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® Renewing Policies

Renewing Policies

The SERVICING > Renew option is used when an expiring policy term is ready to be renewed.
The workflow is the same whether re-marketing or renewing the current policy.

Step 1 - Access the Client

A client record may be accessed from the HOME > EXPIRATIONS list or by accessing the
client from the SEARCH screen.

Accessing the Client from HOME > EXPIRATIONS

Click on the Details [} icon with the blue border.

expirations

All v| M 4 Showing Page 2 of 2 [Export Primary] [Export Result] Filters: [Show]
Client Name Policy Type Stage Updated By Annualized § Billing Carrier
Details Assign Policy Number Line of Business Status Mode Updated Date Billed Premium Policy Term Issuing Carrier
%‘_ Jackson's Signs (Commercial Lines)
B @,  Cees00000-1 Package Policy -_— Mary Oberleitn $0.00 D 12/08/2008 Benn National
General Liahility - Cc In Force 12/02/2009 $0.00 D Penn National

Accessing the Client from the Search Screen

Access the client after searchi%from the SEARCH

screen by clicking the Details icon.

saarch
All Branches [v]

[ Add New Record ]
Search Type: 1 Record(s) Fou Showing Page 1 of 1 Go To Page
Client Stage: Datails Mame Type Stage Phone # Location Mame City St./Prov. Zip/Pastal Remave
Client Type: @9{_ Jacksan's Signs c c (256) 237-1155 124 Denton Lans Anniston AL 36201 B
Code Class:

Status:

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

SEARCH | ORGAMIZATION | REPORTS | CAMPAIGNS | ELINKS

Client Name: Jackson's Signs

classified

card file | profiling = contacts | locations = namedinsureds | related accounts  assignments ©
Jackson's Signs Infarmation Mailing Address
Websit: -xdti.cem Location Type: Office
Primary Contact Address: 124 Denton Lane
Mame: Mr, Alan Howard City: Annisten State/Provine
Goes By: Alan Zip/Postal: 36201
Title: Owner Country: United States
£-Mal International Info:

Business Phone:
Fax Number:

) 237
) 227

Businezs Phon,
Business Fax:

Tracker
Date Created

: 12/2/2008
Client Since: 12/2/2009
0

Alerts

Relatad Accounts: Open Actions: 2

Assignment Information

Prima Unit  Responsibility Name

Department
Training - Implamentstion Commercial Lines - 30>20 Days AB1-
f as

Unassignsd  Producer

Step 2 - Servicing Screen

Mary Oberleitner

HOME | HELP | SETUP | LOGOUT

cpand | Add | Remove Selacted HW#

ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

ampaigns

Stick-e-Note

No Current Notes

e AL

In Force...
General Lisbility - Commercial
Property - Commarcial

Umbrella - Commercial

[ 1. Click SERVICING on the Client menu
|

and select the Renewal option.

SEARCH | ORGAMIZATION | REPORTS | CAMPAICNS  _LINKS

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

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected WP

ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

Clignt Name: Jackson's Signs
serflicing
Servoe] This option is used to renew policies.
Marketing .
Enter = briaf description of the renewal pelicy: |icying 2008/03 Commercial Package without the Umbrella. Umbrells will be a monoline policy |
Market Analysis Nota: This information will populate the action description feld.
Binders Enter additional notes to populate the action memo: [pencwing 2008/08 Commerial Package without the Umbrella. Umbrella will be a ‘
can monoline policy this year.
Refresh form prefills
Renewsl “»H
’
s N
Select palicy for renevals Showing Pagdli of 1 Filtars: [ Show ] [ Hext ]
Claim
Stage
o Line O Business Status Updatell By Annualized § Policy Coverage Issuing Carri
S Select PolicfNumber Description Mode ate Billed Premium Term Term Billing Carrier
New Certificatefs] Generaf Liability - Policy. e
ry E Obfrl=itnar $0.00  04/25/2008 04/25/2008 Hartford Insurance
o & SRl BEISIL I [FerEz Bens 0z/15/§011 $0.00  04/25/2003 04/25/2009 Hartford Insurance
Renewal Certificate(s)

2. Enter a description of the renewal in

populate the action memo section
description will display on the policy su
prefills check box to refresh the client

renewal policy box, press Tab on the keyboard and complete the description
as necessary. The description will display in the Enter additional notes to

the Enter a brief description of the

box of the action created and the brief
mmary screen. Select the Refresh form
level data on the forms.
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Step 3 - Selecting the Expiring Policy

1. If the policy is not displayed on the first page, use the navigation tools at the
top of the page or click the [Show] link to search for the expiring pcllicy.

>

Filkers: [ Show ][ Back ][ Hext]

renew

Page 1 of 1

2. Locate and select the expiring policy in the Select column.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZZ ITON | REPORTS | CAMPAIGNS | ELTNKS Bookmarks: Expand | Add | Remove Selected S

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Jackson’s Signs

servicing
Services This option ifjused to renaw policies.

