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Tracking Actions

Adding Actions

Actions are used to document and are also used as follow up reminders. By default, Nexsure opens to the
HOME > ACTIONS screen after logging in. This is to give you a daily list of actions, or tasks, which may need
to be followed up on or completed for that day. Actions can be used for business or personal reminders.

Note: Actions created in Nexsure CANNOT be deleted. Actions should be used to document
important client and/or carrier conversations and used to enter information pertinent to
clients and/or policies.

There are three levels of actions that can be created.

m  Personal Actions: This action is created from the HOME > ACTIONS screen. An action created
here would be a personal action or reminder to follow up on a potential client that has no card
file created yet or a personal appointment that needs to be kept. Any actions created as Personal
Actions remain personal and may not be associated to a client or policy.

m  Client Actions: This action is created from the ACTIONS link on the Client menu. An action
created here would contain general information pertaining to a client.

m  Policy Actions: This action is created from the actions tab at the policy level. An action created
here would pertain to a client’s policy. Policy level actions include actions added from a client’s
opportunities or marketing records.

Note: Nexsure automatically creates actions when policies are serviced as well. Each
servicing topic identifies if an action is automatically created. Each organization controls
the default status of these actions.

Dimensional

Technologios PAGE 451



CHAPTER 16 NEXSURE® TRAINING MANUAL - CRM

HOW to Add a Personal Action

m The HOME > ACTIONS screen is the first screen displayed when logging into Nexsure. Actions due
today or in the past that have not been completed are displayed in a summary view. An action
created here is a personal action or reminder to follow up on a potential client or a reminder of
an appointment that needs to be kept.

Note: When creating a personal action keep in mind that personal actions may be viewed
by anyone in the agency.

%Ule HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected [
ACTIONS | OPPORTUNITIES | MARKETING | BINDER LOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY

Hello, Betsy Cormier

actions

[Outlack] Showing page 0 of 0 Page| v| [xport]  [Add Newl Filter: [Show]
Action
Filter result found no record(s). Please click here to go back and try again.

actions

m Move the pointer over the [Add New] link to display the actions menu. Select Action to add a
single action. Click Plan to choose a plan and add a defined series of actions. See “HOW to Add a
New Action Plan” later in this chapter. Select Action to display the Action Items pop-up window.

Acton ttems nexsure

Name: Personal Action
Assign

Topic: | v

@ Current User : Betsy Cormier

ype:| 2
status:
—

Data:

Last Namea:
[ (GMT-08:00) Pacific Time (US & Can v

O others:

Description

Memo

Previous Memo

MS Office Integration

[ ms outleck | | Reminder [ save |[save & add][ Cancel |

Note: An action created from HOME > ACTIONS cannot be associated to a client or
policy.

m  The Name field at the top of the action identifies the action as a Personal Action. Actions created
from the HOME > ACTIONS screen cannot be associated to a client.
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Select a Topic for the action from the drop-down box. Topics are unique and allow grouping of
like items together.

Select a Type of action from the drop-down box. Types are not unique and may be used again for
any topic.

The Status of the action will default to either Open or Closed depending on how the status was
associated to the topic in SETUP > Actions by the agency administrator. Select the appropriate
Status from the drop-down box.

0 An Open status is used to create a future follow up for an action. When the action has
been completed the status is changed to closed. A Closed status action will not appear
on the HOME > ACTIONS screen.

0 AClosed status is used to note something of importance that does not need to be
followed up on. A Closed status will not be displayed on the HOME > ACTIONS screen.

Note: Change the status of an Open Action to Closed when the task is complete.

The Priority of the action will default to either Normal or High depending on how the priority
was associated to the topic in SETUP > Actions. Select the appropriate Priority from the drop-
down box.

0 A Normal priority is used if the action is a normal follow up.
0 A High priority is used if the action follow up is of extreme importance.

The Due Date of the action will default to the date that was associated to the topic in SETUP >

Actions. The due date of the action can be changed by using the Calendar | icon or keying in
the date using the correct formatting.

The Due Time will default to 12:01 AM. The action time displayed on the HOME > ACTIONS
screen can be changed by selecting the appropriate time for the action from the hour, minutes
and AM/PM drop-down boxes.

Note: The open action will not appear on the HOME > ACTIONS screen of the user it is
assigned to until its designated due date and time.

The Time Zone defaults to the time zone set for the agency. The time zone can be changed by
selecting the appropriate time zone for the action from the drop-down box.

The action will default to the Current User creating it. A personal follow up can be assigned to
another employee in the agency:

0 Click the Others option.
0 Enter at least two characters in both the First and Last name search fields.

0 Click the Search button. If a match is found, the name will be displayed in the assign box
next to the Others option.

0 Select the Others option to assign the action to this user.

0 If a match was not found or the search results returned were incorrect, click the Requery
button to run a new search.
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m  Enter a brief description for the action in the Description box. This optional field will be copied
to the Memo box and will display on the action summary. The Description box is limited to 95
characters.

0  Enter the action notes in the Memo box.

m  The Previous Memo box displays any previous memos associated to this action. When the

Details @? icon of an action is clicked to display the action details, the previously saved Memo
is automatically moved to the Previous Memo section, leaving the Memo box empty for new
text. Text in the Previous Memo box cannot be edited or deleted. The Description box remains
unchanged unless edited by the user.

m  Enter the action notes in the Memo box.

m  To Synchronize this action with Outlook proceed to the HOW to Synchronize Actions with
Outlook section in this chapter.

m  Click the appropriate button at the bottom of the screen:
o Save: This will close the action pop-up window and save the action.

0 Save & Add: This will save the action and refresh the action pop-up window to add a
new action.

0 Cancel: This will close the action pop-up window without saving any information.

— nexsure

MName: Personal Action
Assign

Topic: | Personal v
| ‘ @ Current User : Betsy Cormier

Type: | Appointment v

Priarity:
Duslroereoos | [E
Date: |10/6/2008 el

Due
| (GMT-08:00) Pacific Time (US & Can %

O others:

Description

|DEpartmEnt Meeting

Memo

Department Meeting Conference Room A - finalize and print agenda prier to meeting.|

Praevious Memo

MS Office Integration

MS Outlook [] Reminder Save |[Save & Add ][ Cancel ]

m A personal action will display on the HOME > ACTIONS screen with a Client Name of Personal
Action.
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HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS marks: Expand | Add | Remove Selactad &%
ACTIONS | OPPORTUNITIES | MARKETING | BINDER LOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY

Hello, Betsy Cormier

actions
5] oo Showing paga 10 1) page[ 1] o] pasened e o]
ClientName  Action Topic  Policy-ID #/Ref Due Date Days Left Created By Updated By
Details Priority Action Type  LOB(s)/Eff-Exp Dates Status Due Time (Overdue By) Assigned To Created On Updated On

Personal Action

@ v Personal 10/06/2008

Cpen Betsy Cormier Betsy Cormier
[l appointment 10:01 AM PST

@ RS s 10/06/2008 10/06/2008

Cepartment Mesting

Department Meeting Conference Room A - finalize and print agenda prior to meeting.

HOW to Add a Client Level Action

m  After accessing the appropriate client through SEARCH, click the ACTIONS link on the Client
menu. The default [Show] filter settings will determine what is displayed in the summary view
when clicking the ACTIONS link.

Note: Both client and policy level actions will be displayed (based on the filter settings)
when clicking the Actions link on the Client menu.

m  Move the pointer over the [Add New] link to display the actions menu. Select Action to add a
single action. Click Plan to choose a plan and add a defined series of actions. See “HOW to Add a
New Action Plan” later in this chapter. Select Action to display the Action Items pop-up window.

Action Ttems nexsure

lName: Jason Brown
Assign

Topic: i
‘ | @ Current User : Betsy Cormier

Type: | |

OAccount Manager : Susan McDonough

ers:
Date: Lo
Time: A — l:l

‘ (GMT-05:00) Eastern Time (US & Ca ¥

Policy: I | [show]

Cartificate: I | [show]

Dascription

Memo

Previous Memo

MS Office Integration

[ ms outleck Reminder Save |(Save & Add |[_Cancel |

imensional, PAGE 455



CHAPTER 16 NEXSURE® TRAINING MANUAL - CRM

m  The name of the client will default into the Name field at the top of the action. This associates
the client to the action being created.

m  Select a Topic for the action from the drop-down box. Topics are unique and allow grouping of
like items together.

m  Select a Type for the action from the drop-down box. Types are not unique and may be used
again for any Topic. Types are associated to Topics in Setup. (See the Admin manual for setup
information)

m  The Status of the action will default to either Open or Closed, depending on how the status was
associated to the topic in SETUP > ACTIONS. Select the appropriate Status from the drop-down
box.

0 An Open status is used to create a future follow up for the action. When the action has
been completed, the status is changed to closed. A closed action will no longer appear
on the HOME > ACTIONS screen.

0 AClosed status is used to note something of importance that does not need to be
followed up on. A Closed status will not be displayed on the HOME > ACTIONS screen.

Note: The status of an Open action is changed to Closed once the action is completed.

m  The Priority of the action will default to either Normal or High depending on how the priority
was associated to the topic in SETUP > ACTIONS. Select the appropriate Priority from the drop-
down box.

