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Getting Started in Nexsure

Logging in to Nexsure
1. Enter your login name.
2. Enter your password.

3. 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 | AROUT NEXSURE | ADOUT 3

| XTI HOME

Welcome to Nexsure., Please login.

Login Narme: ||

Passward:

Lisgin

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.
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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.

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.

5. Once you have logged back into Nexsure, you can enter a new custom password.
On the Primary menu, click Organization.
Click the employees tab.

Select your employee name by clicking on the Details icon next to your name.

1

2

3

4. Click the Security tab.
5. In the Enter a new password field, enter a new password.

6. In the Confirm new password filed, enter the same password again.
7

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

Utility Menu _).._

Home/Client Menu

ACTIONS | OPPORTUNITIES KETING G S | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY

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
e Report Menu - Includes Reports, Global Activity, Ad-Hoc

® Carrier Menu - Includes - Carrier Profile, Attachments
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e Retail Agent Menu - Includes - Retail Agent Profile, Actions, Opportunities, Marketing,
Policies, Attachments

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.

HELP | SETU

Hide

SEARCH | DRGANIZATION | REPORTS

Client Name. Mema Date Time
¥ L 4 Clienk View Ruth Estes WA view Client 10/19/2004 911359 AM
= L Renew Add Ruth Estes Renew policy. 10/19/2004 9:16:10 AM
r v Client iew Cathy Smith HA view Client 10/19/2004 9:19:06 AM

?

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

e Hide: Hides or collapses the bookmark 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

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 (] Financial Entities
Interests
e  Tax Authorities
o Retail
Agents
waarch

[ Import Record ] [ Add Mew Record ]

Entity: Chent = I SEARLCH RESULTS - CLIENT

SesrchType:  [Begins With =] 12 Recardis) Found Showing Page 1+F 2 b GoToPage [1 2]
Brsachi [alBranches =] pypuss Hame. ClientTyps  Stage  Lecation Mame city State zip 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
Client ,%%— @ LETICTA CAMBBELL Barsonal Prospact LAHCASTER LA BATRE-1 240 E
N
el B‘ MITZIE BROWH Parsonal Frospect ROEAMOHD Ch 93580 E
1 ,—
e @ ROBERT OLSEMN Pargenal Prespatt ROSAMOND Ch FITE0-5249 &
.
SR :::. B ROBERT VARELA Parsenal  Progpact LAMCASTER  CA  93s3s-162s [y
Location LEEH ,—
emmeen [ ] T4 ROMALD HYATTE Barsonal  Prospact ROSAMOND  CA #aSen-emon  [By
R 1 I SIMON GALE Parsonal  Prospect VENTURA, CA 93003-6021 =)
First Hsmes ,— @ Seuth Street Hairdrassing Parsenal Prespact &
4 Tha Hiwg Barn Dargonal Progpact 5}

Lage Hama:
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:

e 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.

e 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.

e  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 Add New Action
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

| &l =] B s ouock Showing Page 10f3 FH 1 'I Filkers: [Shew] [Add Hew Action]
Client Name Action Topic Due Date Days Left Created By Updated By
Details _ Priority Action Typa Balicy Info Status Due Tima (Overdua By) Assigned To Ersated On Updated On
Personal Actions =
New businass |
0%/12/2004 ) Riyad Marmmadov Rivad Mammadoy
@ & sppointmant onen 10101 AM PST L. Riyad Mammadoy “ag)13/2004 05/12/2004
Mo Message (). -
Personal Actions =
Haw busliness 05/25/2004 Mike Massaro Mike Massaro
B B sepointmant Open 12:01 AM PST 13 Mike Massaro 05/12/2004 05/12/2004
No Message(s). =

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.

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 [E"] icon will display the client Card File screen. Right clicking on the 5’ icon
displays 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.
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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.

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.

e 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.

e 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).

[ [=#] 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.

e 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.

e 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.
e Date/Time Created: Date and time action created.

e | ast Updated By: User who last updated the action.

e 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.

e 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.
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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.

e 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.

e 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.

Personal Actions

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

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

2l Nexsure Actlon - Microsoft Internet Explorer provided by Siinyensior h =] x|
Action Items, rﬁ‘sure
Harna: Memo:

Tapie: [Mew business =] [M=et Matt Mehatfey for lench. =]
Type: [ Appointrnent =l
Policw: | .;I
Cartificate; [ ] LI
P— |Clpen .ﬂ Previous Memo;
Prsrity:  [Normal =1
Crue [rate: m £
bue Time: [12.2] [0121 [0 2] Ly o
[(EMT-08:00) Pacific Time (US % Canada); =]
Aszign
G Cument usen Mike Massaro fsearch |
™ othare: First Hame: |
W M5 ook Last Hamma: I
[V Rerninder Im
Search [ Close F_ﬂd_l Save ]

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.

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

4. 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.

5. When adding actions from the Home menu, the Policy and Certificate fields are be grayed out and
cannot be assigned.
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6. 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.

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

8. 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

9. 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.

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

action.

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

11.

12.

13.

14.

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 taskpad, 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.

a » N

On the Primary menu, click Search.

Click the details |§9icon 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.
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Policy Level Actions

To associate an action with a specific client

1. On the Primary menu, click Search.

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

3. Click the Policies link on the Client menu.

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

4
5. Click the Actions tab.

6 If no records are found, click the Add New Action link.
7

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.

SERWILING | TRANSAL TIOMS

ATTACHHENTS | ACTIONS

MAREETING | POLICIES

CLIENT FROFILE | OPPORTUNITIES | TLAIHS DELTYERY

Client Name: Starbucks 0 |
apportunitivs
Showing Page 1 af 1 Filters) [Hide] [Show] [Add Maw
Policy Type Bear / Syslamn Updatad By H-Dats
Detadlls  Assign Lirve of Businass Grade (Scora] Status Upetlated Date Commission  FORDake Prograr R
[ & Empiy £ {0} Enpty Jarmi O ;'ﬂ',; $ou00 % =) I=
o Emn Jarmd D E
P o Emiply P L] [ m“;&' 40,00 = ]
ool wnboad Bl
P o A i SR F’MEEZJ - Ernpty M‘ﬁua;un;” $1,234,567, 890,00 04/14/2003 = [

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 Igi)next to the specified client.

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



Opportunities

12

Adding a New Opportunity

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

Click the Details icon I%’next to the specified client. Or add a new prospect/client.
Click Opportunities.

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

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

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

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.

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

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

Client Name: Starbucks

underwriting aggignmant  ateachmaents  sctions  qualification

Qualification Information:
REOR Date [ i
|
Buying Mode: Iﬁ

Oppertunity Criterian

Size: |5 - +20K =
E";:l:::: 2 « EB will attend facesto-face presentation (minimum) =]
GrowthiTrouble: [0 - Gvercanfident / Things couldn't be better |
Partner: |5 - Current long term relationship |
Coach: |n - Hone .."..l
Opportunity Status:
Tatal: M/ A

Syitern Grade: Mot Ranked

User Grade: I -I
Commission: I

[add Hew]
L

Please dick ‘add H\tu'm insart naw record{s).
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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.

e 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.

Opportunity Status

Total — The total will automatically calculate the answers selected in the opportunity criteria
section.

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

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.

Commission — Enter the Commission amount estimated for each Opportunity added.
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 “
4
[all =l showing Page 1of 18 PN Filters: [Hide][Shaw]
tliant Name Policy Typa Stage Updated By Billing Carrier
Details  Assign  Policy Number Line of Business Status Updated Date Premium Policy Term Issuing Carer
9 Ray's Test Client (Cormmerdsl Lines) b=
. 5 HMonoline Marketing Marcelo Balabs 03/20/2003 Unassigned
& rasesoin Pending 01/22/2003 $0.00 532002004 Unassigned
: Monoline Markating Ganamar Lazo 03/20/2003 Unassigned
B R  Unsssigned Ho Response  07/25/2002 $0-00 p3/20/2004 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:

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.

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.

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 |gi‘Details icon will display the Underwriting screen for that policy. Right clicking
on the @9 icon will display the following navigation options:

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

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.

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

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

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

e Client Name: The clients name from the primary named insured on the Named Insureds
screen.

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

e 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.)

e 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.

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.
®  Premium: Premium will be populated from the Premium field on the Policy Info screen.

e Policy Term: 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.

. 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.
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Policy Underwriting

1. 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.

2. 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.

4. To add a new policy to marketing when other marketing policies exist, click on the Servicing tab
and follow directions under Servicing-Marketing.

o To view or modify existing marketing policies, click on the Details |gﬁ'icon.

wnderviriting  policy infa  szsignment  ateachment:  actiong  qualification  higeery  Erangactions
igation  instruction
03/28/2003 12:01AM MSK | Co
Branch: Brea Policy Tarrm: i L
03/28/2004 12/01AM MK ) E Undaswritiig
Policy Types Monoline Coverage Term:

. ~ =l Base Requirements
Iszuing Cot | TEST CARRIER v | stage: Marketing # Harrstive
Billing Cot [TEST CARRIER 02 | Modse: raw # Bop
Paolicy Humbar: anplicatiun helper Status: Panding vI instruction | navigation

| Print | Histomy | In Force | save changes
[tmport] [ 1t 1 [Add Application]
Please clich 'add Applicstion’ to add new recard,

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

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

Policy Type: ldentified automatically on this screen using the following criteria:

o If only one Line of Business is added, the policy type will be identified as
Monoline.

° 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.

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.

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

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

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

Assign Date. WIE

time

Terms Duration

11/10/2003 = annual  Sermi-Annual

11/10/2004 € guarterly T other
November 2003 Movember ﬂ |2EI[|3 ﬂ

Sun Mon Tue Wed Thu Fri Sat
25 27 28 23 30 3 1
2 3 4 5 6 7

9 1 12 13 14 135
16 17 18 19 20 1| x
23 24 25 26| 27 28 24
30 2 5 ]

Months: Days: Yaars:

1] [ 0 J Cancel prlyl

rime  date

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.

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.

Select a Duration. Notice the To date will change based on your selection.
Annual - one year from beginning date.

Semi-Annual - 6 months from beginning date.

Quarterly - 3 months from beginning date.

Once you have the proper dates entered, click Apply.

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

e  Select the Other option.
® Select the From date.

. In the text boxes at the bottom of the calender, 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.
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Time

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

037202008 12:014M PST

i T 02/20/2004 12:01AM PST &l
03/20/2003 12:01AM PST pe|

CasErage Tot: 03/20/2004 12:01AM PST

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: Identifies 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 %]

New Application Selection. rle : Sure

Form Standard: fal =1
State: ICaIifDrnia ;I
Type: IPersnnaI Lines ;I
Lines of Business: | Accident JE3

Description: CUSTOM Accidents [APP]

Mexsure Application Helper

=

Basic Pre-fill: Praducer and Applicant Infoarmation prefillad,

Pre-fill frorm ather application: Producer, Applicant and other
policy detail prefillad,

Blank Application: Mathing prefilled.

Cancel | Nextl

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

e Al
e 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.

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

e Al

®  Personal

e Commercial
e  Benefits

(] Bonds

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.

The Application Helper:

Is activated by selecting the checkbox beside Pre-fill applications to help
reduce key strokes. The checkbox is selected by default.
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Cancel:
Closes the dialog box without saving.

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:

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

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 Forms:
D

Underuriting Marrative
grnmercial Application 1

Forms Remove
Marrative

ACORD 125

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.

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
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Endorsement from Servicing. In the Popup window, the following choices may

be made:
. 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.
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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.
m.lmn - =
B N
o = e
R = ——He——
f=-n-
e

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:
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Branchi m Effattiva Datei 12/12/2002 mavigation ImsFtruction
Palicy Type: Honoline Expiration Dabet 1z/12/z200% = Underwriting
Issuing Company! Sample Ins. Agency Staga! Markceting
Billing Cermpany: Sample Ins, Agency Mada; P = Bale Raquitemants
Policy Mumbaer BEFSING Etatus: Pareing = MCORD 123
= Producer
List Print | | Save Changes Applicant
Hamed Insureds
educer Contact
| [ | I Hext Billing
Producer Narme: |Ap-a-l 1o Akkschmants
Framises Info
Primary Producer Firet Narmed W Genersl Info
Primary Producer Middle Initial rE';' :'io' i‘"""' - :‘:w
rlor Carrier <
Primary Producer Last Harma: W Prigr Carrigr - Prop
add P Prior Carriar - Othar
i HED Apollo Strest Fi LossfInddant History
Cheyr |BIEO ' “Rll:lrk!
* Narrative
ik ij' H Equipment Floster
g Lece) 92821 Instruction navigation
Phone Humbar: |
Fax Number: |
wab Site Addrassi |
Producar Code: Ii
Producer SubCode: Ii
[ [ Naxt

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":

Pramises Info Prafill | Import | Export Billing
-~ wy | | [ Prev | mest = Premises Info
b Locations
Current Record: 11123 Pine 9@ Subject of Insurance 1
Premises Humber: | T Subjeck of Insursnce 2
Subject of Insurance 3
Bullding Mumbar: I_ Qus‘i‘ness Income 1

Businass Incoma 2
Additional Coverages

Location Street Addrass:

|1..s Fine Street. Brea. Ci

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.

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.
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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. Enter the at least 3 characters of the client or prospect and click Search.

Click the Details |§9icon 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 |gyit:on 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.

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.

2. Click the Detailslg? icon beside the auto.

3. On the Navigation toolbar, select the Copy link to display the Copy Record screen.
4. Enter in the number of vehicles remaining in the fleet.
5

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 |gyicon 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.
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Populating Coverage and Premium Fields on a Form

To populate coverage and premium fields on forms:

1.
2.

On the Primary menu, click Search.

Enter at least 2 characters in the name field and click Search.

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

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.

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.

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

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.

2.

On the Primary menu, click Search to search for the appropriate the client or prospect.

Click on the Details |gyicon next to the client or prospect name to display the card file.

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

Click the Details IE?icon next to the marketing policy to display the underwriting screen.

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.

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

On the Primary menu, click Search.

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

On the Client menu, click Servicing.

chiing
Carcrigtizn: L Drabas WINE004 i
Sulect| Services Raguireneon s Duscriptions
Py fine of business,

& | esrbating g P :Flbu.rr\-ul. To add nee or remarkat applcations for cubmipson to camiare.

() Nirecdera To geneswts u Eindar.

) =T T maks changes =« comactions that do not requrs a changs

= regquart.

[&] Etndorsa To permrata & ey thanga reguent

() Aonom To mnew palidar.

_ : |2 aemsata & sarcallstion farm andior indizaks & palisg 15

O |eancellation Hathed: [ Salact mathod of cancallstion ] Farding cancallatan or haa been cencallad,

(&) Elaimns Lire of Buscinsce: [ Selectline of busingss ] w |Fo gurarata & daim Foem,

[ Budit Te poot wodt Ffomatian,

| = T ccars Gondimn Het for cotificats Tepuance.

Cavtificates C flae Craste o e Hespure saifiater,
L3 Ranew
) |vemficstion T sests autcmotds identification carde.

seruring

Select Marketing - Existing line of business and click Next.

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

market

list, select Yes.

Fittwrs: [ Hide ] [ Back J{Net]

7 F thngs
Policy Numbar! Tarm Eff. Date (Fr)i = Tarm £, Data (Tokt = Updatad By:
Folicy Made: [all =] Term Exp. Date (Fr)i iy} Term Exp. Date (To)i 5 Los:
Policy Status: [l =] cug. EH. Date (Fr): Il Cug. EFf. Dats (To) = Bolicy Stage: [ Exclude Marketing =
Ixsuing Carier: Cvg. Exp. Data (Fr): = ©g. Expe Data (Tok = Includa History: [0 -
- — No
Sort Field 1! | Line of Business 3 Sort Grder 1: | Ascending L Sort Flald 21 |Eff Date - Sort Order 21 | Ascanding -
Page 1 of 1
line OF Dusiness Stage Updated By Annualized §  Policy Coverage Tsauing Carrser
Select Policy Number Status Mode Updated Date Billed Premium. Term Term Billing Carrier
= o Commercial Auto Policy — Tinal Thame 0.08  4/7/2005  4/7/2008 213t cantury
bugay tast andorsemnts In Forca 04/07/2005 000 4/7/2006  4/7/2006 215t contury
Policy Tinal Thome 0.08  1/10/2005 1/10/2005 Hanover
e tast for bugay Renawed Mav. 03/10/2005 0.00 17102006 1/10/2006 Hanover

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 Next.

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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8. 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).

9. 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.
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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 | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY

[a = | M4 showing Page 90f 10 PN |9 vI Filters: [Show]
hient Name Policy Type Stage Updated By Annualized § Coverage Eff Date Billing Carvicr
Details Assign  Policy Number Line of Business Status Last Updated Billed Premium  Coverage Exp Date Issuing Carrier
=3 AAA Roofing (Commarcial Lines) 2
B [+ Unassignad Monaline Policy Riyad Mamma $222,000.00 D 01/14/200% Aberdesn Insuran
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

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 ES} 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 Details |%‘icon will display the Binder Details screen for that policy. Right
clicking on the @? icon will display the following navigation options:

Open - Displays the Binders Details screen.
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.

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

Renew policy - Displays the policy underwriting screen.
Re-market policy - Displays the Servicing / re-marketing screen.
Create claim - Displays the Servicing / Claims screen.

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

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.

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.

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.

Annualized $ / 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.

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.

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.
2.

Complete the marketing policy.
Click Save Changes.

Click In Force.

nessure

O In foree ¥ Bound

Create Binder

|7 Click here to create binder,

Zancel | Sa'-.fel

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 _ Commercial Account
policies  history | certificates | bindars

details | delivery
Branch: Support Test Branch 2004324 Policy Term: 04/00/2004 12:014AM PST
04/09/2005 12:014M PET B3 pinders
Policy Typa: Monoline Covaraga Tarm: 04, 2004 12:01AM PST &= .
06/08/2004 12:01AM P5T 4l # =] #/9/2004 - /572004 [Close)
Issuing Cot Hartford Stage: Policy
2illing Co Hartford Mode: Newr
Palicy Number: Unassigned Policy Status: Bound
Binder Numbar: 753 Bindar Status: Open
- | Abart Print Deliver | save thanges
Lina of Business:
Line Of Business Form Description
Personal Aute ACORD 90 CA Personal Aute Application 30 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.

Now you can Print, Deliver or Abort the binder.

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 EffDaves |571272008 | LB

Mot

Select]

Services Descriptions
o e @& Maw ling of businass, T add new or remarker applications for submission to
" Enisting line of business. carriers,
e} Binders To generate a binder,
e e TaamAk s hArA S e LR AN th At e n e TA g e 5.
change request.
L= Endorse Tao genarate a policy change request.
- Renew To renaw policies.
: : — [T generste 3 cancellation form sndfor indicate 3 policy is
(s Cancellation Method: |[ select method of cancellation ] =l anding concullation s kax badn cancolled:
K] Claims Line of businesst [ [ Select line of business ] =1 Ta generate s claim farm.
L Audit To post audit inform ation.
 |Cartificates Now To access Confirm Het for certificate issuance,
. Mew
Cartificates - Create or ranaw Hewsure cartific atas.
Ranaw

- Yarification To create automobils dantification cards.

2. Select the Binders option and click [Next].

semicing

3. Select the policy that you wish to create a binder for and click [Next]. 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.

binder log ;[
[a = | M4 showing Page 90f 10 PN [9 vI Filters: [Show)
thent Name Policy Type Stage Updated By Annualized § Coverage Eff Date pilling Carricr
Datails Assign  Policy Mumbaer Line of Business Status Last Updated Billed Premium  Coverage Exp Date Izsuing Carrier
=3 AAA Roofing (Commarcial Linas) =
t & Unassigned Monaline Palicy Riyad Mamma $222,000.00 D 01/14/200% Aberdeen Insuran
Commercial Aute [Ct Renewed 01/14/2005 4$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 731 af8/z004 4/7/2004 open | ¥ En

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

Selecr s Categoryand 5 Type to update
adropdown menu

[Palicy =l Select Item

Types

Curation Walue: |30

Description: ]30 Days

[ Update ]
lookup management

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

5. 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').

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 |gs‘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 Add New.
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= Mioros

a/7/2004

&6/ 2004 | BT

 binders

8.
9.

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

The attachment will appear on the delivery tab, click Send.

[Clase][Send] .

[Add Mew]
Mo Attachrments,

[Add Mew]
Mo Attachrments,

[Add Mew]
Mo Attachrments,

Binders

[Add Mew]

731 3/8/2004 4/7/2004  [BR

[Add Maw]

Mo Attachrments,

Total Attachrnents: 1

Address Book

[Tpen][<lase]

' far  email
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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
pelicies  histery  ceriificates  binders

detuils | delivery

Branch: Support Test Branch 2004324 Folicy Term: 04/00/2004 12101AM PST
04/00/2005 12:1014M PET B
Policy Type: Menoline Coverage Term: 04/09/2004 12:01AM PST @
06,/08/2004 12:01AM PST
Izzuing Cot Hartford Stage: Policy
Billing Co Hartford Maodea: Nawr
Policy Number: Unassigned Policy Status: Bound
EBinder Numbar: 753 Binder Status: Open
- | Abort Print Deliver | save thanges
Line of Businass:
Line Of Businass Form Description
Personal Auto ACORD 50 CA Personal Auto Application 90 CA
Binders:
Bindar
Details Extend No Eff Date Exp Date Status Insync Populate Remove
733 4/9/2004 &/8/2004 open | v

dalivary  details

binders  certificstes  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 =1
[ | Showing Page 10f3 PN Filkers: [Hide][Show]
tlient Name Paolicy Type Stage Updated By Annualized § Billing Carrier
Details  Assign  Policy Number Line of Business Status Updated Date Billed Premium Policy Tarm Issuing Carrier
@ Jami Euper (Personal Lines) et
@ 2’ AP-0DO0L Monoline Edit Jonathan Appl % 20,000 D 03/20/2003 Guide One
” Pending 12/11/2002 $ 20,000 D 03/20/2004 Guide One
. Monoline Edit Jonathan Appl 03/20/2003 ALLIED 42579
g &  Unsssigned pending 12/11/2002 $0.00 3¢20/2004 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 %}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.

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

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.

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

e Client Name: The clients name from the primary named insured on the Named Insureds screen.

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

e 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.)

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

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.
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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 Ef Date: 15/12/2004 = [Hant]
Select Sewvices ts Descriptions
& Maw line of businass, dd new or rk lications fi b i
oy Mﬂetho = i LN 1':"\!'":& or refmarket applications for submizsion t
O Binders To generate 5 binder,
‘o make changes or corrections that do not require 3
| e M Sen ey nerrea
0 Endarse To ganerate 3 policy change request.
I Renew To ranaw policies.
il e B [Soiect method of concoobion 121 st ot orn o Lt + >
('“ Claimis Lina of businass: |[ Select line of business ] _ﬂ Ta generate & elaim farm.
i Audit To post audit information,
" |Certificates Maw To access Confirm Mat for cartificate issuance,
Cortificates © e Craata or ranew Meesure camificates.
T Ranew
- Varification To crasts autemobila idantification cards.
servicing

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

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

3. Select the policy to edit by selecting the option next to the appropriate policy in the Select
column and click Next. 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.

2.  On the Client menu, click Servicing.

3. Select the Audit option and click [Next].

4. Select the policy to be audited and click [Next].

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

for each policy.

undensuriting policy infa  aszigament  aetachments  sctions  qualification  hisvery  trangactions

S —— oo rar Sy emw o gy
ol Tioms Mt Cormaon Terny | SA/ESLES st Lot
Issuing Cos [Bank of 5ahagun's = | stage: Audit
Billing o: | Bank of Sahagun's ;I Mode: Hew
Palicy Murmber: [‘ul.rc:isr; 789 Status: m
[ Print Abort Audit [ Post Audit [ save thanges
[Import] [ 1[supplarmants] [Add Application]
Base Forms:
Forms Description Femove
Harrative Undereriting Narrative

Line of Business:
Lines of Business Form Descrption Remove

ACORD 120 Workers Compeansation Application - AZORD

Workers Compansation 130

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.




Claims

39

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

[an = | Showing Page 1of 4 PN Filters: [Hide][ Show]
Client Name
Line OFf Business Date Of Loss Taken By Paid Amount Issuing Carrier
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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.

Clicking the blue Details Es}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.

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.

Client Name: The clients name from the primary named insured on the Named Insureds
screen.

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

Date of Loss: Identifies the day the loss occurred.

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

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.

e 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.

2.

On the Primary menu, click Search.

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

Select the Claims option; select the Line of Business from the dropdown box, enter the
description i.e. "Our client rear-ended other party" and Date of loss of the claim.
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Click [Next]. Policies, including copies sent to history that fall within the date of loss, are
displayed.

Select the appropriate copy of the policy and click [Next].

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
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13. Click Next.

14. Select vehicle involved in loss.
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15. Select Drivers from the drop down box.

