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Chapter 11

Handling Carrier Statements
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Carrier Commission Downloads

Carrier Entity Definition

In Nexsure, two carriers are assigned to a policy: Issuing and Billing.

An issuing carrier is the company that issues the policy; the issuing carrier’s name is on the policy, certificate
and binder.

The billing carrier is the company that handles the money. The billing carrier for agency bill policies is paid
net premium from the agency (payables). The billing carrier for direct bill policies pays commission to the
agency (receivables).

The billing carrier may be the same as the issuing carrier, but could instead be a General Agent (GA) or
Managing General Agent (MGA) that the agency brokers business through.

This chapter will be dealing with the billing carrier and referring to Carrier Payables and Receivables.

Carrier Payables

Reconciliation for Carrier Payablesisdone at Territory levelandis done either before or afterthe disbursements
are added. Reconciled amounts are posted to the Reconciliation Clearing account identified in mandatory
account setup at the Organization level. The mandatory accounts are setup when the organization is built.
Work with the XDimensional Technologies, Inc. Account Manager for a clear understanding of how these
accounts will be setup.

As previously mentioned, there are several ways that an agency might choose to handle their carrier
payables. In this section each method is covered stepping through the entire process of handling carrier
payables. Make sure to read each method to have a clear understanding of the process before determining
which is best for your organization.
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Note: DO NOT post to any of the mandatory general ledger accounts unless directed by
XDimensional Technologies’ Nexsure workflows. This can cause books to be out of balance
as these accounts are used by Nexsure for automatic postings.

Reconciling Carrier Statements Prior to Check Issuance

To confirm the accuracy of carrier statements, Nexsure provides the ability to compare posted invoices in
Nexsure with the carrier statement.

Navigating to the reconciliation tab is done by clicking the ORGANIZATION link on the Primary menu.

Click the territories tab and click the Details @? icon for the territory where the Carrier Statement is to
be reconciled. Click the accounting tab, the transactions tab and the reconciliation tab to bring up the
Reconciliation Summary screen. If there are no results displayed, then the organization is new and no
reconciliations have been previously done or the filter dates are out of range.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS Bookmarks: Expand | Add | Remove Selected
ORGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS

Organization Name: XDTI--Training Org »

organization
XDTI--Training Org >> B C Region >> B C Territory
Previous Page
card file  branches locations employees  accounting  wvendors entity associations
summary = setup invoicing setup generzl ledger  bank accounts transactions  batch summary

transaction summary | journal entry  disbursements receive payments deposit  accounts payable  reconciliation  inveices

Filtar: [Show] [Add New Reconcilistion]

There are no results for this search criteria

invoices reconciliation  accounts payable  deposit  receive payments disbursements  journal entry  transaction summary
batch summary transactions bank accounts general ledger invoicing setup setup summary
entity ssociatiens  venders  accounting employses locations branches card file

organization

Clicking the [Show] link on the top right portion of the reconciliation screen will bring up the Search Filter
fields. Notice the Region and Territory fields are not available to modify. The reason is that the selection for

the region and territory was made when the territory Details icon was clicked. The Created Date From
field defaults 7 days prior to the current date and the To field populates with the current date. These date
ranges prevent pulling all the reconciliations across the web at once to help avoid time out errors on the
screen. When working on the Internet, it isimportant to limit the amount of data being pulled because there
is a time limit for each upload and download. The Reconciliation Type drop-down box defaults to show both
agency and direct bill reconciliations and the Status to show all posted and unposted reconciliations. Modify
these fields as needed to locate a previously entered reconciliation worksheet. Use the Sort Order fields at
the bottom of the search filter to have data display in a particular order. Clicking the Search button on the
bottom right of the search screen activates the search and returns matching data to the summary screen.

Dimensi
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card file | branches | locations = employsss = accounting | wvendars | entity associations
summary | setup invoicing setup | general ledger | bank accounts transactions | batch summary
transaction summary | journal entry | disbursements receive payments deposit accounts payable reconciliation | invoices
Filter: [Hide] [Add New Reconciliation]|
Region: = | East C
Territory: =
Reconciliation Type: Entity Type: | Name: l:l E]
Statement Amount: l:l Created Data From: E To: @
Reconciled Amount: l:l Posted Date From: l:l E To: l:l @

Details Name Ref # RecID Description Amount Created By Date Created Posted Remove

Auto-Cwners Insurance Company 2981 April 2010 Stmit £2,700.00 Mary Oberleitner 06/01/2010

Adding the Reconciliation Worksheet

In order to reconcile carrier statements in this scenario, invoices must be added to client policies and posted
by agency personnel. These invoices are generally added during the account servicing process so the invoices
will be ready to reconcile upon receipt of the statement.

To add the worksheet, click the [Add New Reconciliation] link on the upper right side of the Reconciliation
Summary screen.

organization
XDTI--Training Org 972003 >> Atlantic Region > Atlantic Territory
Previous Page
card file branches locations employees accounting wendors entity associations
summary setup inwoicing setup general ledger  bank accounts  transactions batch summary

transaction summary journal entry disbursements receive payments depasit accounts payable reconciliation invoices

Filter: [Show] [Add Mew Reconcilistion]

After clicking the [Add New Reconciliation] link the Select Entity window is displayed. This window allows
searching for the entity being reconciled. In the Entity Type drop-down box select Carrier and in the field
below enter at least 3 characters of the entity name. To activate the search, click the Search button to the
right of the field. All matches to the characters entered are displayed in the box below the label Select
Name. The (p) beside the name indicates that the carrier name is identified as the parent carrier and an (s)
indicates a subordinate carrier. Choosing the carrier with a (p) beside it allows all invoices for the subordinate
and parent to be available for reconciliation. Choosing the carrier with the (s) beside it allows only invoices
for that carrier to be available for reconciliation, however, all or selected subordinates may be selected to
include in the worksheet by placing a check in the box next to the carrier name.
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(_ hitps:ffnexweb?4. nexsure.com?Mode... |Z||:,r)__(|

Reconciliation m'e

Select Entry:

Entity Type: | Carrier vl

Enter at least 3 characters of the name and click
=earch.

|safe |[ Search ]

Select Name:

D
Safeco Insurance Company of 4me

Frimary Mame:

|Safecn

Select Address:

| Safeco Plaza

Subordinate Carriers:
[Select All] [Deselect All]

m Safeco Insurance

Company of America Safeco Plaza

Click QK to confirm =selection. Cancel to return to
summary.

QK ] [ cancel |

Note: Only subordinate carriers identified as billing carriers will have any invoices
available.

To select the carrier name, click to highlight and select subordinates only if it is necessary to include those
carrier invoices in the reconciliation. Remember that selecting the parent automatically includes subordinate
carriers. Click the OK button to diplay the reconciliation tab for the selected carrier.
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reconciliation

Quick Navigation

Reconciliation ID: 777 Receipt Total: £0.00
Entity Type: Carrier Disbursements Total: 0,00 Header
Mame: Safzco Adjustments Tetal: £0.00 Receipts/Disbursements
Income/Receivable Total: $0.00 Transactions - Agency Bill
Dosted: Payable Total: £0.00 Transactions - Diract Bill
Stat=ment Entry
Date Created: 12/19/2007 _Unposted [nvoices
Created By: Betsy Cormier Adjustments
Description: Reconciliation Posting

Reconciliation Summary Print Post Abort Save Delivery

Name: Safeco
Safeco Plaza
Seattle WA 98185

Date Booked: 12/19/2007  |[§]

Description:
(100 Char, Max)

Internal Mote:
(250 Char, Max)

There are three sections in the Reconciliation screen: Reconciliation Header, Quick Navigation, and Input
Fields.

Section Description

The Reconciliation Header section is located at the top of the tab with a shaded background. It
summarizes the entire disbursement.

Header Definitions:
» Reconciliation ID: System-generated used to identify the worksheet.
Entity Type: Identifies the type of reconciliation.

Name: The name of the Carrier for the reconciliation.

>
>
» Date Created: System-generated reconciliation creation date.
> Date Posted: System generated date is the date the reconciliation was actually posted.
» Created By: Name of user who created the record.

>

Received payments records as selected in the Quick Navigation-Receipts/Disbursements
link.

Disbursements Total: Total amount of paid items as selected in the Quick Navigation-
Receipts/Disbursements link.

Reconciliation Header

Y

» Adjustments Total: Total adjustments pulled from Quick Navigation-Adjustments link.
These entries are made for the purpose of balancing an unbalanced reconciliation.

> Income/Receivable Total: Total amount of Direct Bill transactions selected from the Quick
Navigation-Transactions link.

» Payable Total: Total amount of Agency Bill payable records selected from the Quick
Navigation-Transactions link.

» Virtual Receipt Total: Total amount owed to the Agency as a result of the current
reconciliation record.

» OR Virtual Disbursement Total: Total amount owed the Entity as a result of the current
reconciliation record.

Located on the right side of the tab, there are links used to access different sections of the
Quick Navigation reconciliation. This provides the user the flexibility to select the necessary items for the
selected reconciliation.

Input Fields are located at the bottom left portion of the screen. The displayed input fields

| Fiel
nput Fields correspond with the selected (Bold) link on the right side of the screen (Quick Navigation).
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Edit Header Input fields. Click Save on Navigation Toolbar to save and move input to Reconciliation Header.

Quick Navigation Link Definitions

Link Description

Header

Use this link to edit Reconciliation Header input fields.

Receipts/Disbursements

If a Cash Receipt or Disbursement is added prior to the reconciliation being done, click
this link and add the previously entered receipt or disbursement to clear the virtual
amount on the reconciliation. Partial amounts may also be applied as needed.

Transactions - Agency Bill

Use this link to locate and select all the agency bill invoices included on the carrier
statement.

Transactions - Direct Bill

Use this link to locate and select all posted direct bill invoices included on the carrier
statement.

Statement Entry

Select this link to create direct bill invoices included on the carrier statement.

Unposted Invoices

Select this link to view and select unposted direct bill invoices included on the carrier
statement.

Adjustments

Any adjustments included on a carrier statement where the amount does not affect
the amount due on a client invoice such as advertising fees would be added on the
adjustments link. Waiving small balances might be another use for this link.

Reconciliation Posting

Contains all the General Ledger entries that are generated for the selected
reconciliation. Posting entries do not display until entries have been made or invoices
selected.

Using the Search Filter to Locate Invoices

To select the invoices included on the carrier statement, click the Quick Navigation > Transactions - Agency
Bill link located on the right side of the screen to bring up the Transactions screen. Clicking a link in the Quick
Navigation panel will also save and move Header input to the Reconciliation Header. Make sure to use the
Search Filter by clicking the [Show] link located just above the listed invoices on the right. There are date
range filter defaults just like on the Reconciliation Summary screen.
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TeconcInation

Date Created:
Created By:

12/19/2007

Betsy Cormier

Description:

December 2007 Account Current

Reconciliation Summary | Pay All Selectad

Print Paost Al

bort

Delivery

Quick Navigation

Recenciliation ID: 778 Receipt Total: £0.00
Entity Type: Carrier Disbursements Total: £0.00 Header
Mams: Safzco Adjustments Total: $0.00 Receipts/Disbursements
Income/Receivable Total: $0.00 Transactions - Agency Bill
Postad: Payable Total: £0.00 Transactions - Direct Bill

Statement Entry

Unposted Invoices
Adjustmeants
Reconciliation Posting

Search Filter: [Show]

Agency Bill

[Select All] [Deselect All]
Saelect Details Date Ttem ID MName Policy Number Amount Paid Balance
D @ 11/1/2007 13615-1 Carmier Billing Services AGhillpalicy $35.71 $0.00 £35.7 1
0o B 11/1/2007 12615-1 Cormier Billing Services AGbillpalicy £6,750.00 £0.00 £6,750.00
[F] 2 11/1/2007 13615-1 Cormier Billing Services AGhillpolicy £6,750.00 £0.00 £6,750.00]
This Page Total: £13,53571 £0.00 £12,535.71
All Pages Total: £13,53571 $0,00 £13,535.71

After clicking the [Show] link on the screen, the filter options are displayed. After entering the search
criteria, click the Search button to return all matches. Clicking the Clear button clears all the fields on the

search filter.

[ reconcmation
Quick Navigation
Reconciliation ID: 778 Receipt Total: $0.00
Entity Type: Carrier Disbursements Total: $0.00 Header
Name: Safeco Adjustments Total: $0.00 Receipts/Disbursements
Income/Receivable Toral: $0.00 Transactions - Agency Bill
Posted: Payable Total: $0.00 Transactions - Direct Bill
Statement Entry
Date Created: 12/13/2007 _Unpostad Inveices
Created By: Betsy Cormier Adjustments .
Description: December 2007 Account Current Recenciliation Posting

Reconciliation Summary | Pay All Selected Print Post Abort Save Delivery

El
Search Filter: [H ke

e Branch:

Territory: S

Bill Method: Date Type:

Business Typa: | All Date Range: | | E To: |1y3 1/2007 | E
Linz of Business: 401K - Group

Amount Range: | To: |

401K - Individual
Accident - Individual
ADED - Group

£

Policy Numbar:

D Exclude all transactions where the effective date is after the search ending date.
O all O paid O unpaid
S S S 3

Agency Bill

[Select All] [Deselect All]

Dimensional’
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Filter Definitions

Field Label Description

These identify what Region and Territory the reconciliation is for and may

Region and Territory not be changed here

If the reconciliation is only for one Branch under the selected Territory
Branch and Branch, use the drop-down box to select the specific Branch. If the
reconciliation is for all Branches under the selected Territory, leave blank.

The Department drop-down box is only active if a specific Branch is
selected. The reason is that the Departments are added at each specific
Branch. If the reconciliation search results are for a specific Department,
first choose the Branch and then the Department.

Department

The Unit drop-down box is only active if a specific Branch and Department
is selected. The reason is that the Departments are added at each specific
Unit Branch and the Unit is added to specific Departments. If the reconciliation
search results are for a specific Department and Unit, first choose the
Branch, Department and then the Unit.

Region: Branch: | B C Insurance Sgency
Territery: Cepartment: | Commercial Departme |
Unitz W

The Bill Method of Agency Bill may not be changed here. Nexsure provides
the ability to reconcile both Agency and Direct Billed invoices in the event
Bill Method the carrier sends statements with both. To search for and reconcile Direct
Bill transactions, select Transactions - Direct Bill on the Quick Navigation
panel.

When searching for invoices within a set date range, it is possible to identify
Date Type what dates to return. Choose either Date Booked or Effective date of the
invoice.

The date range from and to will return all posted, open invoices for the

Date Range -
8 selected date type within the date range entered.

If looking for amounts within a specific range amount, enter from and to

Amount Range
amounts.

Business Type Allows specific types of business to be filtered to simplify locating the
invoices. Use the drop-down box to choose from All, Personal Lines,
Commercial Lines, Benefits, Bond or Financial Services.
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Field Label Description

If looking for invoices for a specific line of business, select the line of
Line of Business business. If multiples are needed, press the control key on the keyboard and
click on each line to be included. If none are selected all will be returned.

Policy Number To locate a specific policy number, enter the policy number into the field.

Exclude all transactions

where the effective date Click to place a check in the box to exclude transactions where the effective
is after the search ending date is after the ending date range entered.
date.

If none are marked all invoices meeting other search criteria are returned.
All/Paid/Unpaid If All is marked both paid and unpaid invoices are returned and if unpaid is
marked only unpaid invoices are returned.

The sort orders 1 and 2 fields allow the invoices to be displayed in a
particular order. Sort in ascending or descending order for Date, Name,
Policy Number or Amount. The sort 1 will be the first sort and sort 2 the
sub sort.

Sort Order

Once the search results are returned, there may be more than one page of invoices. To get to the invoices
on other pages, use the Navigation Arrows at the top of the list to navigate:

m  Single Page Forward »

m  Single Page Back <

m  Last Page > |

m  First Page | <4
The drop-down box to the right of the arrows with the number 1 displaying allows the selection of any
available pages so it is possible to quickly jump to a page in the middle (such as page 3). Just find the

number and click to go to the selected page. The Display drop-down box on the right allows more than the
default of 7 items to display. Use the drop-down box to select the number desired.
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[ Teconcation
Quick Navigation
Reconciliation ID: 778 Receipt Total: $0.00
Entity Type: Carrier Disbursements Total: $0.00 Header
Nzme: Safeco Adjustments Total: $0.00 Receipts/Disbursements
Income/Receivable Total: £0,00 Transactions - Agency Bill
Posted: Payable Total: $0.00 Tranzactions - Direct Bill
Statement Entry
Date Created: 12/19/2007 Unposted Invoices
Created By: Betsy Cormisr AdJustr“_ent_s
Description: December 2007 Account Current [iEEemE e FrsET
Reconciliation Summary | Pay All Selected Print Post Abort Save Delivery

Search Filter: [Show]

Showing paga 1of2 p N Display: | 7 (Default) v
Agency Bill

[Select All] [Deselect All]
Select Details Date Ttem ID Name Palicy Number Amount Paid Balance

o g 7/1/2007 12114/-12119 Cormier Quick Stop, Inc. Unassigned £25.00  £0.00 $25.00
o 2 8/1/2007 12363 McDanough Bakery BACE34738372 £25.00  £0.00 $25.00
0o g 11/1/2007 13615-1 Carmier Billing Services AGhillpalicy 53571 $0.00 $35.71
o 2 9/10/2007 14366 Hudson Kennel Services, LLC BOP234567 $1,566,40  $0.00 $1,566.40)
o g 7/1/2007 12114/-12119 Cormier Quick Stop, Inc. Unassigned $2,075.00  $0.00 $2,075.00)
o B 8/1/2007 12363 McDenough Bakery BACE24798372 $2,158.00  £0.00 £2,158.00)
o 2 8/8/2007 12382 McDanough Bakery BACE34738372 $2,075.00  $0.00 £2,075.00)

This Page Total: $7,960.11  $0.00 57.960.11]

All Pages Total: £40,219.41  £0.00 $40,215.41]

Click the Maximize |2l icon below the Quick Navigation panel to display the full screen view of listed invoices.
Click the Maximize |2] icon a second time to collapse the expanded display.

To identify the invoices included on the statement after filtering the list, find the matching invoice and click
the box in the Select column to place a check mark indicating the item should be included as payment in
full.

Showing page 1 of 1 Display: | All (14) i

[Select All] [Deselect All]
Select Details Date Item ID Paolicy Number Amount Paid

O B 7/1/2007 12114/-12119 Cermier Quick Step, Inc. Unassigned £25.00  $0.00
2 8/1/2007 12369 McDanough Bakary BACE34758372 £25.00  $0.00

To identify that only a partial amount has been paid, click the Details I%? icon beside the invoice. When
the Payment window is displayed, enter the amount of the payment and the description then click the OK
button to return to the list of invoices.
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Payment n%ure

Date: 12/19/2007

Favyable
Amount: 1566.40

Amount: [1000.00 Balance: 566.40

Description: |Par‘tia| Fayment on BOF policy |

OK ] [ Cancel ]

Notice that this item shows a gray box with a check in it and the amount entered $1,000.00 is displaying in
the Paid column on the right and the balance showing a reduction of $1,000.00. The Header Payable Total
is changed to reflect the $1,000.00 partial payment.

reconciliation

Quick Navigation
Reconciliation 1D: 778 Recsipt Total: $0.00
Entity Type: Carrier Disbursements Total: £0.00 Header
MNamz: Safzco Adjustments Total: £0.00 Receipts/Disbursements
Income/Receivable Total: $0.00 Transactions - Agency Bill
Posted: Payable Total: £1,000.00 Transactions - Direct Bill
Statement Entry
Date Created: 12/13/2007 Wirtual Disbursement Total: $1,000.00 Unpostad Inveices
Craated By: Betsy Cormier Adjustments )
Description: December 2007 Account Current Recenciliation Pesting

Reconciliation Summary | Pay All Selected Print Post Abart Save Delivery
Search Filter: [Show]
Showing page 1of 2 b N Display: | 7 (Default)
Agency Bill

[Select All] [Deselect All]
Select Details Date Item ID Name Policy Number Amount Paid Balance

=3 8/1/2007 12369 McDonsugh Bakery BACS347398372 £25.00 50,00 £25.00|
$1,000.00

@ 9/10/2007 14366 Hudson Kennel Services, LLC BOP234567 £1,566.40

If an adjustment is required for an invoice, the invoice may be reversed and reentered if desired at the client
policy level. Or an adjusting invoice may be added from here by clicking on the Item ID link. This brings up
the selected invoice.

The only adjustment allowed here is a commission adjustment. Clicking on the Details @9 icon beside the
premium will allow only the amount of commission to be altered. If the adjustment is for a set amount, click
the [Add New] link and enter the information for the adjusted amount only.
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invoice  receivables  payables

Invoice ID:000014362
Created By:Betsy Cormier

Bill To:Cormier Billing Services
Address: 14 David Dr
City:Hudson

State:NH Zip:03051

Phone:

Date Created:12/19/2007

Effactive Date:3/18/2007
Bill Method:Agency Bill

Entry Methaod:Invoicing

Invoice Status:Posted

Invoice Amount: $570.00
Amount Paid: £0.00
Invoice Balance: $570.00

Deliverad: MN/A W

[ Reconciliation [

[Add New Agency Commission]
Daetails Type Level/Line of Businass Rate Type Rate Basis Dua Ramove
@ Premium Auto - Commercial{1) %% of Premium 17 £570.00 £96.90
Total Agency Commissions:| $06.090

Other Commissions

[Add New Other Commission]

Level/Line of

Det: Name Role Type Busi roduction| Rate Type Rate| Basis | Due
B Susan Eroducerpremium| AUte ~ Commercial 100 % of Agency 25 |¢96.90s24.23]
McDonough (1) Commission
Total Other Commissions:|$24.23|

-

Quick Navigation

[-Invoice Header
Invoice Bill To
Policy Header
Premiums.
Fees
Taxes
Agency Commissions
COther Commissions
Invoice Posting

Notice that when the Details @5} icon is selected, the only change possible is the rate. Enter the rate change

and click the OK button.

