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® A Training Roadmap to Nexsure

A Training Roadmap to Nexsure

Whether you are a long time user of Nexsure or a new user, Nexsure Help and the Nexsure Training Department
offer multiple resources to address your specific training needs. Resources include help topics, training manuals and
instructional videos for self-paced learning in addition to classroom instruction led by a Nexsure certified trainer.
Here is a roadmap to help you determine the path that best suits your specific needs which include:

= Self Paced Learning

= Before You Start Videos

= Training Manuals

m  Tips & Facts — Feature Specific Training

= Instructor Led Training

= Nexsure Is Changing — How To Keep Current With Each New Release
m  Getting Ready For A New Release

= Video Overview Archives

= Looking For Something Specific?

Self-Paced Learning

If you are new to Nexsure, looking for a refresher or to cross train, turn to Nexsure Help for self-paced learning.
Perform the following steps to access the Training Materials:

1. Enter the Login Name an Password to log into Nexsure. '

-

Login Name: "

Password:
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2. On the Utility menu, click Help. }

In%ure | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks 3 Selacted W#'

ToC D LoBEE

[Hoverview

(W) Getting Started In Nexsure
uutwlit-,.l menu —
uPrimaw menu

W client menu

You are here: Overview

MWl Oreanization menu L
[H Toc
@ Index
p Search Welcome to the Nexsure help system. Click the quick access links below to view common help topics, for more topics, use the table of
contents or the index/search tabs on the left. For more information on using this help system, see Using Nexsure Help.
I3 Favorites

Li] Release Motes L] Hot Fixes (i} Planned Development i} Tips & Facts Carrier Interface Status Reports L] Before You Start

3. In the TOC (Table of Contents), click Supporting Documents >
Training Materials to view the list of available training materials.

Ine)qsure owe | neLp | seTuP | LocouT

SE}R(H | ORGANIZATION | REPORTS | CAMPAIGNS

Toc BLoBEE LA R
[Foveriew You are here: SUPPOrting DocUmMents > Training Materials
W Getting Started In Nexsure
W) uritity menu

W Primary menu

W ciiznt menu

M orgznization menu

Wreports

llJSuppcrting Dccuments‘—
M releass Notes
[FfiNexsure User's Guide
[fiPlanned Development
[FPrevious Development

Nexsure Training Materials are available by clicking on any of the links below

[AiTips & Facts

[Ficarrier Interface Status Repdit tle

[ available Lines of Business

llJTra'ln'mg Materials Before You Start

[FBefore You Start

[HCRM Training Manual CRM Training Manua

[ Admin Training Manual Admin Training Manual
_?'|Acccunting Training Manua
[ Quick Start Guides Accounting Training Manual
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Before You Start Videos

Before You Start videos are designed to help prepare users new to Nexsure for their instructor led new user training
sessions. New users also take advantage of the Before You Start video library to refresh and reinforce their new user
training. Perform the following to access the Before You Start videos after accessing Nexsure Help:

1. Click the ¥ Before You Start link on the HELP > Overview page to quickly access the Before You Start page. ]

[nexsure

HOME | | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remowe Selacted

D AoBEEE
[FHloveriew —'| Youare here: Overview
W) Getting Started In Nexsure
uUt\Iit-,lmEnu —

uPrimaw menu
M client menu

(M Creanization menu 45
[H) Toc
@ Index
p Search Welcome to the Nexsure help system. Click the quick access links below to view common help topics, for more topics, use the tabjf of
contents or the index/search tabs on the left. For more information on using this help system, see Using Nexsure Help.
I3 Favorites

Li] Release Notes L] Hot Fixes L1} Planned Development ﬁ) s B Facts Carrier Interface Status Reports L] Before You Start

2. The Before You Start video list displays the Name of each video and a brief Description to highlight the
content and type of Nexsure user that will benefit from the video. Click the Video Camera @@ icon to view
a video (speakers or headphones are required for audio).