16. Select the Driver involved in the loss.
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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

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

20. Click the Underwriting link to close tree view.

21. Click the Claims tab. All claims for this policy will appear in a summary view.
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22. 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.

23. 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.

24. 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.

25. Complete the following fields:

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

Adjuster name & phone

Date of loss (should pull from servicing screen)
Date Reported (should pull from servicing screen)
Claim No

Estimated Amount

Reserved Amount

Paid Amount

Description (should pull from the servicing screen)

Memo (this section can be used to tracked monies paid out)
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Delivering a Claim

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

To Deliver a Claim

1. 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].

a » N

Select the Claim to deliver and click Next.
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6. The Claim will be attached, click Send.

To Abort a Claim

1. On the Primary menu, click Search.

Click the Details@y icon of the appropriate client.

N

3. On the Client menu, click Claims.
4. Click the Details |gf'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 |gs‘icon of the appropriate Client.

3. On the Client menu, click Claims.

4. Click the Details |gyicon 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.
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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.

cupirations
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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.

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

®  Clicking the blue Details %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.

®  Clicking the white Details |gs'icon 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.
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.

® 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 displays once regardless of the number of expiring policies.
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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 and 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.

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.

Mode: Identifies whether the policy is a New, Renewal, or Renew Co.

Updated By: Displays the date and user who updated the policy 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.
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.

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 |gs‘icon of the appropriate client. Or from the Home — Expirations link, click
the Details E’icon next to the appropriate client.
3. On the Client menu, click Servicing.

4. Select Renew and click Next.
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5. All in force policies for the Client are displayed. Select the policy to be renewed and click

Next.
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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 Next.

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 Next, this creates the first monoline policy.

®  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.




Renewals 48

Clignt Mama: Batty's Bridal Shap . Co
e
all - [k [Mext]
Linu OF Businuss $tage Updatud By Policy Coversgs Issuing Carmier
Salect Pulicy Runser Aakus e Updabed Caie Premium Term: Term Bilkng Carer
O [ Whgabiaes Lonnpnaation Masknting " Kpran Patarcon g0 L2008 FLIZODS  Hartford Ingeano
U sk Pandirg - ORI 2004 a/1/z00% 941¢z00% Hartford Innwsne
Linu OF Businass Flagu Updatud By Policy Coverage Lesuing Camier
Seelizct Pakicy bl Hatus Hade Updated ate Pristiviun e T Bilkaip Carrair
Comnesrcial Aufn Folicy Faren Petarcan 15 2003 WASR003  Gafecc Tne of Ame
=] e LaGTOI&3423 Fanauad L2 OFf10'2004 FRAFROD giynizone 1S 2004 Safaca
Palicy Faren Patarron 2152003 AIN2003  Safecs me of Ame
2 S In Farca =3 oEA2004 FREASO0 gieraooe arisraons Babion
(m| Cenmercial Prop SLATMLOD
| Gunural Lisblity #ATE00

P

10. 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.

11. 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).

12. 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.

o

Click the Expirations link on the Home menu.
Click the details @ icon of the expired policy. Notice that the details icon for the expiration is
red.

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 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.

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

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.
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In forcing a Future Status Renewal

1. Click Search on the Primary menu.
Click the details |gﬁ‘icon of the appropriate client.

3. Click the Policies link on the Client menu. All in force policies for the client will be displayed.

4. Click the Details |gyicon of the applicable line of business.
Note The [show] filter was customized to display only the applicable line of business for the
screenshot).

5. Click the In-Force link under the policy header.

6. 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 |gs‘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 Next.
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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 Next.

Splitting a package policy into monoline policies:

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

® 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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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 will 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).
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Placing a Remarketed Policy in Force

1.

10.

11.

12.

13.

On the Primary menu, click Search.

Click the Details @9 icon of the appropriate Client.

On the Client menu, click Servicing.

Select Renew and click Next.

All in force policies for the Client are displayed. Select the policy to be renewed and click Next.
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.

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.

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).
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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:

1. On the Primary menu, click Search.

2. Click the Details @? icon of the appropriate client.

3. On the Client menu, click Marketing.

4. Click the Details |§9icon 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.

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

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

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

10. 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.

11. 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.

12. On the Client menu, click Policies.

13. 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.

2.

On the Primary menu, click Search.

Click the Details E? icon of the appropriate client.

On the Client menu, click Policies. Or from the Home — Expirations link, click the Details
|gyicon next to the appropriate client.

Click the Details E? icon of the expired policy. Notice the details icon for the expired policy is
red.

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.

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.

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

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).
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Endorsements

Home Menu /7 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 Carver
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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.

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

Clicking the blue Details af‘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.

Clicking the white Details |gs'icon will display the Underwriting screen for that policy. Right
clicking on the @9 icon will display the following navigation options:

Open - Displays the Audits Details screen.
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.

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

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

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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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 and 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.

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.

Updated By: Displays the user who updated the policy 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.

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

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 nhame on the
top of the written policy. The user on the Underwriting screen identifies this field.

Servicing / Endorsements

1.

2.
3.

4.

5.

6.
7.

On the Primary menu, click Search.

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

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.

Select Endorse.

Client Name: The Critter Corral | Commercial Account
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,
(ol

Endarse To generate a policy change request.

=

Renew To renew policies.

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.

Click Next. A list of current in force policies will be displayed.

Select the policy to endorse and click Next. (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
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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.

e Itis 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.

e 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.
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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:

®  Submitted
e 2nd Request

®  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.
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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.

reinstate a cancellation, see Servicing / Cancellations.

cancellations

To post or

[an =l showing Page 1af 10 PN Filtars: [HidellShow]
Client Name Palicy Typa Stage Updated By Billing Carviar
Detaills Assign  Policy Number Line of Business Status Last Updated Premium Coverage Term Issuing Carrier
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. : = Package Policy Rodney Gist 0320/ 2003 ALLIED 42573
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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 Es}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.

®  Clicking the white Details |gﬁicon 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.

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

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 and 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.
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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.

Updated By/Last Updated: Displays the date and user who updated the policy 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.

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

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 |gs‘icon of the appropriate client.
On the Client menu, click Servicing.
4. Select Cancellation.
servicing
Process cancallation - -
Deseription: j £t ke, [6/28/2004 | 5 [Hant]
Salact| Services Raquiraments Dascriptions
& New line of business.
{ g Marketing To add new or for to carners,
i Existing line of business,
«© Binders To generate a binder,
L Edit Te make changes or corractions that do not raqulre a changs request
(o Endorse Te ganerste s policy change raquast,
g Renew To renew policies,
& tancellation Mathod: ‘[ Select mathod of cancallation ] LI ::,g;::;.::n::"‘:;,e".hon form andfor indicate a policy iz pending cancellation or
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 Next. A list of current in force policies will be displayed.
8. Select the policy to cancel and click Next. 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:
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Client Name: Twenty Four Seven Security

underveriting  policy infe ign attach actions  qualification  histery  transactions  claims  summary of insuranc

Safeca Ing of America

Unazsigned

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.

LD ES - P ATTACHMENTS ACTIONS TR NG DELIVERY T-LOG
Client Name: Twenty Four Seven Security Commercial Account

policies  histery  cerificates  binders  summary of insurance

1 Showing Page 10F1 Filtars: [Show]

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 a (white) icon of the appropriate client.

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

Client Name: Twenty Four Saven Security

undervrriting  policy info  assignment  attachments  actions  qualification  history  transactons | claims  summary of insuranc

Safeco Ing of America

Unassigned
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1. 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.

1. On the Utility menu, click Setup.

2. In the Setup Console, click Lookup Management.

3. From the Category drop down list, select Policies.
4. From the Types box, select Cancellation Reasons.

5. Enter a Reason.

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

7. 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 can not be deleted or
edited.

Note: The default system reasons can not be deleted or updated.

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

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

nexsure
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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 |gs'icon of the appropriate client.
3. On the Client menu, click Policies.

4. Click the History tab.

5. Click the Details |gg'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

Cancealied By Insured [©

[ Print [ Reinstate Rewrite save Change

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. On the Primary menu, click Search.

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

Click the History tab.

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

Click the Rewrite link under the policy header.

Safeca Ins of America

Cancelled By Insured &

7. 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 Show 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 WinFSC application to be installed on the user's machine.

ACTIONS | OPPORTUNITIES | MARKETING | BINDERLOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY

Hello, Mike Massaro L Ho Bl
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Dailly Download

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:
. Processing Client - Waiting to be processed.
. Processing Policy - Waiting for data import.

e 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.

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

. 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.

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

. Policy Exception - Endorsement Could not determine policy to endorse. Select policy to
endorse.

. Policy Exception - Reinstatement Could not determine policy to re-instate. Select a cancelled
policy to re-instate.

. 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.

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

. 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.

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.

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

Processing Downloads

Once downloads have been completed they must be processed.

To process downloads

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

interface  interface details

Irkarfacs ID: 14 Fils Typa: Caily Downbead Total Excaptions 1
Import Cate: 1zfix000 File Karme: Unknavwn (k) Total Transackions: ]
Carrier Narme! SAFECD INSURANCE COMPANY Comnplated Date:
Carrier Sag. 10: Stakui: Panding
Accopt | Rajoct rint | Save Do Craate
All ;I Shewiving Page 1ef 1 Filare: [ Sho
[ Selact all ] [ Dasabact 401 ] [tmper Filsa]
lient Name Applicant Mame Frocess Dabe Frenmdum Wendor Carrier
Datads Palicy ha Lins of Business  Interfacs Type  Iniport Status Dol oadid Taii Irnpoet Dt Bramch / HALC R

g, RICHARD W NELSON —

r 60&996223 RICHARD W Policy Change 122472001 $490.00 2fef200z Initial Import FE Ir PLAK Ig
HELSON Endorsamant 2/ef2003 47212004 COMPAN

Process date outside policy term. Click here to manually assign to & policy to endorse

interface detaile  invarface



Rating Integration 65

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.

Rating Integration

Nexsure facilitates integration with WinFSC 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
(using WInFSC) as a new marketing line item.

ExpressWay

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

Supported LOBs

ExpressWay:

Homeowners 1560
ACORD 80

Personal Auto AL 840
ACORD 90 AL

Personal Auto AR 699
ACORD 90 AR

Personal Auto AZ 680
ACORD 90 AZ

Personal Auto CA 818
ACORD 90 CA

Personal Auto CO 722
ACORD 90 CO

Personal Auto CT 716
ACORD 90 CT

Personal Auto FL 842
ACORD 90 FL

Personal Auto ID 791
ACORD 90 ID

Personal Auto IL 952
ACORD 90 IL

Personal Auto IN 793
ACORD 90 IN

Personal Auto KS 850
ACORD 90 KS

Personal Auto KY 794
ACORD 90 KY

Personal Auto MD 851
ACORD 90 MD

Personal Auto MN 799
ACORD 90 MN

Personal Auto IA 792
ACORD 90 1A

Personal Auto MO 804
ACORD 90 MO

Personal Auto MT 859
ACORD 90 MT

Personal Auto NC 719
ACORD 90 NC

Personal Auto NH 853
ACORD 90 NH

Personal Auto NM 807
ACORD 90 NM

Personal Auto NV 683
ACORD 90 NV

Personal Auto GA 1107
ACORD 90 GA
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WinFSC
Dwelling Fire 1191 ACORD 84
Homeowners 1560 ACORD 80
Mobile Home 886 ACORD 85
Motorcycle CA 818 ACORD 90 CA
Personal Auto CA 818 ACORD 90 CA
Personal Condominium 1560 ACORD 80

Renters 1560 ACORD 80

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 the marketing application.

2. On the Client menu, click Marketing.

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

CLIENTPROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | TLOG

Client Name: Amber Rose

underwiiting  policy info  sssignment  swachments  sctions  qualificstion wanzactions  claims

Branch: Brea Palicy Tarm: 04/13/2003 12:014M
04/15/2008 12:014M
Policy Type: Monoline Coverage Term:

Unassigned Stage: Markeeting
illing Cot Unassigned Moder Newr
Policy Numbar: P (LT3 Status: Quotsd
st T mate J [ ( bidoe ) [ Print T T
Vehicles Lookup | Import | Export
Sort [ Addhecord | T search rev | et
Total
Vehicle. Vehicle Goveming Comprehensive Collision 5
Details Year Make Model VLK. praiiod [ Dotvars] | Dductbla | Dadicide Vablcle | R

BF  t 2001 Dodge Neon 12168463135765168

navigation | instruction

= Underwriting

Ganaral Info
Amachmants
Bindar
Rarmarks

instruction  navigation

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:
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e 1 hitps:firmiweh1. nexsure.com - Nexsure Rating - Microsoft Inte... r__l B El

O ExpressWay The Hartford
O WInFSC Fiserve FSC, Inc.
fu"ie'w Suurl:E] [ Mext J
] Done El © Interneat

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 WInFSC is 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.

1. Select the client with the original marketing application.

2. On the Client menu, click Marketing.

Click the Details |gyicon for the marketing policy.

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



Rating Integration 68

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.

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.

Click the Detailslgy icon of the appropriate Employee.
4. Click the Additional logins tab.
5. Click the Add New link.

| HELR SETUR

erpanicaboy

me =2 Ma. Karen Petersen
[——
cand fike LLT AT bearec g

T miTOrieg hcatiang gl
sreplapes decail  (dearity  sldibkead g Cecuity ACCOARS g TEAN ERCTOAE
additional Login Information Shatrraingg Mage 1 6 1 1
Dutsls Lagin Taps Accauntha. Legin Daaripticn Date Craatid Rervaas
& oo by Harford barangd 114142003 [E5]
B mgestcCarcar by Allind dama 11132003 5]
B mgeaiZoas by Marcury barang L1414/2003 &
WSS CUNE I ST E RS ENE gesenity  additianal legine darsmy . anmpleges datal
amplepess  lecaticnz branchen  tarricrss  mgler card file

coganlration

6. From the Additional Login Type dropdown box, select Hartford Expressway.
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Add a new Login r%um

Additional Login Type: | Hartford Expressway v|

Account Murmber: ! |

Lagin I | |

Password: | |

Canfirm Pazsword: |

Department 10 | [optional)

Crescription: | |

[ Cancel ] [ Save |

@l Daone é ﬁ Inkernet

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 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.

mure SEARCH | ORCANIZATION | REPORTS

ACTIONG | OPPORTUNITIES | MARKETING | BINDERLOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CAMCELLATIONS | CLAIMS RFACE | DELIVERY
Hello, Mike Massaro

interface  advanced search

[anr | Showing Page Lof4s b K |1 =
&lick on Datalls te view the Intedace Details. [ tmport Fila:
Tntarface 10 File Name Impart Bate Excaptions
| Dartaile Carvier Sequence 10 Coviar File Typa Complated Datw Transac tions Atalus

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).
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ExpressWay Mapping Notes

Nexsure to ExpressWay
e  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

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

e  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).

e  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 numbers have 7 digits. If an 8 digit number is entered,
the license state will not carry over as California for that driver).

e 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).

e DP1 & DP3 - If the coverage type selected is Fire, Fire & EC or Fire, EC & VMM then FSC wiill
rate policy as a DPL1. If either broad or special coverage type are selected, FSC will launch
DP3 rating.

FSC to Nexsure

o If no payment plan selected, the default payment plan from FSC is Full Pay.

e 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)

e 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).

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

e  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.

e 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).
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FSC Quote Import Exceptions

e 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.

e 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.

IVANS Downloads

To receive downloads from 1VANS

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 |gg'icon.

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

AddfEdit IVANS (* inaicener repuied field) I.E mre
Aecaust Mama: |Elkerask .

Host Typa |Irfur'rnn|:||:-n Exchange ;I
v-aceouse [amB7
Baprword: [wnmenas 4
Confirm Passwand: Ir‘
acvon [Ter i
HMaching Address: IECBI:'!—‘

Hatad:

IWANS Elle Creek Data =]
[
Chose | Save

4. Enter your IVANS account information and click Save.
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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. ALl 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 10f 1 Fileers: [ Show] [Impore Files]
tlient 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 Carrier
@ M gel(s]) From Mizcell 10/30/2002 $0.00 Mexsure Upload PROGRESSIVE %
Carrier Pririt Merne 3/9/2004 08590/
@ M () From I 11/20/2002 $0.00 Nexsure Upload PROGRESSIVE &
Carrier Print Memao 3/e/2004 08530/
M gels) Frarm izcall, 11/20/2002 $0.00 Hexzure Upload PROGRESSIVE g
= Carriar Print Marao 3/9/2004 08590/

Interface

To View/Print a memo

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.

2. Select the AL1 (memo) you wish to view/print and click the details |gﬁ‘icon.
3. The data will appear in a separate window.

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

o] =101 x|
Mo [t few Fovortes Took Heb r
[ Qe - D - (x] (2] ()] s rweni e &) |
| Airnss [] smasizs.con =] Edoe [uis

-

FROGREZEIVE CONFANIES =

MPERVEITING MENG

DATE.cvucvaaat 10/23702

POLICY NUMBER: AL J0D245152-0

INSURED, « v oot JONN DOREER
AGENT CODE. ..+ YT-0B580
30N BONEER

19957 WEST SAS900H PL

FADGUS ¢+ CA 91350

Important natice about yauc pelicy
The regqueated change has beesn made to your

policy

Thank you for serding the requested proof of prior insurance
dociments,. Tour policy has been changed to ceflect the information

e cacelved.

The change iz effective on 08/12/200% and yous premism iz based om
Ehid date. The 8Aclofed LOSUCRRCE COVETAgE Summary (Declatatlons
page} shows an effeccive dace chac 13 differest feam che one liscted
in chis lecter, but the policy premium is based om the efifective date

shown sbove. _‘J
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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 search -

[an =]

Showing Page 0 of 0 Search Filters: [Show]

Click an Deails to view the Interface Details,

Exceptions
Transactions

File Hame
File Type

Import Date
Completed Date

Interface 1D

Detalls o er Sequence 1D

Carrier

Complete

Hartford Insurance 7/15/2004 1

Company

157
&

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

Climnk Hama Applicant Hama  Cerier Seg. 10 Procuese Date Prmmium WVandar Carrimr
Datads  Dalicy Ko Lo oF Bustnuss  Interfacs Typs  Immpore Status oo sdusd Tarm Irnpart D Branch/ HALC [T—
[ oPooPD.DONA
G BA12I2DTTES0 COOOD0 DOMA [l § B2 2004 $1.0%1.00 SfZEf200a Cemmission [%
PAUTSE Balicy Excaption 117202009 Cawnload M11LLLLF40LEY
Could not daterming pelicy B apply CommigElon, Salect palicy t apRly thie oommicson.
Policy nessure
Please seloct a Policy:
lect Line OF Business PolicyStage P 2 C T IssuingCarrier
ST Policy Mumber PolicyStatus o oy crapn o BillingCarrier
;__) Persomnal Auto Policy £0.00 07/097/ 2004 Met Life
b AlZ22222290 In Forcs 07/09/2005 Mat Life
®  After selecting the policy, click the Select link. The invoice is processing.
client Name Applicant Nama  Carder Saq. 1D Process Date Premium vendar Carriar
Details  Policy No Line of Business  Interface Type  Import Statusz Downloaded Term Import Dt Branch/ NAIC Remo

[} PDPDDD,DONA

The file has been queusd for re-processing.

4. After all exceptions are processed, the Create Reconciliation link is active. Click the “Create
Reconciliation” link to:
e  Create the invoice
®  Post the invoice
® 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.

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... r.. "l_ |E|

Cormméssicn Downlosd - Recons 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 E? 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 @? 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)

17.
18.

19.
20.

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.

74
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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

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
®  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.

(] Branch
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12.
13.
14.

15.
16.

Validate Departments (Cannot change posting rules at department)

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.

e 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

® Select Search Contact to search existing contacts and to add as a contact to this entity.
organization

ZDTI--Trainingl >> Adding A New Employee

Previous Page

card file  regions  territories  branches  departments  locations  employees  accounting  vendors

emplopes detail ACCOUNEING ErAREACTIONE
Apply Cantact (¥ Sesrch Contact ™ Hew Contact
Search For Existing Employes Record: LigstHame |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.

e Click Seach to display any potential matches.

e  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.

® 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")

Select A Contact Below

Contact Search Results FI&;L‘E'UIE

Barbara Rouque )
Jack Trout patv@tmib . 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

. If the New Contact option is selected, enter the information in the Contact Detail screen.

Field Descriptions:

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 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: This field is 1 character long. Enter the middle initial
of the primary contact.

Last Name: 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 emails to the entity.

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.

Sex: Use the drop down box containing Female and Male to identify
gender.

Date of Birth (DOB): Enter the contacts date of Birth in the

following format: “#H#/#H#/H#H#H##". The Calendar@ icon may be
used to access a popup calendar. Click on the appropriate day to
populate the field.
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Social Security Number: This field accepts numerical values only for
the social security number. Accepted format: ####H#H#H###. Do not
include dashes.

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: ##/#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 humbers may be
entered up to 6 characters. Phone number identities are as follows:

o Home phone
e  Cell phone
. International phone
e  Office phone
e  Pager
®  Personal Fax
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.

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.

(] Click on the Deletel%| icon beside the number to delete.
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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.

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.

® Cancel — The Cancel button will abort any modifications or adding a new
contact.

e 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.

e 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 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.
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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:

® |ogin ID: Enter an User login ID no more than 18 characters long using an
alphanumeric value.

e Password: Enter a User Password no more than 18 characters long using an
alphanumeric value.

e Confirm Password: This field is required for the password to be reentered correctly.
e Time Zone: In the drop down list, select the user's local time zone.

e Cancel: Click Cancel to abort the record.

e Save: Click Save to create User Accounts

e Update: Click Update to update modifications to the record.

e User Accounts: The user account listing contains the following:

e Details: The Details% icon will display in this column. Clicking on the icon
will display the User Rights Information which may be edited.

e Entity Name: All entity name(s) the user has been assigned rights will display
in this column.

e 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.

e 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.

e Status: Status is assigned on the User Rights Templates pop-up screen.
e Date Created: Is the date security was saved.

e 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:

e 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.

e Entity Name: Even though a drop down box is shown, only the entity that rights are
being assigned for will be available.

e Status: Status will be a drop down list and will contain 2 choices: Active and Inactive.
i
If Inactive is selected the contact login is disabled and an “*“%&” icon will be displayed on
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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.

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
o Fax

e  Main Fax

(] Phone




Territories

83

Receptionist

Technical Support

Toll Free

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 |%9i(:on beside the number to edit.
Click on the Delete |ﬁ'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 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:

® | ocation Type: Select the location type from the drop down box, which is
populated by the agency in Lookup Management.

e | ocation Name: Enter a unique name to identify the location.

® | ocation Description: Enter a description of the location such as Billing,
Underwriting, etc.

e Mailing Address: The main address for this entity generally used for mailing
invoices and correspondence.

e  Physical Address: The physical address for this location.

o 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

e Add additional phone number identities in Setup under Lookup
Management.
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® 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 |gyit:on 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.



Branches

86

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:

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 Detailslgy 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
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B,

=== icon will be displayed on the Contacts summary screen. (See Contacts Summary
for placement details)

e Rights: Select the appropriate User Rights template from a drop down box that is
populated in Setup under User Rights Templates.

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.

No o~ e N

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).

Select the department posting rules. Departments within a branch can have separate general
ledger posting rules.

To save the new department, click Update.

To add a department

1.
2.

On the Primary menu, click Organization.

Click the branches tab and select a branch to add a department to by clicking the Details
|gyicon.

Click the departments tab.

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.

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 employee tab.
3. Click Add New.

Organization Name: [ rga nization
branch

»> Southeast >> Georgia >> Atlanta >> Adding a New Employee

Previous Page
cardfile  departments  locations  employees  accounting ivans
empleyes detail

Apply Contact F Saarch Contact " Hew Contact

Saarch For Existing Employes Record: Last Mame Search

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.

4. Enter the employee detail information.
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employes detail  identity | addivienal loging  security

Employee Information

Prrafisc Firit MI  Laze Suffi= Gowd By

[me. =] [michasl [Powers [ =][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
Ch - |Aiz3a567 Msiesas Bl
I3 this the PRIMARY COMTACT fer this srqusication? © Vas & Mo Contact Role: | General 'rI l' i
Th PRIMARY LOCATION fos this amployes is: |Brea, CA [145 5. State College Blvd.] =] =
Peisonal Humbers [ Add Mew ]
[Fhans Typs [Ext |pelate
E’ |¢t|lﬂ‘hnn| (P14) 5581212 | | |§

E-tiail 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

5. 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.

6. Click the Details I%’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 2one: [(GMT-08:00) Pacific 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: [
r

Login disabled:

commissions  secwity  additional lagins employee detail
® Login name: Assign the new user a Nexsure login name.

