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% Out of Sequence Endorsements

Out of Sequence Endorsements

When a policy change must be added for an effective date prior to the current coverage term effective date, out of
sequence endorsements are automatically created in Nexsure as follows:

1.

Access the appropriate client through SEARCH and click the Details ¥ icon to display the Client menu.

me ‘ HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS | ELINKS Bookmarks: Expand | Add | Remove Selected %'
Hello, Mary Oberleitner
search
[ Al Branches v
[ Add New Record ]
Search Type: 1Recerd(s) Foflnd Showing Page 1 of L Go To Page
Cliene Stage: Details Mame Type  Stage Phone # Location Name city St./Prov. Zip/Postal  Ramave
Client Type: =3 Sullivan Recycling = c (706) 235-2530 Office - 4614 New Calhoun Hwy NE Rome GA 30163 5]
Code Class: Al v
Status: All v
Client: ullivan Recycling

Policy Number:

Palicy
Description:

L 1
I
Pronetumber [ ]
L 1
L 1
L 1

Location Nama:
Location Addrass:

Location City:

Location

State/Prov: Al
Location

Zip/Postal:

—
—
—

Last Name:

Enterprise Code:

You must search for a record prior to entering a new one. After the results are returned you will be given the option to add a new record.
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HOME | HELP | SETUP | LOGOUT

SEARCH | ORGAMIZATION | REPORTS | CAk PAIGNS | ELINKS Bookmarks: Expand | Add | Remove Selectad %
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAMD - SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Sullivan Recycling | Commercial Account

servicing

Services

This option is used to creste new or remarket submissions.
Marketing

arket Amalya Enter the desired sffective dats of the new policy: [ETETIENNE | (5|

Binders Enter = brief description of the marketing record: ‘PFDEESS new marketing application.

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: Sullivan Recyclfhg |- Commercial Account

srvicing

Services

[his option is used to generats change requests.
Marketing

Market Analysis _} Enter the desired effactive date of the change: [g7/15/2009 T

Binders —» Select policy to change/endorss: A/H | LOB | Policy Number | Description (current)

Edit

Endorsement = Enter = brisf description of the chanas: RE__IWC-500000 IHoxk Comp

ENOOTSENTET,

Renewal Note: This information will pepulate the sction description fisld,

e — Enter additional notes to populats the action memo section: [procece endorsement

Claim

Audit

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

4. Type a date into the Enter the desired effective date of the change box or select one by clicking the

Calendar 7% icon. This date field automatically populates with the current date when not accessing
servicing using the context tools (For details on how to add an out of sequence endorsement
using the Context tools see, “Out of Sequence Endorsement”, in Chapter 7, CRM Training Manual
located in Nexsure Help). Changing the date and pressing the Tab key to the next box automatically
changes the Select policy to change/endorse list to reflect only those policies that have a coverage
term effective date within range of the date entered as the effective date of change.
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[ 5. Select a policy from the Select policy to change/endorse list.

6. Type a brief description into the Enter a brief description of the change box
(up to 95 characters). This description populates the Action Description box
on the policy summary screen. This is used to help you identify the change.

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: Sullivan Recydjing | Commercial Account

srvicing

Services

This option is used to generate change reguests. __Creata Endorsement
Enter the desired effactive date of the change: [07715/2009 | [1B]

Select policy to change/endorse: A/H | LOB | Policy Numbar - | Description (current)
A|WORE  [WC-300000 IHork Comp v|
Note- A = Active / H = History

Marketing

Market Analysis

} Enter = brief description of the change: ‘[ncreasa Policy limit ‘

Note: This infermatian will pepulate the action description fizld

Renewal

} Enter additional notes to populats the sction memo section: Increase Policy imit per named insured request.

Cancellation

The folloving policy has been selected to endorss. If 3 packsas policy has been selected, please select the line(s) of business to endorse:
Policy Number
Select Line Of Business Coverage Term Billing Carrier Issuing Carrier

05/18/2009 - 05/18/2010

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

WC-300000 Penn National Penn National

7. In the Enter additional notes to populate the action
memo section box, enter more detail if needed to
describe the change and possibly who requested it.
This information is added to the memo section of the

action to help keep track of the changes to the policy.

l 8. Click the Select check box of the policy that needs to be changed. '
' 9. Click the Create Endorsement button to display the endorsement’s underwriting screen.

