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Retail Agent in Nexsure

This chapter will explain the Retail Agent Accounting workflows. Retail Agent provides the Nexsure Agency
the ability to transact business as a Wholesaler, General Agent or Managing General Agency with a Retail
Agent, the source of the business. The Nexsure Entities involved for this type of business are:

m  Nexsure Agency (Wholesaler, General Agency, Managing General Agency)
m  Client (Insured)
m  Retail Agent (Agency requesting the Nexsure Agency to place the business for their Retail Agent)

m  Carrier

For instructions on setting up the Retail Agent, see “Entity Setup”, in Chapter 5 of this manual.

Receiving the Payment from the Retail Agent

When the payment is received from the Retail Agent, it is entered into Nexsure by navigating to the receive
payments tab. This is done by clicking the ORGANIZATION link on the Primary menu. Click the territories
tab and the Details @9 icon for the territory where the payment is to be added. Click the accounting tab >
transactions tab > receive payments tab to display 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.

Note: Add a bookmark by clicking the Add link located on the right side of the Primary

menu after clicking the Details @? icon to access the territory. This provides a shortcut to
the territory.
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Receiving a payment is identifying that the payment has been received, not depositing the money. This
functionality allows someone to enter the payments without having access to the bank accounts. To add the
payment, click the [Add New] link on the receive payments tab.

organization

Orgl 07/16/2008 >> Southern East Coast Region >> Southern East Coast Territory
Previous Page

cardfile | branches | locations  employees | accounting | vendors | entity associations
summary | setup invoicing setup  general ledger | bank accounts | transactions | batch summary
transaction summary  journal entry | dishursements | receive payments | deposit | accounts payahle | reconcilistion | invaices
Filter: [Show] [Add Ner]
[petails Payee Reference PaymentID Description Amount Residual Created By _Date Created PostedPrinted Remove|

| [ First Choice Insurance Agency Check 12589 1035 Payment on Account $5,986.00  $0.00Mary Oberlsitner 9/16/2009

inveices | recanciliation | accounts payable | deposit | receive payments | disbursements | journal entry | transaction summary
batch summary | transactions | bank accounts | general ledger | invoicing sstup | sstup | summary
entity associations | vandors | accounting | smployess | locations | branches | cardfile

organization

The Select Entity dialog box is displayed with the Entity Type defaulting to Client, change to Retail Agent.
Enter a few characters in the Enter search filter item values and click search field and click the Search to
return the results. Find the correct name in the list and click to highlight. The addresses for the selected
Retail Agent display, select the correct address and click the OK to display the receive payments tab.

Select Entity I Ia @ure
Entity Type: |Retail Agent b

Enter search filter item values and click search.

first ‘ [ Search ]

Select Mame:

1

Select Address:

2846 North Southport Ave A

Click OK to confirm selection. Cancel to return to summary.
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Allocation of Payment

Depending on the invoice defaults added to the organization determines how the payments received tab
populates. For more information, see “Accounting Setup”, in Chapter 2 of this manual.

If the Payment Type box should be populated with something other than the default, use the drop-down
box to modify. The Reference number might be for a check number if Check was the Payment Type. If a
credit card is used, then perhaps the last 4 numbers would be entered. Enter the amount being paid by this
Retail Agent in the Payment Amount box which is required and a brief description of the payment. Click
the Save link on the Navigation Toolbar to save. Notice the top portion of the screen is updated with the
information entered. This part of the screen is identified as the header and it is important to look at this
portion of the screen to make sure all the information is populating correctly.

payments received

Quick Navigation
PaymentID: 1034 Enticy Typs: Recail Agene
st Name: First Choice Insurance Payment Header
cxtahs M pigency General Ledger
. . Accounts Payable
Date Booked: 5/16/2009 Bayment Type: Check e
Date Created: 9/16/2009 Bayment Amount: £5,98€.00 fiafess
Created By: Mary Oberlsitner Receive Payment Details
Reference =: Check =12589 Allocated: £0.00 BecaivaBavnanticsing
Description: 9-2009 RA Bymt, Balance: $5,988.00
Payment Summary Pay All Selected Print Past Abart Save d Ro

* indicates requirzd fisld
Payee: First Choice Insurance Agency
2846 North Southport Ave

Chicage, IL 65607

Referance =:[Check s1zm8 |

The next step is to identify what invoices are being paid. To do this, click on the Invoices link on the Quick
Navigation panel to display the invoices that are still open. If the Receive Payments Defaults Setup screen
has been set to auto allocate the payments, the amount entered in the Payment Amount screen will be
allocated to the invoices automatically based on allocation choices. The allocated amount displays in the
header of the payments received tab and an “A” displays beside the invoice where the money is automatically
allocated to. If the manual allocation box is checked on the Receive Payments Defaults Setup screen and
the payment needs to be distributed differently, click [Deselect All] and click the Save link on the Navigation
Toolbar just below the payments received tab header. Find the invoices being paid and select the check box
if the full amount is being paid.

payments received

Quick Navigation
Payment ID: 1024 Entity Type: Retail Agent
First Choice Insurance Payment Header
Posted: NAME: o oney General Ledger
§ § Accounts Paysble
Date Booked: S/16/200% Payment Typs: Check o o
Dats Created: 5/16/2009 Paymant Amount: $5,988.00 frseie
Created By: Mary Oberleitner Receive Payment Details
Reference =: Check =12589 Allocated: $5,988.00 Recefve|Paymentipacting
Description: $-2009 RA Pymt, Balance: $0.00
Paymant Summary Pay All Selectad Print Past Abort Save Add Row
search Filer: [Show]
[Select All] [Deselect All] Showing Page 1 of 1 Total Rows: 2 Display: | Default (10)

Effective Palicy Retail Agent
Date i

Select  Details Installment # Client Name HNumber Bill Type Description Total Net Commission Balance

E4 08/16/2009 19768 International Builders WC-38000-1 Term Pelicy PBramium $5,000.00 50,00 5500000 A $5000.00

4 09/16/2003 15770 Intemstional Builders WC-98000-1 Endorsement Premium $1,000,00 ($12.00) £988.00 A £988.00

This Page Total:  $6,000.00 (s12.00)  s5,988.00 £5,588.00
All Pages Total:  $6,000.00 (s12.00)  s5,388.00 £5,388.00
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If the Retail Agent is paying only part of the amount, click the Details [B# icon for the invoice to bring up the
Payment Details dialog box. Click the [Add New] link to enter the amount of the payment.

Payment Details nexsure

Invsice Date:  9/16/2009 Inveice Amount:  $5,000.00

Creatsd By: Mary Oberleitner Invoice Balance: $0.00
[petails  Date  Descrintion Amount]|
(B siis/z008 Premium $5.000.00]

Payment

Date: 09/16/2009

Balznce:  5000.00
Close
amounts (500000 ] salanca: 0.00

Dascription:  [Premium ]

After entering the partial payment amount and a payment description, click OK to save the partial amount.
The partial amount entered is displayed with a Details @? icon. Should the amount need modification, click
the Details @’ icon to modify. Click Close to return to the payments received tab.

When entering a partial payment the Pay All Selected link on the Navigation Toolbar is not active because
the partial amount has already been entered and recognized. When paying items in full, the link must be
selected to include these fully paid items. If the link is active (black), be sure and click the link after selecting
all fully paid items.

payments received

Quick Navigation
Payment ID: 1034 Entity Type: Retail Agent
First Choice Insurance Payment Header
Postad: Name: [150C General Ladger
. . Accounts Payable

Datz Book=d: 9/16/2003 Payment Type: Check e s

Date Created: 9/16/2009 Payment Amount: $5,988.00 i
Craated By: Mary Obarleitner Receive Payment Details
Reference =: Check =12589 Allocatzd: $988,00 ReceiSBaypentnostng
Description: 9-2009 RA Pymt. Balance: $5,000.00

Payment Summary Pay All Selected Print Post Abart Save Add Raw

Search Filter: [Shew]

[Select All] [Deselect All] Showing Page 10f 1 Total Rows: 2 pisplay: [ Default (10)

Effective Policy Retail Agent Credit
Date Installment # Client Name Number Bill Type Description Tatal Net Commission Balance Assigned

03/16/2003 19770 International Builders WC-38000-1 Endorsement Premium 51,000.00 ($12.00) $988.00 A $988.00

09/16/2005 15768 International Builders WC-38000-1 Term Policy. Pramium $5,000.00 $0.00  $5,000.00 $0.00

This Page Tetal:  $6,000.00 ($12.00) Y $388.00
All Pages Total: $6,000.00 3 . £988.00

Once the Pay All Selected link has been selected it is no longer active. Clicking the Receive Payment Details
link on the Quick Navigation panel displays the details of the payment.
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payments received
Quick Navigation
Bayment ID: 1035 Entity Type: Retail Agent
r— Name: First Cheice Insurance Bayment Header
e B Sy General Ledger
y . Accounts Payable
Date Booked: 9/16/2009 Payment Typs: Check e A,
Date Creat=d: 9/16/2009 Bayment Amount: $5,988.00 s
Created By: Mary Oberleitner Receive Psyment Details
Reference =1 Check 212589 Allocated: £5.988.00 R (e (i
Description: Payment on Account Balance: $0.00
Payment Summary | Pay All Selecte Print Post Abort Save
Retail Agent
Nek
Date Transaction # Palicy # Tatal issit Invoice Balance Assigned Credit Revised Balance
5/16/2008 15768 WC-98000-1 Bramium £5,000.00 £5.000.00 £5.000.00 £0.00
5/16/2009 15770 WC-58000-1 Bremium £1,000.00 £12.00 £988.00 £988.00 £0.00
Tatal Allocation: $5,088.00

