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® Adding Employees and Assigning Security Rights !
® Terminating Employees

® Reactivating Employees

Adding Employees and Assigning Security Rights |

How to Add Employees for the Organization |

Since employees may exist within multiple levels of the Organization, it is easiest to add all
Employees to the Organization level and then assign them to their applicable levels: Regions,
Territories, and Branches. Adding Employees to the Organization level does not automatically
give them security rights to this level. Security rights should only be added to the appropriate !
level. To add new Employees follow these steps: i

1. On the Primary menu, click the Organization
link to display the Organizations card file. |

|

nexsure e v 1 e o ‘

I

AR ORGANIZATIO REPOR |

ORGANIZATION PRO ALL EMPLO ALL LOCATIO |

Organization Name: XDTI--Training Org 972003 > 1

i

organization |

XDTI--Training Org 972003 |
Previous Page Add New

card file reqions  territories branches departments locations  employees accounting vendars |

2. Click the Employees tab to display a summary !
view of all Employees within the Organization. |

3. Click the Add New link to display the Add New Employee screen.

Note: Before adding anything in Nexsure, it is important to use the search !
features to keep from adding the same information again. Enter the last name |
and click the Search button to display all matches.
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Tiprs AND FAcCTS

4. If a match exists, either highlight and select Use Selection to use
the existing name or select No Match because the employee already
exists and does not need to be associated again at this level.

HOME | HELP | SETUP | LO

Bookmarks: Expand | Add | Remouve Se

--Training Org 972003 >> Adding A New Employee
Previous Page

card file regions territories branches departments locations  employees accounting vendors

employee detail accounting transactions

Apply Contact

(3 search Contact () Mew Contact ‘

Search Far Enisting Employes Record:

LastMame |jones

Contact Search Results ne Sure
Select A Contact Below

Bailey Jones dkerrick@®jdv-insurance.cia

Beth Jones

Betty Jones

Bill Jones

Bill Jones v

} [ Mo Match ] [ Use Selection ]
v
@j Dione é ° Inkernsk

5. If noinformation is displayed or No Match is selected, click the New Contact
option to display the fields for entering employee information.

Note: When adding new employees, it is important to note that not only
will the search result in employee records, but also contacts (added to your

organization at any level) that meet the search criteria.
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SEARCH | ORGANIZATION | REPORTS Bookmarks: Expand | Add | Rer Sele
ORGANIZATION PROFILE | ALLEMPLOYEES | ALL LOGATIONS
Organization Name: XDTI--Training Org 972003 3
Employee Information
Prefix First ML Suffix Goes By
v -
Title Sen DoR Social Security No.  Marital Status
v Male [E v

(000-00-0000)

Driver Information St/Prow, Licensed License Mumber Date Licensed

v

Is this the PRIMARY CONTACT for th O ves (No  ContactRele: v

The PRIMARY LOCATION for this emplopee is: | Waterford, IA [4479 Pontiac Lake Rd Ste 2] v

Personal Numbers

Type Number Ent Description
Home Phone v
Business Fhore v
Cell Phone v
Fax Number ~

E-Mail Address
E-Mail: E-Mail 2t

Contact Notes

How to Edit Employees for the Organization

Click the Search button to return all matching employees.

HOME | HELP | SEM P | LOGOUT

SEARCH | DRGANIZATION | REPORTS

ORGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS
Organization Name: XDTI--Training Org 972003 »

ove Selected

tookmarks: Expand | Add | Ren

organization

ZDTI--Training Org 972003

Previous Page Add Newr
card file regions territories branches departments locations employees accounting vendors
Employees Showing Page 1 of 12 (4] 1 % Filter: [Shaw]

Title E-Mail Deactivate

Details Primary Employee

Availability
B Woung, Jeanne Offline Defaule jeanne.yeungZ@thehartford.cam =

B Wates, Mike Offline Defaule E

[ e

Walsten, Laurel Cfline Account Manager Eo

2. To edit employee details, click the Details Eﬁ’ icon of the appropriate employee.

Note: If the selected employee has been associated at different levels and
is modified, all records will be changed. When an existing employee is used
elsewhere in Nexsure, an association to the original record is made, not a
copy of the existing record.
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3. Aftereditingtherecord, clickthe Updatelinkinthe ]
i navigation toolbar to store the modifications. l |

|

|

1 lUrganlzalen ame: 20 l——|raln|ng Org 972003 .

