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® Context Tools

Context Tools

Context tools are used to provide shortcuts to various functions in Nexsure and can be
accessed on specified CLIENT SEARCH, HOME > Home menu screens (ACTIONS,
OPPORTUNITIES, MARKETING, BINDER LOG, EDITS, AUDITS, EXPIRATIONS,
ENDORSEMENTS, CANCELLATIONS, CLAIMS) or HOME > Client menu screens (CLIENT
PROFILE, OPPORTUNITIES, MARKETING, POLICIES) in Nexsure by right-clicking the

blue Details E’ icon or the other Details E? icon. Below are definitions for the context
tools.

Blue Details Icon

The blue Details E’ icon directs the user to the CLIENT PROFILE screen. The following
steps can be performed for each blue Details E’ icon found on HOME > Home/Client
menu screens:

1. On the Utility menu, click HOME.

2. On the Home menu, click the desired option.

HOME | HELP | SETUP | L
SEARCH | ORGANIZATION | REPORTS Bookmarks: Expand | Add | Ren
ACTIONS | OPPORTUNITIES | MARKETING | BINDERLOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY
Hello, Mary Oberleither

actions

all v BB s outiook Showing Page 1of 1 1w [Export] Filkers: [Show] [Add Mew Acion]

tlient Name Action Topic Due Date Days Left Created By Updated By
Details _Priority Action Type Policy Info Status  Due Time (Overdue By) Assigned To Created On updated On

@ Open ‘

ar Mary
fp Addew Oppmtumty‘ i berlaitner =rleitner Cberleitner
Market New Ling of Business /1142005 10/11/2005

0 Messagels).

3. Right-click the blue Details E’ icon on any of the
Home screens to bring up the available options.

4. Left-click an option to access:
m Open: Opens the Client Card File.

m Add New Opportunity: Opens the Add New Opportunity window to choose an
LOB (Line of Businesses).

m Market New Line of Business: Adds a marketing record with the current date as
the effective date for the submission and brings up the Add LOB screen.
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Other Details Icons

The following steps can be performed for each Details @5’ icon within each HOME >
Home/Client menu screen:

HOME > ACTIONS

1. On the Utility menu, click HOME.

2. On the Home menu, click ACTIONS.

HOME | HELP | SETUP | LOI

SEARCH | ORGAMNIZATION | REPORTS Bookmarks: Expand | Add | Rermove Sel

ACTIONS | OPPORTUNITIES | MARKETING | BINDERLOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY

Hello, Mary Oberleitner 3
actons
S :
all | 2 Mz outlook Showing Page 1of 1 1 & [Expart] Filters: [Show] [Add Mew Ackion)
client Name Action Topic Due Date Days Laft Created By updated By
Datails  Priority Action Type Policy Info Status Due Time (Dverdue By) Assigned To Craated On Updated On

B  Winston Auto Parts

- ) Mary Mary

cting 10/31/F006 Mar ; 5
B o en{ == bl Cherleitner
P ST enent TIUTAM Cs Eemer 10/11/2005 10/11/2005

Add News Action {
Mark Az Closed

Right-click the Details E? icon on the HOME > ACTIONS
screen to bring up the available options.

4. Left-click an option to access:
m Open: Opens the current action to edit.
m Add New Action: Opens the Add New Personal Action screen.

m Mark As Closed: Allows the action to be closed without adding a new memo to
the action.

m Print Application: If the action is associated with a policy, click this link to print
the forms associated with the policy.
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HOME > OPPORTUNITIES

1. On the Utility menu, click HOME.

2. On the Home menu, click OPPORTUNITIES.

HOME | HELP | SETUP |

SEARCH | ORGANIZATION | REPORTS : Expand | Add | Re

ACTIONS | OPPORTUNITIES | MARKETING | BINDERLOG | EDITS | AUDITS | EXPIRATIONS | ENDDRSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY
Hello, Mary Oberleither
opportunities

all v Showing Page 1of 1 1% Filters: [Shaw]

tlient Name Policy Type User / System Updated By X-Date
Details _Assign Line of Business Grade (Score) Status Updated Date Commission BOR Date Program Contacts

E»  John Smith

= Siluar/Bronze 2 - Awaiting TR n n .