Screen Mode: Edit

Edit Agency Commission

nessure

Basis: $570
Commission On:

Leve/LOB:
Rate Type:
Rate:

Cue: 556.9

15

After clicking the OK button to save the change, a new line item has been added to both the agency
commission and the producer commission. The original record is not altered but a new line is added for
auditing purposes. Click the Post Adjustment link on the Navigation toolbar to add the new invoice. If the
Reconciliation link on the Navigation toolbar is clicked prior to posting the adjustment, a warning displays
that the adjustment has not been posted and all changes will be lost. Click OK to abort the adjustment and
return to the reconciliation. Click Cancel to complete and post the adjustment.
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invoice | receivables | payables

Invoice ID: 000014362 Date Created:12/19/2007 Quick Na‘”gallan
Created By:Betsy Cormier Effective Date:9/18/2007 | [FI"voice Header
Invoice Bill To
Bill Method:Agency Bill Policy Header
. Premiums
Entry Method:Invoicing Faos
Bill To:Cormier Billing Services Invaoice Status:Fosted Taxes
. Agency Commissions
Address:14 David Dr Invoice Amount: $570.00 Other Commissions
City:Hudson Amount Paid: £0.00 || Invoice Posting
State:NH Zip:02051 Invoice Balance: $570.00
Fhone: Deliverad: N/A v
| Reconciliation | Post Adjustment |
Agency Commissions [Add New Agency Commission] #%
Details Type Level/Line of Business Rate Type Rate Basis Due Remove
Ed Premium Auto - Commercal(1) % of Premium -z $570.00 | ($11.40) el
B Premium Aute - Commerdal(1) % of Premium 17 | ss70.00 £96.30 -
Total Agency Commissions:| $85.50

[Add New Cther Commission]

Level/Line of

Name Role Type Busi Production Rate Type Rate| Basis Due
. : 3 "
=4 Susan producerpremium*Ute ~ Commerciall g o of Agency 25 | $96.90 |s24.23| --
McDonough (1) Commission
. ; 3 "
B Susan broducedpremium| e - Commeardizll gy % of Agancy 25 |[(s11.40)(s2.85) --
McDenough (1) Commission
Total Other Commissions:|$21.28|

When posting is complete and you are returned to the reconciliation worksheet, select both the invoices to
include in the reconciliation. Notice that the Item ID number has a hyphen and the number 1 beside it. This
indicates an adjustment to the original invoice.

B 9/18/2007 14362 Cermier Billing Services AGZ £473.10 £0.00 £473.10)
B 9/18/2007 14362-1 Cormier Billing Services AG2 £11.40 £0.00 £11.40

Once all the invoices have been identified and selected, click the Pay All Selected link on the Navigation
toolbar.
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reconciliation

Reconciliation 1D:
Entity Typa:
Name:

Posted:

Date Created:
Created By:

778 Receipt Total:
Carrier Disbursements Total:
Safzco Adjustments Total:

Income/Receivable Total:
Payable Total:

12/19/2007
Betsy Cormier

Description:

Virtual Disbursement Total:

50,00
£0.00
$0.00
50,00
£1,000.00

£1,000.00

December 2007 Account Current

Quick Navigation

Header
Receipts/Disbursements
Transactions - Agency Bill
Transactions - Direct Bill
Statement Entry
Unposted Invoices
Adjustments
Reconciliation Posting

Reconciliation Summary | Pay All Selected

Print Post

Abart Delivery

A confirmation of the selections is displayed. Take a look at the information and if it is correct, click the OK
link to include all the selections.

Pay All Selected
Agency Bill:

Total Itams Selected: 4

Direct Bill:
Total Itemns Selected: 0

nesxsure

Taotal Selected Amount: $545.21
Total Amount Paid: £1,545.21

Total Selected Amount: $0.00
Total Amount Paid: £0.00

Click OK to accept payments as selected or Cancel to return to reconciliation process.

Handling Carrier Payables Not Related to Clients Included on Statements

To enter an adjustment such as an advertising or administrative fee, click on the Quick Navigation >
Adjustments link on the right side of the screen. Click the Add Row link on the Navigation toolbar below the
header. Make sure to include this adjustment with the reconciliation for the statement it is included on.

reconciliation

Reconciliation ID:
Entity Type:
Name:

Posred:

Date Created:
Created By:

778 Receipt Total:
Carrier Disbursements Total:
Safeco Adjustments Total:
Income/Receivable Total:

Payable Toral:

12/19/2007 Virtual Disbursement Total:

Batsy Cormisr
Dascription:

$0.00
50,00
$0.00
$0.00
$1,545.21

$1,545.21

December 2007 Account Current

Quick Navigation

Header
Receipts/Disbursements
Transactions - Agency Bill
Transactions - Direct Bill
Statement Entry
Unposted Invoices
Adjustments
Recenciliation Posting

Reconciliation Summary Print Post | Abort | Save Add Row Delivery
General Ledger
Account Number Description Debit Credit 1099 LID # Remove

20.00 20.00

Totals:
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Click the Ellipsis E] button to search for the account number the entry will be posted to.

reconciliation

Reconciliation ID: 778 Receipt Total: £0.00
Entity Type: Carrier Disbursements Total: $0.00 Header
Mame: Safeco Adjustments Total: $0.00 Receipts/Disbursements
Income/Receivable Total: $0.00 Transactions - Agency Bill
Postad: Payzble Total: $1,545.21 Transactiens - Direct Bill
Statement Entry
Date Created: 12/19/2007 Wirtual Disbursement Total: $1,545.21 _Unposted Invoices
Created By: Batsy Cormisr Adjustments
Description: December 2007 Account Current Recenciliztion Posting

Quick Navigation

Reconciliation Summary Print Post | Abort | Save Add Row Delivery
General Ledger
Account Number Description Debit Credit 1099 LID # Remove
| &) | | 0.00]| ooo] O [ o B

50.00

Totals:

50.00

Make certain to post the adjustment to the correct level by using the Branch, Department and Unit drop-
down boxes before searching for the account number. Enter the search information for the GL account and
click the Search button. Click the correct account number and the OK button to return to the reconciliation

adjustments screen.

reconciliation

Quick Navigation
Reconciliztion ID: 778 Receipt Total: $0.00
Entity Type: Carrier Disbursements Total: $0.00 Header
Name: Safeco Adjustments Total: $0.00 Receipts/Disbursements
Income/Receivable Total: $0.00 Transactions - Agency Bill
Posted: Payable Total: £1,545.21 Transactions - Direct Bill
Statement Entry
= ) - A
Date Created: 12/19/2007 e https:ffnexweb?4. nexsure.comNameField=AccountNumb. .. _Unposted Invoices
Created By: Betsy Cormier — = Adjustments )
Nexsure A(:Oolllltillg Reconciliation Posting
Region: Branch:| B C Insurance Agency ¥
Reconaliation Summery [I Territory: Department: v | petivery

General Ledger

Accound

L

Group:
Type:

Filter part of the gensral ledger number or nama or both and click "Saarch".

Name

mvr

Selact the general ladger number:

70.001.0001.000.00.571000 - MVR. Fees

Unit:

General Ledger Number

1099 LID # Remove

| O [ o B

reconciliation

Dimensional’
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Enter a description for the entry and the amount of the adjustment. If the amount is a credit, just enter the
amount in the credit column without a (-) as it is not needed. Click the Reconciliation Posting link in the
Quick Navigation frame on the upper right side of the screen shows all entries to the general ledger and
moves the adjustment total to the Reconciliation Header. The Adjustments Total is now $250.00, Payable
Total is $1,545.21 (for the invoices selected to be included) and the Virtual Disbursement Total is $1,795.21.
The Virtual Disbursement Total is the amount the check will be issued for and this should match the total
amount due on the Carrier Statement.

General Ledger
Account Number Description Debit Credit 1099 LID # Remove
£250.00

250.00|| ooo] O [ o Em

70.001.0001.000.00.57 1000 MVR Fees| [-.]  [MVR Expense

Totals: £250.00

reconciliation
Quick Navigation
Reconciliation ID: 778 Recsipt Total: $0.00
Entity Type: Carrier Disbursements Total: £0.00 Header
Name: Safeco Adjustments Total: $250.00 Receipts/Disbursements
Income/Receivable Total: $0.00 Transactions - Agency Bill
Posted: Payahle Toral: £1,545.21 Transactions - Direct Bill
Statement Entry
Date Created: 12/19/2007 WVirtual Disbursement Total: $1,795.21 _Unposted Invoices
Created By: Betsy Cormier Adjustments .
Description: December 2007 Account Current Reconciliation Posting
Recanciliation Summary Print Past Abort Save Delivery

Reconciliation Details

Account Number Account Description Debit Credit
70.001.0000.000.00.200000 Carrier Payable £25.00 £0.00
70.001.0000.000.00.200000 Carrier Payable £35.71 £0.00
70.001.0000.000.00.200000 Carrier Payable £4732.10 £0.00
70.001.0000.000.00.200000 Carrier Payable £11.40 £0.00
70.001.0000.000.00.200000 Carrier Payable £1,000.00 £0.00
70.001.0001.000.00.57 1000 MVR Feas $250.00 £0.00
70.001.0000.000.00.110910 Rezcenciliation Clzaring &cct $0.00 £1,795.21

Total: $1,705.21 $1,705.21

To complete the Process, click the Post link on the Navigation toolbar.

The Post Reconciliation screen is displayed providing an opportunity to review the posting. Once confirmed
that the posting is correct, click the OK button to complete the post.
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Post Reconciliation

Reconciliation Total:

nexsure

$1,545.21

Click OK to proceed or Cancel to return to reconciliation,

Agency Bill:
Total Transactions: 5 Taotal Payable Amount Reconciled: £1,545.21
Direct Bill:
Total Items Selected 0 Total Commission Amount Recenciled: £0.,00

General Ledger Posting Account Description Debit Credit e’
70.001.0000,000,00,200000 Carrier Payable =25.00 =0.00
70.001.0000,000.00,200000 Carrier Payable 53571 =0.00
70.001.0000.000.00.200000 Carrier Payable £473.10 =0.00
70.,001.0000,000,00,200000 Carrier Payable z11.40 =0.00
70.001.0000,000,00,200000 Carrier Payable =1,000.00 =0.00(—
70.001.0001,000.,00,57 1000 MR Fees £250.00 S0.00( s

A remittance advice may be printed by clicking the Print link on the Navigation toolbar and selecting from
the drop-down box and clicking the OK button. This may be used to attach to the statement for your records
and serve as a reminder that the disbursement still needs to be done.

Print Selection

Reconciliation Summary w

Nexsure Tip

Feconciliation Summai

Select summary or remittance advice. Press OK to print
selection or Cancel to return to Reconciliation screen.

[ OK ][Can:el
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reconciliation

Quick Navigation
Reconcilistion ID: 778 Receipt Total: 50,00
Entity Type: Carrier Disbursements Total: £0.00 Header
Mame: Safzce Adjustments Total: $250.00 Receipts/Disbursements
Income/Receivable Toral: $0.00 Transactions - Agency Bill
Posted: 12/19/2007 Payable Toral: $1,545.21 Transactions - Direct Bill
Statzment Entry
Date Created: 12/19/2007 Virtual Disbursement Total: £1,795.21 _Unuusted Invaoices
Created By: Betsy Cormier Ad]ustrp_en:_s )
Description: December 2007 Account Currant Reconciliation Posting
[Reconciliation Summary | [ Print [ Reverse Abort [ [ Delivery |
B8 e cv) O Ko S Hal -
~
B C Territory
ReconlD 778
Date Created 1218/2007 Name - Safeco W
Date Booked 1211912007 Description : December 2007 Account Current
Created By Betsy Cormier
Page 1of 1
Account Number Account Description Debit Credit
70.001.0000.000.00.110310 Reconcilistion Clearing Acct 0.00 $1,795.21
70.001.0001.000.00.57 1000 MVR Fess $250.00 50.00
70.001.0000.000.00.200000 Carrier Payahle $25.00 $0.00
70.001.0000.000.00.200000 Carrier Payable 53571 §0.00
70.001.0000.000.00.200000 Carrier Payable 547310 50.00
70.001.0000.000.00.200000 Carrier Payable 511.40 $0.00
70.001.0000.000.00.200000 Carrier Payable 51,000.00 50.00
Total Reconciliation 8 W $1,795.21 $1,795.21 %

reconciliation

Click Reconciliation Summary link on the Navigation Toolbar to return to the reconciliation tab. Clicking the
Reconciliation Summary link will also save changes if you need to leave the reconciliation worksheet before
it is complete.

Completing the Reconciliation with a Disbursement

If a Virtual Disbursement Total is on the reconciliation header, this indicates a disbursement would need to
be added to issue payment to the carrier.

reconciliation

Quick Navigation

Reconciliation ID: 70 Receipt Total: £0.00
Entity Type: Carrier Disbursements Total: $0.00 Header
Name: Safeco Insurance Adjustments Total: $0.00 Receipts/Disbursements
" Transactions - Agency Bill
Posted: [¥ g/5/2008 Incoms/Recsivable Total: £0.00 Transactions - Diract Bill
Payable Total: $7,650.00 Statsment Entry
Unpostad Invoices
Adjustments
Date Created: 09/05/2008 Virtual Disbursement Total: £7,690.00 rizsEm ST Fesng
Created By: Betsy Cormier Description: August 2008 Account Current
Reconciliation Summary | Pay All Selected Print Reverse Abart Save Add Row Delivery
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Navigating to the disbursements tab is done by clicking the ORGANIZATION link on the Primary menu. Click
the territories tab and click the Details @5’ icon for the territory where the disbursement is to be added.
Click the accounting tab; the transactions tab and the disbursements tab to bring up the Disbursement
Summary screen. If there are no results displayed, then the organization is new and no disbursements have
been previously done or the filter dates are out of range.

%ure HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected '

ORGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS
Organization Name: Training ORG 3

organization

Training ORG >> B C Region >> B C Insurance Agency, Inc.

Previous Page
card file branches locations employees accounting wendars entity sssociations
summary = setup inweoicing setup general ledger  bank accounts transactions | batch summary
transaction summary  journzl entry  disbursements = receive payments deposit | accounts payable  reconciliatien invoices

Select Bank Account:

- i [Show] [Add New Disbursement
Bank of America 209902025 Trust Account =] Filtar: [Shov] [add = ursemant]
Select All] [Deselect All] [Creste Brint Batch] [Add To Existing Batch]
SelectDetailsPayes  Disbur. ID  Check Number Description Amount  Created By Date i leared
Created
r B r:ﬂi':m 65 o Deposit for Mark Cormier o000 00 Batsy Cormier  09/03/z008 |0 |l |l
oo Personal Auta Palicy . ;
B
Jolt Return Premium due for End
r B  Electric, 54 1} %1 Del 2001 Ford $950.00 Betsy Cormier 09/03/2008 [ - -
L
okt N
T B Electric 63/62 L Refund F°2"0RDF]’_ EF”dd_l dEIEtE(ssso.onj Betsy Cormier  03/03/2008 [# ~ -
Lc o
Talt N
I B Eectic s2/63 1 Refund F°2"0RD£; Eplfd’l delete yoon 00 Betsy Cormier  09/03/2008 B P I
LLC

To add the Carrier Disbursement for the Reconciled Carrier Statement, first select the bank account to
enter the disbursement for in the Select Bank Account drop-down box located on the upper left of the
Disbursement Summary screen. Then click the [Add New Disbursement] link located in the upper right of
the Disbursement Summary screen.

After clicking the [Add New Disbursement] link the Select Entity window is displayed. This window allows
searching for the entity the disbursement is for. In the Entity Type drop-down box select Carrier and in the
field below the type enter at least 3 characters of the entity name. To activate the search, click the Search
button to the right of the field. All matches to the characters entered are displayed in the box below the
label Select Name. The (p) beside the name indicates that the carrier name is identified as the parent carrier
and an (s) indicates a subordinate carrier. Choosing the carrier with a (p) beside it displays all subordinate
carriers for the selected parent. If the reconciliation was done for one of the subordinates, then one may be
selected but choosing the parent will include all subordinates. Use the drop-down address box to choose
a different address to print on the check. Click the OK button on the bottom of the window to add the
disbursement. Clicking the Cancel button will abort the process.
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Disbursement rmum

Select Entry:

Entity Type: |Carrier 'I

Enter at least 3 characters for Entity Name,
Location Name, and/or Address and click search.

Isafe Search |

Select Name:

Safeco Insurance Co. of America (
Safeco Insurance Co. of Cregon (=
Safeco Lloyds Insurance Co. (=)

Primary Mame:

ISafecu Insurance (p)

Select Address:

ISafeco Plaza J
Subordinate Carriers:

[Select All] [Deselect All]

r American States
Insurance Co.

Safeco Plaza

Safeco Insurance Co.
- of America Safeco Plaza
- Safeco Insurance Co.

~ of Orennn_ :
Click OK to confirm selection. Cancel to return to
summary.

Safeco Plaza

oc | [eml]

After clicking the OK button, the disbursement is added.

disbursements

Disbursement ID: Entity Type: Carrier Quick Navigation

73
Disbursement Header
Posted: F Payee: Safeco Insurance General Ledger

Cleared: Bank Mame: Bank of America Accounts Payable
Date Booked: Bank Account =: 203302025 Recenciliation
Invoices

GL Account: 02.001.0000,000.00.100000 Trust Account Payment Advance

Disbursement Pasting

Date Created: 9/5/2008 Balance: $148,470.00
Created By: Betsy Cormier Disbursement Amount: £0.00
Estimated Balance: $148,470.00
Check =:

Description:

Disbursement Summary | Pay All Selected Print Post Abart Save Add Row
* indicates required fisld =
Payze: Safeco Insurance
Safeco Plaza
Seattle, WA 98185
Date Booksd: [3/5/2008 s
Disbursement Methad: |Check I
Check =: |
Nexsure Tip
Leawve the Check = field blank to allow the system to assign the next available
check = at the time of printing or enter a chack = manually.
Description: n =
(50 Char. Max) Safeco Stmt for Aug 2008 - Prints on memo of Check _|
Intzrnal Note: n
(250 Char. Max) Any helpful note may be entered here. _| ||

disbursements
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There are three sections in the Disbursement screen: Disbursement Header, Quick Navigation, and Input

Fields.

Section Description

Disbursement Header

The Disbursement Header section is located at the top of the tab with a shaded background. It
summarizes the entire disbursement.

Header Definitions:
» Disbursement ID: System-generated used to identify the disbursement.
> Entity Type: Identifies the type of disbursement.
» Payee: The name of the Entity selected for the disbursement.

> Date Posted: System generated date is the date the disbursement was actually posted.
When posted the box will contain a check.

» Cleared: A box with a check inserted indicates that the disbursement has cleared the bank.
This is done when reconciliation of the bank account is completed by the organization.

» Date Created: System-generated disbursement creation date.

» Created By: The logged in User name is placed here at the point the disbursement is
added.

» Bank Name: The bank name the disbursement is being added is selected prior to adding
the disbursement on the Disbursement Summary screen and displays here on the
header.

» Bank Number: The bank number the disbursement is being added is selected prior to
adding the disbursement on the Disbursement Summary screen and displays here on
the header.

» GL Account Number: This number is assigned when the bank account is added to the
Territory. When the bank is selected prior to adding the disbursement that determines
what displays in the header.

» Balance: The balance is the bank balance at the time the disbursement was added.

» Disbursement Amount: Once entries for the disbursement are made, the total of the
disbursement amount is added to the header.

» Estimated Balance: The estimated balance shows the balance subtracting the amount of
the disbursement from the balance at the time the disbursement was added.

» Check Number: The check number should not be entered on the check unless adding a
check out of sequence. The check number is entered based on the last check printed. The
number is assigned and stored when the check is printed.

» Description: The description entered in the first description box on the disbursement
displays here in the header when the Save link on the Navigation toolbar is selected.

Quick Navigation

Located on the right side of the tab, there are links used to access different sections of the
disbursement. This provides the user the flexibility to select the necessary links for the
disbursement.

Input Fields are located at the bottom left portion of the screen. The displayed input fields

Input Fields correspond with the selected bolded link on the right side of the screen (Quick Navigation).
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Quick Navigation Link Definitions

General Ledger

Reconciliation
Invoices

|Quick Navigation

Disbursement Header

Accounts Pavable

Payrent Advance
Cizburserment Posting

Link Description

General Ledger

Any adjustments not included on a carrier statement where the amount does not affect
the amount due on a client invoice such as advertising fees would be added on this link.

Accounts Payable

Use this link to locate and select all the Accounts Payables added and posted for future
disbursements.

Reconciliation

This link is used when the reconciliation has been added prior to adding the
disbursement. Selecting a reconciliation worksheet in a disbursement will reduce the
reconciliation clearing account for the selected reconciliation amount.

Invoices

This link allows invoices to be reconciled that were not reconciled on a reconciliation
statement. They may be included with a reconciliation worksheet if necessary or
separate if not associated with the worksheet.

