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The Importance of Location Name at the Client Level

When adding or updating Client locations in Nexsure, it is important to enter the Location
name. This field is used on other screens in Nexsure to identify the location.

Updating the Location Name at the Client level

To update the Location name at the Client level, select the client and perform the following:

1. Locate the appropriate client through SEARCH and click on the locations tab.

SEARCH | JRGANIZATION | REPORTS

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS

Client Name: Bob's Bakery

related accounts classified

card file prefiling contacts locations =~ named insursds assignment

Location Summary Fage 1 of 1

Details Primary Billing Location Name Address City

Bob's Bakery

2. Click the Details EV icon to view Location Information.

nexgure

CLIENT PRC FILE | OPPORTUNITIES |
Client Ngme: Bob Smith

HOME | HELP | SETUP | LOGOI

SEARCH | ORGANIZATION | REPORTS Bookmarks: Expand | Add | Remove Select

MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

card file rafiling contacts locations = nzmed insursds related accounts  zssignment | classified

Location Information ance Update

Lecstien Typs: | Corporate Headquarters w0 Physical Address

Location Name: | Bakery Address: |250 n. Janacelk Rd.

This Locatien Is Set To Primarfr The Account,

Address 2
This Location Is The Billing Locgicn For The &ccount,

3. Enter the Location Name:.

4. Click the [Update] link to update the Location Information.

Note: (For more information, see Locations in Chapter 3 of the Nexsure® CRM
Training Manual)
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Where Location Name Appears on Other Screens in Nexsure

Below are examples of where location name appears on other screens in Nexsure:

The Location Name appears on the SEARCH screen to help identify the location.

n%ure v HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPDRTS Bookmarks: Expand | Add | Remove Selected

search

*fou must search for a record prior to entering a new one. After the results are returned you will be given the option tofladd a new record.

Entity: HISTORY RESULTS - CLIENT
Search Type: 50 Record(s) Found Showing Page 1 of 5 (4] Go To Page
rans All Branches Details Name Client Type Stage  Location Name City St/Prov. Zip/Postal Remove
Client Stage: @ Bob's Bakery Commercial  Client Bakery Brea Ch 92823 %
@ Winston Aute Parts Commercial  Client Retail store Brea ChA 92821 %
@ Masans Grill Commercial  Client Brea ChA 92821 %
bech
Designation: .
@ Henderson Hardware&supply Company & Commercial Client Wunst_on Bres ch 92821 %
Status: all - Electronics lacation
client: I:I @ Busy Bee Crafts Commercial  Client Retail Brea Ch 92821 %

The Bill To: address is changed on either the Policy Info screen or the invoice. To
change, click the [Change Bill To] link, choose the Bill To: option (such as Client),
select the Bill To: from the selection box and click the Next button. The Location:
drop-down box contains any location names entered at the Client > locations level.
If no location name was entered, the Location: drop-down box will be empty.

[Chang! Bill To] —

Invoice Bill To = =
instruction | na

Bill To:
Entity Type:

edb's Bakery

ct Entity... E”§|§|

Who do you want td bill? mu'e
Bill To Level: Invoige

Currengt Bill To:
Bobf Bakery
Cliegt

2 https://nexweb20.n axsure-com - Bill To: Sele -——

Erookfield

WI Zip: 33043

ntsfPolicyln... g|§|
BATY Lok Trsoice nexsure

Marne: Bobl's Baker
Location:
Contact: Bob Bradey v
Back Next

é 0 Internet

A https://nexweb20_nexsure.com/efiles/clie

Client

Relatgd Account

Finande Company

(ONeROXC]

Additignal Interest

Search: Search

Next

Cancel
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When adding disbursements to a client, the Location
Name: can be used to help identify the client.

SEARCH | ORGANIZATIC
ORGANIZATION PROFILE | ALL EMPLOYEES | ALL

arganization

XDTI--Training Org 272003

Previous Page

card file regions territerizs branches deflartmants

Bank of America 1234567 Operating Account v|

H | REPORTS
LOCATIONS

Enter &
Mame, gn

log

A https://1 exweb20.nexsure.com - Nexs... [ZHE|[X|

Disbursefnent ne G re
Select Entry:
Entity Thos:

least 3 characters for Entity Name, Location

dfor Address and click search.

summary sstup | invoicing setup | genera{lRdger | bank ad Location Name: |Bakery
transacticn summary | journzl entry disbursements recsi Address: [SLr’c:h] ces
Select Bank Account: Select Nzme:

Bob's B

aleery

Filtars [Shovd [A

HOME | HELP | SETUP | LOGOV

Bookmarks: Expand | Add | Remove Select

Organization

To access the Disbursement pop-up window, click the [Add New Disbursement]
link on the disbursements tab screen.

When adding receive payments for a client, the Location
Name: can be used to help locate the client.

organization

XDTI--Training Org 972003
Previous Page

card file = regiens  territeries | branches

summary | setup | invoicing setup | general ledger

transactien summary jeurnzl entry disbursements

SEARCH | ORGANIZATION | REPORTS
ORGANIZATION PROFILE | ALLEMPLOYEES | ALL LOCATIONS
Organization Name: XDTI--Training Org 972002

departments

bank acco

lacatigns empl

nts tran

receive paymants

Reference

Details Payee Payment ID

Description A

-2 https://ne coweb20.nexsure.com - Name ... E”Elﬁ__('

Select Enf

SOk ST —

Enter =flleast 3 characters for Entity Name. Location
Mame. §nd/or Address and click search.

E—
Laocation Name:
~ddress: Search ]

Entity Ngme:

Select Name:

Bob's Bakery

To access the Select Entity pop-up window, click the
[Add New] link on the receive payments tab screen. I

]

HOME | HELP | SETUP | LOGOU
=i Expand | Add | Remove Selects

Organization

Filter: [Show] [A
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