the contact.
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(] Click the Save link to save or the Cancel link to abort.

7. Once the Login Information has been saved, the contact must be assigned to a User Rights Template.
User Rights Templates allow the Agency to assign security to a group of people needing the same access
to the Agent’s Nexsure site. This eliminates the need to setup security for an individual. User Rights are
created in Setup, Security Administration, User Rights Templates tab.
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8. Scroll to the bottom of the Login Information screen and click the Add New link. The User Rights
Information popup window will be displayed.

2N User Rights - Micrasoft Imternet Explorer provided by .., E| E El

User Rights Information n.EEUrE
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e  Select the Entity Type from the drop-down box. The drop-down box will display only the appropriate
entity type defined by the area in Nexsure where the contact’s security is being setup. (IE: Client,
Employee, Retail Agent, Underwriter, Outside Finance Company or Additional Interest) If a client
contact, then the entity type available will be Client.

e  Select the Entity Name from the drop-down box. The drop-down box will display only the
appropriate entity names defined by the area in Nexsure where the contact’s security is being setup.

® Select the Status from the drop-down box. If Active is selected the Contact login is enabled and an
active key % icon will be displayed on the Contacts summary screen. If Inactive is selected the
£
contact login is disabled and an inactive key“ " icon will be displayed on contacts summary screen.

e  Select the appropriate User Rights template for this contact from the drop-down box. User Rights
are created in Setup/Security Administration/User Rights Templates.

9. Click Add to add User Rights for this contact or Cancel to abort.

Changing a Primary Contact

The first Contact entered, when adding a New Entity, will be desighated as the Primary Contact and will be
displayed in the Contacts summary view with a checkmark in the Primary checkbox.
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Note: A Primary Contact cannot be deleted. To change or delete a Primary Contact another Contact will need to be
assigned as primary.

To Change a Primary Contact

1. On the Primary menu, click Search.

2. Click the Entity drop-down box and select the appropriate entity.

3. Click the Details @iﬁon of the entity.

4. Click the Contacts Tab. If there is only one Contact displayed, it will be designated as Primary and a
second Contact will need to be added. See Adding a Contact to add a second Contact.

5. Select Yes to designate the new contact as the Primary Contact for this Entity. If the person to be
designated as the new Primary Contact is displayed, click on their Details |gyicon, select Yes to the Is
this the Primary Contact for this Account? question and click the Update link.

6. In the Contacts tab summary view the newly appointed Primary Contact will be displayed with a
checkmark in the Primary checkbox. The old Primary Contact will now have a Remove % icon.

7. Click on the Remove %' icon to delete the old Primary Contact, if applicable. If the remove icon is not
available, see the Nexsure point person within the Agency for assistance.

Profiling

The Profiling screen can be used to pre-qualify an account if desired, or to capture information about the account
you can quickly refer to at any time.

1.

2.

Complete the Profiling screen using the following information:
e Client Type: Use the drop-down box to designate the client as a Personal or Commercial client.
® Source: Use the drop-down box created in setup to designate where this client originated from.
(] Account Notes: Enter any appropriate notes.
e Business Type: Use the drop-down box that contains items added by the agency in setup.
® Years in business: Enter the number of years client has been in business.
e No of Employees: Enter the number of client employees.
e No of Locations: Enter the number of client locations.
® No of Vehicles: Enter the number of client vehicles.
e Estimated Annual Gross Sales: Enter the client’s estimated annual gross sales amount.

(] Estimated Commission: Enter the estimated commission amount to be derived from the client’s
entire account.

(] Monthly Payroll: Enter the client’s monthly payroll amount.
(] No of states: Enter the number of states the client does business in.

e Home Office State/Province: Select the client’s home office State / Province from the drop-
down box.

e On line business: Select the appropriate option.

e TV/Radio Advertisement: Select the appropriate option.

Click on the Save link to keep data entered.
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Client Locations

The Client Locations tab displays all locations added for this entity. You can add unlimited locations to an entity,
but only one can be designated as the primary location. You can designate the primary location by selecting the
checkbox in the Primary column. You can reassign primary contacts, but they cannot be deleted.

Click on the Address link to connect to mapquest.com for a map.

Click on the Details |gyicon to edit or delete the location.

To Add Client Locations

1.
2.

On the Client Locations summary screen, click Add New, the Locations Detail screen will appear.

Complete the Locations Detail using the following information:

Location Type: Use the drop-down list to select from the location types entered in setup.

Locations Name: Enter an identifying location name if desired.

Primary Location for this account: The main address for this entity. This is generally used for
mailing invoices and correspondence.

Billing Location for this account: The default billing address where invoices are mailed.

Physical Address: The physical address for this location.

If the Billing address is different from the physical address, make sure to indicate by addressing this
question and completing the billing address section.

Mailing Address: The mailing address for this location if different from the physical address.

Location Numbers: Enter the phone numbers without formatting. Formatting will be applied after the
Locations screen has been saved. Use the drop-down list to identify the type of phone number.
Extension numbers may be entered up to 6 characters.

Adding additional phone numbers:

Click on the Add New link to the right of group heading after accessing the location
record to edit.

Use the drop-down box to select the identity of the phone number being added.

Enter the phone numbers without formatting. Formatting will be applied after the screen
has been saved.

The extension humbers may be entered up to 6 numeric characters.
Click on the Save button to save the phone number just added.
Click on the Close button to abort the addition of the new number.

The number of Phone numbers that can be added to each Location is only limited by the
identity choices. Click Add New to add a new phone number.

Click on the Details |gyicon beside the number to edit.

Click on the Delete |%'icon beside the number to delete.

Cancel — The Cancel button will abort any modifications or adding a new Location.

Save — The Save button will save new location information.

Delete — The Delete button will delete the Location. The primary Location cannot be deleted but can be
changed. The delete button will not be present if the Location is set to primary.

Update — The Update button will update any modifications to the Location record.
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Additional Interests

Adding Additional Interests

Adding new additional interests is done on the Search screen. Before you can add a new additional interest, you
must conduct a Search to avoid duplicate entries.

To Add an Additional Interest

1. On the Primary menu, click Search.

> 0N

In the Entity drop-down list select Additional Interest.
Click the Search Button.

Click Add New Record. The Card File screen is displayed:

Note: The Add New Record link will not display unless an actual search has been run.

° Interest Type: Select the Interest Type, such as Finance Company or Certificate Holder.
Additional Interest Types can be added to the drop-down list in Setup under Lookup
Management.

. Interest Name: Enter the Additional Interest name as you would identify and correspond with
them.

e Primary Account Address: The primary account address is automatically assigned to the first
location added. The primary location may be reassigned only after other locations have been

added.

Address: Enter the primary address for this entity.
City: Enter the city for the primary address entered in the previous field.

State/Province: Select the state (or Province) for the primary address entered in the
previous fields.

Zip/Postal Code: Enter the zip code for the primary address entered in the previous
fields.

Phone: Enter the phone number without formatting. Formatting will be applied after the
screen has been saved.

Toll Free: Enter the toll free number without formatting.

Fax: Enter the fax number without formatting.

Note: Once the additional interest has been entered, the Location Types drop-down box is
available on the additional interest locations tab. Additional interest Location Types can be
added to Nexsure via the Lookup Management screen.

e | ookup Management

1.
2.

On the Utility menu, click Setup.

On the Setup Console, click Lookup Management. A summary list of existing
Categories and Types will appear.

From the Category drop-down list, select Additional Interest. The Types available for
the Category will be displayed.

Select the Type for the Category (Location Types (Addl Interest).
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5.

6.
7.

Select Add New in the Item list.
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Enter the Item Label. This is what will appear in the drop-down list.

Click [Add New] to add the New Item to the drop-down list.

e Primary Contact: Only one contact may be added per entity at the time of initial entry.
Additional contacts may be added after the new Additional Interest is saved.

Prefix: Use the drop-down box that contains items added by the agency in Setup under
Lookup Management.

First Name: Enter the first name of the contact for this entity.

Middle Initial (MI): This field is 1 character long. Enter the middle initial of the
contact.

Last Name: Enter the last name of the contact.

Suffix: Use the drop-down box that contains items added by the agency in Setup under
Lookup Management.

Title: Use the drop-down box that contains items added by the agency in Setup under
Lookup Management. The title is used to identify the contacts occupation.

Phone: Enter the phone numbers without formatting. Formatting will be applied after
the screen has been saved. Use the drop-down box to identify the type of phone
number. Extension numbers may be entered up to 6 characters. A brief description may
be entered for each humber added. Phone number identities initially are as follows:

e Home phone

e Cell phone

. International phone
e  Office phone

(] Pager

®  Personal Fax

Note: to add additional numbers, see Contacts.

E-Mail: The E-mail address for the contact is optional, however if the format is entered
incorrectly an error will be returned to warn of the improper format. The field can
contain up to 30 characters with alphanumeric data.

5. Click Save to save the data or click Clear to clear any data entered. Once the additional interest has been

added, it can be viewed and edited by clicking on the Details E? icon.
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Territory Entity Associations

Associating additional interests with a territory will limit the search returns to that specific territory, providing a

shorter list and reducing the time to find the correct entity.

To Associate an Entity with a Territory

1. On the Primary menu, click Organization.

2. Click the territories tab and select a territory by clicking the Details@ icon.

3. Click the entities associations tab. Any existing entity associations will be displayed.

branches  locati ploy vendors

card file entity associations

additional interest associations

Showing Page 1of 1

=

Filkers: [Show] [add New]
Location Type
Details Status Additional Interest Name Primary Contact Additional Interast Type b iption Remove
@ Active Alias Bank Danny Chan Loss Payee Corporat\il}:::dquatbnrs % —
=4 Active Grubb & Ellis Mgmt Srus., Inc Danny Chan Certificate Holder Carporate Headauartars B
4. Click Add New.
v Addana Tarat nexsure

Enter at least 2 characters of the name and select

sasrch:

T
Select Additional Interest Below:

Amszouth Bank [Cenificate Holder] Al
Amsouth Bank you cannot have more than 50 chara * [
Bank of America [Catificate Holder]
Bank of America [Cemficate Holder]
Bank of America [Morgages] ;I

NoMatch |  UseSelection |

Rerult Foernat: AT Name, (AT troe]

5. Search for the entity, if it appears in the list, select it and click Use Selection.

6. To view or edit the details of the association, click the Details |g"icon.

temitory

Org9 - Roberts Test Org >> Patrick East Territory

Previous Page

cardfile  branches  locations  employess  accounting  wendors  emtity associations

additional interest associations

Namefpank of Brea
De;mp!ion:l

Territory Association status:

Active

Primary Contact:| anster,andy
Default Address{ces B, Imperial Blvd, Bres, CA 90637
Typed Corpo

Leed

entity associations

vendors  accounting

additional interest sssociations

amployess  locations  Branches  card fila

teritery
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Named Insureds

The Named Insureds tab displays all Named Insureds added for this entity. You can add unlimited named
insureds for each entity, but only one can be designated as the primary named insured. The primary assignment
will be selected in the Primary column. Primaries can be reassigned, but not deleted. This tab also allows you to
activate or inactivate a named insured.

Client Name: American Mosaic Co., Inc. ' mmercial Account

cardfile  profiling

Hamed Insured Summary [ Inactivate ] [ Add New ]

Details Primary

B F

contacts lacations naned insureds related accounts assignment  classified

Hamed Insured DEA URL FEIN Remowve

American Mesalc Co, Inc. I- Hfa

classified  sssignment  relsted sccounts  named insureds  locations  comeacts  profiling  card file

Click on the Details @9 icon to edit the named insured.

DBA - Indicates weather or not the named insured is "Doing Business As". (commercial account
only)

URL - Displays the URL link to access the entity's website.

FEIN - Displays the FEIN or Social Security number as entered in the named insured details.
(commercial account only)

Activate/Inactivate - Selecting Inactivate will put a line through the named insured's name,
serving as a reminder that the named insured is not currently being worked with. Selecting
Activate will remove the line through the name.

Adding Named Insureds

To Add a Named Insured

1. On the Named Insureds summary screen, click Add New.

2. Complete the Named Insureds Detail screen:

Named Insured: Enter name of additional named insured.

Business Ownership: Use the drop-down box to designate the business ownership of the
named insured being added.

FEIN/SSN: Select the FEIN or Social Security Number option and enter the number in the field.
The number will be automatically formatted based on which option is selected.

Web Site Address: The web site address for the named insured is optional.
Is this a DBA Name: Select the appropriate radio button.

Is this the Primary Named Insured?: Selecting the Yes option will change a prior Primary
Named Insured to the named insured being entered.

Year Started: Enter the year business was started.
Gross Receipts: Enter the business gross receipts amount.
Number of Employees: Enter the business’s number of employees

NAICS/SIC: Enter the NAICS/SIC codes. To add a new code:
1. At the NAICS/SIC field, click [Add New].

2. In the Search by: drop-down list, select the search criteria:
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e NAICS Code
®  NAICS Description
e SIC Code

e  SIC Description
3. Click Search.
4. Select the code you wish to add and click Save.
3. Click Update, Delete or Cancel:

® Cancel — The Cancel link will abort any modifications or adding a new Named Insured.

® Delete — The Delete link will delete the Named Insured. The primary Named Insured cannot be
deleted but can be changed. The delete button will not be present if the Named Insured is set to
primary.

e Update — The Update link will update any modifications to the Named Insured record.
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Related Accounts

Related Accounts Summary

The Related Accounts tab displays all Related Accounts added for this entity. Unlimited Related Accounts
may be added for each entity.

® Click on the Related Account link to display the Related Accounts Client screen.

® Click on the Details |gyto view the Related Account detail.

Customers are Cross-referenced by assigning an Account Relationship. When assigning an Account Relationship,
determine if the Related account being added is Personal or Commercial. You must enter a few characters of their
name for the search. Highlight the appropriate entity and identify the relationship type and if the relationship
should be added to the related account. If you relate a relationship to the other entity, the relationship is
automatically added.

Q. Why add Account Relationships?

Al. By adding account relationships, you can quickly see if a Personal Lines account is perhaps the owner
of one of the Branch’s Commercial Lines accounts. This could be important if the son on the personal auto
policy had one too many tickets and the carrier wanted to cancel and the personal lines account manager
does not know the commercial lines account exists and allows the cancellation to go through causing the
large commercial account to be lost as well. This may not have happened if there had been an Account
Relationship association.

A2. An account in your Branch is a franchise account and has many locations with different managers. To
keep each account separate with a different name and address each were set up as different clients.
However, the main office wants to receive all the invoices separately for each location. By adding the
Account Relationship to each entity, the invoice may be billed to the main office as requested by your
client.

To Add Related Accounts
1. Select the client to add the related account to.
Select the Related Accounts tab.

Click [Add New]. The Related Accounts Detail screen will appear.

> 0N

Search by: Select the appropriate search categories from the drop-down boxes. Enter a minimum of 2
characters in the search window in order to have valid criteria for a search. No wild card searches to
search all are available. The Search button will initiate the search and return all suitable matches.

5. Highlight the appropriate entity to associate. The results will display in alphabetical order. If no results
were found the message, No Results Found on Search is displayed instead.

6. When commercial is selected, the following choices will be available. The agency will have the ability to
add in setup.

The Related Account is — this is the identification of the associated account that corresponds with the
Relationship Type. Below are some examples:

Relationship Type Selected The related Account is
Franchiser Franchisee
Partner Partner
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PEO Client Company
Corporation Subsidiary
Commercial Personal

® When personal is selected, the following choices will be available. The agency will have the ability to

add in setup.

The Related Account is — this is the identification of the associated account that corresponds with the

Relationship Type.

Relationship Type Selected

The related Account is

Commercial

Personal

Class Codes

Codes and Values are used to segment prospects and clients for marketing campaigns.

To Add a New Code or Add Value

1. On the client's Card File, select the Classified tab.

2. Click Add New.

3. Click the Details |§9icon to edit an existing code or value, or click Add New.

4. Select a Class Code and Designation. These items may be edited by the entity in setup.

Click Save.
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Attachments

The attachment option allows the user to attach photographs, documents, emails, etc to a client or to a client’s
policy. Documents can also be created using pre-designed templates. There are two levels of attachments that can
be created, the Client level and the policy level:

Client Level Attachments

This attachment is created from the Attachment link in the Client menu. An attachment created here would contain
general information pertaining to a Client.

1. On the Primary menu, click Search.
2. Click the Details |§9icon of the appropriate client.
3. On the Client menu, click Attachments.

4. Click the Add New link.

Note: The Attachments link on the Client Menu will display all attachments for the client being accessed.

Policy Level Attachments

This attachment is created from the Attachment tab at the policy level. An attachment created here would pertain
to a Client’s policy.

1. On the Primary menu, click Search.
2. Click the Details icon of the appropriate client.

3. On the Client menu, click Policies.

4. Click the Details I%9i(:on of the appropriate policy.
5. Click the Attachments tab.

6. Click the Add New link.

esmurm DFfice Tntngeatinn nexsure
fudd Mew Attachment

() add A admrmeck

(7} Zrasts Docomest vih Templats

ata Doounerk wihout Tamplets
T abach Gualach Miasiagas

Al Extimnal ftachmgnt

Cancel I Husk i

7. The Add New Attachment popup window is displayed.
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Note: From this point forward adding an Attachment is the same for both Client and policy levels.

There are five choices, only four are available at this time:

Add Attachment

Allows pictures, word documents, etc. to be attached that have been saved to one of the Agents drives. See Add
Attachment.

Create Document with Template

Allows a document to be created using an existing template that was created in Setup. See Create Document with
Template

Before a template can be appended as an attachment, it must be created in Setup
Create Document without Template

Allows the user to create a document without using an existing template. Documents ‘created’ here cannot be
saved globally to be used on other clients or policies. See Create Document without Template.

Attach Outlook Messages
Allows users to attach an email message from outlook. See Attach Outlook Messages.

Add External Attachment

Not available, this is a future enhancement
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Document Templates

Document templates in Nexsure allow you to create and append custom MS Word or Excel templates to policy
attachments (MS Office 2000 and XP only). Once a template has been created in Setup, it can be used to create
new documents at the client or policy level.

Creating Document Templates

Document templates in Nexsure allow data from the Nexsure database to be integrated into an MS Word or Excel
file. Before a template can be appended as an attachment, it must be created in Setup. Nexsure will add
components to Word or Excel to aid in the template creation. Use of this feature requires MS Office 2000 or XP.

To Create a Document Template

1. On the Utility menu, click Setup. (If the setup link is not available on the Utility menu, contact the
Nexsure point person within the Agency for assistance).

2. In the setup console, click Document Templates.

3. Click Add New.

Cocumeant Template

Template Hame:

Descripbion:
Document Type: Microsoft Ward bt
Category: <laims w

client stzge: [ ] Suspect [ | Prospect [ Client

Business Typa ] Line of Business | Stage Mada ] Requirad Ramova

4. Enter the following information for the template:

e Template Name - Enter a brief name of the type of document that is being added so it can be easily
recognized from the client / policy level.

e  Description - The description should describe what the document is to be used for. After the
document has been created, the template name and description may be modified if necessary.

e Document Type - Select Microsoft Word or Excel.
® Category - This drop-down can be modified in Lookup Management to fit the organizations needs.
e Client Stage - Select a client stage:

®  Suspect: Card file only

e  Prospect: Has Marketing policy only (no In Force policy)

e Client: Has an in-force policy.

5. To make the document specific to a Line of Business, click Add New.
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EXT : (mrvvpd: e = ||

Huxmars Office Integration nexsure

Document Tamplate

Staga: | Opportunity w|
Plodes | All ¥,
BUENAES | banafits |
ine of [ ccidwnt -ﬁ
Busin@ss:  mizabilicy Tip: STRLHCh<k ia
drcup Banafity ralsck nmultipls
Group Doartal lires of Bissiness
droup Life i
RLagimied |_|
|__cancel = |

6. Enter the following information pertaining to the Line(s) of Business:

Stage - There are 3 policy stages:
e  Opportunities - No form data included.
® Marketing - Only form data from marketing included.

® Policies - Only form data from policies included.
Mode - There are 3 policy modes including an option for all:

New - Select if the document is exclusively used for newly written policies and have a policy mode of
New.

Re-new-co - Select if the document is exclusively used for policies that are a renewal to the agency but
new to the carrier and have a policy mode of re-new-co.

Many documents will be for all modes but there will be exceptions such as new business letters. A
mode of new would only be selected.

Business Type - This relates to the group that the form can be found in. There are 5 types:
®  Benefits
e Bonds
e Commercial Lines
®  Financial Services

(] Personal Lines

Use these to help filter through the Line of Business list.

Line of Business - After selecting the specific type select the line of businesses that the document will be
used on by holding down the control key and clicking with the right mouse button. The line of business
must be added in order to use the document on that line of business at client/policy level.

Tip: CTRL + Click will allow muiltiple lines of business to be selected.
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Required Check Box - Use this check box only if it is required to have the selected line of businesses in
order to access the letter at client/policy level.

Note: Adding lines of business will allow fields that are pertinent to the LOB available for selection when
creating the template.

10.
11.

Click OK, Word or Excel will open, it may take several seconds to open.

Nexsure will add the Office Integration Toolbar to the Word or Excel menus.

..-.= Mexsure Fields Mexsure Save @ Repeat Begin E; Repeat End *;b Hide End _

Click Nexsure Fields to display the XML Tree window. The XML Tree contains the data fields as they
appear in the policy form.

Bt Edt Wew Twet Fomat ook

DEday &R 0" <
Pl shosrg Markup = Shew | B} xSy - Ap - 3+ U [ . | Ve e Rovan o 2
L S Pavsure Fiekh [ tecrmn Savn [S1Fepssat Degin [GL Rapest frel 0 HdeEnd

-.E [ [ . ] i ] [ 4 v [ ) & [ Chenbonksct
5 [} Chenttssarmert
1_ 4 [ Cheniioesiion
= Dtnm-mn:ndhnpn!y
A Py b,

2 [Mective Dakn

S0 Fapir aliam Dalde

' Jysasng Company [0
A Larser Mame

o [ acoRp 140

O acorn 159

# O accro 1es

o O atcrn a3

& [ werrstive

[&ja s 54 £ [ oon scheduls *
Fogn 1 Soc | it LA kn | ol 1 [#<) !

Tip: For easier manipulation between the Word document and Nexsure field window resize them so they
are side by side.

1. Position the cursor where the field will need to be in the document.
In the XML Tree window click the + in front of each section to expand the available Nexsure fields.

In the Word Document window:
®  On the Insert menu, click date and time.
®  Select the format

® Check the Update automatically checkbox. This will automatically update the date on documents
created using this template.

e Click OK.
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® Click at the end of the date field and enter down 1 or 2 spaces

12. In the Nexsure Fields window:

e From the Client contact section, click and drag the First Name and drop it into the word document.
The Nexsure Field Properties pop up box will display:

Hewsare Field Properifes

Firki Harre Sy
Marga Pk

Bepes index i-

Tk Ptk [ ]

#Match Fakd on Form
Match Faekd on LOS

e P
[# Drop a3 Cordtionsl Helefiegr, fd
o Bt HdeEnd Pkl st oivasta ally'

Dedain ¢ arga i tha valkos &

| = & ] Cancad

e Merge Field / Repeat Index - When generating a schedule the repeat index will allow a specific
number of items to generate. For example, if the number 10 is entered only the first 10 vehicles
on a policy will be generated. Setting the Repeat Index value to zero will allow ALL vehicles on
the policy to generate to the document.

e Field Mask - Select a decimal format (if applicable) to display numeric values. Leaving ‘Select
Mask’ in the drop-down applies no formatting.

e Match Field on Form - Select this option if the field populates a specific form type. For
example: to merge a field from a state-specific form, this option must be selected. If Match
Field on Form is not selected, any state-specific fields will not be merged.

e Match Field on LOB - Select this option if the field will only populate a specific line of business.
e Hide Page

The Hide Page is used to hide entire pages if the line of business is not present, such as in a
proposal. It can also be used around tables to hide data that does not exist.

When using the Hide Page feature it is easiest to view the document in Normal mode (On Word's
View menu, select Normal). This view will display all the page breaks so they may be included
above or below the HideBegin/HideEnd fields.

HideBegin is the starting position where the page is to be hidden if the condition is met. Place the
cursor where the HideBegin is to be placed.

It is important to select a field that will identify the section to be omitted from the document.

Tip: If the line of business does not exist, consider choosing the Policy ID field. This field is
unique and therefore, if it does not exist the page will be suppressed as desired. Find the Policy
ID field after selecting the line of business in the XML tree.

Drag the field toward the document to display the Nexsure Field Properties. Select Drop as
Conditional Hide Page field. Notice that the “Find the Policy ID field after selecting the line of
business in the XML tree check box is checked. Leaving this box checked automatically places the
HideEnd field immediately after the HideBegin. This HideEnd field will need to be moved to the
end of the page that will be omitted if the Policy ID in this case is not found.

In this scenario, if the field has no data the desired effect is to omit the page, so leave the Delete
page if the value is field blank.
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The HideBegin and HideEnd is dropped into the document. Notice that the HideBegin was placed above the
Section Break (Next Page). Doing this will suppress any empty pages.
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Note: If the HideEnd box was not checked in the Nexsure Field Properties window, place the cursor where
the HideEnd should be placed and click the HideEnd button on the toolbar to add.

Select the HideEnd field and cut (use the scissors on the toolbar) and paste (click the clipboard on the
toolbar) the HideEnd field at the end of where the page should be hidden.
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Note: For every HideBegin there must be a corresponding HideEnd. If not when the document is merged
these HideEnd fields will print on the merged document. Use the printed merge fields to help troubleshoot

where missing fields may be.

If it is necessary to have more than one HideBegin before the HideEnd is added, they can be 'nested'.
However, the HideBegin may not be embedded in (IF) conditional statements. If more than one condition
should be met to determine if the page or section should populate, add as many HideBegin fields as
needed. It works like a compare string, making sure the condition is met before populating the section.

Make sure to add a HideEnd for each HideBegin after all conditions are added:

<<HideBegin>>

Section information entered here
<<HideBegin>>

Section information entered here
<<HideBegin>=>

Section information entered here
<<HideEnd>>

<<HideEnd>>

<<HideEnd>>

Tip: If the items in the Nexsure Field Properties box are irrelevant to the field being inserted in the

template click OK without entering any data to bypass the dialog box.

e  Click OK.

13. In the Word Document window:

e  Click at the end of the first name, hit space bar.

14. In the Nexsure Fields window:

® Click and drag last name
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15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

e  Click OK.

In the Word Document window:

e Click at the end of the last name, hit enter key to tab down.
In the Nexsure Fields window:

® Click and drag mail address 1

e Click OK.

In the Word Document window:

® Click at the end of the mailing address, hit Enter key to tab down.
In the Nexsure Fields window:

® Click and drag mail city

e Click OK.

In the Word Document window:

®  Click at the end of city, put in a comma, press the space bar.
In the Nexsure Fields window:

® Click and drag mail state

e Click OK.

In the Word Document window:

e Click at the end of the state, hit space bar.

In the Nexsure Fields window:

®  Click and drag mail zip code field.

e Click OK.

In the Word Document window:

® Click at the end of the zip code, hit enter key to tab down two or three spaces.

e Type “Dear”, hit space bar
. In the Nexsure Fields window:
®  Click and drag First Name field.

e Click OK.

In the Word Document window:

® Click at the end of the first name, put in a comma, hit enter key to tab down two or three spaces.

e Type out message. IE: “Here is the vehicle schedule you requested. Let me know if you have any

questions.”

e Hit enter key to tab down two or three spaces.

25. While still in the Word Document window, to create a table:

e On the Table menu, point to Insert and click Table.
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s

Table size
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[0 4 | Cancel

Number of columns: 6
Number of rows: 2 (the number of rows will automatically increase to accommodate all items)
Click OK.

Click in the top row of the first column type “Year”, tab to next row type “Make”, and continue across
the top row until each column has a heading.

Year Make IModel Vm Comp Collision

Tip: The word document may be customized by changing font size, using bold or italics, centering rows,
etc., as seen in the screen shot above.

Note: If an item is dragged over from the Nexsure Fields window and dropped into an inappropriate spot,
highlight it and drag it to the correct spot or it can be deleted by hitting the delete key.

Place the cursor in the 2nd row under year.

26. In the Nexsure Fields window:

Click on + in front of Accord 1271 CA (or applicable form)

Click on + in front of vehicles

Click on + in front of record

Click and drag Year field.

Using the Nexsure fields property popup select:

Repeat Index = set to zero to pull all records, no more, no less.

Field Mask = Select Mask
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27.

28.

29.

30.

31.

32.

33.

(] Table Name = 1 for 1st table

e  Click OK.

In the Word Document window:
(] Click at the end of Year and tab to move cursor over to second row under Make column.
® Repeat steps 27 and 28 for Make, Model and Year.

® Move the cursor to the second row under the comp column.

In the Nexsure Fields window:

e Click and drag Comprehensive Deductible field.

e Using the Nexsure fields property popup select:

® Repeat Index = set to zero to pull all records, no more, no less.
e  Field Mask = $#,##0

e Table Name = 1 for 1st table

e  Click OK.

In the Word Document window:

® Click at the end of comp deductible and tab to move curser over to second row under collision
column.

e Repeat steps 29 & 30 for collision deductible.

In the Word Document window:

e  Click underneath table

e Enter down 1 or 2 lines

e Type “Thank you,”

e Enter down 1 or 2 lines

In the Nexsure Fields window:

e Under the Client Assignment, click and drag first name field.

e  Click OK.

In the Word Document window:

®  Click at the end of the first name, press the space bar.

In the Nexsure Fields window:

e Under the Client Assignment, click and drag last name field.
e Click OK.

e  When the document has been completed:

(] In MS Word, on the File menu, click Nexsure Save As.
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e Draft: Selecting Draft allows edits to be made to the template by anyone having access to Setup,

Document Templates.

e Complete: Selecting Complete only the author of the template, or an administrator, can make

changes to the template.

®  Click OK.

The document template will be saved, closed and added to the system. Once the template is in Nexsure, it can be
added as a client or a policy attachment.

Tip: Save as draft so that it may be modified later. An Agency logo may be added to the top of the page.

Note: When deleting a Nexsure field in Excel, the label must be deleted as well as the comment associated with it.
Simply deleting the label of the cell will not delete the comment. The comment may be deleted by deleting the
entire row, or right clicking the cell and selecting Delete Comment. The same care must be taken when moving the
field to another cell in a spreadsheet. To move a Nexsure field, right-click the field and select Cut, then paste it to
another cell.

Using Document Templates

To Use a Document Template

1.

o o p 0N

Access the appropriate client or policy level attachment option
Click the Add New link.

Select the Create Document with Template option.

Enter the attachment name.

Enter the document description.

Click Next. The Nexsure Office Integration popup box will display.
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7. Enter at least two characters in the template name or description fields, if known.

8. Choose document type, category & business type from drop-down box.

9. Click on the appropriate template.

10. Click Next.
11. The Policy Section will be displayed. Select the criteria to default into the document from the drop-down
boxes:

Named Insured
Contact
Location
Assignment

Line of Business

If the Template name, description, document type, category and business type are not known leave
the fields blank and click Search. All available templates will be displayed in the Available Templates

box.
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Salect criteria to default into the documernt.
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12. Click OK.

13. The document will be opened in MS Word or Excel (whichever was specified) and will integrate with client
and policy information.

14. After the integration process is complete, this is now a normal word document. Make any necessary
changes/additions to the document as needed.

15. When the document has been completed:

e From the Word File menu, click Nexsure Save As.

e T cmpiote nexsure

Save Document Template As

& [iaft

€ [omplele

Bock |  Concel | mJ‘

Draft: Selecting Draft allows edits to be made to the template by anyone having access to Setup, Document
Templates.

Complete: Selecting Complete only the author of the template, or an administrator, can make changes to
the template.

16. Click OK. The Attachment summary view is displayed.
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17. Click the attachments Details @? icon to open the attachment for viewing.

To Close the Attachment After Viewing
1. On the Word File menu, click Nexsure Save As.

e Draft: Selecting Draft allows edits to be made to the template by anyone having access to Setup,
Document Templates.

e Complete: Selecting Complete only the author of the template, or an administrator, can make
changes to the template.

2. Click OK.

3. Click the Word icon to update the Attachment name or the Document description. Click OK to save
the change or Cancel to close the popup window.

4. The [ ] filter may be used to refine a search.
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Carriers

To Search for a Carrier
1. On the Primary menu, click Search.
2. From the Entity drop-down list, select Carrier and enter the search criteria.

3. From the Search Type drop-down list, select Begins with to search items that begin with specific
characters, or Contains to search items that contain specific characters anywhere in the selected field.

Enter the Carrier Name.
Enter the location information.

The First and Last Name fields represent the Carrier contact.

Noo o A

Click Search to begin the search, or click Clear to clear the search criteria.

Adding Carriers

Adding new carriers is done on the Search screen. Before you can add a new carrier, you must conduct a Search
to avoid duplicate entries.

To Add a Carrier

1. On the Primary menu, click Search.

2. In the Entity drop-down list select Carrier.
3. Click the Search Button.
4.

Click Add New Record. The Card File screen is displayed:

Note: The Add New Record link will not display unless an actual search has been run.

e Carrier Name: Enter the insurance carrier name as you would identify and correspond with
them. The first carrier name is automatically designated as the Parent company. This may be
reassigned only after other names have been added.

e NAICS Code: Enter the Carrier's NAICS code as provided by the carrier.

e Primary Location: The primary location is automatically assigned to the first location added.
The primary location may be reassigned only after other locations have been added.

e | ocation Type: Use the drop-down box to identify the type of location. This list may be
populated in Setup under Lookup Management.

Physical Address
® Address: Enter the primary address for this entity.
e City: Enter the city for the primary address entered in the previous field.
® State: Select the state for the primary address entered in the previous fields.

e Zip: Enter the zip code for the primary address entered in the previous fields.

Mailing Address

® Address: Enter the mailing address for this entity.
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City: Enter the city for the mailing address entered in the previous field.
State: Select the state for the mailing address entered in the previous fields.
Zip: Enter the zip code for the mailing address entered in the previous fields.

Phone: Enter the phone number without formatting. Formatting will be applied after the
screen has been saved.

Carrier Email: Enter the Carriers email address.

Primary Contact

Prefix: Use the drop-down box that contains items added by the agency in Setup under
Lookup Management.

First Name: Enter the first name of the contact for this entity.

Middle Initial (MI): This field is 1 character long. Enter the middle initial of the
contact.

Last Name: Enter the last name of the contact.

Suffix: Use the drop-down box that contains items added by the agency in Setup under
Lookup Management.

Title: Use the drop-down box that contains items added by the agency in Setup under
Lookup Management. The title is used to identify the contacts occupation.

Phone: Enter the phone numbers without formatting. Formatting will be applied after
the screen has been saved. Use the drop-down box to identify the type of phone
number. Extension numbers may be entered up to 6 characters. A brief description may
be entered for each humber added. Phone number identities initially are as follows:

e Home phone

e Cell phone

. International phone
e  Office phone

(] Pager

®  Personal Fax

Note: to add additional numbers, see Contacts.

e E-Mail: The E-mail address for the contact is optional, however if the format is entered
incorrectly an error will be returned to warn of the improper format. The field can contain up to
30 characters with alphanumeric data.

5. Click Save to save the data or click Clear to clear any data entered. The Carrier Profile will be displayed.
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Carrier Commissions

The Commissions Summary tab displays all Commissions added for the Parent Carrier. Unlimited commissions
may be added for each. A default may be set for each carrier added to the parent for each of the following:

e QOrganization
e  Carrier

. Line of business

Each default is marked with a checked box in the appropriate column when the defaults are set. If a commission
assignment is added other than the default, that commission will default on the client invoice if the carrier, line of
business and organization matches instead of the default commission.

The icons displayed on the summary screen are as follows:
e  Click on the Details |gyicon to edit.

e  Click on the Remove |%‘icon to delete.

Adding Carrier Commissions

To Add or Edit Carrier Commissions
1. On the Primary menu, click Search.

2. Search for the carrier you wish to view the commission detail for.

3. Click the Details |%9icon for the carrier.
4. Select the Commissions tab.

Edit the commission details or click [Add New]

n%ut’e HOME | HELP | SETUP | LOG

SEARCH | ORGANIZATION | REPORTS Boakmarks: Expand | Add | Re

CARRIER PROFILE | ATTACHMENTS

Carrier Name: Fastrak Ins.

cardfile  contacts  locations  carriernames  commissions

Add New Commission (* indicates reguired fiald)
Branch Mame: |(shelly braneh) = I Grganization Default
Carigrs! |Fa;trak Ing. - [Parent | Billing | [:;uing]zl [T Carrier Dafaule

Lines of Business: [Package Total =] T Line OF Business Defaule

Branch Goder [ | *

Rate Type Rate Min, Man, Eff. Date Enp. Date Queta Status
Hew  [% of Prermium =] [ - || [ [e/iz/z008 5 [ = §f [Active =]
Ranew: |% of Premium ;I | y F | | 8/12/2005 B | 7] gl [nctwe ;]

Rewitens | % of Premium = [ “ | [ [enzrzons 5 [ ] o [active =]

commissions  carrier names  locations | contacts  card file

6. Complete the Commission Detail:

e  Select the Branch Name from the drop-down box to identify which branch the commission is
being setup for. Proceed to Setting up Defaults.

e  Select a Carrier from the drop-down box to identify which carrier the commission is being setup
for. Proceed to Setting up Defaults.
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® Select a Line of Business from the drop-down box to identify which line of business the
commission is being setup for. Proceed to Setting up Defaults.