To view the posting details, click the Receive Payment Posting link on Quick Navigation panel. Notice that
the full amount of the payment is offset to a mandatory account called Undeposited Funds. This is where
the funds are stored until the deposit is made. When this payment is pulled to create the deposit, the
undeposited funds account is reduced by that amount. Make sure prior to month end that the undeposited
funds account has a zero balance.

payments received

Quick Navigation
Payment ID: 1035 Entity Type: Retail Agent
e Mame: First Cheice Insurance Payment Header
szl BN ey General Ledger
. ) Accounts Payable
Date Baoked: 9/16/2009 Payment Typs: Check e e
Dat= Creatzd: 9/16/2009 Paymant Amaunt: $5,588.00 e
Created By: Mary Oberlsitmer Receive Payment Details
Reference = Check 212589 Allocated: $5.988.00 Receive Payment Postiog
Description: Psyment en Account Balance: £0.00
Payment Summary Print Past Abort Save

Account Number Account Description Debit Credit]
42.001.0000.000.00.110202 Retail Agent A/R $0.00 $5,988.00
42.001.0000.000.00.110900 Undeposited Funds $5,988.00 $0.00

Total: $5,988.00 $5,088.00

If the payment is left open to post later, the payment shows up on the Payment Summary screen with
a Remove % icon. Should the un-posted payment need to be deleted, click on the Remove % icon to

abort the payment. Clicking the Details @5’ icon displays the payment details where the payment may still
be posted. Clicking on the Abort link on the Navigation Toolbar on the details screen will also abort the
payment.

arganization

Orgl 07/16/2008 >> Southern East Coast Region > Southern East Coast Territory
Previous Page

cardfile | branches locations = employees | accounting | wvenders  entity associations
summary | sewp  inveicing sewp | general ledger | bank accounts  transactions | batch summary
transaction summary | journal entry | disburzemants | raceive payments | deposit | accounts payable  reconciliation | invoices
Filter: [Shon] [Add New]
[Details DPayes Referance Payment1D  Dascription Amount Residual Crested By Date Created Postad Drinted Removal

| [F First Choice Insurance Agency Check 12569 1035 Payment on Account $5,588.00  $0.00Mary Oberleitner 9/16/2009

inveices | reconciliation | accounts paysble | deposit | receive payments | disbursements | journal entry | transaction summary
bstch summary | transactions | bank sccounts | gemeral ladger | invoicing setup | setup | summary
entity associations | vendors | accounting | employzes | locations | branches | card file

organization

Note: Make sure to check for un-posted Receive Payments daily to avoid deposit and un-
deposited funds issues later.

Dimensional’
Technologies

PAGE 641



CHAPTER 17 NEXSURE® TRAINING MANUAL - ACCOUNTING

To finalize the payment, click the Post link located on the Navigation Toolbar. Nexsure checks to make sure
the payment is in balance and provides the user with an opportunity to continue posting the payment
or abort and go back. Clicking OK finalizes the payment by posting and clicking Cancel will not post the
payment and go back to receive payment. Once the payment is posted it may not be aborted.

payments racaivad

Quick Navigation

Payment ID: 1035 Entity Typs: Retail Agent
d: _ First Choice Insurance Payment Header
Bos e Name: g oency General Ledger
5 5 Accounts Payable
Date Booked: 9/16/2009 Payment Type: Check Reconciliation)
Date Created: 9/16/2005 Payment Amount: $5,988.00 e
Created By: Mary Oberleitner Receive Payment Details
Referznce =: Check =12589 Allocatzd: $5,988.00 fecealbavpentigostng
Description: Payment on Account Balance: $0.00
Payment Summary Pay All Selected Print Post Abort Save Add Row

* indicates required fizld
Bayze: First Choice Insurance Agancy
2846 Morth Southport Ave

Chicage, IL 65607

DateBooksd: [9/16/2009 |5
somemtyre(Check ]

Psyment s in hslancal Total Amount = $5,388.00
Assign Credit Amount = £5,388,00

Click OK to post, or Cancel ta return to previous sereen,

Printing a Payment Summary and Payment Receipt

Once the payment has been posted, click on the Print link on the Navigation Toolbar of the payments
received tab. A print selection of Summary and Proof of Payments may be selected.

nexsure

Print Selection
Summary b

'Proof of Payment

Nexsure Tip
Select Summary or Proof of Payment. Click OK to
print or Cancel to return to previous screen.

[ ok ] [Cancel]

Choose Summary and click OK to display a detailed summary of the payment that may be viewed, printed
or saved.
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payments received

Quick Navigation
Payment [D: 1035 Enticy Typs: Recail Agent
First Chaice Insurance Payment Headar
Bosted: | 9/16/2009 Nama: o0 Enel (T
: . Accounts Payable

Date Booked: 5/16/2009 Bayment Type: Check e

Date Created: 9/16/2009 Payment Amount: $5,988.00 [t
Created By: Mary Obsrlsitner Residual: $0.00 Receive Payment Datails
Referance =: Check =12589 Allocated: $5,988.00 BeceivaBayrentioctng
Description: Payment on Account Balance: $0.00

Payment Summary | Pey All selected | Print [ Reverse I [ Save [ Add Row

EX =

il ) & (@@

Payment ID:
Date Created:

Date Booked:
Created By:

1035 Name: First Cheice Insurance Agency
9/16/2009 1:34:22PM

9/16/2009 12:00:00AM

Reference #: Check #12589

Description: Payment on Account

Mary Oberleitner

Account Number

42.001.0000.000.00.110900

42.001.0000.000.00.110202

Description Dehit

Undeposited Funds (p) $5,986.00

Retail Agent AR (p) $0.00

Credit

$0.00
$5,986.00

Total $5,988.00

$5,988.00

Click on the Proof of Payment selection and click OK to display the receipt of payment that may be viewed,

printed or saved.

payments raceived
Quick Navigation
Payment ID: 1035 Entity Type: Retail Agent
First Choice Insurance Payment Header
Posted: | 9/16/2009 Name: o500 ol e
§ § Accounts Payable
Date Bocked: 9/16/2009 Payment Type: Check e,
Date Created: 9/16/2009 Payment Ameunt: £5,988.00 e
Created By: Mazry Obzrleitner Residual: £0.00 Receive Payment Details
Reference = Check =12589 Allocated: £5,988.00 REcsvalnev e tRnstig
Description: Payment on Account Balance: £0.00
Payment Summary | oy Allselected | Print | Reverse | [ Save | Add Row

= [ E 8- ik,

Payment ID: 1,035
Date : 09/16/2009

Physical Primary 111
West Westchester, CA 92821

Proof of Payment

Payment Received from First Choice Insurance Agency, 2846 North Southport Ave, received
on 9/16/2009 in the amount of $5,988.00 for Payment on Account

Received By: Mary Oberleitner
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Clicking on the Payment Summary link on the Navigation Toolbar brings up the Payment Summary screen.
Notice that the Remove % icon is no longer present on the payment line because the payment has been
posted.

organization

Orgl 07/16/2008 >> Southern East Coast Region >> Southern East Coast Territory
Previous Page

cardfile | branches | locations = employees = accounting | wenders | entity associations
summary | setup  invoicing setup | general ledger | bank accounts | transactions | batch summary
transaction summary | journal entry | disbursements | receive payments | deposit | accounts payable | recenciliation | invaices
Filter: [Show] [Add New]
[Betails Payee Reference PaymentID  Description ‘Amount Residual _Created By _ Date Created Posted Printed Remove|

| [ First Choice Insurance Agency Check #12585 1035 Payment on Account $5,388.00  $0.00Mary Oberleitner 9/16/2003

Confirming the Payment on the Retail Agents Account

Access the Retail Agent’s account by clicking the SEARCH link on the Primary menu, select the Entity type of
Retail Agent. Enter a few characters of the Retail Agent’s name in the Retail Agent box and click the Search
button. Click the Details @? icon beside the retail agent and click the TRANSACTIONS link on the Retail
Agent menu. In the Select View list at the top of the screen, select Balance Detail and the screen updates to
show recent activity. To display more activity, click the [Show] link on the upper right portion of the screen
and enter specific information or date range and click Search to return results.

The posted receipt is displayed in dark green with a Type of Receipt along with the Transaction ID in case it
need to be researched later.

RETAIL AGENT PROFILE | ACTIONS | OPPORTUNITIES | MARKETING | POLICIES | ATTACHMENTS | TRANSACTIONS | DELIVERY | T-LOG

Retail Agent Name: First Choice Insurance Agency | Retail Agents

transaction summary

Select View: | Balance Detail v Search Filter: [Show]
Showing Page 1 of 1 Total Rows: 2 Display: | Default (10) [+

Invoice Transaction Summary

Details  EffectiveDate  Date Baoked Client Name Status Type Transaction ID Hastor Tt ID Palicy Number Description Bill Method Amount  Remave
B 08/16/2009 09/16/2009 International Builders Posted  Inusice[RA] 19768 WC-58000-1 Worksrs Compensation Agancy Bill $5,000.00
=3 09/16/2009 09/16/2009 Intzmational Builders ~ Posted  Invoice[RA] 19770 WC-93000-1 Workers Compensation Agency Bill $988.00
039/16/2003 09/16/2009 = Receipt 1035 Payment en Acceunt = (35,988.00)
Total: $0.00
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Leave Payment on Account - Residuals

If payment is received prior to adding the invoice or if it is not known what policy the payment is for, the
amount can be left on the Retail Agent’s account without applying to an open item. This un-applied credit
is identified in Nexsure as a Residual. It is important to periodically check for residuals and apply them to
open items through a Retail Agent Receivables Reconciliation to provide a clear picture of what premiums
are due (or not due).

