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® Creating Documents Without a Template

Creating Documents Without a Template

In many instances, it is not necessary to create a template when corresponding with a client.
Correspondence with a client can be done with a quick letter. To create a document without a
template, perform the following steps:

1. The first step is to select the client. After selecting the client, determine the level
where the document is to be added. If the document is being created for one policy, it
is easiest to add the attachment at the policy level. Since the policy will automatically
appear by default, a search is not required. However, if doing the letter for multiple
policies, add the document at the Client - Attachment level.

2. From Policy underwriting level, click the attachments tab
to display the attachment summary for the selected policy.
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3. Click the [Add New] link.

HOME | HELP | SETIP | LOGOUT

SEARCH | ORGANIZATION | REPORTS
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dookmarks: Expand | Add | Rer ove

Client Name: The Hinge Company 3

underwriting policy info assignment  attachments actions qualifications histary transactions claims sumnmary of insurance

[ Install Active ] Showing Page 0 of 0 [ DMS ] Filters: [ Show ][ Hide 1 [ Add New]

Details Attachment Marne é:ij:fgg z Category  Description Docurnent Type Status i By

(Lot ki) B Date Created Remove

summary of insurance claims transactions histary qualifications actions attachments assignment palicy info underwriting

4. Click the Create Document without Template option. [EFNAH;

Eo&

Nexsure Dffice Integration rle Sure

Add New Attachment

Oﬁxdd Attachrnent

O Create Docurment with Ternplate

} @ Create Document without Template
'C}.N:tach Outlock Messages

Add External Attachrnent

Attachrnent Name: |Cc\nference Call |

—

Docurment Description: iLetter canfirming <all an ?-1-05!

Docurment Type: | Microsaft word W

Microsoft Excel

| cancel | [ mext=> |
V'

5. Enter an Attachment Name, a brief description of
the document, and select the type of Document,
Microsoft® Word or Excel.

6. Click the Next button. Clicking Cancel will abort
the process.
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At the top of the Policy Selection screen, the Policy Stages that may be selected are displayed.
These are generally only used when adding documents from client level. At the policy
underwriting level, the policy is listed by default and a change is not necessary.

Policy Stage Selection Description

Opportunities This option displays all Opportunities.

Marketing Displays all active Marketing quotes.

Policies This option displays current in force Policies.

History History is used in conjunction with one of the other selections.

Selecting both History and Policies together and clicking
the Search button displays all in force policies as well as
those in history. Policies that include a description are policies
found in history.

Selecting both History and Marketing together and clicking
the Search button displays all active Marketing Quotes and
Marketing Quotes in history. If the quote is in history, the
word Archived is displayed.

| hitps:/frmOweb1.nexsure.com - Mexsure - Microsoft Internet Explorer |Z||§|E|

Select Policy Stage:

To display policies in specific stages, click the box next to the stage to select. Select all that apply.

DOppu:urtunities DMarketing [Iralicies D.‘ﬁstorv

Line of Bus. |[Policy Number | Stage | Issuing Carder | Cvg Eff | Cwg Exp | Pol Eff | Pol Exp | Change | Desc

Cornrnercial
Auto

.. 79798-01|Policy |Ohio Cas.. |04/23/04|04/23/05|04/23/04| 04723705~ b
V' N

Back Cancel
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Microsoft Word will launch.

8. Insert the date by selecting Date and Time from the Insert menu. ]

I XDTI - Microsoft Word

P Fle Edit  Wiew

Format  Tools

= Ereak...

Tahle
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Window

Help

oo @ E R §§|\Q 100 - @|,‘ugead!

s I L Page Mumbers. ..

ENE )
i 0B Nexsure Fields

Date and Time. ..

Field...

| Picture 3

@ |
| — |

Date and Time

fvailable Formats:

EE: Symbol. . ey

Language:

7/1/2005
Friday, July 01, 2005

7105
2005-07-01
1-Jul-05
71,2005

ul, 1,05

1 July 2005

July 05

Jul-05

7/1/2005 4:05 PM
FIZ005 4:05:02 PM
4:05:02 PM

16:05

16:05:02

|English (.5 v|

[ ] Update aukamatically

Default, ..