Setting Up Defaults

Organization Default: One organization default may be selected as the overall default for the entire Nexsure site.

Note: There can only be one organization default for an agent’s Nexsure site. The organization default selected
should be what best matches the commission that is received by the agency most of the time.

Branch Default: This option is a future feature.

Carrier Default: One Carrier may be selected as the commission default per carrier within a branch by selecting
the checkbox beside “Carrier Default”. A Carrier Default may be setup for each Branch.

Note: There can only be one carrier default per carrier per branch. The carrier default should be selected to best
match what commission is receive most of the time from that carrier.

Line of Business Default: Each line of business may be added and selected as a commission default for that line
of business, within a branch by selecting the checkbox beside “Line of Business Default”. A Line of Business Default
may be setup for each individual line of business.

Note: There can be only one line of business default per Line of business, per Branch. A line of business default
should be set up for each LOB that has a commission percentage "outside" of the carrier default. If a defaults exists
and another default is selected, it will overwrite the existing default and become the current default.

e Branch Code is a required field; this number is given to the agency by the carrier and identifies
that agency to that carrier. The commission tab must be completed and the Branch Code entered
in order to populate in applications.

e Rate Type is what that commission will be calculated off of. The commission is broken down by
“New” business, “Renew” business or “Rewritten” business.

® 9% Of Premium is defined as a percentage of the premium entered in the premium field on
the “Policy Info” screen by line of business.

(] Flat Amount is defined as a flat dollar amount entered in the Rate field.

e Rate is the commission amount, identified by the “Rate Type” field, based on either a flat dollar
amount or a percentage of the premium that will default into the invoice.

®  Min. is the minimum commission percent or amount that can be accepted.
® Max. is the maximum commission percent or amount that can be accepted.

e Eff. Date is the date the commissions became effective. The commission effective date setup for a
Carrier tracks with the effective date of the policy. If a policy is entered with an effective date prior
to this date the commission will not pull to the invoice.

e  Exp. Date is the date the commissions will expire. If the Carrier is changing commission rates
enter in the expiration date of this commission.
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Note: If an expiration date is entered that commission will not pull to policies written with an
effective date after that date. A new commission, with the new rate and effective date, may be
added. The effective date of the policy will determine which commission will be pulled to the
invoice.

Quota is the amount of either commission or premium amounts the Branch expects to meet for the
Eff. and Exp. Dates entered.

7. Click Save to accept the changes or Cancel to close the dialog box without saving the changes.

How the System Determines the Proper Carrier Commission

The system wiill first try to match Branch, Carrier and Lines of Business in that order. If the match is not exact, the
system will search for a default Line of Business within the branch. If no Line of Business exists within the Branch,
the system will then search for the Carrier default within the branch. Finally, if there is no Carrier default within the
branch, the system will then search for the Org default. If there is no Org default the message "No valid default
commissions exist" and the user will need to enter the commission manually.

Adding/Editing Carrier Contacts

1. On the Contacts summary screen, click Add New. This feature allows the current contact database to be
utilized so that duplicate contact records may be avoided.

Beside Apply Contact: select the appropriate option — Search Contact is used to search
existing contacts and to add as a contact to this entity, or select New Contact to add a brand
new contact.

Search For Existing Contact Record: Is available when Search Contact is selected. Enter the
last name of the contact as the search criteria. Enter a minimum of 2 characters in order to have
valid search criteria. No wild card searches to search all are available. The Search button will
initiate the search and return all matches in a pop-up window display.

The results will display in alphabetical order by last name. If no results are found the message,
"No contacts found for xxxxxx” is displayed instead.

Select the No Match button if there are no matching contacts.

Select the Use Selection button — after highlighting a contact from the list. If no contact is
highlighted when the User Selection button is selected the following message is displayed:
Please select a value for required field. The selected contact detail is automatically populated
into the current Contact Detail screen with exception of “Title”.

2. If the New Contact option is selected the Contact Detail screen is displayed ready for completion.

Field Descriptions

Prefix: Use the drop-down box that contains items added by the agency in Setup under Lookup
Management.

First: Enter the first name of the primary contact for this entity. The primary contact is identified
as the person you would call or correspond with most of the time.

Middle Initial (MI): This field is 1 character long. Enter the middle initial of the primary contact.
Last: Enter the last name of the primary contact.

Suffix: Use the drop-down box that contains items added by the agency in Setup under Lookup
Management.

Goes By: Enter the name the contact prefers to be addressed by. This field may be used in
letters or email to the entity.
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e Title: Use the drop-down box that contains items added by the agency in Setup under Lookup
Management. The title is used to identify the contacts occupation.

. Is this the Primary Contact for this account?: There can only be one primary contact and
cannot be deleted. The primary contact can be changed.

e Personal Numbers: Enter the phone numbers without formatting. Formatting will be applied
after the screen has been saved. Use the drop-down box to identify the type of phone number.
Extension numbers may be entered up to 6 characters. A brief description may be entered for
each number added. Phone number identities are as follows:

e Home phone
e  Cell phone
® International phone
e  Office phone
L] Pager
®  Personal Fax
e To add additional phone numbers:
e  Click on the Add New link to the right of group heading
e Use the drop-down box to select the identity of the phone number being added.

e  Enter the phone numbers without formatting. Formatting will be applied after
the screen has been saved.

® The extension numbers may be entered up to 6 numeric characters.
e  Enter a brief description for the phone number if desired.

® Click Save to save the phone number just added.

e Click Close to cancel the addition of the new number.

® The number of Personal Phone numbers that can be added to each contact is
not limited. Click Add New link to add a new phone number.

®  Click on the Details |gyicon beside the number to edit.
e  Click on the Delete %icon beside the number to delete.

e E-Mail: The e-mail address for the contact is optional, however if the format is entered
incorrectly an error will be returned to warn of the improper format. The screen cannot be saved
until the format is corrected. The field can contain up to 30 characters with alphanumeric data.
There are 2 e-mail addresses to accommodate both work and personal as necessary.

® | ocations: Use the drop-down box to select the address where contacts are located.

e Contact notes: Can be used for any notation about this contact. The notes can only be viewed
from the contact details screen.

® Save — The Save button will save new contact information.
e Cancel — The Cancel link will cancel any modifications or adding a new contact.

e Delete — The Delete link will delete the contact. The primary contact cannot be deleted
but can be changed. The delete button will not be present if the contact is set to
primary.

e Update — The Update link will update any modifications to the contact record.
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Adding Carrier Locations

The Locations tab displays all locations added for this entity. Unlimited locations may be added for each entity but
only one can be designated as the primary location. The primary assignment will be identified as a checkbox in the
Primary column. The primary may be reassigned but deletion of the primary is not allowed.

®  Click on the Address link to connect to expedia.com for a map.

®  Click on the Details |gyicon to edit or delete the location.

e  Click on the Remove |%icon to delete the location.

To Add Carrier Locations

1. Clicking on the [Add New] link on the Locations summary screen will display the Locations Detail
screen. To edit a location see Carrier Locations Summary.

2. Complete the Locations Detail using the following information:

e | ocation Type is used to identify the location. Select the appropriate type from the drop-down
box.

e Physical Address: The physical address for this location.
e Mailing Address: The mailing address for this location if different from the physical address.

® | ocation Phones: Enter the phone numbers without formatting. Formatting will be applied after
the Locations screen has been saved. Use the drop-down box to identify the type of phone
number. Extension numbers may be entered up to 6 characters. Phone number identities are as
follows:

e  After Hours

e  Automated

e  Backline

e  Building Security
®  Business Phone

e  Fax Number

e  Main Fax

e  Phone

®  Receptionist

e  Technical Support

(] Toll Free

Adding Additional Phone Numbers

e Click on the Add New link to the right of group heading after accessing the location
record to edit.

e Use the drop-down box to select the identity of the phone number being added.

e  Enter the phone numbers without formatting. Formatting will be applied after the screen
has been saved.

e The extension numbers may be entered up to 6 numeric characters.

® Click on Save to add the new phone number.
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(] Click on Close to abort the addition of the new number.

® As many phone numbers as needed may be added.

e Click on the Details |gyicon beside the number to edit.

e Click on the Delete |%icon beside the number to delete.
Cancel — The [Cancel] link will abort any modifications or adding a new Location.
Save — The [Save] link will save new location information.

Delete — The [Delete] link will delete the Location. The primary Location cannot be deleted but
can be changed. The delete link will not be present if the Location is set to primary.

Update — The [Update] link will update any modifications to the Location record.

Carrier Names Detail

1. Clicking on the [Add New] link on the Carrier Names summary screen will display the Carrier Names
Detail screen. To edit a carrier name see Carrier Summary Names.

Carrier Name: Fastrak Ins.

card file  contacts

lacations Carrier Rames commissions

Carrier Information

Carrier Mame:

Carrler Type(s): W fzzuing W gilling

Location(sz)

[Fastrak Ins,

This is the current PARENT CARRIER,

Website: rwww.Fastrakins.com
Contract Year 2005
Carrier DB Rulet W pose Direct Bill Commission o General Ledger
AM Bost Rating:
[Add Hew] MAIC Code: 2875164
Details Primary  Location Type Address City St/Prov. Zip/Pestal Dalete Carvier Emali: |

B

=

Accounting Office 123 plain st Anaheim A 92801

Hotesz;

I8! |

2. Complete the Carrier Names Detail using the following information:

Carrier Name - Enter to identify the carrier.

Carrier Type - ldentifies if the carrier is the issuing, billing or both. The issuing checkbox
identifies the carrier writing the policy. The billing checkbox identifies the carrier who will either
pay the Branch or bill the Branch.

Carrier DB Rule - This option is available if "Override by Carrier" is selected in the Posting
Rules. "Post Direct Bill Commission to General Ledger" will be selected (by default) if Direct Bill
Invoice General Ledger Posting is set to "Post to the General Ledger" in the Posting Rules. If
the default is changed, all previous invoices will retain their posting rule at the time they were
posted. Reversals will use the original invoice posting rule.

If this option is not selected, direct bill invoice activity will not be available for reconciliation,
receive payment or disbursement. No aspect of the invoice will post to the general ledger.

Website: Enter the carriers Web Site address.
Contract Year: Entering the contact year is optional.

AM Best Rating: Entered by the Branch.
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NAIC Code: Entered by the Branch.

Carrier E-Mail: The email address for the carrier is optional, however if the format is entered
incorrectly an error will be returned to warn of the improper format. The screen cannot be saved
until the format is correct. The field can contain up to 30 characters with alphanumeric data.

Notes: Enter any appropriate notes.
Cancel — The [Cancel] link will abort any modifications or adding a new Location.

Save — The [Save] link will save new location information.

® Location (s): Click the [Add New] link to select or add the address for this carrier. There is no limit to
the number of addresses that may be added.

Existing addresses may be added by selecting Use Existing. Select an existing address from the
drop-down box which is populated from locations added to the carrier. A new location may also
be added here, by selecting the Add New option. Complete information should be populated by

accessing the Carrier Location tab and click on the Details |gﬁicon to edit.
Locations may be removed or edited by the following:
e  Click on the Details |gyicon to edit.

® Click on the Remove %icon to delete. This icon does not display on the primary
location.

Carrier Names Summary

1. The Carrier Names tab displays all Carriers added for this Parent Carrier. Unlimited carriers may be
added for each but only one can be designated as the parent carrier. The parent assignment will be
identified as a checkbox in the Parent column. The parent may be reassigned but it cannot be deleted.

Click on the Details |gﬁicon to edit.

Click on the Remove %icon to delete.

2. [Add New]: Select the link found in the upper right hand corner of the summary screen within the tabs
border to display a blank data input Carrier Names Detail screen to add a new carrier. (For more
information see Carrier Locations Detail.)
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Retail Agents

Retail Agents are outside producers that broker business through another agency because they do not have a
market. Once they have been added to the system, retail agents can view Actions, Opportunities, Marketing,
Policies and Attachments as they pertain to the individual retail agent. Before you can add a new retail agent, you
must conduct a Search to avoid duplicate entries.

Adding Retail Agents

To Add a Retail Agent
1. On the Primary menu, click Search.

2. In the Entities drop-down box, select Retail Agent. Any previously accessed retail agents will be displayed
automatically.

Enter the name of the retail agent in the Name field or enter "%%" to display all existing retail agents.

4. Click Search.

5. If the retail agent is in the system, click the Details |gyicon for the appropriate retail agent. If the retail
agent does not appear, click Add New Record.

6. Enter the card file information:
® Agency Name
®  Primary Location
®  Primary Contact Name

e  Phone Numbers

7. Click Save.

RETAIL AGENT PROFILE | ACTIONS | OPPORTUNITIES | MARKETIMG | POLICIES | ATTACHMENTS

Retail Agent Name: Towers Agency

card file  contsces  locations  retsil sgentname  ASsignment  contraces commigsions

Agency Information
lql;EI"I{ﬁ' Mame: Towers PH]ETH:"'

Primary Contact Mailing Address
Mamel Scott Tower Address: 6730 Avenue of the Star
City: Hollywaod Srate/Province: CA

ZipfPostal: 90068

Assignmant Information

Primary Branch Department Unirk Responsibility Mame

= Bres Branch 1=-AB1/DBL-PPL Account Manager Rodney Gist
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Retail Agent Profile

The Retail Agent Profile manages all contact, assignment, contracts and commissions information for retail agents
once they have been added into Nexsure.

To Access the Retail Agent Profile

1. On the Primary menu, click Search.

2. Search for and select the retail agent by clicking the Details |§9icon. The Retail Agent Profile will appear:

RETAIL AGENT PROFILE | ACTIONS | OPPDRTUNITIES | MAREKETIMG | POLICIES | ATTACHMEMNTS

Retail Agent Name: Towers Agency

card File CoOntacts lacations retail agent name AEEigniment  CORErACESs COMmMmiSEions

Agency Information
Agency Mame: Towers AgQency

Primary Contact Mailing Address
Mamel Scott Tower Address: 6730 Avenue of the Star
City: Hollywaod Srave/Province; CA

ZipfPostal: 30065

Assignmant Information

Primary Branch Department Unit Responsibility Hame

~ Bres Branch 1-AB1/DBL-PPI Account Manager Rodney Gist

Card File - The card file displays the agency contact and assignment information

Contacts - Displays contact information as originally added. Contacts information includes:

e Contact Name

e  Contact Role

®  Personal Numbers
®  Email

(] Contact Notes

To add a new contact, click Add New. To modify the existing contact, click the Details |gyicon. After making
changes, click the Update link.

Locations - Displays location information as originally added. Location information includes:

® |ocation Type
(] Location Numbers

®  Physical Address
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e Mailing Address

To add a new location, click Add New. To modify the existing contact, click the Details |gﬁicon. After making
changes, click the Update link.

Retail Agent Name - Displays the Agency Name and Website. This tab also allows you to Activate or Inactivate a
retail agent. Selecting Inactivate will put a line through the retail agent’s name, serving as a reminder that the
agent is not currently being worked with. Selecting Activate will remove the line through the name.

Assignment - Branch: Select the appropriate branch for this Client Department: Select a department within the
specified branch for this Client. (Departments are a sub-set of the Branch. IE: Personal or Commercial Lines).

Unit: Select a unit pertaining to the Department, if applicable. Units are not required. (Units are a sub-set
of the Department. IE: Home, Auto or Other)

Responsibility: Select the appropriate responsibility. The Responsibilities appearing in the drop-down box
can be added to in Setup, Lookup Management.

Name: Select the name of the person responsible for this Client. The Names appearing in the drop-down
box are appointed from the Employees title at the Branch level.

Primary: Check this box to set this Assignment as the primary responsibility for the account.

Note: A primary Assignment cannot be deleted, it must either be revised or a new assignment can be
added, designated as primary, then the old primary can be deleted.

Retail Agent Contracts

The retail agent contracts tab stores the agent's contract information, Errors and Omissions Coverage and license
information.

To Enter Contract Details
1. On the Primary menu, Click Search.

2. Click the Entity drop-down box and select the Retail Agent.

3. Click the Details |§9icon of the retail agent.
4. Click the contracts tab.

Enter the contract information. When complete, click Save Contract. Click Copy to create a duplicate of
the same contract. To update the contract at a later point, select the contract on the contracts tab by

clicking the Detailslgy icon, make the changes and click Save Contract.
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Retail Agent Name: Goodrich Agency

card file contacts  locstions  retsil sgent name  sssignment
Contract Details

Contract Information

Contract Number: | 3212132 Effective Date: |08/12/2005

Contrack Name: conkract

Expiration Date: [0a/18/2006

Description:

License Information

State/Province

California E]

Last Updated By: Michael Massaro Date Updatad: 8/17/2005 2:58:26 PM

License Number License Type

G36187424651 Broker

Contract Information
e  Contract Number
® Contract Name
e  Effective/Expiration Dates
e Contract Name

e Description

Errors & Omissions Coverage
®  Carrier Name
e  Policy Number
e Limit of Liability

e  Effective/Expiration Dates

License Information

contracts

cornmissions

Errors & Omissions Coverage

Carrier Hame: Cal Ins
Policy Numbar: | 32154547

Lirnit of Liability: | $10,000,00

Effective Date

3
ha 03f17/200% '8]

commissions  contracts

Expiration Date

03/17/2006

assignmant

Effactive Date: 08/04/2004 -ﬁ'

Expiration Date: | og/24/2006 -&]

[Add Naw]

Remove

¥ =

ratail agant narma  locations  cortacks  card fila

The Contract Details must be saved (Click Save Contract) before adding license information.

(] State/Province
(] License Number
® License Type

e  Effective/Expiration Date

Tip: If you have administrator rights, custom license types can be added via Lookup Management.

a. On the Utility menu, click Setup.
b. In the Setup Console, click Lookup Management.
c. In the Category drop-down list, select Retail Agent.

d. In the Types box, select License Types.
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e. In the Select Item box, select Add New.

f. In the License Type field, enter the name of the license type.

Retail Agent Commissions

To Add or Edit Carrier Commissions

1. On the Primary menu, click Search.
2. Search for the retail agent you wish to view the commission detail for.
3. Click the Details icon for the retail agent.
4. From the Retail Agent Profile, click the Commissions tab.
5. Edit the commission details or click [Add New]
RETAIL AGENT PROFILE | ACTIONS | OPPORTUMITIES | MARKETING | POLICIES | ATTACHMENTS
Retail Agent Name: Goodrich Agency ) Retail Agents
card file  contacts  locations  retail agent name  assignment  contracts  commissions
Add New Commission (* indicstes required fald [Cancal] [Save]
Branch Mamae: Orange County Branch B [ retail Agent Defsult
Carriers: | Fastrak Ins. ¥+ [Ocamier Default
Lines of Business: Personal Auto M| - [Line of Business Defsult

Retail Agent Code: BE7530G "

RataTypa Rate Min. Max. Eff. Data Exp. Data Quota Status
wew: | % of Premium v . 8ie/2005| 75 Bl Active
Renew: | % of Premium - . ane005| 5 s Active ¥
Rewritten: | % of Premium v . sna005| [ el Active v

ConEssions | contracts  assignment  retail agent name  locations  contacts  cand file

6. Select the Branch Name from the drop-down box to identify which branch the commission is being setup
for.

7. Select a Carrier from the drop-down box to identify which carrier the commission is being setup for.

8. Select a Line of Business from the drop-down box to identify which line of business the commission is
being setup for.

9. Enter the Retail Agent Code.

Setting up Defaults

Retail Agent Default: One Retail Agent default may be selected as the overall default for the entire
Nexsure site.

Note: There can only be one Retail Agent default for an agent’s Nexsure site. The Retail Agent default
selected should be what best matches the commission that is received by the agency most of the time.

Carrier Default: One Carrier may be selected as the commission default per carrier within a branch. A
Carrier Default may be setup for each Branch.

Note: There can only be one carrier default per carrier per branch. The carrier default should be selected to
best match what commission is receive most of the time from that carrier.
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Line of Business Default: Each line of business may be added and selected as a commission default for
that line of business, within a branch by selecting the checkbox beside “Line of Business Default”. A Line of
Business Default may be setup for each individual line of business.

Note: There can be only one line of business default per Line of business, per Branch. A line of business
default should be set up for each LOB that has a commission percentage “outside" of the carrier default.

If a default exists and another default is selected, it will overwrite the existing default and become the
current default.

Rate Type is what that commission will be calculated off of. The commission is broken down by “New”
business, “Renew” business or “Rewritten” business.

%0 Of Premium is defined as a percentage of the premium entered in the premium field on the “Policy
Info” screen by line of business.

Flat Amount is defined as a flat dollar amount entered in the Rate field.

Rate is the commission amount, identified by the “Rate Type” field, based on either a flat dollar amount or
a percentage of the premium that will default into the invoice.

®  Min. is the minimum commission percent or amount that can be accepted.

® Max. is the maximum commission percent or amount that can be accepted.

e Eff. Date is the date the commissions became effective. The commission effective date setup for a
retail agent tracks with the effective date of the policy. If a policy is entered with an effective date
prior to this date the commission will not pull to the invoice.

e Exp. Date is the date the commissions will expire. If the retail agent is changing commission rates
enter in the expiration date of this commission.

Note: If an expiration date is entered that commission will not pull to policies written with an
effective date after that date. A new commission, with the new rate and effective date, may be
added. The effective date of the policy will determine which commission will be pulled to the
invoice.

Quota is the amount of either commission or premium amounts the Branch expects to meet for the Eff. and
Exp. Dates entered.

10. Click Save to accept the changes or Cancel to close the dialog box without saving the changes.
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eServices

Nexsure's eServices provides users real-time inquiry capabilities within a carrier’s web site. This eliminates the
need for the agency to log out of Nexsure or open another browser window to access the carrier’s site. Users will
have access to the very latest information directly from the carrier’'s web site — the same information the
Underwriters see. Carrier information can include such things as:

e  Billing Inquiry

e Invoice Copy

e  Policy Declaration

e Claims Inquiry

Note: eServices are only available for In Force business. It is not available for Opportunities or Marketing
policies.

Each employee of the Agency, who has login rights to a carrier’s site, must have their login information entered in
Nexsure to access eServices.

Note: In rare situations, where an employee may have more than one login to a carrier’s site, both should be

entered in Nexsure. If you have more than one additional login, you will be prompted to select which additional
login to use when entering that carrier's site.

To Access eServices
1. On the Primary menu, click Search.
2. Click the Details |gﬁ'icon of the appropriate client.

On the Client menu, click Policies.

4. Click the Carrier's name to launch eServices.

inderlog
all I~ | showing Page 1of 25 FH 1 “l Fllbars: [Show]
Client Name Policy Type Stage Updated By Billing Carvier
Datalls Assign  Policy Number Une of Business Status Last Updated Pramilum  Coverage Term Issuing Carrar
=3 Greg Mason {Personal Lines) 1=
Monaling Pollcy Mary Obarlaitn 05/12/2003 Hartford
4 & ke PHOME (Homeowner: Bound 05/14/2003 $1,000.000.00  5o5i5004 Hartford
Monaline Policy. Mary Oberlaitn 05/08/2003 Sataco
B 2 n PHOME (Homeowner Bound 05/21/2003 $0.00  5oineiz004 Safeco

5. The eServices popup window is displayed.

Note: The inquiry capabilities are dependent upon the individual carrier’s web site.
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3 Xcharge eheryices - Mexsura - Micresoft Internet Fxplarer previded By XNme, ., r..._l = El

Hartlard 4 ......

Coabsct Lt

e T N S

raEmdces pawered by L o

Legar: | kar@nad ¥

{L EC Pelizs Het | FIUECDINTES
Eazirsaa B Canins

Tyas | Commpreal = e - |

AFEra

2 BT o

et Dp Cader | DA

6. Clicking on the carrier’s logo will take the user into the carrier’s site. The policy number of the Client is
copied to the clipboard for easy access while browsing on the carrier’'s web site.

Note: When Nexsure eServices such as billing inquiry is first accessed each day, a copy of the result is
stored within Nexsure for a period of 24 hours. The next time that same option is requested during that
day, that copy is displayed very quickly. The Nexsure eServices refresh checkbox will instruct Nexsure to
ignore what is stored in Nexsure and access the carrier's site for a fresh copy of that information.

7. One application of the refresh option would be as follows. If a call is received from a client and eServices
needs to be accessed for them but a policy for another client is currently being accessed with the same
carrier, the refresh option in Nexsure can be checked and the default policy number can be replaced with
the caller's policy number. Then when one of the eServices options are accessed, the information returned
will be for that caller's policy.
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Policies Summary

Client Name: Gary's Used Motorcycles

policies  histary  certificates binders werifications summary of ingurance

Showing Page 1of 1

=

Filtars: [Show]

Line Df Business

Policy Number Stage Updated By Annualized $ Policy Coverage Issuing Carrier
Details Policy Type Status Mode Updated Date Billed Premium Term Term Billing Carrier Remove
B o Commercial Auto Policy Riyad Mammadoy $5,000.00 D 11/17/2004 11/17/2004 The Hartford )
© AUTOBR-1 Ranavad New 11/17/2004 $5,000,00 0 11/17/2005 12/17/2004 Tha Hartford
@ o Commercial Auto Edit Riyad Mammadoy $0.00 11/17/2004 11f17/2004 The Hartford
4 AUTOB-1 Pending Hew 12/07/2004 $0.00 11/17/2005 12/17/2004 The Hartford
> Process edit.
@ Q, AUTOB-1 Paolicy Riyad Mammaday $0.00D 11/17/2005 11/17/2005 The Hartford %
- Ppackage Future Renew 01/07/2005 $0.00 0 11/17/2006 11/17/2006 The Hartford
Commersial Auto $0.00/$0.00
Cornrmerdal Auta 4$0.00/40.00
Parsonal Auto $0.00/$0.00

y of i

binders

certificates  history

policies

Policies at Client level contain a list of the current policies along with the history, certificates, binders,
verifications and summary of insurance tabs. If no policies exist in Policy Summary when the Policies tab is
selected you will be prompted to check for marketing history or click Cancel to add new marketing policy.

Complete the heading information and click Save Changes. If marketing policies exist, click Details & to edit the

policy. If a policy has expired the Details @9 icon will be red.

®  Click Details |39'(0 edit the policy. Right clicking on the Eﬁ icon will display the following navigation

options:

e  Open - Displays the Underwriting screen to add a new marketing application as described in the

Policy Underwriting topic.

e Print - Displays a PDF of the entire policy for printing.

e Summary of Insurance - The Summary of Insurance tab displays the policy info from the
application at the policy level or all policies at the client level. The Summary of Insurance tab is

only active with In Force policies.

® Create policy edit - Displays the Servicing / Edits screen as explained in the Servicing / Edits

topic.

e Create endorsement - Displays the Servicing / Endorsements screen, as described in the

Servicing / Endorsement topic.

e Renew policy - Displays the policy underwriting screen.

e Re-market policy - Displays the Servicing / re-marketing screen.

® Create cancellation - Displays the Servicing / Cancellation screen.

e Create claim - Displays the Servicing / Claims screen.

® Create audit - Displays the Servicing / Audits screen as described in the Posting an Audit topic.

e Create binder - Displays the Servicing / Binders screen as described in the Servicing / Binders

topic.

e Click Delete % to delete the policy.
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Policy Info Tab

The policy info tab is used to maintain the Premiums, Fees, Taxes, Agency Commissions and People Commissions
throughout the life cycle of a policy. The information on this tab is locked down after a marketing policy is placed In
Force and can only be changed through the servicing screen. The information on this tab will default into the
Invoice.

Click the Details I%9i(:on of the client

=

2. On the Client menu, click Marketing.

3. Click the Details |§9icon of the appropriate Marketing policy.
4. Click the policy info tab.

Using the links in the Policy Info tab, or the scroll bar, complete the following sections:

Miscellaneous
e  Bill Method: defaults to Direct Bill. To change to agency bill click on the Edit link.
e  Annualize: Clearing this checkbox enables exclusion of annualized line items when invoicing. This
option is helpful for short term policies or special event policies. This option is selected by default.
Click the Edit link to change.
e Add Internal Notes if needed.
® Click OK to save changes.
Invoice Bill To
e The Invoice Bill To defaults to the Client, to change the payee click on the Change Bill To link.
® Choose entity.
e  Click Next.
®  Select name, location & contact from the drop-down boxes.

(] Click Next.

® Click OK to confirm change.

Premiums
® Click the Details icon to add the Level/Line of Business premium.
e Estimated: The estimated amount of the term premium. This field is input by the Agent.
e  Annualized: The policy value based on the term of the policy including annualized mid-term
audits and endorsement. This field is updated by Nexsure.
e Billed: The actual premium amount that has been billed in Nexsure. This field is updated by
Nexsure.
o Input the amount of the Estimated premium.
e  Select the Commission type from the drop-down box.
e |f the premium is Taxable select the Yes radio button.
e Click OK.
Fees

(] If a fee exists for this Line of Business, click the Add New Fee link.
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®  Select the Level/LOB, Fee Code and Service Provider from the drop-down boxes, click OK.

e  Confirm or make the necessary changes to the Non-Premium Fee and Revenue fields:
TR e e e e e o e 7 )

Add Agency Commission:
Screen Mode: Add
Commission Ont
Leval/LOB:

Select Fee:

Rate Type:

Fate:

Estimated:

Annualized:

Billed:

g] Done

nexsure

|Fee

Palicy/all LOBs

El

Palicy Processing Fee

% of Fee

-
-

|20

[41.20

[41.20

| OK |ICanceI‘

‘_—El ' Internet

Rate Type: Select Flat or % of Fee.

Rate: Enter the appropriate rate, Nexsure will calculate the commission based on the

rate type chosen:

e  Flat: Flat dollar amount entered

® 9% of Premium: Commission is calculated based on the premium entered.

® 9% of Agency Commission: Commission is calculated on the amount of the

Agency commission.

Estimated: Calculates based on Rate - cannot be edited.

Annualized: Annual premium.

Billed: Will populate when billing occurs - cannot be edited.

Entity Type: Select an Entity Type.

Entity: Select an Entity

GL Account: Select the GL account to bill the fee under.

e Click OK.

Taxes

. If a tax exists for this Line of Business, click the Add New Tax link. (The taxable radio button
must be checked in the premium).

e  Select the Tax On, Level/LOB and Tax Code from the drop-down boxes, click the blue Default

link. The tax will default in from Invoicing setup.

e  Confirm or make the necessary changes to the tax.

e Click OK.

Agency Commissions

If Commission defaults have been set up for the Carrier, they should default in. See Adding/Editing Carrier

Commissions to setup defaults.
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To Edit an Existing Commission

1.
2.
3.

Click the Details icon.
Make the necessary changes to the rate type and rate, click OK.

Nexsure will calculate the % of premium based on the premium entered.

To Add a New Commission

1.

©o @ N o’

Click Add New Agency Commission

okl oo vl nesxsure
Commission Ont |Fee =l
Level/LOB: Policy/All LOBs o
Select Fee: I Policy Processing Fee =] I
Rate Type: % of Fee ool
Rate: |ZD

Estimated: |41_20

Annualized: [41.20

Billed: |

| OK |ICance|‘

&] Dore 8 4 Internet

Commission On: Fee selected
1. Fee option will be available only if fee was flagged as branch commissionable.
2. Defaults to Policy/All LOBs once Fee is selected.

Level/LOB: Select appropriate line of business.

Select Fee: Fee selection permits the application of fee-specific commission rates. Fees subject to
commission do not need to have the same rate applied and can have a differentiating commission
rate/rate type applied.

Rate Type: Enter the Rate Type.
Rate: Select Flat or % of Fee.
Estimated: Calculates based on Rate
Annualized: Annual premium

Billed: Will populate when billing occurs - cannot be edited

Other Commissions

If Commission defaults have been set up for the Employee, they should default in. See Employee Commissions to
setup defaults.

To Edit an Existing Other Commission

1.
2.

Click the Details icon

Make the necessary changes to the employees, production role and Production Credit amount.
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© ®@ N o g b

The Production Role and Production credit amount fields are used to designate the role and percent of
business this employee brought into the Agency on this policy.

Select the Rate type from the drop-down box.

Key in the appropriate rate, Nexsure will calculate the commission based on the rate type chosen:
Flat: Flat dollar amount entered

% of Premium: Commission is calculated based on the premium entered.

% of Agency Commission: Commission is calculated on the amount of the Agency commission.

Click OK.

To Add a New People Commission

1.
2.
3.

12.
13.
14.
10.
11.
12.
13.

Click Add New Other Commission
Employees: Select the Employee from the Employees box or use search People option.

Commission On: Fee selected - Fee option will be available only if the fee was flagged as people
commissionable. Defaults to Policy/All LOBs once the fee is selected.

Level/LOB: Select the appropriate line of business.

Select Fee: Use this option to select fee-specific commission rates. The selection of the fee, rate type and
rate is specific to the fee.

Note: Only fees which are subject to commission will be available.

Production Role: Select the Production Role. The Production Role and Production credit amount fields are
used to designate the role and percent of business this employee brought into the Agency on this policy.

Production Credit Amount: Select the Production Credit Amount. The Production Role and Production
credit amount fields are used to designate the role and percent of business this employee brought into the
Agency on this policy.

Rate Type: Select Flat or % of Fee.

Rate: Enter the appropriate rate, Nexsure will calculate the commission based on the rate type chosen:
Flat: Flat dollar amount entered

% of Premium: Commission is calculated based on the premium entered.

% of Agency Commission: Commission is calculated on the amount of the Agency commission.
Estimated: Calculates based on Rate - cannot be edited.

Annualized: Annual premium.

Billed: Will populate when billing occurs - cannot be edited.

Click OK.
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Summary of Insurance

The Summary of Insurance tab displays the policy information from the application at the policy level or all policies
at the client level. The Summary of Insurance tab is only active with In Force policies. Policy info can be printed,
exported to Microsoft Word or Excel. Using the nexMail option grants temporary access to clients allowing them to
view and print their summary of insurance.

Client Name: Peterson's Pet Palace

policiez  hiztory  cemificates  binders  summary of insurance

Sinc | [ export | @ Export | & print

Summary of Insurance

Prepared for:  Stephen Peterson
123 Main Street
Brea, CA 92321

Line of Business Policy Number Policy Term Carrier

BOP BOP978334 06/08/2004 - 06082005 American States Ins {Safeco)

Additional Coverages

Actual Loss Sustained - Number of Months
Total &mmount

Actual Loss Sustained - Number of Months
Total Arnount

To View the Summary of Insurance at the Client Level
1. Select a client.
2. From the Client menu, click Policies.
3. Select the summary of insurance tab.
4

The Excel and Word links will open their respective applications and populate the spreadsheet or
document with the policy summary.

5. Click the Print link to send the summary to a printer.

To View the Summary of Insurance at the Policy Level
1. Select a client.

2. From the Client menu, click Policies.

Choose a policy by clicking the Details @? icon.

4. Select the summary of insurance tab.

Tip: You can also access the summary of insurance tab by right clicking on the Details@? icon and selecting
Summary of Insurance.
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5.

6.

The Excel and Word links will open their respective applications and populate the spreadsheet or
document with the policy summary.

Click the Print link to send the summary to a printer.

To Deliver a Summary of Insurance File

Export the summary of insurance to Word or Excel saving the file to the desktop or file folder.

1.

g H e DN

On the Client menu, click Delivery.

In the Others category, click Add New.
Attach the Word or Excel file.

Enter the delivery information.

Click Send.

To Grant Temporary Access to a Summary of Insurance

Grant temporary access to any contact associated with a policy. The contact will be sent an email with a link to
view or print the summary of insurance.

1.
2.
3.

4.

8] = =] 55

Select a client.
From the Client menu, click Policies.

Select the summary of insurance tab. You can also view the summary of insurance from the policy
level.

e  Select a client.

e From the Client menu, click Policies.

® Choose a policy by clicking the Details @? icon.

® Select the summary of insurance tab.

Tip: You can also access the summary of insurance tab by right clicking on the Details@ icon and
selecting Summary of Insurance.

Click the NIC % icon.

— nexsure
Bluare palact dant contact and complete infarmation in crdar to grant accers to the summary of
iAo The csnteet will ba glvars & teinddsary iotadi cbda b5 Brovide thamn with ohe e toadd e
wiew Ehaiv ingurenoe FUMmMar

lrvate Temporaey s

Chant Harma Palerson's Pek Palace

Salect Contsct: | SHEpREN Patarson - stephen pelerson@verizon nat ¥]

Legin Fxpirse ini ddeys 'I

Barvil Them Follawing rmmdd g

Please reviev the swesary of insurance. =]

|

Hotai Tha armporsry acoidd code »l ba sutematcally indedsd in the a-mial e sge

Creatis Termpnraey Lose
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10.

11.

In the Select Contact drop-down box, choose the recipient of the temporary access. You can grant

multiple contacts access, but they must be sent one at a time.

Note: If the client you wish to grant access to is not in this drop-down list, they must be added from the
Client Profile / contacts tab. Close the Create Temporary User dialog box, add the contact and then the

client will appear in the drop-down list.

Select the number of days the contact will have access.

Enter a custom message, or accept the default: "Please review the summary of insurance."

Click Send. The dialog box will remain open to allow another contact to be selected. If there are no other

contacts to grant access to, click Close.

