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Chapter 6

Lookup Management

IN THis CHAPTER

x  Modifying Category types in Lookup Management
% General Instructions to Add/Modify/Delete Items
x  Category Type Locator Including Modification Exceptions

Modifying Category Types in Lookup Management

Lookup Management contains fields that may be modified by the Organization. Keep in mind when making
additions or modifications that these affect everyone in your Organization. Once an item has been used it
may not be removed from Nexsure. Instead of being deleted a warning message is displayed advising that
the item is in use. The item name may be changed, but it will change on all records that are currently in
use.

To access Lookup Management:

Click the SETUP link located on the Utility menu. Click the Lookup Management link on the Setup console.

HOME | HELP | SETUP | LOGDUT

Selected

SEARCH | ORGANIZATION | REPORTS Bookmarks: Expand | Add | Re
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General Instructions to Add/Modify/Delete Items

Only the items may be modified as the Categories and Types are required in the different areas of Nexsure
and are available for selection in drop-down boxes. These items are used to clarify, identify specific types of
data records or set defaults. Use the directions below to add, modify or delete items for all Categories:

Begin by selecting the Category and then the type to add, modify or delete items. To add a new item, at the
top of the select items list, click Add New.

m  Below the list is a empty field with a label beside it of the type selected, click in the field and
enter the new item.

m  Click the [Add New] link below the field to add the item.

To modify an item, find the item in the list and click to highlight.
m  The name now displays in the field below the list beside the type label, make the adjustment.

m  Click the [Update] link to save the changes.

To delete an item, find the item in the list and click to highlight.
m  The name now displays in the field below the list beside the type label.

m  Click the [Delete] link to remove. If the item has been used a message displays advising that
it is in use and may not be removed. If not in use a message is displayed asking for deletion
confirmation. After confirmation is provided the item is removed.

lookup management

Eoond) POl Select 2 Categoryand 3 Type to update

a dropdown meny

Actions
Color Schemes Category Interest Types

Lookup Managernent Additional Interest v Select Ttem

Opportunities Add New ~
Tapes Certificate Holder
Print Blank Forms
v
Programs

Document Templates

Interest Type: Finance Company

Oo0ooxOO0OO

Security Administration

[ Delete ] [ Update ]

loohup management

=

Microsoft Internet Explorer _ Microsoft Internet Explorer PZ|

.? "

“4'/ Are wou sure you wank to delete this record? Unable to delete!

Interest Type is in use,

I (04 I [ Zancel
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Notes
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Category Type Locator Including Modification Exceptions

Additional Interest Category

The Additional Interest is the first Category in the list and only has one type, Interest Types. The category of
Additional Interest refers to Additional Interest found on the Additional Interest Name page. The Interest
Type identifies the particular interest type to identify their interest. Any item that is gray is one that is
required for use by Nexsure and therefore, cannot be modified or removed. Modify any other item as
needed and only unused items may be removed.

HOME | HELP | | LoGOU

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

Use the navigation below to
access Nexsure setup information.

Setup Console

lockup management

Expand Minimi
pand Minimize Select a Categoryand 2 Type to update

= dropdown menu

O actions
. Category Interest Types
i Select Ttem
Retail Agent Access Additicnal Interest v

O color Schemes Add New “~

Types Certificate Holder =
Integration Sofault

Interest Tvpes e "
Devnloads Location Types (Addl Interest) Finance Company [ ]
[0 Lookup Management

Int: tT 1
Opportunitias nESrest Type
O print Blank Forms
O erograms
O oocument Templates
Add New

[0 security Administration [ ]

The Interest Type field is located as follows:

Click the Search link located on the Primary menu and use the entity drop-down box to select Additional
Interest.

Enter a few characters of an already existing interest; click the Details @’ icon to display the card file.

n%um HOME | HELP | SETUP | LOGOUT

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

Hello, Betsy Cormier

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.

Entity: T L i HISTORY RESULTS - ADDITIONAL INTEREST
Sezrch Type: 4 Record(s) Found Showing Page 1 of 1 Go To Page

Add, Interest:

Details Name City St./Prov. Zip/Postal  Remove
ehonz Number: B SteelMaster Contracting Services, Inc. Nashuz NH 03061 B
Location Address: B Boughten Contracting Olklzhema City oK 77063 ]
Lacation City: B Compass Bank Denver co 80211 B
;?;,apt:;"ta\ B wells Farge Home Mortgage Denver co s0z11 ]
First Name:
Last Name:

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
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HOME | HELP | SETUP | LOGOUT

| ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remov acted W

(Additional Interest Name: Compass Bank

card file = contacts = locations = additional interest name
Compass Bank Information Mailing Address
Wehsite: N/A Address: 3804 West 32nd Ave
Type: Loss Payse City: Denver State/Province: CO
Primary Contact Zip/Postal: 80211
Name: Unassignad Country:
Title: International Info:
E-Mail: Unknawn Unknawn Location Address
Address: 3204 West 32nd Ave
City: Denver State/Province: CO

Zip/Pastal: 80211

Business Phone: |

additional interest name  locations  contacts  card file

Click the additional interest name tab. The Additional Interest Type is the first field on the page. This is the
field being defined.

HOME | HELP | SETUP | LOGOUT

| ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remaws

Additional Interest Name: Compass Bank

cardfile | contacts  locations = additional interest name

Additional Interest

Additional Interest Type: Loss Payee ‘1]
Additionz| Interest Name: Compass Bank
website:

Last Updated By: Betsy Cormier Dats Updated: 11/25/2008 1:35:08 PM PST

additional interest name  locations  contacts  card fils

The Location Types (Addl Interest) is located as follows:

Click the locations tab then the Details @5’ icon of an additional interest’s location. The Location Type is the
first field on the page. This is the field being defined.

HOME | HELP | SETUP | LOGOUT

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

Additional Interest Name: Compass Bank

cardfile | contscts = locations | additionzl interest name

Location Information [ indicates r=

fiald) [Update] [Cancel]

Locstion Type: | Corporate Headgquarters * Physical Address

This Location Is Set To Primary For The Account. Address: 3804 West 32nd Ave =
Address 2:
City: |Denver [ =
Delé;ils Primary Phane Type Phone Ext Desc Delete State/Pravince: Zip/Pastal: 80211 [ =

Business Phone -3804 [vl

Location Numbers [Add New]

Country: |

Dimensional’

Technologies PAGE 147



CHAPTER 6 NEXSURE” TRAINING MANUAL - ADMIN

Carrier Category

Using the Category drop-down box select Carrier. The category of Carrier refers to Carriers found on the
Nexsure Search Screen. The Location Types (Carrier) identifies the location type to help identify each
location. Any item that is gray is one that is required for use by Nexsure and therefore, cannot be modified
or removed. Modify any other item as needed and only unused items may be removed.

HOME | HELP | SETUP | LOGOUT

Bookrnarks: Expand | Add | Re

lookup management

E: d  Minimi;
*pand Hinimize Select a Categoryand a Type to update

a dropdown menu

O actions
O color schames Category Location Types (Carrier)
O Lookup Management Carrier v Select Ttem
+ iti ~
GPITILED Types Accounting Office
Print Blank Forms Agency Bill Premium Statement

O erograms Claims L
O pocurment Templates

Location Type:
[ security Administration peation Type

[ [ add tew ]

lookup management

The Location Types (Carrier) field is located as follows:

Click the Search link located on the Primary menu and use the entity drop-down box to select Carrier. Enter

a few characters of an already existing Carrier; click the Details @9 icon to display the card file.

h%ure HOME | HELP | SETUP | LOGOUT

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

Hello, Mary Oberleitner
search

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

Entity: Carrier Eall HISTORY RESULTS - CARRIER

Search Type: Contains ~| 7 Recardis) Found Showing Page 1 of 1 GoTo Page |1 W
Carrier: | Details Mame Location Type City St/Prov. Zip/Postal Remove
Phone Humber: B Auto Owners Underwriting Sueetser ™ 46987 Eal
Location Address: B Southern Cross Underwriters Accounting Office Onford AL 47830 B
Lucstion City: B Premium Assignment Accaunting Office Brea ch 32821 B
Location
2ip/Pastal: B safeco Accounting Office Brea ca 22821 B
First Mame: B Carriers Insurance Accounting Office Huntington Beach <A 92605 B
kst Mame: B Premium Finance Accaunting Office Brea =13 22821 B

B ABC Surplus Lines Broker - Condominum Corporate Headquarters Wymore ME 50466 Eal
“rou 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
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HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS nd | Add |

Carrier Name: Auto Owners

card file  contacts  locations  carriernames | commissions
Primary Contact Mailing Address
Mame: Elaine Sweet Lacation Type: Underwriting
Title: Account Manager Address: PO, bow 32
E-Mail: sweetelaine@acinz.com City: Sweetser

State/Province: IN
Zip/Postal: 46987
Phone: (5001 523-5846
Fax Mumber: (765) 384-5519

locations  contacts  card file

commissions  cartier names

Click the locations tab to display the location summary. Click the Details @5’ icon for one of the locations to
display the location detail.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS Expand | Add | Re cted

Carrier Name: Auto Owners
card file contacts  locations carrier names commissions
Location Summary [ Add Mew ]
Details  Primary Location Type Address tity st/Prov. Zip/Postal Phene Number Fax Number Remoue
B Undaruriting PO bow 32 Swaetser N 46987 (800) 523-3848 (765) 384-5519
B Claims PO, Box 132 Indianapalis M 46227 (217) 4837-1920 (3171 437-1720 o
commizsions  carriernames  locabions  contacts  card file

The Location Type is the first field on the page. Modify as needed in Lookup Management which will be used
globally to identify the Carrier locations for the entire Organization.

%ure HOME | HELP | SETUP | LOGOUT
2 d| cted

SEARCH | ORGANIZATION | REPORTS atks: Expand | - am
Garrier Name: Auto Owners 3
cardfile  contacts = locations  carriernames  commissions
Carrier Location Information [ancel] [Delere] [Update]
Location Type: | Underwriting w Physical Address
Address: PO, box 32
Lecation Numbers [Add Mew]
Address 2:
Details Phone Type Phene Ext  Delete City: | Sweetser E]
B Phane (200) S23-S848 ] Srare/Pravince: | Indiana v zip/Pestal: [46987 E]
B Fai Mumber (765) 384-5519 £ Country: 3
Intl Address Info:
Mailing Address
Address: PO, box 32
Address 2;
Cityr | Sweetser E]
StatefProvince: | Indiana v | zipfeostal (46987 )
Country: -
[& Trtl Address Tnfo;
commissions _carriernames locations _contacts _ card file
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Client Category

Using the Category drop-down box select Client. The category of Client refers to Clients found on the Nexsure
Search Screen. There are several different types under the category of Client. Any item that is gray is one
that is required for use by Nexsure and therefore, cannot be modified or removed. Modify any other item
as needed but only unused items may be removed.

Client Relationship and How Relates Types

The Client Relationship and How Relates Types are both used on the Related Accounts tab found at client
level. These drop-down items identify the client relationships to one another. Modifying these items work
slightly differently than unrelated types. Follow the steps below to modify these items:

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove cted H®

lookup management

Expand Minimize Select a Categoryand a Type to updats

X 2 dropdown menu
Actions

Color Schemes Category Client Relationship Types

Select Ttem

Integration Client R

Dovmnloads Types Commercial ~

Lookup Management A

Oppertunities Code Classes

Print Blank Farms Code Designation Medical Office z
Demographic Data Fields

Programs Home Ownership

Document Templates How Relates 3 Relationship Type:

Location Types (Client)

OooomEOEHOOO

Security Administration

Begin by selecting the Category of Client Relationship types. Notice when selected that an extra drop-down
box is present on the right side just above the items. Choices are, Personal, Commercial and Both. This is
where identification is made of where the items being added should be available.

