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Chapter 18

Invoicing
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Understanding and Working with Installment Plans
How the Client Balance Summary Screen Works
Understanding and Working with List Bills

Reverse and Re-bill Invoices
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Summary Bill

Understanding and Working with Single Invoices

There are two levels of invoicing, the Client level and the Policy level. A single invoice can be created at the
Client level to invoice the client for a premium that does not pertain to a policy. If the client is paying in full, a
single invoice can be created at the Policy level to invoice an additional or return premium that is generated
by some type of policy activity.

WHY Invoice from the Client Level

Invoicing from the Client level is done when an invoice needs to be created for a service the agency
has provided to a client that falls outside of a premium change generated by policy activity. Maybe
the agency has provided some type of consulting service to a client or the agency has done a favor for
a client and will be reimbursed by the client and the agent wants to keep a record of that transaction.

HOW to Invoice Without a Policy

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

m  The transaction summary tab displays.

m  Click the [Add New Invoice] link.
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HOME | HELP | SETUP | LOGOUT

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

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | | DELIVERY | T-LOG
Client Name: Premier Concrete Construction, LLC Commercial Account

transaction summary | client balance summary  list bill plans
Select view: | Detail Assigned =l [ Add Master Invoice ] [ Add New Invaice |
Select Client: - Search Filter: [Show]

Default {10)

Showing Page 1 of 1 I 1 vl Total Rows: 0 Display:

Inveice Transaction Summary

TInvoice IDY
Details Effective Date Date Booked Status  Type Transaction ID Master Invoice ID Policy Number Description Bill Method Amount Remove

Account Balanca $0.00

list bill plans  client balance summary  transaction summary

m  The New Policy Selection pop-up window will be displayed.

2 https:/inexweb7. nexsure.com - Invoice Add Fﬂic... EI'E'E'

New Policy Selection

@ More
O Policy

Folicies

Nexsure Tip

Use to invaoice an insured for a non-policy itern. Consulting fees ar
changes related to other services such as copying or mailing would

apply.

é 0 Internet

m  Leave the None option checked as this invoice does not apply to a policy, click the OK button.
Click Cancel to abort.

Note: Selecting the Policy option will display a list of the client’s policies. Invoicing from
the policy underwriting level is recommended when invoicing policy transactions. See
“HOW to Invoice Full Pay From the Policy Level” later in this chapter.

m  The Invoice header is displayed with the Invoice number, Bill To, Date Created, Effective Date, Bill
Method, Invoice Status and a Zero dollar amount.

m  Click the Maximize/Minimize |B| icon to display the entire invoice work area. When the
work area is maximized, the invoice header and Quick Navigation panel are hidden. Click the

Maximize/Minimize |B] icon to return to the header and Quick Navigation view.
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invoice  receivables  payables

Quick Navigation
Invoice ID: 70965 Date Created: 06/16/2011
Created By: Mary Oberleitner Effective Date: 07/13/2010 Invoice He”ader
. . Invoice Bill To
Bill Methad: Agency Bill Palicy Header
Bremiums
Bill To: Nunnally's Glass and Framing Invoice Status: Unpostzd Fees
Taxes
Address: 7830 Randolph Invoice Amount: £7,000,00 [ Agency Commissions
City: Brea Other Commissions
Stat=: CA Zip: 92821 Ampurit Paid: 3000 | Invoice Posting
Phons: (714) 320-9876 Invoice Balance: £7,000.00
|Trar|5act\'nr| 5ummary| Preview | Deliver | | Past Now Abart | |

m  Click the [Edit Invoice Header] link.

invoice | receivables | payables

-
[Edit Invoice Header]
Description Value
Bill Method: Agency Bill
Annualize: =
Bill Type: Term Palicy
Invoice Typa: Regular
Diepartment: Commercial Lines
Unit:
Effective Date: 02/20/2009
Date Booked: 02/20/2009 o
Full Pay: [l
Compound Billing: o
Amount Dus: £0.00
Days Until Past Due:
= of Brint Days Before Eff. Dats:
Invoice Message: Loss Prevention Consulting Services Fee
Internal Note: Loss Prevention Consulting Services Fee - not included in Premium Finance Agreement

0 Bill Method: This will default to Agency Bill.

0 Annualize: The Annualize check box will default as selected. Nexsure does not annualize
non-premium Account Service transactions.

0 Bill Type: Select Account Service from the drop-down box. Account Service is used for
creating an invoice that does not apply to a policy.

0 Invoice Type: This will default to Regular bill.

0 Department: The department will default in, if it is incorrect, select the correct one from
the drop-down box.

0 Unit: If a unit was selected it will default in, if it is incorrect, select the correct one from
the drop-down box. Units are not required.

0 Effective Date: This defaults to the date the invoice was created.

0 Date Booked: This defaults to the effective date of the servicing item or the invoice
creation date based on which is later. The Date Booked may be modified only if security
access is granted in the Invoice Resource Group in the users security template.

0 Invoice Due Date: The date will default to booked date plus the default number of days
on the department in SETUP. If the user has both the ability to modify the Due Date and
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Prior to Effective Date security under the Resource Group of Invoice, they will be able
to modify the Due Date on both invoices and master invoices with due dates prior to the
Effective Date and Booked Date of the invoice. However, users will not be able to modify
the Due Dates prior to the current date.

Full Pay: System controlled option.
Compound Bill: System controlled option.

Amount Due: This defaults to zero. The Amount Due for an Account Service charge is
entered in the Fees section of the invoice.

Days until Past Due: Enter the number of days this bill will become past due.

# of Print Days before Effective Date: Enter the number of days prior to the effective
date this invoice will automatically post and be available to print.

Note: Leave the # of print days before the effective date field blank to avoid Nexsure
automatically posting the invoice. Invoices that are not automatically posted are manually
posted by the user.

Unique Invoice Message: A message entered here will print out on the invoice.

Internal Note: Enter an internal note, for your record as to what this invoice is for,
internal notes are for your information only and will not print on the invoice. Internal
Notes are viewable from the transaction summary screen.

Click OK to save the information.

Edit Invoice Header nexsure
Bill Mathod: Agency Bill - =
Annualize: =
Bill Type: Term Policy -
Invaice Type: Regular |
Departmant: Commercial Lines =
Unit: --Please Select— =
Effective Date: 02/20/2009 25
Bate Booked: 02/2072008 i3
Full Pay: & [
Compound Billing: o
Amount Due: $0.00
Days Until Past Due:
£ Bri

Loss Prevention Consulting =]

Sexrvices Fee
intarnal Nota: Loss Prevention Consulting &

Services Fee - not included

in Premium Finance Agreement

-
ok ] _cancel |

m  Using the scroll bar, or the links in the Quick Navigation panel, review and complete the following
areas of the invoice for accuracy:

®  Invoice Bill To:

0 The invoice bill will default to the client’s information.

If the Bill To is incorrect; click the Change Bill To link.

Dimensional’
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Select the entity to be billed by select the appropriate option, enter the name and click
the Search button. Select the name from the search results by clicking on it and click the
Next link.

Select the Name, Location and Contact from the drop-down boxes and click Next.
Click OK to confirm or Back to edit the selection.