An email with a link to the Summary of Insurance will be delivered to the contact.

e [t Wew ot Foesd  Tooh Ados  Hep

Do beply ufmpyio Ml WD Poped & L SR
Fepam; s mmpleagoncy com

T e Py 1ok

[

Subgect:  Temgarary Recurs Logn

Serl1 Tus 105004 S05 AN

Hello,

it b s comitEnn 1o ;

H this URL dadn’t work, plesse cbck the TRL below and enter your el address mnd access code

L — e ! .
g iteeami pethare ot Eer Logn AEp

Thes u2 your iemporary actess code Ty ERI>Gnl
Flease pote that voiur accers exparer on Fnday, October 08, 2004

Belowr iz the merrage Som the persen who requered your bemporay lopn

Flaage rovane the oummary of SunImes,

ity b W Teviugl Sededie 9= Sutieatemigtey tivie bt Busecid dodemTy D EhiG3e

JRL

You have been granted temporary access 1o Hexnue. You can logn mstomatically by chckmg the followmg T

Ha1%a3d

The contact must click the link in the email to be redirected to the summary of insurance.

Note: The temporary access link can only be accessed one time.

Once the user has accessed the summary of insurance and clicked the Logout link, an email will be
returned to the Nexsure agent notifying them that the contact has reviewed the summary of insurance.
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Importing and Exporting XML to Policies

You can import XML data into Nexsure to easily transfer lists of data (such as schedules of autos or drivers) that
would otherwise have to be entered manually. This is most useful in transferring information from one Nexsure
system to another.

To Import Record Data XML

This procedure is done when filling out policy forms. If the Import /7 Export option is available for a form item, it
will appear in the upper right corner of the record summary dialog box . For more information on filling out policy
forms, see Working with Forms.

1. From the record summary screen, click Import.
2. Browse to the XML data file.
3. Click Import.

To Export Record Data XML
1. From the record summary screen, click Export. The XML Export Data dialog box appears.
2. Right click on the plus or minus sign to the left of the XML and click Save Target As.
3. Name the file and save it to a specified directory.
4

Click Save.

Policy Code Definitions

Policy codes can be found on the Underwriting tab of a Client’s policy.

E SEANCH OHGARIEATION | BEBOHTS

CLOEST PRIFILE | OPPOLTERITIES | HMARKETING | FOLICIES | [LAIMS | SERWICING | ATTACESIENTS | ACTIONS TRARNS AL TIDMS

Client Name: Barbara®s Bridal Shap G rciall Account
undenalitng palizy inda AECEIRMAT FL =T *HERE quubfizatien Sletany TAREICRRIBE clnime Enrnmy of lEurance
LI ] Karen Resnch Polgy Tesm: s 120344 N
DI/11/24994 PST ST —
DE/1372005 1200154 nenEen
PaET 7
0 R guires
Fality Typeri nioe Coverage Tami 1210440 Basa Requremens
RS0 /2904 PST ® pOR
BESIFF2003 12:018M
BET lnatiectian  mawigatien
Tapubeg Gad Hawer Blaga Polacy
Bilng S Hanwis Hodei Nires
Falicy Humbari BOR1ETESETE Btatusi In Faroe
Briet |
[ 1iacono amL] [ 1l 1
Beru Farmias
Forma Doscnpton Fannoes
Marralive Undemiling Harakve -
ACOED 125 Commernciasd Applicabian L29 =
Lirve of Duginaar:
Winas of Business Faerm Dot Farvvsras
Ban aZ0RD 180 BeapirvibFs Swelird Appliation 180

e Stage: Nexsure determines the stage of a policy. The stages of a policy are:
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® Marketing: This stage is displayed for marketing policies that are currently in the process of being
worked on or submitted to a Carrier. See Servicing — Marketing.

e Policy: This stage is displayed for in-force policies.

e Edit: This stage is displayed when a policy is in an Edit stage. An Edit would be used to make an internal
change to an In Force policy that would not need to be sent to outside parties such as the Carrier or the
Client. See Servicing — Edits.

e Endorsement: This stage is displayed when a policy is in an Endorsement stage. An Endorsement would
be used to make a change to an In Force policy that would require a change request to be sent to the
Carrier. See Servicing — Endorsements.

e Audit: This stage is displayed when a policy is in an Audit stage. The Carrier normally initiates the Audit
with the Client and the audit is based on a prior time frame. When the audit is completed, the Carrier
sends a copy to the Agency for their records. See Servicing — Audit.

® Mode: Nexsure determines the mode during the Servicing process. The modes of a policy are:
e New: This mode identifies the policy as a new piece of business written in the agency.
e Renew: This mode identifies the policy as being renewed with the same Carrier as the expired term.

e Re-New-Co: This mode identifies the policy as being renewed with a different Carrier then the expired
term.

e Rewrite: This mode identifies the policy as having been cancelled and coverage is rewritten with either
the existing Carrier or a new Carrier. There is usually a lapse in coverage.

e Cancelled: This mode identifies a policy as being cancelled.

e  Status: The User identifies the status during the Servicing process. The status is displayed in both the
policy summary view and on the home menu links, if applicable. This results in a quick overview of a
Client’s policy and lets the user know if there is any servicing being processed on a policy and the status
of the item. The statuses of a policy are:

Note: If a policy is being worked on and the Status is changed in the header, make sure to click the
“Save Changes” link under the policy header to save the change.

e 2nd Request: A copy of the item being processed has been submitted to the Carrier and there has been
no response. The status would be changed to 2nd Request and the item re-sent to the Carrier.

e 3rd Request: A copy of the item being processed has been submitted to the Carrier twice and there has
been no response. The status would be changed to 3rd Request and the item re-sent to the Carrier.

e Declined by Carrier: The Carrier declined to write the coverage being requested for the Client.

e Declined by Client: The Client declined to write his coverage with the Carrier.

® Empty: This status is only displayed on a Marketing policy for a new line of business.

e No Response: There has been no response from the entity to which information was sent to.

e Pending: The information is incomplete and the item is pending until further information can be gathered.
e Pending Approval: The item being worked on is pending approval from the Carrier.

® Quoted: The user has received a quote from the Carrier.

® Submitted: The item being worked on has been submitted to the Carrier for a quote or approval.

e Pending Cancellation: A policy that is in the process of being cancelled by the cancellation has not yet
been finalized.

e Reinstated: A cancelled policy that was reinstated with no lapse in coverage.

e Rewritten: A cancelled policy that was rewritten with either a new Carrier and/or new effective dates.
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Certificates

Certificates Now (ConfirmNet)

To Receive a Certificate through ConfirmNet

The following is required:
® An additional login for access to ConfirmNet.
® The client must have a primary location, and the location must have a primary phone.
e The client must also have a primary SIC Code.

e An In Force policy with effective and expiration dates.

Note: Currently, workers compensation, general liability and BOP (Business Owner Policy) are the
only lines of business supported for integration.

servicing

= -

Dascription j Eff Date: 15/12/2004 P [Ha=t]
Select|  Sesvices ts Descriptions

I Marketing & Maw ling of buzinass, To add new or remarker spplications for submizsion to

" Existing line of business. carrlers,
C Binders To generste a binder,
-~ Edit To make changes or corrections that do not require a
change request.
o Endarse To generate a policy change request
w Renew To renew policies.
1 T | T generate 3 cancellation form andlor indicste 3 policy is

| camcelation Methaod: [[ Select method of cancellation 1 = anding Eancallition or ax hatis Cancallid;

s Claims Line of business: |[ Select line of business ] _ﬂ Ta generste & elaim farm,

C Audit Ta post audit information,

" |Certificates Maw Teo access Sonfirm Met for cartificate issuance,

~ Mew
Cartificates Craate or ranew Hexsure carificates.
Ranaw
- Yorification To craate autemobile identification cards.

servicing

To Issue Certificates of Insurance
1. Select the entity you wish to issue certificates to.
2.  On the client menu, click Servicing.

3. Select Certificates Now and click [ 1

Creating Certificates

Nexsure offers the ability to create a certificate of insurance for one or multiple Holder/Additional Interest(s) in a
single process. A separate certificate will be created for each Holder/Additional Interest added. You have the option
to add a Holder/Additional Interest from an existing group of holder that have been used for this insured, search
Nexsure for a Holder/Additional Interest that may be already entered in Nexsure, or create a new Holder/Additional
Interest record.
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To Create a Certificate of Insurance
1. Select the entity you wish to create a certificate for.

2. On the client menu, click Servicing.

servicing
Description: ZI Eff Dater 15/12/2004 L& [Maxt]
Select] Services Diescripions
& Marketing & May ling of businass, To sdd new or remarker spplications for subsmizzion eo
" Enisting line of business, carriers,
- Binders To generste 4 binder,
P Edit To make changes or corrections that do not require a
change request.
o Enderse To generate 3 policy change request.
(d Renew To renaw policies.
s - < | | To generate a cancellaton form and/or indicate 3 policy is
%, Canceflation Method: |[ select method of cancellation 1 =l pending cancaflation or has basn cancelled.
C Claims Line of business: |[ Select line of business ] =||To generate a claim form.
& Audit To post audit informatien,
" |Certificates Maw To accass Confirm Mey far cartificats issuance,
Certificates fey Create o renew MNaxsurs cartificates.
© Rengw
| Werification Ta craate autemabils |dentification cards.
semvicing
3. In the Certificates row, select New and click [ 1
Hew Certificate of Insurance [ Mext]

Certificate Selection
To create a Certificate of Insurance complete the information in the fields balow. After the information is entered, press [Next].

Selack the type of Certificate to creste,
|ACORD 24 Certificate of Property Insurance 24 1495 =

Insured Name
Saelect the Insured Marne that is to appear on the certificate.

IMi:haeI Massare ;I

Authorized Representative Signature

Select the Authorized Representative Signature that is to sppear on the certificate,

|Jami Euper |

Description (optonal)

4. Select the type of certificate to create and select the Insured's Name.

5. Select an Authorized Representative Signature. This signature will appear on the certificate. The
authorized representative that you select must have a signature file appended to their employee details
screen.

Note: If you select the Existing Holder option, you must still click on the entities name to highlight it in
the box before clicking [ 1

6. Enter a Description (optional).

7. Click [ 1.
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Cowerage Surnrnary! [Add Mew]

Lines of Business Policy Number Carrier InSync Populate Remove

8. In the Coverage Summary area, click the Add New link to add a line of business.
9. Select the appropriate line(s) of business for the certificate and click Next.

10. Click the certificate holders tab to add certificate holder(s):

cartificate  cortificate holders attachments  actions

Selected Holder/Additional Interest
[ sheow Fittar 1€ Expart &1l 1 [ Impart From Excal 1[ Dalata All 1

Datate| [[o | [ ssoa ] [T Holdar) Ackditional Addrass ity st prov S0/ Rafaranca pecial  view tert  Ramova
B 1 a/8/z005 Michasl Massara 7051 Buena Vista Corana ca s2882 =] B =

Certificate Holder Selection

© Existing holder for this dient © Search org-lavel additional interests © Craate new holder

actions  attachments certificate holders  cerificate

Select one of the following options:

Existing holder for this client - When selecting the existing holder, you must still select the entity name to
highlight it in the box, then click Use Selection.

Search org-level additional interests - Selecting the Search Holders option will open the additional interest
search dialog box.

&] E1ET
Additional Interest Search I'IEZ*‘@JI'E
Banc Ona
Bank of Armerica
Cribank HA

Union Bank of California, its successors and or it
walls Fargo Bank 1

Close Use Selection

You can search by name, address, phone number etc. Select Search By item from the drop-down list, enter at
least 2 characters in the search field and click Search.

Select the additional interest you were searching for and click Use Selection.

Notice that when you clicked Use Selection in the search screen, it added the name to the certificate. If you
there are other additional interests in the box you wish to add to the certificate, select each one and click Use
Selection. To select multiple additional interests, hold the Ctrl key, select the name, and click Use Selection.
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Helder/ Additional Wikrod
Datails  ID# Int ¥ Address City State Zip Sp.Instr. 0 Ramove
@ 1 walls Fargo Bank 1 4300 Flowar Straet Los angeles Ca Ap023-10032 g |§

Certificate Holder Selection

Salact Cartificats Holders that the cemificats will be issued to. You can aither salac from tha list of existing holders, seardh Nexsure
for praviously entered holders, or add & new helder, Use <CTRL>-dick te select multiple holders,

* Exigting Halder  gaarch Holdars © Naw Holdar

Salact an axigting certificata holder balow to autornatically populats cartificata holdars information.

Wells Fargo Bamk 1, 4500 Flower Strest, Los Angeles, Ch, 90025-1003
Bank of America, 5509 Camslback Road, Phosnix, AZ, 85001

[ Use Selaction ]

Tip: Additional interests can be removed from the certificate by selecting the Remove —5@1 icon for
that particular name.

Create New Holder

e Selecting the Create New Holder option will allow you to enter information on a new additional
interest on the certificate holders tab. Once you have added the additional interest name and
contact information, you can also enter a Description of Operations / Special Instructions at the
bottom of the screen by clicking Add New.

e  Once your information is complete, click Save.

e Selecting the certificate tab will open the fields for the ACORD certificate form for the additional
interest you just added.

® To view any other certificate holders you have added, click back on the certificate holder tab.

® Selecting the Create New Holder option will allow you to enter information on a new additional
interest on the certificate holders tab. Once you have added the additional interest name and
contact information, you can also enter a Description of Operations / Special Instructions at the
bottom of the screen by clicking Add New.

®  Once your information is complete, click Save.

e Selecting the certificate tab will open the fields for the ACORD certificate form for the additional
interest you just added.

e To view any other certificate holders you have added, click back on the certificate holder tab.

11. Once the certificate holders have been added, you can view and edit the details of a record by clicking the
Details icon. Clicking the Details icon will also give you access to the Description of Operations/Special
Instructions section for a specific Holder/Additional Interest. Remember, a separate certificate will be
created for each holder listed. Each certificate will display the selected Holder/Additional Interest
Description of Operations/Special Instructions.
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To Add Special Instructions

® On the Certificate Holders tab, click the Details |gs'icon for the specified holder.
° In the Description of Operations / Special Instructions area, click Add New.

e  Enter any special instructions into the text area. Information entered into this area will appear after the
standard Description of Operations text entered while creating a new Certificate of Insurance.

® Click Save.

Tip: To edit any information in this area at a later time, click the Details @9 icon for the specified special
instructions.

Selected Holder/Additional Interest

[ Show Filtar 11 Export All 1 [ Import From xcel ] [ Balete All ]

Issue ¥ Holder/ Additional 2ip [ Special
Datails ID# Data Intarast Address City State Prov Postal Reference L gy Wiew Cert Remove
B i afafzoos Michasl Maszaro F051 Buana Vista Corona ca 92882 & ] =l

Tip: Clicking the blue column headings will sort multiple certificates by the perspective heading.

12. To populate the certificate form, select the certificate tab.

cortificate  comificars holders amachments  actions
Nurnbar: 19%1-1 Date Postad:
Branch: Orange County Branch Statusi Active Certificate Of Insurance
Insured: Michael Massara Autherized Representative: Jami Euper ACORD 24
Current Holdar: Michael Massaro Pasted: [ W Producer
i Applicant
Ceszcription: poaiat e
Pink I [ [ Save Changes Coversges « Proparky
Part 1
Part 2
Producer Lookup) Coverages = Inland Marine
Part 1
I I [ I I Naxt Part 2
Producer Hame: [Stone Fovers Covarages - Crima
Part 1
Address - Streat) = Part 2
[1234 Hainstreet Covarages - Bollar & Machinary
City: q Coverages - Gther
Hanville Part 1
o Part 2
State/Province: Ca = SRR
2ip/Bostal Coda: [Gzaer Spedial Conditions / Other Coverages
" Jz2861 Cartificats Holder
Phone Number: 7145561212 Canceliation
Fau Nurnber: [Fiacseizaa L L
| | Next

13. Enter the certificate information using the navigation links on the right. Click Save Changes, then click
Next.

Note: If the Special Conditions and Certificate holders were already added from the Certificate Holders tab
- do not enter them again in this area.

14. Click Print, Issue or click Abort to cancel the certificate.

Note: Once a certificate has been issued, it cannot be modified.
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Certificate Renewal

The renewal process displays policies that have changed since the last issuance of certificates. Temporary access
can be granted to clients so they select which certificates they would like to have reissued.

To Renew Certificates

1. On the client menu, click Servicing.

Certificates |-

2. Select Certificates / Renew and click [ ] a list of policies that have changed will be displayed.

Client Name: Peterson's Pet Palace
certificate renewal

The following pelices have changed since the last time a certificate was created, Select the polides that you would like new certificate(s) created for

[Back] [Maxt)

Line of Business Stage Updated By Issuing Carrer
Select Policy Number Status Mode ipdated Date i Palicy Term Coverage Term Billing Carvier
Armerican States Ins .
¥ Commercial Policy A LB 06/08/2005 06/08/2005 (Bt eei) B
Property, General Future Renaw 06/11/2004 $0.00 06/08/ 2008 06/ 08/2006 Safaco

3. Select the policy(s) and click next.

Note: If the certificate form has expired, Nexsure will notify you that a new form is available. Click
Accept to migrate the data to the new form. Please verify that the new form is populated correctly.

Client Name: Peterson's Pet Palace

certificate remeveal
Showing Page 1 of 1 ’E‘ Filbars: [Show]
= [Bsck] [Next]
Deliver
R B & Description/ Instructions  Cert. No Mamed Insured Cert. Holder Reference Issue Date Status
v Cl |
13 r C 22-1 P"‘;:’."‘: i Wells Fargo 0611/ 2004 Active =l
[ r 22-2 REcRISOn'S Rae Citibank 0671112004 Active
2 w m 22-3 P"ep'if:c': el ES i’“::':i;:’e"i‘ 06/11/2004 Active
=2 O 0O Mana 17-1 DEtepfir:c': Pat walls Fargo 08/10/2004 Active
r | m 17-2 Pakaraenz At Citibank 08/10/2004 active

4. Select the Renew option and choose the delivery method, email, fax or both for . To let the client select
which certificates get renewed, see Granting Temporary Access to Clients below.

Note: This process cannot be aborted after [ ] is selected. To review selected certificate(s), select

[ 1

5. Click [ 1.

6. Renewal certificates are processed in the background and are displayed in blue text on the certificates tab.
A status of Active, shown in black text, indicates the successful creation of the certificate. To confirm
delivery, click the Delivery tab.

Nexsure User’s Guide Version 1.82.0



Certificates 173

Client Access for Certificates

Clients may have several certificate holders associated with a policy, but not wish to issue certificate renewals to
each holder. Nexsure users can grant temporary Nexsure access to clients so they can select which certificate
holders will be issued a renewed certificate.

1. On the Client menu, click Servicing.
2. Select Certificates / Renew and click [ 1. A list of policies that have changed will be displayed.

3. Select the policy(s) and click [ 1

Client Name: Peterson's Pet Palace Commercial
certificate reneval =
Showing Page 1of 1 [ Filtars: [Show]
9 NIC [Back] [Hext]
Deliver
R.,r“_, Ila % Description/Instructions  Cert. No named Insured Cert. Holder Reference Issue Date Status

v VL v

= r 22-1 B son e wells Fargo 06/11/2004 active 2

r r - 222 Rictsan & Pat Citibank 06/11/2004 Active

2 w 22-3 PR e e P sy ndeiCradic 06/11/2004 Active

[ rr Mona 17-1 De‘ep‘if:; Pet walls Farge 06/10/2004 Active

r C C 17-2 Eatersensina citibank 08/10/2004 active

4. Click the NIC %icon.
Craate Terparary Bser

Client Hame: Peterson’s Pet Palace

Selact Contact: | Karen Peterson  kanen patersonExdli corm =]

Login Expéres ini IT“‘

Sand the following meidage:

Flease review the list and check certificates =]
that are to be renewed at your earcliest
cpportuniey.
Thank wou.
=

Mote: The termporasy socess code will be autornatically induded in the e-mail message,

5. In the Select Contact drop-down box, choose the recipient of the temporary access. You can grant
multiple contacts access, but they must be sent one at a time.

Note: If the client you wish to grant access to is not in this drop-down list, they must be added from the
Client Profile / contacts tab. Close the Create Temporary User dialog box, add the contact and then the
client will appear in the drop-down list.

6. Select the number of days the contact will have access.
7. Enter a custom message, or accept the default.

8. Click [ ]- The dialog box will remain open to allow another contact to be selected. If there are no
other contacts to grant access to, click [ 1.

9. An email with a link to the certificate(s) will be delivered to the contact.
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e Lot Yew fneet Foest Tooh  Aciors  Help

O becly | Gufeghioll DPomwd & L SR R G
From  SurpQempiagerey con

Te s Polcy Hoker

(@ +]

Subigecd:  Taingar iy Maviurs Lagen

Senk1 Fus | (SO0 505 AM

Hello,
Yous have been granted temporary access 1o Nexnae You can bogn asomatcaly by chekmg the Boliowng TEL

Ehie e Gogvh 3etla]¥add

1 logn appTemagl sddietss Surneesemagery conebead Saccegs

letp Marwrar ¢

I this URL dadn’t work, please chck the TRL below and enter your emel address mnd access code
i aEp

I e gt e cofp

Thes = your iemporary access cods Ty ERi=Gnl
Flease pote that your accets expares on Frday, October 08, 2004

Blelowr iz the eneerage Som the persen wha requensd vour eeaporary lopn

Fleage revinwe He oommary of lmnoece,

10. The contact must click the link in the email to be redirected to the certificate(s).

Note: The temporary access link can only be accessed one time.

11. Once the user has accessed the certificate(s) and clicked the Logout link, an email will be returned to the
Nexsure agent notifying them that the contact has reviewed the summary of insurance.

Certificate Batch Printing

Use certificate batch printing to print multiple (unlimited) certificates at once.

To Batch Print Certificates
1. On the Primary menu, click Search.
Select a client.

On the Client Menu, click Policies.

P e N

Select the certificates tab.

E SEARCH | ORGANIZATION | REPORTS

| POLICIES | CLAIMS | SERVICING

MARKETING 5 | TRANSACTIONS | DELIVERY | T-LOG

OPPORTUNITIES |
Client Name: The Critter Corral
policies | hiztery | certifieates | bindarz | saminary slingurance

[Print Selected)
A Showing Page 1of2 MW 1 I'I Filbars: [Show]

Certificate Issue Date Status Original
Salect Details No Hamed Insured Certificate Holder Form Reference Printed Issued Cartificate  Remove

Cartificata of Proparty 10/04/2004 Active

r Eg 652 The Critter Corral Insurance 24 = E -
Cartificats of Liability 06/24/2004 Active

r B s2-1 The Critter Corral eank Of Amarica il pud = o B
Certificate of Lisbility 06/24/2004 Ackive

O g 822 The Critter Corral Citibank b F 51 By

5. Select the policies you wish to print separately or click select all to select all of the certificates. Clicking
deselect all will uncheck all of the certificates.
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Note: Only certificates with holders are available for batch printing.

Click the Print Selected link. The default is 1 copy but up to 99 copies can be selected.

Click OK to confirm the batch print job. The certificates will be sent to the default printer.

Note: When a certificate is printed it records it in the Printed column on the certificate summary screen.

Copying Certificates

The copy certificates feature allows you to copy certificate coverages and or all holders attached to a particular
certificate. It can be copied to the current account or to a related account (up to 25 related accounts at one time).

To Copy a Certificate

1.
2.
3.

>

5.

Select the client.
On the Client menu, click Policies.

Click the certificates tab.
Click the Details Igs'icon for the certificate you wish to copy.

Client Name: Peterson's Pet Palace

certificate  certificate holders  delivery  attachments  actions

Nurnber: g0 - Il_] Issue Date: W .6.'
Branch: [Karen Branch <] status: [active ]
Insurad: |Peterson's Pat Palace _x thorizad Rep Ms. Karan vI
Current Holder: Wells Fargo Issued: O
Reference: [
Print [ Deliver [ ( copy o ] Issue | Abort save Changes
——

Cartificate of Insurance:

Form Description
Certificate of Property Insurance ACORD 24

Default Special Instructions

adsfasds =]

Coverage Summary: [#dd Haw]

Lines of Business Policy Mumber Carrier InSync Populate Remove
Cornmerdal Proparty States Ins (Safecs) F B

Click the Copy link. The Copy Record(s) dialog box appears:

Note: If the certificate form has expired, Nexsure will notify you that a new form is available. Click
Accept to migrate the data to the new form. Please verify that the new form is populated correctly.
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copy record(s)
nexsure
F# Copy certificate coverages

™ cCopy all holders attached to this certificate

* Copy to this account © Copy to related account
Cancel Copy

copy record(s)

® Copy certificate coverages - Copies all coverages, but does not copy certificate holders.

e Copy all holders attached to this certificate - Copies all holders, but does not copy coverages.

e Copy to this account - The copy of the certificate will reside on the current client.

e Copy to related account - The copy of the certificate will reside on any related account you

select. See below:

copy record(s]
¥ Copy certificate coverages
¥ Copy all holders attached to this certificate
T Copy to this account & Copy to related account
Related Account Relation Type Related Account Type Related Account Role ﬂ
W Brown's Market Franchizor/Franchises Commercial Franchizor
[T eGuality Insurance Swcs Franchisor/Franchises Commarcial Franchisor

=
Cancel I Copy

copy ecord(s)

6. In this example Brown's Market is selected as a related account. The copied certificate will appear on the

related accounts certificate tab.

To View the Copied Certificate on the Related Account
1. On the primary menu, click Search.
2. Search for and select the related account.
3. On the Client menu, click Policies.
4

Click the certificates tab. The copied certificate will appear:

client Name: Brown's Market

policies  history  certificates  binders  summary of insurance

Showing Page 1 of 1 188 Filters: [Show]
Issua Date Status Original
Selact Details No Named Insured Certificate Holder Form Printed Izzued Certificate Remove
- = , Cortificate of Broparty  con 9T 80 qp/o5/z2004  Adive &
892-1 Brown's Market Walls Fargo Insurance ACORD 24 i r r
Certificate of Proparty 07/01/2004  Active
T B 162 Brown's Market basne r = [E3)
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The Coverages from the copied certificate will be populated, with the following modifications:

e No Coverage Summary - to add, click the Add New link.

e Named Insured - Changed to the Related Account named insured.

e Mailing Address - Will need to be added when coverages are added.

Note: The copied certificate will appear with a new certificate number and the current date as the
issued date. The copied certificate will not be marked as issued.

5. Click Copy. After the copy is complete the Copy Records dialog box will remain open.

Note: Though you can add unlimited copies, you can only copy 25 at a time.

6. If you are finished copying certificates, click Cancel. The copied certificate will appear on the certificates
tab with a new certificate number and the current date as the issued date. The copied certificate will not
be marked as issued.
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Verification

Servicing / Verification

The Verification screen is for generating verification of coverage forms, such as Auto ID cards.

1.
2.

© @ N O

Click Search and select the client.

On the client menu, click Servicing.

servicing

Drescription: ZI Eff Date: |5/12/2004 L& s

1
Select] Services Diescripions

@ Maw line of businass, Ta add new or remarker spplications for submizsion eo
i« Marketing

" Existing line of business, carriers,
- Binders To generste 4 binder,
P Edit To make changes or corrections that do not require a

change request.
o Endarse To generate 3 policy change request.
(d Renew To renaw policies.
: : < || To generste 3 cancellaton form andfor indicate a policy is
%, Canceflation Method: |[ select method of cancellation 1 =l pending cancaflation or has basn cancelled.
C Claims Line of business: | [ Select line of business ] =||To generate a claim form.
L Audit To post audit informatien,
" |Certificates Maw To accass Confirm Mey far cartificats issuance,
. T New
Certificates Create o renew MNaxsurs cartificates.

© Rengw

| Werification Ta craate autemabils |dentification cards.
semvicing
Select Verification and click [ 1

Select a policy to generate verification for. If there are multiple records on a policy, such as multiple
vehicles on an auto policy, you can use the Select All Records or Deselect All Records options. Once
you have selected the records for verification, click [ 1

policies  history  certificates  binders  werifications  summary of insurance

varification policy mastar

Hurnber: 793 Effective Date: 02/01/2003
Folicy Humnber: PA12345677 Expiration Date: 02/01/2006
Carrier Narme: Amerisure Coverage Effective Date: 02/14/2005
Reference: | Coverage Expiration Date: 02/01/2006
| Print Dalate All Issue All Abort Save Changes
Verification Summary: [ Add Hew)
Details Year Make Model VIN Form Insured Active Issued Issue Date Print Remove
@ 2005 Chewvrclet Tahoe JT121113111311131113 ||nsuiance Identification Card 50 j IDoIIy Iadison j ~ = &
B 2003 Marcedes e300 |Insurance Identification Card 50 j |Dnlly tadison j 3 1| E]
B 2004 GMC  Pickup | Insurance Identification Card 50 = |DOIIy Madison =| [ B

vasfication policy mastar

surnmary of ingurance  verifications  binders  certificates  hiskory  policies

Each vehicle on the policy will be displayed in the Verification Summary. Select a Form in the drop-down
list; the ACORD 50 is the default.

Select the Insured.
If you have selected a form or insured other than the default, click Save Changes.
Click Issue for individual vehicles Issue All.

Click Print to send the verifications to a printer or to PDF format.
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Accounting Summary

The account summary gives a brief overview of your organization's operating account, operating payables, carrier
payables and trust account balances. The summary screen also displays alerts as to undeposited funds or if your
premium exceeds the trust balance. The information on the summary tab reflects booked information or balance
sheet information for what ever organization is selected.

The information on the summary screen is specific to how the summary screen is accessed. For example, if you
click Organization on the Primary menu, and then select the accounting tab, the account summary will reflect the
entire organization. If you click Organization on the primary menu, then select a territory or branch the account
summary will display account summary information accordingly.

card file

summary

regions  teritoriez  branches  departments  locations  employees  accounting  venders

setup  invoicing setup  generalledger  bank accounts  transactions  batch summary

Last Updatad: &/1/2005 12126101 AWM

Curvant Through 6,/30/2005 Previous Through 5,/31/2005

Account Summary

Operating Account §5,298,761.94
Operating Payable: i$182, &)
Carrier Payable: ($27.244,182.75)
Trist Account $2,498,910.87
Alerts

Undaposited funds: $3,053,425.38
Current Period Premium Exceeds Trust Balance: §24,845,272.89

§5.298,761.94
$ 21.78)

($26,

§2,498,910.87

batch summary  transactions  bank accounts  general ledger  inwoicing setup  setup  summary

wendors  accounting  employees  locations  departments  branches  territories  regions  card file

arganization

Current Through - Displays the last day of the current period. This column will display the cumulative total of all
subordinate org levels (roll up) based on the account number defined in the mandatory accounts funds as of Last
Updated. Accounts include:

Operating Account
Operating Payable
Carrier Payable

Trust Account

Previous Through - Displays the ending cumulative total on the last day of the period immediately proceeding the
current period of all subordinate org levels (roll up) based on the account number defined in the mandatory
accounts:

Operating Account

e  Operating Payable

e  Carrier Payable

®  Trust Account
Alerts

Undeposited Funds - Calculated as of last updated.

Current Through Premium Exceeds Trust Balance - Calculated by deducting the Carrier Payable balance from
the Trust Account balance.
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Batch Summary Tab

Invoices and Disbursements can be printed in batches from the Batch Summary tab.

Invoices Tab
1. On the Primary menu, click Organization.

2. Click the Territory tab.

Click the Details Ig’icon of the appropriate territory
4. Click the Accounting tab

5. Click the Batch Summary tab. Any batches that have been generated will appear.

6.

Cad il brdaie s lactish LU T TH] Alioualing skl
gumBary  Selp  imeicing Fep  gendrsl ledger  bank acgeusts | waagactons | balch semmang
imraices
[ Eefresh I Fraut Selgrted I ]
Showing Page 1 of 1 b § Seardch Opticne: [ Show |
[ =ulectall ] [ Desstea &1 ]
Seht Datals Prist  Repartbame  Sarl  BamhID  Famat  Pages  FikSie  GeatedBy  Geated  Stabs Punted  Remews
r @' & Invoizing LETTW 5] FELY POF El 104.308kh  Lisa Archulots :f;;ﬁ';; Complots I} Ii =
718/ 2004
r B 3 Towicing 3143 20 FOF I 3484Ikb Earon Potersen 1010900 Complete [ (5
A
M
715 2004
r F & "“;hm'_rsﬁ* =00 1A% PP 5 100.511kh Lisa Archulpts  L10:18:00 Complsts [ B
Ak
r B & Inwsicing rsoa 108 poE 4 198.53%h Karun Putsrson ;ﬂ,’gﬁm tomplats [0 (B
. riaa/zena [
- F & 1k 20Baak L, a7 PGF 1 27,4500 Liss Archulots L0300 Complate [ [
match
AH
r P 8 Twaicing wesn @2 POF 4 138.43%b Eamn Peterson Lanat copiae T B
-

To view a batch,
Batch.

click the Details |g’icon of the selected batch. A window will display all items in this

;‘9._B_atc_hlnmic_eﬂ_etail - Microsoft Internet Explorer provided by XDimensional Technologies, Inc.

Batch Nama: Print Batch ¥,21./2004 Craatad By Karen Paterson
Batch IC: 246 Date Created) 772172004 8:43:00 AM
Description: Inwoicing created on 7,°21/ 2004 Dake Completed: FA2L 2004 84400 A
Printer: WhWlanfaHP Laserlet 8000 Series PLL & Farmat: POF
Refresh 1 Print Selected | Edit | Close
Showing Page 1 of 1 N
[ Salact all ] [ Desalad &l ]
Select  Wiew ID Batch Total Pagas Fila Siza  Created By Created Status Printed Remove
0 4 3zo04 4500 1 34.423kb Karen Peterson ;;‘;?_ﬂ“:: Complete B
1 @ 3202 500 1 35.428kb Karen Peterson ;f_f;_ﬁ“:: Complete
721 2004
1 & sz201 as0 1 36.051kb Karen Peterson 3343;':0 e Complete E
721/ 2004
[ & azon 2200 1 35.713kb Karen Peterson o/ 218004 ponpiate E
72172004
[0 & swee 1200 1 35.833kb Karen Patarson o/ 2V E00% poppiop, ET
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7. Click the Refresh link to refresh the view.

8. Click the Print Selected link to print individual items selected.

9. Click the Edit link to edit the batch name, description, check, preview format and printer selected.

10. Click the Close link to close the window.

11. Click the Close link to return to the Batch summary view.

12. Use the Select All or Deselect All links to select batch items to print, or select each batch individually by

clicking in the select box.
13. Click the Print Selected link.
14. Click OK.

Invoices Tab

The Invoices Tab allows access of posted, unposted and reversed invoices, including installments, for printing and

research purposes.

To Access the Invoices Tab

On the Primary menu, click Organization.

Click the Territory tab.

Click the Details icon of the appropriate territory
Click the Accounting tab

Click the Transactions tab

@ gk w N PE

Click the Invoices tab

card file branchas lacatsns anployess Acosn ting vandors
SUMMmany setup  Irwalcing seup general ledger  bank sccounts  transactiens | batch sumeary
srassactien summary | joursal entey | dishursements | receive paymenis | depesic | accewsss papable | recessilistan invelces
Shawing page 1af 19 kM [1 =] Filter [3hox]
[salect all] [Desalect all] [Greats Print Batch] [Add Te sting Batch] [Esport] [Frirs]
InvaicePrint Cffective  Date Tl
SulmctDutails I Dats  Dobs Haokud Status Climnt Hame Palicy Mumbar Dawcriptian Muthod  Amount Prints
OB s UFIEOVZO00F2OT006  Posted Sdth Strewt Cafe  BOPIATES S sesonon T
r B s 0TI/ I0040F 2002004 Poztad The r’“:,'li'."__“" Wight oosyasezess Diract Bill  §8,500.00 [
B s 07704 200407/ 20/ 2004 Postad Frad and Ethal Marz  PASSTLED Diract Bill 950,00 [
- B a0 D&/ LS/ 200407/ 20/2004  Posted Rizky & Lucy Ricarde  FALZ34EG Girect Bl §z.200.00 [0
B s DE/15/ 200407720/ 2004 Poitad Richy & Lugy Rickrds HOOST4543 Dirach Bill  §1,200.00 [
| B zeas 7L 2004077130 T004 Postad Conrad Tanmar 1522271F ““"B‘::I“" $3.500.00 [
r B zse4 0T LA 200407715 I00 Rﬁ::;:d Conrad Taamar 18222212 "‘F'B'“'I“" ($z.000000 [
Foztad Agenc
2 2 19513 gncy
B zear UFIL 200403 1H 200 AT Zanrad Tannar la2ndzis ot §3.000.00 [
- B oz UL ZOOS0 LA LO0E  Urposted ARE Elactric bt ""’JB"“'I“" frandes [T
= B 2P 0 LW 005077 1MW 2004 Unported ARC Electric tert “ghtllrlhtv faaneee T

7. Clicking the Details icon will display the invoice for review.

8. To return to the invoices summary view, click the Transaction Summary link.

9. Use the Show filter to display all posted invoices.
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Raglon: |karen B=gion - Branch: ..
Terrterys | Karen Terstory ¥ Cepariment; =

il Mathods [Besth =] Datecreamdie: | 0 & Dot Crasted (Tad: [ &
Part Statars [Fosted =] OsteBocked iz | 00 o Cats Boaked [To): [ (o
BillTypm: [l ] EfaceDataif): [ 0 5 EffeceDataTel:[ 0 (o
Trwsics Topat [al Prnt Datel®e | iy Print Date (Tl [ e

Cliant Harma

Master Inwoice 101 I Policy Hurmibes
Irvoics 10: I Dsreripticn: J

[

10. Select Invoices to print.

dd |

Organizetion Name: X0T1--Trainingl Organizatian
ELrRTAry  EATMR inuoicing samup  genarsl lsdger  bark sccsuntr | GranascEiasa bwtch cumansng A

ATAAENCESN ELTIERY  eumsl eatry digburcamants  receis pagmants  deposit  accouncr payable  reconcilistion  Inuslces

lmpanag page 1 of 19 ¢ § :1 | Fibtar: [3hax]

valact All] [Crasts Print Bakch] [Add To Pxiskhng Bakch] [E=port] [Print)

Effedtive [ Bl

B B sz OWAWZOMOTIN 2008 Posted Gath dirget Cofe BODRERLT HMI Fa 300,00
F B s ONATOMONINDN0E  Doatad T R R g nens Boret Bl §3.200.00
B sm SHOLIZ00ONI 2002 Postad Fred and Bhel paggrasz Cormck Bl 390,00
B aze0 Ca/19/200407/20/2008  Poatad R:'g‘;":f:":“ pPAl2338E Corsst Bl §2 200,00
[/ 1511 CE/LS/Z0040T 3042004 Posked *"2‘;":3':‘“-‘ HOSOTLEET Curest BIl  §1,200.00
[0 B zoés 07/20/300407/19/200407/L /2004 Pocked Canrad Ternar iazizzaz "9;";"" j3,m00.00
[0 B zeds O AN EODEDT LR 2004 “P;"':; . Canrad Tannar IazdzEas "%::I""" (43,000 OO
0O B zeiz O A DDAD TS 2004 R:u-::e Canrsd Tamnar [P rr s "9;"""\" 4 000 00

B e OHAWEOOFOIH 0T Unposted ARG Elaciric best A prae.es

B ozra GELAWT00E0TAH 2004 Unpodted AR Elactnic bisl EMI f PG EA

11. Click the Create Print Batch link to create new print batch (Invoices must be posted to Batch printing).
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12.
13.
14.
15.
16.
17.