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected W

lookup management

EEETL TR Select z Categoryand a Type to update

a dropdown menu

[ Actions N N N
[ — Category Client Relationship Types
olor Schemes
[ 1ntegration Client v Select Ttem
Dovmloads Types Commercial v
B (Lo ey
Personal
Opportunities Code Classes Both
O erint Blank Forms Code Designation |MEdica| Office »
Demographic Data Fields
O programs Home Ownership
O o t Tamplat How Relates ) Relationship Type:
ST EHEES Location Types (Client) W
O Security Administration
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To add a new item, select where the item should be added, then at the top of the select items list, click Add
New.

m  Below the list is an empty field with a label beside it of the type selected, click in the field and
enter the new item.

m  Click the [Add New] link below the field to add the item.

lookup management

Selact 2 Categoryand a Type to update
a dropdown menu

Category Client Relationship Types

Client v | Select Item

| Both W |

~
goge glas_.sest_ N Property Management/Residential
ode Lesignation Seurce Client/Destination Client

Demographic Data Fields
Home Ownership —

How Relates Relatienship T : 1O
. . p Type: |Condo Assn/UnitOwne
Location Types (Client) 4 | f |

Types

[ Add New ]

To modify an item, in the drop-down box on the right side just above the items select Personal, Commercial or
Both, wherever the item is that requires modification. Next find the item in the list and click to highlight.

m  The name now displays in the field below the list beside the type label, make the adjustment.

m  Click the [Update] link to save the changes.
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lookup management

Select 2 Categoryand a Type to update
a dropdown menu

Category Client Relationship Types

Client 3 | Salect Item
Types | Commercial bl |
Add New s
A =
Code Classes = =
SZEHEDE;E;;%I?C?E%:B Fields General Contractor/Subcontractor w7

Home Ownership
How Relates
Location Types (Client)

Relationship Type: |Genera| Contractor/Subcontractor |

| <

[ Delete ] [ Update ]

To delete an item, in the drop-down box on the right side just above the items select Personal, Commercial
or Both, wherever the item is that should be removed. Next find the item in the list and click to highlight.

m  The name now displays in the field below the list beside the type label.

m  Click the [Delete] link to remove. If the item has been used a message displays advising that
it is in use and may not be removed. If not in use a message is displayed asking for deletion
confirmation. After confirmation is provided the item is removed.

Windows Internet Explorer [Z|

Unable to delete!
. Relationship Type is in use.

The How Relates Type identifies the relationship between the two related accounts and is used in conjunction
with Client Relationship Types. The Client Relationship Type should be added first and then associate the
Relationships with the How Relates Types. Use the directions below to make modifications.

Begin by selecting the Category of How Relates type. Notice when selected that an extra drop-down box is
presentontheright side just above the items. Choices are anything that has been added to Client Relationship
Type. This is where identification is made of where the items being added should be available.

To add a new item select the appropriate Client Relationship by using the drop-down box, then at the top
of the Select Items list, click the Add New line item.

m  Below the list is an empty field with a label beside it of the type selected, click in the field and
enter the new item.
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m  Click the [Add New] link below the field to add the item.

lookup management

Select a Categoryand a Type to update
a dropdewn menu

Category How Relates

Client 2 | Select Ttem

Types | Condo Assn/Unit Owner v |

Client Relationship Types
Code Classes

Code Designation
Demographic Data Fields

Home Ownershi =

|

Relationship: |Cond0 Assn |

Location Types (Client) n )

[ Add New ]

m  To add the second item in the relationship, select where the item should be added a second time,
click the Add New line item and repeat the steps to add the new item.

lookup management

Select a Categoryand a Type to update
a dropdewn menu

Category How Relates

Client - | Select Ttem

Types | Condo Assn/Unit Owner v |

Client Relationship Types S Condo Assn
Code Classes |
Code Designation

Demographic Data Fields
Home Ownershi =

Relationship: |Unit Owner |

Location Types (Client) b

[ Add New ]

To modify an item, in the drop-down box on the right side just above the items select the appropriate Client
Relationship item from the drop-down box. Next find the item in the list and click to highlight.

m  The name now displays in the field below the list beside the type label, make the adjustment.

m  Click the [Update] link to save the changes.

To delete an item, in the drop-down box on the right side just above the items select the appropriate Client
Relationship item from the drop-down box. Next find the item in the list and click to highlight.

m  The name now displays in the field below the list beside the type label.

m  Click the [Delete] link to remove. If the item has been used a message displays advising that
it is in use and may not be removed. If not in use a message is displayed asking for deletion
confirmation. After confirmation is provided the item is removed.
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HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS

Use the navigation below to
access Nexsure setup information.

lookup management

Expand Minimi
F s Select a Categoryand a Type to update
3 dropdown menu

Actions
Client Access Category How Relates

Select Ttem

Retzil Agent Accass [ Client =l

Color Schemes Types |Cnndﬂ Assn/Unit Owner B3|

Integration . . . add Nev
Client Relationship Types & —
Dovmloads Code Classes Unit Owner
Lookup Management Code Designation
Demographic Data Fields

Opportunities Home Ownershi

Print Blank Forms

Relztienship: |Condo Assn
Location Types (Client) ;I I

Brograms

Document Templates
Delete ] [ Update ]

D000 EHEODEBEOEEDO

Security Administration

The Client Relationship Type and How Related Type fields are located as follows:

Click the Search link located on the Primary menu and use the entity drop-down box to select Client. Enter

a few characters of an already existing Client; click the Details @5’ icon to display the card file. Notice the
Location name displayed on the Search screen, this is used to help identify the client.

In%um HOME | HELP | SETUP | LOGOUT

SEARCH | DRGANIZATION | REPORTS Bookmarks: Expand | Add | Remao ot
. -~
Hello, Mary Oberleitner
search
[ Import Record ] [ Add New Record ]
Entity; Client E"AN SEARCH RESULTS - CLIENT
Search Type: Contains +| 1 Record(s) Faund Showing Page 1of 1 Go ToPage |1 v
Branch:
rane All Branches ¥ Details Name Client Type Stage Location Name City  St/Prov.  Zip/Postal Remove
Client Stage: All b B One Stop Shopping Gemmerel Client 8790 Habersham Brea ca 32821 B
Client Type: all v
Code Classi all v
Code
Designation: All b/
Client: lone stop

Palicy Mumber:
Phone Mumber:
Location Marme;
Location Address:

Location City:

Location
Zip/Postal:

Firet Mame:

Last Mame:

i

Click the related accounts tab to display the related accounts summary page.
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%ure HOME | HELP | SETUP | LOGO

SEARCH | ORGANIZATION | REPORTS

B na pand | Add | Ren c
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIYERY | T-LOG
Client Name: One Stop Shopping 3
card file profiling contacts locations named insureds related accounts assignment  classified
Primary Contact Mailing Address stick-e-note [&dd Mew]
Mamet M, Lucy Crenz Location Type: Corporate Headquarters
Title: Accountant Address: 5790 Habersham
E-Mail: rengram@sca-ins.com City: Bres State/Province: CA

ZipfPostal: 92821
Fan Mumber: [714) 672-8308

Tracker Alerts
Date Created: 1/26/2004 CET Open Actions: 0
Client Since: 1/26/2004 CST
Related Accounts: 1

Assignment

Primary Branch Department Unit Responsibility Name

In Force..
Atlantic Branch Commercial Lines (BIS]  Unassigned  AccountManager  Mary Oberleitner

[F Commercial Auto ~

ommetrcial Property

Directors and Officers

Employers Liability

Equipment Floater

[+ Garage and Dealers v

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS Bookrnarks: Expand | Add | R

CLIENTPROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERYICING | ATTACHMENTS | ACTIONS |

TRANSACTIONS | DELIYERY | T-LOG
Client Name: One Stop Shopping

cardfile  profiling  contacts  locations | named insureds  related accounts | assignment  classified

Related Accounts Summary Page 1 of 1 Filters: [ Show ][ Add Hew ]

Details Related Account Relation Type Related Account Type Related Account Role Remove

B Janet Andersan Commercial/Personal Account Persanal Persanal E5}

classified assignment  related accounts named insureds locations contacts

profiling | card fils

To see how the types are, add a new related account by clicking the [Add New] link. First search for a client

name either personal or commercial and enter part of the name and click the Search button to display the
results. In the list displayed, select one.

The Relationship drop-down box is where all the items are that were added in Setup.

The How relates are assigned below Relationship type beside the current client name and then under that
for the Associated Client name. In each of these boxes, choose the appropriate relationship to this client.

Dimensional’
Technologies

PAGE 155



CHAPTER 6 NEXSURE” TRAINING MANUAL - ADMIN

%ure HOME | HELP | SETUP | LOGOUT
Ba tksi Expand | Add | Re Selected

SEARCH | ORGANIZATION | REPORTS
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERYICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIYERY | T-LOG
Client Name: One Stop Shopping b

card file profiling CORLacts locations named insureds  related accounts assignment acciiiad
Add New Related Account Relationship Type:
Relationship Type

| lati

Specify Search Criteria Below To Proceed,

Identify Account(s) To Relate

Search By | ClientMarne v | |smith Personal b

Partner/Partner
PEQ/Client Company
Corporation/Subsidiary

Select Related Account

ain St
- 123 Homehase

Bie o= A
T s Chathamn Parent Company/Subsidiary
Bob Smith - 123 Main steet bs
Relationship Type How Relates:

- Select Relationship - v Relationship Type

Parent Company/Subsidiary w
One Stop Shopping is: | - Select Relationship Type - %

Add Relationship to Related Account. One Stop Shopping is: | Parent Company |

Anthony Smith is: | - Select Relationship Type - v Add Relationship

Mason Electricis: | Parent Company %

% [ Cancel] [Save]

claszified  assignment  related accounts  namedinsureds  locations  contacts  profiling  card file

Code Classes and Code Designations

The Code Classes and Code Designations Types are both used on the classifications tab found at client
level. They are used to group clients or identify something important to your organization. For example a
Language Code Class could be added with Code Designations of the different languages they may speak to
better help you to direct calls. These drop-down items identify the Code Classes and Designations as they
relate to one another. Modifying the Code Classes is done the way most items are done; however, modifying
the Code Designations is slightly different. Follow the steps below to modify these items:

Begin by selecting the Category of Client and the type of Code Designations. Notice when selected that an
extra drop-down box is present on the right side just above the items. The items available in the drop-down
box are the Code Classes previously added. The item displayed in the drop-down box is where the items will
be added, modified or removed from.

To add a new item, select the Class Code to add the Code Designations to, then at the top of the select items
list, click Add New.

m  Below the list is an empty field with a label beside it of the type selected, click in the field and
enter the new item.

m  Click the [Add New] link below the field to add the item.

To modify an item, in the drop-down box on the right side just above the items select the appropriate Class
Code for the item that requires modification. Next find the item in the list and click to highlight.

m  The name now displays in the field below the list beside the type label, make the adjustment.

m  Click the [Update] link to save the changes.

To delete an item, in the drop-down box on the right side just above the items select the appropriate Class

Dimensional
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Code for the item that should be removed. Next find the item in the list and click to highlight.

m  The name now displays in the field below the list beside the type label.

m  Click the [Delete] link to remove. If the item has been used a message displays advising that
it is in use and may not be removed. If not in use a message is displayed asking for deletion
confirmation. After confirmation is provided the item is removed.