Changing the Bill To entity addresses the invoice to the selected entity. It does not move
the receivable from the client to the selected Bill To entity.

®  Premiums:

Q

m  Fees:

This invoice in NOT attached to a policy therefore the premium line defaults in with the
following message You do not have a policy attached to invoice number: ####.

This will default to zero.
Click the Add New Fee link.
In the Add New Fee pop-up window select Invoice for the Level/LOB.

Select the Fee Code and Service Provider from the drop-down boxes and click OK.

Note: If a fee is not setup that corresponds to the item being billed, see the Nexsure point
person in your agency to add the fee.

0 The Add Non Premium Fee Details pop-up window displays with the selected fee’s

default information. Enter a Description to appear on the invoice and make any other
necessary changes. Click OK to confirm the addition of the fee. Click Cancel to abort.

Add Non Premium Fee Details rmum
Level/LOB: Invoice

Fee Code: Consulting Fee

Service Provider: Agency Consulting

Description: ILoss Control Services

Commission Type: IPEDD|E vl

Taxable: ves @ ng

Revenue

Rate Type: IFIat -

Rate: IIU,DDU.DD

Entity Typa: I Branch x

Entity: IA:E Insurance Branch vl

GL Account: I

Mote: Enter a GL account # manually arleave blank to allow system to default
appropriate mandatory GL account at inveice level.

conel |

0  If the fee amount added is incorrect, click the Details I%? icon of the fee. The Edit Non
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Premium Fee pop-up is displayed, enter the correct information and click OK to save.
Click Cancel to abort.

= Taxes:
0 Taxes default to zero.

0 Ifataxisto be charged on the fee, when setting up the fee the taxable option must be
checked. Click the Add New Tax link.

0 Select the Tax On, Level/LOB and Tax Code from the drop-down boxes.
0 Click the blue Default link.

0 The tax information set up for the Tax Code selected will default in. Make changes, if
necessary, click OK to confirm the addition of the tax. Click Cancel to abort.

0 If the tax amount added is incorrect, click the Details @9 icon of the tax. The Edit Non
Premium Tax pop-up displays enter the correct information, click OK to save. Click
Cancel to abort.

m  Agency Commissions and Other Commissions:
0 These two areas will default to zero.

0  Set up of each fee determines whether Branch (Agency Commission) and/or People
(Other Commission) applies to the fee. Commission information must be added to
the invoice by clicking the [Add New Agency Commission] and/or [Add New Other
Commission] link.

Note: To allocate production credit for the Fee, be certain to add an Other Commission
to report Production Credit as shown in this example. The minimum production credit of
100% must be added in order to post the invoice.

Add People Commission l Ie;§UIe
Search People
First Name: Last Name: |porter &chhl
Commission On: Fee -
Level/LOB: | Invoice L2
Fae: ILuss Control Services ¥
Production Role: IPrnducEr ‘I
Production Cradit Amount: I1UU %
Rate Type: I% of Fee hd
Rate: ID
_ ok | _concel |

= Invoice Totals:
0 This displays the invoice total.

m  After the invoice has been reviewed and all information is accurate, click the Post Now link in the
navigation toolbar under the invoice header.
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Note: If the invoice work area has been maximized, click the Maximize/Minimize [B| icon
a second time to display the invoice header and Quick Navigation panel.

invaica | recsivables = payables

Quick Navigation
Invoice ID: 70965 Date Created: 06/16/2011
Created By: Mary Oberlsitner Effective Date: 07/13/2010 Invaice Helfder
- . Invoice Bill Ta
Bill Method: Agency Bill Palicy Header
Premiums
Bill Ta: Nunnally's Glass and Framing Invoice Status: Unpostad Fees
Taxes
Address: 7890 Randalph Invoice Amount: £7,000.00 | Agency Commissions
City: Brea Other Commissions
State: CA Zip: 92821 e G $0.00 | nvoice Posting
Phone: (714} 220-9876 Invoice Balance: £7,000.00
Transaction 5ummarv| Preview | Deliver | Past Now | Abart | | |

m  The Post Invoice confirmation pop-up box will be displayed. The Yes option will be selected by
default, click OK to post the invoice. Click Cancel to abort.

Note: A posted Invoice cannot be deleted or edited, it must be reversed and re-entered
if incorrect.

m  The Invoice status in the header will now display Posted and there will be a Reverse Now link in
the navigation toolbar under the invoice header.

invoice | receivables  payables
Quick Navigation
Invelce g Date Creatad: 02/20/2009
ID: Invoice Header
Tnwaice Bill Ta
Cma;‘:‘? Betsy Cormier Effective Date:  02/20/2009 Premiums
: Fees
Bill Method:  Agency Bill ==
Agency Commissions
Bill To:  Premier Concrete Construction, LLC P — Other Commissions
Addrass: 30 Huntingten Strast Irvaice Amaunts EREITaT iR (s
City: Mew Ipswich
State: NH Zip: 03071 Amaunt Baid: $0.00
Phone: [603) 878-1111 Invoice Balance: £10,000.00
Transaction Summary | Print [ Deliver Reverse Now [ ]

m  The Invoice Posting link in the Quick Navigation panel will display the general ledger posting
information for this invoice.

m  To deliver the posted invoice by e-mail or fax from Nexsure, see “Delivering an Invoice”, in this
chapter. Only posted invoices may be printed or delivered.

m  Click the Transaction Summary link on the navigation toolbar to exit the invoice and return to the
transaction summary.

WHY Invoice from the Policy Level

Invoicing from policy level is done when invoicing that policy’s transactions. Information saved on the
policy’s policy info tab defaults to the new invoice. Properly completed policy info saves time invoicing all
policy transactions.

m  For information on completing policy info for new policies, see “HOW to Complete the Policy Info

Dimensional*
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Tab”. Chapter 5, “Marketing”.

m  For information on completing policy info for renewal policies, see “Updating Policy Info”,
Chapter 14, “Renewing Policies”.

Important: Do not invoice Direct Bill policies at policy level if invoices are created by
Accounting through Statement Entry of Direct Bill Transactions. For information on
Statement Entry invoicing, see “Invoicing From Carrier Statement in the Reconciliation
Worksheet” in Chapter 11, “Handling Carrier Statements”, Accounting Training Manual.
For Commission Downloads, see “Commission Download” in Chapter 11, Accounting
Training Manual.

Posted invoices populate policy info’s Annualized and Billed totals. These totals are reflected in the Agency’s
Book of Business report.
HOW to Invoice Full Pay from the Policy level

m  After accessing the appropriate client through SEARCH, click the POLICIES link on the Client
menu. Select the policy to be invoiced.

0 Ifthe invoice is for the policy term or posted servicing item (Endorsement, Audit,

Cancellation, etc.), click the Details I%? icon of the In Force policy.