Ine:§ure e

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remow. =d

Toc BOoOBafE = = dbdaesR
" . J -
Z]C.'er.uew. | Youarehere: Supporting Documents »Training Materials > Befora You Start
W Getting Started In Nexsure
DUtiIit-..lmenu

uPrimar-,' menu
DCIiEnt menu

W organization menu
[WReports » e ————————
||,L]Suppcrting Documents =

URelease Notes
[#HNexsure User's Guide

[#Planned Development The following videos and topics have been designed to help in preparation for using Nexsure. Please review each item prior to initial
[#HPrevious Development Mexsure training.
[#HTips & Facts

Note: Some of the videos may take a few moments to load. Once the images appear, view the recording from the start by clicking the Plg

T]Carrier Interface Status Re
& i button at the bottom of the screen.

[Havailable Lines of Business
[[(ATraining Materials .
[HBefore You Start Description
[#1cRM Training Manual Management, Nexsure Administrators and Accounting Administrators will review this document
[#Admin Training Manual Beginning Balances 1o learn Beginning Balance preparation including instructions about adding General Ledger and
[# Accounting Training Man Client balances as well as report confirmation.

Understanding the Org Entity | Management and Accounting Administrators will view this video to understand the entity

[#Quick Start Guides
T Irilitiac e g g g
'I | L4 Structure infrastructure of Nexsure.

D ToC Management, Nexsure Administrators, Accounting Administrators, anyone setting up carriers for
Carrier Downloads download and anyone that will be processing downloads will view this video to learn how to
@ Index setup carriers for downloads.
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Training Manuals

Training manuals provide in-depth content for each discipline of Nexsure. Perform the following steps to access the
Training Manuals page:

1. Click Help > Supporting Documents > Training Materials > CRM Training Manual, Admin
Training Manual or Accounting Training Manual to access the Training Manuals page.

In%ure HOME | HELP | SETUP | LOGOUT

SEi\RCH | ORGANIZATION | REPORTS C \MF AIGNS

Toc DrLrBEBa@E = P sxa nexsuref dueip
—?IC"’E['”E"’" “You are here: Supporting Docufhenfls »fraining Materials
uGetting Started In Nexsure I I
uUtiIit-,'mEnu

uPrimary menu

[Wclient menu —

uCrganizaticn menu ~ r

uRepcrts -

JSupporting Dccuments*

muﬁ?‘;lease MNotes o ] ® .
[HNexsure User's Guide
[#HPlanned Development
[#Previous Development
[HTips & Facts
[#Hcarrier Interface Status Repdit
[HAvailable Lines of Business

Nexsure Training Materials gre gvaflable by clicking on any of the links below

lL]Training Materials Before You Start
[#HBefore You Start —
[#CRM Training Manual CBM Training Manua “I
[HAdmin Training Manual Admin Training Manualﬁ
_?]Acccunting Training Manua
[#HQuick Start Guides Accounting Training Manual

2. Onthe Training Manuals page, each training manual is divided
into chapters that may be downloaded for viewing.

hexsure
Toc B A

[F Overview =
uGetting Started In Nexsure
[ Utility menu
[ Primary menu
DC\ient menu
uCrgamzaticn menu
uRepcrts
Jsupporting Documents
M release Notes
[HNexsure User's Guide

HOME | | SETUP | LOGOUT

[IZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected ¥
Bl : = |dwdexd nexsureFghers

You ard here: Supporting Documents =Training Materials = CRM Training Manual

[HPianned Development The CRM Training Manual can be downloaded by chapter from the table below:
[H Previous Development - -
[HTips & Facts Notej Adcbe Reader is required to view these documents.
[Hcarrier Interface Status Rep
[AAvailable Lines of Business CRM Manval Chapter File Size
lL]Training Materials
[#1Before You Start T chapter 1 Introduction 3.1MB

[ CRM Training Manual

[HAdmin Training Manual ."'——“ChEEtEFZ Keeping Track From Home 4.4MB
l‘]&cccunting Training Man - R
/= Chapter 3 Client Management 49MB