Click the ORGANIZATION link on the Primary menu, click the territories tab, and click the Details @5’ icon
for the territory of the branch where the Retail Agent has been added, click the accounting tab, click the
transactions tab and then click the receive payments tab.

To add a payment, click the [Add New] link on the Receive Payments Summary screen. Enter the pertinent
payment information and save the entries by clicking the Save link on the Navigation Toolbar or by selecting
any of the links on the right side of the screen. Notice that the payment amount is displayed in the header at
the top of the screen and the Allocated amount is $0.00. The Allocated amount indicates how much of the
payment has been allocated either by the user or automatically based on invoice defaults. The date booked
defaults to the current accounting period and may be changed as needed. Clicking the Invoices link on the
Quick Navigation panel for this Retail Agent reveals that no invoices exist.

payments received

Quick Navigation
Payment ID: 1036 Entity Type: Retail Agent
[F—— Name: First Choice Insurance Payment Header
ostad: ] General Ledger
. . Accounts Payable

Date Baoksd: 9/16/2003 Payment Type: Check Reconciliation
Date Created: 8/16/2009 Payment Amount: §500.00 Invaices

Creatsd By: Mary Obarleitner Receive Payment Details
Reference =: Check =1369 Allocated: £0.00 = POy ety

Description: Payment on Account Balance: §500.00

Payment Summary Pay All Selected Print Post Abort Save

Search Filter: [Shev]

[select Alll [Deselect Alll showing Page 0 of 0 Total Rows: 0

There are na results for this search criteria. |

Since no invoices exist, the payment must be left on the Retail Agent’s account to assign later. The Receive
Payment Details screen is where any payment allocations are displayed. In this case there are none.

payments received

Quick Navigation
Payment ID: 1036 Entity Type: Retail Agent

" _ First Choice Insurance, Payment Header

szl Name: pency General Ladger

. . Accounts Payabla

Date Booked: 9/16/2009 Payment Type: Check e —la

Date Crested: 9/16/2009 Payment Amount: $500.00 Invaices
Creatad By: Mary Oberlsitnar Recefve Payment Details
Reference =: Check =1363 Allocated: $0,00 Raceive RaymantiRosting
Description: Payment en Account Balance: £500.00

Payment Summary Pay All Selected Print Post Abort Save

Retail Agent
Net

Date ion # Palicy # ipki Total Invoice Balance Assigned Credit Revised Balance

Total Allocation: $0.00

The Receive Payment Posting Details screen has all the General Ledger(GL) account postings. Notice there
are 2, an offset to Accounts Receivable and the Undeposited Funds Mandatory Account numbers.
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payments received

Quick Navigation
Bayment ID: 1036 Entity Type: Rerail Agent
First Choice Insurance Payment Header
(ot e ey General Ledger
. . Accounts Payable
Date Bookd: 9/16/2009 Payment Typs: Chack A A
Date Created: 9/16/2009 Payment Amount: £500,00 Timmie=s
Created By: Mary Oberleitner Receive Payment Details
Reference =: Check =1359 Allocated: £0.00 et
Description: Payment an Account Balance: £500.00
Payment Summary Print Post Abart save dd R
Accaunt Number Account Descripti Debit Credit]
42.001.0000.000.00.110202 Retail Agent AR $0.00 $500.00
42.001.0000.000.00.110300 Undeposited Funds $500.00 $0.00

To finalize the payment, click the Post link on the Navigation Toolbar. Click OK on the Payment in Balance
dialog box to complete the process.

payments received

Quick Navigation
Payment ID: 1036 Entity Type: Retail Agent
First Choice Insurance Payment Header
el W ey General Ledger
. . Accounts Payzhle
Date Booksd: 9/16/2009 Payment Type: Check T
Date Creat=d: 9/16/2009 Payment Amount: $500.00 iz
Created By: Mary Oberlitner Receive Payment Details
Reference =: Check =1389 Allocated: $0.00 e b by
Description: Bayment an Account Balance: $500.00
Payment Summary Pa Print Past Abort Save dd R
Accaunt Number Account Descri Debit Credit]
42.001.0000.000.00.110202 Retail Agent A/R $0.00 $500.00
42.001.0000.000.00.110900 Undeposited Funds $500.00 $0.00
Tatal: $500.00 $500.00

http://deviweb2.nexsure.com/?Actii

Payment is in balance! Totsl Amount
Assign Cradit Amount = $0.00

Click OK to pest, or Cancel to return to pravious scresn,

Because the payment was not assigned to an invoice, on the Receive Payments summary view, a residual
amount is displayed in the Residual column. This indicates an amount that must be assigned to an invoice
line item or items.

‘arganization

Org1 07/16/2008 >> Southern East Coast Region >> Southern East Coast Territory
Previous Page

cardfile  branches | locations  employess | accounting | vendors | entity assaciations
summary | sewp | invoicing setup | generalledger | bank accounts  transactions | batch summary
transaction summary | journal entry | disbursements | receive payments | deposit | accounts payable | recanciliation | invoices

Filter: [Show] [Add New]

[petails Payee Reference PaymentID  Description Amount Residual Created By  Date CreatedPostedPrinted Remove|
BF First Choice Insurance Agency Check #1369 1036  Payment on Account  $500.00 $500.00Mary Oberleitner 9/16/2009 -

Dimensi .
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The Search Filter may also be used to find open residuals by clicking on the [Show] link on the upper right of
the receive payments tab. Enter a Residual (Fr) and Residual (To) amounts as necessary and click Search to
return the results. In the example below, the Residual (Fr) amount of 1.00 was used to include all residuals
starting at $1.00 and up to be returned in a search.

summary setup invoicing setup | general ledger bznk accounts transactions = batch summary
transaction summary | journal entry | disbursements | receive payments | deposit | accounts payzble | recenciliation | invoices

Filtar: [Hide] [Add Mew]

Search Criteria Save Filter Settings ll

Payment Type: Date Created (Fr): @ Date Created (To): @
Third Party Pay: D Date Booked (Fr): l:l @ Date Booked (To): l:l @
Reference: I:I Payment ID: I:l Chack Amount: I:I
Payee Entity Type: Residual (Fr): [1.00 Residual [Ta): l:l
Post Status: | All v Payee Name: l:l
| |

Description:

Sort Field 2: Sort Order 2:

Confirming the Payment Left on the Retail Agent’'s Account

Access the Retail Agent’s account by clicking the SEARCH link on the Primary menu, select the Entity Type
of Retail Agent, enter a few characters of the Retail Agent’s name in the Retail Agent box and click Search.

Click the Details E’ icon beside the Retail Agent; click the TRANSACTIONS link on the Retail Agent menu.

The payment is listed as a single line item receipt. It can be found under Balance Detail view. Select this view
type from the Select View list, the screen refreshes showing all recent activity. To display more activity, click
the [Show] link on the upper right portion of the screen and enter specific information or date range and
click Search to return results.

RETAIL AGENT PROFILE | ACTIONS | OPPORTUNITIES | MARKETING | POLICIES | ATTACHMENTS | TRANSACTIONS | DELIVERY | T-LOG

Retail Agent Name: First Choice Insurance Agency | Retail Agents
transaction summary
Select View: | Balance Detail v Search Filter: [Show]
Showing Paga 1 of 1 Total Rows: 4 Display: | Default (10) [+
Invoice ID
Details  EffectiveDate  Date Booked Client Name Status Type Transaction ID Master Invoice ID Palicy Number Description Bill Method Amount  Remove
2 05/16/2009 09/16/2009 Internationz| Builders Posted  Invoice[RA] 5 19768 WC-98000-1 Workers Compensation Agency Bill $5,000.00 =
B 08/16/2009 09/16/2009 International Builders Posted  Inusice[RA] - 19770 WC-58000-1 Worksrs Compensation Agancy Bill $988.00
03/16/2008 03/16/2008 - Receipt 1035 - - Payment an Accaunt - ($5,088.00)
09/16/2008 05/16/2003 - Recsipt 1036 - - Payment an Account - ($500.00)
Total: ($500.00)
transaction summary
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Allocating Payment Left on Account (Assign Payment)

It is important to apply residual payments to open items to show invoices as paid at the Retail Agent level
and also for compensation, depending on how the organization is setup. After the invoice has been added,
the residual amount left on the Receive Payment may be applied to the invoice. To clear the residual on the
account, the payment must be applied to the invoice through Retail Agent Reconciliation.