10. Complete the desired changes on the line of business form and then click the Populate [ icon.

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

Client Name: Sullivan Recycling |- Commercial Account
underwriting | policy info h zctions li history | transactions | claims | summary of insurance | classifieds | delivery
o = navigation | instruction

Branch: Training - Implementation Branch Palicy Term: 05/18/2009 12:01AM CST
05/18/2010 12:01AM CST El Underwriting

Policy Type/Primary Stats: e Coverage Term: 07/18/2008 12:01AM CST
05748/ 010 £2:0 1AM C ST Pending Endorsement

Issuing Cot ‘ Penn National Endorsement

- Base Requi ts
Billing Co: [Penn National New ase Requiremen

El workers Compensation

Policy Humber: WC-300000 Status: Non-ranewing ElacorD 130
: S Producsr

Policy Description: Wark Comp Origination Date: 05/18/2009
Applicant

[ | Abort Endorsement | Save Changes Billing

Pramises Info
WC Rating Info
Palicy Wide Coverages

Actions:
Details Topic Type Status Memo

B Endersement Annotation Open Increase policy limit per named insured request.
Factored Premiums

Add. Cov./Endorsemants

Form Description InSync Populate Included/Excluded
% Prior Carriers

Endarsement:

ACORD 175 Commercial Policy Change Request 175 General Info

Remarks
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[ 11. In the populate dialog box, select the Agree option and click Accept.

papulate

nexsure

The populate tool in Nexsure is intended to ASSIST in the
preparaticn of this form.

During this process some data could be lost. It is the
responsibility of the End User to verify that the form is populated
in accordance with the specific requirements of the issuing
company for this policy. The synchronization process will
overwrite any manually entered data, therefore, modification is
recommended to take place after this process.

- Agree (Accept - populate form)
- Disagree (Prepare the form manually)

OD\EEQrEE@AgrEE‘

[ 12. Make sure to review the change request for accuracy by clicking the Print link on the Navigation Toolbar.

SEARCH | ORGAMIZATION | REPORTS | CAMPAI
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS
Client Name: Sullivan Recycling

NS | ELINKS

| SERVICING

| ATTACHMENTS | ACTIONS | TRANSACTIONS |

DELIVERY | T-LOG

underwriting | policy info | assignment | attachments | actions | gualificafon | histery | transactions | claims | summary ofinsurance  classifieds | delivery

Branch: Training - Implementation Branch Palicy Term: 05/18/2009 12:01AM CST
05/18/2010 12:01AM CST

Policy Type/PrimaryState: Monoline / GA Cowerage Term: 07/18/2009 12:01AM CST
05/18/2010 12:01AM CST

Issuing Co: Penn National Stage: Endorsement

Billing Co: Penn National Mode: New

Policy Number: WC-900000 Status: Pending

Policy Description: Work Comp Origination Date: 05/18/2009

List | |

# Print

B ED S e

I
Training - Implementation Branch ‘ NAICCODE 8890

COMPANY

123 Main Street
Brea CA 52821

www.adti . com Penn Naticnal

CODE: SUSCODE:

HOME | HELP | SETUP | LOGOUT

crmarks: Expand | Add | Remove Selected WP

| Commercial Account

navigation instruction

E underwriting

B pending Endorsement

E ACORD 175
Producer
Applicant
Billing
Locations
Premises Info
Vehicles

Drivers
WC Rating Info
Scheduled Equipment

Coverages - GL

Schedule of Hazards

Umbrella Info
Additional Interest

13. After confirming the accuracy of the change request, change the Status to Submitted and
click the Save Changes link. Changing the Status to Submitted indicates the request is
complete and ready to submit to the carrier and blocks further changes to the request.

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS | ELINKS
CLIENT PROFILE | OPPORTUNITIES | | POLICIES | CLAIMS | SERVICING
Client Name: Sullivan Recycling

MARKETING | ATTACHMENTS | ACTIONS | TRANSACTIONS |

DELIVERY | T-LOG

WC-500000
Worl Comp

Policy Number: Status:

Policy Description: Origination Date: 05/18/2009

underwriting | policy info | assignment | attachments  actions | quslification | history | transactions | claims | summally of insurance | classifieds | delivery
Branch: Training - Implementation Branch Policy Tarm: 05/18/2009 12:01AM CST
05/18/2010 12:01AM CST
Policy Type/Primary State: e oA Coverage Term: 07/18/2009 12:01AM CST
05/18/2010 12:01AM CST
Issuing Co: [Penn nNational Endorsement
Billing Co: [Penn National New

—> | .