0 A Normal priority is used if the action is a normal follow up.
0 A High priority is used if the action is of extreme importance.

m  The Due Date of the action will default to the date that was associated to the topic in SETUP >

ACTIONS. The due date of the action can be changed by using the Calendar Bl icon or keying in
the date using the correct formatting.

m  The Due Time will default to 12:01 AM. The time the action will appear on the HOME > ACTIONS
screen can be changed by selecting the appropriate time for the action from the hour, minutes
and AM/PM drop-down boxes.

Note: Depending on filter settings, the open action will not appear on the HOME >
ACTIONS screen of the user it is assigned to until its due Date and Time. For information
on filter settings, see “HOW to Search for Actions” and “HOW to Customize Default Filter
Settings for Actions” later in this chapter.

m  The Time Zone defaults to the time zone set for the agency. The time zone can be changed by
selecting the appropriate time zone for the action from the drop-down box.

m  The action will default to the Current User creating it. Employees of the agency assigned to the
client on the assignment tab will be displayed in the Assigned field with their designated titles.
If the follow up is being created for one of the assigned employees, click the option next to the
name of the employee the follow up is being created for. If the person the follow up is being
created for is not displayed, perform the following steps:

0 Click the Others option.
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0 Enter at least two characters in both the First and Last name search fields.

0 Click the Search button. If a match is found, the name will be displayed in the Assign box
next to the Others option.

0 Select the Others option to assign the action to this user.

0 If a match was not found or the search results returned were incorrect, click the Requery
button to run a new search.

0 If the action added is associated to a Restricted Access policy, the action may only be
assigned to the people assigned to the policy.

The Policy drop-down box is accessible when creating an action from the Client menu. All policies
not in history are listed by default. Click the Policy [Show] link to search for other policies. After
clicking Search, the selection list refreshes to list policies that meet the search criteria options.
Select the policy to permanently associate with the action.

Note: If the action should be associated to a policy, adding it at the policy level will take
the guesswork out of deciding which policy to select from the drop-down box. Employees
who are not assigned to a Restricted Access policy cannot add actions to the restricted
policy from policy level, but they are able to select the Restricted Access policy from the
Policy drop-down box.

The Certificate drop-down box is accessible when creating an action from the Client menu. All
certificates (posted, un-posted and copied) will be displayed in the drop-down box and can be
selected for association to the action. Click the Certificate [Show] link to search for certificates by
Cert ID or Reference field. After clicking Search, the selection list refreshes to list certificates that
meet the search criteria options. Select the certificate to permanently associate to the action.

Enter a brief description for the action in the Description field. This optional field will be copied
to the Memo field and will display on the action summary. The Description field is limited to 95
characters.

0 Enter the action notes in the Memo field.

The Previous Memo field displays any previous memos associated to this action. When the

Details @9 icon of an action is clicked to display the action details, the previously saved Memo
is automatically moved to the Previous Memo section, leaving the Memo field empty for new
text. Text in the Previous Memo box cannot be edited or deleted. The Description field remains
unchanged unless edited by the user.

To synchronize this action with Outlook proceed to the HOW to Synchronize Actions with
Outlook section in this chapter.

Click the appropriate button at the bottom of the screen:
0 Save: This will close the action pop-up window and save the action.

0  Save & Add: This will save the action and refresh the action pop-up window to add a
new action.

0 Cancel: This will close the action pop-up window without saving any information.
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Action e nexsure

Name: Jason Brown

Assign
Topic: | Phone Call v

O Current User : Betsy Cormier

Type: | Client Called v
ves | | @Account Manager : Susan McDonough

stats: O others:
priority: [ Normal (]
242 [10/7/2008 =
Frethiemer | |
Due
T (12 9] (01 ¥ [ ] pasthiemer [ |

|(GMT-DS:DD) Eastern Time (US & Ca v‘

Policy: I ]| [show]

Certificate: ‘ w | [show]

Description
Request for Homeowner Quote

Memo
Request for Homeowner Quote - client called and wants quote for homeowners paolicy.

Previous Memao

MS Office Integration
[ s outlosk || Reminder

[_save |(save & Add ][ cancel |

HOW to Add a Policy level Action

m  After accessing the appropriate client through SEARCH, click the POLICIES link on the Client
menu.

Note: To add actions for OPPORTUNITIES or MARKETING click the OPPORTUNITIES

or MARKETING link on the Client menu and the Details @’ icon of the Opportunity
or Marketing record. To add actions for Certificates, click the certificates tab from the

policies summary and the Details @’ icon of the certificate. Claims actions are added
through Servicing. For information on Claims actions, see Chapter 11, “Claims”..

m  Click the Details E’ icon of the policy the action is being created for.

Note: Employees who are not assigned to a Restricted Access policy cannot access the

restricted policy from its Details @’ icon. Unassigned users can add an action from the
Client level and select the Restricted Access policy from the Policy drop-down box.

m  Click the actions tab. The default [Show] filter settings will determine what is displayed in the
summary view when clicking the actions tab.

Note: Actions attached to the policy will display, depending on the filter settings, when
clicking the actions tab of the policy. For information on filter settings, see “HOW to
Search for Actions” and “HOW to Customize Default Filter Settings for Actions” later in
this chapter.
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m  Move pointer over the [Add New] link to display the actions menu. Select Action to add a single
action. Click Plan to choose a plan and add a defined series of actions. See section “HOW to Add
a New Action Plan” later in this chapter. Select Action to display the Action Items pop-up window.

Action Ttems nexsure
Name: Hudson Property Management, Inc.
Assign
Tapic: v
| | @ Current User : Betsy Cormier
Type: o
e | | OAc:ount Manager : Susan McDonough
Others:

Date: et
TII'H:E: Last Name: l:l

| (GMT-05:00) Eastern Time (US & Ca %]

Palicys [ ta) (Policy) BASB238745 (CAUTO), [07/01/2008 - 07/01/2009] | [show]

Cartificats: [ ~ | [showl

Description

Memo

Previous Memo

M5 Office Integration

[ ms outlock || Reminder Save |](Save & Add ][ Cancel |

m By default the name of the client will be entered into the Name field at the top of the action. This
associates the client to the action being created.

m  Select a Topic for the action from the drop-down box. Topics are unique and allow grouping of
like items together.

m  Select a Type for the action from the drop-down box. Types are not unique and may be used
again for any topic.

m  The Status of the action will default to either Open or Closed depending on how the status was
associated to the topic in SETUP > ACTIONS. Select the appropriate Status from the drop-down
box.

0 An Open status is used to create a future follow up for the action. When the action has
been completed, the status is changed to closed, a closed action will no longer appear
on the HOME > ACTIONS screen.

0 A Closed status is used to note something of importance that does not need to be
followed up on. A Closed status will not be displayed on the HOME > ACTIONS screen.

Note: The status of an Open action is changed to Closed once the action is completed.

m  The Priority of the action will default to either Normal or High depending on how the priority
was associated to the topic in SETUP > ACTIONS. Select the appropriate Priority from the drop-
down box.
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0 A Normal priority is used if the action is a normal follow up.
Q A High priority is used if the action is of extreme importance.

m  The Due Date of the action will default to the date that was associated to the topic in SETUP >

ACTIONS. The due date of the action can be changed by using the Calendar & icon or keying in
the date using the correct formatting.

m  The Due Time will default to 12:01 AM. The time the action will appear on the HOME > ACTIONS
screen can be changed by selecting the appropriate time for the action from the hour, minutes
and AM/PM drop-down boxes.

Note: The open action will not appear on the HOME > ACTIONS screen of the user it is
assigned to until its due Date and Time.

m  The Time Zone defaults to the time zone set for the agency. The time zone can be changed by
selecting the appropriate time zone for the action from the drop-down box.

m  The action will default to the Current User creating it. Employees of the agency assigned to the
policy on the assignment tab will be displayed in the Assigned field with their designated titles.
If the follow up is being created for one of the ‘assigned employees’ click the option next to the
name of the employee the follow up is being created for. If the person the follow up is being
created for is not displayed, perform the following steps:

0 Click the Others option.
0 Enter at least two characters in both the First and Last name search fields.

0 Click the Search button. If a match is found, the name will be displayed in the Assign box
next to the Others option.

0 Select the Others option to assign the action to this user.

0 If a match was not found or the search results returned were incorrect, click the Requery
button to run a new search.

0 If the action added is associated to a Restricted Access policy, the action may only be
assigned to the people assigned to the policy.

m  The Policy field will default in the policy number and line of business of the policy accessed. To
select a different policy, the Policy drop-down box lists all policies for the client that are not in
history. Click the policy [Show] link to search for other policies. Select the policy to permanently
associate to the action.

m  The Certificate drop-down box is accessible when creating an action from the POLICIES > actions
tab. All certificates (posted, un-posted and copied) will be displayed in the drop-down box and
can be selected for association to the action. Click the Certificate [Show] link to search for
certificates by Cert ID or Reference field. After clicking Search, the selection list refreshes to list
certificates that meet the search criteria options. Select the certificate to permanently associate
with the action.

m  Enter a brief description for the action in the Description field. This optional field will be copied
to the Memo field and will display on the action summary. The Description field is limited to 95
characters.

