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Additional Interest

Adding, modifying and removing an Additional Interest in Nexsure is completed on the Search screen and is
accessed by clicking the SEARCH link on the Primary menu. Begin by selecting the Additional Interest from
the Entity drop-down box. Notice that the search fields change with the selection of Additional Interest.
Nexsure provides several key fields for searching to help ensure accurate results. Enter less information for
broader results or more information to return less data. To activate a search, click the Search button or press

Enter. If the additional interest exists, click the Details @5’ icon to see the details.

Ine)qsure HoME | HELP | SETUP | LoGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selectd %

Hello, Betsy Cormier

search

You must search for a record prior to entering a new one. After the results are returned you will be given the option te add a new record.

Entity: I i HISTORY RESULTS - ADDITIONAL INTEREST

Search Type: Contains | 2Record(s) Found Showing Page 1 of 1 Go To Page [1 'I
Add, Interest: Details Name City 5t./Prov. Zip/Postal Remove
Phone Number: B Bank of America Brea ca s2821 By
Location Addrass: B wells Fargo Home Mortgage Nashua NH 03062 B

Location City:
Lecation
Zip/Pastal:
First Name:
Last Name:

You must search for a record prior to entering a new ane. After the results are returned you will be given the option to add a new record.

Clar
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Note: The First Name and Last Name fields are used to search for contacts. If multiple
contacts are on an account, any of those contacts may be entered to return the
association with the additional interest. Entering some of the contact name returns a
broader result; enter most or all of the first and last name for a more specific result.

Adding Additional Interests

In the Entity drop-down box, select Additional Interest. Additional interests added here and not associated
at the Territory level will be available for the entire organization. Prior to adding Additional Interests, a
search must be done. Searching activates the availability of the [Add New Record] link. Click the [Add New

Record] link to add the new interest.

Ine)(sure HomE | HELP | SETUP | LoGDUT
Bookmarks: Expand | Add | Remove Selected W%

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS

Hello, Betsy Cormier
search

You must search for a record prior to entering a new one. After the results are returned you will be given the option to add a new record.

Entity: Additional Interest =] [ R T =t

Search Type: Contains =] 2Record(s) Found Shawing Page 1 of 1 Go Ta Page [15]
Add. Interest: Taylor Rental Details Mame City St./Prov. Zip/Pastal Remove
Phone Number: 6038881670 B Bank of America Brea cA 92821 B
Lecation Address: | Daniel Webster Hgwy B4 wells Fargo Home Mortgage Nashua NH 0zos3 Ex}
Location City: Mashua

Clear

Location [ososz |
Zip/Postal: o308z

First Name: Jchn

Last Name: Deerd

You must search for a recoerd prior to entering a new one. After the results are returned you will be given the option to add a new record.
search

Note: The [Add New Record] link is available each time a search is run. Make certain
that the search criteria is correct and a match was not found prior to adding a new
record by using the Clear button and retrying the search again.

Any information entered in the search fields is automatically transferred to the newly added additional
interest fields. Any field with a red asterisk * is a required field. Complete the balance of the fields and click
the Save button in the upper right portion of the screen to add to Nexsure. To clear and start the entry over,

click the Clear button.
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hdd New Additional Interest
card file

* indicates required field

Additional Interest Information

Interest Type: | Certificate Holder

name: [Taylor Rental

website: [www._taylorentalnashua.com

Primary Account Address

Address: |1 18 Daniel Webster Hwy South

City: |Nashua J
State:INEW Hampshire @
zip: [03062 =

i SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS

Country: |

Intl Address Info: I
ohons: [G030ERT6T0
o rree [SOOBIGTET0
o

Clearl

Primary Contact
Apply Contact: {7 Use Existing  * Add New

Brefix: 'I
Firs:Namé:lJUhﬂ— MI: |_
Suffix: 'I
Contact Role: | Inspection 'l
E-Mail: |jdeere@trnashua.com

Phone Number(s) Format(## £ 8 #8EEEE)
Type Number Ext Description

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected %%

|Business Phone -| 6038881670 [

I
[ Cell Phane =l | [
I

[Personal Fax ||

How to Use the Contact Summary Screen
The contacts tab contains all the contacts added for this entity in a summary view. Unlimited contacts
may be added for each entity, but only one is designated as the primary contact. The primary contact is
identified with a check box in the Primary column on the Contacts Summary screen. The primary may be
reassigned but deletion of a primary contact is not allowed.

Once the new entity is stored, additional information may be added after the card file tab is displayed.

Additional Interest Name: Taylor Rental

card file | contacts | locations  additional interest name

Taylor Rental Information
Website: Website
Type: Certificate Holder
Primary Contact
Name: John Deere
Title: Manager
E-Mail:
Business Phona:

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS

Mailing Address

Address: 118 Daniel Webster Hwy South

City: Nashua State/Province: NH

Zip/Postal: 03062

Location Address

Business Phone:
Toll Fres:

Address: 118 Daniel W

ter Hwy South

City: Nashua State/Province: NH

Zip/Postal: 03062

03} 888-1670

00) 346-1670

HOME | HELP | SETUP | LOGOUT

pand | Add | Remove Selected &
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Adding a New Contact

The contact added when the additional interest is first entered in Nexsure will automatically be designated
as Primary. The contacts tab displays all contacts in a summary view for this entity. Unlimited contacts may
be added for each entity but only one can be designated as the primary contact. The primary contact will
be identified with a check box in the Primary column. The primary contact may be reassigned but deletion
of a primary contact is not allowed.

Click the [Add New] link in the upper right hand corner of the Contacts Summary screen. The Search For
Existing Contact Record screen is displayed.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selactad W

Additional Interest Name: Taylor Rental 3
card file = contacts | locations | additional interest name
Apply Contact % Search Contact © New Contact
Search For Existing Contact Record: Last Name | Search |

The Search Contact option is selected by default. This feature allows the global contacts database to be
utilized so that duplicate contact records may be avoided.

Enter the last name for the contact in the space provided and then click the Search button. All contacts
with the same matching last name are displayed along with the e-mail address. Scroll through and select
the match if returned and click the Use Selection button to associate with this entity. Any field modified
and saved on this record will affect the original record, so make sure you have the correct contact before
modifying. There are four fields in each contact’s detail that are unique to the contact’s relationship to this
entity. These four fields are: Title, Primary Contact, Contact Role and Location. Changing these four fields
will not change the original record.

Note: All contacts added to Nexsure are stored in a global database. A contact should be
entered in Nexsure only one time. The contact can then be related throughout Nexsure
as needed.

After searching the existing contacts list and confirming the contact does not exist in Nexsure, select the
New Contact option. The Contact Details screen is displayed. Enter the new contact information and click
the [Save] link to store the record or the [Cancel] link to abort the entry.

Dimensional’

PAGE 104 Technologies



NEXSURE® TRAINING MANUAL - ACCOUNTING CHAPTER 5

%ure HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected W
[Additional Interest Name: Taylor Rental »
card file = contacts  locations | additional interest name =
Contact Information [Save] [Cancel]
Personal Information
Prefix First M1 Last Suffix Goes By
Title

Is this the Primary Contact for this sccount?  ves & g Contact Rols: -

Personal Numbers E-Mail Address

Type Humber Exct Description E-Mail: I—
|Home Phone j | |
E-Mail 2: I

ICeII Phone j |
|2nd Phone Line jl

|
|Bu5iness Phone jl |
I
|

Locations

Select the Primary Account Location for this :onta:thorporate Headquarters - 118 Daniel Webster Hwy Southj

Contact Notes

Note: E-Mail Addresses should be obtained for all contacts. E-Mail addresses are placed in
a global address book and made available on the Delivery screen.

Editing a Contact

Contact information may be changed or updated as needed. There are four fields in the contact’s details
that are unique to their relationship to an entity and if updated, will only affect this record. The four unique
fields are: Title, Primary Contact, Contact Role and Location. All other fields apply to the contact globally
and if updated, will affect all records for this contact throughout Nexsure.

After accessing the additional interest through Search, click the contacts tab for access to all contacts. Each

contact has its own Details @5’ icon.

Clicking the Details E? icon for a contact will bring up the detail screen. Make the necessary changes to the
record and click the [Update] link to save the changes.
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Changing a Primary Contact

When adding a new entity, the first contact entered is designated as the primary contact. A primary contact
cannot be deleted but a new primary contact may be selected. To change the primary, click the Details @5’
icon on the Contact Summary screen of the new primary contact. On the Contact Details screen under the
Contact Role, click the Yes option beside Is this the Primary Contact for this account?. Click the [Update]
link in the upper right of the screen to complete the primary contact change process.

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected W%

SEARCH | ORGAMNIZATION | REPORTS | CAMPAIGNS

Additional Interest Name: Taylor Rental

card file  contacts = locations = zdditional interest name

Contact Information [Save] [Cancel]

Personal Information

Prefix First MI Last Suffix Goes By
| j |J0r|alhan l_ |Tay|0r | j |J T
Title

ContactRo\e:IInSDeCtiOn d

Is this the Primary Contact for this account? &' Fed € No

Deleting a Contact

If the original primary contact needs to be removed, it is now possible since the primary contact has been

changed. To remove a contact, click the Remove I%‘ icon on the Contact Summary screen and confirm
deletion on the confirmation pop-up window.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected &9
Additional Interest Name: Taylor Rental 3
card file | contacts = locations | additional interest name
Contact Summary Showing page 1 of 1 page[1 7] [Add Mew]
Details Primary Name Title Contact Rale Email Remave
~ Accounting
B Manager Inzpection o]
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Locations — Additional Interest

The location added when the additional interest is first entered in Nexsure will automatically be designated
as the primary location. The locations tab contains all locations in a summary view for this entity. Unlimited
locations may be added for each entity but only one can be designated as the primary location. The primary
location is identified with a check in the Primary column on the Location Summary screen. The primary
location may be reassigned but deletion of a primary location is not allowed.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selactad W9

Additional Interest Name: Taylor Rental

card file | contacts locations | additional interest name

{{ Add Maw
Location Summary Showing page 1of 1 pagell_;[ L =

Datails  Primary Location Type Address City St./Prov.  Zip/Postal Phone Number Remove
[¥  Corporate Headquarters 118 Daniel Webstar Hwy South Nashua NH 03062 (603) 888-1670

Adding a Location

To add a new location, click the [Add New] link in the upper right part of the screen. Complete the location
details on the screen and click the [Save] link to store or the [Cancel] link to abort.

n%ure HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selactad W#

Additional Interest Name: Taylor Rental »
card file = contacts locations | additienal interest name .
Location Information [Save] [Cancel]
Location Type: | [Select Location Type] = Physical Address
This Location Is Set To Primary For The Account,  vas ™ o Address: |
Is this the Billing Location for this account?  vas % no Address 2: |

City: | |
Location Numbers o l—
Type Number Exct Description tate/Province: | =1 zip/postal:

IBuEinesE Phone d I I Country: |United States =l

|
IFax Number j I I I
|

Is aboue address the US Mail address for this location? i yas Opo
IDhone j I I

Indl Address Info: |

Mailing Address

Addrass: |

Address 2: |
City: | _I
State/Province: | 'I Zip/Postal: _I

Country: [United States =l

Intl Address Info: |

Note: The Location Type drop-down box is populated by each organization to ensure
that the list fits all needs.
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Modifying a Location

Location information may be changed or updated as needed by clicking the Details @ icon for the location
on the Location Summary screen. After completing the modifications, click the [Update] link to save the
changes or the [Cancel] link to abort.

1%ure HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected W
hdditional Interest Name: Taylor Rental 3

cardfile | contacts  locations | additional interest name
Location Information [Update] [Cancel]

Lecation Type: I Corporate Headquarters |~ Physical Address
This Location Is Set Te Primary For The Account. Address: [118 Daniel Webster Hwy South
Location Numbers [Add New] Addrass 2:

City: INashua _I
Detsils Primary Phone Type Phane Ext Desc Delete State/Province: | New Hampshire =l zipostal: |03052 _I
B ¥ Business Phone 503) 8868- 1670 B c | 1
try: |
B Toll Free 5 ouneny

Intl Address Info: |

Mailing Address

Address: [118 Daniel Webster Hwy South

Address 2: |
City: [Nashua J
State/Province: W Zip/Postal: |U3062 _I
Country: | =

Intl Address Info: |

Changing the Primary Location

When adding a new entity, the first location entered is designated as the primary. A primary location cannot

be deleted but a new primary may be selected. To change the primary, click the Details @9 icon on the
Location Summary screen of the new primary location. On the Location Details screen, click the Yes option
beside Is this the Primary Location for this account?. Click the [Update] link in the upper right of the screen
to complete the primary location change process.

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS

Additional Interest Name: Taylor Rental

card file = contacts locations = additionzl interest name

Location Information

Location Type: |Corporate Headquar‘tersj

This Location Is Set To Primary For The Account. [ CHEVINE o

r‘f’es & No

1= this the Billing Location for this account?

In the locations tab summary view, the newly appointed primary location will be displayed with a check
mark in the Primary check box. The old primary location will now have a Remove %‘ icon.
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Deleting a Location

After accessing the appropriate additional interest locations tab, click the Remove % icon on the Location
Summary screen to remove the location. Click OK to confirm the removal of the location or click Cancel to
abort the process.

If the Remove %‘ icon is not available and the location is not identified as primary, the necessary security
to remove locations has not been granted.

Modifying the Additional Interest Name

To modify the additional interest name, click the additional interest name tab. Enter the correction and click
the [Update] link on the upper right of the screen or click the [Cancel] link to abort the change.

HOME | HELP | SETUP | LOGOUT

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

Additional Interest Name: Taylor Rental

card file  contacts  locations  additional interast name

Additional Interest [Update] [Cancel]
Additional Interest Type: ICert\ficatE Holder j
Additional Interest Name:  [Taylor Rental
Website: Iwww.taylnrrenta\nash [wmwnw.taylerrentalnash]

additional interest name  locations  contscts  card file

Notes

o, PAGE 109



CHAPTER 5 NEXSURE® TRAINING MANUAL - ACCOUNTING

Carrier

The carrier records are used for invoicing, accounting and carrier downloads. It is required that carriers be
added to Nexsure prior to using any of these features and also prior to receiving a data conversion. Make
sure to enter all required information in order to help speed up user processes. Use the information in this
section to assist in completing all required information.

Carriers in Nexsure are identified as parent, issuing and billing carrier types. The parent identification is
given to the first carrier added, but this type may be modified as needed when subordinate carriers are
added. The type of issuing indicates that the carrier is an issuing carrier for insurance policies but may
also be identified as the billing carrier if necessary. The type of billing indicates that the carrier is where
payments are sent and received by the agency (in Nexsure, known as the branch).

Prior to adding any carriers, it is a good idea to complete a worksheet of how the carriers will be added to
make the process quicker. When determining how to add carriers, keep in mind that if an issuing carrier is
used with more than one billing carrier, the issuing carrier is added one time under its parent. Note that
this situation occurs typically with non-standard markets such as business placed through general agents
or brokerage firms. Brokerage firms or general agents are added as an Intermediary carrier and do not
have Issuing Carriers. Issuing Carriers that Brokers or General Agents may use will be selected from the
Issuing Carrier list when the policy is added. The Broker or General Agent is separately selected as the Billing
Carrier.

If the agency does not have a contract with the parent of an Issuing Carrier, the parent is added without
checking the billing box. When adding parent carriers solely for the purpose of properly adding an Issuing
Carrier, use the carrier Note field to identify why the parent is not an issuing or billing carrier. If the agency
secures a contract with the parent in the future, all subsidiary issuing carriers are properly associated with
the parent.

Example: Your agency was unable to place coverage for a client through one of your
licensed carriers. You submitted the risk to your favorite Excess & Surplus Lines broker.
The broker, ABC Brokers, secured a quote through Lexington Insurance Co., an AlIG
company.

Carrier Traditional Intermediary Issuing Billing

ABC Brokers X - Parent N/A X

Lexington X X N/A

AIG X - Parent N/A N/A
Carrier NAIC Code

The NAIC Code is required for each Issuing carrier that will download. Any carriers that the organization
receives downloads from must have an NAIC code added to the Issuing carrier name record. It is good
practice to add the NAIC Code to all Issuing carrier name records as the code will flow to all forms that use
the code. Due to the fact that the NAIC code identifies where downloaded data should go in Nexsure, an
NAIC code cannot be used on more than one carrier name record.
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Unique download situations may require the use of an Integration Code in lieu of an Issuing Carrier’s NAIC
Code. The use of an Integration Code is rare. An Issuing Carrier that downloads will have either an NAIC
Code or an Integration Code, never both. The NAIC Code identifies the Issuing Carrier when it is used within
its own Parent/Billing group of affiliated carriers. An Integration Code identifies the Issuing Carrier when it
is used by an unrelated Parent/Billing/Issuing group of carriers. Your Account Manager or Nexsure Support
will help you determine if an Integration Code applies to any of your Issuing Carriers that download.

Carrier Commissions

Nexsure requires each carrier name to be associated to the Territory(ies) of the Branch(es) where it will be
used. For a carrier name to be available for selection at policy underwriting, Nexsure requires at least one
commission for that carrier in each Branch where it will be used. Carrier names must first be associated to
the Branch’s Territory before a commission may be added for the carrier name and Branch combination.

Download also requires at least one commission for each carrier name and Branch combination that will
download. However, to have all the proper commission amounts flow to the policy info screens in Nexsure,
a commission for each combination of Line of Business, carrier name and Branch that downloads should be
added.

Sections of this chapter provide detailed steps for adding carriers and commissions. A carrier worksheet is
provided below to assist with entering carriers and commissions. Print or copy the worksheet as needed
and complete these basic required fields prior to entering your carriers in Nexsure. All the fields available
in Nexsure for carriers are not on this worksheet (such as phone numbers), but they can be added later or
added to your own version of the worksheet for completion.

Note: Prior to receiving downloads from carriers, in addition to carrier setup covered
in this chapter, refer to “Employee Record Maintenance”, in Chapter 2, Admin Training
Manual, to setup employee commission defaults.

Carrier Worksheet

Use the Carrier Worksheet to set up carriers and commissions. The Carrier Worksheet is located for
download in the Help System by clicking the L1 Before You Start link.

Welcome to the Nexsure help system. Click the quick access links below ta view commaon help topics, for mare topics, use the table of contents o

information on using this help system, see Using Nexsure Help.
Carrier Interface Status Reports a.«‘ Before You Start

ﬁ Release Notes Q Hot Fixes ﬁf Blanned Development ‘ﬂi Tips & Facts

Below is an example of the Carrier Worksheet:
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Adding Carriers

Step 1: Add Carriers > Step 2: Associate Carriers to Territory(ies) > Step 3: Add commissions for each Branch where Carriers will be used

PARENT Carrier Name and Address

General Ledger

i ey Category Carrier DB Rule Territory(ies)
ONAICCode: Erarent Olssuing Orost Direct Bill m]
O Traditional O Billing invoicing to [m|
Ointermediary Ointernal General Ledger a
ONAIC Code: O Traditional Olssuing Orost Direct Bill m]
Osilling invoicingto [m]
Ointernal General Ledger m]
[m]
CONAICCode: O Traditional Olssuing O Post Direct Bill m]
Osilling invoicing to a
Ointernal General Ledger [m]
[m]
ONAIC Code: O Traditional Olssuing OPost Direct Bill a
Oeilling invoicingto [m}
Ointernal General Ledger a
O
ONAIC Code: O Traditional Olssuing OPost Direct Bill a
O gilling invaicingto O
Ointernal o
O

Notel: Parent Intermediary will not have subordinate issuing carriers. The issuing carriers used by an intermediary are added under their own parent.

Note 2: Carrier CD Rule for Commission Downloads only applies at carrier levelif Org default is not established in Setup » Download Defaults
Note3: Integration Code for Interface is rarely used. Discuss with your Account Manager or Nexsure Support to see if this code applies to any of your carriers.

Adding Commissions

COMMISSIONS Note: Carrier Names must be associated to the Branch's Territory to be available for
adding commissions. A carrier name must have at least one commission line for each LOB/Dept/
FORBRANCH >

Branch where it will be used. Carrier/Org
CARRIER NAME Branch Code Line of Business New % Renew % Rew % DEFAULT

Default Rules

= Youmay establish one Line of Business (LOB) Default for each LOB in a Branch. The LOB Default will apply if Nexsure does not find a commission that matches the policy's Branch,
Carrier, Department and LOB exactly.

= Yopumay establish a Department Default for each Department in a Branch. The Department’s default commission will apply if Nexsure does not find an exact match or a LOB
Defaultfor the policy's Branch.

*  Youmay establish one Carrier Default for eachgroup of carriersin a Branch. If an exact match, LOB or Department Default commission is not found for the policy's Branch, Nexsure
will use the Carrier Default of the pelicy's Issuing Carrier if it exists. A Carrier Default established on a billing carrier will be used only ifa policy’s Issuing Carrier is Unassigned.

*  Youmay establish one commission line as the Org default for your entire Organization. If Nexsure does not find an exact match, LOB, Department or Carrier Default for the Branch,
itwill use the Org Default or display a commission not found message if anOrg Default does not exist.
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Searching Carriers

Adding, modifying and removing carriers in Nexsure is done from the Search screen on the Primary menu.
Begin by selecting Carrier from the Entity drop-down box on the Search screen. Notice that the search
fields change with the selection of carrier. Nexsure provides several key fields for searching to help ensure
accurate results. Enter less information for broader results or more information to return less data. To

activate a search, click the Search button or press Enter. If the carrier exists, click the Details @9 icon to see
the details.

n%ur‘e HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected WF

Hello, Betsy Cormier

search

You must search for a record prior to entering a new one. After the results are returned you will be given the option to add a new record.

Entity: Carrier B HiSTORY RESULTS - CARRIER
Search Typa: Contains ~| 6Record(s) Found Showing Page 1 of 1 Go Te Page |1 'I
Carri : -
arrier Caregory: | All Details Name Location Type City St./Prov. Zip/Postal Remove
Carrier: | E Hartfard Insurance Group Corporate Headquartars Hartfard cT 06155 Bl
Phone Number: B Safeco Insurance Corparate Headquarters Seattle WA sg185 B
Location Add :
ecation Acgress B American Empire Surplus Lines Ins Co Home Office Cincinnati OH 45201 B
Loeation City: B Surplus Lines Managers, Inc. Home Office Nazhuz NH 03062 Eo]
Locatien l—
Zip/Postal: B T@  torsnGoldman of New England Underwriting Cencerd NH 03201 Eo]
First Name:
Ed Western World Insurance Group Corporate Headquarters Franklin Lakes M 07417 B

Last Name:
Clear

You must search for a record prior to entering a new one. After the results are returned you will be given the option to add a new record.

Note: The First Name and Last Name fields are to search by contacts. If multiple contacts
are on an account, any of those contacts may be entered to return the association with
the carrier. Entering some of the contact name returns a broader result, enter most or
full first and last name for a more specific result.

Adding Carriers

In the Entity drop-down box, select Carrier. Prior to adding carriers, searching is required to help prevent
duplication. After a search has been done, the [Add New Record] link is automatically activated. To
understand how searching for a carrier works, it is important to note that all associations with a carrier will
be displayed. These type of results allow a clear picture of what has been added for a particular carrier. After
confirming that the desired carrier does not already exist, click the [Add New Record] link in the upper right
portion of the screen.
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n%ure HOME | HELP | SETUP | LOGOUT

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

Hello, Betsy Cormier

search
[ Add New Record ]

Search Type: ICnntains x| ©Rscord(s)Found

Carrier Catzgory: |AH =l | Details Name Lacation Type City St./Prov. Zip/Postal Remove

Carrier: IRepuin: Companies ¢ No records found on specified search criteria for Carrier.