Line Of Business

Policy Number

Policy Description Stage Updated By Annualized § Policy Coverage Billing Carrier

Policy Type Status Updated Date  Billed Premium Term Term Issuing Carrier Remove

Auto - Personal (PAL" Palicy Betsy Cormier $850.00 D 12/04/2008 02/10/2009 Central Mutual Insur [y
PAP1518147 In Force 02/20/2009 $850.00 D 12/04/2009 12/04/2009 Central Mutual Insur

Add youthful driver and 2nd vehicle

Add youthful driver and 2nd vehicle

0 Iftheinvoice is a result of a servicing item not yet posted, click the Details @9 icon of
the servicing item.

TETETEI LI e TESe
B & GLiase787766 In Force New 01/27/2009 §25,850.00 D 03/21/2008 03/31/20089 Hartford Casualty In:

Process edit.

Process edit.

s

General Liability - Endorsement New Batsy Cormier $25,B§D.DD 03/31/2008 02/01/2009 Hartford Insurance G
B & Commercial (CGL) Submitted 02/20/2009 £25,850.00 03/31/2008 03/31/2009 Hartford Casualty In:
GL1456787766

Increase Liability to $1mill/ $2mill

Incraase Liabili

0 Iftheinvoice is being done on a cancelled policy or expired policy that has been sent to

history, click the history tab and click the Details I%? icon of the policy in history.

HOME | HELP | SETUP | LOGOUT

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

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

Client Name: Lawrence Fasulo »

policies history = certificates binders  werifications summary of insurance

Showing Page 1 of 1 1 vl Filters: [Show]

Line Of Business
Policy Number
Policy Description Stage Mode Updated By Annualized $ Policy Coverage eilling Carrier
Details Policy Type Status Change Updated Date  Billed Premium Term Term Issuing Carrier  Remove

Moteorcycle (MOTO) Policy Newr Betsy Cormier $1,270.00 0 08/25/2008 08/25/2008 Progressive Americar 5y
E £ MOT10134395 Cancalled Cancelled 02/20/2009 £1,270.00 D  08/25/2009 02/01/2009 Progressive Americar
Maotoreycle Policy

Sold motarcycle. Cancel 2/1/2009
Motorcycle sold. $280 RP
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m  Click the policy’s transactions tab and click the [Add New Invoice] link.

HOME | HELP | SETUP | LOGOUT

| ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selectad W

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

Client Name: John Powers »

underwriting policy info assignment  sttachments actions qualification history = transactions = claims summary of insurance  classifieds delivery

Select View: IIrwuicE Summary hd

Select Client: | ~1 Search Filter: [Show]

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

Invoice Transaction Summary

Invoice ID
Details Effective Date Date Booked Status Type Transaction ID Master Invoice ID Palicy Number Description Bill Method Amount Remove

B 12/04/2008 02/20/2005  Pested  Invoice - 144 PAP1518147  Autc - Personal Direct Bill £850.00
Total: $850.00

ster Invoice ] [ Add New Inveice |

delivery  classifieds summary ofinsurance  claims transactions  history  quzlification actions attachments assignment  policy info underwriting

m  The Invoice header is displayed with the Invoice ID, Bill To, Date Created, the Effective Date of the
servicing item or policy term, Bill Method, Invoice Status and Amounts.

m  Click the Maximize/Minimize [B| icon to display the entire invoice work area. When the
work area is maximized, the invoice header and Quick Navigation panel are hidden. Click the

Maximize/Minimize icon to return to the header and Quick Navigation view.

invoice | receivables  payables

Quick Navigation
Invoice ID: 70965 Date Created: 06/16/2011
Created By: Mary Oberlsitner Effective Date: 07/13/2010 Invoice Header
: ; Invoice Bill Ta
Bill Method: Agency Bill Polivy Hesder
Bremiums
Bill To: Nunnally's Glass and Framing Invoice Status: Unpostad Fees
Taxes
Address: 7890 Randolph Invoice Amaount: £7,000.00 | Agency Commissions
City: Brea Other Commissions
State: CA Zip: 92821 ‘e (e $0.00 | Invoice Posting
Phone: (714} 320-9876 Invoice Balance: £7,000.00
Transaction Eummaryl Preview | Deliver | | Past Now Abort | | |

m  Using the scroll bar, or the links in the Quick Navigation panel, amend the invoice as follows:

m  Click the Edit Invoice Header link.

0 Bill Method: This will default from the policy info tab. If it is incorrect, select the correct
bill method from the drop-down box.

Note: Correcting the Bill Method on an invoice does not change the default Bill Method
saved on policy info. Edit the policy if necessary to correct the Bill Method for future
invoicing.

0 Annualized: The Annualized check box defaults as checked or not checked from policy
info. To calculate an annualized premium for the premium being invoiced, select the
check box. Refer to the Bill Type information that follows for the impact of Annualized
on policy info Annualized and Billed totals for each Bill Type.
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| ORGANIZATION | REPORTS | CAMPAIGNS

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selectad &'

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

Client Name: John Powers

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

Branchs e itz = 12/20/2008 12:01AM PST mawigation inE ety
12/29/2000 12:01AM PST = Paficy Info

Policy Type/PrimaryState: Monoline / NH Coverage Term: 12/20/2008 12:01AM PST
12/29/2008 12:01AM PST ElHo988766

Issuing Coi Central Mutual Insurance Co Stage: Policy Miscellansous

Billing Co: Central Mutual Insurance Co Moda: New  Premium

Policy Numnber: HOO88766 Status: In Force Fees

Policy Description: Origination Date: 12/29/2008 Taxes

[ Commissions

Details | Level/Line of Busi Billed | Taxable | Commission Type | Remove
- Homeowners(1) $1,150.00| $1,150.00| $1,150.00| [T Branch & People
Totals:| $1,150.00| $1,150.00| $1,150.00

Q

»

instruction | navigation

Bill Type: The Bill Type will default from the policy selected for invoicing. Select the
correct Bill Type if necessary from the following options in the drop-down box:

Bill Type Description Annualized M Annualized O]
. Select this option for non- No change for non-premium No change for non-premium
Account Service . . q .
policy transactions. transaction. transaction.
No annualized calculation of No annualized calculation of
select this ootion if invoicin the audit premium invoiced. the audit premium invoiced.
Audit an audit P g Audit premium is added Audit premium is added
: to the existing Annualized to the existing Annualized
amount. amount.
No ch to the A lized . . .
. P O change 1o the Annuafize Cancellation billed premium
. Select this option if invoicing | total as the total before .
Cancellation . L is added to the current
a cancellation. cancellation is the true .
. . Annualized total.
Annualized premium.
New Annualized is calculated Lo
Endorsement premium is not
. P based on the endorsement . . .
Select this option if invoicing . annualized. Billed premium
Endorsement premium change and added . -
an endorsement. - . is added to the existing
to the existing Annualized .
Annualized amount.
amount.
. P Reporting premium invoiced Reporting premium invoiced
. Select th i f . P A 49
Reporting ai:corti: OPOI;H fTINVOICINg | < added to the existing is added to the existing
P & policy. Annualized amount. Annualized amount.
. P A lized i A
Select this option if invoicing | . new annualized premium The invoiced amount
. X is calculated and replaces ) .
Term Policy a new, renewal or rewritten L X overwrites the existing
. any existing Annualized .
policy. . Annualized amount.
premium.
Note: It is important to select the correct Bill Type when invoicing a policy.
0 Department: The department will default in, if it is incorrect, select the correct one from
the drop-down box.
0 Unit: If a unit was selected it will default in, if it is incorrect, select the correct one from
Dimensional’
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the drop-down box. Units are not required.
Effective Date: This defaults to the effective date of the servicing item.