Marketing X X

Enter 2 brief description of the renswal poliey: | cwing 2008/03 Commercial Package without the Umbrella. Umbrella will be a monaline policy |
Market Analvsis Note: This information will populate the action description fisld.
Binders Enter additional notes to populate the action memo: [genewing 2008/08 Commercial Package without the Umbrella. Umbrella will be a |
e monoline policy this year.
Endorsement Refresh form prefills

Shoving Paga 1 of 1 Filtars: [ Hide] [ Nest ]

Updatsd By:

LoB:

Select policy for reneval:

Policy Nurflber: Term Eff. Date (Fr): Term Eff. Date (To):

Aude Poliey nbda: Term Exp. Data (F1):

New Certificate(s] Bolicy Sttus: | Al - Cug. EFf. Data [Fr):
Renewal Certificate(s) .

Issuing Caffriar:

Billing Cafier:

Tarm Exp. Dats (To):

Cva. Eff. Date (To):

Cva. Exp. Date (Fr): Cva. Exp. Dat= (To):

Updated Date (Fr): Updated Date (To):

Sort Figd 11 | Line OF Business |~ Sort Order 1: Sort Field 21 | Eff Date ~|  sortorder2:
En

Stage
Line Of Business Status Updated By Annualized $ Policy Coverage Issuing
Select Policy Number Description Mode Updated Date Billed Premium Term Term Eilling Carrier
General Liability - Policy e ;
ry E Oberleitnar $0.00  04/25/2008 04/25/2008 Hartford Insurand
© H e i Fanee F==g 02/16/2011 £0.00  04/25/2009 04/25/2009 Hartford Insurand

3. Click the [Next] link on the upper right side of the screen.
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Step 4 - Splitting the Policy or Combining to Create a Package

Splitting the Policy at Renewal

The expiring version of the policy is highlighted in yellow. However, only choose the applications
that make up the renewal. If the version of the policy is in marketing, perform the following:

1. Click the [Show] link.

HOME |

Bookmarks: Expand | Add | Remove Selected W#

%ur‘e HELP | SETUP | LOGOUT
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Jackson's Signs

SEARCH | ORGAMIZATION | REPORTS | CAMPAIGNS | ELINKS

Commercial Account

sarvicing

Services

Marketing Reneval Policy Moda: Filkers: [ Show ] [ Back J[Mext]

Page 1 of 1

Market Analysis Stage
— Line Of Business Status Updated By Annualizad $ Policy Coverage Issuing Carrier
[Banfars) Select Palicy Number Description Mode Updated Date Billed Premium Term Term Billing Carrier

Fosy Mary Oberleitner $0.00 12/08/2008  12/08/2008 Penn Hational

Edit
& CEEg=ciic s i [FereE= T 12/02/2009 $0.00  12/08/2009 12/08/2009 Penn Hatienal
Small Business Pc

Endorsement

General Liability - £0.00 / $0.00
Renewal

Property - Comm $0.00 / $0.00
Cancellation

Oogoo

Umbrella - Comm: $0.00 / $0.00

Claim

Audit
New Certificate(s|
Renewal Certificate(s)
Verification(s

2. Choose Include Marketing from the Policy Stage list.
Click the Search button to return search results.

HOME | HELP | SETUP | LOGOL
SEARCH | DRGANIZATION | REPORTS Bookmarks: Expand | Add | Remove Select

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANS: CTIONS | DELIVERY | T-LOG

Client Name: Jackson's Signs 3

Palicy status: all “  Cug. Eff. Date (Fr): Cug. Eff. Date (Ta): Palicy Stage: | Include Marketing +

Lssuing Includs

e Cug. Exp. Date (Fr): Cvg. Exp. Date (To): Hiotorss LHE v

Billing Carrier Updated Date (Fr): Updated Date (To):

Saort Field 1: | Line of Business v Sort Order 1: | Ascending Sort Field 2: | Eff Date = Sork Order 2: | Ascending

Search
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3. Select the check boxes in the Select column to choose all the lines of business
that will be included in the renewed policy. In this case, the carrier has advised the
agency that the Umbrella policy will not be part of the package policy at renewal
but will be renewed as a monoline policy. The carrier will write the policy as quoted
and found in the Stage of Marketing. Therefore, the Commercial Property and
General Liability are selected from the policies in the marketing stage instead.

