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Chapter 8

Office Integration

IN THis CHAPTER

Office Integration Setup
Working in Word to create a Document Template
Working in Excel to create a Document Template

X X X %

Import / Export Document Templates

Office Integration Setup

WHAT Document Templates are

Document templates are either Microsoft” Word"® or Excel” documents created by each organization to help
speed up work processes and provide a way to implement document consistency and branding. Merge
fields may be placed in the document from the standard forms using the easily accessible XML tree. When
these templates are added at client/policy level the merge fields placed in the template are replaced with
data from these policy forms.

WHERE to Go to Add Document Templates

On the Utility menu, click the SETUP link.

| HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS B okmarks: Expand | Add | Remove Selected

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

I T 58

[ First Menu: Utility menu

[ Second Menu: Primary menu

[ Third Menu: Home, Client, Organization or Reports menu

The Setup Console displays defaulting to Actions summary.
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SEARCH | ORGANIZATION |

Use the na

Expand Minimize
O actions
Client Access
Retail Agent Accass.
Color Schemas
Integration
Dovmloads

Lookup Management

Opportunities
Print Blank Forms
Programs

Decument Templates

O
]
O
O

Security Administration

REPORTS | CAMPAIGNS

HOME | HELP |

| LoGouT

Bookmarks: Expand | Add | Remove Selected &

Use the navigation bel 3
access Nexsure setup information.

Expand Minimize

O Actions
Client Access
Retail Agent Access
Color Schemes
Integration
Dovmloads

Lookup Management

Opportunities
Print Blank Forms
Programs

Document Templates

O
O
|
O

Security Administration

SEARCH |

Template

ORGANIZATION | REPORTS | CAMPAIGNS

Showing Page 1 of2 PM |1 [+

Bookmarks: Expand | Add | Remave

Filters:

HOME | HELP |

| LoGouT

[Show] [Add New]

Details.

YYPYPYYPYYYPYPP P QP

/E Hame

[0 Homeowmer offer latter

[] Examele Chanse

Request

[0 Example Loss Notice

Fl Thank You

[] Exempl Blank Letter for
PlLines

D XDTI Commercial
Propesal

Fl Example Proposal

[0 Example Submission

[] ¥ortCommercial
Proposal Ver 2

Category

Campaign
Lattars

Carrier Letters
Carrier Letters
Client Lettars
Client Letters
Client Letters
Palicy Letters
Proposal
Proposal

Proposal

Description Status

Auto no hemeownsr campaign oo
letter

Deme non-ACORD change [ o
request

Deme non-ACORD notice of loss Draft

Thank You For Your Business  Draft

Demo Blank letter with Electranic Draft
Letterhead

Demo Blank letter with Electranic Draft
Letterhead

Commercial Proposal Draft

Demo Proposal Draft

Created for Demo Draft

Commerdial Proposal

Last Updated
By
Mary
Oberleitner
Mary
Oberleitner
Mary
Oberleitner
User Nessure
Mary
Oberleitner
Mary
Oberleitner
Unknown
Unknown
Mary
Oberlaitner
Mary
Oberlaitner

Draft Admin Nexsure

Last Updated
Date

10/10/2008

Remove

03/16/2009
03/16/2009
06/19/2003
03/16/2009
03/16/2009
05/27/2005
03/16/2009

03/16/2009

PP I FPHY Y H

05/10/2008

Template
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HOW to Add Document Templates

Click on the [Add New] link located in the upper right corner of the screen to display the Document Template
setup page.

Document Template

Template Name:

Description:
Document Type:| Micresoft Weord [1]
Categorv:| Eilling [1]

Client Stage: [ |suspect[ | Prospect [ Client

Enter a brief name of the type of document that is being added so it can be easily recognized from client/
policy level. The description should describe briefly what the document is to be used for. After the document
has been created the template name and description may be modified if necessary.

3 Nexsure - Microsoft Internet Explorer |Z||E|fz|
1

cument Template

Termplate Narne: |Enter Template Narne here |

Description: |Enter a deseription about the doe here |

Docurment Type:! | Micrasoft Wwaord v|

Category: | Clairns
Client Stage: []suspect

[ Add Hew ]

Business Type | Line of Business | Stage | Mode Required Remove

The Document type includes two choices, Microsoft Word and Excel. Depending on the type of document
being created, select one from the drop-down box.

Dissomclonat: PAGE 231



CHAPTER 8 NEXSURE® TRAINING MANUAL - ADMIN

The Category drop-down box may be modified under Lookup Management on the Setup Console to fit the
Organizations needs. Use the drop-down box to find the category of Document Integration and on the
right side of the screen, make sure Add New is selected and click the [Add New] link after typing in the
new category. Categories may also be edited by clicking the category to modify, enter the correction and
select update. Categories are used at Client/Policy level to narrow down the large list of documents to make
locating them a little less cumbersome.

Nexsure

HOM

SEARCH | DRGANIZATION | REPORTS Bookrmarks: Exp

rmatian,

lookup management

E: d Minimi
xpand  Minimize Selact 2 Categoryand  Type to update

a dropdown menu

O Actions

O colo schemes category categary
I Document Integration v Select Item

Oppartunities Types -~

O Pprint Blank Forms Client Letters

O pragrarns Greeting v

O bocurment Termplates

O Security Adrinistration I Category: I

[ Add Mew ]

lookup management

Select a Categoryand a Type to update
adropdown menu

categury category

Docurment Integration - Select Tten

Add Mew -~
Types

Client Letters
Greeting b

Category: | Claims

[ Celete ] [ Update ]

Since the document will be used at client/policy level it is important to indicate at what client stage the
document will be needed. There are three client stages and if necessary all one or two may be selected.

A Mexsure - Microsoft Internet Explorer E“§|E|
]

Template Mame: |[Enter Template Mame here
Description: Enter a description about the doc here
Docurnent Type! | Microsaoft Waord R
Category: | Claims .

Client Stage: [ | Suspect

[ Add Mew ]

Business Type | Line of Business | Stage | Mode Required Remowve
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Description Definition

Select Suspect if the document is to be used for suspects, although keep in mind that no
forms exist for suspects unless an opportunity is added. Otherwise, any suspect documents
should be basic information regarding the account just prior to creating a form, such as name,
address and/contact name.

Suspect

Select Prospect if the document is to be used for prospects. Entities that have never had an

Prospect in force policy.

Select Client if the document is to be used for clients. Those entities who have in force

Client L.
policies.

If the document requires coverage data or just policy header data, the lines of Business must be added to
the Template. Click the [Add New] link on the right side of the screen to add the lines of businesses.

23 Nexsure - Microsoft Internet Explorer, Q|§|g|
1

Template Mame: |[Enter Template Mame here
Description: |Enter a description about the doc here
Docurnent Type: | Micrasoft wWord A
Category: | Claims RS

ICliEI‘It Stage: [ | suspect [V]Praspect Client I

[ Add Mew ]

Business Type | Line of Business | Stage | Mode Required Remove

Nexsure Office Tntegration nexsure

Document Template

Stage:
Mode:
Business [y efits v
Type:
Line of [accident e
Business: |nizability Tip: CTRL+Click to
Group Benefits select rmultiple
Sroup Dental lines of business,
Group Life v
Required []
Cancel oK

In the Nexsure Office Integration window make choices based on the information provided below.

Dimensi
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Description Definition

There are 3 policy Stages:

1. Opportunities — An Opportunity at Client level must be added and the form on the
Opportunities Underwriting screen must be completed to merge data to the Word or

Stage Excel document.

Marketing — Only form data from marketing included.

Policies — Only form data from policies included.

There are 3 policy modes but an option for all is available:

1. New - Select if the document is exclusively used for policies newly written and have a
policy mode of New.

2. Renew -Select if the document is exclusively used for renewal policies and have a policy

Mode mode of Renew.

3. Re-New-Co - Select if the document is exclusively used for policies that are a renewal to
the agency but new to the carrier and have a policy mode of Re-New-Co.

Many documents will be for all modes but there will be exceptions such as new business
letters. A mode of new would only be selected.

This relates to the group that the form can be found in. There are 5 types:
Benefits

Bonds

Business Type Commercial Lines

Financial Services

v e wNR

Personal Lines
Use these to help filter through the Line of Business list.

After selecting the specific type, select a line of business or more than one that the document
will be used on by holding down the control key and clicking with the left mouse button.
The line of business must be added in order to use the document on that line of business at
client/policy level.

Line of Business

Use this check box only if it is required to have the selected line of businesses in order to

Required Check Box access the letter at client/policy level.

When selecting the Lines of Business, multiple lines may be selected by holding the control key and clicking
each line that will be added. Click the OK button to add all the selected lines of business to the template.

Note: If the correct stage and line of business is not added to the template, the document
cannot be merged for the missing stage or line of business.