HOME | HELP | SETUP | LOGOUT

rmarks: Expand | Add | Rel

lookup management

E d  Minimi;
B WIS Select a Categoryand 2 Type to updats
a dropdown menu

O actions
O color schames Category Code Classes
O Leckup Management Client v Select Ttem
Oppertunities Typas it ¥
O Print Blank Farms , S— Agency Newsletter
L — Client Relationshi -~ annual Review Manth 2
O bpocurnent Templates Cade Designation
Home Qwnership Code Class;
O security Administration How Relates

Location Types {Client)
Organization Legal Entity Type %

Cuode Description:

[ add Mew ]

lookup management

HOME | HELP | SETUP | LOGOUT

SEARCH | DRGANIZATION | REPORTS

Bookmarks: Expand | Add | Remo

lookup management

E d  Minimi
R Select a Categoryand a Type to update

a drapdown menu

O actions
Code Designation

[ oler dhermes category
O Lookup Management Client v Select Ttem
Cpportunities Types Agency Newsletter -
I print Blank Forms . : . )
@ Eremgems g\uledlgtgealjstéosnshlp Types A Send Invitation to Join

= n send Rerninder and Decal
O pocurnent Templates Code Designation

Home Qwnership
[ security Administration How Relates

Location Types (Client)
Crganization Legal Entity Type ¥

Designation:

[ Add MNew ]

lookup management

The Code Classes and Code Designations Type fields are located as follows:

Click the Search link located on the Primary menu and use the entity drop-down box to select client. Enter a

few characters of an already existing client; click the Details @9 icon to display the card file.
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In%ure HOME | HELP | SETUP | LOGOUT

SEARCH | DRGANIZATION | REPORTS nd | Add | R
H ~
Hello, Mary Oberleitner
search
[ Import Record ] [ Add New Record ]
Entity: Client hd
Search Type: Cantains | 1Record(s) Found Showing Page 10f 1 GoToPage |1
Branch: All Branches ¥ Details Name Client Type Stage Location Name City  St/Prov.  Zip/Postal Remove
Client Stage: Al ./ B ©ne Stop Shopping Commercizl Client 8790 Habarsham Bres ca 92821 B
Client Type: all b
Code Class: all v
Code
Designatian: Al b
Client: [one Stap

Policy Mumber:
Phone Humber:
Location Mame:
Location Address:

Location City:

Location
Zip/Postal:

First Mame:

Lazt Marne:!

h

Click the classified tab to display the classified summary page.

n%um HOME | HELP | SETUP | LOGOUT

SEARCH | DRGANIZATION | REPORTS Expand | Add | Re
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERYICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIYERY | T-LOG

k2

Client Name: One Stop Shopping »
card file profiling contacts locations named insureds related accounts assignment classified A
Primary Contact Mailing Address Stick-e-note [add Mew]
Mame: Mr. Lucy Cranz Location Type: Corporate Headquarters
Title: Accountant Address: 8720 Habersham
E-Mail: rengram@sca-ins.com City: Brea State/Province: CA

ZipfPostal: 92821
Fan Mumben (714) £72-2508

N

Tracker Alerts
Date Created: 1/26/2004 CST Open Actions: 0
Client Since: 1/26/2004 CST
Felated Accounts: 1

Assignment

Primary Branch Department Unit Responsibility Name
In Force...
Atlantic Branch Commercial Lines (BIS) Unassigned  Account Manager  Mary Oberleitner -
Commercial Aute A
Commercial Property
Directors and Officers

Employers Lishility

Equipment Floater
Garage and Dealers ~

Click the Details @5’ icon of an existing Class Code to display the Detail page.
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HOME | HELP | SETUP | LOGOUT

SEARCH | ORGAMIZATION | REPORTS look <z Expand | Add | d
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERYICING | ATTACHMENTS | ACTIONS | TRAMSACTIONS | DELI¥ERY | T-LOG

Client Name: One Stop Shopping 3
card file profiling contacts locations named insureds related accounts assignment  classified
Classified Summary [ Add Mew ]
Details Code Class Code Description Designation Remove
Ed VIP High priority account for agency Large Account 5
classified assignment  related accounts named insureds locations contacts  profiling card file

This is where the Class Code and Code Designations are used.

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Re d

SEARCH | ORGANIZATION | REPORTS

CLIENTPROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: One Stop Shopping 3

card file profiling contacts locations named insureds related accounts assignment  classified

Account Level Code Classes & Designations [Cancel] [Delete] [Update]

Code Class: VIP

Code Description:

Code Designation: | Large Account g

Mote - Additional Class Codes & Designations may be added through Setup under Lookup Management.

Last Updated By Mary Obereitner Date Updated: 1/29/2004 5:11:17 PM CST

classified assignment  related accounts named insureds  locations CORLActs prafiling card fil

Demographic Data Fields

Client Demographics are used on the profiling sub-tab demographic data found at client level. Client
Demographics are used to record data by year to facilitate benchmarking of data that will change from year
to year. To track data other than the default value of “Annual Payroll”, define additional demographic data
fields.

To add a new item, begin by selecting the Category of Client and the Type of Demographic Data Fields.
Notice when the Type is selected the Select Item box refreshes to display any Demographic Data Field
descriptions previously added.
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lookup management

Select a Categoryznd a Type to update
a drapdown menu

Category Demographic Data Fields

Client 3 | Select Item
Types Annual Payroll
Client Relationship Types A ﬁzgf;;rsoa#?mployees

Code Classes
Code Designation

Field Description: | |

D
Home Ownership

How Relates

Location Types (Client)

[ Add New ]

To add a new item, click to highlight and select Add New in the Select Item box.

m  Below the list of items is an empty box labeled Field Description. Click in the empty box and enter
the new item.

m  Click the [Add New] link below the field to add the item.

lookup management

Select a Categoryand a Type to update
a dropdown menu

Category Demographic Data Fields

Client - | Select Item
Types Annual Payraoll
Client Relationship Types -~ ﬁz:nu‘f;rsoaflegmpmyees

Code Classes

Code Designation
lmﬁﬂﬁﬂm Field Description: |Number of Vehicles

Home Ownership —
How Relates
Location Types (Client)

[ Add New ]

To modify an item, find the item to be modified in the Select Item box. Click to highlight and select the
item.

m  The item description now displays in the Field Description box. Make the adjustment.

m  Click the [Update] link to save the change.
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lookup management

Select 2 Categoryznd 2 Type to update
a dropdown menu

Category Demographic Data Fields

Client v| Select Ttem
Types Annual Payroll »~
Client Relationship Types -~ :

Code Classes —
Code Designation

Field Description: |# of Vehicles

D
Hoeme Qwnership —
How Relates

Location Types (Client)

[ Delete ] [ Update ]

To delete an item, find the item to be deleted in the Select Item box. Click to highlight and select the item.
m  The item description now displays in the Field Description box.

m  Click the [Delete] link to remove the item. If the item has been used a message displays advising
that it is in use and may not be removed. If not in use a message is displayed asking for deletion
confirmation. After confirmation, the item is removed.

lookup management

Select 2 Categoryzand 2 Type to update
3 dropdown menu

Category Demographic Data Fields

Client - | Select Item

T ~
ypes Annual Payroll =
Client Relationship Types ~ Annual Sales :

Number of Employees

Code Classes =
Code Designation

p Field Description: | £ of Wehicles
Home Ownership —
How Relates
Location Types (Client)

[ Delete ] [ Update]

Demographic Data fields are located as follows:

Click the SEARCH link located on the Primary menu and use the entity drop-down box to select Client. Enter
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a few characters of an already existing client; click the Details icon to display the card file.

n%ure HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected W#"
Hello, Betsy Cormier W
search
[ Add New Record ]
Search Type: Contains 4 | 1Record(s) Found Showing Page 1 of 1 GoToPage |1 +
Branch: All Branches | Details Name Client Type Stage  Location Name City  St./Prov. Zip/Postal Remove
leentsnge} Al b B N?a”nd:;:mzr:t"?:: Commercial  Client DT“:?O’;&M‘ Hudson MM 03051 5
Cliznt Type: All he =
Code Class: All v
Detgnation: |Al &
Status: All e
Client: hudson

Click the profiling tab to display the profiling sub-tabs. Click the demographic data sub-tab to display the
demographic data summary. This is where the Demographic Data Fields are used.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORCANIZATION | REPORTS | CAMPAICNS Bookmarks: Expand | Add | Remove Selected W@

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

Client Name: Hudson Property Management, Inc. »

card file  profiling contacts locations named insureds related accounts i i=

profile . demographic data

[ Add New ]

Details Year Field Description Estimated Value Actual value Remove
B 2008 Annual Payroll $150,000 £
Ed 2008 Annual Sales $1,250,000 £
@ 2008 Mumber of Employees 65 %
Ed 2007 Annual Payroll $125,000 140500 £
Ed 2007 Annual Sales 41,100,000 $1,025,000 £
@ 2007 Mumber of Employees 50 83 %

Home Ownership, Location, Referred By and Organization Legal Entity Types

The Home Ownership, Location, Referred By and Organization Legal Entity Types are all used on the Profiling
tab found at client level. The Profiling tab contains information to provide a quick look at important criteria
with regards to the client. Modification for all items except those for Location Types (Client) is done by
following the General instructions provided in this chapter.
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HOME | HELP | SETUP | LOGOUT

cted

lookup management

Expandghininize Select a Categoryand a Type to update

O A 3 dropdown menu
ions
Home Ownershi
1 colercehermes cacagry
O Lookup Management Client £ Select Ttem
Opportunities -~
Types Caondo Owner
O print Blank Forms . S— Condo Rentar
O Client Relationship Types A “
P Code Classes
O Cocument Templates Lzode Designation
[Ham ership Ownership Type:
O sacurity Administration How Relates

Location Types {Client)
Organization Legal Entity Type ¥

[ Add Mew ]

lookup management

To Modify Location Types (Client) follow the steps below:

1. Begin by selecting the Category of Client and the type of Location Types (Client). Notice when
selected that an extra drop-down box is present on the right side just above the items. The
items available in the drop-down box are Personal and Commercial. Personal and commercial
are in the drop-down box because there are two types of profiling pages at client level. One for
commercial and the other personal. The content of each page is significantly different because
of the type of client. The item displayed in the drop-down box is where the items will be
added, modified or removed.

To add a new item, select the Location Types (Client), then at the top of the select items list, click Add
New.

m  Below the list is an empty field with a label beside it of the type selected, click in the field and
enter the new item.

m  Click the [Add New] link below the field to add the item.
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To modify an item, in the drop-down box on the right side just above the items select either Commercial or
Personal for the item that requires modification. Next find the item in the list and click to highlight.

m  The name now displays in the field below the list beside the type label, make the adjustment.

m  Click the [Update] link to save the changes.

To delete an item, in the drop-down box on the right side just above the items select either Commercial or
Personal for the item that should be removed. Next find the item in the list and click to highlight.

m  The name now displays in the field below the list beside the type label.

m  Click the [Delete] link to remove. If the item has been used a message displays advising that
it is in use and may not be removed. If not in use a message is displayed asking for deletion
confirmation. After confirmation is provided the item is removed.

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Rema

lockup management

E d  Minimi;
R Select 3 Categoryand a Type to update

a drapdown menu

O actions . .
O colar Schemnes Category Location Types (Client)

[0 Loockup Management Client w Select Ttem

Opportunities Typas

O Print Blank Forms : .