‘ %ur‘e HOME | HELP | SETUP | LOGOUT
SEARCH | ORGA VIZATION | REPORTS | CAMPAIGNS | ELINKS Bookmarks: Expand | Add | Remove Selected &%
CLIENT PROFILE | OPPORTUNITIES | MAI KETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Jackson's Signs "\__ |- Commercial Account
sarvicing
Sarvices

Marketing Renevgl Policy Mode: Filters: [ Hide ][ Back J[Hext]

Market Analysis = p o
Polid} Number: l:| Term Eff. Date (Fr): l:lﬂ;‘i Term Eff. Date (To): :F'&;‘; Updated By:
Binders
cdt pdlicy Mode: Term Exp. Date (Fr): l:l Tarm Exp. Date (To): : LoB:
polfty Status: Cvg. EFf. Data (Fr): || Cvg. Eff. Date (To): [ |ie| Policy Stage: | Include Marketing
ssuffgcarrier:[ | cva.EepoDate(r):| | Cvg. Exp. Date (To): [ |8 Include History: | No
Giliflo Carriers | | UpdatedDate (Fr): | | o8| Updated Date (To): [ |6
Claim

Audit st Field 1: Sort Order 1: Sort Field 2: | Eff Date - Sort Order 2: | Ascending

=

New Certificate(s) Cle
Page 1 of 1
Renewal Certificate(s)
Renewsl Certificate(s] Stage
N N Line Of Business Status Updated By Annualized $ Policy Coverage Issuing Carrier
Selpct Policy Number D riptic Mode Updated Date Billed Premiu Term Term Billing Carrier
Policy
g . Mary Oberlsitnar $0.00 12/08/2008  12/08/2008 Penn National
& CEEg=ciic s i [FereE= T 12/02/2009 $0.00  12/08/2009 12/08/2009 Penn Hatienal
Small Business Pc
General Lizbility - £0.00 / $0.00
Property - Comm: $0.00 / $0.00
Umbrella - Comm: £0.00 / $0.00
Marketing
t Mary Oberleitner $0.00 12/08/2008  12/08/2009 Penn National
¢ 2 Urzsmzmzd Panding = 12/02/2009 £0.00 12/08/2010 12/08/2010 Penn National
General Liability - $0.00 / $0.00
Property - Comms £0.00 / $0.00
O Umbrella - Commi $0.00 / $0.00

4. Click the [Next] link on the upper right corner.

Note: Before renewing a package policy that will no longer be a package policy at
renewal, access the servicing screen, select Market Existing and choose only the
single line of business that will make up the new monoline policy at renewal. When
renewing the expired policy, make sure to choose the marketing line of business
created. Doing this will ensure that the package total is not included on the policy
info tab of the newly created future policy.
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The renewal policy is created and has a Status of Future. Since the expiring policy had
a Mode of New, the Mode may be changed from Renew to New or New on Existing if
necessary. If the Mode of Renew is selected when the carrier is changed and saved, the
Mode will change to Re-New-Co indicating a renewal to the agency but new to the carrier.
Once changed, the Mode can no longer be modified.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGAMIZATION | REPORTS | CAMPAIGNS | ELINKS Bookmarks: Expand | Add | Remove Selected 8@

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

Client Name: Jackson's Signs |- Commercial Account

underwriting | policy info i h zctions li history | transactions | claims | summary ofinsurance  classifieds | delivery
— = navigation | instruction

Branch: Training - Implementation Branch Policy Term: 12/08/2009 12:01AM @
12/08/2010 12:01AM E underwriting

Policy Type/Primary State: Packa Coverage Term: 12/08/20090 12:01AM

ge |AL  |w]

SRLHIEIL LRl &l Base Requiremants

fizsuiry Ea | Penn National v | [>>) stage: Policy General Liability - Commaercial

: [ rty - C |
Billing Co: [penn National D e raparty - Cammaria

instruction | navigation
Bolicy Humber: Cpp-600000-1 Status: Future [ |Non-renewing "
Small Business Policy Origination Date: 12/08/2008

History

Policy Description:

In Force Save Changes

In this example, the monoline Umbrella policy still needs to be renewed. To renew this policy
as a monoline policy, repeat the steps above but this time only select the Umbrella policy in
marketing.

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selactad %'

SEARCH | ORGAMIZATION | REPORTS | CAMPAIGNS | ELINKS
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Jackson's Signs

| Commercial Account

servicing

B This option is used to renew policies. [ Nest ]

Marketing X i
Enter 5 brisf description of the reneval policy: [umbrella policy for 2008-2010 term will renew as monline. |

Market Analysis Note: This information will populate the action description fieid.

Binders Enter additional notes to populate the action memo section:

Umbrella policy for 2008-2010 term will renew as monline.

