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Chapter 17

Attachments
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Adding a Document without a Template
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Attaching Outlook Messages

Adding an Attachment

Clicking on the ATTACHMENTS link at client level or the attachments tab from underwriting level provides
the ability to add documents to either the client or policy. The type of attachments that may be added are
PDF, MSWord, MSExcel, JPG, TIF, BMP, TXT, or GIF with a 25MB limit per attachment.

To add attachments begin by clicking on either the ATTACHMENTS link on the Client menu to add to the
client or the attachments tab at underwriting level to add to the selected policy.

HOW To Add an Attachment at Client Level

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

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

Client Name: New England Power Generator »
attachments
I Eolger View [ Add New] Showing Page 1 of 1 [ DMS ] Filtars: [ Show ][ Hide ] [ Add Mew]

E-[Z|New England Pous
— Details Attachment Name B

LOB/Policy # Crested By

Catagory Dascription Do Typs Starus (PRER 0V Data Crastad Remove

m  Click the ATTACHMENTS link on the Client menu. The attachments tab defaults to display all
attachments for the client. If the Folder View is selected, only attachments in the selected folder
will display. See section “HOW to Work with Client Level Attachment Folders” in this chapter.

Note: If an attachment is associated to any restricted policy, that attachment can only be
accessed by staff members assigned to the restricted policy.

m  Click the [Add New] link on the left or right side of the screen to display the Add New
Attachment pop-up.

m  Select the Add Attachment option. The dialog box expands to include additional criteria for
adding the attachment.
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Nexsure Office Integration nexsure

Add New Attachment

 add Attachment

" Create Document vith Template

' Create Document vithout Template
' Attach Qutlook Messages

7 Add External Attachmant

Select Clear
| e

Add Fila:

=

=

ac [
Description:
Date: 02/13/2003

Vievable by Portal User: [ Client [ Retail Agent [ Carrier

m  To search for the document to be attached, click on the Select button. Locate and select the
document to be attached. Click Open in the Choose File dialog box to attach the document to the
client.

m  The Policy and Certificate boxes default to None. An attachment added at Client level may be
associated to a specific Policy or Certificate by selecting the applicable Policy or Certificate from
the drop-down box. To default to a Policy or Certificate, see “HOW to Add an Attachment at Policy
Level” later in this chapter. Attachments added to a Policy or Certificate will be available from the
Policy or Certificate’s attachments tab.

m  The Attachment Name should be a short name and the Attachment Description should include
more details about the attachment to describe it.

m  The date automatically defaults to the date the attachment is being added.

m  Selecting the Client and/or Retail Agent check boxes will make the attachment available to
contacts with rights to access attachments through the Client or Retail Agent Portal. For
information on Portal Access, see “Retail Agent Access”, Chapter 1, and “Client Access”, Chapter
2, in the Portal Access Training Manual.

m  Clicking the OK button will add the attachment to the selected client. Clicking Cancel will abort
the attachment.

HOW To Add an Attachment at Policy Level
nexsure e e e oo

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

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOC
Client Name: New England Power Generator

undenwriting  policy info actions

[ Add New] Showing Page 0 of 0 [DMS ] Filters: [ Show ][ Hide ] [ Add New]

Crastad By
Updated By

LoB/Policy =

Detsils  Attachmant Hame Cart #/Raf # Cat=gory  Description Doc Type Status Date Created  Remove

m  Click the attachments tab at policy underwriting. Attachments that pertain to the policy display.
Folder View is not available at policy level.

Note: If the policy is restricted, attachments can only be accessed by staff members
assigned to the restricted policy.
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m  Click the [Add New] link on the left or right side of the screen to display the Add New
Attachment dialog box.

m  Select the Add Attachment option. The dialog box expands to include additional criteria for
adding the attachment.

Nexsure Ofice kntegration nexsure

Add New Attachment

& add attachment

' Create Document vith Template

' Craate Document vithout Template
 attach Outlook Messages

€ add External Attachment

Select Clear
Add File:

Policy: [UL15131/Verment Mutual/Monoline =l
Nate: Policy Number / billing Company / Policy Type

Cartificate: [None =l

Note: Cert # / Ref =

Narma: |
nt [

n:
te: 02/15/2009

vievable by Portal User: [ client | Retail Agent [ carrier

m  To search for the document to be attached, click the Select button. Locate and select the
document to be attached. Click Open in the Choose File dialog box to attach the document to the
client.

m  The Policy selection defaults to the policy on the underwriting tab. A different policy may be
selected. The Certificate field defaults to None. To attach a document to a certificate, click the
attachments tab in the certificate.

m  The Attachment Name should be a short name and the Attachment Description should include
more details about the attachment to describe it.

m  The date automatically defaults to the date the attachment is added.

m  Selecting the Client and/or Retail Agent check boxes will make the attachment available to
contacts with rights to access attachments through the Client or Retail Agent Portal. For
information on Portal Access, see “Retail Agent Access”, Chapter 1, and “Client Access”, Chapter
2, in the Portal Access Training Manual.

m  Clicking the OK button will add the attachment to the selected client. Clicking Cancel will abort
the attachment.
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HOW To Work With Client-Level AHachment Folders

Attachment folders are available to organize a high volume of client attachments. To view folders, click
ATTACHMENTS link on the Client menu. When the client attachments tab is first displayed, all attachments
for the selected client are shown. The Folder View panel is on the left of the attachment summary.

I 5o | ORCANIZATION | REPORTS Ers e e Bl | (28 | e Sy

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

Client Name: New England Power Generator 3
attachments
™ Folder view [ Add Mew] Showing Page 1 of 1 [DME ] Filtars: [ Show ][ Hide ] [ Add New]
-7 New Engiand Pos] =
4 Details Attachment Name s Catagory Dascription Doc Typa Status  “o2=9BY o Crected Remove
57| Commercial art =/Ref = Updated By
T el ||| B e et Loty - 2005 e sgpsemane WS Seal B2 ST oorasraone By
-7 Claims BF  test Ut = C“""me"‘a‘ Personal Lines Letters  test carrier MS Word  Draft ::::: Cormier  sor10r2007 By
. B LARenenat B vehsched "”‘an':;i';‘;”j“‘ Schedules Veh Scheduls forBinder M3 Word Draft oY ST o7/1s/2007 By
Lz 2008 = Auto - Commercial Betsy Cormier
i spreadst Br  Latter to varify vin e CL lattars Verify VIN Numbars Ms Word Drafe [22¥ COMTIEL 07/13/2007 B
{7 Underwri
~ L2 werd Do attachments
i Loss Runs
&L F|Personal

m Once afolder is selected, the Folder View check box is automatically selected indicating that
only attachments for the selected folder are displayed. To return to the default view of all
attachments, deselect the Folder View check box.