W Client Relationship Types A Pers -

rograrns T g
° Code Classes Church Office

O Dbocurnent Templates Code Designation v
Horme Ownership

O security Adrinistration

(Client)

on T lient) Location Type:
Organization Legal Entity Type %

[ Add New ]

lookup management

Modification of Referred by and Organization Legal Entity Types are done by following the General
instructions provided in this chapter.

HOME | HELP | SETUP | LOGOUT
ted

Bookmarks: Expand | add | Remow

lockup management

E d  Minimi
R Select 3 Categoryand a Type to update

) a dropdawn menu

Actions
O coler scharnas Category Referred By
O Lookup Manzgement Client - Select Item
Orpartuniti=s Tupes Current Client &
O Pprint Blank Forms -
Code Classes A
O programs Code Designation Insurance Company ~
O pocument Temnplates Horne Cwnership
How Relates Referred By:
O security Administration Lacation Types (Client)

Organization Legal Entity T

[ Add Mew ]

lookup management
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Expand Minimize

Actions

Colar Schemes
Lackup Managerment
Sppartunities

Print Blank Farms
Programs

Documnent Termplates

ooooEOOQO

Security Administration

SEARCH | DRGANIZATION | REPORTS

lockup management

Select a Categoryand a Type to update

3 dropdown menu
Category
Client

Types

Code Classes
Code Designation
Home Gwnership

Organization Legal Entity Types

Select Item

Corporation {5)

Business Type:

HOME | HELP | SETUP | LOGOUT
Expand | Add | Re od

[ Add Mew ]

lookup management

The Home Ownership, Location, Referred By and Organization Legal Entity Type fields are located as
follows:

Click the Search link located on the Primary menu and use the entity drop-down box to select Client. Enter

a few characters of an already existing Client; click the Details @9 icon to display the card file.

[nexsure

Hello, Mary Oberleitner

search
Entity! Client
Search Type: Contains

Branch: All Branches
Client Stage: all

Client Type: all

Code Class: All
Battnations  LAI

Client: b smith

Policy Mumber:
Phone Mumber:
Location Mame:
Location Address:

Location City:

Location
Zip/Postal:

First Marne!

Last Mame:

Click the profiling tab to display the Profiling page.

SEARCH | DRGANIZATION | REPORTS

7 Record(s) Found

Details Name

v
©
v
b Anthony Smith
v

Bobby Smith
v

Cathy Smith
v
Debby Smith

Dae, John

Jahnny Smith

TeQQ@E9geq

Smithy, Bob

client Type

Perzonal
Persanal
Persanal
Personal
Perzonal

Rer’sonal

Persanal

Showing Page 1 of 1

Stage Location Name
Client
Prospect
Client 234 George Way
Suspect Primary
Client Hame
Client Home
Client Home

HOME | HELP | SETUP | LOGOUT

[ Import Record ]

SEARCH RESULTS - CLIENT

City
Co Spgs

Calers

Grlando

El Paso
College Park

El Paso

GoToPage |1 %
St/Prov.  Zip/Postal Remove
co 20922 By

]
AL 35040 &
FL 32825 By
™ 75925 By
M 20740 BR
™ 79502 &

xpand | Add | Re

[ Add New Recard ]

cked
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nexsure Wome | WELP | SETUP | toGouT

SEARCH | ORGANIZATION | REPORTS krma and | Add | Re ed
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERYICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Cathy Smith »
card file profiling contacts locations named insureds related sccounts assignment classified ~
Primary Contact Mailing Address Stick-e-note [&dd Hew]
Mame: M=, Cathy Smith Address: 234 George Way
Title: Owner City: Calera State/Province: AL
E-Mail: csmith@aal.com ZipfPostal; 35040

Fax Mumber: (205) 665-0870

s

Tracker Alerts
Date Created: 8/26/2003 CST Open Actions:
Client Since: 8/26/2003 CST

Assignment

Primary Branch Department Unit Responsibility Name
Atlantic Branch Personal Lines Unassigned Account Manager Mary Gberleitner
Atlantic Branch u d u d Data C QA User In Force...

Accident

Homeowners

Depending on the client type selected determines which profiling page is displayed. Selecting a client
designated as Personal displays the Personal profiling page. The personal profiled page includes both the
type drop-down boxes for Referred by to indicate where the client came from and Home Ownership to
indicate level of ownership.

n%ure HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS

Bookrmarks: Expand | Add | Rem
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIYERY | T-LOG
Client Name: Cathy Smith »

card file profiling contacts locations named insureds related accounts assignment clazsified ~

Profiling Information [ Save]

Client Type | Personal v

Source Residence Information
Referred By: | Yellow Pages i

Home: | Owned w
Aute Information

Residence County:
Mo, of Drivers: |1

Sq. Feet of Hame:
Mo, of Young Drivers:

Distance from Fire Hydrant:
Mo. of Wehicles: |1

Miles fram Fire Department:
Na. of Accidents/Violations: |0

Fire District:
Zip Code: | 35040

Account Notes: Construction:

Total Mumber of Locations:

Selecting a client designated as Commercial displays the Commercial profiling page. The Commercial profile
page includes both the type drop-down boxes for Referred by to indicate where the client came from and
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Organization Legal Entity to indicate level of ownership.

%ure HOME | HELP | SETUP | LOGOU
lact

SEARCH | ORGANIZATIOM | REPORTS Bookrmarks: Expand | Add | Rermo

CLIEMT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERYICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELI¥ERY | T-LOG

Client Name: One Stop Shopping 3
card file  profiling COntacts locations named insureds related accounts assignment  classified
profiling Information [Save]

Client Type | Commercial

Source Drganization Information
Referred By: | SureClose.com hd Legal Entity Type: | Corporation e
Account Notes: Years in business: |25

Mo W/C claims in the last 10 years,
Mo of Employees: (1000

Mo of Locations: |8
Mo of vehicles: |16
Estimated Annual Gross Sales ($): | 17500000000
Estimated Commission: |100000
Monthly Payrall (£): 50000
Mo, of States/Pravinces: |3
Hame Office State/Province: | California b
On-Line businass: (8 yez () Mo

Tw/Radio Aduertizement: (& ves () Mo [}3

LsstUpdated By: Mary Obedeitner CST Date Updatad: 9/15/2004 10:03:56 Ad

classified assignment  related accounts named insureds lacations contacts  prefiling card file

Document Integration Category

Category Types

The Category Types are used on the Document Templates setup found at Setup. When setting up templates
categories are used to group the template to make them easier to locate when using the template.
Modification of Category Types is done by following the General instructions provided in this chapter.

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove

lookup management
Expandiisinges Select 2 Categoryand 2 Type to update
O s a dropdown menu
ions

O color schemes Category Sy
O Lockup Management Diocument Integration - Select Ttem
+ i A
Opportunities Types AR
O Pprint Blank Forms Client Letters
O Programs Greeting hd
O pocument Temnplates

Category:
O security Adrinistration aery

[ Add Mew ]
lookup management

The Category Type field is located as follows:
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Click the SETUP link on the Utility menu, Document Templates to display the Document Template Summary.
Then click the Add New link to add a new Template.

HOME | HELP | SETUP | LOGOUT
d | add | R d

Template

- 0 eI [ Install Active: ] Showing Page 1 of 31 P N Filtersi [ Show ][ Hide ] [ AddHew ]
xpand Minimize
Last Updated Last Updated
O Actions Details Marne § P C Category Description Status pr e R Remove
O color Schamas additional driver Client
= B questionaire Cttars ADG Draft  TestUser  07/02/2004 B
Lookup Management = Palicy Use this termplate when
- B auto change Request [l Nt DT £ e Draft Lisa Archulets 05/19/2004 B
pRortunities -

B A“‘;‘ Estimata Proposal Auto Quots Draft _ 1M 04s07/2005 B

O] Print Blank Farms Informastion i Trainingl001
Auto Proposa

O Programs B e Prapasal Auta Infa Draft Craig Stoker 04/09/2004 R
O pocument Templates B Auto Schedule  [AI] Lpe?:l;:s Commercial Auta Schedule  Draft  Rick Brown  04/02/2004 B
O security Administration

Template

The Category type drop-down box is available here to define how to group the documents to assist the user

in locating them for use.

2 Nexsure - Microsoft Internet Explorer,

Template Mame:
Description:

Diocurnent Type: | Microsoft word '

Category: | Claims '

Client Stage: Client Lettars
Greeting

Palicy Lettars [ Add Mew ]

Business Type

HOME | HELP | SETUP | LOGOU
SEARCH | ORGANIZATION | REPORTS E and | Add |
| OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Rugged Tires 3

CLIENT PROFILE

attachments
[ Irstall Activey | Showing Page 1 of 1 [ 05 ] Filters: [ show 10 Hide 1 [ Add tew ]
. LOB/Palicy # Created By
Detsils  Attachrent Hame B Rk Gategory  Desaription  DocumentType  Status | SUPRST Date Crested  Rermous
=4 prop Commertal M proposal test migosoft word  Drsft v SPEHEST o5/74/2005 B
Commercial Auta Mary Oberleitner
B vehides T schedule Microsoft Excel Flers Ghenltny 04/07/2005 B
) Cornrmerial Auto ) Mary Obedsitnar
E4 uehicles merimed scheduls Micrasaft Excel My Cherloitnor 04/07/2005 ]

attachments

Identify the document and click Next.
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Mexsure Office Integration rle Sure

Add New Attachment

'C}Add Attachrnent

@ Create Document with Terplate
O Create Document without Termplate
Oﬁttach Outlook Messages

'C}Add External Attachrment

Attachrnent Marme: |Proposal

Docurnent Description: |Standard Proposall

| Cancel | [ Mext>> |

Use the category drop-down box to narrow the list of documents returned for selection.

Mexsure Office Integration rle Sure

MNew Document

Template Marme: proposal

Terplate Description:

Docurnent Type: | MS Ward e
Catagory: | All hd
. All
Business Type: claimns
Client Letters E
earch
Greeting E

F'nlin: Lettars

Available Templates: |

[ Cancel ][ Mext => ]
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Financial Entity Category

Location Types (Financial Entity)

The Location Types (Financial Entity) are used on the Financial Entities location detail page to identify the
location. The Financial Entities are the Bank Accounts used in the Accounting section of Nexsure. Modification
of this type is done by following the General instructions provided in this chapter.

HOME | HELP | SETUP | LOGOU1

loohup management

E: d  Minimi;
xpand Hinimize Select a Categoryand a Type to update

a dropdewn menu

Actions
Color Schames Category Location Types (Financial Entity)

Lockup Managsment Financial Entity v Select Item
i -~
Opportunities Types
Print Blank Forms
Lease Office ¥

Prograrns

Documant Templatas

OoooomEOO0O0O

) o Location Type:
Security Administration

[ Add Mew ]

loohup management

The Location Type (Financial Entity) field is located as follows:

To assign the items in the type drop-down box, click Search on the Primary menu.

Click the entity drop-down box and select Financial Entities. Enter a few characters of the entity name and
click the Search link. Notice that the Location Type displays on the search screen. This is used to help identify

the location displayed. Click the Details @9 icon to display the Financial Entity Card File.

n%ure HOME | HELP | SETUP | LOGOUT

SEARCH | DRGANIZATION | REPORTS Bookl Lzt Expand | Add | Re ted

Hello, Mary Oberleitner

search

% [ Import Record ] [ Add Mew Record ]
Entiry: TR IRl SEARCH RESULTS - FINANCIAL ENTITY
Search Type: Contains | 2 Record(s) Found Showing Page 1 of 1 GoToPage 1 v
Financial Entity: | Central Details Name Location Type City St./Prov. Zip/Postal  Remouve
Location Address: B Central Bank Branch Office Ouford AL 36203 &
Location ity B Central valley Community Bank Branch Office By
Location
Zip/Postalt
First Name:
Last Name:

vou 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
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Click the locations tab to display the Locations summary.

