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Cancellation Statuses

Setting up Cancellation Statuses

Identifying the reason that a policy is cancelled in Nexsure is done at the time the policy cancellation is posted. These
statuses are setup as follows:

[ 1. Click the SETUP link on the Utility menu. }

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected w

HOME | HELP | SETUP | LOGOUT
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Determine what statuses are needed and add them as Action Types. The following types (see table below) are in
Nexsure and associated with the Topic of Cancellation when each new Nexsure organization is built. However, since
some of these types can be modified they may not exist. Check the inactive list of types before adding new ones
since these may be re-activated if necessary. It is important to note that types are not unique and may be reused
with any topic. Make sure, when adding Action Types, not to repeat them since only one will be needed regardless
of the number of topic associations.

Action Action Action Topic

Topic Edit/Remove Type Considerations Default Default Default Association
Days Due Status Priority Removable?

Annotation is used when Servicing policy
Cancellation | Annotation requires that an Action be added. Not 7 Open Normal No
recommended for modification.

Appointment is used when moving Actions
Appointment to Microsoft® Outlook® Calendar to identify 10 Open Normal Yes
scheduled items.

May be changed at anytime but modification
will change all action types previously created.
If no Actions created, the type may be
removed.

Cancelled By Agent 0 Closed Normal Yes

May be changed at anytime but modification
will change all action types previously created.
If no Actions created, the type may be
removed.

Cancelled by Carrier 0 Closed Normal Yes

May be changed at anytime but modification
will change all action types previously created.
If no Actions created, the type may be
removed.

Cancelled by Insured 0 Closed Normal Yes

May be changed at anytime but modification
will change all action types previously created.
If no Actions created, the type may be
removed.

Check Status 15 Open Normal Yes

May be changed at anytime but modification
will change all action types previously created.
If no Actions created, the type may be
removed.

Payment Received? 4 Open High Yes

May be changed at anytime but modification
will change all action types previously created.
If no Actions created, the type may be
removed.

Received from Carrier? 27 Open Normal Yes

May be changed at anytime but modification
will change all action types previously created.
If no Actions created, the type may be removed
or modified as needed.

T-filed 0 Closed Normal Yes
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3. After reviewing existing types and compiling the types that need to be added to your organization, click the
types tab and the [Add New] link to add the new types. For more information on adding Action Types, see
Chapter 4, Admin Training Manual in Nexsure Help under Supporting Documents > Training Materials.
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In the Type box, enter the name of the Action Type, select the Status, select the Icon, enter
the Description and click Save to continue.

[ 5. Associate the newly added types to the Topic of Cancellation by clicking the actions tab. ]

HOME | HELP | SETUP | LOGOUT
SEARCH | OR:ANIZATION | REPORTS | CAMPAIGNS | ELINKS cmark: nd | Add | R

igation belc
access Mexsure setup information.

&tl.' Console n actions topics types plans

Expand Minimize Showing page 1 of izpM Filter: [Show]
Actions

Client Access Action Topic Action Type Priority Trigger
Retail Agent Access Activity
|
=

Color Schemes @’ Legacy System 0 Day(s) Closed Marmal Add New

[ 6. Locate the Topic of Cancellation by clicking the [Show] link.
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7.

In the Action Topic box, enter “Cancellation” and click Search.

actions topics types plans

Filter: [Hide]

Showing page 1 of 13 (4] Pag

Search Criteria
Action Topic:

Action Type:

