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In This Issue

Settings to Export and Import Schedules

Settings to Export and Import Schedules
If clicking on the Export link in Nexsure, the Microsoft® Excel® spreadsheet opens in the current window and does 
not provide Microsoft Excel controls, use the following guidelines to adjust settings:

On the desktop, double-click the My Computer  icon. 
In Windows® Explorer®, click Tools > Folder Options.

�.
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Click the File Types tab and select the XLS extension.2.

Click the Advanced button.3.
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In the Edit File Type dialog box, select New in the Actions box 
and clear the Confirm open after download check box.

�.

Click OK. �.
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If Microsoft Excel is opening in the Nexsure window, in the Edit File Type dialog box, 
select Open in the Actions box and clear the Browse in same window check box.

�.

Click OK.�.
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Exporting a Schedule
Any type of schedule can be exported. Perform the following steps to export a schedule (a vehicle schedule is being 
used for this example):

Click on an active Commercial Auto policy for a client and click the Vehicles link.�.

Click on the Export link.2.

Once the vehicles to be exported are displayed, click the Export button.3.
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Microsoft Excel opens with the schedule entered on the spreadsheet. In File menu select Save As.�.

Type a name in the File name box, select the file’s destination and click Save.�.
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Importing a Schedule
Any type of schedule can be imported. Perform the following steps to import a schedule (a new marketing commercial 
auto policy is being used for this example):

On the attachements tab, click the [Add New] link to add a new attachment.�.

Select Add Attachment and click Next.2.
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Click Browse to locate the attachment.3.

Type in the Attachment Name and Attachment Description and 
click Next. The schedule is now added to the attachments tab.

�.
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Open the marketing policy and click the Vehicles link on the Navigation menu.�.

Click the Import link.�.

In the attachments dialog box, click the attachment to import.�.

Click Import.�.
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Once the schedule has been imported a Successfully 
imported schedule list message will display. Click Close.

9.

The vehicles are now imported into the Vehicles list.