[ Abort Endorsement [

Save Changes

HOME | HELP | SETUP | LOGOUT

<marks: Expand | Add | Remove

| Commercial Account

navigation | instruction

E underwriting

Pending Endorsement

ase Requirments
Workers Compensation

instruction | navigation
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14. The Change Analysis is displayed containing a brief description of the changes made. Any policy iterations
that have a date greater than the Coverage Effective Date of this change will be displayed providing the
opportunity to include or exclude the addition of the change request. In this example, the policy was modified
on 9/18/2009 which is greater than the change request Coverage Effective Date of 7/18/2009 being added.
Since both of these policies should be affected by this change, leaving the modified limits as entered on the
change (or in some cases a checked box will indicate that an OOS (Out of Sequence) endorsement is desired)
for the 9/18/2009 iteration of the policy, will allow the addition of the out of sequence endorsement.

Change Analysis
Show All - Hide All
Workers Compensation
Policy Evolution: Prior to: This Change:

Coverage Effective Date: 0s5/18/2009 07/18/2009
Date Processed: 11/18/2009 11/18/2009

Next (1):
09/18/2009
11/18/2009
ACORD 130

General
Policy Evolution: Prior to: This Change: Next (1):

Policy Wide Coverages

Employers L'ah":“’:‘:’if:::f $1,000,000 42,000,000 2,000,000

Changed from: $1,000,000 $1,000,000

pEmployers oty -
Changed fram: 1,000,000 41,000,000
Employers Liability -\, 04 500 $2,000,000
Disease - Each Employee: ¥ 1000+ LLLS 000,
Changed from: $1,000,000 $1,000,000

Nexsure has attempted to update the policies following the out of sequence endorsement. Please make any corrections as needed.
Once "Accept” is selected, the above changes will be made to all subsequent policies once this endorsement is posted. The population
of the subsequent policy values by Nexsure is intended to ASSIST in the execution of this endorsement. It is the responsibility of the

End User to verify that the policies are updated appropriately.

Policy changes have been reviewed for each policy iteration.

15. Confirm the Coverage Effective Date and changes, select the Policy changes have been reviewed for each
policy iteration check box to activate the Accept button. Clicking the Accept button will create the out
of sequence endorsements and change the Status to Submitted. If a pending endorsement is created in
this process, this means that a change was made in a schedule on an older form and requires the user to

manually complete that change request. So, make sure to check for pending OOS endorsements that need

attention before continuing to the next task. Clicking the Cancel button will display the endorsement’s
underwriting tab leaving the Status at Pending allowing the user to alter the form as necessary.
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16. When out of sequence endorsements
added to each iteration of the policy a
Click the OK button on the Endorsem

affect multiple policies, a change request is
s indicated in the Change Analysis window.
ent Creation Process window to close.

CLIENT PROFILE | DPPURTIJNIfEl 5 ’E S = —
Client Name: Sullivan Red hange Analysis
Show All - Hide

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS | ELINKS

Al

%

|
Nexsl Ire
HOME | HELP | SETUP | LOGOUT
Bookmarks: Expand | Add | Remove Selectad ##

Commercial Account

uction

hdorsement

B

Workers Compe|

MNexsure has attempted to update the policies f

underwriting | policy info | ass|
Workers Compensation Mext (1)
T . . 5 Endorsement Creation Process
R Policy Evolution: Prior to| B
2 Coverage Effective Date: 05/18/200] The endorsement changss are being procassed and 9
Boleysi S e ; sppliad to all policy itsrstion(s) sffected. Salect
Date Processed: 11/18/200 % o &
continue working” button to minimize this screen
Issuing Cos ACORD 130 while the changes are being applied.
Billing Cos )
This Change [07/18/2009 - 05/18/2010]
Policy Number: Policy Evolution: Prior to| Status Changed To Submitted
Policy Description: Policy Wide Coverages Next (1) [09/18/2009 - 05/18/2010]
——— Endorsement Created
Employers Liability - Each
N Cisonts|$1,000,000 hangec fonliec |
Actions: Changed from: Windows Internet Explorer
Details Topic Employers Liability - 1,000,000 ‘
B Encorssmen: Disease - Policy Limit: *~"~~"
Changed from: ! E Endorsement creation process is complete
end . Employers Liability -
—— Form| Disease - Each Employee: FLEEIELT |
Changed from: -OK
ACORD 1
Base Forms:
Forms
Narrativs
ACORD 1.
Line of Business:
Lines of Busii

ny corrections as needed.