If both Marketing and Policy stages are required, select all the Line of Businesses for one stage first, then
select the [Add New] link again and add the other stage line of businesses. The screen should look something
like the illustration below:

Dimensional”
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Template Mame: |Commercia| Proposall |

Description: | AU, PR, GL, EQ, GO, UME, WC, CR |

Document Type: Microsoft word

Categary: Froposal
Client Stage: [] Suspect [¥] Prospect [¥] Client

Business Type Line of Business Stage Mode Required Remove

Commercial Lines Commercial Auto Mark eting All

Cornrmercial Lines Cormrercial futo Policy All

Commercial Lines Comrercial Property Mark eting All

Cornmercial Lines Cornrnercial Property Palicy All

Cornrmercial Lines General Liability Marketing All

Commercial Lines Genaral Liability Policy All

Commercial Lines Garage and Dealers Mark eting All

Commercial Lines Umbrella - Commercial Mark eting All

Cornrmercial Lines ‘Workers Compensation Marketing All

Commercial Lines Equiprment Flaatar Folicy All

Ew
Ew
Ew
Ew
B
Ew
Commerdial Lines Equiprnent Floater Marketing All %‘
Ew
Ew
Ew
Ew
Ew

Cornmercial Lines Garage and Dealers Palicy All

Type a queston for help
H-%¥-A-

-]
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Notes
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Working in Word to Create a Document Template

HOW to Add Nexsure Fields

Once the document has been launched notice there are several buttons not normally found in a Microsoft
Word document:

m  Nexsure Fields
m Nexsure Save
m  Repeat Begin
m  Repeat End

m  Hide End
m  Validate
m  Paste

m  About

The Nexsure fields are where the XML data fields reside. Click this button to launch the XML Tree window.
The XML Tree stays on the top of the document and may be resized as necessary.

';'_;'g Mexsure Figlds Nexsure Save gﬂRepeatBegin :_-%F‘.epeatEnd *ﬁ) HideEnd 4 validate E@Paste @ About

Note: Nexsure buttons in Word 2007 are found on the add ins tab.

.-”ﬁﬁ HY 08_3v0583-Wda|FH@-8 )3 XDTI Commercial Proposal V
Lt |

Home Insert Page Layout References Mailings Review View Developer Add-Ins Acrebat

OmniPage ~ UE MNexsure Fields Nexsure Save gﬂRepeatBegin __;'*RepeatEnd Q:"), HideEnd 4% Validate @Paste @About

Before placing Nexsure fields in the document, position the cursor where the field will be placed in the
document. Open files in the XML tree by clicking on the “+” and navigate to the section where the data
resides. The XML tree is built like the way you might use Nexsure to make it easy to find the fields. For
example, each form follows the same order as the tree on the policy underwriting screen. (Producer,
Applicant, Billing, etc.)

Dimensional’
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Ol
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Ol
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MamedInsured

! ClientNameID
41 ClientName

“1 FEIN

& URL

1 Primary

4 DBAMame
ClientContact
ClientAssignment
ClientLocation
Commercial Auko
General Liability

Crirme

Equipment Floaker
Garage and Dealers
Commercial Property
Urnbrella - Commercial
Workers Compensation

To insert the Named Insured into the document, click on the “+” beside Named insured folder to open. Click
on ClientName and drag toward the document to display the Nexsure Field Properties window. The choices
made here are very important and depending on whether the field is from client level, policy or form level
determines the available options.

File Edit ‘iew Insert Format
DEEdaH SRV

Final Showing Markup

Tools  Table

® <

Window  Help

e PO ==

crow @BD D Q- BB,

"‘-': Mexsure Fields Mexsure Save @ Repeat Begin @Repeat End “:b Hide End 4% validats Document .

M 100% -« 2 Garamond P

s

=0 cient
= Mamedinsured
41 ClientNameID

L idooo oo

i 5 .
Nexsure Field Properties

I S AR N A A

Clientrarme

Merge Field

Repeat Index JZI
Figld Mask -

Match Field an Form
Match Field on LOB

«LoeCi r
-
Hide Page

[ Drop as Conditional HideBegin field
r

Delete range if the value

«Pr|

ent

stIN

41 ClientName
' FE:
! URL"
1 Primary
41 DBAName
[ clientContact
[ Clientassignment
[ clientLocation
) commerdial auto
[ General Liability
Crime
[ Equipment Floater
[ Garage and Dealers
[ Commercial Property
[ Umbrella - Commercial
[ wiorkers Compensation

G aIE SIE 3 E 31 3IE 3IE SIE SIE e e 3

hN

ddress2sy

nchZ i

£l
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When any field is selected that is neither from a form nor policy the only options available are Field Mask
and the Hide Page option. The Hide page option will be discussed later in this document. Mask is only used
to format numeric values if needed, which means it will not be used when dropping a character containing
field to the document such as in this case.

To complete the process, click the OK button. The field is now in the document where the cursor was
placed.

E N T
File Edit ‘“iew Insert Format Tools Table ‘Wwindow Help
NEHan 8k B’ <t RHADEE 9 ww - 2 caaondrer - [B| S [E] 1Z 32

Final Showing Markop = Show~ & &% U »Ep » (3~ 2 H
u: Mexsure Fields Nexsure Save ERepeat Begin E)Repeat End “ﬁ; Hide End % Validate Document .

L --‘1---1--‘-E-u--‘1-‘-|--‘2-‘-|--‘3-‘-1--‘4-‘-1--‘5-6-1-‘5-‘-1--‘7
] Client ~

=) Mamednsured
' ClientNameID

- “ ClientName
n 1 FEIN
“ URL
o 4 Primary
- & pBAName
[ ClientContact
D ClientAssignment
[ ClientLocation
[ Commersial Auto

“ Policy No.
«Clienr_Name))l 1 Effective Date
“ Ewpiration Date
«LocAddressl» 4 Issuing Company ID
- = = ' Carrier Name
«LocCity», «LocState» «LocZipCod| 4 policy ID
- ' Estimated Premium
o “ annualized Premium
' Billed Premium
# Total Estimated Premium
= ! Total Annualized Premium
# Total Billed Premium
: #1 Branch Name
- “ Full Name
Bl | #! Email Address

Proposal Prepared

for

V][] [

“* LOB Code
“! LOB Description b »

Repeat Index

The Repeat Index in the Nexsure Field Properties window is only available on scheduled items, such as a
schedule of vehicles. By default, the Repeat Index will automatically show a 0 when the field comes from
a schedule. When set to 0, all items in the schedule are returned when the document is merged at client/
policy level. If the Repeat Index is set to any other number then the data returned is restricted to that
number of items from the schedule starting with the first item in the schedule.
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E

File Edit W¥iew Insert Format Tools Table ‘Window Help

oy ShY B e & FOmE T e - % Garamond s "-
Final Showing Markup = Shaw = & & ¥ = £F - (3~ 2 F | = [ record ~
. “ Group Key YehID (Yehicl
2 . -; . o
1B Mexsure Fields MNexsure Save (ERepeat Begin E}Repeat End <% Hide End 47 validate Document . 4 yehicle Number [Type]
L ---|---§-b|--1---|---z---|---3---1---4---1---5 “ Year [Type]
1 Make [Typel
# Model [Type]
o a e
Nexsure Field Properties Body Type [Type]
# yehicle Identification Nu
i <1 yehicle Type [Typel
Yehicle Mumber  [Type] _— 4 Garaging City [Garaging
Merage Field #! Garaging State/Province
<1 Garaging 2ip/Postal Cod
Repeat Index 0 “# symbol/Age [Rating In
el <1 Cost New [Rating Inforr
1ela Mas :" <1 Licensed State/Province
) <1 Tepritory Code [Rating
Match Field on Form v <1 yehicle Weight/Combine
i Match Field on LOB v <1 gIC Code [Rating Inforr
- # Year | Make ! Classification [Rating Ir
Hide Page #1 Rating Factor [Rating I
) | «ved | «hakes #1 Geating Capacity [Ratir
o . ™ Drop as Conditional HideBedgin Figld 4! Radius of Use [Rating I
- r <1 Farthest Terminal [Rati
<1 Drive to Work,/School [I
Delet f the val
= SIEte range If the vale <1 yehicle Use [Rating Infi
- ol <1 Liability [Coverages]
: Garaging Addresses 3 - - - 41 No-Fault [Coverages]
m “! additional No-Fault [Co ™
- < >
Vebpt City
z «ehicl | «Garaging Citys ‘ OK | Cancel | hoe - «Limit of Coverage
- 3 Agreed Amount

The Repeat Index is not available on any fields not found in a form or for fields that are not found in a
schedule.