B i 11/04/2003

i, Add Mew Line of Businass‘
et e
o Pl= In 7Pl Toseq Mann,- 1berlner||ner a0 G A - I o

3. Right-click the Details If;lf icon on the HOME > OPPORTUNITIES
screen to bring up the available options.

4. Left-click an option to access:
m Open: Opens the qualification screen.

m Add New Line of Business: Opens the Add New LOB screen for the
opportunity.

m Market: Moves the opportunity to the marketing stage.

m Print: Click this link to print the forms associated with the opportunity.
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1. On the Utility menu, click HOME.

2. On the Home menu, click MARKETING.

| HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selectad ¥
| BINDERLOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY

ACTIONS | OPPORTUNITIES |
Hello, Betsy Cormier Home

marketing
[All =l Showing Page 1 of 1 I‘I ha Filters: [Show]
Client Name Policy Type Stage Updated By Billing Carrier
Details _ Assign _ Policy Number Line of Business Status Date i i Policy Term Issuing Carrier
=4 John Powers (Personal Lines) |=]
: - Monoline Marketing Batsy Cormier £0.00 D 12/04/2008 Unassigned
: Open T ey T I T

Add Mew Line of Business 4 =i
B+ Market Ex\sh’ng‘
Print:
Rate
Send To Histor

s 1
Workers Compensat Pending 12/09/2008 12/04/2009 Hartford fnsfirafjce 5

marketing application. 1

Right-click the Details E" icon on the HOME > MARKETING
screen to bring up the available options.

4. Left-click an option to access:
m Open: Opens the underwriting tab.

m Add New Line of Business: Opens the Add New LOB screen for the marketing
submission.

m Market Existing: Copies the forms and adds to marketing with the expiration
date of the submission as the effective date to create a new marketing
submission.

m Print: Click this link to print the forms associated with the marketing submission.

m Rate: Available only when integration with a Rating Vendor System is possible.
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HOME > BINDER LOG

1. On the Utility menu, click HOME.

2. On the Home menu, click BINDER LOG.

HOME | HELP | SETUP | LOGOUT
SEARCH | DRGANIZ "N | REPORTS 3 | Add | R e

ACTIONS | OPPORTUNITIES | MARKETING | BINDERLOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CAMCELLATIONS | CLAIMS | INTERFACE | DELIVERY
Hello, Mary Oberleitner 3
binder log
Branch: | All v
Wigw! |Agency Issued Binders v showing Page 1of 1 1+ Filters: [Shaw]
Client Name Policy Type Stage Updated By Annualized § Coverage Eff Date Billing Carrier

Details  Assign  Policy Number Line of Business Status Last Updated Billed Premium Coverage Exp Date Issuing Carvier

=4 Winston Auto Parts  (Commerdial Lines)
R Monoline Palicy Mary Sberleitn $0.00 D 01/05/2006 Hartford

Upen‘ ....... il Gy

Markek Existing‘
Print:

SErYICe:

Right-click the Details B icon on the HOME > BINDER LOG
screen to bring up the available options.

4. Left-click an option to access:
m Open: Opens the underwriting tab.

m Market Existing: Copies the formsand adds to marketing with the expiration date
of the submission as the effective date to create a new marketing submission.

m Print: Click this link to print the forms associated with the policy.

m Service: Opens the servicing tab allowing a service option to be selected while
maintaining this policy as the policy being serviced.
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2. On the Home menu, click EDITS.
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SEARCH | DRGANIZATION | RET' 15

Hello, Mary Oberleitner
adits

All v

Showing Page 1of 1

1

v

HOME | HELP | SETUP | LOGOUT

arks: Expand | Add | Rer
ACTIONS | OPPORTUNITIES | MARKETING | BINDERLOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY

Filtars: [Show]

Open <

Client Name Policy Type Stage Updated By Annualized $ Billing Carrier

Datails  Assign  Policy Number Line of Business Status Updated Date Billed Premiunm Policy Term Issuing Carvier
B Janet Anderson (Personal Lines)

1 Monoline Edit Mary Oberleitn $II.I'II'ID 05/06/2006 Utica Mational

Abort Edit

T

Y

e

T

Post Edit

Pr\nt‘

Right-click the Details |f::..l?7 icon on the HOME > EDITS
screen to bring up the available options.

m Post Edit: Posts this edit.