Phone Number: IQ?Q?BBEDDD _
Search | Clear

Location Address: |5525 LE] Freeway

Location City: IDaIIas

Lecatien I—’

Zip/Postal: 75240-6241

First Name: IParI-cEr

Last Nama: |Ru5h

You must search for a record prior to entering a new one. After the results are returned you will be given the option to add a new record.

Note: The [Add New Record] link is available each time a search is run. Make certain that
the search criteria is correct and a match was not found prior to adding a new record by
using the Clear button and retrying the search again.

Any information entered in the search fields are automatically transferred to the newly added carrier fields.
Any field with a red asterisk * is a required field. Complete the balance of the fields and click the Save button
in the upper right portion of the screen to complete the addition. To clear and start entry over, click the
Clear button.

i%ure HOME | HELP | SETUP | LOGOUT

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

hdd New Carrier

card file
* indicates required fisld Save | Clear |
Carrier Infarmation Primary Contact

name: [Republic Companies Group = Apply Contact: {7 Use Existing (% Add New

NAIC Code: |
Prefiz: 'I
Carrier Category: ' tneermediary @ Traditional * I—
First Name: |Parker * M
Carrier Types: Issuing ¥ Billing M tnteral [
Last MName: |Rush =
Contract Year:
Suffiz: 'I
website: |
Title: 'I
AM Best Rating:
Contact Role: 'I
Primary Lacation —_— l_
Location Type: | <select location types j *
Phone Number(s) Format(##£#4####%)
Address: [5525 LBJ Freeway = Type Number Ext Description
IHUme Phone j | |

| |
oo [Dales | | - [cetrPhone ] [ [
State: lﬁ . |F'er90na\ Fax =] [ |
Country: | d
Il Address [
Info:
ohone: [9727886000
e[
Carrier E-mail: l—

Is the above the US Mail address for this location? ® ves (' nNo
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Fields Description

Carrier Name This is a required field indicated by the red * asterisk. Enter the name of the carrier to
be used at both client and accounting levels.

NAIC Code NAIC codes cannot be repeated (because each NAIC code is used to identify where
downloaded data should go). Make sure to add the NAIC code to the carrier from
which downloads will be received. Any carriers that the organization receives
downloads from must have an NAIC code added to the carrier record. Parent/Billing
Carriers that issue and download policies with unrelated carriers require entry of an
Integration Code in lieu of the NAIC code on the Issuing Carrier. The Integration Code
field is available on the Carrier Name record.

Carrier Category This is a required field indicated by the red * asterisk. To identify the carrier
relationship at this level, click the appropriate option button. Select Traditional when
the carrier is a Standard market or Intermediary for third parties. Intermediaries are
typically managing general agents (MGA's), general agents (GA’s) or brokerage firms
used to access markets for hard to place risks, specialty risks or unattainable carrier
appointments. An icon is added at the carrier Search view if the carrier is identified as
an Intermediary. Carriers designated as Intermediaries will only be shown in the billing
carrier drop-down in policy headers.

Carrier Types Carrier Types identify the carrier as Issuing, Billing or Internal. The carrier actually
writing the policy is identified as the Issuing Carrier. Carriers where payments are
received from or paid to are identified as the Billing Carrier. Both options of Issuing
and Billing are used at the policy level. Selecting Internal with the Carrier Category
of Intermediary is only a flag that indicates the affiliation is a carrier which is internal
to the organization. Internal carriers could be either part of the organization or have
a contractual relationship. Issuing, Billing and Internal may all be selected. However,
if the Carrier Category is marked as Intermediary, Issuing will not be a Carrier Type

option.
Contract Year If desired, enter the contract year to identify the inception of the contract.
Web site Enter the web site address for the carrier.
AM Best Rating Enter the AM Best Rating if desired.
Primary Location Complete the location address for the main location of the carrier. Other addresses

may be added later by clicking the locations tab at the carrier level. The Location Type
selection list may be personalized in SETUP > Lookup Management.
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Fields Description

Primary Contact Before adding any contact, use the search option to make sure the contact does not
already exist in your organization. Click the Use Existing option, enter the last name

in the Last Name box and click Search. If no matches are displayed, click the Add New
option button to add the new contact. A Primary Contact is required. If the Primary
Contact is unknown at the time the carrier is added, a unique Unknown contact for
the carrier may be added. When the carrier’s Primary Contact is identified, a new
Contact is to be added before the Unknown contact record is removed from the
carrier record. Refer to Changing a Primary Contact in this section.

Primary Contact

Apply Contact @Use Existing OP-dd Maw

Search For An Existing Contact

Personal Numbers Click the Add New link to add new phone numbers. Click the Details I%?icon to edit

the number or details. Click the Remove icon to remove numbers not designated
as primary.

Type: The types in the drop-down box are added in Setup under Lookup Management
under the category of Miscellaneous.

Number: Enter the phone number in the Number field, without formatting.
Formatting is applied after saving the screen.

Ext.: Enter up to 6 digits in the Ext. field.

Description: Enter up to 15 characters to help describe the phone number, such as
“After 5:00 PM”.

After the first carrier of a group of carriers is added, refer to the sections “Adding Carriers to a Group of
Carriers” and “Modifying the Carrier Name”, in this chapter to add or modify carriers within this group of
carriers.

How to Use the Contact Summary Screen

The contacts tab contains all the contacts added for this entity in a summary view. Unlimited contacts
may be added for each entity, but only one is designated as the primary contact. The primary contact is
identified with a check box in the Primary column on the Contacts Summary screen. The primary may be
reassigned but deletion of a primary contact is not allowed.

Once the new entity is stored, additional information may be added after the card file tab is displayed.
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n%ure HOME | HELP | SETUP | LOGOUT
SEARCH | ORCANIZATION | REPORTS | CAMPAICNS Bookmarks: Expand | Add | Remove Selacted &

CARRIER PROFILE | ATTACHMENTS
ICarrier N\ame: Republic Companies Group

card file | contacts | locations  carriername = commissions

Republic Companies Group Information Mailing Address
Website: Website Location Type: Home Office
Primary Contact Address: 5525 LB] Fresway
Mame: Parker Rush City: Dallaz State/Brovince: TX

Title: Zip/Postal: 75240-6241
E-Mail: Parker Rush 972} 7 1]

Business Phone: (372) 728-6000

Adding a New Contact

Click the [Add New] link in the upper right hand corner of the Contacts Summary screen. The Search For
Existing Contact Record screen is displayed.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selacted W#
CARRIER PROFILE | ATTACHMENTS
Carrier Name: Republic Companies Group

card file = contacts = locations = carriername  commissions

Apply Contact (¥ Search Contact ' New Contact

Search For Existing Contact Record: Last Name I

The Search Contact option is selected by default. This feature allows the global contacts database to be
utilized so that duplicate contact records may be avoided.

Enter the last name for the contact in the space provided and then click the Search button. All contacts
with the same matching last name are displayed along with their corresponding e-mail addresses. If a
match is returned, scroll through to select it and click the Use Selection button to associate with this
entity. Any field modified and saved on this record will affect the original record, so make sure you have
the correct contact before modifying. There are four fields in the contact’s details that are unique to
their relationship to this entity. These four fields are: Title, Primary Contact, Contact Role and Location.
Changing these four fields will not change the original record. If the contact does not exist in Nexsure,
select the New Contact option.

Note: All contacts added to Nexsure are stored in a global database. A contact should be
entered in Nexsure only one time. The contact can then be related throughout Nexsure
as needed.

The Contact Details screen is displayed. Enter the new contact information and click the [Save] link to store
the record or the [Cancel] link to abort the entry.
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nexsure e p—

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS B arks: Expand | Add | Remove Selected W#
CARRIER PROFILE | ATTACHMENTS

Carrier Name: Republic Companies Group »
card file = contacts = locations = carriername = commissions -
Contact Information [Save] [Cancel]

Personal Information
Prefix First MI Last Suffix Goes By

[ Al 0 [ HI

Title

| [

Is this the Primary Contact for this account? T ves g

Personal Numbers E-Mail Address

Type Number Ext Description

E-Mail: I
|Home Phone j | |

E-Mail Z: I
IElusiness Phone jl

|Ce|l Phone j |

|
|
|2nd Phone Line jl |

Locations

Select the Primary Account Location for this contal:tlHOrT'le Office - 5525 LB] Freewayj

Contact Notes

=
[

Note: E-mail addresses should be obtained for all contacts as they make searching an
easier process and allow contact information to be used in Nexsure’s Delivery address
book.

Editing a Contact

Contact information may be changed or updated as needed. There are four fields in the contact’s details
that are unique to their relationship to an entity and if updated, will only affect this record. The four unique
fields are: Title, Primary Contact, Contact Role and Location. All other fields apply to the contact globally
and when updated will change all associated contact records throughout Nexsure.

After accessing the appropriate carrier through Search, click the contacts tab. All contacts are available

on the summary screen. Each contact will have its own Details E? icon. Clicking the Details @5’ icon of
a contact brings up the Contact Details screen. Make the necessary changes to the record and click the
[Update] link to save the changes.
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Changing a Primary Contact

When adding a new entity, the first contact entered is designated as the primary contact. A primary contact

cannot be deleted but a new primary may be selected. To change the primary, click the Details @9 icon on
the Contact Summary screen of the new primary contact. On the Contact Details screen under the Contact
Role, click the Yes option beside Is this the Primary Contact for this account?. Click the [Update] link in the
upper right of the screen to complete the primary contact change process.

Note: If an Unknown contact record was used to add a new Carrier, always [Add New] and
search existing records for the Primary Contact when it is known. Changing the name on
the Unknown contact record will change the name wherever the Unknown contact record
is used. Remove the Unknown contact after the new contact is added and identified as the
Primary Contact for the Carrier.

n%ur‘e HOME | HELP | SETUP | LOGOUT

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

CARRIER PROFILE | ATTACHMENTS
Carrier Name: Republic Companies Group

card file | contacts | locations carrier name | commissions

Contact Information [Save] [Cancel]

Personal Information
Prefix First MI  Last Suffix Goes By

IMr. j IJames l_ ILinden I j IJames
Title
|

|Underwriter

Deleting a Contact

If the original primary contact needs to be removed, it is now possible since the primary contact has been

changed. To remove a contact, click the Remove % icon on the Contact Summary screen and confirm
deletion on the confirmation pop-up window.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected W#

CARRIER PROFILE | ATTACHMENTS

Carrier Name: Republic Companies Group »
card file . contacts = locations = carriername | commissions
Contact Summary Showing page 1 of 1 Page[1 7] [dd New]
Details Primary Name Title Location Email Remove
7 e Underwriter Home Office JLinden@RCG.com
@9 Home Office Parker Rush I%

Rechmologio PAGE 119



CHAPTER 5 NEXSURE® TRAINING MANUAL - ACCOUNTING

Locations — Carrier

When adding a new carrier entity, the first location entered is designated as the primary location for that
carrier. The locations tab contains all locations in a summary view for this entity. Unlimited locations may
be added for each entity but only one can be designated as the primary locationfor the Parent Carrier. The
Parent Carrier’s primary location is identified with a check in the Primary column on the Location Summary
screen. The primary location may be reassigned but deletion of a primary location is not allowed.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected W%
CARRIER PROFILE | ATTACHMENTS
Carrier Name: Republic Companies Group

cardfile  contacts  locations | carriername | cemmissions

Location Summary Filters: [ Show ] [Add New]
Showing page 1 of 1 page[117]

Location Type i L 5 Zip/Postal Fax Number Remove

Add locations for the Parent and all subordinate carriers to the locations tab. Locations added will populate
a drop-down selection list of locations used when adding subordinate carriers. For information on adding
carriers to the group of carriers, see “Adding Carriers to a Group of Carriers” later in this chapter. Each carrier
name added to the Parent group of carriers will designate a location as its primary location.

Adding a Location

To add a new location, click the [Add New] link in the upper right part of the screen. Complete the location
details on the screen.

nEXSUre MoE | ELP | SETUP | LoGouT

SEARCH | ORCANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected W
CARRIER PROFILE | ATTACHMENTS
ICarrier Name: Republic Companies Group »
cardfile = contacts = locations | carriername = commissions £
Location Information [Save] [Cancel]
Location Type: | Claims =l Physical Addrass

address: [5555 LB Freeway

Location Numbers Addrass 2: I

Type Number Ext Description

[Business Phone -] [s005555555 | I Gity: |Dallas L

[Fax number -] [3005558554 | | See/Provinee: [Texas o] zip/eostal; [152406241 |
[Phons Bl | | Country: |United States =l

Intl Addrass Info: |

Is zhove address the US Mail address for this location? Cyes g

Mailing Address

Address: [P.O. Box 803056

Addrass 2: |
City: [Dallas _I
State/Province: lh Zip/Postal: 75380-9056 E
Country: |Un|ted States ﬂ

Intl Address Info: |
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m  Location Types drop-down box is populated by each organization to ensure the list fits all needs.
Add Location Types in SETUP > Lookup Management > Carrier Category > Location Types
(Carrier). Location Types assigned to carrier locations aids in the selection of locations when
carrier names are added to the group of carriers.

m  Phone numbers may be added for each location. First select the appropriate Phone Type from
the drop-down box and enter the number, extension and internal description. Additional Phone
Types may be added in SETUP > Lookup Management > Miscellaneous Category > Phone Types.

o Fax Number phone type will be available for selection in Delivery Address Book search
of Carrier Locations.

0 Customer Service phone type is used to designate the phone number that is to pre-fill to
verification (Auto ID) cards of states that require a phone number. Nexsure will use the
Customer Service phone number of the location associated to the Issuing carrier name
and flagged as that carrier’s primary location on Auto ID cards. If a Customer Service
phone type does not exist, the primary phone number of the Issuing carrier’s primary
location will be used. For information on designating a carrier’s primary location see
“Changing the Carrier’s Primary Location” and “Adding Carriers to a Group of Carriers”
later in this chapter.

m  Click the [Save] link to save the new location or the [Cancel] link to abort.

Modifying a Location

Location information may be changed or updated as needed by clicking the Details @9 icon for the location
on the Location Summary screen. A Location Number can be designated as the Primary phone number for

the location by clicking the Location Numbers Details @5" icon and selecting Yes to the question “Is this
the PRIMARY PHONE NUMBER for this Location”. Click the Update button to save changes to the Location
Number. After completing modifications to the location, click the [Update] link to save the changes or the
[Cancel] link to abort.

ecure o s oo

SEARCH | ORGAMIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Re lected WP
CARRIER PROFILE | ATTACHMENTS
Carrier N\ame: Republic Companies Group »
cardfile  contacts = locations = carriername = commissions
Location Information [Update] [Delete] [Cancel]
Lecation Type: | Claims d Physical Address
Address: [5555 LB] Freeway
Location Numbes Add New
ocation Numbers [ ew] Addressz:l
City: IDaIIas _I
Details Primary Phaone Type Phone Ext Desc Delete
Fax Number 54 Er] State/Province: |-re,cas .[ Zip/Postal: |7524n.5241 J
¥ Busi Bh
ES) = usiness Then= % Country: |United States j

Intl Address Info: I

Mailing Address

Address: [2.0. Box 805056

Address 2: I

City: |Da|las _I
StstaProvinee: [Toxas =] zipfpostal: [76380-9056 | ...
Country: IUnited States E

Intl Address Info: |
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Changing the Carrier’s Primary Location

When adding a new entity, the first location entered is designated as the primary. The new entity’s primary
location cannot be deleted but a new primary may be selected. After the new location has been added,
click the carrier names tab and then click the Details Eﬁ’ icon for the carrier. At the bottom left under
locations, click the [Add New] link. In the pop-up window, select the appropriate location and check the
primary location for the carrier name. Click the [Update] link in the upper right of the screen to complete
the primary location change process.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selacted W

CARRTER PROFILE | ATTACHMENTS
Carrier N\ame: Republic Companies Group

Add a Location r]e Sure
Apply Location: {* Usz Existing  add New
Is this the PRIMARY LOCATION for this Carrier Name?

Accounting Office Dallas, TX [5524 LB] Freeway ] j

Close |

In the locations tab summary view the newly appointed primary location for the parent carrier will be
displayed with a check mark in the Primary check box. The old primary location will now have a Remove

% icon. The primary location is also noted on the carrier name record in the Location(s) section of the
screen.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected WF"

CARRIER PROFILE | ATTACHMENTS

Carrier Name: Republic Companies Group

card file | contacts = locations | carrier name = commissions

Carrier Information [Update] [Cancel]

Carrier Name: IREDLIblic Companies Group This is the current PARENT CARRIER

Carrizr Category: @ Traditional " Intermediary Website: |http:waw.republicgrnup.cnm!
Carrier Types: M 1ssuing M illing I 1nternal waw.republicgraup.com
Carrier DB Rule: ¥ post Dirzct Bill Commission to General Ledger Contract Year:
Carrier CD Rule: ™ Re-run download using lenient criteria AM Best Rating:

NAIC Code: l—
Location(s) [2dd Mew]

Integration Code:
Details Primary Location Type  Address  City St./Prov. Zip/Postal Delete

@9 = Home Office Dallas  Tx TEEe I% Carrier Email: I

6241
Accounting
B v R

75240~

Dallas  Tx G241

Modifying the primary location for any carrier names other than the parent will only show on the carrier
name locations section as being the primary for that name. It will not change the location summary view
primary. That change must take place on the parent carrier to display on the Location summary screen.
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Deleting a Location

After accessing the appropriate carrier locations tab, click the Remove % icon on the Location Summary
screen to remove the location. Click OK to confirm the removal of the location or click Cancel to abort the

process.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected W*

CARRIER PROFILE | ATTACHMENTS
Carrier Name: Republic Companies Group

cardfile = contacts  locations | carriername = commissions

i Add New
Location Summary Showing page 1of 1 Page[1x L !
Details Primary Location Type Addrass City  St/Prov.  Zip/Postal Dhone Number Fax Number Remove

[¥  Accounting Office Dallas  TX 75240-6241
B [T Home Office Dallas TX 75240-6241

Em
B

@ = Claims

Dallas  TX 75240-6241

If the Remove % icon is not available and the location is not identified as primary, the necessary security
to remove locations has not been granted.

Adding Carriers to a Group of Carriers

To add a carrier to the same group of carriers, click the carrier names tab and [Add New].

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selacted &%
CARRIER PROFILE | ATTACHMENTS
Carrier Name: Republic Companies Group

card file = centacts  lecations  carrier name = commissions

Carrier Summary Showing page 1 of 1

Details  Parent Billing Issuing Internal Carriers

o ) ]

Enter the Carrier Information for this carrier name. The NAIC code is required for all Issuing Carriers that will
download. If the carrier being added is the Parent of the group of carriers, select the Yes option in response
to ‘Is this current Parent Carrier’ question.

Organizations that have Direct Bill Invoice General Ledger Posting rules set to “Post to the General Ledger”
and “Override by Carrier” can choose to post on an individual carrier basis by selecting the Carrier DB Rule.
If the Carrier DB Rule is unchecked, direct bill invoices will not post to the general ledger for that carrier.
Direct bill invoices can still be entered, but they will have no effect on the general ledger and will not be
available for reconciliation.

If direct bill invoice posting for a carrier name is desired, make certain the Carrier DB Rule is checked on the
carrier name detail.

Commission download may be set to re-run using lenient criteria for all carriers in SETUP > Downloads >
Download Defaults > Exceptions Processing. The Carrier CD Rule for commission download processing may
be established for individual carriers by selecting the Carrier CD Rule at the carrier level in lieu of an Org
level default in SETUP.
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Add locations for the carrier by clicking the Location(s) [Add New] link. Locations added to the location
summary are available for selection in the drop-down box. If the location has not been added, click the Add
New option to display fields to enter a new location. Select the check box to designate this location as the
carrier’s Primary Location. Click the Save button to save the location or Cancel to abort.

Add a Location nexsure

Apply Location: % Use Existing  add New

Is this the PRIMARY LOCATION for this Carrier Name? '_ Yes

Accounting Office Dallas, TX [5524 LB] Freeway 1 j

Note: The Issuing Carrier’s primary location is used to pre-fill carrier phone and address
information on Auto ID cards. The primary location’s primary phone number will be used
unless a Customer Service phone type has been added to the location.

Click [Update] to complete adding the new carrier name.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selectad W#'

CARRIER PROFILE | ATTACHMENTS
Carrier Name: Republic Companies Group

cardfile  contacts = locations = carrier name  commissions

Carrier Information [Update] [Cancel]
Carrier Name: [Republic Fire & Casualty Insurance 1s this current PARENT CARRIER? Cves o
Carrier Category: @ Traditional { Intermediary Website: |www.republicgroup.com

Carrier Types: ¥ 1szuing [ eilling [ 1nteral
Carrier DB Rule: ¥ post Direct Bill Commission to General Ledger Conractvear: |
Carrier €D Rule: I Re-run downlozd using lenient criteria

AM Best Rating: IA-
Lacation(s) MAIC Code: 10810
Integration Code: I

Carrier Email: [

Apply Location: % Use Existing  Add New

Home Office Dallas, TX [5525 LB Freeway ]

The Parent and its subordinate carriers display on the carrier names summary of the Parent carrier.
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HOME | HELP | SETUP | LOGOUT

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

CARRIER PROFILE | ATTACHMENTS
Carrier Name: Republic Companies Group

card file  contacts  locations = carrier name | commissions
Carrier Summary Showing page 1 of 1 Page |1l ¥ [Add Maw]
Details Parent Billing Issuing Internal Carriers NAIC Code AM Best Remove

Ird = F =  Republic Compa
B - It 5 B R - 10810 A i
Erj

E4 | [ | 7 & Scuthern County Mutual Insurance Company 27863 A-

Modifying the Carrier Name

To modify the carrier name or other details such as NAIC code or to establish Carrier DB and Carrier CD

Rules for individual carriers, click the carrier names tab and the Details @5’ icon of the carrier name to
be modified. Enter the correction and click the [Update] link on the upper right of the screen or click the
[Cancel] link to abort the change.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selectad &#"

CARRIER PROFILE | ATTACHMENTS

Carrier Name: Republic Companies Group

card file = contacts | locations | carrier name | commissions
Carrier Information [Update] [Cancel]
Carrier Name: IREDuinC Companies Group This is the current PARENT CARRIER
Carrier Catagory: @ Traditional ' Intermediary Website: |http:ff"‘""""’-"59“blicg"UUD-CU'T”(
Carrier Types: ¥ Issuing ¥ Eilling [T Intzmal
Carrier DB Rule: ¥ Bost Direct Bill Commission to General Ledger Contract Year:
Carrier CD Rule: ™ Re-run download using lenient criteria AM Best Rating:
NAIC Code:
Location(s) [Add New]

Integration Code: I

Details Primary Location Type Address City St./Prov. Zip/Postal Delete

75240~
B [T HomeOffice Dallas  Tx o &} Carrier Email: I
Accounting 75240-
@’ ¥ Office Dallas  Tx G241
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Carrier Commissions

The commissions summary tab shows the commissions added for the carrier names. At least one commission
line must be added for each carrier name in each Branch where the carrier name will be used. The carrier
name must first be associated with the appropriate Territory before a branch may be selected to add a
commission for the carrier name and branch combination.