@

File Edit View [Insert Format  Tools Table ‘Window Help X
DEEHas aR Yy B’ o- @ECIEE ¢ e - 2 Granondedl -
Final Showing Markup = Show - & & & - & - (3 - 2 B =0 client ~
?: Nexsure Fields Nexsure Save @Repeat Begin E&Repeat End °'._J‘> Hide End 47 validate Document : E g;?::_zglur:;r:td
L ...,......,...1...E..2...,...3...,...4...,...5 +- [ CliertAssignment
+- [ ClientLocation
=0 Commercisl Auto
#! Effective Date
. 4 Ewpiration Date
Gaiter (e 1 Issuing Company 1D
aHideBegins -y & Carrier Name
_ 1 policy
Repeat Index JII 1 Estimatid Premium
. X — 4 Annualized Premium
L Field Mask El 41 Billed Premium
- “! Total Estimated Premium
i Named Insured: «Cli Match Field on Farm r “! Total Annualized Premium
- Company: Match Field on LOB I~ 1 Total Billed Premium
Policy Term: Aty ! Branch Name
i Hide Page 1 Full Name
- Coverage Fo - ) L Lits 4 Email Address
R rop as Conditional HideBegin Field pts 0 41 LOB Code
Liability Insurance r L bili i ‘S o Dwscrption
Delete range if the value Eadl oD ACORD 127 &K
: & £50 [ ACORD 127 AL
- - ~ - - ity H +-[] ACORD 127 4R
- den [ ACORD 127 A7 5

Note: Any scheduled items must be placed in a table in order to merge properly.
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Field Mask

With some fields numeric formatting may be desired. In Nexsure, this formatting is possible simply by
selecting the format type when the field is selected to be placed in the document.

After dragging the selected field toward the document the Nexsure Field Properties window is displayed.
In the Field Mask drop-down box, choose the format type desired for the numerical value. If no formatting
desired, leave the field without a mask. Click the OK button to drop the field into the document. When the
document merges and data exists, the numeric value will automatically format according to the selection
made here.

M G E IE“ G 9 wW0% - @ | OdRead ! : Times Mew Roma

41 Email Address
! LOB Code
validate [ Paste @About! &' L0B Description
Sh It ruiie i+ Irir e e e Ittt tie dine ir It eie G = ACORD 125
' ' ' =01 ACORD 126
v [ Producer
0 Applicant

Nexsure Field Properties ;'"D Billing
D Coverages - GL

Other Coverage [Part 2]
Other Coverage Limit [Pari
Other Coverages, Restrictio

Delete range if the value

¥ s equal ta I

- -# Commercial General Liabilit
General Aggregate Limit ¢! Owners & Contractors Prote
—Merage Field -~ If Other Coverage - Descrip
- .51 pProperty Damage Deductibl
Repeat Index 1= -4 Bodily Injury Deductible Am
Field Mask [ vI ¢ Other Deductible - Amount
-4 Other Deductible - Descripti
Match Field on F . .4 Deductible Type [Part 1]
Match Field on Ldg,00 %1 general Aggregate Limit [I
Insert field descr] f’fm ¢ Products and Completed Op
;;"ggﬁm 41 personal and Advertising In
~Hide Page | 5#1##{:.00 -4 Each Occurrence Limit [Pair_
0% - Damage To Rented Premise
I Drop as Conditlp, ooz -.#81 Medical Expense (any one p
I Add i i (552 #8% #34 g Employee Benefits Liability
=
3

_ i [ Schedule of Hazards |
" isnot equalko £ True £ False € None i | ¥

oK I Cancel |
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Match Field on Form

The next check box to consider is the Match Field on Form. This is used to isolate or not for state specific
forms such as Auto. When adding fields from the state specific form one of the first things to determine is,
will this field populate only a specific form type? If this is the case then the Match Field on Form check box
must remain checked. What this means is that if the document is merged with a state form where the fields
were not used in the creation of the template, no data will merge to the document.

If the field is to be used in a document that will not require specific data from a particular form, the Match
Field on Form check box should be unchecked. The unchecked box means that the field will populate with
the selected line of business data regardless of state if the field matches when merged at client/policy
level.

prt  Format  Tools Table Window Help

30V @8 4 B0 o8 A REEB] T 00% - @) Fread [0 mes vew ronr SRR

P macmBEassAm %] Record a
! Group Key VehID (Vehicl
) o . =
wsure Save (|RepeatBean (2 RepeatEnd 5, HideEnd 4% validate |[% Paste .&bout! .4 Vehicle Number [Type]
1---|---§---|---1---|---1---|---3---|---4---|---5--- <& Year [Type]
(= O P U . ' . ' j ' ' 4 Make [Typel
| Broadened Collision «Broadened | De| -4 Model [Type]
gllision - ! Body Type [Type]
| | Nexsure Field Properties tiblen | - g Vehidle Identification Hu
«HideEnd»«HideBegin» 4 Vehicle Type [Type]
%! Garaging City [Garagim
Model
'v h.l 1e Sch dul %! Garaging StatefProvince
ehicle edule  Merge Field -1 Garaging Zip/Postal Cod
- %! Symbol/Age [Rating In
Repeat Index R -4 CostNew [Rating Infori
# Year | Make Field Mask :[. &1 Licensed State/Province
- 1 i - Territory Code [Rating
| «Ve | «Yea | «Makes e W «Cot -4 Vehicle Weight/Combine
hicl | Match Field on LOB r -1 SIC Code [Rating Inforr
e Insert field description w Ded «#! Classification [Rating I
Nu -1 Rating Factor [Rating I
mb ~Hide Page -1 Seating Capacity [Ratir
-.# Radius of Use [Rating I
err | | [ Drop as Conditional HideBegin field & Farthest Terminal [Rat
. . ™! add Hideknd field autamatically +# Drive to Work/School [
Gar: Addresses ) &1 Yehicle Use [Rating Infi
Delete range if the value —————————— 4 Liability [Coverages]
Vet Cin % 5 equal bo [ ¥ No-Fault [Coverages]
ity -4 pdditional No-Fault [Co ¥
i - i © isnot equalts € True € False ¢ Hone < | fona au I’o -
«Vehicl | «Garaging City» oe - 59 L)
€ 3 Apreed Amount or S»
i OK I Cancel |
| o

Example: If the Uninsured limit field was selected to populate the document using the ACORD 127 CA form
and merged using the ACORD 127 AL, what would the results be with the boxes checked and unchecked?

SAMPLE OF RESULTS:

Description Limit

Uninsured Match Field on form box unchecked $100,000

Uninsured Match Field on form box checked
Uninsured Match Field on form and Match Field on LOB box unchecked $100,000
Uninsured Match Field on form and Match Field on LOB box checked
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Match Field on LOB

When adding fields from the policy header it is important to identify if the field should populate only a
specific line of business in the Nexsure Field Properties before clicking the OK button to place the field in
the document. The unchecked box means that the field will populate with the selected line of business data
(as long as that line of business is associated with the template in setup) when merged at client/policy level.
If the box is checked the Line of business must exist (and must be associated with the template in setup) in
order for the data to populate in the document when merged.

Example of Use:

If the Carrier name field will be used more than once in a document for different lines of business, such as in
a proposal, the LOB box must remain checked to return the Carrier Name assigned to that line of business.

If the document is to be used for one policy at a time, then save setup time by making sure the Match Field
on LOB is not checked. By not checking the box no matter what line of business is selected, the carrier name
will populate when merged. However, the line of business must be added to the template in setup and exist
on the client policy selected.

Note: Make sure to place letters with the Match Field on LOB not checked under a category
that identifies these letters to be used when selecting one policy. Consider the following
category — Single policy documents.

bort  Format Tooks Table Window Help
:lu}l'yﬁil;t—Jﬁéj‘l"-m-\gjfﬁ@%é]ﬁhcﬂﬂ100% -@|;ﬂ&ead!§ﬁmesNewRuma
Jlﬁﬁl@mﬂfﬂiAﬁl%‘;! -0 record »

fexsure Save 5| RepeatBegin R.Epe-atEnd 4, HideEnd &7 validate @Pashe .l\bout! g S:LLK;::EZ:D[(::::]:I
1---|---§---|---1---|---1---|---3---|---4---|---5--- <& Year [Type]

ficd ! ! ! ! ! . . Make [Type]
Model [Type]
Body Type [Type]
Vehidle Identification Nu
Vehicle Type [Type]
Garaging City [Garagin =
Garaging StateProvince
Garaging Zip/Postal Cod
Symbol/Age [Rating In
Cost New [Rating Infor
Licensed State/Province
Territory Code [Rating
Vehicle Weight/Combine
SIC Code [Rating Inforr
Classification [Rating Ti
Rating Factor [Rating I
Seating Capacity [Ratir
Radius of Use [Rating I
Farthest Terminal [Rat
Drive to Work/School [
) Vehicle Use [Rating Infi
Delete range if the value Liability [Coverages]

= 5 equal bo ¥ No-Fault [Coverages]

_ - additional No-Fault [Co
© isnotequalto ¢ True £ False £ Mone < m | >

N

Broadened Collision «Broadened
gllision -
Nexsure Field Properties tiblex

«HideEndw«HideBegin»

Yehicle Schedule

Make

i~ Merge Field

Repeat Index 0 _I::
Year | Make Fedmask [ <]

Yea | iMaken Match Field on Form I
1o Match Field on LOB 2
-

e Insert field description
Nu
mb
ers [ Drop as Conditional HideBegin field

—Hide Page

[~ &dd HideEnd figld automatically

Garaging Addresses

vhhpabhbnanbbRBRABRALY

Vets? City
«Vehicl | «Garaging City»

e
Numbe ’TI

o

Apreed Amount or S»
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Hide Page

The Hide Page feature in the Nexsure Field Properties window is used to hide entire pages if the line of
business is not present such as in a proposal. It can also be used around tables to hide data that does not
exist.