Payment Advance

This link is used if payment is being advanced to the carrier on behalf of the client.

Disbursement Posting

Contains all the General Ledger entries that are generated for the selected disbursement.
Posting entries do not display until items have been included and/or entries have been
made.

After entering data into the input fields on the first page, click the Save link on the Navigation toolbar or click

one of the links in the Quick Navigation panel to save entries.

disbursements

Disbursement 1D: 79
Posted: [
Cleared: [

Date Booked: 9/5/2008

Date Created: 9/5/2008

Created By: Betsy Cormier Disbursement Amount:  £0.00

Quick Navigation

Entity Type: Carrier
EINE Disbursement Header

Payes: Safecs Insursnce Genora! Ladger
Bank Nams: Bank of America Accounts Payable
Bank Account = 209902025 Reconciliation
GLAccount: 02.001.0000.000.00.100000 Trust Acceunt ,],"E‘;:r“"';st P —

Disbursement Posting
Balance: $148,470.00

Estimated Balance: $148,470.00
Check =:
Description: Safece Stmt for Aug 2008 - B...

Disbursement Summary | Pay All Selected

Print Post Abort Save Add Row
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To select the reconciliation for this carrier statement, click the Quick Navigation > Reconciliation link located
on the right side of the screen to bring up the Reconciliation screen. Click the [Add New Reconciliation] link
located just below the Navigation toolbar on the right.

disbursements

Disbursement ID: 79 Entity Type:
Posted: [ Payee:
Cleared: = Bank Name:

Date Booked: 39/5/2008 Bank Account =:
GL Account:
Date Creatad: 3/5/2008 Balance:

Created By: Betsy Cormier Disbursement Amaount:
Estimated Balance:
Check #:

Description:

Carrier

Safeco Insurance

Bank of America

209902025

02,001.0000,000.00,100000 Trust Account

£148,470.00
£0.00
£148,470.00

Safeco Stmt for Aug 2008 - P..,

Quick Navigation
Disbursement Head=r
General Ledger
Accounts Payable
Reconciliation
Invoices
Payment Advance
Disbursement Posting

[Disbursement Summary| Pay All Selected Print Past Abort Save Add Row
Raconciliations [Add New Reconciliation]
| petails Name Rec 1D Description Debit Amount Credit Amount Date Created Remove |

Any reconciliation worksheet added for the selected carrier is displayed. If more than one should be included
with the disbursement, click in the box in the Select column to choose selected ones or the [Select All] link
above the list on the left. Clicking the [Deselect All] link will clear the selections. In this scenario, only one

will be sent.

nexsure

[Select £ll] [Deselect All]
Amount
Select Details Name Rec ID Description Debit Credit Date Created
[ - Safeco Insurance 70 Reconciliation Clearing Acct $0.00 £7.690.00 9/5/2008

After selecting the reconciliation the disbursement is being issued for, click the OK button. The selected
reconciliation worksheet is added to the disbursement.

disbursaments

Quick Navigation

Disbursement 1D: 79 Entity Type:  Carrier
Disbursement Header
posted: [ Payse: Safeco Insurance o] e
Cleared: [T Bank Name: Bank of America Accounts Payable
Date Booked: 9/5/2008 Bank Account = 203302025 ;‘mﬂf‘"'“"’"
mvaices
GL Account: 02.001.0000.000.00.100000 Trust Account eyt Adberea
Disbursement Posting
Date Created:  9/5/2008 Balance: £148,470.00
Created By: Betsy Cormier Disbursement Amount: £7,630.00
Estimated Balance: $£140,780.00
Check =:
Description:  Safeco Stmt for Aug 2008 - B...
‘Disbursement Summary| Pay All Selected Print Post Abort Save Add Row
Reconciliations [Add New Recon n]
Details Name Rec ID Description Debit Amount Credit Amount Date Created  Remove
- Safeco Insurance 70 Reconciliation Clezring Acct $0.00 $7,690.00 9/5/2008 El
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Using the General Ledger Link

If a fee or write-off was not included on the worksheet and still must be added so the amount of the
disbursement is correct, click on the Quick Navigation > General Ledger link.

disbursements

Disbursement ID:
Posted:

Cleared:

Date Booked:

Date Created:
Creatad By:

79
r
-

9/5/2008

9/5/2008
Betsy Cormier

Entity Type:
Payes:

Bank Name:
Bank Account =:
GL Account:

Balance:
Disbursement Amount:
Estimated Balance:
Check =:

Description:

Carrier

Safeco Insurance

Bank of America

209302025

02,001.0000.000.00,100000 Trust Account

£148,470.00
£7,690.00
£140,780.00

Safeco Stmt for &ug 2008 - P...

Disbursement Summary

Pay All Selected

Print

Post Abort

Save

[AddRow]| |

Quick Navigation
Disbursement Header
General Ledger
Accounts Payable
Reconciliation
Invoices
Payment Advance
Disbursement Posting

Click the Add Row link on the Navigation toolbar. Click the Ellipsis E] button to search for the

General Ledger

Account Number

Description Dabit

Cradit

1099 LID

# Remove

Safeco Stmt for Aug
02.001.0000.000.00.100000 Trust Acceunt 2008 - Prints on memo
of Check

number the entry will be posted to.

account

disbursements

Disbursement [D:
Posted:

Cleared:

Datz Booked:

Date Created:
Created By:

79
W
'_

9/5/2008

/5/2008
Batsy Cormisr

Entity Type:
Payee:

Bank Nama:
Bank Account =:
GL Account:

Balance:
Disbursemant Amount:
Estimated Balance:
Check =:

Description:

Carriar

Safeco Insurance

Bank of America

209502025

02,001,0000,000.00.100000 Trust Account

$148,470.00
£7,690.00
$140,780.00

Safzco Stmt for Aug 2008 - P...

Quick Navigation
Disbursement Header
General Ledger
Accounts Payable
Reconciliation
Invoices
Payment Advance
Disbursement Posting

Dishursement Summary | Pay All Selected Print Post Abort Save Add Row
General Ledger
Account Number Description Debit Credit 1009 LID # Remave
Safeco Stmt for Aug
02,001,0000.000.00.100000 Trust Account 2008 - Prints on memo
of Check
| .|  [5afeco stm: for Auc 0.00 | von M L o B
Totals: $0.00 $0.00

PAGE 414

Dimensional
Technologies



NEXSURE® TRAINING MANUAL - ACCOUNTING CHAPTER 11

Make certain to post the adjustment to the correct level by using the Branch, Department and Unit drop-
down boxes before searching for the account number. Enter the search information for the GL account and
click the Search button. Click the correct account number and the OK button to return to the General Ledger
screen.

Nexsure Accounting

Branch:|B C Insurance Agency, 'I
Department: -1
Unit: |

Rregion: [E

Territory: | E C Insurance Agency

Classification: | All id
Group: B
Type: B

Filtr part of the gensrsl lsdger number or nams or both and dlick "Search”.
Name General Ledger Number

Search

mvr

Select the general ledger number:

02.001.0001.000.00.571000 - MVR Fees

OK Cancel

Enter a description for the entry and the amount of the adjustment. If the amount is a credit, just enter the
amount in the credit column without a (-) as it is not needed.

disbursements

Disbursement ID: 79 Entity Type: Carrier Quick Navigation
Disbursement Header

Posted: [T Payee: Safeco Insurance General Ledges
Cleared: [T Bank Name: Bank of America Accounts Payable
Date Booked: 9/5/2008 Bank Account =: 209902025 Reconciliation

Invoices
Payment Advance
Disbursement Posting

GL Account: 02.001,0000.000.00,100000 Trust Account

Date Created:  3/5/2008 Balance: £148,470.00
Created By: Betsy Cormier Disbursement Amount:  $7,650.00
Estimated Balance: £140,780.00
Check =:

Description: Safeca Stmt for Aug 2008 - P..,

Disbursement Summary | Pay All Selacted Print Post Abort Save Add Row
General Ledger
“Account Number Description Debit Credit 1000 _LID # Remove
Safeco Stmt for Aug
02,001.0000.000.00.100000 Trust Account 2008 - Prints on memo
of Check
02.001.0001.000.00.57 1000 - MV | |safeco Stmt for Auc | 250l00 | o0.00 [C J o By
Totals: $0.00 $0.00
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Clicking the Quick Navigation > Disbursement Posting link on the right side of the screen shows all the
entries to the general ledger.

disbursemants

Created By:

Betsy Cormier

Disbursement ID: 79 Entity Typa:
Posted: [ Payee:

Cleared: [— Bank Name:

Date Booked: 9/5/2008 Bank Account =:

GL Account:

Date Created: 9/5/2008 Balance:

Disbursement Amount:
Estimated Balance:
Check =:

Description:

Carrier

Safeco Insurance

Bank of Americz

209302025

02,001,0000,000.00,100000 Trust Account

$148,470.00
$7,540.00
£140,520.00

Safzco Stmt far Aug 2008 - B...

Quick Navigation
Disbursement Header
General Ladger
Accounts Payable
Reconciliation
Invoices
Payment Advance
Disbursement Posting

Disbursement Summary | Pay All Selected Print Post Abort Save Add Row
Disbursement Posting
Account Number Account Description Debit Credit
02.001.0001.000.00.571000 MVR Fees $250.00 $0.00
02.001.0000.000.00.110510 Reconciliation Clearing Acct 57,690.00 $0.00
02.001.0000.000.00,100000 Trust Account $0.00 37.540.00

Removing Entries from the General Ledger Link

$7.940.00

$7,940.00

The disbursement being entered should match the reconciliation worksheet unless multiple items are being
added. In this scenario, MVR fees will not be paid with the statement, so the entry added on the General
Ledger link must be removed. To remove the item, click the Quick Navigation > General Ledger link. Then

click the Remove

icon.

Click the OK button to confirm the deletion in the pop-up warning.

Microsoft Internet Explorer

(04 l [ Cancel

\?f) Are you sure wou would like bo delete this ikem?

Disbursement Summarvl Pay All Selected | Print Past Abart Save Add Row H
General Ledger
Account Number Description Debit Cradit 1099 LID # Remove
Safeco Stmt for Aug
02.001.0000,000.00,100000 Trust Account 2008 - Frints on memo
of Check
[02.001.0001.000.00.57 1000 - MV | |safeco Stmt for Auc | 25000 | o.o0 [T | 0 By
Totals: $0.00 $0.00
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The adjustment is successfully removed from the disbursement.

[Disbursement Summary | Pay All Selected |

Print |

Post ‘ Abort | Save

AdRow ||

General Ladger

Account Number

Description Debit Credit

1000 LID # Remove

Safeco Stmt for Aug
02.001.0000.000.00,100000 Trust Account 2008 - Prints on memo
of Check

Reconciling Invoices from a Disbursement

This may be used to issue a check to the carrier if just one or a few invoices are involved. Selecting the
invoices in the carrier disbursement identifies them as being reconciled.

This link may also be used if the reconciliation statement was posted but there is still one invoice missing
that will be picked up at the time the disbursement is added, click the Quick Navigation > Invoices link
on the right side of the screen. If the invoices are not displayed, then click the [Show] link and modify filters
to search for them. If they still do not show up, then check to make sure the invoice was added and for the
correct billing carrier. Select the invoices to be included in the reconciliation by clicking in the box in the
Select column to add a check. Click the Pay All Selected link on the Navigation toolbar to include in the
disbursement. If the link is not selected the items will not be included in the disbursement.

disbursements

Disbursement ID: 79
Posted: [
Cleared: [T

Dat= Bocked:  5/5/2008

Date Created: 9/5/2008
Created By: Betsy Cormier

Entity Type:
Payee:

Bank Name:
Bank Account =:
GL Account:

Balance:
Disbursement Amount:
Estimated Balance:
Check =:

Description:

Carrier

Safeco Insurance

Bank of America

209302025

02.001.0000.000.00.100000 Trust Account

£148,470.00
£7,690.00
£140,780.00

Safeco Stmt for Aug 2008 - P...

Quick Navigation
Disbursement Header
General Ledger
Accounts Payable
Reconciliation
Invoices
Payment Advance
Disbursement Posting

Disbursement Summary| Pay All Selected Print Post Abart Save Add Row
Search Filter: [Show]
Ag
[Select All] [Deselect All]
Select Details Date Name Invoice Palicy Number Bill Type Amount Paid Balance
¥ B 8/1/2008 Cormier Construction, Inc. 294 GL123456 Endorsement $39,770,00 50,00 £29,770.00]
This Page Total: $35,770.00  $0.00 £35,770.00)
All Pages Total: $39,770.00 50,00 $39,770.00
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After clicking the Pay All Selected link, the Pay All Selected confirmation window is displayed providing an
opportunity to go back and make changes to invoices selected. Confirm the invoices are to be included in
the disbursement by clicking the OK button.

Pay All Selected
Agency Bill:

Total Items Selectad:

Direct Bill:
Total Items Selected:

1 Total Selected Amount:
Tetal Amount Paid:

0 Total Selected Amount:
Total Amount Paid:

nexsure

£38,770.00
£38,770.00

50.00
50.00

Click OK to accept disbursement as selected or Cancel to return to reconciliation process.

Ok

Cancel

After clicking the OK button on the Pay All Selected confirmation window, the Invoices screen is displayed
showing all the selected invoices with a gray checkbox, which indicates the invoices, are included in the
disbursement.

disbursements

Quick Navigation

Disburzement ID: 79 Entity Type: Carrier ;
Disbursement Header
Posted: [ Payse: Safeco Insurance General Ledger
Cleared: [© Bank Name: Bank of America Accounts Payablz
Date Bocked: 5/5/2008 Bank Account #: 203302025 I“EE“_"““E‘W"
nvaices
GL Account: 02.001.0000.000.00.100000 Trust Account e A ErES
Disbursement Posting
Date Created:  5/5/2008 Balance: £148,470.00
Created By: Betsy Cormier Disbursement Amount:  §47,460.00
Estimated Balance: £101,010.00
Check =:
Description: Safeco Stmt for Aug 2008 - P..,
Disbursement Summary | Pay All Selected Print Post Abort Save Add Row
Search Fileer: [Show]
AQ
[Select All] [Deselect All]
Select Details  Date Name Invoice Policy Number Bill Type Amount Paid Balance
F B 8/1/2008 Cormier Construction, Inc. 354 GL123456 Endorsement $39.770.00 $39,770.00 50,00
This Page Total: £39,770.00 $39,770.00 50,00
All Pages Total: $39,770.00 $39,770.00 $0.00
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Clicking the Quick Navigation > Disbursement Posting link on the right side of the screen shows that the
invoices included have been added and also notice that the adjustment removed on the General Ledger link

has also been removed.

disbursements

Disbursement ID: 79

Cleared: [T
Date Booked: 9/5/2008

Created By: Betsy Cormier

Entity Type:
Posted: [ Payee:
Bank Nama:
Bank Account =:
GL Account:

Date Created: 9/5/2008 Balance:
Disbursement Amount:
Estimated Balance:
Check =:

Description:

Carrier

Safeco Insurance

Bank of America

209902025

02,001,0000.000.00,100000 Trust Account

$148,470.00
547 ,460.00
$101,010.00

Safece Stmt for Aug 2008 - P,

Quick Navigation
Disbursemant Header
General Ledger
Accounts Payable
Reconciliztion
Inuoices
Payment Advance
Disbursement Posting

Aborting the Disbursement

If the disbursement is not needed, it may be aborted prior to posting.

toolbar.

Disbursement Summary Pay All Selected Print Post Abort Save Add Row
Disbursement Pasting
Account Number Account Description Credit
02.001.0000.000.00.200000 Carrier Payable £39,770.00 £0.00
02.001.0000.000.00.110310 Reconciliation Clearing Acct $7.690.00 £0.00
02.001.0000.000.00.100000 Trust Account £0.00 £47,460.00
Total: $47,460.00 $47,460.00

Click the Abort link on the Navigation

disbursements

Disbursement [D: 73

Cleared: [~
Date Booked: 9/5/2008

Created By: Betsy Cormier

Entity Type:
Posted: [ Payee:
Bank Nams:
Bank Account =:
GL Account:

Date Created: 3/5/2008 Balance:
Dishursement Amount:
Estimated Balance:
Check =:

Description:

Carrier

Safeco Insurance

Bank of America

205902025

02.001.0000,000.00,100000 Trust Account

$148,470.00
$47,460.00
$101,010.00

Safeco Stmt for Aug 2008 - P...

Quick Navigation
Disbursement Header
General Ledger
Accounts Payable
Reconciliation
Invoices
Payment &dvance
Disbursement Posting

Disbursement Summary | Pay All Select=d Print

Post Abort Save

Posting the Disbursement and Printing the Check

Add Row

Checks cannot be printed until the disbursement is posted. To complete the process so the check may be
printed, click the Post link on the Navigation toolbar.

disbursements

Created By: Betsy Cormier

Disbursement [D: 79 Entity Type:
Postzd: [ Payee:

Cleared: [~ Bank Name:

Date Booked: 5/5/2008 Bank Account =:

GL Account:

Date Created: 3/5/2008 Balance:

Disbursement Amount:
Estimated Balance:
Check =:

Description:

Carrier

Safeco Insurance

Bank of America

209502025

02,001,0000.000.00,100000 Trust Account

$148,470.00
$47,460.00
$101,010.00

Safeco Stmt for Aug 2008 - P...

Quick Navigation
Disbursement Header
General Ledger
Accounts Payable
Reconciliation
Invoices
Payment &dvance
Disbursement Posting

Disbursement Summary | Pay All Select=d Print

Post Abort Save

Add Row
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The Post Disbursement screen is displayed providing an opportunity to review the disbursement amount.
If the disbursement is out of balance, a message is displayed advising of the out of balance. At that point
correct the disbursement and post again. Once confirmed that the posting is correct, click the OK button to
complete the post.

Disbursement is in balance! Total Amount = $47460.00

Do you wish to Post? Select Cancel to return to disbursement or
OK to Post.

nexsure

Cancel I

After the disbursement is posted the disbursement screen is refreshed and Post is no longer an option.

disbursements

Disbursement [D:

Date Created:
Created By:

79 Entity Typa: Carrier

Posted: [¥ 9/5/2008 Payee: Safeco Insurance
Cleared: [T Bank Name: Bank of America
Dat= Booked:  3/5/2008 Bank Account =: 209902025

GL Account: 02.001.0000.000,00,100000 Trust Account

9/5/2008 Balance: $148.470.00
Betsy Cormier Disbursement Amount:  $47,460.00
Estimated Balance: £101,010.00
Chack =:

Dascription: Safece Stme for Aug 2008 - ...

Quick Navigation
Disbursement Header
General Ledger
Arcounts Payable
Reconciliation
Invoices
Payment Advance
Disbursement Posting

Disbursement Summary | Pay All Selected Print Reverse Abort Save

Add Row

A check may be printed by clicking the Print link on the Navigation toolbar and selecting the check style from
the drop-down box and clicking the OK button.

Print Disbursement Selection
Deluxe Check 80180 w

Deluxe Check 80971
MICR Coding Top Checl

MICR Coding Bottom Check

MICR Coding Bottorn Check w/Address

nessure

Select a check type ar surmmary, Press OK to print
zelection or cancel ta return to Disburserment screen.

[ ok ][Cancel
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After clicking the OK button, the next screen shows the type of check selected and the check number field
is empty. This field has no number in it if the check has not been previously printed or a check number was
not entered on the disbursement header. A check number would not be entered normally since Nexsure will
check to see what the next check number is and automatically number. So, leave the check number blank
and click the OK button.

nessure

theck is ready to print
Please put check stock in the printer.

Chedk Type:Deluxe Check &01&0
Check #:

Click "OK" to Print,

* Leave the Check # field blank to allow the
systern to assign the next available check # at the

time of printing or enter a check # manually.

oK ] [Cancel]

The check is displayed. To print the check, click the Adobe® Reader’ printer '“= icon just above the
document. Checks should be in the printer prior to printing.

disbursements

Quick Navigation

Disbursement ID: 79 Entity Type: Carrier N
Disbursement Header
Posted: |#  9/5/2008 Payee: Gafeco Insurance e e
Cleared: [T Bank Name: Bank of America Accounts Payable
Date Booked: 9/5/2008 Bank Account *: 209902025 rozimEl wEan

Invoices
Payment Advance
Disbursement Posting

GL Account: 02.001.0000.000.00.100000 Trust Account

Date Created: 9/5/2008 Balance: $£148,470.00
Creatzd By:  Betsy Cormier Disbursement Amount:  $47,460.00
Estimated Balance: $101,010.00
Check=: 2

Description: Safeco Stmt for Aug 2008 - B...