® 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).
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e Confirm new password: Retype the password you just entered to verify that you
typed it correctly.

e Time zone: Select the time zone for the user you are entering.

e Automatically adjust clock for Daylight Savings Time: Select this option unless the
user is in a state not effected by daylight savings time (ie. Indiana).

e | ogin 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.

e  Notify admin upon login:

e Allow login on Saturday/Sunday: These options are selected by default. To restrict
access on these days, clear the check boxes.

e |ogin disabled: Selecting this option restricts access for this user.

7. 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 here to add security'.

organization

XDTI--Trainingl >> Michael Powers

Prewvious Page
card file  regions  territories  branches locstions  employees
amployes detail sdditonal loging  security SCCOUREIng transactions

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

Login name! napowers

Haw pazsword: |

Confirm new password: |

Time zonet |(GMT-IIIS:EIIZI,'I Pacific Time {(US & Canada); Tijuz

™ aue matically adjust clock for Daylight Savings T

Lagin expiration date: B and times I

Change of pazsword required: [

Access allowed fromt [12:01:00 AW

Access allowed untik |11:59:00 PM

Hotify admin upon login:

q M

Allow lagin on Saturdayi

£

Allew login on Sunday

Mo record(s]) Fou Click hers to add seourity.

2. Select the user rights information:

Login dizabled:

.

ACCOURLING transactions

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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8 =Tk

User Rights Information rmre
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 signature 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.
e =10 %]

Add Phota nexsure
| Eriswin

Clase 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:

P

* 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 assignhed to multiple branches, they will need to be re-assigned at each branch
level.

3. Click the details% 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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HWL" E H HELS | SCTUF | LOGOUT
AFARIH | DRGANIZATION | FEPOETS 1

Bookmarke! Fspand | AZ2 | Remoa

ORGAMITATION PROFILE ALL EMPUIY

| ALL LOCATIONS

Crganization Mame: KOTI--Training 1

Bravch
EDTI--Teaiminal = KEaren Reqkon = Earen Territory > Earen Branch
Pepssaras Page Al
cwdfle  GepaTments  lecutient  eEpleeer  Mocoincing [Ty
Ernplums hoasng Pags §af 1 1w Fikeie  [Hics]
Firgs Maannk: Larr Hawnel Ausilabilizg: Tivbei
SverField 11 Last Mame o Order 1 Ascerding ¥ EarFdd 21 » Sar Order 21 =
Dutsls Primary Narss Availsbiity Tt il Duschvats
o GHins Cafandt st E s ech @t car ]
Eﬁ' GHina Preduzar anl.r L |§
:'?,‘ ofina Ceafavlt 1 sereed dgtu nat I}
B F reseran v airline (Awalabhil Cafunde iran gasarrandsdt
4 oflina Accoars Mangar s aeth @l con )
Ty scceusting [ lacwtiane  dap ec  zard 4l
Bianch

5. Click the details |g"icon of the employee who is to be re-assigned.
6. Click the Re-Assign link on the toolbar.

nexsure

DRCARIZATION PROFELE | ALL EMF

OHE

HWELS | SETUF | LOSOUT

SERRLH

ORGANIZATION | RERORTS Baokrmadr Fapsnd | A% | Ramous

ES | ALL LOCATEORS

Drganization Neme: X0TI--Trainingl 1
LIt -~

EDTI--Traipingl == Earen Beglen == Karen Teeritory == Karen Branch == Mes. Susle S
Ewsuisus Bage m Updats
carddls  fepammancz lacwtione  emplayess  accounting wan:
emplayer detud addniansl legne zamreiaricar MEEoUrkEng N INCHenE

7. The re-assign employee screen will display.

G | Re-Assign Employee - Microsoft Internet Explo... |:“: @

Re-Assign nes SUI’E

To re-az2ign actions, policies and client= for Susie Smith, ples=ze
select a new amployes below.

Blazejack, Michael
Massaro, Mike
Mconough, Susan
Peterson, Karen

[{'I..L'][ Fe-Ass I\_.':l]

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 branches tab and click the details icon of the branch where the employee file resides.
Select the employees tab and click on the appropriate employee details icon.

Select the commissions tab.

ag pr w N

Click on Add New or the detail icon of an existing commission default to edit.

cardfile  departments  locations  employees  accounting ivans
employee detail additional logins  security  commissiens

Add New Commission

Carriers: | American Insurance =l [T Carier Defaule
Lines of Business: [General Liabilty =] [ Line OfBusiness Defauk
Sub-Code: [12 ' People Defsubt
Rate Type Rate Min. Mai EFf, Date Exp. Date Quota Status
Hew: [ % of Agency Commission =] | 445 | | | 7/23/2003 it [ ] §f 0 [actve =]
Renewi [ of Premium =0 s | [ [ Tizazooa B | B |4 0 [active =]
Rewritten: | [Flat = [ 336 | [ [ izazooa B | B 0 [active =]

commissions | security | additional logins employee detsil

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.
e 1 carrier default for each carrier within a branch.

e 1 people default for the employee within a branch.

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.

3. Click the details E? icon for the employee you wish to modify the security settings for.
4. Select the security tab.

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:

&) IEY
Contact Record ﬂEa“‘@Ul'E
Status; Online [Available) H [ Close ]

Hame: Ray Sahagun

Foes By: Ray
Email 1t
Mateg:

PR |Phone Typa ;Dl'mnt Eut  Dascription

Call Phans

4. Click the blinking IMX icon. The message box will open:

€] =101.%]

ressure

Toe Mary Oberleilner session started 14-May-03 4:45:58 PM

[&ttention =1zl

Type tenct in this window and dick Send, or use the Enter key

Send Cloze

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.
2.

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 Detailslgy icon of the appropriate Employee.
Click the Additional logins tab.
Click the Add New link.

SEARLH | TIRGANTZATION

crpanicabon
3 Ma_ Karen Petersan
Previvis Page @
card il smgong | Thoitoeg  bearchap Iicamiang | busplaspaat
arephipes decail  (deamity  sddiEanad Hged | £ECUTY BECOUEING TIARERCHONE
additional Login Information Shurraiasg Magye 1 of 1 1w
Owtsila  Lagin Typs ACcaunt b, Legin Dwcip Hon Oate Created [TY Sy
B Enc by Hanerd baandd 11/14/2003 [E5)
B Ageat Career by Alad dama 11/14/2003 -]
B AgssiZess by Marcary barard L1f1af2003 &
ASTEuNHng trang astione securiny  sdditienal legine  dercmy  sreplogaes darsl
smplepess  lecations brunches  terrizries  mglees | cardfile
crpsniratian

Select the carrier from the Additional Login Type dropdown box.

AE.A
Add a new Login nm.lle

Additional Login Type: . Accessalc bt

Accournt Mumben |
Login 10

Paszword: | |
Confirm Password: |

Drepartrnent 104 (optional)

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

Note Contact the carrier selected in the Additional Login Type dropdown box if the
information is unknown.

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).

10. 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

1. On the Primary menu, Click Search.

2. Click the Entity dropdown box and select the appropriate entity.

3. Click the Details |§9icon of the entity.

4. Click the Contacts tab.

5. Click the Add New link.

6. 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.

7. 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

e  Primary Contact
e Contact Role

® | ocation
8. If the contact is not found, select New Contact.

Contact Information:

e  Select the Prefix from the dropdown box. Items may be added to the dropdown box in
Setup under Lookup Management.

o Enter the First Name of the Contact.

e Enter the Middle Initial (MI) of the Contact.
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Enter the Last Name of the Contact.

Select the Suffix from the dropdown box. Items may be added to the dropdown box in
Setup under Lookup Management.

Enter the Goes By name for the Contact, if applicable.

Select the Title from the dropdown box. Items may be added to the dropdown box in Setup
under Lookup Management.

Select the Sex from the dropdown 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 dropdown box. Items may be added to the dropdown
box in Setup under Lookup Management.

Driver Information:

Select the State Licensed from the dropdown 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 dropdown box. Items may be added to the dropdown box
in Setup under Lookup Management.

Note The information displayed on the Contacts tab may vary by entity.

Personal Numbers:

Select the Type of phone number from the dropdown box. Items may be added to the
dropdown 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.

Locations:

Select the Primary Account Location for this Contact from the dropdown box. The locations
available in the dropdown box will prefill from the locations tab of the Entity.

Contact Notes:

Enter any notes regarding this Contact.

Note Keep in mind when entering Contact Notes that access may be given by the Agency to
allow Contacts access to their Nexsure site.
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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 dropdown box, select and search for the appropriate entity.

Click the Details |gﬁ'icon of the entity.
4. Click the Contacts Tab.

5. All contacts for this Entity will display in a summary view.

6. Click the Details Igyicon 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 dropdown box and select the appropriate entity.

3. Click the Details @iﬁon of the entity.
4. Click the Contacts Tab.

5. Click the Details |gﬁ'icon 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.

® 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 dropdown 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.
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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.

e 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.

e  Click the Allow login on Saturdays and Allow login on Sundays checkboxes to allow the
contact to login on these days.

® 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.

8. 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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9. Scroll to the bottom of the Login Information screen and click the Add New link. The User

Rights Information popup window will be displayed.
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10.
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® Select the Entity Type from the dropdown box. The dropdown 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.

®  Select the Entity Name from the dropdown box. The dropdown 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 dropdown 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 dropdown box. User
Rights are created in Setup/Security Administration/User Rights Templates.

Click Add to add User Rights for this contact or Cancel to abort.
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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.

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 dropdown box and select the appropriate entity.

3. Click the Details |§9icon of the entity.

4. Click the Contacts Tab. If there is only one Contact displayed, it will be desighated 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 @icon, 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 I%' icon.

7. Click on the Remove I%' 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.

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.

e 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.

e Monthly Payroll: Enter the client’'s monthly payroll amount.

(] No of states: Enter the number of states the client does business in.
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(] 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.

2. 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 |gy'icon to edit or delete the location.

To add client locations

1. On the Client Locations summary screen, click Add New, the Locations Detail screen will
appear.

2. Complete the Locations Detail using the following information:
e | ocation Type: Use the drop down list to select from the location types entered in setup.
e | ocations Name: Enter an identifying location name if desired.

e Primary Location for this account: The main address for this entity. This is generally used
for mailing invoices and correspondence.

e Billing Location for this account: The default billing address where invoices are mailed.

e  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.

e Mailing Address: The mailing address for this location if different from the physical address.

e | ocation 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:

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.

® The extension numbers may be entered up to 6 numeric characters.
® Click on the Save button to save the phone number just added.
e  Click on the Close button to abort the addition of the new number.

e 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 |gy'icon beside the number to edit.
e  Click on the Delete |%icon beside the number to delete.
e Cancel — The Cancel button will abort any modifications or adding a new Location.

(] Save — The Save button will save new location information.
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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.

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
2
3.
4

On the Primary menu, click Search.
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.

o 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.

o 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.

e Address: Enter the primary address for this entity.
e City: Enter the city for the primary address entered in the previous field.

e State/Province: Select the state (or Province) for the primary address
entered in the previous fields.

e Zip/Postal Code: Enter the zip code for the primary address entered in the
previous fields.

e Phone: Enter the phone number without formatting. Formatting will be
applied after the screen has been saved.

e Toll Free: Enter the toll free number without formatting.

® Fax: Enter the fax number without formatting.

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.

e  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.

e 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.
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e  Suffix: Use the drop down box that contains items added by the
agency in Setup under Lookup Management.

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.

® 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
number added. Phone number identities initially are as follows:

Home phone

Cell phone
International phone
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.
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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.

® Click on the URL link access the entity's website.

®  Click on the Details @9’,(0 edit or delete the named insured.
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.

e 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.
e Number of Employees: Enter the business’s number of employees
e 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:
e NAICS Code
®  NAICS Description
e SIC Code
®  SIC Description
3. Click Search.
4. Select the code you wish to add and click Save.
3. Click Update, Delete or Cancel:
e Cancel — The Cancel link will abort any modifications or adding a new Named Insured.

e 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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4. The Related Accounts tab displays all Related Accounts added for this entity. Unlimited Related
Accounts may be added for each entity.

e Click on the Related Account link to display the Related Accounts Client screen.

® Click on the Details |gyto view the Related Account detail.

Related Accounts

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.
2. Select the Related Accounts tab.
3. Click [Add New]. The Related Accounts Detail screen will appear.
4

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.
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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

PEO Client Company
Corporation Subsidiary
Commercial Personal

e  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
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Class Codes

Codes and Values are used to segment prospects and clients for marketing campaigns.

To add a new code or and 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 IE?icon 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.

5. On the Primary menu, click Search.
6. Click the details icon of the appropriate client.

7. On the Client menu, click Policies.

8. Click the Details |§9icon of the appropriate policy.
9. Click the Attachments tab.
10. Click the Add Newv link.
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7. The Add New Attachment popup window is displayed.

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:
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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.

Document Template
Template Name:
Description:
Document Type: Microsoft Word
Category: <laims
Clienk Stage: []Suspect [ |Prospect [ ] Client

Buginass Type ] Una of Business | Stage l Moda Required Rannawe

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.

® Description - The description should describe what the document is to be used for. After the
document has been create, the template name and description may be modified if necessary.

e Document Type - Select Microsoft Word or Excel.

e  Category - This drop down can be modified in Lookup Management to fit the organizations
needs.

e Client Stage - Select a client stage:
e  Suspect: Card file only
®  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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6. Enter the following information pertaining to the Line(s) of Business:

Stage - There are 3 policy stages:
®  Opportunities - No form data included
e  Marketing - Only form data from marketing included
e  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:
e  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 multiple lines of business to be selected.

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.

7. Click OK, Word or Excel will open, it may take several seconds to open.
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8. Nexsure will add the Nexsure Fields and Nexsure Save As components to the Word or Excel
menus.

9. Click Nexsure Fields to display the XML Tree window. The XML Tree contains the data fields as
they appear in the policy form.:
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Tip For easier manipulation between the Word document and Nexsure field window resize them
so they are side by side.

®  Position the cursor where the field will need to be in the document.

10. In the XML Tree window click the + in front of each section to expand the available Nexsure
fields.

11. In the Word Document window:
e  On the Insert menu, click date and time.
e  Select the format

® Check the Update automatically checkbox. This will automatically update the date on
documents created using this template.

e Click OK.

e 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:
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13.

14.

15.

16.

Field Mame ClientMameID

—Merge Field

Fepeat Inde:x I 1_%
Field Mask, I vI

Match Field an Forrm -
Makch Field on LOB r

—Hide Page
[ Drop as Conditional Hide Page fisld

Delete page if the value is I

Zancel |

e 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 / Drop as Conditional Hide Page Field - Select this option to hide entire
pages if the line of business is not pre

e Delete page if the value is -

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

In the Word Document window:

® Click at the end of the first name, hit space bar.

In the Nexsure Fields window:
e Click and drag last name

e Click OK

In the Word Document window:

®  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
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17.

18.

19.

20.

21.

22.

23.

24.

25

In the Word Document window:

e 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:

e 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:

® 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:

e 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:

e  Click at the end of the first name, put in a comma, hit enter key to tab down two or three
spaces.

® 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.

. While still in the Word Document window, to create a table:

o On the Table menu, point to Insert and click Table.
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26.

27
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o Number of columns: 6

e Number of rows: 2 (the number of rows will automatically increase to accommodate all items)
e Click OK

e 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 Male Model Vin 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.

In the Nexsure Fields window:

e 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.

e Using the Nexsure fields property popup select:

® Repeat Index = set to zero to pull all records, no more, no less.
e Field Mask = Select Mask

e Table Name = 1 for 1st table

e Click OK

. In the Word Document window:
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28.

29.

30.

31.

32.

33.

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:

Click and drag Comprehensive Deductible field.

Using the Nexsure fields property popup select:

Repeat Index = set to zero to pull all records, no more, no less.

Field Mask = $#,##0
Table Name = 1 for 1st table

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.

Repeat steps 29 & 30 for collision deductible.

In the Word Document window:

Click underneath table
Enter down 1 or 2 lines
Type “Thank you,”

Enter down 1 or 2 lines

In the Nexsure Fields window:

Under the Client Assignment, click and drag first name field.

Click OK

In the Word Document window:

Click at the end of the first name, press the space bar.

In the Nexsure Fields window:

Under the Client Assignment, click and drag last name field.
Click OK
When the document has been completed:

In MS Word, on the File menu, click Nexsure Save As.

Mew | emp|ais rE S{Jre
Save Doc Um%trﬂmpla‘tﬂ Ag

Lo

" Complets

Bock | Coed | Ok |

Lich

Draft: Selecting Draft allows edits to be made to the template by anyone having access to

Setup, Document Templates.
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e Complete: Selecting Complete only the author of the template, or an administrator, can
make changes to the template.

e 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. 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.

@ g k6N

Click Next. The Nexsure Office Integration popup box will display.

rasnwa Do Jatepraiton nexsure

Mew Document

Template Noarne: I

Tamplats Daideription: |

Documant Type: [ M5 Ward

Catagorg: I.I'l 1

1) [ [

Bugineid Type I.l"'-l

Saardh

Aoailable Tarmnplated: [rard 30 tamalata ;I
Bt Naw
fusto-Vah —
Commarisl Avto Test
[rtroduction-CL o
Cancel | Bt =2 !

7. Enter at least two characters in the template name or description fields, if known.

8. Choose document type, category & business type from dropdown box.

. 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.

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
dropdown boxes:

(] Named Insured
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12.
13.

14.

15.

e Contact
e |ocation
e  Assignment

o Line of Business

Select criteria to default into the document.

Mamed Insurad:i Patty's Pancake Palace [Prirmary] vl
Cl:ll'l‘t.ad::! Patty Pancake [Prarmary] vl
N— I e T —— -
Assignrnent: | Karen Paterson W

Line of Bus. holln;r‘hmhu-lihm|Imlnghrrlu-lmEFflmErmIMEfFIPo'IErmII:hInptIDﬂ:

Commarcal

Aubal t FEIIIR02 | Policy lEafece I.. 0805/ 04107/0L /08 [QT/0L504 | 07/015051--1 b

[ Back |[ cancel || ok |

Click OK.

The document will be opened in MS Word or Excel (whichever was specified) and will integrate
with client and policy information.

After the integration process is complete, this is now a normal word document. Make any
necessary changes/additions to the document as needed.

When the document has been completed:

e From the Word File menu, click Nexsure Save As.
New T empiate nexsure
Save Docurnent Template Ag

o [t

€ Complels

Bock | Cocel | mJﬁ

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 E’ 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 Show 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.

® 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.

® 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
e Address: Enter the primary address for this entity.
e City: Enter the city for the primary address entered in the previous field.
e 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
e Address: Enter the mailing address for this entity.

e City: Enter the city for the mailing address entered in the previous field.
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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 (MI1): 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 number added. Phone number
identities initially are as follows:

e Home phone

e Cell phone

° International phone
e  Office phone

e 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.

Click the Details |%9icon for the carrier.
4. Select the Commissions tab.

5. Edit the commission details or click [Add New]

SEARCH | ORGANIZATION | REPORTS Bookenarks: Expand | Add | Ram

CARRIER PROFILE | ATTACHMENTS

Carrier Name: Fastrak Ins. .  Carrier

cardfile  contacts  locstions  carriermames  commissions

Add New Commission (® indicater reguirad fiald) [Cancel] [Save]
Branch Name: | (shelly branch) =l IT organization Defaul
Carrigrs: [Fastrak [ns. - [Parent | Billing | Issuing] =] T Carrier Defaute
Linas of Business: |Package Total %] ™ Line Of Business Defaule
SranchCoder [ *
Rate Type Rate Min. Mas. Eff. Date Exp. Date Quets Status
Hew  [% of Premium =] [ o | [ [ ar1z/zons [ P [actve =]

-'J!II I'Ji ”5

Renew: [ % of Premium =] [ . [ [ [Tanzzos 72 [

3 Active -]
Rewriten: | % of Fremium = | [ ‘ I | | 8s1z/z005 | 4 Active x

commissions  carriernames  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.

® Select a Carrier from the drop down box to identify which carrier the commission is being
setup for. Proceed to Setting up Defaults

® 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:
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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.

. 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.

® Exp. Date is the date the commissions will expire. If the Carrier 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.

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
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The system will 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.

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.

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
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description may be entered for each number added. Phone number identities are as
follows:

e Home phone
e Cell phone
e International phone
e  Office phone
e  Pager
®  Personal Fax
e 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.

® The extension numbers may be entered up to 6 numeric characters.
e  Enter a brief description for the phone number if desired.

e Click Save to save the phone number just added.

®  Click Close to cancel the addition of the new number.

e  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.

e | 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.

e  Click on the Address link to connect to expedia.com for a map.

® Click on the Details |gy'icon to edit or delete the location.

e  Click on the Remove Eficon 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

®  Technical Support

(] Toll Free

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.

e  Enter the phone numbers without formatting. Formatting will
be applied after the screen has been saved.
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® The extension numbers may be entered up to 6 numeric
characters.

e Click on Save to add the new phone number.
(] 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.

e 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.

e Update — The [Update] link will update any modifications to the Location record.

Adding Carrier Names

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 |gyicon to edit.

(] Click on the Remove I%‘ifson 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.)

To add carrier names

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.

2. Complete the Carrier Names Detail using the following information:
® Carrier Name is entered to identify the carrier.

® Carrier Type identifies 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.

. Is this Current Parent Carrier?: Select Yes to modify the parent carrier. One carrier
name must be identified as the parent.

e Web Site Address: Enter the carriers Web Site address.
e Contract Year: Entering the contact year is optional.

e AM Best Rating: is entered by the Branch.

e NAIC Code: is 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.
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(] Notes: Enter any appropriate notes.
® Cancel — The [Cancel] link will abort any modifications or adding a new Location.
e Save — The [Save] link will save new location information.

e | ocation (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.

e  Existing addresses may be added by selecting Use EXxisting. 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 |gyicon to edit.
® |ocations may be removed or edited by the following:
(] Click on the Details |gyicon to edit.

® Click on the Remove %icon to delete. This icon does not display on the
primary location.
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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.

3. 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 |§9icon 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 | 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 hhiling 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
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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 | ATTACHMENTS

Retail Agent Name: Towers Agency

card File contacts lacstions retsil sgent name  ASsighment  CoRtraces commizsions

Agency Information
Agency Mame: Towers Agency

Primary Contact tailing Address
Mamaer Scott Tower Address: 6730 Avenue of the Star
City: Hollywaod Srate/Province: CA

ZipfPostal: 90068

Assignmant Information

Primary Branch Department Unik Responsibility Hame
IF Bres Branch 1=-AB1/DBL-PPI Account Manager Rodrey 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

e  Personal Numbers
e Email

(] Contact Notes

To add a new contact, click Add New. To modify the existing contact, click the Details |§9icon. After
making changes, click the Update link.

Locations - Displays location information as originally added. Location information includes:

® |ocation Type

o Location Numbers
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®  Physical Address

e  Mailing Address

To add a new location, click Add New. To modify the existing contact, click the Details |gy'icon. 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 agents 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.

N

Click the Entity drop down box and select the Retail Agent.

Click the Details IE?icon of the retail agent.
4. Click the contracts tab.

5. 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 Details@? icon, make the changes and click Save Contract.
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Retail Agent Name: Goodrich Agency

esrd file

contacts  locstions  retsil sgent name  szsignment conbracts  cornmizsions

Contract Details

Contract Information

Contract Number: | 3212132 Effective Date: | 0g/12/2005 3]
Contrack Nsme: |conkract Expiration Date: | g0a/18/2006 ]
Description:

License Information

Last Updated By: Michael Massaro Date Updatad: 8/17/2005 2:58:26 PM

Errors & Omissions Coverage

Carrier Hame:
Policy Number:

Lirnit of Liability:

State/Province License Number License Type Effective Date

q
California E] 656187424651 Broker v| [oarazrzoes | @

commissions  contracts

Contract Information

Contract Number
Contract Name
Effective/Expiration Dates
Contract Name

Description

Errors & Omissions Coverage

Carrier Name
Policy Number
Limit of Liability

Effective/Expiration Dates

License Information

Cal Ins
FZL54547

$10,000.00

Effective Data:

Expiration Date:

[Add Naw]

Expiration Date  Remove

03/17/2006

assignmant

¥ =

ratail agant nama

The Contract Details must be saved (Click Save Contract) before adding license information.

State/Province
License Number
License Type

Effective/Expiration Date

ancel] [Copy

locations

02/04/2004

08/24/2006

contacks

Tip: If you have administrator rights, custom licence types can be added via Lookup Management.
1. On the Utility menu, click Setup.
2. In the Setup Console, click Lookup Management.

card fila
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In the Category drop down list, select Retail Agent.
In the Types box, select License Types.

In the Select Item box, select Add New.

o g M w

In the License Type field, enter the name of the license type.

Retail Agent Commissions

To add or edit carrier commissions

On the Primary menu, click Search.
Search for the retail agent you wish to view the commission detail for.
Click the Details icon for the retail agent.