2 Nexsure - Microsoft Internet Explorer provided by X

Nexsure Accounting mum

Create Batch Print
et e :i’rih'c“B.étBh.?f;é]:-"éh.ﬂ.‘t. e ———

Desaiption: | Invoicing crested on 7/21/2004

style:  Deluxe Form 20626 i

Praview
Forrnat:

printer: | Wanfa:\HP LaserJel 8000 Series PCLE v

F

Restriced: []chack this box to pravent other user actess

Prirt How: [ ]

Edit batch name and description if needed.

Select the check style, preview format and printer from the drop-down list.
Select restricted box to limit access.

Select print now to print invoice(s) immediately

Click OK to add batch to print.

A window will appear with the Batch print number.

To Add an Invoice to an Existing Batch Select the Invoice to be Added

1.
2.

3.

Click the Add to Existing Batch link.

In the popup window, select the Batch to add the Invoice to from the Last batch created window.

§ Add To Existing Hatch - Microsoft Internet Explorer provided. .

asurs Accounting nexsure
Add To Existing Batch

whan adding an iterm te an existing batch, you have twe options: You
can aithar zaarch for an axizting batch uzing the search area balow o
select one of the batches in the Last Created area,

To Search, enter critara in the fields below and press Seardh,

Ta wee the Lask Srestad aption, dick on the babch name snd prass OK,

Search
Batch Narna:
Dasecription:
Craatad By:
Date From: fE pate To =
Babeh [D: i
|_search | Clear
_Last Batch Created: )
245-Print Batch 742172004 .
245-Iraicing
208-Imeicing
168-L Archuleta Print Batch 7-15 i
Styla:
Coc)

Click OK. The Invoice has been added to the existing Batch and will be available on the Batch Summary

tab.
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Assign Books

If an entity has assets and liabilities then it will need to be assigned "books" to have a balance sheet. By default,
the Organization level is selected and must carry a balance sheet. You can then determine which other entities in
the organization will require a balance sheet (Region, Territory or Branch).

To Assign Books

On the Primary menu, Click Organization.
Click the Accounting tab.

Click the Setup tab.

Click the Assign Books tab.

g pr N Pe

Select the entities you wish to assign books to and click Update.

Accounting Periods

The Accounting period is the time for which accounts are prepared. Accounting periods will be divided into 12
monthly units for the next fiscal year. If "Include Adjustment Period" is selected, a 13th period will be created
beginning and ending on the last day of the fiscal year. This period should be used for year-end adjustments. You
can set up the accounting periods as far into the future as needed.

Use the Search Filter to search for specific accounting periods which have been entered.

Include Adiustmant Paried ¥ [ add Perod ] Filter: [ Hide 1 ]
Datails Period Fiscal Year Beginning Ending Status Data Locked
B 1 2003 01012002 01/21,/2002 Cpan IS I
[F z 2003 0270172003 0z/28/2003 opean IE I~
—H‘@ 2 2003 03/01/2003 03/31/2003 Open = I
53 4 2003 04/ 0172003 04/30/200% Dpan I -
B 5 2003 0%/ 01/ 2003 0%/ 31/2003 Cpen r =

To Add Periods for the Next Fiscal Year
1. On the Primary menu, click Organization.
2. Click the Accounting tab.
3. Click the Setup tab and then click the Accounting Periods tab.
4. Click Add Period.

Editing Account Periods

Account period dates can only be edited at the Org level. However, once an Org Setup is saved as "complete"
account period dates cannot be changed. Beginning and ending dates must be in chronological order and cannot
overlap, with the exception of the adjustment period.

Note: The adjustment period's beginning and ending dates will always be the last day of the last period.
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To Edit a Period
1. On the Primary menu, click Organization.
2. Click the Accounting tab.
3. Click the Setup tab and then click the Accounting Periods tab.
4. Select the period you wish to edit and click the Details @? icon.
assign bosks  accounting periods  posting rules | accountgreups  Account types

[ I I riad ][ te ]
Figcal Yaar: 2003

Pariad: 3 Locked:
3f/2003
Beginning! e Eata:
373172003
Ending: — /! Last Updated: 382003 134954 B
Status: Span Last Updated By:

5. Edit the account period as needed and click Update.
Locking and Closing Periods

Locked

When a period has been locked it can no longer be posted to without appropriate security access. Locked periods
can also be unlocked at anytime (with appropriate security access) to make adjustments to the period.

To grant locked period posting access

6. On the Utility menu, click Setup.

7. In the Setup Console, click Security Administration.

8. Select the User Rights Templates tab.

9. In the Entity Types drop-down, select Client. In the User Template Types box, select Standard Client Rights.
10. Click the Edit link.

11. In the Security Wizard scroll down and select Transactions from the list.

12. In the Rights area, select all "Post Locked" check boxes that will have access granted to.

13. Click Save and Close.

Closed

When a period is closed it cannot be reopened. Be sure that all adjustments to the period have been made prior to
putting it in a closed status.

Periods must be closed in chronological order. If you attempt to close a period out of order, you will be prompted
to close any subordinate periods before closing the current period.

Year-End Adjustments

Year-end is when an organization's fiscal year comes to an end. Typically, it is the last day of the last month of
their fiscal year. The system's year-end entries must “0” each level income and expense accounts. This creates an
offsetting entry to retained earnings by book level. That increase or decrease to retained earnings will appear in
the first month of the next fiscal year.
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At any given time of the current year, this process will always look at whatever the total income and expense
balances are as of that moment to make entries. The “Year end Adjustment” process should not be cumulative. In
other words, if | click “Year End Adjustment” on August 15 just to see retained earnings values for the next fiscal
year, the system should not be creating a posted entry per se. It should consider the year-to-date values every
time and not hold any previous “Year End Adjustment” entries. Retained earnings in the next fiscal year should
simply reflect “0” totals from the previous year for income and expense with the appropriate retained earnings
accounts updated by an offsetting amount.

Other year end processing done by an organization generally involves working with an accountant to produce
adjusting entries for the year. This typically occurs several months after the end of the fiscal year. Locking and
unlocking the fiscal periods will facilitate moving forward with year end entries generated for the fiscal year without
having to close the month.

Once year-end entries are completed and the final postings validated, the last month of the fiscal year can be
closed. Final year end adjustments should be generated prior to closing the last month of the fiscal year as well as
the adjustment period. Nexsure handles each book level calculations separately. Org level year-end pertains to
entries unique to org. Trial balance summary by general ledger number enables easy view of total balance retained
earnings.

Sample of year-end balances with adjusting entries and beginning balances.
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Posting Rules

Posting rules determine how your organization will post to the general ledger.
To Setup the Posting Rules

1. On the Primary menu, click Organization.

2. Click the Accounting tab.

3. Click Setup, then click Posting Rules.

4

Select the desired options as follows:

sccounting perlods  posting rules  sccountgroups  accounttypes

Select System Default Posting Rules

Global Invoice General Ledger Posting
{¥ Post te the General Ledger

T Do Mok Post to General Ledger

Agency Bill Accounting Method
& Acerual

" Cash #s Raceived

People Payment Accounting Methed
© Pay on Invoiced
© Pay on Fully paid T Acerue Expense

& Pay on partially paid F sccrue Expanse

Global Invoice General Ledger Posting

Post to the General Ledger - This option must be selected to enable direct bill posting to the general ledger. This
option can be overridden on a per carrier basis (see below).

Do Not Post to General Ledger - This option will eliminate any general ledger posting for invoicing globally or
specific to direct bill, entries for people and carrier or tax authority reconciliation on an organizational level. This
option would typically be used by an agency that would journal entry figures based on production reports.

If this option is selected, all other activity is disabled including direct bill options.

Invoices created will update production, account current, invoice transaction registers and any other reports that
use invoice information exclusively. General ledger reports include:

o Direct Bill Commission Receivable
e  Accounts Receivable
e  Carrier Payable

e  People Payable

As well as all financials and any other reports updated by information other than invoices.

Agency Bill Accounting Method

e  Accrual
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(] Cash as Received

e People Payment Accounting Method
. Pay on Invoiced
. Pay on fully paid / Accrue Expense

. Pay on partially paid / Accrue Expense

Select System Default Posting Rules

Direct Bill Invoice General Ledger Posting

& post to the Genaral Ledger F  ouarride By Camiar

' Do Not Post to General Ledger

Direct Bill Accounting Method

© Accrual

& Caszh az Received

People Payment Accounting Method
[ Pay on Invaiced
[~ Pay on fully paid T acerue Expense

(o) Pay on partially paid |'-7 doorua Expanse

Direct Bill Invoice General Ledger Posting

Post to the General Ledger - Posts direct bill invoices to the general ledger.

Do Not Post to General Ledger - Prevents direct bill invoices from posting to the general ledger. To override

this option by carrier, select "Override by Carrier".

Override by Carrier - Selecting this option will provide the ability to override the "Do Not Post to General

Ledger" option on the Carrier Names screen for specific carriers.

Note: If "Override by Carrier"” is not selected after carriers have been set to alternative rules, those rules will

revert to match the Organization's posting rules.

Direct Bill Accounting Method

Accrual
Cash as Received
People Payment Accounting Method
Pay on Invoiced

Pay on fully paid / Accrue Expense

Pay on partially paid / Accrue Expense
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Account Groups

Adding Account Groups

To Add a New Account Group

On the Primary menu, click Organization.

On the organization screen, select the accounting tab.

1
2
3. Click the setup tab, then select the account groups tab.
4

Click Add New, the Add Account Group screen will appear.

€]

Add Account Group

Classifieation: [As5al st

Account Group |Ec.|il:5-

bisplay ordars [1

Hurmber Range

gegin: [300000
&nd: [355098

Darcripbion:

Equity/Capltol Accouncs

£l

5. Click Update.

o @

o

d. Enter the Number Range

Select a Classification

Name the Account Group

Enter a Display Order number

e. Enter a Description (optional)

To Edit an Existing Account Group

1. On the Primary menu, click Organization.

2. On the organization screen, select the accounting tab.

3. Click the setup tab, then select the account groups tab.

Note: To search for an account group that is not displayed on the screen, use the Search Filter by clicking
Show and entering search criteria.

Search Filter: [ Hide ) [ show ] sdd Hew
Display Mumiber Humber
[Datails| Classification | Account Croup Descrpton Order |R -Begin| R “End R
HES Agat Currant ATats 1 100000 113939 E
—@ Arfab Fixed Assets z 130000 14999% ?
B Assat Cther Asgats 3 160000 179935 B |
[ Lisbility “I‘j:b::':_;"" Paid within 3 manths 1 200000 233995 | [
Eg Liahility L‘T_‘?fb'i';i‘;:"‘ Due 3 manths out 2 250000 269999 E)
B Liability Qthar Liabilifty E z30000 26933% B |
WES Equity Equity Equity/Capital Accounts] 1 300000 359939 B |

4. Select the account group you wish to edit and click the Details @? icon.

5. Make the necessary changes and click Update.
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Account Types

Account types are subdivisions of account groups. For example a branch may use account types to divide
commercial and personal lines.

Adding Account Types

To Add a New Account Type

1.

2
3.
4

5.

On the Primary menu, click Organization.
On the organization screen, select the accounting tab.
Click the setup tab, then select the account types tab.

Click Add New, the Account Type screen will appear.

Mexsura Accounting rﬁfﬁﬁ]r&

Account Type

Account Group: | Currant Assats -

Account Typa: |l'_‘.==h Bocount

Hormal Balanca: |Dni:-it -I
Cisplay 'Drdm’:l 1

Group Number range available | 100000| Te [ 119999

Typa Humbar Bagin: | 100000
Type Number End: | 103959

Lescription: [ugq for cash accounts :_J

H

Cancel | Apply ]

Select the Account Group to add the account type to.
Name the Account Type.

Select the Normal Balance, Debit or Credit.

Enter the Display Order.

Enter the Group Number range available.

Enter the Begin and End Type Number range.

Enter a description (optional).

Click Apply.
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To Edit an Existing Account Type
1. On the Primary menu, click Organization.
2. On the organization screen, select the accounting tab.

3. Click the setup tab, then select the account types tab.

Note: To search for an account type that is not displayed on the screen, use the Search Filter by clicking
Show and entering search criteria.

Filter: [ Show ][ Hide ] [ Add Hew ]

o MNormal e Display Range- Range- -
Details Account Type Account Group Bl o Description Order Begin End Remove|
—@9 Caszh Account Current Aszets Debit Use far cash accounts 1 100000 103999 %

Raceivable Current Assets Debit All inuvaice raczivables 2 110000 110999

Non-due.Reuenue Aurent kerats cradit Include non-dl_!e revenue related 3 112000 112999
Receivable receivables,

B=E &
B i

| BF Furiture/Equipment  Fixed Assats Debit Office furniture and equiprment 2 130000 132399 [ |

B=E & |
B i

Wehice Fixed Assets Debit Office vehicles b 140000 141399

Short Term
Liability

Insurance Payable Credit All invaice related payablas 1 200000 209999

4. Select the account type you wish to edit and click the Details @9 icon.

5. Make the necessary changes and click Update.
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Financial Institution Setup

Financial institutions are banks used by the organization. Financial institutions are created from the Search screen
and used in the accounting screens of Nexsure.

To Setup a Financial Institution
1. You must search for a record before entering a new one. On the Primary menu, click Search.
2. From the Entity drop-down list, select Financial Institution, enter search criteria and click Search.
3. If the institution you wish to add is not already in the system, click Add New Record.
4. On the Card File tab, fill in all location and contact information.
5

Click Save.

Additional Interest Setup

Additional Interest entities are designated as entities who have a legal interest in a policy. These entities may
include financial institutions, private individuals, mortgage companies, certificate holders, etc. Additional Interests
are created from the Search screen and used in the policy, Invoicing "Bill To" and Accounting screens of Nexsure.

To Setup an Additional Interest

1. You must search for a record before entering a new additional Interest. On the Primary menu, click
Search.

From the Entity drop-down list, select Additional Interest, enter search criteria and click Search.
If the institution you wish to add is not already in the system, click Add New Record.

On the Card File tab, fill in all location and contact information.

a r N

Click save.
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Vendor Setup

Vendors are outside entities to which payments are made for operating expenses such as rent, office supplies, etc.
Vendors are created on the Search screen and used in the Accounting screens of Nexsure.

To Add a Vendor

1. On the Primary menu, click Search.

2. Click the Entity drop-down box and select Vendor.

3. Type the Vendor name in the Vendor field and click Search. The vendor name, entered here will prefill to
the Vendor card file tab.

Note: The Add New Record link will not display unless an actual search has been run.

4. If vendor is not in the system, click the Add New Record link.

Vendor Info:

Complete the Vendors Name

Enter the Vendor’s Website, if applicable.

Primary Account Address:

Select the Location Type from the drop-down box
Enter the Vendors Location Address

Enter the Vendors City

Note: Clicking on the ellipsis button after the City will display all Cities and Zip Codes associated to
the city entered. Select the applicable City, State and Zip code from the drop-down box and click Use
Selection to prefill the State and Zip Code fields to the card file.

Enter the State

Enter the Zip Code - If the City and State are unknown, enter the Zip code. Clicking on the ellipsis
button after the Zip Code field will display the City and State associated to the Zip Code. Click Use
Selection to prefill the City and State fields to the card file.

Enter the Location’s phone number. (No formatting is needed).
Primary Contact:
Apply Contact:
Use Existing: Select this option to search all contacts in Nexsure.
e Enter at least two characters in the Last Name fields.

®  Click Search

If the contact is found click on the name and click the Save Button.

(] If the contact is not found, click the Add New radio button.
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e Add New: Select the Prefix from the drop-down box. Items may be added to the drop-down box in
Setup under Lookup Management.

Enter the First Name of the contact.

Enter the Middle Initial (MI) of the contact.

Enter the Last Name of the contact.

Select the Suffix from the drop-down box. Items may be added to the drop-down

box in Setup under Lookup Management.

Select the Title from the drop-down box. Items may be added to the drop-down box

in Setup under Lookup Management.

Select the Contact Role from the drop-down box. Items may be added to the drop-

down box in Setup under Lookup Management.

The E-Mail address for the contact is optional, however if the format is entered
incorrectly an error will be returned to warn of the improper format. The E-Mail

address field must contain the @ and . signs.

Phone Numbers:

®  Select the Type of phone number from the drop-down box.

e  Enter the phone numbers, without formatting, for this contact. Formatting will

be applied after the screen has been saved.

e Up to a six digit Extension may be entered.

® A description may be entered for each number using alpha or numeric

characters.

Note: Items with a red * Asterisk are required fields.

5. Click Save.

6. The Clear button will clear the screen of all information except the Vendor Name.

Working with Vendors

The vendor entity must be entered in Search, see Adding a Vendor, to be able to associate it to a General Ledger
Account at the Territory level. Associating the Vendor to a General Ledger Account at the territory level will make it
available for setting up Account Payable records and Disbursements.

1. On the Primary menu, click Organization.

2. Click the Territory tab.

3. Click the Details |%9icon of the appropriate territory.

4. Click the Vendors tab.

Click the Add New link.
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6. Click the ellipsis E]button next to the Name field.

7. The Nexsure Accounting screen will be displayed. Enter at least three characters of the vendor name in
the search field and click Search.

8. Select the vendor name and click OK.

9. Enter a Description for the Vendor.

10. Click the ellipsis E]button next to the Default GL Account field

11. The Nexsure Accounting screen will be displayed.

€]
Medsure Acoounting
Ragion: Branchi M|
Treiborg: ¥ Capartment:
Uniit:
Classification: | Al ]
GO

TR

Filzar part of the gensral ladgsr nurnber or nams or beth and dick “Search®.

i Tual Ganersl Ledger Burnber

Saluck the ganeral ledgar numbar;

i l_':uncﬂi.]

Note: The Region and Territory should be grayed out; this will confirm that the Vendor is being added at
the Territory level. If it is not grayed out, click Cancel and start at step 1.

12. The Branch, Department and Unit, if applicable, may be selected from the drop-down boxes. This
information may be left blank.

13. The Classification, Group and Type, may be selected from the drop-down boxes. This information may
be left blank.

14. Enter at least two characters in the General Ledger account name or number field and click the Search
button.
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15.
16.

All general ledger accounts will be displayed. Select the appropriate General Ledger number and click OK.

The General Ledger number will be pulled over to the Default GL Account number for the Vendor.

Note: If this account is not accurate, click the Clear link to clear the field. Click the ellipsis E]button to
run a new search.

17.
18.
19.
20.

Enter the Account Number for this vendor.
Click the Primary Contact drop-down box to select a contact, if applicable.
Click the Default Address drop-down box to select an address, if applicable.

Click the Update link. The vendor will appear in the Vendor tab summary view.

Tax Authority Setup

Tax Authorities are entities which policy generated taxes are paid. Tax Authorities are created on the Search screen
and are used in the Accounting screens of Nexsure.

To Setup a Tax Authority

1.

2
3
4.
5

You must search for a record before entering a new one. On the Primary menu, click Search.
From the Entity drop-down list, select Tax Authority, enter search criteria and click Search.
If the tax authority you wish to add is not already in the system, click Add New Record.

On the Card File tab, fill in all location and contact information.

Click save.
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Premium Finance Company Setup

Premium Finance Companies are outside entities used by the organization to finance policies. Premium Finance
Companies are created from the Search screen and are used as an alternate "Bill To" in the invoicing and
accounting screens of Nexsure.

To Setup a Premium Finance Company

1.
2.

You must search for a record before entering a new one. On the Primary menu, click Search.

From the Entity drop-down list, select Premium Finance Company, enter search criteria and click
Search.

If the premium finance company you wish to add is not already in the system, click Add New Record.
On the Card File tab, fill in all location and contact information.

Click Save.

Retail Agent Setup

Retail Agents are outside producers that broker business through another agency because they do not have a
market. Retail Agents are created from the Search screen and used in the Policy Assignment, Invoicing "Bill To"
and accounting screens of Nexsure.

To Setup a Retail Agent

1.

2
3
4.
5

You must search for a record before entering a new one. On the Primary menu, click Search.
From the Entity drop-down list, select Retail Agent, enter search criteria and click Search.
If the retail agent you wish to add is not already in the system, click Add New Record.

On the Card File tab, fill in all location and contact information.

Click save.
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Allocation Plan Setup

Organizations with multiple branches, departments and possible units may have a policy of dividing expenses
during the course of an accounting transaction based on the organizational structure. Creating a general ledger
allocation plan provides a template for easily dividing expenses within the organization. Allocation plans can be
created for accounts payable and journal entries.

To Create an Allocation Plan

1.
2.

6.

On the Primary menu, click Organization.

Click the territories tab.

Select the territory to add the plan to by clicking the Details @9 icon.

Click the accounting tab and select the general ledger tab. Any previously created allocation plans will be
displayed on this screen.

Note: The territory level is used in this example, but allocations can also be setup at the organization
level. When created at the territory level, general ledger defaults will be based on that territory.
Depending on user security to other territories, defaults may be overwritten.

Click the Add New link.

Add New GL Allocation Plan rES'Jre

ik |Auto Expense Distribution - East Coast

Allocation Type: T palance Sheet (Cnly Book Level Entities Available)

& Incomne @ Expense (All Entities Available)
Description: 3

-

W Ackive

I (8] 4 l Cann:el!

Name: Enter a name for the allocation plan. Enter a name that can be easily recognized from a
list of other possible allocation plans.

Allocation Type: Select Balance Sheet or Income & Expense. Balance Sheet will restrict
selection of organizational entities to Region and force a Territory. Income & Expense will permit
all organizational entities as well as both income and expense accounts when allocation is used.

Description: Add a description of the plan (optional).

Active: This is selected by default. To create a plan to be used at a later time or to deactivate a
current plan, clear this checkbox.

Click OK. The GL Plan screen appears:
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Hame: |aute Expense Distribution - East Coast ¥ Adtive
Allscation Typei (% gojanee Sheet (Only Book Level Entities Available)
@ fncorme & Expense (All Entities Auailable)

Dascription: =

j T Intra-office

GL Allocation Summary | Copy Allocation | Allocate ] Save I

[#dd Hew] Filter: [Show]

There are no allocation distributions for this GL allocation plan

Intra-Office: Selected by default if the allocation uses multiple territories requiring intra-office
transactions.

GL Allocation Summary: Click to return to the GL Allocation list screen. Any line items added will
be saved, but allocation factors will not be saved unless Save or Allocate has been clicked.

Copy Allocation: Creates a new allocation screen displaying "copy of" in front of the original plan
description.

Allocate: Takes any allocation factor entered and creates appropriate percent values.
Save: Saves the allocation information without closing the screen.

7. Click the Add New link.

Fagicn: |Suuthern Fegian (7) ;l Branchi |Snuthsrn Insurance l{'.l;'
Territomn: ISuuthern Territory {2‘];' Department: I ;I

Unit: | |

Allocation Factar: I

(8] .4 I Cancel ]

Region: Defaults based on territory but can be changed depending upon security to other
entities.

Territory: Available based on Region — defaulted based on entry level but can be changed
Branch: Available based on previous territory selection.

Department: Available if branch selected.

Unit: Available if applicable for department.

Allocation Factor: enter a percentage amount (numerical).

8. Click OK.

Note: After a line item has been added, Allocation Type cannot be edited. At this point, the Income and
Expense has been designated as the selection which permits pulling all entities but will not be available for
balance sheet accounts. To switch the allocation type, you must delete all org line items.
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Namet [Auts Expense Distribution - East Coast W adive
Allocation Type: 3 galance sheet (Only Book Level Entities Available)
& Income & Expense (All Entities Available)
Deserption: H
= [T 1ntra-office
GL Allocation Summary Copy Allocation | Allocate Save ]
[Add How)  Fiker: [Show]
Alloc,
Details Region Territory Branch Department Unit Fact, Percent Remove
B Southern Region Southern Tarritory ;?.Z::::’; Parsonal Lines 3500  io0.00% R
Thiz Page Total: 3%.00 100.00%
All Pages Total: 2500 100,00%

The plan name and description as entered and can be edited by clicking the Details icon.

Note: In this example, the Intra-office checkbox is unchecked. Adding a different territory to the
allocation will automatically place a check in the box. You cannot check or uncheck the checkbox. Deleting
the different territory in an allocation group will uncheck the checkbox.

9. Click Add New to continue adding desired groups.
e Note there can be a single line item = to 100%.

® Click Save, Allocate or OK. Line items will be split per Allocation Factor percent to equal
100%.

® Clicking Cancel or GL Allocation Summary will return to the GL Allocation Summary list,
saving changes as of the last “Save” or “Allocate”.

®  Clicking the Remove |%icon deletes the item selected.

e Note that if an allocation plan has been used, its use is held in the existing posted
transaction.

Intra-Office transaction capability

With GL allocation permitting selection of multiple book levels (territories), subsequent use in
accounts payable and journal entries permits intra-office transactions.

Allocation is complete.

Copying an Allocation Plan

1. On the Primary menu, click Organization.

2. Click the territories tab, select territory by clicking the Details icon.

3. Click the accounting tab, then select the general ledger tab.

4. Click the gl allocation tab and click the Details |gg‘icon on the desired plan to copy.
5. Click Copy Allocation

6. Click OK and system returns to the original GL Allocation Plan details.

7. Click GL Allocation Summary.

The Plan is an exact copy of original with the following exceptions:
® Active Status is unchecked

e Date Created is the date copy was created

Click the Detailslgy icon to edit as needed. Select the Active checkbox to activate the plan when
complete.
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Received Payments Default

The Receive Payments Defaults tab allows the Agency to determine how they want payments to be applied. The
information on the received payments defaults tab can be changed at any time, if changes are made, click the
Update link to save.

1. On the Primary menu, click Organization.
2. Click the Accounting tab

3. Click the Invoicing Setup tab.

4

Click the Receive Payments Defaults tab.

e Third Party Payment - Future enhancement that, when checked, will indicate if the payment was
received from a 3rd party (insurance carrier, additional interest, bank, etc.)

e  Select the Payment Type default from the drop-down box.
e Cash
e Check
e Credit Card
® EFT (Electronic Funds Transfer)
® ACH (Automatic Check Handling)
e Credit Card
e Reference: The Reference field will default in to all received payments.
e Description: The Description field will not default in to all received payment.

e Assign payments: Selecting this checkbox will allow Nexsure to automatically allocate the payment
to outstanding invoices.

® Assign Payments Defaults
e Default Assignments:

(] Invoice Balance/ Oldest First

When a payment is received and is an exact match to an outstanding invoice, Nexsure will apply it to that invoice
first. If an exact match is not found, Nexsure will apply the payment to the oldest open item first.

Oldest Invoice/ Invoice Balance - When a payment is received, Nexsure will apply it to the oldest open item
first.

Allow Manual Assignment Allocation: Selecting this check box will allow the user to override payments that
have been automatically allocated by Nexsure.

Allocate Assignment Defaults - Spread assignment evenly across premiums, fees and taxes. Selecting this
option allows the payment to be applied proportionally to the premiums, fees and taxes.

Use the following rules: Selecting this option allows the Agency to delegate the order of how a payment will be
applied. Only one selection can be made for Premiums, Fees and Taxes.

Multiple selections can be made for the First, Second and Third options. (IE: Agency can select to have the
payment applied to Fees and Taxes first and the Premiums second).
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Chart of Accounts

The chart of accounts for use by all entities is created at Organization. All entities and departments and units then
have the applicable general ledger numbers based on the Organization chart of accounts. Mandatory General
Ledger numbers are set at Organization and are then used by all other entities.

Organization Chart of Accounts Rules

Organization has a full set of books — Balance sheet and Income and Expense chart of accounts.

All Entities (Organization, Region, Territory, and Branch) have at least Income and Expense chart of
accounts.

Departments and Units at most have only Income and Expense chart of accounts — they never have
books.

If “Include Departments/Units Chart of Accounts” is unchecked in setup, then departments and units do
not have chart of accounts

Only Region, Territory and Branch can optionally have “Books” and, therefore, balance sheet chart of
accounts.
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Mandatory General Ledger Numbers

Nexsure provides extensive flexibility and power in terms of transactions and automated work-flow. To properly
record general ledger information internally, a series of mandatory general ledger numbers are required.
Classification is assigned by the system. As a specific general ledger number is selected, the Account Type and
Group populate.

Note: The General Ledger Number range indicated below is typical but is not required. The specific Classification
indicated is required. If a mandatory general ledger number is required based on setup variation, the specific
variation code will be indicated after Classification.

Income Posting Variations

Agency Bill Accrual (Income hits general ledger at invoicing)

Agency Bill Cash Basis (Income hits general ledger as payments are received and applied to insured invoice)
Direct Bill Accrual (Income hits general ledger at invoicing)

Direct Bill Cash Basis (Income hits general ledger as commission payments are reconciled as received from carrier)

People Payable Posting Variations

Pay People on Invoiced
e AB and DB payable and expense is created at invoicing.
Pay People on Fully Paid

® AB people payable due and expense is created when insured pays agency in full and the payment is
applied to the invoice.

e Installments paid in full will create payable and expense as they are paid.

e DB people payable and expense is created when agency reconciles receipt of commission statement and
check where commission due agency is paid in full.

e Installment commission paid in full will create payable due and expense as they are reconciled.
Pay People on Fully Paid, Accrue Expense
e AB people payable non-due and expense is created when invoice is posted.

® People payable due is created when insured pays agency in full and the payment is applied to the
invoice, clearing non-due payable.

e DB people payable non-due and expense is created when invoice is posted.

® People payable due is created when agency reconciles receipt of commission statement and
check, paying the commission in full, clearing non-due payable.

Pay People on Partially Paid

® AB people payable due and expense is created proportionately based on the amount of payment when
insured pays agency and the payment is applied to the invoice.

e DB people payable due and expense is created proportionately based on the amount of payment
reconciliation posted.

Pay People on Partially Paid, Accrue Expense

® AB people payable non-due and expense is created when invoice is posted.
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People payable due is created proportionately based on the amount of payment when insured
pays agency and the payment is applied to the invoice, clearing non-due payable.

e DB people payable non-due and expense is created when invoice is posted.

Invoice Mandatory General Ledger Numbers

People payable due is created proportionately based on the amount of payment reconciliation

posted , clearing non-due payable.

Note: Mandatory General Ledger Numbers cannot be deleted or flagged as inactive. General ledger numbers with
transactions cannot be deleted. Once the balance is zero, they can be flagged as inactive.

Agency Bill Accounts Receivable

The following 4 Accounts Receivable general ledger numbers are used for agency bill invoice transactions that

should be debited or credited with additional or return premium.

be established for each Bill To or they can all be assigned the same general ledger number.
that Retail Agent have a separate accounts receivable general ledger number.

If desired, a separate general ledger number can
It is recommended

Description

General Ledger Number

Account Type

Account Group

Classification

1. Client 100000 range Receivables Current Asset Asset
2. Additional Interest 100000 range Receivables Current Asset Asset
3. Premium Finance 100000 range Receivables Current Asset Asset
Company

4. Retail Agent 100000 range Receivables Current Asset Asset

Direct Bill Accounts Receivable

The following direct bill Commissions Receivable general ledger number is necessary for direct bill invoice
transactions to record commission due the agency. The offsetting entry will depend upon whether or not an agency
records commission income on an accrual or as cash is received. Accrual will offset immediately to the direct bill
income account. Cash as received will be held in a non-earned income account until reconciliation occurs, flagging
that payment has been received and income should be recorded.

Description

General Ledger Number

Account Type

Account Group

Classification

1. Commissions
Receivable

100000 range

Revenue
Receivables

Current Asset

Asset
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Unearned Income

The following unearned income general ledger numbers are required only if an agency is cash basis as received for
either agency bill or direct bill. If setup is not cash basis, the system will disable the applicable section reference.

Description

General Ledger Number

Classification

Setup Variation

1. Agency Bill

Income

Commission Unearned

100000 to 300000 range

Asset/Liability/Equity

Cash

2. Agency Fee
Unearned Income

100000 to 300000 range

Asset/Liability/Equity

Cash

3. Vendor Fee

Income

Commission Unearned

100000 to 300000 range

Asset/Liability/Equity

Cash

4. Direct Bill

Income

Commission Unearned

100000 to 300000 range

Asset/Liability/Equity

Cash

Invoice Payables

The following payable general ledger numbers represent moneys that will be due based on invoice entry. Non-due
accounts will be disabled depending upon system setup. Note items 5, 10 and 11 are used for cash basis income
recognition for fee expenses and payables due to other vendors. Carrier Payable is the account total used for the
balances displayed in alerts.

General Account Account
Description Ledger Classification Setup Variation
Type Group
Number
1. Carrier Payable 200000 Insurance Short Term Liability
range Payables Liability
2. Binder Bill 200000 Insurance Short Term Liability
Payable range Payables Liability
3. Tax Authority 200000 Insurance Short Term Liability
Payable range Payables Liability
4. Vendor Payable 200000 Insurance Short Term Liability
range Payables Liability
5. Vendor Payable 200000 Insurance Short Term Liability Cash
Non-due range Payables Liability
6. People Payable 200000 Insurance Short Term Liability
Due range Payables Liability
7. People Payable 200000 Insurance Short Term Liability People Pay-Paid
Non-due range Payables Liability Accrue Expense
8. Retail Agent 200000 Insurance Short Term Liability
Payable Due range Payables Liability
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9. Retail Agent 200000 Insurance Short Term Liability People Pay-Paid
Payable Non-due range Payables Liability Accrue Expense
10. Agency Fee 200000 Insurance Short Term Liability Cash
Expense Payable range Payables Liability
(Non-due)
11. Vendor Fee 200000 Insurance Short Term Liability Cash
Expense Payable range Payables Liability
(Non-due)
Income

The following payable general ledger numbers represent moneys recorded as income based on the invoice entered.
Note that Agency Fee and Vendor Fee Income exists but alternative general ledger numbers may be assigned as an

aspect of the fee setup process. Service Charge Income may be implemented in a future release as the general
ledger number for automatic Service/Late charge fees generated.

Description

General Ledger Number

Account Type

Account Group

Classification

Income

1. Agency Bill 400000 range Agency Bill Insurance Income Income
Income Revenue

2. Direct Bill 400000 range Direct Bill Insurance Income Income
Income Revenue

3. Agency Fee 400000 range Fee Revenue Fee Income Income
Income

4. Service 400000 range Service Charge Other Income Income
Charge Income Revenue

5. Vendor Fee 400000 range Fee Revenue Fee Income Income/Under
Commission Ops Income

Retail Agent Expense

The following expense general ledger numbers represent moneys based on commissions paid to retail agents.
Classification can be either income or expense.

Description

General Ledger Number

Account Type

Account Group

Classification

Expense - Direct
Bill

Commissions

1. Retail Agent 400000 to 900000 range Commissions Insurance Income Income/Expense
Expense - Paid

Agency Bill

2. Retail Agent 400000 to 900000 range Invoice Sales Expense Income/Expense

Expense
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The following People expense general ledger number represent moneys based on commissions paid to agency
personnel entered in the system as employees , used as the offset to people payable due or non-due. Vendor Fee
expense reflects activity related to vendor fees.