SEARCH | ORGANIZATION | REPORTS Bookmarks: Expand | Add | Remove Selected
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: New England Power Generator »
attachments
M Folder view [ Add New] Showing Page 1 of 1 [DMS ] Filters: [ Show ][ Hide ] [ Add New]
L2 New England o2 ¥
2 Details Attachment Name Leniels) o Catsgory Description DocType Status  Crested By Date Created Remave
E1-L7) Commercial Cert #/Ref # Updated By
= General Lisbility - Batsy Cormisr
53] Cancella B Lease P 2008 Lease agreement MS Excel Betoy Corminr o2/2s/2008 g
3| Claims
E-LZ| Renewal
4 o0 attachments
;)
L\ Soreadst
-7 T
T Word Do
{A)Loss Runs

m  The folder panel can be closed by clicking the collapse/expand button on the vertical scroll bar.
This button acts as a toggle for the folder panel. The folder panel may be re-sized by placing your
cursor on the vertical scroll bar until it turns into a double headed arrow. Drag the scroll bar to
the left or right to re-size the panel.

exsure

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

HOME | HELP | SETUP | LOGOUT

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

Client Name: New England Power Generator 3
attachments
™ Folder View [ Add New] Showing Page 1 of 1 [DMS] Filters: [ Show ][ Hide ] [ Add New]
B[ New England Pov=] ¥
e Dstails Attachmant Hama s Catagory Daseription ooc Type status SSEREEY pur crastad Ramovs
L2 commercal E{RETLE)
el ||| B e Serya e 2008 teose sgreement WS Ewel S ST ouzsiaes B
A daims B test u’"bm”jrr;hle"';me'“' Personal Lines Letters  test carrier MS Word  Draft ::::: cormier so/10/2007 g
= 7| Renewal B  veh sched "”‘Er"a‘z‘:;‘::’“‘ Schedules veh Schedule for Binder M5 word  Draft ::::: Cormier  ow/1sfz007 B
1.2 2008 . = Auto - Commarcial c Betsy Cormier
- sprecct BF  Letter to verify vIN A CL letters Verify VIN Numbers WS Word Draft pSiS¥ COTST  07/13/2007 £}
2 Underwri
+&Z] Word Do attachments
[ ZILoss Runs
~L 7| Personal
‘7| Personal Line
L cincinnat
{7 Renewsl
-5 RecydeBn —

4 e
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By default, each client has a client folder containing all client attachments and a Recycle Bin. Up to 100
folders per organization can be added. Folders are cross-organizational. Any folders added for one client
will show for all clients in the organization. Only staff members with security rights for addition, deletion,
or modification of folders can respectively add, copy, delete or rename a folder. Rights to add a folder
includes the rights to copy a folder. For information about adding and maintaining attachment folders, see
“Attachment Folder Setup”, in Chapter 10, Admin Training Manual.

m  Attachments are deleted by clicking the Remove % icon. Deleted attachments are added to the

Recycle Bin in the folder panel. Once the attachment is in the Recycle Bin, the Remove % icon
can again be clicked and the attachment is removed from Nexsure. Security templates control
the ability to delete attachments from Nexsure.

m  Attachments can be added to a folder or moved to another folder by clicking the document type
icon on the attachments tab to the right of the Attachment Name. The Update Attachment
dialog box is displayed. In the Folder area, select the folder to which the attachment is to be
added or moved. The folder is highlighted. If a folder is selected in error, click the Deselect
button. Click OK to add or move the attachment to the folder. Click Cancel to abort.

Nexsure Office Integration nexsure

Update Attachment

Viewable by Portal User: | Client [ Retail Agent [ Carrier
Foldar: s
2 » Deselect
L) Spreadshects E| =3
R Lnderwiting} _

[ 2| Word Documents

-L 7| Correspondsnce =
4 »

HOW To View an Added Attachment

m  While on either the Client-level attachments or policy-level attachments, use the [Show] link to
search for an attachment when there are more than just a few. The Search and Sort Filters will
display by default if saved search criteria does not find any attachments. Once displayed, the
Search Filters will remain open until closed by clicking the [Hide] link.

Note: Search and Sort Filters criteria can be customized and saved as a personal default
view of attachments. For instructions, see “HOW to Customize Default Filter Settings for
Attachments” later in this chapter.

m  Enter some information about the attachment and click the Search button to return search
results.

attachments
[Add New ] Showing Page 1 of 1 1 vl [OMS]  Filters: [Hide] [Add New]

Save Filter Settings Resat

A Date, Date Created .
Description: et e o = o Created By:
X . . Attachment X

DocType: | All 'I Policy No.: Name: Updated By:

. lﬁ' Issuing l— . l—
Status: | All T LOB:

Sort Field 1: [pate Created = Sort Order 1: Descending vI Sort Field 2: [ pate created 'I Sort Order 2: Descending »

Files Per Page: [ 10 ~ Search
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m  Click the Details I%’ icon of the attachment to view the document. If an attachment is associated
with any restricted access policy, that attachment can only be accessed by people that are
assigned to the restricted policy.

N LOB/ Policy # o Created By
Details Attachment Name Cert #/Ref & Category Description Doc Type Status Updated By Date Created Remows
2 - ) Betsy Cormier
B schedule 2008 Certificate Holder list MS Excel oy ormer oa/iz/zoee B

7 Nexsure - Windows Internet Explorer

{ ﬁj [ N - 2610 [Compatibility Mode] - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat
=1 & Cut Calibri 11 & == =5 Wrap Text Text *j ﬁj'f' |
X - - A = = = Wrap < = . i,
B 33 Copy Es o
Paste . . L= = . . w0 .00 Conditional Format Cell
- F Format Painter B P Sl SIS Eld Mgl oo | MY EANIN) eS| Formatting ~ as Table v Styles ~
Clipboard F} Font F} Alignment F} Mumber F} Styles
112 - 5|
A B C D E F G H I 1 K L M
1  NexsureRef Type Namelinel Nameline2 AddressLinel AddressLine2 City State  ZIP  Phone Fax EMail LoanNo Is:
2 133682 Certificate Holder Sears 1000 Elm St Manchester NH '03101 3/12/20
3 133643 Certificate Holder StJoseph Hospital 200 Kinsley St Nashua NH 03060 3/12/20
N r

HOW to Modify the Added Attachment

m  Click the icon to the right of the Attachment Name to modify the attachment.