From the Retail Agent Profile, click the Commissions tab.

o p NPk

Edit the commission details or click [Add New]

RETAIL AGENT PROFILE | ACTIONS | OPPORTUNITIES | MARKETING | POLICIES | ATTACHMENTS
Retail Agent Name: Goodrich Agency

card file  contacts  locations  retail agent name  assignment  contracts  commissions
Add New Commission (* indicates required fald [Cancal]l [Savel
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 BMin. Mias. Eff. Data Exp. Data Quota Status
wew: | % of Premium v . 8ie/2005| 75 s Active
Renew: | % of Premium - . ane005| 5 s Active ¥
Rewrian: | % of Premium v . sna005| [ ot 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.
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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.

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.

Rate Type is what that commission will be calculated off of. The commission is broken down by
“New” business, “Renew” business or “Rewritten” business.

% 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.

e  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

. Invoice Copy

e  Policy Declaration
e Claims Inquiry

(this information varies by carrier)

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 |§9icon of the appropriate client.
3. On the Client menu, click Policies.

4. Click the Carrier’'s name to launch eServices.

binder log
| Al =l $howing Page iof 25 PN 1 'l Ellkars: [Show]
Client Mame Policy Type Stage Updated By Billing Carrier
Dataile  Assign _ Policy Number Una of Businass Status Last Updated Premium  Coverage Term Issuing Carriar
B Greg Mason (Perzonal Lines) =]
Monaling Palicy Mary Sbarlaitn 05/12/2003 Hartford
4 2 2 PHOME [Homeawner: Bound 05/14/2003 MR 05/12/ 2004 Hartford
ronoline Policy Mary Sberleitn 05/ 062003 Safeca
Eg 2 1232322 PHZME (Hemeownar: Bound 0%/21/2003 HOED 05/ 062004 Saface

5. The eServices popup window is displayed.

Note The inquiry capabilities are dependent upon the individual carrier’s web site.
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6.

3 Xcharge eheryices - Mexsura - Micresoft Internet Fxplarer previded by XNme, ., r..._l = El

Hartlard {

Combsct Lt
e T N S

raEmdces pawered by B SEnA 2

Legar: | kar@nad ¥

{L EC Pelizs Het | FIUECDINTES
[erey W

Tyas | Commpreal = e - |
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et Dp Cader | DA

Clicking on the carriers logo will take the user into the carriers 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.

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 | Commercial Accoun
policies  histary  certificates binders werifications summary of ingurance
Showing Page 1 of 1 [E[ Filkers: [Show)
Line Df Business
Policy Number Stage d. d By lized § 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.
@ ? AUTOB-1 Paolicy Riyad Mammadoy $0.00 D0 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
v of i ific ati binders  certificates  history  policies

Policies at Client level contains 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 |%ﬂo edit the policy. If a policy has expired the details l% icon will be red.

® Click Details Igs'to edit the policy. Right clicking on the @9 icon will display the following
navigation options:

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

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

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

Renew policy - Displays the policy underwriting screen.

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

Create cancellation - Displays the Servicing / Cancellation screen.

Create claim - Displays the Servicing / Claims screen.

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

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.

1.
2.

Click the Details |gyicon of the client

On the Client menu, click Marketing.

. Click the Details |§9icon of the appropriate Marketing policy.
. Click the policy info tab.

5. Using the links in the Policy Info tab, or the scroll bar, complete the following sections:

Miscellaneous
e The Bill method defaults to Direct Bill. To change to agency bill click on the Edit link.
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.

e Chose 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.

® 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.

. Input the amount of the Estimated premium.
®  Select the Commission type from the drop down box
o If the premium is Taxable select the Yes radio button

® Click OK

Fees
(] If a fee exists for this Line of Business, click the Add New Fee link.

® 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:
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Taxes

BN . A ke A —
24 iy pesienn nexsure
Commission Oni |Fee =l
Level/LOB: Policy/All LOBs b
Select Fae: I Palicy Processing Fee = I
Rate Type: % of Fee fuudi
Rate! [ZD
Estimated: |41_ZD
Annualized: [41.20
Billed: |

OK. | Cancel J
é Dane S ® mnternet =

® Rate Type: Select Flat or % of Fee.

e 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.
e Estimated: Calculates based on Rate - cannot be edited.
e Annualized: Annual premium.
e  Billed: Will populate when billing occurs - cannot be edited.
e Entity Type: Select an Entity Type.
e Entity: Select an Entity
® GL Account: Select the GL account to bill the fee under.

Click OK.

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)

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.
Confirm or make the necessary changes to the tax

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.

&] Dore 8 4 Internet

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|‘

2. Commission On: Fee selected

® Fee option will be available only if fee was flagged as branch
commissionable.

e  Defaults to Policy/All LOBs once Fee is selected.

3. Level/LOB: Select appropriate line of business.

4. 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

© @ N o o«

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.

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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9.

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. Click Add New Other Commission

2. Employees: Select the Employee from the Employees box or use search People
option.

3. 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.

4. Level/LOB: Select the appropriate line of business.

5. 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.

6. 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.

7. 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.

8. Rate Type: Select Flat or % of Fee.

9. 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.
10. Estimated: Calculates based on Rate - cannot be edited.
11. Annualized: Annual premium.
12. Billed: Will populate when billing occurs - cannot be edited.

13. 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
policies Biztary certificates binders  summniary of insurance
Sinc | [E 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 &mount

Actusl 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.

3. Choose a policy by clicking the details @9 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.

5. The Excel and Word links will open their respective applications and populate the spreadsheet or
document with the policy summary.

6. Click the Print link to send the summary to a printer.
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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. On the Client menu, click Delivery.

In the Others category, click Add New.

Attach the Word or Excel file.

Enter the delivery information.

a p N

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. Select a client.
2. From the Client menu, click Policies.

3. Select the summary of insurance tab. You can also view the summary of insurance from the
policy level.

(] Select a client.

(] From the Client menu, click Policies.

® Choose a policy by clicking the details @9 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.

4. Click the NIC Qicon.
3 =IE|
— nexsure

Eluape palagt dhent contact and comnplets information in crdar to grant sgoers to the pummary of
imfurahce. The contact will Ba given & tersporary dotedi code 1o provide tham with ane e stoasi to

wigw Chaw IRgurBnoR FUmMmmaey.

Lruate Temporary User

Chant Marma i Patersen's Pel Palais

Sulect Contac [Ern_pheu Patarson - stephen pelersondrenton uenj

Legin Expiens i | 3 dEys 'I

Caril the Pollowing rressags
FPlease review the sumsary of insurance, =]

=

Hobai Tha tarmporsry acondd code »ill ba sutemebeslly indedad in the o-mall e sge

Create Temporary User

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.
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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: "Please review the summary of insurance."

8. 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.

9. An email with a link to the Summary of Insurance will be delivered to the contact.

e [ e o Fgest  Tooh  Aoed  Hep »
Debogly | GuReiyionl wDPaped & rME e-w- 2 H.

T Seni Fu 1/S/20EH .55 AN

Tei o Poloy liokier

[

Subgecd:  Temgarary Recurs Logn

Hello,

Yous have been granted temporary access 1o Nexmure. You can bogn agomaticaly by chckmg the followmg TEL

hitp i s e comie ey logn aspTemag addrers= Surisensiesgency comedoad Saccess go "B e Godth 3ctlalteld

I thes URL didn’t work, please chcic the TRL below and enter your smel addrery mnd access code

Tetp harane s e cormtp tsier Login amp

Thes 1 your iemporary accen code Tyi"Ehi=Gpl
Pleade pote that voiir accets experes on Fnday, October 08, 2004

Below 3 e e Erage Lot the pErien wha requenisd vour aporay kepn

FPleage revene the cummary of mmurases,

10. 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.

11. 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 / 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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Policy Code Definitions

Policy codes can be found on the Underwriting tab of a Client’s policy.

nexsure

[LOEST PROFILE | OPPORTERITIES | WMARKETING | POLICIES | [LAIMS | SERVICING | ATIACMMINTS | ACTIDNS | TRA
Cliant Name: Barbara®s Bridal Shop

SEANCH OHGARIEATION | BESOHTS

undsnariBing  palicg inds  secigemest  smachmants | sctene qusbfication  blgtsry  fancactinr  cleime  ceremany of eunnce
Rrsrechin K e Resnch Poboy Tasm 12:DdaM -’
D3/13/2494 PST E Underarting

BESIE2003 12:018M
PET

B page Requremens

Paligy Ty i Coyrags Tam A2rDdAM
DES13S2004 PST & RO
DES13/2003 12:018M
BET natiectian  mawigatien
Isuirg Sai Hanuwer BLaga: Polacy
Biling Coi Hanuwer Hode) e
Palicy Humbari AORlERaSETS Ertabusi Bn Faeoe
| Priet | ety [
[ 1facorD aML] [ Il 1
Barm Farmsr
Forma Descrigtion [
Mprralive Wndarriling Harakve 5
ACORD 125 Commercisl Applizskian 129 -

Lirve of Duginasr:
Lines of Business Farmm Dgorption Farivecrar
Ban aZ0RD 180 BeipiribFs Srwelird ApplEation 180

e Stage: Nexsure determines the stage of a policy. The stages of a policy are:

e 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:




Policy Code Definitions 153

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.

e Empty: This status is only displayed on a Marketing policy for a new line of business.

® 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.

® 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.
e  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
3 cvon FEE E

Dascription: Zl  enpare: 15/12/2004 (B [Hauxt]
Select Services s Descripbions

& Marketing & Haw line of business, To add new or remarker applications for submission to

™ Existing line of business. carriers,
« Binders To generste s binder,
r Edit To make changes or corrections that do not require a
change request.

Lo Endarse Te genarats a pelicy changa request

o Renew Ta ranaw palicies.

s Method: | ] lati To generate 3 cancellaton farm andfor indicate 3 policy is

Cancaflation etho |[ select method of cancellation ] =l i en AR s otk ok ban cancaled,

w Claims Line of business: |[ Select line of business ] ;‘ Ta generate a claim form.

& Audit Tao post audit information.

" |certificates Now To access Confirm Mat for certificate issuance,

- ' Mew
Cartificatas Create oF ranew Mersurs cartificates,
T Ranaw
C Yorification Ta craate avtemobile Identification cards.

servicing

To issue Certificates of Insurance

1.
2.
3.

Select the entity you wish to issue certificates to.
On the client menu, click Servicing.

Select Certificates Now and click Next.
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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.

To create a certificate of insurance

3.

Select the entity you wish to create a certificate for.

On the client menu, click Servicing.

servicing
Description: ZI Eff Dater 151272004 (& [riaxt]
Select] Services Diescriptions
- ity @ Maw line of businass, T add new or remarker spplications for submission zo
" Enisting line of business, carrers,
e} Binders Te generste a binder,
P Edit To make changes or corrections that do not require a
change request.
o Endorse To genarate 2 policy change request.
(a Renew To renaw policies.
5 T To generate 3 cancellation farm andfor indicate a policy is
€ | conceMation Method: | select method of cancellation ] | et i it ekt el
C Claims Line of business: |[ Select line of business ] = || 7o genersre s elsim form.
C Audit To post audit information,
" |Certificates Now Ta access Confirm Me for certificats issuance,
. T New
Certificates Create of renew Hexsure cartificates,
T Renaw
| Verification To craate automobils |dentification cards.
semvicing
In the Certificates row, select New and click Next.
Mew Certificate of Insurance [ Mext]

Certificate Selection
To craate a Cartificate of Insurance cormplate the information in the fields balow. After the information is antared, prass [Next].

Select the type of Cemificate to creste,

|ACORD 24 Cartificate of Property Insurance 24 1495 =1

Insured Name
Select the Insured Name that is to appear on the certificate.

IMi:hael Maszara ;I

Authorized Representative Signature

Select the Authorized Representative Signature that is to sppear on the certificate,

|Jami Euper |

Descrption (optonal)

]

Select the type of certificate to create and select the Insured's Name.

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 Next.

Enter a Description (optional).

Click Next.
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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):

canificate  cortificate helders attachmants  actions

Selected Holder/Additional Interest
[ Show Fittar 1[ Export all 1[ Import From Excal 1[ Balata &ll 1

Issue * Holder/ Additional Zip / Special
Datails. 1D# Date I Addrass City Stata Prov Postal Raference Instr. View Cart Remove
B 1 a/af2005 Michael Massaro FOSL Buana Vista Corona ca 92882 =] B =

Certificate Holder Selection

© Existing holder for this dient © Search org-level additional interests (" Create new holder
sctions | 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'I&!@Ul'e
Banc Ona
Bank of Armerica
Cribank HA

Union Bank of California, its successors and or it
walls Fargo Bank 1

Clase | 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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Holdar/ Additional Wharve
Details  1D4# - Address tity State zip Sp.instr. Remove
4 1 walls Fargs Bank 1 4500 Flower Strast Los Angales A 900251003 & B

Certificate Holder Selection

Salact Cartificate Holders that the certificate will be issued to. You can aither selac from tha list of existing holders, search Haxsura
for praviously entered holders, or add & new holder, Use <CTRL®-dick to select multiple holders,

® Exigting Holder " Search Holdars ( Haw Holdar

Salact an axisting cartificats holder balow to auternatically populate cartificate holdars information.

Wells Fargo Bank 1. 4500 Flower Stre=t, Los Angeles, CA, 90025-1003
Bank of America, G550% Camelback Road. Phoenix. AZ, 85001

[ Use Selaction ]

Tip Additional interests can be removed from the certificate by selecting the Remove %‘
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.

®  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.

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.

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 |gﬁ‘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 2p [ Special
Datails ID# Data Inturast Address City State Prov Postal Reference gy Wiew Cert Remove
B i afafzoos Michasl Maszaro F051 Buana Vista Corana 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.

certificate  cenificate holders amachments  actions
Number: 1931-1 Date Postad: p
Branch: Drange County Branch Status: Active Certificate Of Insurance
Insured: Michael Massaro Authorized Representativer Jami Euper ACORD 24
Current Holder: Michael Massaro Posted: [ - Frodlucer
#pplicant
Dascription: c‘:?riw
Print | [ [ save Changes Caverages - Proparty
Part 1
Part 2
Producer Lookup Coverages - Inland Marine
Part i
I I | I I Next part 2
Producer Name: [Gtone Fovers Coverages - Crima
Part 1
Address - Straat| q Part 2
1234 Mainstreet Coverages - Bollar & Machinary
i e ol ial
Hanville Part 1
State/Provinee: Pamt 2
it Ca & Pramizes Info
Zip/Postal Codat [Gzaer Special Conditions / Other Coverages
" 92881 Certificate Holder
Fhone Humber: [Figsssiois Cancallation
Fax Number: [F1asseizaa Bweliytied
[ [ [ I [ 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 Next a list of policies that have changed will be displayed
Client Name: Peterson's Pet Palace ount
certificate renewal
The following polices have changed since the last time a certificate was oreated, Select the polices that vou would like new certificate(s) created for.
[Back] [Hext])
Line of Business Stage Updated By Issuing Carrer
Select Policy Number Status Mode Updated Date Premium Policy Term Cowerage Term Billing Carrier
; American States Ins . |
i Commercial Policy R 06/08/2005 06/08/2005 (it ezi)
Property, General Future Renew 06/11/2004 $0.00 0&/08/ 2006 0808/ 20086 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 reneval =
showing Page 1 of 1 =] Filtars: [Show]
£ nic [Back] [Hext]
Deliver
R—f“ % % Description/ Instructions  Cert. No Hamed Insured Cert. Holder Reference Issue Dabe Status

v VT v

2 w 221 s wells Farge 06/11/2004 aive 2

r O 0 222 Patisan's Rt Citibank 06/11/2004 Adtive

2 CC 22-3 oI TR 06/11/2004 Active

(= | i Hona 17-1 petepfif:c': Pet wWalls Farge B&/10/2004 Active

= u 17-2 AT Citibank 06/10/2004 Adive

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 "Next" is selected. To review selected certificate(s),

select "Back".

5. Click Next.

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.
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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 Next a list of policies that have changed will be displayed.

3. Select the policy(s) and click Next.

Client Name: Peterson's Pet Palace Commercial
certificate reneval =
Showing Page 1of 1 [T=] 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

F r r 22-1 e wells Fargo 06/11/2004 acive 2l

r r - 222 Rictsan & Pat Citibank 06/11/2004 Active

7 w 22-3 Pﬂep':f:;: b F‘""":j‘:i:‘:’edi‘ 06/11/2004 Adtive

= rr Hona 17-1 De‘ep‘if:; et walls Farga 06/10/2004 Active

r C C 17-2 Eatersensina citibank 08/10/2004 active

4. Click the NIC Qicon.
Crmate Tormporary Beer

Clignt Heme: Peterson’s Pet Palsce

Selact contact | Karen Peterson  karen peterson@sedl corn =]

Login Expires ini Jodeys =

Send the fellouing meiiage:

Flease review the liat and check certificates ;l
that are to be renswed at your earliest
opportunity.
Thank gou.
=

Mote: The termporasy socess code will be autornatically incduded in the e-mail messsge,

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 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.

9. An email with a link to the certificate(s) will be delivered to the contact.
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B [ s jnowt Fomat ook Acos  Hep
Dvbecly CuReiyioMl ADFomwd & v DX & -8 0,

Feom:  SufpRamgieagercy com Seniti Fue 10S/I004 595 AM
T e Py ke
=]

Sabged:  Tameirary Neurs L

Hele,
You have been granted temporary sccess 10 Hexsure You can bogn asomatcally by chelimg the followng UTRL
sty it sy cormten i logn aspTerngl sdddresss Surneesemegety conmtnad Saccost codesy I TR e Gooth 3ella 1t dd

I this URL dadn’t work, please chck the TRL below and enter your emel address mnd access code
Timtterer pexirs Corvimg Wier |, Ak

Thet = your iemporary access code Ty ERS=Gnl
Flease pote that your accets expares on Frday, October 08, 2004

Blelow iz e eneerage Som the persen who requeried your temporwy begn

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.
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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.

2. Select a client.

3. On the Client Menu, click Policies.

4

Select the certificates tab.

nexsure

CLIENT PROFILE |

HOME | HELP | SETUR

SEARCH | ORGANIZATION | REPORTS Boo

MES | MARKETING | POLICIES | ELAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: The Critter Corral

policies  history  certificates  binders  summary of insurance

eselect A Showing Page 1of2 MW m Filtars: [Showu]
Certificate Issue Date Status Original
Salact Datails No Hamad Insured Cartificate Holder Form Refarence Printad Issuad Cartificate  Removae
Cartificata of Proparty 10/04/ 2004 Active

r & 682 The Critter Corral Insurance 24 " L =

- B Zartificate of Liability 06242004 Ative B
82-1 Tha Crittar Corral Bank of Amarica F— [ ] 51

r 3 Certificate of Lisbility 0624/ 2004 Ackive B
822 The Critter Corral Citibank b F [l 51

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.

Note Only certificates with holders are available for batch printing.

6. Click the Print Selected link. The default is 1 copy but up to 99 copies can be selected.

7. 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.




Certificates

163

Copying Certificates

The copy certificates feature allows you to copy certificate coverages and or all holders attached to a

particular certificate.
accounts at one time).

It can be copied to the current account or to a related account (up to 25 related

To copy a cetrtificate

1.
2.

Select the client.
On the Client menu, click Policies.

Click the certificates tab.
Click the Details |gj‘icon for the certificate you wish to copy.

Client Name: Peterson's Pet Palace

certificate  certificate holders  delivery  attachments  actions

Nurnber: 80 - Il_] Issue Date: W .ﬁl
Branch: | Karen Branch - Status: m
Insurad: |Peterson's Pat Palace = Authorizad Represaentativa: | Ms. Karen Patarson vI
Current Holder: Wells Fargo Izzued: [T
Reference: I— ary
Print [ Deliver [ ( copy o ] Tssue | Abort save Changes
S —

Cartificate of Insurance:
Form Deseription

Certificate of Property Insurance ACORD 24

Default Special Instructions

adsfasdas =]

Coverage Summary: [4dd Haw]

Lines of Business Policy Mumber Carrier Insync Populate Remove
Gommardal Proparty PKGS298ET Amarican States Ins (Safaco) = )

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.

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.

[ ]

Copy to this account - The copy of the certificate will reside on the current client.
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e Copy to related account - The copy of the certificate will reside on any related account
you select. See below:

copy record(s]
I+ 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
= Brown's Market Franchizor/Franchizes Commercisl Franchizor
[T eGuality Insurance Swcs Franchisor/Franchises Commarcial Franchisaor

=
Cancel 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 - Commercial A nt
policies  history  certificates  binders  summary of insurance
Shaving Paga 1 af 1 = Flters: [shou]
Issue Date  Status Original
Certificate Holder Form i Printed Issued  Certificate Remove
COPY OF: 80
Certificate of Proparty ] 10/05/ 2004 Activa
' Peterson's Pat
| [E3 £92-1 Brown's Markat Wells Farge i S I [E5]
Certificate of Property 07/01/2004 Activa
] B 162 Brown's Market P r E [E]

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.

7. 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.

8. 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. Click Search and select the client.

2. On the client menu, click Servicing.

servicing

Description:

ZI e Dsee: [S/1272004  [F i

Select] Services Diescripions
- ity @ Maw line of businass, Ta add new or remarker spplications for submizsion eo
" 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.
s - < || 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 ] ;I To generste & 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.

3. Select Verification and click Next.

Select a policy to generate verification for.

semicing

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 Next.

policies  history  certificates  binders  werifications  summary of insurance
varification policy mastar
Hurnber: 793 Effective Date: 02/01/2003
Folicy Nurnber: PA12345677 Expiration Date: 02/01/2006
Carrier Hame: Amerisure Coverage Effective Date: 02/14/2005
Rt || Couerage Expiration Date: 02/01/2006
| Print Dalate All Issue All Abort Sawe Changes
Verificstion 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

surnmary of ingurance

vasfication policy mastar

verifications  binders  certificates  history  policies

5. 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.

© ® N O

Click Issue for individual vehicles Issue All.

If you have selected a form or insured other than the default, click Save Changes.

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  regions  territories  branches  departments  locations  employees  accounting  vendors

summary  setup  invoicing setup  general ledger  bank sccounts  transactions  batch summary

Account Summary Last Updatad: £/1/2005 12126101 AM
Curvent Through 6/30/2005 Previous Through 5/21/2005
Operating Account: §5,298,761.94 $5,298,761.94
Opersting Payable: 16 a) $162,921.78)

Carrier Payable: ($27.244,182,79) (f26.91 ]
Trust Account: $2.493,910.87 $2,498,910.87
Alerts

Undeposited funds: $3,053,425.38

Current Period Premium Exceeds Trust Balance: $24,845,272.88

batch summary  transactions  bank accounts  general ladger  invoicing satup  satup  summary
vendors | accounting  employess  locations | departments | branches | tarritories  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:

e  Operating Account
e  Operating Payable
e  Carrier Payable

(] Trust Account

Previous Through - Displays the ending cumutive 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
®  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.

3. Click the Details |g’icon of the appropriate territory
4. Click the Accounting tab
Click the Batch Summary tab. Any batches that have been generated will appear.

Caed fil Lrafezhid lacatienF CT 1L T T aliaualing LT Y

sumfifary  SEWp  ifesicing Setup  gendral ledger | bank sceousts  trandections | Batch semmang

invaices
[ Refresh I Pyiat Gelierted I ]
Shawing Page 1 of 1 N Saarch Optione: [ Show ]
[ Saluct all ] [ Caseien i ]
Select Dutals Peist  Repsrtbame  Sarl  BatthTD  Famat  Pages  FileSie  Created By Created  Statws  Pnted Removs
r IE' & Invoizing LETTN 7] 243 PLF El 104.406kh  Liva Archulots :f;::ﬁ?; Complats [T Ii =
Tl 1% 2009
r B & Trweoicing 2149 H 1 POF I 3h84ikb Karon Peterson 1000900 fomplete [ 5§
A
ERILRFTTT
r @ = t";"mrs‘“ sp00 11y pOP 5 180.531kh Liss Archulets  11:10:00 Complets [ E’
Ak
r B & Inusicing Fso0 108 PLE 4 198598 Karun Puterscn ;,Hq';ﬁ?.: tomplats [T [By
. riiagzena [
- & "“"”n'j;f"“"‘t BELD a7 POF ] 2T A% Usa Aechulets 104300 Complete [0 B
A
r & Twaicing wesn g2 PRF 4 138.49%b Karn Poterson Lot conpiae T B
-

6. To view a batch, click the details |g’icon of the selected batch. A window will display all items in
this Batch.

‘A |BatchinvoiceDetail - Microsoft Internet Explorer provided by XDimensional Technologies, Inc.