4. Left-click an option to access:

m Abort Edit: Aborts this edit.

m Open: Opens the underwriting tab.

m Print: Click this link to print the forms associated with the edit.
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HOME > AUDITS

1. On the Utility menu, click HOME.

2. On the Home menu, click AUDITS.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS 1=3] ark xpand | Add | Rerr
ACTIONS | OPPORTUNITIES | MARKETING | BINDERLOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY

Hello, Mary Oberleitner 3
audits

All v Showing Page 1of 1 1% Filters: [Show]

Client Name Policy Type Stage Updated By Annualized § Eilling Carvier
Details  Assign  Policy Number Line of Business Status Updated Date Billed Premium _ Policy Term Issuing Carrier

B Winston Auto Parts  (Cornmercial Lines)
e Monaline Audit Mary Oberleitn $0.00 D 03/17/2005 Hartford
Open Ll e o TR Eroon T T

Abart Audit Ty
Post Audit

Print ‘
Service

Right-click the Details & icon on the HOME > AUDITS
screen to bring up the available options.

4. Left-click an option to access:
m Open: Opens the underwriting tab.
m Abort Audit: Aborts this audit.
m Post Audit: Posts this audit.
m Print: Click this link to print the forms associated with the audit.

m Service: Opens the servicing tab allowing a service option to be selected while
maintaining this policy as the policy being serviced.
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1. On the Utility menu, click HOME.

2. On the Home menu, click EXPIRATIONS.

nexoure
ACTIO OPPO n
Hello, Mary Oberleitner

expirations

All v Showing Page 1of 1 1 [Export] Filters: [Show]
tlient Name Policy Type Stage Updated By Annualized § Billing Carrier
etails  Assign  Policy Number Line of Business Status Mode Updated Date Billed Premium __ Policy Term Issuing Carrier
B Janet Anderson (Personal Lines)
o —————————"e—esasao —end Monoline Policy N Mary Oberleitn $0.00 D 08/07/2005 Arnerican
Open Lozl *
Market Exlst\ng‘
Prink:
Renew i = brepbe 4% afce|
Umbrella - Comrmerc Bound 05/09/200& £0.00 D
Send To History I
Service

screen to bring up the available options.

3. Right-click the Details E? icon on the HOME > EXPIRATIONS

4. Left-click an option to access:

m Open: Opens the underwriting tab.

m Market Existing: Copies the formsand adds to marketing with the expiration date
of the submission as the effective date to create a new marketing submission.

m Print: Click this link to print the forms associated with the policy.

m Renew: Selects this version of the policy to renew. There is no opportunity to
select policies from marketing, split or combine policies.

m Send to History: Opens the underwriting tab and the Reasons window to
select identifying why the policy is being sent to history.

m Service: Opens the servicing tab allowing a service option to be selected while
maintaining this policy as the policy being serviced.
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2. On the Home menu, click ENDORSEMENTS.

Hello, Mary Oberleitner

SEARCH | DRGANIZATION | REPORTS =
ACTIONS | OPPORTUNITIES | MARKETING | BINDERLOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIYERY

HOME | HELP | SETUP | LOGOUT

endorsements
all v showing Page 1of 1 b Filters: [Show]
tlient Name Policy Type Stage Updated By Annualized § Coverage Eff Date Billing Carder
Details  Assign  Policy Number Line of Business Status Last Updated Billed Premium Coverage Exp Date Issuing Carer
B Adam Signs (Cornmercial Lines)
S_nacemon Monoline Endorsement Mary Oberleitn $0.00 D 05/11/2006 Penn Mational
Open L e T T 2 ” s

Print:

Service:

Right-click the Details @? icon on the HOME > ENDORSEMENTS
screen to bring up the available options.

4. Left-click an option to access:

m Open: Opens the underwriting tab.

m Print: Click this link to print the forms associated with the endorsement.

m Service: Opens the servicing tab allowing a service option to be selected while
maintaining this policy as the policy being serviced.
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1. On the Utility menu, click HOME.
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2. On the Home menu, click CANCELLATIONS.