Description

General Ledger Number

Account Type

Account Group

Classification

1. People 500000 range Invoice Sales Expense Expense
Commission Commissions

Expense

2. Vendor Fee 500000range Other Sales Sales Expense Expense/Under
Expense Expense Ops Expense

Bank Activity Mandatory General Ledger Numbers

Accounts Payable

Entry

The following general ledger numbers represent general ledger numbers used in the accounts payable entry
function. Accounts payable entry automatically uses the Operating Payable general ledger number as the credit.
Use of Reconciliation Clearing Account and subsequent selection of the accounts payable item in check issuance
(disbursement entry) will make the item available as a disbursement in reconciliation. Discounts taken may be
implemented in a future release.

Description

General Ledger Number

Account Type

Account Group

Classification

1. Operating 200000 range Accounts Payable Short Term Liability
Payable Liability

. Asset/Liability/
2. 100000 range Receivable Current Asset Equity
Reconciliation
Clearing
Account

3. Discounts
Taken

400000 to 999999 range

Discount/Interest
Inc

Other Income

Income/Expense

Check Issuance

Generating a disbursement may pull entries from the general ledger, accounts payable, invoicing, or reconciliation.
The primary definitive accounts would be a trust or operating account. Additional bank accounts using alternative
general ledger numbers are setup at organization or books level entities and selected when issuing disbursements.
These accounts balances are used in Alerts on the accounting summary screen.

Description General Ledger Number Account Type Account Group Classification

1. Trust 100000 range Cash Accounts Current Asset Asset
Account
2. Operating 100000 range Cash Accounts Current Asset Asset
Account

Receive Payments

Accounts receivable general ledger numbers will be set at invoicing mandatory general ledger numbers and are
disabled. Undeposited funds should always be cleared by deposit on a timely basis. Using Reconciliation Clearing
Account will enable selection of payment in reconciliation.
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Description

General Ledger Number

Account Type

Account Group

Classification

1. Client Set at invoicing Receivables Current Asset Asset
2. Additional Set at invoicing Receivables Current Asset Asset
Interest
3. Premium Set at invoicing Receivables Current Asset Asset
Finance
Company
4. Retail Set at invoicing Receivables Current Asset Asset
Agent
5. 100000 range Receivables Current Asset Asset
Undeposited
Funds

. Asset/Liability/
6. Set at Accounts Payable Receivables Current Asset Equity
Reconciliation
Clearing
Account

Make Deposit

Making a deposit presents items based on selected ranges created through Receive Payments. Alternative general
ledger numbers may be used based on bank account selected for deposit. These accounts balances are used in

Alerts on the accounting summary screen.

Description

General Ledger Number

Account Type

Account Group

Classification

1. Trust Set at check issuance Cash Accounts Current Asset Asset
Account
2. Operating Set at check issuance Cash Accounts Current Asset Asset
Account

Reconciliation Mandatory General Ledger Numbers

Adjustments

Accounts available to balance reconciliation permit an offset to a designated Commission Differences account. Use
of Reconciliation Clearing Account will enable selection at disbursement entry.

Description

General Ledger Number

Account Type

Account Group

Classification

1. Commission

400000 to 999999 range

Invoice

Sales Expense

Income / Expense

Differences Commissions

. . Asset/Liability/
2. Set at Bank Activity Receivable Current Asset Equity
Reconciliation
Clearing
Account
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Journal Entry

Year-end processing will create net entries to zero income and expense with an offsetting entry to Retained

Earnings.

Description

General Ledger Number

Account Type

Account Group

Classification

1. Retained
Earnings

300000 range

Equity

Equity

Equity

Intra-Office Mandatory General Ledger Numbers

Description

General Ledger Number

Account Type

Account Group

Classification

1. Intra-Office
Primary Offset

110000-110999 range

Receivable

Current Assets

Asset/Liability/
Equity

2. Intra-Office
Secondary
Offset

220000-229999 range

Non-Insurance
Payable

Short Term
Liability

Asset/Liability/
Equity
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Locking General Ledger Numbers

General ledger access can be disabled based on an employee’'s user rights. Access to general ledger account
posting can be restricted in all areas including:

® Receive Payments

e Journal Entry

®  Deposits

® Disbursements

. Invoices

(] Reconciliations

Administrators can grant users the ability to override locked general ledger accounts by modifying the user right's
template using the Security Administration screen in the Setup Console.

Note: This feature does not affect automatic system posting to any general ledger account that has the Disable
Access box checked.

To Disable General Ledger Access
1. On the Primary menu, click Organization.
2. Select the accounting tab and click the general ledger tab.

3. Click the chart of accounts tab.

4. Select the general ledger account by clicking the Details @9 icon.
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Edit General Ledger Number

Account Classification: | Asset

Account Group: |Currcnt Assets

(1 3 B EX

Mccount Type: |B.ank Accounts

Murnber Ranges: ]1 OQ000 - [';I:I'_-:,'l A

Account Humber: |100000

#ccount Name: ]Prcrniurn Trust Account

Description: |

Skatusz: | Achive -I

Disable Access ¥ Propagate: T post Warnimg: W

Fiscal Year; | 2005 =

Budget Actual
$0.00

£0.00
$0.00
$0.00
$0,00
$0.00
$0.00
$100.00
40,00
40,00
$0.00
£0.00
$0,00

0K I Cancal I

LT TS I U

11

1z

1z

ey — — — —

5. Select the Disable Access checkbox and click OK.

In any area of Nexsure where a general ledger number can be selected by clicking an ellipsis D the disabled
general ledger accounts will appear as grayed out:
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Regiont bal Branchi
Territory: Cepartment:
Unite
Classification! | Income ~|
Group: All |
Type!

Filter part of the general ledger number or namae or both and dick "Search”.
Hame Seneral Ledger Humber

Select the genersl ledger number:

Granting Disable Override

To Modify the General Ledger Security Template

On the Utility menu, click Setup.

In the Setup Console, select Security Administration.

Click the user rights template tab.

Select the User Template Type to apply the changes to, i.e. Accountant.

Click Edit.

R o

In the Core Components list on the right, select General Ledger.

security policy  uservights templates  accaszlog  T-log
templates  user assigned

[Closel [Save] [ Security Wizard Al
Ceneral Elcors
Eniey Typalsh: [Organizario = | counting
Templaze Hame: [Accountant S s
Accounung
Erescription: qu descriphon specified. H onal Interests
| Cliant Accers
Cliant Mani
¥ Dalats Rl Repnns
Dapartments
Financial Entity =
= Ganaral Ladger
Hame Many

Created By: Admin Nexsure

Fiat, N AT TR TRI R

7. Select or clear the Allow Override checkbox.

8. Click Save.
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Trial Balance

The trial balance sheet lists all general ledger numbers with a balance as of a given point in time. You can generate
a trial balance for specific periods by using the search filter, then print the report or export the file.

To View a Trial Balance Sheet
1. On the Primary menu, click Organization.
2. Click the Accounting tab.

3. Click the General Ledger tab, then click Trial Balance. To view a specific accounting period, click Show
to display the Search Filter.

4. After the trial balance sheet has been generated, click Print to send it to a printer, or Export to save it to
a file.

=
Trial Balance as of January 31, 2003 P lad 2
DT aDey
ME WA T H& e Ereer] T s ol .00 b
ML A us L L DmiafBell Tl Al Aok
MR MR s HA MR W s S ] B0
ME A 't WA M WO | M W ) Fdion
ME i T A LT 1 YIS T P TS W
A A Mi HE L L TR P Pl LL
MR A ] LT T 1HC00 Band hpw AR
ME A T Ak LT I P 3 AL LRl
MA A ME L] ME LLoeii] Tudi porm-d Pl
ME M us A mE (L] | PR RN S OO0
M, [T Mi L1 L1} =01 [ Coms Bazermid
Ma A My H& ME [ [i== ] Apaary BECsme Tuaned e
Ha Ha, L] Ha L L[ =ei] Aoy B Tisaiied T ek
e He T & [T A Vo B Comnim, T i b a0
ML e WA m (=] o FEL ST FRE ]
s [[E} ME W& e L] Panarsi & Frmsa i
ME A s WA MR IR i, T e B P
ME WA T Ak LT [L-x0i] By -
_‘J Mz Ha Y W LT AV Lo aked Thiu. B ﬂ_J
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Balance Sheet

You can generate a balance sheet for specific periods by using the search filter, then print the report or export the
file. The balance sheet will only be active with an entity which has books assigned.

To View a Balance Sheet

1. On the Primary menu, click Organization.

Click the Accounting tab.

P WD

Show to display the Search Filter.

Click the Territory tab and select a territory which has books assigned to it.

Click the General Ledger tab, then click Balance Sheet. To view a specific accounting period, click

5. After the balance sheet has been generated, click Print to send it to a printer, or Export to save it to a

file.
S arch Filtar [ ]
[ Erint ] [Expast ] :]
LB =
Balamce Shaet as of Mach 31, 206635 Fuplall2
O anige C oty
oz B i Bl O Do by gy ey el i Ceadt
Annel
= e
A o L MR HE w0 T oL
8 mh ME MR LT S 1ol B P L P EL R
@ s MR HE v By LU T
g m omh MR MR e [RETTT- - HuSLD
e/ Efupe v [T I k] fom
IEeEee——" SE—
100 M .00 1AM ST =
L] IPH
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Income Statement

The Income Statement is a report which shows income and expenses for all entities. You can use the search filter
to choose a specific accounting period to generate the statement for. Once the Income statement is generated, you
have the option to print or export the file.

To View an Income Statement
1. On the Primary menu, click Organization.
2. Click the Accounting tab.

3. Click the General Ledger tab, then click Income Statement. To view a specific accounting period, click
Show to display the Search Filter.

4. After the statement has been generated, click Print to send it to a printer, or Export to save it to a file.

Eh cesaalm i)l [ &S] LB = B

Incoimee Statemnt a5 of Jamsawy 31, 2003 B Laddh
HDTI whey
Imst o Tt
By B3Nl By
WA ML MR MR WA ] gy B e S S0000
T I T (L]
LLEF L Foui
H& L1 H& H& M L1 Faje iy P e
FoE) T ] [LE]
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Bank Accounts

Bank accounts can be associated with any level of your organization that has books. Bank accounts are added as
Financial Entities on the Search screen. The bank account summary screen displays all bank accounts associated
with the selected organization level.

Adding Bank Accounts

To Add a New Bank Account

1. Onthe
2. Click th
3. Click th
4

Primary menu, click Organization.
e accounting tab.

e bank accounts tab, then click Add New.

Enter the bank account information.

Name: Click the ellipsis D button to search for and select a bank account that has been
previously entered into the system. Bank accounts are entered as a Financial Entity on the search
screen.

Account Description: Enter a description for the account, such as, "Operating Account”.
GL Account: Click the ellipsis Dbutton to search for and select a general ledger account number

that has been previously entered into the system. General ledger numbers are assigned on the
general ledger tab.

Account Number: Enter the account number for the bank you have selected.
ABA Routing Number: Enter the ABA Routing Number (Optional)
Next Check #: Enter the number for the next check to be issued.

Primary Contact: This box will be automatically filled with the information supplied when the
bank account was entered into the system.

Status: Active or Inactive.

5. Click Update.
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To View Bank Account Details

1. Select the bank account you wish to view the details for and click the Details |g"icon.
summary  Setup  invoicing setup genersl ledger  bank accounts  transactions
bank account detail ACCOUNTING Transactions
[Update] [Cancel])
Bank Account Information * indicates requirad field
*Narme: [Bank of America B Prirnary Contact: | Carol Dolphin 'I
banceeunt [Bicect Bil status: [Active =
ascription:
* GL Account: [EIEI.IJIJO -0000,000.00 100005 - Direct Bill Transfer J
123111 Balance:  1,498.00
A2 Routho EZESS
FMaxt Chack a'dDDEI—

2. The bank account detail tab gives a description of the account as well as the account numbers and
contact information. If you change any information on this tab, you must click Update for the changes to
take effect.
bank account detail  accounting transactions

[ Export] [ Print] Filker: [ Show ][ Hide ][Cancel]
Showing Page 1 of 2 F K

Details Trans Type 1" Reference Description Amount treated By  Date Created poate | Posted tleared

B J‘E’:::‘:' 26 test test 2.00 Scott Simen 4‘25'{20%‘::'2"43‘4? afzsizoos W W

B J:::?:' 180 5,000.00 Scott Simon “"23"2'32?"9:”:12 afzefzoo: W =

Journal . 4/ 282002 9:40:37
[? Entry 181 5,000.00 Scott Simon AM 3/z28/2008 W 3
3.

The accounting transactions tab shows all transaction activity for the account, such as journal entries,

deposits, disbursements etc. To view details on each transaction click the Details @9 icon.
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Agency Billing

Agency billing generates a record for the agency showing the amount received from the client and the amount due
to the carrier.

To Invoice Using Agency Billing

1.

@ g k6N

Select the client you wish to invoice.

On the Client menu, click Transactions.

Click Add New Invoice.

Select the Policy option. In the View drop-down list, select Current or History.

Select a policy number from the Policies field and click OK.

Using the Quick Navigation panel, complete the following screens:

Invoice Header

Bill Method: Select Agency (default).

Bill Type: Select Regular Bill (hits all appropriate general ledger accounts), Binder Bill (hits
accounts receivable, binder bill payables and appropriate income and expense accounts) or Manual
Bill (is recorded in the system but does not affect any general ledger accounts).

Department: Select a Department.

Unit: Select a unit. Units are a subset of departments that provide additional income and expense
breakdown if needed.

Effective Date: Select the effective date of the transaction. The default effective date is the date
booked. This date determines the period that the invoice will post in.

Full Pay: Select if billing in full.

Compound Billing: Select if the premium is being spread over multiple payments. Selecting this
option will add the following additional fields:

1. Down Payment Amount:
Down Payment Date Due:
Payment Plan:

Number of Compound Billings:

o & e DN

View Other CBs: Shows other billing dates a client may have. This is to synch up billing
dates.

1st Compound Billing Eff. Date:
Fee Option:
Tax Option:

© © N O

Rounding Option:

Amount Due: Defaults from premium entered on policy.
Date Due:

Days until Past Due:

# of Print Days Before Eff. Date:

Unique Invoice Message:

Internal Note:

Nexsure User’s Guide Version 1.82.0




Agency Billing 219

Bill To

This information is pulled from the policy but can be changed. Any named insured may be selected as the
"Bill To" on invoices.

To Change Bill To information
1. In the Quick Navigation panel, select Bill To.

2. Click Change Bill To. The Bill To pop up appears with the Client option selected with all named
insureds displayed.

Tip: If a long list of named insureds is displayed, enter a name in the search field and click
Search.

Who do you want to bill? mjre
Bill To Lewels Invaoioe
Curvent Bill To:

Cvom Trurnp

Client
[ Client
& Felated Account
[ Finance Company
L& Additicnal Inberast

Hext ] Cancal I

3. Select the entity and named insured to bill.

4. Click Next.

Entity Type: Client mure
Bill To Lavel: Invoice

Marme: Jazon Trump
Location: 12309 Brantz Drive = |
Contact: Cian Trump ;I

Baclk | Mext |

5. Select the location and contact name from the drop-down lists and click Next.

Nexsure User’s Guide Version 1.82.0



Agency Billing 220

6. The new Bill To information is displayed, click OK to confirm the change.
Policy Header - Displays policy information.

Annualize - (Checked by default) Clearing this checkbox enables exclusion of annualized line items
when invoicing. This option is helpful for short term policies or special event policies.

Invoice premium - This screen allows you to make changes to a current policy premium by clicking the
Details @? icon. You can also add a new premium.

Invoice Non-Premium - Add any new non-premium items to the invoice. These include fees and
taxes.

Invoice Commissions - Add any commissions to the invoice. If default commissions exist in Carrier or
People screens, the will be created automatically. Defaulted commissions can be edited.

7. Once the invoice has been created, click Invoice Details to verify the information in the new invoice. If all
information is correct, click Post Now.

8. Invoice Posting - Displays general ledger posting entries for this invoice.

9. Receivable Tab - Displays client's receivables data including payments assigned for agency bill or carrier
receivable data for direct bill.

10. Payables Tab - Data for Carrier, People and Tax Authority payables including payments assigned.
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Direct Billing

Direct billing generates an invoice to be sent to the client and records the commissions due to the agency.

To Invoice Using Direct Billing

1. Select the client you wish to invoice

o o A w N

On the Client menu, click Transactions.

Click Add New Invoice.

Select the Policy option. In the View drop-down list, select Current or History.
Select a policy number from the Policies field and click OK.

Using the Quick Navigation panel, complete the following screens:

Invoice Header

Bill Method: Select Direct.

Annualize: (Checked by default) Clearing this checkbox enables exclusion of annualized line items
when invoicing. This option is helpful for short term policies or special event policies.

Department: Select a Department.

Unit: Select a unit. Units are a subset of departments that provide additional income and expense
breakdown if needed.

Effective Date: Select an effective date.
Full Pay: Select if billing in full.

Compound Billing: Select this option if the premium is being spread over multiple payments.
Selecting this option will add the following additional fields:

(] Down Payment Amount:

(] Down Payment Date Due:

e Payment Plan:

® Number of Compound Billings:

® View Other CBs: Shows other billing dates a client may have. This is to synch up billing
dates.

e 1st Compound Billing Eff. Date:
Fee Option: Gives you the option to add any applicable fees.
Tax Option: Select if the items are taxable.
Rounding Option:
Amount Due:
Date Due:
Days until Past Due:
# of Print Days Before Eff. Date:
Unique Invoice Message:

Internal Note:
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Bill To

This information is pulled from the policy but can be changed. Any named insured may be selected as the
"Bill To" on invoices.

To Change Bill To Information
1. In the Quick Navigation panel, select Bill To.

2. Click Change Bill To. The Bill To pop up appears with the Client option selected with all named
insureds displayed.

Tip: If a long list of named insureds is displayed, enter a hame in the search field and click Search.

Who do you want to bill? rE@I I
Eill To Level: Invoice re
Currant Bill Ta:
Con Trump
Cliant
[ Client
C Related Account
i« Financa Company
C Additional Interest

Next ] Cancsl |

3. Select the entity and named insured to bill.

4. Click Next.

Entity Type: Client mm
Bill To Level: Invaoice

Marme: Jason Trump
Location: 12309 Brantz Drive = |
Contack: Coan Trurnp ;I

Back | Mext |

5. Select the location and contact name from the drop-down lists and click Next.
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6. The new Bill To information is displayed, click OK to confirm the change.
Policy Header - Displays policy information
Invoice premium - This screen allows you to make changes to a current policy premium by
clicking the Details E? icon. You can also add a new premium.

Invoice Non-Premium - Add any new non-premium items to the invoice. These include fees
and taxes.

Invoice Commissions - Add any commissions to the invoice. If default commissions exist in
Carrier or People screens, the will be created automatically. Defaulted commissions can be
edited.

7. Once the invoice has been created, click Invoice Details to verify the information in the new
invoice. If all information is correct, click Post Now.

8. Invoice Posting - Displays general ledger posting entries for this invoice.

9. Receivable Tab - displays client's receivables data including payments assigned for agency bill or
carrier receivable data for direct bill.

10. Payables Tab - data for Carrier, People and Tax Authority payables including payments assigned.

Nexsure User’s Guide Version 1.82.0



Binder Bill Invoicing

224

Binder Bill Invoicing

Binder bill invoicing hits the general ledger but does not appear on the agents account current statement. Binder
bills are available for Agency Billed policies only.

To Create a Binder Bill Invoice

1. Click on the Details E’ icon of the client.

2. On the Client menu, click Policies.
3. Click the Details @9 icon on the appropriate policy.
4. Select the transactions tab.
5. Click Add New Invoice.
6. Click Edit Invoice Header link.
7. Choose Binder Bill as the invoice type.
v =10 =]
Edit Invoice Header I]E-SL"E
aill Mathad: | agency il =1 '
Bill Type: [Term Palicy B3 |
Invoice Typa! Binder bill ¥
Departrnant: |CL: aba-Pa, dbC-Pn ;l
Urit: Unassigned =
Effactive Date: [7/19/2004 et
Date Bookad: |7ivoszo04 g L |
Full Pay: "
Cormpound Billing: -
“rnount Dus: $2,500.00
Days Until Past Dua: ]I:I
| u 2
| CIE I Cancel |
e Click OK.

. In the Quick Navigation panel, click Invoice Posting.

(] Click Post Nowv.

Note: Invoice posting for binder bills creates entries to accounts receivable and binder bill payable only.
No posting rules will be taken into consideration with binder bill invoices.
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Reversing Binder Bills

To Reverse the Binder Bill

1. At the policy level, click the transactions tab. If there are several invoices, go to the Select view drop-
down box and choose Open Binder Bill.

2. Click the Details |gg'icon of the posted binder invoice.

3. On the binder invoice header, click Reverse Now.

The reversal process displays three options:

Credit exist for Binder Bill Invoice. I'E’SUI'B

Entry is in locked or closed period,

":f:"ﬂp.an payrment for manual apply to invoices
) opan payment and sutoapply
O Leave payrments applied

Mexsure Tip

Please note: Entries will ocour in the current month if ariginal entry
menth is locked or dosed. Entries will occur in the eriginal antry
month if period is open.

IL QK ] | Cancel ]

e Open payment for manual apply to invoices: Will open receive payment with the entire
amount as residual.

® Go to Receive Payment - note that it now has a residual amount.
® Open and assign credits to invoices as applicable.
® The original and reversal can be applied against each other.
e Open payment and auto-apply: Will re-apply the receive payment to the replacement invoice.
e Replacement invoice will have the credit.
e  The original and reversal invoice will need to be applied to each other.

e | eave payments applied: No change to the receive payment, it will remain against the original
binder bill.

® No activity required.

Note: If credits exist for binder bill invoices, the message returned will be the same except for the
reference to the locked or closed period:

Locked or closed period: "Entry is in locked or closed period"

Open period: "Entry is in an open period"

The binder bill reversal creates a replacement invoice. The invoice header shows the replacement
invoice number and the original binder number.

4. Make any necessary changes to the premium, fees, taxes etc.

5. Click Post Invoice. If the premium has been changed, the user will receive a prompt to generate a
manual invoice, select Yes and click OK.
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iolx]

Generabte Manual Invoice for the difference? ne@Ljre

« Yes [ Mo
Raady to post Invoice?
* Tes o M

Hexsure Tip

Plaase note: Invoices cannot be edited after posting, Posted
invaices st be reverszed and re-entered,

K [ Cancel

In the summary view there will be:
e "+"in front of the replacement invoice with "posted" status only
e "-"in front of the reversed binder bill invoice

e (M) is the manual invoice

HOME | HELP | SETUP | SUPPORT | LOGOUT|

nexsure

CLTIENT PROFILE | OPPORTUNITIES
Client Name: Ace Hardware

| DREANIZATION | REPORTS
| MARKETING | POLICIES

Bookmarks: Expand | Add | Remove Salects

| CLATMS | SERVICING | ATTACHMENTS | ACTIONS | | DELIVERY | T-LOR

| - Commercial Account

client balsnce summary  tramsaction sammary lize bill plans
Selact View: Invoice Summary b [ #dd Master lnvoice 1 [ Add Mew Irveics |
Salack Cliant: | a || Showing Page 1of 1 Search Filter: [Show]
InwoicelD
Effective Transaction Master Policy
Details Date Date Booked Status Type 1d Invoice ID Number Description  Bill Method Amount Remowve
Iz 74282008 7/28/2008 RZ::::G Inusicall) - 2221/+8200 BODR-11%1200& EE:‘L?I";;" Agency Bill §28,570.00 -
B /252005 9/2{200% R‘:::‘::d InuvaizalB) - -8299/2281 BDR-11512006 EE:L‘;I‘E” Agancy Bill ($ze,570.00] --
= 7 ZE 2005 9/2/2005 Posted Invaics = +5300/82681 BOR-1151z008 LTIEIOYErs Agency Bill $28,570.00 --
Liakility
Posted ) B - Employers p .
=3 7282005 W/ B 2005 Fesersad Invoice(M) +5303/82681 BDR-11512006 Liability Agency Bill $0.00
Total: 428, 570.00

lizt bill plans transaction summary cliznt balance surmary

Related Receive Payment Activity

e Open payment for manual apply to invoices:

®  Go to Receive Payment, note that it now has a residual amount.

®  Open and assign credits to invoices as applicable.

® The original and reversal can be applied against each other.

e Open payment and auto-apply:

® Replacement invoice will have the credit.

e  The original and reversal invoice will need to be applied to each other.
e | eave payments applied:

e  No activity required.
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List Billing

List Bill provides a means of splitting a premium over multiple entities and locations. A list bill is comprised of one
master policy billed to multiple locations. The master policy provides insurance coverage for locations insured on a
policy. Up to 300 combined locations and related accounts can be associated to the master account and of those,
up to 15 may be selected into a single List Bill plan for automatic inclusion in an invoice. The locations are attached
to the Master Client via its Related Accounts tab.

List billing is based on a percentage of the risk that each location will pay thus creating multiple receivables and
multiple payables based on the entities involved in each individual billing. The Carrier payables are based on an
installment schedule generated over the specified number of locations, not time.

List Bill Setup

1. All Clients (the master Client and the related accounts) are added to Nexsure following the normal
procedures. See Adding Suspects, Prospects and Clients for assistance.

2. Each Clients location(s) should be added on their respective locations tab. See Adding Locations for
assistance.

3. All related accounts need to be associated to the Master Client via its Related Account’s tab. As a result of
list billing the related accounts policy will reside with the Master Client. See Adding a Related Account for
assistance.

4. The master policy(ies) is added to Nexsure through Marketing following the normal procedures. See Policy
Underwriting for assistance.

Note: The Client containing the policy to be list billed is the Master Client for that policy and all related
accounts. The master policy provides insurance coverage for all locations. When completing the ACORD
application for the Master Client add the locations, coverage’s, limits, etc., for the related accounts as well.

5. The premium information is entered on the policy info tab following the normal procedures. See Policy Info
Tab for assistance.

6. The Marketing policy is In-Forced following the normal procedures. See In-Forcing a Marketing Policy for
assistance.

Creating a List Bill Plan

Setting up a list bill plan is done at the Client level. On the Client menu, click Transactions. The list bill is only
available on the master client; it is created as a template to be used for billing the master policy and related
account locations.

1. On the Primary menu, click Search.

2. Click the Details |§9Icon of the appropriate master client.

3. On the Client menu, click Transactions.

4. Click the List bill plans tab.

5. Click the Add New link. The Add New Bill Plan popup is displayed.
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‘2 Add New Bill Plan - Microsoft Internet Explor

Add Hew Bill Plamn

nessure

|Ganara| Liability Dustrubution |

Plam Harme:

Description: Use to split between locations by area.

Active

[ ok | [ cancel |

e Plan Name: Enter the plan name.
e Plan Description: Enter the plan description
e Active: Leaving this box checked it makes the list bill plan available for use, if unchecked, the plan is
not available for use at invoicing and is marked inactive.
e Click OK.
6. All current locations of the master account and the related accounts are displayed. As locations and
related accounts are added or deleted, they will be shown here.
Th B Flap - Microsoft Internet Esplorer provided by X0imensianal Technol
Plery Harmay Ganaral Lakilty Distrutasion [=] active
Cawaription e 1o split betpenn locanions by areas, |
|
Lin & B v Loy Plan AP abn Save
[ [ ]
[Ealact A7 L XN} Fikar: [Shas]
Riax.
------ - - 123 M r\l-ﬂ: ] N :: [}
O 23 Jaumy A Haztar  Loc ans 5::"“"‘ b"::fh =& ::"‘n": A 'b_’E' * Wnazsigned  ©.OD o
(] 1} Jinivg A HEiR& Lae a7 :?'_:""M LT . 1 ::::‘I’: c"l't:_":_’:' unssgignad OL00 [
= B i RA 654 drag fweat E0E on e SR ® Unassignad o0 o
] L) L R T S v R e I I
O L Bolmedtus  BA Pl v A o P L I
] B F.i.:-lfr.h:dc'l:vﬁ R& 777 Patc Werds Lakaswood 04 ::""n"m" ""_;:_‘_':EEI'":“' Wnsrzigned .00 o
Thiz Page Tatsl 000 0.0
#ll Pages Tatsl:  0.00 0. 005
Note: For a related account with multiple locations, the related account will be displayed once with each
location.
7. Select the locations to be included in the list bill plan by clicking in the appropriate Select checkboxes. As
locations are selected, the allocate factor and the ellipsis button are activated.
8. In the Allocation Factor column, enter a value based on square footage, premium dollars, total

insurance to value, etc. for each related account or location.
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Note: Select one type of factor and be consistent for each location.

D I Plan Wb voril] nind ned Eeplater poosided by Xenemional Techrelngie , bie

Plan Mamad Ganmrsl Lisbilty Distrpbution [ actus
D cptian U 0 split betwaen bocatons by ares
|. it Bl Sy I Ty P [ Al aie [ [ e ]
[Ealert ax) [omesiom &ii] Eilbar [atiow]

Main
(5] B ey s Marme Les 128 M Bras ca Unasrignad 0,00 e &
[ 2] B oaeyn Mariee  Lee oniateh Len ca Unassigrad 0,00 o [
- Mg TETAAERAIm L sheen G © Unaasigh o6 o
O = ¥ TR EEEigrEd
—_—— P e : —— S
[ ] nxigtaginy ™ i "‘”“ -4 i Unserignsd 0,00 o E
Sun b B0 Caran Limng -
EI L Bslatwdtne h Btrest Baach o, Unisshshay 9.0 . l._.-l
T 30 Paalic =1 B wbi-Bn
F_'T L Bl whwd TEo A Coart May B B dhi P Unsrsigred 000 8 I__'_|
=
[ ] L "‘I'_";;;" as  TIT Pale Vesds Lekgwesd CA "“&;':g_‘ " Unaasigned 0,00 o [l
Thiz Pags Tota|: 17.327. 00 0. 00w
Al Pagas Teta|s 17,527, 00 0. 0aR

9. Click Allocate. Each value will be divided by the total amount of related accounts (or locations) and
calculate its percentage of the total in the Percent column. The total of the Percent column will equal

100%.

Seven related accounts or locations can be displayed per '‘page’. Nexsure runs a per page total (This Page
Total) as well as a collective total (All Pages Total). The Allocation Factor box will display in red once that
unit's total has been added to the page total field.

10. Click Save.

300 Plan - Wicrosell Imleinet Eapleied provided by KINmesesal Technslogie. Inc A .
P Pl General Lisblity Distrubafion B Activa
ER Use to splf between bocstions by ares,

[ Liwh Bl Susrrerrary

1 Loy Pl [ A st v |
[eine aif] [Carninct ali] Fimar [chos]
_ll-l]___
ABE Savat Leg Farwia ELy sha-1.
=1 derey & Hisebst Lot €A ZIUS.00 Unar Waizrew| o :
o5 par e e L]
= B e s Marer Loc gy bews  ca SOODDR  SEROr CLSMR napggee zeeew| 0 "
Bus B, GIET] =y Famer  Cho WBA-T .
= ' e e fhera paagn TA ¥WO00a L pre Unamsigrad 17.30% | 2
- Bus B, SO0 ©amsen Lo 5 Farwres | CLo sbacl =
= 3 hal e ' Sieaat Fyer ) cA 150000 LR P Unmtsigreld B E9% 1 -
= P "}"_.::.‘;" BA 77T Pals Vends Lakawsod ©CA 133200 ;‘_'."_;" w— 'ﬁgﬂ""' Unaegigral 657 i Liaiiil
Tim € 01 Fackic =y e Ber: aBC-Pr. - —
) = RslatndTwn ) Comet By - Ca  AT0DIDD o neh dbcepy | Unadieghad 6 Rew & hazict
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11. If the allocation factors are changed, click the Allocate link to update the page total and percentages
based on the new allocation factors.

12. Clicking the Details |g’icon of a location will display the specific location information for the selected line
item. If changes are made click OK to save or Cancel to close without saving.
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<} Related hccount f Location Details - Microsoft Internet...

nexsure

Hame! fue B, RelabedOne
Addrasg: 900 Carson Stract

City: Long Baach State: CA

Zip: POSLOD

Branch! Karens Branch W
Departrment: CL: aba-T, dbC-] by
Units Unassignad i

13.

14.

15.

Clicking the ellipsis button to the right of a location displays the producer(s) (Account Managers are not
displayed) commission record(s) at the bottom of the screen in a summary view for that line item. The
number displayed to the right of the ellipsis button is the total number of producer(s) for that line item.
The commission defaults in if it has been set up for the Producer. The location record is highlighted in gray
to designate the record being worked.
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Note: For the Master Account, Producers will not prefill. The producer(s) displayed are at the Client level
NOT the policy level.

If the Producer is displayed with the incorrect commission rate, click the Details icon of the commission
record, adjust the commission and click OK to save the change.

If no producer(s) is displayed, click the [Add New] link to pull the producer in to create a commission
record for that line item.
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16. The Add People Commission popup is displayed. The Employees box defaults to the employees that are
assigned at the client level as producers.

Add People Commission
rodefdd

Search People

Name: |

Ermployess:

Commission Om
LewalfLOB:
Salact Faa:

Production Role:

Production Cradit Amount:

Rata Typa:

Rate:

#}Dﬂna

| _Search |
|FEE' j

| Homeowners(1} |
| | Fuolicy Processing Fee

|Pmdut:&r ¥
100%
| % of Fee e |

1o

Cancel | Ok I

8 @ iiermet

Select the Employee from the Employees box or use search People option.

Select the Commission On from the drop-down box.

Nexsure User’s Guide

Version 1.82.0



List Billing

232

e Select Fee: Fee selection permits the application of fee-specific commission rates. Fees subject to
commission do not need to have the same rate applied and can have a differentiating commission

rate/rate type applied.

Note: Only fees which are subject to commission will be available.

e  Select the Production Role and Production credit amount from the drop-down boxes

e  The Production Role and Production credit amount fields are used to designate the role and percent of
business this employee brought into the Agency on this policy.

® Select the Rate Type from the drop-down box

e Key in the appropriate rate, Nexsure will calculate the commission based on the rate type chosen.

e Click OK.

Note: An unlimited number of people commission records may be added for each location, as people
commission records are added, the commission column tallies the number of commission records for each

location.

17. Click the Copy Plan button to copy the existing plan, if desired. This removes the need to re-key an
existing plan and reduces the chances of duplicate entries.
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18. A confirmation window is displayed. Click OK to confirm and return to the original list bill plan.

19. Once the list bill plan template is created, or copied, click List Bill Summary to exit.

20. All list bill plans created will appear in a summary view on the list bill plans tab. Notice the copy displays

with “copy of” before the original plan nhame and the Active check box is not checked.
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Note: You must edit the copy and check the activate box to activate the copy.

21. Click the Details icon of the copied plan. The entire plan along with the Plan Name and Description can be
edited as needed. Click the Active checkbox to activate the new bill plan and click the Save link to save.
Click the List Bill Summary link to exit the plan.

Db Ml Whicresati imimrmei Laglorer provided iy Knmmisnal echsbages. inc.

Flen Huma Copy of Genersl Lashil fy Digtrgtedion

Daweripticn Ligw b gpift babmpen incsbioen by wres

[PRCYTT p re— I Lagey Pan 1 Al g 1 ]
1 1 - ]
L=

= A% Gavemh Lemg e

= = dwwy A Magter L s Ch  T308.50

[« [ 3 imiry B, Mg b ce SO00 0

F L ce 300000

[ » ca 150000

E » ] 1137 50

E L Blphs T e il us.d

0 = imiry A Magbas L cm

Thyy Page Toteli 17,.037,.00
&l B ngen Totel 1742700

List Bill Plan Invoicing

Once a List Bill Plan has been created, it is used as a billing template. The Invoice is created at the Client level on
the Master Client.

1. On the Primary menu, click Search.

2. Click the Details |g’lcon of the appropriate master client.
3. On the Client menu, click Transactions. The transaction summary tab is displayed.

Click the Add Master Invoice link. The Invoice Add Policy popup window is displayed.
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2 Invoice Add Palicy - Microsofl Internet Explorer p... Elﬂlgj

iming Dnlir_y Lo lam e b ru MJ'E

O wene List Bill Plan: | EEEIEEEETH

(3 paliey

Current v
Paolicies

PEG1234567 Packagse 1/10/2005 ko 1/10/2006

Mexsure T

Select Current or History to display billable polioes. Snly polioes
with issuing and billing carviars will display.

[cancel | [ ok ]

5. Select the Policy option, select Current or History from drop-down box, highlight the policy number to
be billed and select the List Bill Plan from the drop-down box. Click OK.

6. Select the appropriate check boxes for Premium, Fees and/or Taxes to default in from the policy info
tab of the master client, click OK.

=3 Add Master Invoice - Microsoft Internet Explorer prowi... r._| 3 E

Add Master Invoice rewre'

Dafault fromn policy information?

[#] Prermium
Feas
Taxas

P xawmre Tip

Infarmation fram palicy 2uch a= preamium, fes:z snd taxes can
dafault inte the rmagter invaice. Commizgion: s spplicable will
apply a3 wall.