Once "Accept” is sslected, the abovs changes
of the subseguent policy values by Nexsure is i

Continue Working

ent is posted. The populstion
t jc the responsibility of the

iirements.

ompensation

instruction | navigation

17. The endorsements are added to the policy and can be seen on the policy summary view. In this
example, the text of OOSE: Increase Policy Limit (which is from the description entered on the
servicing screen) will be displayed on the policy summary screen to indicate that an Out of Sequence
Endorsement was automatically added. Check the status of each endorsement and if any pending
OOSEs were added, manually process them and change the Status to Submitted. Once new forms are
created for these older policies, pending endorsements will no longer be created in this process.

nexsure

Client Name: Sullivan Recycling

policies | histery = certificates = binders | wverifications = summary of insurance

[Jaways Show Active

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS | ELINKS

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

Showing Page 1 of 1

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selectad $#

[ Expand All ] Filters: [ Show]

Show/ Policy Number Palicy Type
Hide Policy Description Line of Business
S WIC-900000

® @9 @ Worle Comp Monaline

Workers Compensation

Status Change

Coverage From

Policy Status Annualized Bremium
Term Mode Estimated Premium
05/18/2008 Submitted £0.00 A
05/18/2010 Haw $6,000.00 A

Coverage To Action Description Billed Premium

Increase Policy limit

Billing Carrier

Issuing Carrier

Penn Hational
Pann Hational

Updated By

Updated Date

Endorsement Submitt=d Endorsed 07/18/2009 05/18/2010 & $0.00 Mary Oberleitner 11/18/2009
Out of Sequence Endorsement
=3 [ Policy In Force 09/18/2009 05/18/2010 & Increase payroll amount Mary Oberleitner 11/18/2009

B A @ endorsament Submitted

09/18/2009

Increase payroll amount

/
Dot OOSE: Incresse Policy limit!

Mary Oberlzitner

11/18/2009
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18. As long as the changes are in a submitted, 2nd or 3rd request status, the Delta £\ icon on the
policy summary screen is available to display the Endorsement Change Analysis window to view
the changes. In the Endorsement Change Analysis window, clicking the Hide All link will hide all
iterations of the change and clicking the Show All link will display all iterations. In this example,
clicking the Next (1) (the number within the parenthesis indicates the number of iterations
potentially affected by the change) link will display the next iteration when multiples exist.

HOME | HELP | SETUP | LOGOUT

ELINKS marks: Expand | Add | Remove Selectad #®

crosoft | ternet Explorer provided by XDimensionz [ Technologies, Inc.

| Commercial Account
~ [ EE] https: am et nexsurd compeiesfbients changeanalysis/changear v | G |42 % | [1ive searcn

policies | hisfbry = certificates | binddl - =’

File Edit View Favorites Tools felp

[ aivays fhow active [ Expand All ] Filters: [ Show ]

Show/ Policy Nu & - [ e—

Hide Palicy Desd — = = = » fg carrier
o0 w o l@EndorsementChange Analysi ] 1 e Home ~ [ Feeds (] = Print v [k Page + i) Tools - T
Work: C National

Show All - Hide All

Workers Compensation Mext (1) Updated By Updated Date
Policy Evolution: Prior to: This Change: Next (1):

Endoreament |  Coverage Effective Date: 05/18/2009 07/18/2009 09/18/2009 G S
Date Processed: 11/18/2009 11/18/2009 11/18/2009
B 3 Palicy lary Obarlsitner 11/18/2008
ACORD 130
B A @ endorsement General ary Oberleitner 11/18/2008
Policy Evolution: Prior to: This Change: Next (1):

binders | certificates | history | policies

Policy Wide Coverages

19. On the underwriting tab, click the Post Endorsement link
on the Navigation Toolbar to post the endorsement.

underwriting palicy infa assignment | attachments actions qualification history | transactions clajms summary of insurance | classifieds | delivery

Eranch: Training - Implementation Branch Policy Term: 05/18/2009 12:01AM CST
05/18/2010 12:01AM CST
Policy Type/Primary State: e A Coverage Term: 09/18/2008 12:01AM CST
05/18/2010 12:01AM CST
Issuing Co: Penn Maticna Stage: Endorsement

Eilling Co:

Mode: New
| Status: Submitted W Non-renewing

Policy Description: | orkk Comp | Crigination Datev 05/18/2009

Policy Number: |

Print Post Endorsement Save Changes

20. When posting endorsements, on the Endorsement Group Post Confirmation dialog box
the option to post just the selected (click Post One) or all (click Post All) is presented to
the user. This option will be presented until all connected endorsements are posted.