attachments
[Add Hew] Showing Page 1 of 1 = [OMS] Filters: [Shew] [Add New]
Details Attschmant Name E::f :?F!:‘; : Category Description Doc Type Status C';it:t‘i:" uai:':;i:" e |
B Quote 2008 Reneval Email vith Quotaes Attached Outlock Msg B e Bety Comie’ B
B Quotes datachad 2008 GL 3nd WC Quotas from Carriar Hame M5 Word Ef;g;‘;’%‘;' Ef;é;‘g’gg';r 5
B Quotes detachad 2008 GL and WC Quotes from Carrier Name MS Word B e Bety Comie’ B
B Quots &] 2008 GL and WC Quotes from Carrier Nama HTML File e By e B
B Loss Runs 2007 - 2008 Hartford Loss Runs MS Excel B e Bety Comie’ B
B Schedule 2008 Certificate Holder list M5 Excel EUE;{;‘;'D"D";’ E;;‘;;‘;'Drg';f B
B Veh Sched ‘”'E;;:;:‘j‘ia‘ Schedules Veh Schedule for Bindar MS Word Draft Bty Comier Betsy Comier B
B Latter to varify VIN A”“B};é;’:;:’”a‘ CL lattars Verify VIN Numbars MSWord  Complated  BSY Sommier - Betey Cormier [y

m  The Update Attachment dialog box displays. Make changes to the Attachment Name, Policy
association, Document Description, Portal Access and/or Folder placement. The Deselect button
is used to deselect the current Folder selection.

0 If an attachment is associated to a restricted access policy, the Attachment Name can
only be modified by people that are assigned to the restricted policy.

0 Policy association cannot be changed on Outlook Messages, Documents created with or
without a Template or attachments added to policies that have been changed.

m  Click OK to save the changes. Click Cancel to abort changes to the attachment.
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Notes
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Adding a Document with a Template

HOW to Merge a Document Template at Client/Policy Level

m  After searching for the client from SEARCH on the Primary menu, click the Details @5’ icon beside
the entity (Suspect, Prospect or Client). The client’s card file is displayed.

nexsure

| ORGANIZATION | REPORTS

Client Name: The Hinge Gompany

card file profiling contacts locations

Primary Contact
Mamet M, Gloria Smith
Title: CGwner
2nd Phone Linet (702 524-2991

named insureds

Mailing Address
Location Type:
Address:

City

related accounts

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

assignment  classified

Corporate Headquarters
100 Western Drive
Brea State/Province: ChA

HOME | HELP | SETUP | LOGO!
nd | Add | a

stick-e-note [Add Mew]

12/29/2004 4:49:07 PM PST
Posted By: Mary Oberlzitner

Zip/Postal 32821
Far Mumbar [714) 320-957¢6

Tracker

Alerts
Diate Created: 2/25/2004 PST Open Actions: 1
Client Sincer 2/25/2004 PST
Related Accounts: 1
Assignment [Delete] [Edit]
Primary Branch Department Unit Responsibility Name 10f1
Marys Branch 4-AB1/DB1-PP3 Unassigned Praducer Joan Mazen

In Force...
Marys Branch 1-ABL/DE1-PP1 Unassigned Account Manager Mary Oberleitner

Commercial Auto

m  Document templates may either be added from the Client, Policy or Certificate level.
0 To add from the client level, click the ATTACHMENTS link on the Client menu.

0 To add from policy level, click on MARKETING to access marketing or POLICIES to access
policies. From the policy or marketing record, click the attachments tab.

0 To add from certificate level, click POLICIES on the Client menu and the certificates tab.
From the certificate record, click the attachments tab.

In this example a proposal for marketing quotes will be shown.

After clicking on the MARKETING link on the Client menu the marketing summary is displayed.
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HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS Bookmark nd | 2dd | Re d
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: The Hinge Company »
marketing histary |
showing Page 10f2 PN 1>
Line of Business
Policy Number Stage Updated By Estimated
Details  Assign  Policy Type Status Mode Updated Date Premium  Palicy Term
B o s:»;;isugsmss Marketing e Mary Cberleitner $25,500,00 D  0%/20/2004 Foremost B
ge Pending 05/20/2005 0%/20/2005 Foremost
Crime $1,000,00
ARfValuable Papers $0.00
Garage and Dealers $4,500,00
Commerial Property $1,200,00
Commerdial Auto $7,500.00
Equiprnent Floatar $2,200.00
Workers Compensation $0.00
Workers Compensation $5,000.00
Urnbrells - Commercial $2,500.00
General Lisbility $500,00
Unassigned Marketing Franco Diaddezio $0.00 0 01/06/2005 UnassignedUnass
B 2 Package Pending (= 05/20/2005 01/ 06/2006 Er
Cornmerdal Auto $0.00
Crime $0.00
ARfvaluable Papers $0.00
Garage and Dealers $0.00
b

m  Click the Details I%? icon of the quote to merge with the template and the underwriting screen
will be displayed. Since the estimated premium is now included in the fields that can be merged
with the template, make sure to enter the estimated premium on the policy info page.

exsure

HOME | HELP | SETUP | LOGO!

SEARCH | DRGANIZATION | REPORTS B and | Add | R
CLIENTPROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
GClient Name: The Hinge Gompany 3
underwriting  policy info assignment  attachments actions qualification transactions claims summary of insurance
Branch: Marys Branch Palicy Term: 00/20/2004 12:01AM PST navigation YiNSTRICion
09/20/2005 12:01AM PET = Policy Info
Policy Type: Package Coverage Term:
Elcpp-3509873866
Issuing Co: Foremost Stage =» Miscellaneous
Billing Co: Foremost f
© https:HirmOweb1 Premiurn
Policy Number: CDP-030987866 Feas
[ Taxas

- View / Edit Premium

- 1 Cornmissians
AR/valusble Papers(1) Screen Mode: Edit

instruction | navigation

Cornmerdial Auto(1)

@9 Line Of Business: Crirne
B General Liability(1) Estirnated: 1,000.00
E CSrime(1) Annualized: 0.00
E3 Equiprnent Flaster(1) Billed:
B Garage and Dealers(1)
@9 Cornmission Type: Branch & People W
Carmrmercial Proparty(1)
Taxable: Oves @ne
B Cornrmercial Property(2)
B Urnbrella - Commercial(1)
B Warkers Cormpensationii) oK Cancel
B Workars Compansation(z) | |€] Dane S rkermet 2
< b
summary of insurance claims transactions qualification actions attachrments assignment  policy info underwriting