To use the Hide Page feature it is easiest to view the document in Normal mode. (Select View from the
menu and normal). This view will display all the page breaks so they may be included above or below the
HideBegin/HideEnd fields. Place the cursor where the HideBegin is to be placed. (HideBegin is the starting
position where the page is to be hidden if the condition is not met.)

File  Edit | Wiew | Insert  Formak  To
0= |E| Mormal
Sl | Print Layaout
m— %
=

Dacurment Map %
Header and Fooker

£oam...

¥

Itisimportant to select a field that will identify the section to be omitted from the document. So if the line of
business does not exist, consider choosing the Policy ID field. This field is unique and therefore, if it does not
exist the page will be suppressed as desired. Find the Policy ID field after selecting the line of business in the
XML tree. Drag the field toward the document to display the Nexsure Field Properties. Click the check box
beside Drop as Conditional Hide Page Field. Notice that the “Add HideEnd Field automatically” check box is
checked. Leaving this box checked automatically places the HideEnd field immediately after the HideBegin.
This HideEnd field will need to be moved to the end of the page that will be omitted if the Policy ID in this
case is not found. In this scenario, if the field has no data the desired effect is to omit the page, so leave the
Delete page if the value is field blank.

File Edit W¥iew Insert Format Tools Table ‘Window Help - X
DEESE GRY 4BRY & o- @EOES 7 0% - 2 tomd [ ;-
~

[ namedinsured
[ clienkcorkact
[} Clientassignment
[ clientLocation
[ commercial Auto

Nexsure Field Properties 4! Palicy No.
# Effective Date

u= Mexsure Fields Mexsure Save @Repeat Beagin EE Repeat End °'q> Hide End 4% validate Dacument -

Final Showing Markup ~ + Show = & & & » X+ (3 = 2 = . =[] client
+
+
L [ T B B - R B - BRI R S U - e
B :

#1 Enpiration Date
Plicy ID #1 Issuing Company ID
Merge Field 4! Carrier Name
1 policy ID
Repeat Index JZI #1 Estimated Premium
! annualized Premium
el :‘ — 4 Billed Premium
| 4 Total Estimated Premium
Match Field on Form r 4! Total Annualized Premium
Match Field on LOB v 1 Total Billed Premium
4 Branch Name
Hide Page 41 Full Name
4 Email Address
I Drop as Conditional HideBeaqin field 4 DB Code
¥ Add HideEnd Field automatically <1 LOB Description
- Delete range if the value + [0 acoro 125
+-[1 AcoRD 127 ak
. @+ is equalta | — + B ACORD 127 AL
- + ACORD 127 AR
i s notequalto ¢ 0 - 4[] ACORD 127 AZ
: Named Insured: «Cli = [ acorD 127 Ca &
- Company: «wCaf
. Policy Term: «Eff ok | Cancel |
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The HideBegin and HideEnd is dropped into the document. Notice that the HideBegin was placed above the
Section Break (Next Page). Doing this will suppress any empty pages.

2l XD, doc - Microsoft Word El= EEE
Fle Edit ‘ew Insert Format Tools Table Window Help
NEday &by B < o~ =0 w0 ’:GaramundBUd\,vIZ-BH§§§EEE§;§§_§ O-#-A-
Final Showing Markup — ~ Show = & & ZF ~ &p - (g~ & EH |
u= Mexsure Fields [5] Nexsure Save (@Repeat Eegin E)Repeat End ‘*é) Hide End _
Lg‘--l---l"'“'2---!---3“""4---! 3 1 3 S !
Locations

Loc# Bldg# Address

«Locat  «Buildi | «Physical Address: « ity «States «Zip Codes
ion ng

Mumb | Mumbe

erof o]

Premi

3ESH

«tlideBeginsdhdeEnds

ection Break (Next Page)

Property

Note: If the HideEnd box was not checked in the Nexsure Field Properties window, place
the cursor where the HideEnd should be placed and click the HideEnd button <& Hide End

on the toolbar to add.

To complete the Hide Page, the HideEnd must be placed where the hidden section of the document should
end. To do this, click the HideEnd 4, Hid=End _ button on the toolbar after placing the cursor in the document

where suppressing or printing the text should end.
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i XDTI. doc - Microsoft Word -2 =

File Edit view Insert Format Tools Table ‘Window Help
q 100% - % Normal - B E

hedsan SRV B - S HOEE
Final Showing Markup = Show~ & & & ~ P+ (g 2 FH |
u= Mexsure Fields Nexsure Save QRepeat Begin E)Reneat End “g;; Hide End 47 validate Document .
L§123456é7 -
nicl | rw TN DD ENSITE | LJEUCIIDIER
g Deductible
IMu »

mb
(=

Garaging Addresses

Phiysical Damage
Vehst City Stale | Zip Ci Type Lirmit
«ehicl | «Garaging Citys «Gar | «Garaging «FPhysical Damage - «Limit of Coverage
& aging | Zips Cowerage Types (If Agreed Amount
Mumbe State or S»
i E

Drivers

Name Date of Birth Drrivers License Number

«First IMames «Last MNames «[rate of Birthy «Drivers License INumbers

gHideEnds«HideBegins

Page Break

Note: For every HideBegin there must be a corresponding HideEnd. If not when the
document is merged these HideEnd fields will print on the merged document. Use the
printed merge fields to help troubleshoot where missing fields may be.

Use HideBegin and HideEnd, not only to hide pages but to hide sections or coverages between the page
hides. Below is an example of this.
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File Edit Wiew Insert Format Tools Table Window  Help

LeEsHr &LV @B < e O
Final Showing Markup = Show = 4 @3 v » 20 - (- = FH |

..-.= Mexsure Fields Nexsure Save @Repeat Begin %Repeat End ﬁ) Hide End 4¥ validate Document -

1
({111}
-

[ R B B B s . . . ¥
E This HideBegin begins the suppression of the
«MM«MBEM{— Equipment Coverage page if no policy ID is
found. wSection Braak (Meit Page)....
Equipment
Hamme d Imsmred: wChe 1Pl amen
Carmier: o-arrie I amen
Folicy Term: oEfTraten - oExplaten

This HideEnd is placed here to correspond with the
HideBegin identified above

eratiom

Equipme nt o7 items are 1oz

C Dednctible: olist Form of Coverage Desired and A1 Spo
#HhdeRrd HideBegitee

Coinymrance chednled Egquipment: wCvinsurance Ferentage on Sehe duled Equis
¢FhdeErod:«Fhd B

This HideBegin is placed here to suppress
Coinsurance if field is empty.

: T T T T T Forchase Amt of
# Wear Mannfuctnrer | Type | Medel Senal# Date Inanrance
oflepe | oModel | Moufatuen: oTypen | oM odelo | oID# S Serial Fumbers Date v ount of
affeg | Yeam FPurdasedw Insumnrendlepm
oot tEndx
m
IIumh
T

TiTAL WALLL: Tablk Index
Cametbhe Zoo
wFhdeEnds« il Begi

Toachednled E guipment
At of
Deycoption Madmmm Itermn | Coima. % Insnrance
oEquipment Desenp i oM admum Ttemo | ol osumnes odvmount of
Paroe g Thsumneen

oFide En oo E deFregine

Section Break (Mext Page) ...

