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In This Issue

Using Alerts on the Client Card File

Using Alerts on the Client Card File
The card file provides a summary view of information used for servicing the client’s account. Below are some 
explanations for various elements of the client card file:

The client card file displays when accessing a client by:

Clicking SEARCH on the Primary menu.

Clicking CLIENT PROFILE on the Client menu. 

Information on the card file is organized in boxes with certain elements displayed 
as blue hyperlinks. Hyperlinks, when clicked, link to additional details. The Alerts 
box displays the number of Open Actions for the client. If the client does not have 
any Open Actions, the digit zero displays next to Open Actions in the Alerts box.
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If the client has Open Actions in the Alerts box, the total number of Open Actions 
displays as a hyperlink. Click the card file’s Open Actions hyperlink. 

The Nexsure Search Filter’s default settings for the Action Status box is set to 
Open for the client regardless of the Due Date (To) or Assigned To boxes.
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Clicking the Open Actions hyperlink from the client card file instantly displays all 
Open Actions for the client even when the actions are assigned to other users.
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Compare Client Menu ACTIONS to Client Card File Alerts Open Actions

The Nexsure default Search Filter settings for Client menu > ACTIONS limits the actions 
displayed to Open actions assigned to the logged on user with a Due Date (To) up to the 
current date. In this illustration, the user does not have any assigned Open Actions. 

To display all Open Actions for the client from Client menu > ACTIONS, the user 
must clear the Search Filter; select the Action Status of Open; and click Search.
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Changing the Card File Alerts Open Actions Default Search Filter

Individual users may change the Nexsure default Search Filter settings on the card file Open Actions summary 
by clicking the filter settings Save button to save their personal Search Filter criteria. Saving Search Filter 
criteria for the action filter accessed through the card file Open Actions link does not affect any other action 
Search Filter settings in Nexsure. In this illustration, the user saved personal Search Filter settings to view only 
the user’s assigned Open Actions whenever the client card file Open Actions hyperlink is clicked. 
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The client card file Open Actions hyperlink will always reflect the total number of Open Actions as a 
servicing alert for the client. The user’s saved Search Filter settings will control the displayed results 
when clicking the card file Open Actions hyperlink.

In this illustration, there are no assigned Open Actions to the user for this client. The Alerts box 
displays five (5) Open Actions for the client. When the user clicks the client card file Open Actions 
hyperlink, no records are found based on the user’s previously saved personal Search Filter settings.

To return to the Nexsure default Search Filter settings for the client card file, click 
the filter’s Reset button. The next time the user accesses Open Actions from the 
card file Alerts box, all Open Actions for all users will display by default.  