Note: Policy info fields that can be found in Office Integration Nexsure fields are: Estimated
Premium, Annualized Premium, Billed Premium, and Total Estimated Premium.
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m  After completing all form and policy info fields, click the attachments tab to display the
attachments summary view.

n%u'e HOME | HELP | SETUP | LOGOUT

| DRGANIZATION | REPORTS 300 : d | add | R
CLIENT PROFILE | OPPORTUNITIES | | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

Client Name: The Hinge Company »
underwriting policy infa assignment  attachments actions qualifications transactions claims
[ Install Active ] Showing Page 0 of 0 [ DMS ] Filters: [ Show ][ Hide ] [ Add Hew ]
f LoOB/Policy # . Created By
Datails Attachmant Name Cert #IReF # Category Dascription Docurnant Type Status Last Updated By Dste Created Remoue
claims  transactions qualifications actions  attachments assignment  paolicy infa underwriting

m  To add a new document, click the [Add New] link located in the upper right corner of the screen
to launch the Add New Attachment window.

m  Click the Create Document with Template option to merge data with a template created in
SETUP by the Nexsure Administrator.

m  Enter an Attachment Name that identifies the document and then a brief Document Description
to include more details about the attachment.

Nexsure Office Integration rl'e Sure

Add New Attachment

" add Attachment

% Create Document with Template

" Create Document without Template
7 attach Outlook Messages

" add External Attachment

Attachment Name: INEW Business

Document Description: ICornrnen:ial Proposal

Viewable by Portal User: [T client I Retail Agent ™ carrier

MNext == I Cancel

m  Click the Next button to display the document template search screen.
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Mexsure Office Integration rle Sure

MNew Document

Ternplate Marme: |xdt

Termplate Description:

Docurment Type: | MS Word hd
Category: | Propozal i
Business Type: | Commercial Lines W

Available Termplates:

[ Cancel ][ Mext = ]

m  Use the drop-down boxes, Template Name and Template Description to help filter through the list
of document templates that have been created.

m  Click the Search button to search for the document. The available template matches are displayed
in the Available Templates window.

m  Select the template by clicking it once.

m  Click Next to display the lines Policy Selection window.
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Policy Selection

Select criteria to default into the document.

MNamed Insured: | Oxford Band Instruments [Primary] v|
Contact: | Jane Stark [Primary] Vl
Location: | 583 Main Strest, Oxford, AL 36203 [Primary] v|

Assignment: | Mary Oberleitner, Signature Authorized Vl
Demographic:

Line of Bus.[Policy Number | Stage | Issuing Carrier | Cvg Eff | Cvg Exp | Pol Eff | Pol Exp | Change | Desc
Auto
Commercial
Auto -
Commercial
General
Liability - -

Commercial

Loss Date | LOB |Claim Stage| Claim Mo | Statuna| Adjustor | Taken By |Beport Date

08/04/2003 | General Lil| | |_Cpen_| |Mary Cherle|03/03/2003
08/03/2009 | 2ute - Com|Subrogation|22342 |_Cpen_|Mike Hill |Mary Cberle|05/03/2003

oK Back Cancel

m At the top of the screen, make sure to select if multiples exist, the following:
0 Named Insured
0o Contact
O Location
o  Assignment

m At the bottom of the screen if the document being merged is for a claim, locate the claim and
click to highlight one selection. Both a line of business and claim may be selected or separately as
needed. By default the open claims are displayed. Change the status to closed or all as needed to
locate the claim to be included.

It is important to make these selections because these are the choices that will be available in the XML tree
for selection as well as what will merge into the document template if these fields were used.

m  Clicking on the OK button will launch Microsoft Word and begin merging the data.

m  Clicking the Back button will display the previous screen and clicking the Cancel button will abort
the process.
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I XDTI - Microsoft Word
i File Edit Wiew Insert Format Tools  Table  Window Help  Adobe PDF  Acrobat Comments

NEHRIEGRITHI L B S0 8 D] a9 oor - @] dipead )
i 44 Header v TimeshewRoman » 10 = | B 7 O ||§‘ E . A !ﬂ| x| [Eo- | -GS T
'??g Nexsure Fields Mexsure Save .RepeatBeg\n RepeatEnd .HideEnd Va\idata EEPasta Abaut !
IE — — — — —
P L e e e 2 e e 3 e

Proposal Prepared
for

Cormier Quick Stop, Inc.

1Main street
Hudson, NH 03051

Procantad R |
=@ =B

iDraw = L | AutoShapes = N\ \DOE&:::EE‘&vgvA-

m  Click the ug Nexsure Fields button to display the XML tree which contains the data from the form,
client and policy header.

Note: Microsoft Office Word 2007 displays ug Nexsure Fields and Nexsure Save
buttons under the Add-Ins tab.

@ EER TS E=REIEEDN Table Tools XDTI [Compatibility Mode] - Microsoft Word
toa)

Home Insert Page Layout References Mailings Review View ‘Add-lns‘ Acrobat Design Layout

OmniPage = | 7y Nexsure Fields I Nexsure Save 7| RepeatBegin =k RepeatEnd S5, HideEnd $7 Validate [ Paste [Z) About

m  Click on the + to expand the tree, place the pointer where data is to be inserted from the client or
policies, then click the data and drag it into the document.
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@ XDl - Microsoft Word

P oFle  Edit Wiew Insert Format  Tools  Table  Window Help  Adobe PDF  Acrobat Comments
qﬁguaajlagwaiu_msfmw :
=3 client A
4{ Garamond Bod: ~ Garamond = H +- [ NamedInsured T
: +-[ ClientContact
i © o Nexsure FleldsWRepeatBegln RepeatEnd [ Hideend I validate [@Paste [ [ CliontLocation
El 1 [ T E - O 3o O +-[ ClientAssignment P
' ' ' ' = auto - Commercial
- - Palicy Mo, —
' BA1234567
. AEffective Date
- Named Insured: Cormier Cuick StopV [ Expiration Date
Carrier: Safeco [BA1Z34567 0 MAIC Code
Policy Term: 07/01/2008 - 07,/01,/2009 #1-01 Carrier Name
_ +- [ Paolicy ID

m  Make any other modifications necessary. The document may be printed normally by clicking the

Printer % icon (or click File from the menu and select Print).

m  To save the document to the client account, click the L&l Nexsure Save button. Below are the
Nexsure Save options:

0  Selecting Draft allows additional editing of the document to be done at a later time.

0 Selecting Complete saves the document and no further edits to the document can be
made. The document will be opened in an Internet Explorer window the next time it is
accessed.

0 Check the Save and Return to Document box to save changes and return you to the
document you are editing. Click OK to complete the process.