0 Enter the action notes in the Memo field.
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m  The Previous Memo field displays any previous memos associated to this action. When the

Details @? icon of an action is clicked to display the action details, the previously saved Memo
is automatically moved to the Previous Memo section, leaving the Memo field empty for new
text. Text in the Previous Memo box cannot be edited or deleted. The Description field remains
unchanged unless edited by the user.

m  To synchronize this action with Outlook proceed to the HOW to Synchronize Actions with
Outlook section in this chapter.

m  Click the appropriate button at the bottom of the screen:
o Save: This will close the action pop-up window and save the action.

0 Save & Add: This will save the action and refresh the action pop-up window to add a
new action.

0 Cancel: This will close the action pop-up window without saving any information.

Action 4ams nexsure

Hame: Hudson Property Management, Inc.
Assign

Topic: | Renewal ~|

@ Current User : Betsy Cormier

ypea: v
Tyee ‘EXDDSWE Collection ‘ OAc:ﬂunt Manager : Susan McDonough
Status: | O b
atus O others:
Date; |10/20/2008 BBl
‘ {GMT-05:00) Eastern Time (US & Ca v |
Policy: [(A) (Policy) BASB238745 (CAUTO), [07/01/2008 - 07/01/2009] v | [show]

Certificate: [ v | [show]

Description

2008 Renewal Marketing

Memo

2008 Renewal Marketing - appointment to obtain updated wvehicle and driver list

Previous Memo

MS Office Integration

M Outlosk [7] Reminder Save |(Save & Add [ Cancel

HOW to Synchronize Actions with Outlook

When actions are created or edited the user can synchronize the action with Outlook. To synchronize an
action:

m  Within the action, click the MS Outlook check box in the lower left corner of the action pop-up
window to mark this action for MS Outlook synchronization.

0 If the action type icon is a calendar or phone, it is added to the Outlook calendar.

0 Any other Action type is added as a task in Outlook.

Dimensional’

Technologies PAGE 461



CHAPTER 16 NEXSURE® TRAINING MANUAL - CRM

m  An Outlook reminder can be set up by clicking the Reminder check box. A 15-minute reminder
is selected by default. Click the reminder drop-down box to change the time of the Outlook
reminder.

m  Complete and Save the action as appropriate.

Action tame nexsure

Hame: Hudson Property Management, Inc.
Assign

@ Current User : Betsy Cormier

Topic: | Renewal >

Typs: | Exposure Collection hd
P ‘ P ‘ OAc:ount Manager : Susan McDonough

O Others:

e [10/20/2008 Bl
Due

Time: osthame: ||

| (GMT-05:00) Eastern Time (US & Ca v |

Policy: [ ca) (Policy) BADB238745 (CAUTO), [07/01/2008 - D7/01/2009] | [show]

Certificate: [ % [show]

Description

2008 Renewal Marketing

Memo

200& Renewal Marketing - appointment ta obtain updated vehicle and driver list

Previous Memo

MS Office Integration

S Outlock [7] Reminder Save |(Save & Add [ Cancel |

m  Once the action has been saved, click the HOME link on the Utility menu. The HOME > ACTIONS
screen is displayed.

m  Click the &) [MS Outlook] link on the HOME > ACTIONS screen.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS ookmarks: Expand | Add | Remove Selected W
ACTIONS | OPPORTUNITIES | MARKETING | BINDER LOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY
Hello, Betsy Cormier

actions

v | [ [outloak] Shawing page 1 of ¢ PM  page 1 ¥| [Expor]  [AddMew]  Filter: [Show]

Client Name  Action Topic  Policy-ID #/Ref Due Date Days Left Created By Updated By
Datails Priori Action Type LOB(s)/Eff-Exp Dates  Status Due Time ig Created On pd

m [f thisis the first time of synchronizing actions with Outlook, the following pop-up window will be
displayed:
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Tip

Outlook will be launched or you'l be redirected to Outook if it's already open.

Select Outlook messages and run the menu "Save As Nexsure
attachment” to post messages

Fun the menu "Synchronize with Nexsure Action” ko synchronize
COuthook with Nexsure action items,

Please empty “Defeted Irems” Folder to synchronize items properly,

Click on OK ko continue,
I 5 I Do not show this message next time,

m  If you do not want this pop-up window to be displayed every time you synchronize actions, check
the Do not show this message next time check box. Click OK.

m  Nexsure will launch Outlook. A Nexsure toolbar is added to Outlook.

m  Click the active Nexsure Actions toolbar button.

Bl Inbox - Microsoft Outlook

[ Fle Edit Yew Go Tools Actions Help  Adobe PDF Type a question for help |+
Fbew ~ | 4 03 X | CaReply - dReply to Al (5 Forward | S SendiReceive + | Epfind (8 | [ Tveeacontacttofind v | @) ! iBEERia N

I B Mexsure Save Mexsure Actions Mexsure Contacks About !

m  The Nexsure Outlook Synchronization pop-up window is displayed. Click OK after all items are
synchronized.

m  The Outlook calendar and/or Outlook tasks will be updated accordingly.

Note: All actions created throughout the day that have been marked for MS Outlook

synchronization can be synchronized at one time by clicking the [MS Outlook] link on
the HOME > ACTIONS screen.

Notes
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Action Plans

Action Plans are used to automate workflow and help document repetitious tasks by defining a series of
actions within a plan. Actions Plans are created in SETUP > Actions by the Nexsure Administrator. Multiple
Action Plans can be created. For information about setting up Action Plans, see “Actions Setup”, Chapter 4,
Admin Training Manual.

HOW to Add a New Action Plan

Action Plans can be added at all levels of Nexsure. For information about adding actions, see “HOW to Add
a Personal Action”, “HOW to Add a Client Level Action” or “HOW to Add a Policy Level Action” earlier in this
chapter.

From the action summary of the desired level, hover over the [Add New] link to display the actions menu.
Click the Plan link to display the list of available plans. Click to select the desired action plan.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS o arks: Expand | Add | Remove Selacted W

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Suspect Name: Cormier Construction Co., Inc. Commercial Account

actions

Showing page 0 of 0 page| (¥ Add New Filter: [Show]

Filter result found no record(s). Please modify your search criteria and try again. ~
Producer New Bus

Renewal Marketing

actions

The first action in the plan displays with default information.

Acton Teems nexsure

Name: Cormier Construction Co,, Inc.

Assign
Topic: | Renewal v ® ) h
Current User : Betsy Cormier
Type: | A t it hd
yee | ppontmen ‘ OAccount Manager : Susan McDonough
s C Others:
Date |10/16/2008 Fite
2212 (v [01 ] [aM (v]
|(GMT-EIS:EIEIJ Pacific Time (US & Can ¥

Palicy: [ ]| [show]
Certificate: [ ] [show]

Description

Memo

Previous Memo

MS Office Tntegration

O s outlook [ Raminéar
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Modify the action as needed. For help completing and modifying the new action, refer to “HOW to Add a
Personal Action”, “HOW to Add a Client Level Action” or “HOW to Add a Policy Level Action” earlier in this
chapter.

Action tems nexsure

Hame: Cormier Construction Co., Inc.
Assign

Topic: | Renewal v
O Current User : Betsy Cormier

Type: | Appointment b
¥pe ‘ PP ‘ & Account Manager : Susan McDonough

ere:
poue [10/16/2008 &5
Time: sthame: ||

‘ (GMT-08:00) Pacific Time (US & Can v ‘

Policy: [ | [showl

Certificate: v | [show]

\
Description

2008 Renewal Marketing

Memo

2008 Renewal Marketing - make appointment to obtain renewal information from client

MS Office Integration

[ —

Note: Set up of actions included in the Action Plan determines if the Topic and Type may
be modified and if the Cancel button is active. The Save & Add button is disabled for all
actions added as part of a plan as the next action is predetermined by the plan.

Click the Save button to save the action and display the next action in the sequence. Clicking Cancel will
abort the new action and the rest of the action plan.

Note: Clicking the Cancel button cancels the action plan. If one action in a plan is not
needed, change the Status to closed, explain the reason the action is closed in the Memo
field and Save the closed action to continue with the action plan. If the currently displayed
action is canceled, all remaining actions in the action plan are aborted.

Modify the second action as needed. The default Due Date of each sequential action in the plan is based
on the due date of the preceding action in the series. Click the Save button to save the second action and
display the next action in the sequence. Continue modifying and saving each action until the last action in
the plan is saved.

When the last action in the plan is saved, the action summary is displayed. Filter settings determine what is
displayed on the action summary.
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HOME | HELP | SETUP | LOGOUT

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

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

Suspect Name: Cormier Construction Co., Inc. 3
actions
Showing page 1 of 1 Page|1 ¥ [&dd New] Filter: [Show]
Details  ActionTopic Policy Info Due Date Days Left Created By Updated By

Action Type Priority Status Due Time (Overdue by) Assigned To Created On Updated On

@ Renewal b

10/16/2008 . Betsy Cormier Betsy Cormier

@ apoointment Open 12:01 AM PST 10 Betsy Cormier 1 0/08/2008 10/06/2008
2008 Renewal Marketing
2002 Renewal Marketing - make appointment to obtain renewal information from client =

@9 Renewal

10/21/2008 = Betsy Cormier  Betsy Cormier

€ Information Needed Open 13:01 AM PST 15 Betsy Cormier 10/06/2008 10/06/2008
2008 Renewal Marketing
2008 Renewal Marketing - verify all renewal information has been secured z

B Renewal
@ Marketing 11/04/2008 = Betsy Cormier Betsy Cormier
iy g 12:01 AM PST = Betsy Cormier 1 p/06/2008 10/06/2008
2008 Renewal Marketing
2008 Renewal Marketing - Renewal marketing strategy meeting =

B Renewal
= - 11/06/2008 . Betsy Cormier  Betsy Cormier
& Call Underwriter Open 12:01 AM PST it Betsy Cormier /06,2008 10/06/2008
2008 Reneval Marketing 3

actions

Actions added through an action plan are independently maintained once they are saved.