Batch Narmna! Print Batch F./21,/2004 Craatad By Karen Patarion
Babch ID: 246 Cabe Crested: F/21/°2004 8:43 000 A
Deseription: Invoicing created on 7,/21/2004 Date Completed: 7/21°2004 B:44:00 A
Printer: “Ylanfar'HP Laserlet 8000 Series PLL 6 Farrnat: POF
Refiesh 1 Print Selected 1 Edit | Close

Showing Page 1 of 1 ¢}

[ Salact &ll ][ Desalact &li ]

Salect  Wiaw ID Batch Total Pagas Fila Siza  Created By  Created Status Brinted Ramows
3204 4500 1 34.925kb Karen Peterson |/ 21/ 2004 @ ete
#:432:00 AM
3202 8500 1 35.428kb Karen Petersen [/ 21/ 2004 o lete
$:43:00 AM
7/21/2004
8 a0 950 1 36.051kb Karen Peterson o/ 20 2008 complete B
7/21/2004
O Q 200 2200 1 35.F13kb Karen Petorson 9::1:]::0 Ab Conmplete %
7/21/2004
0 & 210 1200 1 35.833kb Karen Patarson ) /512008 compiata B




Accounting Summary 168

10.
11.
12.

13.
14.

Click the Refresh link to refresh the view.
Click the Print Selected link to print individual items selected.

Click the Edit link to edit the batch name, description, check, preview format and printer
selected.

Click the Close link to close the window.
Click the Close link to return to the Batch summary view.

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.

Click the Print Selected link.
Click OK.
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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

1. On the Primary menu, click Organization.

2. Click the Territory tab.

3. Click the Details icon of the appropriate territory

4. Click the Accounting tab

5. Click the Transactions tab

6. Click the Invoices tab

cardfile  branches  lecatens  amploveds  acosunting wandors
summary  setup Iewalcing sewup general ledger  bank accounts  transactens | batch sumeary
mrangachien summany  joursal antey  dishursements receius paymentr | depesit scceusts papable | recessilisban  invclces
Showing page 1af 19 b K [1 = Filtert [2hon]
[Salect all] [Cresalect 1] [\_aw» Print Batch] [Add To Exiting Batcn] [Euport] [P
InvaicePrint Effective  Date [
lectlataile 10 Daks Drats Baoked Status Climnt Hama Muambar M Mathod  Amownt  Prindse
r B amd 07420/ 2004077200 2004 Podkad Sdth Straat Cafa BOPRETES A“a'ilrl“‘“ §ea,500.00 [
r B sz OT/20/Z00407 2 I004  Poxkad Tha Tropicans Mght g oo13zezesa Dirack Bill  §8,500.00 [
r B s O7/OLFZ00407 200 2004 Postad Frad and Ethal Harz  PASSTEE2 Dirack Bl §950.00 [T
r B 3o DE/US/ 00407/ 2002004 Posted Ricky B Lucy Ricards  FALZ3456 Direct Bl 220000 7
B osiss 0SS5/ 20060 20 2004 FPosked Fichy B Lugy Ricarde  HOSE76543 Dirack Bill  $1,200.00 [T
B ozms OT/LA 00O ARZ00E  Posted Sonrad Tanmer lazi2ziz '°"";"'|"'” sn.500.00 T
r B 284 TR ZO0K077 18] 2008 RE:::gd Canrad Tanmar la212E12 A“n'ilrl‘""' ($z000.00) [
Forted e

r B zsez OTAHRO0A0F LN 200G CRTEE Canrad Tanrar l&212212 “‘i'm" Y g3oono0 [T
- B o 0319/ 20080371597 2008 Unposted AR Elactic taxt “'a'!ﬁ"’ §202d.88 [T
B i ORI Z0A5G7 192004 Unposted ARE Blactic et M;Ilrl'“' f2a2608 [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 Showv filter to display all posted invoices.

Rsgien: |<aren R=gion .

Terrftargs | Karen Tersfory ¥

Branch: =
Cepariment; =
Linity -

sl Mathod: [Besh =] Daweceatediee: [ 0 = Date Crasted (Tad: [ &
Past Stasurs [Fosted =] DsteBockedif: | 0 o) Cata Booked [To): [ (&
Bill Trem: [ x| EfaceDataif): | 00 5 EffcesData(Tel:[ 0 (o
Trwoics Topat [l Pret Dake(Fel | = Prnt Date (Todli [ e

Master Inwoioz 100 I
Irvoice 10: I

10. Select Invoices to print.

Cliart Hara

[

Paolicy Hurber

Darcription: |
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RLANEE J PROFILE | AL |

Organization Nama: XDTI--Trainingl Organizatizn

cumenary  petdp  bwekcingoetip  ganersl lsdgar  bark socauntr  GranascBiass  batch cumamany

traarsction cumenary  Jeumsl satry  disharcsments  receis pagrantr  deposit  scccustr payible  reconcilliticn  Inasioss

ihassinig pape 1ol 19k K :1 = Filbar: [shau]

[salsct A} [oazalact ali] [Crests Prnt Batch] [A2d To Exiztng Batd] fExpost] [Frink]

mm

i ORI 200L0FIIN2008  Pogted Geth direet et BODBERET

[Rles 100 Ead:
= B A pa 00,00
F B s CNIIODOMINE0NE  Poakad 0 VRS M g aaezens Erack Bl §9.900,00
ﬂ‘ sz01 oML 200+ I0 2008 Foatad F"dhﬂ‘f_fh*' LECTEREH brw Bil §950.00
B azoo C8/19/ 200407202005 Postad *:':;":r“':“ PAL23456 Dirss Bl $2,200.00
B sims 0519/ 200407 202004 Fosted 8':;‘::2"":“-‘ HOODTEEED Dores Bil  §1,.300.00
[0 B zeds on/z0/m00407/19/200407/0H/2004  Pocked Canrad Tannar iaz1zz13 "‘:{I""" $3, 200,00
O B zea OIS I O0ADTIL G 2008 R::_::; . Canrsd Tamnar Isz123213 "‘:{I‘"\" (3,000,000
[ B zees O NN TR 2004 R:::::e COnred Tannar 132122137 "‘:"'I""‘" $3.000.00

B oirer CHAWINNEDRIHI00T  Unposted AR Elactnc (1119 ib“ FRALE.EE
B e G LW IONE0FAHI004  Unpadtad AR Hadtie st =“| FRALE.EE

11. Click the Create Print Batch link to create new print batch (Invoices must be posted to Batch
printing).

MNexsure - Microsoft Internet Explorer provided by XD

Mexsure Accounting mure

Create Batch Print
Batch Name: [Prink Batch 7/21/2004 |

Description: .Inwnicinq created on 7/21/2004

Styler | Deluxe Form 80626 b
Previaw | POF W
Forrmat:

Printer: 1 arfax\HP LaserJet B000 Series PCLE v

Restricted: | |chack this box to prevent other user access
Prink Mow: El

12. Edit batch name and description if needed.

13. Select the check style, preview format and printer from the drop down list.
14. Select restricted box to limit access

15. Select print now to print invoice(s) immediately

16. Click OK to add batch to print

17. A window will appear with the Batch print number.
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To add an Invoice to an existing Batch select the Invoice to be added
1. Click the Add to Existing Batch link.

2.  In the popup window, select the Batch to add the Invoice to from the Last batch created window.

=M Add To Existing Batch - Microsoft Internet Explorer provided... [r_ -:_ E|

Maxeiirte Acesunting mjre’

Add To Existing Batch

Whan adding an itern te an exigting bakeh, yau have tus oplions: Yeu
can «ither search for an existing batdhy using the search area balow or

select one of the batches in the Last Created arsa,

To Seardh, enter critara in the figlds below and press Search,

To wie the Lagk Creakad aption, click on the bakch name and prese OF,
Search

BEatch Harnsa!

Dras cription [

Craatad By: [
Crate From ;_F Date To: | "_jb-
Babch [0

| Search

[246.Print Batch 7/21/2004 ~
245-Irorgicing

208-Irmancing -
155-L Archuleta Print Batch 7-15 b
Styla:

3. 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
1. On the Primary menu, Click Organization.
Click the Accounting tab.
Click the Setup tab.
Click the Assign Books tab.

Select the entities you wish to assign books to and click Update.

o g k6N

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.

Includa Adiustrmant Pariod W [ add Dered ] Filkan [ =ide 1 1
Details Perad Fiscal Year Beginning Ending Status Data Locked
B i 2003 01/01/2003 01/31/2003 Opan I= =
[ z 2003 02/01/2003 02282003 open IE I
._.‘.@ 3 2003 03/01/2003 03312003 Cpen = I
B 4 2003 04/ 0172003 04/30/2003 Open [ =
_T% 5 2003 05/ 0142003 05312003 Open 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 bocks  accownting periods  posting rules ACCOHUNE Groups ACCOURT TYpes

[ I I riad J[ 1

Figcsl Yaar: 2003

Pariad: 3 Locked:

3172003

Beginning! e Data

373172003
Ending: — /! Last Updated: 382003 134954 B
Status: Cpean 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. However, locked periods can be unlocked at
anytime to make adjustments to the period.

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.

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 I 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
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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

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:

General Ledger Posting
[¥ Incude Dept/Unit Accounts
[¥ Post Agency Accounting te General Ledger

[¥ PostPeople Payable to Seneral Ledger

General Ledger Posting

Include Dept./Unit Accounts

Selecting this option will add income and expense general ledger numbers to the chart of accounts
whenever a department and/or unit is added.

Post Agency Accounting to General Ledger

If this option is not selected the organization will not use the general ledger and data will only be
available through reports. The general ledger would be updated using journal entries based on
information pulled from reports.

Post People Payable to General Ledger

When selected, people's salary, bonuses, etc. will be added to the general ledger. Not selecting this
option applies if the employee is salaried and people liability is not applicable.
Agency Bill Accounting Mathad
% Accrual
" Cash fs Received

F Racondls

* pagople Payment Accounting Mathed
[ Pay on Invoicad
r- Pay on fully paid r Agcrua Expanse

o] Pay on partially paid I acorue Expania

¥ Raconcls
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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.

3 9 i

Add Account Group

Clazsificatian: |-ﬂ~sssl bt

Account Group 1El.’: uity

Displag Grdar 11
Rurnbier Farnge
Bagir BIIIIIII

End |:':'F"9‘3":'

Dragerpban:

Equity/Capitol Accounts =]

® Select a Classification

e Name the Account Group

e Enter a Display Order number
e Enter the Number Range

e Enter a Description (optional)

5. Click Update.




Account Groups 176

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 J[ show ] [ add Haw ]
Display Humber Humber -
IDetails| Classification | Account Group Drescription Order R -Begin | R “End L!.nn'
BES e Cumrant Agsats 1 100000 113999 | [og
BES szt Fixed Assets z 130000 143998 | [Ey |
BES szt Other Aszats = 160000 179995 | [G§ |
E Liability S'T_T:b:[:_;"" Paid within 5 manths 1 200000 2339m0 | [
Ed Liakility "‘I'_"i'fb'i';i‘:;"‘ Due 3 manths out 2 250000 269899 E)
| B Liability Cthar Lisbilifty 3 zgooo0 | 283333 | By |
BES Equity Equity  [Fauity/Capital Accounts] 1 soooon | 3seses | Dy |

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

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.

Mexsure Accounting rﬁyf‘@SLlre

Account Type

Account Group: |Currnnt Assats ;l

#ccount Typa: |l'.‘ash Aocount

Hormal Balance: |Dnbit -I
Bisplay 'Urdm’:l 1

Group Humber range available | 100000) Te [ 119999

Typa Humbar Bagin: | 100000

Type Number End: 103999

Description: [):0 for cash accounts 3

H

Cancall 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).
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5. Click Apply.

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 Mew ]

o MNormal e Display Range- Range- -
Details Account Type Account Group Bl o Description Order Begin End Remove|
—@9 Caszh Account Current Assets Debit Use far cash accounts 1 100000 103999 %
—@5’ Raceivable Current Assets Debit All inuvaice raczivables 2 110000 110999 %

@9 Non-due.Reuenue Aurent kerats cradit Include non-dl_!e revenue related 3 112000 112999 I%
Receivable receivables,

—@9 Furniture/Equiprnent Fixed Assets Cebit Office furniture and equiprnent 2 1z0000 132299 %

| B wehide Fixed Assets Debit Office vehicles 1 140000 141399 g

@9 Insurance Payable ShL?:b?I—ii;m Credit All invaice related payablas 1 200000 209999 I%

4. Select the account type you wish to edit and click the details @9 icon.

5. Make the necessary changes and click Update.

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.

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.
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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.

2. From the Entity drop down list, select Additional Interest, 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.

Click save.

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 dropdown 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:
e Complete the Vendors Name
e Enter the Vendor’s Website, if applicable.
®  Primary Account Address:
e  Select the Location Type from the dropdown box
e  Enter the Vendors Location Address

e Enter the Vendors City

Note Clicking on the ellipse 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 dropdown box and click
Use Selection to prefill the State and Zip Code fields to the card file.

(] Enter the State

e Enter the Zip Code - If the City and State are unknown, enter the Zip code. Clicking on the
ellipse 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.

e  Enter the Location’s phone number. (No formatting is needed).

®  Primary Contact:
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e  Apply Contact:

(] Use Existing:
[ )

Select this option to search all contacts in Nexsure.

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.

e Add New: Select the Prefix from the dropdown box. Items may be added to the dropdown
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 dropdown box. Items may be added to the
dropdown box in Setup under Lookup Management.

Select the Title from the dropdown box. Items may be added to the
dropdown box in Setup under Lookup Management.

Select the Contact Role from the dropdown box. Items may be added to
the dropdown 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 dropdown 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.

W

Click the Details |gﬁ'icon of the appropriate territory.
Click the Vendors tab.
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5. 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.

]
Mexsure Accounting
Fagicn: Branchi |
Treiborg: ¥ Crmparbrnent
Uirit:
Classification: | All [oer]
LR

TR

Filzar part of the gensral ladgsr nurnber or nams or beth and dick “Search®.

i Tual Ganersl Ledger Burnber

“Search |

Saluck the ganeral ledgar numbar;

|. Cancal ]

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 dropdown boxes.
This information may be left blank.

13. The Classification, Group and Type, may be selected from the dropdown 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.

15. All general ledger accounts will be displayed. Select the appropriate General Ledger number and
click OK.

16. The General Ledger number will be pulled over to the Default GL Account humber for the Vendor.
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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.

12. Enter the Account Number for this vendor.
13. Click the Primary Contact drop down box to select a contact, if applicable.
14. Click the Default Address drop down box to select an address, if applicable.

15. 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. 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 Tax Authority, enter search criteria and click Search.
3. If the tax authority 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.

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. 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 Premium Finance Company, enter search criteria and
click Search.

3. If the premium finance company 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.

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. 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 Retail Agent, enter search criteria and click Search.
3. If the retail agent 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.




Received Payments Default 183

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 dropdown box.
Cash
Check
Credit Card
EFT (Electronic Funds Transfer)
ACH (Automatic Check Handling)
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:

o 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:
e Organization has a full set of books — Balance sheet and Income and Expense chart of accounts

e All Entities (Organization, Region, Territory, and Branch) have at least Income and Expense chart
of accounts

e 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

e  Only Region, Territory and Branch can optionally have “Books” and, therefore, balance sheet
chart of accounts

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 populates.

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)
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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.

o 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.

. Installment commission paid in full will create payable due and expense as they are
reconciled.

Pay People on fully paid, accrue expense
® 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.

® 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.

® People payable due is created proportionately based on the amount of payment
reconciliation posted , clearing non-due payable.
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Invoice Mandatory General Ledger Numbers

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. If desired, a separate general ledger
number can be established for each Bill To or they can all be assigned the same general ledger number.

It is recommended that Retail Agent have a separate accounts receivable general ledger number.

Description General Account Account Classification Setup
Ledger Type Group Variation
Number

1. Client 100000 Receivables Current Asset Asset
range

2. Additional 100000 Receivables Current Asset Asset

Interest range

3. Premium Finance 100000 Receivables Current Asset Asset

Company range

4. Retail Agent 100000 Receivables Current Asset Asset
range

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 nhon-earned income
account until reconciliation occurs, flagging that payment has been received and income should be
recorded.

Description General Ledger Account Type Account Classification Setup
Number Group Variation

1. Commissions 100000 range Revenue Current Asset

Receivable Receivables Asset

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 Account | Account Classification Setup
Ledger Type Group Variation
Number

1. Agency Bill 100000 Asset/Liability/Equity Cash

Commission Unearned to

Income 300000
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range
2. Agency Fee Unearned 100000 Asset/Liability/Equity Cash
Income to

300000

range
3. Vendor Fee 100000 Asset/Liability/Equity Cash
Commission Unearned to
Income 300000

range
4. Direct Bill Commission 100000 Asset/Liability/Equity Cash
Unearned Income to

300000

range

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.

Description General Account Account Classification Setup
Ledger Type Group Variation
Number
1. Carrier Payable 200000 Insurance Short Term Liability
range Payables Liability
2. Binder Bill Payable 200000 Insurance Short Term Liability
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
Non-due range Payables Liability Pay-Paid
Accrue
Expense
8. Retail Agent 200000 Insurance Short Term Liability
Payable Due range Payables Liability
9. Retail Agent 200000 Insurance Short Term Liability People
Payable Non-due range Payables Liability Pay-Paid
Accrue
Expense
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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 Account Account Classification Setup
Ledger Type Group Variation
Number
1. Agency Bill 400000 Agency Insurance Income
Income range Bill Income
Revenue
2. Direct Bill Income 400000 Direct Bill Insurance Income
range Revenue Income
3. Agency Fee 400000 Fee Fee Income Income
Income range Revenue
4. Service Charge 400000 Service Other Income Income
Income range Charge
Revenue
5. Vendor Fee 400000 Fee Fee Income Income/Under
Commission Income range Revenue 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 Account Account Classification Setup
Ledger Type Group Variation
Number

1. Retail Agent 400000 to Commissions Insurance Income/Expense

Expense - Agency 900000 Paid Income

Bill range

2. Retail Agent 400000 to Invoice Sales Expense Income/Expense

Expense - Direct 900000 Commissions

Bill range

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 Account Account Classification Setup
Ledger Type Group Variation
Number

1. People 500000 Invoice Sales Expense

Commission range Commissions Expense

Expense

2. Vendor Fee 500000range Other Sales Sales Expense/Under

Expense 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 Account Type Account Classification Setup
Ledger Group Variation
Number
1. Operating 200000 Accounts Payable Short Liability
Payable range Term
Liability
2. 100000 Receivable Current Asset/Liability/Equity
Reconciliation range Asset
Clearing
Account
3. Discounts 400000 Discount/Interest Other Income/Expense
Taken to Inc Income
999999
range

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 Account Account Classification Setup
Ledger Type Group Variation
Number

1. Trust Account 100000 Cash Current Asset Asset
range Accounts
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2. Operating 100000 Cash Current Asset Asset
Account range Accounts

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.

Description General Account Account Classification Setup
Ledger Type Group Variation
Number

1. Client Set at Receivables Current Asset
invoicing Asset

2. Additional Set at Receivables Current Asset

Interest invoicing Asset

3. Premium Set at Receivables Current Asset

Finance Company invoicing Asset

4. Retail Agent Set at Receivables Current Asset
invoicing Asset

5. Undeposited 100000 Receivables Current Asset

Funds range Asset

6. Reconciliation Set at Receivables Current Asset/Liability/Equity

Clearing Account Accounts Asset
Payable

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 Account Account Classification Setup
Ledger Type Group Variation
Number

1. Trust Account Set at Cash Current Asset Asset
check Accounts
issuance

2. Operating Set at Cash Current Asset Asset

Account check Accounts
issuance

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.
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Description General Account Account Classification Setup
Ledger Type Group Variation
Number

1. Commission 400000 Invoice Sales Income / Expense

Differences to Commissions Expense
999999
range

2. Reconciliation Set at Receivable Current Asset/Liability/Equity

Clearing Account Bank Asset
Activity

Journal Entry Mandatory General Ledger Numbers

Journal Entry

Year end processing will create net entries to zero income and expense with an offsetting entry to

Retained Earnings.

Description General Account Account Classification Setup
Ledger Type Group Variation
Number

1. Retained Earnings 300000 Equity Equity Equity
range
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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.
2.

On the Primary menu, click Organization.
Click the Accounting tab.

Click the General Ledger tab, then click Trial Balance. To view a specific accounting period,
click Show to display the Search Filter.

After the trial balance sheet has been generated, click Print to send it to a printer, or Export to
save it to a file.
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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.

2. Click the Territory tab and select a territory which has books assigned to it.
3. Click the Accounting tab.
4

Click the General Ledger tab, then click Balance Sheet. To view a specific accounting period,
click Show to display the Search Filter.

5. After the balance sheet has been generated, click Print to send it to a printer, or Export to save

it to a file.
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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.
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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.

2
3.
4

5.

On the Primary menu, click Organization.
Click the accounting tab.
Click the bank accounts tab, then click Add New.
Enter the bank account information.
Name: Click the ellipse 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 ellipse 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.

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.
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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.
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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 it's Details

|gﬁ‘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. 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.

o o~ w N

Using the Quick Navigation panel, complete the following screens:

Invoice Header
e  Bill Method: Select Agency (default).
e  Bill Type: Select Regular Bill, Binder Bill or Manual Bill.
(] Department: Select a Department.

e Unit: Select a unit. Units are a subset of departments that provide additional income and
expense breakdown if needed.

e  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.

e Full Pay: Select if billing in full.

e Compound Billing: Select 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:

e  Number of Compound Billings:

e 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:
® Tax Option:

e  Rounding Option:

e  Amount Due: Defaults from premium entered on policy.
. Date Due:

e  Days until Past Due:

e  # of Print Days Before Eff. Date:

e Unique Invoice Message:

o Internal Note:
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Bill To

This information is pulled from the policy but can be changed by clicking Change Bill To.

After selecting new Bill To and clicking Next , the Bill to dialog box will appear. The drop down lists
will display all associated with the selected Bill To.

1.
2.

10.

Select the new Bill To entity.

Click Next, then click OK to post the change. If Finance Company, Additional Interest or
Retail Agent is selected, the Search field will be displayed. Enter at least 3 characters to
search for the new entity.

Once you have selected a new entity click next. The drop down lists will display all
associated with the client or related account.

Select the new Bill To entity.
Click Next, then click OK to post 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 @9 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.

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.

Invoice Posting - Displays general ledger posting entries for this invoice.

Receivable Tab - displays client's receivables data including payments assigned for
agency bill or carrier receivable data for direct bill.

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.

2
3
4.
5
6

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 Direct.
(] Department: Select a Department.

e 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.
e Full Pay: Select if billing in full.

e 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:

e View Other CBs: Shows other billing dates a client may have. This is to synch
up billing dates.

e 1st Compound Billing Eff. Date:

e Fee Option: Gives you the option to add any applicable fees.
e Tax Option: Select if the items are taxable.

e  Rounding Option:

e  Amount Due:

. Date Due:

e  Days until Past Due:

e  # of Print Days Before Eff. Date:

e Unique Invoice Message:

. Internal Note:

Bill To
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This information is pulled from the policy but can be changed by clicking Change Bill To.

If Client or Related Account is selected , the Bill to dialog box will appear. The drop down lists will
display all associated with the client or related account.

1.
2.

10.

Select the new Bill To entity.

Click Next, then click OK to post the change. If Finance Company, Additional Interest or
Retail Agent is selected, the Search field will be displayed. Enter at least 3 characters to
search for the new entity.

Once you have selected a new entity click next. The drop down lists will display all
associated with the client or related account.

Select the new Bill To entity.
Click Next, then click OK to post 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 @9 icon. You can also add a new premium.

Invoice Non-Premium - Add any new non-premium items to the invoice.
Invoice Commissions - Add any commissions to the invoice.

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.

Invoice Posting - Displays general ledger posting entries for this invoice.

Receivable Tab - displays client's receivables data including payments assigned for
agency bill or carrier receivable data for direct bill.

Payables Tab - data for Carrier, People and Tax Authority payables including payments
assigned.
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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@? icon of the client.

2. On the Client menu, click Policies.
3. Click the details @? 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.
A} httpsz/ /nexwebl3.nexsure.com finvoicing finvoice_heades | dit L pog =10 =]
Edit Invoice Header n‘B SL"E
il Method: |.D.gen|:3.- &ill El mi
Bill Type: [Term Palicy B3 |
Invoice Typa: Binder bill ¥
Departrnant: |CL: aba-Pa, dbC-Pn ;l
Urit: Unassigned =
Effactive Date: [7/19/2004 b
Date Booked: [7i1o/2004 & L
Full Pay: "
Cormpound Billing: .
“rnount Dus: $2,500.00
Days Until Past Dua: ||:I
| m =
| CIE I Cancel |

8. Complete the invoice and click the Post link.

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 |gs'icon of the posted binder invoice.

3. On the binder invoice header, click Reverse Now then click OK.

Note The reversal process frees up the cash receipt but does not re-apply it, you must go to
payment received and reassign the credit. The binder bill reversal creates a new invoice. The
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invoice header shows the new invoice number and the original binder number. The
changed from binder bill to regular in the header.

invoice type is

4. Make any necessary changes to the premium, fees, taxes etc.

Click Post Invoice.
manual invoice, select Yes and click OK.