0  Save As Local File box allows you to name and save a copy of the document outside of

Nexsure. Click the Folder @ button to identify where the document is to be saved. Click
OK to complete the process.

0 To abort the save process and go back to the document, select the Back button.

0 To abort the document entirely, click the Cancel button and on the next pop-up, click the
OK button and the document will not be kept.

Save Mexsure Document

Save Document As

{* Draft

" Complete
Option
[ Save and Return ko Document.

Save As Local File
| %]

4= Back ‘ oK jj Cancel ‘
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HOW to Add a Document to a Client When a Template Doesn’t Exist

If a document template meeting the necessary requirements doesn’t exist, perform the following steps to
create a document without a template:

m  Select Create Document without Template.

Nexsure Office Integration mum

Add New Attachment

" add Attachment

" create Document with Template

¥ Create Document without Template
" Attach Outlook Messages

" add External Attachment

Attachment Name: IDri'.rerE Info

Document Description: IRequest updated drivers list

Document Type: | Microsoft Word LI

Microsoft Excel
Viewable by Portal Userf]

i Agent ™ carrier

Next == Cancel

m  Enter an Attachment Name and a Document Description.
m  Choose the Document Type: Microsoft Word or Microsoft Excel.

m  Click the Next button to continue.
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Policy Selection

Select Policy Stage:

To display policies in specific stages, click the box next to the stage to select. Select all that apply.

[] opportunities [Imarketing [ policies [ History

|Line of Bus.|Policy Number | Stage | Issuing Carrier | Cwg Eff | Cvg Exp | Pol Eff | Pol Exp | Change | Desc
Auto |
Commercial
General
Liability - —-
Commercial
Property -
Commercial

< ] | B

) )
IClalm Selection

Claim Status: | Open | %

Losa Date | LDB |Claim Stagel Claim No | Status| Adjustor | Taken By |Beport Date

08/04/2005|General Ti| | |_Cpen_| |Mary Oberle|05/03/2005
08/03/2009|2utc — Com|Subrogation|22342 |_Cpen_|Mike Hill |Mzary Cberle|03/03/2003

m  When adding the attachment at the Client level as in this example, notice that the policy number
is not listed by default and that the select policy screen has a slightly different header. This header
is used to search for policies the letter may be for. By default all of the policies are displayed.

0 Tofilter and select only those policies in force, click the Policies option and click Search.
o Tofilter for only in force and history policies, click Policies and History and click Search.
0 To filter the list to display marketing policies, select the Marketing option.

0 To add history, click the History option and click Search.

0 Toinclude opportunities, click the Opportunities option.

m  After filtering the list use the drop-down boxes and select all policies to be included in the
document. Here you may select more than one policy by choosing multiple lines of business.

m At the bottom of the screen if the document being merged is for a claim, locate the claim and
click to highlight one selection. Select the line of business if needed. By default the open claims
are displayed. Change the Claim Status to Closed or all as needed to locate the claim to be
included.

m  Click the OK button to launch the Microsoft Word or Excel document.

m  Once the document is launched, begin typing the document.

m Click the ug Nexsure Fields button to access the data fields found on the client and selected
policies. Coverage information for restricted access policies is available only if the person logged
on is assigned to the restricted policy.
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m  Place the cursor in the document where the field should be dropped.

m  Click the field and drag it to the document and then let go of the mouse button to drop the field
to the document.

Zh XDTI - Microsoft Word
i Fle Edt Wew Insert Format  Tools  Table ‘Window Help  Adobe PDF  Acrobat Comments Type a question Far help =

NEHRAdAITEI A B #9080 EEB S 0 - el

i A4 mormal lemesNewRDmanvIZ-\Blg|§§§I§-|§EEE§;§§;§|¢7vA- E'ﬁl %z EHe S @3- E ST
'??g MNexsure Fields Nexsura Save .ReneatBag\n RepeatEnd .H\daEnd Vahdate E@Paste About !

I

,§.112' XML Tree

Cormier Quick Stop, Ine = [ namedinsured
=1 Chentiameln

= [ Cliertname

& Cormier Quick Stop, Inc.

[ ueL

= D Primary

m  After completing the document, print the document as it would normally be done in the
Microsoft product.

m  To save the document to the client account, click the &l Nexsure Save button.
0 Selecting Draft allows additional editing of the document to be done at a later time.

0 Selecting Complete saves the document and no further edits to the document can be
made. The document will be opened in an Internet Explorer window the next time it is
accessed.

0 Check the Save and Return to Document box to save changes and return you to the
document you are editing. Click OK to complete the process.

0 Save As Local File box allows you to name and save a copy of the document outside of

Nexsure. Click the Folder | button to identify where the document is to be saved. Click
OK to complete the process.

0 To abort the save process and go back to the document, select the Back button.

0 To abort the document entirely, click the Cancel button and on the next pop-up, click the
OK button and the document will not be kept.

Save Mexsure Document

Save Document As

{* Draft

(" Complete
Option
[ Save and Return to Document,

Save As Local File
| =

= Back | i _',a Cancel |
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HOW to View a Merged Template or Document Without a Template After
Adding

While on either the Client level attachments or underwriting attachments, use the [Show] link to search for
an attachment when there are more than just a few. Enter some information about the attachment and click
the Search button to return search results. The Search and Sort Filters will display by default if saved search
criteria does not find any attachments. Once displayed, the Search Filters will remain open until closed by
clicking the [Hide] link.

Note: Search and Sort Filters criteria can be customized and saved as a personal default
view of attachments. For instructions, see “HOW to Customize Default Filter Settings for
Attachments” later in this chapter.

attachments

[Add New ] Showing Page 1 of 1 1¥ [DMS]  Filters: [Hide] [Add New]
Save Filter Sattings

o Date————— Date Created————— .
Description: Created From: Ea -] To: FE .| Created By:

DocType: | All hd Policy No.: Attac’:l'\;nr:gt: Updated By:
status: [ A1l - LS, LOB:

Carrier:

Sort Field 1¢ [pate Created = Sort Order 1: Descending vl Sort Field 2: | pate Created + Sort Order 2: Descending 'I

Files Per Page: Search

Click the Details I%’ icon of the attachment to view the document. If an attachment is associated with any
restricted access policy, the attachment can only be viewed by people that are assigned to the restricted

policy.

attachments

[ Install Activex ] Showing Page 1 of 1 [oms ] Filters: [ Show 1 Hide 1 [ Add Hew ]

LOB/Policy # Lot ted B
fPolicy reated By Date Created Remowve

Details  Attachment Name Cort #/RaF # Category Description  Documnent Type Status Last Updated By

— Cornmercial Auto ) ) Mary Gberleitner
B proposal o0 an Policy Letters  Commercial  Microsoft Word  Completed 20 SPSVEUNST perosizans Eo)

. P
] ] 2 3 ) =r i
4 =2} x| & o 7 Search 7. Favorites @Med\a

MR LB @8 &
L --1-‘-|--‘§---|---1---| 2 - e @ o

3 IR IR I I

Proposal Prepared

for

v Masons Gnll
: 785 East River Bend Rd

Brg{, CA 92821
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m  Click the icon to the right of the Attachment Name to modify the attachment.