Action Triggers

Action Triggers create an action when a policy is placed In Force from a Bound, Future, Expired or Marketing
stage. Actions Triggers are optional and are setup in SETUP > Actions by the Nexsure administrator. For
information about setting up Action Triggers, see “Actions Setup”, Chapter 4, Admin Training Manual.

HOW to Use Action Triggers

Click the active In Force link of a marketing record or a policy with a Status of Bound, Future or Expired.

nNexsure

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

HOME | HELP | SETUP | LOGOUT

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

Issuing Cot
Billing Co:
Policy Humber:

Policy Description:

American Empire Surplus
Lines Ins Co

Safeco Insurance

Pro9876123654

Client Name: Cormier Benefits Consulting, Inc. 3
underwriting policy info assignment = attachments actions qualificaticn history = transactions claims summary ofinsurance | classifieds delivery
- navigation  instruction
Branch: B C Insurance Agency, Inc. Policy Term: 12:01AM
04/01/2008 EST =l Underwriting
04/01/2009 12:01AM
st E: R t:
Policy Type: Monoline Coverage Term: 12:01AM ase Requiremeants

05/15/2008 EST
06/01/2008 12:01AM

EST
Stage: Policy

Mode: New

Status: Bound [ |Non-reneving

Origination Date:

04/01/2008

In Force Save Changes

Professional Liability

Endorsement(s)

instruction | navigation

The action determined in setup to be triggered by clicking the In Force link is launched and displays with
default information. Modify the action as needed.
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R— nexsure

Name: Cormier Benefits Consulting, Inc.
Assign

Topic: @ Current User : Betsy Cormier
Typa:

Status:

Briority:

25 1) s ) ) —

| (GMT-05:00) Eastern Time (US & Ca v |

O cthers:

Palicy: [(a) (Policy) Proos76123654 (PROFL), [04/01/2008 - 04/01/2002] %] [show]

Certificater | ¥ [show]

Deseription

Memo

Brevious Memo

Ms Office Integration

[ vs outleck | Reminger

Note: Set up of the Action Trigger determines if the Topic and Type may be modified and
if the Cancel button is active. The Save & Add button is disabled for all actions used as
Action Triggers.

Acton s nexsure

Name: Cormier Benefits Consulting, Inc.
Assign

Topic:
& Current User : Betsy Cormier
Type:
Date; | 10/7/2008 Bt
Dus i

| (GMT-05:00) Eastern Time (US & Ca + |

Q Others:

Policy: [¢a) (Policy) ProsB76123654 (FROFL), [04/01/2008 - 04/01/2009] ¥ [show]
Certificata: [ ¥ [show]
Description

New Professional Liability Palicy

Memo

New Professional Liability Policy received and processed. |

Previous Memo

MS Office Integration

[ ws outleak || Reminder

Click the Save button to save the action. If the option is available, clicking Cancel will abort the new action.
The action originally associated with the policy is not affected by placing it In Force and continues to display
under the policy header. The triggered action is saved and may be accessed from the policy actions tab or
ACTIONS on the Client menu.
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Editing Actions

All levels of actions can be edited if needed and/or re-suspended if the follow up date changes.

HOW to Edit Actions

The HOME > ACTIONS screen is the first screen displayed when logging into Nexsure. Actions due today, or
in the past that have not been completed, display in a summary view.

Note: All actions, Open, Closed, Personal, Client and Policy level, can be viewed and
accessed from the HOME > ACTIONS screen by entering the applicable information in the
[Show] filter. Search results will display actions for a restricted policy only if the person
logged on is assigned to the restricted policy.

m  Click the HOME link on the Utility menu. All open actions assigned to the logged on user due
today or in the past that have not been completed and fall within the search filter criteria will be
displayed in a summary view.

m If the action to be edited is not displayed, click the [Show] filter link on the HOME > ACTIONS
screen. Enter the applicable search criteria of the action to be edited. Note: For information
on using search filters, see “HOW to Search for Actions” and “HOW to Customize Default Filter
Settings for Actions” later in this chapter.
| HELP | SETUP | LOGOUT

E SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selectad WF

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

Hello, Betsy Cormier »
actions
All & [Qutloak] Showing page 1 of 1 Page |1 ™ [Export] Filter: [Hide] [Add New]
Save I Reset
Action Topic:l J Assigned To:(Betsy Cormier Created By: Last Updated By:
Action Type: J Due Date (Fr): {5l | Due Date (To):|2/19/2009 L m] Policy Mot
Action Status:l Open vl Client Nams: Memao: Certificate No:
Des:rlutluml
Sort Field 1:|Due Date - Sort Order 1:| Ascending 'I Sort Field 2: Client Name 2 Sert Order 2:| Ascending 'I
Files Per Page: IWU 'I Search | Restural Clear |
client Name Action Topic Policy-1D #/Ref Due Date Days Left Created By Updated By
Details Priority Action Type LOB(s)/Eff-Exp Dates  Status Due Time (Overdue By) Assigned To Created On Updated On

=l

Personal Action

Betsy Cormier Betsy Cormier

Bersonal 02/17/2009
ES 4 Er=r 10/06/2008 02/19/2009

5! Appaintment 10:01 AM PST e Betsy Cormier

|[pepartment Mesting

[Department Meeting Conference Room A - finalize and print agenda prior to meeting on 2/20/20009

=

m  Click the Search button. All actions falling within the search criteria display in a summary view.
Click the filter [Hide] link to close Search Filter criteria if an additional search is not needed.
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-
- u - | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected ¥
| OPPORTUNITIES | MARKETING | BINDERLOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY
Hello, Betsy Cormier 3
actions

All 'I [Qutlosk] Showing page 1 of 1 Page|l * [Export] Filter: [Hide] [~dd Mew]
Save Reset
Action Tapi::l—ﬂ Assigned TQ:W Created By:l— Last Updatad Ely:l—
Action Type: J Dus Date (Fr):l— cgﬁ Due Date (Tu):lm ge-ﬁ policy ND:I—
Action Status:m Client Name:l— Mema:l— Certificate Na:l—
Descnpt\on:l—

Sert Field 1:| Due Date = Sert Order 1:| Ascending = Sert Field 2:| Client Name 'I Sert Order 2:| Ascending =
Files Per Page: |10 = Search I Rastnrel Clear |

Client Name  Action Topic  Palicy-ID #/Ref Due Date Days Left Created By Updated By
Details Priority Action Type LOB(s)/Eff-Exp Dates  Status Due Time (Overdue By) Assigned To Created On Updated On
N
Personal Action
Personal 02/17/2009 F2y . Betsy Cormier Betsy Cormier
Bor B Appointment OPEN 001 AM PST Ll E=m=y Eemmi=r 10/06/2008 02/19/2009
|pepartmant Meeting
|Department Meeting Conference Room A - finalize and print agenda prior to meeting on 2/20/2009 =
2 ey
PA1491423815
Claim Auto - Personal (P... 02/20/2009 ) Betsy Cormier Betsy Cormier
B & Annotation  [10/01/2008 - 10/... OPEN  15:01 AM PST Betsy Cormier 02/12/2009 02/13/2008
[DOL 2/12/2009 1V stoppad at light. Rear ended by OV.
[Claim number assigned. Larry deciding if he will submit his damages under his own insurance. =
Premier Concrete
Construction, LLC
Mew businass 02/20/2009 Betsy C Betsy Cormi
) . y Cormier y Cormier
Appointment OPEn 1501 AM PST By EEmmi=r 02/19/2009 02/19/2009 =
a | »I_I

m  Personal Actions are displayed with one Details @9 icon.
0 Clicking the Details I%? icon will display the personal action.
m  Client or Policy level actions are displayed with two Details I%? icons.
0 Clicking the Details E’ icon with the blue border displays the card file for the client.

0 Clicking the second Details @5" icon displays the Action pertaining to the client or the
policy.
m  Click the Details I%? icon of the appropriate action to edit.

m If the action was created from the client or policy level, the client’s name is displayed in the name
field and cannot be changed.

m  The Topic and Type of action are displayed.
0 The Topic and Type of an action are locked down and cannot be changed.

m  The Status will display as Open or Closed. A memo can be added to an action in a Closed status
without changing the status to open. The status can also be changed back and forth between
Open and Closed as needed.
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Note: The Status of all actions can be change from Open to Closed and back again an
unlimited number of times. You can also add a memo to a closed action. This eliminates
the need to create a new action to address an existing or past issue.

Action tems (Raf Ho: 843) nexsure

Name: Frederick Smith

Assign
Topic: i
@ Current User : Betsy Cormier
Type:

Dere; |10/7/2008 ot
D
Tirme: -12 v -Ell v -AM -

| tGMT-05:00) Eastern Time (US & ca %

Q) Producer : Bruce Barnes

Q Others:

Palicy:
Certificate:

Description

New Business

Memo

Binding authority werified. Agency Binder will be issued.