Use the True/False/None option buttons with the HideBegin equal to = option or not equal to <> option for
Yes/No responses on the forms such as questions (or even something like automobile symbols).
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[} do A 050 Nord ]
File Edit “iew Insett Format Tools Table ‘Window Help -
DEdasa SAY ® < eFOCE= v o - Gds_
Final Showing Markup - Show =~ 4 & O - 0 - (3 - [ = . =0 cCoverages - Auta ~
; 41 Liability - (1) Any Auto [Lia
o - . o .
‘2 Mexsure Fields Mexsure Save @Rapeat Begin E)Repeat End %, Hide End i yalidate Document - 4 Liability - (2) all Owned Aut:
o 0 y ' C3a AT a0 s LN v - (3) Owned Private
. “ AL, v - (4) Owned Autos (
Carrier: wiCarrierDlarm es # Liability - (¥) Autos Specifie

: Policy Term: B2 Neysire Field Properties z t'a:l:l:}' - g; :irel;ﬁutn::l
- iability - ion-Owned Au

Coverage Lishily - (1) Any dute [Lisbilty] Lim) i t:"h {;‘;:’I;’ty [Elsjgllt:]ach L
- Liability Insurance Merge Field L bilit g L? i L?ah?l?ty BI Each Accii
) Ea Limit - Liability Property Dai
R Repeat Index 4: oo “1 Medical Payments - (2) all €
- . 1 Medical Payments - (3) Owr
B (el ety :‘ ity H “1 Medical Payments - (4) Owr
. dend # Medical Payments - (7) Aub:
= Makeh Field on Form v fibilit “1 Medical Payments - (8) Hire
Match Field on LOB v agq # Medical Payments - Each Pe
R 4 Uninsured Motorist - (2) all
- Hide Page 1 Uninsured Motorist - (3) Ow
B 4 Uninsured Motaorist - (4) Ow
¥ Drop as Conditional HideBegin figld 4 Uninsured Motorist - (6) Dw
- Property [v Add HideEnd Field automatically #3 Uninsured Motorist - (7) Aul
- PrOtECtlonProP erty ; < Uninsured Motorist Type
Protection Delete range if the value & Limit - Uninsured Motorist £
- * is equal to e Uninsured Motorist L
. Limited Property € snotequalts & Tre £ False © None z Limit - Uninsured ﬂnﬂ)rlst F v
- LiabilityLimited Property | Hired/Borrowed Liability [r™
. Damage Liability - 2
Personal Injury ,Tl Cancel | [njury  Dreductible
_ ProtectionPersonal Injury tion -

Using the Repeat Buttons

Another feature that may be needed when creating documents is the RepeatBegin/RepeatEnd option. This
is only used in the event scheduled items need to merge in a format slightly different than just a listing
of data. In this example, it is desired to have the address in the Commercial Property display above the
coverages. In order for this to work properly, the RepeatBegin and End must be used.

After adding all the fields for the property inside the table letting the repeater index default to 0, place the
cursor in the first column under the header row and click Table on the menu and insert a row above the
coverages. Next click the Nexsure Fields button and locate the ACORD 140 Premises Info section. Open and
then click and drag location street address into the newly inserted row.

I File Edit

View Insert Format Tools | Table | Window Help

BT PR NN A AP 40 aE[g)d
T = roy BT AEIE
o Mexsure Fields Mexsure Save q.zﬂ Repes &) solt Cels... ”I!“ ErsEEEs
& — % | Columns to the Right
= Heading Rows Repeat == Rows Above

Conyert " Rows Below
Hide Griclines Za

Table Properties. . H: «ClientName»

cels...

To insert the RepeatBegin field, place the cursor in front of the Location Street address field and click the
RepeatBegin button.
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To stop repeating after all data has been merged a RepeatEnd must be added to the document. To insert
the RepeatEnd, place the cursor in the last column after the last field and click the RepeatEnd button on the
toolbar. Notice that the RepeatEnd field is inserted into the document.

I§ XDTI.doc - Microsoft Word

! File Edit View Insert Format Tools Table Window Help  Adobe PDF  Acrobat Comments

AR = BN NN A W O A R e s M= ) (o= I RN
41 Mormal + Times Mew Roman = 12 v| B I U | = = = & : |'£*ﬁ

';'-;'g Mexsure Fields Nexsure Save ‘;ﬂRepeatBEgin __,-;LREpeatEnd Q'&) HideEnd 72 Validate ',|j' Paste About

— i =

Coverage Detail

Loc# | Bldg# | Subject Amount | Coins. | Valuation | Cause of Deductible
Loss
«Repezﬁeﬂl@' cation Street Addresss
alremi | «Buildi | «3ubject of whmount of | «Coins | «Valuation | «Causes of «Deductibles
5E3% ng Insurances Insurance | urance | » Losss wCommlPropertyl
Mumb | Mumbe | «Policy_Subject Requireds | Percen | «Property | «Loss_Loss | nfo_DeductibleB
Bt tr OfInsuranceCdl | «5OI_Amo tages | _Waluatio | Descls a5i5Cd Ly
W untls | «Perce | nTypeCdl | «Loss_Loss | «CommlPropertyl
sPolicy_Subject SO0 Amo | ntOfC | » Drescris nfo_DeductibleR
OfInsuranceCd3 untd» | oinsur | «Property asisCd g epeath
¥ ancels | _Waluatio fids
«Perce | nTypeCd3
ntofl | ow
olinsur
A ce

Merged Results of RepeatBegin and RepeatEnd:

Coverage Detail

Loc # Bldg# Subject Amount Coins. Valuation Cause of Dreductible
Laoss
1000 MMain Street Boulewvard Dinive Ay
1 1 Euilding $1,000,000 8% RC Special § 500
Contents $3R0,000 g0% RC Special $ 500

2000 Main Street Boulevard Dirive Ay
2 1 Euilding $2, 000,000 2% RC Special § 200
Contents $250,000 20% RC Special § 200

3000 Main Street Boulevard Dirive Ay
3 1 Euilding $3, 000,000 30% RC Special § 300
Contents $33,333 33% RC Special § 333

Note: RepeatBegin and RepeatEnd is not needed for ordinary schedules such as a listing
of vehicles or drivers. The repeat index setting of zero will work for most all schedules.
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Moving Sections that have Bookmarks
1. Decide where the block of text should be moved to and place the cursor in the new position.

2. Click Paste. The Bookmarks dialog box is displayed.

Paste division
Skarting bookmark,

Ending Bookmark.

Select Clear

Paste 'Waord document
From local drive

From Nexsure

&l
|

Before ‘ After |

Replace ‘ Cursor |

3. Inthe Bookmarks dialog box, in the Starting bookmark area, select the name of the beginning
bookmark. The beginning of the block of text to move.

4. In the Ending Bookmark area, select the name of the ending bookmark. The end of the block
of text to move.

5. Click Paste. The selected text is moved to the new location in the template. All other text is
moved to accommodate the repositioning.

6. Another option in the Bookmarks dialog box is to click Select instead of Paste. Clicking Select
will simply leave the block of text highlighted.
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Inserting Nexsure and Local Documents into Templates

Many times locally saved documents or previously created templates can be used to save template creation
time.

To insert a Word document into the template, use the following guidelines:

1. Click [@ Paste. The Paste dialog box is displayed.

Paste division
Skarting bookmark,

Ending Bookmark,

Select Clear

Paste Word document
From local drive

From MNexsure

Before ‘ After |

Replace ‘ Cursar |

_ﬂ Cancel

2. The document to insert can be from a local drive or from Nexsure. Click the Folder E icon

to navigate to a document on the local drive or click the Nexsure Folder E icon to select a
document from Nexsure to insert.
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3. The following options are available for positioning the document to be inserted:

m  Before: Insert document before starting or ending bookmark selected (Bookmarks must
be in place before available).

m  After: Insert document after the starting or ending bookmark selected (Bookmarks must
be in place before available).

m  Replace: Replace open document content with selected document content (Bookmarks
must be in place before available).

m  Cursor: Insert document where cursor is currently placed in the open document.

4. Cancel will close the Paste dialog box without further modification to the template.

Note: The same feature is also available at the policy detail level however, the From
Nexsure selections are limited to documents attached to the specific policy.

HOW to Use Conditional Statements

In some instances it may be necessary to translate what is actually in a field to something more meaningful

such as the check boxes for the auto symbols. To do this conditional statements built into Microsoft Word
may be used.

To add a conditional statement, click Insert from the menu and click Field to display the field options. Click
on the IF field name and in Field Codes after the word IF, type “” <> “” “” (make sure to add a space between
the operator and quotes: “’space<>space””, you get the idea) and press the OK button. If you have a false

answer you will need to add an extra set of quotes at the end. In this example there is no false answer other
than do not do anything if false.

File Edit ‘ew | Insert | Format  Tools  Tal Please choose a field Advanced Field properties
E - Beeh Categaries: Field codes:
£ () (5 L g | Break- ) 51 | Tr e
 Um Mewsure Fislds E Page Numbers. .. Field names: IF Expressionl Operator Expression2 TrueText FalseText
E Fi
Date and Time... Compare ~
El R B CreateDate
Field... Database
= Date
N d insy Svmbol DocProperty
Carrier:is = " ! Dacvariable
- q EditTime
Policy ‘Tenm: Picture » £
3 X FileMame
T g!, Hyperlink...  ChrlH-K FileSize
Coveraget 3 Fill-in
e GoToButton
Greetingline
Hyperlink.
h ™
Description:
Ewaluate arguments conditionally
Preserve Formatting during updates
Dimensional”
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Definition of Operator from Microsoft Word:

Comparison operator_(operator: A sign or symbol that specifies the type of calculation to perform within
an expression. There are mathematical, comparison, logical, and reference operators.). Insert a space
both before and after the operator.