Cancellation|z: All

Alert Message: Status: a| “ Priority: a) v|

} Search Clear

8. The Action Topic and all associated Action Types are
displayed. Click the [Add New] link to add the action.

actions topics types plans
Showing page 1 of 1 Page Fileer: [Show] [
Details Action Topic Action Type Due In Status Priority Trigger Remowve
Cancellation
@’ Annotation 1 Week(s) Cpen MNormal Service
@’ Appointment 10 Day(s) Open Marmal Add New %
@’ Cancelled By Agent 0 Day(s) Closed Marmal Add New %
@ Cancelled By Carrier 0 Day(s) Closed Marmal Add New %
@ Cancelled By Insured 0 Day(s) Closed Marmal Add New %
@ Check Status 15 Day(s) Cpen Mormal Add New %
@’ Payment received? 4 Day(s) Cpen High Add New %
@’ Received fram Carrier? 27 Day(s) Cpen Mormal Add New %
@’ T-filed 0 Day(s) Closed Marmal Add New I%
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9. On the New Actions dialog box, select as follows:

a. Select the Trigger of Add New.

b. Select the Topic of Cancellation.

c. Select the Type to associate with Cancellation.

d. Select the Due In of 0 day(s) if the action’s Status is not to be set to Closed.

Select the Priority.
f. Select the Status of Closed if the action should not remain open when the cancellation is posted.

g. Inthe Description box, type in a description so it will be easy to identify the intention of the action’s use
(such as “Created for cancellation statuses”).

Naw Actions n%ure

_ v
Trigger: | Add Mew V| Allow cancel/ modify
Topic: | Cancellation V|
Type: r———,eY
Due In: | 0 day{&-j V|
Priority: | Marmal v|
Status: | Closed v|

Drescription:

alert?: ]
Link D

action?:

[save] | Save & Add ][ cancel |

10. Once these steps are completed, save the action. If only one action is being added, click the Save
button. This will save and close the New Actions dialog box. If another action is to be added,
click the Save & Add button. This will save this action and display a New Actions dialog box so
that another action can be added. Clicking Cancel will abort the addition of the action.
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Using Cancellation Statuses

To use the Cancellation statuses, locate a pending cancellation from the Client’s policies from either the HOME >
CANCELLATIONS screen or from the POLICIES link located on the Client menu.

1. From the Search screen, right-click on the client’s
Details B icon and select Policy Summary.

search

All Branches vl

[ 4dd New Record ]

Entity: | Client w | SEARCH RESULTS - CLIENT

Search Type: | Contains v | 7 Record(s) Found Showing Page 1 of 1 Go To Page
Cliznt Stage: w
{=nt Stag= [2l || = Name Type Stage Dhane # Location Name City  St./Prov. Zip/Postsl Remave
Cliznt Type: All w e . .
| B open C C (622)255-5690 1400 Daniel Webster Nashuz MH nz082 £
P Highway
Code Class: E] All L
c c Merrimack  NH 03054
Code All v B New Market rrimas -
Designation:
w Certi s | 3 Hudsen NH 03051
Status: Al I~ B? new Certificate Br
Client: B c c Office Nashuz NH 02080 5
policy Number: B certificate Summary c C  (603)555-2022 Headquartars Manchester  MH 03108 £
Palicy Palicy Summary el mr e New
Description: Eg C C (s03)878-1111 Office Ipswich NH 03071 BR
Phene Number: Br P P (714)672-8300 braa ca 88210 By

Location Name:

Locstion Address:

Lecation City:

111

Lecation

State/Prov: Al
Location Servicing
Zip/Postal:

First Name:

Last Name:

il

Enterprise Code:

You must search for a record prior to entering a new one. After the rezults are returned you will be given the option to add a new record.
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2. On the Policy Summary screen, click the client’s
Details & icon to display the underwriting tab.

0PPO A PO A A ACTIO ANSACTIO D o
Client Name: Ljghtship Telecom, Inc. 0 al Acco

policies ~ history J certificates binders  werifications summary of insurance

[ alvays shovfactive Showing Page 1 of 1 [ Expand All ] Filters: [ Show ]
Show/ Policy Number Policy Type Policy Status Annualized Premium Billing Carrier
Hide Policy Description Line of Business Term Mode Estimated Premium Issuing Carrier
¥ 1 [E 4
Package Incl 1 Auto - Commercial. General Liability - Commercial, Property - Commercial
% 1|2 4
(B g
) Pending = )
B Palicy [ 02/10/2010  05/13/2010 ¢ Process cancellation. $0.00 Jeff Fard 09/13/2010