[# Quick Start Guides
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Tips & Facts - Feature Specific Training

Tips & Facts are documents generated by the Nexsure training team and cover a wide variety of Nexsure functionality.
Each month, a new Nexsure Tips & Facts is distributed by email. All Tips & Facts are archived in Nexsure’s HELP >
Supporting Documents. Perform the following to access the Tips & Facts documents:

1. Click the ﬁ_,e'Tips & Facts link on the Help > Overview page to quickly access the Tips & Facts page.

[nexsure

SEARCH

SR = -

| ORGANIZATION | REPORTS | CAMPAIGNS

HOME |

| SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected %

[F)Overview

DGEtting Started In Nexsure
[ﬂumliw menu

[ Primary menu

M client menu

M Oreanization menu

‘You are here: Overview

O Toc

@ Index
& search

) Favorites

L] Release Motes 1] Hot Fixes

Welcome to the Nexsure help system. Click the quick access links belowto view commeon help topics, for more topics, use the table of
contents or the index/search tabs on the left. For more information ol

jng this help system, see Using Nexsure Help.

L] Planned Development L] Tips & Facts

Carrier Interface Status Reports L] Before You Start

2.

Tips & Facts are listed by Volume and Issue number including a brief description of issue content. A Release
Date indicates the date the issue was distributed or updated for current Nexsure release functionality.

DPrimaw menu
Wjciient menu
Wjorganization menu
Mjreports
IQJSu:pcrtimg Documents
DReleasE Notes
[#HNexsure User's Guide
ﬂPlanned Development
ﬂPrewicus Development
[#Tips & Facs
[#icarrier Interface Status Report
[HAvailable Lines of Business
Q;JTraining Materials
[#Before You Start
[#HCRM Training Manual
[HAdmin Training Manual
ﬂAcccuntmg Training Manua
[#lQuick Start Guides
[Hutitities

Wraa

Dimensional®
Technologies

ne sure;

Tips & Facts are documents generated by
Support via email and are archived in thel

f W .
.
. Tips & Facts
v
he Mexsure Support Team that cover a wide variety of Nexsure fung
able below.

ionality. Nexsure Tips & Facts are distributed by

Toc MEEEEIEEEE T egurEEdhe
ﬂgweri}iavz - You are here: Supporting Documents »Tips afd Facts

erting Started In Nexsure
DUUM(-,’mEnu

= =
MNote: Adoche Reader isrequired to view

hese documents.

6 If you would like to suggest topics for]

Tips and Facts Issve

uture issues of Nexsure Tips and Facts, please email your ideas to

TipsandFacts@xdti.com

Description

Release Date

ZTT s & Facts Wol. 4, |ssue 12 Using Alerts on the Client Card File 12-31-08
ZT]Q;&Facts Vol 4 Issue 11 Display Properties 11-30-08
Z Tips & Facts Vol. 4 Issue 10 Document Template Using Client Demographic Data 10-31-08
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Instructor Led Training

Nexsure New User Training Sessions led by a Nexsure certified trainer are offered for new and existing agencies on
a monthly basis.

Invitations are emailed to agency administrators the month prior to the session start date.

'_.} eply|i‘§Replyhoall E%Forward(j liié L% .Eé‘ X |&~ K4 | @) Help i
Frim: *Support (Nexsure) Sent: Fri 12/12,/2008 4:37 PM
To
C
Supject: Nexsure New User Training Sessions for January 2009
Atgachments:

|»

New User
Training

December 12, 2008

..

Announcing the availability of New User Nexsure Training (3 Hours per Day for 8 Days):

’ ®  Jlanuary 12, 2009 - January 15, 2009
®  January 19, 2009 - January 22, 2009

These sessions are structured for agencies new to Nexsure as well as for existing agencies that have
recently hired new staff members.

