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® Exporting and Importing Schedules
® Attaching Outlook Messages

Exporting and Importing Schedules

With large schedules there may be a need to have a client review the schedule for accuracy.
Use the following information to Export and Import these schedules in Nexsure:

HOW to Export Schedules

Typically, updated schedules are obtained prior to renewal, while policies are marketed for the
best quotes on behalf of the client. Active links are available on the schedules in this stage of
marketing. After copying the policy to Marketing through Servicing, access the schedule using
the Navigation tab on the underwriting page.

HOME | HELP | SETUP | LOGODUT

SEARCH | DRGANIZATION | REPORTS Bookmarks: Expand | Add | Remove Selected
CLIENTDROETIE | NDDORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELI¥YERY | T-LOG

Cle Company 3
marketing histary -~
showing Page 10f2 P 1 V Filters: [Shaou]
Line of Business
Policy Number stage Updated By Estimated Issuing Carvier
Details  Assign  Policy Type Status Mode Updated Date Premium  Policy Term Billing Carvier Remove
B o S::gaugs?sss Marketing o Mary Sberleitner 425,500,000 0%/20/2004 Faremast B
ge Panding 06/02/2005 0972042005 Faramast
Cormercial Property $1,200,00
Commercial Auto $7.500.00
Warkers Compansatian $5.000.00
Umbrella - Coramercial $2,500,00
General Liability $500,00
Equipmant Flaatar $3,300.00
Warkers Compansatian $0.00
Crime $1,000,00
AR/Valuable Papers $0.00
Garage and Desalars
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Tiprs AND FAcCTS

1. After accessing the Schedule to be exported
for client review, click the Export link.

nexsure HOwE | WELP | SETP | L0GD

SEARCH | ORGANIZATION | REPORTS Bo ke nd | Add | Re
CLIENTPROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | 1RANSACTIONS | DELIVERY | T-LOG
Glient Name: The Hinge Gompany 3
underwriting policy info assignment  attachments actions qualification transactions claims
Branch: Marys Branch Palicy Term: 09/20/2004 12;01AM PST navigation “Jlinszlerion
09/20/2005 12:014M PST = Underwriting
Falicy Type: Package Coverags Term:
| . . . ” Moot Bass Requirernents
B?ISI_”‘“QC ol F‘“““’st Ma:e' Na chng ARfValuable Papers
DI ‘I'ng M 5 b C:‘:T::erﬂﬁﬁ Stote‘ pewd' EliCCmraTeIa|faits
alicy Hurnber: St anding = ——
List I [ Print [
Producer
Vehicles Lookup | Import | Export Applicant
Bill
Sort [ addRecord | search | Prev | Next -
Cousrages - Auta
Details | Vehicle Number  Year Make Madel Body Type | Vehicle ification Numb e ——

Ed 1 2003 Ford F150 King Cab FIEETUTIETEIHIT IS & Couerages - Motar Carrier
E2 z 2003 Ford  Mustang 20 S4322316873678574 £l Endarsements
B 3 2003 Ford FED] King Cab 75457987984654987 ET] ™ vehicles
Ed 4 2003 Ford F1s0 Pickup FEI4ETEIABTETIIE e ’;:pr:ging addrass
Ed s 2003 Ford Taurus 40 34534565537678236 By T e
Ed 3 2005 Ford  Crown Victoria 40 23466560469237403 By Coverages
Ed 7 2003 Ford Explorer 54322316879978974 E} Drivers
General Info
Ed g 2004 Ford Forus 0 F4623T46126518961 & Additional Tnterast

The File Download pop-up is displayed giving an opportunity to provide instructions for the
download.

2. Click the Open button to display the schedule.

HOME | HELP

Client Name: The

underwriting palicy i

File Download R
ctont nomer e s | oisure

Do you want to open or sale this file?

Branch:

The following data is for disp ve & local copy.

Policy Type:

j Mame: data.xls
Iz=zuing Co: @JJ

Type: MicrosofExcel Worksheet, 9,54 KB

Billing Ca:

Policy Mumber: From: rmOweblfinexsure.com
List [ v

vehicles I Open ] [ Save ] [ cancel
Sort [

Iwayz azk before opening this type of file
Details Vehic

harm your computer. |f you do not trust the source, do not open or

@ Wwhile files from the Internet can be useful, zome files can potentially
save this file. What's the risk?