=101

Generabe Manuwal Invoice for the difference?
& Mo

nexsure
* Tes

Raady to post Inwoica?
* var O pa
Nexsure Tip

Plaase note: Invoices cannot be edited after posting, Posted
invoices must be reversed and re-entered,

ok | cCancel

In the summary view there will be:
e "+"in front of the new invoice

e "-"in front of the reversed invoice

e  Number alone is the original binder bill invoice

nexsure

SEARCH ORGANIZATION | REPORTS mark
CLIENT PROFILE | OPPORTUNITIES MARKETING | POLICIES | CLAIMS

Client Name: Lance Pendergast

SERYICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY

If the premium’s been changed, the user will receive a prompt to generate a

undervriting policy info  szzignment  sttachments  actions qualificstion  history  transactions  claims summary of insurance
[ Add Master Invoice ] [ Add New Invoice ]
Select View: Invoice Summary - Showing Page 1 of 1 Search Filter: [show]
Invoice 1D
Effective Transaction Master Policy
Details Date Date Booked Status Type 1d Invoice 1D Number Descrption Bill Method Amount Remove
=4 7/12f2004 7/13/2004 Rz::‘:fd Inwoice(B) 1683/+1685 lag43686% Homeowners agency Bill $2,000.00 ==
=3 7/12/2004 7/13/2004 RZ:x:d InvoicalB) -1684/1683 | 136426869  Homaeownars  Agency Bill (42,000,00) -
=4 7/12/2004 7/13/2004 Posted Invoice +1685/1683 la6 436869 Homeowners agency Bill $2.000.00 ==
Total: $2,000.00
summary of insurance  claims  tramsactions  history  qualification actions attachments assignment  pelicy info  underwriting

6. Click the Add New Invoice link to complete the invoicing of the manual bill if applicable.
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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 humber 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.



List Billing 204

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.

Click the Details Ig’lcon of the appropriate master client.
On the Client menu, click Transactions.

Click the List bill plans tab.

g k w N

Click the Add New link. The Add New Bill Plan popup is displayed.

‘2, Add New Bill Plan - Microsoft Internet Explorer provid... |__

Add New Bill Plan I‘E)§UI'E

Plan Harne: |Ganara| Liability Distrubution |
Cescription:

Use to split between locations by area.

Active

[ O I [Canl::el ]

(] 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.

T Bl Flan - Microsoft Internet Explorer provided by X0imensional Technal

Pler Hamu Ganaral Labilty Distruasion | =] ativa
Cawaription Use 1o split betpen locanions by ares, |
|
Lis & 0NN Sumenery Cogry Plan I APocabe Sava
[Zalact 1] [Caeslact 411 Fikar: [Shas]
.._.. ﬂ — e L] A Loc e 5 Fack: sl AL Unit i
wrp A Magtsr  Lac 121 Msin Straak Dras -1 fyintin o Unsreignad 2,00 @
O 53 Jurp A Hagter  Lgs T meesntn a=rg = Az L L T ——r o
(] 11 Jiivp A Haiter  Loc a7 :;"_:"’"“"' A Ch :‘;::‘I‘ = ""'_"":' wnstgigned GO0 o
Tus B N Lang Karans Ti: abasl
1 B Ealabado RA G54 drag Streat  UER (=Y Branch P WUnargignad  OL00 [+
T B 500 Carron Lang Farany T abarl,
] L =gl gha ey ne Sy Baach 8 Branch o[ Unazaigned &.00 o
Tinn 2. Z01 Pacilic Lang Warane  Rani she-Bn,
m] ] B latindd Tui s ha Sl g Aaaih Ch Krsnh ez =R Unsizighad  0.00 @
0 B et = R& 777 Paic Werds Lakawsod 6 parany  Ban abETTC Wnassigned  0.00 o
Thiz Page Tatsl: Q.00 0.0
Al Pagae Tatsli  0.00 0. i
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9.

Note For a related account with multiple locations, the related account will be displayed once
with each location.

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 ellipse button are activated.

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.

Note Select one type of factor and be consistent for each location.

D i lan  Wberasnl) Inbnsned implarer prowided hy Xlienemionsl Techeoingies | b

Blas Marmad Ganersl Lisbilty Distrubution [E Actwe
D crigticn Use to split bebween bocateons By area
| it Bl Sy I e [ Al abe [ [ i ]
[Sainct ax) [Dmeslan aii] Eiltar) [etoe]
_&L____M_ﬂ_“_ﬁ_.ﬂ_ﬂ_ﬂ_m_
(5] B ey s Marter Les L3R M Bras ca | [IIEE0EN “'c'w‘c"'_‘:" Unsrrignad 0,00 I
Bl B sems same o oo oy | [ T
0 = larry A Bpgier Lo AT AAENEIT L seen G ‘:"'h'_,‘_‘f'i L nes sighed 000 o
g B B Seim B, “Ea arag " Leng & 1 Tio mblcd. F 1
L Bl gtadOme B Bt By pih ce | [T b1 Unandgd 489 L
Sun B #00 Catvon g [ b
EI e LT et ] et Etrast Basch o _ dbe-1 Hosshay WA0 = I_.J
Tem G 30 Paafic ) Bar sbi-En,
.m L RalstadTro A Coart Mey [ s _ Brmnch P Unsssignad 0.00 . '—_-|
i ] F‘L‘:‘;‘“ Ba TV Dale Verds Lakewend CR _ :..::: 'md'b;t:g:"' Unsssignad 0,00 0 E
Thir Pags Totali 17,337, 00 0. Do
&l Pages Tetals 17,537 00 o pow

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.

2000 Plan - Micoowet) Internel Dapleer provided by XDimerbenal [echnslogies, M - X
P Pl General Lislity Distrubafion B Activa
s sipto

Use to splf between locstions by ares,

[ Liwh Bl Sy I Copy Plan [ [r——— [y—

[seinm &if] [Darsina i) Fikmr [chos

_ll-l]___
T A Savaits Lg Foarmi SR TN
= B dery A Marksi  Loc Bane €A 105D e Unsemgesdd 1273 8 [
= B e h Harter  Loc gricharig Bens  ca  soongo  REent o CLLsRRL ynaiggee zesew| 0 "
TTEN 54 Geag =] Rareng  GCLi 8BA-T PR
= L Rl ne "™ Steaat Bage  Cn W0DED g o bl Unassgropd 17.30%| 3 [ ]
- Bus B, SO0 ©argeen Loy E Fawrg  CLo sbie] ]
= 3 hal e ' Sieaat Fyer ) cA 150000 LR P Unmtsigreld B E9% 1 -
o Tim . T Farmra  Bano ahiPr, e
= » el A 777 Pals Vede Lakawond CA 133200 e e Unsspgeald £.53% ' I
Tim . 01 Fackic re=r Wamra  Beno abo-Pr, - r 1
) = RslatndTwn ) Comet By - Ca  AT0DIDD o neh dbcepy | Unadieghad 6 Rew & hazict
O B Gery s Marsr Lae TP E";""" Arwhmim C& ;:";;.' "-Lﬂ'g"_.f’ Unasssgaed 0,00 a
This Page Total: 47,337,00 100, o)
Al Pages Totall 17,337.00 100, 00
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11.

12.

If the allocation factors are changed, click the Allocate link to update the page total and
percentages based on the new allocation factors.

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.

A Related Account £ Location Details - Microsoft Internet... IZ,_ E|

13.

14.

15.

nexsure

Hame! fue B, RelabedOne
Addrass: 900 Carson Stract

City: Long Baach State: CA

Zip: POELD

Branch! Karens Branch i
Departrment: | CL: ab&-T, dbC-] s
Units Unassignad ki

Clicking the ellipse 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 ellipse 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.

2Bl Plan - Microwf! internet Explorer provided by Kiimenvional Teshnotegins, knc.

A WAt Genersl Lisbilty Dertribation [£] astine
L L# to £plk betmaen lonsbons by sres.
Lt Bl Surmenary T opy Pien | Ao whs Lawe
[E= 110 1 Fihmr: [Shes]
==
[ B ey a Mame e ToeRn LeRR o rzosa0 Unassignad ¢ [
= B ey A Mare  Les =5':_:':" Bres cA  SOD0OD Unserigned 2E.B4% 8 [
= [ ha E‘“ 3% % en nmim Unasstgnad 12.00% 1 | |
=) | ] _‘I"";::J“ LT 'U'_;;':: i) :‘::3‘ ca  15D0.0b Unsecigned BETW N
= ] Y £ B&  FFF Bele Verde Labswoed A& 113200 Y Uneesigned &.53% i -
- PplpiedT vy
A [ ] "':_';';:'_r“ B i'::';:'::‘r‘ "':::h c& 450000  Unagsigned 25.%6% i Ll
O L Smiry A Mariss Lme TOF :_'I.L';""" Anshairn  CA Unassigned 0,00 &
This Paga Toral: 1T, 557,060 P T
all Pagas Total: 17.537.00 10k 0%

L [T Patm Typn LT
B Farmh Dwtmraion Eroducer W o Agwhry Commiisioh B, 00 .

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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I i Plan - Mic Imernet Lxplorer provided by Xlimensional Technolegies . Inc

e Gepnaral Lishiity Distrubitsse & adive
—. Lise to soit betwesn kocabons by ares
1 Pt Wil ey Canjry Plam ] Al abe hawe
i 1 i 1 Fibaer: [500e]
B serey s Maewe  Lec r208 .00 Unsesigned 13 T7% 0
= | Imrry & Madtsr  Loc e c&  SOO0.00 '-L_x'.{:‘f'.'l" Unsasigned 8.0 o L
= Bun B : Lohg 5 Karmnn  Cloosbael 3
L it st s et Banch CA dD0ORD g -1 LT L
r— Bus B 2 T Lang Karana Gl sbal, o —
r. = R slstmdne 5 Strest Beach A Akoo o el R . L
— T =
E = Salendten & PTY Pals Verde Lebaweod CA 113200 e Unsssigred &83% 1 ]
r Tirm © FOL Fackic Long - Harans  Bani abC-Sh, =
- = L T Cosst ey Bwach R T dbs-Pn_ igred 2306w 1 [
: ' Jwery & W yste Lar " ;'_'r':"'n CLT L) Ca L.:.::'.' :Lﬂ.'h-l a Uneroignad @ 00 [
This Bags Totul: 17.027.00 LOD. Do
All Pages Totwl 1700700 100, O

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 Comnission

Mode:Add rmre

Search People

First Last

Hafme: | Hamei j ﬂl

Ermployess:

Caommission Ont |FEE j

LewalfLOB: ] Homeowners{1] "l

Select Fae: | |Policy Processing Fee  +|

Production Bole: |pl"‘:.|‘dL!DE[ x

Production Credit Amount: 100%

Rate Type! | % of Fea ﬂ |

Roate: |1 I

Cancel | QK I

&) Done S ® intermet

e  Select the Employee from the Employees box or use search People option.
®  Select the Commission On from the drop down box.

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.
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17.

18.
19.
20.

21.

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.

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.

2 Bl Plan - Mic

s Inderned | epherar provided by XDnenslonal lechnolegles, Inc.

Fan mame canaral Linhity Dwtrububon [ wetien
[T e —— Ips i pplt bebwese incabons by srea
[T — | toey man [T v ]
I il ) - 1
Al
= [ Lot V9 Bosanih ap CA  205.00 Unasvigeand 12.72% 0 |
[= B e i S00n. o0 gred 2004w ] |
=1 ] R ¢& 300000 Lina s 1 . i Ly
= B na ca  AGDH000 Unmerigred 8 45995 1 [
[ » P & 1137.00 " Unsrcigred £50% i |
B ™Y na ca  ABOD.OO Uinassigewd I8, % L |
B Sy B PAmrtmr L =1 0.oD L]
This ®age Totsls 17,537.00 LD DD
ol Pagas Totals | T.B3T.00 B D
1

A confirmation window is displayed. Click OK to confirm and return to the original list bill plan.
Once the list bill plan template is created, or copied, click List Bill Summary to exit.

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 name and the Active check box is not checked.

nexsure

GLEENT PROFILE

Client Marme: Jarry 4. Master

| DEGANIIATION | REPORTS

OPPORTUSIVIES | MABKETISG | POLICEES | CLAIMG | SERVICING | ANTACHMERTS | AL

traszscten summary et billplans
[#dd Hew] Filbar: [Shau]
Dutals Pl Hamn # Enbtins Allocated Ackve  Created Oy Dats Cruated  Famows
14 Gararal Liskilky Dictnbakian e be Tpit Bateasn . 100.00% Baewn Petercsn 40203009 =
e Ure ta 1pit besween "
B Capy of Garansd Liskilky Dicnabutian atans by dren [ 100.00% Waenn Petarcon  40R0000% B
Vet Wl g TR R

Note You must edit the copy and check the activate box to activate the copy.

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.
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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.

2.

On the Primary menu, click Search.

Click the Details |g’lcon of the appropriate master client.
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.

B Invoice Add Palicy - Microsofl Internet Explorer p...

s Policy Selacbon mre

) Hene List Bill Plan: | PEG1 234567

(= palicy

Current W
Paolicies

PEGLEZIME6T Pa & 1102005 bo 1/10/2006

[Mexsure Tip

Selec Current or History to display billable polioes, Snly polioes
with issuing and billing carriars will display.

[cancal | [ oK ]

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.

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.
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4 Add Master Invoice - Microsoft Internet Explorer provi... r:_l O E

Add Master Invoice r}e Sll.!re

Dafault from policy information?

[#] Prermium

Feas
Taxas

F=xawmre Tip
InFarmation fram palicy such a2 premium, fees and taxes can
dafault inte the matter invoice. Commizgions s spplicable will

apply a3 wall.
(Caneel)

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.

® 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.
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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.

t“._._,“ tnwnice 10 FHectve Date  Date Booked  Prct Date  Type  States  Transscton (0 Policy Sk L LI |
' 123 DL T DL Z00S OL/DASI00T Dnvoscs Undorted PEGIZF4IRT #20.542. 20 “
I 133 DLFLB 2005 OLfA%I008 02 04/ I00% Invesss Unposted PEALZPESLT $40.4%0.00 ‘
B 134 oLf1w z00s OLAIf2008 OLI04/200% Trucics Unported PEALIINLT tonanean [y
' 135 0LS 1% 200S 0L/1%Z005 DL/ 2005 Invose Unposted PEGI23ASET $80.915,99 i
' i3 pif1W 200 G119 2008 O/ 2008 [nvoets Unporisd PEEL2F454.7 1140 T “
' 127 0L/ 300 DL197Z003 DL/DA/I00T Tnyvodios Unported PEGLIFETET #134.891.17 E‘

10. Each location has its own unique Invoice humber.
in the header.

The total number of invoices will be reflected

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.

nexsure

Cliont Mamie; Jermy A, Master
ban kil glaas

L thas sy

Sabact Wiaur | Irwaics Sumensry -

[ &rks Maotar Irecica ||

[ B2d Huw Inaces |

12.

Talast Slinnt |_ "': 4 Dhuwieeg Pags Lof § 1 ¢ Fanrch Mkarn [5oav]
Eifactie Bemnauctim| L Fmsmer nalicy

Dbl Duatm Tk Bonbimd Stahms [f] Truniea 10 Rt Cuscription Bl Maikad Sermpunk Ny
-3 LLOAIN0S  AFLWIO0E Uspomted  Inenkoal0k] . (4311 PEOLI0ATGT  Eackage Segarey BE 000 ==
F-3 L1008 L1WI0nE Uspopbed  Insnim(GE] - e FOEIIINAT  Package Eqany Bl ELECLTR L |
2 LFLWZ008  WLWZO0E Usporbad  InsobolDE] . :E, FEALIINET  Padhage Agarey Bl EEEENLTHEN -}

Totadi 444, 00547
Bk Bl plamy  srarpartise pammeny

Each invoice is displayed with the master invoice number stacked below. The master number is a
hotlink, clicking on the link will launch the entire bill plan for review and modification.
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13. The select client dropdown box will display the accounts related to the master client. Select one
of clients in the dropdown box to access that related accounts transaction summary tab.

“H | DRGAMIZATION | REPORTS

[LINTPRINELE | OPPORTURMITINS | MAPKETIMG | POLECIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS
Client Name: Jery A, Master

trarascHan sumE sy oz il planr
Talack View: Envaie Summary %] [ Add Mactes Invcice ] [ Add Haw Irwaics |
Falact Client: a Shaming Pags 10f 1 gaarch Filtar: [Shau]
EFfuc| 54 B RElatedOre o et o ETERED i
Cintails Tim ©, RalstedTven Typs Bd Irreetcn 10 FMumbar Cuecriplen Eill Mnkhod Amount Bamove
B wio2005  LAN2005 Uegested  [nesos(R) - 1131) PRGIZIATET  Packags  Agaey Bill o0 B |
B viw2008 LA02008  Ueposbed  Dnwsica(Sd) - G PRELZIABET  Packags Agareey Bill 894500 g
B 412005 LA92005 Ussested  Dnesice(CR) - [ian)  PRGIZMEET  Padhage pee Bl pasni By
Totals  §194,3E5,47

listbll plans  neansacnon sunmany

14. The Transaction Summary view of the related account selected will display the invoices for that
Clients location.

nexsure

Suspect Narme: Sue B, Related

HOME | HILP SCTUR | LocouTr

pand | Add | Rermors Selachid

| DREGAKITATION | RERAORTS

hoakmarks:

T MAREE

One

5 | CLAIMS | SERWICING | ATFACHMENTS | AL

trassction summary  bazhil plane

Falact Wiau: Irraice Summary i

[ e Maptar Trenice ] | Add Hew Sneaice |
Salwct Clank: b Shursierg Page 10f 1 Saarch Filtar: [Ehoe]
Tnunicell
Fffnctive Traawa ncthon e b Palicy
Dutais Dratn Dats Dooked Status Typa ad Irwcica L0 hunekar Deacription Dl Mathod Amount Remave
155 119y To0m /132009 Urgarbad Eraoical{ch] - I:i?l FEOLIIESLT Fackaga Agancy il ga04mno0  [Ey
B iiersds W05 Unoosted  Drenicelch) - (:ZE‘] POG1ZEASRT  Pakage Agancy &ill psnsines By
Total: §121,%7%.0%

bt bl plane  crangaction Cemna

Click the Details |gg'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.

No u AW

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. Verify the Bill Method, Bill Type, Department and Unit.
b. The Effective Date defaults to the Effective Date of the policy.

c. Date Booked 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 Date Due.

f. 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 number 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.

g. Enter the Number of Installments.

h. Enter the 1st Installment Effective Date. (All subsequent installment default from this
date).

i. Enter the number of Days until Past Due.

j. Enter the # of Print Days Before Effective Date.
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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 installments 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.
I. Choose fee, tax & rounding options from the drop down boxes.
m. Input Unique Invoice message — this will print out on the invoice.
n. Input Internal Note
o. Click OK
Change Bill To
This information is pulled from the Client but can be changed by clicking the Change Bill To link.
a. Select the new Bill To entity.

b. If Related Account, Finance Company or Additional Interest is selected, the appropriate
entities will be displayed. Enter at least 2 characters to narrow search results.

c. Once an entity has been selected, 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.

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 |gy'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 |§9icon. 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 |gyit:on. 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.

Changes can be made to Agency commissions by clicking on the Details |g9i(:on.

A new agency commission can be added by clicking the add new agency commission link:
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Add Agency Conmission rﬁ:’{sure
-

Screen Mode: Add

Comrmission Oni |FEE

Zi
Lavel/LOB: [Homeowners(1) =
E3
3

Salect Faa: I ]Calrier Folicy Fea ]
Rate Typa: |°/$Elf Fee
Rata! |TD
8 ® mntemet
(] Commission On: Fee selected

Other Commissions - If a default commissions exist for the Employee it will automatically default in.

® 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

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

Changes can be made to Employee commissions by clicking on the Details |%yicon.

A new employee commission can be added by clicking the add new other commission

link:

Add People Dommission m\ﬂ"‘e

Fode: Add

Search People

k| il _Search |

Employess: Anne Hammand

Commission Ont iFEE‘ LE
Level/LoB [Homegwners(1) =
Selact Fae: | |Policy ProcessingFee =] |
Production Role: |PT’GdLIDE[ ;i
Production Credit Amount: 100%

Fate Type: I % of Fee ;il
F.ate ]'HJ

&] Done S @ reemet
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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.

216

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

Key in the appropriate rate, Nexsure will calculate the commission based on the rate type
chosen.

Click OK.

8. Click the Installment plan link in the Quick Navigation. A new installment schedule will be
generated, click OK.

mugms

Cuick Navigation

Policy Premium Tetal: 6,000, 00 Agancy Commigslon: $900.00 —Envoice Header
Bill T=

Total Fuss: $0.00 Fasd-Aganey Commidion: $0.00 Policy Headar
Totsl Taxer: E oo = 3 Inwaick Prarmiums
. fnusice Hon-Framiume
Invoice Commissions
1 & Plan

Inuoioe Datail

Cancel Femows Policy Abort freate Invwoices | Inusics 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
[ a2 2é1%-1 BI/LE/2004 B8/ 2004 BY2E 2004 Inatallmant #1 $1.000.00
E-" i 26112 1115/ 7004 11f=/200&| 13/2%/zZ00% Inesallman: #2 $1.000.00
E’ i DELF-3 LS 2005 25 E00s TSE00% Installmans @3 F1.000,00
@ % FELE-4 SN 2005 TIEF200S SN 2005 Inszallrment @4 1,000,000

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 |gi‘icon.
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.

b. 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.
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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.
b. 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 Installments.

h. Enter the 1st Installment Effective Date.

i. All subsequent installment default from this date.

j. Enter the number of Days until Past Due.

k. 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.

ii. EX: 1st installment effective date is 7/20/2004
iii. Print date field entered is the number 15

iv. Installment will post on 7/5/2004 and be available for batch printing
on that date

v. If zero used in this field each installments will post from the date in the
effective date field in their scheduled month.

vi. 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.

I. Choose fee, tax & rounding options from the drop down boxes.
m. Input Unique Invoice message — this will print out on the invoice.
n. Input Internal Note

0. 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.
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Mastar Invaica: 2622 Data Croatad £/ 2004
Created By Karan Peterson m
Clisnt: Diana's Diner Total Amaunt: $900,00
Amount Paide $0.00

Balanca: $900,00

| Transaction Sumnary | Modify Master |

Detaills Invoice ID  Effective Date Date Booked Print Date Type Status Transaction ID  Policy Number Amount Remove

@ 2824 07 1E 2004 07715/2004  0F/05/2004 Irwoice Unposted APTSE7EGE54 $2.000,00 %
@ 2625 07 1LE/2004 01572004  OF/0S/2004 Irwoice Unpostad ARTSETESSY $1.000.00 %
@ 2626 1041572004 L015/2004  10/05/200¢ [ruoice Unposted APTIETETTS $1.000.00 %
=4 2627 01/15/2005 01/15/2005  0L/05/2005 Invoice Unposted APTIB7E554 F1,000,00 %
@' 2628 04/15/2005 D4/15/2005  04/05/2005 Invoize Unposted APTIATEG54 F1.000,00 %

11. Each installment will now have its own unique Invoice number. The total number of invoices will
be reflected in the header.

12. Click the Transaction Summary to close the master invoice.

nexsure ___

[LIENTPROFILE | OPPORTUNMITIES
Cliank Mame: Diana's Diner

ORGAHIZATION | FIPDETY
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L TrLEf2004 7152004 Unposked  Inweica(CR) e APTRETEZZ4  Azastmantc Diract Rill §2.000.00
[2&EE)
m‘ FAA 2008 AR E004 Unpoited TnwedcalGE) dJ N? APTEETEEEA A prlmants Diract il F1000.00 ﬁ
(z£22)
13 10152004  10/13/2004  Unposted  Inwcics(CD) . 2 AFTBOTEEI4  Apsrtmants Diract Bill §1,000.00
[2&T3)
B aama00s  ASE005  Unposted  InwsicefCE) - ey APTRETEISA  Apadmants  Disect B sroonon B
L 4/13/2005 4f154 2008 Unposted  Inwcics(CD) . =, APTIOTLEI4  Anartmantr Diract Bl §L.000.00
[36:55]
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dummary ol isdarsace  2laimg irarca linns Migtary  gual@catian  seliens amachmants wdignmert  pelityinfe  wndewitiag

12. 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.

13. Unposted invoices can be removed, security permitting, but posted invoices must be reversed.
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Splitting an Installment

Each Installments Invoice may be billed to more than one entity.

To split an installment

Click the Details |gs‘icon of the client.

[EY

2. Click the Policies link on the Client menu.

Click the Details |gyicon of the appropriate policy.

Click the transactions tab.