Date Booked: This defaults to the effective date of the servicing item or the invoice
creation date based on which is later. The Date Booked may be modified only if security
access is granted in the Invoice Resource Group in the user’s security template.

Invoice Due Date: The date will default to booked date plus the default number of days
on the department in SETUP. If the user has both the ability to modify the Due Date and
Prior to Effective Date security under the Resource Group of Invoice, they will be able to
modify the Due Date on both Invoices and master invoices with Due Dates prior to the
Effective Date and booked date of the invoice. However, users will not be able to modify
the Due Dates prior to the current date.

Full Pay: System controlled selection.
Compound Bill: System controlled selection.

Amount Due: The default for Amount Due is the Estimated Premium amount from
policy info for Agency Bill, or the commission due for that amount if Direct Bill. The
actual premium to be invoiced is not entered here.

Days until Past Due: Enter the number of days this bill will become past due.

# of Print Days before Effective Date: Enter the number of days prior to the effective
date this invoice will automatically post and be available to print. Leave the # of print
days blank to suspend automatic posting of the invoice and post manually.

Unique Invoice Message: A message entered here will print out on the invoice.

Internal Note: Enter an internal note, for your record of what the invoice is for. Internal
notes are for your reference only and do not print on the invoice. Internal Notes are
viewable from the transaction summary.

Click OK to save the changes, click Cancel to abort changes to the Invoice Header.

Edit Invoice Header

Bill Methad:
Bill Type:
Departrent:
Unit:

Effective Date:
Date Booked:
Full Pay:

Campound Billing:
Armount Due:
Days Until Past Due:

Unique Invoice Massage:

Internal Maoke:

# of Print Days Befare Eff, Date:

Direct Bill
Endorserment
Personal Lines

Unassigned »
4/8/2005 ]
4/13/2005 ]

w
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m  Policy Information:

O This displays the information in the policy header and cannot be changed in the invoice.
= LOB Forms:

0 This displays all ACORD forms for the policy and cannot be changed in the invoice.
m  Premiums:

0 Premises default from the policy info tab.

Q  Click the Details E’ icon of the premium line of business being invoiced. The View/Edit

Premium pop-up displays.

0 Enter the name of the Servicing Function in the Description field. The Description
entered will print on the invoice.

0 The Effective Date field defaults to the effective date of the servicing item from the
selected policy Coverage Term. Correct the date if necessary.

0 The Estimated Premium from policy info defaults as the invoice premium. Enter
the amount due of the servicing item being invoiced in the Amount Due field. If the

servicing item being invoiced has resulted in a return premium place a “-“and then enter
the amount of the return.

0 The Commission Type defaults from policy info. If it is incorrect, select the correct type
from the drop-down box.

0 The Taxable option defaults in from policy info. If it’s incorrect, select the correct one.

0 Click OK to save the changes. Click Cancel to abort the premium change.

Note: Click the [Add New Premium] link only when adding a second premium for the
same line of business, for example different premium levels for graded commissions.

View/Edit Premium rmu'e
Original Premium: $850.00 Amount Due: $850.00
Line of Business: Aute - Persenal
Diescription: IEndDrsement Premium
Effective Date: IE,{IDIEUUQ %
Amsunt Dus: IESU.DD
Commission Type: IBraI‘ICh & People VI
Taxable: ves g
OK I Cancel

m  Fees:

0 Any Fees saved on policy info will default to the invoice Fees. If fees do not apply to the

invoice click the Remove icon, click OK to confirm.

imensional, PAGE 527



CHAPTER 18 NEXSURE® TRAINING MANUAL - CRM

= Taxes:

0 Any Taxes saved on policy info will default to the invoice. If the premium of the item
being invoiced is taxable, and the tax is based on a percentage of the premium, Nexsure
will recalculate it based on the premium entered on the Premium line.

0 If the tax does not to apply to the invoice click the Remove % icon, click OK to confirm.
m  Agency Commissions:

o Agency Commissions default from policy info. Nexsure will recalculate the agency
commissions due based on the amount of the premium entered on the premium

line. If Agency Commission information is incorrect, click the Details @9 icon of

the commission line to correct the Rate Type and/or Rate. Correcting commission
information on the invoice does not change saved commission information on policy
info for future invoicing.

m  Other Commissions:

0 Other Commissions default from policy info. Nexsure will recalculate the other
commissions based on the amount of the agency commissions or fees to which they

apply. If commission information is incorrect, click the Details @9 icon of the line item.
Correcting commission information on the invoice does not change policy info for future
invoicing.

0 If multiple producers should receive production credit, the user may click the [auto
allocate] link to evenly allocate production credit between all added to the Other
Commission section of the screen. The production credit amounts may also be entered
directly on the screen in the production credit column. Once all changes have been
made, click the [Save] link to retain these changes.

m  Confirm that the invoice looks correct by clicking the Preview link on the Navigation Toolbar.
Select the style and invoice to view and click OK. The invoice will be displayed with Draft printed
in the background. To return to the invoice, click the Invoice Header link in the Quick Navigation
Panel. After the invoice has been reviewed and all information is accurate, click the Post Now link
in the Navigation Toolbar under the invoice header.

Note: If the invoice work area has been maximized, click the Maximize/Minimize icon
to display the invoice header and Quick Navigation panel.

m A Post Invoice confirmation pop-up box will be displayed. The Yes option will be selected by
default, click OK to post the invoice. Click Cancel to abort.

Note: A posted invoice cannot be deleted or edited, it must be reversed and re-entered
if incorrect.

m  The invoice status in the header will now display Posted and there will be a Reverse Now link in
the navigation toolbar under the invoice header.

m  The Invoice Posting link in the Quick Navigation panel will display the general ledger posting
information for this invoice.

m  To deliver the posted invoice by e-mail or fax from Nexsure, see “Delivering an Invoice”, Chapter
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6, “Policy”. Only posted invoices may be printed or delivered.

m  Click the Transaction Summary link on the navigation toolbar to exit the invoice and return to the
transaction summary.

