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Employee Availability

After logging into Nexsure your name is displayed as an active link
at the bottom of the screen and is present on most screens.

%ure HDklE | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS Bookmatks: Expand | Add | Remo cted
CLIENT PROFILE | OPPORTUNITIES | MARKETING | JOLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Masons Grill 3
card file  profiling CORtacts lacations named infureds ralated accounts aszignment  classified o]
Primary Contact Mailing Address Stick-e-note [Add Mew]
Mame: Mr. Dante Mason Location Type: Accounting Office
Title: Gwner Address: 125 Maln Street Suite 350
E-Mail: maryo@sdti.com City: Brea State/Province: CA
Business Phone: (000) 000-0000 Zip/Postal: 92821
Country: United States
Fax Mumber: (7141 672-8908
Tracker Alerts
Date Created: 1/14/2005 GST Cpen Actions: 2
Client Since: 1/14/2005 CST
Assignment
Primary Branch Department Unit Raesponsibility Name
In Force...
Atlantic Branch Commercial Lines Unassigned Producer Mary Oberleitner
[ Commercial Aute ~
[+ Commercial Proparty
[+ General Liabiliy
Installation/Builders Risk
Occupational Accident
[# Umbrella - Commercial -
b
User: Mary Oberleitner = an " On At 37972006 3:16:36 PM CST

Status: Onfine {Available)

If your name is added as an assignment to a client
or policy, these will be active links as well.
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1. Click on your name when the link is active. H

2. After clicking on your name, use the drop-down
box to indicate your availability to others.

& | https:/ine> web16. nexsure.com - Contact Record - Microsoft Irﬂr... E”E|E‘

grd nesxsure

Contact Rg

online (Available) - [ Close ]
Golfing Name I
Gone For The Day eitner ) n Fpree...
Mary Cherleit
In A Meetin A herEnE emmercial Aute ~
onling (1 lable) - ommercial Property
nhne navallable
. - eneral Liability

Out With & Client
Vacation stallation/Builders Risk
Waorking From Horme ccupational Accident

! mbrella - Cammercial v

PR Phone Type Phone Ext | Description 5

Business Phone (714) 672-5500

Persanal Fax (714) 672-2908 "

&l

User: Mary Oberleitner.

é 0 Internet -

Status: Onfire (Available)

Employee availability may be found in two different places. If the user has changed their
status to unavailable, they prefer not to be disturbed by instant messages.

Clicking on any employee name will bring up the Contact Record. The
status of the employee is located at the top of the pop-up window.

A https://nexweb16.nexsure.com - Contact Record - Microsoft irﬂr... g = @

Contact Record

Goes By
Ermail 11 Rob Rohm

Motes:

PR Phone Type Phone Description

Thera are no phone records for this contact

€] Done 5 & tnternst
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The other place where availability can be seen is at Organization level.

Click the ORGANIZATION link on the Primary menu.

%ure HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS Bookrmarks: Expand | Add | Ren d

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

employees
Employee Summary Showing Page 1 of 1 1% Filtert [Shaw]
Details Mame Availability Goes By E-Mail Log Off
B obereitner Mary Online [Available) Mary maryo@sdti,com
B Rrohm, Rob Online (Available) Rob O
[ i 1
employees

Click the ALL EMPLOYEES link.

By default, all employees with an availability status of online are displayed.
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Adding or Modifying People Availability Selections

Lookup Management contains fields that may be modified by the organization. Keep in mind
when making additions or modifications that these affect everyone in your organization. Once
status has been used, it may not be removed from Nexsure. Instead of being deleted, a
warning message will be displayed advising that the status is in use. The status name may be
changed, but it will be changed on all records that are currently in use.