[pisbursement summary[ pay All selected | Print [ Reverse [ Abort [ Save [ Add Row |

== =1y =iy [T/ (O K| ©@®[ - Ao Jf

pate 09/05/2008

PAY TO THE
ORDER OF Safeco Insurance $ 47,460.00

FORTY-SEVEN THOUSAND FOUR HUNDRED SIXTY AND 00/100 DOLLARS

Safeco Insurance
Safeco Plaza
Seattle, WA 98185

disbursaments
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Reversing the Disbursement

If the disbursement is incorrect, it may be reversed by clicking the Reverse link on the Navigation toolbar.
The check number assigned to the reversed disbursement may be re-used by entering the number in the
field on the Disbursement or at the time the check is being printed.

disbursements

Quick Navigation

Disbursement ID: 79 Entity Type:  Carrier
Disbursement Header
Posted: [V 9/5/2008 Payee: Safeco Insurance Fopeell
Cleared: [T Bank Name: Bank of America Accounts Payable
Date Baoked: 3/5/2008 Bank Account =: 203302025 Reconciliation

Invoices
Payment Advance
Disbursement Posting

GL Account: 02.001.0000.000.00.100000 Trust Account

Date Created: 9/5/2008 Balance: £148,470.00
Created By: Betsy Cormier Disbursement Amount:  $47,460.00
Estimated Balance: $101,010.00

Check =:

Description:  Safece Stmt for Aug 2008 - P..,

Disbursement Summary | Pay All Selected Print Raverse Abart Save Add Row

Reversed disbursements will display on the summary screen with 2 disbursement numbers with a “/”
between them. This indicates the in and out of the entries. The associated reconciliation, invoices and any
general ledger adjustments are available again to be used in the new disbursement. Click Disbursement
Summary link on the Navigation toolbar to exit the Disbursement and view the disbursement summary
tab.
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organization

Training ORG >> B C Region >> B C Insurance Agency, Inc.
Previous Page

card file = branches lacations employees  accounting | wendors entity associatiens
summary | setup invoicing setup general ledger  bank accounts transactions | batch summary
transaction summary | journal entry = disbursements = receive payments depesit  accounts payable | reconciliation invaices

Select Bank Account:
Bank of America 209302025 Trust Account =]

Filter: [Show] [Add New Disbursement]

Select All] [Deselect All] [Create Print Batch] [Add To Existing Batch]
[SelectDetailsPayes  Disbur. ID  Check Number Description Amount  Created By Date  PostedPrintedClearedRemove]
Created
- B f::j::n:e 79 z E;:i:: S:":::ﬂ’::?éﬁgi $47,460.00 Betsy Cormier  09/05/2008 [# ~ - --
Hartford . .
[T B insursnce &5 o Deg“'t F°"|rat’k§°“"‘:"e’ $580.00 Betsy Cormier  09/03/2008 [&@ - -
Gronn =rsonzl Aute Palicy
Jolt Return Bremium due for End
N B Electic 64 0 E”’TLEWI";B”M';E dm n $950.00 Betsy Cormier  09/03/2008 [& [l = -
e #1 De or
Talt N
N B Electic | s3/62 1 Fefund FDZ’DP‘DE;EF’;%"NE'E‘E ($950.00) Betsy Cormier 09/03/2008 @ |¥ Il -
L
okt N
T B Electic 62/63 1 Refund F"“Z’URDF;_E’:‘::"'L""Ele*e $930.00 Betsy Cormier  09/03/2008 [&@ ~ - -
LLC

Removing Disbursements Not Posted

If the disbursement is incorrect, it may be removed by clicking the Remove % icon on the right side of
disbursement.

transaction summary  journal entry  disbursements receive payments deposit  accounts payable reconciliation invoices

Select Bank Account:

Bank of America 2223424392827 Trust Accol v Filter: [Show] [Add New Disbursermen

Select All] [Deszelec All] [Create Print Batch] [Add To Existing Batch]
Select Details Payee Disbur. ID Check Number Description Amount Created By Date Created Posted Printed Cleared Remove)
B allied Insurance 1376 il 40,00 Mary Oberleitner  12/07/200% B

The abort confirmation is displayed allowing an opportunity to go back to the summary view without
aborting the disbursement. To confirm the deletion, click the OK button. Clicking the Abort link on the
disbursement itself works the same as removing from the summary screen.

Microsoft Internet Explorer,

\?/ Are vou sure you would like to delete this ikem?

K I [ Cancel
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G PAGE 423



CHAPTER 11 NEXSURE® TRAINING MANUAL - ACCOUNTING

Paying the Carrier Prior to Reconciling

If for some reason it is necessary to pay the Carrier Statement today and reconcile later, make sure to do
the following:

Navigating to the disbursements tab is done by clicking the ORGANIZATION link on the Primary menu. Click
the territories tab and click the Details @9 icon for the Territory where the disbursement is to be added.
Click the accounting tab; the transactions tab and the disbursements tab to bring up the Disbursement
Summary screen. If there are no results displayed, then the organization is new and no reconciliations have
been previously done or the filter dates are out of range.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected w

ORGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS
Organization Name: Training ORG 3

organization
Training ORG >> B C Region >> B C Insurance Agency, Inc.
Previous Page
card file branches locations employeses accounting wvendors entity associations
summary | setup inveicing setup general ledger  bank accounts transactions | batch summary
transaction summary  journal entry  disbursements = receive payments deposit  accounts payable  reconciliation invoices

Select Bank Account:
Sank of America 208902025 Trust Account x|

Filter: [Show] [Add New Disbursement]

[Select All] [Deselact All] [Create Print Batch] [Add To Existing Batch]
electDetailsPayee Disbur. ID  Check Number Description Amount Created By

To add the Carrier Disbursement for the unreconciled Carrier Statement, first select the bank account to
enter the disbursement for in the Select Bank Account drop-down box located on the upper left of the
Disbursement Summary screen. Then click the [Add New Disbursement] link located in the upper right of
the Disbursement Summary screen.

After clicking the [Add New Disbursement] link the Select Entity window is displayed. This window allows
searching for the entity the disbursement is for. In the Entity Type drop-down box select Carrier and in the
field below the type enter at least 3 characters of the entity name. To activate the search, click the Search
button to the right of the field. All matches to the characters entered are displayed in the box below the
label Select Name. The (p) beside the name indicates that the carrier name is identified as the parent carrier
and an (s) indicates a subordinate carrier. Choosing the carrier with a (p) beside it displays all subordinate
carriers for the selected parent. If the reconciliation is to be done for one of the subordinates, then one
may be selected but choosing the parent will include all subordinates making certain the correct invoice is
available when reconciling later. Use the drop-down address box to choose a different address to print on
the check. Click the OK button on the bottom of the window to add the disbursement. Clicking the Cancel
button will abort the process.
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Disbursement rmure

Select Entry:

Entity Type: Im

Enter at least 3 characters for Entity Name,
Location Name, and/or Address and click search.

hart Search |

Select Name:

Hartford Accident and Indemnity C
Hartford Casualty Insurance (=)

Hartford Fire Insurance Compan
Hartford Insurance Group (p)

Primary Mame:

|Hartf0rd Insurance Group (p)

Select Address:

IOne Hartford Plaza j
Subordinate Carriers:
[Select All] [Deselect All]

Hartford Accident and
- Indemnity Company Cne Hartford Plaza
Hartford Casualty One Hartford Plaza
Insurance

r Hartford Fire INSUranceqs oy tford Plaza
Comnany

Click OK to confirm selection. Cancel to return to
SUMMary.

oc_| [Gonel]

After clicking the OK button, the disbursement is added.
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disbursaments

Disbursement ID: 80 Entity Type: Carrier Qu_'Ck Raxoale
Disbursement Header
Posted: [ Payss: Hartford Insurance Group General Ledger
Cleared: [T Bank Name: Bank of America Accounts Payable
Date Booked: 9/5/2008 Bank Account =: 2039302025 ?EW_"C"‘E“”
nvoices
GL Account: 02.001.0000.000.00.100000 Trust Account Payment Advance
Disbursement Pasting
Date Created: 5/5/2008 Balance: $101,010.00
Created By: Betsy Cormier Disbursement Amount: 50,00
Estimated Balance: $101,010.00
Check =:
Diescription: Hartford August 2008 Statement
Dishursement Summary | Pay All Selected Print Post Abart Save Add Row
* indicates required fisld =]
Payes: Hartford Insurance Group
One Hartford Plaza
Hartford, CT 06155
Date Booked: |g/5j2003 i<
Disbursement Ms[hnd:lcheck 'l
Check =: |
Mexsure Tip
Leave the Check = fizld blank to allow the system to assign the next available
check = at the time of printing or enter 2 chack = manually.
Description: [\ tord August 2008 Statement -
(50 Char. Max) 9 |
Internal Note:
Issued check prior to reconciling. Must reconcile later. —
(250 Char. Max] P 9 = L

disbursements

After entering data into the input fields on the first page, click the Save link on the Navigation toolbar or click
one of the links in the Quick Navigation panel to save entries.

To offset the amount of the disbursement to the Reconciliation Clearing Acct, click the Quick Navigation
> General Ledger link located on the upper right side of the screen to bring up the General Ledger screen.

Click the Add Row link located on the Navigation toolbar. Click the Ellipsis E] button to search for the
account number the entry will be posted to.

Enter the search information for the GL account and click the Search button. Click the correct Reconciliation
Clearing Acct account number and the OK button to return to the General Ledger screen.
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disbursements

Quick Navigation

Disbursement ID: 80 Entity Type: Carrier A
Disbursement Header
Posted: [ Payse: Hartford Insurance Group General Ledger
Clearsd: [~ Bank Name: Bank of America Accounts Payable
Date Booked:  9/5/2008 Bank Account =: 209302025 ;‘E(D”("'“‘“”
nvoices
GL Account: 02.001,0000,000.00,100000 Trust Account e
- - i Disbursement Pasting
Date Created: 9/5/2008 Balanc
- x
Created By: Betsy Cormier Disbursement Amou ngJ
i Balanc |N A
Check
= Region: |
Descriptic
Territory: Department: v

Disbursement Summary [ Pay All Selected Print Unit: -

General Ledger Classification: | All -

Group: -1

Account Number lﬁ pve
Type: T

02.001.0000.000.00.100000 Trust Accoul

Filter part of the general ledger number or name or both and dick "Search”.
| lame General Ledger Number )

IrEl:nn

Select the general ledger number:

02.001.0000.000.00.110210 - Deferred Recon Receivable
02.001.0000.000.00.110910 - Reconciliation Clearinc
02.001.0000.000.00.202010 - Deferred Recon Payable
02.001.0000.000.00.529000 - Recon Comm Adj

oK Cancel I

disbursements

Enter a description for the entry and the amount of the disbursement. Enter the debit amount in the debit
field and click the Save link on the Navigation toolbar. Click the Post link on the Navigation toolbar to post
the disbursement.

disbursements

uick Navigation
Disbursement ID: 80 Entity Type: Carrier Q 0
Disbursement Headar
Posted: [T Payee: Hartford Insurance Group General Ledger
Clearsd: [* Bank Nams: Bank of America Accounts Payable
Date Booked: 9/5/2008 Bank Account =: 209902025 ?EW_"C"'E':‘“”
nveices
GL Account: 02.001.0000.000.00.100000 Trust Account Bayment Aduance
Disbursement Posting
Date Created: 9/5/2008 Balance: £101,010.00
Created By: Betsy Cormier Disbursement Amount: £0.00
Estimated Balance: $101,010.00
Check =:
Description: Hartford August 2008 Statement

Disbursement Summary | Pay All Selacted Print Post Abort Save Add Row

General Ledger

Account Number Description Debit Credit 1000 _LID # Remove
02.001.0000.000.00,100000 Trust Account 12rtr0rd August 2008 $48,643.45
Statement
[0z.001.0000.000.00.110910 - Rec wes |Hartford August 200 | 48,643.45 | 000, [0 | o B
Totals: $48,643.45 $48,643.45
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The Post Disbursement screen is displayed providing an opportunity to review the disbursement amount.
If the disbursement is out of balance, a message is displayed advising of the out of balance. At that point

correct the disbursement and post again. Once confirmed that the posting is correct, click the OK button to
complete the post.

nexsure

Dishursement is in balance! Total Amount = $48643.45

D you wish to Post? Select Cancel to return to disbursement or
OK to Post.

Ok Cancel

A check may be printed by clicking the Print link on the Navigation toolbar and selecting the check style from
the drop-down box and clicking the OK button.

After clicking the OK button, the next screen shows the type of check selected and the check number field
is empty. This field has no number in it if the check has not been previously printed or a check number was
not entered on the disbursement header. A check number would not be entered normally since Nexsure will

check to see what the next check number is and automatically number. So, leave the check number blank
and click the OK button.

Nexsure Reports nexsure

Reports

Print Disbursement Selection

Summary j
[Summary
Deluxe Check 80180
Deluxe Check 30971
MICR Coding Top Check

MICR Coding Bottormn Check

MICR u:u:lin Bottom Check w/Address

print selection or cancel to return

Cancel |
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Adding the Reconciliation for the Previously Entered Disbursement

Navigating to the reconciliation tab is done by clicking the ORGANIZATION link on the Primary menu.

Click the territories tab and click the Details I%? icon for the Territory where the Carrier Statement is to
be reconciled. Click the accounting tab, the transactions tab and the reconciliation tab to bring up the
Reconciliation Summary screen. If there are no results displayed, then the organization is new and no
reconciliations have been previously done or the filter dates are out of range.

organization
XDTI--Training Org 972003 >> Atlantic Region >> Atlantic Territory
Previous Page
card file branchas lacations amployees  accounting vendars entity associations
Summary setup invoicing setup general ledger  bank accounts  transactions batch surmmary

transaction summary  journal entey dicbursaments receive payments deposit  accounts pavable  reconciliation invaices

Filter: [Show] [4dd Mew Reconcliation]

In order to reconcile carrier statements in this scenario, invoices must be added to client policies and posted
by agency personnel. These invoices are generally added during the account servicing process so the invoices
will be ready to reconcile upon receipt of the statement.

To add the worksheet, click the [Add New Reconciliation] link on the upper right side of the Reconciliation
Summary screen.

organization
XDTI--Training Org 972003 >> Atlantic Region > Atlantic Territory
Previous Page
card file branches locations employees accounting wendors entity associations
Summary setup inwaicing setup general ledger  bank accounts  transactions batch surmmary

transaction summary journal entry disbursements receive payments depasit accounts payable reconciliation inveices

Filter: [Show] [Add Mew Reconcilistion]

After clicking the [Add New Reconciliation] link the Select Entity window is displayed. This window allows
searching for the entity being reconciled. In the Entity Type drop-down box select Carrier and in the field
below the type enter at least 3 characters of the entity name. To activate the search, click the Search button
to the right of the field. All matches to the characters entered are displayed in the box below the label
Select Name. The (p) beside the name indicates that the carrier name is identified as the parent carrier
and an (s) indicates a subordinate carrier. Choosing the carrier with a (p) beside it allows all invoices for the
subordinate and parent to be available for reconciliation. Choosing the carrier with the (s) beside it allows
only invoices for that carrier to be available for reconciliation, however, all or selected subordinates may be
selected by clicking the box placing a check to include in the worksheet.

To select the carrier name, click to highlight and select subordinates only if it is necessary to include those
carrier invoices in the reconciliation. Remember that selecting the parent automatically includes subordinate
carriers. Click the OK button to bring up the Reconciliation for the selected carrier.
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{_ https:finexweb?4.nexsure.com/?Mode... |z||:,[z|

Reconciliation nG@UTB

Select Entry:

Ensty Type:

Enter at least 3 characters of the name and click
search.

|safe |[ Search ]

Select Name:

D
Safeco Insurance Company of Ame

Primary Name:

|Safeco

Select Address:

| Safeco Plaza

Subordinate Carriers:
[Select all] [Deszelect All]

0 Safeco Insurance

Company of America Safeco Plaza

Click OK te confirm selection. Cancel to return to
summary.

Make sure to change the date booked if necessary and enter the description and any internal note necessary
for the reconciliation to identify it later. It might be good to enter the check number or Disbursement ID
previously entered in the description. Click the Save link on the Navigation toolbar or click a link on the right
to store modifications.
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reconciliation

Quick Navigation

Reconciliation ID: 780 Receipt Total: $0.00
Entity Type: Carrier Disbursements Total: $0.00
Name: Safeco Adjustments Total: $0.00 Receipts/Disbursements
Income/Receivable Total: $0.00 Transactions - Agency Bill
Dosted: Payahble Total: $0.00 Transactions - Direct Bill

Statement Entry

Unposted Invoices
Adjustments
Reconciliation Posting

Date Created: 12/15/2007
Created By: Betsy Cormier
Description:

Reconciliation Summary Print Post Abort Save Delivery

Name: Safzco
Safeco Plaza
Seattle WA 98185

12/19/2007

November 2007 Statement

Date Booked:

Description:
(100 Char. Max)

Internal Note:
(250 Char, Max)

reconciliation

In order to associate the amount entered on the Disbursement to the Reconciliation Clearing account, click
the Quick Navigation > Receipts/Disbursements link on the right side of the screen. Click the [Show] link to
search for Receipts and/or Disbursements as needed.

Re(un{i\iat\'unsummary‘ ‘ Print ‘ Past. | Abort | Save Add Row Delivery H

Search Filtar: [Shou]

Display: | Default (10) v

[select All] [Deselect All]

Total Rows: 1

Showing Page 1 of 1

GL Unreconciled Funds Settlemant

Date Booked Type TransactionID #  Description Original Amount: Balance Amount Remaining Balance

O 08/04/2010 Recsipt 1572 May 2010 Statemant {£2,000.00) {£2,000.00) l:' (£2.000.00)
This Page Total: (£2,000.00) (£3,000.00) £0.00 (£3,000.00)

All Pages Total: (£2,000.00) (£3,000.00) 50.00 ($3.000.00)

All Pages, Selectzd Entries Toral: 50,00 50.00

50.00

Any previously issued Disbursements or Receipts are displayed. Click the Select check box. If a partial
amount is to be applied, type in the specific amount in the Amount box provided. Click the Save link to keep
the entry.
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The disbursement is added to the reconciliation worksheet to identify that this worksheet is associated with
it. This does not create another entry to the general ledger but closes the checks and balances in Nexsure.
This step must be done if the check was paid prior to the reconciliation.

Add Row | Delivery

Post | Abart | Save

ion Summary | | Print |

Search Filter: [Hide]

Type: | --Please Select-- v
T | e | B wl |[E

Sort Order

Showing Page 1 0f 1 Total Rows: 1 Display: | Default (10) v

[Select All] [Deselect All]

GL Unreconciled Funds Settlement
Original Amount Balance Amount Remaining Balance

£3,000.00) (53,000.00) -1,000.00 {52,000.00)

{£2,000,00)
{$2,000.00)
{£2,000.00)

Date Baoked Type TransactionID #  Description

06/04/2010 Receipt 1572 May 2010 Statement

$3,000.00) {$2,000.00) ($1,000.00)

All Pages Toral:
£3,000.00) {£3,000.00) (£1,000.00)

All Pages, Selected Entries Total:

(

This Page Total: (£3,000.00) (£3,000.00) (£1,000.00)
(
{

The invoices that were previously paid (found on the reconciliation statement) must be identified. To select
the invoices included on the carrier statement, click the Quick Navigation > Transactions > Agency Bill link
located on the right side of the screen to bring up the Transactions screen. Make sure to use the Search
Filter by clicking the [Show] link located just above the listed invoices on the right. There are date range
filter defaults just like on the Reconciliation Summary screen.

reconciliation

Quick Navigation

Receipt Total: £0.00

Disbursements Total: $4.7599.40 Header
Receipts/Disbursements

Reconciliation ID: 780
Entity Typs: Carrier

Nzme: Safeco Adjustments Total: $0.00
Income/Receivable Total: $0.00 Transactions - Agency Bill
Posted: Payable Total: $0.00 Transactions - Direct Bill
Statement Entry
Date Created: 12/19/2007 “irtual Receipt Total: £4,799.40 _ Unposted Invoices
Created By: Betsy Cormier Adjustments )
Reconciliation Posting

Description: Nowvember 2007 Statement

Reconciliation Summary | Pay All Selected Print Post Abort Save Delivery
Search Filter: [Hids] 2
Ragion: Branch:
Territory: Department:
Bill Mathod: Date Type:

<

!