WHAT is the Receivable Tab

Click the receivables tab. In the Quick Navigation panel on the right side, the entity from whom the payment
is expected is displayed. The receivables tab will display a summary of balances due from the client (Agency
bill) or carrier (Direct bill). When a payment is received and applied to the invoice it will be displayed here as
a Receive Payment and show the Credit Assigned to the invoice. The balance will display a residual amount,
if any, still owed on the invoice by the client or carrier.

invoice  receivables | paybles

Quick Navigation
Invoics ID: 1 Date

Crestad By

ced: 02/10/2009
ate: 03/03/2008 client
Bill Method:  Agency Bill

Bill To:  Lightship Telacom, Tnc.
. rimster Rosd

Zip: 03060
03)555-883¢

Bostad
5150000

000

5150000

Transaction Summary Print Deliver

[iving Company:[Fanford Coranley Tnsurance I

Fremim Toul ] $1500.00)]

[oiing Company: s msuranee Greve I

rp—— [ sz7000]

Effactive Date

Tows rrom Trvee To

T ot e ot Assgned] |

7 Joarr0/200 Tugheshp Talacom ine [oremem 1 i

i 5150000 i 5150000

S0 | Sis000]

WHAT is the Payables Tab

Click the payables tab to display details. The Quick Navigation links on the right side of the payables screen
display any entities expecting a portion of the premium. Clicking on different entities using the Quick
Navigation links displays a summary of the portion, if any, due them. Any credit assigned to the invoice will
be displayed here. As disbursements are applied to these entries, those display here as well with balances,
if any, still due.

s payables

Quick Navigation

- 10: 118

R
cti 03/09/2009 .
il method: Agency ail e

Postsd
$1,500.00

0,00

$1500.00

oeiver Revese how ]

[fsing Company:[rarord Cesuaty tmsurance I Pramiom Toni | $150090]

[Eiing Company:[rarcors trsurence e I

Branch Payable
Description [efrective Date

[premvm [szrz0/2005 [oremom

I Toat

ey Commizsion [ sa7007]

Ey—
5125000 I
S0 o0

T Trvee | g |

$1.230.00|

Hartord Ensurance Grou
[ v
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HOW to Understand the Transaction Summary View

The summary view will give you pertinent information for each invoice, posted or unposted, that has been
created.

HOME | HELP | SETUP | LOGOUT

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

CLIENT PROFILE | OPPORTUNMITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Jane Cooke

underwriting policy info assignment  attachments actiens qualification histery = transactions = claims summary of insurance  classifieds

Salact View: Invoice Summary b [ Add Master Invaice ] [ Add New Invoice ]
Select Client: = showing Page 1 of 1 Search Filter: [Show]
InvoiceID
Effactive Transaction Master Policy
Details Date Date Booked Status Type d Invoice ID Number Description Bill Method Amount Remove
@ 2/4f2008 2/s5/zo008 * Posted Invoice - 14711 PA123456 Auto - Personal Direct Bill £1,250.00
Total: $1,250.00

attachments

clzims transactions actions

classifieds summary of insurance history  qualification assignment  palicy info underwriting

m  Clicking the Details I%? icon will display the invoice tab.

m  The Effective Date is the date the installment is due.

m  The Date Booked displays the invoice posting date. This is the date the invoice hits the General
Ledger.

m  The Status lists whether the invoice is unposted, posted or reversed. If an Internal Note has been
added to a transaction, an asterisk is displayed next to the status of that transaction. When you
hover over the asterisk, a pop-up of the Internal Note is displayed.

nexsure

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

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selectad

SEARCH | ORGANIZATION | REPORTS

Client Name: Jane Cooke »

underwriting policy info assignment  attachments actiens qualificatien history = transactions = claims summary ofinsurance  classifieds

Salact View: Invoice Summary h [ Add Master Invoice ] [ Add New Invoice ]
Salact Client: v Showing Page 1 of 1 Search Filter: [Show]
InvoiceID
Effective Tr i Master Policy
Details Date Date Booked Status Type 1d Invoice ID Number Description  Bill Method Amount Remove
2 2/4/2008 2/s5/2008 * posted [ ic - 14711 PA123456 Auto - Personal Direct Bill £1,250.00
| Business ‘ Total: $1,250.00

classifieds summary of insurance  claims transactions  histery  qualification actions attachments assignment  pelicy info underwriting

m  The Type displays the type of the invoice.

m  The Invoice Summary view does not include the ID of payments/recons applied to the invoice.
Find this level of information on the Detail Assigned view.

m  The Invoice ID/Master Invoice ID will display the invoice number and if the invoice is reversed,
the invoice number of the reversal.

m  The Policy Number will show the policy number assigned to the policy at the time of the invoice
creation.

m  The Description displays the line of business.

m  The Bill Method displays how the invoice was billed.
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m The Amount field displays the amount billed. Any amounts that have been reversed are displayed
in parenthesis.

m  The Remove % icon displays only if an Invoice has not been posted.

Invoicing Binder Bill

Binder bill invoicing is used to create an invoice for a new business policy or renewal, in a bound status,
before the policy and bill is received from the carrier. Binder bill invoicing hits the general ledger but will not
appear on the agent’s account current statement. When the policy is received from the carrier, the binder
bill will be reversed and a regular invoice processed. Policies issued with a premium increase or decrease
will also need a manual bill invoice for the difference to send to the client.

Note: Binder bill invoicing is only done on agency billed policies and typically for policies
that are on an account current basis with the agency.

HOW to Invoice a Binder Bill

m  Locate the appropriate client through SEARCH and click the POLICIES link on the Client menu. All
in force policies for the client are displayed in a summary view.

m  Click the Details E? icon of the policy needing to be binder billed.
m  Click the transactions tab and click the [Add New Invoice] link.
m  The Invoice header is displayed.

m  Click the [Edit Invoice Header] link.

Quick Navigation

Zip: 03060
ne: (503) 555-8834.

Travsscton Sommay | e beier Post o Rbort ]

m  Change the Invoice Type to Binder Bill.
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it Taveice Heater nexsure

Bill Method: [agencysil =] =

Annualize: 2

Bill Type: [Term Policy =1

Invoice Type: -

Department: [Commercial Lines =]

Unit: [~Please select— =]

Effactive Date: [os/os/200 il

Date Boaked: .

Full Bay: ® [

Cempound Billing: i

Amount Due: $11,300.00

Days Until Past Due: |

# of Print Days Before Eff. Date: l— LI
Cancel

m  See the HOW to Invoice the Term Policy in this chapter to complete the rest of the invoicing
process.

m  Post the binder bill.

m  The Binder Bill invoice displays on the transaction summary identified with an Invoice type of (B).

HOME | HELP | SETUP | LOGOUT

| ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selacted %"

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Lightship Telecom, Inc. Commercial Account

underwriting palicy info assignment sttachments actions qualification histary transactions claims summary of insurance classifieds delivery
Select View: II”VDiCE Summary j' [ Add Master Invoice ] [ Add Mew Invoice]
Select Client: I vl Search Filter: [Show]
Showing Page 1 of 1 | 1 v[ Total Rows: 1 Display: IDefauIt (10) vl

Invoice Transaction Summary

Invoice ID
Details Effective Date Date Booked  Status Type Transaction ID  Master Invoice ID  Policy Number Description  Bill Method Amount Remove

5 03/0%/2009 03/09/2009 * Posted Invoice(B) = 121 Unassigned Package AgencyBill $11,200.00

| Total: $11,300.00 |

HOW to Reverse a Binder Bill

When the policy is received from the carrier, the binder bill will need to be reversed. Reversing the binder
bill creates a new regular unposted invoice for the original amount of the binder bill. If the policy is issued
with a premium increase or decrease, a manual bill for the difference can be created after posting the
regular invoice.

m  Locate the appropriate client through SEARCH and click the POLICIES link on the Client menu. All
in force policies for the client are displayed in a summary view.

m  Click the Details I%’ icon of the policy you need to reverse the binder bill on.
m  Click the transactions tab, the transaction summary view is displayed.
m  Click the Select View drop-down box and select Open Binder Bill.

m  All open binder bills are displayed in a summary view.

m  Click the Details @’ icon of the binder bill to be reversed.
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m  The Invoice header will be displayed.
m  Click the Reverse Now link in the navigation toolbar under the invoice header.

m  Payments applied to the Binder Bill invoice will prompt a Credit exists for Binder Bill Invoice pop-
up. Select the appropriate option and click OK to continue.

