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IN THIS ISSUE

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

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. 
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3. Click the Deliver button to allow delivery of the schedule to the recipient.

  

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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4. Complete the e-mail or fax details and click the [Send] link.

5. Click the OK button.
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Monitor the Delivery from the Client or Home Delivery screen. 

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.

3. Click the [Add New] link.
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4. Select the Attach Outlook Messages option.

5. Click the Next button.
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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.

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.

8. Click the OK button.
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9. Find the e-mail and highlight the message to be attached.

10. Go to File and select Save as Nexsure Attachment.
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11. A confirmation pop-up is displayed, click the Yes button 
to save the attachment separately from the e-mail.

Note: If the attachment is not saved separately, the schedule cannot be 
imported.
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HOW to Save the E-mail Attachment 

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

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.

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  icon of the appropriate client.
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5. Click the ATTACHMENTS link to display the Attachment Summary page.

6. Click the [Add New] link.

7. Select the Add Attachment option.

8. Click the Browse button to locate 
the vehicle schedule to attach.
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9. Highlight the schedule and click the Open button.
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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.

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. After attaching the schedule, click on the marketing policy 

Details  icon to display the underwriting screen.

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.
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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.

4. Click the Close button.