Associate Carrier to Territory and Branch from Carrier Name Tab

Carrier association may be done at Organization level one territory at a time or on the carrier name tab to
all or selected territories and branches at one time. To associate carriers at Carrier level, click SEARCH on
the Primary menu, change the Entity to Carrier, click Search and click the Details @9 icon, select the carrier
name tab and click on the Details [5¥ icon beside the carrier’s name to be associated with the branch.

CARRIER PROFILE | ATTACHMENTS
Carrier Name: Penn National Insurance | Carrier

card file = contacts locations | carrier name | collaberation commissions

Carrier Information [Update] [Cancel]

Carrier Names [Penn National Insurance This is the current PARENT CARRIER

Carrier Category: ® Traditional O Intermediary Website: [

Carrier Types: 1ssuing [¥] Billing [J Internal

Carrier DB Rule: Post Dirzct Bill Commizsion to General Ledger Contract Vear: l:l

Carrier CD Rule: [ Re-run download using lenient criteria AM Best Rating: :|
; NALE Cade:

Location(s) [Add new]

Details Primary LocationType Address Gty  St./Prov.Zip/Postal Delete
Corporats PO Box -
Headquarters 2361

Harrisburg ~ PA

e Carrier Email: [communicatiens@pnat.cem

Notes:

[ Add New Association ]

At the bottom right of the Carrier Name detail screen there is a link called [Add New Association]. Click this
link to add the territories and branches to associate with the carrier. This process must be done in order
to select a carrier at policy level for identification and billing purposes, the carrier must be associated to
the branch. Carriers may also be associated at the Organization level if desired. On the Select Territories
and Branches screen, all territories display by default. To change to one territory, select from the Territory
list. Clicking the check box in the gray header selects and deselects all territories and branches. To select a
specific branch, first click the box beside the Territory name and select the check box beside the Branch.
There is a red * asterisk beside the Branch Code box which indicates that the field must be populated to
proceed with the association. After selecting all territories and branches to associate, click the OK button.
The association has been added and a zero commission line item for each branch so that the carrier may
be used immediately upon association. If the association is added at Territory level, the user must add the

commission for each branch on the Carrier’s commissions tab in order to make the carrier available at Client
level.
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Select Territories and Branches

Teritory: | Southem East Coast Taritary -

To acd associations, select the check box, Once all
assaciztions are completed, click OK.

showingpage 1 of 1hH  Page L]

O =iy Address Gity  SdProv. Zip/Post, Branch Code:
D ‘Southern East Coast Territory 1128 Curnee Avenue Anniston AL 36201

Tip: Te remove associations, access the entity and changs the status to inactive

* required

Now added to the bottom of the screen is a collapsible display showing the associations added. Use the

Open/Closed '# icon to open and close this display. This portion of the screen will default to closed upon
accessing the carrier name detail. Once the carrier has been associated, make sure to update and add
default commissions as needed. Commission must be added for the associated carrier in order to select
the carrier at policy level. For instructions on adding commissions, see “Adding Carrier Commission” in this
chapter.

CARRIER PROFILE | ATTACHMENTS

Carrier Name: Penn National Insurance | Carrier
cardfile | contacts | locations | carriername | collaberation | commissions
Carrier Information [Update] [Cancel]
Carrier Name: [Penn National Insurance This is the current PARENT CARRIER
Carrier Categery: @ Tracitional ) Intermediary Websita: [
Carrier Types: 1ssuing [¥] Billing [ Intzrmal
Carrier DB Rule: Post Dirzct Bill Commission to General Ledger Contract Year: I:l

Carrier €O Rule: [ Re-run download using lenient crizeria AMBestRatng: | |
NAIC Code: 32441
Location(s) [Add New]

Details Primary Location Type Address Gty  St./Prov. Zip/Postal Delete
Corporate PO Box -

Harrisburg ~ PA

Headquarters 2361 2361 Carrier Email: [communications@pnat.com |
Notes:
=® [ Add New Association ]
Details  Status Territory Name Primary Contact Description Update by Updated Date Remove
Active Southern East Coast Territory Donald James Mary Oberlsitner 8/3/2009 11:30:26 AM

Note: If more than one page of territories and branches exist, after selecting Territories
and Branches on the first screen, use the navigation tools to navigate to the next screen
and select all needed before clicking OK. Following this process will add all associations
without having to click the [Add New Association] link more than once.

To associate carriers at Organization level, see “Associate Carrier with a Territory at Organization Level” in
this chapter.
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Associate Carrier with a Territory at Organization Level

On the Primary Menu, click ORGANIZATION. Click the territories tab and select the appropriate territory by
clicking the Details @9 icon.

Click the entities association tab and then the carrier associations tab. Any existing carrier associations will

display. Page navigation links will display if there is more than one page of existing carrier associations for
the Territory. Search filters may be used to search for an existing carrier association.

HOME | HELP | SETUP | LOGOUT

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

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

territory

Training ORG >> Training Org Region >>l Training Org Agency, Inc. ‘
Pravious Page

cardfile  branches = locations = employees | accounting entity associations

additional interest associstions | carrier associations

Showing Page 1of 2 |1 - Filkzr: [Show]
p Carrier Name - - _ Location Type Updated By
| Details Status e Primary Contact Parent Billing Issuing = Updated Date  Remove

To add a new carrier association to the Territory, click [Add New] on the territory’s carrier associations tab.
The carrier associations tab displays with entry options for a new association.

territary

Training ORG == Training Org Region => Training Org Agency, Inc.
Pravious Page Cancel

cardfilz= | branches locations  employees | accounting entity associations

additional interest associations | carrier associations

Name: J Tarritary Azsociation Sttus: ¥ Active

Description: |

NAIC Code:

Brimary Contact: | j

Default Address: |

In the Name area, click the Ellipsis E] button. The Territory Carrier Association dialog box is displayed.
Search for the desired carrier and select the carrier name from the carriers listed. Click the Use Selection
button. If the desired carrier is not displayed, click the No Match button to clear the search criteria and
start a new search. Carrier names that are already associated with the Territory will not display in search
results.
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Territory Carrier Association rmum

Enter at least 2 characters of the name and select
search:

Select Carrier Below:

Republic Companies Group, , P/I/B
Republic Fire & Casualty Insurance Co, 10810,

4 o

MNo Match Use Selection |

Result Format: Carrier Name, NAIC, Parent/Issuing/Billing

Note: Only carriers marked as billing and/or issuing will be returned

When the carrier name is selected, enter a brief Description for the association. This description will display
on the Carrier Association Summary screen. The NAIC Code automatically displays if one is available.
The Territory Association Status must be Active for the carrier to be available for selection at the carrier

commissions tab.

Once all entries have been made for the carrier on the carrier associations tab, click Save to complete the
association of the carrier name to the Territory.

territary
Training ORG >> Training Org Regi > Training Org Agency, Inc.
Previass Page cance
card file | branches locations  employees | zccounting entity associations
=dditional interest associations | carmrier associations
Name: Republic Companies Group J Territory Association Stztus: |V Active
Description: |
NAIC Code:
Primary Contact: IJames Linden j
Default Address: | 5524 LBJ Freeway. Dallas. TX 75240-6241

Existing associations may be edited by clicking the Details @ icon of the carrier name on the carrier
associations summary. Once all edits have been made, click Update to save the changes.

After carriers have been associated to the Territory of the Branches where they will be used, at least one
commission line must be added for each carrier name in each Branch where they will be used at policy

underwriting.
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Carrier Commission Default Setup

Carrier commission defaults can be created after accessing the carrier from the Search screen. Click the
commissions tab and the [Add New] link to add the new commission default.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGAMIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selectad W

CARRIER PROFILE | ATTACHMENTS
[Carrier Name: Republic Companies Group

card file = contacts = locations = carrier nams | commissions
Add New Commission [ indicstes required fisld) [Save] [Cancel]
Carriers: | Select Carrier —- j * I organization Default

Branch Name: P select 2 carrier ® [~ Department Defaule
Department Name: |Cnmmerma| Lines j = ™ carrier Default
Lines of Business: | Select Line of Business — j = I Line of Business Default
Eranch Coda: li *
Rate Type Rate Min. Max. Eff. Date Exp. Date Quota Status
new:  [% of Premium ] [ « | | 7292008 [ | 3R [Active -]
Renews [ % of Premium -] [ « | | 7292008 [ | B s [Active -]
Rewritten: | % of Premium | | | | | 7292008 TE | & |Active -]

Select the Carrier, Branch Name, Department Name and Line of Business using the drop-down boxes
for the new commission. Each of these selections is required. If the carrier name was not associated to
the branch’s territory, the carrier name may be selected, but the branch selection drop down will not be
available for the carrier.

HOME | HELP | SETUP | LOGOUT

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

CARRIER PROFILE | ATTACHMENTS

Carrier Name: Republic Companies Group 3
card file | contacts locatiens carriernams | commissions
Add New Commission (* indicates require [Save] [Cancel]
[SRUFE Southern County ™ Organization Defzule
Branch Name: This carrisr iz nat associste I Department Default
Department Name: | Commercial Lines B ™ carrier Default
Lines of Business: |-- Select Line of Business — j * I™ Line of Business Default
Branch Code: .
Rate Type Rate Min. Max. Eff. Date Exp. Date Quota Status
New: % of Premium  -| | - | | 729/2008 FE | B s [Active -]
Renew: | % of Premium | | « | | 7r2s2008 T | | [Active -]
Rewritten: [ % of Premium = | - | | 729/2008 FE | B sl [Active -]

The Branch Code is a required field and is typically identified as the code number assigned to the agency by
the carrier. The code is also known as the Producer Code or Agency Code and is a requirement for adding a
commission as well as receiving download.

Complete the corresponding commission rate information by selecting the Rate Type, entering the Rate,
entering a Min(imum) and Max(imum) rate (if desired), entering the Eff(ective) Date and Exp(iration) Date
(if applicable), and entering a Quota amount. The Min, Max and Quota boxes are for reference only and
therefore optional. The Eff. Date box automatically populates with the current date and may be changed as
needed. If the Eff. Date is outside the Policy Term effective date, the commission will not populate the policy
info screen. Leaving the Exp. Date box blank allows the commission rate to not expire.
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The Active status may be changed to Inactive if the commission is no longer needed.

To finalize the new commission default, click the [Save] link to save changes or click the [Cancel] link to
abort. Nexsure does not allow saving separate commission defaults that duplicate combinations of a carrier
name, line of business and Branch Code.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected ®
CARRIER PROFILE | ATTACHMENTS

Carrier Name: Republic Companies Group 3
card file  contacts  locations  carrier name = commissions
Add New Commission (* indicates required fisld) [Save] [Cancel]
Carriers: I Republic Fire & Casualty Insurance Co - [Issuing] d = I organization Default
Branch Name: |Training Org Agency. Inc. j ™ Department Default
Department Neme: | Commercial Lines e I Carrier Default
Lines of Busin=ss: [ Auto - Commercial = - I Line of Business Default
senchcose: PRIZT ] -
Rate Type Rate Min. Max. Eff. Date Exp. Date Quata Status
news  [% of Premium -] | 126« | | [ 7292008 TE | B s [Active -]
Renew:  [%of Premium -] | 126« | | | w9200 TE | ] |Actve -]
Rewritten:  [% of Premium ] | 7r29r2006] TE | & [Actve -]

Set the defaults by using the check boxes beside each default type and are used as follows:
m  Organization Default: One organization default for the entire organization.
m  Department Default: One department default for each department within a branch.
m  Carrier Default: One carrier default for each carrier within a branch.

m  Line of Business Default: One line of business default for each specific line of business within a
branch.

If a default exists within the branch and another default is selected, it will overwrite the existing default and
become the current default within that branch only. Only the Carrier Default and exact commission entered
for this Branch, Department, Carrier and Line of Business apply to the carrier. The Department and Line of
Business defaults apply to the branch.

To edit an added commission, from the commission summary, click the Details @9 icon of the commission
to be edited. Make the necessary changes and click the [Update] link on the commission detail screen
or [Cancel] to abort the change. Click the [Delete] link on the commission detail screen to remove the
commission.

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected %"

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS
CARRIER PROFILE | ATTACHMENTS

Carrier Name: Republic Companies Group
cardfile | contacts | locations  carriername | commissions
Commission Summa Filters: [ Show ] [ Add Mew
v Showing page 1 of 1 Page|[1 T L I !
. Org Branch Dept Carrier _ LOB Line of -
Details Default Branch Code Default Department Default Carrier Default Busi MNew Renew Rewritten Quota Remove
Training Org Commercial Republic Companies Aute - 15 % of 15 %4 of 15 % of _
B | ‘Agency, Inc. BRE | Lines = Group | Commercial Bremium Bremium Bremium B
Training Org Commercial Auto - 12.5 % of 12.5 % of 12.5 % of -
B r \Agency, Inc. pPR123 = Lines = = Commercisl Bremium Bremium Bremium B
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Carrier Name: Republic Companies Group
cardfile | contacts | locations carrier name | commissions
View/Edit Existing Commission | * indizates required fisld) [Update] [Delets] [Cancel]
::amers:lRepub\ic Fire & Casualty Insurance Co - [Issuing] j ™ Organization Defaule
Branch Name: | Training Org Agency, Inc. =l - I Department Default
Department Name: | Commercial Lines EE ™ Carrier Default
Lines of Businass: IAuto - Commercial j = I Line of Business Default
Branch Code: IW =
Rate Type Rate Min. Max. Eff. Date Exp. Date Quota Status
New:  [% of Premium -] | 1250 = | | | mi2gz008  TE |actve -
Renzw  [%of Premium o] | 1260 « | | [ 72972005 [Active -]
Rewitten:  |% of Premium  =| | 1250 = | | | 72972005 |actve -

To Search for Carrier Commissions
Across the top of the Commission Summary screen are options to do the following:

m  Showing Page: The Arrow W4 MM icons can be used to navigate through pages of summary
results.

(]

First Page M icon.
0 Previous Page 4 icon.
0 Next Page P icon.
0 Last Page M icon.

m  Page List: Click the Page List arrow to open a list of all summary pages. Select the desired
page number to open that page.

m  Search Filters: Click the [Show] or [Hide] link to toggle the Search Filters screen.
0 Use Search Filters options to search for a specific commission within a group of carriers.

0 Use Sort Filters options to display search results in a specific order.

0 To change the default Search Filter settings, select the Save Filter Settings check box on
the Search Filters screen and click Search. The next time the commissions tab is opened,
the items returned will be filtered by the saved settings.

HOME | HELP | SETUP | LOGOUT

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

CARRIER PROFILE | ATTACHMENTS

Carrier Name: 3
card file  contacts  locstions | carriernames  commissions b
Commission Summary Page 1 of 1 Filters: [ Hide ][ Add Mew]
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How Nexsure Determines the Invoicing Carrier Commission Default

When invoicing, Nexsure determines the proper carrier commission default by first attempting to match
the line of business, specific department, carrier and organization. If the match is not exact, the system
will search for a default line of business within the branch. If no default line of business exists within the
branch, the system will search for the specific department default within the branch. If there is no specific
department default within the branch, the system will search for the carrier default within the branch.
Finally, if no carrier default is found, the system will search for the organization default. If no organization
default exists, the system will display the message No valid default commissions exist and the user must
add the commission entries manually on the policy info tab. Commissions that default to the policy info tab
may always be edited to accurately reflect the commission for a policy.

Branch Name is selected to identify the branch to which the commission is being added. Department,
carrier and line of business defaults should be setup per branch.

Carriers are selected to identify the carrier where the commission is being added. If desired, one carrier may
be selected as the commission default per parent and associated subordinate carriers within a branch. One
carrier default may be setup per branch for each carrier (parent and its associated subordinate carriers =
one carrier) by clicking in the check box beside Carrier Default.

The Line of Business is selected to identify the line of business to which the commission is being added. If
desired, a commission for each line of business within a branch may be selected as the commission default
by clicking in the check box beside Line of Business Default. Only one parent or subordinate carrier’s
commission for a specific line of business may be set as the default for that line of business within the
branch. A default may be established for each line of business within a branch.

When the carrier is changed on a policy, the carrier commission defaults can be re-set on the policy info tab

if commission schedules exist for the new carrier.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selectad W#'

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

Client Name: Cormier Construction, Inc. 3

underwriting palicy info assignment attachments actions qualification history transactions claims summary of insurance classifieds delivery

navigation | instruction
Branch: B C Insurance Agency, Inc. Dalire Tarm: 12:01AM

A Change Carrier - Change x|\ El Underwriting

Base Requirements

Policy Type: Package

Carrier has baen changed which may affact Policy @ Excess Umbrella

Info commissions. Please review Policy Info as Umbrella - Commercial

neasded.

instruction | navigation
Issuing Cot Hartford Casualty Insuranc Carrier defsults have been detected. -
Billing Co: Hartford Insurance Group o Leave existing Policy Info
S E i E Low Commissions.
olicy Number: mb and Excess ng
[Re-Set] Update Policy Info with default

commissions.

Re-Set I =

Bolicy Description:

[ Print [ )

Actions:
Details  Topic Type Status
B#  Policy Edit Annotstion  Closed  Process edit

ication]

Note: The Change Carrier - Change Commission dialog box will only display when the
policy is in a pliable state, i.e. marketing, future, edit, endorsements etc.
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Financial Entity

The Financial Entity records are used in Nexsure accounting when associating the bank accounts at the
Organization and Territory levels. It is required that the financial entity be added to Nexsure prior to adding
the bank accounts to the Organization or Territory levels. It is important to note that bank accounts are not
necessarily needed at the Organization level but are necessary at Territory levels to keep track of client,
carrier and employee accounting. Use the information in this section to assist in completing all the required
information.

At Organization and Territory levels, clicking on the accounting tab brings up the Account Summary screen.
This page contains the balances of the Operating and Trust accounts. Many bank accounts may be added,
but only one Operating and one Trust account (assigned in the mandatory accounts) will be tracked on the
Account Summary screen. Each Territory has a separate Account Summary screen to keep track of these
balances.

HOME | HELP | SETUP | LOGOUT

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

Organization Name: XDTI--Training Org 972003 3

organization
XDTI--Training Org 972003 > Atlantic Region > Atlantic Territory
Previous Page
card file branches locations employees accounting vendors entity associations

SUMmMary setup invaicing setup general ledger  bank accounts  tranzactions batch surmmary

Account Sum mary Last Updated: 11/5/2005 7:01:31 AM
Current Through 11/30,/2005 Previous Through 10/31/2005

Operating Account: $986,899.55 ($11,100.45)

Operating Payable: ($566.45) ($566.45)

Carrier Payable: ($304,165.53) ($904,165.52)

Trust Accounts $1,505,271.73 ($2,886.01)

Alerts

Undepositad funds: $500.00

Current Period Premium Exceeds Trust Balance: $0.00

Searching for Financial Entities

Adding, modifying and removing the financial entities in Nexsure is done from the Search screen on the
Primary menu. Begin by selecting Financial Entity from the Entity drop-down box on the Search screen.
Notice that the search fields change with the selection of Financial Entity. Nexsure provides several key fields
for searching to help ensure accurate results. Enter less information for broader results or more information
to return less data. To activate a search, click the Search button or press Enter. If the financial entity exists,

click the Details @9 icon to see the details. If the entity does not exist add the new financial entity.
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Adding Financial Entities

Before adding the bank accounts, first add the financial entities. Make sure to have all required account
information ready to speed up the process. Click the SEARCH link located on the Primary menu to bring up
the Search screen. Change the Entity drop-down box to Financial Entity and enter a few characters of the
entity name. In order to help prevent the addition of duplicate records, a Search is required to activate the
[Add New Record] link.

tmure HOME | HELP | SETUP | LOGOUT

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

search

[ Add New Record ]

Entity: R Ll SEARCH RESULTS - FINANCIAL ENTITY
SearchType | Contains | 0Recordls) Faund

Financial Entiry:  |itizens Datails Name Lacation Typa city St./Prov. Zip/Postal Remove
Location Address: l:l Mo records found on specified search criteria for Financial Entity.
woamonar: [ ]
Zip/Postal:
*ou must search for a record prior to entering a new one. After the results are returned you will be given the option to add a new record.

search

Any information entered in the search fields is automatically transferred to the newly added Financial Entity
fields. Any field with a red asterisk * is a required field. Complete the balance of the fields and click the Save
button in the upper right portion of the screen to complete the addition. To clear and start entry over, click
the Clear button.

h&@Ufﬁ HOME | WELP | SETUP | LOGOUT

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

Save | | Clear

Financial Entity Information Primary Contact
Interest Type: * Apply Contact: () Use Existing  (¥) Add New
Nama: | citizens =
websita: ‘ ‘
T — N

—— T —
Lacation TypE:‘ <select location type> v o= n°

Address: | |

= .

Phone Number(s) Format(########E##])
W@ ——
Cr.uum:ry:‘ v| |Hnme Phone VH Il i |
e address [celPhone ]| I I |
Info:
. |Personal Fax | I I |

xct Description

card file
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How to Use the Contact Summary Screen

The contacts tab contains all the contacts added for this entity in a summary view. Unlimited contacts
may be added for each entity, but only one is designated as the primary contact. The primary contact is
identified with a check box in the Primary column on the Contacts Summary screen. The primary may be
reassigned but deletion of a primary contact is not allowed.

HOME | HELP | SETUP | LOGOUT

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

card file  contacts  locations financial entity name

Contact Summary Showing page 1 of 1 Page|1l ¥ [Add New]
Details Primary Name Title Contact Role Email Remove
Robert Banker Manager General Robert Banker

financial entity name lacations contacts card file

Once the new entity is stored, additional information may be added after the card file tab is displayed.

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selectad

SEARCH | ORGANIZATION | REPORTS

Financial Entity Name: Citizens Bank

card file  contacts locations financizl entity name
Citizens Bank Information Mailing Address
Website: www.citizensb Address: 9 Wason Rd
Primary Contact City: Hudsen State/Province: NH
Mame: Robert Banksr Zip/Postal: 03051
Title: Manager Phone: (602) 594-4102
E-Mail: Robert Banker
Business Phone: (603) 594-4102

financial entity name locations contacts «card file

Adding a New Contact

Click the [Add New] link in the upper right hand corner of the Contact Summary screen. The Search For
Existing Contact Record screen is displayed.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS ookmark: pand | Add | Remove Selectad

card file  contacts = |ocations financial entity name

Apply Contact (®) Search Contact O Hew Contact
Search For Existing Contact Record: Last Name Search

card file

financial entity name __locations __contacts
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The Search Contact option is the default. This feature allows the global contacts database to be utilized so
that duplicate contact records may be avoided.

Enter the last name for the contact in the space provided and then click the Search button. All contacts
with the same matching last name are displayed along with the e-mail address. Scroll through and select
the match if returned and click the Use Selection button to associate with this entity. Any field modified
and saved on this record will affect the original record, so make sure you have the correct contact before
modifying. There are four fields in the contact’s details that are unique to their relationship to an entity.
These four fields are: Title, Primary Contact, Contact Role and Location. Changing these four fields will
not change the original record. If the contact does not exist in Nexsure, click the New Contact option.

Note: All contacts added to Nexsure are stored in a global database. A contact should be
entered in Nexsure only one time. The contact can then be related throughout Nexsure
as needed.