Credit exists for Binder Bill Invoica. r]e Sure

@ Open payment for manual apply to inveices
7 Open payment and sutoapply

 Leave payments applied

Nexsure Tip

Please note: Entries will occur in the current month if original entry
month is lacked or closed. Entries will occur in the ariginal entry manth
if period is open.

m A pop-up window will appear, click the OK button to confirm the reversal. Click Cancel to abort.
The invoice status in the header will display an Unposted status.

Note: The reversal process frees up the cash receipt but does not reapply it, the credit
needs to be reassigned in a Client Reconciliation.

m  The Invoice ID in the header will display the original binder bill invoice number along with the
new invoice number. The Post Now link will be active and allow the posting of the regular invoice.

Quick Navigation

Header

Date Crasted: 02/11/2009

npostad
$11,30000

$0.00
$11,30000

et Dot tow oot ]

[rcono 126

[rcom 0

Details | LevelLine of Business Effective Date Description Commission Type ™
E3

2

E2

Premium ue.

— =
Package Toull1) 030972009 PKG Torel Branch & People - 000 000 El
= s000 es0000 Bl

[ E]

03/03/2003 Bremium Branch & People

$6,500.00 $6.500.00

03/03/2003 Fremium Branch & People

Total Premiums: $11,300.00]

m  Verify the policy premium and commission as received from the carrier. If the premium has been

changed, click the Premium Details @9 icon and enter the total amount of the new premium in
the Amount Due field.
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View/Edit Premium n%ure
Original Premium: $4,800.00 Amount Due: $4,800.00
Line of Business: Genersl Lizhility - Commercial
Description: IPrEm\um
Effective Date: [3/3/2008 ikl
Amount Due: |4,350.00
Commission Type: IBranch & People 'I
Taxable: [ @RV YA
Cancel

m  Click the Agency Commissions Details icon and enter the new commission in the Rate field.

m  Click the Post Now link in the navigation toolbar under the Invoice header. If the premium has
been changed, the user will receive a prompt to generate a manual invoice, click the Yes option.

nexsure

Generate Manual Invoice for the difference?
& vaz o
Ready to post Invoice?

# ez g

Nexsure Tip

Please note: Invoices cannot be edited after posting. Posted invoices
must be reversed and re-entered.

m  Click the Yes option to post the invoice and OK to post. Click Cancel to abort.
m  Click the Transaction Summary link in the navigation toolbar under the Invoice header.
m  Proceed to HOW to Create a Manual Invoice, if applicable.

m  Proceed to the HOW to Deliver an Invoice section.
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HOW to Use the Binder Bill Transaction Summary View

m  The transactions tab invoice summary view is displayed.

HOME | HELP | SETUP | LOGOUT

| ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selectad &%

| OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Lightship Telecom, Inc. Commercial Account

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

Select Visw: [Invoice Summary =] [ Add Master Inveice ] [ Add New Invoice ]
selectclienz [ 3] Search Filters [Show]
Showing Page 1 of 1 [1=] TotalRows:3 Display: [Default (10) =]
Invoice ID

Details  Effective Date Date Booked Status Type Transaction ID Master Invoice 1D Policy Number Description  Bill Method Amount Remove
B 03/09/2009  03/09/2009 * Postad Invaice - +123/121 Unassigned Package  Agency Bill $11,350.00
B2 03/09/2009  03/09/2009  * Posted Reversed  Invoice(B) - -122/121 Unassignad Package  Agency Bill  ($11,300.00)
B 03/09/2009  03/09/2003  * Posted Reversed  Invaice(B) - 121/+123 Unassignad Package  Agency Bill $11,300.00
Total: $11,350.00

m  The Invoice ID/Master Invoice ID will display the original binder bill invoice ID, the reversed
binder bill invoice ID and the new regular invoice ID:

0 The invoice number alone is the original binder bill invoice.
o A “”displays in front of the reversed invoice.
o A “+” displays in front of the regular invoice.

m  The original binder bill displays the amount billed. The reversed binder bill displays the amount
reversed in parenthesis. The regular invoice displays the total amount of the premium billed.

HOW to Create a Manual Invoice

If the policy is issued with a premium increase or decrease, a manual bill for the difference can be created
after posting the regular invoice to bill the client the difference.

m  Click the [Add New Invoice] link on the transactions tab to complete the invoicing of the manual
bill.

m  The Invoice header will be displayed.
m  Click the [Edit Invoice Header] link.

m  Change the Invoice Type to Manual Bill and click the OK button.

m  Scroll to the premium and click on the Details I%’ icon. Enter the premium difference in the
Amount Due field.

m  Post the manual bill.

m  Proceed to the HOW to Deliver an Invoice section.

Note: A manual bill does not hit any general ledger accounts and will not appear on the
agent’s account current statement. It provides a way for the agency to create an invoice to
bill the client for a difference in premium in the binder bill workflow if necessary.
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Delivering the Invoice

Locate the appropriate client through SEARCH and click the POLICIES link on the Client menu. All
in force policies for the client are displayed in a summary view.

Click the Details @9 icon of the policy.

Click the transactions tab.

Click the Details @9 icon of the invoice. If the policy is installment billed, click the Details I%?
icon of the applicable installment.

Note: The invoice must be posted in order to deliver it from Nexsure.

The invoice header is displayed, click the Print link in the navigation toolbar under the invoice
header.

Make a selection from the Select Invoice Format drop-down box.
Place a check mark next to the appropriate invoice(s).

Click OK to print, this will allow a print preview of the invoice selected in Adobe. Click Cancel to
Abort.

Click the Deliver link in the navigation toolbar under the invoice header.
The delivery e-mail tab is displayed with the invoice attached on the right side.

The invoice can be sent from Nexsure as and e-mail or a fax. The e-mail tab will default, if faxing
the invoice click on the fax tab.

Complete the required e-mail or fax information.
Click the Send link to send the e-mail or fax. Click Close to close the screen without sending.
A dialog box will display confirming the successful delivery.

Click OK to close the dialog box.

Understanding and Working with Installment Plans

If the client is paying in installments and there has been policy activity resulting in a premium change
unposted installments may be revised to divide either the additional or return premium evenly across the
remaining unposted installments. Posted installments cannot be revised.