Businzss Type: Date Range: To: [11/30/2007 | ]
Line of Business: ||401K - Group
401K - Individual To: l:l
Accident - Individual

ADRD - Group

Amount Range:

Balicy Numbar:

Il ]

|:| Exclude all transactions whers the sffective date is after the search ending date,

O an O paid O unpaid

Sort Field 1: | v| sort order 1: | v | sore Field 2: | | sort order 2: B

Agency Bill
[Select All] [Deselect All]
2

reconciliation

After clicking the [Show] link on the screen the filter options are displayed. After entering the search criteria,
click the Search button to return all matches. Clicking the Clear button clears all the fields on the search

filter.
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Once the search results are returned, there may be more than one page of invoices. To get to the invoices
on other pages, use the Navigation Arrows at the top of the list to navigate:

m  Single Page Forward »

m  Single Page Back <
m  Last Page »|
m  First Page | €

The drop-down box to the right of the arrows with the number 1 displaying allows the selection of any
available pages so it is possible to quickly jump to a page in the middle (such as page 3). Just find the
number and click to go to the selected page. The Display drop-down box on the right allows more than the
default of 7 items to display.

reconciliation

Quick Navigation
Reconciliztion ID: 780 Receipt Total: £0.00
Entity Type: Carrier Disbursements Total: £4,7595.40 Header
Mame: Safeco Adjustments Total: £0.00 Receipts/Disbursements
Income/Receivable Total: £0.00 Transactions - Agency Bill
Postad: Payable Total: £0.00 Transactions - Direct Bill
Statement Entry
Date Crested: 12/19/2007 Wirtual Receipt Total: $4,7599.40 _Unposted Invoices
Creatzd By: Betsy Cormier Adjustments )
Description: Movember 2007 Statement Reconciliation Posting

Reconciliation Summary | Pay All Selected Print Paost Abort Save Delivery

Search Filter: [Show]

Showing page 10f2 b N Display: | 7 (Default)
Agency Bill

[Select All] [Deselect All]
Select Details Date Ttem ID Hame Policy Number Amount Paid Balance

o 2 7/1/2007 12114/-12119 Cormier Quick Stop, Inc. Unassigned £25.00  $0.00 525.00)
o 2 9/10/2007 14365 Hudsan Kennel Services, LLC BOP234567 $566,40  £0.00 £566.40)
o g 7/1/2007 12114/-12119 Cormier Quick Stop, Inc, Unassigned $2,075.00  $0.00 $2,075.00)
o 2 8/1/2007 12363 McDonough Bakery BACE34798372 $2,158.00  £0.00 $2,158.00)
o 2 8/8/2007 12382 McDonough Bakery BACE34798372 $2,075.00  £0.00 £2,075.00)
o @ 8/31/2007 12383 McDonough Bakery BACS34798372 ($4,150,00)  £0.00 ($4,150.00)
o g 10/15/2007 13410 Cormier Construction AGCleanup ($510.00)  $0.00 ($510.00)

This Page Total: £2,239.40  £0.00 £2,239.40)

All Pages Total: 515739.40  §0.00 $15,739.40

To identify the invoices included on the statement after filtering the list, find the matching invoice and click
the box in the Select column to place a check mark indicating the item should be included as payment in full.
To identify a partial amount, click the Details @9’ icon beside the invoice and enter the amount.
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Once all the invoices have been identified and selected, click the Pay All Selected link on the Navigation
toolbar.

reconciliation

Quick Navigation

Reconciliztion 1D: 780 Receipt Total: £0.00
Entity Type: Carriar Disbursements Total: £4,799.40 Header
Name: Safece Adjustments Total: $0.00 Receipts/Disbursements
Income/Receivable Total: $0.00 Transactions - Agency Bill
Posted: Payable Total: $0.00 Transactions - Diract Bill
Statement Entry
Date Created: 12/19/2007 Wirtual Receipt Total: £4,799.40 _Unpostad Invoices
Created By: Betsy Cormier Adjustments
Description: November 2007 Statement Recenciliztion Pasting

Print Post Abort Save

Reconciliation Summary | Pay All Selected Delivery

Search Filter: [Show]

Showing page 16f2 b W Display: | 7 (Default) v
Agency Bill

[Select All] [Deselect All]
Salect Details Date Item ID Name Policy Number Amaunt Paid Balance

B 9/10/2007 14366 Hudson Kennel Services, LLC BOPZ234567 556640  $0.00 5566.40)
B 8/1/2007 12363 McDonough Bakery BACB34758372 $2,158.00  $0.00 $2,158.00)
B 8/8/2007 12382 McDenough Bakery BACS34798372 £2,075.00  $0.00 £2,075.00)
o B 7/1/2007 12114/-12119 Cormier Quick Stop, Inc. Unassigned 52500  $0.00 $25.00
o 2 7/1/2007 12114/-12119 Cormier Quick Stop, Inc. Unassigned $2,075.00  $0.00 $2,075.00)
o 8/31/2007 12383 McDenough Bakery BACS34798372 [$4,150.00) $0.00 ($4,150.00)
o 2 10/15/2007 13410 Cormier Construction AGCleznup ($510.00)  $0.00 ($510.00)

This Page Total: 52,239.40  $0.00 $2,239.40)

All Pages Total: $15739.40  $0.00 £15,739.40)

A confirmation of the selections is displayed. Take a look at the information and if it is correct, click the OK
link to include all the selections.

Pay All Selected

nexsure

Agency Bill:

Total Items Selected: 3

Direct Bill:

Total Items Selected: 0

Total Selected Amount:
Total Amount Paid:

Total Selected Amount:
Total Amount Paid:

54, 7353.40
£4,.799.40

50.00
50.00

Click OK to accept payments as selected or Cancel to return to reconciliation process.

[ OK ][Cancel]
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All invoices included now have a check in the Select box and are grayed out indicating they have been
icon of the invoice and enter a zero amount
and save, this will open the invoice for reselection if necessary.

included. If a selection error was made, click the Details

reconciliation

Reconciliation 1Dz
Entity Typa:
Name:

Postad:

Date Created:
Created By:

780 Receipt Totzl: 0,00
Carrier Disbursements Total: $4,799.40
Safeco Adjustments Totzl: £0.00
Income/Receivable Total: £0.00
Payable Total: $4,795.40
12/19/2007

Batsy Cormier

Description:

November 2007 Statement

Quick Navigstion

Header
Receipts/Disbursements
Transactions - Agency Bill
Transactions - Direct Bill
Statement Entry
Unposted Inveices
Adjustments
Reconciliation Posting

Reconciliation Summary | Pay All Selected Print Post Abort Save Delivery
Search Fileers [Show]
Showing page1of2 p ) Display: | 7 (Default) »
[Select All] [Deselect All]
Select Details Date Item ID Name Palicy Number Amount Paid Balance
2 9/10/2007 14366 Hudsen Kennel Services, LLE BOP234567 £566.40 £566.40 £0.00)
2 8/1/2007 12369 McDonough Bakery BACE34758372 £2,158.00 $2,158.00 £0.00)
2 /8/2007 12382 McDonough Bakery BACE34758372 £2,075.00 $2,075.00 £0.00)
0o 2 7/1/2007 12114/-12119 Cormier Quick Stop, Inc. Unassigned £25.00 £0.00 £25.00)
O B2 7/1/2007 12114/-12119 Cormier Quick Step, Inc. Unassigned £2,075.00 £0,00 £2,075.00)
O B2 8/21/2007 12289 McDenough Bakery BACE34798372 (£4,150.00) £0,00 ($4,150.00)
O B2 10/15/2007 12410 Cormier Construction AGCleanup [£510.00) £0,00 ($510.00)|
This Page Total: £2,239.40 £4,799.40 ($2,560.00)
All Pages Total: $15,729.40 £4,799.40 £10,940.00|

Clicking the Quick Navigation > Reconciliation Posting link on the right side of the screen shows what
accounts will be offset.

reconciliation

Reconciliztion [D:
Entity Type:
Name:

Posted:

Date Created:
Created By:

780 Receipt Total: $0.00
Carrier Disbursements Total: $4,799.40
Safzco Adjustments Tot: $0.00
Income/Receivable Total: $0.00
Payable Total: $4,793.40

12/13/2007
Betsy Cormier

Description:

November 2007 Statement

Quick Navigation

Header
Receipts/Disbursements
Transactions - Agency Bill
Transactions - Direct Bill
Statement Entry
Unposted Invoices
Adjustments
Reconciliation Posting

Reconciliation Summary Print Post Abort Save Delivery
Reconciliation Details

Account Number Account Description Debit Credit]

70.001.0000.000.00.200000 Carrier Payable £2,158.00 $0.00
70.001.0000.000.00.200000 Carrier Payable £2,075.00 $0.00
70.001.0000.000.00.200000 Carrier Payable £566.40 $0.00
70.001.0000.000.00.110910 Reconciliztion Clearing Acct £0.00 £4,755.40

Total: $4,790.40 $4,790.40
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Click the Post link on the Navigation toolbar to post the reconciliation. Click OK if the reconciliation total
looks correct.

Post Reconciliation n%um
Receipts/Disbursements
Date Booked Transaction Remaining Balance Amount Allocated
08/04/2010 Disbursement 1225 £1,000.00 £4,799.40
Total: £1,000.00 £4,799.40
Adjustments

Total Adjustments: £0.00

Agency Bill

Total Transactions: 2 Total Payable Amount Reconciled: $4,7 99,40
Direct Bill

Total Items Selected: 0 Total Commission Amount Reconciled: $0.00

Reconciliation Total: $0.00

General Ledger Posting Account Description Debit Credit
42,001.0000.000,00,200000 Carrier Payable £799.40 £0.00
42,001.0000.000,00,200000 Carrier Payable £4,000,00 £0.00
42,001.0000.000,00,110%10 Reconciliation Clearing Acct £0.00 £4,799.40

Click OK to proceed or Cancel to return to reconciliation.

Carrier Receivables

Reconciliation for Carrier Receivables is done at Territory level and is done either before or after the payments
are received. Reconciled amounts are posted to the Reconciliation Clearing account identified in mandatory
account setup at the Organization level. The mandatory accounts are setup when the organization is built.
Work with the XDimensional Technologies, Inc. Account Manager for a clear understanding of how these
accounts will be setup.

As previously mentioned there are several ways that an agency might choose to handle their carrier
receivables. In this section each method is covered stepping through the entire process of handling carrier
receivables. Make sure to read each method to have a clear understanding of the process before determining
which is best for your organization.
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Reconciling Carrier Statements Prior to Adding the Cash Receipt

To confirm the accuracy of carrier statements, Nexsure provides the ability to compare posted invoices in
Nexsure with the carrier statement. To add the Reconciliation worksheet, see the Carrier Payable section in
this chapter on Reconciling Carrier Statements Prior to Check Issuance.

When searching for invoices after selecting the Quick Navigation > Transactions link on the right side of
the screen click the [Show] link to show the filter options. Enter the search criteria, making sure to select
Direct Bill and click the Search button to return all matches. Clicking the Clear button clears all the fields on
the search filter. Both Agency and Direct may be selected if both are included on the Carrier Statement. If
money is owed to the carrier a Virtual Disbursements amount is displayed in the header and if money is due
to the Agency a Virtual Receipt amount is displayed in the header.

Follow the remaining steps for the Carrier Payable Reconciliation. If the carrier has sent a check with the
statement, once all items have been included in the worksheet the Virtual Receipt Amount in the header
should show the amount matching payment if all steps were followed correctly. Post the worksheet to
complete.

Completing the Reconciliation with a Receive Payment

If a Virtual Receipt Total is on the reconciliation header, this indicates a Receive Payment would need to be
added to identify that the receivable has been received.

raconciliation

Quick Navigation

Reconciliation 1D: 782 Receipt Total: £0.00
Entity Type: Carrier Disbursements Total: $0.00 Header
Mame: Safeco Adjustments Total: £0.00 Receipts/Disbursements
Income/Receivable Total: £782.82 Transactions - Agency Bill
DPostad: 12/19/2007 DPayable Total: £0.00 Transactions - Direct Bill
Statement Entry
Date Created: 12/19/2007 Virtual Receipt Total: £782.82 Unpested Invoices
Created By: Betsy Cormier Adjustmants )
Description: Safeco 10/2007 Statement Reconciliation Posting

Reconciliation Summary Print Reverse Abart Delivery

To add the Receive Payment, navigate to the territories tab. If not already at territory accounting level,
click the ORGANIZATION link on the Primary menu. Click the territories tab and click the Details @9’ icon
for the territory where the disbursement is to be added. Click the accounting tab, the transactions tab
and the receive payments tab to bring up the summary screen. If there are no results displayed, then the
organization is new and no receipts have been previously done or the filter dates are out of range.

organization
XDTI--Training Org 972003 > Atlantic Region == Atlantic Territory
Previous Page
card file branches lacations aemployees  accounting wandors entity associations

summary setup invoicing setup general ledger  bank accounts  transactions batch summary

dizh

transaction summary  journal entey s receive pay depasit  accounts payable reconciliation invaices

Filter: [Show] [Add Hew]

Details Payee Reference  Payment ID Description  Amount  Residual  Created By Date Created  Posted  Printed  Remove |

inwoices racanciliation accounts payable deposzit  receive payments disbursements  journal entry  transaction summary
batch summary transactions bank accounts general ledger invoicing setup setup summary

entity associations wvendors  accounting employees locations branches card file

organization

Rechmologio PAGE 437



CHAPTER 11 NEXSURE® TRAINING MANUAL - ACCOUNTING

To add the Receive Payment for the Reconciled Carrier Statement, click the [Add New] link located in the
upper right of the Receive Payments Summary screen.

After clicking the [Add New] link the Select Entity window is displayed. This window allows searching for
the entity the payment is for. In the Entity Type drop-down box select Carrier and in the field below the type
enter at least 3 characters of the entity name. To activate the search, click the Search button to the right of
the field. All matches to the characters entered are displayed in the box below the label Select Name. The
(p) beside the name indicates that the carrier name is identified as the parent carrier and an (s) indicates a
subordinate carrier. Choosing the carrier with a (p) beside it displays all subordinate carriers for the selected
parent. If the reconciliation was done for one of the subordinates, then one may be selected but choosing
the parent will include all subordinates. Use the drop-down address box to choose a different address to
print on the check. Click the OK button on the bottom of the window to add the disbursement. Clicking the
Cancel button will abort the process.

e https:/fnexweb24.nexsure.com/ - Nam... |z||:|rz|

Setect Entity nexsure

Enter at least 2 characters for Entity Name, Location
Name, and/or Address and click search.

safe | [ Search ]

Select Name:

Fm_
Safeco Insurance Company of Ame

Primary Name:

|Safeco Insurance Company of Amel

Select Address:

| Safeco Plaza

Subordinate Carriers:
[Select All] [Deselect All]

&l Safeco Insurance

Company of America Safeto Plaza

Click OK to confirm selection. Cancel to return to

summary.
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After clicking the OK button, the payments received screen is added. Enter details of the payment using the
definitions below.

payments received

Quick Navigation

Payment ID: 918 Entity Type: Carrier
Posted: Nama: Safeco PavnETt :ﬂaader
= i General Ledger
Date Booked: 12/15/2007 Payment Type: Check Accounts Payabla
Date Created: 12/19/2007 Payment Amount: Reconciliation
Created By: Betsy Cormier Receive Payment Posting
Reference =:
Description:
Payment Summary Print Post Abort Save

* indicates required field
Payee: Safeco
Safeco Plaza

Seattle, WA 98185

There are three sections in the Payments Received screen: Payments Received Header, Quick Navigation,
and Input Fields.

Section Description

The Payments Received Header section is located at the top of the tab with a shaded
background. It summarizes the entire payment.

Header Definitions:
» Payment ID: System-generated used to identify the payment.
> Entity Type: Identifies the type of payment.
» Name: The name of the Entity the payment is from.

> Posted: System generated date is the date the reconciliation was actually posted.
When posted the box will contain a check.

> Processed: Not in use at this time.
> Date Booked: This is entered by the User and is the date the entry will be posted to.
> Date Created: System-generated payment creation date.

Payments Received Header » Created By: The logged in User name is placed here at the point the payment is
added.

» 3" Party Type: Not in use at this time.
» Payment Type: Displays the type of payment selected when adding the payment.

» Payment Amount: The payment amount entered in the Payment Amount field is
required on the payment header details and the amount entered here displays in the
top header.

> Reference #: This number is entered in the Reference # field on the payment header
details to identify the payment such as a check number and displays on the top
header.

» Description: The description entered in the first description box on the payment
header displays here in the header when the Save link on the Navigation toolbar is
selected.
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Section Description

Located on the right side of the tab, there are links used to access different sections of the
payment. This provides flexibility to select the necessary links for the payment.

Quick Navigation

Input Fields are located at the bottom left portion of the screen. The displayed input fields

Input Fields correspond with the selected bolded link on the right side of the screen (Quick Navigation).

Quick Navigation Link Definitions

Link Description

Any adjustments not included on a carrier statement where the amount does not affect

General Ledger S - -
8 the amount due on a client invoice such as advertising fees would be added on this link.

Payment Header Use this link to edit the Payments Received Header input fields.

Use this link to locate and select all the Accounts Payables added and posted for future

A ts Payabl .
ccounts Fayable disbursements.

This link is used when the reconciliation has been added prior to adding the payment.
Reconciliation Selecting a reconciliation worksheet in a payment will reduce the reconciliation clearing
account for the selected reconciliation amount.

Contains all the General Ledger entries that are generated for the selected payment.
Receive Payment Posting Posting entries do not display until items have been included and/or entries have been
made.

After entering data into the input fields on the Payment Header, click the Save link on the Navigation toolbar
or click one of the links on the right to save entries. Like disbursements, use the Quick Navigation > General
Ledger link for any adjustments.

To select the reconciliation for this carrier statement, click the Quick Navigation > Reconciliation link located
on the right side of the screen to bring up the Reconciliation screen. Click the [Add new] link located just
below the Navigation toolbar on the right.

Any reconciliation worksheet added for the selected carrier is displayed. If more than one should be included
with the payment, click in the box in the Select column to choose selected ones or the [Select All] link above
the list on the left. Clicking the [Deselect All] link will clear the selections. In this scenario, only one will be
selected. After selecting the reconciliation the disbursement is being issued for, click the OK button. The
selected reconciliation worksheet is added to the disbursement.
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payments received

Payment [D:
Posted:

Date Booked:
Date Created:
Creatad By:
Reference =:

Description:

S18

12/19/2007
12/19/2007
Batsy Cormier
2873

Safeco 11/2007 Statement

Entity Typa:
Name:

Payment Type:
Payment Amount:

Carrier
Safeco
Check
£782.82

Quick Navigation

Payment Header

General Ledger
Accounts Payable
Reconciliation

Receive Payment Pasting

Payment Summary

Print

Post Abort

| £ hitps:inexweb24.nexsure.comEntityTypelD-7@ReceiptiD-91 BEPGID-50 - Add Reconciliation - Windows Inter... [=|[E1/[]

[ Select All]

[Add new]

nexsure

[ Deselect All]

Salact Details

Name Rec ID

Description

Amount

Debit Ll it

Date Created

7az

Reconciliation Clearing Acct

§782.82 $0.00

12/18/2007

Clicking the Quick Navigation > Receive Payment Posting link on the right side of the screen shows what
accounts are being posted to. The Undeposited Funds Account is a mandatory account that holds all payment
amounts until they are identified as being added to the bank account through a deposit. To complete, add a
deposit. See Chapter 14,“Deposits” in this manual for more details.

payments received

Quick Navigation

Payment [D: 918 Entity Type: Carrier
Posted: Name: Safeca Pavmer;t :Eder
) ) General Ledger
Date Booked: 12/19/2007 Payment Type: Chack Accounts Payable
Dats Created: 12/19/2007 Payment Amount: $782.82 Reconciliation
Created By: Betsy Cormier Receive Payment Posting
Reference = 2879
Description: Safeco 11/2007 Statsment
Payment Summary Print Post Abort Save
Account Number Account Description Debit Credit
70.001.0000.000.00.110910 Reconciliation Clearing Acct $0.00 $782.82
70.001.0000.000.00.110900 Undeposited Funds $782.82 $0.00
Total: $732.82 $782.82
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Aborting the Payment

If the payment is not needed, it may be aborted prior to posting. Click the Abort link on the Navigation
toolbar.

payments recaived

Quick Navigation

Payment ID: 918 Entity Type: Carriar
Posted: Name: Safece Payment Header
Date Booked: 12/19/2007 Payment Type: Chack i::::anlt:?::;ble
Date Created: 12/19/2007 Payment Amount: $782.82 Fzsame e
Created By: Betsy Cormier Receive Payment Posting
Reference =: 2879
Description: Safeco 11/2007 Statement

Payment Summary

Posting the Payment

To complete the Process so the payment can be deposited, click the Post link on the Navigation toolbar. The
Post Payment screen is displayed providing an opportunity to review the amount. If it is out of balance, a
message is displayed advising of the out of balance. At that point make any corrections and post again. Once
confirmed that the posting is correct, click the OK button to complete the post.

nexsure

Payment is in balance! Total Amount = $782.82
Assign Credit Amount = $0.00

Click O to post, or Cancel to return to previous screen.

Ok ][ Cancel

After the payment is posted the screen is refreshed and Post is no longer an option on the Navigation
toolbar.

payments received

Quick Navigation
Payment ID: 918 Entity Type: Carrier
Posted: 12/19/2007 Mame: Safeco Pavmer;t ':dﬁder
) ) General Ledger
Date Booked: 12/15/2007 Payment Type: Check Actounts Payable
Date Created: 12/13/2007 Payment Amount: $782.82 Reconciliation

Created By: Betsy Cormier Receive Payment Posting
Refersnce =: 2879
Description: Safeco 11/2007 Statement

Payment Summary
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Reversing the Payment Prior to Adding a Deposit

This works just like reversing a disbursement as long as the Deposit has not been added. For more details on
reversing payments, see Chapter 9, “Client-Account Receivable” in this manual. Once the payment has been
reversed, the reconciliation worksheet is available to be added to the correct payment later.

Payrnent ID: 1312 Entity Type: Carrier
Postad: 121272005 Marme: Allied Insurance
Processed: Zrd Party Type:
Date Booked: 12/12/2005 Payrnent Type: Check
Date Created: 12/12/200% Payment Arnount: $4,000.00

Created By: Mary Oberleitner
Feference #: Ch#9s7
Description:  Allied Oct. 05 Stmt

Payment Summary Pay All Selected

Removing Payments Not Posted

If the payment is incorrect, it may be removed by clicking the Remove % icon on the right side of the
Receive Payment summary screen.

organization

XDTI--Training Org 972003 >> Atlantic Region > Atlantic Territory
Previous Page

card file branches lacations employees  accounting wendars entity assaciations
Surmary setup inwaicing setup general ledger  bank accounts  transactions batch summary
transaction summary  journal entry disbursements  receive payments deposit  accounts payable reconciliation invoices
Filter: [Show] [add Hew]
Details Payee Reference Payment ID Description Amount Residual Created By Date Created Posted Printed Remove
= Mason Electric Ch# 1268 payment on account  $300,00 £0.00 Mary Oberleitner af23/z005

The abort confirmation is displayed allowing an opportunity to go back to the summary view without
aborting the payment. To confirm the deletion, click the OK button. Clicking the Abort link on the payment
itself works the same as removing from the summary screen.