SEARCH | ORGANIZATION | REPORTS

Bookmarks: Expand | add | Rem

ACTIONS | OPPORTUNMITIES | MARKETING | BINDER LOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CAMCELLATIOMS | CLAIMS | INTERFACE | DELIVERY

Hello, Mary Oberleitner

cancellations

HOME | HELP | SETUP | LOGOUT

ected

all v Showing Page 10f 1 1 Filters: [Show]
tlient Name Policy Type Stage Updated By Annualized § Covera ge Eff Date Billing Carvier
Details  Assign _ Policy Number Line of Business Status Last Updated Billed Premium Coverage Exp Date Issuing Carier

B Winston Auto Parts  [Commercial Lines)

Monoline Policy

$-200.00 A

08,23/ 2005

Hartford

@9 DpEI’I‘ i

T ane e e

Wary Oberlzitn
;

T

=

Abort Cancellation {

Post Cancellation

Market Exist\ng‘

Print‘

Service

Right-click the Details 5 icon on the HOME > CANCELLATIONS
screen to bring up the availableoptions.

4. Left-click an option to access:

m Open: Opens the underwriting tab.

m Post Cancellation: Posts this cancellation.

m Abort Cancellation: Aborts this cancellation.

m Market Existing: Copies the formsand adds to marketing with the expiration date
of the submission as the effective date to create a new marketing submission.

m Print: Click this link to print the forms associated with the cancellation.

m Service: Opens the servicing tab allowing a service option to be selected while
maintaining this policy as the policy being serviced.
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HOME > CLAIMS

1. On the Utility menu, click HOME.

2. On the Home menu, click CLAIMS.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS xpand | Add | Rern selactad

ACTIONS | OPPORTUNITIES | MARKETING | BINDER LOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIYERY
Hello, Mary Oberleither

daims

all v Showing Page 1of2 PW 1w [Export] Filters: [Show]

client Name

Line Of Business Date Of Loss Taken By Paid Amount Issuing Carier
Details  Mssign  tClaim Number tlaim Status Moda updated By Reserve Amount  Policy Tarm Adjustor
B Janet Anderson (Perzonal Lines)
B moscmo 09/24/2002 u Mary Cberleitner $0.00  10/24/2002 Safeco Ins.
Open 7 =
B Market Existing 4 Tenen
r=onal open Mary Cbarlaitnar $0.00  05/05/2008 Unassigned

Prrint:

futa 02,07/ 2006 Mary Oberleitner 06/ 24, #2005

Right-click the Details @9 icon on the HOME > CLAIMS
screen to bring up the available options.

4. Left-click an option to access:
m Open: Opens the claim detail.

m Market Existing: Copies the forms and adds to marketing with the expiration date
of the submission as the effective date to create a new marketing submission.

m Print: Click this link to print the forms associated with the policy.

m Service: Opens the servicing tab allowing a service option to be selected while
maintaining this policy as the policy being serviced.
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CLIENT PROFILE > OPPORTUNITIES

After accessing the appropriate client through SEARCH, perform the following steps:

1. On the Client menu, click OPPORTUNITIES.

exsure

CLIENT PROFILE | OPPORTUMITIES | MARKETING | POLICIES | CLAIMS | SERYICING | ATTACHMENTS | ACTIONS | TRANSACTIONS |

HOME | HELP | SETUP | LOGOUT

Bookrmarks: Expand | Add | Remove Selecte:

DELI¥ERY | T-LOG

‘CARCH | ORGANIZATION | REPORTS

Client Name: Bob's Bakery 3

opportunities

showing Page 1of 1 1« Filters: [Show] [Add Mew Opportunity]
Policy Type User / System Updated By X-Date
Details  Assign Line of Business Grade (Score) Status Updated Date Commission  BORDate Program Remove
s Mo 0 - MR Mary Cherleitner
& opendd - : : 2.

Add new line of business‘
Market

Print!

Right-click the Details & icon on the CLIENT PROFILE >
OPPORTUNITIES screen to bring up the available options.

3. Left-click an option to access:
m Open: Opens the qualifications tab.

m Add new line of business: Opens the Add New LOB screen for the
opportunity.

m Market: Moves the opportunity to the marketing stage.

m Print: Click this link to print the forms associated with the opportunity.
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CLIENT PROFILE > MARKETING

After accessing the appropriate client through SEARCH, perform the following steps:

1. On the Client menu, click MARKETING.

| HELP | SETUP | LOGOUT

E SEARCH | ORGA™ “ATION | REPORTS | CAMPAIGNS

CLIENT PROFILE | OPPORTUNITIES | | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

Bookmarks: Expand | Add | Remove Selectad W#

Prospect Name: John Powers »

marketing history markst analysis

Showing Page 1 of 1 IT vl Filters: [Show]
Line of Business
Policy Number
Policy Description Stage Updated By Estimated eilling Carrier
Details Assign  Policy Type Status Mode Updated Date Premium  Policy Term Issuing Carrier  Remove

Auto - Personal (PAU Marketing Betsy Cormier $0,00 0  12/04/2008 Unassigned
Cooo 5 i2/oa/oo0o m = —

Zi2002

2 Oopen
Market Existing
Mass Marketing
Print
Rate
Rerate
Send to History {

w marketing application.

w marketing application.