HOW to Revise Unposted Installments

After accessing the appropriate client through SEARCH, click the POLICIES link on the
Client menu. If the installments to be revised are a result of a servicing function (such as an
endorsement, audit, cancellation, etc) and that servicing item has not yet been posted, click the

Details @9 icon of the pending servicing item. If the servicing item has been posted, click the
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Details @’ icon of the policy to be invoiced. If the invoice is being done on a cancelled policy that

has been sent to history, click the history tab and click the Details @’ icon of the policy in history.
m  Click the transactions tab.

m  The Invoice ID/Master Invoice ID in the transaction summary view will display each installments
invoice number with the master invoice number below in parenthesis. Click the Master Invoice ID
hotlink beneath any installment displayed.

axsure

W | MELP | SERUP | LOGORIT
mOW | ORGAMIZATION | REPORTS Boskmarks: Enpand | Add | Ramove Selected
[LIEST PROFILE | OPPORTEMITIES | MARKETING | POLICIES | CLAIME ATTADNWENTS | ACTIOSG | TRAMSACTIONS | DELIVERY | TADG
g
e v— wislfiom Watery el ol -
b Sedd Murter Irwpics | [ Sdd Mew Irwoios
w sarch Fila |
T Fres trem
Dearbails ate Datw Brpkewd e rige e bl g haned Arryunl Rmrees
™ Py Warkare S il T
B 009 LT Campansaan Mty 8 #0000
= oo &L F00n Agaray il =00 o0
" " d ! 0D
] 109 18 Bosted Campaniatan Moy b $180.00
1] afzfz009 & 1as s0oe Posted Ireaice] B ageray bl #1000
-] w008 16 Do Eorted Ereaicl CB) Eguray Bil fisoon -
B & ara00s &/2/200% Unportsd Ersoiosch sgaray kil pzoon By
B 2008 Unporbed trenicel ©B) P— 1] tisoon g
® ] Unporbsd Ersoios Ch) sgaray kil fzoon Ky
B 0 Unporbed tremioel CB Camponsation PR fisoon g
i3 1033005 Unported = 1] e sgaray kil fzoon Ky
B 2008 Unported tremicel ©B) P——. ] tisoon Iy
B 1333005 1273 oo Uinportsd Eroiced o) P——] tazoon By
otal  fEELEE
rurenary of mpurance  clime  besascBess  hirtery  quabficstion  sctoss  attachmasts  srsigament Hr  undsewriing

m  The Master Invoice pop-up window will display with both posted and unposted installments.
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3 Master Invoice - Microsaft Internel Explorer provided by XDimensional Technologies, Inc. - x
I_ Tranascton Summary f Poat Selected Invoices ] Heveras Invoses ] Fnedichy Faarter ]
[Select 8] [De-selec AN] showing Page 1af 2 K 1= Search Filben [Show=]

Irvemice Effective Drabe Policy
Details P Hame RA/loc  Addeess Dat Booked Prink Dabe Type  Status » i Aot Remowe
B oz D0 e MRMAR D oaonio0s 0671672008 0LAWIODS tnvoics Borted WC1I4SET §300.00 -
B o ':::;‘;‘ Loc ‘;i:‘:t'“ OWOXZO0S DEI1E/I00S OHIGIIO0N Invoice Ported WCOIZI4SET F150.00 -
B oames Dt e MRMAR D quoazons 0671472008 OWAWIODS Invoice Bosted WC1I4SET §150.00 -
B oz P00 Lee MEMER D amoaaoos 0671472008 047102008 tnvcice Borted WC13447 §150.00 -
0O 8  zser S0 o MEMAR agomzo0s 0470272008 051972008 Invoice Unposted wC1234367 f1snon [
0O 8  zses S0 o MHEMAR gyoaizoos 07/02/2008 08182008 Invoioe Unposted wC1z34367 f1snon B
0o e 2069 g::,;‘: Lo Lm‘:{“ OBIOZZ008 DA/OZ/Z008 OT/LHI00Y Invoice Unported WC1Z34%67 fa%0.00  [Ep
M
0o e 2070 Eﬁ:x Lo "gm:t'“ OWOXZ008 OR/0/2008 OBILHZD0Y Invsice Unposted WC1234%67 f1so00 [
0o e F 2:_:";': Lo Lm‘:“ 1OP0/2008  10/02/2008 OW1BIZ0O0% Invoice Unposted WC1234%67 f1%0.00 [
0o e 2072 E:::m' Lo 1‘;‘;{\::'“ 1U/02/2008 11/02/2008 10/15/2009 Invcice Unposted WC1234%67 §1so.00  [Bg

m  Click the Modify Master link.

m  The Modify Master pop-up window displays. To split the additional or return premium over the
remaining unposted installments, select Split, remove any checks from the Premium, Fees and
Taxes check boxes, and click OK.

iuidirg ikﬁe; Vlrl;lurictr— '“t'm'mﬂ— Intrnrrnetr Explorer pr... - [EI%
Modify Master Tnvoics W

Modification Distribution

O Haw
® Split

Dafault from policy information?

D Premium
D Faas

[ Taxes

Mexsure Tip
riformation from policy such as pramium, fess and taxes can
Hefault into the master invoice, Commissions as applicable will

lspply 52 well

m  The Invoice header displays with a zero amount for the policy premium, fees taxes and
commission information.
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m  The information in the invoice header defaults in from the original setup of the Installments.

m  The Bill Type in the invoice header should reflect the correct bill type. If it does not click the Edit
Invoice Header link.

0 Bill Type: Select the correct bill type from the following options in the drop-down box:
> Audit: Select this option if invoicing an audit.

>  Account Service: Select this option for invoicing anything that falls outside of
the other five options.

» Cancellation: Select this option if invoicing a cancellation.
> Endorsement: Select this option if invoicing an endorsement change.
> Reporting: Select this option if invoicing a reporting policy.

»  Term Policy: Select this option if invoicing a new business or renewal policy.

Note: It is important to select the correct bill type when invoicing a policy.

m  Make any other appropriate changes in the Invoice Header and click OK to save. Click Cancel to
abort.

m  Scroll to the premium link and click on the Details @’ icon.
0 Enter the name of the Servicing Function in the Description field.
0 The Effective Date will reflect the effective date of the policy.

0  Enter the Amount Due of the servicing item being invoiced in the amount due field. If
the servicing item being invoiced has resulted in a return premium place a “-“and then
enter the amount of the return.

0 The Commissionable field defaults in from the original Installment setup.

0  Select the Yes Taxable option if this amount is to be taxed.
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0 Click OK to save the changes. Click Cancel to abort.

3 Edit Premium - Microsoft Internet Explorer, prowide... E_”EWX‘

View /Edit Premiuny
Screen Mode: Edit

Original Premium: $ 2000

Line of Business:

nesxsure

Amount Due: § 0

Warkers Compensation

Description: Endorsement

Effectivs Date: 2/2/2008 &
Amount Due: s0o

Cormmissionable: Branch & People »
Taxable O ves @ nHo

m  Using the scroll bar, or the links in the Quick Navigation panel, review the following areas of the
invoice for accuracy:

aQ Fees

o Taxes

o Agency Commissions
0 Other Commissions

m  After the invoice has been review and all information accurate, click the Create Invoices link in
the navigation toolbar under the invoice header.