Microsoft Internet Explorer,

3/ are you sure you would like to delete this item?

K I [ Cancel
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Receiving the Payment Prior to Reconciling the Carrier Statement

In many cases the payment is added prior to reconciling the Carrier Statement. For this scenario, use the
following to make sure payments are allocated correctly.

Navigating to the receive payments tab is done by clicking the ORGANIZATION link on the Primary menu.
Click the territories tab and click the Details @5’ icon for the Territory where the payment is to be added.
Click the accounting tab, the transactions tab and the receive payments tab to bring up the receive payments
summary screen. If there are no results displayed, then the organization is new and no reconciliations have
been previously done or the filter dates are out of range.

Follow the instructions to add a receive payment in the section called Completing the Reconciliation with
a Receive Payment. After selecting the carrier and adding the Receive Payment screen, enter the payment
detail into the Payment Header. Click the Save link on the Navigation toolbar to store the entries.

payments receivad

Quick Navigation

Payment ID: 919 Entity Type: Carrier
Posted: MName: The Hartford Insurance Pawer;t :deader
N o . General Ledger
Date Booked: 12/19/2007 Payment Type: Check e o
Date Created: 12/19/2007 Payment Ameunt: $480.00 FEmimelmE
Created By: Batsy Cormier Receive Payment Posting

Refersnce =: 2328
Description: Hartford 12/2007 Statement

Payment Summary Print Post Abort Save

= indicates required field
Payes: The Hartford Insurance
555 Monarch

West Side, M& 01602

To offset the amount of the payment to the Reconciliation Clearing account, click the Quick Navigation
> General Ledger link located on the right side of the screen to bring up the General Ledger screen. Click

the Add Row link located on the Navigation toolbar. Click the Ellipsis E] button to search for the account
number the entry will be posted to.

Enter the search information for the GL account and click the Search button. Click the correct account
number and the OK button to return to the General Ledger screen.

payments received

Quick Navigation

Payment ID: 913 Entity Type: Carriar
Posted: Name: The Hartford Insurance Pavmevﬁader
iarar ) General Ledger
Date Booked: 12/19/2007 Payment Type: Check Accounts Payable
Date Created: 12/19/2007 Payment Amount: $480,00 Reconciliation
Created By: Betsy Cermier Receive Payment Posting

Reference =: 2328
Description: Hartford 12/2007 Statement

Payment Summary Print Post Abort Save Add Row

General Ledger

Account Number Description Debit Credit 1009 LID # Remove

70.001.0000.000.00.110500 UndepositedFunds
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payments received

Payment 1Dz
Posted:

Date Bockad:
Date Created:
Created By:
Reference =:

Description:

513 Entity Type:
Name:

12/19/2007 Payment Type:

12/19/2007 Payment Amount:

Betsy Cormier

2328

Hartford 12/2007 Statement A

Carriar

The Hartford Insurance
Check

5480.00

Payment Summary

Region:

Territory:

General Ledger

Account Number

70.001.0000.000.00.110900 UndepositedFunds

Group:

Type:

| [

Selact the general

Filter part of the general ledger number or name or both and click "Search".

Name

recon

ledger number:

70.001.0000.000.00.110910 - Reconciliation Clearing
70.001.0000.000.00.529000 - Recon Comm Adj

https:/fnexweb24. nexsure.comfZNameFiels

Branch:

Quick Navigation

Payment Header

General Ledger
Accounts Payable
Reconciliatien

Receive Payment Posting

Department:

Unit;

Generzl Ledger Humber

Enter a description for the entry and the amount of the adjustment. Enter the payment amount in the credit
field and click the Save link on the Navigation toolbar.

payments received

Quick Navigation

Payment ID: 919 Entity Type: Carrier
Posted: Name: The Hartford Insurance PavaTthdeader
o e ) General Ledger
Date Booked: 12/13/2007 Paymant Type: Check Accounts Payable
Dats Created: 12/13/2007 Payment Amount: $480.00 Reconciliation
Created By: Batsy Cormier Receive Payment Posting
Reference =: 2328
Description: Hartford 12/2007 Statement
Payment Summary Print Past Abart Save Add Row
General Ladgar
Account Number Description Debit Credit 1009 LID # __ Remave
70.001.0000.000.00.110900 UndepositedFunds 480.00
70.001.0000.000.00.110910 Recancilig E] Hartford 12/2007 St D.DD| | 480.DD| ] E] ] Eq

Totals:

4380.00

Click the Quick Navigation > Receive Payment Posting link on the right side of the screen to verify where
the entries are posting. Click the Post link on the Navigation toolbar to post the payment. Make sure to add
in a deposit for the day.

PaymEnts recerved

Payment 1D:
Posted:
Date Boocked:

913

Name:

12/19/2007

Entity Type:

Payment Typa:

Carriar
The Hartford Insurance
Chack

Quick Navigation

Payment Header
General Ledger
Accounts Payable

Date Created: 12/19/2007 Payment Amount: $480.00 Recenciliation
Created By: Betsy Cormier Receive Payment Posting
Refersnce =: 2328
Description: Hartford 12/2007 Statement
Payment Summary Print Post Abort Save
Account Number Account Description Debit Credit
70.001.0000.000.00.110910 Reconciliation Clearing Acct $0.00 $480.00
70.001.0000.000.00.110900 Undeposited Funds $480.00 $0.00
Total: $480.00 $480.00
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Adding the Reconciliation for the Previously Entered Payment

Follow the directions in this chapter under Adding the Reconciliation for the Previously Entered
Disbursement. Also, make sure to search for Direct Bill or Both when searching for invoices to be included
on the statement.

Reconciliation Summary

| Print

Abort Save

Dalivery Il

[Select All] [Deselect All]

Date Booked

Type Transaction ID #

EL Unreconciled Funds Settlement

Description

Showing Page 1 of 1

Original Amount

Total Rows: 1

Balance

Search Filter: [Shev]

Display: | Default (10) +

Amount

Remaining Balance

All Pages, Selectad Entries Toral:

£0.00 £0.00

£0.00

O 06/04/2010 Receipt 1572 May 2010 Statement (£2,000.00) (£3,000.00) l:l (£3,000.00)
This Page Totak (53,000.00) (£3,000.00) =0.00 (£3,000.00)
All Pages Toral: {$2,000.00) {$2,000.00) 50,00 ($2.000.00)

£0.00

After adding the Receipt and invoices, click the Reconciliation Posting link on the right side of the screen to

see account posting.

reconciliation

Quick Navigation
Reconciliation ID: 785 Receipt Total: $480.00
Entity Type: Carrier Disbursements Total: £0.00 Header
Mame: The Hartford Insurance Adjustments Total: £0.00 Receipts/Disbursements
Income/Receivable Total: $480.00 Transactions - Agency Bill
Posted: Payable Total: £0.00 Transactions - Direct Bill
Statement Entry
Date Creatad: 12/13/2007 Unposted Invoicas
Created By: Betsy Cormier Adjustments i
Description: Hartford 12/2007 Statement Reconciliation Posting
Reconciliation Summary Print Post Abort Save Delivery
Reconciliation Details

Account Number Account Description Debit Credit]

70.001,0000.000,00,110800 DE Comm Receivable 50,00 5200,00
70.001.0000.000.00.110800 DB Comm Receivable $0.00 £40.00)
70.001,0000.000,00,110800 DE Comm Receivable 50,00 5240.00
70.001.0000.000.00.112040 Direct Bill Comm Unsarned Inc $200.00 50.00
70.001,0000.000,00,112040 Direct Bill Comm Unzarned Inc 540,00 50,00
70.001.0000.000.00,112040 Diract Eill Comm Unzarned Inc $240.00 £0.00
70.001,0001.001,00,410000 Direct Bill Income 50,00 520000
70.001.0001.001.00.410000 Dirzct Bill Income $0.00 $40.00)
70.001,0001.001,00,410000 Direct Bill Income 50,00 524000
70.001.0001.001.00.500000 Deople Comm Expense 580.00 £0.00
70.001.0001.001.00.500000 Deople Comm Expense 515.00 50.00
70.001,0000.000,00,201000 People Comm Payable-Due 50,00 80,00
70.001.0000.000.00.201000 People Comm Payable-Due $0.00 £16.00
70.001,0000,000,00,110910 Reconciliation Clearing Acct £4280,00 50,00

$1,056.00 $1,056.00

Invoicing From Carrier Statement in the Reconciliation Worksheet

This method is used only if invoices are not created at client level and transaction detail is needed for
production reports and paying employees. Follow the steps in this chapter for adding a reconciliation
worksheet up through selecting invoiced Transactions - Agency Bill or Transactions - Direct Bill link on
the Quick Navigation panel. There may be some invoices that were previously added using the following
method that would need to be included because they were only partially paid, but in this scenario, no prior
invoices are considered since this is a new organization.

Click the Statement Entry link on the Quick Navigation panel. The policies that are available for statement
entry transactions are displayed according to the search criteria selected.
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reconciliation

Quick Navigation
Reconciliation ID: 786 Receipt Total: $0.00
Entity Type: Carrier Disbursements Tot: £0.00 Header
Mame: Safece Adjustments Tot: £0.00 Receipts/Disbursements
Income/Receivable Total: $0.00 Transactions - Agency Bill
Posted: Payable Total: £0.00 Transactions - Dirzct Bill
Statement Entry
Date Creatsd: 12/1%/2007 i Unposted Invoices
Created By: Betsy Cormier fjustments
Description: December DB Statement EIEEUEL S s
Reconciliation Summary | Create Invoices Print Create/Pay All Abort Save Delivery
Search Filter: [Show] 2
[Select 2ll] [Deselect 211 Showing Page 1 of 1 Display: | Default (5) w
Add Ca Statement Transactions
Agency
Nama: Policy: Pramiums: Comm
Client Policy # Mode Billed Premium Rate Billed ‘Commission Bill ot
Select Bill To (LOB) Status EFf Date Estimated Paid Type Rate Estimated Paid Type Cot
Betsy " New & &
ClaimPalicy = £0.00 " £0.00 "
|:| Cormier (PROPC] FuI:EE 110142007 w 00 |U.UU ‘ | % of Premium 0,00 ‘U.UU | |Tarm Policy vl
Batsy New
Y NvAUTOID = £0.00 " £0.00 "
|:| Cormier (CAUTO) F::ce 14/2712007 ﬁ 30,00 |U.UU ‘ |% of Premium £0.00 ‘U.UU | |Tarm Policy vl
Betsy £ &
A TestPhone MNew . 30.00 . £0.00 -
|:| Cormier (CAUTO) Bound | 11022007 m 000 |U.UU ‘ | % of Premium 0,00 ‘U.UU | |TErrn Policy vl 4
Betsy .
Y TestPolicyCov  New - $0.00 £0.00
|:| Carmier (cauTo) Bound |11/12/2007 m 50,00 |U.UU ‘ | % of Premium £0.00 ‘U.UU | | Endersement Vl
Batsy . &
A TimeZone New v $0.00 . $0.00 y
O comier (DU dend [10w2007 | oo [0.00 | | % of Premium s [0.00 | [ Term policy ~| -

If policies to be used for statement entry transactions are not immediately displayed, click [Show] to open
the search filter. Enter criteria to search for policies that will be used to create transactions. It is important
to make sure all service personnel are entering the estimated premium information on the policy info tab
at policy underwriting level. This saves time when adding invoices at this level.

reconciliation

Reconciliation ID:

Posted:

Diate Craarad:
Created By:

12/18/2007
Betsy Cormier

Receipt Total:
Disbursements Total:
Adjustments Total:
Income/Receivable Total:
Payable Total:

Description:

December DB Statement

Quick Navigation

Header
Receipts/Disbursements
Transactions - Agency Bill
Transactions - Direct Bill
Statement Entry
Unposted Invoices
Adjustments
Reconciliztion Posting

401K - Individual
Accident - Individual
ADED - Group

[ 3

|

Amount Rangs:

Reconciliation Summary | Create Tnvoices Print Create/Pay All Abort Save Delivery
Search Fileer: [Hide] &
Bill Method: Date Type: | Coverage Term Effect v
DateRang=: [12/1/2007 | iy Te: [12/31/2007 | gt
Business Typa: | All b n
Line of Business: ||401K - Group

Name:

nclude Policies In History
Incluce Selectsd Items

Sort Field 1: | Client Name v | Sort Order 1: Sort Field 2; | Policy Number v | Sort Order 2z

Policy Mumber:
Policy Mode:

Bolicy Status: | All
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Filter Definitions

Field Label Description

Region and Territory

These identify what Region and Territory the reconciliation is for and may
not be changed here.

Branch

If the reconciliation is only for one Branch under the selected Territory, use
the drop-down box to select the specific Branch. If the reconciliation is for
all Branches under the selected Territory, leave blank.

Department

The Department drop-down box is only active if a specific Branch is
selected. The reason is that the Departments are added at each specific
Branch. If the reconciliation search results are for a specific Department,
first choose the Branch and then the Department.

Unit

The Unit drop-down box is only active if a specific Branch and Department
is selected. The reason is that the Departments are added at each specific
Branch and the Unit is added to specific Departments. If the reconciliation
search results are for a specific Department and Unit, first choose the
Branch, Department and then the Unit.

Bill Method

The bill method of Direct Bill may not be changed here.

Date Type

When searching for policies within a set date range, use the Date Type
drop-down box to return policies by Coverage Term Effective or Policy Term
Effective date within that date range.

Date Range

The date range from and to will return all policies for the selected Date
Type within the date range entered.

Amount Type

When searching for policy info amounts within a set range, use the Amount
Type drop-down box to return policies by Premium or Commission per line
item in the policy’s policy info tab.

Amount Range

The amount range from and to will return all policies with the selected
Amount Type, Premium or Commission, within the amount range
entered.

Business Type

Allows specific types of business to be filtered to simplify locating policies.
Use the drop-down box to choose from All, Benefits, Bonds, Commercial
Lines, Financial Services, Personal Lines.

Lines of Business

Iflooking for policies for a specificline of business, select the line of business.
If multiples are needed, press the control key on the keyboard and click on
each line to be included. If none are selected, all will be returned.

Name

Enter a client Bill To name to search for all policies with that Bill To name
on the policy info.

PAGE 448

Dimensional’
Technologies



NEXSURE® TRAINING MANUAL - ACCOUNTING

CHAPTER 11

Field Label

Description

Policy Number

To locate a specific policy number, enter the policy number into the field.

Rellcnlgs to filter policy search results.

The drop-down box allows for selection of All, New, ReNew or Re-New-Co

Policy Status ) .
v filter policy search results.

The drop-down box allows for selection of all or a specific policy status to

Include Policies In History

Select box to include policies from History in search results. To exclude
History policies in search results, deselect the box.

Include Selected Items

Select box to maintain previously selected transactions in search results.

Sort Order
sort.

The sort orders 1 and 2 fields allow the policy transactions to be displayed
in a particular order. The sort 1 will be the first sort and sort 2 the sub

After entering any search criteria, click the Search button at the bottom to return results.

reconciliation

Reconciliation ID: 786 Receipt Total: £0.00
Entity Type: Carrier Disbursements Total: $0.00
Mame: Safeco Adjustments Total: £0.00
Income/Receivable Totzl: $0.00
Posted: Payable Total: $0.00

Date Created: 12/19/2007

Created By: Betsy Cormier

Description: December DB Statement

Quick Navigation

Header
Receipts/Disbursemants
Transactions - Agency Bill
Transactions - Dirsct Bill
Statement Entry
Unposted Invoices
Adjustments
Reconciliation Pasting

Reconciliation Summary | Create Invoices Print Create/Pay All Abort Save

Delivery

[Select &ll] [Deselect All] Showing Page 1 of 1

Add Carrier Statement Transactions

Agency
Name: Policy: Premiums: Comm
Client  Policy #  Mode Billed Premium Rate Billed Commission Bill Othe
Select BillTo  (LOB) Status Eff Date Estimated Paid Type Rate Estimated Paid Type Com
Hudson
N New
Electric GL123456 Faaa) £0.00 [, ¢ " £0.00 [
O Soeme o238 F::ce 12192007 | 4500000 456000 | % of Premium +] [12.00 o0 [s4720 | [Term policy ~|
Inc.
Hudson
New
Kennel WC987654 — $0.00 [1 a2 " $0.00 [0
O services,  (wORK) I (ztseonr | e [1,850.00 | [% of premium ~] [10.00 iean [185.00 | [Term poticy v|
LLc
New
Jasen HO1Z24356 faGaa} £0.00 £0.00
O coome  [Home) DI;‘ce 12192007 |y ooy |E50.00 | % of Premium +] [20.00 ey io0 [170.00 | [Term poticy v|
This Page Total This Page Total
Pramium Paid: £7,260.00 Cemmission Paid: £902.20
All Pages Totsl All Pages Totsl
Dremium Paic:  $7,260.00 Commission Paid: £302.20 v
£ ?

Search Filter: [Show]

Display: | Default (3] *

reconciliation
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Once the search results are displayed, select the policy transactions to create invoices from the carrier’s
statement by clicking the box in the Select column. Policy numbers preceded by an (H) are iterations of the
policy in History.

A oarae) " Rewten 11062007 TR £o00.00 (60000 | [ % of Premium 1~ | [12.00 | 1200 1200 | |Endorsement
eAiTor Rewien 11012007 |FE 203000 [0 | [Ft ol ] [ | [Term poicy

| | Term Policy

S oauTo)  Rewrimen 11012007 [T El5g0g (000 | [r a | |

Nexsure uses the datain each field of a selected line item to create an invoice. All fields of a selected policy line
item must be completed to create an invoice. Each policy available for statement entry displays information
from the policy info tab to assist with selection and entry of premium and commission information.

= Name: Client/Bill To - If the Bill To name is the same as the client’s name, only the client name is
displayed.

m  Policy # / (LOB) - Displays the policy number and line of business assigned to the policy.
m  Policy: Mode / Status - Displays the mode and status from the policy header.

m  Eff Date - The default date is the coverage term effective date. The date can be changed to
the invoice effective date. Invoices created through Statement Entry will post on the later of
the effective date of the transaction entered here or the calendar date they are created in the
reconciliation.

m  Premium Paid - This amount can be edited to reflect the amount of the invoice. If the rate type is
% of Premium, the commission paid field will auto-figure based on the rate and premium entered
in this field.

m  Rate Type - The default selection is the commission type from the policy’s policy info tab. This
type can be changed if necessary.

m  Rate - The default entry is the commission rate from the policy’s policy info tab. If the Rate is
changed and the rate type is % of Premium, the Commission Paid field entry will automatically
adjust based on the premium in the Premium Paid field.

m Commission Paid - The default entry is from the estimated agency commission on the policy’s
policy info tab. This amount can be changed to the commission on the carrier’s statement. If
the Rate is % of Premium and Commission Paid is entered, the Premium Paid will automatically
calculate. If the rate is Flat, the Premium Paid field will not automatically calculate.

Note: Fields for policy line items selected to create invoices cannot be blank. If the Rate is
Flat, enter the commission received in both the Commission Paid and Rate fields.

m  Bill Type - The default selection is from the background servicing activity. The options are Audit,
Cancellation, Endorsement, Installment and Term Policy. Installment is exclusive to direct bill
statement entry.
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Note: Bill Type impacts the annualized and billed amounts of the policy being invoiced.
The Premium Paid amount will add to the policy info tab’s billed premium total for all
transactions except Term Policy bill types. Term Policy invoicing updates annualized and
billed with the Premium Paid amount of the transaction, replacing any previously entered
totals. Cancellation transactions do not impact the annualized premium total. Installment
invoicing will add to the annualized and billed during the policy term as determined
by the transaction effective date. The master invoice together with the general invoice
determines the annualized premium. An invoice must be created each time an installment
commission is received. Invoices created from policies in History (H) will not update the In
Force policy’s annualized and billed premiums. To accurately accrue annualized and billed
premiums, use the In Force policy for each commission received on a carrier’s statement,
changing the Bill Type selection for each transaction. When the first invoice is created, the
In Force policy is again available for selection.

m  Other - When a policy line item is selected by clicking the box in the Select column, the Ellipsis
E] button will become active if Other Commissions have been added to the policy. Click the
Ellipsis E] button to display existing Other Commissions at the bottom of the screen. Click the
[Add New Other Commission] link to add other People Commissions for this transaction. Click
OK to add the other commission or Cancel to return to the Add Carrier Statement Transactions
screen without saving Other Commissions additions.
Agency ~
Hame: Palicy: Premiums: Comm -
Client Paolicy # Mode Billed Premium Rate Billed Commission Bill Other
Select  Bill To (LOB)  Status Eff Date Estimated Paid Type Rate Estimated Paid Type Comm
O CETEE 0
O o voess O [owaw |55 eisofmie | [%oiromn ] e [om | [ramoey ]
Hudsen )
O o, veemes W [ BB 40of305 (15000 | [ otrrenim 9] W00 |[Tompuiey 9]
LLC
This Pags Total This Page Total
Premium Paid: %7,260.00 Commission Paid: £302.20
All Pages Total All Pages Total
Premium Paid: $7,260.00 Commission Paid: 902,20
[~dd Mew Other Commission]
fame Role Rate Type Basis Rate Amount Production Credit Remove
S—— roducer B
< | (3
reconciliation

Once all selections and entries have been made, click Save on the Navigation Toolbar. Notice the Create
Invoices and Create/Pay All links are now active on the Navigation toolbar. To review created invoices prior
to posting, click the Create Invoices link on the Navigation toolbar. Click OK in the confirmation dialog box to
create invoices for the selected transactions. Click Close to exit the reconciliation process while the invoices
are being created. The created invoices are moved to the Unposted Invoices link in the Quick Navigation
panel and display when the screen refreshes.
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If Create/Pay All is clicked, invoices are created, posted and flagged as paid all at once.

reconciliation
Quick Navigation
Reconciliztion [D: 786 Receipt Total: £0.00
Entity Type: Carrier Disbursements Total: $0.00 Header
Mame: Safeco Adjustments Total: $0.00 Receipts/Disbursements
Income/Receivable Total: £0.00 Transactions - Agency Bill
Posted: Payable Total: £0.00 Transactions - Direct Bill
Statement Entry
Date Created: 12/19/2007 Unpasted Invaices
Creatad By: Barsy Cormiar Adlus“ﬁ‘l_e"‘_s )
Description: December DB Statement Reconciliation Posting
Reconciliation Summary | Create Invoices Print Create/Pay All Abort Save | | Delivery
[Select A [Desclect A Showing Page 1 of 1 1% Display: | Default (3] 7| A
Add Carrier Statement Transactions

To edit an invoice before posting, click the Item ID. The Item ID for invoices created by Statement Entry are
identified by an (S). Clicking the Item ID displays the invoice screen.