Edit

Refresh from dlient profile

Renewal

<

Claim

Audit

New Certificate(s)
Renewal Certificate(s)
Verification(s)

[ 5. Select the recently renewed policy again and click the [Next] link.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATI )N | REPORTS | CAMPAIGNS | ELINKS Bookmarks: Expand | Add | Remove Si lected o

CLIENT PROFILE | OPPORTUNITIES | MARKETINC
Client Name: Jackson's Signs .- Commercial

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

servicing

Services
= Page 1 of 1
Marketing
Filters: [ Show ] [ Back I[ Next ]
Market Analysis Stage
- Line Of Business Status Updated By Annualized $ Policy Coverage Issuing Carrier
Binders Select Policy Number Description Mode Updated Date Billed $ Term Term Billing Carrier
Edit o) % (General Liability - RP"r":Vd - Mary Oberleitnar $0.00 12/08/2008 12/08/2008 Penn National
Cpp-600000-1 Enewe i 12/02/2009 $0.00 12/08/2009 12/08/2009 Pann National
Small Business Pc
Renawal

Dimensional’ Page 6 March, 2011
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6. Search to include the marketing applications and select the Umbrella
policy quoted with Penn National carrier by selecting the check box
in the Select column. Click the [Next] link.

exsure

CLIENT PROFILE | OPPORTUNITIES |
Client Name: Jackson's Signs

HOME | HELP | SETUP = LOGOUT

SEARCH | ORGAMIZATION | EPORTS | CAMPAIGNS | ELINKS Book narks: Expand | Add | Remove Sel acted S

TRANSACTIONS | DELIVERY | T-LOG

MARKETING | PILICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS |

|- Commerciz

sarvicing

Services -~
Reneval Policy todk: [Renew || Filters: [ Hide ][ Back J[Hext] —
Marketing
Market Analysis Policy Number: [ Term Eff. Date (Fr): :| Term Eff. Date (To): :| Updated By:
Binders Policy Mode: [ Al v| Termexp.pate(r): | | Term Exp. Date (To): [ | Log:
Edit
— Policy Status: E 1 v Cvg. Eff. Date (Fr): :| Cva. Eff. Date (To): :| bolicy Staga:
Endorsement
Issuing Carrier: | | Cva.Exp.Date (Fr): || Cvg. Exp.Date (To): [ | tnflude History:
Renewal -
Camcellation Billing Carrier: [ Updated Date (Fr): l:| Updated Date (To): |:| i

Claim

Sort Field 2: _Eﬁc Date b

Sort Feld 1: (e of Business v Sort Order 11

Audit

New Certificate(s) Page 1 of 1
i = =
Renewal Certificate(s) Line OF Business Updated By Annualized §  Policy Trmm=rs
5 Select Policy Number Mode Updated Date Billed Premium Term Term
. Mary Oberlsitner $0.00 12/08/2005 [ 12/08/2009 Penn National
ol CEEQEURIIL Bsney 12/02/2009 $0.00  12/08/2010 12/08/2010 Pann National
Small Business Pc

E: General Liability - $0.00 / $0.00

) Property - Comm: £0.00 / $0.00
o Cop-600000-1 RP"“‘Vd ew Mary Obarlsitner $0.00 12/08/2008 || 12/08/2008 Pann Hational
L Enevie, 12/02/2009 $0.00 12/08/2009 12/08/2009 Penn National

Small Business Pc

" General Liability - $0.00 / $0.00

O Property - Commi $0.00 / $0.00

" Umbrella - Comm: $0.00 / $0.00

Marketing

t Mary Oberlsitner $0.00 12/08/2009 Penn National
Urzsmzmzd Panding = 12/02/2008 £0.00 12/08/2010 12/08/2010 Penn Hational

General Liability - $0.00 / $0.00

Property - Comm: $0.00 / $0.00

Umbrella - Comm: £0.00 / $0.00

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGAMIZATION | REPORTS | CAMPAIGNS | ELINKS Bookmarks: Expand | Add | Remove Selected %"
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Jackson's Signs |~ Commercial Ac
underwriting | policy info | assignment | attachments | actions | gualification | histery | transactions | claims | summary ofinsurance | classifieds | delivery
" - navigation | instruction
Branch: Training - Implementation Branch Policy Term: 12/08/2000 12:01AM 5l
12/08/2010 12:01AM B underwriting
Policy Type/Primary State: Coverage Term: 12/08/2009 12:01AM
Lirr i 12/08/2010 12:01AM ]

Base Requirements

Issuing Co: | Penn National Stage: Policy Umbrells - Commercial
— [Senn Nationa! e e paviation
Policy Humber: Cpp-600000-1 Status: Future [ |Non-renswing
Policy Description: Small Business Policy Origination Date: 12/08/2008
| [ Print History In Force [ saveChanges
Topic Type Status Memo
Reneval Annotation Open Umbrella policy for 2009-2010 term will renew as monline.
[ 1 [ACORD XML] [ 1 [Add Application]
Base Forms:
Forms Description Remove
Narrative Undervriting Narrative =
ACORD 125 Commercial Application 125 =
Line of Business:
Lines of Businass Form Description Remove
i Umbrella - Commercial ACORD 131 Commercial Umbrella Section 131

xm’mensicm-l .
Technologies
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Combining Monoline Policies into a Package Policy

In this example, the client has a monoline Property and Liability policy that will be a package
at renewal. If at renewal, the carrier combines monoline policies together making a package
policy, this is possible in Nexsure by doing the following:

HOME | HELP | SETUP | LOGOUT

Bockmarks: Expand | Add | Remove Selected

SEARCH | ORGANIZATION | REPODRTS
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERYICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: International Food Services »

policies histary cettificates binders verifications summary of insurance

showing Page 10of 1 1+ Filkers: [Shaow]
Line OFf Business
policy Number Stage Updated By Annualized §  Policy Coverage gilling Cardier
Datails Policy Type Status Moda Updated Date gilled Pramium Term Term Issuing Carvier Remove
@9 Q Carmmmercial Policy Mary Obetleitner $0.00 A 0572272005 0S5/22/2005 Penn Mational %
Property (PROPC) In Force Hew 051972006 $0.00 A 05722/ 2006
=! Process new marketing application.
%, g General Liability Policy Mary Oberleitner $0.00 A 05/22/2005 05/22/2005 Penn Mational %
(CaL) In Foree e 05/19/2006 $0.00 A 05/22/2006
Process new marketing application.

1. After accessing the client, click the SERVICING link
at the Client level and click the Renewal option.

HOME | HELP | SETUP | LOGOUT
Bookmarks: Expand | Add | Remove Selected ##

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS | © TRKS

C IENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Clfent Name: International Food Services - Commercial Account

sdtvicing

ESECe) This option is used to renew policias. [ Next]

Marketing

Enter 2 brief description of the reneval policy:

- [Combine Monoline policies to create a package policy at renewal.
Market Analysis Note: This information will populate the action description field

Binders Enter additionzl notes to populate the action memo section:

Combine Manoline policies to create a package policy at renewal. ‘

Edit

Endorsement Refresh from dlient profile

Renewal

Cancellation

Claim

Audit

New Certificate(s]
Renewal Certificate(s)
Verification(s

2. Enter a description for the action annotation to describe the
renewal and click the [Next] link at the top right of the screen.
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3. If necessary, select the expiring policy using the
[Show] link to filter through a lengthy list of policies.

HELP | SETUP | LOGOUT

Bookmarks:

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS | ELINKS and | £1d | Remove Selected 4"

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

Client Name: International Food Services

servicing
Services
N Page 1 of 1
Marketing
Filtars: [ Show ] [ Back J[ Next ]
Market Analvsis Stage
- Line Of Business Status Updated By Annualized §  Policy Coverage Issuing Carrier
Binders Select Policy Number Description Mode Updated Date Billed $ Term Term Billing Ca
Edit General Liability - Eitsy Mary Obarlaitner $10,000.00 12/08/2008  12/08/2008 Pann Hational
--*9 Lo GL-200000 é[ E‘QTE =z 12/03/2009 £10,000.00 12/08/2009 12/08/2009 Penn National
O o Property - Comm: sy o Mary Oberleitner $6,000.00 12/08/2008  12/08/2008 Penn Hational
Renewal PR-20000 mr‘_{;rg;‘ﬂigm e 12/03/2009 $5,000.00 12/08/2003 12/08/2009 Penn National

Cancellation

Claim

Audit

New Certificate(s!
Renewal Certificate(s)
Verification(s

4. Select one of the monoline policies to be renewed
as a package policy in the Select column.

5. Click the [Next] link at the top right of the screen.

The expiring version of the policy is highlighted in yellow.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS | ELINKS Bookmarks: Expand | Add | Remove Selected ¥

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

Client Name: International Food Services .- Commercial A
servicing
Services
e Reneval Policy Mode: Filters: [ Show ] [ Back J(Hext]
N Page 1 of 1
Market Analysis TErT
— Line Of Business Status Updated By Annualized $ Policy Coverage Issuing C:
Eincers Select Policy Number Descripti Mode Updated Date Billed Premium Term Term Billing Cal
Edit o General Liability - Commercial Palicy e Mary Oberleitner $10,000.00 12/08/2008 12/08/2008 Penn National
GL-200000 é[ EET:E; = 12/03/2009 £10,000.00 12/08/2008  12/08/2009 Penn National
- Policy
Property - Commercial Mary Oberleitner $6,000.00 12/08/2008 12/08/2008 Penn National
Renewal ] o PR-20000 In Force = 12/03/2009 %6,000.00 12/08/2009  12/08/2009 Penn Hational
Comml property.
p o
Claim
Audit
New Certificate(s)
Renewal Certificate(s)
Verification(s!
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6. Click the [Show] (this example displays the [Hide] link because the [Show]
link was already clicked) and choose to Include Marketing policies from the
Policy Stage list and click Search to return the results.

%ur‘e HOME | HELP | SETUP | LOGOUT
oc xpant « C e e #

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS | ELINKS

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANS/ CTIONS | DELIVERY | T-LOG
Client Name: International Food Services A Commercial Account

srvicing

Services

Marketing Reneval Policy Mode: Filters: [ Hide ][ Back J[Hext]

Market Analysis = . o =
Policy Number:[ | TermEf.Date(F:| | Term Eff. Date (To): [ |8 Updated By: [
Binders -
cdt Policy Mode: Term Exp. Date (Fr): l:l arm Exp. Date (To): :l i LoB: :|
e — Bolicy Status: Cva.Eff Dat= (F)i [ | Cvg. Eff. Date (To): [ | —}Puhw Stage: | Include Marketing
Issuing Carrier:| | Cva.Exp.Date(Fr:| | v, Exp. Date (Te): [ | Include History: |Marketing Only
Exclude Marketin
Biling Carvier:| | UpdstedDate(Fr): | |8 Updated Date (To): [ |i&!