h organization

| I

} ADTI--Training Org 972003 => Laurel Walsten v }

| Previous Page Update |

| |
card file regions  territories branches departments locations  employees accounting wendors

| employee detail additional logins seCurity accounting transactions |

| Employee Information |

Prefix First MI Last Suffin Goes By

Ms, + | |Laurel i alsten ~ | |Laurel
; Title Sex =13 Social Securi ity Mo, Marital Status ;
: Account Manager ¥ Female 04/25/1980 L.l 121-00-0001 Married

| (000-00-0000) |

| How to Add/Edit Employees for the Region |

Adding employees to the Region level does not automatically give them security rights to this
level. Security rights should only be added to the appropriate login level. Add employees to
! the Region level only if they will need access at this level. Since the Region level will not allow !
f assignment to clients or policies, Service Personnel will not normally need access to this level. w
| Make sure not to add an entirely new employee but to search and use the employee added at |
Organization level. To associate employees to the Region level, follow these steps:

! 1. On the Primary menu, click the Organization link to display the Organizations card |

| file. |
2. Click the Regions tab to display a summary view of all Regions.

| 3. Follow steps 3-5 from How to Add Employees for the Organization (Pages 1-2). |

| It is critical that you use the Search option and associate the employee to this level |
since they were previously added at the Organization level.
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How to Add/Edit Employees for the Territory

! Adding employees to the Territory level does not automatically give them security rights to ‘
| this level. Security rights should only be added to the appropriate login level. If the employee ‘
i will receive commission, they must be associated to this level whether security access is |
granted or not. They are added to Territory level so that checks may be issued to them. Any
other employees would only be added at this level if security is to be granted. Make sure not
to add an entirely new employee but to search and use the employee added at Organization
! level. Granting an employee security at this level will not only provide them with security |
i access to the selected Territory but also the Branches that are added to this Territory. To |
| associate employees to the Territory level, follow these steps: |

} 1. On the Primary menu, click the Organization link to display the Organizations card
1 file. !

2. Click the Branch tab to display a summary view of all Branches.

} 3. Follow steps 3-5 from How to Add Employees for the Organization (Pages 1-2). ‘
! It is critical that you use the Search option and associate the employee to this level !
i since they were previously added at the Organization level. \

| How to Add/Edit Employees for the Branch |

Adding employees to the Branch level does not automatically give them security rights to
this level. Security rights should only be added to the appropriate login level. If the employee
will receive commission or will be assigned to the client or policy, they must be associated
! at this level whether security access is granted or not. Any other employees would only be !
3 added to this level if security is to be granted at this level. Make sure not to add an entirely \
| new employee but to search and use the employee added at Organization level. Granting an |
employee security at this level will only provide them with security access to the selected
Branch. To associate employees to the Branch level, follow these steps:

\ 1. On the Primary menu, click the Organization link to display the Organizations card w
; file. i
} 2. Click the Territory tab to display a summary view of all Territories.
| 3. Follow steps 3-5 from How to Add Employees for the Organization (Pages 1-2). |

It is critical that you use the Search option and associate the employee to this level
since they were previously added at the Organization level.
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How to Assigh Employee Security

m Granting an employee security at the Organization level will not only provide them with

security access to the Organization level but also the Regions, Territories and Branches that
are added to the Organization. Only Power Users and some Accounting Personnel should be
granted access at this level.

Granting an employee security at the Region level will allow access not only to the selected
Region but the Territories and Branches associated to the selected Region. If the employee
will be working at all these levels, grant security here and not at the Territory and Branch
for this Region. If the employee must also be assigned to the client or policy, add just as
an employee to the Branch without security. If the employee is paid commission, add as an
employee to the Territory and Branch without security at these levels.