Direct Bill

Client Other Comm. Other Comm.
Select Date Ttem ID Bill Type Bill To Policy Number Premium Rate Commission Total % of Agency Remove

12/15/2007 14389(S) Term Policy Hudson Electric Supply, Inc.  GL123456 £4,560.00 12.00  $547.20 £136.80 s By

Make any necessary changes to the premium and/or commissions and click the Reconciliation link on the
invoice Navigation toolbar to return to the Transactions - Unposted Invoices screen.

After verifying the created invoices, click Post Invoices on the Navigation Toolbar.

reconciliation

Quick Navigation
Reconciliation ID: 786 Receipt Total: £0.00
Entity Type: Carrier Disbursemeants Total: $0.00 Header
Name: Safeco Adjustments Total: $0.00 Receipts/Disbursements
Incoms/Receivable Total: £0.00 Transactions - Agency Bill
Posted: Payable Total: $0.00 Transactions - Direct Bill
Statement Entry
Dare Creared: 12/13/2007 Unposted Invoices
Created By: Batsy Cormier AdJ”“"_“IF"‘S .
Description: December DB Statement FizEenalEaer Frsing
Reconciliation Summary | Post Invaices Print Abart Save Delivery
Transactions - Unposted Invoices Search Filter: [Show]

Showing Page 1 of 1 Display: | Default (3] w

[Select All] [Deselect All]
Direct Bill

Client ‘Other Comm. Other Comm.
Salect Date TtemID  Bill Type Bill To Policy Numbar Premium Rate Commission Total % of Agency Remove

12/19/2007 14385(5) Term Policy Hudson Electric Supply, Inc, GL123456 CGL $4,560.00 12.00 $347.20 $136.80 23

12/15/2007 14388(5) Term Policy Hudson Kennel Services, LLC  WE387654 WORK £1,850,00 10,00 $185.00 546,25 25

12/19/2007 143390(5) Term Policy Jasen Bourne HO124256 HOME £850.00 20.00 £170.00 £42.50 25

This Page Total: . . $902.20 $225.55 25
All Pages Total: . . $902.20 $225.55 25
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Click OK in the Post Selected confirmation box or Cancel to the list of unposted invoices. Clicking OK posts
and pays the invoices, moving them to the Transactions - Direct Bill link on the Quick Navigation panel.

Post Selected mum

Invoice Totals: Total Selected Premium Amount:  $7,200.00

Total Items Selected: 3 Total Selected Commission Amount:  $895.00

Click OK to accept invoices selected or Cancel to return to post invoice
process.,

oK ] [ Cancel

When the screen is refreshed, the Transactions - Direct Bill link is displayed. The Pay All Selected link is not
active. All posted invoices created in Statement Entry have been created, posted and flagged as paid.

reconciliation
Quick Navigation
Reconciliation 1D: 786 Receipt Total: $0.00
Entity Typs: Carrier Disbursements Total: £0.00 Header
Name: Safeco Adjustments Total: £0.00 Receipts/Disbursements
Income/Receivable Total: £895.00 Transactions - Agency Bill
Postad: Payable Total: £0.00 Transactions - Direct Bill
Statsment Entry
Date Created: 12/19/2007 Virtuzl Receipt Total: $895.00 . Unposted Invoices
Created By: Betsy Cormier Adl““"_“?"‘_s .
Description: December DB Statement FEEITE EEI Fas iy
Reconciliation Summary Print Post Abart Save Delivery
Transactions - Direct Bill Search Filter: [Show]
Showing Page 1 of 1 Display: | Default (3) +
[Select &ll] [Deselect All]
Direct Bill
Peaple
People  Comm.
Bill Client Paid ta New  Comm. % of
Select  Date  ItemID Type Bill To Policy No. LoB Premium Rate Commission Date Balance  Received Balance Total Agency
14383 Term fudson
EETETLLT Elsctric  GL123456 cGL 54,500,00 12,00 £540.00 £0.00 $540.00 540.00| £0.00 $135.00 25
= OUEY  Supply, Inc.
14388 Term Hudson Kennel
12/19/2007 27 T e e WCIs7es4 WORK £1,850.00 10.00 £185.00 £0.00 $185.00 185.00| $0.00 $46.25 25
e 14350 Term . & & ‘ 5 &
12/19/2007 277 SO Jasen Boume HO124356 HOME 585000 20,00  £170.00 $0.00 $170.00 170.00| $0.00  $42.50 25
(s)
This Page Total: $7,200.00 £895.00 0,00 $855.00  $895.00  £0.00 £223.75 25
all Pages Total: £7,200.00 £895.00 $0.00 $855.00  $835.00 £0.00 5223.75 25

Follow the rest of the directions for completing the reconciliation, posting, entering the disbursement or
cash receiptin this chapter. The reconciliation must be posted to complete invoicing from a carrier statement
using Statement Entry.

Note: Invoices created through Statement Entry in a reconciliation will post on the
invoice’s Date Booked. The invoice Date Booked is the later of the transaction effective
date or the date created in the Reconciliation. The reconciliation’s Date Booked does not
determine the invoice Date Booked.
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Invoices created through Statement Entry are posted to the Client’s policy and viewed from the Transaction
link on the Client Menu or the transaction tab at policy underwriting.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS Bookmarks: Expand | Add | Remove Salected

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

Client Name: Hudson Electric Supply, Inc. 3

transaction summary  client balance summary  list bill plans

Select View: Invoice Summary b [ Add Master Invoice ] [ Add New Invoice ]
Salact Client: ¥ Showing Page 1 of 1 Search Filter: [Show]
InvoiceID
Effective Transaction Master Policy
Details Date Date Booked Status Type 1d Invoice ID Number Description Bill Method Amount Remove
General
B 12/19/2007  12/20/2007 Posted Invoice(s) - 14383 GL123456 Liability - Direct Bill $4,500.00
Commercial
Total: %4,500.00

list bill plans  client balance summary  transaction summary

Commission Downloads

To use Commission Downloads, do not add invoices at the Policy level since the processing of Commission
Downloads creates and posts the invoices in addition to creating the reconciliation worksheet for the
carrier. Carrier Commission Download is not available for all carriers. Check Nexsure Help for a complete
list of carriers. Nexsure provides a formatted Microsoft Excel spreadsheet option to import commission
information for carriers that do not supply AL3 files for their direct bill commission statements.

Formatted Microsoft Excel spreadsheets for direct bill commission statements are manually imported into
Nexsure as a commission download file. Manually imported files along with Carrier Commission Download
files brought in through your IVANS mailbox are found on the interface screen. These commission download
files are processed the same, whether the source is a file from the carrier or a formatted Microsoft Excel
spreadsheet.

Import Microsoft Excel Spreadsheet for Commission Download

A formatted Microsoft Excel spreadsheet is used to import premium and commission amounts for carriers
that do not supply an AL3 file for their direct bill commission statements. The spreadsheet data, once
imported, is processed through the Nexsure Interface screen with other Commission Downloads.

Note: The Clients and policies must exist in Nexsure prior to importing the spreadsheet.

Dimensional’
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To setup the Microsoft Excel Spreadsheet for commission information, first download the spreadsheet from
Nexsure Help: HELP > Utility menu > Home menu > Interface > Importing Microsoft Excel Files > To Set Up
the Microsoft Excel Spreadsheet for Commission information > sample spreadsheet.

w o Bgl '| & Nexsure | & Nexsure Help System X | | 3 v [ - = = ok Page * (Cf Tools *
Toc OB eE = = €D eXD nev@urgﬂﬂ
.|| Tosetup the Microsoft Excel Spreadsheet for Commissions Information
[Hoverview 15
W Getting Started In Nexsure The Microsoft Excel spreadsheet must be set up exactly as explained below. All columns in this Microsoft Excel spreadsheet are required and
IQ'_,]UtlI\t-,l mMenu must be filled out for the commission download to work properly.
"]“]iT; mE:u Note: Clients and policies must exist in Nexsure prior to importing the spreadsheet. If a client and / or policy does not exist in Nexsure, an error
Actians . will result and the process will be an exception until the necessary information has been added.

DCppcrtumtles
W Marketing 1. Commission Download Microsoft Excel Import Format: This format is used to supply the agency pelicy premium amounts and
DEindEr Log commission amounts for specified policies. Asample spreadsheet|is available. The following columns are required fields that need to
[#HEdits be filled out for the spreadsheet to import properTy:
[Haudits o8

[#H Expirations
[#Endorsements

Mjciaims

o oo

Policy Number

c. Effective Date
[Hcancellations
[[Qinterface d. Expiration Date
[HHome Menu > Interid e Named Insured

[HALL and AL3 Support
[ Carrier Commission
_?] Importing Microsoft g. Transaction Type
Mjpelivery

[#Annualized Premium

f. MAIC

Important: Only the following are valid transaction types; New Business, Renewal, Endorsement, Cancellation, Reinstatement,

The Microsoft Excel spreadsheet displays after clicking the sample spreadsheet link. Save the spreadsheet
as an Excel 97-2003 Workbook.

The Commission Download Microsoft Excel Import spreadsheet format must be maintained for a successful
import. All columns in the spreadsheet are required and must be filled out for the commission download
to work properly. All column headers must remain in the same order and format as the downloaded
spreadsheet. If the information supplied is not correct on the spreadsheet, the client or policy may not be
found.

Column Header Field Description

Enter the ACORD LOB Code. Obtain the ACORD LOB Code from the

LOB Available Lines of Business Report in Nexsure Help: HELP > Supporting
Documents > Available Lines of Business. You may need to convert the
LOB provided by your carrier to the required LOB Code.

Policy Number An exact match to the policy number in Nexsure is required.

Effective Date Effective and Expiration Dates are required to find the correct policy term

Expiration Date for the transaction.

Named Insured An exact match to the named insured in Nexsure is required.

NAIC Carrier and NAIC code match is required. Multiple NAIC codes may be
included in one commission download spreadsheet.

Dimensi
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Column Header Field Description

Valid Transaction Types are: New Business, Renewal, Endorsement,
Cancellation, Reinstatement, and Audit. Other transaction types will cause
the import to fail. You may need to convert the transaction type provided
by your carrier to the appropriate valid Transaction Type. When invoices
are created during the processing of commission download, New Business
and Renewal will convert to a Bill Type of Term.

Transaction Type

Date of transaction is matched to the policy coverage term effective date.
Trans Effective Date If a match cannot be found an exception is created to manually select the

policy.

Enter the gross premium to be invoiced through the processing of

Gross Amount .
commission download.

Enterthe commission rate of thetransactionto beinvoiced. The spreadsheet
will convert the rate to a flat amount. Commission Download process uses
the commission rate on the spreadsheet to create the transaction invoice
and ignores Agency Commission rate on policy info.

Commission Rate

Commission Amount Enter the commission amount of the transaction to be invoiced.

Reminder: Every column must be completed with correct information for each
transaction.

Save the completed commission spreadsheet to your Source Directory for manual import into the Nexsure
interface screen. Once imported, the file will display on the interface screen with a Carrier name of Excel
Commission Import and File Type of Excel Commission Download File. Instructions for importing files
through Exchange Manager (Manual Import) are in Chapter 21 of the CRM Training Manual.
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Commission Download Processing for Carrier Commission and Excel
Commission Download

Important: Clients and policies must exist in Nexsure before Commission Downloads
can be processed. Before processing Carrier Commission Downloads, always process
policy downloads first. For more information see “Policy Download and Import/Export”,
in Chapter 21, CRM Training Manual.

Click the INTERFACE link on the Home menu and process policy downloads first. To process Commission
Downloads, click the [Show] link and select the File Type of Commission Download for Carrier Commission
Downloads or Excel Commission Download File for imported Microsoft Excel Commission spreadsheets.
Use other search criteria to locate the download file such as the Carrier and date range of the file. Searching
File Status of All will return both pending statements and completed commission statements that came in
without exceptions. Pending statements either include exceptions or are still processing (incomplete). After
entering search criteria for the download files you want to process, click the Search button on the bottom
right of the Search Filters to return results. Leave the Sort to display in ascending order to be certain you do
not process download out of order.

interface = advanced search

[an =l Showing Page10f2 b W m Sesrch Filters: [1ide]
Interface Type: [ All =] clientname: [ | Efpate(Fd:| B[]  Eff. Date (Ta):
Impart Status: | All =] Policy number: === D(T:ts: i Fre=s [{).IE_;?
Interface 1D: | LOB: l— W= D(EFtS: l— i Import ?—,E—;?
File Type: IExcEI Commission Downloa >|  Branch Code: Sz = D(EFtS: e I samnl= D_?;?j

File Status: [All =l Carrien: NAIC: CarrierSeqhio:

File Name: |

Sort Filters
Sort Field 1: |Inten‘a:e D - Sort Order 1: IDascendmg -I Sort Field 2: | Import Date -| Sort Order 2: |Ascend|ng B
Files Per Page: |5 s Clear

If exceptions exist, use the following example to help process exceptions for Carrier, Branch, Client or Policy.
Exceptions are items that could not process automatically and need the attention of the agency.

HOME | HELP | SETUP | LOGOUT

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

ACTIONS | OPPORTUNITIES | MARKETING | BINDER LOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY

Hello, Betsy Cormier

interface = zdvanced search

IAH =l Showing Page1of2 b W |1 'l Search Filters: [Show]

Click on Detsils to view the Interface Details.

[ Import Files ] [ Bridge ]

Interface ID

Details  Carrier Sequence Carrier File Name Import Date Exceptions
D

File Type Completed Date Transactions Status Remaove

Org287_10_5_2_XD3C.XLS
(25Kk) 9/8/2008

Excel Commission
Dovnload File

Bending B

75% Complete

Ey

B 40 Excel Commission Import
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Click the red exception link (2) to display the Exception item(s). Clicking the Details I%? icon will display all
transactions in the download file. The red exception message is displayed. In this example, the policy could
not be determined.

intarface  interface details

Interface ID: 10 File Type: Excel Commission Total Exceptions: 1 Total Invoices: o
Download File

Import Date: a/8/2008 File Name: ©Org287_10_5_2 XD3C.XLS Total a
(25k) Transactions:

Carrier Name: Excel Commission Import Completed Date: Total Premium: 14008

Carrier Seq. 1D: Status: Panding Total Commission: 1084.26

Re-Process Accept Remove Print Save Pending
All =l Showing Page 1 of 1

Fileers: [ Show

[ Select All ] [ Deselact All ] [tmport Files]

Client Name Applicant Name  Carrier Seq. ID  Process Date Premium Vendor Carrier
Details Palicy No Line of Business Interface Type  Import Status Downloaded Date Updated  Branch/ NAIC Remove

% Mark Cormier

[l i Mark Cormier 08/15/2008 £120.00  8/5/2008 Excel B
PAUTO Policy Change  Policy Exception 8/5/2009 Commission /27804

Could not determine policy to apply Commission. Select policy to apply this commission

After clicking the red exception message, the Policy screen is displayed. Select the appropriate policy for the
download and click [Select] to resolve the exception.

A Policy -- Webpage Dialog

Policy nexsure
Please select a Policy:
Line Of Business PolicyStage IssuingCarrier =]
Eeles Policy Number PolicyStatus SRR TRy BillingCarrier
=l Auto - Personal Palicy 08/05/2008 Progressive 27804
...... PAU12347 In Force 08/05/2009 Progressive 27804
[-]
Folicy
[ Select I[ Close 1

Resolve all exceptions in the download file, re-processing as many times as necessary. Transactions can also
be removed by selecting the item and clicking the Remove option on the Navigation toolbar. If the agency
invoices commercial lines at the Policy level, the agency will want to remove commercial lines transactions
from the download file if the carrier sends both commercial and personal commission information in their
download file.
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The interface header identifies the total number of transactions remaining in the file. Invoices will be
created for each of these transactions, whether or not they are all displayed on the screen. If desired, click
the [Show] link to display the interface details filter. Change the Import Status to All and click the Search
button to return all remaining transactions in the download file. To print a report of the listed transactions
click the Print link on the Navigation toolbar.

intzrface  interface details

Interface ID: a0 File Type: Excel Commission Total Exceptions: 0 Total Invoices: 0
Download File

Import Date: 9/8/2008 File Name: Org287_10_5_2 XD2C.XLS Total F
(25k) Transsctions:

Carrier Name: Excel Commission Tmport Completed Date: Total Premium: 14088

Carrier Seq. ID: Status: e Total Commission: 1984.26
complete

| | Remove | Print | Save | Create Invoices
Al =l Shawing Page 1 of 1 Fiters: [ Hide]

Interface Type: | Al = Client Name: | Eff. Date (Fr): | B D efpate(ro): [ LB
Import Status: [T - |  Folicy Number: | s B L] Proces=bete: il
Carriar: I LOB: I— MAIC: I— CarrierSeqho:

Business Type: [All =l

Sort Field 1: IImpor‘t Date 'I Sort Order 1: IAsc:ending hd Sort Field 2: | Client Name *| Sort Order 2: | Ascending 'l
Clients Per Page: IS A Clear

Once all exceptions have been resolved, the Create Invoices link on the Navigation toolbar becomes
available.

interfzce  interface details
Interface ID: 40 File Type: Excel Commission Total Exceptions: 0 Total Invoices: o
Download File
Import Date: 9/8/2008 File Name: Org287_10_5_2 XD2C.XLS Total F
(25k) Transactions:
Carrier Name: Excel Commission Import Complated Date: Total Premium: 14068
Carrier Seq. ID: Status: [EECEEERRNE U RS S Total Commizsion: 1084.26
Complete
Remove Print save Create Invoices
All - Showing Page 1 of 1 Filters: [ Show
[ Select All 1 [ Deselect All ] [Import Files]
Client Name Applicant Name ~ Carrier Seq. ID  Process Date Premium Vendor Carrier
Details Policy No Line of Business  Interface Type Import Status Downloaded Term Date Updated  Branch/ NAIC Remove
L PAUTO New Business  Ready for [nvaice 2/1/2009 Commission /27804 EmTL
% Mark Cormier
[ BpPAUI2347 Mark Cormier 08/05/2008 $6,348.00  ©8/5/2008 Excel E
PAUTO Reneval Ready for [nvaice 8/5/2009 Commission /27804
[ BpPruizee? Mark Cormier 08/15/2008 £120.00  8/5/2008 Exccel By
PAUTO Policy Change  Ready for Invoice 8/5/2009 Commission /27804
% Theodore Rennie
[ EpPruizaes Theodare Rennie 08/05/2008 £1,780.00  8/5/2008 Exccel B
PAUTO New Business  Ready for Invoice 8/5/2009 Commission /27804 —
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Click the Create Invoices link. Click OK on the Create Selected dialog box.

Create Selected mure

Invoice Totals: Total Selected Premium Amount:  $14,038.00

Total [tems Selacted: 4 Total Selected Commission Amount:  $1,984.26

Click OK to create invoices

OK Cancel

While the invoices are processing, the Navigation Toolbar displays a Create Invoice Processing message in
the Navigation toolbar. Click the Interface Details tab to refresh the screen. The time required to create
invoices depends on the number of invoices processed. The interface header status changes when invoices
have finished processing. When the invoices have finished processing, the View Invoices link is active on
the Navigation toolbar, replacing the Create Invoice Processing message.

interface  interface details =
Interface I1D: a0 File Type: Excel Commission Total Exceptions: 0 Total Invaoices: 0
Download File
Import Date: a/a/2008 Filz Name: Org287_10_5_2_XD3C.XLS Total a
(25k) Transactions:
Carrier Name: Excel Commission Import Completad Dats: Total Premium: 14098
Carrier Seq. 1D: Status: Create Invoice Processing Total Commission: 1084.26
Re-Process Accept Remove | Print Save Create Invoice Processing
interface  interface details =
Interface I1D: a0 File Type: Excel Commission Total Exceptions: 0 Total Invaoices: F
Download File
Import Date: a/a/2008 Filz Name: Org287_10_5_2_XD3C.XLS Total a
(25k) Transactions:
Carrier Name: Excel Commission Import Completad Dats: Total Premium: 14098
Carrier Seq. 1D: Status: Create Invoice Complete  Total Commission: 1884.26
Re-Process Accept Remave | Print Save View Invoices
All 2 Showing Page 1 of 1

Click the View Invoices link to display the Commission Download screen. The Commission Download
screen displays un-posted invoices. Only the Bill Type option of each invoice can be edited at this stage.
New Business and Renewal transactions convert to a Bill Type of Term. The Bill Type list includes an
option for Installment that may be selected. If Annualized is selected on the policy info tab of the policy,
Endorsement transactions will calculate a new annualized premium; Term transactions will overwrite the
existing annualized premium; Installment transactions will add to the existing annualized premium. Edit the
Bill Type if necessary.