Claim

Audit Sort Field 1: Sort Order 1: Sort Field 2: | Eff Date - Sort Order 2: | Ascending ]
New Cortificatets =g
Page 1 of 1
Renewal Certificate(s)
Renewsl Certificate(s] Stage
N Line OF Business Status Updated By Annualized § Palicy Coverage Issuing Carrier
Select Policy Number D riptic Mode Updated Date Billed Premiu Term Term Billing Carrier
g, GeneralLisbility - Commercial I"‘;“CV e Mary Oberlsitner $10,000.00 12/08/2008  12/08/2008 Pann National
GL-200000 G[ D‘;I‘; 12/03/2003 510,000.00 12/08/2008  12/08/2009 Pann National
g  PropertyCommercial "";’"" - Mary Oberleitner $6,000.00 12/08/2008  12/08/2008 Penn Hational
PR-30000 L norce 12/02/2009 £6,000.00 12/08/2009 12/08/2009 Penn National

7. Choose all policies to be included in the renewal by selecting
the check boxes in the Select column. In this case, the
carrier has advised the agency that the monoline property
and liability policies will be combined in a package policy at
renewal. Therefore, the property and liability policies are
selected from the expiring policy list instead of marketing.

8. Click the [Next] link on the upper right corner.
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The future policy is created and displayed.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS | ELTNKS Bookmarks: Expand | Add | Remove Selected 8@
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: International Food Services

underwriting | policy info i h zctions li history | transactions | claims | summary ofinsurance  classifieds | delivery
= = navigation | instruction
Branch: Training - Implementation Branch Palicy Term: 12/08/2009 1Z:01AM @
12/08/2010 12:01AM E underwriting
Policy Type/Primary State: Packa Coverage Term: 12/08/20090 12:01AM
ge |AL  |w]
SRLHIEIL LRl &l Base Requiremants
fizsuiry Ea | Penn National v | [>>) stage: Policy General Liability - Commaercial
: [ rty - C |
i oann National D e raparty - Cammaria
instruction | navigation
Policy Humber: GL-200000 Status: Future [ |Non-renewing “
Policy Description: GL policy Origination Datet 12/08/2008
[ | Print History In Force | savechanges
Actions:
Details. Topic Type Status Memo
@ Renaval Annotation Open Combining monoline policies to create a package policy.
[ 1 [ACORD XML] [ 1 [Add Application]

Base Forms:

Forms D Remove
Narrative Underuriting Narrative
ACORD 125 Commercial Application 125
Line of Business:
Lines of Business Form Description Remove
B Sencrallbshiliyly ACORD 126 Commercia | Genera | Lizbility Section 126 B
Commercizl
i Property - Commarcial ACORD 140 Commarcial Property Section 140 =

Step 5 - Updating the Future Policy

After the renewal is created (by following the above steps), the policy status displays as
Future. Any changes necessary for the renewal policy may be made as long as the status is
Future. To make sure the forms get updated with the correct carrier and dates, check the
header and update for renewal. Clicking the Save Changes link on the Navigation Toolbar
updates the forms with the new carrier and policy term. If Save Changes is not clicked, the
forms will have the old policy header information. If the policy’s Mode is Renew when the
Issuing or Billing carriers are changed and the Save Changes link is clicked, the policy
mode will change to Re-New-Co. This mode indicates the policy is a renewal to the agency
but new to the carrier. If the policy header is incorrect because of a data conversion or
entry error, make sure to edit the carrier before invoicing or renewing the policy. Access the
assignment tab to make sure the assignments are correct for the policy term and update
the policy info tab with the renewal policy premiums, taxes, fees and commissions while the
policy still has a Future status.
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Step 6 - Placing the Future Policy in Force

To place the policy in force because the policy has been received or to bind coverage, follow
the steps below:

1. Click the In Force link on the Navigation Toolbar on the underwriting tab.

2. If a binder is necessary, select the Bound option button and make
sure to check the box beside Click here to create a binder.