Granting an employee security at the Territory level will not only provide them with
security access to the Territory level but also the Branches that are added to the Territory.
If they are only paid commission and will not need to have Territory security, do not add
security but only associate the employee to this level.

Granting an employee security at the Branch level will only provide them with security
access to the selected Branch.

1. Begin by accessing the employee’s detail information at the level that security is to be
added (Organization, Region, Territory or Branch).

Note: The employee must have been previously added to the appropriate level
before adding security.

organization

XDTI--Training Org 972003
Previous Page Add Nev

card file regions  territories branches departments locations  employees accounting vendors

Employees Showing Page 1 of 1 1% Filter: [Show]

Details Primary Employee Availability Title E-Mail Deactivate

B Brown, Traci Offline Default

B Brown, Dora Offline Default brown dora@zoins,com

B Brown, Rick Offline President rick brawn@sdti.com

vendors accounting  employees locations departments branches  territories regions card file

organization

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

Rochmologias Page 6 2/2009 Issue 9




organization

XDTI--Training Org 972003 >> training 100
Previous Page

card file = regions territaries branches  departments locations  employees = accounting  wvendeors

employee detail identity ~ additional lagins security accounting transactions

Employee Information

Prefix First MI  Last Suffix Gaoes By

| R | |training H:I | 100 || R | |Training |

Title Sex DOB Social Security Mo, Marital Status

| v|  [male ] | . || =]
(000-00-0000)

Driver Information St./Prov, Licensed License Number Date Licensed

| |
Is this the PRIMARY CONTACT for this orgznizatien? (O ¥es (8)No  Contact Role:

The PRIMARY LOCATION for this employes is: | Waterford, IA [4479 Pontiac Lake Rd Ste 2] v|

Personal Numbers [ Add Mew]

‘ Mo Phone Record(s) Found |

E-Mail Address

E-Mail: | E-Mail 2:

Contact Notes

accounting transactions

wendors accounting  employees

3. At the bottom of the Employee Detail screen there is a link: Click here to
make this contact a user. This link is only available prior to activating an
employee’s security. Click the word here to display the Security page.

Note: If security has been granted elsewhere, the link at the bottom of the
page will not appear, but the security tab is active instead.

Rochmologias Page 7 2/2009 Issue 9
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4. Complete the login information on this screen to grant
the employee access to your Nexsure site at this level.

organization

ZDTI--Training Org 972803 > Dora Brown

Previous Page Update
card file regions territoflies branches locations employees
employee detail additional logins  security accounting transactions
Employee Mame: DorafBrown User Status: Active

To addfedit a user for thispccount, enter the login information and click on the Save/Update link on the navigation bar at the top.
Login Information
Login name! dora@ins-email

Mew password:

’ Confirm new passward:

Time zone: | (GMT-05:00) Eastern Time {US & Canada) i

Automatically adjust clock far Daylight Savings Time (DST)
Lagin expiration date: =g and time:

Change of password required: [
Access allowed from: |6:00:00 AM

Access allowed untili |6:00:00 PM

Allow login on Saturday:

Allow login on Sunday:

Ooooo

Login dizabled:

5. After entering all the information, click the Save link on the Navigation toolbar and the
screen is refreshed now displaying the security link at the bottom of the page.

Note: Make sure to choose a Time Zone and select the Daylight Savings
Time check box if applicable. Enter any access limitations required for your
Organization by completing all the boxes to allow specific time frames or
even provide a specific login expiration date.
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n%um HOME | HELP | SETUP | LOI

SEARCH | ORGANIZATION | REPORTS Expand | Add | Re 1
ORGANIZATION PROFILE | ALL EMPLOVEES | ALL LOCATIONS
Organization Name: ¥XDTI--Training Org 972003 r

organization

XDTI--Training Org 972003 >> Dora Brown

Previous Page Update
card file reqions territaries branches locations  employees
employes detail additional logins  security accounting tkansactions
Employes Mame: Dora Brown User Status: Inactive

To addfedit a user for this account, enter the login information and click on the Save/Update link on the navigation bar at the top.
Login Information
Legin name: dera@ins-email

Mew passward:

Confirm new password:

Time zene: | (GMT-05:00) Eastern Time (US & Canada) b
Automatically adjust clack for Daylight Savings Time (DST)
Login enpiration date: Pl and time:

Change of password required: []
Access allowed from: |4:00:00 AM
Access allowed until: |11:59:00 PM
Motify admin upon login:
Allow login on Saturday:

Allow login on Sunday:

ogooo

Login disabled:

Wa recard(s) found. Click here to add security.