7. Using the links in the Quick Navigation panel, or the scroll bar, complete the following screens:
® Invoice Header
e Verify the Bill Method, Bill Type, Invoice Type, Department and Unit.
e The Effective Date defaults to the Effective Date of the policy.

e Date book defaults to effective date of policy or invoice creation date based on whichever one is
later.

e Enter the number of Days until Past Due.
e Enter the number of Print Days Before the Effective Date.
e Click OK.

e Premiums - Changes can be made to the existing premium by clicking on the Details icon. A new
premium can be added by clicking the add new premium link.
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® Fees - Changes can be made to existing fees by clicking on the Details icon. A new fee can be added
by clicking the add new fee link.

e Taxes - Changes can be made to existing taxes by clicking on the Details icon. A new tax can be
added by clicking the add new tax link.

e Agency Commission - If a default commissions exist for the Carrier it will automatically default in.
Changes can be made to Agency commissions by clicking on the Details icon. A new agency

commission can be added by clicking the add new agency commission link.

Note: The Other commissions will become available after the Invoices are created.

8. Click the List Bill Detail link in the quick Navigation. A new List Bill Schedule is generated. The list bill
schedule is based on the information in the list bill plan template.

i Bl G bl
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9. Click the Create invoices link. A separate invoice is created for each location shown in the schedule and
automatically posts.
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10. Each location has its own unique Invoice number. The total number of invoices will be reflected in the
header.

Note: Each invoice ID numbers displays on the transaction summary tab at the client level where the
location record is located.

11. Click the Transaction Summary to close the master invoice. The Transaction summary view of the

master client displays only the invoice(s) for the master Client.
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clicking on the link will launch the entire bill plan for review and modification.
in the drop-down box to access that related accounts transaction summary tab.
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Each invoice is displayed with the master invoice number stacked below. The master number is a hotlink,

The select client drop-down box will display the accounts related to the master client. Select one of clients
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14. The Transaction Summary view of the related account selected will display the invoices for that Clients
location.

nexsure
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15. Click the Details |gs‘icon of one invoice; Invoice header will display the master client info along with the
location that is being billed for this invoice.

Note: If an agent makes changes to a policy level assignment it will affect list bill. List bill assignment
comes from the client level.
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Installment Billing

Installment billing is used when spreading a premium over a number of payments.

To Invoice using Installment Billing

1.

N o o b ®

Select the Client to be invoiced.

On the Client menu, click the policies link.

Click the Details |§9icon for the appropriate policy.

Click the transactions tab at the policy level.

Click Add Master Invoice link.

Click check boxes for premium, fees and/or taxes to default in from the policy info tab, click OK.

Using the links in the Quick Navigation panel, or the scroll bar, complete the following screens:

Edit Invoice Header

a.

b.

g.
h.

Verify the Bill Method, Bill Type, Department and Unit.
The Effective Date defaults to the Effective Date of the policy.

Date Booked defaults to effective date of policy or invoice creation date based on whichever one is
later.

Enter the Down Payment Amount.
Enter Down Payment Date Due.

Chose the Payment Plan from the drop-down box.

Note: The down payment is not included in the number of installments.

Annual: Due date of 1st installment is based off date entered in 1st Installment Effective Date
field. Subsequent installments billed in 1 year increments up to the specified number of
installments.

Note: If client is paying in full, (no down payment), click [Add New Invoice] link and bill as full
pay.

Semi Annual: Due date of 1st installment is based off date entered in 1st Installment Effective
Date field. Subsequent installments are billed in 6 month increments up to the specified humber of
installments..

Quarterly: Due date of 1st installment is based off date entered in 1st Installment Effective Date
field. Subsequent installments are billed in 3-month increments up to the specified number of
installments.

Monthly: Due date of 1st installment is based off date entered in 1st Installment Effective Date
field. Subsequent installments are billed in 1-month increments up to the specified number of
installments.

Weekly: Due date of 1st installment is based off date entered in 1st Installment Effective Date
field. Subsequent installments are billed in 1-week increments up to the specified number of
installments.

Same Date: Due date of 1st installment is based off date entered in 1st Installment Effective
Date field. Subsequent installments are billed on the same date as the 1st Installment up to the
specified number of installments.

Enter the Number of Installments.
Enter the 1st Installment Effective Date. (All subsequent installment default from this date).

Enter the number of Days until Past Due.
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j. Enter the # of Print Days Before Effective Date.

This field is used to calculate the date when the installment will automatically post and makes
the invoice available to print in batch.

EX: 1st installment effective date is 7/20/2004
Print date field entered is the number 15
Installment will post on 7/5/2004 and be available for batch printing on that date

If zero used in this field, each installment will post from the date in the effective date field in
their scheduled month.

To suspend the posting of an invoice the User should leave this field blank to avoid Nexsure
automatically posting the installment.

Note: If the month is locked or closed, the invoice will post in the current month.

k. Choose fee, tax & rounding options from the drop-down boxes.
. Input Unique Invoice message — this will print out on the invoice.
m. Input Internal Note.

n. Click OK.

Change Bill To

This information is pulled from the Client but can be changed by clicking the Change Bill To link.
To Change Bill To Information
1. In the Quick Navigation panel, select Bill To.

2. Click Change Bill To. The Bill To pop up appears with the Client option selected with all named
insureds displayed.

Tip: If a long list of named insureds is displayed, enter a name in the search field and click

Search.
Who do you want to bill? rE,SI |
Bill To Level: Invoioe re
Currant Bill To:
Crom Trump
Clienk
[ Client
[ Related Account
[ Finance Company
L Additional Interest
Saarchi

Haxt | Cancal I

3. Select the entity and named insured to bill.

4. Click Next.
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Entity Type: Client rle;:sure

Bill To Level: Invoice

Marme: Jazon Trump
Lacation: 12309 Brantz Drive = |
Contact: Dan Trump ;I

Back | Mext |

5. Select the location and contact name from the drop-down lists and click Next.

6. The new Bill To information is displayed, click OK to confirm the change.

Policy Header - Displays the Policy Header Information.
Base Forms - Displays base forms for the policy.
LOB Forms - Displays all Lines of Business forms on the policy.

Premiums - Changes can be made to the existing premium by clicking on the Details |%’icon. A new
premium can be added by clicking the add new premium link.

Fees - Changes can be made to existing fees by clicking on the Details Igs'icon. A new fee can be added
by clicking the add new fee link.

Taxes - Changes can be made to existing taxes by clicking on the Details |gs‘icon. A new tax can be
added by clicking the add new tax link.
Agency Commission - If a default commissions exist for the Carrier it will automatically default in.

Other Commissions

Changes can be made to Agency commissions by clicking on the Details |g?icon.

A new agency commission can be added by clicking the add new agency commission link:
e |
Add Agency Conmission rESL“’E

Screen Mode: Add

Comrnisgion Ont |FEE L;
Level/LOB: [Homeowners(1) -
Salect Fas: I | Carrier Policy Fee j ]
Rate Type: |% of Fee =]
Rata |1E|

cocn |

8 @ nteme:

(] Commission On: Fee selected

e Fee option will be available only if fee was flagged as branch commissionable (this has not
changed)

e  Defaults to Policy/All LOBs once Fee is selected
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Level/LOB: Select appropriate line of business

Select Fee: Fee selection permits the application of fee-specific commission rates. Fees subject to
commission do not need to have the same rate applied and can have a differentiating commission
rate/rate type applied.

Note: Only fees which are subject to commission will be available.

Rate Type / Rate: Enter rate information.

Click OK.

Other Commissions - If a default commissions exist for the Employee it will automatically default in.

Changes can be made to Employee commissions by clicking on the Details |§9icon.

A new employee commission can be added by clicking the add new other commission link:

Achd Dmdn;e Comnimis sion rﬁ S‘Jre

| modef

Search People

First ¥ Last |
Mame: | MName; | ﬂ.l

Ermployees: Anne Hammaond

Commission On: |Fee Bl
LevelfLOB [Homeowners(1] |
Sslact Faa! | | Pollicy Processing Fee d| |
Production Role: |F>r-:dUDE| =
Production Credit Amount: LS

Rate Type: I !?@ of Fea Ll
F.ate h i

§| Done 5 ® Incemet

Select the Employee from the Employees box or use search People option.
Select the Commission On from the drop-down box.

Select Fee: Fee selection permits the application of fee-specific commission rates. Fees subject to
commission do not need to have the same rate applied and can have a differentiating commission
rate/rate type applied.

Note: Only fees which are subject to commission will be available.

Select the Production Role and Production credit amount from the drop-down boxes

The Production Role and Production credit amount fields are used to designate the role and percent
of business this employee brought into the Agency on this policy.

Select the Rate Type from the drop-down box
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e Key in the appropriate rate, Nexsure will calculate the commission based on the rate type chosen.

e Click OK.
8. Click the Installment plan link in the Quick Navigation. A new installment schedule will be generated,
click OK.
inweite
Cuick Navigation
Policy Premium Tetal: 6,000, 00 Agancy Commigslon: $900.00 —Envoice Header
Bill Ta
Total Fass: 40,00 Fusi-Agunsy Commissian: $0,00 Pollcy Header
Tetal Tazea1 $0.90 e e
I oice Cormnmissions
1 & Flan
Inuoioe Datail
Carcel Remisve Policy Abort Create Iwoices || Inueise Pasting

Installmant Schaduls

Bill | inatallment
Dtk To n Tnwbalbmsent Date (Prink Date |[Past Due Gate Daseription Amounk
I} % 26130 FALT 2004 TIEFZ004 FAITI004 Crawen Payinank F2000.00
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9. The installment schedule is based on the information in the Invoice header.

e The amount of an installment can be changed by clicking on the Details |g?it:on. Change the
amount and click Update. Click cancel to close the popup, click on Installment Plan in the
Quick Navigation to revise the existing Installment schedule.

® An installment may be billed to another entity. See Change Bill To.
This information is pulled from the policy but can be changed by clicking the Change Bill To link.
a. Select the new Bill To entity.

If Finance Company, Additional Interest or Retail Agent is selected, the appropriate entities
will be displayed. Enter at least 2 characters to narrow search results.

c. Once you have selected an entity click next. Select the Name, Location and Contact from the
drop-down boxes.

d. Click next.
e. A popup box will confirm the change, click OK to complete.

f. A Bill To Log will display the date and time changed, the prior bill to entity and the user who
made the change.

e The Installment ID includes the installment number followed by its description letter or number.

e The Installment date, print date, past due date and description default from the information in
the Invoice Header.

a. Verify the Bill Method, Bill Type, Department and Unit.
The Effective Date defaults to the Effective Date of the policy.

c. Date book defaults to effective date of policy or invoice creation date based on whichever
one is later.

d. Enter the down payment amount.
e. Enter down payment due date.
f. Chose the payment plan from the drop-down box.

g. Enter the Number of Instaliments.
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n.

O.

Enter the 1st Installment Effective Date.

All subsequent installment default from this date.

Enter the number of Days until Past Due.

Enter the number of Print Days Before the Effective Date

i. This field is used to calculate the date when the installment will automatically post and
makes the invoice available to print in batch. EX: 1st installment effective date is
7/20/2004.

ii. Print date field entered is the number 15.

iii. Installment will post on 7/5/2004 and be available for batch printing on that date.

iV. If zero used in this field each installments will post from the date in the effective date
field in their scheduled month.

V. To suspend the posting of an invoice the User should leave this field blank to avoid
Nexsure automatically posting the installment.

Note: If the month is locked or closed, the invoice will post in the current month.

Choose fee, tax & rounding options from the drop-down boxes.

Input Unique Invoice message — this will print out on the invoice.

Input Internal Note.

Click OK.

e  The amount of each installment is based on the total premium, amount due of the down payment
and number of installments.

10. Click the Create Invoices link.

%]

(=]

1)

[
|
]

Maztar Invoica: 2823
Created By: Karen Peterzon

Clignt: Diana’s Diner

Tatal Amourt: $900,00
Amount Paids $0.00

Balanca: $900,00

[ Teansaction sunmary

Madify Mastar

Heaew

Details Invoice ID Effective Date Date Booked Prnt Date Type Status Transaction ID  Policy Number Amount Remove
2624 07/1%/2004 071572004 07f05/2004 [nwaice Unpostad APTIETE554 $2.000.00 %
2625 07132004 O7F15/2004 07052004 [nvaics Unpostad APTSE78554 $1.000,50 %
Z626 10/ 152004 1001572004 1070372004 Irwolce Unposted APTEETESTS $1.000,00 %
2627 04/15/2005 01/45/2005 0470572005 Inveice Unposted APTIBTE554 $4,000,00 %
2628 04/ 15/2005 04/15/2005  04/05/2005 Invoice Unposted APTIOTESS54 f100000 B

11. Each installment will now have its own unique

reflected in the header.

12. Click the Transaction Summary to close the

Invoice number. The total number of invoices will be

master invoice.
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nexgure

CLIESNT PROFILE | OPPORTUMITIES |

STAFDN | ORGAMIZATION | FEPORTS

HARKETENG

Cliank hNome: Dinna's Diner

POLICIES | CLATMS | SERVELING

ATTALHMENTS

ALTEONS | TRAMGACTIONS | DELIVERY

underariing  pelicyinfe  srslgreners wmachearcr  actons  qualiication  hirters  bomsscHens  cliime  summarg af incsrance
[ oadd Master Tnvodog ] [ sl i Tevoioe |
Salact Waw: | Inwvoios Summany » Showing Pags 1 of 1 Saarch Fltar [Shas]
Anvoicn L
Effe v T i Bigans raabes Palacy

Ditaila Ciate Dats Dooked Status Typn i TInvwaica T kumbar  Dwecription  Oill Hathod Arnuunt Ranees
[ TATAO04 T ARSIDD Unposted  InwsoelCR) (2633 ARTRETESSA  Apaetrants  Divect il oD -
B TFLT/ 2004 79152004 Unporksd  Inveica(CO) ng;;_l APTOETET=T4  Azarimantr Diract Bill §2.00000 Y
B wuwa00e  WISE0M Unposted  InwsesiCB) G, APTRETESSA  seamants  Divect @ suoon
= 10252004 10YL3/Z008 Unposted Inveica[CD) Igﬁ:?"l AFTIOTES=T4  Azartmants Diract Bl §1o00000 By
B aama00s  AASE005 Unposted  InwsicelCH) [Geamy  APTSETEIM  smaemants  Direct Bl sroonnn 5
55 413/2008  4/15/300%  Unposted  Inveica(CH) R AFTIOTEEE4  Azatmants  Direct il sro0000

Tatal:  §6,0RLDD
duniary of irdardice  dliimd  lremaclens  Bidwoy  gualficetion  efdend  aachnems  agdignment pelidyiefe  widewitiag

13.

The Transaction Summary view displays each installment number with the master invoice number stacked

below. The master number is a link, clicking on the link will launch the entire installment plan for review

and modification.

14.

Splitting an Installment

Each Installments Invoice may be billed to more than one entity.

To Split an Installment

1. Click the Details |gs‘icon of the client.

2. Click the Policies link on the Client menu.

3. Click the Details |gs'icon of the appropriate policy.

4. Click the transactions tab.

5. Click the Details |gs'icon of the unposted installment invoice to split.

6. Click edit invoice header.

7. Change the number of billings to the number of entities splitting the installment.

Unposted invoices can be removed, security permitting, but posted invoices must be reversed.
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Edit Invoice Header

Bill Mathod:

Bill Type:

Invoice Typa:
Deparbrnent:

unlt:

Effective Date;
Date Booked:
Humber of Billings:

Armount Duer
Days Until Past Duer

& of Print Days Before Eff. Date:

Agency Bill
Term Policy
Regular

CL: aba-I, dbC-1

$1,000.00
10

10

View Others

8. Click OK.

9. Click on the compound billing schedule link in the Quick Navigation. A new installment schedule will be

generated, click OK.

inveie rermivalie payable

 — -

[ o

l

Arentalinent teheduds
& - Inatalimant P P P— O e e
Ta L] £t -
E' ﬂ' FEIF FFas T004 T e 7004 TiZe{ Z004 Inctafiment #1 { #500.00 }
D 3 eFE-2 FARSTO04 e 2004 TI2E 2004 Ingtplrmart @2 .\\ FE00.00 A
e

10. This installments invoice is now split between the number of billings, with all installments being billed to
the entity shown in the header.

11. The Entity for each installment can be changed:

(] Click the Bill To icon

e Chose entity

L] Click next

®  Select name, location & contact from the drop-down boxes

L] Click next

® Click OK to confirm change

e  Close the installment schedule window by clicking the X in the upper right corner of the window.

12. The invoice will post on print date (or tonight, if date is in the past).

13. Each installments invoice will need to be split if the split applies to all.
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Delivery Option for Installment Invoicing
To Deliver an installment invoice
1. From the Client menu, click the policy link.

2. Click the Details |gyicon for the appropriate policy.

3. Click the transactions tab.

4. Click the Details @? icon of the posted installment to be delivered.

5. Under the invoice header, click Print.

Note: The invoice must be posted in order to deliver.

6. Select the Invoice Format from the drop-down list and select the invoice to print.

7. Click OK.

8. Click Deliver. The invoice must be in Adobe PDF format to deliver. Delivery can be sent via email or fax.
1. Fill out the Delivery screen and click Send.
2. Close the Delivery window.

3. Delivery details can be viewed from the delivery link on the client menu.

Endorsements and Installment Billing

Endorsements are processed normal through Servicing. The Endorsement does not need to be posted to make
premium adjustments to any remaining unposted installments.

1. Click the Detailslgy icon of the Client

2. On the Client menu, click Policies.

Click the Detailslg? icon of the appropriate policy.
4. Click the transactions tab.

5. Click on the Master Invoice ID link of any installment.
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6.
7.

8.
9.

Cligrt Name: ABC Electric

whilwreritng  pobopinda anvigreet  sttachnasty sritone  qualificees) birtary  SremsscBesa  clarmr  reresir of munnes
[ M Mugtes Dnamicn ] [ hdd Has Inesios ]
Ealnd View: INvoiDe Summary L haing Page 1 of 1 Eamer® Filkme [Ghos]
Arrwaia i
Effeitive Hated Paliy
Detabe [ Date Basked LT Typs Inwmics B0 msaprviless Dsrrip s B et A Aemove
[ [TF T TN 004 Ungerted Drmmion CB ) (L] BALFINET “"":';_" ) agency Wil [T 0. -
.‘ [T The- 1 I8 2004 Ported (SR R ] arie Bk a%e T Corwmirdal sgwney Bl $eEiv0e -
[ J FHER P00 TR 004 Pagbed Irmoice OB WA AT ':"""'_;:_'7"' Bgency Bl [FRTLE. " e
e [TETE T TR 2004 Pogbed Ireoical CB ) BALZIATET ‘:"":*T" sgency Bil [TELLE
B somaand wEEE04 Unperied Boesios(Ch) panppaner ST hgen bit prasson By
I¥2WF20D4 107207004 Urgpzrimd reoiosi CB) BALIIMTET ':"'";_T"' sgency Bil trianon &
B Lw00e  LUIWIM  Usssied  Desies(OB) paazmner SRR wpeng bt praaso0 g
[ i3fanfa00e  L2/PRfIood Lirgnrted Ervanicsl OB BALII4ET “":":""' Bgeney Bil ia,1a%.00 E
» LI II008 Ungesind  DeeeicalCB) paarpana?  CUTEEH g b traasoo g
| .3 2zeizoon B e 008 Urgnrted Trvecbosd CB ) BALIINET "":';::’" sgercy Bil 3,149,008 E
.‘ F O T IR 2008 Umporimd (LT R 3] BagTiase? ':""::“' Bgwnry Bil Fi.1a8.00 ["
Totsl
pursieaty of mpwanin  deerd  Wessecless  hertets  dwillicebes  actieel eecheait aidabreast  pelos sl aedirerting

Click on Modify Master link.

In the Modify Master box, select split. Leave the other options unchecked and click OK.

2 Modily Master Invaice - Microsofl nternet Explarer pr.

rlodify Master Involca

Modificstion Distribution

C‘ Hizw
& sphit

Cefault from policy information?

D Premiurm
D Faaz
|:| Taxes

Information from policy such as premivm, fees and taxes can
default inke the master invoice. Comrmissions a5 applicabls will
spply as wall,

Scroll to the Premium link and click on the Details |%’icon.

In the Amount Due field put in the additional or return premium (a return premium will need a “-* in

front of the amount), generated by the endorsement.
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‘3 Edit Premium - Microsoft Internet Explorer provide, .. -

View /Edit Premdun
Screen Mode: Edit

Original Premium: §
Line of Business:
Deseripkian:
Effactive Date:
Armount Duea:
Cornmissionable:

Taxable

24960

Amount Due: § 0
Cormmerdal Auto
|Tarm Paolicy |

700
Branch & People v

D Yaz @ Mo

| ok || cancel |

&3

10. Click OK.

11. Click on the Installment Plan link. The amount of the additional or return premium will be divided over
the number of the original installments.

imveice | racaablar | payabler

Instalimant Schedule

Dntads : H:-* Inataliment Dats | Prink Doats | Past Dus Dads| Drmscripts A

E k] 27E8-1 P2 2as #erzas | BfF/2004 Inatallment #1 [ER L]
EHE TER-2 #28/2004 B Z004 | 9 TI2004 Ingtallment &3 $77.77
G | FER-F 28 2004 AEEO008 | 10ECZ004 Installinent &3 $77.37

_ﬁ‘ * 2FEE-d L07ZEME004 | 1OVEIED0E[ 137 z00s Inatallmant &4 §F5.37
EHE ITIReE 1L FNI004 |11 RI004| 13 I00s Inetsllment &5 $77.77
E3 _3 2IER-6 A FRE004  |13RIT004|  1FT/200% Installrnent &% 477,77

T * 2IEE-F 15 25 2006 LEr2005 | IFia00% Installrmant 47 $77.77
e 2728-8 28y 2008 weyao08 | avinfaoos Inatallmant &0 $75.97
EHE 272R-% 228/ 2005 Hefz005 | AFTi200% Tnstallrmant &9 377,77

12. Click on the Create Invoices link. The amount of the additional or return premium will be divided over
the remaining unposted installment invoices.

13. Click the Transaction Summary link.

14. The remaining unposted installment invoices will post according to their respective dates.
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Journal Entry

A Journal Entry is an entry made directly to specific general ledger accounts. Journal entries must balance before

posting is allowed.

To Add a New Journal Entry

1
2
3.
4

On the Primary menu, click Organization.

Select the accounting tab.

Select the transactions tab and click journal entry.

Click Add New, or click Add Recurring.

If a particular entry is made on a consistent basis, it can be created as a “recurring” entry.

Recurring journal entries must have been previously created as “Recurring” to be available to
add. If recurring journal entries have been created, they can be selected from the drop-down list.

2] =100

Swmlact Jowumal Entry: |Tr-'=-ns-fe-' by epar "]
O cancal

Fhttps:/ ‘rmOwebl.nexsure.com - Journal Entry - Microsoft Internet Explorer provided by XDimensional |

Jourmal Entry 101 1844
Postad: [T
Date Booked: [09/22/2005 | B
Date Created:  #/22/2005 9:30:27 AM
Creatad By Michael Massare

Transaction

Sy Print Post.

Mexsure Accounting
General Journal Entry

Account Number

Description

f= [ = |

Save

Recurring: [ [iet Properties]

Fraguancy:
Start Date:

Expiration:

Auto Post: [T

Reference:
Dazaription:

Add Allocation

Debit

Add Row

Cradit

[ E T

5]

Totals:

Out of Balanca:

0.00
0.00

i S

000
0.00

Remove -«
iy H

e Journal Entry ID: This number will be automatically assigned once the entry is made.

e Posted: Checkbox will populate once entry is posted.

e Date Booked: Displays the date entry was booked. Enter the date manually or click the

calendar icon to select a date.

e Date Created: Displays the date entry was created.

e Created By: User that created the entry.
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5.

® Recurring: Select this option to save the journal entry so it may be easily selected next time it
needs to be entered. This eliminates the need to enter all of the journal entry information each
time it is entered. See "Recurring Journal Entries".

Note: If "Recurring” is selected, the "Post" option becomes unavailable as it will be determined
when creating the recurrence schedule.

e Set Properties: This option becomes active once "Recurring" is selected.
® Frequency: Displays the journal entry schedule.

e Start Date: Displays the journal entry starting point.

e Expiration: Displays the recurrence expiration.

e Auto Post: If checked, the journal entry will post automatically at 12:40 AM. If
unchecked, the entry will be created based on rules and will be available to post, edit or
delete.

e Reference: (optional) Use this as a type of internal note.

e Description: (optional) Add a description of the entry. It will be displayed on the Journal Entry
Summary screen. The description will also populate the Description field in the General Journal
Entry group below.

Select an account number by clicking the ellipsis button.
It intermct Enploeed w15 =] 7

A httpsy rmiweb ] newsure.com - Seardh -

Nessurne Accounting
Raglon: | KDT1 Region - Bearch -I
Tantony: . Dapartmant -l

Uni -I
Clupeifacation: | Al -
Graup -
Type -
Filtwr part of tha ganersl ledgar urmbar o name or baih and dds "Saarch”,
Bams danaral Ledass Hurhar
—
frent
Search I

Selack the genaral fedges numbaes

oK Cancel |
[&] Dore Y T =

Use the drop-down lists or search fields to select the organization and general ledger account information
and click OK.

Transacton

Su Print Post Abort Save Add Allocation Add Row

Mexsure Accounting

eneral Journal Enty

Aecount Number Deserpbion Debit Credit Remove
[00,000,0000.000.00.100006 Operating Account Bank of .|  [Rent Draw | [ za7o00 By
|00,000,0000.000,00,701900 - Rent _| |rent Draw | 2,470.00 | B

Enter the amount of the Debit/Credit.

Click Add Row to enter the corresponding general ledger account and Debit/Credit amount, or click Add
Allocation to apply an allocation template.

Click Save. You can then Print, Post or Abort the entry. Before you can post the entry, it must be in
balance.
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Recurring Journal Entries

If a particular journal entry is made on a consistent basis, it can be created as a “recurring” entry. Recurring
entries can be created on any recurring schedule needed. Recurring entries can also be scheduled to automatically
post.

To Create a Recurring Journal Entry
1. On the Primary menu, click Organization.
Select the accounting tab.

2
3. Select the transactions tab and click journal entry.
4

Click Add New.

Journal Entry ID: 1854 Recurring: = [Set Properties]
Posted: [T Fragquency:
Cate Booked: lm. H‘; Start Drate:
Date Created: S/22/2005 12:23:04 PM Expiration:
Creatad By: Michaasl Massaro Auto Post: I-

Rafarance: |

Description: |

e Journal Entry ID: This number will be automatically assigned once the entry is made.
e Posted: Checkbox will populate once entry is posted.

e Date Booked: Displays the date entry was booked. Enter the date manually or click the calendar
icon to select a date.

e Date Created: Displays the date entry was created.

e Created By: User that created the entry.
5. Select the Recurring option.

6. Click Set Properties.

Note: If not selected, previous recurring journal entries will apply and the entry will be available through
[Add Recurring] on the Journal Entry screen.

7. Select the Recurring Schedule:
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Daily
Recurrence Schedule: & paily guw[ days
C weakly
C Manthly
Vaarly
Recurrence Schedule: & Baily Evary [ days
[ Waakly
© manthiy

aaily

Daily Recurrence Schedule

e  Every number of days will create journal
entry on that number of days

e  Every weekday will create journal entry
Monday to Friday

Recurrence Range

e  Start date — defaults from Journal Entry
screen and determines the first occurrence

e  Continuous — journal entry will be created
until end is defined

(] Continue for number of occurrences —
journal entry will be created for set number
of occurrences.

e End by specific date — journal entry will
be created until date is reached.

e |If end by date = the prescribed
occurrence of a journal entry, the
entry will be created. For
example, end by date = July 21,
2006 the journal entry will occur
on July 21. If end by date = July
23, 2006 then the last journal
entry will also occur on July 21
since July 23 is not a weekday.

Automatically Post

. If checked, journal entry will post during a
night process automatically (12:40 AM).

e |If unchecked, journal entry will be created
but will not post.

Monthly

Day [ ofavary [ months)

Racurence Schadule © paily

T waskly
& Manthly

T vaarly

Recwrence Schadule: (9]

Daily Day of avary month(s)

Monthly Recurrence Schedule

e Day ## of every # month(s) —
specific date the number of months
designated.

e Example — Day 15 of every 1
month will create the journal
entry on the 15th of each
month beginning in August.

e Example — Day 15 of every 3
months will create the journal
entry on the 15th of every 3rd
month. In this example, with
7/21/2005 as start date, the
first entry will be August with
subsequent entries occurring in
November, February 2006, May
2006, August 2006 and so on.

e To effect a different month,
“Start” could be changed to
later month to begin the series
in that month.

Recurrence Range

e  Start date — defaults from Journal Entry
screen and determines the first
occurrence

e  Continuous — journal entry will be
created until end is defined

e  Continue for number of occurrences —
journal entry will be created for set
number of occurrences.

e  End by specific date — journal entry will
be created until date is reached.

Automatically Post

. If checked, journal entry will post during
a night process automatically (12:40
AM).

e |f unchecked, journal entry will be
created but will not post.
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Weekly Yearly
Recurence Schadule © Daity * Evary Week{s) on Recurrence Schadulel © Daity F Gecuns =
™ mandsy ™ Foiday € Weankly
& waskly
™ Tuerday I caturday © panthiy
" manthly
I wednesday I sunday & vasy
T vaary I Thursday
Raturrence Schedule)  Daily Fowun [ =
Recumence Schadule © Dty & Evary Week{s) on #
Waakly
™ mManday ™ #riday
& waekly © panthly
I Tuesday ™ saturdsy
© Manthly © vramiy
I wednasday ™ sunday
C vasdy I Thursday

Yearly Recurrence Schedule

Weekly Recurrence Schedule e Only option is “Occurs” with the specific

e  Every # of week(s) on a specific day (or day designated.

days) will create journal entry on that day Recurrence Range

every designated number of weeks.
e  Start date — defaults from Journal Entry

e Example — every 1 week on Tuesday screen and determines the first
will create the journal entry every occurrence
Tuesday
e  Defaults from “Date Booked” but
e Example — every 2 weeks on Tuesday may be changed based on rules for
will create the journal entry every using “Date Booked” in a journal
other Tuesday entry.

Recurrence Range .
9 Today'’s date is the default.

e  Start date — defaults from Journal Entry

screen and determines the first occurrence Date may not be in a closed or locked period

e  Continuous — journal entry will be

e  Continuous — journal entry will be created
created until end is defined

until end is defined

(] Continue for number of occurrences —
journal entry will be created for set
number of occurrences.

e  Continue for number of occurrences —
journal entry will be created for set number
of occurrences.

e End by specific date — journal entry will

e  Example — 24 occurrences will result in
be created until date is reached.

24 weeks of Tuesday journal entry

e End by specific date — journal entry will be Automatically Post

created until date is reached. e |f checked, journal entry will post during
Automatically Post a night process automatically (12:40

AM).
. If checked, journal entry will post during a

night process automatically(12:40 AM). e If unchecked, journal entry will be

created but will not post.
e |If unchecked, journal entry will be created
but will not post.

8. Click OK.
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Journal Entry 1D: 1545 Recurring: =3 [5et Propartios |
Posted: [T Frequency: Yearly
Date Booked: ﬁm = Start Date: 10/4/2003
Date Created: 10/2/2005 10:25:32 aM Expiration: Continuous
Created By:  Michael Massaro fuke Post: [F

Reference: i‘l’eaﬂ\' Transfer
Description: idnnuol Stock Transfer

Jranascton Print Past Abort Save Add Allacation Add Row

Summary

Nexsure Accounting

General Journal Entry

Account Number Description Debit Credit ﬁ.emuv!;l
|o0.000.0000.000.00.354400 - Capital Stock _| |annual Stock Transfer | | 100,000.00 (B
[00.000.0000.000.00 801110 - Corporate Accounting .|  [Annual Stack Transfer [ 1oo,000.00 | £}

4 o

Totals: 100,000,00 100,000.00
Out of Balanca: 0.00 0.00

e Journal Entry Summary: Saves the entry and returns to Journal Entry transaction list view.
Recurring entries must be in balance, clicking Transaction Summary while not in balance will
prompt a message notifying you to balance the journal entry.

. Print: Prints journal entry line items.

Note: Post is not available for a recurring entry.

e Abort: Deletes the entry.
® Save: Saves the entry, remaining in the journal entry screen.
e Add Allocation: Displays available allocations for entry, see Using Allocations.

e Add Row: Adds general ledger line items.

card file  regions  territories  branches  departments  locations  employess  accounting  vendors

summary  setup  invoicing setup  general ledger  bank nte i batch ]
tranzaction summary  journal entry  dish receive p deposit  accounts payable invalces
Filtar: [Show] [Add Mew] [Add Racurring]
Details  Reference  Journal Entry 1D Description Lreated Date Created Date Booked Posted Recu Auto Post Remove
B veary Transfer 1945 Annusl Stack Transfer Michsel Masssro  10/03/2005  10/03/2005 [T ~ = &

invoices  reconcilistion  sccounts payable  deposit  receive payments  dishursements  joumal entry  transsction summary

Note: In the example above, items cannot be selected since they are recurring journal entries
and are not posted. Only Journal Entries created from recurring journal entries that are
unposted or single journal entries created and unposted can be selected for the Post Selected
process.
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Using Allocations

Organizations with multiple branches, departments and possible units may have a policy of dividing expenses
during the course of an accounting transaction based on the organizational structure. Creating a general ledger
allocation plan provides a template for easily dividing expenses within the organization. Allocation plans can be
created for accounts payable and journal entries. Before using an allocation template it must be created first, see
Allocation Plan Setup.

Accounts Payable Allocations

To Use Allocations with Accounts Payable

1.

g M e N

On the Primary menu, click Organization. Select the Org level where your bank accounts are located, for
example - Territories.

Select the accounting tab.

Select the transactions tab and click accounts payable.
Click Add New. The Entity Search dialog appears.
Search for the Entity to pay.

Note: If the entity has an alternate payment address, it can be selected from the Select Address drop-
down list.

Click OK.
Accounts Papable ID: 524 Payee; Maretta Realty and Accounting
22845 Morthside Drive
Postadi Atlanta, GA 30314
Processed:
Date Bocked: |9/9/2005 o Recurring: [ [set Properties
Date Due: |9,9/2005 |8 Frequency:
Date Created: %/9/200%5 10:41:39 AM Start Date:
Craatad By: Anne Hammond Expiration:
Auto Postr
Referance: |Advertising-Corp
Dascription: |Advertising-Corp
Transaction
5 Print Post Abort Save Add Allecation Add Row
Nexsure Accounting
Account Number Descrip tion Dehit Credit Remowe
25,001.0000.000.00.220000 Accounts Payable Advertising-Corp 3,200.00

7. Enter the accounts payable information as covered in the accounts payable topic.

8. Click Add Allocation. An allocation plan must have been previously created to activate this link.
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Add GL Allocation r&y@lalre

GL Allocation .Ad\rertlsmg distribution-Personal Lines |
Mame:

GL Account
Nurmber:

Dascription) Advertising for Personal Lines

Type Debit W
Armount: 3]2 D'}-DD

[ oK ] [cancel |

e GL Allocation Name - Select the allocation plan from the drop-down list. The Entity where the
transaction is created must be part of the allocation plan to be available.

e Description - defaults from allocation plan.
e Type - Select debit or credit for fill in to accounts payable item.

e  Amount - defaults from the first AP entry but can be changed. If the amount is changed,
additional rows or allocation must be entered to balance.

9. Click the GL Account Number ellipsis.

Nexsure Accounting

Classificationi Expense
Group: all b
Type:

Fitter part of the general ladger number or name or both and click "Search”™,
Hamg ngral r My

Corp

Select the ganeral ladger number:

25.001.0000.000.00.801110 - Corporate Accountin
25.001.0000.000.00.802010 - Corporate Education

[ ok ] |[ Cancsl |

e Classification - classification availability depends on the allocation plan's Type.
® A Balance Sheet Type will display: Classification Asset, Liability and Equity

® An Income & Expense Type will display: Classification Income, Expense, Under
Ops Income and Under Ops Expense

® Group - selection is dependent upon the classification selected.
® Type - selection is dependent upon the classification selected.

®  Enter a partial name or GL account number and click Search.

10. Select the general ledger number and click OK.
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11. Click OK to close the Add GL Allocation pop up.

Accounts Bayable 100 534 Payse:  Mareits Bashy and Acmounting
2X045 maakside Dvive
Pasted: Aarte. GA 30314
P pa e
o ¥
Dats Backad: | 2/9/2005 o Rasuringi [ [et Propertes]
Date Dusl  |9/9/2005 Er Fraguency
Diats Crastedi 032003 10:41:3% &M Stk Doakai
Crasted By Anne Mammaond Enpiratian
Ayt Parti
Rafaranca | Advertiaing-Corp
Cepcription: | Advartding-Com
Trars s tion
% Prnt Post Abort Sawe Add Allacation Add Haw

N anrs Acsonanting

I Accounits Payable Entry

Account Humbies Dascrigtion Debit Credit Hamove
25,000, 000000000, 220000 Accsunts Payabls Advartising-Carp 3,200.00
25.001.0001 00200801110 Corporate Accounting D Advertiing-Caorp 14934 0.00 ri'
25,002.0000.002.00, 801110 Cerporate Accounting D Advertising-Corp 1,706,586 0.0 E‘
25,004, 0000.000.00. 210592 Intra-0ffice Pramary Offsel D Advertising-Corp 1,706.56 0.00 E‘
25,002 000000000, 220002 Intra-Cdhice Secondsry OF |:I Advertyng-Corp 0.00 1,706.56 %

Mote that additional entries oceur because of intra-office A.H0G 56 NG 2E
activity. If no intra-office activity existed, the entries i .
would have been expense only and excluded the 2 intra-
office offset entries.