RETAIL AGENT PROFILE | ACTIONS | OPPORTUNITIES | MARKETING | POLICIES | ATTACHMENTS | TRANSACTIONS | DELIVERY | T-LOG
Retail Agent Name: First Choice Insurance Agency | Retail Agents

transaction summary

Select View: | Balance Detail % Search Filter: [Shav]

Showing Page 1 of 1 Total Rows: 5 Display: | Default (10) v
Invoice Transaction Summary

Details Effective Date Date Booked Client Name Status Type Transaction 1D H&L"vl;ﬁ;ze I Palicy Number Description Bill Method Amount Remove
B 09/16/2003 09/16/2009 International Builders Posted  Invoice[RA] - 19768 WC-98000- 1 Worksrs Compensation Agency Bill $5,000.00
B 09/16/2003 09/16/2003 International Builders Posted  Invoice[RA] - 19770 WC-98000- 1 Worksrs Compensation Agency Bill $388.00
= 09/16/2009 09/16/2009 5 Receipt 1035 2 Payment on Account = -
— 09/15/2009 03/16/2009 - Recaipt 1036 - Payment an Account - (§50000) -
B 09/17/2003 09/17/2009 International Builders Posted  Invoice[RA] - 19779 WC-98000- 1 Worksrs Compensation Agency Bill $500.00
Total: $0.00

transaction summary

To access Retail Agent Reconciliation, click ORGANIZATION on the Primary menu. Select the territories tab

and the Details @? icon next to the territory that holds the branch where the Retail Agent is assigned. Select
the territory’s accounting > transactions > reconciliation tabs.

arganization

Org1 07/16/2008 >> Southern East Coast Region >> Southern East Coast Territory
Pravious Page

cardfile | branches  locations | employess | accounting | vendors | entity asseciations
summary | setup | invoicing setup | general ledger | bank accounts | bransactions | batch summary
transaction summary | journal entry | disbursements | receive payments | depesit | accounts paysbl= | raconcilistion | inwoices

Filter: [Show] [Add New Reconciliztion]

There are no results for this search criteria

invoices | reconciliation | sccounts paysble | deposit | receive payments | disbursements  journzlentry . transaction summary
batch summary | transactions . bank accounts . general ledger | invoicing setup | setup | summary

entity associations  vendors  accounting  employess  locations | branches  card file

organization

Click [Add New Reconciliation] to display the Reconciliation dialog box.
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Reconciliation n%ure
Select Entry:
Entity Type:

Retail Agent w

O Payable Reconciliation

(® Receivable Reconciliation

Enter search filter item values and click search.

Entity Mame: ir

I

Select Name:

Select Address:

2846 North Southport Ave hd

Click OK to confirm selection, Cancel to return to summary,

In the Entity Type list, select Retail Agent. Next select the option of Receivable Reconciliation. Enter at least
3 characters of the name and click Search. Select the name from the search results and click OK to display

the reconciliation tab.

raconciliation

(100 Char. Max]

Quick Navigation
Reconciliation ID: 1737(R} Credits Total: £0.00 AR Balance: £0.00
Reconcilistion Type: Receivable Debits Total: £0.00 Header
Entity Type: Retail Agant Ganeral Ladger Total: $0.00 s (Eudaa g
: : Payahle Reconciliation
Name: First Choice Insurance Agency Payable Reconciliation Tatal: $0,00 Transaction Activity
Eemth Journal Total: £0.00 Journal Transactions
Reconciliation Total: $0.00 Assocladon Summary
Posted By: Reconciliztion Bosting
Out of Balance: £0.00
Date Bookad:
Date Craated: 039/17/2009
Created By: Mary Oberlzitnar Description:
Recanciliation Summary Print Past Abart Save Add Row Delivery
Name: First Choice Insurance

Date Booked:

Deseription:

Internal Nots:
(250 Char, Max)

Agency
2846 North Southport Ave
Chicago IL 65607

[orzarases %)

In the Description box type in a description for reports. Type in an Internal Note if desired. The description
will be saved in the reconciliation tab header. Fields in the Retail Agent Reconciliation header are defined

as follows:

Dimensional’
Technologies
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Field Label

Field Description

Reconciliation ID

Sequential number assigned by Nexsure at the time the reconciliation is added.

Entity Type Defaults to Retail Agent, the entity selected when starting the reconciliation.

Name The Retail Agent name selected during the Entity Type search.

Posted Box will be checked when the reconciliation is posted. The date posted will display when the
reconciliation is posted.

Posted By The name of the staff member who posts the reconciliation by clicking Post on the Navigation

Toolbar.

Date Booked

The date entered in the Date Booked box when editing the reconciliation header. The Date
Booked indicates the accounting period the reconciliation will be added to.

Date Created

The date the [Add New] link was clicked on the reconciliation tab.

Created By

The name of the staff member that clicked the [Add New] link. If the reconciliation is reversed,
the Created By name will be the staff member who reversed the reconciliation. The original
reconciliation will maintain the name of the staff member who clicked the [Add New] link.

Credits Total

The total of credit items selected in Quick Navigation > Transaction Activity during the
reconciliation process.

Debits Total

The total of debit items selected in Quick Navigation > Transaction Activity during the
reconciliation process.

General Ledger Total

The net amount of the line items entered through the Quick Navigation > General Ledger link.
The offset will be completed against accounts receivable in the Client Write-off Associations
screen. Security limits user access to the General Ledger link.

Journal Total

The total amount of entries entered through the Quick Navigation > Journal Transactions link.

Reconciliation Total

Sum of Credit Total, Debit Total, General Ledger Total and Journal Total. Must equal $0.00 to
enable posting of client reconciliation.

Out of Balance

Discrepancy total where Reconciliation Total does not equal $0.00.

Description

The description entered in the Description box when editing the reconciliation header. The
description prints in reports.

AR Balance

Total Retail Agent accounts receivable balance including future items.

In the Quick Navigation panel, click the Transaction Activity link to display the Retail Agent Transaction
Association screen. Clicking a link in the Quick Navigation panel will save information entered in the
reconciliation header input fields.

Dimensi
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reconciliation

Reconciliation ID: 1737(R) Credies Total: $0.00
Reconciliation Type: Receivahle Debits Total: £0.00
Entity Typs: Retail Agent General Ledger Total: £0.00
Name: First Choice Insurance Agency Payable Reconciliation Total: $0.00
E—— Journal Total: $0.00
——— Recanciliation Toral: 50,00
Dite Booked: 08/17/2009 CEECRERET=] s
Date Created: 03/17/2003
Created By: Mary Oberlsitner Description:

AR Balance: $0.00

Quick Navigation

Header

General Ledger
Payable Recanciliation
Transaction Activity
Joumnal Transactions
Association Summary
Reconcilistion Posting

Raconciliation Summary Print Post Abort

Delivary

Transaction Association

Showing Page 0 of 0

Total Rows: 0

[Add New]

There are no results for this search criteria.

Click [Add New] on the Transaction Association screen to display the Transaction View screen.

recanciliation

Credits Total:
Debits Total:

50,00
50,00

1737(R)
Receivable

Reconciliation 1D:
Recenciliation Type:

AR Balance: $0.00

Quick Navigation

Header
General Ledger

Description:

[Deselect All] Showing Page 1 of 1

Total Rows: 1

Entity Type: Retail Agent General Ledger Total: $0.00 It bt 2t
Name: First Choice Insurance Agency Payable Reconciliztion Total: $0.00 Transaction Activity
. Journal Tetal: £0.00 Journsl Transactions
Reconciliztion Total: 50.00 Assteladon Summary
Posted By: Reconciliation Posting
Out of Balance: $0.00
Date Booksd: 03/17/2009
Date Craated: 09/17/2009
Created By: Mary Oberlsitner Description:
Reconciliation Summary | Print Past Abart save | dd R Delivery
Transaction View
[Transactions Associations] ~ Search Filker: [Shou]

Display: | Default (10) v

Credit Transactions available:

Name:

Client Original
Select  EffectiveDate  Item# BillTo  Policy Number Transaction/Bill Type Line Type Description Amount: Balance Amount to Apply  New Balance
O 05/16/2003 1026 Receive Payment Receive Payment Payment on Account ($500.00)  (5500.00} (£500.00)
This Page Total: ($500.00) (5500.00) 30,00 ($500.00)
All Pages Total: ($500.00) (5500.00) 50,00 ($500.00)

[Deselect All] Showing Paga 1 of 1 Total Rows: 1 Display: | Default (10) v

Debit Transactions available:

Mames
Client Original
Selact  Effactive Date  Ttam # Bill To Policy Number Transaction/Bill Type  Lina Type Description Amount  Balance  Amountto Apply  New Balance
O osmmons  1s7s Ttematons! uildrs S
First Choice Insurance Agency
This Page Total: ~ $500.00  $500.00 50,00 $500.00
All Pages Total:  $500.00 $500.00 50,00 $500.00

The Description defaults from the header input fields and may be edited to the specific application if
necessary. The header description will default to all items if a description for the specific application is not

entered.

Select a single Credit Transaction first to clear one or more Debit Transactions with the single credit. Select
a single Debit Transaction first to clear one or more Credit Transactions with the single debit. One credit
may be selected to clear one or more debit transactions. One debit may be selected to clear one or more
credit transactions. Use the filter [Show] link to search for specific transactions.

Selection of transactions automatically fills in the Amount to Apply box with the total transaction amount.
The amount may be adjusted. Click Save on the Navigation Toolbar to display the total of selected debits
and credits in the reconciliation header and continue working.