6. Click the link embedded in the sentence: No record(s) found. Click here to
add security.
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The Entity Type cannot be changed
and is preset to the current level.

The Entity Name cannot be changed
and is preset to the Organization.

v Type: | Organization w

P Entity Mame: | ¥DTI--Training Org 972003 +

The Status can be changed and —P staws: | Active v

defaults to Active. Choosing Inactive | user rights: | Adrministratar o

disables security at this level, which

means if they do not have security [ Cancel | [_Add |
at any other level; the user will not <~

be able to login.

é l‘ Internet

User Rights determine the level of security that is assigned to the user. User
Rights are added through Security Setup, which is not covered in this document.
For details, see Setup - User Rights Templates in Nexsure Help.

Clicking Add saves changes and Cancel aborts. When Add is clicked the screen
refreshes and the security displays at the bottom of the employee file.

7. Security for this employee may also be removed by clicking the Remove % icon.
Removing all user accounts for an employee releases the employee’s login.

User Accounts Showing Page 1 o0f 1

Primary
Details Location Entity Name Entity Type Rights Status Date Created

@9 |7 ®DTI--Training Crg 3720032 Crganization Representative Active 6/23/2005

8. Clicking the Details@f icon displays the User Rights Information
pop-up to allow security to be modified as necessary.

Rochmologias Page 10 2/2009 Issue 9
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‘2 https:finexweb?.nexsure.com - User Rights Informati... g|§|@

User Rights Information ne Sure

Entity Type: | Organization #
Entity Mame: | ¥DTI--Training Org 972003 +
Status: | Active W

User Rights: | Administrator R

é ﬂ Inkernet

Terminating Employees

When an employee is no longer employed, they may be removed from the Active employee list
but not permanently deleted. To deactivate or terminate an employee follow the instructions
below:

1. Click Organization, located on the Primary Menu.

2. Click the Employees tab at Organization level since all employees are added to this
level.

3. Click the [Show] link to display the Search criteria fields.

4. Enter the First Name and/or Last Name of the employee.

n%ure HOME | HELP | SETUP | LOGOUT

SEARCH | DRGANIZATION | REPORTS 2 ookm vand | Add | Re d

ORGANIZATION PROFILE | fLL EMPLOYEES | ALL LOCATIONS
Organization Name: XITI--Training Org 972003 »

organization

ZDTI--Training Org 974003
Previous Pag| Add New

card file regions  territfries branches departments locatins  employees accounting wendors

Employees Showing Page 1 of 12 4 1 v Filter: [Hide]

v v

Fitst Mame: Last Mame: |Browr| Ausilabiliny: Title:

Employes

-mail: v
E-mail A Current Employees

Sort Order 2t v

SortField 1t | Last Mame SorcField 2:

SortOrder 1@ | Ascending v

Details Primary Employee

5. Click the Search button to show all matches. Before terminating the employee make
sure to remove their security as shown in #7 of "How to Assign Employee Security”.
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HOME | HELP | SETUP | LOGOUT

SEARCH | DRGANIZATION | REPDRTS
ORGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS

Organization Name: XDTI--Training Org 972003 3
organization
XDTI--Training Org 972003
Previous Page Add New
card file regions | territaties branches departments locations  employees accounting vendors
Employees Showing Page 1 0f 1 1|w Filter: [Show]
Details Primary Employee Availability Title E-Mail Deactivate
B Brown, Traci Ofline Default &
E4 Brown, Dora Offline Accountant brown.dors@asins.com El
Ed Brown, Rick Offline President rick.brown@udti.com
vendors accounting  employees locations departments branches  territories regions rd file
lanization

6. Click the Deactivate % icon to the right of the Employee’s name.
Always remove security before deactivating an employee.