The allocation in this example divided items evenly across 2 organizational levels. Intra-territory angle creates
additional entries to keep the books in balance.

Processing the disbursement for the accounts payable item in this example will:
®  Credit bank $3,200.00 (Territory 001)
e  Debit accounts payable $3,200.00 (Territory 001)

e No additional entries via disbursement (accounts payable processing) need to occur to Territory
002

e  Territory 002 may eventually repay territory 10, crediting the bank and debiting Intra-Office
Secondary Offset.

e  Territory 001 receipts repayment, debiting undeposited funds and crediting Intra-Office Primary
Offset.

Journal Entry Allocations

To Use Allocations with Journal Entries

1. On the Primary menu, click Organization. Select the Org level where your bank accounts are located, for
example - Territories.

2. Select the accounting tab.
3. Select the transactions tab and click journal entry.

Click Add New.
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Journal Entry ID: 1680 Racurring: [ [Set Properties]
Pagted: Fraquaney:
Date booked: |09/09/2005 | B Start Date:
Cata Crasted: /92005 5:47:35 PM Exfiratian:
Craated By:  Anne Hammond Bugto Past:

Reference: |(Record Adv Expense

Tramsnction Print Poat Abart

Haexsurs Aocounting

Account Mumber Descripton Debit Creadit Remove
25.001.0000.000.00 801110 - Corporate Accounting | [.]  [Record Adv Expense 3z0000 By

Note: The first General Journal Entry line must be completed with a general ledger number and debit or
credit value before Add Allocation can be used.

5. Enter the journal entry information as covered in Journal Entry, and click Add Allocation.

Add GL Allocation rewre

QL Allocation Advertising distribution-Personal Lines

Hamat
GL Account
Nurmber: - - E}
DEscrpron advertising for Personal Lines
Typa: Debit
Armaunt: 3,200,00
I Ok ] I Cancal i

® GL Allocation Name - Select the allocation plan from the drop-down list. The Entity where the
transaction is created must be part of the allocation plan to be available.

e Description - defaults from allocation plan.
® Type - Select debit or credit for fill in to accounts payable item.

e  Amount - defaults from the first AP entry but can be changed. If the amount is changed,
additional rows or allocation must be entered to balance.
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Nexsure Accounting

Classificationi E!DE‘I‘liﬂ W,
Group: all L
Typ#i

Filtar part of the general ladger number or name or both and click "Search”,
Hamg ral r My
Cormp

Select the ganeral ledger numban

25.001.0000.000.00.801110 - Corporate Accountin

25.001.0000.000.00.802010 - Corporate Education

[ ok | |[ Cancel |

e Classification - classification availability depends on the allocation plan's Type.

e A Balance Sheet Type will display: Classification Asset, Liability and
Equity

e An Income & Expense Type will display: Classification Income, Expense,
Under Ops Income and Under Ops Expense

®  Group - selection is dependent upon the classification selected.
e Type - selection is dependent upon the classification selected.
e  Enter a partial name or GL account number and click Search.

e  Select the general ledger number and click OK.

®  Click OK to close the Add GL Allocation pop up.
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2 http:sideviveb), pexsure.com - Joutnal Entry - Microsoft Intesnet Explorar provided by XDimensional Technologies, loc. - | |X,

Joumal Entry 10 Recurring:  [] [Set Properties |
Organizat Postad: Fraguancy: il

srganization Date Booked: | 09/09/200% L Start Datar
XDTI xDe Diate Crestedi  9/9/2005 5:147:35 PM Expirstion:
Crested Byt Anne Hammand Auts Past:

card il Reference: |Record Adv Expense

summary Description: |Record Adv Expense

LLLEES Transaction Print Past Abost < Add Allocat Add R

Account Number Description Debit Credit Remave
25.001,0000,000.00.801110 Corporate Accounting []  [Record adv Expense 0.00/ | 320000, By
25.001.0001.002.00.801110 Corporate Accounting B Record Adv Expense 149344 0.00 ﬂ
|25.002,0001.002.00.801110 Corporate Accounbng Q Record Ady Expense 1,706.56 0.00 &
25.002.0000.000.00.110992 Intra-Office Primary Offse B Record Adv Expense ] 1,706.56 0.00 Q
25.002.0000.000.00,220992 Intra-Office Secondary Off Q Record Adv Expense 0.00 1,706.56 E

A“ Totals: 4,506,56 4,906,565
pf Balamce: 0.00 0.00
Note that additional entries occur because of intra-office ]
activity. If no intra-office activity existed, the entries i

would have been expense only and excluded the 2 intra-
office offset entries.

Note: Process for journal entry is different from Accounts Payable in that a determination must be made
for the initial line item with subsequent offsets. In this example, corporate accounting for the territory
level has been credited the entire amount with the gl allocation providing subsequent allocation for the
same general ledger number. It could be the first line is bank interest or bank service charges with
allocation created to distribute to other levels.
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Disbursements

To Make a Disbursement (Post/Print a Check)

1. On the Primary menu, click Organization.

2. Select the book level tab and click the Details |gf'icon for the entity desired.
Click the accounting tab.

4. Click the transactions tab, then select the disbursements tab.

Salact Bank Account:
IBank of America 11008 :_l

Showing Page 1of 2 b N Filters: [Hide] [Show] [Add New Ditbureement ] [Close Windsw]

Details Payee Disbur. ID  Check Number Descrption Amount Created By Date Created Posted Printed Cleared Remove
._@ Charlotte Org2 12 1 $0.00 Scott Simon 04/ 25/Z003 [ E ] ]
B  Bank of Sahagun 40 1 $0.00 Rodney Gist  04/26/2003 I ] L] E]
B charlotie org2 41 1 $300.00 Scott Simon  04/26/2003 F 7] [} =

Select a bank account from the drop-down list.

Click Add New Disbursement.

5

6

7. Select an entity type from the drop-down list.

8. Enter at least 2 characters of the name for the entity you wish to disburse to and click Search.
9

Select the entity in the search results and click OK.

10. Complete the Disbursement Header information and click Save.

Dighurs amunts

Quick Navigation
Disbursemant 1Dt 1768 Entity Typa: Cliant St
Pasted [T Payes: Max Towars Autamative AR Balance: $112,041.42 Ganeral Ladger
Clearad: [T Bank Nams: Bank of amarica Accounts Fayable
Cate Booked| Bank Account @1 345487588 Inwoices
Payments Beceived
GL Actount: 02,001, 0000, 000, 00, 100500 Cparating Ascount Payriart Adeancs
Dats Crasted: 6/1/2005 Balance: $2.133,632.06 EiE:hamack Paeln;

Craatad By: Pamsla? Stain Disbursement Ameunt
Estimated Dalance:
Chach #1

Eresoription:

$0.00
$2.133.632.06

Disbursement Summary ] Fay All felected ] Frnt I PFost E Abort [ Save Add Fowr ]
-
* indicates requised fiald
Payaa: Max Towars Autemotive
* Date Bookedt [6/1/2005 =

Disbursarmant

Methad; ICh“k j"

Check #; |

Nz wiars Tip
Leave the Chack # field blank ko allow the system to assign the next
available chack # st the time of printing or erter & check # manually,

Description: m
30 Char, Max) J

Intarnal Hote: =
(250 Char. Max) —I

11. In the Quick Navigation panel, click Invoices. All invoices for this client in the selected territory will be
displayed.
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Diburaafnant 100 1768
Partad: [
Claarad; [T
ke Booked: &/1/200%

Crate Crastadi & 1/ 2005
Crasted Byt Pamalsd Stein

Enkity Tygai
Payasl

B-amk Hamai
Bank Account #;

Sl Acoount)

Balanck
Disburramant Amaunt:
Estimated Balanoe
Chack #;

Deporiptian

Climnt

Max Towars Autormotive AR Balsrca; §112.045.42
Bark of Amenza

SadagTeon

02,001, 000, 000,00, 100500 Opersting Account

$2.133,632.08

0,00
$2,133,632.06

e

Post | Abart Sawe faled Burr

[Falect All] [Carelac All]

Invoita DNolicy frudit Favised
Saluct D-_hll. Dats n aarn Bill Typa D than Balancm Ascigred  Bal
r m 4/14/200%  14%3% Ind Teritory Encorrement (#3.000.00) $0.00 ($%.000.00
r IB' 412005 14834 2nd Temitory Term Policy $40,000.00 $0.00 40,000, 008
This Fage Total:  §2%.000,00 00 §3%,000, 004
All Pages Total:  §3%,000,00 0,00 §3%,000,00

12. Select the invoice to disburse by marking the checkbox and click Pay All Selected.

13. Click Post. You will be prompted to confirm the post, click OK. The posted and printed from the
Disbursement Summary screen.

Note: You must Post a disbursement before you can Print it.
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Posting a Zero Disbursement

A zero disbursement can be done to clear open items on a client’s account.

Scenario: Client is invoiced for full payment of new business BOP policy. Full payment of BOP policy received on
client’s account, (unapplied to invoice resulting) in a residual amount.

Endorsement processed on BOP policy resulting in a return premium. Client is invoiced for full payment of new
business Auto policy. Payment received on client’s account, (unapplied to invoice) resulting in a residual amount.
(Amount received was Auto premium minus return premium from BOP endorsement). The disbursement process
can be used to clear open items for the client in one transaction process.

Client Level Invoice Summary View

nexsure e

SEANCH | DMCAMEEATION | MEPONTE marks: Expand
CLICNTFROFILE | OFPORTUSITIES MAFNITING | POLDCIES CLADMS SIRVICIRG | ATTALHMONTS THANIACTEDNS OCLIVERY

Clignt Nama: Smoks Slgnals ol rclad Accoun

b aes b 1w ey

[ Add Murtar Invoica ] [ & Maw Irwoica |
Saled view: | Invoite Summary L Shivriteeg Paege 1 of 1 Aaarch Fdtar: [2hou]
Inwolcall
tffuctive Transacton ol B Policy

Dhalals it Dhatas Braaked Al Tz 14 Birvsden 10 Rty et g lion Bill Mathod Asnrioun L Reivees
= Lizo0s w008 Poatad Inwcica = 2171 EOPSB4EI4 L= Aganay Bl §£.500.00 --
= 7 1nf o0 Tfanzans Potad Inwaise . 4174 EORIDAEI =1 Aganay Bl (fezm.on) ==
? 100 B0 Yrewiagns Proakad Inwvoica - S1ET [ECLELFEE] *"":,T;":i'l Feganay Bl §5.200.00 --

Tokal: §H,0TEDD

Aransaclion suimieeey

Client Level Unassigned Payments View

HEME | HELF BETUF (Bt Tall

nexsure

| DRPORTUSETIES MAFKETIRG | POLOCEES

Eocemarka: Expand | Add | Ramow

SEEATION | MEPOHTE

THANLACTEDNS GELIVERY

CLIEHT FROFILE TLADME SIRNICIRG | ATTALHFCRTS ACTIONS

Clignt Nama: Smoke Sigaals G rcial Accoun
TP B servem ey
[ Add Murtar Inueiza ] [ &= Maw Irwoica ]
Salwsk view: | Unassignad Papmants |« Shivrsing Page 1 of 4 Saarch Filtar: [2hou]
Effnctive Tranaachon Palicy
Dutails Dadn ratm Dooked L km by Typa 1d Invoice 1d Funser Dastrigtion Bili Mathod Arnount Ransees
. . Payrnnt . - B payrnent in o
= ETELTEo [ 113 Ml.l'w:’ﬂbln' $4,500.00
" . Payrmsrd: . - . 2] -
m‘ B ] [ iie payfauts gl FEETRO0
Totslz 07500

teangachon Sumnasey
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Receive Payment Tab Summary View

Note: Amount received on clients account displays as a Residual amount in receive payments tab summary view.

nexgure

OFCASIZATION PROFOLE | ALL EMFLOYIES | ALL LOCATIONS

SEANCH | UDRGAMLZATOON | REPONTE cckmarka: Expend | add | Ramcs

organizotion Name: KOTI--Teainlng1 L, | Cwganizatisn

cegamicatsan
EDTI--Tralmingl => Karem Region == Earen Terrbery
LUTYETEE L
caed Ble  brarcbas  bcstiars ampleyess  scenbing | veedars
dummary  setap | evaiciegdetap  geadral ledper bk acesurts  drassstilens  batch dunmacg

rardation summarg  Gowrval apkry | dabursereeets | recehvs papments  deposit  acceusts pavable | recoaciliotien  irveices

Fikar: [Ghew] [add Hau]

kol Py Rafersncn Payment 1D Cri=scrp g ﬁmtm-ﬂ o b By Trats Crpated Posted Panded Remoen
F  Smcka Signals T34 140 patisl pasisuta pelicg I,5T5.0D T.5TEOD Karan Patersan 74 2% 2004
B Smcka Zignals 7463 136 saypmant in Ful/BOP paliey | 6.500.00 J2. 50000 Earar Patwrcn 7282004

To Process a Zero Disbursement

1. On the Primary Menu, click Organization.

2. Click the Territory tab.

3. Click the Details |%9icon of the appropriate territory.

4. Click the Accounting tab.

5. Click the Transaction tab.

6. Click the Disbursements tab.

7. Select appropriate bank account from the drop-down list.
8. Click [ 1 link.

nexsure

ORGAMIZATION FROFILE | ALL DHPLDWELS | ALL LOCATIONS

SEANLH | oW

SEEATION | REPORTE

rganizatinn Mame: XDTI--Tralnineg i 13 |:_ rgan izati !
siparizatisn
ADTI--Trainingl => Karen Beglon =5 Ksren Terrtery
Previoes Pags
cardfile  braachss  lscstions  smplopssz  sccewnbing | wendan

feremary okt Inacicing catap  gerdral bedger  baak sccourtr  trasasctiens | batch sumenany

sranzscten reremary  jourssd antry disburssresnts sucalis pigrrastr  depamit  sccourer gaysbls  recoscilisten  irweicar
Salec Bank Ascoun .
Bacle of Amarics MOBESSSI Tt Arcount v Fitar: |
Thers are no results for this search criterda.

nEcices recencibstian sccoarks payable  depaait  receivepaymancz  disbsrremants jrurnad antry | Granmactisn aummacy

batch parvreary  bansackions bk acooants  qeneral ledier | iwEicieg SanE BRTRD FARIry

vardars  wcousteg  anpleysss  locatioes  branches  cerdfils
sigusizatien

9. Select Client as entity type from the drop-down list.

10. Enter at least 2 characters of the name of the client you wish to disburse to and click Search.
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11. Select the client in the search results and click OK.

reh - Microsoft In

net Explo. .

Smlmct Endity

Enkity Ty Climrt

Fuarch,

Stanley Smith

Salact Addraza:

123 Main

EIT T

o
Sl Wi

Entar mk lsart 3 chasscters of tha nema and dick

Glick, <K to oEalern falection Sarnoal 1 ratom Lo

o)

12. Complete disbursement header as appropriate and enter description.

Note: To avoid a check number from being assigned, the Disbursement Method should be set to EFT.

Crisbursemant I0: 156
Posteds
Cleared
Dats Backad: 7/Z/2004

Data Craated: JI32004
Craatad By: Faren Petarson

Enkity Tapa: Cliant
Payee: Smoke Signals
Bank Hames Bank of smesdca
Bank Account #: LZIE5432
GL Accaungs 04.0:01.0000.000.00.100300 Dp-erating Acsount

AR Balance $0.00

Balarce: §2e3, 785,00

Digbursarmant Arvount: 30,00

Estimeated Balarce: $Z43,7%5.00
Chiade #1
Dascription: Classing Client Balances

Disbursenent Surmary

Py AN Silected

Print FPost Alort S Al Ror

Disbursenent | .
rdath=d: Check

Chack &:

* indicates sequired fels

Fagaer Sracke Signals

1273 Main
Brad, £A F28Z1

* oats Beskeds | RAros2004 |

Huxsurs Tip

Laava the Chach @ fiedd Blank to sllew tha sxsbam Lo aisign the naxt
mumilsbla chack # st tha ima of prinkng or srfer s chack & marually.

Cescripkion

50 Char, Han o ERELEG Clisnt Balances ]

Irfarnsd Heta: I
(250 Char. Mas)

sl

Cuick Navigation
Dishurssmant Header
Benerd Ledger
Boosunki Payabla
Invalces

Paymarts Recaivid

mart Aduarcs
ursemnent Posting
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13. Click on the Invoices link in Quick Navigation.

14. Select all applicable invoices to pull into the disbursement.

Transactinns

[5etect All] [Dasalect all]
Trwradon Policy Tredit Fowised

Select Detsils Eratn bimmbar  bhambar mill Type Dreacriptian Halarcs Ausi 4 Bal.

= E‘ 20l ro04 4174 BODI82532  Endoresmmant [§e25. 000 o0 [fé2s.00

E‘ & 7rze/z004 4187 BASETI2AZ  Temn Policy $2.200.00 FO.00 $2.2000008

= B 7rza/zoo4 4171 BOPSSLS3E  Temn Palicy $£,500.00 foud $e soooy
Thiz Pags Totsl: §5075. 00 FOd 50075 00
Al Pages Totali  $7.075.00 .00 9075000

Scenario:

® |nvoice # 4171 full pay BOP policy.

® |nvoice # 4174 return premium - BOP endorsement.

® |nvoic

e # 4187 full pay Auto policy.

15. Click Pay All Selected link under disbursement header.

Note: Selected items are calculated into the disbursement when the Revised Balance column is zero and
the Credit Assigned column shows an amount. The Details icon can be used to assign partial credit to an

invoice.

Dizbwrzamant [D: 156 Enkity Typa: Cliang
Postud: Payas: Smeka Signals AR Balanea: $0.00
Cladrad: Bank Mama: Bank of Armancs
Dale Bookaed: Tr2%2008 Bamk Adceunt #: 12346543
GL Accourt O 00L 0000, 000,00, 100500 Cparaking Aoosunt
Date Crastadr TIZR 2004 Balamce: §242, 75500
Crasted By Karen Patarson Dighureement Armourt: §0.00
Fetimuted Balarcs: §243,755.00
Check #:
Cwecriptisn: Clasnng Clisrt Balencar
Disburserent sunmaey]| Pay Al Selected | Print rost |

vort | save | Add Recrer

16. Click on Payments Received link in Quick Navigation.

17. Select applicable payments received on clients account to pull into the disbursement.

18. Click the Save link under Disbursement header to activate Pay All Selected link.

Disbursamant [B: 156 Entity Typa: Cliant
Pagtad: Papwa: Smoka Signals &R Balanoa: $0000
Cladrad: Bank Bama: Bank of Afmana
Dot Booked: 77292004 Bank Account &: 12346543
EL Acounts 08,001 0000 000, D0 100500 Dparating Aooouank
Date Created: TA2HZ004 Balarce: $242,755.00
Created By Haren Petesson isburseneent Arnounts (9075, 00)
Ertimated Balances $2592,520,00
Chad: &1
Pepoiption: Clepdng Slient Balances
Dsbursumunk Sumemary | oy ol Solecied Print Puat abort ]

Fave .Jl Aald oy
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19. Click Pay All Selected link under disbursement header.

Dishursemeats

Casbursermeent 10 156
Postedi
Chearedi
Cabe Booked: /2% 2004

Dake Created: 7/ 2004
Crasted Byp: Karen Paterzon

Entity Tyoei Client
Papeel Smoke Signals
Bank Mamel Bank of amesdcs
Bardk Accounk 81 12346543
GL Aok O, WO, D000, D00, 00, L 00500 Sparating Accousnt

Balance: §243.735.00

Cirburserent Armount: (£9.075.000
Ertirmated Balance: §252.830.00

Chack #:

Deccription: Clearng Clisnt Balances

A= Balamces 30,00

Disburyamaent Summary K Py Al Sala bed :) Print Pawt fibort S

Ald Rxer

Note: Selected items are calculated into the disbursement when the Balance column is zero and the
Return Amount column shows an amount. The Details icon can be used to apply a partial amount of a
receipt into the overall disbursement.

20. Click Save link under disbursement header.

Note: Notice Disbursement header is updated and reflects a $0.00 disbursement amount.

Desburssmanty

Cisburserment TH 158
Posted
Clearad)
Dste Booked) TA2202004

Doate Created) T/ZRIZ004
Crapted Byr Karen Peterson

Bisbursermant Amount;  J0

lsbursamant smounti_10.00 3

Endity Typal Clienk
Payes Smoke Signals
Bank Hamel Benk of America
Bank Account 81 1Z34&543
AL Accounkn B4, 004, 00D, 00,00, LE0500 dperating fooounk

Cegciption Cleasing Cliant Balanoes

AR Balynoe 30,00

Dimhurssmpnt Semmsry 2y &ll S0

Hrnt FPosk Ahort Save

Add Row

21. Click Post link

22. Click OK to post zero disbursement. Disbursement summary view shows zero amount posted.
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Receive Payments

Use the Receive Payment tab to post received payments to the general ledger. They will then be available for

deposit.

To Receive a Payment

1.

2.

On the Primary Menu, click Organization.

Select the territories tab and select the appropriate Details |gyicon for the territory that will be receiving
a payment.

Select the accounting tab.

Select the transactions tab and click receive payments.

Click Add New.

€]

=10.x]

nexsure

Entity Type: I Retail -'!\QEFIT d

Enber at least 2 characters of the name and dick
search.

Search I
Selact Hame

ABC Athllate Agency, Inc. il
Hilb Rogal & Hamilton

MeGraw Insurance Services

Partland Agent ﬂ

Click QK to confirrn galection or dick Cancal to retum
ko the prévioud faraen.

Ok I Cancel I

6.
7.

Select the Entity Type (the default is Client) and search for the entity name.

Select the entity name and click OK.
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Fayments Received
Paymant 10 103 Ertity Typm: Client
Posted| Marme: Mamyn Tavers Paymant Header
Frocessed) rd Party Types General Ledger
Date Bosked: &/1/2005 Paymant Typa: Chack ?‘“"IJ Payable
rvalces
Diate Crastad: &/1/200% Payment Amount: $300.00 (s:.-m aymant Datails
Created By Mike Massan Recaive Papment Posting

Refarance #1 1750

Allocated: $0.00

Dagerphian
Balance: $300.00

Payront Surmmary | Pay Al ok tmd Print | Past Alsort I Lavw Aslel Pl

* indicstas raquised fisld

Payas Maryn Towars
332%6 Chapman Parkvay

Brawe, <A 32821

Cate Booked: |&6/1/2005
Paymamt Typa: |Che:k 'I
Refarance & [1750

*Papmant Amount { 30000
Drepoription Ll

]

Enter the Date Booked (current date is default).

If the payment is a 3rd Party Type, select the checkbox.

Select the Payment Type from the drop-down list.

Enter a Reference number. If payment is by check, enter the check number.
Enter the Payment Amount.

Enter a Description (optional).

8. Click Save.

9. Select the Invoices link. All invoices for the selected client in the selected territory will be displayed.
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10.

11.

Payments Recetvad

Payrnant ID) 103 Entity Type: Client
Posted| r“ Mame: Maryn Towvars
Processed) Ird Party Typa:
Dats Bocked! &/1/2008 Paymant Type: Check
Date Craated: 6/1/200% Papmant Amount: §300.00

Craated By: Mike Massaro
Raferance #1 1750

Dasoription Allocated: §0.00

Balance: §300.00

Payment Summary | Pay All selected }  Print Post Abert save | Add Raw
"'l-___-_-_-_.___.-'

Showing page Tof 0 b K Il 'I Display: | 7 (Default) 'I

[Select A] [Deselect All]
Select Datails  Date te Policy @il Typs  Description  Balance ,,'“"‘““ : Paiiad
p @ 26 2005 1207 Paliey 2005 Tarm Paliey Tarm Palicy $300,00 $0.00 $300.004
l- m 1/28/2005 1207 Policy 2005 Term Policy Tarm Policy $1,200.00 $0.00 $1,300.00
I B 12802008 1207 Paolicy 200% Tarm Paolicy Term Policy $800.00 §0.00  §a00.00
13 m 1/28/2005 1207 Policy 2005 Tarm Palicy Tarm Policy $75.00 $0.00 $75.00
l_ w 1/ 28f 2005 1207 Policy 2005 Term Policy Camiar $£50.00 §0.00 $50. 00y
I3 B 1282008 1207  Policy 2005  Tarm Policy Carar Tax $1.50 40,00 $1.50
Is @ 1/28/2008 1214 Policy 2005 Tarm Policy Tarm Policy $300.00 §0.00 $300.00
This Page Totali  §2.626.50 0,00 $2,826.50
All Pages Totali §72,712.00 0,00 §72.712.00

-

Nexsure will automatically select the closest matching invoice based on payment and date. Click Pay All
Selected.

Click Post. Once received payments are posted, they will be available on the receipts screen of the

deposit tab.

NSF / Receive Payment Reversal

If a client’s receive payment has been returned to the agency after it was included in a deposit, you have to

remove the money from the bank account and reverse the application of the receive payment to specific invoices.

This process also allows for the creation of a charge back to the client for the returned payment. Charging a fee
back for NSF is available ONLY for clients. NSF flag functionality is available for the following entities but is for

information purposes only and will not create a fee:

Employee

Retail Agent

Carrier

Additional Interest

Finance Company

Tax Authority

Vendor
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To reverse a receive payment

14. Locate the original receive payment and click the Details |éyicon.

15. Click Reverse.

Raverse Paymant m-“ﬁure

The seledad Racelve Payment has bean incuded In apasit #4268,

To reversa this recelve payment selad the reason and entar nota
up to 20 charactars.
Selact Vs or Mo ta oeate a charga and cdide on oK
Click Cancal to raturn ba previous soeen.

NSF |

Reveresl Reazan: |Insuﬁ'|cisn1 funds
Do you want ko oaate a charge For thiz reversal?

(%) Yes 3 Ha

Fee! | Agency Foe ks

Arnownt) .35

6L Account: [07.002.0000.000.00,701100 |-
ok_J

16. In the Reverse Payment pop up, select NSF from the drop-down list. Enter a note in the Reversal Reason field
(up to 20 characters).

17. Click OK to complete process.

Note: Both the reversing entry and the original entry will have "Reversal Reason" displayed.

18. Click Payment Summary to view the reversal on the receive payments tab:

atalls Payee Reference Payment 1D Descoription Arnount Residual Created By Date Created Posted Printed Remove
Ouford Band Rentals 12281227 GL pol premium  ($7.500.00) (§7.500.00) Mary Oberdeitner 11/17/2005

Cuford Band Rentals L227/1228 GL pol premium $7.500.00 $7.500.00Mary Obereitner 11/17/200%
n

The following actions should occur after completing the reversal of a deposited receive payment:
. Bank account will be credited for the amount of the reversed receive payment.
Credit transactions will display in the bank account’s accounting transactions tab.

Client’s transaction summary will reflect the reversal of all associated applications to invoices.

Note: To remove the amount from the bank account, you must add a negative Deposit picking up the reversed
receipt by clicking the Receipt link on the deposit.
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Deposits

To Make a Deposit

1
2
3.
4

On the Primary Menu, click Organization.

Click the accounting tab.

Click the transactions tab and select the deposits tab.

Select the bank account you wish to deposit to from the drop-down list.

Salact Bank Account:

Bank of America 11008 ] Page 1of 2 Filters: [Hide] [Show] [Add Hew Deposit ] [Close Window]
[Details Deposit 1D Description Amount Created By Date Created Posted Ceared Remave.
B 3 $0.00  Rodney Gist  04/26/2003 [T = ]
e il $0.00 Shawn Bullock 04/27/2003 [T ] B
7§ 34 $0.00  Scott Simon  04/28/2003 [T = =]

Click [Add New Deposit].

Deposit ID: 454 Bank Marme: Bank of Ammerica
Posted: [ Bank Account #: 11008
Cleared: [ GL Account: 00,000,0000,000,00,100000 Trust Account
Date Booked: Deposit Total: $0.00
Date Created: 772172003 Balance: $402,293.03
Created By: Mike Maszsaro Deposit Amount: $0,00

Estirmated Balance: $402,893.03

Crescription:

Difference: #0.00

A deposit ID number will be assigned by Nexsure and be displayed in the deposit header. The deposit header
also displays other general information such as the date created, who created the deposit and bank account
information including balances.

6.
7.
8.
9.

10.
11.
12.

Enter the Date Booked (current date is default).

Select the Deposit Method, such as EFT (electronic file transfer).

Enter the Anticipated Total dollar amount.

Enter a description and internal note (optional) to help identify the deposit.

In the Quick Navigation panel, click Receipt. This will show a list of existing received payments.
Select the payments you wish to deposit, or click Select All.

Click Post to post the deposit to the general ledger, or click Abort to cancel the deposit.
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Accounts Payable

To Make an Accounts Payable Entry

1. On the Primary menu, click Organization. Select the Org level where your bank accounts are located, for

example - Territories.

2. Select the accounting tab.

3. Select the Transactions tab and click accounts payable.

4. Click Add New. The Entity Search

Y select Payes - Microsolt Internet Explorer provid =10] x]

dialog appears.

Mexsurs Aocounbing

nexsure

Hew T
Staples

Select Address:

Entity Search
Entity Typa: ['-.-'n:n dor ;I
Enter at least 2 dharacters of the name and clid
search.
|cor Search

44181 Peachtres Blvd

Clickh, OK b canfirrm telacicn ar click C
to tha pravioud feraan,

Ok

=

srcal to raturn

Cancal

5. Search for the Entity to pay.

Note: If the entity has an alternate payment address, it can be selected from the Select Address drop-

down list.

6. Click OK.
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/3 Accounts Payable - Microsoft Intermet Explorer provided by ¥Dimensional Technologies, Inc. il i =101 %]
Mccounts Payable [D: Payas: Cordon Accounting
44181 Peachtres Blud
Posted: [T Peachtree City, GA 30269

processed: [T

Date Booked: [5/26/2004 &
Date pue: [6/1/2004 .
Date Crested:  5/ZE/Z004 10:50:47 AM Referance:
Created Byr  Mike Massars Description:  |Services
Accounts Payatie Print Post Abort Save Add Row

Summary

Maxsura Accounting

Accounts Payable Enbry

Account Number Description Debit Credit Remowe
[01.002.0000.000.00.220000 - Accounts Payable [services [ [ 500.00 =
[01.002.0000,000.00.801110 - Corporate Accounting .|  [Services [ 500,00 | [ES]

4 o

Totals: 1,000.00 1,000.00
Out of Balance: 0.00 0.00

7. Enter the Date Booked (current date is default).
8. Enter payable Date Due.

9. Select Recurring to setup a recurring accounts payable.

Note: The recurring accounts payable option fully automates the accounts payable process. This topic
covers the Recurring option, for more information see Recurring Accounts Payable.

10. Enter an internal Reference and Description for the payable transaction (optional).

11. In the Debit field, enter the amount owed, in the Credit field, enter the amount being paid.

Note: If you are making more than one payment to the same vendor, click Add Row to add another line
item.

12. In the Credit field, enter the amount being paid. The difference (if any) will be displayed below.

13. Click Save to save the payable information, then click Post to return to the Accounts Payable
Summary.

14. Click Post to post the payable information to the general ledger. The Posted check box will be selected.
Once a disbursement has been made, the Processed checkbox will be selected as well.
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Accounts Payable Auto Processing

This process allows you to create a disbursement by selecting multiple accounts payable items and posting them all
at once, bypassing the need to create a new disbursement for each item. All posted, unprocessed accounts
payable entities can be selected for auto processing.

Note: Accounts payable items that anticipate a refund and require a receive payment entry cannot be selected for
auto processing.

To Auto-Process AP Iltems

1. On the Primary menu, click Organization. Select the accounting territory by clicking the Details |gyicon.
2. Select the accounting tab.
3. Select the Transactions tab and click accounts payable.

4. Click Add New.

-} Select Payee - Microsolt Internet Explorer prowvie =15 =]
Mexsure Accounting rmtlre
Entity Search

Entity Typa: ['u':n daor ;I
Enter at least 2 dharacters of the name and didk
search,

[eor

Select Address:
44181 Peachtree Blvd |

Click K ba canfirrm teladion ar click Cancal b raturm
to the previous seraan,

Ok Cancal

5. Search for the Entity to pay.

Note: If the entity has an alternate payment address, it can be selected from the Select Address drop-
down list.

6. Click OK.
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#ccounts Payable 101 654 Payee! Gordon Accounting
44121 Peachtrae Blvd,
Pasted: [T Peachtree City, G 20269
Proceszed: [T
==
Date Booked: [10/3/2005 o8 Recurrings [ [Sat properties]
Dste Due: [11/1/2005 .0 Fraquency:
Date Crested: 10/3/Z005 911538 AN Start Date:
Craated By:  Michasl Massaro Expiration:
Auts Post: [T
Referance: |
Description: IScrvic,cs
Transaction
P G Print Past Abort Save Add Allocation Add Row
Nexsire M:nun!ing
Accounts Payable Entry
Account Number Description Dabit Credit
|03.001.0000.000.00.220000 - Accounts Payable |services | | 500,00
|02.001.0000.000.00.801110 - Corporate Accounting |services [ 500.00 |
& |
Totals: 500.00 500.00
Cut of Balance: 0.00 0.00

7. Enter the Date Booked (current date is default).

8. Enter payable Date Due.

9. Enter an internal Reference and Description for the payable transaction (optional).

10. Accounts Payable should be the credit amount that will be paid. Enter the amount owed in the Credit
field. The difference will be displayed below.

Note: If you are making more than one payment to the same vendor, click Add Row to add another line

item.

11. The 2nd line item will be the expense or offset detail related to the amount that is owed. Enter that
amount into the Debit field. The difference, unless an additional row is needed, should be “0”.

12. Click Save to save the payable information, then click Post to return to the Accounts Payable

Summary.

13. Click Auto Process Accounts Payable. A list of the posted, unprocessed AP items will be displayed.

Note: Items creating a debit to accounts payable (expecting receive payment) will not be available for

auto processing.
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14.
15.

16.

17. To print a check for an item in the disbursement list,

transaction summary | journal entry  disbursements | receive payments  deposit

Salect Bank Account:

accounts payable

raconcilistion

[~ Flease Select - =l [xport] [Print] Filer [Show] [Add Mew]
[Select All) (Deselect All] [Process Accounts Payable] [Standard Sea

Details Select Payee Reference AP 1D Description Amount Created By Date Created Date Booked Date Due Posted Processed Remove
| & I Fidelity Mutual 85 $250.00 Mike Massaro SF27/2004 F/ZT/2004  &/1F2004 =3 (]

& [~ Staples 84 supplies $300.00 Mike Massaro 5/27/2004  5/27/2004 6/10/2004 [ ]

jﬁ [ Cordon Accounting 80 Services $500.00 Mike Massare  5/26/2004  5/26/2004  &/1/2004 7 ]

Total AP Iterns: $1.050.00
Total AP Itermns Selected: $1.050.00

reconcilistion

accounts payable

Select a bank account from the drop-down list.

Select AP items for auto processing by clicking in the Select box, or clicking the Select All link.

deposit | receive pagments | dishursements  journal entry | transaction summary

Click Process Accounts Payable. All selected AP items will be auto processed and will now appear on the

Disbursements tab.

transaction summary  journal entry  dishursements | receive payments | deposit

Select Bank Account:

accounts payable

reconciliation

[Bank of &merica 5243318872 Trust Account =] showingpage 10f3 b 0 [1 2] Filter: [Show] [add flew Disbursemant]
[Details Payee Disbur. 1D Check Number  Descrption  Amount  Created By  Date Created Posted Prnted Cleared Remove
2 Cordon Acsounting 100 0 Services  $500.00  Mike Massaro  05/27/2006 | [T
2 Staples 39 0 supplies  §300.00  Mike Massaro os/zrizoos W ~ [
=] Fidelity Mutual 38 o $250.00  Mike Massaro  05/27/2004 @ [ L]
B Maore Group 25 0 40,00  Anne Hammond  05/24/2004 [T ] ~ E}
B Moore Group 84 0 40,00 Anne Hammond  05/z4/2004 [T [ ] ] B

click the Details E’ icon and click the Print link.
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Reconciliation

Reconciliation posting clears existing income/receivable totals and/or payable totals. Reconciliation items must be
posted by invoicing with offsets to the reconciliation clearing account as recorded with disbursement issuance or

cash payments received.

Showing page 1o0f 2 b §

Filterz: [ Hide] [Show] [Add Mew Recanciliation]

Details Name Ref # Rec ID Descripton Amount Created By Date Created Posted Remove
= Forbes Insurance 1706 £30,789.60  Rodnay Gist 07/25/200% 7 -

% Rodney Sist 1205 $1,529.48 Rodnay Gist 07fz5/z003 = --

? Forbes Insurance 1193 $79.082.20 Rodney Gist 07/25/2003 F

E Rodney Sist 1192 §2,991.94 Rodney Gist a7f25/2003% [~ -

To Perform a Reconciliation
1. On the Primary menu, click Organization.
Select the territory tab and select the territory you wish to reconcile.

Select the accounting tab.

Select the transactions tab and click reconciliation.

o H e DN

Click Add New Reconciliation.