Previous Memao

Verify binding authority
Created By: [Betsy Cormier] To: [Betsy Cormier] Date: [10/06/2008 2:49 PM EST]

MS Office Integration
[ ms outlock | Reminder [_save_][save & Add ][ Cancel ]

m  The Priority of the Action will be displayed as Normal or High. The status can be changed back
and forth as needed when editing.

0 A Normal priority is used if the action is a normal follow up.
0 A High priority is used if the action is of extreme importance.

m  The Due Date of the action will default to the last due date associated to the action. The due

date of the action can be changed by using the Calendar TE icon or keying in the date using the
correct formatting.

m  The Due Time of the action will default to the last due time associated to the action. The due
time of the action can be changed by selecting the appropriate time for the action from the hour,
minutes and AM/PM drop-down boxes.

Note: The open action will not appear on the HOME > ACTIONS screen of the user it is
assigned to until its Due Date and Time unless the [Show] filters default settings have
been altered.

m  The Time Zone of the action will default to the last time zone associated to the action. The time
zone can be changed by selecting the appropriate time zone for the action from the drop-down
box.
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m  The action will default to the last user the action was assigned or the current user accessing it.
If the follow up is being created for one of the assigned employees, click the option next to the
name of the employee the follow up is being created for. If the person the follow up is being
created for is not displayed, perform the following steps:

0 Click the Others option.
0 Enter at least two characters in both the First and Last name search fields.

0 Click the Search button. If a match is found, the name will be displayed in the Assign box
next to the Others option.

0 Select the Others option to assign the action to this user.

0 If a match was not found or the search results returned were incorrect, click the Requery
button to run a new search.

0 If the action added is associated to a Restricted Access policy, the action may only be
assigned to the people assigned to the policy.

m [If the action was created from or attached to a policy, the policy number relating to the action is
displayed in the policy field. This cannot be changed.

m If a certificate was attached to the action, it will be displayed in the certificate field and cannot be
changed.

m  Edit the Description if applicable.

0 Enter the current Action notes in the Memo field. The previously saved Memo is
automatically moved to the Previous Memo section, leaving the Memo field empty for
new text. Text in the Previous Memo box cannot be edited or deleted.

m  The Previous Memo field displays any previous memos associated to this action.

m  To Synchronize this action with Outlook, proceed to the HOW to Synchronize Actions with
Outlook section in this chapter.

m  Click the appropriate button at the bottom of the screen:
0 Save: This will close the action pop-up window and save the action.

0 Save & Add: This will save the action and refresh the action pop-up window to add a
new action.

0 Cancel: This will close the action pop-up window without saving any information.

HOW to Use the Home - Actions Summary Screen

m  Click the HOME link on the Utility menu.

m  The three levels of actions, (Personal, Client or Policy) that fall within the search filter criteria are
displayed in a summary view.
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%ure HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS Bookmarks: Expand | Add | Remove Selacted
ACTIONS | OPPORTUNITIES | MARKETING | BINDER LOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY
Hello, Betsy Cormier »
actions
All v [MS Outlock] Showing page 1 of 1 Page|1 ¥ [Export] Filter: [Show] [Add New &ction]
Client Name  Action Topic  Policy-1D #/Ref Due Date Days Left Created By Updated By
Details Priority Action Type  LOB(s)/Eff-Exp Dates Status DueTime (Overdue By) Assigned To Created On Updated On
-~
Personal Action
Personal 08/07/2007 = . Susan McDonough  Betsy Cormier
B 5] Appointment OPeN  g.01 AM EST (58) By Exml=r 08/07/2007 10/02/2007
Training Live Meeting - Conference # 1-800-672-8906
Cormier Quick Stop,
Inc.
Binder123456
“é"‘cbf'"“s Esupment Floster .. o 10/05/2007 Betes Betsy Cormier Betsy Cormier
= [08/22/2007 - 08/... = 12:01 AM EST ey e 10/02/2007 10/02/2007
Underpritar
Call u/w to see if policy number has been assigned
New England Power
Generator
ReinstiionRan
Renewal Flood - Commaerdia... 10/05/2007 . Betsy Cormier Batsy Cormier
& Annctation  [09/10/2008 - 09/... Open 15101 am EST Betsy Cormier 09/10/2007 10/01/2007
test save & add -
< >

m  If you have access to multiple branches, selecting a Branch from the drop-down box will narrow
down the search results.

m  The & [MS Outlook] link is used to synchronize Nexsure actions with a user’s Outlook calendar
or Outlook tasks. Proceed to HOW to Synchronize Actions with Outlook in this chapter.

m  Nexsure displays ten actions per page. If there are more than ten actions, the Navigation paging
links at the top of the actions screen will be active. Use the paging links or the page drop-down
box to navigate to the additional pages.

Note: The default [Show] filter settings will determine what is displayed in the summary
view when clicking the Actions link on the Home menu, Client menu or actions tab at the
policy level. For information on using search filters, see “HOW to Search for Actions” and
“HOW to Customize Default Filter Settings for Actions” later in this chapter.

m  Click the [Show] filter to display the search criteria used. If the search criteria is incorrect, change
the Search criteria and click the Search button to initiate a new search. Search results will display
actions for a restricted policy only if the person logged on is assigned to the restricted policy.

m  Personal Actions are displayed with one Details @5’ icon.

0 Clicking the Details I%f" icon will display the personal action.

m  Client and Policy level Actions are displayed with two Details E? icons.

0 Clicking the Details E" icon with the blue border displays the card file for the client.

0 Clicking the white Details I%? icon displays the action pertaining to the client or policy.

m If the action was created from the Client or Policy level, the client’s name will be displayed in the
Gray line.
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m  Ared flagicon (displayed under the client’s name on the Actions Summary screen) indicates this
action has a high level of priority.

m  The Action Topic and Type will be displayed.
0 Topics are unique and allow grouping of like items together.

0 Types are the description of the action. Any icons displayed to the left of the topic were
selected when the Actions were created in Setup.

m  If the action was created from the policy level actions tab, the policy number, line of business
and effective date will be displayed.

m  The Status of the Action is displayed as either:
o Open meaning follow up is required for the action —or-
0 Closed meaning the follow up has been completed on this action.
m  The Due Date is the date the action will appear for follow up on the HOME > ACTIONS screen.

m  The Due Time is the time the action will appear on the HOME > ACTIONS screen.

Note: If more than one action is due on the same day, a due time can be assigned to each
action to address each action in chronological order.

m  The Days Left (Over Due By) displays a countdown of days the action is due or overdue. The
number will be displayed in one of three colors and will change accordingly:

0 Green indicates more than five days before the due date.
0 Orange indicates five days or less before the due date.
0 Red indicates the number of days past the due date.

m  The action will be displayed on the Assigned To users HOME > ACTIONS screen on its due date
and time.

m  Created By / Created On displays the user and the date the action was created.
m  Updated By / Updated On displays the user and the time the action was last updated.

m  Clicking in the memo portion of the action (which is the last line in the summary of each action)
displays all notes, users, dates and times the action has been posted to.
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Closing and Reopening Actions

When an action follow up is completed, the status of the action should be changed to closed. The action
will be saved as a permanent record at level the action was created from. If an action has been completed
and closed and it is later discovered that further follow up is needed a closed action can be reopened. This
eliminates the need to create a new action to address an existing or past issue.

All actions, both open and closed, can be accessed from the HOME > ACTIONS screen.

Note: The Status of all actions can be change from Open to Closed and back again an
unlimited number of times. You can also add a memo to a closed action. This eliminates
the need to create a new action to address an existing or past issue.

HOW to Close an Action

m  Click the HOME link on the Utility menu.

m If an action is due today or past due, and the follow up has not completed, it will be displayed in
a summary view. If the action is suspended out into the future, click the [Show] filter to display
the search criteria. Enter information applicable to the action being searched for. If the action
pertains to a client or policy, be sure to enter the client’s name and/or policy number. The more
information entered in the search filter, the more refined the search results will be. For more
information on searching for Actions, see “HOW to Search for Actions” later in this chapter.

Note: An action with a future follow up date can be closed if the action is completed
before it’s due to appear on the HOME > ACTIONS screen for follow up.

m  Click the Search button.

%ure HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remave ed W

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

Hello, Betsy Cormier 3
actions
All b [c‘:::--] Showing page 1 of 4P M page|1 ¥ [Ex::'t] [Add New] Filter: [Hide]
Action Topic: B Assigned To: Betsy Cormier Created By: Last Updated By:
Action Type: B Due Date (Fr): L] Due Date (To):(10/7/2008 ] | Policy Not
Action Status:| Open v Client Name: Memo: Certificste No:
Description:
Sort Field 1: Due Date v Sert Order 1: Ascending “ Sort Field 2: Client Name ¥ Sert Order 2: Ascending v
Fies per page: |5 v

%} Frederick Smith
Unassigned
B New business Auto - Commercial ... 10/07/2008

Betsy Cormier Betsy Cormier
v % 2ppointment [10/06/2008 - 10/...  OP®"  13:01 AM EST

(0) Betsy Cormier 10/06/2008 10/06/2008

New Client Appointment

New Client Appointment - set up appointment for next week

Rechmologio PAGE 475



CHAPTER 16 NEXSURE® TRAINING MANUAL - CRM

m  All actions that fall within the search criteria entered will be displayed. Search results will display
actions for a restricted policy only if the person logged on is assigned to the restricted policy.

m  Personal Actions are displayed with one Details @? icon.
0 Clicking the Details I%’ icon will display the personal action.
m  Client or Policy level actions are displayed with two Details @’ icons.
0 Clicking the Details E’ icon with the blue border, displays the card file for the client.
0 Clicking the white Details @’ icon displays the Action pertaining to the client or policy.

m  Click the Details E’ icon of the completed action to close.

m [f the action was created from the client level, the client’s name is displayed in the name field and
cannot be changed.

m  The Topic and Type of action are displayed.

m  The Status will display as Open. Change the status in the drop-down box to Closed.