Package Includes: General Liability - Commercial, Property - Commercial

3. On the underwriting tab, click Post Cancellation on the Navigation Toolbar to display
the Cancellation Status Selection dialog box.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS | ELINK:

CLIENT PROFILE | OPPORTUNITIES | MARKETING POLICIES | CLAIMS | SERVICING

ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

Client Name: Lightship Telecom, Inc. Commercial Account
underwriting policy info assignment  attachments actions qualification histary}]  transactions claims summary of insurance classifieds delivery
N navigation instruction
Branch: Ace Insurance Branch Palicy Term: 02/10/2010 12:01AM &l
02/10/2011 12:01AM 5 Underwriting
Policy Type/Primary State: Momnoline Coverage Term: 02/10/2010 1Z2:01AM gj
09/13/2010 12:01AM Pending Cancallation
Issuing Co: Hartford Casualty Insurance Stage: Policy
Billing Co: Hartford Insurance Group Mode: Renew Base Requirements
Pending Cancellation .
Palicy Number: WC10412420157 Status: [ Workers Compansation
Non-renswing
Policy Description: Exec Officers Excluded Origination Date: v 02/10/2009 Cancellation(s)
Print Abort Cancellation Post Cancellation | Sawve Changes B " —
instruction  navigation
Actions:
Details Topic Type Status Memo
@ Cancellation Annctation  Open  Process cancellation.
Cancellation:
Form Description
ACORD 35 Cancellation Reguest/Policy Release 35
[ 1 [ACORD ¥ML] [
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4. In the Status list, the Cancellation Types associated to the Topic of Cancellation
are available for selection. After selecting the Status, enter a description in the
Notes box giving the reason the policy is being cancelled and click Save.

nexsure

v
Status: Cancelled By Carrier |1,_'
Notes: Payment received?
Appointment
Check Status v
Received from Carrier?
T-filed
Annotation W
Cancelled By Agent [ Save ][ Cancel ]

‘Cancelled By Carrier
Cancelled By Insured

5. The policy’s underwriting tab is displayed with a gray background since it is now located in history.
The Actions on this underwriting tab reflect the status and note when posting the cancellation. It
will have a status of either Open or Closed based on the action created in SETUP. If it was set to
Open it will have a Status of Open, if set to Closed it will have a Status of Closed.

HOME | HELP | SETUP | LOGOUT

NIZATION | REPORTS | CAMPAIGNS | ELINKS Bookmarks: Expand | Add | Remove Selactad

SEARCH | ORGE

CLIENT PROFILE | OPPORTUNITIES | MAIKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Clienf Name: Lightship Telecom, Thc. Commercial Account

undefwriting | policy info | assignment ttzchments actions | gualification histary  transactions claims | summary of insurance | classifieds = delivery
navigation instruction
Brinch: Ace Inburance Branch Policy Term: 02/10/2010 12:01AM | s
02/10/2011 12:01AM El Underwriting
Pdlicy Type/Primary State: R - Coverage Termi 02/10/2010 12:01AM )
00/12/2010 12:01AM Base Reguirements
Isguing Co: Hartfolld Casualty Insurance Stage: Policy [ workers Compensation
Eifling Co: Hartfold Insurance Group Mode: Renew
pdlicy Number: Wwc10412420157 Status: Cancelled Non-rensving Cancellztion(s)
Pdlicy Description: Exec Officers Excluded Origination Date: 02/10/2009 Tnstruction )\ navigation
| I | Print Reinstate Rewrite
Actions:
Details  Topic Type Status Memo
B Cancallation Cancalled Closad b mant not received
By Carrier

[ 1 [ACORD XML] [ 10 1
Base Forms:
Forms Description Remove
Narrative Underwriting Narrative =
ACORD 125 Commercial Application 125 =
Line of Business:
Lines of Business Form Description Remove
i e ACORD 130 Workers Compensation Application 130

Compensation
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