HOME | HELP | SETUP | LOGOUT
ed

SEARCH | DRGANIZATION | REPORTS

<pand | add | Re

Financial Entity Name: Gentral Bank

card file contacts locations financial entity name

Central Bank Information
Website: www.centralbank.com

Mailing Address
Addresst 1000 Main Street
Cityr Cnford
Zip/Postal: 36203

State/Province: AL
Primary Contact
Mame: Gertrude Baker
Title: President

K

financial entity name locations contacts  card file

Click the Details E? icon for one of the locations to display the detail page.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS 1 nd | d

Financial Entity Name: Central Bank

card file contacts  locations  financial entity name

Location Summary Showing Page 1 of 1 [ Add Mew ]
Details Lecation Type Address City St./Prov. Zip/Postal Remove
B W EBranch Office 1000 Main Street Srford AL 26202
financial entity narme locations contacts card file

The Financial Entity Type is located at the top of the Location details page.

HOME | HELP | SETUP | LOGOUT

SEARCH | DRGANIZATION | REPORTS <pand | Add | Re

Financial Entity Name: Central Bank »

cardfile  contacts  locations | financial entity name 5

Location Information [ Cancel ] [ Update ]

Location Type: | Branch Office w Physical Address

I

Intl Address Info:

Mailing Address

This Lecation Is Snrpota i oune: Addresst [1000 Main Street
Location Numbers Iéi.iss?d‘ir %fﬁce [ Add hew ] fddress 2
City: | Oxford E]
Details  Phone Type Phone Ext Delete
B* Phone (256) 125-5579 B StateProvinee: | Alabama Zip/Postal: 36203 (J
Countey: v

Address: (1000 Main Street
Address 2:
Ciry: | Oxford E]
StatefProvince: | Alabama ZipfPostali | 36203 )

Country:

Intl Addres= Info:

v

financial entity name

locations | contacts  cardfile ¥
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Miscellaneous Category

Delivery Types

The Delivery Types is used on the Modification for all items except those for Location Modifying or adding
items is done by following the General instructions provided in this chapter.

HOME | HELP | SETUP | LOGOUT

Baokrarks: Expand | Add | Rermous Selects

an beals

on
re setup i

loohkup management

E: d  Minimi;
xpand Hinimize Select a Categeryand a Type to update

a2 dropdewn meny

O actions
O color Schemes Category Delivery Types
[ Lookup Management Miscellaneous v Select Item
Opportunities Types CEERS
[ erint Blank Forms Fax

L

= FTP
O programs Phone Types
O pocurnent Templates

Delivery Type:

P oauiy Adhmimicsion ¥R

[ Add Mew ]

lookup management

To Modify Phone Types follow the steps below:

m  Begin by selecting the Category of Miscellaneous and the type of Phone Types. Notice when
selected that an extra drop-down box is present on the right side just above the items. The items
available in the drop-down box are Location and Personal. Location and Personal are in the drop-
down box because there are two areas where phone numbers are identified, the location details
and contact detail. These fields are used on all location details and contact detail such as on
clients, carriers, etc. The item displayed in the drop-down box is where the items will be added,
modified or removed.

m  To add a new item, select the Phone Type, then at the top of the select items list, click Add New.

0 Below the list is an empty field with a label beside it of the type selected, click in the
field and enter the new item.

0 Click the [Add New] link below the field to add the item.

m  To modify an item, in the drop-down box on the right side just above the items select either
Location or Personal for the item that requires modification. Next find the item in the list and
click to highlight.

0 The name now displays in the field below the list beside the type label, make the
adjustment.

0 Click the [Update] link to save the changes.

m  To delete an item, in the drop-down box on the right side just above the items select either
Location or Personal for the item that should be removed. Next find the item in the list and click
to highlight.

0 The name now displays in the field below the list beside the type label.
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O Click the [Delete] link to remove. If the item has been used a message displays advising
that it is in use and may not be removed. If not in use a message is displayed asking for
deletion confirmation. After confirmation is provided the item is removed.

HOME | HELP | SETUP | LOGOUT
SEARCH | DRGANIZATION | REPORTS a
lookup management

E d  Minimi
DR OIS Select a Categoryand s Type to update

O actions adropdown menu
01 colorsehamas categoy
O Lockup Management Miscellaneous R Select Ttem
Opportunities Types Location v
O Print Blank Forms .
I — Delivery Types Personal
O pocument Templates ggiiwna;ed b
O security administration
Phane Type:

[ Add New ]

lookup management

Phone Types are used to identify Location and Personal Phone Types. Personal Phone types can be found

on Contact detail screens by clicking the Details @9 icon of an existing phone number or by adding a new
contact phone number in the Phone Type drop-down box.

card file profiling contacts locations named insureds related accounts assignrent clazsified
contact detail additional lagins

Contact Information [&dd Photol [Cancell [Upd

‘@ s U e B XS LT eSO O EN DT O j |\3

Personal Information
Prefix First MI  Last
Phone Information rle Su'e
Mr, alan Ivers
) Format [#RREEERERRERE)
Title Sex DoB
znd Phone Line Ext.
Owner Male "
Business Phone
Car Phone
) _ 13 MNE NUMBER for thiz Person? @ Yes O Mo
Driver Information St./Prow, Licensed: Licer Cell F‘hDhnE
Home Phane Close Save
International
&] Done |Pager & @ mternet
Fersonal Fax
This Contact Is Set To Primary For The Account, Underwritin le: | Inspection

Location Phone types can be found on the Location detail screens by clicking the Details I%? icon of an
existing phone number or by adding a new location phone number in the Phone Type drop-down box.
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card file profiling contacts  locations named insureds related accounts assignment  classified

Location Information

Location Type! | Corporate Headquarters o ) . , .
[@ TS T L e B B XS L TS0y S S T e I DL DY R J JB
Location Mame: Bellflower Store

Thiz Location Is Set To Primary For The Account.
Phone Informati nesxsure
Iz This The Billing Location for The Account? O Ve one Intormation

Format (RAFFHEBRRRRERE)

Location Numbers EIETTTTTT| | 5625559664 Exut,

This iz the PRIMARY PHOME MNUMBER for this Location

Details Primary Phone Type
B W Phone (562) [ close ][ update |
@ Faxt Mumber (SE2)

é G Inkernet

Organization Category
Location Types (Organization)

Using the Category drop-down box select Organization. The category of Organization refers to the
Organization level of Nexsure. Business Unit is used at Region level to add a virtual business unit to the
region. The Location Types (Organization) identifies the location type for any location at all levels in the
Organization to help identify each location (Organization, Region, Territory and Branch). Any item that is
gray is one that is required for use by Nexsure and therefore, cannot be modified or removed. Modify any
other item as needed and only unused items may be removed.

HOME | HELP | | LoGOUT

Bookmarks: Expand | Add | Remove Selected &

Use the na:
access N

lookup management

Expand Minimi
S s Select 2 Categoryand = Type to update
a dropdown menu

Actions

Client Access ‘Category Business Unit
Ratail Agent Access Organization [v] Select Item

Color Schemes Types Add New

Integration

Business Unit
Dovinloads Location Types {Organization)

Lookup Management

Business Unit:
Opportunities

Print Blank Forms.

Programs

Document Templates

D000 HNOEHORKDO

[ Add New ]

Security Administration

lookup management

The Business Unit is located as follows:

m  Click ORGANIZATION link on the Primary menu to display the Card File for the Organization.

m  Click the regions tab and the Details I%? icon of the Region.
m  Click Edit on the navigation toolbar to display the Edit Organization Information dialog box.

m  The Business Unit selection box is located at the bottom of the dialog box and is used to identify
the Business Unit.

PAGE 174 (o



NEXSURE® TRAINING MANUAL - ADMIN CHAPTER 6

Edit Organization Information r]e Sure

Region Name: [Training-Documentation Region
Primary Location: | Brea, CA [145 5. State College Blvd.] |v|
Primary Contact: | Oberleitner, Mary

Business Unit: | NfA |2 |

The Location Type (Organization) field is located as follows:

m  Click ORGANIZATION link on the Primary menu to display the Card File for the Organization. (Also
found by clicking Region, Territories and Branches Details @9 icons).

m  Click the locations tab to display the Locations summary page.

m  Click the Details I%? icon for one location to display the details.

m  The Location Type is located at the top of the page and is used to identify the location.

%ure HOME kHELp | SETUP | LOGOUT

SEARCH | DRGANIZATION | REPORTS

aH d'| add | R d
ORGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS
Organization Name: XDTI--Training Org 972003 4
organization >
XDTI--Training Org 972003 > Main Office
Previous Page Update
cardfile  regions  rerritories  branches locations  emplovees
location detail
Location Information
Location Type: | Corporate Office  w Physical Address
Location Name: | Main Office Addressi 4479 Pantiac Lake Rd Ste 2
Address 2;
Location Numbers [ Add New ]
ity |Waterford E]
Details Phone Type Phone Ext Delete
% Business Phone (714) 672-8500 % State/Province: | Iowa w  Zip/Postali (48328 Q
B FaHumber (714) 672-8908 ET] Countryt | United States w

Intd Address Infor

Mailing Address
Addresst 4479 Pontiac Lake Rd Ste 2

Address 21

City: | Waterford E]
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People Category

Using the Category drop-down box select People. The category of People refers to Employees or Contacts
found in Nexsure at Organization and CRM level. There are several different types under the category of
People. Any item that is gray is one that is required for use by Nexsure and therefore, cannot be modified
or removed. Modify any other item as needed but only unused items may be removed by following the
General instructions provided in this chapter.

HOME | HELP | | LogouT

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

Use the navigation bel ,
actess Nexsure setup information.

Setup Console B

lookup management

Ex d  Minimi
pand Minimize Select a Categoryand a Type to update

a dropdown menu

Actions
Client Access Category Binder Term

Programs

Document Templates

|
Retail Agent Access |Pu|ucy [v] Select Item
30 Days
E Color Schemes Types ¥:
Integration
[Binder Term
Dovmloads Claim Payment Types
[0 Lookup Management Claim Stages
4] : Code Classes Duratien Walus:
B opportunities Code Designation
O erint Blank Forms. Market Analysis Reasons Description:
Market Analysis Statuses
O
O
O

Update
Security Administration [up 1

lookup management

The following types are found on Employee and all Contact records:
m  Contact Roles
m  Marital Status
m  Name Prefixes
m  Name Suffixes
m  Responsibility

m  Titles
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E SEARCH | ORGANIZATION | REPORTS B

CLIENTPROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SER¥ICING | ATTACHMENTS | ACTIONS | TRANSACTIONS |
Client Name: Alverson Sports Equipment

cardfile  profiling  contacts  locations  named insureds  relited sccounts  assignment  classified

contact detail | additional logins

Contact Information [&dd Pheta] [Cancel] [Update]

Personal Information

Prefix First MI Last Suffin Goes By
Mr. Alan Alverson Alan

Title Sen Do Social Security Mo, Marital Status
Cwner Malg 4/12/1987 2 [111-11-1111 | | Married

(000-00-0000)

Driver Information St/Prov, Licensed: License Mumber: Date Licensed:
(o) FOES0E0989 4/12/1987 Ll
This Contact I= Set To Primary For The Account, Contact Role: | Inspection
Personal Numbers [Add Mew]  E-Mail Address
Details Primary Phone Type Phone Ext Desc  Delete E-Mail: |alan@sportsequip.com
B 2 Business Phone (714) 672-5555 after 7am E-Mail 2:
Locations