SEARCH | ORGANIZA1ION | REPDRTS Bookmarks: Expand | Add | Remove Selected
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVIIING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
client Name: Jackson's Signs 3
underwriting | policy info i h actions lific ati hifory | transac tians  claims | summar  of insurance
- . navigation  instruction
Branch: Atlantic Branch Palicy Term: 04/25/2006 12 014M 3
04/25/2007 12:012M Bl underwrting
Palicy Type: Package Couvsrags Term: 04/25/2006 12:014M g
04/25/2007 12:014M
Issuing Co: The Hartford Insurfnce Cc Stage: Policy
Billing Co: The Hartford Insurfnce Co v Mode: Renew
Palicy Mumber: CPP-45678-01 Status: T T g instuction | dbvigation
Print Histdly In Force !
Actians; 2N https://nexweb 6. nexsur
Details  Topic Type Status
=3 Rensws | Annotation  Closed
Base Forms:
o— @ 1n fares —’anund
Harrative [ Create Binder |
ACORD 125 L -* Click here to create bindar. |
Line of Businass:
: -
ACORD 140
General Lisbility ACORD 126
&) Done 2 & Internet

3. Click the Save button to change the status to In Force.
However, if Bound was selected, the status will be Bound.

The policy now reflects an In Force status blocking any further modification without going
through Servicing.

Glient Name: Jackson's Signs 3

underwriting palicy infa assignment  attachments actions qualification history  tranzactions claims summary of insurance

navigation | instruction

Branch: Atlantic Branch

Policy Term: 04/25/200612:014M

047252007 12:01AM
Policy Type: Package Cowverage Term! 04/25/2006 12:01AM
04/25/2007 12:01AM

El Underwriting

Base Requirameants
The Hartford Insurance
Co.

Commerdial Property
General Liability

Issuing Sa: Stage: Palicy

Billing Ca: I:he CESER) e o Renew
0. instruction  navigation
Policy Nurnber: CPP-45678-01 Status: InForce [IMNon-

renewing

sy Page 12 March, 2011



NEASU e
——iﬂr Tips & Facts

Volume 2, Issue 9

Step 7 - Send the Expired Policy to History

1. Return to the policy summary screen by clicking the POLICIES link on
the Client menu. Notice that the expiring policy selected in the renewal
process shows a status of Renewed. After the policy has been renewed
the Details !? icon shows as green indicating a renewed policy (For more

on expired policies see Tips and Facts Volume 2, Issue 7).

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected 5%

|- Commercial Account
policies | history | certificates | binders | verifications | summary of insurance

Shoving Page 1 of 1 [ Expand All ] Filters: [ Show ]

Policy Number Policy Type Policy Status Annualized Premium Billing Carrier
Policy Description Line of Business Term Mode Estimated Premium Issuing Carrier

- Commercial, Property - Commercial, Umbrella - Commercial

2. Once the policy term is expired, the details icon turns red. Click
the red Details B icon to send the expired policy to history.

Shao Policy Number Policy Type Policy Status Annualized Premium Billing Carrier
Hide Policy Description Line of Business Term Mode Estimated Premium Issuing Carrier

Package Includes: Aute - Commercial, General Lizbility - Commercial

Palicy selected is currently past due.
Do o wish ko change the skatus to Expired?

Ok ] | Cancel

l 3. Click the Cancel button to prevent the policy status from changing to Expired. '
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4. Click the History link on the Navigation Toolbar.
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04/25/2005 CST
04/25/2006 12:01AM

ceT
Issuing Co: Stage: Palicy
Billing Cot Mode: News
Policy Murnber: Status: Renewed [ IMon-
renawing
Print [ History [ [

Client Name: Jackson's Signs 3
undervriting policy info assignment attachments actions qualification istory transactions claims summary of insurance
- - navigation | instruction
Branch: Atantic Branch Palicy Term: 12:014M
04/25/2005 CST =) Underwriting
0472572006 12;:014M
CST
Base Requi 13
Policy Type: Package Coverage Term: 12:014M a£8 Ragquiremants

ormmercial Property

eneral Liability
Umbralla - Cormmersial

instruction

navigation

5. Since the policy was renewed, select Renewed from the Status list. In the
Notes box, enter the reason the policy is being sent to history. It is important
to be specific so the record will be easy to locate in the years to come.

%ure HOME | HELP | SETUP | LOGOI
SEARCH | ORGANIZATION | REPORTS and | Add | Re
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERYVICING | ATT/ CHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Jackson's Signs »
underwriting policy info assignment  attachments actions qualificati history  transdtions claims summary of insurance
. - navigation  instruction
Branch: Atantic Branch Policy Term: 12;01AM
= underwriting
: el € ks ure.co s 0 [=
.
Bl Tpiss package Base Requirernsnts
Commerdial Property
nexsure General Liability
v urnbrella - Commercial
Issuing Co; Status: Renewed b
instruction  navigation
Billing Co: Hotes: v
Policy Murmnber:
Actions:
Details Topic Type Status
B¢ Policy Edit Annctation  Closed &] Done S @ Internet
[ J[ACORD =ML] [ 1L 1
Base Forms:
Forms Description Remove
MNarrative Underwriting Narrative -
ACORD 125 Commercial Application 125 -
Line of Business:
Lines of Business Form Descrpton Remove
Cormmercial Properky ACORD 140 Cormmercial Property Section 140
deneral Liability ACORD 126 Commercial General Liability Section 12&
Umbrella - Commercial ACORD 131 Commercial Umbrella Section 131

nsional
Technologies
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The policy is placed in history and the underwriting tab is displayed with a gray header
which indicates a history record.