Nexsure Office Integration mum

Update Attachment

Attachment
Name:
Policy: I A LI

Document

Description:

ILetter to verify VIN

IVeriF',r VIN Numbers
Viewable by Portal User: [ client [T Retail Agent [ carrier
. g
Folder: : L7 Claims Aﬂl
L7 Commerdial _I
L7 Correspondence

L 7| Loss Runs -
4 I I 3

=

m  The Update Attachment dialog box displays. Make changes to the Attachment Name, Document
Description, Portal Access and/or Folder placement. The Deselect button is used to deselect the
current Folder selection.

Q

Q

If an attachment is associated to a restricted access policy, the Attachment Name can
only be modified by people that are assigned to the restricted policy.

Policy association cannot be changed Documents created with or without a Template.

m  Click OK to save the changes. Click Cancel to abort changes to the attachment.

HOW to View a Draft Document

Documents on the attachments tab can be checked out by a staff member for editing if the Nexsure
document is saved in draft form. The check-out process enables multiple staff members to be aware that
a document is being edited. The initial staff member that checks out the document can make changes and
save the document. If a second staff member accesses the same document while the first staff member is
still editing the document, the second staff member will get a read-only copy of the document.

m  Onthe attachments tab, click the Details @9 icon next to the draft document to check it
out. The document will be available for editing. Other staff members that try to access the

attachments summary. The name of the staff member that has checked out the document is
displayed in the Updated by column. The staff member’s name is a hyperlink. Click the hyperlink
to display the staff member’s contact information.

attachments
[ Add New] Showing Page 1 of 1 [ DMS ] Filters: [ Show ][ Hide ] [ Add New]
LOB/Policy # Created By
Details Attachmant Name Ce:j#;?ng z Category Description Doc Type Stztus u;::t:d B;'( Date Created Remove
B summar Ganeral Liabiltty - kg summary 2008 MS Word Draft S::::; cormier oz/z9/2008 B
Cormier Quick Stop Auto Schadu  [af Auto - Commercial 2007 Updsted vehide Schedule  MS Excal Betsy Cormier o /03/2007
BA1234567 Betsy Cormisr
Cormier, Betsy Auto - Commerdal 2007 Updated Vehicle Schedule  HTML File Batey Cormisr 5032007
¥ BA1234567 P Betsy Cormier
Proposal A“tag?ﬁ:‘;imal Proposal 2007 Auto Proposzl MS Word SZE; gz:z::: 10/02/2007
= Equipment Floater ) Betsy Cormier | o)
B Proposal it Proposal 2007 Equipment Proposal S Word Draft p22Y C3TTIET 10/02/2007 &
B cens Certs for 2007 Master MS Excel ::E: gz:z:z: os/o2/2007 BR
) ; Auto - Commercial ) Betsy Cormier
Jo1/
B vehices Umazsigmed Vehicle schedule from dient M5 Excel Batey Commier 08/01/2007 ET
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m  The document can still be viewed by a second staff member in a read-only copy.

m  The document remains checked out until the initial staff member clicks the Close [X] icon in the

document, selects L&l Nexsure Save and exits the document or selects L&l Nexsure Save > Cancel
> OK to exit the document without saving changes.

Important: The following prompt is displayed if all office integration documents are
not closed at the time of log out. To avoid any loss of data, close all office integration
documents before logging out of Nexsure.

Microsoft Internet Explorer

¥

Mexsure has detected open Nexsure documents,
To avoid possible loss of data, please complete and close all Nexsure documents prior to logging out,

[s]4 - conkinue ko log out without closing documents,
{This is not advised.)

Cancel - complete open Mexsure document of Word,

Leaving documents open will not retain check out status upon log out.

Cancel

HOW to View and Update Multiple Microsoft Office Documents
Simultaneously

Multiple documents may be merged, viewed and edited for the same or different clients in Nexsure at the
same time. Microsoft Office documents created outside of Nexsure can be open for editing at the same
time Nexsure Office Integration documents are open. The Windows Task Bar holds all open documents.
This illustration displays the task bar with a Nexsure Word Office Integration document and a document
maintained outside of Nexsure open simultaneously and accessible from the Windows Task Bar. Click the
Task Bar button to access and complete Office documents.
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@EI 9-0BAY 0S8 3-@|E]# 8 @-= )5 Letter [Compatibility Mode] - Microsoft Word = BB X
)

Home Insert Page Layout References Mailings Review View Developer ‘ Add-Ins I Acrobat @

OmniPage - I?B Nexsure Fields MNexsure Save ‘-;ﬂRepEatEegm __:'Ia RepeatEnd ¢:> HideEnd ¢ Validate EGPas’(e @Ahom

Menu Commands Custom Toeolbars

A R SR B AR S B B A S A - R AR SR AR 7

| Named Insured: | Cormier Quick Stop, Inc.

| Policy Number: | BA12343676

| Policy Term: [ '03/12/2008-03/12/2009
| Issuing Carrier: |

| Print Date: | October 5, 2008

: ¥ehicle Schedule

Comp CoLL
# Year | Make Model Vin # DED. DED.
1 2007 | Cheviolet | Malibu | 132434ABA14343436 [ $300 | $300
3 | 2000 | Chysler | Sebring | 0932387AJBOA10101 [ §300 | §300

Page2of2 | Werdsi51 | o35 |« 73 | (+)

12 start el - N /7 2 Internet Explo... = T Attachment Folde... T Letter [Compatibil... )T 12:04 PM

In the next illustration, a document created with a Template is open for the client Cormier Quick Stop. The
open Nexsure Word document is minimized to display the Nexsure client. From Search a second client, New
England Power Generator, is accessed and a new document is created through the newly accessed client’s
attachments.