Rechmologios Page 2 7/2005 Issue 7




SEARCH | ORGANIZATION | REPORTS
CLIENT PROFILE | OPPOBIUAITIEE | MADVETIMNC | ROwIetee | et nthc | cEDMICTME | ATTAeUMENTE | AcTrome | YoasescTiowe | nerr
R e LT & hitps:/frmDweb1. nexsure.com - The Hinge Company > > Vehicles - Microsoft Internet E plorer
undervriting | palicy i
5 Client Name: The Hinge Company > ¥ehicles nexsure
ranch:
e The following data iz for display enfy. To edit cick export button and use the File -» Save 5. menu tddsave & local copy.
alicy Type:
Al = & PolicyDetailsID
Issuing Co: A [ B ] T ‘ D ‘ B ‘ B | =
B'”'_”g —k 1 _|PolicyDetailslD !VehID Veh_Order Vehicle ModelYear Vehicle Manufacturer Yehicle Model Vehicle —
Beliylimber) [ 2 | 186, 161 1 2003 Ford 150 King Cab
Lot | 3] 18356 162 2 2003 Ford ustang 20
Vehicles | 4 | 18356 163 3 2003 Ford 180 King Cab
Sort | L& ] 18356 221 4 2003 Faord 150 Pickup
T T B 183560 222 k) 2003 Ford aurus 4D g
e N A 18356 223 3 2005 Ford rown Victaria 4D W | ([uckers
& El 18356 224 7 2003 Ford xplorer pror Carrier
B [£98) 183560 225 g 2004 Ford ocus 2D
B 10
B Eiil]
B @ v hation
B 1 4 v n\ vehicles / |<im| v |
o
Deliver Export Cancel
o (ower) (Bort) (Gomwel) |
@1 é 4 Internet
™ meneral Liability
Crime

The Delivery e-mail screen is displayed automatically adding the schedule as an attachment.

Note: Do not change the Column header of the spreadsheet. If the headers
are changed the schedule will not import into Nexsure.
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delivery
email | fan

E [Clase][Send]

E-Mail Information =]

o Name Description Size Date Created
B Title: | ‘ * Wehicles. xls Wehicles /172005 %
B From: |Mary Oberleitner ‘ * Total Attachments: 1
From Ernail
AGT |mary0@xdt\.com ‘ *
To: | ‘*
To Ernail ‘*
i Address:
i ce: | |
BCC | |
Regarding: | |
Message: o

[* Required Fiald)
fan  email

delivery
@B |z

D = @ Done S @ Inkermet

l 5. Click the OK button. '

X

as sent successhully

Microsoft Internet Explorer
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HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remaove Selacted

Client Name: The Hinge Gompany

delivery

Showing Page 1of 1 Filters: [Show]  [Add New]

From Name To Name Tite Sent To Status Date via
From Email Client Name Regarding Message Time
Successful 7172005
Email sent 9120134 AM

Mary Sberleitner Mary Auto Schedule for review

mara@xdti, com The Hinge Campany Auto Schedule el

maryo@sdti.com

delivery

After the client has returned the revised schedule, attach the spreadsheet to the client’s
attachment list.

HOW to Attach Outlook Messages

1. Save the revised schedule to your local network or computer. If the Excel spreadsheet
was sent via e-mail, it may be attached through Nexsure attachments or by saving
the e-mail attachment only. If attaching the e-mail through attachments, make sure
to save the attachment separately from the e-mail.

2. After accessing the client file, click the ATTACHMENTS link.

nexsure HOME | WELP | SETUP. | LOGOUT

SEARCH | ORGANIZATION | REPORTS pand | Add | Ren

CLIENTPROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-L
Client Name: The Hinge Company

attachments

[ Install Active¥ ] Showing Page 1 of 1 [ DMS ] Filterss [ Show 1[ Hide 1 [ Add New ]

3. Click the [Add New] link.
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Tiprs AND FAcCTS

|
i
4. Select the Attach Outlook Messages option. ] |
i

2 https://nexweb7.nexsure.com - Create Mew Document - Microsoft Internet Explorer |Z||:E| |

Nexsure Office Integration

Add New Attachment

|
|
|
OAdd Attachrnent i
O Create Docurmnent with Termplate ;

O Create Docurnent without Tarmplate

_} @Attach Cutlaok Messages

|
|
1
|
OAdd External Attachrment 1
|
|
|
|

[ cancel ][ Next}}]
V'

é ‘ Inkernet

| l 5. Click the Next button. r
|
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6. Make sure a check is in the Allow access for box and
select a timeframe from the drop-down menu.

Microsoft (utlook

dhoose "Na",

v Allow access Far |1 rrinute j

Yes | Mo I Help |

7. Click the Yes button.

The first time you attach an Outlook message, a Tip pop-up is displayed providing the steps
to complete the addition of the attachment.