5. Click the Details |E"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.

2 https:finexweb1 3. nexsure.comfinvoicingfinvoice_header_edit_... [';| "l@
Edit Invoice Header lmre
~
Bill Mathod:
Bill Ty pE:
Invoice Typa:
Ceparbrment:
unie:

Effective Dake:

Cate Booked:

Humbar of Billings: 2 | Yiew DOEhars
Armount Due: $1_.|:IDI:I.DI:I
CDays Until Past Dua) i0

# of Prnt Days Before Eff, Data: 10

] b

[ ok | [ cancel ]

8. Click OK.

9. Click on the compound billing schedule link in the Quick Navigation. A new installment
schedule will be generated, click OK.
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e Pl v aleba g payablas

Tiaefa00e

Ti 2642004

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:
e  Click the Bill To icon
e Chose entity
® Click next
e  Select name, location & contact from the drop down boxes
® 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 |§9icon for the appropriate policy.

3. Click the transactions tab.

4. Click the Details @9 icon of the posted installment to be delivered.

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.

e  Fill out the Delivery screen and click Send.
® Close the Delivery window

e Delivery details can be viewed from the delivery link on the client menu.
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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 Details% icon of the Client

2. On the Client menu, click Policies.

Click the Details@y icon of the appropriate policy.
4. Click the transactions tab.

5. Click on the Master Invoice ID link of any installment.

Ll WL DFPORTIRTTIE:

Client Name: ABC Electric

wniarerfing  poboy s anpgEmawt  esscheamiy  acbens  puabficetiel  betery  Wwssschess  deme ety of mownce
1 Add Muptes
Baled View | InvoIE Summary - I|ll-u-un1 Pags 1of 1 Enpert Fikma [Shoe]
A B D
[ELE T it Bl g

Dntab Date rate Basked Wb Typ= Irwmce 1D e Dessceiption B dethad Bt Aemawve
[ B R R TranF004 Ubrgperted Ervmoical B} [+ BALEIAET \""""_q:"" mgency Wil (10 -
e [T T i 18 20048 Ported [ELTE = 3] 1t saarangy  COMTERRAl FhElt00 -
r RS 0 TR 004 Porbed Do il Cb ) AL TS sgency kil [ERELE- I
-l [T et LTEs LU Posted Lrveoical CB ) [TNES AL TES sgency il [ RELE. LR
" L] B 00 Uiregeprind [ERTTTE ¥ BALTITET agenry Bil taaason B
I3 IINIZODE  10FZEVI004 Urgrind [ERETE = ¥ agency Bil tnianoo Wy
» R e R =1 47 aganey Bil [TETLE A | ]
B L3/INITODE  LTITRSI004 Urgerted Lrvios{ OB ) BALIT4TET sgenry Bil inranon Wy
.‘ 10 T8 oy LIPS 200% egeeriad (BT 3] AL IASG T mganty Bl $8,14%.00 |"
r 2 R o & 3008 Urgnried v ios{ OB ) BAL 34957 agenre kil inaanon By
Kl BT T WA 2008 Unprrind v iow( Cb ) AL IAEET sgenry Bil [ZETLECRN ]

Totsl: fna,
voreinars of mpwants  cles  Gesserbiels  brters  duebliostes  actiers  etecheaes  andmeeent  palber el aederenting

6. Click on Modify Master link.
7. In the Modify Master box, select split. Leave the other options unchecked and click OK.
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2 Modily Master Inveice - Microsoft Internel Explarer pr... |T| |PE|

rlodify Master Invoica W

Modification Distribution

O Hew
& split

Default from policy mfFarmation?

|:| Premiurm
D Faez
D Taxes

Mawsure Tip
Information frorn pelics such as premium, fees and taxes can
default inko the master invoice. Somrmissions as applicables will

spply s= wall,

8. Scroll to the Premium link and click on the Details |%’icon.

9. 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.

View /Edit Premdum rw‘]re
Screen Mode: Edit
Original Premium: § 2490 Amount Due: § 0
Line of Businass: Cornrmercal Auto
Description: |Term Policy

i ] E
Effacktive Daka: J.-"l'Eh’ZEIEId | ¥
Armourd Dua: | 700
Cornmizssionable: !Branch & People v
Taxable D‘ fas E} Ma

| ok | [ cancel |
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.
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13.

14.
15.

imesicn | racaivabler | paysSlar

k) 272E-1 FPaEy 200 Fleyraos B ¥i2004 Imatallrmact &1 §rraa
& ITER-T 228/ 2004 B'e/z004 5742004 Tngtallrmant 42 §77.77
j TITE-F 28 2004 BE 008 L1008 Z00 Installrnent &3 $77.77
o 27EE-4 A0F2aS 2004 1OV 2004 172004 Inatallmant &4 §72.77
A FPIE-8 1120/ 3004 11/8/2004| 12/0/2004 Tnetsllrmant &5 $77.77
_* TTER-E 12 ZRE004 L 004 17742003 Installmaent &6 $77.77
o 23TE-T AFIEF 2005 11872005 IFFFI00GE Inatallnarnt 47 $77.77
k] 2738-8 Sf28f 2004 ey aa08 102008 Imatallmart &8 §7E.79
@ ETER-T 284 00T 382005 AFTi200% Installmaent &9 $77.77

Click on the Create Invoices link. The amount of the additional or return premium will be
divided over the remaining unposted installment invoices.

Click the Transaction Summary link

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. If a particular entry is made on a consistent basis, it can be created as a
“recurring” entry. This will allow you to create the journal entry once, and then select it from a drop down
list each subsequent time the entry is made.

To add a new journal entry

1.

2
3.
4

5.

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.

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.

&1 =101 %]

Salact dournal Enbry: |Tr-'=-ns.fi-r b Qe =
O Cancal

Journal Entry ID:

Posted: [T
Date Booked: Im ‘="{:- Recurring: [V
Date Created: 71872003 10:12:09 AM Reference: Il
Created By:  Mike Massaro Description: I

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.

e Date Created: Displays the date entry was created.

e Created By: User that created the entry.

e Recurring: (optional) 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.

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 ellipse button.
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&) - =101 %]

[vexsure Accounting [Search - Mcrosoft internet Ex
Reglon:l EI Branch: [ 3
TErritun,-:I ___'\:_] Department: | _:_J

I.In'rl::l d

classification: | Al =l
Group: | =1
Type: I _'I

Filter part of the general ledger number or name or both and click "Search®.
Hame Seneral Ledger NHumber

I
Search

Salect the genaral ladgaer nurmbar:

Ok | Cancel

6. Use the drop down lists to select the organization and general ledger account information and
click OK.

Alrort Save Hfurdal Ros

Account Mumber Dasscrip on Dahik Cradit Parmowe d

1| JJ
Totals 2,.24500 224500
Aut of Balance: 000 0.00

7. Enter the amount of the Debit/Credit.

8. 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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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 |%!"icon for the entity desired.

Click the accounting tab.

Click the transactions tab, then select the disbursements tab.

Salact Bank Account:
|Bank of America 11008 =]

Shawing Page 10f 2 b N

Filters: [Hide] [Show]

[#dd New Disbursement ] [Close Window]

Details Payee Disbur. ID  Check Number Description Amount Created By Date Created Posted Printed Cleared Remove
._E Chatlotte Org2 12 1 $0.00 Scott Simon  04/25/2003 i E [} )
B Bank of Sahagun 40 1 $0.00 Rodney Gist  04/26/2003 = = [E E]
B charlotte orgz 41 1 $300.00 Scott Simon 04/ 26/2003 | = ] ==

Select a bank account from the drop down list.

Click Add New Disbursement.

Enter at least 2 characters of the name for the entity you wish to disburse to and click Search.

5
6
7. Select an entity type from the drop down list.
8
9

Select the entity in the search results and click OK.

10. Complete the Disbursement Header information and click Save.

Dighurs amunts

Disbursarnant 1Dt 1768
Posted: [T
Claared: [T
Cate Booked|

Data Crabtad: 6/1/2005
Craatad By: Pamsla? Stain

Entity Typa: Cliant
Payes

Bank Name:
Bank Account @

Ak Ascounti

S4s4873%88

Balance:
Disbursement Ameunt
Estimated Dalance:

$0.00

$2,133,632.06

Max Towars Automotive
Bank of Amarics

AR Balance: $112,041.42

02,001, 0000, 000, 00, LOOS00 Tparating Actount
$2,133.632.0%

Disbursarmant
Methadi

Check #; [

Description:
30 Char, Max)

tritarnal Hobe:
(250 Char, Max)

ICheck 'I

Nz waars Tip

Chach #1
Besciption:
isbursement Summary | Fay All solected | Prnt | Post | Abort | Save Add Rowr
&
* indicates requised fiald
Payaai Max Towsrs Autermotive
* Date Bookedt [6/1/2005 =

Leave the Chack # field blank ko allow the system to assign the next
available chack # st the time of printing or erter & check # manually,

=

Quick Navigation
Haador
Ganeral Ladgar
Aocounts Payable
Inveican
Payments Recelvad
Paymant Advance
Digbursamant Pasting

11.
will be displayed.

In the Quick Navigation panel, click Invoices. All invoices for this client in the selected territory
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DHiburaafmant 100 1768
Ported: [T
Clearad) [T
Date Booked: &/1/2008

Crate Crasted) &1/ Z00F
Crasted Iyt Pamals? Stain

Entity Typai

Payasl

Bamk Hamai

Bank Account #;

Sl Acoount)

Balancs
Disburramant Amaunt:
Estimated Balanoe

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

Chack 81
Dascriprtion
Dishurssmuent Surnemary | Pay Al Selectod | Prant Post | Abart Cawe Al Fuers
[Salact All] [Cacalact All]
Invoita Dolicy frudit Favised
l-l-r.l.l!-:ll. Dats n aarn Bill Typa D than Balancm Ascigred  Bal
r [ 4r14/2003 14733 2nd Teritory Endossement (#5.000.00) fo.00 (43,000,000
r B 4nz/200% 14834 2nd Tamitory Tarm Policy $40,000,00 $0.00  $40,000,00)
This Page Total:  [25,000.00 00 §3%,00:0, 008
All Psges Totalt  §33,000,00 0,00 §33,000,00)

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

CLICHMTFROFILE | OPPORTUSITILS MAFELTING | POLEOCELS TLADMG SIRVILING | ATTALHFENTS ACTROHS TRAMIACTIONS DELIVERY

WE | HELP

SERNEH | OMGANLEATION | HEPONTS Bochmarka: Expand | Add | Rarmce

Clirnt Nama: Bmoke Slgnals . Ca In
ok del e v Dy
[ Add Murtar Invcica ] [ Ackd Maw Irwoica ]
Baled Vigw: | INvoite Sufil L Shavsieeg Page 1 of 1 Haarch Pltar: [2hou]
Invoica Tl
Effuctive Transaction s ko Palicy
Dretads rat Dt Booked Al b Typa 14 e ] Pyl (Dhest g bion Bill Hthod Asmounl Reivesrns
= 712004 Tiraizons Poatad Inwcica = $171 BOPSE4TT BoE Aeganay Bl §e.500.00 -~
E 10004 T/rz008 Porkad Inusica ' $1T4 EOPND4TIY BoP Aganay Bl (fezs.on) ==
2 L0 B0 TS 2002 Poakad Inyzica - L1BT BaSATH22E ¢""":T;"::*I Feganay Bl §E. 20000 --
Toibad: §%,075.00

Aranias Hon suiiv ey

Client level Unassigned Payments view:

nexsure

WE | HELE

SLEATION | HEPOHRTS Eocemarka: Expand | Add | Rarmow

CLICHNT FREOFILE | DPFPORTUSITICS AFEETING | POLEDCEES CLADNS AIRNVICIRG | ATTACHNEINTS ACTIONE THANSACTIONS GELIVERY
Client Nama: Bmoke Slgnals = In
I e B ST By
[ &dd Murtar Irvoioa | [ &cd Masw Irwoios |
Saluct View: | Unassignad Paymanty & Shivesieeg Page 1 0F 1 Saarch Pitar: [2haou]
Effnctive Tranaacton Palicy
Dotails Datn Dwtn Dooked Shmbos Typa 1 Inumica 1d urrkar Duscrighion Bl Mathod Arnount Pamsws
= 28 3004 - - n;:“:"._.::‘ 113 . - - Mm; ":J{'W 450000 -
B wewasem - - i 116 - - - s gl $2,575.00 -—
Totsl:  $8,07%.00

teangacHon SUMnasY

Receive Payment tab summary view:

Note Amount received on clients account displays as a Residual amount in receive payments tab
summary view.
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SEANLH | DRGANLIATOON | MEPONTS

OFCASIZATION PROFOLE | ALL EMFLOYIES | ALL LOCATIONS

Organization Nome: XOTT--Teaining 1 L Organization

crpamicatan

EBTI--Traimingl >> Earem Region > Earen Terrbery
Pagsgsie Page

gard Ble  Brarcbas  bacstiard | amployads  sceenbing | weedars

dumimary  dikap  ievaicieg Fatup geviralledger baab sceeurts lrassstlenr | bakch dunnang
wardadtiap dummary  garnal ety dibursgeeeets  pooches payments | depesit  acceusts payable  reeeaciliatien  irveices
Fikar: [fhow] [add Hau]
Dharkad Payaa Rafertmo Paymaent 10 Drms i e Armount SResidual  Treabed By Date Geeated Pested Panied Removs
B  Smcka Signale 334 140 partial passauta policy I,575.00 [2.5T5 00 Karan Patemcn | 70232004
B Srmcka Signaln | 7483 138 saymant in FuldBOP palioy (t.m:-:-}-.sn:- OO Faran Bakmrmcn 7025 2004

To process a zero disbursement

1. On the Primary Menu, click Organization.

N

Click the Territory tab.

Click the Details |%9icon of the appropriate territory.
Click the Accounting tab.

Click the Transaction tab.

Click the Disbursements tab.

Select appropriate bank account from the drop down list.

® N o o ko

Click Add New Disbursement link.

nexsure o

SEANCH | DMCANEEATION | REPONTE Bochmarka: Sxpand | Add | Mamow

ORGAMIZATION FROFILE | ALL EMPLOWELS | ALL LOCATIONS

Drganization Mane: ¥DTI--Tralningl ¥ |:_ rganiz: 5
staratin
AOTI--Trainingl => KEsren Beglen =3 Karen Territary
Proviom Pags
cardfile  branchsr  lecaticns  smplegess  scoamnbing | vendans

CEremAry | oktup  necicing catap  gerdral bedger  baakaccourtr  trasasctiens | batch sumenany

tranzection ceremary  jowssd srary  dsburiemasaty  recslas pasmastr | dspanit  sccourtegayable  reconcilivien  Irwslcar

Salem Bank Ascoun -
Bk of Amarca 3 0BESSS31 Tryst Atcount e |

Thers are no results for this search criteda.

nacicas raconcibastian sccoarks payabla  dapasit mecaivepaynarez dibememants jrueesd antry Eranmaction Tummary
BHICh By BRERCHORE Bk JCCOUBEE  Qenarklledier | iEIGEQ FRDIE  BOTRD FARny
wvardarr  mcousting  anpleysss  bocatiors  bunches  cendfils |

aigasizatian

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.

11. Select the client in the search results and click OK.
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- Micrasoft Infernet Explo, .
Saloct Cntiby I"I'E'.‘JQ':‘.LI'E
Entity Typat | Clinrt -
Entar at lasrt 3 dharsctars of the nema and dick
Fabrch,
o
Faladt Hermai
LSranley Smith
“alact oddrass:
123 Main w
Click K vo cealem dialetion, Samial B ralun o
UMM arE.
ok
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.
Dirburremenis
Crisbursemant I0: 156 Enkity Tapa: Cliant u‘;:ﬂl Nmﬂﬁlﬂ':d"
Posbed: Srcke Bignals &R Balancer $0,00 Ganersd Ledger
Sleareds Bank of smedica Accounti Payabla

Dats Backad: 7/Z/2004 Bank Account #3 LZIAETAZ

Data Craated: JI32004
Craatad By: Faren Petarson

Balarca: §223.305.00
Digbursarmant Arvount: 30,00
Estimeated Balarce: $Z43,7%5.00
Chiade #1
Dascription: Classing Client Balances

GL Accounds 04.001.0000.000. 00100300 Op-erating Acsount

Disbarsensind Suvnary | Poy AT Selecked Print FPost Alort

Favi Al Ronw

Fagaer Sracke Signals
123 Main
Bria, $f ¥Z8FL

* Dists Deoskad: '?_,iggmmq

Disbursenent | . ]
rdath=d: Check b

Chack &:

Huxsurs Tip

Cesoipkion,
50 Char. Hasx) Cleating Client Balances

Irfarnsd Heta:
(250 Char. Mas)

13. Click on the Invoices link in Quick Navigation.

14. Select all applicable invoices to pull into the disbursement.

* indicates sequired fels

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.

Invaloes

Paymarts Received
Paymart Advarcs
Disbursemnent Posting
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[[Setect All] [Deralect All]
Trwboe Paolicy Tradit Rowised

select Detaily Drake timmbar  bhambar mill Type Dreacriptian Halarcs Ausi 4 Bal.

= E‘ Fzalron4 4174 BOPI8:532 Endorramant [$e29. 000 fouoa  [feRs 00

= [ rzafzood 4187 BASETEIAE  Temn Policy $3, 200,00 00 E3200. 008

= B rzofzoos 4171 BOP9SLE34  Tamn Palicy §£,500,00 fou00 g6 S00. 00
Thiz Pags Total: $5,075.00 fou00  §9,078 o
All Pages Totall  $5.073.00 fo.00 #9075 00

Scenario:

e Invoice # 4171 full pay BOP policy.
® Invoice # 4174 return premium - BOP endorsement.

® Invoice # 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.

Oizhwramant [E: 156 Enkity Typa: Cliart ¢
Postad: Payaa: Smaka Sighali AR Balanca: $0.00
Cladrad: Bank Mama: Bank of Arancs
Date Bookaed: Fr2%2004 Bank Acosunt £: 12346543

GL Accourts O 00 L 0000, 000,00, 100500 Srparaking Aoosunt

Date Crastad: TIZFOZO04
Crented By Karen Patarsan

Balance: §24%, 75500
Dighurpsment Armourd: §0.00

Fetirnatad Balsmes: §243,7%5.00
Chack #:
Dazcription: Clasnng Cliart Balsncaz
Disbursernent Summarg]  Pay Al Selected ] Print Post | Mbart | Sawe | A R ]

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: 22004 Balarce: $242,755.00
Created By Faren Petesson isburseneent Arnounts (9075, 00)
Ertimated Balances $2592,520,00
Chadk ¥
Pepoiption: Clepdng Slient Balances
Desbursument Sy Fay &ll Suls 1 Frnt Foat Ahbort |1 Fawm .Jl Aadd e

19. Click Pay All Selected link under disbursement header.
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MHshurssmests
Casbursemsent 10 156 Entity Typai Chient
Poshed) Paveal Smoke Signals AR Balances $0, 00
chearedi Bank Mamel Bank of Armesice
Date Booked: T/2% 2004 Bank focgunt 81 12346T4F
GL Accountl 04, 00,0000, 000, 00, 100S00 Spersting Aooount
Dake Created; 73R Z004 Balance: §343.73%.00
Crasted By Karsn Paterpon Dicburgsrnent Armount: (£9.075.000
Ertirnated Balance: §252.830.00
Chmds, #:
Decoription: Slearing Client Balsmces
[ isbrsamant summary [ Pay Al Sulucted 9] Prnt | Post | Abort | Gawe | A fure ]

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.

Desdursements
Cisbursement Il 158 Erfity Typar Client
Posted Fayes Smoke Signals AR Balance 30,00
Clearad Bank Hamer Bank of America
Date Booked) 752702004 Bank Account &1 12346543

AL Acoguntn 04001, 0000, 000,00, 100500 Jperating Soosunt

Date Createds T/2902004
Srepted Byr Karen Feterson

Cesoiaptorn  Cleasing Slherd Balances

Dubumm-n!!m.yl Iy Al Selsctne Print Poak Ahort S I 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. On the Primary Menu, click Organization.
2. Select the territories tab and select the appropriate Details |%yicon for the territory that will be
receiving a payment.
Select the accounting tab.
4. Select the transactions tab and click receive payments.

5. Click Add New.
€] =10 x]

nexsure

Entity Type: IH'E"Iﬂl'AQEHT d

Enber at least 2 characters of the name and dick
search.

Search
Selact Hame

ABC Afhliate Agency, Inc, il
Hilb Rogal & Hamilton

MeGraw Insurance Services

Partland Agent ﬂ

Click OK to confirrn salaction or dick Cancal to ratum
ko th prévioud foraen.

Ok I Cancel I

5. Select the Entity Type (the default is Client) and search for the entity name.
6. Select the entity name and click OK.
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Fayments Received
Paymank 101 103 Entity Type: Client
Posted| Marme: Marnyn Tovers
Frocessed) 2rd Party Types
Date Bosked: &/1/200% Paymant Typst Chack
Diate Crasted: &/1/200% Payment Amount: $300.00
'i;tmd Byi Mike Magzars
R #1730
i Allocated: §0.00
Balance: $300.00
Paymnnt Surnmary I Pay Al Sobactnd Primt | Past I Save Belel e
-
* indicstas raquised fisld
Payas Maryn Towars
332%6 Chapman Parkvay
Brawe, <A 32821
-
Cate Booked: |&6/1/2005 i -3
Paymant Type: 1Che:k 'I
Fafarance & {'ITSU
*Papmant Amount { 30000
Deroriptiom Ll
=

P 13
General Ledger

i Payabla
CInvoices !
aymant Catails

Fleceive Papment Posting

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).

7. Click Save.

8. Select the Invoices link. All invoices for the selected client in the selected territory will be
displayed.
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Payments Recetvad

Paymant 1D 103
Fosted)
Processad)

Raferance #1 1750
Daperiptien)

Dats Bocked! &/1/2008

Date Craated: &/1/200%
Craated By: Mike Massaro

Payment Surmniary

Entity Type: Client

Mame: Maryn Towvars

2rd Party Typa:
Paymant Typa: Chedk
Paymant Amounts §300.00

Allocated: §0.00

Balance: §300.00

Print |

Poast Abairt

Savi

i Al Rayie

[Select A] [Deselect All]

e
 Pay Al salactad )
"1.-______._.‘-'

Showing page Lof 0 b N IE

Display: | 7 (Default) 'I

-

Select Dotalls  Date I Palicy Bl Type  Descripion  Balance Credit  Rewised
3 @  a/zefz008 1207 Paliey 2005 Tarm Poliey Term Peliey $300.00 $0.00
1} u /282003 1207 Policy 2005 Tarm Policy Term Policy $1,200.00 $0.00 $1,300.00
I3 m 1/28/200% 1207 Policy 2005 Tarm Policy Tarm Policy $800.00 $0.00 $800.00
1.8 B 1/28/200% 107 Policy 2005 Tarm Policy Tarm Policy $75.00 $0.00 $75.00
w u 1/ 38/ 2003 ixa7 Policy 2005 Term Policy Camier $50.00 0. 00 $50.00
|- u 1/ 28/ 20065 1207 Policy 2005 Tarm Policy Camiar Tax $1.30 40.00 $1.51
r B 1/28/2008 1214 Policy 2005 Tarm Poliey Tarm Policy $300.00 $0.00 $300.00
This Page Totali §2.826.50 00 §2.826.
All Pages Totali §72,712.00 0,00 §72.712.

9. Nexsure will automatically select the closest matching invoice based on payment and date. Click

Pay All Selected.

10. Click Post. Once received payments are posted, they will be available on the receipts screen of

the deposit tab.
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Stop Payments and NSF Checks

If a client’s receive payment has been returned to the agency after it was included in a deposit, you can 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.

1. Locate the original receive payment and click the Details |gyicon.
2. Click Reverse.
3. In the Post Reverse window, select the reason for reversal.

4. Select appropriate option. If Yes is selected, Select the Fee, enter the Amount and select the GL
account number.

5. Click OK to complete process.

The following actions should occur after completing the reversal of a deposited receive payment:
* Bank account should be credited for the amount of the reversed receive payment.
= Credit transactions should display in the bank account’s accounting transactions tab.
= Client’s transaction summary should reflect the reversal of all associated applications to invoices.
= Client invoice receivables tab should reflect the reversal of all associated applications to invoices.

» Client’s transaction summary should reflect the charge invoice created, if applicable.
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Deposits

To make a deposit

1
2
3.
4

6
7.
8.
9

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 Mame: Bank of America
Posted: [ Bank Account #: 11008
Clearad: |_ GL Accournt: 00,.000,0000,000,00,100000 Trust Account
Date Booked: Ceposit Total: #£0.00
Date Created: 772172003 Balance: $402,8932,032
Created By: Mike Mazsaro Deposit Amount: $0.00

Eztimated 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.

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.

10. In the Quick Navigation panel, click Receipt. This will show a list of existing received payments.

11. Select the payments you wish to deposit, or click Select All.

12. 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 dialog appears.