The staged transaction prior to the invoice being created and posted will use Other Commission information
from the policy’s policy info tab if that information exists. To view Other Commissions, select the check
box for the invoice and click the Other Commission Ellipsis E] button. Other Commission displays at the
bottom of the screen.
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Commission Download

Interface ID: 40 Total Invoices: 4
Import Date: 09/08/2008 Total Premium:  $14,098.00

Carrier Name: Excel Commissien Import Total Commission: £1,984.26

Carrier Seq, ID:
File Name: Org287_10_5_2 XD3C.XLS

Delete Create Recon Create/Post Recon_ |
Agency B
Name: Policy: Premiums: Comm
Client  Policy #  Mode Billed Premium Rate Billed Commission Bill Other
Select  Bill To (LOB)  Status  EffDate Estimated Paid Type Rate Estimated Paid Type Comm
Renew
Mark  PAU12347 PR £6,348.00 [T £761.76 [ - =
T comier  (pAUTO) con | lomEEnEE £6,348.00 fp.3e5.00 |Fiat £761.76 [ [TermPoicy =]
Renew
Mark  PAU12347 $120.00 [Sooo = N $14.40 [T oo =
T Gomier  (paUTa) o fi2000 12000 [Fiat ] [1220 Saag 1220 [Endorsemen: 7]
Theodore  PAU12346 £1,780.00 [So o =l $213.60 ST - =
r Rennie  (PAUTO) $1,780.00 I1 (L IHf‘[ J 21380 $213.60 213.60 ITerm Policy J
This Page Totsl This Page Total
Bremium Paid: $14,098.00 Commission Paid: $1,984.26
All Pages Total All Pages Total
Bremium Paid: $14,098.00 Commission Paid: £1,384.268
er Comm
Name Role Rate Type Basis Amount Production Credit Remove

Betsy Cormier Producer % of Agency Commizssion 'I £994,50 £397.80 100.00 % L

If Other Commission information was available from the policy info tab, it will be listed and may be
edited. To add Other Commissions, click the [Add New Other Commission] link to display the Add People
Commission section.

Commission Download

Interface ID: 40 Total Inveices: 4
Import Date: 03/08/2008 Total Bramium:  $14,038.00
Carrier Name: Excel Commission Impart Total Commission: $1,984.26
Carrier Seq. ID:
File Name: Org287_10_S_2_XD3C.XLS
Delete Create Recon Create/Post Recon_|
Add People Commission
Search People
First Name: | Last Name: | Search |
Employses: Betsy Cormier
Commmission On: Premium
Level/LOB: Auto - Personal
Production Role: | =l
Production Cradit Amount: |
Rate Type: |Fat =l
Rate: | ||
oK I Cancel I
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Search for the staff member to which commission will be added. Select the employee to use from the search
results displayed in the Employees box. In the Production Role list, select the production role for the staff
member. In the Production Credit Amount box, enter the production credit amount. In the Rate box, enter
the rate of the commission. Click OK to add the Other Commission or Cancel to return to close the Add
People Commission section.

Note: Completing the Other Commission section of the policy’s policy info tab at Policy
level will streamline commission processing.

When all information on the Commission Download screen is accurate, click the Create Recon or Create/
Post Recon link on the Navigation Toolbar. Invoices will be posted and included in the reconciliation for
every transaction, whether or not they are selected. Selection option is only used to activate the Other
Commission Ellipsis E button. All invoices will be posted, whether or not they are displayed on the
screen.

Option Description

Click Create Recon to post invoices and create a new reconciliation for

Create Recon . e
each Territory. The reconciliation is un-posted.

Click Create/Post Recon to post invoices, create reconciliation for each

Create/Post Recon . A .
/ Territory and post the reconciliations in one step.

In this illustration, Create Recon was clicked. The Create Recon(s) dialog box displays. Click OK to create the
recon.

Create Recon(s) nexsure

Recon Totals:

Total
Transactions:

Total

Total Premium:  $14,098.00 o $1,984.26
Commission:
Click OK to create Recon(s)
OK I Cancel I
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The Navigation Toolbar displays the message Recon Processing. Click the interface details tab to refresh the
screen. When complete, the Reconciliation Created link is active on the Navigation Toolbar. The interface
header displays a status of Recon Complete.

intzrface  interface details

Interfacs ID: a0 Filz Typa: Excel Commission Total Excaptions: 0 Total Invoices: 4
Download File
Import Date: 9/8/2008 File Name: Org287_10_5_2 XD2C.XLS Total F
(25k) Transsctions:
Carrier Name: Excel Commission Import Completed Date: Total Premium: 14088
Carrier Seq. 10: Status: Recon Processing Total Commission: 1984.26
Re-Process Accept Remove Print Save Recon Processing

intzrface  interface details

Interface I1D: a0 File Type: Excel Commission Total Exceptions: 0 Total Invaoices: F
Download File
Import Date: a/a/2008 Filz Name: Org287_10_5_2_XD3C.XLS Total a
(25k) Transactions:
Carrier Name: Excel Commission Import Completed Date: Total Premium: 14088
Carrier Seq. 10 Status: Recon Complata Total Commission: 1984.26
Re-Process Accept Remove | Print Save Reconciliation Created

At this point all invoices have been added and posted to the client record and the reconciliation worksheet
added to the applicable territory(ies). If the option to Create/Post Recon was selected, all invoices would
be added and posted to the client record, and the reconciliation would be created and posted. Click the
Reconciliation Created link on the Navigation Toolbar to display a Recon Summary.

Recon Summary mm

Posting Detail:

Recon 1D Carriar Name Territory Name
77 Progressive 27804 B C Insurance Agency, Inc.

Close

If transactions for more than one territory were included in the Commission Download statement, a
separate reconciliation is created for each territory. The Recon Summary identifies the recon number for
each territory. Click Close to exit the Recon Summary.

Recon Summary rmure

Posting Detail:

Recon ID  Carrier Name Territory Name
82 Progressive 27804 B C Insurance Agency. Inc.
23 PBrogressive 27804 Kelly Territory

Close I
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To complete Reconciliation worksheet, click the ORGANIZATION link, territories tab and then the territory
Details @5’ icon. Select the accounting tab for selected territory. Click the transactions tab and then the
reconciliation tab. If the Reconciliation worksheet is not displayed use the [Show] link to search for the
specific Reconciliation. Click the Details @9 icon on the left side of the screen beside the carrier name to
display the worksheet.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGAMNIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected W

ORGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS
Organization Name: Training ORG

organization

Training ORG >=> B C Region >> B C Insurance Agency, Inc.

Pravious Page
card file | branches locations employees | accounting = wendors entity associatiens
summary setup invoicing setup general ledger bank accounts transactions batch summary
transaction summary  journal entry = disbursements receive payments deposit | accounts payable  reconciliation  invoices

Filter: [Show] [Add Mew Reconciliation]

Details Name Ref # Rec ID Amount Created By Date Created Posted Remove
Progressive 27804 77 $0.00 Admin Nexsure 03/08/2008 l_

invoices reconciliation accounts payable depaosit receive payments disbursements journal entry transaction summary
batch summary  transactions = bank accounts general ledger  invoicing setup setup summary
entity asscciztions  wenders | accounting employees locations branches card file

organization

Enter a Description to identify the carrier statement on reports and any Internal Note needed in the header
input fields. Click Save on the Navigation toolbar to save the header input.

reconciliation

Quick Navigation

Reconciliation [D: 77 Receipt Total: $0.00
Entity Type: Carrier Disbursements Total: £0.00 Header i
Name: Progressive 27804 Adjustments Total: $0.00 o e s
SR Transactions - Agency Bill
Posted: [ Income/Receivable Total: $0.00 Transactions - Dirzct Bill
Payable Total: $0.00 Statement Entry
Unposted Invoices
Adjustments
Date Created: 09/08/2008 Reconciliation Posting
Created By: Admin Nexsure Description:
Reconciliation Summary | Pay All Selected Print Post Abort Save Add Row Delivery
Mame:  Brogressive 27804
Date Booked:  [09/08/2008 [
Description: Progressive Commission ;I

(100 Char. Max)}
Download Aug 2008

=
Internal Note: =

(250 Char, Max)
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Click the Transactions - Direct Bill link on the Quick Navigation panel. Clicking a link on the Quick Navigation
panel will also save changes to the header input fields. Any items included in the Commission Download
are automatically included in the worksheet with a checkmark in the Select box to be included on the

reconciliation. Use the Maximize/Minimize I=l icon to expand the workspace. Click the Maximize/Minimize

icon a second time to display the reconciliation header.

reconciliation

Quick Navigation

Header
Receipts/Disbursements
Transactions - Agency Bill
Transactions - Direct Bill
Statement Entry
Unposted Invoices
Adjustments
Recenciliation Posting

Reconcilistion ID: 77 Receipt Total: $0.00
Entity Typa: Carrier Disbursements Total: $0.00
Name: Progressive 27804 Adjustments Total: $0.00
posted [N Income/Receivable Total: $0.00
Payable Total: $0.00
Date Creatad: 09/08/2008
Creatad By: Admin Nexsure Bzzrmrnmy & fehooo oo R
Downl...
Reconciliation Summary | Pay Al Selected Print Post Abort Save Add Row Delivery

Transactions - Direct Bill

Showing Page 1 of 1

Item Client
Select  Date I BilType  BillTo  Policy No. LOB
[¥ os/oi/z008 86 Term Policy éf::: PAL12345 PAUTO
. Mark
¥ 08/05/2008 688 TermPolicy % PAU12347 PAUTO
Mark
[ 08/05/2008 683 Endersement ¢ pAuUlzE47 BAUTO
Cormier
[¥ 08/05/2008 687 Term Policy T;:::f: PAL12346 PAUTO
This Page Totz
All Pages Totz
All Selected Items Tota

[

Paid

to

Premium Rate Commission Date
$5,850.00 994.50 £594.50 £0.00
$6,348.00 761,76 $761.76 $0.00
£120.00 1440 £14.40 £0.00
£1,780.00 213.60 £213.60 £0.00

l: £14,0%2.00 £1,984.26 30.00
l: 514,058.00 $1,984.26 30.00
l: £14,098.00 £1,984.26 $0.00

Search Filter:

Default {

Display:

P
People ©
Mew  Comm.
Balance  Received  Balance  Total Ag
$534.50 | 0.00 $954.50 $£357.80
576176 0.00 $761L76 $152.35
£14.40 0.00  $1a40 sz2.88
5213.60 0.00 $213.60 $85.44
$1,984.26 £0.00 £1,984.26 $638.47
$1,984.26 50,00 $1,984.26 $638.47
$1,984.26 50,00 $1,984.26 5638.47

raconciliation

reconciliation

Transactions - Direct Bill

Ttem Client
Select  Date ID  BilType  BillTe  Policy No.
01r ) Jasen
¥ os/01/2008 686 Termmslicy 230 2AU12345
. Mark
W 08/05/2008 €88 TermPolicy . °'° PAU12347
[¥ 08/05/2008 685 Endorsement Mark  oai12347
Cormier
. Theodare
¥ 08/05/2008 €87 TermPolicy oo '€ PAU12346

Showing Pa

LoB

PAUTO
PAUTO
PAUTO

PAUTO

This Page Total:
All Pages Total:

All Selectad Items Total:

gelofl

Premium
£5,850.00 334.50
£6,248.00 761,76

£120.00 14.40
£1,780.00 213,60
£14,098.00
$14,098.00

$14,098.00

Y|

Rate Commission

£534.50
£761.76
£14.40

£213.60

Paid

to Hew
Date  Balance  Received  Balance
£0.00 £334.50 I 0.00 £3994.50 %
£0.00 $761.76 0.00 $761.76 £
£0.00 £14.40 0.00 £14.40
£0.00 $213.60 0.00 $213.60
£0.00 $1,584.26 £0.00 £1,984.26 £
50,00 51,584.26 50,00 $1,584.26 =
30.00 31,584.26 £0.00 £1,984.26 %

Search Filter: [Show

Display: | Default (4) =

Peaple

People Comm.
Comm. % of
Total Agency
357.80 40
152,35 20
£2.88 z0
£85.44 40
638.47 3z
538,47 32
628.47 22

Dimensional’
Technologies
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Agency commissions for transactions created through Commission Download display with a flat rate. If the
producer commissions need to be adjusted, click the Item ID link of the invoice to display the invoice detail.

Scroll down to the other Commission section of the invoice; click the Details @? icon to edit or [Add New]
link. When editing is complete, click the Post Adjustment link on the Navigation toolbar and acknowledge
the post.

Please note that if Post Adjustment is not selected any adjustments are aborted. (Clicking on the X will
abort the adjustment) Click the Reconciliation Summary link on the Navigation toolbar to go back to the

Reconciliation worksheet if no adjustment is added.

Click the Pay All Selected link once all Producer Commission adjustments have been completed.

reconciliation

Quick Navigation

Reconcilistion ID: 77 Receipt Total £0.00
Entity Type: Carrier Dishursements Total: $0.00 Header
Name: Progressive 27804 Adjustments Total: $0.00 Receipts/Disbursements
Transactions - Agency Bill
Posted: [ Income/Receivable Total: £0.00 Transactions - Direct Bill
Payable Total: £0.00 Statement Entry

Unposted Invoices
Adjustments
Date Created: 09/08/2008 Reconciliation Pasting

Created By: Admin Nexsure Dascription: B:f;r“'“ EeESE

Reconciliation Summary | Pay All Selected Print Past Abaort Save Add Row Delivery

Click the OK button on the Pay All Selected pop-up window to include all items included in the worksheet.

Pay All Selected n%ure

Agency Bill:
Total Items Selected: 0 Total Selected Amount: $0.00
Total Amount Paid: $0.00
Direct Bill:
Total Items Selected: 4 Total Selected Amount: $1,984.26

Total Amount Paid: $1,984.26

Click OK to accept payments as selected or Cancel to return to reconcilistion process.

OK | Cancell

The checked boxes selected are now gray indicating these are the invoices included in the worksheet. Notice
in this case on the Reconciliation header at the top of the screen that the Virtual Receipt Total has an
amount beside it. This indicates that a Receive Payment will need to be added. Follow the directions in this
chapter on Completing the Reconciliation with a Receive Payment. If there is a Virtual Disbursement Total
displayed, read the section on Completing the Reconciliation with a Disbursement.
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reconciliation

Reconciliztion ID:
Entity Type:
Namea:

Posted:

Date Crested:

Created By:

77
Carrier

Progressive 27804

r

09/08/2008

Admin Nexsure

Receipt Total:
Disbursements Total:
Adjustments Total:
Incoeme/Receivable Total:
Payable Total:

Virtual Receipt Total:

Description:

£0.00
50,00
£0.00
$1,984.26
£0.00

£1,584.26

Progressive Commission
Downl...

Reconciliation Summary | Pay All Selectad

Print

Post

Abort

Add Row

Delivery

Quick Navigation

Header
Receipts/Disbursements
Transactions - Agency Bill
Transactions - Direct Bill
Statement Entry
Unposted Invoices
Adjustments
Reconciliztion Posting

Date

Transactions - Direct Bill

Item
)

08/01/2008 686

08/05/2008 688

08/05/2008 &89

08/05/2008 587

Showing Page 1 of 1

=

Bill Type Policy No. LOB Premium  Rate Commission
Term Policy éf:‘:: BAU12345 BAUTO $5,850.00 994.50  $954.50
Term Palicy CM”!‘ PAU12347 PAUTO 56,348.00 76176 576176

ormisr
Endorsement M3 pauga3ay PAUTO 512000 1440  $14.40
Cormier
Term Policy T::;:T PAU12346 PAUTO $1,780.00 213.60 $213.60
This Page Total: £14,098.00 £1,984.26
All Pages Total: $14,098.00 £1,584.26
All Selactad Itams Total: $14,098.00 £1,984.26

Paid
to
Date

£0.00
£0.00

£0.00

Search Filter: [Sh

Display: | Default (4) |

Peop

Peaple Comu

New Comm. o

Balance  Received Balance  Total Age

£334.50 I 5954.50 £0.00 £397.80 “

s76176 | 75176 s0.00 si52.35 2

£14.40 I 14.40 £0.00 £z.88 z

s213.60 | 213.60) s0.00 ses.44 -
£1,984.26 £1,584.26 £0.00 £638.47
$1,584.26  51,584.26 50,00 5638.47
$1,984.26 £1,584.26 :0.00 £638.47

|

Click the Post link on the Navigation toolbar to complete the worksheet.

reconciliation

reconciliation

Reconciliztion 1D:
Entity Type:
Name:

Posted:

Data Created:

Created By:

77 Receipt Total: $0.00

Carrier Disbursements Total: $0.00

Progressive 27 804 Adjustments Total: $0,00

r Income/Receivable Total: $1,584.26
Payable Total: $0.00

09/08/2008 Virtual Recsipt Total: $1,984.26

Admin Nexsure

Description:

ownl..,

Progressive Commission
D

Quick Navigation

Header
Receipts/Disbursements
Transactions - Agency Bill
Transactions - Direct Bill

Reconciliation Summary | Pay All Selected

Print

Post

Abort

Add Row

Delivery

Statement Entry

Unposted Invoices
Adjustments
Reconciliation Posting

Transactions - Direct Bill

Ttem
Select  Date m
¥ os/01/2008 636
¥ os/os/zons 688
¥ os/05/2008 689
[ os/os/zooe es7

Showing Page 1 of 1

iz

Client
Bill Type  BillTo  Policy No. LoB Premium
Term Palicy é’::‘f: PAU12345 PAUTO £5,850,00 994,50
. Mark

Term Balicy PAU12347 PAUTO £6,348.00 76176
Cormier
Mark .

Endorsement PAU12347 PAUTO £120,00 14,40
Cormier

Term Policy T;z:ﬂ?: PAU12346 PAUTO $1,780.00 213.60

This Page Total: £14,098.00
All Pages Total: $14,098.00
All Selected Itams Total: $14,098.00

Rate Commission

£594,50
$761.76
$14.40

£213.60

Paid
to
Date

£0.00
$0.00

$0.00

Search Filter: [Sh

Display: I Default (4]

Peop
People Comi
New Comm. %
Balance  Received Balance  Total Agen
£534,50 994,50 £0,00 £357.80 “
£76176 761.76 £0.00 $152.35 &
$14.40 14.40 $0.00  $2.88 H
£213.60 213.60 £0.00 £35.44 «
£1,984,26  £1,984.26 £0.00 £638.47 —
£1,584.26  £1,984.26 £0.00 £638.47 z
£1,984.26  $1,984.26 30,00 $638.47 z

sl
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Click the OK button on the bottom of the Post Reconciliation screen after confirming the details are
correct.

Post Reconciliation

Reconciliation Total:

Agency Bill:

(%1,284.26)

nesxsure

Total Transactiens: il Total Payable Ameunt Reconciled £0.00
Direct Bill:
Total Items Selected 4 Total Commission Amount Recenciled: $1,984.26
General Ledger Posting Account Description Debit Credit =
02,001.0000,000.00,110800 DE Comm Receivable =0.,00 994,50
02,001.0000,000,00,110800 DB Cemm Receivable =0.,00 2213260
02,001.,0000,000,00,110800 DB Comm Receivable =0.,00 576176
02,001.0000,000,00,110800 DE Comm Receivable =0.,00 14,40
02.001.0000.000,00.112040 Direct Bill Comm Unearned Inc £994.50 £0.00
02.001.,0000,000.00,112040 Direct Bill Camm Unearned Inc $213.60 $0.00| _
& - ' _>|_I
Click OK to procesd or Cancel te return te reconciliation,
oK | Cancel I

After posting the worksheet, click the Reconciliation Summary link on the Navigation toolbar to exit the

reconciliation and display the reconciliation summary.

Reconciliation

Pay All Selacted

Print Reverse

Abort Sawe Add Row Delivery

Reconciliation ID: S44 Receipt Total: $0.00 QUICk Na\.flgat\on
Entity Type: Carrier Disbursements Total: $0,00 Header
Marme: The Hartford Adjustrnents Total: $0.00 R B EamaTs
IncomefReceivable Total: $105.00 T
Postad: 13/13/2005 Paysble Total: $0.00 adjustments
Reconciliation Posting
Date Created: 12/13/2005 Virtual Receipt Tatal $105.00
Created By: Mary Oberleitner
Date Pracessed: Description: Hartford Staternent Download MM/
Feceipt/Check#:

Summary
Reconciliation Details

Account Number Account Description Debit Credit|
01,001,0000,000,00,110910 Feconciliation Clearing Acct (p) $105.00 $0.00
01,001,0000,000,00,110200 Direct Bill Cormnm Receivable (p) $0.00 $105.00
01.001.0000.000.00.112040 Direct Bill Carmm Unearned Inc (p) $105.00 $0.00
01.001.0002,001,00.410000 Direct Bill Incorme (p) $0.00 $105.00
Total: $210.00 $210.00

Reversing, Aborting and Removing Accounting Entries

Please refer to Chapter 6, “Reversing, Aborting, and Removing Accounting Entries” in this manual.
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