For new agencies, please discuss session sign-up with your Account Manager. Please note that individuals
who will act as Nexsure Administrators at their agency are required to attend all sessions.
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Each invitation provides instructions for session sign-up and an overview of the training schedule. Each training
session is briefly described on the training schedule and contains a link to download the Training Session
Outline. Use any Training Session Outline to determine what session(s) you want to attend. Each outline
provides a timeline and agenda for content to be covered in the session in addition to related self-paced
Training Materials in Nexsure Help. All training sessions include the latest release content.

Dimensional’ Training Session Outline
Technologies CRM New User

Approximate Training Time: 3 Hours
—} References: CRM Training Manual Chapter 1 and
Tips & Facts Volume 1 Issue 5

—}O Nexsure Operating Environment
References: Help > Before You Start > Nexsure Menus
and Nexsure Home Menu Navigation

Logging into Nexsure
Terminology

Home menu

Mavigating in Nexsure
Logging Qut of Nexsure
Help

oooooo

Hint: Download any Training Session Outline to plan your self-paced training!

Nexsure Is Changing — How To Keep Current With Each New Release

Release information is made available to all Nexsure users by clicking the HELP link. Release information is available
in three stages: Planned Development (preliminary Release Notes), Release Notes (current release) and Previous
Development (previous Release Notes).
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Getting Ready For A New Release

Perform the following steps to access the Planned Development page:

ESVE

HOME | | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add , .cmove Selected ¥

W Primary menu
uﬁlwent menu
uCrganizaticn menu
Wreports
|u5up:cming Documents
DRelease Motes

[# Nexsure User's Guide
[#|Planned Development

[#| Previous Development
[#ATips & Faces

[# carrier Interface Status Rep
[ Available Lines of Business
LL]Training Materials

[ Before You Start

[ CRM Training Manual
[HAdmin Training Manual
I]Acccunting Training Man

ToC DoOBeE = WD e XD
[#Overview You are here: Supporting Documents » Planned Devel
uGettmg Started In Mexsure
uUtilimenu

’ Planned Developmeint

Below are listings of developments that are planned for future Nexsure releases. Because of the need for the highest qual
development, a planned defect repair or new feature may be moved to a future release due to time constraints or shifts inj

by in future
pricrities

Mote: Reference numbers are provided to allow quick identification of enhancements.

[Nexsure 2.0 Planned Development

[ Enhancements

populated with

1. Click Help > Supporting Documents > Planned Development or click the ﬂ' Planned Development link
on the Help > Overview page to quickly access the Planned Development page. Planned Development is

enhancement information and resolved issues that are planned for the next release. When

the release is imminent, Nexsure Support emails notification of the new release including instructions for
accessing Planned Development, Release Notes and Video Overview Sessions.

HOME | | SETUP | LOGOUT

E SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected %
TOC

DLABEE@E: =4k dx

[#0verview A Vou sre here: overview
uGetting Started In Nexsure
[ﬂumliw menu _
[ Primary menu
uﬁlient menu
Wl Oreanization menu il

O Toc

E] index

p Search Welcome to the Nexsure help system. Click the qjick access links below to view common help topics, for more topics, use the table of

contents or the index/search tabs on the left. Fgllpore information on using this help system, see Using Nexsure Help.
|=) Favorites o r ) 0 - . (i)
Release Notes ¥ Hot Fixes Planned Development Y Tips & Facts Carrier Interface Status Reports Before You Start
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2. Release Notes and Video Overview Sessions are designed to fully prepare you for the new
release. New features are listed under Enhancements with links to the topic in the Nexsure
Help system or to an instructional video. Click the click here link in the yellow shaded area
under Nexsure 1.95 Enhancements to view all available video overview sessions, or click
the Link to Video link where it is shown next to a specific topic. Videos may be viewed
individually or in group settings (speakers or headphones are required for audio).