Hint: Click the Maximize/Minimize [Bl icon to expand the Transaction View. Click the icon
a second time to return to the original display.
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reconciliation

Quick Navigation

Reconciliation ID: 1737(R) Cradits Total: $0.00 AR Balance: $0.00
Reconciliztion Type: Recaivable Debits Total: £0.00 HEader‘ »
) . . General Ledger
Entity Type: Retail Agent General Ledger Total: £0.00 Pz Resemefinitar
Name: First Choice Insurance Agency Payable Reconciliation Total: £0,00 Transaction Activity
. Journal Totzl: £0.00 Joumal Transactions
Reconciliztion Total: $0.00 (EERSEHET SIMmERy
Posted By: Reconciliation Bosting
Out of Balance: $0.00
Date Booksd: 09/17/2009
Date Created: 09/17/2009
Created By: Mary Oberleitner Description:
Reconciliation Summary | Print Past Abort Save Add Row Delivery
Transaction View
Search Filker: [Shov]

| [Transactions Associations]

[Deselzct All) Showing Page 1 of 1 Total Rows: 1 Display: | Default (10) v

Credit Transactions available:

Name:

Description:

Clie Original
Select  EffectiveDate  Ttem# BillTo  Policy Number Transaction/Bill Type Lina Typa Description Amount Balanca Amount to Apply  New Balance
09/16/2009 1036 Recsive Payment Recsive Payment Payment on Account ($500.00)  ($500.00) -500.00 50,00
This PageToral:  [$500.00)  [$500.00) 5500.00) s0.00
All Pages Total: ($500.00) (5500.00) (500,00} 30,00

[Deselect All] Showing Page 1 of 1 Total Rows: 1 Display: | Default (10) v

Debit Transactions available:

Name:
Client ‘Original
Select Effective Date Item # Bill To Policy Number Transaction/Bill Type Line Type Description Amount Balance Amount to Apply New Balance
Intermational Builders ) . N N .
09/17/2009 19779 First Choice Insurance Agency WC-38000-1 Invoice/Endersement Premium Premium £500.00 £500.00 500.00 £0.00
This Page Tetal: £500.00 £500.00 £500.00 £0.00

=500.00 £500.00 <000

Al Pages Total:

Click the [Transactions Associations] link to complete each application of debits and credits. Clicking the
[Transactions Associations] link displays the Transaction Association screen with the association line
item and updates the reconciliation header totals. Additional application of debit to credit(s) or credit to
debit(s) may be completed by clicking [Add New] from the Transaction Association screen. Partially paid
invoices that are part of an existing application may not be used again in the same reconciliation.

reconciliation

Quick Navigation
Reconciliation ID: 1737(R) Cradits Total: ($500.00) AR Balancs: $0.00
Reconciliation Type: Receivable Debits Totak: £500,00 Header
Entity Type: Retail Agent G | Ledger Total: £0.00 Sl izt r
T TRED Tl ETEEl LR A TR (5 Bayable Reconciliztion
Name: First Choice Insurance Agency Payable Reconciliation Total: $0.00 Transaction Activity
Posted: Journz| Toral: $0.00 Journal Transactions
Reconciliation Total: 0,00 AEEEEEEC SRy
Posted By: o oo Reconciliation Pasting
it : £0.
Date Booked: 03/17/2003 PECHEERE &
Date Created: 09/17/2003
Created By: Mary Oberlsitner Description:
Reconciliation Summary Print Post Abort Save Add Row Delivery

Transaction Association
[Add New]

Total Rows: 1 Display: | Default (10) v

Showing Page 1 of 1

Transaction Type

Transaction Type
TtemID To

Ttem ID From Item Ta Amount

TItem Fram Amount

. Tnvoice &
($500.00) 18778 £500.00

Receive Payment
1035

To edit the association from the Transaction Association, click the Details E’ icon to display the Transaction
View. Edit as needed and click the [Transactions Associations] link to save any changes and return to the
Transaction Association. If the Retail Agent has additional items to clear or write off through Retail Agent
Reconciliation follow this same process to associate and clear unallocated items.

The reconciliation header displays the Credits Total, Debits Total and Out of Balance amount. The
reconciliation balance, the total of all credits and debits, must equal $0.00 to post the reconciliation.

Click Post on the Navigation Toolbar to complete the reconciliation. Click Abort prior to posting to remove
all applications of debits and credits and delete the reconciliation. Once posted, the reconciliation may be
reversed which will reverse all applications of debits and credits in the reconciliation.
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Navigation Toolbar Description

T Click to return to the reconciliation tab. Entries in an un-posted reconciliation are automatically
Reconciliation Summary

saved.
Print Creates a PDF of the Reconciliation Summary Report for the reconciliation.
Post Link is enabled when activity is completed and the Balance is $0.00.

Link is enabled until reconciliation is posted. Abort cancels any activity and deletes the

el reconciliation.

Save Click Save at any point to save your work.

Add Row Link is enabled in the Quick Navigation > General Ledger screens.

Delivery Opens the delivery tab to email or fax a PDF of the Reconciliation Summary Report.

Click OK to continue with the post.

Post Reconciliation na?\flsure

Reconciliation Total: 50.00

General Ledger Posting Account Description Debit Credit |

Click OK to proceed or Cancel to return to reconciliation.

Click the Reconciliation Summary link to leave the reconciliation and return to the reconciliation tab
summary. Retail Agent reconciliations will display on the summary screen with an (R) which indentifies the
receivable reconciliations.

‘organization
Orgl 07/16/2008 >> Southern East Coast Region >> Southern East Coast Territory
Previous Page
cardfile | branches | locations  employsss | accounting | wendors | entity associations
summary | setup invoicing setup | general ledger | bank accounts | transactions | batch summary
transaction summary | journal entry | disbursemencs | recsive payments | deposit | accounts payable | reconciliation | invoices

Filter: [Shou] [Add Hew Recondiliation]

[[=tails Name Ref# RecID Descripion Amount Created By, Date Created Posted Remove |
| 53 First Choice Insurance Agency 1737(R) $0.00 Mary Oberleitner 09/17/2005 - |

inveices  raconciliation  accounts payable = deposit  receive payments  disbursements  journal entry  transactien summary

batch summary | transactions | bank accounts . general ledger | invoicing setup | setup | summary

entity asseciations  venders  accounting - employess | locations | branches  card file
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Retail Agent Payables

Reconciliation for Retail Agent Payables is done at Territory level. Reconciled amounts are posted to the
Retail Agent Reconciliation Clearing account identified in mandatory account setup at Organization level.
The mandatory accounts are setup when the organization is built. For more information on mandatory
accounts , see “General Ledger Setup”, in Chapter 4 of this manual. If necessary, discuss this with the
XDimensional Technologies, Inc. Account Manager for a clear understanding of how these accounts should
be setup.

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
since these accounts are used by Nexsure for automatic postings.

Reconciling Retail Agent Payables

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

territories tab and then the Details @9 icon for the territory. Click the accounting tab, transactions tab and
then the reconciliation tab to display the Reconciliation Summary screen. If there are no results displayed,
then the organization is new, no reconciliations have been previously done or the filter dates are out of
range. Click the [Show] link to modify the filters and search for other reconciliations as needed.

‘organization
Orgl 07/16/2008 >> Southern East Coast Region >> Southern East Coast Territory
Previous Page
cardfile | branches | locations  employsss ~ accounting | vendors | entity associations
summary | sstup invoicing setwp  gemeral ledger | bank accounts | transactions | batch summary
transaction summary | journal entry | disbursements | receive payments | deposit | accounts payable | reconciliation | invaices

Filter: [Show] [Add Hew Reconciliation]

I Details Name Ref # RecID Description Amount Created By Date Created Posted Remove |
| =3 First Choice Insurance Agency 1737(R) £0.00 Mary Oberleitner 09/17/200% - |

invaices | reconciliation | accounts payable | depesit | receive payments | disbursements | journal entry | transaction summary
batch summary | bransactions | bank accounts | general ledger | invaicing setup | setup | summary

entity associations | vendors | accounting | employsss | locations | branches | card file

organization

Dimensional
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Adding the Reconciliation Worksheet

In order to reconcile the Retail Agent commissions payable in this scenario, invoices must have been added
to the Retail Agent and posted by agency personnel. These invoices are added on the client record with the
retail agent assigned to the policy and added as the Bill To, so the invoices will be available to reconcile.

organization

Orgl 07/16/2008 >> Southern East Coast Region >> Southern East Coast Territory
Previous Page

cardfile | branches locations employees | accounting | vendors | entity associstions
summary | sstup | invoicing setup  general ledger | bank accounts | transactions | batch summary
transaction summary | journal entry | dishursements | receivepayments  depesit | accounts payable | reconciliation | invoices

Filter: [Show] [Add New Reconciliation]

There are no results for this search criteria

invoices | reconciliation | accounts payable | deposit | receive payments | disbursements | journal entry | transaction summary
batch summary | transactions | hankaccounts | general ledger | invoicing setup | setup | summary

entity associations | vendors | accounting | employess | locations | branches | card file

organization

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

Reconciliation n%um

Select Entry:

Entity Type: Retail Agent ~

® Payabla Reconciliation

O Receivable Reconciliation

Enter search filter item values and click s=arch.

Select Mame:

e

Select Address:

2846 North Southport Ave ~|

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

In the Entity Type list, select Retail Agent. Next select the option of Payable Reconciliation. Type in at least
3 characters of the name and click Search. Select the name from the search results and click OK to display
the reconciliation tab.
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raconciliation
Quick Navigation
Reconciliation ID: 1740(F) Receipt Total: $0.00
Reconciliation Type: Payable Disbursements Toral: $0.00 Header .
. C L Receipts/Disbursements
Entity Type: Retail Agent Adjustments Total: $0.00 Tramsactions
Name: First Choice Insurance Agency Payable Total: $0.00 Adjustments
R Reconciliation Posting
Dats Booked: 09/17/2009
Date Created: 09/17/2009
Created By: Mary Oberleitner Descriptien: Sept 2009 Commissions
Reconciliation Summary Print Post Abort Save d 0 Delivery
Search Filter: [Show]
[Select All] [Deselect All] Showing Page 0 of 0 Total Rows: 0
[ There are na results for this search criteria. |
[Select All] [Deselect All] Showing Page 0 of 0 Total Rows: 0
There are no results for this search criteria.