Select Entity nexsure

Entity Type: | Carrier b

Enker at least 3 characters of the name and didk
search.

broker

Seledt Mame:

|annapolis Brokers (s)
|Aannapolis Insurors (p

Fire Dwelling Brokers

Brirnary Name:

Annapolis Insurors

Select address:

P O Box 8844

e Car ]

[Select &ll] [Deselact All]
D.ﬁ.nﬂapuﬁs Brokers 3315 Main Street

[#] Fire Dwelling Brokers 3310 wills Way

Click OK to confirm selection, Cancel to return te
EUMMPAArY,

[ ok | | camcel |
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6.

Select an Entity Type from the drop-down list and search for the entity.

Note: If you select Carrier, you are given the option to select any subordinate carriers associated with a
parent carrier. Subordinate carriers will be followed by an (s). Note also that if you search for a subordinate
carrier, the primary carrier will also be displayed followed by a (p).

10.

11.

12.
13.

14.
15.

Click OK.

In the Description field, enter a description that identifies the reconciliation (such as March 05
commissions).

In the Quick Links list, click Transactions. By default, all agency billed posted invoices will be displayed.

Note: Each invoice is posted showing the individual LOBs for that policy. There may be multiple invoices
with the same invoice ID, these are not duplicates, but different LOBs on a package policy.

If there are direct bill invoices that need to be included in the reconciliation, click Show, in the bill method
drop-down list, select Direct Bill or Both and click OK.

Select the invoices to include in the reconciliation by clicking in the checkbox. If you are making a partial
payment on an invoice, click the Details icon and enter the amount.

Click save.

Click Pay All Selected.

Important: If you have more than one page (or screen) of invoices, clicking Pay All Selected will only pay
the invoices that are displayed on the current page. If you selected invoices on other pages, navigate to
each page and click Pay All Selected.

Click OK. Verify that the proper amount appears in the Paid column.
Click Post.
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Direct Bill Carrier Statement Entry

This process allows you to create and post invoices quickly from a Carriers Direct Bill Commission Statement,
through Reconciliation, without having to access individual Clients. No invoicing is done at the Client’s policy level
but the Policy Info tab does need to be completed with all applicable information.

1.
2.

© © N o 0~ W

11.
12.

13.

14.

On the Primary menu, click Organization.

Click the Territory tab.

Click the Details |gs’icon of the appropriate territory.
Click the Accounting tab.

Click the Transaction tab.

Click the Reconciliation tab.

Click the Add New Reconciliation link.

Select Carrier in the entity type drop-down box

Search for the appropriate Carrier, select Subordinate Carriers if applicable, and click OK.

. The date booked field will apply to all items added.

Enter a description.

In the Quick Navigation panel, click Transactions. By default, all posted agency billed invoices will be
displayed.

Tip: Any existing invoices that need to be included in this reconciliation should be reconciled before
entering the carrier statement.

Click the [ 1 link
Racoonrili sbien
Razondliation [0 107 Racsipt Total: f0.00 [zl Navigation
Fribky Typs: Carmiar Dighurgerments Total: §0.00 e
Harnee: Hanover Adjustrrents Tofal: f0.00 P.-a.m E‘lLil'l:lis'!lurS&I'f\&nls
IncomalRaceivable Tozal: $0,00 TranancHona
Pogted: Fayable Total: §0.00 Pt

Raccncilisbicn Posting
Craka Trasted: 0772002004
Craatad By: Kareh Pabaden
Cats Processad: Craseription: Juna 2004 Statamant
Racaiptf Chadad:

FRaconciliation

- Pay Al Sclected PHnt Past Abort Sawe Add Raw Dalivery

[2dd Cariar Ststamant Tranzactions] Sanrch Fikar: [Shou]

There are no results for Agency Bill.

The Search filter will open and default the Bill Method to Direct Bill. The sort field and sort order can be
used to match the search criteria to the Carrier’'s Statement. Click Search.
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Rasccancillaticn

Foacenciiation [
Entity TYpe1
K

Fortad:

Deata Craatadt
Crastsd By:
Ciaks Precsszad:
Racupt/ Chadha:

107
Carrier
Hanouar

07 30 2004
Karan Batsrean

Recaiph Totali
Dizbursements Total)
Acjustrants Total
IncomefFReceleable Total:
Fapable Total:

Dazerption:

$0.00
0,00
0,00
f0.00
fo.00

Juna 2004 T=atermant

n?mﬁ::.“" | Cruats Invaices Prok Posk Abort Lave Add Row Delwery
A
Gaaich Filbar: [Hida]
Ragian: Brarsch: e
Taritoy Cop Srton nki
Lk
Bill Mathead: Diract Bl L Data Typa: ~Plasss Salact- L
Burinere Typs: ol LY Cisbs Rsnge: x| Tor _h;
Ling of Business: ARSisiuable Papers & Amount Rangs: Tet
Cornmercial Aubo
Personal Auto Chart Hama:
i i v
Beoilsr snd Machinery Pallcy Humben
::I Exdude o transacicons whee the effedtive dste is after the search ending date,
0 Al ) maid ) Unpaid
Sort Fiald 1: a Eork Cudaeer 1 | Eork Flald 3 a  EBort drdar 2= w
Swearch Clear -

uick Mavigation

Header

Facaigtsy Dibard amanks
Tranaactans
Actiustrrente
Fogoonciligtion Posting

15. A list of Clients will be displayed. The Clients must have an In Force policy and premium information
entered on the policy info tab.
Recencilialion
Racandliation [D: Facaipt Total: $0.00 uick Naw@atiun
Entiky Typ-a: Digbursamarty Total: §0.00 Hasdar
H = H Adastmuarts Tok £0.00
e e Jn:nm-m-:mu:bh 'I':t-. £0.00 ';"'-.-?-I:t:ﬁsclibu“‘m'm
Fortad: Baysbls Totsl: $0.60 Adpsirmarts
Raszncliation Pesting
Cate Crasted: 0002002004
Craatad By: Haren Palarion
Dratsn Processed: Daseripticn: Junae 2004 Statamanrt
Facaipt’ Chach&:
Crrabe Tnwoioes PHnt Pt bt Have fdd Forrr Belivery
Lal
search Filter [shas]
[:-I-—n.nl-l] [Dsealsct All]
Select Details Db Them 10 Harme Palicy Humhesr Amount  Pakd  Balance
|_| D TR 300d 2836 Ricky & Lisey Ricardo HO2@ 78543 $i20.00 §0.00 $1i=0.00
|:| @ T 2009 2030 Ricky & Lucy Ricardo PAL2AS54 4$330.00 £0.00 §330.00
D @ TALRZ004 ZEd1 Fred and Ethel Mardz PAGETATE FL4Z, 50 F0.00 142,50
D @ FAA0S 2009 3123 Tha Tropizena Hight Cluk BOP1E3qE<8E $1,275.00 $0.00 §1.378.00
This Page Totsl:  $1,%27.50 0,00 §1.927.5
All Pager Totsd:  §1,927.50 §0.00 §1.927.%
16. The information in the unposted invoice, pulled from the policy info tab, can be edited.
e  Click on the “item id” hotlink to launch an unposted invoice into edit mode.
e The date booked will be the same for all entries and is designated at the reconciliation.
® Make the necessary changes to premiums, fees, and taxes. The Agency & people commission
should adjust automatically. The Invoice will display at both the client and policy level but can
only be edited from the unposted reconciliation.
e  Click the Reconciliation link under the Invoice header to return to the reconciliation.
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® Repeat steps 16a-d for all unposted invoices where the amount does not match the Carriers
Statement.

17. Select the Clients, appearing on the Carrier statement, to create the Invoices for. Click the Create
Invoices link under the Reconciliation header.

Reconcikation
Eaconalistion ID: 107 Fecalpk Totsl 40000 Ruick Haigatian
Entity Types Carrier Cisburrements Total $0.00 Header
Hamel Hanower Adiustmaents Totall $0.00 i | D b i e
Incomne/Receivable Totall $0000 Tranesctions
Posrted Payable Totall $0.00 Adjugbmants

Reconalistion Pocting
Data Crawted: OF/20/2004
Craatad By: Karsn Patsrzon
Ciwts Erccs, =
Bscaiph/Chack¥:

Dmrenption: June 2008 Statarnant

Fuconciliation |{f' N ‘\-\;I | | .
[— Crzabe Inwesies Print Pt Abart v Add R Dalivery

-
Fearch Filber: [Show]

irect Bill

[Zalact all] [Dasebect all]

Subect| Details Drarbiz T 10 Haiwe Pradlec i Mismibir Amount  Paid Balanoi
IR 182088 2038 Ridey & Lucy Ricarde Pa123484 $330.00 f0.00 £330 65
i 4 T 2004 ZR4L Frad and Ethal Mertz PASET4IT 14250 40,00 $142.50
[~ | R0y 2008 Fiz2 Thea Trogicana Maht Cluk BOP12342453 127000 50000 $1.275.008
= @B 74232004 038 Ricky I Lucy Ricardo HOPITEEA §200.00 §0.00 F1oo.00

This Page Total:  §1,227.500 50,00 $1,927.50
&ll Pagec Tokal:  $1,927.50 §0.00 $1.927.=04

18. To post the Invoices click the Post Invoices link under the reconciliation header.

19. Click Pay All Selected. To check your work against the carrier statement before posting, print Remittance
Advice (see below).

20. Click Post.

Making a Payment

In the Quick Navigation panel, click Receipts/Disbursements.
Click Add New Disbursement.

Select the disbursement.

Click OK.

Click Post

L e

Click Print Check.

Submitting Remittance Advice

1. Once the reconciliation is completed and posted click the print link under the reconciliation header.

2. Select Remittance Advice in the Print Selection drop-down box.

3. Click OK.

4. Click the print link in the adobe toolbar to print out the remittance advice to compare to the Carrier’s
statement.

5. Click the Delivery link under the Reconciliation header to email or fax from Nexsure.
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Revising Commission During Reconciliation

This process will allow the adjustment of commissions to be made during the reconciliation process without
reversing or re-billing invoices. Adjustments to commission can be made to both Direct and Agency billed invoices.

To Revise a Commission

13.

On the Primary menu, click Organization.

Click the Territory tab.

Click the Details |gyicon of the appropriate territory.
Click the Accounting tab.

Click the Transaction tab.

Click the Reconciliation tab.

Click the Add New Reconciliation link.

Select Carrier in the entity type drop-down box

Search for the appropriate Carrier, select Subordinate Carriers if applicable, and click OK to display the
reconciliation header screen for the select Carrier. The Date Booked will default to today’s date.

. Enter Description.

. Click the Transactions link in Quick Navigation.

. Transactions screen defaults to posted Agency Bill invoices; click the Search filter [Show] link and search

by Agency bill, Direct bill or both to pull them into the reconciliation. (Use the other search criteria for a

more refined search).

Click the I1tem ID hotlink to launch the posted invoice into edit mode.

[ Select All] [Deselact All]
Salact Details Date Iten ID Mane Paolicy Numbar Amount Paid Balance
(| B Fizofz004 3204 S4th Street Cafe BOPSETES £3,825.00 $0.00 $3.825.00
Thiz Page Total:  £3,825.00 #$0.00  4$3,82%00
all Pages Total: $3,825.00 #$0.00 $2.825.00
Direct Bill
[ Selact &ll] [Daselact All]
Select Details Date Item ID Mane Policy Number Amount Pald Balance
o B Ff21/2004 (355?} Patar Piper HOS7ES43 f1g0.00 $0.00 $120,00
This Page Taotal: $ig0,00  §0.00 $120,00
All Pages Total:  $180.00 4$0.00  $150.00

14. Click the Details |gyicon of the Agency Commission to enter the correct commission rate and click OK.
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Edit Agency Commission
Soreen Moder Edit

Basiz: 4500 Cus: 675
Commission Ont

LewelLOoB:

Fate Type:

R.akz: 10

Cancel

15. If Agency commission is based on a percent of the premium, it will automatically display a second line
item with the difference and the amount due (credit or debit). If people commission is based on a percent
of the Agency commission, it will adjust automatically. The people commission can also be adjusted by
clicking on the Details icon. This will also generate a second line item based on the difference.

Wwalce  ressivables  pagables

Ervwaics ID: 00003204
Crasted By Karen Fetercon

Bill TosS54ath Steect Cafe
Addrere: 123 Secand
Ciky: Braa
SRate Th
Phone:

Zip1 92821

Dake Craabad: 37200 7004
Effective Date 77200 2004
Bill Mathod: sgancy Bill
Entry Mathad: Inesiting
Tnusien SRatud: Poabed

Inyeice Amaunt:  $4.500.00
Armauet Paid: *D..DD
Tnvodoe Balancer  $4.500.00

Deliwarad) HiA *

| Reconciliation 125 |

| Post Adjustment

[Budid Mow Aqency Comninigsamn

ravocy comrusions ]
Comite |1y

Lurval Ling of Businuss Rt Typa Fatu Bais Dun Fumuen
@‘ Foarnium BOR[LY & of Prermium 1= 4,500, 00 je7m00 -
3 Fremium BOP(L) % of Premium | -3 | $4.500.00 | (fzzs.om [
Fubal Aoy kil fa58.00
[ther corrmisainns | LA Ner other Commission)
Mama | mole | type | pelilneof guchor]  matetype et masis | pus
Karen , = of Ageny
B’ Pabarpan FrodurasgPrarmiunmg BOP[L) o0 ammigxan 20 | &S00 ($135 00
Katen %5 of Aganty . .
| @ Fatarran, [roduceremiumy ROR(LY o | commizsion 20 [($225.000 445,00
Torta- e fan-n

-~

‘Quick Nawvigation
[=dnvoice Haader
Bill To
Folicy Hesdar I
Tnvaiza Pracmidms
Invoice Hon-Rremiums
Inwnice Commimissions
Invoica Datsl
Invoice Posting

16. Click the Post Adjustment link to post the commission changes made to the invoice.

17. Click the Reconciliation (I1D) link under the invoice header to return to the reconciliation.
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18.
19.
20.
21.
22.
23.

24.

Irraice o ;lvallﬂ‘lzhl H;-;ﬁ‘.;\_.-

Bill TorS4th Street Cafe

Bddrass :12% Second
Clkgibres
STt 1 CA, Zip19 2L
Phena:

¢ Buconcliaton 135 5 |

$475,00

-1 $4,500.00 [(2a8.00)
]

Tatal Agency Camméssions:|  $458.80

ProducesPramiurm

BOP(LY

ol Agandy
CoramnlErinn

Z0 | 467500 [$L35.00

DK’."Z“ adusssPramium

L=l ]

%% of Agenag

Carmmmizaian

el

K42z 00§00

Total Other Comimissisns:] 9000

Cuick Navigation
[=Lnuoice Headar

Bill To

Policy Hasdar

Inuaise Premmme
Inueice Mor-Pramiurms
Invdce Comnmlssians

Inwoice Detail
Enucice Forting

Repeat steps 14-18 for all invoices where the commission amount does not match the Carrier Statement.

Continue the Reconciliation process.

Once the reconciliation is completed and posted, click the Print link under the reconciliation header.

Select Remittance Advice in the Print Selection drop-down box.

Click OK.

Click the Print link in the Adobe toolbar to print out the remittance advice to compare to the Carrier’s
statement.

Click the Delivery link under the Reconciliation header to email or fax from Nexsure.
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Reports

Nexsure offers a comprehensive list of over 40 reports covering all areas of Nexsure. Nexsure also offers Ad Hoc
reporting (Ad Hoc reporting must be purchased separately, contact your Nexsure sales rep. for details). Using the
report criteria screens you can sort and select only the report criteria you need. After the results are displayed they
can be saved or printed as a MS Word, Excel or Adobe Acrobat PDF file.

To Access the Reports Screen

1.
2.

3.

On the Primary menu, click Reports.

On the Report menu, click Reports.

“J Mexsure - Microsoft Internet Explorer provided by TSI = =

Hexsure Reports rml'e

Reports

To begin creating a report, select the Report Type, Based on your
Report Type selection, Nexsure will load the available Report
Category, Next, select the Report Category, Nexsure will then load the
Available Reports area, You can use your arvow keys to move up and
dawn the Available Reports list. Af you do thiz & brief deseription will
be shown in the Description area.

Report Type: Incmuntinq d

Report Category: | Accounts Payables =l

Available Reporks:
Account Current ﬂ

vendor 1099 Disbursement Summary

Vendor 1099 Cusbursement Details

Carrier Payables Surnmary

Carrier Payables Details :l

Drezen picni

Cancal ok

Select a Report Type from the drop-down list.

Report Types:
e  Accounting
e  Management
e Clients/Contacts
e Organization
®  Marketing

®  Opportunities

Nexsure User’s Guide

Version 1.82.0




Reports 287

(] Policies
e Ad-Hoc
4. If an Accounting report is being generated, select a Report Category.

Accounting Report Categories:
e  Accounts Payable
e  Accounts Receivable
®  General Ledger
®  Production
e  Profitability
®  Reconciliation

(] Entities

5. Select a report from the Available Reports box.

Note: A description of each report will be displayed when it is selected.

6. Click Ok. The report summary screen is displayed.

summary  delivery history =

Report Type: Accounting
Raport Catagory: Accounts Payables
Report: Account Cumrent
Description: A listing of Inveices billed for specified camiers in a given month. Displays both gross and net amounts,

Select Report | Refresh | Print Selected { Hew Report Criteria
Showing Page 1 of 1 P N Search Options: [ Show ]
[ Select all ][ Deselact All ]
Select Details Print  Wiew Report Name Batch ID Format Pages File Size Created By Created Status Printed  Remowe
7/15/2004 2
| B & Q Account Current 168 PDF 4 64.212kb  Lisa Archuleta [;’:“;"'M on  Complete = 5
= Complling
= ; Account Current 141 FODF o Okb  Liza Archulets ,‘_’rzlﬂ‘_’;?fg; 30% ] &
it Complate
i Fi13/200%
O B & Q@ Account Current 102 PDF 3 61.11kb  Lisa Archuleta lz‘tzn':nn by Complete = 5]

7. All previous reports of that type and category will be displayed. Existing reports can be modified by
selecting the report and clicking the New Report Criteria link. If this is the first time the report has been
generated click New Report Criteria.

8. Enter the Organization Information.

Note: These fields cannot be populated directly. You must click the Select link to enter the organization

information.

Organization Information [ Selact ]

Region Marme! I Crepartrnent Marme: I
Territary Mame: I Unit Mare: I

Branch Mame: I
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9. Click Select. The Nexsure Organization Criteria dialog box will appear. Using the drop-down lists, select
the desired organization information (Region, Territory, Branch, Department, Unit) you wish to query for
the report and click Add. This feature allows you to add as many regions, territories, etc. to the report as
needed. Once information has been added to the Include box, it can be removed by selecting the item and
clicking the Del button or Clear to remove all items. If the organization information is correct, click OK.

10. Enter the remaining report criteria.

11. In the Report Format Options drop-down list select how the report should be saved as (PDF, Word or
Excel file).

12. Click OK. The report will appear on the report summary screen.

Note: Some reports may take a few minutes to generate depending on the size of the report. The Status
will display a percentage of completion until the report is complete. Click the Refresh link to update the
progress.

13. Once a report is complete, click the Print icon %

Mexsure Accounting rﬂsl,jre'

Update Batch Print

Batch: 254;
Style: |ﬁ.ccnunt‘ Current ;l

Praviaw I—;l
Farrati POF

printer; [Wanfax\HP LaserJet 8000 Series PCLSe |

Restricted: W chack this box to prevent ather user access

Prind Mow: r\_l"

I QK I Cancel

14. Select the default printer.
15. The Restricted option prevents other users from viewing the report.

16. Selecting Print Now will send the report to the printer immediately.
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Security Administration

User login security can be administered at an Organization level, as well as on an employee level basis. Some
security options are:

Enable special password requirements.

Create specific log in and log out times by user.

Add expiration date and time to login accounts.

Lock down Login Screen contact link.

Lock down mandatory General Ledger use by user.

Period Security - Enable specific individual’s rights to post to locked month.

Email notification upon login.

Organization-Wide Login Security

To Set Organization-wide Login Security Settings

To setup org-wide security, you must have administrator rights.

1.

2.

On the Utility menu, click Setup.

In the Setup Console, click Security Administration.

sacurity policy  uservights tamplates  access log  T-Log

Please review and update organization security policy =
Whan sffactive date column |s Blank, the nila takas effect immaediataly.
When expiration date column is blank, the rule remains in effect indefinitely.

Rule Description Value Effective Date Expiration Date
Enable user login expiration date and time He = | i 2l
Enable access time rastriction for users We = [ 5 I
Default time of day sfter which user is alloved to login  [5:00 &M | = ]
Default time of day after which user iz not allowad to [Gaoom I = I
legin
Require that passvords contain at laast one special - I_ = ,— =
character :
Require that passvords contain at least one numeric . &= &
charactar -
Humber of unsuccesshul login attemets before login name [ I = @
i locked B
Humnber of minutes bafore locked login name is unlacked [T [ 5 &

. - ==
Humber of days befors users are required to change  [o3 I s I
passvord
Require that users change password on their first login  [No = I il =
Humber of pravious passwerds that cannot be reused 10 = I & &
Emnail address to notify upen user lagin [detaviegaddress.con I sl s d}
Save | Cancel | Default

TeLog  accesslog  userrvights templates  security policy

Use the drop-down lists to set the security level.

Note: When effective date column is blank, the rule takes effect immediately. When expiration date

column is blank, the rule remains in effect indefinitely.

Click Save to keep the security settings.
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Tip: Click the Access Log tab to view a time stamped list of all login activity in your organization.

Employee-Specific Login Security

In addition to the organization's security defaults, individual employees can have specific security settings that
supersede the organization defaults. To modify employee login security settings, you must have administrative

rights.

To Set Employee Security

1.
2.

On the Primary menu, click Organization.

Select the employees tab.

Click the Details |gﬁ'icon for the employee you wish to modify the security settings for.
Select the security tab.

Select the login security settings and click Update.

User Rights Templates

User Rights Templates are used to assign security to the following entities:

Organization

Carrier

Retail Agent

Client

Additional Interest
Premium Finance Co.
Tax Authority
Vendor

Financial Entity

To Add a User Template

1.
2.

On the Utility menu, click Setup.

From the Setup Console, click Security Administration and select the user rights tab.

Nexsure User’s Guide Version 1.82.0



Security Administration 291

user rights

templates user assigned

Entity Typaa:
|Grgani:atiun ;| [add] [Cepy] [Edit] [Deleta]
Uszer Ternplate Types: Description
b lhibes o e | Full sccess 1o the Mensure System.
Manager
Producer
Representative Statas
sample org user
Crate Crested: 10252001 2:31:26 PM
Last Modified: FI02002 10:47:04 AM
madified By: Admin Meszure

user assigned  templates

user rights

3. Click Add. Each new template added is automatically stored with the Date Created, Last Modified and
Modified By, which can be seen when an installed template is selected from the templates screen.

4. On the Template screen, enter the following fields:
e Enter the Template Name in the space provided.

e  Enter a description in the Description field.

5. To assign security rights for a specific area, select a Core Component from the Security Wizard.
Selecting View, Add, Modify, Delete or import will grant security access for those particular items.

6. Click Save to save the added Template or Close to cancel without saving.

To Edit a Template
1. Click Edit and select Core Components.

2. Click Save to save the added Template or Close to cancel.

Note: When a template is modified all users associated with the template should be synchronized to update
their security with the modifications. See below.

Synchronizing Users Security
1. Select the user assigned tab. On the user assigned screen, a list of assigned users is displayed.
2. Click the Synchronize all User(s) button to sync user’s security.
3.  You will be prompted to Synchronize all users’ rights. Click OK.
If modifications have been made to a template and the users security have not been synchronized, a red

X will display in the In Sync column. Once the user(s) security has been synchronized the In Sync

column will display a green check mark “ v
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Task Log

The task log is on the client menu (T-Log) and also in Setup / Security Administration. The T-Log records client
events (history of the client). Items recorded are:

e Task

e Action

e Policy #
e Memo

® User

e Date / Time

Client Name: Mochashello's ! . Commercial Account
TLog
Filtar: [Show]
123456
Detail Task Operation  Client Hame Policy Mo Memo User Nama DateTime ¥
& User Rights
B Client View Mechashelle's  NJA View Client Michsel Massare  oooponng 505,12 pM
Adrninistrator 15SE

Michael Massaro

P T o &/3/2004 2:01:23 PM

@ Drganization Wiaw Mochashalle's MiA View Crganization Regions

Michael Massaro

@ Ornaniratinn Wiew Marhashelln's & Wisw Ornaniratinn Rranches AMRPPON4 2:01:10 PM

When accessing the T-Log from the client menu, all user actions associated with that client. When accessing the T-
Log from the Setup / Security Administration screen, all user actions associated with the current user are
displayed.

Clicking the Details |gs'icon for an item in the T-Log will jump to that place in history.

Note: Information that accessed by clicking the Details icon, while it can be changed, cannot be saved and has no
effect on the rest of the system. It is intended for viewing purposes only.
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Nexsure Setup

Actions

To Add or Modify the Defaults for Actions

1.
2.
3.

On the Utility menu, click Setup.
From the Setup Console click Actions.

By default the Actions are displayed by Topic. Use the navigation link at the top of the page to view
other pages. Click the [View Types] link to display the list of Types. Click the [View Topics] link to
display the default view of Topics.

Click [Add New] to add a new Action to setup. The New Actions Popup screen is displayed.

Select a Topic. Topics are unique and allow grouping like items together such as the renewal topic. This
topic would be used on every action during the renewal process, which would then make it easier to
determine where you are in the renewal process.

. If a desired Topic does not exist, click Add to add a new one. The Add New Topic Popup screen
is displayed.

e Enter the new Topic and enter a description in the Description area. Click the Next button to
complete the addition of the new Topic. The New Actions Popup screen is displayed. To cancel
the addition of the New Topic, click the Back button.

Types are not unique and may be reused for any topic, so be careful when adding to make sure the type
is not being repeated.

e To add a new Type, Select the Type tab and click the Add New link. The Add New Type Popup
screen is displayed.

e Enter a name for the new Type. Select an icon from the drop-down list. The icon will appear on
the Home / Actions screen with the action that is associated with it.

Note: The icon also determines how the action interacts with MS Outlook. Assigning a type to a
appointment or phone call icon will synchronize the action with your Outlook Calendar. Assigning
any other icon to the type will synchronize the action with the Outlook Tasks pad. See Creating
Actions.
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e Enter a description in the Description area. Click the Next button to complete the addition of
the new Type. The New Actions Popup screen is displayed. To cancel the addition of the New
Type, click the Back button.

7. From the Days Due drop-down list select the number of days to default the Due date from the current
date when the Action is created by the User.

8. From the Priority drop-down list select Normal or High. If the Action’s priority is considered High a red
flag icon will display on the action in the summary view. If Normal no icon will be displayed. The user
may change the Priority as needed when the Action is created.

9. The Action status may be set with a default of either Open or Closed. When adding a new Action the
status would generally default to Open since Actions are meant to remind the user to do something. The
User may change the status as necessary when the Action is added or modified.

10. The Description entered in setup is strictly to identify the Action in setup.

Color Scheme

You can change the Nexsure color scheme or add your company logo to the Nexsure login page. Customizing your
interface will allow Nexsure to more closely match your company's look and feel.

To Change the Color Scheme

1. On the Utility menu, click Setup.

2. In the Setup Console, select Color Schemes.
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3. In the Color Schemes drop-down list, select a color scheme. Selecting a scheme will present a preview in
the color scheme Preview window.

4. When you have chosen a scheme, click Change Scheme.

To Add a Custom Logo Graphic

On the Utility menu, click Setup.
In the Setup Console, select Color Schemes.

Beside Apply Image, select Use New.

P w0 DM PR

Beside New Logo File: click Browse. Select your logo file in .gif format.

Note: The graphic dimensions must be no bigger than 135 x 58 pixels and a file size no larger than 10 Kb.

To resize a graphic that is too large, use a graphics program such as Microsoft Paint or Microsoft Photo
Editor.

5. Click Change Scheme.

Adding a Default Message

You can add a message that will appear to all users when they login. For example: "Welcome to Sample Insurance
Agency, Please login."

1. On the Utility menu, click Setup.

2. In the Setup Console, select Color Schemes.

3. In the Default message to all users box, enter a message.
4

Click Change Schemes.

The Lookup Management screens are where the agency has the most control over what is displayed in certain
drop-down boxes. Lookup Management consists of three sections:

e  Categories
e Types
(] Items
Categories are main areas of Nexsure (Additional Interests, Carriers etc.) Types are groupings within Categories.

Items are the actual drop-down list options. Items that appear in light gray are system generated items and while
they cannot be changed or deleted, the agency is not required to use them.

Listing of Types Within Each Category and the System Generated Items Within Each Type

Category Types System Generated Items
Additional Interest Interest Types Corporation

Default

Individual

Partnership
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Category Types System Generated Items
Carrier Location Types Corporate Headquarters
(Carrier) .
Home Office
Satellite Office
Client Business Types Corporation

Default
Individual

Partnership

Code Classes

Internet Access

Code Designation

(No System Generated Items)

Client Relationship
Types

Corporate/Subsidiary
Franchiser/Franchisee
Partner/Partner

PEO/Client Company

How Relates

(No System Generated Items)

Location Types
(Client)

Corporate Headquarters

General Office

Referred By

Default Past Client

Financial Entity

Location Types

Branch Office

Corporate Office

Document Integration

Category

Proposal

Miscellaneous

Attachment File
Types

(No System Generated Items)

Delivery Types

Email
Fax

FTP
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Category

Types

System Generated Items

Phone Types

After Hours
Automated

Back Line
Building Security
Business Phone
Fax Number

Main Fax

Phone
Receptionist
Technical Support

Toll Free

Organization

Location Types
(Organization)

Corporate Office
General Office

Home Office

People

Contact Roles

Daughter
Husband
Son

Wife

Marital Status

Married

Single

People Availability
Status

Offline
Online (Available)

Online (Unavailable)

Name Prefixes

Titles

Account Manager
Default
File Clerk

Producer

Premium Finance
Company

Location Types

Corporate Headquarters
Home Office

Satellite Office
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Category

Types

System Generated Items

Retail Agent

Location Types

Corporate Headquarters
Home Office

Satellite Office

Tax Authority

Location Types

Corporate Headquarters
Home Office

Satellite Office

Vendor

Location Types

Accounting Office
Corporate Headquarters
Home Office

Satellite Office

Retail Office

Service Center

Adding Lookup Management Items

To Add a Lookup Management Item

1. On the Utility menu, click Setup.

2. On the Setup Console, click Lookup Management. A summary list of existing Categories and Types will

appear.

3. From the drop-down list, select a Category. The Types available for the Category will be displayed.

4. Select the Type for the Category.

Select [

Expand Minimize

O actions
O color Schemes

O Loskup Managamant

[ opportunities

O print Blank Fams

O rrograms

O usar Rights Templatas
O peourment Termplates

|

Sacurity Adminigtration

1 in the Item list.

loakup managessent

Salect a Categoryand  Type to update
s drepdaws mang

Cateqary
[Chen! 3

Types

Cliant Relationship Trpes
Code Clagdes

Code Desighation

Hawe RLalates

Organization Legal Entity Types
Referred By

Location Types (Cli
Sabect Ttam

[cammercial

Manufacturng/Plant

Lo e ]

Location Type: [Satellite Office

6. Enter the Item Label. This is what will appear in the drop-down list.

7. Click [

] to add the New Item to the drop-down list.

leohup mansgement
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Editing Lookup Management Items

Note: Items in gray cannot be modified.

To Edit a Lookup Management Item

1.

N o o rooe

On the Utility menu, click Setup.

On the Setup Console, click Lookup Management. A summary list of existing Categories and Types will
appear.

From the drop-down list, select a Category. The Types available for the Category will be displayed.
Select the Type for the Category.

Select the Item to be modified in the Item list.

Modify the Item Label. This is what will appear in the drop-down list.

Click [Update] to complete the modification.

Deleting Lookup Management Items

Note: Items in gray cannot be deleted.

To Delete a Lookup Management Item

1.

L

On the Utility menu, click Setup.

On the Setup Console, click Lookup Management. A summary list of existing Categories and Types will
appear.

From the drop-down list, select a Category. The Types available for the Category will be displayed.
Select the Type for the item you wish to delete.
Select the Item you wish to delete.

Click [Delete] to delete the Item from the drop-down list.

Customizing Opportunities for a Branch

The Setup - Opportunities - Branches screen is for adding and managing customer qualifying questions that will be
used on the Opportunities screen. Each branch can use the same group of questions or (Template) or use their own
unique set of questions and answers. After you create the qualifying questions and answers, you can assign a
numerical value for each answer which will calculate a grade for prospective clients.

To Setup Qualification Questions for a Branch

Selecting the Branches link displays a list of branches previously setup on the right side of the screen.

Note: If no templates exist, click on the link to add a new branch template. "No record(s) found. Please go to here
to add new data."

1.

2.

On the Setup Console, click Opportunities, then click Branches.

Click the Details icon E? beside the Branch you wish to setup questions for. The Templates tab for that
Branch will open.
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3. On the Templates screen you can:

Add a Question
1. Click [Add New].
From the Question drop-down list, select a question.
From the Answer drop-down list, select an answer.
In the Value field, assign a value based on the importance of the answer. For example, 1 being highest.
At the bottom of the dialog box, click Add.

Continue to add values to the remainder of the available answers.

N o o s e N

When completed click Save. The new question will be available for that Branch next time the
Opportunities screen is accessed.

Create a New Question
1. Click [Add New].
Beside the Question drop-down list, click Add.
From the Answer drop-down list, select an answer.
In the Value field, assign a value based on the importance of the answer. For example, 5 being highest.
At the bottom of the dialog box, click Add.

Continue to add values to the remainder of the available answers.

N o g koD

When completed click Save. The new question will be available for that Branch next time the
Opportunities screen is accessed.

Edit the Value of an Existing Answer
1. On the Templates tab, only one question and the corresponding answer will appear per page. Select the
answer you wish to change the value for and click the Details |§9icon beside the answer.

2. In the Value field, enter or edit the value of the answer.

Change the Order of Questions and Answers
1. On the Templates tab, Click [Order].
All the questions will appear with a corresponding drop-down box to input the desired order.
Select an order place for each question.

2.

3

4. Click Next. The answers for each question will appear.

5. You can change the order of the answers for each question, or you can keep them as they were.
6

Click Save then click Close.

Delete a Question

1. On the Templates tab, only one question and the corresponding answer will appear per page. Select the
question you wish to delete and click the Remove icon.
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Buying Modes

The Setup - Opportunities - Buying Mode screen is where you can add or modify Buying Modes that will display
on the Client Opportunities screen in the Buying Mode drop-down list.

To Add a New Buying Mode

1
2
3.
4

Click [Add New]
Enter a Buying Mode. For example: Very Interested.
Enter a brief description of the Buying Mode.

Click save.

To Modify an Existing Buying Mode

1.

w N

Select the Buying Mode you wish to modify.

Click the Details |%9icon beside the Buying Mode.
Modify the Buying Mode.
Click Save.

Contact Roles

The Setup - Opportunities - Contact Roles is where Suspect/Prospect's role as Contact is defined. The Contact Roles
added here will display on the Client Opportunities screen. The Contact Roles are limited to 4 entries. If no contact
roles exist, you will be prompted to add new data.

To Add a New Contact Role

1.
2.
3.

Click [Add New].
Enter the Contact Role. For example: Economic Buyer

Selecting Active will make that Contact Role available in the Contact Role drop-down list. If you select
Inactive the Contact Role will not be available for selection in the drop-down list.

Enter a brief description for the Contact Role (optional).

Click Save.

To Modify a Contact Role

1.
2.
3.

Click the Details |%9icon beside the Contact Role you wish to modify.
Modify the Contact Role
Click Save.

To Change the Order of Contact Roles

1.
2.
3.

Click [Order]
Each Contact Role will have a drop-down list. Select an order number for each Contact Role.

Click Save.
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Grades

The Setup - Opportunities - Grades screen displays the system ranking results. This includes the minimum number
of points needed in order for the opportunity to be ranked in a particular grade. The system default rank may also

be set on this screen. The grades added on this screen will be displayed on the Opportunities screen based on the

total points.

To Add a New Grade
1. Click [Add New].
Enter a grade in the field. For example: Gold
Select Active to activate the grade in the ranking system.
Enter the minimum number of points needed for this grade.
Select the Default option if this grade should be the system default grade.
Enter a brief description that describes the answer.

Click Add to save the grade and continue adding another entry.

® N o o k0N

When completed, click Save.

Labels

The Setup - Opportunities - Labels screen lets you name the different groups on the Client Opportunities screen.
For example, Qualifying Information or Contact Information. The default names for the 4 groups are: Qualifying
Information, Opportunity Criteria, Opportunity Status and Contacts.

To Assign or Modify a Label Name
1. Click [Add New]
2. Enter a Label Name.
3. Enter a description for the label (optional).
4.

Click save.

To Modify an existing label name, click the Details E? icon next to the Label Name.

Printing Blank Forms

You can print standard insurance forms, such as ACORD forms, from the Setup - Print Blank Forms screen.
To Print a Blank Form

1. On the Utility menu, click SETUP.

2. Click Print Blank Forms

3. Select the Form Standard, State, Type and Line of Business and click List. All available forms matching
your criteria will be displayed in the window below.

Note: In order to view/print the ACORD 125 Commercial Application, Form Standard must be set to All.

o]
4. Click the View “4icon. The form will open in a new window.

5. Click the Print gicon.

Note: To view and print forms you need to have the Adobe Acrobat Viewer installed.
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