Accessing Lookup Management

1. Clickthe SETUP link located
on the Utility menu.

HOME | HELP | SETUP | LOGOUT

Baokmarks: Expand | Add | Remove Selected

lookup management

Expand  Minimize Select a Categoryand a Type to updats

O e a dropdown menu

ions

O color Schames Category People Availability Status

[0 Lockup Management ‘ Feople v Select Ttem

5] q =
Opportunitias Types TN

O print Blank Farms ETr e Gone Bor The Da

] o

O programs Marital Stotie In & Meeting

O pocument Ternplates Mame Prefixes

O security Administration

|Mame Suffixes Status Mame:

lPeople 4vailability Status { ............ sepeccsccsecsscsecs
Responsibility

Titles

.
o[ Add Hew ]
.
.

loohkup management

2. Click the Lookup Management link.

3. Use the drop-down Category box to select People.

4. In the Types list, select People Availability Status.

TIP: If your staff uses the Employee Availability status feature, you may want
to include the word "online” as part of the Status Name such as "Vacation -
Online”. By doing this, any employee currently online will be displayed in the
summary view on the Organization > All Employee screen without changing
the default view.
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Only those items in the Select Item box that do not have a gray font may be modified.

Use the following directions to add, modify or delete items for all Categories:

Adding an Item

1. Begin by selecting the Category titled People. .

Setup Console B loohup managemdnt

Expand Minimize

Select a Catflgoryand a Type to update
a drapdown fenu

[ actions
O coler schamas Category People Availability Status
O Lookup Management [reople ~| Select Item
Opportunities Types i ~
O print Blank Farms — GUH or The Day 1
OO pPrograms Marital Seatus In aAfMeeting v
O pocurment Termnplates Mame Prefixes
) o ) Marme Suffizes Stgus Mame: | g ‘

O security Administration People Availability Status

Responsibility

Titles

2. Select People Availability Status
as the Type.

3. To add a new status, at the top of the
select items list, click Add New.

4. Below the list is an empty field labeled Status
Name. Click in the field and enter the new status.

5. Click the [Add New] link below the field to add the status. '—

[ Add Mew ]

lookup management
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Modifying an Item

1. Begin by selecting the Category titled People. l

Responsibility
Titles

lookup managemdnt
E d  Minimi
=pan inimize Select a Cablgoryand a Type to update
O aui 3 dropdawn ffanu
ions
O color schormes Category People Availability Status
O Lockup Managernent People v Select Item
- add N

Oppartunities Types g s
O print Blank Forms Gone For The Da
0 Contact Roles w

Frograms Marital Status A
O pocurment Ternplates mama ;I’?J;!XBS

ame Suffixes StFus Mame: |In & Mesting

[ security Adrinistration Seople Availability Status

V'S

2. Select People Availability Status
as the Type for modification.

3. Locate the appropriate status in the
list and click on it to highlight it.

4. The name is now displayed in the field below the
list beside the type label, modify as necessary.

5. Click the [Update] link to save the changes. }

[ Delete 1 [ Update ]

lookup management
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Deleting an Item

1. Begin by selecting the Category titled People. l
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Expand Minimize

Actions

Colar Schemes
Lockup Managemant
Spportunities

Print Blank Forms
Pragrams

Document Templates

Ooo0ooxEO0O0

Security Administration

lockup managemdnt

Select a Cat@goryand a Type to update
a dropdown ffenu

A 4

Category

People £¥

Types

Contact Roles
Marital Status
Name Prefixes
MNarne Suffixes
~eople Awvailability Status
Responsibility
Titles

People Availability Status

Select Item
Add New ~
Golfing
Gone For The Da
hd

Sratle Mame: |In A Meeting

as the Type for

2. Select People Availability Status

deletion.

|

3. Locate the appropriate status in the
list and click on it to highlight it.

5. Click the [Delete] link to remove.

4. The name is now displayed in the field below the
list beside the type label, modify as necessary.

[ Delete ] [ Update ]

lookup management
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m If the status has been used, a message is displayed advising that the status is in use
and may not be deleted.

Microsoft Internet Explorer E'

' Unable to delete!
L] Skatus Mame is in use,

m If the status is not in use, a message is displayed asking for deletion confirmation.
After confirmation is provided the status is removed.

=

Microsoft Internet Explorer

.? b

& Are you sure you wank to delete this record?
e

I Ok J [ Cancel
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