Select the Primary Account Location for this contact: | Belliflower Store - 123 Main Street

Employee Information Screen

HOME | HELP | SETUP | LOGOUT
and | Add | R
DELI¥ERY | T-LOG

card file ragions | tertitories branchas departments locations  employees accounting wandars

employee detail identity additional logins security accounting transactions

Employee Information

Prefiy First MI Last suffin Goes By
Mary Qberleitner Mary
Title Sex DOB Social Security Mo, Marital Status
Male R

(000-00-0000)

Driver Information St/Prov, Licensed License Mumber Date Licensed

I= this the PRIMARY CONTACT for this organization? () ¥es ()Mo Contact Role:

The PRIMARY LOCATION for this emplayes izt | Brea, CA [123 West Accounting Office]

Personal Numbers [ Add Mew ]

Details Phone Type Phone Delete

B* Business Phone (256) 831-2587 Eq}

The type of People availability status is available for the user by clicking on a link for their name.
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nexgure

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERYICING | ATTACHMENTS | ACTIONS | TF
Client Name: Alverson Sports Equipment

SEARCH | ORGANIZATIOM | REPORTS

card file profiling cantact:

e T e ———— ContactRecord - Microsoft.Inter I
JJ[[JUJ.).'JJJIJ.'.":'.U SMEXSUTNE. COM - LONHCT mMECD TSN O SN TN s o

Primary Contact Contact Record nessure
Marne: Mr, &lan | ] [l ]
ose
Title: Owner
E-Mail: alan@zpe N M Oberlaitn
Buzinezz Phoner (714167 ame: Mary Hherlerner
Goes By Mary
Ernail 11 rmaryo@udti.com
Metest  |ngtes
Tracker
Date Crested: 1/4/20 PR |Phone Type Phone Exnt Description
Client Since: 174520 Business Phone [256) 831-2567
Website: www,al)
Assignment &] Dore 5 @ treernet
Primary Branch Department Unit Responsibility Mame In Fg
Alabama Branch 1-ABL/DBEL-PPL Unassigned Producer Mary Oberlaitner

Note: Using the word Online as the first part of the item still allows the employee to
display by default to the All Employees screen if logged in. When any other word is used,
the employee will not display on the All Employees screen even if the employee is logged
in.
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Policy Category

Using the Category drop-down box, select Policy. The category of Policy refers to the policy. Any item that
is gray is one that is required for use by Nexsure and therefore, cannot be modified or removed. Modify any
other item as needed but only unused items may be removed by following the general instructions provided
in this chapter.

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Rermous Selacte

lockup management

E d  Minimi
PR TS Select 2 Categoryand 3 Type to update

a dropdawn menu

O actions
O color Schemes Category Binder Term

O Lookup Manzgament Palicy v Select Ttem
Opportunities 60 Days
O print Blank Forms
erm

O erograms Payment Types
O Document Templates Market Analysis Reasons

Market Analysis Statuses Duration Yalue:
O security Administration

Description:

[ Update ]

lookup management

Binder Term

The Binder Term entered in setup is used when creating binders for client policies. The number of days
entered is the number of default days that will populate on the binders. Enter the number of days in the
Duration Value field and a description in the Description field provided.

policies history certificates  binders verifications summary of insurance

details  delivery

Branch: Southern Insurance Policy Term: 08/05/2005 1Z2:01AM PST
08/05/2006 12:01AM PST B[] Binders
Palicy Type: Monaline Coverage Term; 12:014M [P ——
08/05/2005 PST 15/ /5! [Close]
09,/05/2005 12:01AM
PET
Issuing Goi Hartford Stage: Policy
Billing Co1 Hartford Maode: MNew
Policy Nurmber: GL-87087087 Policy Status: In Force
Binder HNumbear: 2890 Binder Status: Open
Authorized Reprasentative;  Mary Oberlzitner
Abort Print Deliver Save Changes
Line of Business:
Line Of Business Form Description

Commercial General Liability

General Liability ACORD 126 Section 126
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Claim Payment Types

Claim Payment Types are added to identify the payments added on the claims tab under claim detail.

HOME | HELP | | LoGow

Bookmarks: Expand | Add | Remove Selected ¥

access Ne:

lookup management

Eomt e Select 3 Categoryand a Type to updats

O e a dropdown menu
ions

Client Accass Category Claim Payment Types

Programs

Document Templates

Ratail Agent Access Policy v Selact Item
Color Schemes. Types Add New |
Integration P
Binder Term Elohlab ™
Dovnloads Claim Payment Tvpes ] =
O Lookup Management Claim Stages
Code Classes Description:
Opportunities. Code Designation
[ print Blank Forms Market Analysis Reasons
Market Analysis Statuses
O
O
O

Security Administration

lookup management

To access the claim payments tab, click the details tab of a claim on the claims tab and then click the claim
payments tab.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SER¥VICING | ATTACHMENMTS | ACTIONS | TRANSACTIONS | DELIYERY | T-LOG

Client Name: Janet Anderson

underwriting policy info assignment attachments actions qualification history transactions claims

details | claim payments

Branch: Atlantic Branch Policy Term: 10/24/2002 12:01AM 10LW
10/24/2008 12:01AM 1DLW

Palicy Typa: Manaline Covarags Tarm: 10/24/2002 12:01AM IDLW
10/24/200% 12:01AM 1DLW

Issuing Cot safeco Ins. Stage: Palicy

Billing Co: safeco Ins. Mode: New

Policy Numbeps AL-9890890 Status: cancelled

I nbort Claim Post laim save Changes

Adding a new payment allows the selection drop-down box for Payment type.
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Client Name: Janet Anderson 4

underwriting palicy info assignment attachments actions qualification histary transactions claims

details  claim payments

22 https:/inexweb16.nexsure.com, - Claim Payment

[Add Mew Payment]

nexsure

Draft Date - Date
Details Draft # Amoun| Paymant type: PD Liab =+ updated Remove
Draft date: 10/24/2005 L
E3 101‘5;{52;005 0.0 itner  10/24/2005 E}
Drafts#: 1256
Payment amount: 0 @
Payee: Payee *
Description: Description
Claimant: John Doe *

Reduce reserves?
* indicates required field

@ Daone é 0 Internet

Claim Stages Types

Claim Stages Types are added to identify the claim’s stage.

HOME | HELP | | Locout

Bookmarks: Expand | Add | Remove Selected W%

lookup management

Expand Minimi
= inimize Select 2 Categoryand = Type to update
a dropcown menu

Actions.
Client Access Category Claim Stages

Retail Agent Access Policy [*’l Select Ttem

Color Schemes Add New “~

. o Types Assigned to Adjuster 5

g Draft issued by Agency

Dovmloads Binder Term Level 1 (low) [
Claim Payment Types

Lookup Management =
Opportunities Code Designation

Market Analysis Reasons
Market Analysis Statuses

Claim stages:

Print Blank Forms

Brograms

Document Templates

D000 HOMBKBED

Security Administration

Access the Claim Stage on the claim details tab. The Claim Stage is located under the Claims Information
Date Of Loss and Date Reported information.
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%ure | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected W%
| OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Powers Construction Co., Inc. Commercial Account

underwriting policy info assignment  attachments actions qualification histary  transactions  claims

details  claim paymants

Branch: Ace Insurance Branch Policy Term: 10/01/2008 12:01AM
10/01/2009 12:01AM
Policy Type/PrimaryStata: Monoline / NH Coverage Term: 10/01/2008 12:01AM
10/01/2009 12:01AM
Issuing Co: Hartford Accident and Indemnity Company Stage: Policy
Billing Co: Hartford Insurance Group Mode: Renew
Policy Number: BADS7456321 Status: In Force
Palicy Description: Origination Date: 10/01/2007
Abort Claim Paost Claim Save Changes
Actions:
Details Topic Type Status Memo
B Claim Annotation Closed Process claim.

Line of Business: Auto - Commercial
Adjustor Information:
Adjustor Name: |John Doe

Adjuster Phone: | 7145556666

Claims Information:

Date Of Loss: [12/10/2008

Date Reported: |12/10/2008

Claim Stage: | Level 1 (low)

Claim Mot | 4523542543252
Estimated Amount:
Resarved Amount:
Total Paid Amount:

Meme: 1y r/E OP

Claimant Summary: [Add New Claimant]

Details # Claimant Name Contact Name Phone Number Fax Number E-Mail Note Remove

Code Classes and Code Designations Types

Code Classes and Code Designations Types are both used on the classified tab found at Opportunity,
Marketing, and Policy stages of a policy. They are used to categorize policies by something important to
your agency. For example, Code Classes and Code Designations can be used to identify how a policy is to be
handled by your agency. Code Designations available at policy level are determined by the Code Class they
are related to in setup.
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HOME | HELP | | LoGouT

Bookmarks: Expand | Add | Remove Selected ¥

lookup management

EEm R Select a Categoryand = Type to update
2 dropdown menu

Category Code Classes

Actions

Client Access

Retail Agent Access Policy [.,] Select Item
Color Schemes Add New
Types Assigned Risk

Integration

High Home Values

Binder Term

Dovnloads Claim Payment Types

Lookup Mansgement Claim Stages

» Code Classes Code Class:
Opportunities Code Designation
Print Blank Forms Market Analysis Reasons Code Description:

Market Analysis Statuses

Brograms

Document Templates

1 3 2 Y 3 2

[ Add Mew ]

Security Administration

lookup management

HOME | HELP | | LocouT
Bookmarks: Expand | Add | Remove Selected &

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS

Usa the na
accass Nex

ation below to
re setup information.

Setup Console ]

lookup management

EmErd R Select s Categoryand a Type to updats
2 dropdown menu

Category Code Designation

Actions

Client Access

Programs

Document Templates

O
el At s Policy [+] Select Item
O colar Schemes Types | service center Policy [+]
Integration T e
inder Term
: Carrier Name
Dovnloads Claim Payment Types
[ Lookup Management Claim Stages
Code Classes
Opportunities Code Designation
O erint Blank Forms Market Analysis Reasons Designatian:
Market Analysis Statuses
O
O
O

[ Add New ]

Security Administration

Adding and modifying Code Classes is done the way most items are done; however, modifying the Code
Designations is slightly different. Follow the steps below to modify these items:

Begin by selecting the Category of Policy and the type of Code Designations. Notice when selected that an
extra drop-down box is present on the right side just above the items. The items available in the drop-down
box are the Code Classes previously added. The item displayed in the drop-down box is where the items will
be added, modified or removed from.

To add a new item, select the Class Code to add the Code Designations to; then, at the top of the select
items list, click Add New. Below the list is an empty field with a label beside it of the type selected, click in
the field and enter the new item. Click the [Add New] link below the field to add the item. To modify an
item, in the drop-down box on the right side just above the items select the appropriate Class Code for the
item that requires modification. Next find the item in the list and click to highlight. The name now displays
in the field below the list beside the type label, make the adjustment. Click the [Update] link to save the
changes.
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To delete an item, in the drop-down box on the right side just above the items select the appropriate Class
Code for the item that should be removed. Next find the item in the list and click to highlight. The name now
displays in the field below the list beside the type label.

Click the [Delete] link to remove. If the item has been used a message displays advising that it is in use and
may not be removed. If not in use a message is displayed asking for deletion confirmation. After confirmation
is provided the item is removed.

The Policy Code Classes and Code Designations Type fields are located as follows:

Click the SEARCH link located on the Primary menu and use the entity drop-down box to select Client. Enter

a few characters of an already existing client; click the Details @? icon to display the card file. Click the
OPPORTUNITIES, MARKETING or POLICIES link on the Client menu to display the summary page. Click the

Details I%? icon to display the policy record. To display the classified summary page, click the classifieds tab.