Operator Description

= Equal to

<> Not equal to

> Greater than

< Less than

>= Greater than or equal to
<= Less than or equal to

Note: If the operator is = or <>, Expression2 can contain a question mark (?) to
represent any single character, or an asterisk (*) to represent any string of characters.
The expression must be enclosed in quotation marks so that it is compared as a
character string.

The conditional statement is placed into the document but it cannot be seen. To display the statement, right
click where the statement should be and select toggle field codes.

Coveraged Autos & overed® Coverage Autos Coveredi
Liability Insurance® o f e o o
g -t Liability Insurance® T T o T e
o RGEFORMAT
|4 Paste

Update Field
Edit Field...

| Toggle Field Codes

Paragraph. ..

A Font...

Bullets and Murbering...

Since the conditional statement has no fields placed between the quotes, it is incomplete. To complete,
place the cursor between the first set of quotes immediately after the word IF. Click the Nexsure Fields
button and find the field to place between the quotes. In this example, open a Commercial Auto line of
business, any state, and click on Coverages-Auto folder and click and drag Liability — (1) Any Auto. Make sure
to clear the check box for Match Field on Form if writing business in multiple states, if not leave checked.
Click OK, the field is placed between the first set of quotes but the conditional statement does not display.
Right click where the statement is sitting and select toggle field codes to display the statement. So far the
statement says “If “Any Auto field” is not equal to “blank” “blank”. To have the words any auto return if the
field is not blank, place the cursor between the last set of quotes and type Any Auto. If a carriage return is
needed as well press the enter key. The Any Auto and carrier return will only occur if the field is not blank.
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I§ XDTI - Microsoft Word

3 Fle Edt ‘Wew Insert Format Tools Table ‘Window Help .
25 o (3 | B | ) - | @, | ! [T — ! File Edit Wiew Insert Format  Tools  Table  Window Help
!j?wxmaeuqNexsmml HRR=A = RE NI NENE A e N AR NN |
R Lo I Y . _
g ' : e : I'1= Mexsure Fields (5] Nexsure Save !
Named Insured: @ «ClientIarfles2
Carrier: 2 «CarrierIalnes0 IE'"""‘1'""'52”""'3"'|'ﬁ'
Policy Term: & «EffDates | eEzpDatesd ' ' '
Named Insured: «ClientINames o
Coveraged Aut vered? = -
T T Carrier: i wlarrierMNames 2
Liability Insurance & FIF N <o I =03 Caverages - futo o " -
¥ i/EERGEFO o T TS Policy ‘Term: i «BffDates - «EzpDatesid
Coveraget Autos Covered &
a a a
Liability Tnsurance i $IF "Liability - {17 dny-
Autox" == """ Any Autef
"ok WMERGEFORMAT 2 -

Using the Paste Button

The Paste [I? button can be used to move blocks of text in Word templates. To mark blocks of text that may
need to be moved use the following to first add bookmarks:

=

Place the cursor at the beginning of the section to move.
2. Onthe Insert menu, click Bookmark.

3. Give the beginning bookmark a name and click Add.

4. Place the cursor at the end of the section to move.

5. On the Insert menu, click Bookmark.

6. Give the ending bookmark a name and click Add. Now a block of text has been defined by the
beginning and ending bookmarks.

HOW to Save the Document

To save the document, click the Nexsure Save button and OK to save. To abort the save process and go back
to the document select Back. To Abort the document entirely, click Cancel button and on the next pop-up
window the OK button. Selecting Draft and saving the document template as a Draft ensures the template
can be edited in the future. Document Templates saved as Complete indicate they are final and not to be
changed.

Save Nexsure Document

—Save Document As

' Draft

" Complete

Option
[ Save and Return to Document.

—Sawve As...

| I=

4= Back | & oK I i;; Cancell
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CHAPTER 8

The document may also be saved to the locally and retain the validity of all the Nexsure fields by clicking File
Save As folder icon. Browse to store the document locally.

File Edit Miew Insert Format Tools Table ‘Window Help

DEHSEBIYE| & B9 oo 8 ET [ i 44 Times New Roman

';J= Mexsure Fields Nexsure Save !

Save in:

| [C3) ¥DTI Mexsure

"|@'L§|Q)‘( 4 [ v Tools -

My Recent
Documents

My Computer

My Mebwork,
Places

File name:

v e ]

)
Save as bype! | word Document n Cancel

Once the document is saved, it may be inserted into a template created in Nexsure by first adding the
template and launching. Click, Insert on the menu and then file. Find where you stored the document
and insert it into the document. No need to replace the fields as they will be fully functional. Do not open
Nexsure Office Integration and then try to open another session of word and copy/paste. This will not
work and will result in the loss of your document. However, if it is imperative to copy a part of an existing
document open that document outside of Nexsure in Microsoft word and leave open and then launch the
Nexsure Template. Click the document left open on the task bar and highlight and copy the desired text. Go
back to the XDTl.doc and paste the copied text in. Save the Nexsure Template by clicking the Nexsure Save
button and OK to keep the pasted text after completing the document. After this is done it is safe to close
the document opened outside of Nexsure.

The best method is Insert > File option.

Insett | Format  Tools
Break...
Page Mumbers, ..
Date and Time. ..
AukoTexk
Field...
Symbal. ..

Comment

Reference

Web Component, .,
Picture
Diagram...

Texk Box

File...

Insert File

Look in:

D

My Recent
Documents

My Mebwark:
Places

|@ #DTI Mexsure v| @ @@ X i B - ook~

LY Dy y best

Filz name: | v| [ Range... I [ Insert 'l
Files of type: | ward Documents S
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To make a copy of an existing Template do the following:

m  Click SETUP from the Utility menu

m  Click Document Templates from the Setup Console

m  Locate the document Template to copy

m  Click the Details I%? icon from the summary screen

m At the bottom of the screen, click the Save As “XXXX XXXX” button to save a copy of the template.
The template will be given the exact name except that it has the words Copy of added to the
front of the name.

O inactive
Template Mame: | XDTI Commercial Proposal
Description: Commercial Fropozal
Document Type:
Category: | Policy Letters V
Client Stage: [ | suspect [v] Prospect [¥] Client
Add Mew ]
Business Type Line of Business Stage Mode Required Remove A
Commercial Lines Auto - Commercial Marketing All l%‘
Commercial Lines Property - Commercial Marketing All l%‘
Commercial Lines Crime Marketing All l%‘
Commercial Lines Equipment Floater Markating All l%
Commercial Lines Garage and Dealers Markating All l% 3
Commercial Lines General Liability - Commercial Markating All l%
Commercial Lines Umbrellza - Commercial Markating All %
Commercizl Lines Workers Compensation Marketing All %
Commercizl Lines Auto - Commercial Policy All %
Commercizl Lines Property - Commercial Policy All %
Commercizl Lines Crime Policy All %
Commercial Lines Equipment Floater Policy All % v
[ Save As "Copy of XDTI Commercial Proposal” ] [ Save ] [ Back ][ oK ]
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Notes
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Working in Excel to Create a Document Template

Follow the instructions on adding Word templates with the exception of choosing the document type of
Microsoft Excel.

22 https:/inexweb1B. nexsure.com, - Nexsure - Microsoft Internet Explorer = Q|§‘@
1

Qus- © [
=
Address @] https:/inexwebls
j Template Mame: |Excel Commercial auto schedule
Description: | cornmercial auto schedule
Cocument Type:
Category:
Client Stage: [ | suspect [¥]Prospect [¥] Client
[ Add Hew ]
e n Business Type Line of Business Stage Mode Required Remove ]
xpan
Cornmercial Lines Cornmercial Auto Marketing Al T
i e

D actions Cornmercial Lines Cornmercial Auto Policy Al T

O color schemes

[0 Lookup Management

Opportunities

O print Blank Forms

O pregrams

O pocurment Ternplates

[0 security Administration

ate
[Save As "Copy of Excel Commerdial auto schedule”| [ Save | [ Back |[ ok |
@Done S Inkernet

When working in Excel, formatting is available when dragging and dropping numeric fields from the XML
tree. Any other formatting done must be done using Excel’s built in formatting capabilities.
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E3| Microsoft Fxcel - XDTI1 = [ [
File View Insert Format  Tools Data  window Help -_ 8
Dedan Sy BB o- @ T -2 Z e - @)

afata A% ] o= _ Arial -0 - B I U .