[ Ok ][ Cancel ]

9. Select the appropriate date format and click the OK button. ]
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Tiprs AND FAcCTS

| (=1 |
| 10. Click the iR Nexsure Fields button to pull data into the document i
| from the client and policy data.

! PE@ XDTI - Microsoft Word

ile Edit Wew Insert Format  Tools  Table  Window  Help

; WA= RETIC AR A NN - A RN N -

| H m ;
i ..-.= Mexsure Fields Mexsure Save ! XML Tree i
1 =3 client :
} EE e e e e = [ MamedInsured ‘
| July 1, 2005 + [ ClientamelD |
1 - [ clientMame !
! FEmEmEmEmmemmEmEmmmEmme il S P 3 Th = Hinge Company !
| : [ Fem ‘
; I () uRL |
i v + D Prirnarsy ‘
: = + [ DBAName ;
} = [ ClientContact ‘
1 +-[1 PeoplelD !
! |
| 11. Click and drag the data from the XML tree to the document, |

making sure the cursor is placed where the data will go.
— MiddleInitia
D LastMare

01 smith |
[ suffi !
[ Goesky \
) Email 3 :

+ D Primary
+-[1 cClientLacation
= [ Commercial Auto
[ Palicy Ma. !
[ Effective Date \
[ Expiration Date |
[ NaIC Code |
D Zarrier Marme
] Palicy ID

+ - [ [ [ [ [

[£
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i 12. After completing the document, click the H Nexsure Save button ‘
to display the Save Document As options.

43 XDTI - Microsoft Word
3 : File Edit Wiew |Insert Format  Tools  Table  Window  Help |
| TRNEN" RN NN A AR W A R CRA N W= fr-
FEER |

t . ! i
| ¢ 1B Mexsure Fields Mexsure Save !
|

| EE : - : £ =~ FirstMame |

| O Glaria j
| g ) Middielritial |
| - D LaskMarne !
| [l smith |
| Y suffix |
| The Hinge Company [l GoesBy |
| Attn: Gloria Smith D) Emai i
i 100 Western Drive -1 Primary i

| [ ClientLacation
i Brea, CA 32821 +-[1 ClientLocationID ] ‘
i | +-[1 ClientLocationMame \
| =1 Mailaddress1 |

D 100 Western Drive
_— [ Maiaddressz

=1 mailCity

! D Brea !
i =1 Mailstate i
| D ca |

; - [ MailzipCode ;

[ Mailntaddress
5[ MailZountryID
| [ " |
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Tiprs AND FAcCTS

13. Select Complete to save the document without edit functionality.
Select Draft to come back and complete the document later. Clicking
the Back button will close the save window and display the document
again. Clicking Cancel will close out the document without saving it. !

File Edit Wiew Insert Format  Wools  Table  Window  Help
NEH SRV Ek B 9.8 a0 RSB S 0% @ Jeke |
ae=5 8 i
u= Mexsure Fields ! 1
_ SRR SRR RN R Sy i

July 1, 2005 |

The Hinge Company
Attn: Gloria Smith
100 Western Drive 1

Soe f

Sawve Document As

f+ Draft

— |
} " Complete [

\
Back. ‘ oK | Cancel !

Note: Do not click on the "X” in the upper right corner to exit the document !
unless you want to abort the document entirely. |
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After the document is saved, it is displayed on the Attachments list with the associated version
of the policy or at the Client Attachments level.

HOME | HELP | SETUP | LOGOUT
pand | Add | Re

SEARCH | ORGANIZATION | REPORTS
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: The Hinge Company »

underwriting policy infa aszignment  attachments actions qualifications histary  transactions claims  summary of insurance

[ Install Actives ] Showing Page 1 of 1 [ DMS ] Filters: [ Show ][ Hide ] [ Add New ]
LOB/Palicy # Created By
Details  Attachment Name Cert HiRet # Category Description Documant Type Status | J'[\U0% TF . Date Created Remove

i Commerdal Auto Mary Gherlaitner
B conference call Akl Letter confirming Call an 7-1-05  Microsaft word  Draft (2t ZP2ietinel o7/01/2005 B

summary of insurance claims  transactions history qualifications actions  attachments assignment  policy info underwriting
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