[nexsure

| ORGANIZATION | REPORTS | CAMPAIGNS

PSS

qa W

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected &%

1]

3

SEARCH
0C
[Hoveriew
DGEtting Started In Nexsure
DUtility menu

uPrimaw menu
DC\ient menu
uCrganizaticn menu
DREpcrts
Q‘]Support'lng Documents
l]"]RE\ease Notes
[HHot Fikes
[HNexsure User's Guide
[fiPlanned Development
[fiPrevious Development
[ Tips & Facts
[#icarrier Interface Status Report
[#|Available Lines of Business
[[jTraining Materials
[#)Before You Start
[#|crRM Training Manual
[#fjAadmin Training Manual
[HAccounting Training Manua
[HQuick Start Guides
[FHutitities
Wrac
[#HGetting Support
[HAbout Nexsure
[HUsing Nexsure Help

Dimensional®
Technologies

[Nexsure 1.95 Enhancements

For a video overview of some of the

@

kw enhancement features, B click here

Accounting

Create running totals for items selected

On the GL account summary screen filte)

For Disbursements, Receive Payments, 4
to the client's name in the Select Name

Invoice screen - Expand work space bel

Invoice screen - Maximize-minimize icol

Invoice screen - Header graphic display

Invoice Perforated - Display invoice det]

or tax authorities. (F4135)
, make the default sort by Account Number. (F3534)

Fcounts Payeble, and Reconciliation, when searching for a client, an (i) will be displayed next
ox if the client is inactive. (F3595)

w header. (F4158) Link to topic
added. (F4157) Link to topic

improved. (F4156) Link to topic

ils performance improved. (F4155) Link to topic

Business Type Templates

# Business Type Templates (F3824) Link to video Link to topic
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3.

When the video overview click here link is clicked, individual
videos can be viewed by clicking the Video Camera &‘@ icon.

L];‘]Suppcrting Documents

lL]Release MNotes
[#HHot Fixes

[ Nexsure User's Guide
[HPianned Development
[# Previous Development
[HTips & Facts
_?'|Carrier Interface Status Report
[H available Lines of Business
DTraining Materials
[Autilities

10 [

[ Getting Support

[HAbout Nexsure

[HUsing Nexsure Help

l | o]

@ Toc

@ Index
p Search

31 Favorites

Dimensional®
Technologies

S B IoPBEEE: T dbDae XD NEXSUIE;
[Hoverview O Tax Authority
DGetting Started In Nexsure o Vendor
DUtiIit-,’menu
[ Primary menu
[Wclient menu
Worganization menu [Nexsure 1.95 Enhancements
DRepcrts

@

For a video overview of some of the new enhancement features, = click here.

Please take the time to view these sessions and if necessary, schedule a meeting with your
link below for detailed overviews of 1.95 functionality.

aff to view as well. Click on each

Note: Some of the videos may take a few moments to load. Once the images appear, you m
start by clicking the Play button at the bottom of the screen.

view the recording from the

Y]

. .
12 |0

.
=]

Accounting
# Create runniny

* OntheGLacd]

* For Disburser|
next to the clij

# Invoice screel
® Invoice screel

* Invoice screel

Invoice Perfol

Business Type Te|

& Business Typ

* Add business

CRM

=

The following items have been either resolved (D#) or added to (F&) Nexsure. Cl

- i
the Video icon to view the instructional video that detsils the changes tg
Mexsure.

MNote: Once the videa has opened, it may be necessary to scroll down to view the
player contrals.

Item# Catego

on of Change

Added search by certificate
number to cert summary (both
views). (F2840 & F2245)

Added sort by # of cert holders
to certificate summary screen.
(F4255)

F2340 & Added number of certificate

F2245, holders to certificate summary v
:j;g? Policies Certificates S (AT @
o The POLICIES > certificates tab

F1140, & :

4266 search filter has been updated

with the following new criteria
options: (F1140}
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Video Overview Archives

Video overview sessions provided with each new release are available under Planned Development until the new
release is posted. As soon as the new release is posted, the instructional videos can be accessed by performing the
following steps:

E SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS
Ti

oc BLrBEE@E: =4 wdaexD NExSUIe,

|M Getting Started In Nexsure -
[ Utility menu -l [Nexsure 1.95 Enhancements ¢
DPrimaw menu
Wclient menu
DCrganizaticnmEnu
DREpcrts
l]A]Support'mg Documents

[JRelease Notes

HOME | | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selacted W*

For a video overview of some of the new enhancement features, B click here.