Client Name: Jackson's Signs »
undenwriting palicy infa assignment attachments actions qualification history tranzactions claims summary of insurance
- - navigation | instruction
Branch: Adantic Branch Policy Term: 12:01AM
04,/25/2005 C5T ; = Und it
04,/25/2006 12:014M ol nderwrting
csT
)
Palicy Type: package Coverage Tarm: 12:014M Base Requirements
04/25/2005 C5T e ¥ Commercdial Froperty
04,/25/2006 12:014M General Liability
G Urnbrella - Commercial
Issuing Co: Stage: Palicy — aati
instruction navigation
Billing Cot Mode: New
Palicy Number; Status: Renewed Nan-
renewing
Print ‘ |
Actions:
Details  Topic Type Status Memo
Policy Edit Annotstion  Closed  Policy renewed with The Hartford for the 2006 term.

Moving expired policies to history keeps the In Force policy list current and policy servicing
for re-marketing, editing, audits, claims and creating letters without templates are all available
for policies in history. The HOME > EXPIRATIONS screen is also kept up to date by removing
the policy from the screen when policies are sent to history.

Note: Expired policies may also be sent to history from the HOME > EXPIRATIONS
screen by using the context tools. Right-click on the red Details !? icon and left-click
on Send To History.

%5’ Intermational Food §

@9 Open R

Market Existing
Prink

Renew

Send To Hiskory:

Service
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Step 8 - Send the Marketing Policies to History

After the policy has been successfully renewed, make sure to move the marketing policies to
History. To do this, perform the following steps:

1. Click the MARKETING link on the Client menu to bring up the Marketing summary
view. Right-click the Details @? icon and left-click on Send to History.

. A

B open M;.ks_ﬁng e Mary Oberleitner $6,692.00 A 04/25/2006 Auts Owners B
erding 047 21/2008 04/25/2007
Market Existing Praperty $2,125.00
Print ility $2,567.00
ammercial $1,000.00

renewal with Auto Dwners

Send ta Hiskory

Marketing Mary Oberlaitner $7.500.00 [ 04725/ 2006 The Hartford

2. If sending the policy to history, on the underwriting tab,
click the History link on the Navigation Toolbar.

underwriting  policy info  assignment  attachments  actions  qualification transactions

Branch: Atlantic Branch Policy Term: 12:01AM
04/25/2006 CST e
04/25/2007 12:01AM

CS8T

Policy Type: Monoline Coverage Term:

Issuing Co: i Auto Owners V‘ Stage: Marketing

eilling Co: | Auto Owners V\ Mode: New

Policy Nurnber: iUnassigned ] Status: [ Pending V]

| | Print | History | In Force | Save Changes
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3. Inthe History pop-up window, select a Status, Reason and in the Notes box enter
a detailed description for the marketing submission so it will be easy to determine
which carrier the policy was written for and why. The more information entered, the
more clear it will be to understand the history record in the future.

Client Name: Jackson's Signs 3

underwriting policy infa assignment  attachments actions qualification tranzact

navigation | instruction

Branch: Atlantic Branch Policy Term:

[ underuriting
)

Base Requirements

Palicy Type: Package Commercial Property
Genaral Liability
Urnbrella - Commercial
ol Emn Auto Owners Status: Declined By Client %

instruction  navigation
Billing Cot Auta Owners Reason: Annotation h A 4

Policy Hurnber: Unassigned Notes: Policy renewed with The Hartford, Coverage and
| price an the 2006 Renewal,

Actians:
Details  Topic Type Status

BP  Marketing Annctation Closed M Cancel | Save
é & Internet

The policy is placed in history and the underwriting tab is displayed with a gray header
which indicates a history record.

Moving expired marketing submissions to history removes them from the marketing and
HOME > MARKETING screens, keeping them current and up-to-date.

Client Name: Jackson’'s Signs 13
underwriting policy info assignmant  attachments actions qualification tranzactions
= navigation  instruction
Branch: Adantic Branch Policy Terrmn: 12:014M

04/25/2006 CST 5l

El Underwriting
04/25/2007 12:014AM

CET
B Requi t
Policy Type: Package Coverage Term: 12:014M as8 Requirements
04/25/2006 CST & # commerdial Property
04/25/2007 12: 01AM Ganersl Lisbility
== Umbrella - Commersial
Issuing Cot Staga: Marketing
instruction  navigation
Billing o Mode: Neave
Policy Murnbar: Status:
Print | |
Actions:
Detsils  Topic Type Status Memo

B¢ Marketing Annotation  Closed  Annotation - Policy renewed with The Hartford. Coverage and price on the

[ 1 [Impert] [ASORD BML] [ 1C
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