In the Description box, type in a description for reports. Type in an Internal Note if desired. The description
will be saved in the reconciliation header. Fields in the Retail Agent Reconciliation header are defined as
follows:

Description

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

Header Definitions:
m Reconciliation ID: System-generated used to identify the worksheet.
m Entity Type: Identifies the type of reconciliation.
m Name: The name of the Entity Type for the reconciliation.
m Date Posted: System generated date is the date the reconciliation was actually posted.
m Date Created: System-generated reconciliation creation date.
m Created By: Added by Nexsure when the reconciliation is added for the logged in user.
m Date Processed: Not in use at this time.
m Receipt/Check #: Not in use at this time.

Reconciliation Header
m Receipt Total: Total of the received payments records as selected in the Quick Navigation >

Receipts/Disbursements link.

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

m Adjustments Total: Total adjustments pulled from Quick Navigation > Adjustments link. Add
any non-premium adjustments or write-offs here.

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

m Payable Total: Total amount of payable records selected from the Quick Navigation >
Transactions link.

m Virtual Disbursement Total: Total amount owed to the Retail Agent 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

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

Dimensi
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Quick Navigation Link Definitions:

Description

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 apply it to the reconciliation.

Transactions

Use this link to locate and select all the invoices for which you are paying the retail agent.

Adjustments

Writing off small balances might be another a common 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 to pay the Retail Agent, click the Transactions link on the Quick Navigation panel
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
Reconciliation ID: 1740(P) Receipt Totzl: $0.00
Reconciliation Type: Payable Disbursements Total: $0.00 Header -
) . Receipts/Dishursements
Entity Type: Retail Agent Adjustments Total: $0.00 Tramsoctions
Name: First Choice Insurance Agency Bayable Total: $0.00 Adjustments
P— Reconciliation Pasting
Dat= Booked: 09/17/2009
Date Created: 09/17/2009
Created By: Mary Oberlsitner Description: Sept 2009 Commissions
Reconciliation Summary Print Past Abort Save o Delivery

[Select All] [Deszlect All]

Search Filter: [Show]

Showing Page 0 of 0

Total Rows: 0

There are no results for this search criteria, |

[Select All] [Desslect Al]

Showing Page 0 of 0

Total Rows: 0

There are no results for this search criteria.

After clicking the [Show] link on the screen the filter options are displayed. After entering the search
criteria, click Search to return all matches. Clicking Clear removes all entries for the boxes on the Search

Filter screen.

Dimensional’
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recanciliation

Reconciliation 1D: 1740(P)

Posted:
Date Booked: 03/17/2009
Date Created: 09/17/2003
Created By: Mary Oberleitner

Recenciliation Type: Payable Disbursements Total: £0.00 Header e
) y Receipts/Disbursements

Entity Type: Retail Agant Adjustments Totzl: $0.00 Transactions

Name: First Choice Insurance Agency. Payahle Total: £0.00 Adjustments

Quick Navigation

Receipt Total: $0,00

Reconciliation Posting

Description: Sept 2009 Commissions

Reconciliation Summary

Print Post Abort Save Delivery

[Select All] [Deselect All]

Search Filter: [Hide]

Region: Branch:
Territory: Department:
-
S — S —
Line of Businass: [Workers Compensation FEETREE
T | | To: | \
e | | R I |
@pefault  Oal  Oeaid  Ounpaid e I
Sort Field 11 SortOrder 1: | Ascending |  SotField2: | v|  SotOrder2:

Showing Page 0 of 0 Total Rows: 0

There are na results for this search criteria.

Showing Page 0 of 0 Total Rows: 0

Filter Definitions:

Field Label

There are na results for this search crites

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 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.

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

Search for both Agency and Direct Billed invoices or just Agency or Direct. Nexsure provides the
ability to reconcile both in the same reconciliation.

Date Type

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

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.

Date Range

The Date Range From and Date Range To will return all posted open invoices for the selected date
type within the date range entered.

Line of Business

If looking for invoices for a specific line 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.

Amount Due Range

If looking for amounts within a specific range amount, enter from and to amounts.
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Field Label Description

Client Enter a client name to search for a single client.

Policy Number Enter a policy number to search for a single policy.

Item ID Enter in a specific item ID number to locate a single invoice.

The default selection displays all posted invoices for accrual and fully or partially paid invoices for
Default cash basis. Selection of Paid will include fully and partially paid invoices. The selection of Unpaid
includes posted invoices with no payment applied.

Entering a percentage in this field such as 50 will return receivable balances paid 50% or higher.

% Receivable Balance Paid . . ) R .
° Anything under this amount will not be included in the results.

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

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 to the next, previous, first or last
pages. The Page Number list 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. Just find the number and click
to go to the selected page. The Display list on the right allows more than the default of 10 items to display.
Use the Display list to select the number to display.

After filtering the list, click the check box in the Select column which indicates that the item should be
included as payment in full. To identify that only a partial amount has been paid, click in the Paid box and
type in the specific amount. The total will automatically be adjusted to include the amount entered.

reconciliation

Quick Navigation
Reconciliation ID: 1740(B) Receipt Total: $0.00

Reconciliation Typs: Payable Disbursemants Total: $0.00 Header P,
) N N Receipts/Disbursements
Entity Type: Retail Agent Adjustments Total: $0.00 e

Name: First Choice Insurance Agency Payable Total: £0.00 Adjustments

Postad: Reconciliation Posting

Date Booked: 09/17/2009
Date Created: 09/17/2009

Created By: Mary Oberleitner Description: Sept 2009 Commissions
Reconciliation Summary Print Post Abort Save Ro Delivery
-~
Search Filter: [Hidz]
Territory: | Southern East Coas Department:
Bill Mathod: Date Typsi | Date Booked v
oveimes | |7 . —
Line of Business: ||Workers Compensation Amount Dus ‘ = ‘ |
Rangs: o
. Policy Item
s | | | [ |
©peut  Oal Opaid  Ounpaic o et
SortField 1: | Client Name v| somorderi: |ascending | sorrFeldz: | v| sotorderz:
[Select All] [Desslect Al Showing Page 1 of1 Total Rows: 2 Display: | Default (10) v

Total
Select  Date  ItemID Client: Palicy No. LineType  Receivable
Amount

Receivable Recaivable Commission RA Commission  Commissian

Paid Balance Basis FateType Rate  Commission Amount Due Amount Paid D2/2CS

05/16/2003 13768 International Builders WC-38000-1 Premium £5,000,00 $5,000.00 $0.00  $600.00 % of Agency Comm 10.0000  $60.00 $60.00 $0.00 $50.00

| 05/17/2009 19773 International Builders WC-38000-1  Premium $500,00  $500.00 $0.00  $60.00 5 of Agency Comm 10,0000 $6.00 $6.00 £0.00 $6.00
This Pags Total: $5,500.00 $5,500.00 50,00 $660.00 $66.00 $66.00 $0.00 $55.00
All Pages Total: $5,500,00 $5.500,00 50,00 $660.00 $66.00 $66.00 $0.00 $55.00
All selectad
It=ms Totzl: $5.500.00 $5.500.00 5000 $660.00 $66.00 $66.00 $0.00 $55.00
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If an adjustment is required for an invoice, the invoice may be reversed and re-entered if desired at Client
policy level. Once all the invoices have been identified and selected, click the Save link on the Navigation
Toolbar or a link in Quick Navigation.

To complete the process, click the Post link on the Navigation Toolbar. The Post Reconciliation dialog box is
displayed providing an opportunity to review the posting. Once confirmed that the posting is correct, click
the OK to complete the post.

nexsure

Post Reconciliation

Reconciliation Total: $66.00

General Ledger Posting Account Description Debit Credit
42,001.0000,000.00.202002 Retail Agent Payable-Due £60.00 £0.00
42,001.0000,000.00.202002 Retail Agent Payable-Due £6.00 £0.00
42,001.0000,000.00.110501 Retail Agent Recan, Clearing $0.00 $66.00

Click OK to proceed or Cancel to retumn to reconciliation.

A remittance advice may be printed by clicking the Print link on the Navigation Toolbar, selecting from the
list and clicking the OK. The Remittance Advice report is usually included with the commission check as a
detailed list of commission items paid with this check.

reconciliation

Quick Navigation
Reconciliztion ID: 1740(B}

Reconciliztion Type: Payable
Entity Type: Retail Agent
Name: First Cheice Tnsurance Agancy.