1. Click HELP > Supporting Documents > Release Notes > Nexsure 1.95 Enhancements
to access the new enhancement overview videos on the Release Notes page. The

Release Notes page can also be accessed by clicking the ﬁ Release Notes quick
access link on the Help > Overview page to quickly access the Release Notes page.

[nexsure T
TOC

SEf RCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selacted %
BrEeE: = 4bhHheRD NEXSUrES fhelp
~
5 ~ b
[floveriew — | ‘Youare here: Overview
DGetting Started In Nexsure
uumlit-,l menu =

uPrimaw menu
[ Client menu

M Oreanization menu b
@ Toc
@ Index
p Search Welcome to the Nexsure help system. Click the quick access links below to view commeon help topics, for more topics, use the table of
contents or the index/search tabs on the left. For more information on using this help system, see Using Nexsure Help.
[l @ Release Notes ﬁ Hot Fixes ﬁ Elanned Development @ Tips & Facts Carrier Interface Status Reports ﬁ’ Before You Start
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2. When a new release is posted, the previous Release Notes are archived
under Previous Development. Click Help > Supporting Documents >
Previous Development to access the Previous Development page.

[nexsure o | e 1 s | oz
TOC

ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected %

PBeE = d D asXD

|| Getting Started In Nexsure :I
W) Utility menu ‘ou are here: SUpporting DocUMENts »Previous Dt

uPrimarv menu

uClient menu

M organization menu

[ Reports

lL]Suppcrting Documents

LL]REIEasE Notes
[AHot Fixes

[FNexsure User's Guide
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= To view previous development release notes, click the Nexsure version number below.
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3. Click the desired release under Version Number to access the
Release Notes and enhancement video overview sessions.

4. Video Archives can also be accessed by clicking the Video Library link on the Help > Overview page.

In%ure HOME | | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Sale tad W*

Toc BLOBelE:=: dprdaxsd

[#Hoverview

W) Getting Started In Nexsure
W utitity menu

[ Primary menu
[Wciient menu

W organization menu

W reports

USu:pcrting Documents
Wraa

[# Getting Support

[# About Nexsure Welcome to the Nexsure help system. Click the quick access links below to view commen help topics, for more topics, use the table of contents or the
[#Using Nexsure Help index/search tabs on the left. For more information on using this help system, see Using Nexsure Help.
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5.

The Video Library organizes all release videos by category. Click a category link to display the
list of videos for that category. Videos are listed in numerical order by Defect # and Feature #.
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Client menu
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DRelease MNotes

[#HNexsure User's Guide
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[#HTips & Facts
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[#video Library
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| 3] Using Nexsure Help

k. |

@ Toc

@ Index

p Search

¥ou arfl here: Supporting Documents > Training Materials > Hot Fixes

e Sure ‘- '_'Video Library

v

With fach release of Nexsure, training videos are created to review the new features added. The videos can be found on the Release Notes for each Nexsure version,

but tHy are also all compiled in this Video Library list for quick reference to any video created. Choose one of the major categories below to jump to that page of
videof.

Tip; Bor videos that are grouped by Nexsure version number, please see the Previous Development topic.
Video Category

Accounting

Actions

CRM

Delivery

Document Management

Downleads

Entitv Standardization

Forms

Portals

Reports

Security

Signatures

6. To view release videos for a specific release, click the Tip’s Previous Development link on
the Video Library page to quickly access Release Notes for previous versions of Nexsure.

Looking For Something Specific?

If your training needs do not fit the resources already in place, submit training suggestions or requests by email
to Nexsure Support at support.nexsure@xdti.com or to your Account Manager to request a customized training

session.
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