Click the Details @? icon of an existing Class Code to display the Detail page. This is where the Policy Class
Code and Code Designations are used.

HOME | HELP | SETUP | LOGOUT
Bookmarks: Expand | Add | Remove Selected 5

| ORGANIZATION | REPORTS | CAMPAIGNS
CLIENT PROFILE | OPPORTUNITIES | MARKETING | | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Powers Construction Co., Inc.
underwriting policy infa assignment  attachments sctions qualification history  transactions clzims summary of insurance  classifieds  delivery

Classified Summary

Code Class Code Description Designation Type Remove
Ed ASR Assigned Risk CA ARP ] 5

delivery  classifieds  summary of insurance  claims transactions histary  qualification actions sttachments assignment  palicy info underwriting

Market Analysis Reasons

Market Analysis Reasons are used to identify why a particular market was selected.

HOME | HELP | SETUP | LOGOUT

Bockmarks: Expand | Add | Remove Selected

lookup management

E d  Minimi
R Select s Categoryand a Type to update

a dropdown menu

O actions .
O color Scharmas Category Market Analysis Reasons
O Lookup Management Palicy v Select [tem
Opportunities Types -~
O print Blank Forms
O Binder Term w
Programs |Clairn Payrnent Types
O pocument Templates i /sis Reasons
Market Analysis Statuses Analysis Reasont
[ security adrninistration

[ Add New ]

lookup management

To use the Market Analysis Reasons, an analysis must have been added. Click the Finalize link on the
navigation toolbar.
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Cllent Name: Masons Grm 3

market analysis ~

Market Analysis ID: 2 Status: | Pending v

Created: 03/02/2006
Created By: Mary Oberleitner
Analysis Source: Unassigned

Description: Comparison for upcoming renewal 2006,

Export Add Existing Finalize Save Changes

The Reason drop-down box is found on the bottom of the Finalize Selection screen.

Nexsure Market Analysis n'e Sure

Finalize Selection

Select which Market has been chozen, When vour finished, click Finalize,

Stage: Marketing

@ Iz=zuing Carrier: Allied Insurance

= Palicy# - Type: Unassigned - Package
Term: 07/18/2006 - 07 /18 /2007
Stage: Marketing
Is=zuing Carrier: Trawvelers

O Policy# - Type: Unassigned - Package
Tetrn: 07/18/2006 - 07/ 18/2007

Selection Reason

Reazon: | Client Preferred Premium %

CDvTrages were equivalent to Travelers quote but the premiurm was $250.00
less,

Motes:

[Clnse] [ Finalize ]
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Market Analysis Statuses

These statuses are used to identify where the current analysis is in the process. Add only as needed to suit
the organization-specific business requirements.

HOME | HELP | SETUP | LOGOUT
Bookmarks: Expand | Add | Ren

lockup management

E d  Minimi;
EEELR] (IDIATES Select 3 Categoryand a Type 1o update

a drapdown menu

Actions
Gralken Sl Category Market Analysis Statuses

Lookup Management Palicy v Select Item

Cpportunities

Types
Print Blank Forrns
Binder Term
Prograrns

Claim Payment Types
Market Analysis Reasons
[Market Analy tatuses

Document Templates

Analyziz Status:

(0 o o ([

Security Administration

[ Add New ]

lookup management

To use the statuses, an analysis must have been added. Click the Details @9 icon of the market analysis to
edit the status.

— —
Client Name: Masons Grill 3

market analysis ~

Market Analysis ID: 2 Status: | Fending

Created: 03/02/2006
created By: Mary Oberleitner
Analysis Source: Lnassigned

Description: Comparison for upcoming renewal 2006,

Export Add Existing Finalize Save Changes

Premium Finance Company Category

Location Types (Premium Finance)

Using the Category drop-down box select Premium Finance Company. The category of Premium Finance
Company can be found at Search level of Nexsure. The Location Types (Premium Finance) identifies the
location type for any location at all levels in the Premium Finance Company to help identify each location.
Any item thatis gray is one that is required for use by Nexsure and therefore, cannot be modified or removed.
Modify any other item as needed and only unused items may be removed.
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HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS , Expand | Add | Re ed

tion,

lockup management

Expand i Select 3 Categoryand 2 Type to update

a dropdown menu

Actions

Colar Schemes Category

Lookup Management Prermiumn Finance Company % Select [tem
Cpportunities Types

Print Blank Forms
Pragrams

Documnent Termplates
Location Type:

doooEOoOoQO

Security Administration

[ Add Mew ]

lookup management

At Search level, search for a Premium Finance Company, click the Details @9 icon to display the card file.

search

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

Entity: Premium Finance ¢ HISTORY RESULTS - PREMIUM FINANCE COMPANY

Search Typer Contains 1 Record(s) Found Showing Page 1 of 1 GoToPage |1
Finance Go. Details Name Location Type City  St/Prou. Zip/Postal  Remove
Locstion Address: B Mew American Premium Finance Corporate Headquarters B

Location City:

Location
Zip/Postal:

First Mame:

Last Mameg!

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,

Click the locations tab to display the location summary page.

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/Postal Remova
B ¥ Corporste Headquarters 159 Tenth Street ca 92821

premium finance cormpany name locations contacts card file

Click the Details I%? icon to display the location detail page and the location type is located on the upper
left of the page.
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card file contacts  locations premium finance company name

Location Information

Physical Address

Location Type: | Corporate Headquarters

This Lecstion 14 - 1 fddress:
Home Office ress
Satellite Office Address 2t

Location Numbers [ add Mew ]
Citys
Details Phone Type Phone Ext Delete =
B  Building Security  (714) 589-5632 B State/Province:

Country:

Intl Address Infa:

Mailing Address
Address:
Address 2
City
State/Postal:

Country:

Intl Address Infu

Retail Agent Category

[ Cancel] [ Update ]

159 Tenth Street

Brea E]

Califarnia Zip/Postal: 92821 B
United States

159 Tenth Street

Brea E]

California Zip/Postali 92821 E]
United States

License and Location Types (Retail Agent)

Code Classes and Code Designations Types

Code Classes and Code Designations Types are both used on the classifieds tab found at the Retail Agent
card file. They are used to add classified information to the retail agent record. Code Designations available
are determined by the Code Class they are related to in setup.

SEARCH | ORGAMIZATION | REPORTS | CAMPAIGNS | ELINKS

Use the navi
access Ne:

Ioakup

Expand Minims
nang | Fenimize Select 3 Categoryand a Type to update

= dropdawn menu

Integration

Dovmloads Code Designation

Code Classes

Actions
Client Access. Category

Retail Agent Access Retail Agent v| Select Ttem
Color Schemes Types

Processing Practice

HOME | HELP | SETUP | SUPPORT | LOGOUT

Bookmarks: Expand | Add | Remove Selected W

sl [ERoEmme License Types (Retail Agent)

Location Types (Retail Agent)
Organization Legal Entity Type

Opportunities

Lines of Business

Programs

Document Templates

= = = N = B =

Sacurity Administration

Code Class: | |

Code Description: | |

[ Add New ]

lookup management

Adding and modifying Code Classes is done the way most items are done; however, modifying the Code
Designations is slightly different. Follow the steps below to modify these items:

Begin by selecting the Category of Policy and the type of Code Designations. Notice when selected that an
extra drop-down box is present on the right side just above the items. The items available in the drop-down
box are the Code Classes previously added. The item displayed in the drop-down box is where the items will

be added, modified or removed from.

PAGE 188

Dimensional”
Technologies



NEXSURE® TRAINING MANUAL - ADMIN CHAPTER 6

To add a new item, select the Class Code to add the Code Designations to; then, at the top of the select
items list, click Add New. Below the list is an empty field with a label beside it of the type selected, click in
the field and enter the new item. Click the [Add New] link below the field to add the item. To modify an
item, in the drop-down box on the right side just above the items select the appropriate Class Code for the
item that requires modification. Next find the item in the list and click to highlight. The name now displays
in the field below the list beside the type label, make the adjustment. Click the [Update] link to save the
changes.

To delete an item, in the drop-down box on the right side just above the items select the appropriate Class
Code for the item that should be removed. Next find the item in the list and click to highlight. The name now
displays in the field below the list beside the type label.

Click the [Delete] link to remove. If the item has been used a message displays advising that it is in use and
may not be removed. If not in use a message is displayed asking for deletion confirmation. After confirmation
is provided the item is removed.

Retail Agent Code Classes and Code Designations Type fields are located as follows:

Click the SEARCH link located on the Primary menu and use the entity drop-down box to select Retail

Agent. Enter a few characters of an already existing Retail Agent; click the Details E? icon to display the
card file. Click the classifieds tab to display the summary page. Click [Add New] link to add a new classified,

click the Details @9 icon to display or edit an existing code. This is where Retail Agent Class Code and Code
Designations are used.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS | ELINKS Baokmarks: Expand | Add | Remove Selected
RETAIL AGENT PROFILE | ACTIONS | OPPORTUNITIES | MARKETING | POLICIES | ATTACHMENTS | TRANSACTIONS | DELIVERY | T-LOG
Retail Agent Name: Insurance Planners |- Retail Agents

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

Classified Summary Showing page 0 of 0 Page[ ¥

Details Code Description

Mo records found for your search.

posting rules | commissions | contracts | classifi

Using the Category drop-down box select Retail Agent. The category of License Types (Retail Agents)
identifies the types of licenses that exist. The category of Retail Agent can be found at Search level of
Nexsure. The Location Types (Retail Agent) identifies the location type for any location at all levels in the
Retail Agent to help identify each location. Any item that is gray is one that is required for use by Nexsure
and therefore, cannot be modified or removed. Modify any other item as needed and only unused items
may be removed.
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Select Retail Agent from the Category list and select License Types in the Types box. The License Types can
be found on the Retail Agent by locating at Search level in Nexsure. License Types are used to identify the
agreement between the Retail Agent and Org. Any item that is gray is one that is required for use by Nexsure
and therefore, cannot be modified or removed. Modify any other item as needed and only unused items

may be removed.

Use the na elo
access Nexsure setup in

lookup

Expand Minimize

O actions.

Client Access
Retail Agent Access
Color Schemes
Integration
Davmloads

Lookup Managament
Oppartunities

Lines of Business

Selact a Categoryand 2 Type to update
a dropdown menu

Category
Retail Agent -
Types

License Types (Retail Agent)

Select Ttam

Bond Broker RA
Col

Code Classes

Code Designation

License Types (Retail Anent
Location Types (Retail Agent)
Organization Legal Entity Type

License Type:

Programs

Document Templates
[ Add New ]

OOD00DO0DEOEEO0E

Security Administration

At Search level, search for a Retail Agent; click the Details @9 icon to display the card file.

search

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

HISTORY RESULTS - RETAIL AGENT

Entity: Retail Agent

Search Type: Contains 1 Record(s) Found Showing Page 1 of 1 SeTobage |1
Status: All Details Name Location Type city 5t./Prov. Zip/Postal Remove
Retail Agent: | B Baranne United Agents & Brokers Corporate Headquarters San Diego ca 32130 B

Location Address:

Locastion City:

Location
Zip/Postal:

First Mame:

Last Mamea:

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

The License type is found on the Retail Agents Contract Tab. Click the Details @5’ icon of the contract to
display the contract details. The License Type is assigned to each License added to the contract.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAICNS | ELINKS

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

contacts

card file locations | retail agent name posting rules

Contract Details [Save Contract] [Copy] [Cancel]

Contract Information

Contract Number: 12555 *

Deseription:

Errors & Omissions Coverage

[ ]
[
Epiration bate: || Bl

Carrier Name:

Effective Date: [10/1/2008 .