If no match is returned, click the No Match button. Select New Contact on the Apply Contact screen to
display the Contact Information details screen for the new contact. The Contact Details screen is displayed.

Enter the new contact information and click the [Save] link to store the record or the [Cancel] link to abort
the entry.

%ure HOME | HELP | SETUP | LOGOUT

SEARCH | ORGAMIZATION | REPORTS Bookmarks: Expand | Add | Remove Selected

card file = contacts = locations financial entity name

Contact Information [Save] [Cancel]

Personal Information
Prefix First ML Last Suffisc Goes By

[ & [ |

1= this the Primary Contact for this zccount? (U ves & Ne Contact Role:

Personal Numbers E-Mail Address

Type Humber Ext Description E-Mail: l:l
|Home Phone VH || ||

|Eusmess Phone "H || H

|
|
|Ce|l Phone VH || || |
|

|2nd Phone Line VH || ||

Locations

Select the Primary Account Location for this I:Dntact| Branch Office - 9 Wason Rd V|

Note: The e-mail addresses should be obtained for all Contacts as it makes searching an

easier process as well as allowing the information to be used in Nexsure’s Delivery address
book.
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Editing a Contact

Contact information may be changed or updated as needed. There are four fields in the contact’s details
that are unique to their relationship to an entity and if updated, will only affect this record. The four unique
fields are: Title, Primary Contact, Contact Role and Location. All other fields apply to the Contact globally
and when updated will change all associated contact records throughout Nexsure.

After accessing the appropriate financial entity through Search, click the Contacts tab. All contacts are

available on the summary screen. Each contact will have its own Details @5’ icon. Clicking the Details @9
icon of a Contact brings up the Contact Details screen. Make the necessary changes to the record and click
the [Update] link to save the changes.

»
card file  contacts  locations financial entity name
Contact Summary Showing page 1 of 1 Page [Add New]
Details Primary Name Title Contact Role Email Remave
B Manager General Robert Banker
B Customer Service Manager Service Melbz Teller E]
financial entity name lecations contacts card file

%ure HOME | HELP | SETUP | LOGOUT
Bookmarks: Expand | Add | Remave Selacted

SEARCH | ORGANIZATION | REPORTS

card file  contacts  locations financial entity name

Contact Information [Updste] [Cancel]

Personal Information

Prafix First MI Last Suffix Goes By
| | [Melba [ [tetter I | [Melba
Title

Customer Service I ¥

1= this the Primary Contact for this account? (U ves (8 No Contzcr Role:
Personal Numbers [Add New]  E-Mail Address

E-Mail: mteller@citizens.com
Details Primary  Phone Type Phone Ext Desc Delete _
e E-Mail 2:
B Business Phone (602} 594-4102 9am-4pm R

Locations

Selact the Primary Account Location for this :ontal:t‘ Branch Office - 9@ Wason Rd V|

Contact Notes

-
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Changing a Primary Contact
The first contact entered, when adding a new entity, is designated as the primary contact. A primary contact

cannot be deleted but a new primary may be selected. To change the primary, click the Details @9 icon on
the Contact Summary screen of the new primary contact. On the Contact Details screen under the Contact
Role, click the Yes option beside Is this the Primary Contact for this account?. Click the [Update] link in the
upper right of the screen to complete the primary location change process.

HOME | HELP | SETUP | LOGOUT

SEARCH | DRGANIZATION | REPORTS rookma cpand | Adc e d

Financial Entity Name: Wacovia

card file contacts locations financial entity name

Apply Contact: O Search Contact (&) Mew Contact

Contact Information [ Cancel ] [ Save ]
Prefix First ML Last Suffin Goes By

Ms, | |Merrilee weatherstrom | | Meri
Title: v

1s this the Primary Contact forthis company? (3) Ves () Mo Contact Role: v

Deleting a Contact
If the original primary contact needs to be removed, it is now possible since the primary contact has been

changed. To remove a contact, click the Remove % icon on the Contact Summary screen and confirm
deletion on the confirmation pop-up window.

HOME | HELP | SETUP | LOGODUT
SEARCH | ORGANIZATION | REPORTS ook Expand | Add | Rem

Financial Entity Name: Wacovia
card file  contacts locations  financial entity name
Gontact Summary Shewing Page 1 of 1 [ Add Mew ]

Details Mame Tite Contact Role E-Mail Remove

Merriles lWeatherstrom Merrilee Weatherstram

Jane Wilson President Genaral juilzon@uwacoviacom 5]

Locations - Financial Entity

The location added when the financial entity is first entered in Nexsure will automatically be designated as
the primary location. The locations tab contains all locations in a summary view for this entity. Unlimited
locations may be added for each entity but only one can be designated as the primary location. The primary
location is identified with a check in the Primary column on the Location Summary screen. The primary
location may be reassigned but deletion of a primary location is not allowed.

HOME | HELP | SETUP | LOGOUT

SEARCH | DRGANIZATION | REPORTS Bookrmarks: Expand | Add | Remo

Financial Entity Name: Wacovia

card file contacts locations financial entity name
Location Summary Showing Page 1 of 1 [ &dd Mew ]
Details  Primary Location Type Address City St./Prov. Zip/Postal Remove
B ¥ Corporate Office 9800 Henderson Drive Orford AL 36203

financial entity name  locations COntacts card file
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Adding a Location

To add a new location, click the [Add New] link in the upper right part of the screen. Complete the location
details on the screen and click the [Save] link to store or the [Cancel] link to abort.

nexsure e e —

SEARCH | ORGANIZATION | REPORTS

Bookmarks: Expand | Add | Rermo.

Financial Entity Name: Wacovia 3

card file contacts  locations  financial entity name

Location Information [Cancel ] [ Save]
Location Type: | Branch Office - Physical Address
1s this the Primary Location far this account? () ves (3) Ha Address:
Address 2:

Lecation Phones City: E]
Fhone b 3

Eat Stata/Province: v| ziprpostal (J
Fax Mumber b Ext.

* Country: | United States b
Business Phone Ext.

Intl Address Infa:

Iz above address the US Mail address for this location? (&) Yes () Mo

Mailing Address

Address:
Address 21
City: E]
State/Province: ¥ | ZipfPostal: E]
Country: | United States hd

Intl Address Info:

Note: The Location Type drop-down box is populated by each organization to ensure
that the list fits all needs.

Modifying a Location

Location information may be changed or updated as needed by clicking the Details @9 icon for the location
on the Location Summary screen. After completing the modifications, click the [Update] link to save the
changes or the [Cancel] link to abort.

HOME | HELP | SETUP | LOGDUT
SEARCH | ORGANIZATION | REPORTS Bookmatks: Expand | Add | R

Financial Entity Name: Wacovia

card file contacts locations financial entity narme

Location Summary Showing Page 1 of 1 [ &dd Mew |

Details  Primary Location Type Address City St./Prov. Zip/Postal Remove

B Corporate Office 5200 Henderson Drive Gufard 36203 B

@ IF Branch Office 12 Vinton Avenue Anniston 36201
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SEARCH | ORGANIZATION | REPORTS

Financial Entity Name: Wacovia

card file contacts  lecations  financial entity name

Location Information

Location Type: | Carporate Office v Physical Address

Is this the Primary Location for this account? () Yes (3) Mo

Mailing Address

Address:

Address 2:

Location Numbers [ Add Mew ] City:

Details Phone Type Phone Ext Delete Shate/Drovince:
B Phone (256) 825-6000 B}

Country:

Intl Address Info:

Address:
Address 2;
Cityt
StatefProvince:
Country:

Intl Address Info:

HOME | HELP | SETUP | LOGOU
d | Add |

[ Cancel ] [ Delete ] [ Update ]

9800 Henderson Drive

Oxfard E]

Alabama “| ZipfPostal: [36203 E]
v

9800 Henderson Drive

Oxford E]

alabama v | zip/Pestal 36203 )

v

Changing the Financial Entities Primary Location

The first location entered, when adding a new entity, is designated as the primary. A primary location cannot

be deleted but a new primary may be selected. To change the primary, click the Details @5’ icon on the
Location Summary screen of the new primary location. On the Location Details screen, click the Yes option
beside Is this the Primary Location for this account?. Click the [Update] link in the upper right of the screen

to complete the primary location change process.

SEARCH | ORGANIZATION | REPOI

Financial Entity Name: Wacovia

card file contacts locations financial antity narme

Location Information

Lacation Type: | Branch Office w

Is thiz the Primary Location for thiz account? (3 ves () Mo

Location Phones
Phone Ent.

Fax Mumber Ext,

Business Phone
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In the locations tab summary view the newly appointed primary location will be displayed with a checkmark

in the Primary check box. The old primary location will now have a Remove % icon.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS <51 Expand | Add | Ren

Financial Entity Name: Wacovia

card file contacts  locations  financial entity name
Location Summary Showing Page 1 of 1 [ Add Hew ]
Details  Primary Location Type Address City St/Prov. Zip/Postal Remove
E4 Corporate Office 3500 Henderson Drive Oxfard AL 36203 Tl
B ¥ Branch Office 12 Vinton Auenue Annistan aL 38201

financial entity name locations contacts card file

Deleting a Location

After accessing the appropriate financial entity locations tab, click the Remove % icon on the Location
Summary screen to remove the location. Click OK to confirm the removal of the location or click Cancel to
abort the process.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPDRTS jaok wpand | Add | Rer

Financial Entity Name: Wacovia

card file contacts locations financial entity name
Location Summary Showing Page 1 of 1 [ Add Hew ]
Details  Primary Location Type Address City St./Prov. Zip/Postal Remove
B Corporste Office 3800 Handarson Drive Ouford AL 36203 Ea}
B ¥ Branch office 12 Vinton Avenue Anniston AL 36201

financial entity name  locations  contacts card file

If the Remove % icon is not available and the location is not identified as primary, the necessary security
to remove locations has not been granted.

Modifying the Financial Entity Name

To modify the financial entity name, click the financial entity name tab. Enter the correction and click the
[Update] link on the upper right of the screen or click the [Cancel] link to abort the change.

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected

SEARCH | ORGANIZATION | REPORTS

card file contacts lecations financial entity name

Financial Entity [Update] [Cancel]

Financizal Entity Name: Wachovia

Website: Www.wacovia.com
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Bank Accounts at Accounting Level

The bank accounts tab lists all bank accounts that have been added at the respective levels (Organization or
Territory). Bank accounts added at the Organization level are for bank activity having to do with the operations
for the Organization and Region. Adding a trust account at Organization level does not allow access to any
premium related activity. Bank accounts for premium related activities are added at Territory level. Bank
account activity at Territory level includes both operations accounting and any premium accounting activity
for the associated branches. To access the bank accounts, click on the ORGANIZATION link on the Primary

menu, click on the territories link and the Details @’ icon of a territory, click the accounting tab and then
click on the bank accounts tab.

If there are more bank accounts added than will fit on the first screen, navigation arrows are available. The
Search Filter may also be used to search for a specific account by clicking on the [Show] link on the upper
right portion of the Bank Accounts screen. In the search criteria fields, enter specific information needed
for the search and click the Search button to return the results. Clicking the [Hide] link will close the search
criteria.

summary setup invoicing setup general ledger  bank accounts  transactions batch summary
Update Account Balances
Last Updated: 11/9/2005 7101:31 AM

Filter: [Hide] [Add Hew]

Search Criteria

Financial Institution Narne: | Al - Account Murnber: | All - Status: | Both v
Sort Order
Sort Field 1: | {none) | Sort Order 1: | Ascending % | Sort Field 2: | {none) | Sort Order 2¢ | Ascending v

Status Account Number Description Financial Institution Name EBalance Remowe
Active 2223424392827 Trust Account Bank of America 1,505,271.72 %

Details
@ Auctive IBTFIBTIET Operating Account Southwest Trust Bank 988.899.55

Active 7789795 wialls Tax Bank Account wells Fargo 232,96 5

Active 456465 Sweep Account Central Bank o.o0

Depending on the number of results returned, Navigation Controls will appear at the top center portion of
the tab. Click on the Single Page Back <, Single Page Forward », Last Page » | or First Page | € arrows to
display the desired page or click on the Go to page drop-down box and skip to a specific page.
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Adding Bank Accounts

Financial entities must be added prior to adding a bank account, for detailed instructions refer to Adding
Financial Entities in this chapter. To access the bank accounts, click on the ORGANIZATION link on the

Primary menu, click on the territories link and the Details @5} icon of a territory, click the accounting tab
and then click on the bank accounts tab.

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected

SEARCH | ORGANIZATION | REPORTS
ORGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS

organization
XDTI--Training Org >=> B C Region >> B C Territory
Previous Page
card file  branches locations employees  accounting  vendors entity 2ssociatiens
summary  Setup inveicing setup generzl ledger  bank accounts  transactions batch summary
Update Account Balances
Last Updated: 12/21/2007 10:09:31 AM

Filtar: [Show] [Add New]

Click on the [Add New] link in the upper right portion of the screen to display the bank account detail tab
and enter Bank Account Information.

exsure HouE | HELP | SETUP | LocouT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected w

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

Training ORG >> Training Org Region >> Training Org Agency, Inc.
Pravious Page

card file branches locations employees accounting wendors entity asseciztions
summary = setup inveicing setup generzl ledger  bank accounts | transactions batch summary
bank account detail accounting transactions bank reconciliation
[Updste] [Cancel]
Bank Account Information # indicates required field

=Name: | _I Contact: -
Address: | =l Status: Active -

FAccount Balance:
Description: ;
*GL N .
accounts Starting Balance: |
Account Nama to Print on Chack: Training ORG
Humber:
ABA Routing ) . =
| Location Address: | =l
Next Che:f Phone Humber: Mone <
Default Chack: | K|
2nd Signature Line 2nd Signature Linae MEssagEI
[MICR checks only): (50 character limit):

Enter /" [forward-slash] if numbers should be
Fractional ABA stacked.
Routing Humber: 52-438

For example 5979

Complete the Bank Account Information fields. Note that all fields with a red asterisk * beside them are
required data entry fields. The Name field has an Ellipsis E button on the right side of this field. The Ellipsis

button identifies this as a lookup field. This means that the bank name cannot be typed but must be
looked up. The bank names are the financial entities entered at the Search level. To select the entity name,
click on the Ellipsis button next to Name and enter a few characters of the name of the financial entity
in the search field and then click the Search button to return the results.
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Nexsure Accounting HE)@UI'E

Enter at least 2 characters of the name and click
search:

Select Hame:

To select the entity, click to highlight and then click the OK button on the bottom of the window. The name
populates the Name field for the new bank account. In the Address drop-down box, select the proper
address to use for this bank. Enter an appropriate description for the bank. To select the general ledger

account number, click the Ellipsis B button to the right of the GL Account field, enter the criteria necessary
to find the account number and click the Search button to return the results. Select the general ledger
account number for the bank account and click the OK button to populate the field.

I* GL Account: | '

Nexsure Accounting

Region: Branch: -

Territory: Department:
Unit:
Classification: | All R
Group:
Type:

Filter part of the general ladger number or name or both and dick "Search".
lame General Ledger Number
sav |

Select the general ledger number:

70.001.0000.000.00.100300 - Savings Account
70.001.0000.000.00.100410 - Savings
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Other Fields Fields Description

Account Number Enter the account number for the bank.

ABA Routing Number Enter the bank routing number found on the bottom of the check.

Next Check Enter the next check number to print on checks.

Contact If multiple bank contacts have been added to the financial entity, use the drop-down

box to select the appropriate contact. This is used as reference information.

Status When new bank accounts are added, Active is the default status and indicates that
the bank account is still open and active. Once a bank account is used, it may not be
removed. To inactivate a bank account, change the status to inactive.

Balance The balance is automatically calculated based on entries for the account.

Beginning Balance The area used to enter a one-time beginning balance to accommodate manually
balanced statements prior to Nexsure 1.94.5 Release. Account Managers work with
agencies new to Nexsure to determine if a beginning balance is entered here.

Name to Print on Check Use this fill-in enabled box to designate the name that prints on checks exactly as it
will appear on the check. The organization name will default.

Location Address Use the location address drop-down box to select an address added to the
organization or territory level. If no location name has been added to the address,

the actual address is displayed in the drop-down box. Otherwise, the location name is
listed. Multiple financial entities with the same name can be distinguished by selecting
a different address from the Location Address list.

Phone Number Only the phone numbers added to the selected location are available for selection.

Default Check Choose a check from this drop-down box to set the print check selection to always
default to the selected check type when printing checks. However, any type check may
be selected when printing the check.

2nd Signature Line (MICR checks only) Select the check box to indicate that a second signature line is necessary when a check
is printed. If this check box is selected, the second signature line message described
below will also be printed on the checks.

2nd Signature Line Message (50 Enter a memo to print on the check that relates to the second signature line.
character limit)

Fractional ABA Routing Number Enter the fractional ABA routing number to appears on the MICR check. Enter a (/)
forward-slash if numbers should be stacked.

Enter Account Number for If (during MICR check printing) the Nexsure account placement default does not
MICR Check match the checks, enter the account number information to change print placement.

After entering the balance of the information, click the [Update] link in the upper right portion of the screen
to keep the new bank account or [Cancel] to abort the addition.

Training ORG >> B C Region >> B C Insurance Agency, Inc.
Previous Page
card file = branches = locations employzes = accounting  wvendors entity asseciations
summary  setup inveicing setup general ledger  bank accounts | transactions batch summary
bank account detail acceunting transactiens bznk reconciliation
[Update] [Cancel]
Bank Account Information * indicates required field
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Modifying Bank Account Detail

Once the bank accounts have been added and the bank accounts tab is selected, the added accounts display

on the summary screen. To edit the detail, click the Details @" icon beside the bank account to display the
bank information. Edit as necessary and click the [Update] link in the upper right portion of the screen to
keep the modifications or [Cancel] to abort the changes.

card file  branches lecations employees  accounting  vendors entity associations
summary = setup invoicing setup ~ generzl ledger  bank accounts | transactions batch summary
bank account detail accounting transactiens bank reconciliation
[Update] [Cancel]
Bank Account Information * indicates required field

*Name: |Bank of America E Contact: INO Name =
Address:[157 Main St =l Status: [Active -

*Account

Desn—iptu—m:ITr”St Aceount Balznce: £0.00
*GL i
rcconmi-[02.001.0000.000.00 100000 - Trust Account | Starting Balance: |
:A“°””*|209902025 Narme to Print on Check: [Training ORG
umber:
ABA Routing o177 0g011 Location Address: | Hudson Office El
umber
.
Next Check]y Phone Number: | 603-555-5555 %
Default Check: [MICR Coding 80180 Top Check =l
2nd Signature Line 2nd Signature Line Message[= -
(MICR checks only): M (50 character limit); |3ignature Required for drafts ove

Enter "/" [forward-slash] if numbers should be

Fractional ABAI_— stacked.
Routing Number: 62-7/114 62-438

For example 5575

Enter Account Number
for MICR Check:

IADlLlDDDLlA 209502025C &2

Reconciling the Bank Accounts

Onceanaccountissetupandinuse, the bankaccount’saccounting transactions tab keeps alog of transactions
that are associated with the bank account. Transactions are cleared through a bank reconciliation on the
bank reconciliation tab. For complete detailed instructions on reconciling bank accounts refer to “Month-
End Review”, in Chapter 16, of this manual.

Notes

e ool PAGE 147



CHAPTER 5 NEXSURE® TRAINING MANUAL - ACCOUNTING

Premium Finance Company

Note that full functionality of premium finance integration will be completed in a future release. Certain
setup aspects are available at this time and are covered in this section. Currently, the name on a client
invoice may be changed to a premium finance company but the receivable still resides in the client’s account
receivable. Receipts and disbursements are available for premium finance companies but are not integrated
with receivables. For detailed instructions on handling premium financing in Nexsure refer to Chapter 10
- Premium Finance and Additional Interest in the Accounting Training manual.

Adding, modifying and removing Premium Finance Companies in Nexsure is done from the Search screen
and is accessed by clicking the SEARCH link on the Primary menu. Begin by selecting the Premium Finance
Company from the Entity drop-down box. Notice that the search fields change with the selection of Premium
Finance Company. Nexsure provides several key fields for searching to help ensure accurate results. Enter
less information for broader results or more information to return less data. To activate a search, click the

Search button or press Enter. If the Premium Finance Company exists, click the Details @? icon to see the
details.

h%ure HOME | HELP | SETUP | LOGOUT

SEARCH | DRGANIZATION | REPORTS Bo ed

matks: Expand | Add | Rer
Hello, Mary Oberleitner
search

“rou must search for a record prior to entering a new one. After the results are returned you will be given the option to add a new record,

Entity: [ Rl HISTORY RESULTS - PREMIUM FINANCE COMPANY
Search Type: Contains +| 1Record(s) Found Shovring Page 1 of 1 GoToPage |1 %
Finance Co.: Details Name Location Type City St./Prov. Zip/Postal  Remove
Location Address: 4 AFCO Finance Company Corporata Headquarters Bres ca 92821 5}
Location ity

Location

ZipfPostal

First Mame:

Last Mame:

“rou must search for a record prior to entering a new one. After the results are returned you will be given the option to add a new record.

search

Adding Premium Finance Companies

In the Entity drop-down box, select Premium Finance Company. Premium Finance Companies added are
available for the entire Organization. Prior to adding Premium Finance Companies, a Search must be done.
Searching activates the availability of the [Add New Record] link. Click the [Add New Record] link to add
the new Premium Finance Company.
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[pexsure

Hello, Mary Oberleitner

SEARCH | DRGANIZATION | REPORTS

search

HOME | HELP | SETUP | LOGOUT

matksi Expand | Add | Re

[ Import Record ] [ Add New Record ]

Entity:
Search Type:
Financa Co.t

Location Address:

e INNERU L -l SEARCH RESULTS - PREMIUM FINANCE COMPANY

Contains 4 | 0 Record(s) Found

Framlum Finance of A Details Name Location Type City

Mo records found on specified search criteria for Premium Finance Company.

St./Prov. Zip/Postal Remove

9000 River Drive

Lacation City: Oxford
Location

ZipfPostal 36203

First Mame: Mancy

Last Mame: Clernenting

“ou must search for a record prior to entering a new one. After the results are returned you will be given the option to add a new record.

Any information entered in the search fields is automatically transferred to the newly added Premium
Finance Company fields. Any field with a red asterisk * is a required field. Complete the balance of the fields
and click the Save button in the upper right portion of the screen to add to Nexsure. To clear and start entry
over, click the Clear button.