Right-click the Details E" icon on the CLIENT PROFILE >
MARKETING screen to bring up the available options.

3. Left-click an option to access:
m Open: Opens the underwriting tab.

m Market Existing: Copies the forms and adds to marketing with the expiration
date of the submission as the effective date to create a new marketing
submission.

m Mass Marketing: Copies the forms and policy term dates to create and add
multiple marketing records for submission to multiple carriers.

m Print: Click this link to print the forms associated with the marketing submission.
m Rate: Available only when integration with a Rating Vendor System is possible.

m Re-rate: Available only when integration with a Rating Vendor System is
possible.

m Send to History: Opens the underwriting tab and the Reasons window to
select identifying why the policy is being sent to history.
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CLIENT PROFILE > POLICIES

After accessing the appropriate client through SEARCH, perform the following steps:

1. On the Client menu, click POLICIES.

HOME | HELP | SETUP | LOGOUT

SEARCH | DRGANIZATION | RE'ORTS Bookmarks: Expand | Add | Remove Selected
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Adam Signs

policies histary cetificates binders werifications surnmary of insurance

Showing Page Lof 1 1+ Filters: [Show]
Line Of Business
Policy Number Stage Updated By Annualized §  Policy Coverage Billing Carrvier
Deatails PDIlcy Type Status Mode Updated Date Billed Premiun Term Term Issuing Carvier Remove
Policy Mary Oberleitner $0.00 D 04/24/2006 04/24/2006 Fenn Mational %
Open TRy b e Ly e nt o
Add Mew Opportu \tvkm
Market E><|sl:|ng<n N o
Subrnitted 25 0522/ 2006 $0.00_04/24/2007 _04/24/2007
Market Mew Ling of Business a -
en

Prinl

. i PP b g
Service <

[%ummary OF Insurance

Right-click the Details E? icon on the CLIENT PROFILE >
POLICIES screen to bring up the available options.

3. Left-click an option to access:
m Open: Opens the underwriting tab.

m Add New Opportunity: Brings up the Add New Opportunity window to choose
LOB's.

m Market Existing: Copies the forms and adds to marketing with the expiration
date of the selected policy as the effective date for the new marketing
submission.

m Market New Line of Business: Adds a marketing record with the current date
as the effective date for the submission and brings up the Add LOB screen.

m Print: Click this link to print the forms associated with the policy.

m Service: Opens the servicing tab allowing a service option to be selected while
maintaining this policy as the policy being serviced.

m Summary Of Insurance: Opens the summary of insurance tab of the policy.
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After accessing the underwriting tab through the CLIENT PROFILE > POLICIES screen,
perform the following steps:

1. Right-click the Print link on the POLICIES > underwriting
navigation toolbar to bring up the available options.

nexsure

SEARCH | ORGANIZA MON | REPORTS

HOME | HELP | SETUP | LOGOUT

Bookrmarks: Expand | Add | Remous Selected

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERWICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIYERY | T-LOG

Client Name: Adam Signs

undervmiting  policy info

assignment  attacfments  actions

qualification history  transactions claims

Branch: Atantic Branch
Monoline

Palicy Typet

Issuing Co:

gilling Ca:

Policy Nurnber:

v

12:014M
04/24/2006 CST
04/24/2007 12:014M
csT
12:014M
05/11/2006 CST
04/24/2007 12:014M
csT

Palicy Term:

Coverage Term:

Stage: Endorsement
Mode: New

Subrnitted % Hon-
renawing

Status:

Pri

Actians:
Details  Topic Type Status
B Endersement Annotation Closed P

jdorsement I Save Changes

Add Mew Opportunity

; Mamo
&-Service:

summary of insurance

navigation  instruction

El Underwriting

Pending Endarsement
Base Requirements
General Liability

instruction | navigation

Markst Esttlng{

Markst Mew Line of Business
Base Forrns: "
M
Forms on
icE

Marrative

ACORD 125 Commercial Application 125

Line of Businass:
Lines of Business Form
ACORD 1zg

Description

General Liability Cornrercial General Liability Secbion 126

2. Left-click an option to access:

m e-Services: Opens the Carrier Interface screen to access policy details
from the carrier site. (User must have additional log-ins setup on the Branch
Employee file to access.)

m Market Existing: Copies the forms and adds to marketing with the expiration date
of the selected policy as the effective date for the new marketing submission.

m Market New Line of Business: Adds a marketing record with the current date
as the effective date for the submission and brings up the Add LOB screen.

m Print: Click this link to print the forms associated with the Policy.

m Service: Opens the servicing tab allowing a service option to be selected while
maintaining this policy as the policy being serviced.
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CLIENT PROFILE > POLICIES > history

After accessing the appropriate client through SEARCH, perform the following steps:

1. On the Client menu, click POLICIES.

2. Click the history tab.

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected

4T, SERYICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

policies  history cartificates bindars werifications summary of insurance

Showing Page 1 of 1 1> Filters: [Show]
Line Of Business
Policy Number Stage Mode Updated By Annualized § Policy Coverage Billing Carvier
Details Policy Type Status thange Updated Date Billad Premiun Term Term Issuing Carvier Remove
- — | Policy Het Mary Oberleitner $0.00 D 04/24/2006 04/24/2006  Penn Wational
Open T Frnaoreed e e Ot e e s s
Add New Oppurturﬂtv< h
Market Existing
. . summary of insurance werifications binders certificates history policies
Market Mew Line of Business
Print:
Rewrite <
%‘Servica‘

Right-click the Details & icon on the CLIENT PROFILE >
POLICIES > history screen to bring up the available options.

4. Left-click an option to access:
m Open: Opens the underwriting tab.

m Add New Opportunity: Opens the Add New Opportunity window to choose
LOB's.

m Market Existing: Copies the forms and adds to marketing with the expiration date
of the selected policy as the effective date for the new marketing submission.

m Market New Line of Business: Adds a marketing record with the current date as
the effective date for the submission and brings up the Add LOB screen.

m Print: Select this link to print the forms associated with the policy.

m Rewrite: Copies the forms and adds to marketing with the same expiration date
of the selected policy with a status of Rewritten.

m Service: Opens the servicing tab allowing a service option to be selected while
maintaining this policy as the policy being serviced.
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CLIENT SEARCH
After locating the client record through SEARCH perform the following steps:

1. Right-click the client record Details [5 icon on the HISTORY RESULTS - CLIENT
or SEARCH RESULTS - CLIENT screens to display the available options.

saarch

Entity:

Search Type:

In%ure HOME | HELP | SETUP | LOGOUT

Hello, Betsy Cormier

“You must search for a record prifr to entering a new one. After the results are returned you will be given the option to add a new record.

Branch: [l Branches = Details Name Client Type  Stage Location Name City St./Prov. Zip/Postal Remove
ClientSeages Al B open {—m&]—ﬁﬂh Headquarters Manchester  NH 03108 [
Client Type: All 2

B Personal  Prospect Residence Hudson NH o305t [Ey
Coce Class: Al = New Market‘

| cii Do Bound / Renewal [ Audic Lane T, co 80124
o _ B oo 4 mmea oz | oo sound / Renewst / auie  cone Tree B
Designation: )
. Demo Binder Issued and

cratue: - = B Personal  Clie o e Denver co sozz1 [y
Client: I BF  Certificate Summary { li Group Bansfits Denver co 80202 ]
Palicy Number: | ES Policy Summary [Eersonat] Sh=pdc Littleren co g01z4 &
Palicy Fsodt Oppartunity D D co s0zoZ
oA ee— s—— - ppartunity Demo anver B
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2. Left-click an option to access:

Open: Opens the card file tab.

New Market: Adds a marketing record with the current date as the effective date
for the submission and displays the New Application Selection dialog box for
application selection.

New Certificate: Opens the new certificate tab to begin creating a new certificate
for the client.

Certificate Summary: Opens the certificates tab to view certificates for the
selected client.

Policy Summary: Opens the policies tab to display a summary of policies for the
selected client.

Servicing: Opens the servicing tab allowing a service option to be selected.
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