Acton ttems (et e 652 nexsure

Name: Personal Action
Assign

Topic:
@ Current User : Betsy Cormier

Type:

Date; |9/26/2008 ;1)
Due E

|(GMT-05:DD] Eastern Time (US & Ca |+

O others:

Description
|Departrnent Meeting

Memo

Previous Memo

Department Meeting to review new products
Created By: [Betsy Cormier] To: [Betsy Cormier] Date: [09/12/2008 1:31 PM EST]

MS Office Integration
Ms Outlosk || Reminder [_save |[Save & add | cancel |

m  Because the action is being closed:

0 The Priority, Due Date, Due Time, Time Zone, User Assigned and the synchronization
process will default to the last selection made on the action. These items do not need to
be changed.

m [If the action was created from, or attached to a policy, the policy number relating to the action is
displayed in the policy field. This cannot be changed.
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m [f a certificate was attached to the action it will be displayed in the certificate field and cannot be
changed.

m  Enter the reason the action is being closed in the in the Memo box. Edit the Description box if
necessary.

m  The Previous Memo box displays any previous memos associated with this action. Text in the
Previous Memo box cannot be edited or deleted.

m  Click the appropriate button at the bottom of the screen:
0 Save: This will close the action pop-up window and save the action.

0 Save & Add: This will save the action and refresh the action pop-up window to add a
new action.

0 Cancel: This will close the action pop-up window without saving any information.

m  Actions may be setup to display an Alert when the action is being closed. Click OK to close the
alert message and continue.

Action Ttems (Ref No: 12867) rmure

Name: Jane Cooke

' Assign

Topic: @ Current User : Betsy Cormier

Type: ) Account Manager : Susan McDonough
Status: QO others:
Priority:

e —

o I

[ (GMT-05:00) Eastern Time (US & Ca v | S

Policy:
Certificate: :
Description Windows Internet Explorer E]

2008 Auto Renewal
Memo

MVR Received and valid

! E Send application to Carrier for quote if MVR is valid.

Previcus Memo

2008 Auto Renewal - run MVR
Created By: [Betsy Cormier] To: [Betsy Cormier] Date: [10/07/2008 4:18 PM EST]

M5 Office Integration

[ ms outlesk || Reminder [ save |(save & add ][ cancel |

m  Closing an action may display a predetermined subsequent action. The subsequent action
displays with a default memo in the action’s memo section. The subsequent, or linked, action
must be saved. Setup of the linked action determines if the user is allowed to Cancel, or modify
the Topic and Type of the action before it is saved.
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acton Teems nexsure

Name: Jane Cooke
Assign
Topic:
@ Current User : Betsy Cormier
Type:

Briority:
Date; | 10/14/2008 &)

prename: ||
e (12 1] [01 ]| [am ] [ ]

) Account Manager : Susan McDanough
O others:

[ (GMT-05:00) Eastern Time (US & Ca v |

Policy: [(A) (Policy) PASB7234765 (PAUTO), [10/02/2008 - 10/02/2008] v [show]

Certificate: [ v show]

Description

Memo

Received signed UN form from client.

Previous Memo

MS Office Integration

1 s outoak L Raminder

E3 Renaval PAS87234765; Auto - Personal (PAUTO): [10/02/2008 - 10/02/2009]
B run MuRr for 11/06/2008 . : Betsy Cormier  Betsy Cormie
Cllient Se==t 12:01 PM EST Betsy Cormier 10/07/2008  10/07/2008
2008 Auto Renaval
MVR Received and valid =

E3 Renaval PASS7234765; Auto - Parsonal (PAUTO); [10/02/2008 - 10/02/2008]

: 10/14/2008 . Betsy Cormier Betsy Cormie

o / g .
?] UM Form Signed? ¥ Cpen Cns AU e 7 Betsy Cormier

10/07/2008 10/07/2008
2008 Auto Renewal

Received signed UN form from client?

HOW to Reopen an Action

m  Click the HOME link on the Utility menu.

m  Click the actions [Show] filter to display the search criteria. Enter information applicable to the
closed action being searched for. If the action was pertaining to a client or policy, make sure to
enter the client’s name and/or policy number. When searching for a closed action, change the
action status drop-down box to Closed. The more information entered in the search filter, the
more refined the search results will be. For more information on searching for Actions, see “HOW
to Search for Actions” later in this chapter.

m  Click the Search button.
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HOME | HELP | SETUP | LOGOUT
SEARCH | ORGAMIZATION | REPORTS | CAMPAICNS Bookmarks: Expand | Add | Remove Selacted &#
ACTIONS | OPPORTUNITIES | MARKETING | BINDERLOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY

Hello, Betsy Cormier »
actions
All ¥ | [ [0utloak] M 4 Showing page S of 5PN page|5 ¥ [ (S0l [Ade New] Filter: [H{EE]
Action Topic: E] Assigned To: Creatsd By: Last Updated By:
Action Type: B Due Date (Fr): “E]  Due Date (To): i = Policy No:
Action Status: Closed hd Client Name: cormier construction Memo: Certificate No:
Description:
Sort Field 1: Description v Sort Order 14 Ascending v Sort Field 2:| Action Status v Sort Order 2 Ascending
Files Per Page: |5 v

m  All actions that fall within the search criteria entered will be displayed. Search results will display
actions for a restricted policy only if the person logged on is assigned to the restricted policy.

m If the search results returned were incorrect, click the Clear button, change the search criteria
and click the Search button to initiate a new search.

%ure HOME | WELP | SETUP | LOGOU

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected W
ACTIONS | OPPORTUNITIES | MARKETING | BINDER LOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY

Hello, Betsy Cormier »
actions
All « Cutlook] M 4 showing page S of 3# K  page|5 ¥ [ 2ror]  [2dd nen] Filezr: [Show]
Client Name  Action Topic  Policy-ID #/Raf Due Date Days Left Created By Updated By
Details Priority Action Type  LOB(s)/Eff-Exp Dates Status Due Time (Overdue By) Assigned To Created On Updated On
~
E®  cCormier Construction,
Inc.
WC Safeco
Marketing Workers Compens... 03/28/2008 . ‘ ) Betsy Cormier Betsy Cormier
B © Annotation  [03/28/2008 - 03/...  —losed o M psT @ ey i 03/28/2008 08/01/2008
2008 WC Marketing
Application to Safeco to get coverage out of Assignad Risk Markat =
Cormier Construction,
Inc.
GL123456
Cancellation General Lizbility - ... 08/08/2008 ot ) . Betsy Cormier Betsy Cormier
@ Annotation  [03/28/2008 - 03/...  C0sed 150 A paT (o) Betsy Cormier 08/01/2008 08/01/2008
[Abart Cancellation.
Abort Cancellation. =
E?  cormier Construction,
Inc.
GL123456 A

m  Personal Actions are displayed with one Details @5’ icon.
0 Clicking the Details @5} icon will display the personal action.
m  Client or Policy level actions are displayed with two Details @9 icons.
0 Clicking the Details E’ icon with the blue border displays the card file for the client.

0 Clicking the white Details I%? icon displays the action pertaining to the client or the
policy.
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m  Click the Details @’ icon of the closed action to be reopened.

Action Trems (Ref No: 33 nexsure

Name: Cormier Construction, Inc.
Assign
Topic:
@ Current User : Betsy Cormier
Typet
P (O Account Manager : Susan McDonough

=t O others:
oo [s/8/2008 &

Frstams: |
Tii”j o ]

[ temT-08:00) Pacific Time (US & can v

Policy:
Certificate:

Description
Abort Cancellation.

Memo

Previous Memo
Abort Cancellation.
Appended By: [Betsy Cormier] To: [Betsy Cormier] Date: [08/01/2008 11: 13 AM EST] =
Client paid balance in full. Follow-up for reinstatement from carriel

Appended By: [Betsy Cormier] To: [Betsy Cormier] Date: [08/01/2008 11: 12 AM EST]
Client brought payment to office. Follow-up for reinstatement.

Appended By: [Betsy Cormier] To: [Betsy Cormier] Date: [08/01/2008 11:11 AM EST]
Cancel for non-payment of premium

Created By [Retsw Cormisrl Ta: [Betey ~armier] Date: [NA/1/2003 11:09 AM FST]

M5 Office Integration
[ ms outlook | | Reminder Save |[Save & Add | Cancel |

m If the action was created from the Client level, the client’s name is displayed in the name field.
This cannot be changed.

m  The Topic and Type of action are displayed. The Closed status locks down the topic and type,
after reopening and saving the action, the topic and type may be changed.

m  The Status will be displayed as Closed, change the status in the drop-down box to Open.

m  The Priority of the action will default to the last priority associated with the action. Select the
appropriate Priority from the drop-down box.