£ | Endorsement Group Post Confirmation

To only post this endorsement, please select "post one”.

To post all endorsements in this out of sequence
endersement group, please select "post all'.

To ge back te the underwriting screen, please select
"cancel”.

<
[Post &l ]q 3
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21. Oncethe endorsement is posted, the Delta £ icon is removed from the policy summary screen.
However, the Endorsement Change Analysis window is always available on the underwriting
tab of the policy by clicking the Change Analysis link under the Endorsement(s) label..

HOLE | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS | ELINKS marks: Expand | Add | Remove Selected H#®

CLIENT PROFILE | OPPORTUNITIES | 2 Endorsement Change Analysis - Microsoft Internet Explorer provided by XDimensional Technologies, Inc.

Client Name: Sullivan Recycdlir |- Commercial Account
CIZ A [ ] https: faa tweb L nexsure.comefilesdlents/ChangeAnalysis/Changeanz v | & | 42| | %
underwriting | policy infs ==
Fle Edit View Favortes Tools Help
E—— % L§ tion: instrufition
— = = = 45 [Perwriting
Palicy Type/Primary State: & e Iggnd.,,sementchange Analysis I I farHome = [ Feeds () - @mhPrint ~ [ Page + {3 Tools ~
: l— Base Requifements
Issuing Go: Show All - Hide all Workers Cdnpensation
Billing Co: N
Workers Compensation
Policy Numbsr: P Neati(eh) Endorsemeljt(s)
Policy Description: Policy Evolution: Prior to: This Change: Next (1): 3
Coverage Effective Date: 05/18/2009 07/18/2009 09/18/2009 ::E"Qe Analysis
Date Processed: 11/18/2009 11/18/2009 11/18/2009 Change (09-18-2009)
Actions: Change Analysis
Details Topic WA ACORD 120 Change (09-18-2009)
Endorsement Annot: Iy
B General Change Analysis
Policy Evolution: Prior to: This Change: Next (1): instruction |._navigation
Base Forms:
Er— Policy Wide Coverages
Narrative Employers Liability - Each
a 1,000,000 2,000,000 2000000 ]
ACORD 125 Accident; © $
Changed from: 1,000,000 1,000,000
i e s [2000000 ]
e Disease - Palicy Limie; $1:000,000 52,000,000 [oooooe ]
i e —— | Changed from: 1,000,000 $1,000,000
e e Epioyte:
Disease - Each Employee: 100,000 e
Changed from: 1,000,000 1,000,000

22. Onthepolicy summaryscreeninthe expanded un-collapsed view (the Collapse/=liconis displayed),
in this case, the darkest gray shaded iteration of the policy represents the iterations replaced by
more recent changes to the policy. The more current of the 2 policy iterations that show the same
coverage effective date replaces the one that was created with the first endorsement. When in
the collapsed view (the Expand I+l icon is displayed) these iterations are hidden.

Nexsure : =
o REPO
PRO PPO A PO A ATTA ACTIO ANSACTIO D 0

Client Name: Suflivan Recycli§g : al Acco
policies | history | [Eertificates | binders | verifications | summary of insurance

[ 2lveys Show Ative Shoving Page 1 of 1 [ Expand All ] Filtars: [ Show ]

Show/ Policy Ndmber Policy Type Palicy Status Annualized Premium Billing Carrier

Hide Policy Desgription Line of Business Term Mode Estimated Premium Issuing Carrier

B Policy In Force Endorsed 07/18/2008  05/18/2010 G fM“ =ase Boliy $0.00  Mary Oberleitner 11/18/2009
B (e Policy In Force 08/18/2009 osfig/z010 @ Inere=se payroll amount £0.00 Mary Oberleitner 11/18/2009

OOSE: Increase Policy limit

Note: Shading is used for readability ease and does not indicate historical tracking.
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