Both Office Integration (Nexsure Word Office Integration) documents are open for editing and completion.
Access Cormier Quick Stop’s or New England Power Generator’s documents from the Windows Task Bar for
editing and saving.
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HY - 0&Q705892 J'\§|E|";— ) HY -0 AT 0Ee 0 + ALy s OfficeD... |TableTo.. = B X
il el T —— :
Frme Gemt Gopleen  fommes  Kamms G Home Tnsert Pagelayout |References Mailings Review |View| Developer Add-Ins Acrobat —Design  layout (@
& OmniPage - R Nexsure Fields [Fg] Nexsure Save 7 RepeatBenin| | || A 5 Weblayout | oz ‘:% \_} )| 3 NewWindow | 13 % =
\ [@ outline = B3 || 8 Arangean | b ==a
nternet Print  Full Screen — Show/Hide| Zoom 100% Switch | Macros
Layout Reading | =) Draft - = E spiit A4 | Windows = | -
rf Menu Commands cu Document Views Zoom Window Macros
‘gw“”‘]",I,,,Z,,,_HEH“‘i‘K-w“-l“-wH-zw-w“-E“-w“--@“-w”-z‘ﬁwﬁ--e‘--w‘--‘l
dobe Phi
Element il B
=
— Proposal Prepared
MP Navi P P
Named Insured: Cormier Quick Stop, Inc. for
Policy Number: BAL12345676
- - New England Power Generator
- Policy Term: 03/12/2008-03/12/2009 S
n Issuing Carrier: 500 Wyggdmere Drive
i . Print Date: October 8, 2008 Lund.)ndg"y, NH 03053
° | Nehicle Schedule
& g
o
It # Year  Make Model
S0 (1 [2007 [ Chevroler Malibu 13243441 Presented By
POINES 3 2000 | Chrysler Sebring 09325874
a8 LV
- XDTI Training Insurance Agency
i 6279 Tri-Ridge Blvd. Suite 1400
. Loveland, OH 45140
. z
. Date: October 8, 2008 ®
. =
| | m .m0
Pagelofl | Words:5l % | 3 Pageilof 5 | Words:242 | | -

p— - — — r f =
!4 start @& 7 |/ Microsoft Outlook ... | /= Nexsure - Windo... T Attachment Folde... T Letter [Compatibil... T Office Document[... | # CRM_Training Ma...

Attaching Outlook Messages

If attaching an e-mail, make sure to save its attachments separately from the e-mail especially if an
attachment is a schedule to be imported to the application later.

After accessing the client file, click the ATTACHMENTS link on the Client menu or attachments tab from
underwriting level.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS and | Add | Remove Selected o

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: New England Power Generator Commercial Account
attachments

[ Add New ] Showing Page 1 of 1 [ DMS ] Filters: [ Shg

[ rotder view
E1-L# New England Power
-7 07-123455

LOB/Pol £
Details Attachment Name CEFE:’#‘?R‘E; z Category Description Doc Type  Status

Betsy Cormi

A Benefits B Loss Runs 3007 - 2008 Hartford Loss Runs MS Exccel stey Cormi
PR - - ' Betsy Cormi
L7 Claims B schedule 2008 Certificats Holder list MS Excel etey Cormil
L2 Commercial B veh sched eyl Schedules Veh Schedule for Sinder MSWord  Draft  Setsv cormi
-7 Loss Runs —_ - . 718/ :
B Letterto verity vin  [ii] (i = EToETE] CL latters Verify VIN Numbers MS Word Completed B2tS¥ Cormi

BA1234567 07/13/200

aREKCorrespondencd

Click the [Add New] link to display the Add Attachment pop-up. Click the Attach Outlook Messages option
and click the Next button to allow Nexsure access to your e-mail.
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Nexsure Office Integration rmure

Add New Attachment

" pdd Attachment

" Create Document with Template

" Create Document without Template
% Attach Outlook Messages

o Add External Attachment

Viewable by Portal User: [T client [ Retail Agent ™ carier

OK I Cancel

The first time you attach an Outlook message, a Tip pop-up is displayed providing the steps to complete
the addition of the attachment. If this tip is not desired again, click the check box beside Do not show this
message next time. Click OK to close the tip.

Cutlook will be launched or vou'll be redirected to Qutlook if it's already open.

Select Dutlook messages and run the menu "Save As Mexsure
Akkachment” ko post messages

Fun the menu "Synchronize with Mexsore Action” to synchronize
Cuklook with Mexsure action items.,

Please empty "Deleted Ikems" Folder to synchronize ibems properly,

Click on O ko conkinue,

! E [ Do not show this message next timne,

Nexsure opens Outlook if it is not already open. The Nexsure toolbar is added to Outlook with the
Nexsure Save button active. In Outlook, select to highlight the message to be attached.
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i Inbox - Microsoft Outlook -0 Xx
i File Edit View Go Tools Actions Help Adobe PDF Type a question for help =
iBdNew - | dal 3 K | GaReply SiReply to All i3 Forward | 85 ¥ | fiSend/Receive - (5 | @ Search addressbooks  ~ | @ _ BE g

) Nexsure Save Nexsure Actions [EZ] Nexsure Contacts About _

Mail « [|L3 Inbox New England Power Generator Quate
Favorite Folders R | Jel v| @ || Cormier, Betsy [Betsy.Cormier@xdti.com]
[ Inbox (1) t Wed 10/8/2008 12:41 PM

|CI|:I( here to enable Instant Search | .

A Unread Mail Dema

= Arranged By: Date Mewest on top -

[ Sent Irems |— = i) 2008 GL Renewal Quote.dox (10 KE)
Mail Folders 2 ||2 Today 92008 WC Renewal Quote.dock (10 KB}
2] All Mail Items « | | Cormier, Betsy 12:44 PM

New England Power Genera... U Quotes attached.

=] @ Personal Folders
& Deleted Items (=) Last Week

Company Underwriter

Click L&l Nexsure Save from the Nexsure Toolbar in Outlook.

The Outlook Attachment dialog box displays to enter the Name and Description of the attachmentin Nexsure.
Nexsure prompts the sender’s name in the Name box and the email’s subject line as the Description. Files
attached to an Outlook message may be detached and saved separately from email’s message. If the Detach
attachments and post them separately check box is not checked, the message with its attachments are
saved together. If checked, the Outlook Attachment dialog box refreshes to display fields to enter a different
Name and Description for the attachments from the message itself.

Qutlook Attachment E|

E-Mail message

Change desired message name and description if default naming
convention is not desired.

Name | Quote

Description | 2008 GL and WC Quotes from Carrier Name

E-mail attachments
|¥ Detach attachments and post them separately.

If you want to use this Outlook message for fax delivery system later,
you need to check the option.

Use name and description entered above for attachments ;
posted separately.

Enter desired attachment name and description if default naming
convention is not desired.