[nexsure

Add A New Premium Finance Company

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS d

and | Add | Re

card file

* indicates requived fiald

Premium Finance Company Primary Contact

Company Mamet |Premium Finance of America * Apply Contact: () Use Existing (2) Add Hew
Website:
Prefiny | Mone v
Primary Account Address First Mame: | Nancy * I
Location Type: | Corporate Headguarters v Last Name: | Clementine *
Address: |9000 River Drive Suffisi | Mane %
Title: v
City: |Oxford Q Contact Role: -
State; w E-Mail:
2ip: (36203 (] Phone Number{s) Format (REdEaEEb )
Type Mumber Ent Descriptioin
Phone:
Home Phone v
Cell Phone -
Personal Fax b

Once the new entity is stored, additional information may be added after the card file tab is displayed.

nexsure

Premium Finance Company Name: Premium Finance of America 3

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS

.51 Expand | Add | Re

card file CORtacts lacations premium finance company name

Primary Contact Mailing Address

Mame: Mancy Clementine Address: 9000 River Drive

Title: Wice President City: Owford State/Province: AL
E-Mail: nclementine@pfa,cam Zip/Postal: 26203
Business Phonet (256) 835-2000 Phone: (256] 235-2000

pramium finance company name locations contactz  card file
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How to Use the Contact Summary Screen

The contacts tab contains all the contacts added for this entity in a summary view. Unlimited contacts
may be added for each entity, but only one is designated as the primary contact. The primary contact is
identified with a check box in the Primary column on the Contacts Summary screen. The primary may be
reassigned but deletion of a primary contact is not allowed.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS Bookrnarks: Expand | Add | Remove Selected

Premium Finance Gompany Name: Premium Finance of America

cardfile  comtacts  locationz  premium finance company name

Contact Summary Showing Page 1of 1 [ Add Mew ]

Details MName Tite Contact Role E-Mail Remove

B W Mancy Clementine Vice President Genaral nclementine@pfa com

premium finance company name | locations | contacts | card file

Adding a New Contact

The contact added when the Premium Finance Company was first entered in Nexsure will automatically be
designated as Primary. The contacts tab displays all contacts in a summary view for this entity. Unlimited
contacts may be added for each entity but only one can be designated as the primary contact. The primary
contact will be identified with a check box in the Primary column. The primary contact may be reassigned
but deletion of a primary contact is not allowed.

Click the [Add New] link in the upper right hand corner of the Contacts Summary screen. The Search For
Existing Contact Record screen is displayed.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS Bookmarks: Expand | Add | Remowve Selected

Premium Finance Gompany Name: Premium Finance of America

cardfile  contacts  locationz  premium finance company name

Apply Contact: (&) Search Contact () Mew Contact

Search For Existing Contact Record: Last Mame Search

premium finance company name | locations | contacts | card file

The Search Contact option is the default. This feature allows the global contacts database to be utilized so
that duplicate contact records may be avoided.

Enter the last name for the contact in the space provided and then click the Search button. All contacts
with the same matching last name are displayed along with the e-mail address. Scroll through and select
the match if returned and click the Use Selection button to associate with this entity. Any field modified
and saved on this record will affect the original record, so make sure you have the correct contact before
modifying. There are four fields in the contact’s details that are unique to their relationship to an entity.
These four fields are: Title, Primary Contact, Contact Role and Location. Changing these four fields will
not change the original record.

Note: All contacts added to Nexsure are stored in a global database. A contact should be
entered in Nexsure only one time. The contact can then be related throughout Nexsure
as needed.
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After searching the existing contacts list and confirming the contact does not exist in Nexsure, click the New
Contact option. The Contact Details screen is displayed. Enter the new contact information and click the
[Save] link to store the record or the [Cancel] link to abort the entry.

n%ure HOME | HELP | SETUP | LOGOUT

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

Premium Finance Gompany Name: Premium Finance of America 3

cardfile  contacts locations  premium finance company name

Apply Contact: O Search Contact @ Mew Contact

Contact Information [Cancel] [ Save ]
Prafix First Ml Last Suffin Goes By
v v
Title: w
Is this the Primary Contact far this company? () Yes (3) Mo Contact Role: v
Personal Numbers E-Mail Address
Home Phone Ent, Desc, E-Mail:
Business Phane Ext, Desc, E-Mail 2:
Cell Phone v Ext, Cesc,
2nd Phane Line % Ext, Desc,

Contact Notes

premium finance company name  locations  centacts  card file

Note: E-mail addresses should be obtained for all contacts. E-mail addresses are placed in
a global address book and made available on the Delivery screen.

Editing a Contact

Contact information may be changed or updated as needed. There are four fields in the contact’s details
that are unique to their relationship to an entity and if updated, will only affect this record. The four unique
fields are Title, Primary Contact, Contact Role and Location. All other fields apply to the contact globally
and if updated, it will update all records of this contact throughout Nexsure.

After accessing the Premium Finance Company through Search, click the contacts tab for access to all

contacts. Each contact has its own Details @5’ icon and clicking the icon for a contact will bring up the detail
screen. Make the necessary changes to the record and click the [Update] link to save the changes.
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Changing a Primary Contact

When adding a new entity, the first contact entered is designated as the primary contact. A primary contact

cannot be deleted, but a new primary may be selected. To change the primary, click the Details @9 icon on
the Contact Summary screen of the new primary contact. On the Contact Details screen under the Contact
Role, click the Yes option beside Is this the Primary Contact for this account?. Click the [Save] link in the
upper right of the screen to complete the primary contact change process.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS Bookmarks: Expand | Add | Re cted

Premium Finance Company Name: Premium Finance of America

cardfile  contacts  locations  premium finance company name

Contact Information [ Cancel] [Celetz] [Update ]
Prefix First M1 Last Suffis Goes By

Mr. | James Hendersaon || Jimn
Title: b

1t this the Primary Contact far this Company? (&) ves () Mo Caontact Role: v

Deleting a Contact
If the original primary contact needs to be removed, it is now possible since the primary contact has been

changed. To remove a contact, click the Remove % icon on the Contact Summary screen and confirm
deletion on the confirmation pop-up window.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPDRTS L1} Expand | Add | R

Premium Finance Company Name: Premium Finance of America
cardfile | comtacts | locations | premium finance company name
Contact Summary Showring Page 1 of 1 [ Add Mew ]

Details Name Contact Role E-Mail Remove

James Henderson jhenderson@email.com

Mancy Slemantine Vice President General nclementine@pia.com 5}

Locations - Premium Finance Company

The location added when the Premium Finance Company is first entered in Nexsure will automatically be
designated as the Primary location. The locations tab contains all locations in a summary view for this
entity. Unlimited locations may be added for each entity but only one can be designated as the primary
location. The primary location is identified with a check in the Primary column on the summary screen. The
primary location may be reassigned but deletion of a primary location is not allowed.
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HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS ook kst Expand | Add | d

Premium Finance Company Name: Premium Finance of America

card file contacts  locations pramium finance company name

Location Summary Showing Page 1 of 1 [ Add New ]

Details  Primary Location Type Address i St/Prov. Zip/Postal Remove
E4 W Corporste Headquarters 9000 River Drive AL 36203

Adding a Location

To add a new location, click the [Add New] link in the upper right part of the screen. Complete the location
details on the screen and click the [Save] link to store or the [Cancel] link to abort.

nexsure HOWE | WELP | SETUP | Logoun

SEARCH | ORGANIZATION | REPORTS Booki Fhe pand | Add | R te

Premium Finance Company Name: Premium Finance of America »
card file contacts locations premium finance campany name
Location Information [ Cancel ] [ Save]
Location Type: | Carporate Headgquarters |« Physical Address

Is this the Primary Location for this account? (8 ves (O Mo Address: | 9876 Henry Rd

Address 21
Location Phones City: | Oxford E]
Phane A Ent,
e State/Province: | Alabama ~| zipmpostal; [36203 (]
Fax Nurnber v .
Ext Country: | United States b
Busingss Phong Ext,

Intl Address Info:

Iz above address the US Mail address for this locstion? (&) ves (O No

Mailing Address

Address:
Address 21
Cimy E]
StatefPostal: | ZipfPostal E]
Countryt | United States .

Intl Address Info:

Note: The Location Type drop-down box is populated by each organization to ensure
that the list fits all needs.

Modifying a Location

Location information may be changed or updated as needed by clicking the Details @9 icon for the location
on the Location Summary screen. After completing the modifications, click the [Update] link to save the
changes or the [Cancel] link to abort.
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Changing the Primary Location

When adding a new entity, the first location entered is designated as the Primary location. A primary location

cannot be deleted, but a new primary may be selected. To change the primary, click the Details @9 icon
on the Location Summary screen of the new primary location. On the Location Details screen, click the Yes
option beside Is this the Primary Location for this account?. Click the [Update] link in the upper right of the
screen to complete the primary location change process.

Premium Finance Company Name: Premium Fi

card file contacts locations premium finance company na

Location Information

Location Type: | Corporate Headquarters »

Iz this the Prirnary Location for this account? G} “es O Ma

In the locations tab summary view, the newly appointed primary location will be displayed with a check

mark in the Primary check box. The old primary location will now have a Remove % icon.

Deleting a Location

After accessing the appropriate Premium Finance Company locations tab, click the Remove % icon on the
Location Summary screen to remove the location. Click OK to confirm the removal of the location or click
Cancel to abort the process.

If the Remove I%‘ icon is not available and the location is not identified as primary, the necessary security
to remove locations has not been granted.

Premium Finance Company Name: Premium Finance of America »

card file contacts  locations premium finance company name

Location Summary Showing Page 1 of 1 [ Add Mew]

Details  Primary  Location Type Address city St/Prov.  Zip/Paestal Remove
B Home Office 3000 River Drive Gfard 36203 ET]

B W Corporate Headquarters 9576 Henry Rd Ouford 36203

Modifying the Premium Finance Company Name

To modify the Premium Finance Company name, click the premium finance company name tab. Enter the
correction and click the [Update] link on the upper right of the screen or click the [Cancel] link to abort the
change.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS Bookmarks: Expand | Add | Remove Selected

Premium Finance Gompany Name: Premium Finance of America

card file contacts locations premium finance company name

Premium Finance Company Name [ Cancel ] [ Update ]

Company Name: |Premium Finance of America

WebSite:
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Retail Agent

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 client)

m  Carrier
The retail agent is added on the Search screen. Access the Search screen clicking the SEARCH link on the
Primary menu. Begin by selecting the Retail Agent from the Entity drop-down box. Notice that the search

fields change with the selection of Retail Agent. Nexsure provides several key fields for searching to help
ensure accurate results. Enter less information for broader results or more information to return less data.

To activate a Search, click the Search button or press Enter. If the retail agent exists, click the Details I%’
icon to see the details.

search

You must search for a record prior to entering a new one. After the results are returned you will be given the option to add a new record.

Entity: Retail Agent Ralll HISTORY RESULTS - RETAIL AGENT

Search Type: 6 Record(s) Found Showing Page 1 of 1 Go To Page
rats All | petails Name Location Type City St./Prov. Zip/Postal  Remove
Rerail Agent: l:l E3 Commercial Carriers Insurance Agency, Inc. Corporate Headquarters Cerritos ca 30703 By
tocationaddress: [ | B 11078 Retail Corporate Headquarters Brea ca 92821 B
ocation City B Brad's Retzil Agancy Corporate Headquarters Nowhars L 60606 By
Zip/Postal: B Bender Insurance Broker Carporate Headquarters Brea ca 92821 5
First Name: l:l B Hudsen Insurance Agency, Inc, Corporate Headquarters Hudsen NH 02051 B
ast Nams B Brea Home and Auto Home Office Brea ca. 92821 By

You must search for a record prior to entering a new one. After the results are returned you will be given the option te add a new record.

Removing Retail Agents

To remove a Retail Agent, click the Remove % icon on the Search screen. Retail Agents added to invoices
cannot be deleted.

Adding Retail Agents

In the Entity drop-down box, select Retail Agent. Retail agents added are available for the entire organization.
Prior to adding Retail Agents, a Search must be done. Searching activates the availability of the [Add New
Record] link. Click the [Add New Record] link to add the new retail agent.
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search

[ Add New Record ]

Entity: Retail Agent Il sEARCH RESULTS - RETATL AGENT
Search Type: 0 Record(s) Found

Starus: All ¥ | petails Name Location Type Gity St./Prav. Zip/Pastal Remove

Retail Agent: First Choice Insurance No records found en specified search criteria for Retail Agent.
Location Address: |2846 Morth Southport
| Search ‘
Location
Zip/Pastal: 60857

First Name:

Last Name:

Il

Enterprise Code:

‘You must search for a record prior to entering a new one. After the results are returned you will be given the option to add a new record.

Any information entered in the search fields are automatically transferred to the newly added Retail Agent
fields. Any field with a red asterisk * is a required field. Complete the balance of the fields and click the Save
button in the upper right portion of the screen to add to Nexsure. To clear and start the entry over, click the
Clear button.

:aa HEW Eelal ngnl

card fila

* indicates required fisld Clear

Retail Agent Information Primary Contact

Apply Contact: (¥ Use Existing (' Add New
Name: |F|r5t Choice Insurance Agency, Inc. * ey ¢

Website: I Search For An Existing Contact

Primary Account Address Lsst Name Search I

Location Type:|<5e|ect location type> j =

Address: |2546 M Southport Ave

I
cuv:[Chicage | ]
State: Iﬁ
Country: I j
Intl Addlr:[sos; I—
N

I= the above the US Mail address for this location? ' ves o

Branch:| <— Please Select A Branch —>

Department:| Unassigned

Unit:| Unassigned

Responsibility:| Unassigned

Ll

namas:| Unassigned

Once the new entity is stored, additional information may be added after the card file tab is displayed.
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RETAIL AGENT PROFILE | ACTIONS | OPPORTUNITIES | MARKETING | POLICIES | ATTACHMENTS | TRANSACTIONS | DELIVERY | T-LOG

Retail Agent Name: First Choice Insurance Agency |~ Retail Agents
card file | contacts  locations | retail agentname | assignments | classifieds | contracts | commissions | pesting rules
First Chaice Insurance Agency Information Mailing Address
Websita: N/A Addrass: 2846 North Southpart Ave
Primary Contact Ciry: Chicago State/Province: IL
Names Mr, Lawrence Burns Zip/Postal: 65607
Titles President Country: United States
E-Mail: Mr, Lawrence Burns Inczmational Info:
Business Phones | Buziness Phone: (773) 555-1200
Perzonal Fax: |
Assignment Information
Primary, Branch Department Unit  Responsibility Name
Anniston Insurance Agency 1 AB/DB Accrual, PP Invoiced Unassigned  Producer  Mary Oberleitner

How to Use the Contact Summary Screen

The contacts tab contains all the contacts added for this entity in a summary view. Unlimited contacts may
be added for each entity, but only one is designated as the primary contact. The primary contact is identified
with a check box in the Primary column on the Contacts Summary screen. The primary may be reassigned,
but deletion of a primary contact is not allowed.

Retail Agent Name: First Choice Insurance Agency | Retail Agents

cardfile | contacts | locations  retail agentname | assignments  classifieds | contracts | commissions | posting rules

Contact Summary Showing page 1 of 1 Page[1 |

Details  Primary Name Title Contact Role E-mail
Lawrznce Burns Prasident General Lawrznce Burns

posting rules | c contracts i assignments retail sgentname | locations | contacts | card file

Adding a New Contact

The contact added when the retail agent is first entered in Nexsure will automatically be designated as
Primary. The contacts tab displays all contacts in a summary view for this entity. Unlimited contacts may be
added for each entity but only one can be designated as the primary contact. The primary contact will be
identified with a check box in the Primary column. The primary contact may be reassigned but deletion of
a primary contact is not allowed.

Click the [Add New] link in the upper right hand corner of the Contacts Summary screen. The Search For
Existing Contact Record screen is displayed.

RETAIL AGENT PROFILE | ACTIONS | OPPORTUNITIES | MARKETING | POLICIES | ATTACHMENTS | TRANSACTIONS | DELIVERY | T-LOG
Retail Agent Name: First Choice Insurance Agency |, Retail Agents
cardfile  contacts | locations | retail agentname | assignments | classifieds | contracts | commissions | pesting rules

contact details

Apply Contact () search Contact O Hew Contact
Search For Existing Contact Record: Last Hame ‘ ‘ [ Search ]
contact details
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The Search Contact option is the default. This feature allows the global contacts database to be utilized so
that duplicate contact records may be avoided.

Enter the last name for the contact in the space provided and then click the Search button. All contacts
with the same matching last name are displayed along with the e-mail address. Scroll through and select
the match if returned and click the Use Selection button to associate with this entity. Any field modified
and saved on this record will affect the original record, so make sure you have the correct contact before
modifying. There are four fields in the contact’s details that are unique to their relationship to an entity.
These four fields are: Title, Primary Contact, Contact Role and Location. Changing these four fields will not
change the original record.

Note: All contacts added to Nexsure are stored in a global database. A contact should be
entered in Nexsure only one time. The contact can then be related throughout Nexsure
as needed.

After searching the existing contacts list and confirming the contact does not exist in Nexsure, click the New
Contact option. The Contact Details screen is displayed. Enter the new contact information and click the
[Save] link to store the record or the [Cancel] link to abort the entry.

Retail Agent Name: First Choice Insurance Agency |- Retail Agents

card file  contacts  locations retzil agent name | assignments classifieds contracts commissions posting rules

contact datails

Contact Information [Save] [Cancel]

Personal Information
Prefix First MI  Last Suffix Goes By

[ & L] IL__&l

Title

T= this the Brimary Contact for this account? O ves (& Ho Contact Role:

Personal Numbers E-Mail Address
|Eu5iness Phone VH || ||

|CeH Phone VH || ||

|Home Phone VH || ||

|Per50na\ Fax e H || ||

Locations

Select the Primary Account Location for this contact: |Cnrporate Headquarters - 2846 North Southport Ave |ﬂ|

Contact Notes

Note: E-mail addresses should be obtained for all contacts. E-mail addresses are placed in
a global address book and made available on the Delivery screen.

———
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Editing a Contact

Contact information may be changed or updated as needed. There are four fields in the contact’s details
that are unique to their relationship to an entity and if updated, will only affect this record. The four unique
fields are: Title, Primary Contact, Contact Role and Location. All other fields apply to the contact globally
and if updated, it will update all records of this contact throughout Nexsure.

After accessing the retail agent through Search, click the contacts tab for access to all contacts. Each contact

has its own Details I%’ icon and clicking the icon for a contact will bring up the detail screen. Make the
necessary changes to the record and click the [Update] link to save the changes.
Changing a Primary Contact

When adding a new entity, the first contact entered is designated as the primary contact. A primary contact

cannot be deleted but a new primary may be selected. To change the primary, click the Details @? icon on
the Contact Summary screen of the new primary contact. On the Contact Details screen under the Contact
Role, click the Yes option beside Is this the Primary Contact for this account? question. Click the [Save] link
in the upper right of the screen to complete the process to change the primary contact.

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

Retail Agent Name: First Choice Insurance Agency |, Retail Agents
cardfil= | contacts | locations | retail agentname | assignments | classifieds | contracts | commissions | posting rules
contact details
Contact Information [Save] [Cancal]
Personal Information
Prefix First MI  Last Suffixc Goes By
‘Mrs‘ e ‘ ‘Marilyn H:| ‘Bronson H b ‘ ‘Mari\yn

Title

Producer R
1s this the Primary Contact for this accountz O ves @& o Contact Role: | Service &

Personal Numbers E-Mail Address

Tyee Number Bt Description ewa[ ]
‘Buswness Phone V” || || ‘
‘Cell Phone V” || || ‘
‘Hnme Phone V|| || || ‘
\

‘Perscna\ Fax V” || ||

Locations

Select the Primary Account Location for this contact: |Corporate Headquarters - 2846 North Southport Ave v

Contact Notes

-
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Deleting a Contact

If the original primary contact needs to be removed, it is now possible since the primary contact has been

changed. To remove a contact, click the Remove % icon on the Contact Summary screen and confirm
deletion on the confirmation pop-up window.

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

card file = contacts | locations retail agent name | assignments classifieds contracts commissions posting rules

Contact Summary Showing page 1 of 1 paga [Add New]

Details  Primary Name Title Contact Role E-mail Remove
Lavrence Burns President General Lawrence Burns
=3 Marilyn Bronsen Producer Service Marilyn Bronson 5}

Locations - Retail Agent Name

The location added when the retail agent is first entered in Nexsure will automatically be designated as
the primary location. The locations tab contains all locations in a summary view for this entity. Unlimited
locations may be added for each entity but only one can be designated as the primary location. The primary
location is identified with a check in the Primary column on the summary screen. The primary location may
be reassigned but deletion of a primary location is not allowed.

cardfile | contacts  locations | retail sgsntname | assignments  classifieds  comtracts | commissions | posting rules

Location Summary Showing page 1 of 1 page[1 ] Filters: [ Show | [Acd New]

Details  Primary Location Type Address Gty  St/Prav. Zip/Postal Phane Number Fax Number Remove
Corporats Headquarters 420 W Lambert Rd Brea ca 92821 (714) 672-7923

B Satellite Office 624 Tamarack Av Brea cA 92821 (714) 672-5895 o

posting rules i contracs i i recail agentname | locations | contacts | card fil

Adding a Location

To add a new location, click the [Add New] link in the upper right part of the screen. Complete the location
details on the screen and click the [Save] link to store or the [Cancel] link to abort.

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

cardfil= | contacts | locations | retail agentname | assignments | classifieds | contracts | commissions | posting rules

Location Information (* indicstes requirsd fisld) [save] [Cancel]

Location Type: | [Select Location Type] ¥ = Physical Address

This Locatien 15 Set To Primary For The Account, Ovas @no Address: | | =+
Addrass 2: | |
U Y E—
[Business Phone v Il i | State/Province: | v| = zipposual: | | [ =
[Fax Number ¥ Il Il | Country: [ United States v
[After haurs v Il I ] Intl Address Info: | |
Is sbove address the US Mail address for this location? ®ves Ono

Mailing Address

e E— =

State/Province: | v| zippostal: | 1=

Country: [ United States |

Intl Address Info:

———
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Note: The Location Type drop-down box is populated by each organization to ensure that
the list fits all needs. Add Location Types in SETUP > Lookup Management > Retail Agent
Category > Location Types (Retail Agent).

Modifying a Location

Location information may be changed or updated as needed by clicking the Details @9 icon for the location
on the Location Summary screen. After completing the modifications, click the [Update] link to save the
changes or the [Cancel] link to abort.

Changing the Primary Location

When adding a new entity, the first location entered is designated as the primary. A primary location cannot
be deleted but a new primary may be selected. To change the primary location, click the Details @9’ icon
on the Location Summary screen of the new primary location. On the Location Details screen, click the Yes
option beside Is this the Primary Location for this account?. Click the [Update] link in the upper right of the
screen to complete the primary location change process.

| ORGANIZATION | REPORTS | CAMPAIGN!

| ACTIONS | OPPORTUNITIES | MARKETING | POLI

Retail Agent Name: First Choice Insurance Agency, Inc.

card file = contacts locations retzil agent name assignments CONLracts

Location Information [* indicates required fisid)

Location Type: I[Selel:t Location Type] LI *

This Location Is Set To Primary For The Account,

In the locations tab summary view, the newly appointed primary location will be displayed with a check
mark in the Primary check box. The old primary location will now have a Remove % icon.

Deleting a Location

After accessing the appropriate retail agent locations tab, click the Remove %‘ icon on the Location
Summary screen to remove the location. Click OK to confirm the removal of the location or click Cancel to
abort the process. Locations cannot be removed once the retail agent is associated to an invoice.

If the Remove % icon is not available and the location is not identified as primary, the necessary security to
remove locations has not been granted.

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

Retail Agent Name: First Choice Insurance Agency | Retail Agents

card file | contacts locations | retail agent name ~ assignments classifieds contracts commissions | pesting rules

Location Summary Showing page 1 of 1 P“E Filters: [ Show ] [Add New]

Details Primary Location Type Address Gity St./Prov.  Zip/Postal Fax Number Remove
Corporate Headquarters 2848 North Sauthport Ave Chicago bl 65607 % 0o

B Satellite Office 125 Randolph Brea ca szEz1 (714) 672-8800 5]
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Modifying the Retail Agent Name

To modify the retail agent name, click the retail agent name tab. Enter the correction and click the [Update]
link on the upper right of the screen or click the [Cancel] link to abort the change.