If you do not wish to see a tip every time, click the check
box beside Do not show this message next time.

Outlook will be launghed or vou'll be redirected to Qutlook if it's already open.

Select Cutlook fhessages and run the menu "Save As Mexsure
Attachment” topost messages

Run the menu "gvnchronize with Mexsure Ackion” to synchronize
Cuklook with Neksure ackion ikems,

Flease empty "Oeleted Items" Falder ko synchronize ikems propetly.

Click on O ko conkinue,

v
! E [ Do not show this message next Hime,

8. Click the OK button.
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Tiprs AND FAcCTS

l 9. Find the e-mail and highlight the message to be attached. '

File Edit “iew Favorites Tools  Help 0
\ A @) ) e ]

e Back -~ \_) @ @ l} /'._ Search :_;/\(’ Favarites @ Dy-\v .,;__; | ﬂ (@ .'ﬁ

Address @ htkps: jfmail odb, comfexchange) v Go
Dutloo eb Acces L i [ |

E Folders o (A o Use the Options page th set your local time 2one.

itner, Mary PNl EELCT |‘|'-% X |Q- 3 & |d§E| = |§ﬁ S [l | @ Help ] Lag OfF

j=nder t 0@ From ject size | ¥

nkacts = Auto Schedule

leted Items (71} Mary Oberlaitner [maryo@uxdti.com]

10. Go to File and select Save as Nexsure Attachment.

'\E:l [0 L) L ' 00

Mew 3
Qpen ]
Close All Tkems

Synchronize with Mexsure Actions

Save fs Mexsure Attachment

H Sawve bs..,
Save Atkachments 3
Folder 3

Import and Export...

Page Setup ]

Prink Prewyiew

ks

Print... Ckrl+P

Exit
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to save the attachment separately from the e-mail.

| |
| 11. A confirmation pop-up is displayed, click the Yes button ] |

Confirmation

» | Do vouwant ko getach attachments and post them separately?
\"() Subject: downlogd problems, xls

| Note: If the attachment is not saved separately, the schedule cannot be |
imported.
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Tiprs AND FAcCTS

HOW to Save the E-mail Attachment

1. Openthe e-mail and right-click on the attachment
and select Save Target As...

0 1 [ [

6 Use the Options page to sek your local time zone,

Sinew - |2 X b Qa1 - i 2 @] @neb Log of
* [0 From Subject Re Size | ¥
| 1 Mary Obe... Auta Schedule Fri7/1f200... 23, [ ~uto Schedule

Mary Oberleimer [maryo@xdy.com]

&Attachments can contain virused that may harm your computer.
Atkachments may not display cofrectly.

To: Obetleitner, Mary
Cc:

Attachments: | ] 575005601 hrfaq1a-hase-ddasasda1al 1252 =
wahiclac ~let  Ofen

in Mew Window

Save Target As...

| |
| |
I I
| |
| |
I I
| |
I I
I I
| |
I I
| |
| |
I I
| |
| |
I I
| |
I I
| |
I I
| |
| |
I I
| |
| |
I I
| |
I I
I I
| |
| |
I I
| |
| |
I I
| |
| |
I I
I I
| |
I I
| |
| |
I I
| |
| |
I I
| |
I I
| |
I I
| |
| |
I I
| |
| |
I I
| |
| |
| Prink Targek |
I I
| |
I I
| |
| |
I I
| |
| |
I I
| |
I I
| |
I I
| |
| |
I I
| |
| |
I I
| |
I I
I I
| |
| |
I I
| |
| |
I I
| |
| |
I I
I I
| |
I I
| |
| |
I I
| |
| |
I I
| |
I I
| |
I I
| |
| |
I I
| |
| |
I I
| |
I I
I I
| |
I I
| |
| |
I I
| |
| |

Mary,

Please rewview th

and remowve or ad

shoulc_i remain on Copy Shortcut
upcoming renewal

Thank you, Add ta Favarites. ..

Note: Depending upon how your e-mail is accessed, it may be necessary to
select the file and select Save Attachment instead of right-clicking.
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2. Find an appropriate folder location to store the attachment.

k. | BySw= A | Cui 7 M2000 ":'l ::UED EE”EHUIE
| _E [maryo@:xdti.com]

ﬁ_lF Download
.