Expiration Dats:

Effective Date:

Update a Contract
License

License Information [Add New]

sta:e,-urwmmlAlabama \'l

Licens= No: | 243434342111

License Type: | Fire & Casualty Broker-Agent \v;

Effactive Date Expiration Date
10/01/2008

Datails Licensa Humber Delate

243434342111

Stata/Province
Alabama

Last Updated By: Mary Oberleitner Date Updated: 10/9/2009 2:42:58 PM (| Effective Date:

Brol
Mutual Life Insurance Agent
Group Benefits Broker
Bond Broker
Personal Lines Agent
Commercial Lines Agent
License 1.85.5

Expiration =ds | assignments | retail agent name | locations | contacts | card file
=
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Select Retail Agent from the Category list and select Location Types in the Types box. The License Types can
be found on the Retail Agent by locating at Search level in Nexsure. The Location Types identify the Retail
Agent location. This is a required field that must be added on all Retail Agent locations. Any item that is gray
is one that is required for use by Nexsure and therefore, cannot be modified or removed. Modify any other
item as needed and only unused items may be removed.

lookup

Expand Minimize

Select a Cats d a Type to updats . =
gedré:pdaﬂ\\‘n ,:EE:TH @ Type to upeate Location Types (Retail Agent)
Actions

Salect Ttem

Client Access Category

Retail Agent Access Retail Agent v

Color Schemes

Types

Integration

Code Classes
Code Designation
License Types (Retail Agent

Dovmloads.

Location Type:

Lookup Mansgament
Opportunitiss Organization Legal Entity Type
Lines of Business
Programs

Document Templates

OODO00EHO0EHBOHRD

Security Administration [ Add New ]

Click the locations tab to display the location summary page.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS | ELINKS Bookmarks: Expand | Add | Remove Selected &%
RETAIL AGENT PROFILE | ACTIONS | OPPORTUNITIES | MARKETING | POLICIES | ATTACHMENTS | TRANSACTIONS | DELIVERY | T-LOG
Retail Agent Name: Insurance Planners | Retail Agents

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

Location Summary Showing page 1 of 1 page[T9] Filtars: [ Show] [Add Naw]

Details  Primary Location Type Address City St./Prov. Zip/Postal Phane Number Fax Number Remove
Corporate Headquarters 103 East 13th Street Anniston AL 26201 256) 237-7541

posting rules | commissions | contracts | classifieds | zssignments | retail agent name | locations | contacts | card fils

Click the Details @5’ icon to display the location detail page and the location type is located on the upper
left of the page.

exsure Ty

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS | ELINKS Bookmarks: Expand | Add | Remove Selected ##
RETAIL AGENT PROFILE | ACTIONS | OPPORTUNITIES | MARKETING | POLICIES | ATTACHMENTS | TRANSACTIONS | DELIVERY | T-LOG
Retail Agent Name: Insurance Planners | Retail Agents
cardfile  contacts | locations  retail agentname = assignments  classifieds  contracts | commissions  posting rules

Location Information (* indisates required fisid) [Update] [Cancel]

Location Type:

Corporate Headquarters V]| = Physical Address

This Location 1=

Address: 108 East 13th Straet | =
5o
Financial Distribution RA Address 2 | ‘
Location Numbers |General Office RA [Add New] :
Home Office
Locabon 1.35.5 cipfammimeon ][] =
Retail Agent Location RA
Details  Prin|sstellite Office Phone Ext Desc  Delate State/Provinee: [ Alabama ~| = zippastal: [36201 1) -
TPA Offica RA 56) -7541
256) 237-7541 Country: | United States vl

Intl Address Info: | |

Mailing Address

Addrass: 103 East 13th Strast

- =
State/Province: [ Alabama | zip/postsl: [36201 =]
Country: [ United States v]

Intl Address Tnfo: | |
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Select Retail Agent from the Category list. Select Organization Legal Entity Type from the Types box. This
field can be found on the Retail Agent by locating at Search level in Nexsure. The Organization Legal Entity
Type (Retail Agent) identifies the Legal Entity Type for Retail Agent to help identify each entity. Any item
that is gray is one that is required for use by Nexsure and therefore, cannot be modified or removed. Modify
any other item as needed and only unused items may be removed.

HOME | HELP | SETUP | SUPPORT | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS | ELINKS Bookmarks: Expand | Add | Remove Selactad 5"

access Nexsure setup information.

Setup Console ]

lookup

Expand Minimi
BEL - AETLEE Select a Categoryand 2 Type to update
= dropdown menu

Actions — .
Client Access. Category Organization Legal Entity Type

Select Ttem

Retail Agent Accass Retail Agent ~|

Color Schemes Types

Integration

Partnership

Code Classes

Code Designation

License Types (Retail Agent)
Location Types (Retail Agent
‘Organization Legal Entity Type

Dovmloads

Lookup Management

Business Type:

Opportunitiss

Lines of Business

Programs

Document Templates

[ Add New ]

= = = (N =

Security Administration

lookup management

At Search level, search for a Retail Agent; click the Details @5} icon to display the card file.

search

[ Add New Record ]
Search Type: 1 Record(s) Feund Showing Page 1 of 1 Go To Page
Status: _ Details Name Location Type City St./Prov. Zip/Postal  Ramove
Retail Agent: l:l B First Choice Insurance Agency Corporate Headquarters Chicago b 65607 By

Locatien Add 3

Location City:

Location
Zip/Postal:

First Name:
Last Name:

Enterprise Code:

L ]
L ]
L ]
L ]
L ]
L ]

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.

The Organization Legal Entity Type is found on the retail agent name tab.

HOME | HELP | SETUP | SUPPORT | LOGOUT

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

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

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

Retail Agent [Update ] [ Inactivate] [Cancel]

Retail Agent Name:  [First Choice Insurance Agency

Organization Legal Entity Type:
RSP | (0oo-00-0000)

rship
website: | www.xdti.com | [omwoxeti.com]

OFein @ social Security Numbar

Enterprise Cods: 9800 | O1oss

Last Updated By: Mary Oberleitner Date Updated: 7/28/2009 3:06:02 PM CST

posting rules commissiens contracts  classifieds assignments retail agent name  locatiens contacts card file
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Tax Authority Category

Location Types (Tax Authority)

Using the Category drop-down box select Tax Authority. The category of Tax Authority can be found at
Search level of Nexsure. The Location Types (Tax Authority) identifies the location type for any location at
all levels in the Tax Authority to help identify each location. Any item that is gray is one that is required for
use by Nexsure and therefore, cannot be modified or removed. Modify any other item as needed and only
unused items may be removed.

HOME | HELP | SETUP | LOGOUT

Bockmarks: Expand | Add | Rernos

loohup management

E d  Minimi:
R D Select a Categoryand 3 Type to update

a dropdown menu

O actions : :
O color Schemes Category Location Types {Tax Authority)
O Losokup Management Tax Authority v Select Item
Oppartunities Types
O Print Blank Forms _ i __

[Location Types (Tax authority]
O programs
O pocument Templates

Location Type:

O security Adrinistration ocation Type

[ Add New ]

loohup management

At Search level, search for a Tax Authority; click the Details @5’ icon to display the card file.

search

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

Entity: Tax Autharity HISTORY RESULTS - TAX AUTHORITY

Search Type: Contains 1 Record(s) Feund Showing Page 1 of 1 GoToPage |1
Tas Authority: Details Nanwe Location Type City St./Prov. Zip/Postal  Remove
Locstion Address: 54 Califarnis Surplus Lines Carporate Headquarters Sacramento ca sozio ]

Location City:

Location
ZipfPostal:

First Mame:

Last Mame:

vou 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.

Click the locations tab to display the location summary page.

—
Tax Authority Name: California Surplus Lines 3
card file contacts locations tan authority name states terms
Location Summary Showing Page 1 of 1 [ Add Mew ]
Details  Primary Location Type Address City St./Prov. Zip/Postal Remove
B ¥ Corporate Headquarters Main Office Sacramento A 90210
terms states  tax authority name  locations contacts card file

Click the Details @9 icon to display the location detail page and the location type is located on the upper
left of the page.
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—
Tax Authority Name: California Surplus Lines 3
cardfile  contacts  locations | tax authority name = ststes | terms
Location Information [ Cancel ] [ Update ]
Lacation Type: | Caorporate Headquarters Physical Address

This Lacation I

L Corporate Headguarters | =
Home Office ! Address: [Main Office
Satellite Office address 71

Location Numbers [ add Mew ]

Ciryr |Sacramento E]
Mo phone recard(s) faund,
State/Provinee: | California Zip/Postal: (90210 =
Country:

Intl Address Info:

Mailing Address
Address: | Main Office
Address 2

Citu:

Vendor Category
Location Types (Vendor)

Using the Category drop-down box select Vendor. The category of Vendor can be found at Search level
of Nexsure. The Location Types (Vendor) identifies the location type for any location at all levels in the
Vendor to help identify each location. Any item that is gray is one that is required for use by Nexsure and
therefore, cannot be modified or removed. Modify any other item as needed and only unused items may
be removed.

HOME | HELP | SETUP | LOGOUT
narks: ERpand | Add | Rer d

lookup management

E d  Minimi;
EERR Aot Select 2 Categoryand 3 Type to update

a dropdown menu

Actions
color Schemes Category Location Types {Yendor)

Lockup Managernent Wendor A Select Item

Opportunities Types ~
Print Blank Forms -

| Locati ypes [\ ar w
Pragrams

Documnent Termplates

Ooooo®EOO0Qd

) o Location Type:
Security Administration

[ Add New ]

lookup management
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At Search level, search for a Vendor, click the Details @5’ icon to display the card file.

searnch

“fou rust search for a recard prior to entering a new one. After the results are returned you will be given the option to add a new recard.

Search Type: Contains 1 Record(s) Found Showing Page 10f 1 GoToPage |1
Vender | Details Name Location Type City 5t./Prov. Zip/Postal Remove
Location Address: Ed California Mountain Spring Water Corporate Headquarters B akersfield ca 93301 E]

Location Ciry:

Location
ZipiPostal:

First Mame:

Last Mame:

“fou rust search for a recard prior to entering a new one. After the results are returned you will be given the option to add a new recard.

Click the locations tab to display the location summary page.

vendor Nama: calfornia Mountaln spring water »

cardfile  contacts  locations  vendor name

Location Summary Showing Page 1 of 1 [ &dd Mew ]
Details  Primary Location Type Address City St/Prov.  Zip/Postal Remove
B V¥ Corporate Hesdquarters £54 Main Street Bakersfield cA 93301
B Accounting Office 5432 Main Street Bakersfield cA 33201 B

vendor name  locations card file

contacts

Click the Details I%” icon to display the location detail page and the location type is located on the upper
left of the page.

—
Yendor Name: CGalifornia Mountain Spring Water »

cardfile  contacts  locations  vendorname

Location Information [ Cancel ] [ Update ]

Location Type:

Corporate Headquarters

Physical Address

This Location I

Accounting Office

Location Numbe

Details  Phon:

Home Office
Retail Office
Satellite Office
Service Center

B

Tall Free

(800) 326-2166

B

Country:

Intl Address Info:

Mailing Address

Address:

Addrass:
Add 21
[ Add New ] ress
City:
Ext Delete

State/Province:

654 Main Street
Suite 456
Biakersfield

Califarnia

654 Main Street

()

Zip/Postal; 93301

(]
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Notes
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