7. Click OK to save the information or Cancel to abort.

Reactivating Employees

If the employee returns to your employment, do the following to re-activate them:
1. Click Organization, located on the Primary Menu.

2. Click the Employees tab at Organization level since all employees are added to this
level.

3. Click the [Show] link to display the Search criteria fields.
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s
DRGANIZATION PROFILE

ARCH | ORGANIZATION | REPORTS
LL EMPLOYEES | ALL LOCATIONS

rmarks:

HOME | HELP | SETUP | LOGOUT

Expand | Add | Re

5. Select Terminated Employees from the
Employee Status drop-down menu.

6. Click the Search button to show all matches.

organization Name: XRTI--Training Org 972003 »
organization
XDTI--Training Org 973003
Previous Pa Add New
card file reqions terrifhries branches departments locatifns employees accounting wendors
Employees Showing Page 1 of 1 1w Filter: [Hide]
First Mame: LaztMame! |Brown Auailability: Title:
J—— Employes
E-mail: [ Current Employees v
SertField 1: | Last Name + Sort Order 1 Sort Field 2; A Sort Order 2; v
Details Primary Employee Availability Titde E-Mail D ate
E4 Brown, Traci Offline Default
B Brown, Dora Offline Accountant brown.dora@acins,com
B Brown, Rick Offline President rick.brown@sdti.com
vendors accounting employees locations departments branches territories regions ard file

ofganization
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HOME | HELP | SETUP | LOGOUT
xpand | Add | Re

Bookma cted

SEARCH | ORGANIZATION | REPORTS
ORGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS
Organization Name: XDTI--Training Org 972003 3

organization

XDTI--Training Org 972003

Previous Page Add New
card file reqions  tarritories branches departments locations  employees accounting vendars
Employees Showing Page 1 of 1 1w Filter: [Show]
Details Primary Employee Availability Title E-Mail Reactivate
E4 Brown, Traci Offline Default
vendors accounting employees locations departments branches territories regions

7. Click the Reactivate icon to the right of the Employee’s name.

SEARCH | ORGANIZATION | REPORTS
DRGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS
Organization Name: XDTI--Training Org 972003 3

organization

XDTI--Training Org 972003

Previous Page Add New
card file reqions  tarritories branches departments locations  employees accounting vendars
Employees Showing Page 1 of 1 1|w Fileer: [Show]

Details Primary Employee Availability Tide E-Mail Reactivate

Eg Brown, Traci Offline Default

vendors accounting employees locations departments branches territories regions card file

ganization

9. To activate log-in security, click the Details E” icon to
the left of the employee name to display their details.
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10. Click the security tab to create a login and add security if the reactivated
employee will have access to your Nexsure site. To add security, see
“How to Assign Employee Security” earlier in this Tips & Facts.

organization

Training - Documentation Org >> Dora Brown |

Previous Paga Save
card file | regions territeries branches locations | employees
employee detail identity  additional lagins security accounting transactiens
Employes Name: Dora Brown User Status:

To add/edit a user for this zccount, enter the login infarmation and click on the Sawe/Updats link on the navigation bar at the top,

Login Information

Login name:l

Wew passward: |

Confirm new password: |

Time zone: I(GMT-DB:DD) Pacific Time (US & Canada); Tijuana ;I
[T Automatically acjust clock for Daylight Savings Time (DST)
Login sxpiration dates [ | B and cimes |
Change of passwerd required: [
Access allowsd from: [1:00 AM |
Access allowed until: [11:30 M|

Natify admin upan login: [

Allow login on Saturday: v
Allow login on Sunday: W
Login disabled: [
accounting transactions security | additicnal logins identity  employee detail
employees  locations branches territories regions card file

organization

Once the employee is reactivated and security added, the user can log into Nexsure.
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