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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.

Accessing the Client from the Search Screen

Access the client after searching from the SEARCH 
screen by clicking the Details  icon.
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Step 2 – Servicing Screen

	 Click SERVICING on the Client menu and select the Renewal option.�.

	 Enter a description of the renewal in the Enter a brief description of the 
renewal policy box, press Tab on the keyboard and complete the description 
as necessary. The description will display in the Enter additional notes to 
populate the action memo section box of the action created and the brief 
description will display on the policy summary screen. Select the Refresh form 
prefills check box to refresh the client level data on the forms.

2.
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Step 3 – Selecting the Expiring Policy

	 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 policy.

�.

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

	 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: 

	 Click the [Show] link.�.

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

2.
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	 Click the [Next] link on the upper right corner.�.

	 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.

�.

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.

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.

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

�.
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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: 

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

�.

	 Enter a description for the action annotation to describe the 
renewal and click the [Next] link at the top right of the screen.	

2.
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	 If necessary, select the expiring policy using the 
[Show] link to filter through a lengthy list of policies.

�.

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

�.

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

The expiring version of the policy is highlighted in yellow.



Page 10 March, 2011

Volume 2, Issue 9

	 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.

�.

	 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.

�.

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

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:  

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

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

2.

	 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.
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Step 7 – Send the Expired Policy to History

	 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).

�.

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

2.

	 Click the Cancel button to prevent the policy status from changing to Expired.�.
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	 Click the History link on the Navigation Toolbar.�.

	 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.

�.
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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.

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. 
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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:

	 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.

�.

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

2.
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	 In the 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.

�.

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.