2 ? i
“8 Nexsure Fields [ Nexsure Save

#! BI - Uninsured Motorist
e

1

Year Make I} Nexsure Field Properties Comp Ded
2 |Weh_Ordetvehicle_W vehicle_Manufactive

E c = 41 BI - Underinsured Motor
# Towing & Labor [Coveri
#! Specified Causes of Loss
] #! Fire [Coverages]

<1 Fire & Theft [Coverage:
“! Fire, Theft, Windstorm |
41 Limited Specified Perils
Repeat Indes i) g 4 gental Reimbursement
4 Full Glass [Coverages]
Field Mask | hd ! Other [Cowverages]

1 Physical Damage - Covel
< Limit of Coverage (If Aqi
! Comprehensive Deductil
41 Comprehensive Deductil

Limit of Coverage (IF Agreed Amount or Stated A,

Merge Field

Match Field on Fd
Match Field on Lgrs

Hide Page <1 Collision Deductible [Co

1 Net ¥eh DR/CR [Covera
r ! Total Premium [Covera —
] O Drivers

=
+-[ General Info

+- [ additional Interest
+- [ attachments

+ [ Remarks

+-[ AcorD 127 CO

+- [0 acorD 127 CT

+-[1 ACoRD 127 DC
+-[1 acorD 127 DE

+-[ acorp 12?|FL

€

|l\
|

Make sure when working with schedules such as the Vehicle schedule not to place anything below these
fields so there will be enough room for all items to populate as in the example below.

Use the m Nexsure Save button to save the document.

Note: Only one field should be placed in each cell.

File Edt ‘iew Insert Format Tools Data ‘Window Help
NEFEHa9 SR_RY 2R W = -2 il oo
MmEahand 2% i

-'l Nexsure Fields [ Nexsure Save

E4 - fe Vehicle [dentification Mumber
A, B C D E
1
2
3 Veh® Year Make Maodel Serial Number
4 |vehicleTvear  "Make " wodel ehicle Identification Nurnber

5
B

Ximerionat
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Inactivate and Reactivate Document Templates

Obsolete Document Templates that are not to be used can be inactivated. Inactivating places the Document
Template in an Inactive status, eliminating the Document Template from the selection list when a new
document is created using a template. The inactive Document Template is maintained as an historical record
of the previously used template and may be re-activated in the future.

To inactivate a Document Template, click the template’s Details @’ icon on the Template summary in
SETUP. The Document Template dialog box displays.

Document Template [ inactive

Template Name: BC Generic Letter
Description: Address Salutation and Closing

Document Type:
Category: | Client Letters [il

Client Stage: [v]suspect [v] Prospect [¥] Client

[ Add Mew ]

Business Type | Line of Business Stage Mode Required Remove

[ Save As "Copy of BC Generic Letter" ] [ Save ] [ Back ][ oK ]

To make the template inactive, select the Inactive check box and click Save. The Template summary screen
refreshes and the inactive Document Template no longer displays by default. To view the inactive Document
Template, click the filter’s [Show] link.
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HOME | HELP | SETUP | LOGOUT
Bookmarks: Expand | Add | Re Salectad ¥W#"

Template
[ Export 1 [ Import ] [ Select All ] [ Claar All ] Showing Page 1 of4 PM |1 v Filtars: [Hide] [Add Hew

Expand Minimize

Actians Updated Date @ Updated

(From): ﬁ Date (To) : ﬁ

Retail Agent Access Client Stage:| All v| Updated By: Description:
Color Schemes

Client Access [Template Name:

Status| Completed & Draft Category: | All v Doc Type: | All
Integration Al 1 =

Dovnlozds Sort Field 1: |Completed Sort Order 1: i 1 Sort Field 2: 1 Sort 1
Completed & Draft Ascending || Category ~| o Ascending v/

Lookup Management

Opportunities Files Per Page: [ Search ][ Restore ][ Clear.

Brint Blank Forms Last Updatad

Details I/E S P C Category Description Status Last Updated By Dote Remove

DO EOHBDO

Brograms

Change the Status search criteria to Inactive and Search. All Document Templates with a status of Inactive
will display in search results.

To reactivate the Document Template, click the Details E? icon of the Inactive template.

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected &%

Template

[ Export ] [ Import ] [ Select All ] [ Clear Al ] Showing Page 1 of 1 1[v] Filbers: [Hide] [Add hew]
Expand Minimize
O Acti

tens T, Jate N ) Updated Date @ Updated @
Client Access emplate Name: (From): E Date (To) :E
Retail Agent Access Client Stage: | all v| Updated By: Description:
O color schemes F
Status‘ Inactive v Category: | All d Doc Type: | All v
Integration L
Dovmnloads SortField 1: | category |w Sort Order 1:[ Accending | Sort Field 2:[ category | v Sort| Ascending | w
O Lookup Managemant Oder 2:
Opportunities Files Per Page:| 10 |+ Search ][ Restore ][ Clear ]
U print EBlank Forms Details 1/E Hame S P C Category Description Status Last Updated By Last Updated Date Remove
O Programs B [ ec Generic Letter [l Client Letters Address Salutation and Closing Inactive Betsy Cormier 03/27/2003 ]
O pocument Templates
[0 security Administration
Template

The Document Template dialog box displays with a check in the Inactive check box. To reactive the Document
Template and make it available for selection when creating a new document with a template, remove the
Inactive check mark and click Save.
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Import / Export Document Templates

The Export feature exports selected document templates to files that may be imported into another
Nexsure Organization. Prior to exporting templates, verify that the Document Integration Category list in
Lookup Management of the target organization has been setup with the same categories as the source
organization. If the Category lists do not match, the import will fail.

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected ##

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS

Use the navigation balow to
access Nexsure setup information.

lookup management

Eoaoy cninEs Select a Categoryand a Type to update

a drepdown menu

Programs

Document Templates

[ Actions

[ color Schemes Category Category

O 1ntegration Document Integration v Select Item

Dovmloads Types i 3
O Lookup Management B Carner Letters

Opportunities CEC v
O erint Blank Forms

O Category:

O

O

Security Administration

For help adding items to Lookup Management, refer to “Lookup Management”, in Chapter 6 of this
manual.

Establish a folder on your network or local drive to hold the exported files. The folder needs to be accessible
to the user exporting document templates from the source organization and also to the user importing
document templates into the target organization.
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HOW to Export Document Templates

From the source organization, click SETUP on the Utility menu. The Setup Console is displayed. In the Setup
Console, click Document Templates. The Template tab is displayed.

Template
[ Export ][ Import ] [ Select All 1[ Clear All ] Showing Page 1 of 3 (X Filters: [ Show ][ Hide ] [ Add New]
Last Updated Last Updated
Details I/E Name 5 P C Category Dascription Status EI-I:r ste == D:;:: *% Remave
- o Client Address Salutation )

e \ /20/
@’ |:| BC Generic Letter L Letters and Closing Draft Betsy Cormier 05/30/2008 %
@: E - Client ) %

D BC Policy ID Test W] Letters ID Test Draft Batsy Cormier 09/25/2008
@ F BC Proposal Tmth W Proposal Commercial Proposal Draft Betsy Cormier 09/09/2008 %
Demagraphics
BC XDTI Commercial [ Palicy . )

e ! f31f
@’ |:| Proposal W] Letters Commercial Proposal Draft Betsy Cormier 03/31/2008 %
I%’ D BH HO Schadule W] Schedules BH HO Schedule Draft Beth Harris  07/24/2008 I%
@ |:| BH MED PROLIAB E Schedules EH MED PROLIAB Draft Beth Harris 05/01/2008 %

" p— Palicy Cindi

I%’ D Cindi Exampla W] Letters WIP Draft Hernandez 08/06/2008 I%
@ IF LI %i:g;osal Mth Proposal Commercial Proposal Draft Betsy Cormier 08/11/2008 %

Copy of BC XDTI — Palicy . ) . g/
@’ |:| Commercial Pra W] Lettors Commercial Proposal Draft Betsy Cormier 08/26/2008 %

Copy of XDTI i A Admin

{10/

ES’ D Commercial Propas . Proposal Commercial Proposal Draft Nexsure 05/10/2008 %

Select the document templates to export by placing a check in the I/E check box next to the document
template to be exported. The option to select all document templates at once is available by clicking the
[Select All] link. Clicking the [Select All] link will select all documents on all pages if there is more than one
page of document templates. To clear all selections, click the [Clear All] link.