HOME | HELP | SETUP | SUPPORT | LOGOUT

Bookmarks: Expand | Add | Remove Selected &#

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS | ELINKS

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

Retail Agent Name: Bender Insurance Broker » Retail Agents

cardfil= | contacts | locations | retail agentname | assignments | classifieds | contracts | commissions | posting rul=s

Retail Agent [ Update ] [ Inactivate] [Cancel]

Retail Agent Name:  |Bender Insurance Broker

Orgenination Legal Entty Tyaes
Oremn Osocio securmytomber |

website:  [BIE.com | [eB.com]

| O1oss

Enterprise Code:  |flex712

Organization Legal Entity Type - The Organization Legal Entity Type drop-down box is content that is
defined by each organization in Lookup Management. For specific instructions on additions to this field, see
“Lookup Management”, in Chapter 6, Admin Training Manual.

FEIN/Social Security Number - To enter the Federal Identification Number, select the FEIN option and enter
the number. To enter the Social Security Number instead, select the Social Security Number option and
enter the number. In both cases the correct number of characters and formatting is required in order to
update the record.

Website - To enter the Website address, type in the URL. This field is limited to 90 characters. If more than
19 characters are entered for the website address the word Website is displayed as the link identifier on the
card file. After saving, the modified website address link is displayed. Clicking the link will launch the website
in a new window.

Enterprise Code - The Enterprise Code may be used to enter a prior system code number or any number
that will help identify the entity when searching (on the Search screen) or when associating to clients and
policies. Both alpha and numeric values may be entered.

1099 - The 1099 check box has been added for future functionality.

Links - Once the record has been updated, click the [Update] link to save any changes to the record. To
identify an inactive Retail Agent, click the [Inactivate] link. After inactivating the record, this link changes to
an [Activate] link. When clicked, the record is re-activated. The inactivation of the record does not prohibit
any functionality or use of the record.
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Adding Assignments to Retail Agent

The retail agent assignments tab stores the agent’s assignment information. The retail agent branch
assignment is used to identify the availability of retail agents at the client and policy levels. So when
adding assignments, make sure to add an assignment for each branch the retail agent will be used on.

Adding branch personnel assignments to the retail agent is done by clicking the assignment tab and clicking
the [add assignment] link in the upper right portion of the screen.

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

Retail Agent Name: First Choice Insurance Agency |- Retail Agents

cardfile | contacts | locations | retail agent name | assignments | classifieds | contracts | commissions | posting rules

Assignment [ 2dd assignment |

Shving page 1 af 1PN page L]

Branch Departmant Unit Responsibility Name Updated By Updated Date Remove
Anniston Insurance Agency 1 AB/DB Accrual, PP Invoiced Unzssigned Producer Mary Oberleitner Mary Oberlsitner  07/24/2009

Complete the Assign Account Management fields in the pop-up window, making sure one is assigned as
the primary assignment. Click the Save button to store the assignment or the Cancel button to abort the
assignment addition.

Assign Account Management rmu'e

Assign account management by selecting the branch that the
responsibility will be handled by. After the branch is selected.
Department, Responsibility, and Name will bacome active.

Branch: I

Department:

Unit:

Responsibility:

Name:

L e ) ] e

Primary:

Nexsure Tip

If you would like to add a new Responsibility code this can be done
fram Setup. If you do not have rights to do this, please contact your
system administrator.

Save | Cancel |

As with on the other tabs such as location, contacts, etc., the primary may not be removed but may be
reassigned to allow removal. Add another assignment and click the Primary box to reassign the primary.
On the assignment summary screen, click the Remove % icon to remove the assignment that is no longer
necessary.

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

cardfil= | contacts | locations | retail sgentname  assignments | classifieds | contracts | commissions | posting rules

Assignment [ add assignment |

Showing page 1 of 10 M Fage[LE]

Details  Primary Branch Department Unit Responsibility Name Updated By Updated Date
Anniston Insurance Agency 1 AB/DB Accrual, PP Inveiced Unassigned Broducer Mary Oberlsitner Mary Oberlsitner  07/24/2009
E4 Anniston Insurance Agency 1 AB/DB Accruzl, PP Inveiced Unassigned Account Manager Cathy Ober Mary Oberlsitner | 07/24/2009
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Adding Classifieds to Retail Agents

The classifieds tab is available to add classifications to the Retail Agent. Retail Agent classified Code Classes
and Code Designations are added in SETUP > Lookup Management > Retail Agent Category. Classifieds can
be used to limit viewing of announcements in a Retail Agent portal by assigned Retail Agent classifications.
For information on using classifieds for announcements in a Retail Agent portal, see the Retail Agent Access
Training Manual.

Add classifieds to the Retail Agent by clicking the [Add New] link on the classifieds tab.

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

Retail Agent Name: First Choice Insurance Agency 3 Agents

cardfile  contacts | locstions | retail agencnsme | sssignments | classifieds | contracts | commissions | posting rulss

Classified Summary Showing page 0 of 0 Page| ¥
Details Cade Description

Ma records found for your search.

The Account Level Code Classes & Designations screen displays. Select the appropriate Code Description
from the drop-down box. Code Description selection will populate the Code Designations list. For more
information on creating Retail Agent Code Classes and Designations, see “Lookup Management”, Chapter
6, Admin Training Manual.

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

card file = centacts locations | retail agent name  assignments | classifieds | contracts commissiens posting rules

Account Level Code Classes & Designations [save] [Cancel]

Code Description: | New Business Submissions || Code Class: NwBIZ

Code Designation: | Real Time ~|

Note - Additional Class Codes & Designations may be added through Setup under Laokup Management,

Click the [Save] link to add the classification to the Retail Agent record and return to the Classified Summary
screen. Click [Cancel] to abort.

From the Classified Summary screen, click the Details @5’ icon of an existing code to modify the code class
and description. Click the [Update] link on the Account Level Code Classes & Designations screen to save
any changes to the classified.

From the Classified Summary screen, click the [Add New] link to continue adding classifieds as appropriate.
An unlimited number of classifieds can be added to the Retail Agent record.

RETAIL AGENT PROFILE | ACTIONS | OPPORTUNITIES | MARKETING | POLICIES | ATTACHMENTS | TRANSACTIONS | DELIVERY | T-L0G
Retail Agent Name: First Choice Insurance Agency - Retail Agents

cardfile | contacts | locations | retail agentname | assignments | classifieds | contracts | commissions | posting rules

Classified Summary Showing page 1 of 1 Page[1 ¥

Details Code Class Code Dascription Designation
NWBIZ Mew Business Submissions Real Time

Classifieds can be removed by clicking the Remove % icon of the classified to be removed. Click OK to
confirm the deletion of the record or Cancel to keep the classified associated to the Retail Agent.
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Windows Internet Explorer x|

\?r) Are you sure you want to delete this record?

Cancel |

Adding Contracts to Retail Agents

Adding contracts to the retail agent is done by clicking the contracts tab and clicking the [Add New] link in
the upper right portion of the screen.

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

card file | contacts locations retail agent name  assignments classifieds | contracts = commissions posting rules

Contract Summary Showing page 1 of 1 Page [ Add Hew ]

Details Contract # Contract Name. Effective Date

Complete the contract fields in the Contract Details screen. Click the [Save Contract] link in the upper right
portion of the screen to store the information or the [Cancel] link to abort. To add license information after
saving the contract, click the [Add New] link in the License Information section and populate the available
fields. Additional License Types may be created through SETUP > Lookup Management > Retail Agent
Category > License Types (Retail Agent). Click Save to store the entry. To remove the license information,

click the Remove B icon and confirm deletion.

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

Retail Agent Name: First Choice Insurance Agency | Retail Agents
card file | contacts | locations | retail agent name | sssignments | classified: commissi posting rules
Contract Details [Save Centract] [Copy] [Cancel]
Contract Information Errors & Omissions Coverage

Contract Humber: [ 12585877 = Effactive Dats: |1/1/2009 L Carrier Hame: | The Hartford ]
Contract Hama: | All Linas Expiration Date: [1/172020 ®. Policy Number:  |TH-9877767 Effective Date: &
Description: Limit of Liability: |£5,000,000 Expiration Date: ]

License Information [Add New]
Details  State/Province License Number Licensa Type: Effective Date Expiration Date Delate
Alabama 1248754645456 Fire B Casualty Broker-Agent 01/01/2009  01/01/2020

To remove the entire contract, access the Contract Summary screen and click the Remove &g icon and
confirm deletion.

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

cardfile | contacts  locations | retail agentname | assignments | classifieds | contracts | commissions | posting rules

Contract Summary Showing page 1 of 1 Paga [ Add Hew ]

Details Contract # Contract Name Effective Date Expiration Date Remove
E3 12583877 All Lines 01/01/2009 01/01/2020
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Adding Commissions to Retail Agent

To add commission information for the retail agent, click the [Add New] link in the upper right portion of
the screen.

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

cardfile | contacts | locations | retail agentname | assignments | classifieds  contracts | commissions | posting rulss

Commission Summary Showing page 0 of 0 Page

Retad Carrier LoB

Agsat Default Default

Line of Business

Complete all fields for the commission defaults and click the [Update] link in the upper right portion of the
screen. Click [Cancel] to abort or [Delete] to remove.

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

card file | contacts | locations | retsil agent name | assignments | classifieds | contracts | commissions | posting rules

Add New Commission [ indizstes requirsd fisl

) [Save] [Cancel]

Branch Name: |Aﬂnistun Insurance Agency Vl g [l retzil Agant Default
Carriers: |Autn-Owners Insurance Company(18988) V‘ = [ carrier Default
Lines of Business: |Aulu - Commercial Vl & [ine of Business Default
Rate Type Rate Min. Max. Eff. Date Exp. Date Quota Status
news % of Fee v 0] | | | [ 7i2412009] \ | | [Active ]
Rensvr [ % of Fee v 10| | || 7r2ar2009)] \ | | [Active v
Rewritten: | % of Fee v 0] | | | [ 7i2412009] \ | | [Active ]

To remove a line of commission, access the Commissions Summary screen and click the Remove 5 icon
and confirm deletion.

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

card file  contacts locations retail agent name  assignments  classifieds contracts = commissions  posting rules

Commission Summary Showing page 1 of 1 Page [ Add New ]

Retail Retail
Details Agent Agent Branch
Code Default

Carrier LOB

Default Carrier Default e of Business New Renew Rewritten  Quota Remove

B 12583 [#]  Annisten Insurance Agency [ | Auto-Ovmers Insurance Company | | Auto - Commercial 10.00% of Fes 10.00% of Fes 10.00% of Fee 5}

How Nexsure Determines the Proper Retail Agent Commission Default When
Invoicing:

Set the defaults by using the check boxes beside each default type which are used as follows:
m  One Retail Agent Default for each retail agent within a branch.
m  One Carrier Default for each carrier within a branch.

= One Line of Business Default for each specific line of business within a branch.

If a default exists within the branch and another default is selected, it will overwrite the existing default and
become the current default within that branch only.

Nexsure first tries to match the retail agent, carrier and line of business. If the match is not exact, the system
will search for a default line of business within the branch. If no default line of business exists within the
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branch, the system will search for the carrier default within the branch. Finally, if there is no carrier default,
the system will search for the retail agent default within the branch.

The Branch Name is selected to identify the branch to which the commission is being added. If there are any
branches that have a different commission default, they may be added. When other branches are added,

they replace the global default for those branches only.

If desired, one carrier may be selected as the commission default for each retail agent within a Branch by
clicking in the check box beside Carrier Default.

The Line of Business is selected to identify the line of business to which the commission is being added. If
desired, each line of business may be added as a separate default within a Branch by clicking in the check

box beside Line of Business Default.

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

Retail Agent Name: First Choice Insurance Agency | Retail Agents
card file  contacts | locations | retail agent name | assignments | cassifieds  contracts | commissions | posting rules
View/Edit Existing Commission (* indicates require. [Update] [Cancel]
Branch Hame: ‘Anmsmn Insurance Agency Vl = [“retail Agent Default
Carriars: ‘Autn—Ownera Insurance Company(18988) V‘ + [Jcarrier Default
Lines of Business: ‘Autu - Commercial V| * [vine of Business Default
Rate Type Rate Min. Max. Eff. Date Exp. Date Quota Status
Wews | % ofFee v [ 1oo0)- | | ] | [ 7r2472009] [ | | [Actve  [v]
Renew: % of Fee ~| [ 1000+ | | | [ 7i24i2009] [ | | [Active  |v]
Rewitten: | % of Fee ~ [ 1eo0)- | | ] | [ 7r2472009] il | | [Acive  [v]

Adding Posting Rules Default to Retail Agents

Clicking the posting rules tab for the selected retail agent will display the Posting Rules Summary screen.
Cash and accrual posting rules for retail agent transactions remain the same as your Cash/Accrual settings.
However, posting rules for Net and Gross invoicing methods may be specified for each retail agent, or set
globally for all retail agents. If these global posting rules are set correctly, there is no need to add a default
setting to the retail agent posting rules tab. However, if the retail agent contract is different from the global
default setting a new one can be added to the appropriate retail agent on the posting rules tab by clicking
the [Add New] link. The active posting rule will default to the policy info screen for policies with an assigned
retail agent. Only one active default may be added, so if a change is needed, make sure to inactivate the

current default prior to adding a new one. To inactivate the current default, click the Details @9 icon, click
the Active check box to remove the check and click the [Save] link. If all rules added here by the agency are
set to inactive, the global default will be used.

RETAIL AGENT PROFILE | ACTIONS | OPPORTUNITIES | MARKETING | POLICIES | ATTACHMENTS | TRANSACTIONS | DELIVERY | T-LOG
Retail Agent Name: Anniston Insurors | Retail Agents

cardfile  contacts  locations  retail agentname = assignments | classifieds | centracts | commissions | posting rules

Posting Rules Summary [Add New]

Showing Page 1 of 1 Total Rows: 3 Display: | Default (10) +

z Agency Bill
Details e Created By Date Created Status
B Gross

B Net Mary Oberleitner 1/11/2010 11:44:47 AM CST Active
1/11/2010 11:44:08 AM CST Inactive

Mary Obarlsitner
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Make sure the Active check box is seleted, choose the appropriate default according to the retail agent
contract which will either be Net or Gross.

Agency Bill

Net Billing - A retail agent net invoice is used when the retail agent is allowed to deduct their commissions
and remit the remaining net amount due to the agency. The invoice shows the retail agent’s commission
deducted from the total, resulting in a net amount due from the retail agent.

Gross Billing - A retail agent gross invoice is used when the retail agent is required to remit the entire invoice
amount, including earned commissions. After receiving payment from the retail agent, the agency then pays
the retail agent commissions due.

Direct Bill

Net Billing - This method is not available because no receivable exists for the retail agent in direct bill
workflow.

Gross Billing - A retail agent gross invoice is used for all retail agent direct bill invoicing. The agency receives
commission from the carrier, and pays commissions to the retail agent.

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

Retail Agent Name: Anniston Insurors A Retail Agents
card file  contacts  locations  retail sgentname  assignments | classifieds | contracts = commissions | posting rules
Add Retail Agent Override Posting Rula [Save] [Cancel]
Created By:
Date Created: Active

Retail Agent Agency Bill
I net ® Default Net
Oeress

Retail Agent Menu

Clicking the ACTIONS link on the Retail Agent Menu displays all open actions assigned to the logged on
user for clients assigned to the Retail Agent. Click the filter’s [Show] link to change the search criteria.
For information on actions and using filters, see Chapter 2, “Keeping Track From Home” and Chapter 16,
“Actions”, in the CRM Training Manual.

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

Retail Agent Name: Bender Insurance Broker \ .. Retail Agenis
actions
Showing page 1 of 25 PN Page Filter: [Show]
Detaile  ActionTopic policy Info Due Date Days Left Created By Updated By
Action Type Priority Status Due Time (Overdue by) Assigned To Created On Updated On
@" Marketing Roomi; All Terrain Vehicle (ATV); [07/21/2008 - 07/21/2009] =
07/21/2008 Admin Nexsure Admin MNexsure
ObmzEfer St 12:01 AM PST Admin Hoxaore 07/21/2008 07/21/2008
|Process new marksting application.
[Process new marketing application. —
B Marketing WC654321; Workers Compensation (WORK); [08/13/2008 - 08/13/2009] y
08/13/2008 ; Pamela Stein Pamela Stein
lascation eeed 12:00 AM PST s S 02/05/2009 02/05/2009
|Process new marketing application.
|Process new marketing application. —
@" Marketing 7611 9-11-08 change abort; Auto - Commercial (CAUTO); [08/25/2007 - 08/25/2008]
08/25/2008 Admin Nexsure Tina M Thorne
ObmzEfer St 12:01 AM PST Admin Hoxaore 08/25/2008 09/18/2008
|history = actions test
[history > actions test —
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RETATL AGENT PROFILE | ACTIONS | OPPORTUNITIES | MARKETING | POLICIES | ATTACHMENTS | TRANSACTIONS | DELIVERY | T-L0G
Retail Agent Name: Bender Insurance Broker -

actions

Showing page 1 of 25PN Paga Filter: [Hide]
Action Tyue=|:|B Due Date (Fr):l:l ?{; [ Due Date (Tu):l:l

Palicy Nos

Sort Fiald 1:

Files Per Page:

Clicking OPPORTUNITIES on the Retail Agent menu will display all Opportunities for clients assigned to the
Retail Agent and the logged on user. Click the filter’s [Show] link to change the search criteria.

RETATL AGENT PROFILE | ACTIONS | OPPORTUNITIES | MARKETING | POLICIES | ATTACHMENTS | TRANSACTIONS | DELIVERY | T-LOG
Retail Agent Name: Bender Insurance Broker L |- Retail Agen
opportunities

Showing Page 1 of 1 Filtars: [Hide]

X-Date/BOR Date (ﬁ):“ i} X-Date/BOR Date (TD): im] Assignrnent:
User Grade:| All Updsted Date (Fr):l:l:;{?! i Updat=d Date (Tuj::L;p_ i Respons\b\llty:l:l
I Commission (F)f | Commission (To)i | Updated By |
. P —

Client Name:

|

Systern Grade: Al

Status:| Al
Bill Methad:| Al

<<

Clicking MARKETING on the Retail Agent menu will display all Marketing for clients assigned to the Retail
Agent and the logged on user. Click the filter’s [Show] link to change the search criteria.

RETAIL AGENT PROFILE | ACTIONS | OPPORTUNITIES | MARKETING | POLICIES | ATTACHMENTS | TRANSACTIONS | DELIVERY | T-LOG
Retail Agent Name: Bender Insurance Broker L | Retail Agen

marketing

Showing Page 0 of 0 Filters: [Hid=]
s W

Client Name: l:l Eff. Date (Fr): (i EFf. Date (To): (i Assignment:
| v Exp. Date (Fr)t I:k_p; i Exp. Date (To): |:| il = Responsibilityt |:|
| v Issuing Cariers| | : Updated By |

Bill Methad: | All - Updated Date (Fi: [ | b1
N E—]

Sort Fisld 1: | Eff Date - Sort Order 1: Sort Field 2: Sort Ordar 2:

Client Type: | A

Policy Status: | Al

Clicking POLICIES on the Retail Agent menu will display all In Force policies for clients assigned to the Retail
Agent and the logged on user. Access the Retail Agent binder log, edits, audits, endorsements, cancellations
and claims by clicking on the appropriate tab from the POLICIES link. Click the filter’s [Show] link to change
the search criteria.

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

Retail Agent Name: Bender Insurance Broker b | Retail Ageni

policies  binderlag | edits | audits | endorsements | cancellations | claims

[ A | Showing Page 1 of 1 Filters: [Hide]

LI
Clenttamar | etster | | A etoata(ron| | Assignment! [Logged on User Name

v

Client Type: | Al

Policy Status: | Al

Policy Mode: | Al

Bill Mathod: | Al

Sort Field 1: | Client Name v Sort Order 1: Sort Field 2: | Eff Date v Sort Order 2:
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RETAIL AGENT PROFILE | ACTIONS | OPPORTUNITIES | MARKETING | POLICIES | ATTACHMENTS | TRANSACTIONS | DELIVERY | T-LOG
Retail Agent Name: Bender Insurance Broker A | Retail Agent:

palicies | binderlog | =dits  sudits | endorsements | cancellstions | clsims

Al ] Showing Page 1 of 1 Filkars: [Show]

Client Name Policy Type Stage Updated By Annualized $ Billing Carrier
Details Assign __ Policy Number Line of Business Status Mode  Updated Date Billed Premium Policy Term Issuing Carrier

B James Crenshaw {Parsonal Lines)
B @ IM-980s89080 Monoline Palicy Mary Oberleitn $0.00 A 06/24/2003  AIG National Insuran|
Inland Marina - Pars In Force 07/21/2003 $0.00 A 05/24/2010  AIG National Insuran|

e Process edit.

Clicking ATTACHMENTS on the Retail Agent menu will display existing attachments. Click the [Add New] link
to add a new attachment. Refer to Chapter 17 of the CRM Training Manual to learn more about Attachments
in Nexsure.

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

Retail Agent Name: Bender Insurance Broker b | Retail Agent:
attachments
[Add Hew] Showing Page 1 of 1 [DMS] Filkers: [Hide] [Add Hew]
Search Filters Save Filter S EnEn
Date Date Created
N — - e T ] T - R —
' ' e I
Carrier:
Sort Orders
Sort Field 1: | pate Createc |+ Sort Order 1:| pescending Sort Field 2:| pate Createc v Sort Order 2:| pescending |+
Files Per Page:

Selecting the TRANSACTIONS link opens the transaction list for the retail agent. Retail agent transactions
include client invoices billed to the retail agent, reconciliations, receipts, and disbursements. The following
transaction views are available:

m  Balance Detail (default) — This list includes client invoices billed to the retail agent, receivable
reconciliations, receipts, and disbursements. Agency billed invoice amounts reflect what the
retail agent owes the agency. Agency bill Gross invoices include premiums, fees and taxes in the
amount due. Agency bill Net invoices include premiums, fees, and taxes, less the retail agent’s
commission amount. Direct bill invoices are shown only if they include agency bill items, such
as agency fees or tax authority taxes. This view also shows retail agent receipts, receivable
reconciliations, and disbursements.

m  Invoice Summary — This view lists all invoices according to filter settings.

m  Payables — This view shows commissions due to the retail agent from agency bill and direct
bill Gross invoices. Net invoices do not have any commissions due because the retail agent
retains their commission and remits the Net amount. This view also shows retail agent payable
reconciliations.

Clicking DELIVERY on the Retail Agent menu will display all unsuccessful deliveries sent from the Retail Agent
DELIVERY link created from the current date. Click the filter [Show] link to change the search criteria.

Note: Client related deliveries are not displayed at the Retail Agent level.