Save As

Save in: | |2 email

= 11-752- =
[c) :
My Recent
Diocuments
@ edule
Desktop or the

2

My Documents

9

My Computer
iy File name: |f-81 b0-4319-b43e-dd35aede1811-252-V ehicles ¥ | [ Save ]
by Metwark Save as type: | Microzoft Excel Warkzheet v | [ Cargel

3. Click the Save button to store the attachment in the
designated location on the local network or computer.

4. Search for the client and then click the Details E? icon of the appropriate client. '

hG@UI’E HamE | HELP | SETUP | LoGOU

SEARCH | DRGANIZA TION | REPORTS Bookrmatks: Expand | Add | Remove Selecte

Hello, Mary Oberleitner

search

rou must search for a record prior to enteriffg a new one. After the results are returned you will be given the option to add a new record.

Branch: All Branches M DRl Mame Client Type Stage  Location Mame City St Prov. Zip/Postal Remove
Client Stage: B The Hinge Compan Commercial  Client 100 Western Drive  Brea [=13 92621 Em
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5. Click the ATTACHMENTS link to display the Attachment Summary page.

HOME | HELP | SETUP | LOGOUT
SEARCH | DRGANIZATION | REPORTS Bookmark cpand | Add | Remow lected
CLIENTPROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

Client Name: The Hinge Company

attachments

[ Install Active ] Showing Page 1 of 1 [CMS ] Filkers: [ Show J[ Hide ] [ Add Mew ]

6. Click the [Add New] link.

7. Select the Add Attachment option.

|.—” IME | HELP | SETUP | LDGOUT

& | https:/frmOweb1.nexs and | Add d

are.com - Create New Document - Microsoft Internet Explorer

CLIENT PROFILE | OPPORTUNI ¥ | T-LOG

Client Name: The Hinge
Nexsure Office Infegration ne\SUl'e

o R 5 Add New Attafhment e R ST e
nstall Active v ide en

Details Attachment N @ add Attachment e Created Remave

() Create Document with Ternplate

attachments

() create Document without Termnplate
attachments

O attach Outlook Massages

Add External Attachment

Add Files | |(CBrowse.. ]
Palicy: | Mone v V N
Note: Policy Number / billing Company / Policy Type
Certificate: | None v

Mote: Cert # [ Raf #

Attachmant |
Mamne:

Attachment

Description:

Date: |07/01/2005 25

G

8. Click the Browse button to locate
the vehicle schedule to attach.

é 0 Internet
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9ME | HELP | SETUP | LOGOUT
ted

cpand | Add | Rem

CLIENTPROFILE | OPPORTUN]| Choose file : 7 ¥ | TLOG
client Name: The Hinge Commercial Account

attachments

[ Install Activei ]

- J[ Hide ] [ AddHew]
Iy Fecent
Details Attachment N Documents

e Created Rernove

Desktop attachments

&

My Documents
¥ e

My Computer

w_
Iy Metwork File: narne: |5?32?b2f-91 bi-4319-b4 3e-dd85aede1 811 -252j Open

Flaces
Files of type: |A|| Files [77) j Cancel

(-:ﬁ

Eancel
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10. Complete the remaining fields on the pop-up so that it is easy to identify
the attachment from summary view or when importing the schedule.

%u 2 https://rmOweb1.nexsure.com - Create New Document - Microsoft Internet Explorer |;|

SEA
CLIENT PROFILE | OPPORTUNI
Client Name: The Hinge

attachments Nexsure Office Integration m.‘e

Add New Attachment

[ Install ActiveX ]

Datails Attachrhent + (® add Attachment

O Craate Document with Template

O Create Docurnent without Template
OAttach Outlook Messages

Add External Attachment

Add File: |C:\Documen15 and Settings\Mary Oberleitner\My Documentsiemail [ Browse |

Palicy: |None |

Mote: Policy Mumber £ billing Company / Policy Type
Certificata: | Naone Sl

Mote: Cert # / Ref &

Attachrnent "
} Narrie |Rwlnd Veh Schedule
Attachrrant |
Dascription |V|h Schadula revised by cient for upcorning ranawall |
Date: |07/01/2005 ]
l Cancel ] | Next >>
@Done é B Intedne

11.To save the schedule, click the Next button. Selecting
the Cancel button will abort the process.
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HOW to Import the Attached Schedule

1. Afterattaching the schedule, click on the marketing policy
Details E_J‘? icon to display the underwriting screen.

HOME | HELP | SETUP | LOGOUT
ed

sure

SEARCH | DRGANIZATION | REPDRTS Expand | Add | Ramouw

CLIEN TPROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERYICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
t Name: The Hinge Company »
attaghments
- Date Date Created
s L Created From: @ Created Tao: | @ By:
. Last
Docurnent ; Attachrnent
Type: All i Poliey Mot | [lErmeg Updated |
By
Status: | all v ety LOB:
L Carrier: |
Solf Field 11 | pate Created v Sort Order 11| Descending | Sort Field 2: | pate Created v Sort Od;” Descending | v