0 A Normal priority is used if the action is a normal follow up.
0 A High priority is used if the action is of extreme importance.

m  The Due Date of the action will default to the last due date associated with the action. The due

date of the reopened action should be changed. Use the Calendar || icon or key in the new
due date using the correct formatting. If the due date has passed and is not changed, a pop-up
window will be displayed when saving the action notifying the user of the past date. Click OK to

use the past date or click Cancel to go back and enter a new due date.

Microsoft Internet Explorer

\?/ Due Date entered is a date in the past. Do you still want to use this date?

m  The Due Time will default to the last due time associated to the action. The time will be displayed
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on the HOME > ACTIONS screen can be changed by selecting the appropriate time for the action
from the Hour, Minutes and AM/PM drop-down boxes.

Note: The open action will not appear on the HOME > ACTIONS screen of the user it is
assigned to until its Due Date and Time unless the [Show] filters default settings have
been altered.

m  The Time Zone defaults to the last time zone associated with the action. The Time Zone can be
changed by selecting the appropriate time zone for the action from the drop-down box.

Action Items (Ref No: 233) nE?@UIE

Name: Cormier Construction, Inc.

Assign
Topic: K
@ Current User : Betsy Cormier
Type:

Date, |10/8/2008 5]

T R

OAc:ﬂunt Manager : Susan McDonough

O others:

| (GMT-08:00) Pacific Time (US & Can W

Policy:
Certificate:

Description

Cancellation

Memo

Copy of reinstatement notice requested by mortagee. Carrier is faxing a copy.|

Previous Memo

Abort Cancellation.

Appended By: [Betsy Cormier] To: [Betsy Cormier] Date: [08/01/2008 11:13 AM EST]
Client paid balance in full. Follow-up for reinstatement from carrier.
Appended By: [Betsy Cormier] To: [Betsy Cormier] Date: [08/01/2008 11:12 AM EST]
Client brought payment to office. Follow-up for reinstatement.

Appended By: [Betsy Cormier] To: [Betsy Cormier] Date: [08/01/2008 11:11 AM EST]
Cancel for non-payment of premium

Created Ay [Batey Cormier]l Tn: [Betey Cormier] Date: [08/01/2008 110G AW FST1

2

v

M5 Office Integration
[ ms outlack || Reminder [_save |[save & add | Cancel |

m  The action will default to the last user the action was assigned to or the current user accessing
it. If the follow up is being created for one of the assigned employees, click the option next to
the name of the employee the follow up is being created for. If the person the follow up is being
created for is not displayed, perform the following steps:

Q

Q

Click the Others option.
Enter at least two characters in both the First and Last name search fields.

Click the Search button. If a match is found the name will be displayed in the Assign box
next to the Others option.

Select the Others option to assign the action to this user.

If a match was not found or the search results returned were incorrect, click the Requery
button to run a new search.

If the action added is associated to a Restricted Access policy, the action may only be
assigned to those users assigned to the policy.

Dimensional’
Technologies
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m [f the action was created from or attached to a policy, the policy number relating to the action is
displayed in the policy field and cannot be changed.

m If a certificate was attached to the action it will be displayed in the certificate field and cannot be
changed.

m  Enter the action notes in the Memo field. Edit the Description if applicable.

m  The Previous Memo box displays any previous memos associated to this action. Text in the
Previous Memo box cannot be edited or deleted.

m  To synchronize this action with Outlook proceed to the HOW to Synchronize Actions with
Outlook section in this chapter.

m  Click the appropriate button at the bottom of the screen:
0  Save: This will close the action pop-up window and save the action.

0 Save & Add: This will save the action and refresh the action pop-up window to add a
new action.

0 Cancel: This will close the action pop-up window without saving any information.

Notes

Dimensional”
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Tracking Actions

Open and closed actions can be tracked from the Home menu, Client menu or from the policy level. The
Home menu, depending on your filter settings, can display all open and closed actions for the agency. The
Client menu will display actions associated to the client and policy level. The policy level will display actions
associated only to the policy accessed.

Note: For information on default Search Filter settings for Actions, see “HOW to Search for
Actions” and “HOW to Customize Default Filter Settings for Actions” later in this chapter.

How to Track Actions From the Home Menu

The HOME > ACTIONS link serves as a way to keep track of all actions due today or in the past, that have not
yet been completed. Actions will appear in a summary view. The Home menu is accessible by clicking the
HOME link on the Utility menu in the upper right hand corner of the screen. The HOME > ACTIONS screen
will be the first screen displayed.

Note: If the action is suspended out into the future or closed, it will not appear on the
HOME > ACTIONS link unless the [Show] filters default settings have been altered to allow
these actions to be displayed.

%ure HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS Bookmarks: Expand | Add | Remove Selected
ACTIONS | OPPORTUNITIES | MARKETING | BINDER LOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY
Hello, Betsy Cormier 13
actions
All v| [ (Ms outloak] Showing page 1 of 1 Page|1 ¥ [Export] Filter: [Hide]  [Add New Action]
Action Topic: Assigned To:|Betsy Cormier Created By: Last Updated By:
Action Type: Due Date (Fr): gl | Due Date (To): 10/5/2007 e m| Policy No:
Action Status:| Open v Client Name: Memo: Certificate No:

Sort Field 11 Due Date v Sort Ord=r 11| Ascending v sort Field 2: Client Name v Sort Order 2: Ascending b
Fles barpages 5 v
Client Name  Action Topic  Policy-ID #/Ref Due Date Days Left Created By Updated By

Details Priority ActionType  LOB(s)/Eff-Exp Dates Status Due Time (Overdue By) Assigned To Created On Updated On
-~
Personal Action
Personal 08/07/2007 — ) Susan McDonough Batsy Cormier
B [l ~ppointmant OPen  g:01 AM EST (58] Betsy Carmier 08/07/2007 10/02/2007
Training Live Meeting - Conference # 1-800-672-8906
Cormier Quick Stop,
Inc.
! Binder123456
New b
@E’wc u”smess Equipment Floater ... 10/05/2007 aetey G Betsy Cormier Betsy Cormier
e &3 [08/22/2007 - 08/... PEN 12:01 AM EST S = 10/02/2007 10/02/2007
Underuriter
Call u/w to see if policy number has been assigned

m  Clicking the ACTIONS link on the Home menu displays all personal, client and policy level actions
due today or in the past, based on the settings selected and saved in the [Show] filter. To change
what is displayed, click the [Show] filter, change the search criteria and click the Search button to
initiate a new search.

m  Personal Actions are displayed with one Details @5} icon.
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0 Clicking the Details E’ icon will display the personal action.
m  Client or Policy level actions are displayed with two Details @9 icons.
0 Clicking the Details E’ icon with the blue border displays the card file for the client.

0 Clicking the white Details @f" icon displays the action pertaining to the client or the
policy.

m  Clicking the Details @9 icon of the action displays the Action pop-up window for the selected
action.

HOW to Track Actions From the Client Menu

m  Access the appropriate entity through SEARCH.

m  Clicking the ACTIONS link on the Client menu displays both client and policy level actions due
today or in the past, based on the configured and saved [Show] filter settings. To change what is
displayed, click the [Show] filter, change the search criteria and click the Search button to initiate
a new search. Search results will display actions for a restricted policy only if the person logged
on is assigned to the restricted policy.

m [f the action was created from the policy level actions tab, the Policy Number, Line of Business
and Effective Date display in the summary view.

m  Clicking the Details Eﬁ' icon of the action displays the Action pop-up window for the selected
action.

HOW to Track Actions From the Policy Level

m  After accessing the appropriate client through SEARCH, click the POLICIES link on the Client
menu.

m  Click the Details E’ icon of the policy the Action applies to.

m  Clicking the actions tab displays policy level actions due today or in the past, based on the
settings selected and saved using the [Show] filter. To change what is displayed, click the [Show]
filter, change the search criteria and click the Search button to initiate a new search.

m  Clicking the Details I%”' icon of the action displays the Action pop-up window for the selected
action.
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HOW to Search for Actions

Actions can be viewed at HOME > ACTIONS, Client menu > ACTIONS and policy actions. See “HOW to Use
the Home — Actions Summary Screen”, “HOW to Track Actions From the Home Menu”, “HOW to Track
Actions From the Client Menu” and “HOW to Track Actions From the Policy Level” to understand how to
access Actions at each level.

The summary view of Actions accessed at each level is determined by the default filter settings for that view
of Actions. The Nexsure default view of Actions displays Open Actions assigned to the logged on User due
through the current date. Actions are displayed ten (10) items per page in Ascending order by Due Date,
alphabetically by Client Name.

Note: Search results will display Actions for a restricted policy only if the person logged on
is assigned to the restricted policy.

Click the actions filter [Show] link to display Search Filters. The Search Filter is used when searching for
specific items or for applying sort filters to change the display order of search results.