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

Retail Agent Name: Bender Insurance Broker b | Retail Agent:
delivery
Showing Page of 0 Filters: [Hide] [Add New]

oete S lozizarzoos R | I | : ;

o 07/24/2009 i} L 5 Retail Agent Name: Via: | Both v

e e e I | ] :

From: i) = To: (B = Sent To: Status: | Not Successful | ¥

Sort Fisld 1: Sort Order 1: Sort Field 2: | Date Crsated |%|  Sort Order 2: Files per Page:
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m  Click the [Add New] link to create a new email or fax delivery associated to the Retail Agent
entity. Use the Address Book to search for and select Retail Agent Location, Retail Agent Contacts
and Retail Agent Delivery History email addresses and fax numbers.

address book
Entif
Delivery Histary > [Search] [Clear]
Add. Intersst Location Send To Sendar
Carrier Location | |estsy Cormisr
Certificate Holder Location
Contacts
Delivery History
Organization Location Via Sen
E‘;L‘Eﬁ SE'E;",'_EDT:HDH Bcontact@aol.com EMzil gir =
r a_,’h'lf:ms nexsuracontact@aol.com EMail gi*;
George
[T Powers:John gpowers@powersce. biz;jpowers @powerscc.biz EMail g“
Powers or
- G:::;Or\:jlter nawsurecontact@acl.cam EM=il gi‘;
[ John Powers  jpowers@powersce. biz EMail gi‘:
Ronald
- :i?j::"mﬂz nexsurecontact@aol.com;nexsurecantact@aal.com EMail E,en*;‘-
4| b
T Fom ®T0 T cc T ece [select] [Delete] [Close]
m  Only the Retail Agent’s ATTACHMENTS are available to add to the delivery. For more information

on Delivery by fax or email, see “Miscellaneous”, Chapter 19, CRM Training Manual.

ﬁetail Agent Name: Bender Insurance Broker
delivery

email | fax

Title: |

From: [Mary Obarlsitnar

From Email Address: [mary.oberleitner@sxdti.com

To: [Janet Kingsten

To Email Address: [maryo@sxdti.com

ce: |

Bcc: |

Subject: |

| Retail Agents

[Send] [Save Draft] [Print] [Close]

Total Attschments: 0

Message:

Anniston Insursnce Agency
Phone: 256-237-7541

[Send] [Save Draft] [Print] [Close]

m  Retail Agent deliveries can be tracked from the HOME menu > DELIVERY link. The default view
will display client related deliveries. Click the filter’s [Show] link to change Entity Type search
criteria to All or Retail Agent. Refine search criteria to a specific Retail Agent by entering some of
the Retail Agent’s name in the Entity Name box.
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| HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remor acted W
ACTIONS | OPPORTUNITIES | MARKETING | BINDER LOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE |

Hello, Betsy Cormier
delivery

Showing Page 0 of 0 Filters: [Hid=]

s
Title: Regarding: [ Created By: [Betsy Cormier Sent By:
E=i= C’;E;:‘d} 03/04/2009 Bz Crgafri?l & Entity Name: Via: |Both >
Date Delivered [ Pate Deliversd [ : T — N P — |
== = &I Entity Type: Clllent Status: [All
Al
[

Sort Field 1: | Date Created - Sort Order 1: | Descending ¥ Sort Field 2: 'I Sort Order 2: hd Files per Page: | 50 A

Status Date Created
Messa Date Delivered

Entity Name
Created B

Via

Note: Retail Agent Access automated delivery of user name and password notifications
are stored only at the Retail Agent record level and will not be accessible from HOME
menu > DELIVERY.

Clicking on the T-LOG link displays T-log entries for the selected Retail Agent. Clicking the [Show] link allows
searching for specific entries.

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

T-Log

[&] [=por] Filter: [Hide]

Task: Operation:
Memo:

Date Time To:

Policy No:
Date Time From:

User Name:
User Rights:

Sort By Name:

Detail  Task Operation Retail Agent Name Policy No. Memo

Sort By Direction:

Date Time

Mary Oberleitner

T-Log View Bender Insurance Broker N/R View TLog 7/24{2009 2:23:12PM
Administrator

Deliveries View Bender Insurance Broker N View Retail Agent Delivery Mary Oberleitnar 7/24/2009 12:53:38PM
Administrator

Deliveries Add Bender Insurance Broker N/A AdlRetail Agent: CelworyEmail f Mz ry Dberleitner 7/24/2009 12:51:44PM
Fax Administrator

Deliveries View Bender Insurance Broker A View Retsil Agent Delivary Mz ry Oberleitner 7/24/2009 12:51:420M
Summary Administratar

T-Log View Bender Insurance Broker NiA Wiew TLog b8 oy bacntony 7/24/2008 12:50:55PM
Administrater

Deliveries View Bender Insurance Broker A View Retsil Agent Delivery Mary Oberleitner 7/24/2009 12:48:26PM

Administrator
Mary Oberleitner

PP LPQ

Card File View Bender Insurance Braker /A View Retail Agent Card fils o 7/24/2009 12:48:19PM
Administratar

Palicies View Bender Insurance Broker NiA View Retail Agent Policies Mary Oberleitnar 7/24/2009 11:24:57 AM
Administrater

Marketing Wiew Bender Insurance Broker NiA Wiew Retail Agent Marketing M;;" Ty 7/24/2009 11:23:11AM
ministratar

Opportunities Wiew Bender Insurance Broker [ Wiew Retail Agent Oppartunities Mary Oberleitner 7/24/2003 11:18:47AM

Administrator

Note: The T-Log may also be accessed on the TLog tab under SETUP > Security
Administration if security is provided, which displays all activity conducted on the
agent’s Nexsure site by their users.
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Tax Authority

The tax authority is added on the Search screen and taxes associated with them are added in accounting for
use on client invoices.

The Search screen is accessed by clicking the SEARCH link on the Primary menu. Begin by selecting the
Tax Authority from the Entity drop-down box. Notice that the search fields change with the selection of
Tax Authority. Nexsure provides several key fields for searching to help ensure accurate results. Enter less
information for broader results or more information to return less data. To activate a Search, click the Search

button or press Enter. If the tax authority exists, click the Details @5" icon to see the details.

[nexsure

Hello, Mary Qberleitner

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS Bookmarks: Ex

search
[ Import Record ] [ Add Mew Record ]
Search Typer Contains 4| 20 Recordis) Found Showing Page 1 0f 2 3] GoToPage |1 v
Tan Authorityi Details [ Location Type City St/Prov.  Zip/Postal Remove
Location Address: B Acme Tan Authority Corporate Headguarters atlanta GA 20205 B
Location City: B Acme Tax Authority Satellite Office Fontana ca 92334 B
;?;f;losza\, B Arizona State Tau Heme Office Phoenix Az 27678 B
First Name: B Brea Sales Tax Corporate Headquarters B
Last Mame: B California State Tax Corporate Headquarters Brea ca 92821 B
B delaware state tax authority Corporate Headquarters Grand Canyon DE 12345 B
B Indiana Tan Authority Corporate Headquarters Indiznapolis N 46206 B
B Los Alamitas Tax Corporate Headquarters B
B Massachusetts Dept, of Revenue Corporate Headquarters Boston Ma nz1o0z B
B Minnesota State Authority Corporate Headquarters Bemidji MH 56619 B

You must search for a record prior to entering a new one. After the results are returned you will be given the option to add a new record,

Adding Tax Authorities

In the Entity drop-down box, select Tax Authority. Tax authorities added are available for the entire
organization. Prior to adding tax authorities, a Search must be done. Searching activates the availability of
the [Add New Record] link. Click the [Add New Record] link to add the new tax authority.

[Nexsure

Hello, Mary QOberleitner

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS Bookmarks:

xpand | Add | Rermas

search
[ Import Record ] [ Add Mew Record ]

Ll SEARCH RESULTS - TAX AUTHORITY

Contains + | 0 Record(s)] Found

Entity: Tax Autharity
Search Type:

Taw Authority: lalabama State Tax AU Degails Name Lacation Type City St./Prov. Zip/Postal Remove

Location Address: | 345 Winter Drive Mo records found on specified search criteria for Tar Authority.

Oxford %

Location City:

Location

Zip/Postal: 36203

First Name: Hilda

Last Mame: Burnbershoot

You must search for a record prior to entering a new one. After the results are returned you will be given the option to add a new record,
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Any information entered in the search fields are automatically transferred to the newly added Tax Authority
fields. Any field with a red asterisk * is a required field. Complete the balance of the fields and click the Save
button in the upper right portion of the screen to add to Nexsure. To clear and start entry over, click the

Clear button.

[nexsure

Add A New Tax Authority
cand file

 indicates raquired fiald

Tan Autherity Information
Tax Authority Mame: |Alabama State Tax Authority

Website:

Primary Location Address

Location Type: | Corporate Headquarters
Address: |345 Winter Drive

Cityr | Ouford

State: v

Zip: | 36203

Phane:

SEARCH | ORGANIZATION | REPORTS

Primary Contact

* Apply Contacti () Use Existing  (5) Add New
Prefin: | Mone v
First Mame: |Hilda * ML
Last Mame: |Bumbershoot *
suffin | Mone
Title: v
Contact Role: w
E-Mail:
Phane Mumber(s) Format (AR )
Type Humber Ext, Desc

Horne Phone v
Cell Phone v

Personal Fax ha

HOME | HELP | SETUP | LOGOUT
ted

Baokmarks: Expand | Add | Rermou

card file contacts locations tan authority name

Primary Contact
Name: Hilda Bumbershoot
Title:

E-Mail:

Accountant
hilds@al.cam

Business Phone: (256) 759-0957

Tax Authority Name: Alabama State Tax Authority

states

terms

Mailing Address
Address:

ity

ZipfPostal:

Business Phone:

Ouford
36203

345 Winter Drive

(256) B76-3000

HOME | HELP | SETUP | LOGOUT
okmarks: Expand | Add | R

State/Province: AL
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How to Use the Contact Summary Screen

The contacts tab contains all the contacts added for this entity in a summary view. Unlimited contacts
may be added for each entity, but only one is designated as the primary contact. The primary contact is
identified with a check box in the Primary column on the Contacts Summary screen. The primary may be
reassigned but deletion of a primary contact is not allowed.

HOME | HELP | SETUP | LOGOUT
SEARCH | OREANIZATION | REPORTS Bookmarks: Expand | Add | Remove Selactas

Tax Authority Name: Alabama State Tax Authority

card file contacks locations tan authority name states terms

Contact Summary Showing Page 1 of 1 [ &dd Mew]

Details Name Title Contact Role E-pail Remove
B ¥ Hilda Bumbershoot Accountant Eilling hildz@aL.com

Adding a New Contact

The contact added when the tax authority is first entered in Nexsure will automatically be designated as
primary. The contacts tab displays all contacts in a summary view for this entity. Unlimited contacts may be
added for each entity but only one can be designated as the primary contact. The primary contact will be
identified with a check box in the Primary column. The primary contact may be reassigned but deletion of
a primary contact is not allowed.

Click the [Add New] link in the upper right hand corner of the Contacts Summary screen. The Search For
Existing Contact Record screen is displayed.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS Bookmarks: Expand | Add | Remove Selected

Tax Authority Name: Alabama State Tax Authority

cardfile  contacts locations  tax authority name states  terms

Apply Contact: @ Search Contact O Mew Contact

Sl [Py oy €anine: Fommith Lo e

terms states tax authority name locations contacts card file

The Search Contact option is the default. This feature allows the global contacts database to be utilized so
that duplicate contact records may be avoided.

Enter the last name for the contact in the space provided and then click the Search button. All contacts
with the same matching last name are displayed along with the e-mail address. Scroll through and select
the match if returned and click the Use Selection button to associate with this entity. Any field modified
and saved on this record will affect the original record, so make sure you have the correct contact before
modifying. There are four fields in the contact’s details that are unique to their relationship to an entity.
These four fields are: Title, Primary Contact, Contact Role and Location. Changing these four fields will
not change the original record.

Note: All contacts added to Nexsure are stored in a global database. A contact should be
entered in Nexsure only one time. The contact can then be related throughout Nexsure
as needed.
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After searching the existing contacts list and confirming the contact does not exist in Nexsure, click the New
Contact option. The Contact Details screen is displayed. Enter the new contact information and click the
[Save] link to store the record or the [Cancel] link to abort the entry.

nexsure ove | e | SETUP | LoGouT

SEARCH | DRGANIZATION | REPORTS Bookmarks: Expand | Add | Remaove Selected

Tax Authority Name: alabama State Tax Authority »

card file contacks locations tan autharity name states terms

Apply Contact: () Search Contact (%) Mew Contact

Contact Information [ Cancel ] [ Save ]
Prefix First M1 Last Suffix Goes By
v w
Title: v
I= this the Primary Contact for this company? () Yes (3) Mo Contact Role: “
Personal Numbers E-Mail Address
Home Phone b Ext, Desc, E-Mail:
Business Phong % Ext. Desc, E-Mail 2:
Cell Phone b Ext, Dese,
2nd Phone Line % Ext, Dese,

Contact Notes

Note: E-mail Addresses should be obtained for all contacts. E-mail addresses are placed in
a global address book and made available on the Delivery screen.

Editing a Contact

Contact information may be changed or updated as needed. There are four fields in the contact’s details
that are unique to their relationship to an entity and if updated, will only affect this record. The four unique
fields are: Title, Primary Contact, Contact Role and Location. All other fields apply to the contact globally
and if updated, it will update all records of this contact throughout Nexsure.

After accessing the tax authority through Search, click the contacts tab for access to all contacts. Each

contact has its own Details @5’ icon and clicking the icon for a contact will bring up the detail screen. Make
the necessary changes to the record and click the [Update] link to save the changes.

Changing a Primary Contact

When adding a new entity, the first contact entered is designated as the primary contact. A primary contact

cannot be deleted, but a new primary may be selected. To change the primary, click the Details @5} icon on
the Contact Summary screen of the new primary contact. On the Contact Details screen under the Contact
Role, click the Yes option beside Is this the Primary Contact for this account?. Click the [Save] link in the
upper right of the screen to complete the process to change the primary contact.
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HOME | HELP | SETUP | LOGOUT

SEARCH | DRGANIZATION | REPORTS Bookmarks: Expand | Add | R cted

Tax Authority Name: Alabama State Tax Authority
cardfile  contacts locations  tax authority name states  terms
Contact Information [ Cancel] [Delete ] [ Update ]
Prefin First MI  Last Suffin Goes By
Mr, | |Oscar Malaney -

Title: | Accountant b
Is this the Primary Contact for this Company? (3) ves () Mo  Contact Role: v
Personal Numbers [ Add Mew ] E-Mail Address

Mo phone record(s) faund. E-Mail:

E-Mail 2:

Contact Notes

Deleting a Contact
If the original primary contact needs to be removed, it is now possible since the primary contact has been

changed. To remove a contact, click the Remove % icon on the Contact Summary screen and confirm
deletion on the confirmation pop-up window.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS Bookmarks: Expand | Add | Rermos

Tax Authority Name: Alabama State Tax Authority

card file  contacts locations  tax authority name states  terms
Contact Summary Showing Page 1 of 1 [ &dd Mew ]
Details Name Title Contact Role E-Mail Remove
E4 F  OscarMaloney Accountant Gscar Malaney

4 Hilda Bumbershoot Accountant gilling hilda@AL camn B

Locations - Tax Authority

The location added when the Tax Authority is first entered in Nexsure will automatically be designated as
the primary location. The locations tab contains all locations in a summary view for this entity. Unlimited
locations may be added for each entity but only one can be designated as the primary location. The primary
location is identified with a check in the Primary column on the summary screen. The primary location may
be reassigned but deletion of a primary location is not allowed.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS Bookmatks: Expand | Add | Remot
Tax Authority Name: Alabama State Tax Authority
card file contacts locations tan authority name states terms

Location Summary Showing Page 1 of 1 [ &dd Mew |

Details  Primary Location Type Address City St/Prov. Zip/Postal Remove
B ¥ Corporate Headquarters 345 Winter Drive Owuford aL 36203
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Adding a Location

To add a new location, click the [Add New] link in the upper right part of the screen. Complete the location
details on the screen and click the [Save] link to store or the [Cancel] link to abort.

n%ure HOME | HELP | SETUP | LOG(
SEARCH | DRGANIZATION | REPORTS Bookms <pand | Add | Re )
Tax Authority Name: Alabama State Tax Authority »
card file contacts  locations  tau authority name states | terms
Location Information [ Cancel ] [ =ave ]

Physical Address

Location Type: | JRlEIiLce Rile]

Is this the Primary Location for this account? () res (3) Mo Address:

Address 2:

Location Phones City: E]
Phone b Ext, .
State/Province: | Zip/Postal E]
Fax Number hd Ext,
H Country: | United States b
Business Phone v Eut,

Intl Address Infa:

Is above address the US Mail address for this location? (3 Yes () Mo

Mailing Address
Address:
Address 2;
Ciny: E]
State: ¥ Zips E]
Country: | United States b

Intl Address Infa:

Note: The Location Type list is populated by each organization to ensure that the list fits
all needs.

Modifying a Location

Location information may be changed or updated as needed by clicking the Details @? icon for the location
on the Location Summary screen. After completing the modifications, click the [Update] link to save the
changes or the [Cancel] link to abort.

Changing the Primary Location
The first location entered, when adding a new entity, is designated as the Primary. A primary location

cannot be deleted but a new primary may be selected. To change the primary, click the Details @9 icon on
the Location Summary screen of the new primary location. On the Location Details screen, click the Yes
option beside Is this the Primary Location for this account?. Click the [Update] link in the upper right of the
screen to complete the primary location change process.

SEARCH | ORGANIZATION | REPOI

Tax Authority Name: Alabama State Tax Autho
card file contacks  locations  tax authority name states

Location Information

Location Type: | Home Office b

Is this the Primary Location for this account? (3) ves () Mo
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In the locations tab summary view the newly appointed primary location will be displayed with a check

mark in the Primary check box. The old primary location will now have a Remove % icon.

Deleting a Location

After accessing the appropriate tax authority locations tab, click the Remove % icon on the Location
Summary screen to remove the location. Click OK to confirm the removal of the location or click Cancel to
abort the process.

If the Remove I%‘ icon is not available and the location is not identified as primary, the necessary security
to remove locations has not been granted.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS Bookmarks: Expand | Add | Rerr ed

Tax Authority Name: Alabama State Tax Authority

card file contacts  locations  rtax authority name states | terms

Location Summary Showing Page 1 of 1 [ Add New |

Details  Primary Location Type Address tity St/Prov. Zip/Postal Remove
E4 Corporste Headquarters 345 Winter Drive Ouford 36203 5

4 W Home Office 1200 Hanes Rd. Owford 36202

Modifying the Tax Authority Name

To modify the tax authority name, click the tax authority name tab. Enter the correction and click the
[Update] link on the upper right of the screen or click the [Cancel] link to abort the change.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS 1ookmarks: Expand | Add | Rem

Tax Authority Name: Alabama State Tax Authority
card file contacts locations tax authority name states terms

Tax Authority Name [ Cancel ][ Update ]

Mame: |Alabara State Tax Authority

WebSite:

Tax Authority States

For information purposes add the states that apply to this Tax Authority. Click the states tab and then click
the [Add State/Province] link. Add State/Provinces by clicking on each one individually or click the [Add All
States/Provinces] link at the bottom left of the list. Click the [Close] link to return back to the list of states.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS Bookmarks: Expand | Add | Rerr ed

Tax Authority Name: Alabama State Tax Authority

card file contacts  locations  taw authority name  states  terms

Tax Authority States/Provinces [ Add State/Province ]

There are no states/praovinces for this Tax Authority. Click here to add a state/province
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%um HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS nd | Add | R

Tax Authority Na
nexweb14. nexsure.com - Add States/Province:

Microsoft Internet Explorer
cardfile  contacts

Tax Authority Statl  Click on a state/province to add nexsure pdd state/provines ]
[ Delete all States/H [UsA] Idaho Montana Puerto Rico  Wyarning [MEXICO] Hidalgo San Luis
Alab Alaska Tlinais Marth Rhode [CAMADA] Agugscalientes Jalisco Potosi
. .
shama Alabama Indiana Caralina Island Alberta Baja Michoacan de 0nors
Arkansas Kansas Harth Dakats giﬁgﬂna British Baja Sur Qearnpo Tabasco aomras . eralh
Arizona Kentucky Mebraska o Colurnbia Chiapas Marelos Tlaxcala
California Louisiana Mew Dnaf(uta Manitoha Chihushua Navajos Tamaulipas
colorado Massachusetts Hampshire Mew Brunswick  ~glima Nuevo Leon  Veracruz
i Wew Jersey  TEMMESSEE e ndland Mayarit Veracruz
Connecticut  Maryland N T Campeche i
. . Hew Mexico Bras Mova Scotia Caxaca Llave
washington  Maine Utah Coahuila
nc Michigan Mevada o Northwsst Distrito State Yucatan
Dels Minnesata Mew York Wirginia Territories Federal Unknown Zacatecas
. i Wirgin
Florids Missouri Ohio Is\agnds Ontario Durango Fuebla
Georgiz Mississippi Oklaharma verment Prince Edward  £d5 de Mexica Qu?aretara
Hawaii Oregon Washingtan Quebec Guanajuata Quintana Roo
Towa Pennsylvania . Saskatchewan  Gyerrero Sinalos
Wisconsin N
Yulon Territory
West
Wirginia
[ Add All States/Provinces ] [ Close ]
@javasmpt:saveﬁtate(?) é B Internet

To delete a state/province from the list, click on a state/province individually or click the [Delete All State/
Provinces] link. Click OK on the delete confirmation dialog box to complete the deletion.

Tax Authority Name: Alabama State Tax Authority »
card file contacts locations  tax authority name  states  terms

Tax Authority States/Provinces [ Add state/Province ]

[ Delete All States/Provinces ] -- Click on a state/province to DELETE an individual state/province.

+ Alabarna

Tax Authority Terms

For future reference add the terms that apply to this Tax Authority. Click the terms tab. Enter the desired
reporting information and click the [Save] link. This information can be edited at any time.

n%ure HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS cted

Tax Authority Name: Alabama State Tax Authority 3
card file contacts  locations  tax authority name states  terms
Tax Authority Terms [ 2ave ]

Payment Reporting Period:
() Monthly

() Quarterly

() semi-Annually

() Annually

Reporting due by day |15 of the manth following reporting period.

Remit payrment by:

() Check

() Elecrronic File Transfer (EFT)
() Credit Card

Fayment Options - due when tax is:
() Partially Paid
) Fully Paid

(%) Invoiced
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Vendor

Adding, modifying and removing a Vendor in Nexsure is completed on the Search screen and is accessed by
clicking the SEARCH link on the Primary menu. Begin by selecting Vendor from the Entity drop-down box.
Notice that the search fields change with the selection of Vendor. Nexsure provides several key fields for
searching to help ensure accurate results. Enter less information for broader results or more information to
return less data. To activate a Search, click the Search button or press Enter. If the vendor exists, click the

Details @5} icon to see the details.

In%ure HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS

Boskmarks: Expand | Add | Remove Selecked
Hello, Mary Oberleitner

search

“You must search for a record prior to entering & new one. After the results are returned you will be given the option to add a new record.