[ 1fstall Activex ] Showing Page 1 of 1 [ OMS ] Filters: [ Show ][ Hide ] [ Add Mew]

LOB/Palicy #
Cert #/Ref #

Created By
Last Updated By
Mary Obarleitnar
Mary Obarleitner

Attachment Hame Categary Description Document TypeStatus Date CreatedRemove

owgrs

B Revised Veh Schedule [H] weh Schedule revised by client for upcam Microsaft Excel o7ro1/z00s B

2. Open the schedule that will be imported (such as vehicles) and click on the Import
link located just above the navigation toolbar to display the Attachments.

n%ure HOME | HELP | SETUP | LOGO
SEARCH | DRGANIZATION | REPODRTS tks: Expand | Add | Rem
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACT ONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: The Hinge Company »
undervrriting policy info assignment attachments actions qualification transactions claims
Branch: Marys Branch Policy Term: 09/20/2004 12:0LAMJPST nauigation iD=t erion
09/20/2005 1Z2:01AMEPST E‘Underwriling
Palicy Type: Package Couarage Tarm:
_ . Base Raquirernents

IBiT.LIIngCCD: :nremns: ;taje: :arkehng ARSI Sk RS

pI II'ng N ; b c:r:':::-mnss sto tEI pewd' BiconimiErcilfauta

olicy Murnber: atus: ending B ACORD 127 CA

List [ Print I

Producer

Vehicles Lockup | Import | Export Applicant
Billir

Sort [ AddRecord | search | Prev | Next 2
Coverages - Auto
Details | Vehicle Number Year Make Model Body Type  Vehicle Identification Number  Remove SR g TSI TS
B it 2003 Ford Fis0 King Cab 7988YUTIETEIHITIE E} Couerages - Motor Carrier

Dimensional’
Technologies
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HOME | HELP | SETUP | LOG
SEARCH | DRGANIZATION | REPORTS Expand | Add | Re
CLIENTPROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERYICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

Client Name: The Hi _HE E|

Bookm

A hit ps:ffrmOweb 1. nexsure.com/efiles/clients/services/F...

underwriting | policy info attachments m=
Please select attachmant that you would like to import schedule igati i
T Fleass scle ity v P AT navigation | instruction
1AM PST 2 Undarwrt
Attachment Name Document naesring
Policy Type:
Salect Description Type Date Created Created B
B e ¥ Base Requirements
UG By () Revised Veh Schedule  Miasoft T El Cammerdial Auto
Ellllmg;‘?o: . Veh Schedule revized by Excel 07/01/2005 ©berleitner E ACORD 127 T¥
el AL Froducer
List ‘ Applicant
Vehicles | Irnpart | Export Billing
o [ 4 [ Next Coverages - Auto
ol v ex
Coverages - Truckers
Details Vehicle N r Remove

Coverages - Motor Carrier
1 Endarsermnents
= vehicles
P Tupe
Garaging Address
Rsting Information
Coverages

YUYy
FEFPHRF

Drivers
UM/UIM Selection
General Info

Additional Intarest
attachments Attachrments

é B Internet Rerarks
Cormmercial Properky

Workers Compensation

3. Find and select the appropriate schedule and then click the Import button.
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At the top of the Attachments import pop-up a message displays Successfully imported
schedule list. The Import button is no longer active and all previously entered data on the
schedule is overwritten.

E SEARCH | ORGANIZATION | REPORTS

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SER¥ICING | ATTACHMENTS | ACTIONS | TRANSACTIC
HICLISNTGERRGERET 2 hitps://rmOweb . nexsure.com/efilesiclientsfservicesiF ... [= |||:||E|

underuriting policy info attachments ms
Successfully imparted schedule list
Branch: 1AM PST
Please select attachment that you would like to import schadule 1AM PST
Policy Typa: infarrmation from.
Attachment Name Document
Izsuing Co: L.
S Select Description Type Date Created Created By
illing Ca: -
Palicy Humber: @ Revised ¥eh Schedule Microsoft LY
ity | Weh Schedule revized by Excel 07/01/2005 Oberleitner
Vehicles | Irnport | Expaort
Sort | 4 v | Mext
Details ¥ehicle N r Remowve
B 1 By
B 2 Bw
B 3 E
B 4 En
B 5 By
B 6 Bw
7
= Close E
2
E3 - B
attachments
@hl Daone 2 B Internet

4. Click the Close button.
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