HOME > ACTIONS

| HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS ookmarks: Expand | Add | Remove Selectad "
| OPPORTUNITIES | MARKETING | BINDER LOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY

Hello, Betsy Cormier 3
actions
All - [Outloak] Shawing page 1 of 1 Page[1 ¥ [Export] Filter: [Hide]  [Add New]

Save I Reset
Action Tuplc:l—J Assigned Tas|User Logged On Created By: Last Updated By:
Action Type: J Due Date (Fr): ?ﬁ Due Date (To):|Current Date ?ﬁ Policy Mo
Action status:IOpen vl Client Name: Memo: Certificate No:
Descriptiun:l—

Sort Field L:IDue Date = Sert Order 1: Ascending = Sert Field 2: Client Name = Sort Order 21| Ascending =

Files Per Page:

Client menu > ACTIONS

| HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected W%

| TRANSACTIONS | DELIVERY | T-LOG

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS |

Client Name: Lawrence Fasulo »

actions

Showing page 0 of 0 Pagel ] Filter: [Hicz]

Action Topic: J Assigned Tu:IUser Logged On Created By:l Updated By:
Action Type:l—ﬂ Due Date (Fr):l— F | Due Date (Tu):lm ?ﬁ Policy Nu:l—
Action status=|0pen vl Mema:l Certificate Nu:l Retail Agent:
Description:l—

Sort Field 1:/ Due Date - Sort Order 1:|Ascend|ng vI Sort Field 2:| Line of Business vl Sert Order 2:| Ascending <
Files Per Page:| 10 - Search I Restore Clear I
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Policy > actions

| HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected %
CLIENT PROFILE | OPPORTUNITIES | MARKETING | | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Lawrence Fasulo Personal Account

underwriting policy info assignment attachments actions qualification history ~ transactions claims summary of insurance classifisds delivery

Showing page 0 of 0 Pagel_;l Filter: [Hide] [Add New]
Save Reset
Action TDpi(:I—J Assigned TD:IW Created By:l— Update By:
Action Type: J Due Date (Fr) ;l— j;.fj Due Date(Tu]:m ?f.l
Action Statusi| Open vl Mamao: Description:

Sert Field 1:(Due Date vl Sert Order 1:| Ascending VI Sert Field 2:| Assigned To vI Sert Order 2: Ascending 'l

Files Per Page:(10 = Search

Enter information applicable to the Action being searched for. The more information entered in Search Filter
criteria, the more refined the search results will be.

m When searching HOME > ACTIONS for an action that pertains to a client or policy, be sure to
enter the client’s name and/or policy number.

m  An Action that is due in the future will display in search results only when the Due Date (To)
includes the Action’s future due date. An Open Action due 3/1/2009 will not display if the search
filter Due Date (To) date is 2/25/2009.

m  Use the Action Topic ellipsis to narrow search results to one or more defined Action Topics. To
select multiple Action Topics for use in a search, click the ellipsis button to the right of the Action
Topic search filter box. The Action Topics selection box pop-up displays. Hold the Ctrl key and
select the Action Topics to be used as search criteria. Click the [Select] link to add the selections
to the Action Topic search filter box.

Acton Topcs nexsure

Select Action Topic (Hold CTRL-Key for multiple selections)

Note: Inactive topics are shaded in gray.

[ 5elect ][ Close |

m  The selected Action Topics are listed, separated by a comma, in the Action Topic search filter box.
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| HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected
| OPPORTUNITIES | MARKETING | BINDER LOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY

Hello, Betsy Cormier

actions

Al = B routissi Showing page 1 of 1 page[1 7] [Export] Filter: [Hide]  [Add New]

Save I Reset I

Action TDpic:lmj Assigned TO:W Created By:l— Last Updatad By:li

Action Type:lid Due Date (Fr):l— j:.ﬁ Dus Date (Ta):IW ?ﬁ Policy No:li

Action Etatus:lcjpeﬂ—Ll Client NEmEll— MEmD:I— Certificate ND:li
Dascriptions

Sort Field 1: Due Date VI Sort Order 1:| Ascending VI Sort Field Z:IChem Name 'I Sort Order 2:| Ascending 2

Search

Files Per Page:

m  Use the Action Type ellipsis to select one or more Action Types for search filter criteria. The list
of Action Types available to select is determined by the selected Action Topics. Leave this box
blank to search for all Action Types associated with the selected Action Topics. Leave both Action
Types and Topics search criteria blank to return results for all Action Types and Topics.

Click the Search button to return Actions that meet the current search filter criteria. If the search results
returned are not correct, click the Clear button, change the search criteria and click the Search button to
initiate a new search.

Search results from HOME > ACTIONS may be exported to Excel by clicking the [Export] link on the top of
the screen to the left of the Filter [Show]/[Hide] link. Once the Action report is exported it may be saved or
printed.

| HELP | SETUP | LOGOU

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selectad i

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

Hello, Betsy Cormier

actions

All j [Outlosk] Showing page 1 of 1 Pagel 1> [Export] Filter: [Hide] [add New]

Save I Reset

Action TDpic:lmJ Assigned TD:W Created By:l— Last Updated By:l—

Action Type:lij Due Date (Fr):l— TF.EI Due Date (TDJ;W i Policy Nu:l—

Action Status:lm Client NEme:l— Memo:l— Certificate Nu:l—
Dascr\ptian:li

Sort Field 1:| Due Date hd Sort Order 1:| Ascending - Sart Field 2:| Client Name vI Sort Order 2:|Ascendmg i

10 - Search

Files Per Page:

The current Search and Sort filter settings may be saved as a personal default view. For instructions on
saving Search Filters, see “HOW to Customize Default Filter Settings for Actions”.
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HOW to Customize Default Filter Settings for Actions

The summary view of Actions displayed at HOME > ACTIONS, Client menu > ACTIONS and policy actions
can be customized by each user. Customizing default search filter settings is done separately at each level
where actions are viewed, HOME > ACTIONS, Client menu > ACTIONS and policy actions. The steps to save
a personal default view of Actions are the same at each level.

The user’s currently displayed Search and Sort filter criteria may be saved as a personal default view of
Actions by clicking the Filter Settings Save button. The next time Actions at that level is selected by the user,
the items returned will be filtered by default to display Actions that meet the saved search criteria. Exercise
caution when saving Search and Sort filter settings with a date range entered as returned Actions will be

restricted to that date range. Use the Date Variable EI icon to enter a variable number of days to set a
continuous date range as the search criteria. Enter + or — and the number of days up to three digits in the
Date Variable pop-up to establish date criteria before (-) or after (+) the current date before clicking Save.

n%um | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected W
| OPPORTUNITIES | MARKETING | BINDER LOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY

Hello, Betsy Cormier

actions

All j [Outleck] Showing page 1 of 1 Paggll vl [Export] Filter: [Hid=] [Add Me
I Save Reset
Action Tupic:lMa[kehng‘New bust Assigned Tu:IEIetsy Cormier Created By: Last Updated By:
Action Type| J Dus Date ()| TP Due Date (To){2/6/2009 2 | Palicy N[

Action Status:l Open - Client Name:l Memo: Certificate Na:l
DEs(riptin:m:I

Sert Field 1:| Due Date vl Sort Order L:IAscendmg hd Sort Field 2:| Client Name = Sort Order zzlAscending 'I
Files Per Page: | 100 'l Search Restore Clear

The user’s saved filter settings will not be altered by subsequent searches for specific actions. The saved
settings will remain as saved and will not be altered by those future searches. Clicking the Restore button
located between Search and Clear will return the search filter criteria to the saved personal default settings.
Use the Restore button if you want to view Actions by the saved default settings before leaving the screen.

Save Reset
Action Topic:|Marketing, New bu5|nJ Assigned To:IEletsy Cormier Created Ely:l L=st Updated By:
Action Type: J Due Date (Fr):l— j;.ﬁ Due Date (TGJ:W ?ﬁ Paolicy Nu:l—
Action Status:lm Client Name:l— Memﬂ:l— Certificate Nn:l—
Descriptiamli
Sort Field 1: m Sort Order L:W Sort Field z:lm Sort Order Z:W
Files Per Page: Search

When search filters are saved, the Reset button is activated. Reset is used to restore the default filter settings
to the Nexsure default at that level. Reset removes any previously saved search filter criteria. The next time
Actions at that level is selected by the user, the items returned will be filtered by the Nexsure default. Search
filters that display an inactive Reset button do not have any saved filter settings.
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Action TDDiGIMarkEting,New businJ
Action Type:l

Action status:l Open d
Description :I

Sort Field 1:| Due Date 'I

100 'l

Files Per Page:

Filter Settings Buttons

Save | L Reset
Created Ely:l Last Updated By:l
;ﬁ Policy Nu:l

Dus Date (To)[2/6/2009 | P
Memu:l Certificate Nu:l

Assigned To:|Betsy Cormier
Due Date (Fr): j:iﬁ
Client Name:

Sert Order 1:| Ascending 'l Sort Field 2:|Client Name 'l Sort Order 2:|Ascending b

Search | Ra';tnrel Clear

Description

Clicking Save stores the current search criteria as the user’s personal default view of

Save HOME > ACTIONS.
Clicking Restore returns the search results to the saved search criteria after

Restore . . . e
performing a search using different search criteria.

Reset Clicking Reset restores HOME > ACTIONS to the Nexsure Default and removes any
saved search criteria.

Notes
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