Search Typa: Contains +| 3 Record(s) Found Shovring Page 1 of 1 GoToPage |1 %
Wendor: I Details Name Location Type City st/Prov. Zip/Pastal Remove
Location Address: Ed Alabama Power Accounting Office Birmingham AL 35030 Eal
Location Ciuy B wells Fargo Accounting Office Brea ch 92821 By
'g?:,;";’;ah B Office Depot Accounting Office Brea ca s2821 B
First Mames

Last Mame:

“You must search for a record prior to entering & new one. After the results are returned you will be given the option to add a new record.

search

Adding Vendors

In the Entity drop-down box, select Vendor. Vendors added are available for the entire organization. Prior to
adding Vendors, a Search must be done. Searching activates the availability of the [Add New Record] link.
Click the [Add New Record] link to add the new vendor.

n%ure HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS

Bockrnarks: Expand | Add | Remn ected

Hello, Mary Oberleitner

search

[Import Record ] [ Add Wew Record ]
Entity: endor S8l SEARCH RESULTS - YENDOR
Search Type: Contains 4 | 0 Recordls) Found
Vendor: Circuit City Details Name Location Type City St./Prov. Zip/Postal Remove
Location Address: | 5400 Leon Smith Hwy Mo recards found on specified search criteria for ¥endor,
Location City: Gxford
Location [%
Zip/Postal: 36203
First Hame: Lanet
Last Mame: Thompson
You must search for a record prior to entering & new one. After the results are returned you will be given the option to add & new record.

search
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Any information entered in the search fields are automatically transferred to the newly added vendor fields.
Any field with a red asterisk * is a required field. Complete the balance of the fields and click the Save
button in the upper right portion of the screen to add to Nexsure. To clear and start entry over, click the
Clear button.

In%ure HOME | HELP | SETUP | LOGOUT

SEARCH | DRGANIZATION | REPORTS B rks: Expand | Add | Re
Add A New Vendor
card file
* indicates mguired Fiald
¥endor Info Primary Contact
Wendor Mame: | Circuit City - apply Contact () Use Enisting (8 Add Mew
Website:
rafi: | EERIE
Primary Account Address First Name: [Lanet ML
Location Type: | Accounting Office - Last Mame: | Thormpson
Address: 5400 Leon Smith Huy Suffine | Hone %
Title: v
Contact Role: w
Cityr | Dxford [I]
Stater v E-Mail:
Zip: 38203 @ Phone Number(s) Format (R
Type Murber Ent Description
Phone:

Horne Phone R4
Cell Phone hd

Personal Fax -

card file

Once the new entity is stored, additional information may be added after the card file tab is displayed.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS tks: Expand | Add | Rerr

Yendor Name: Circuit City

card file  contactz | locations | wendorname
Circuit City Information Mailing Address
Website: www.circuitcity,com Address: 5400 Lean Srmith Huw,
City: Onford State/Province: AL
Primary Contact 2ipfPostal: 36203
Mame: Lanet Thompsan Phone [256) 782-0098

Title: Manager
E-Mail: lthompsoni@circuitcity.com
Business Phone: (258] 723-0093

vendorname  locations  contacts
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How to Use the Contact Summary Screen

The contacts tab contains all the contacts added for this entity in a summary view. Unlimited contacts
may be added for each entity, but only one is designated as the primary contact. The primary contact is
identified with a check box in the Primary column on the Contacts Summary screen. The primary may be
reassigned but deletion of a primary contact is not allowed.

HOME | HELP | SETUP | LOGOUT

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

Yendor Name: Circuit City

cardfile  contacts  locations  wvendor name

Contact Summary Showing Page 1 of 1 [ &dd Hew ]
Details Name Title Contact Role E-Mail Remove
@ ¥ Lanet Thompson Manager General Ithompson@circuiteity.com

card file

vendor name locations contacts

Adding a New Contact

The contact added when the vendor is first entered in Nexsure will automatically be designated as Primary.
The contacts tab displays all contacts in a summary view for this entity. Unlimited contacts may be added
for each entity but only one can be designated as the primary contact. The primary contact will be identified
with a check box in the Primary column. The primary contact may be reassigned but deletion of a primary
contact is not allowed.

Click the [Add New] link in the upper right hand corner of the Contacts Summary screen. The Search For
Existing Contact Record screen is displayed.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS Bookmarks: Expand | Add | Remove Selectad

Yendor Name: Circuit City

cardfile  contacts  locations  uendorname

Apply Contact: (%) Sesrch Contact () Mew Contact

Search For Existing Contact Record: Last Mame

vendorname  locations  contacts  card file

The Search Contact option is the default. This feature allows the global contacts database to be utilized so
that duplicate contact records may be avoided.

Enter the last name for the contact in the space provided and then click the Search button. All contacts
with the same matching last name are displayed along with the e-mail address. Scroll through and select
the match if returned and click the Use Selection button to associate with this entity. Any field modified
and saved on this record will affect the original record, so make sure you have the correct contact before
modifying. There are four fields in each contact’s detail that are unique to the contact’s relationship to this
entity. These four fields are: Title, Primary Contact, Contact Role and Location. Changing these four fields
will not change the original record.

Note: All contacts added to Nexsure are stored in a global database. A contact should be
entered in Nexsure only one time. The contact can then be related throughout Nexsure
as needed.
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After searching the existing contacts list and confirming the contact does not exist in Nexsure, click the New
Contact option. The Contact Details screen is displayed. Enter the new contact information and click the
[Save] link to store the record or the [Cancel] link to abort the entry.

n%ure HOME | HELP | SETUP | LOGOUT

SEARCH | DRGANIZATION | REPORTS Bookmarks: Expand | Add | Remove Selactad

vendor Name: Circuit City »

cardfile  contacts  locations  wendorname

Apply Contact: () Search Contact (8 New Contact

Contact Information [ Cancel] [ Save ]
Prefix First M1 Last Suffin Goes By
“ “
Title: w
Is this the Primary Contact for this company? () Yes (3) Mo Contact Role: v
Personal Numbers E-Mail Address
Home Phone Ent, Desc, E-Mail:
Business Phane Ext, Desc, E-Mail 2:
Cell Phone v Ext, Cesc,
2nd Phane Line % Ext, Desc,

Contact Notes

vendorname  locations  centacts  card file

Note: E-mail Addresses should be obtained for all contacts. E-mail addresses are placed in
a global address book and made available on the Delivery screen.

Editing a Contact

Contact information may be changed or updated as needed. There are four fields in the contact’s details
that are unique to the contact’s relationship to an entity and if updated, will only affect this record. The four
unique fields are: Title, Primary Contact, Contact Role and Location. All other fields apply to the contact
globally and if updated, it will update all records of this contact throughout Nexsure.

After accessing the Vendor through Search, click the contacts tab for access to all contacts. Each contact

has its own Details @9 icon and clicking the icon for a contact will bring up the detail screen. Make the
necessary changes to the record and click the [Update] link to save the changes.
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Changing a Primary Contact

The first contact entered, when adding a new entity, is designated as the primary contact. A primary contact

cannot be deleted but a new primary may be selected. To change the primary, click the Details @9 icon on
the Contact Summary screen of the new primary contact. On the Contact Details screen under the Contact
Role, click the Yes option beside Is this the Primary Contact for this account? question. Click the [Save]
link in the upper right of the screen to complete the process to change the primary contact.

nexsure WouE | HELP | SETP | LonouT

SEARCH | ORGANIZATION | REPORTS Boo arks: Expand | Add | R ted
vendor Name: Gircuit City »
cardfile  contacks  locations  wvendor name
Contact Information [ Cancel] [ Delete ] [ Update ]
Prefin First MI  Last Suffis Goes Byt
Ms. || Cathy Smith * ||Cathy

Title: | Account Manager

Is this the Primary Contact for this Company? () Yes () Mo Contact Role: w
Personal Numbers [ Add Hew] E-Mail Address
Details  Phone Type Phone Ext Desc Delete E-Mail: | csmith@aal.com
B Home Phone (205) 665-0875 after 6pm ET] E-Mail 2:
B PersonslFax (205) 668-0870 5]
Contact Notes

vendotname  locations  contacts  card file

Deleting a Contact

If the original primary contact needs to be removed, it is now possible since the primary contact has been

changed. To remove a contact, click the Remove I%‘ icon on the Contact Summary screen and confirm
deletion on the confirmation pop-up window.

HOME | HELP | SETUP | LOGOUT

SEARCH | DRGANIZATION | REPORTS Bookmarks: Expand | Add | Remoay

vendor Name: Circuit City

cardfile  comtacts  lncations  wendorname
Contact Summary Showing Page 1 of 1 [ &dd Mew ]
Details Name Titls Contact Role E-Mail Remove
B ¥ Cathy Smith Account Manager csmith@azol com
B Lanet Thampson Manager General Ithompson@circuitcity.com B

card file

contacts

vendor name  locations
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Locations - Vendor

The location added when the vendor is first entered in Nexsure will automatically be designated as the
primary location. The locations tab contains all locations in a summary view for this entity. Unlimited
locations may be added for each entity but only one can be designated as the primary location. The primary
location is identified with a check in the Primary column on the Location Summary screen. The primary
location may be reassigned but deletion of a primary location is not allowed.

HOME | HELP | SETUP | LOGOUT
SEARCH | DRGANIZATION | REPORTS Bookmarks: Expand | Add | R ed

Yendor Name: Circuit City

cardfile  contactz  lecations  uendorname

Location Summary Showing Page 1 of 1 [ Add Mew ]
Details  Primary  Location Type Address tity st Prov. Zip/Postal Remove
B [ Retail Office 5400 Lean Smith Huy. Ouford aL 38202

vendor name  locations card file

contacts

Adding a Location

To add a new location, click the [Add New] link in the upper right part of the screen. Complete the location
details on the screen and click the [Save] link to store or the [Cancel] link to abort.

%ure HOME | HELP | SETUP | LOGOUT
a0k d

SEARCH | ORGANIZATION | REPORTS Booki Expand | Add | Rerr e

VYendor Name: Circuit City 3
card file contacts  locations vendoer name

Location Information [ Cancel] [ Save]

Location Type: | Corporate Headquarters v Physical Address

L this the Primary Location farthis sccount? () Yes () No Addrezs:

Addreszs 2;
Location Phones City: E]
Fhone A Ent,

StateProvince: ¥ | Zip/Postal: [I]
Fax Mumber A 3
Ext, Country: | United States b

Busingss Phong v Ext.

Intl Address Info:

Is above address the US Mail address for this lacation? (3) ves () Mo

Mailing Address

Address:
Addreszs 2;
City: [.]
State/Province: ~ | Zip/Postal: E]
Country: | United States b

Intl Address Info:

Note: The Location Type drop-down box is populated by each organization to ensure that
the list fits all needs.
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Modifying a Location

Location information may be changed or updated as needed by clicking the Details @9 icon for the location
on the Location Summary screen. After completing the modifications, click the [Update] link to save the
changes or the [Cancel] link to abort.

Changing the Primary Location
The first location entered, when adding a new entity, is designated as the primary. A primary location cannot

be deleted but a new primary may be selected. To change the primary, click the Details @5’ icon on the
Location Summary screen of the new primary location. On the Location Details screen, click the Yes option
beside Is this the Primary Location for this account?. Click the [Update] link in the upper right of the
screen to complete the primary location change process.

nexsure

Yendor Name: Circuit City

SEARCH | ORGANIZATION | REPOR

card file contacts locations vendor name

Location Information

Location Type: | Corporate Headquarters w

Iz thiz the Primary Location for this account? {?:' Yes O Mo

In the locations tab summary view the newly appointed primary location will be displayed with a check

mark in the Primary check box. The old primary location will now have a Remove % icon.

Deleting a Location

After accessing the appropriate vendor locations tab, click the Remove % icon on the Location Summary
screen to remove the location. Click OK to confirm the removal of the location or click Cancel to abort the
process.

If the Remove % icon is not available and the location is not identified as primary, the necessary security
to remove locations has not been granted.

HOME | HELP | SETUP | LOGOUT
SEARCH | DRGANIZATION | REPORTS Lok pand | Add | Re ed

vendor Name: Gircuit Gity

cardfile  contacts  lecations  vendorname

Location Summary Showing Page 1 0f 1 [ Add Mew ]
Details  Primary Location Type Address tity st./Prov.  Zip/Postal Remove
B Retail Office 5400 Lean Smith Huy, Qufard AL 36203 5o

B ¥ Corporate Headquarters 3500 Haley 5t Birmingham AL 35201

locations card file

uendor name contacts
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Modifying the Vendor Name

To modify the vendor name, click the vendor name tab. Enter the correction and click the [Update] link on
the upper right of the screen or click the [Cancel] link to abort the change.

HOME | HELP | SETUP | LOGOUT

SEARCH | DRGANIZATION | REPORTS pand | Add | Re Selected

vendor Name: Gircuit Gity

card file  contacts locations  vendor name

vendor Setup [ ancel ][ Update ]
wendor Name: | Circuit City Active
WebSite: | www circuitcity .com [www.circuitcity.com]

Federal Tan IDt

ficcount Number O 109

vendorname  locations  contacts  card file

The Federal Tax ID and Account Number (your agency’s account number with the vendor) will default to the
vendor record when it is added at the territory book level. The default can be overwritten at the territory
level.

Select the 1099 check box if the vendor is on a 1099 status with your agency. When the vendor is added at
the territory book level, the 1099 check box remains checked at the territory.

Associating the Vendor Book Levels in Accounting

After adding the vendors at the Search level, they must be associated at the book level to be used. To
access, click on the ORGANIZATION link on the Primary menu. The vendors tab for either the Organization
or Territory level will be accessed depending on the level the vendor will be used on. Assuming that the

Territory level is desired, click the territories tab, click the Details @9 icon of the territory and click the
vendors tab to bring up the Vendor Summary screen.

HOME | HELP | SETUP | LOGOUT

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

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

arganization

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

card file branches locations employess accounting wvendors entity associztions

Filtar: [Show] [Add New]
Details _Status Vendor Name Primary Contact Description Account Number ___Remove
B Active Nev Horizons Computer Learning Center Educstion [EC]

To associate the vendor to the selected territory, click the [Add New] link in the upper right portion of the
screen to bring up the Add Vendor screen.

Complete the vendor information. The Name field has an Ellipsis [Z] button on the right side of this field.

The Ellipsis E] button identifies this as a lookup field. This indicates that the vendor name must be looked
up and cannot be typed in. The vendor names available to choose from are those that were entered at
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the Search level. To select the entity name, click on the Ellipsis E] button next to Name and enter a few
characters of the vendor name in the search field. Click the Search button to return the results.

HOME | HELP | SETUP | LOGOUT

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

ORGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS

QOrganization

Organization Name: Training ORG

organization

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

card file branches locations employses accounting wvendors entity sssociations
vendor detail
[Update] [Cancel]
Add vendor
Name: | _I
Federal Tax ID: | Ta Ids

Description: |

Default GL Account: | _| [Clear]
Account Number: | [~ 1099
Primary Contact: | =l
Defsult Address: | =l

Nexsure Accounting HEJ@UFB

Enter at least 2 characters of the name and dick
search:

|

Select Name:

ATET Mability

Erea Computer Consultant Firm
Corporate Sales Training, Inc.
Mew Horizons Computer Learning
:Otfice Depot

Steve's Truck Sarvices
Verizon

Zimmerman Accounting CRA

Center

DK Cancel

Click to select the entity and click the OK button on the bottom of the window. The selected vendor populates
the Name field. The vendor’s Federal Tax ID, Account Number and 1099 selection will default from the
vendor name record entered at Search level. Edit defaults if they are different for the territory where the
vendor is added. Enter a relevant description for the vendor. To select the general ledger account number

to default when entering payments through Accounts Payable, click the Ellipsis E] button to the right of
the field, enter the criteria necessary to find the account number and click the Search button to return the
results. Click the general ledger account number for the bank account and click the OK button to populate
the field.

* gL Account:
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|Nexsure Accounting

Region:|B C Region = Branch: | =
Territory: I B C Insurance ;gsr:-,.-j Departrnent:l j
Unit: =l

CIassiFiEation:lhll ﬂ

Group:l j
T',rpe:l j

Filter part of the general ledger number or name or both and click "Search”.
Name General Ledger Mumber

Il:nffic:e I

Select the general ledger number:

02.001.0000.000.00.110990 - Intra-Office Primary Offset
102.001.0000.000.00 220990 - Intra-Office Secondary Offset
:02.001.0000.000.00.641000 - General Office Ex

Ok Cancel

If the vendor is on a 1099 status with your agency, the 1099 check box should be selected at the book level
(territory) where the vendor is added. If the check box is selected, all disbursement and accounts payable
general ledger line items for the vendor will default with the 1099 box checked. The 1099 box must be
checked on general ledger line items to be included in the year end Vendor 1099 Disbursement Details
report.

After entering the balance of the information, click the [Update] link in the upper right portion of the screen
to keep the new vendor or [Cancel] to abort the addition.

HOME | HELP | SETUP | LOGOUT

o

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

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

organization

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

card file branches lacations employses accounting wvendors entity associations
wendor detail
[Update] [Cancal]
Add vendor
Mame: IOffice Depot _I
Federal Tax ID:I11-2222222 Tax Id: 11-ZE2EZEZ

Description: IOffil:E Supply

Defsult GL Account: [02.001.0000.000.00.641000 - General Office Expense L] tciean]
Account Number: [3765 " 1099
Primary Cantact: [Ann Arnold =l

Default Address: [450 South Main St
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Modifying Vendor Details
Once vendors have been added, selecting the vendors tab displays the Vendor Summary screen. To edit the

detail, click the Details @’ icon beside the vendor to display the detail information. Edit as necessary and
click the [Update] link in the upper right portion of the screen or [Cancel] to abort the changes.

HOME | HELP | SETUP | LOGOUT

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

ORGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS

Organization Name: Training ORG QOrganization

organization

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

Previous Page

card file = branches = locations employees accounting ~ wvendors | entity associations
Filter: [Show] [Add New]
Details __ Status Vendor Name Primary Contact Description Account Number Remove
E3 Active New Horizons Computer Learning Center Education By
B Active Office Depot Ann Arnold Office Supply 8765 By

organization

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

card file branches locations employess accounting wvendors entity asseciztions
wvendor detail accounting transactions

[Update] [Cancel]
Edit Vendor

Name: IOFFN:E Depot

Federal Tax ID: I].].-2222222 Tax Id: 11-22222232

Description: [Office Supply

Default GL Account: |02.UD 1.001.0000.000.00 641000 - General Office Expense _I [Clear]

Account Number: [8765 " 1099

Primary Contact: [ Ann Arnold

E
= |

Default Address: [450 South Main St

The Search Filter is used to search for certain vendors when the list is longer than will display on one page.
Click the [Show] link located in the upper right of the Vendor Summary screen to show the search fields.
Enter specific search information and click the Search button to return results.

organization

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

card file branches locations amployass accounting  wendors antity associations
Filter: [Hide] [add new]

Search Criteria

Vendor Name: |circuit Date Created (Fr): i Date Created (To): o

S o Date Edited (Fr)i = Date Edited (To)i i
Sort Order

Sart Field 1: | {none) | Sort Order 1: | Ascending | Sort Field 2: | {none) | Sort Order 2: | Ascending b s

Details Status vendor Name Primary Contact Description Account Number Remove
B Active Circuit City Cathy Srith Cormnputer Supplies 786776-09 o]

To view vendor accounting transactions, click the Details @" icon of avendor on the accounting transactions
tab. The transactions may be searched by clicking the [Show] link and entering search criteria and clicking
the Search button.
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HOME | HELP | SETUP | LOGOL
SEARCH | DRGANIZATION | REPORTS B E xpand | | Re )
DRGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS
Organization Name: XDTI--Training Org 972003 3
organization

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

card file branches locations employees accounting  wendors entity aszociations
wendor detsil | accounting transactions

Showing page 1of 5 b ) |1 + [Export] [Print] Filter: [Show] [cancel]
Details Trans Type Trans ID_Reference  Description  Amount Created By Date Created Date Booked Posted Processed

B mccounts Pavable 364 o bill FO789 125,30 Mary Oberleitner  11/06/2003  11/06/2003

B Accounts Payable 372 o bill 78789 (32.50) Mary Oberleitner  11/06/2002  11/0&/2003

B*  mccounts Pavable 1925 OFF Office supplies 345,00 Mary Oberleitner  05/12/2004  06/12/2004

B  Accounts Payable 1928 OFF Office supplies  (245.00) Mary Oberleitner  05/12/2004  06/12/2004

B*  mccounts Pavable 1930 OFF supplies 245,00 Mary Oberleitner  05/12/2004  05/12/2004

B  accounts Payable 1931 OFF supplies 75.25 Wary Oberleitner  05/12/2004  05/12/2004

B mccounts Pavable 1932 OFF Supplies 29,34 Mary Oberleitner  05/12/2004  05/12/2004

B  accounts Payable 1935 OFF supplies 23,12 Mary Oberleitner  05/12/2004  05/12/2004

B mccounts Payable 1932 OFF Supplies 92,34 Mary Oberleitner  05/12/2004  05/12/2004

B  Accounts Payable 1936 OFF supplies 45.65 Mary Oberleitner  05/12/2004  05/12/2004

Click the [Export] link to export the search results to a Microsoft Excel Spreadsheet. Save or Open the
document.

cdress @] et Y ps:linexweb14. nexsure.com/MexsureX/accounting/reports/l egacyRe portViewer.aspx?RptName=Yendor - Microsoft Internet... @@@
n%l File  Edit iew Insert Format  Tools Data  Adobe PDF GoTo  Favorites  Help ;:'
J > Iﬂ IEL‘ A P Search Favorites {54} [‘Eﬂ - &g = f\) @ ";‘?’
. ™ Address -é] https:fnexwebl4 nexsure, comfMexsureidfaccountingjreports/LegacyReportiiewst, aspxPRptMame=Yendor Trans&llseDat asetMethod=TrusgLo ¥ a ti] Liriks
Organizati
Al - #& “endor Accounting Transactions
organization Al Bl ¢c [ b [ ET[F T[T 6 [ HTJT 1T [ J K L [ M 0 P [ =i
XDTI--Trai I—|
1
card file
2
wvendor det] .
3 |Transactions For Vendor Account
a
G |TransactionType Trans ID Ref Description Anmount Created By Date Created 1
v
:'I 9 |Accounts Payable 364 tmi bill FaTaa 125.30 Mary Oberleftrer 11006520
11 |Accounts Payable 372 mo bill TaTag (32.500 Mary Cherleitner 110620
[ 13 |Accounts Payable 1,925 CFF Office supplies 34500 Mary Oberleftrer 062520
[l 15 Accourts Payahkle 1,929 OFF Office supplies (345.00) Mary Cherleitner 02520
| 17  Accounts Payable 1,930 CFF supplies 24500 Mary Oberleftrer osizrzn
HI| 19  Accourts Payakle 1,93 OFF supplies 7525 Mary Cherleitner osM 2520
LYl 21 Accounts Payable 1,932 CFF Supplies 2934 Mary Oberleftrer osizrzn
| il 23  Accourts Payahkle 1,935 OFF Supplies 2312 Mary Cherleitner osM 2520
| || 25 |Accounts Payahble 1,933 CFF Supplies 95.34 Mary Oberleftrer osizrzn
27 Bccourts Payahkle 1,936 OFF Supplies 4565 Mary Cherleitner osM 2520
29 Accourts Payable 1,937 CFF supplies 9509 Mary Oberleftrer osizrzn
] 31 Accourts Payahkle 1,938 OFF supplies 1223 Mary Cherleitner osM 2520
1| 33 |Accourts Payable 1,939 CFF supplies 5695 Mary Oberleftrer osizrn
2E | Bccnunts Pavahle 1,940 CFF snnnlies RS Mary Mherlsitrer nsi e
W 4+ M\ Sheetl/ [4] | 'r
é] B Unknown Zane

Note: DO NOT post to any of the mandatory general ledger accounts unless directed
by XDimensional Technologies’ Nexsure work flows. This can cause books to be out of
balance as these accounts are used by Nexsure for automatic postings.

Dimensional
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Notes
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