Receipt Toral: $0.00
0.00 Header
Receipts/Disbursements
Transactions
Adjustments
Reconciliation Posting

Disbursements Total:
Adjustments Total:
Payable Toral:

Posted: 9/17/2009
Date Booked: 09/17/2009
Date Created: 09/17/2009

Creatsd By: Mary Oberlsitnar

WVirtual Disbursement Total:
Descriptien:

£66.00
Sept 2009 Commizsions

Pay All Selected | Print I Reverse I Abort I Save | Add Row | Delivery

Reconciliation Summary |

===y [t §

ReceniD 1740
Date Bocked DaI17/2008
0ar17/2000

M. Mary Cherleiiner

Address
Date Created

Created By Desaription

First Choice Insurance Agency
2645 North Scuthpert Ave
Cricage, IL 65607

Sept 2002 Commissions

Hame Effective Date  Pollcy Humber

Iovaice ID  Line of Business

Amounr RaeType  Rate

RAComm  AmouncDue  AmountPaid

Agency Bill

Intematicnal Buiders DOIBZ002  WC-230001

Intemational Buiders 2 WiC-28000-1

0788 Workers Compensation

9778 Workers Compensaton

500000 A

560000 %A

Tatal Agen:

Payable Total

38000 38000 580.00

a0 a0 a0
s88.00

380.00
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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 Retail Agent.

recanciliation

Quick Navigation
Reconciliation I0: 1740(P) Receipt Total: £0.00
Recenciliation Type: Payable Disbursements Total: £0.00 Header e
) y Receipts/Disbursements
Entity Type: Retail Agant Adjustments Total: $0.00 Transacrions
Name: First Choice Insurance Agency. Payahle Total: £66.00 Adjustments
Reconciliation Bostin
Posted: 9/17/2009 g
Date Booked: 03/17/2009
Date Created: 09/17/2003 Virtual Disbursement Total: $66,00
Created By: Mary Oberlsitner Description: Sept 2009 Commissions
Reconciliation Summary | Pay A1 S Print Reverse Abort Save Add Rov Delivery

Navigating to the disbursements 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 disbursement is to be added.
Click the accounting tab, the transactions tab and the disbursements tab to display 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.

organization

0Orgl 07/16/2008 == Southern East Coast Region >> Southern East Coast Territory
Pravious Page

cardfile | branches  locations  employess | accounting | venders | entity assaciations
summary | setup | invoicing sstup  general ledger | beank sccounts | transactions | batch summary
transaction summary | journal anery | disbursements | racsive payments | dsposit | accounts payable | reconciliation | inveices

Select Bank Account:
Lenders Bank 1000006 Trust Account v

Filter: [Show] [Add Hew Disbursement]

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 | inveicing setup | setup | summary

entity assaciations | vendars | accounting | employess | locations | branches | card file

organization

To add the Retail Agent Disbursement for the Reconciled Retail Agent Statement, first select the bank
account to enter the disbursement for in the Select Bank Account list 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.
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After clicking the [Add New Disbursement] link the Select Entry dialog box is displayed. This window allows
searching for the disbursement’s entity. In the Entity Type list, select Retail Agent and in the Enter search
filter item values and click search box, type in at least 3 characters of the entity’s name and click Search.
All matches to the characters entered are displayed in the Select Name box. Use the Select Address box to
choose a different address to print on the check. Click the OK to add the disbursement. Clicking Cancel will
abort the process.

Disbursement n%ure

Select Entry:

Entity Type: | Retail Agent hd

Enter search filter item values and click search.

fir | [search )

Select Name:

e

Primary Name:

Select Address:

[ 2846 Morth Southport Ave v

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

After clicking OK, the disbursement is added.

dishursaments.

uick Navigation
Disbursement ID: 819 Entity Type: Retail Agent Qui Z
Disbursement Header
Pasted: Payee: First Choice Insurance Agency General Ledger
Clearzd: Bank Name: Lenders Bank Accounts Payzhle
Date Bookad: Bank Account=: 1000006 ;‘E“”“"“‘“”
nvoices
GL Account:  42,001.0000.000,00.100000 Trust Account briand e e e
Disbursemant Bosting
Date Created:  3/18/2009 Balance: $0.00
Created By:  Mary Oberleitner Disbursement Amount:  £0,00
Estimated Balance: 50,00
Check =:
Description:
Disbursement Summary Pay All Selected Print Past Abart Save Add Row

* indicates requirsd fisld
Payee: First Choice Insurance Agency

2846 Morth Southport Ave

Chicago, IL 85607
Date Baoked: [5/18/2008 2

Check =:

|

Nexsure Tip

Leave the Check = field blank to allow the system to assign the next available
check = at the time of printing or enter a check = manually.

Description:

(SO Char. max) RET&11 Agent 3/03 Conmission

Internal Note:
(250 Char. Max)

9/09 commission|
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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:
m Disbursement ID: System-generated used to identify the disbursement.
m Entity Type: Identifies the type of disbursement.
m Payee: The name of the Entity selected for the disbursement.

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

m 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.

m Date Created: System-generated disbursement creation date.
m Created By: The logged in User name is placed here at the point the disbursement is added.

m 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.

m 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.

m 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.

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

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

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

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

m 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

Input Fields are located at the bottom left portion of the screen. The displayed input fields
correspond with the selected bolded link on the right side of the screen (Quick Navigation).

Quick Navigation Link Definitions:

Description

General Ledger

Writing off small balances might be another common use for this link.

Accounts Payable

Use this link to pull in any accounts payable items created for this retail agent.

Reconciliation

Use this link to pull in the completed reconciliation(s) waiting to be included in a retail agent
disbursement.
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Description

Invoices Use this link to locate and select all the invoices for which you are paying the retail agent.

This link is used when unapplied payments with receivable balances and the combination of other

Payments Received . .. R R
v disbursement activity results in money due to the Retail Agent.

Contains all the General Ledger entries that are generated for the selected disbursement. Posting

Disbursement Postin . . L . .
& 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 on the right to save entries. To select the reconciliation completed previously, click the
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.

dishursements

Quick Navigation

Dishurseman: ID: 815 Entiry Typs: Retsil Agan:
’ Disbursement Headsr
Posted: Bayes: First Choice Insurance Agency et fimir
Clearse: Bank Name: Lenders Bank Accounts Payable
Dste Bookad:  5/18/2009 Bank Account =: 1000006 Racoocikation
GLAccount: 42,001,0000.000.00.100000 Trust Account briand e
Disbursemant Posting
Date Creatc: 9/18/2003 Balance: £0.00
Created By: Mary Oberleitner Disbursement Amount:  $0.00

Estimated Balance:  $0.00
Check #:
Description: Retail Agent 9/09 Commission

Dishursement Summary Pay All Selecte | Print | Post Abort. Save

{2 http://devIweb2.nexsure.com/ZEntityTypelD-5&DisburiD-819&PGID-6039

Reconciliations - Select Recon - Microsoft Internet E.. New Recanciliation]

nexsure
[Select All] _[Deselect All]
Amount
Select Details Name RecID Description Debit Credit Date Created
O - 1 First Choice 1740 Sept 2009 Commissions  $0.00 $66.00  9/17/2009
nsurance Agency

Any reconciliation added for the selected Retail Agent is displayed. If more than one should be included with
the disbursement, click in the check box in the Select column or the [Select All] link. Clicking the [Deselect
All] link will clear the selections. In this scenario, only one will be sent.

After selecting the reconciliation for the disbursement, click OK. The selected reconciliation is added to the
disbursement.

Dimensi
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disbursements

Quick Navigation

DisbursementID: 819 Entity Type: Retail Agent
) Disbursement Header
Postad: Payee: First Choice Insurance Agency s ey
Cleared: Bank Name: Lenders Bank Accounts Payable
Date Baoked: 5/18/2009 Bank Account=: 1000006 ecnecien sl

Invoices
Payments Recsivad
Disbursement Posting

GL Account: 42,001,0000.000,00,100000 Trust Account briand

Date Created: 3/18/2002 Balance: $0.00

Craated By: Mary Oberleitner Disbursement Amount:  £66.00
Estimated Balance: [$66.00)
Chack =:

Description: Retail Agent 9/05 Cammission

Disbursement Summary Pay All Selected Print ‘ Post Abort Save

Reconciliations [Add New Recenciliztion]
Details Name Rec ID Description Debit Amaunt Credit Amount Date Created Remave
- First Choice Insurance Agency 1740 Sept 2003 Commissions $0.00 $66.00 8/17/2005 B

Using the General Ledger Link

If an amount that is not a part of an invoice such as a reimbursement or deduction and needs to be included
so the amount of the disbursement is correct, click on the Quick Navigation > General Ledger link. This link
is also used to write-off or make adjustments.

disbursements

Quick Navigation

Disbursement ID:  §13 Entity Type: Retail Agent
Disbursement Header
Posted: Payss: First Choice Insurance Agency. General Ledger
Clearad: Bank Name: Lenders Bank Accounts Payzble
Date Booked:  3/18/2009 Bank Account =: 1000006 Esmalinen

Invoicss
Paymants Recaivad
Disbursement Posting

GL Account: 42,001,0000,000.00,100000 Trust Account briand

Date Crested: 3/18/2009 Balance: $0.00

Created By: Mary Oberlaitnar Disbursemant Amount:  $66.00
Estimated Balance: (£66.00)
Check =:

Dascription: Ratail Agent /03 Commission

Dishursement Summary Pay All Selected Print Past Abort Save Add Row
General Ledger
Account Number ipti Debit Cradit 1090 LID # Remove
42,001,0000,000,00.100000 Trust Account Retail Agent 3/03

briand Commission

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

Make certain to post the adjustment to the correct level by using the Branch, Department and Unit dropdown
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.
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disbursaments

Quick Navigation

Disbursemenc ID: 819 Entity Type: Retail Agent
. Disbursement Header
Posted: Payee: First Choice Insurance Agency General Ledger
Clearsd: Bank Name: Lenders Bank Accounts Payable
Date Booked: 9/18/2009 1000006 Reconciliation
Invoices