Y select Payes - Microsolt Internet Explorer provid =10] x]
Mexsurs Aocounbing Wre

Entity Search

Erntity Typa: ['-.-'n:n dor ;I

Enter at least 2 dharacters of the name and clids
search.

feor

Salect Hame:

Hew “rork Life
Staples

Select Address:
[44181 Paachtras Blvd =l

Clickh OK b3 canfirrm telaction or click Cameal b raturm
to tha prévious feraan,

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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A Accounts Payable - Microsoft Internet Explorer provided by ¥Dimensional Technologies, Tne. =101 x]
Accounts Payable 10: Payee: Cordon Accounking
44181 Peachtrea Bled
Posted: [ Peachires City, GA 30269
Procassed: [
Date Booked: |5/26/2004 =
Date Dues  [6/1/2004 i)
Cate Crested: 5/26/2004 10:50:47 AM Feferance:
Created Byi Mike Massare Description:  |Services
"““’sf“":::.;‘;'hh Print Past Abort Save Add Row
Nexsurs ACooun ting
Accounts Payable Entry
Account Number Description Debit Credit Remowe
[01.002.0000,000.00.220000 - Accounts Fayabls [services | | 500.00 =
[01.002.0000,000.00.801110 - Corporate Accounting | [Services | 500.00 | B
_{I »
Taotals: 1,000.00 1,000.00
Qut of Balanca: 0.00 0.00

9.

10.

Enter the Date Booked (current date is default).

Enter payable Date Due.

Enter an internal Reference and Description for the payable transaction (optional).

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.

11.

12.

13.

Summary.

well.

In the Credit field, enter the amount being paid. The difference (if any) will be displayed below.

Click Save to save the payable information, then click Post to return to the Accounts Payable

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
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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 items

1.

2.

5.

6.

On the Primary menu, click Organization. Select the accounting territory.

Select the accounting tab.

Select the Transactions tab and click accounts payable.

Click Add New.

S

Mexsure Accounting Wre

Entity Search
Entity Typa: ['-.-':n dor ;I
Enter at least 2 dharacters of the name and cide
search.

[eor

Select Address:
44181 Peachtree Blvd |

Click K b canfirrm selacion or click Camcal b raturm
to the previous scraen,

Ok Cancal

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.
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A Accounts Payable - Microsoft Internet Explorer provided by ¥Dimensional Technologies, Tne. =107 %]
Accounts Payabla 10 Payes: Cordon Accounting
44181 Paach |
Postad: [T 181 Paachtres Bled

Peachtres City, GA 20269
Procassed: [

Date Booked: |5.f”26r‘2004 i
Date Due: |6.n’1!200d =

Cate Crested: 5/26/2004 10:50:47 AM Feferance:
Created Byi Mike Massare Description:  |Services
"‘“’sf“"::::;'hh Print Past Abort Save Add Row
Nexsurs ACooun ting
Accounts Payable Enty
Account Humber Description Debit Credit Renmowe
[01.002.0000,000.00.220000 - Accounts Fayabls [services | | 500.00 =
[01.002.0000,000.00.801110 - Corporate Accounting | [Services | 500.00 | B

4 o

Taotals: 1,000.00 1,000.00
Qut 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.

trangaction summary  journal entry disbursements receive payments deposit  accounts payable  reconciliation

Select Bank Account:
[~ Please Select

[Expart] [Print]  Filter: [Show] [Add Hew]

(= 1

Details Select Payee Reference AP 1D Description Amount  Created By Date Created Date Booked Date Due Posted Processed Remove
_B v Fidelity Mutual a5 $250.00 Mike Massaro S/27/2004 S/27/2004  &/1/2004 F [ ]
_E ¥ Staples 84 supplies $300.00 Mike Massaro SF27/2004 S/27/2004 6/10/2004 P ]
_]? [ Cordon Accounting 80 Sarvices $500.00 Mike Massare  5/26/2004  5/26/2004  &/1/2004 [

Total AP lems: $1,050.00
Total AP Items Selected: $1,050.00

raconcilistion  accounts payable | deposit  recelve payments  disbursements  journsl entry | ErARSaction Summary

14. Select a bank account from the drop down list.
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15. Select AP items for auto processing by clicking in the Select box, or clicking the Select All link.

16. Click Process Accounts Payable. All selected AP items will be auto processed and will now
appear on the Disbursements tab.

transaction summary  journal antry  disbursements  receive payments  depesit  accounts payable  recenciliation
Select Bank Account: ) o
[Bank of America 5243318672 Trust Account =] showingpage 10f3 b 0 [1 = Filtart [ghov] [Add New Disbursement]

[Datails Payea Disbur, ID  thack Number Description  Amount treatad By Data Created Posted Printed Cleared Remove
=] Cordon Accounting 100 0 Samvices  $500.00  Mike Massaro 05/27/2004 | = [
@2 Staples a9 0 supplies  $300.00  Mike Massaro  0S/27/2004 7 ] ]
B Fidelity Mutual 98 0 $250,00  Mike Massaro 0s/z/2004 W r r
B Moore Group 85 0 40.00 Anne Hamemond  05/24/2004 [ ] ~ E}
B Moore Group 24 0 40,00 Anne Hamemond 0572472004 [T B ] B

17. To print a check for an item in the disbursement list, click the Details |gﬁ‘icon and click the Print
link.
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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 1of2 P N

Filters: [ Hide] [Show] [Add Mew Recanciliation]

Details Name Ref # Rec ID Descrpton Amount Created By Date Created Posted Remove
_@ Forbes Insurance 1206 $30,789.60 Rodney Gist 07/2%/2003 ~ -
=3 Rodney Gist 1205 $1,539.48 Rodney Gist 07/25/2003 [ =
= Forbas Insurance 1193 £79,082,30 Rodnay Gist 07/25/200%2 B

E Rodney Sist 1192 $2,991.94 Rodnay Gist 07/25/2003 p‘ -
To perform a reconciliation
1. On the Primary menu, click Organization.
2. Select the territory tab and select the territory you wish to reconcile.
3. Select the accounting tab.
4. Select the transactions tab and click reconciliation.
5. Click Add New Reconciliation.
Selact Entity I B@l e
Entity Type: | Carrier bl
Enker at least 3 characters of the name and dick
SE-ﬂF\d'lu
broker
Seledt Mame:
|annapolis Brokers (s)
|Annapolis Insurors (p
Fire Dwelling Brokers {
Prirmary Hamae:
Annapolis Insurors
Select address:
P O Box 8844
rd Carviers:
[Select All] [Deselact All]
[Jannapolis Brokers 3315 Main Street
[#] Fire Dwelling Brakers 3310 Wille Way
Click OK ko confirm selection, Cancel to return to
B AR,
[ ok | | cancel |
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).

7.

Click OK.
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10.

11.
12.

13.

14.

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. Verifiy that the proper amount appears in the Paid column.

Click Post.



Direct Bill Carrier Statement Entry 246

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. On the Primary menu, click Organization.

2. 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

© N o 0o~

Search for the appropriate Carrier, select Subordinate Carriers if applicable, and click OK.
10. The date booked field will apply to all items added.
11. Enter a description.

12. 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.

13. Click the ‘Add Carrier Statement Transactions’ link

Rz onsgilla ien
Racondliation [0: 107 Raceipt Total: 40,00 ek Havigation
Eribity Typs: Carrisr Dighurgarmanty Totsl Headar
Harns: Hanowsr Adjustrrents Tok Faoagts) i b urd @i nks
IrncomelReceivable Tot Transactions
Pagtad: Payabla Total: 40,00 Suustrnents

R liwticn Foati
Craka Crastad: 0773002004 scenclisbicn Fosting

Craatad By: Karen Paterden
Dt Procadiad: Craderipkian: Juna 2004 Skatarmiank
Racaip Chadaa:

R"s"-."“"‘"""'"‘“ | Pay Al Selected PHnt Post Absort Sawe Ackd Row Celivery

[Add Sarnar Ststarnscot Tranzactiona] Samrch Fikar: [Shou]

There are no results for Agency Bill.

14. 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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Reroacillatian
ik Mavioati
Raconcation [b1 107 Recaipt Totali $0.00 IS 5 ST
Enity Typd Carier Disbursemants Total 40,00 Header
Harnar Hanousr Adgustmants Totsl $0.00 Facwioty/ Dibursamants
IncomefReceleable Total: $0.00 Trananchans
Fortad: Faysbls Totsd: $0.00 Aectiugtreents
Feconcilistion Posting
Cesta Crasted: 07/ 20/3004
Crasted By: Ksrsn Petercon
Dats Precszzad: Dazcnption: June 2004 Ztaterrant
Rucaipty Chadh d:
M;m'::“" Croate Inwoices Frnt Post Abart T sidd Row [I e—
~
Gaarch Filbar: [Hida]
Ragion: Brardh: -
Tty [o p et @ g
Urak:
Bill Mathad: | Dirsct Bl - Dita Typa: | -Plasss Saloct- »
Bupinsrs Typs: ol b Date Range: S T Ta
Line of Businesst | apfisiahle Papers & Amounk Rangs: Tor
Commercial Auto
Personal Auto Chant Hama:
Beoilar snd Machinery * Palicy Mamban
=:| Emdisde o0 tranackens whare the eMfedive date i after the fearch £nding date,
Al £ paid 1 Unpaid
Sart Fiald 1: w ok Grder 1: | Sark Fiald 2: w  Bort Ordar 22 -
Search Chear b
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.
Fecenciliakion
Racandliation [D: 107 Fracaipt Total: £0.00 uick Navigation
Entity Typa: Carriar Disbursarmards Tatal: £0.00 f—
Hame: Hancuar Adruatmants Total: $0.00 Raceipts/Dishursarmants
Incoma/fecaivakls Total: §0.00 T nae M
Forted: Payabls Totsl: §0.00 Actrustmants
Rasandliabion Peaking
Date Crasted: O Z002004
Craated By: Karan Patarsan
Dt Procasiad: Daserptien: Junse 2004 Statamart
Racaipf/Chadhd:
"":,’““‘i"_':“" Create Tnwoioes Prnt Post Abart Save Aol Fves Delivery
search Filkert [Rhas]
Salact 8ll] [Dacalact All]
Select Detsils  Dats Ttem 1D Hrrmin. Palicy Bunber Amount  Paid  Ralsnce
0o e Trisao0d | ze3s Ricky 2 Lissy Ricardo HORB75543 $120.00 $0.00 150,00
D E TiLef 2004 2038 Micky & Lucy Ricarda PA12345E $330.00 §0.00 $330.60
O B TH 2004 | zE4d Fred and Ethel Medz PASETEZE $142,50 $0.00 14250
o e Traof2coa | a1z Tha Tropicsns Hight Cluk BOP1EI42453 $1,275.00 §0.00 $1,275.00
This Page Total:  $1,527.50 $0.00  41,827.50
All Pager Total:  §1,937.%0 §0.00 §1.927.=0

16.
.

The information in the unposted invoice, pulled from the policy info tab, can be edited.
Click on the “item id” hotlink to launch an unposted invoice into edit mode.
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.

Statement.

Click the Reconciliation link under the Invoice header to return to the reconciliation.

Repeat steps 16a-d for all unposted invoices where the amount does not match the Carriers
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17. Select the Clients, appearing on the Carrier statement, to create the Invoices for. Click the
Create Invoices link under the Reconciliation header.

Reconciation
Eeconalistion D: 107 Eacalpt Totsl $0.00 Ruizk Hakigaton
Entity Tepes Samwier Cisbursernents Total §0.00 Header
Hamel Hanower Adiustmaents Total $0.00 il S| B D b e
[noorne/Receivable Total $0.00 Trarssctans
Ported Payable Total $0.00 Adjudbmanta

Reconalistion Pogting
Data Crasted: OF/ 2072004

Craatad By: Karsn Patarzon
Ot Precsresd: Garenption: luns 2008 Statermant
Bacaipt/Chack#:

Fuconciliastion |{f' N \} | | .
[ Create Inveses Pt Post Abort Savie Aol Pozen Cchivary

-
Fearch Filter: [Shew]

[Salact all] [Dacsabect all]

Sebect| Details Dbz T 1D Hame Pradlee i Bl Amoeint  Paid Balance
Ia Fl1ejamba 2038 Eidey B Lucy Ricarde Pa133454 $330.06 §0.00 £330, oy
i T 004 ZBAL Frad and Ethal Martz PASET4IT 14250 40,00 #1420
= | T30y 2004 iz The Trogicana Maht Cluk BOP12342453 F1Z75.00 50000 $1.275.0:08
= @B 7/2B2004  ZOIE Ricky I Lucy Ricards HOPITEEA] §100.00 §0.00 F1o0. 00

This Paga Tatal:  §1,227.50 50,00  $1,927.50
&ll Pagar Totsl:  §1,937.50 §0.00 §1.927.=0

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

o o A 0w NP

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.
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

1.
2.

© © N o 0 kW

10.
11.
12.

13.

On the Primary menu, click Organization.

Click the Territory tab.

Click the details |g"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 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 Item 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
This Page Total:  $3,825.00 #£0.00  $3,825.00
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 HOB7G6543 180,00 $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 |gﬁ‘icon of the Agency Commission to enter the correct commission rate and

click OK.
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Edit Agency Commission
Screen Mode: Edit

Basiz: 4500

Commission Cnt
Lewe/LOB

Fate Type:
F.ake:

Cus: 675
Fremium
BOP(1)

“% of Pre

1

10

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).
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.

iwwalce  receivables  pagables

If people commission is based

Bill Tos54ath Strect Cafe
Addrere: 123 Secand
Ciky: Braa
Shatel O
Fhone:

ZipI9zEZ1

Quick Nawigation
[~Onwoice Haader

Bill To

Eolicy Hesdar I
Invoica Prarmiums
Invoice Hon-Rremiums
Inwoice Commissions
Tnuvoica Dakail

Invoice Posting i

| Reconciliation 125 |

% of Prerium 44,500, 00

$e7m.00

BOR(L)

% of Premium -5

$4.500. 00

(22500

Tkl -5 £

FRTTw T
o

rther Canmizsions

Faren T
E' Eatarsar, Frodurafrarniumy BOP[L] 100 Cammigxion Z0 | fevm.an (135,00
Karen £ oF Ay
| B | coerear, [FreducejPramiom BOP(L) 100 e | 20 [(hz2m.00den.00

&
Eaio

vt

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.

irwaice  recaivabler  payables

Clkgibres
STt 1 CA,
Phena:

Addrasa 133 Saccnd

Zipl

Bill TorS4th Street Cafe

kkabal

[ ¢ Ruconciabon 125

$573,

on

#oof Pramam | 8 [ paso0ca | rpras

) E

Tatal Agency Commassione:|  f458.

o ol Agands

ProducedPremiumm BOP(L) 100 i i 20 | 4675.00 [$13%.00
AN braducesPramiumm (L) 100 ?nfr:ﬁim 20 422500054500
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. On the Primary menu, click Reports.

2. On the Report menu, click Reports.

2} Meusure - Microsoft Internet Explorer provided by nsit = |5 il
Mexsure Reports rmlle
Reports

To begin creating a report, select the Report Type, Based on your
Report Type selection, Hexsure will load the avallable Report
Category, Next, select the Report Category, Hexsure will then load the
Available Reports area, Wouw 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 ;I

Report Category: | Accounts Payables =l

Available Reporks:
Account Current ﬂ

Vendor 1099 Dizbursement Surmmary

Vendor 1099 Disbursement Details

Carrier Pavables Summary

Carrier Payables Details :l

Dregeripliomn:

Cancsl | ok |

3. Select a Report Type from the drop down list.
Report Types:

e  Accounting

(] Management

e Clients/Contacts
e  Organization

e  Marketing

e  Opportunities

e  Policies
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e Ad-Hoc
4. If an Accounting report is being generated, select a Report Category.
Accounting Report Categories:
®  Accounts Payable
®  Accounts Receivable
e  General Ledger
®  Production
e  Profitability
®  Reconciliation
e  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 Pagables
Report: Account Current
Dascription: A listing of Inveices billed for specified carriers in a given month, Displays both gross and net amounts,
Select Report | Refresh | Print Selected | News Report Criteria
Showing Page 1 of 1 b N Search Options: [ Show ]
[ Salect &ll ][ Deselact All ]
Select Details Print  Wiew Report Name Batch ID Format Pages File Size Created By Created Status Printed  Remowe
r @‘ @ Q Account Current 168 PDF 4 64.212kb  Usa Archuleta 1’1‘:;::‘02:::1 Complete E % =
] ¥ Account Surrent 141 POF o Okb  Liza Archuleta ;leﬂ':’;zfg:& :;O?O%Fing ] £
omplete
r 4 & Q Account Current 103 PDF 3 61.11kb  Lisa Archuleta l’é;;f;:z; Complate = 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 can not 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

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.
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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.

9. Once a report is complete, click the Print icon %

Mexsure Accounting rm]re'

Update Batch Print

Batch: 254;
Shyle: |ﬁ.ccnunt‘ Current ;l

Praviaw I—;[
Farruati POF

printer; [Wanfax\HP LaserJet 8000 Series PCLSe x|

Restricted: ¥ chack this box to prevent ather user access

Prirvt Mow: r\_l"

I QK I Cancel

10. Select the default printer.
11. The Restricted option prevents other user's from viewing the report.

12. 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:
e  Enable special password requirements.
® Create specific log in and log out times by user.
e Add expiration date and time to login accounts.

® Lock down Login Screen contact link.

e | ock down mandatory General Ledger use by user.

e  Period Security - Enable specific individuals rights to post to locked month.

e  Email notification upon login.

Organization-Wide Login Security

To set organization-wide login security settings
To setup org-wide security, you must have administrator

1. On the Utility menu, click Setup.

rights.

2. In the Setup Console, click Security Administration.

sacurity policy  uservights tamplates  access log  T-Log

Please review and update organization security policy

Whan effactive date column is blank, tha rula takes effect immadiataly.
When expirstion date column iz Blank, the rule remains in effect indefinitely.

Rule Description Value
Enable user login expiration date and time He =
Enable access time restriction for users Ho =
Default time of day after which user is alloved to login 5:00 AM
an'.auk time of day after which user is not allowed to 6130 FM
legin
Require that passvords contain at least one special m
o =
characker
Require that pazsverds contain at least one numeric e B
charactar
Number of unsuccessful login atternpts before login name T —
iz locked
Humnber of minutes bafore locked login name is unlocked |1
Humber of days before users are required to change oy
passvord
Require that users change passvord on their first login Ho =
Humber of previous passwerds that cannot be reused 10 =
Email address to notify upen user lagin [default@address.cor
Save | Cancel | Default

3. Use the drop down lists to set the security level.

Effective Date

B
NI

of el Bl e Bl Bl Y el Rl R Rl

T-Log | accesslog

=

userrights templates  security policy

Note When effective date column is blank, the rule takes effect immediately. When expiration
date column is blank, the rule remains in effect indefinitely.

4. Click Save to keep the security settings.

Tip Click the Access Log tab to view a time stamped list of all login activity in your

organization.
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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. On the Primary menu, click Organization.

2. Select the employees tab.

3. Click the Details |§9icon for the employee you wish to modify the security settings for.
4. 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:
e Organization
e  Carrier
® Retail Agent
e Client
e  Additional Interest
e  Premium Finance Co.
e  Tax Authority
e Vendor

e  Financial Entity
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To add a User Templates

1. On the Utility menu, click Setup.

2. From the Setup Console, click Security Administration and select the user rights tab.
user rights
templates user assigned
Entity Typas:
|Grgani:atiun ;| [Add] [Cepy] [Edit] [Deleta]
Uzer Termplate Types: Description
Frm e e o |Full access to the Mensure System.
Manager
Producer
Representative
sample org user Statng
Crate Crested: 102502001 2:31:26 PM
Laszt Modified: FE0/2002 10:47:04 AM
Modified By: Admin Mexsure
user assigned  templates
user Fights
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 users 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,
ared « 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 #
(] Memo

. User

(] Date / Time

" 5 R ey e R
client Name: Mochashello's L Commercial Account

TLog

Filtar: [Show]
123456

Detail Task Operation  Client Hame Policy Ho.  Memo Usar ”‘ e DateTime ¥

B3 Client View Mechashelle's  NJA View Client rcifr::ls:::t?r"m £/3/2004 2105:12 PM

E4 Organization Wiaw Mochashalle's  Nf& View Organization Regions Michael Massaro 100004 2,01:23 PM

Adrninistrator
[ Senaniz atinn e Marhashella's  Ni& Miew Srnanizatinn Rranches Michael Massare  Lioronng 20100 B0

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
Taskpad. See Creating Actions.
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and 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.
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.

If the Action’s priority is considered

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.
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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.

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.

R A

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.
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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:

®  Categories
(] Types
(] ltems

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

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 Corporate/Subsidiary

Types

Franchiser/Franchisee
Partner/Partner

PEO/Client Company

How Relates (No System Generated Items)
Location Types Corporate Headquarters
(Client) General Office
Referred By Default Past Client

Financial Entity Location Types Branch Office

Corporate Office

Document Category Proposal
Integration
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Miscellaneous

Attachment File
Types

(No System Generated Items)

Delivery Types

Email
Fax

FTP

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

Dr.

Miss

Mrs.
Ms.

Titles

Account Manager
Default
File Clerk

Producer
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Premium Finance

Location Types

Corporate Headquarters

Compan
pany Home Office
Satellite Office
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
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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 Add New in the Item list.

Color Schamas
Lookup Management

DppOrtunitias

DI‘DQFIMI
Usar Rights Tamplatas
Drgourmant Tannplates

|
|
|
O erint slank Farms
|
|
|
|

Swacurity Administration

6. Enter the Item Label. This is what will appear in the drop down list.

lnakup managessent

Salect a Categoryand & Type to update
» dropdawn mane

Category
[E‘Ilen! E

Types

Client Relationship Trpes
Code Classas

Code Designation

Hawe Rlelates

Organization Legal Entity Types
Raferred By

Salect Itam

[cammercial

Manufscturing/Flant

Lo Lbvf e

Lecation Typs: [Satellite Office

7. Click [Add New] to add the New Item to the drop down list.

lsohup mansgement
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Editing Lookup Management Items

Note: Items in gray cannot be modified.

To edit 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.

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.

N ok

Click [Update] to complete the modification.

Deleting Lookup Management Items

Note: Items in gray cannot be deleted.

To delete 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 item you wish to delete.
Select the Item you wish to delete.

6. Click [Delete] to delete the Item from the drop down list.
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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. On the Setup Console, click Opportunities, then click Branches.
2. Click the Details icon E? beside the Branch you wish to setup questions for. The Templates tab
for that Branch will open.
3. On the Templates screen you can:
To add a question
1. Click [Add New]
2. From the Question drop down list, select a question.
3. From the Answer drop down list, select an answer.
4

In the Value field, assign a value based on the importance of the answer. For example, 1
being highest.

o

At the bottom of the dialog box, click Add.
6. Continue to add values to the remainder of the available answers.

7. When completed click Save. The new question will be available for that Branch next time
the Opportunities screen is accessed.

To create a new question

1. Click [Add New]

2. Beside the Question drop down list, click Add.
3. From the Answer drop down list, select an answer.
4

In the Value field, assign a value based on the importance of the answer. For example, 5
being highest.

v

At the bottom of the dialog box, click Add.
6. Continue to add values to the remainder of the available answers.

7. When completed click Save. The new question will be available for that Branch next time
the Opportunities screen is accessed.

To edit the value of an existing answer
1. On the Templates tab, only one question and it's corresponding answers will appear per

page. Select the answer you wish to change the value for and click the Details |gyicon
beside the answer.

2. In the Value field, enter or edit the value of the answer.



Nexsure Setup 268

To change the order of questions and answers
1. On the Templates tab, Click [Order].

2. All the questions will appear with a corresponding drop down box to input the desired
order.

3. Select an order place for each question.
4. Click Next. The answers for each question will appear.

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.

To delete a question

1. On the Templates tab, only one question and it's corresponding answers will appear per
page. Select the question you wish to delete and click the Remove icon.

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. Click [Add New]
2. Enter a Buying Mode. For example: Very Interested.
3. Enter a brief description of the Buying Mode.
4. Click Save.

To modify an existing Buying Mode
1. Select the Buying Mode you wish to modify.
2. Click the Details |gﬁ'icon beside the Buying Mode.

3. Modify the Buying Mode.
4. Click Save
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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

=

Click [Add New].
2. Enter the Contact Role. For example: Economic Buyer

3. 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.

4. Enter a brief description for the Contact Role (optional).

5. Click Save.

To modify a Contact Role

1. Click the Details |%9icon beside the Contact Role you wish to modify.
2. Modify the Contact Role
3. Click Save.

To change the order of Contact Roles
1. Click [Order]

2. Each Contact Role will have a drop down list. Select an order humber for each Contact Role.

3. 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~ e N

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 @9 icon next to the Label Name.
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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.

o1
4. Click the View “Licon. The form will open in a new window.

5. Click the Print %icon.

Note: To view and print forms you need to have the Adobe Acrobat Viewer installed. To leave
Nexsure and download it, click here.
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