Template
[ Export ] [ Impart ] [ Select All ] [ Clear &ll ] Showing Page 1 of 2 P W Filters: [ Show ][ Hide ] [ Add New]
Details I/E Name 5 P C Category Description Status Eest L;zdated LEIStEl}J:LiEtEd Remove
. e Client #ddress Salutation .
5 3 f30/
@9 BC Generic Letter L Lettars and Closing Draft Betsy Cormier 09/30/2008 %
B BC Policy ID Test L:';fe”rts 1D Test Draft Betsy Cormier 09/25/2008 ]
@ BC Propasal .w'th Proposal Commercial Proposal Draft Betsy Cormier 035/0%/2008 I%'
Demographics

BC ¥DTI Commercial [ Policy ] . ;
@9 Frpecel (W] Letters Commercial Proposal Draft Betsy Cormier 03/31/2008 %
@9 BEH HO Schedule [ Schedules BH HO Schedule Draft Beth Harris 07/24/2008 %
@9 BH MED PROLIAB E Schedules BH MED PROLIAB Draft Beth Harris 05/01/2008 %

. ] Policy Cindi

@9 Cindi Example (W] Letters WIP Draft Hernandes 08/06/2008 %
@ Copy of Elsjt:;:_lroogposal w'th Proposal Commercial Proposal Draft Betsy Cormier 08/11/2008 I%'

Copy of BC XDTI e Palicy ) . :
@9 Commercial Pro Letters Commercial Proposal Draft Betsy Cormier 08/26/2008 %

Copy of XDTI —- . Admin T

@ Commercial Propos L Proposal Commercial Proposal Draft Nexsure 05/10/2008 I%

Use the [Show] link to narrow the list of document templates for selection. Individually select document
templates for exporting by manually placing a check mark in the I/E check box if only certain document
templates are to be exported. Using the [Select All] link will select all document templates for exporting
whether or not they are displayed.

Dimensional
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Template
[ Export ] [ Import ] [ Select all ] [ Clear All ] Showing Page 1 of 1 Filters: [ Show ][ Hide ] [ Add Mew]
Datails I/E Name 5 P C Category Description StatusLaSt lé::date‘j Last[;.l;:;:liated Remove
- o Client  Address Salutation and Eatsy
@’ BC Generic Letter L Lethars Closing Draft Carmier 09/30/2008 %
. — Client Betsy
@’ BC Policy ID Test (W] Letters ID Test Draft Cormier 09/25/2008 I%'
BEC Proposal with e . Eatsy
@’ Demagraphics (W] Proposal Commercial Proposal Draft Carmier 09/05/2008 %
BEC ¥DTI Commercial [ Policy : Eetsy
@’ Broposal [ Letters Commercial Proposal Draft Cormier 03/31/2008 %
Copy of BC Proposal with g . EBetsy 11/
@ D Demog Proposal Commercial Proposal Draft Carmier ogfii/z008 %
Copy of BC XDTI o Palicy ] Eatsy
@’ F] Commercial Pro Letters Commercial Proposal Draft Corrmiar 08/26/2008 %

When the document templates to be exported are selected, click the [Export] link. Select the export
directory folder in the Browse for Folder dialog box. Click OK to continue.

Browse for Folder

Select export directory

= @ Desktop
ﬂ My Documents
=~ g My Computer
[=)-e# Local Disk (C:)
L) Clients
i) dell
{C5) DOCUMENTATION Manual Updates
{C5) Documents and Settings
{3 drivers
o
L
| Interface Files
= MnT >

[

I OK H Cancel ]

The exported files will remain in the folder until they are deleted by the user.
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HOW to Import Document Templates

From the target organization, click SETUP on the Utility menu. The Setup Console is displayed. In the Setup
Console, click Document Templates. The Template tab is displayed.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS marks: Expand | Add | Remove Salacted W

Use the navigation below to
access Nexsure setup information.

Template
[ Export ] [ Import ] [ Select All ] [ Clear all ] Showing Page 1 of 28 P M Filters: [ Show ][ Hide ] [ Add Mew]
Expand Minimize
Last Updated Last Updated
[ actions Details I/E Name S P C Category Description Status o B': =ee PEELRTEY Remove
O color schemes B [ DS REN Business Lpeﬂttl‘:;fs DSP REN Business LW  Draft  Laura Wywial  04/24/2007 El
O 1ntegration @ [] **LoE Delete Test CL latters 03102008 Draft Jay Brandon  03/10/2008 %
Dovnloads 001 A vehicle olicy vehicle schaduls
- . B O achadula Latters remplate Draft Alex Les os/21/2007 R
ookup Managemen : — ;
B [ OoCancelation Propasal Cancellstion Memata . Susan oosz1/2007 B
O p T i Memo Client McDenaugh
e T — B O 0avehicle Schedule Schedules VEh'“'.IE_ESEZEEdME Completed Steve Cravford 09/21/2007 Eil
- Amy
B Femmrs B* [0 tsutoschedule ClListters  veh.schedule Completed AT aej1s/2007 By
O bocument Templates B O 2a [} CL letters b&f 22 auto Draft ;s::le'ilnu 12/27/2006 ]
[ security Administration = Suzan
B [ <suto schedule CL letters  vehicle schedule Drsft  eenongh  05/06/2007 El
B¥ [ 7 vehicle schedule CLletters  vehicle schedule  Completed Kathy Bacherer 05/16/2008  [Ef
A Dave Equip [ Policy  Test Equip Schadule David
B O Schedule Letters Doc ExiE Shepherd  04/21/2008 =

Click the [Import] link. The Select Word Document dialog box displays. Browse to and select the export
directory folder that holds the exported files. Click Open to continue.

Select Word Document

(<)

X

Look in: | < Local Disk (C7) ﬂ I‘fF E-

E (=) Clients CIWINDOWS
72) |[Ddel
: L) DOCUMENTATION Manual Updates

gh( Recent |5 Documents and Settings
OCUMENS | Hrivers
> O =0 i
i386
| Interface Files
Desktop = MDT
MSOCache
|2y Nexsure

3
J I Program Files

My Documents I Training Docs from K

< b3
File name: ".doc;” s ﬂ Open
My Computer  Files of type: |MS Office files (*.doc:xds) ﬂ Cancel
P [™ Open as read-only

Select all document templates to be imported. Press and hold the Shift key and click to select all document
templates in a range or press and hold the Ctrl key to click and select multiple files.
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Select Word Document E
Look in: |@Expnrt Files ﬂ - (il

File name |"BC XDTI Commercial Proposal doc" "BC Gen v | Qpen
My Computer  Files of type: |MS Office files (*.doc:*xds) j Cancel

™ Open as read-only

A=

If a Document Integration Category from the source organization is not found in the target organization,
a warning message displays and the import fails. The warning message will display for each missing
category until all have been added to the target organization’s Document Integration Category in Lookup
Management. For help adding items to Lookup Management, refer to “Lookup Management”, in Chapter
6 of this manual.

HOME | HELP | SETUP | LOGOUT

marks: Expand | Add | Remove

Use the
p——
Template
[ Export ] [ Import ] [ Selact All ] [ Claar All ] Showing Page 1 of 28 F M Filters: [ Show 1[ Hide 1 [ Add New]
Expand Minimize
) - Last Updsted  Last Updated
O actions Details I/E Nzme S P C Category Description Status T Dote Remove
O color schemas B¢ [ DSP REN Busine=s LZ;":':E DSP REN Business LW Draft  Laura Wywial  04/24/2007 El
L' integration B [ **L0B Delete Tast CL letters 03102008 Draft  Jay Branden 03/10/2008 g
Bl Davmloads Bp [] 001Avehice Policy  vehiclescheduls o .l ogzyzoer By
O Lootus u . Schedule Letters template
cokup Managemen s :
Ek; D 00Cancelation Proposal Cancellation Memo to Draft Susan 08/21/2007 %
Opportunities Mamo Cliant McDonough
B [ 0Ovehicle Schedul= g Schedules  VeMicle Schedule o 0 eted Steve Crawford 09/21/2007 B
O erint Blank Forms. Test Tesst P /
Amy
. J19/
[ er—— B [ tsutoschedul ClLlstters  veh.schedule Completed | ATY  o4/19/2007 B
Jocalyn
S Document Templates @ O 22 CL lettars bEf 2= aute Draft Porciallo 12/27/2008 %
ey (ST B [ 4Auto schedule CL letters  vehicle scheduls Draft S os/o6/z007 R
MeDonough
B [ 7 vehicle schedule [ CLletters  vehicle schedule Complated Kathy Becherer 05/16/2008  [Bf
A Dave Equip | Policy  Test Equip Scheduls David e
A i Letters Doc Dreft  geie 04212008 By

Click [Import] on the Template tab to start the import process again if Category errors were found. The
Select Word Document dialog box displays. Browse to select the export directory folder that holds the
exported files. Click Open to continue.

Select all document templates to be imported. Press and hold the Shift key and click to select all document
templates in a range or press and hold the Ctrl key to click and select multiple files. The import process will
complete and display the Template tab. The imported templates are listed and available for use.
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