GL Account:  42,001,0000,000,00,100000 Trust Account briand Payments Received

Disbursement Posting

Date Created: 9/18/2009 Balance:  £0.00
Craated By: Mary Obarleitner Dishursement Amount:  $66.00
Estimated Balance:  ($66,00)
Chec

Description: Retail Agent 8/09 Cammission

Print

e

Disbursement Summary |

Nexsure Accounting

Branch: | Anniston Insurance Ac ¥
Departmant: | Large Commercial Lin v

Unit:

Region:

Tarritary:

Classification: | All v
Group:

Type:

Filter part of the general ledger number or name or both and dick *Search”,
Name General Ledger Number

—

Select the general ledger number:

42.001.0000.000.00.725000 - Postage

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.

dishursements

Disbursement ID: 219 Quick Navigation

Posted:
Cleared:
Dare Booked:  3/18/2009

Retail Agent
Disbursement Header
First Choice Insurance Agency Ceneral Ladger

Lenders Bank Accounts Payablz
1000006 Recancilistion
Invoicas
42.001.0000,000,00,100000 Trust Account briand Paymants Receivad
Disbursement Posting

Dats Created:  9/18/2009 Balzncs: $0.00
Created By: Mary Oberleitner Disbursement Amou $71.00
Estimated Balance: (£71,00)
Check
Description: Retail Agent 3/08 Commission
Disbursement Summary Print Past Abart Save Add Row

General Ledger

‘Account Number Description Dobit Cradit 1000 LID # Remaove
42.001.0000.000.00,100000 Trust Account Retail Agent 9/09 $5.00
briand Commission .
42.001.0000,000,00725000 Post] (] [Retail Agent 3/03 C] | 5.00] | oo O [ o B
Tatals: $5.00 $5.00
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Clicking the Quick Navigation > Disbursement Posting link shows all the entries to the general ledger.

disbursements

Disbursement ID: 819 Entity Type: Retail Agent
Posted: : First Choice Insurance Agency
Cleared: Lenders Bank
Date Booked:  8/18/2009 Bank Account =: 1000006
GL Account: 42,001,0000,000,00,100000 Trust Account briand
Dats Creatsd:  5/18/2009 Balance: $0.00
Creatad By:  Mary Oberlsitner Disbursemant Amount:  $71.00
Estimated Balance: (57 1.00)
Check =:
Description:  Retail Agant 9/09 Commission
Disbursement Summary Pay All Sel Print Past Abart

Quick Navigation
Dishursement Header
General Ledger
Accounts Bayzhle
Raconciliztion
Invoices
Payments Received
Disbursament Posting

Disbursement Pasting

Account Number

Account Description

42.001.0000.000.00.725000 Postags

42.001.0000.000.00.110501

Retail Agent Recon. Clearing

42.001.0000.000.00.100000

Aborting the Disbursement

Trust Account briand

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

Toolbar.

dishursements

Disburs=ment ID: 819 Entity Typs:
Payea:

Bank Name:

Date Booked: 9/18/2003 Bank Account =

GL Account:

Dats Craated: 9/18/2009 Balancs:
Creat=d By: Mary Oberleitner Disbursement Amaunt:

Estimated Balance:
Check =:
Description:

Retail Agent

First Choice Insurance Agency

Lenders Bank

1000006

42.001.0000.000,00.100000 Trust Account briand

$0.00
£71.00
(£71.00)

Retail Agent 9/09 Commission

Quick Navigation
Disbursement Header
General Ledger
Accounts Payable
Reconciliation
Invoices
Bayments Receivad
Disbursement Posting

Posting the Disbursement and Printing the Check

Print

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.

dishursements

DisburszmentID: 819 Entity Type:
Posted: Payes:

Cleared: Bank Name:

Date Booksd:  9/18/2009 Bank Account =

GL Account:

Date Crasted: 9/18/2009 Balanca:
Created By: Mary Oberleitner Disbursement Amount:

Estimated Balance:
Check =:
Description:

Retzil Agent

First Choice Insurance Agency

Lenders Bank

1000006

43.001.0000.000.00.100000 Trust Account briand

$0.00
£71.00
($71.00)

Retail Agent 9/09 Commission

Quick Navigation
Disbursement Header
General Ledger
Accaunts Payable
Reconciliation
Invoices
Payments Received
Dishursement Posting

Print
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The Post Disbursement dialog box 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 OK to
complete the post.

nexsure

Disbursement is in balance! Total Amount = $71.00

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

[ oK ][ Cancel ]

After the disbursement is posted the disbursements tab is refreshed and the Post is no longer available on
the Navigation Toolbar.

dishursements

Disbursement ID: 819 Entity Type: Retail Agent Quick Navigation
Disbursement Header

Postad: 9/18/2009 Payes: First Choice Insurance Agency General Ledger
Clearad: Bank Name: Lenders Bank Accounts Payable
Date Book=d:  5/18/2003 Bank Account=: 1000006 ?E”""‘“”"
nuoicas
GLAccount: 42,001,0000,000,00.100000 Trust Account briand Payments Received
Dishursement Posting
Date Created: 9/18/2009 Balance: £0.00
Created By: Mary Oberlsitner Disbursement Ameunt:  $71.00

Estimatad Balanca: ($71.00)
Check =:

Description:  Retail Agent 5/03 Commission

Disbursement Summary Pay All Selected Print

A check may be printed by clicking the Print link on the Navigation Toolbar, selecting the check style from
the Print Disbursement Selection list and clicking OK.

Nexsure Reports nexsure

Reports

Print Disbursement Selection

Deluxe Check 80180 |+

Summa

‘Deluxe Check 80180
Deluxe Check 80971

MICRE Coding Top Check
MICR Coding Bottom Checlk ) )
MICR. Coding Bottorn Check w/Address print selaction or cancel to return

TS OOT S ST T=TTE S0 ==TTs
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After clicking OK, the next dialog box shows the type of check selected and the Check # box is empty. This
box 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 normally be entered since Nexsure will check what
the next check number is and automatically populate the Check # box. Leave the check number blank and
click OK.

nexsure

Please put check stock in the printer.

Check is ready to print

Check Type: Deluxe Check 80180

Check #:

Click "OK" to Print.

* Leave the Check # field blank to allow the
system 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 Printer E= icon just above the document. Checks should
be in the printer prior to printing.

BEE & ¢ NG €| 8[orn]

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
box on the disbursement or at the time the check is being printed.

disbursements

Quick Navigation

Disbursement ID: 813 Entity Type: Retail Agent
Disbursement Header
Posted: 9/18/2009 Payee: First Choice Insurance Agency e e
Clearad: Bank Name: Lenders Bank Accounts Payable
Date Booked: 3/18/2003 Bank Account =: 1000006 ?5“"“"‘“'“"
nuaices
GL Account: 42.001.0000.000.00.100000 Trust Account briand e i)
Dishursement Posting
Date Creatad: 9/18/2003 Balance: $0.00
Created By: Mary Oberleitner Disbursement Amount:  $71.00

Estimated Balance: (£71.00)
Check =:
Description: Retzil Agent 3/09 Commission

Disbursement Summary Pay A Print
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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.

organization

Org1 07/16/2008 >> Southern East Coast Region >> Southern East Coast Territory
Previous Page

cardfile  branches | locations = employess = accounting = vendors | entity asseciations
summary | setup | invoicing setup | general ledger | bank accounts | transactions | batch summary
transaction summary | journal encry | disbursements | receive psyments | deposit | accounts payable | reconciliation | invoices
Select Bank Account: N . _ .
Lenders Bank 1000006 Trust Account v iltars [Shov] [Add New Disburszment]
Select All) [Deselect All] [Creste Print Batch] [Add To Existing Batch]
[GelectDatails Payee Disbur. 1D Check Description Amount Created By Date  PostedPrintedClearedRemovd]
Number Created
- Mary
[0 B staples 221/820 0 (£145.00) o0 09/18/2009
O B staples 820/821 0 s1as.00 o MR 09/18/2009
@ Fret Choics Tnauranc o1s . Retail Agent 5/09 ron My S3/18/2005
Agsncy Commission Obarisit

inveicas | raconciliation | accounts payable | deposit | receive payments | dishursements | journal entry | transaction summary
batch summary | transactions | bank accounts | general ledger | invoicing setup | setup | summary

entity associations | venders | accounting | employses | locations | branches | card fila

organization

Removing Disbursements not Posted

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

organization

Orgl 07/16/2008 >> Southern East Coast Region >> Southern East Coast Territory
Previous Page

cardfile  branches | lacations | =mployess | accounting | vendors | entity assaciations
summary | setup | inveicing setup | generalledger | hank accounts | transactions | batch summary
transaction summary | journal ancry | disbursements | raceive paymants | deposic | accounts payable | reconciliation | invoices

Selact Bank Account:

[Lenders Bank 1000006 Trust Account v Filter: [Show] [Add New Disbursement]
selact all] [Desslect all] [Crests Brint Batch] [Add To Sxisting Batch]
lactDetails Payee Disbur. ID Check Description Amount Created By Date PostedPrintedClaaredRemove
Number Created

Auto-Ovmers Insurance

522 o so.00  MEY 0siis/2008

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

Windows Internet Explorer

\?() Are you sure you would like to delete this item?

K ] [ Cancel
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