MName | Quotes detached

Description | 2008 GL and WC Quotes from Carrier Name

oK | Cancel |

All attachments posted separately from the message will be saved to the client’s attachments with the Name
and Description entered in the optional fields. If desired, the default Name and Description may be used
to save the email message and separate attachments by checking the Use name and description entered
above for attachments posted separately check box. When checked, the optional Name and Description
fields for naming attachments are unavailable for editing.
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Qutlook Attachment @

E-Mail message

Change desired message name and description if default naming
convention is not desired.

MName | Quote

Description | 2008 GL and WC Quotes from Carrier Name

E-mail attachments
[+ Detach attachments and post them separately.

If you want to use this Outlook message for fax delivery system later,
you need to check the option.

v Use name and description entered above for attachments |
posted separately,

Enter desired attachment name and description if default naming
convention is not desired.

Name |

Description |

oK | Cancel |

The attachments summary view displays the e-mail message and its attachments separately if they are
detached and saved separately. The e-mail message is saved as a Doc Type html file. Change any attachment’s
Name and Description by clicking the icon to the right of the Attachment Name. Only people assigned to
a restricted access policy may modify an attachment name and description if it is associated to a restricted
access policy.

HOME | HELP | SETUP | LOGOUT

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

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: New England Power Generator »

attachments

[DMS ] Filters: [ Show ][ Hide ] [ Add New

Showing Page 1 of 1

[ Add New ]

LOE/Policy =

Cr ted B Updated B
Details Attachment Name Tt e Category Description Doc Type  Status reated By pcatec BY pemo

Created Updated
Batsy Cormier Batsy Cormier [
10/08/2008  10/08/2008
Betsy Cormier Betsy Cormier [,
10/08/2008  10/08/2008
Batsy Cormier Batsy Cormier [
10/08/2008 _10/08/2008

B Quotes detached 2008 GL 2nd WC Quotes from Carrier Name  MS Ward

B* Quotes detached

B quote

2008 GL and WC Quotes from Carrier Name MS Word

® E &

2008 GL and WC Quotes from Carrier Name  HTML File

When the Outlook e-mail message is saved without detaching any attachments, the attachment summary
view displays the e-mail message with an Outlook &1 icon and a Doc Type of Outlook Msg.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected %"
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: New England Power Generator

attachments

[ Add New ] Showing Page 1 of 1 [ DMS ] Filters: [ Show ][ Hide ] [ Add New

Created By Updsted By
Created Updated
Eatsy Cormiar Batsy Cormier gL

10/08/2008  10/08/2008

LOE/Policy =
Details Attachment Name Ce:‘f,.fﬂ‘:‘; Z Category Description Doc Type  Status Remo!

B quots 2008 Reneval Email vith Quotes Attached  Qutlook Msg

Click the Details I%? icon of the Outlook Message. The e-mail message opens in Outlook.
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.-/;f\ H9 6« % )5 New England Power Generator Quote - Message (HTML) - B X
et
= Message | Developer Adobe PDF @
i b 4 o Find
) R Ty jj % safeliets - | L SR
_I% ﬁ e = 2 Related ~
Reply Reply Forward || Delete Moveto Create  Other Block Not Junk Categorize Follow Mark as
to All Folder Rule Actions = Sender : - Up~ Unread kg Select -
Respond Actions Junk E-mail (F} Options F} Find
From: Cormier, Betsy [Betsy.Cormier @xdti.com] Sent:  Wed 10/8/2008 12:41 PM
To: Demao
Cc
Subject: Mew England Power Generator Quote

.| Message | £4]2008 GL Renewal Quote.doc  B¥] 2008 WC Renewal Quate.doc

Quotes attached.

Company Underwriter

HOW to Modify the Attached Outlook Message

m  Click the icon to the right of the Attachment Name to modify the attachment.

Mexsure Office Integration rmure

Update Attachment

Attachment
Name:

Falicy: I A LI

Document
Description:

IQu ote

|2008 GL and WC Quotes from Carrier
Viewable by Portal User: [ client T Retail Agent [ carrier

Folder: [ 2| Desslet |
17| Commercial

= N orrespondence |

{7 Loss Runs

--1_,,?| Persanal 2
4| | »

m  The Update Attachment dialog box displays. Make changes to the Attachment Name, Document
Description, Portal Access and/or Folder placement. The Deselect button is used to deselect the
current Folder selection.

0 If an attachment is associated to a restricted access policy, the Attachment Name can
only be modified by people that are assigned to the restricted policy.

0 Policy association cannot be changed on Outlook messages.

m  Click OK to save the changes. Click Cancel to abort changes to the attachment.

HOW to Customize Default Filter Settings for Attachments

The summary view of attachments displayed at Client menu > ATTACHMENTS, policy and certificate
attachments can be customized by each user. Customizing default search filter settings is done separately at
each level where attachments are viewed: Client menu > ATTACHMENTS, policy attachments and certificate
attachments. The steps to save a personal default view of attachments are the same at each level.
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The User’s currently displayed Search and Sort filter criteria may be saved as a personal default view of
attachments by clicking the Filter Settings Save button. The next time attachments at that level is selected
by the User, the items returned will be filtered by default to display attachments 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 I 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.

attachments

[Add New ] Showing Page 1 of 1 1x [DMS] Filtars: [Hide] [Add Hew]

Save Filter Settings -save
Date, Date Created
Description: | et S = Pl Created By:
DocType: Al ~ Policy No.: [ "‘“’”I(“gr':gﬂ Updated By:
Status:[All - = Los:

Sort Field 1: [pate created ¥ Sort Order 1:|Descending . Sort Field 2:[pate Created » Sort Order 2:[pescending »

A user’s saved filter settings will not be altered by subsequent searches for specific attachments. 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 attachments by the saved default settings before leaving the
screen.

attachments
[Add New] Showing Page 1 of 1 1w [DMS]  Filters: [Hide] [Add New]
Save Filter Settings
Daf Date Created
Description: [ e Ei | = 3| Created By:
X = - X Attachment——————————— - I
DocType:| Al Policy No.: P Updated By:
. = Issung - I
Status: [ Al e LoB:
Sort Field 1: [Date Created >, Sort Order 1:[Descending v Sort Field 2:[Date Created = Sort Order 2:[Descending =,
Files Per Page:[60 ~ Restore | Clear

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
attachments 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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Filter Settings Buttons Description

save Clicking Save stores the current search criteria as the user’s personal default view of
attachments at that level.
Restore Clicking Restore returns the search results to the saved search criteria after
performing a search using different search criteria.
Reset Clicking Reset restores the Nexsure Default view of attachments at that level and
removes any saved search criteria.
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