0 The amount of the additional or return premium will be divided over the remaining
unposted installment invoices.

nexsure

WOME | WL | SERUR | OGS
mON | CRGAMIZATION | RESSORTS Boakmarks Gxpand | Add | Ramove Selacted
[LIESTPROFILE | CFPORTENITIES | MARKETING | POLICIES | (LADMS | SESwiC] ATTACSMENTY | ACTHI TRARAL TIE LT L0
Clisnl Madne: Danny Sinith
bk urg gl ¥ ad i ‘. #L b " 5 il Bt hawery Wemsaress  ole # #l
sluct Ve Ireeoice Summary - &dd Murtsr Irvois | &dd Maw Imwoios |
Saluct Shart - Shating Page 1 of 1 1
B e Transaction
Deartails Dt by Bk Shatus Typs 1d Vs g tion mall s thod Aeryonnt Rmreers
B 2008 AS1AS 00N R T——— o $0.00
B som &L T Fostsd 1] _u:::.:"'l ] {50000
B A ZF200% 718 oy Eosted o) :D:;;:'.'H“ Eguray Bl fas0 o0
B wws00s  eleEees Pored B o Hothars  peny bl oo
B w0y ] Basted reaice( B :o:;:'.'t” Eguray bl f1%0.00
» ] Unporbed  DneoicedCh) comianreton  Mperay bl perie: By
B 008 Unporbed il S .F:P;tr“o“ Eguray bl tzriez Wy
i ] Unported Ersoios OB _w::":'_'u" sgmray kil e By
B 272009 Unported  Brosice(CB) :D:;;:'.'H“ Eguray bl trriez Wy
i o3 200% 10727 T Unportsd Ersoiced o) e P——] Fer =
B 10427 300 Unporbed trumicel ©B) Eguroy bl grriaz Iy
[ ] 1 008 LafEEnos Unported  BrwloslCR) nparay il e Ky
T T )
rummary of mpurincs  cleime GesascBess  hitery  quabficetion  achess  sechments  ansigament  policyin  undsewriting

m  The remaining unposted installment invoices will post according to their respective dates. Any un-
posted installments with a Date Booked in the past can be posted manually.
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HOW the Client Balance Summary Screen Works

The Client Balance Summary screen is used to obtain a quick overview of a client’s agency billed balance.
It displays the current balance, an aging balance of 30/60/90 days and a total, future and grand total
balances.

Note: The Client Balance summary screen is automatically updated overnight.

HOW to Access the Client Balance Summary Screen

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

Note: The Client Balances Summary tab is only available at the Client level.

m  The Review Date field displays the exact date, time and time zone of the logged in user accessing
the screen.

m  The Last Updated Date field displays the last date the balance summary screen was internally
updated.

m  The Last Transaction Date field displays the date of the last transaction entered that affected any
information displayed on the screen.

m  The Status field represents whether the client information is either Current or Not Current.

0 Ifthe client information is Current then the Last Transaction Date is less than or equal to
the Last Update Date.

0 Ifthe client information is Not Current then the Last Transaction Date is greater than the
Last Update Date.
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HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS kst Expand | Add | R 4
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

Client Name: Danny Smith
client balance summary | transaction summary | list bill plans
Review Date: 7/19,/2005 3:06:16 PM PST
Last Updated Date: 6,/19/2005 1:40:19 AM PST
Last Transaction Date: 6/19,/2005 PST
Status: Client Information is Current
Current Over 30 days Over 60 days Over 90 days Total Due Future Grand Total
$0.00 £0,00 40,00 $0.00 $0.00 40,00 $0.00
Last Payment Date: Amount: $0,00
Totsl Unposted Invoices: $1,107.16
Total Unassigned Payments: $0.00
Total Open Binder Bills: $0.00
Total Agency Bill Commissions: $z08,92
Total Direct Bill Commissions: $1,045.50
Tokal Commissions: +1,254,42
Total Commission Expense: $529.12
Met Commission [Total
Cormmissions - Commission $725,30
Expense):
Annualized Premiums $6,328,37
Billad Prarmiurns $6,280,00
list bill plans | transaction summary  client balance summary | o,

m  Only posted activity will be calculated:

0 The amount in the Current field displays any transaction affecting the client account
receivables as of today’s date and 30 days prior to today’s date.

0 The amount in the Over 30 days field displays any transaction affecting the client
account receivables as of 31 days prior to today’s date through 60 days prior to today’s
date.

0 The amount in the Over 60 days field displays any transaction affecting the client
account receivables as of 61 days prior to today’s date through 90 days prior to today’s
date.

0 The amount in the Over 90 day’s field displays any transaction affecting the client
account receivables as of 91 days prior to today’s date.

Note: The Total Due should always equal the total of the Current, Over 30 days, Over 60
days and Over 90 days amounts.

Note: The Client Balances Summary tab is only available at the Client level.

0 The amount in the Future field displays any transaction affecting the client account
receivables after today’s date.

0 The amount in the Grand Total field displays all items affecting the general ledger from
the beginning of the first initial invoice to the last invoice created.

m  The amount in the Last Payment Date field displays the last posted entry for the account entered
through received payment based on date booked.
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Note: The Last Payment date and amount could be a future item.

m  Inthe Client Activity fields:

]

The amount in the Total Unposted Invoices field displays the grand total of premium,
fees and taxes for any unposted invoice activity from the first initial invoice through the
last invoice created. (This amount excludes any manual and book of business invoices).

The amount in the Total Unassigned Payments field displays the total for any posted
residual payments. These are payments that have been received in Nexsure, but not yet
applied to an invoice.

The amount in the Total Open Binder Bills field displays the total of all posted open
binder bill invoices. (This amount excludes any manual and book of business invoices).

The amount in the Total Agency Bill Commissions field displays the total of all agency
billed commissions from the first initial posted invoice through the last posted invoice
created. (This amount excludes any manual and book of business invoices).

The amount in the Total Direct Bill Commissions field displays the total of all direct
billed commissions from the first initial posted invoice through the last posted invoice
created. (This amount excludes any manual and book of business invoices).

The amount in the Total Commissions field displays the total of agency plus direct billed
commissions from the first initial posted invoice through the last posted invoice created.
(This amount excludes any manual and book of business invoices).

The amount in the Total Commission Expense field displays the total of all commissions
shown as “other” in invoices from the first initial posted invoice through the last posted
invoice created. (This amount excludes any manual and book of business invoices).

The amount in the Net Commission field displays the total of commission less the
total of commissions paid to “others” from the first initial posted invoice through the
last posted invoice created. (This amount excludes any manual and book of business
invoices).

m  Inthe Premium calculation field the policy info value totals display:

]

The amount in the Annualized Premiums field displays the grand total of annualized
premiums on all in force policies.

The amount in the Billed Premiums field displays the grand total of billed premiums on
all in force policies.

Note: Posting rules do not apply - commission earned and paid to people will be showing
in the totals regardless of applicable posting rules.
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Understanding and Working with List Bills

List billing is used to spread the premium over a multiple number of locations for an Insured. A list bill consists
of one master policy that is billed to multiple locations. The master policy provides insurance coverage for
locations insured on a policy. The locations can be attached to the master client via its related accounts tab.
List billing is based on a percentage of the risk that each location will pay thus creating multiple receivables
and multiple payables based on the entities involved in each individual billing. The carrier payables are
based on an installment schedule generated over the specified number of locations, not time.

HOW to Setup List Bill Clients

m  All prospective clients (the master client and the related accounts) are added to Nexsure
following the normal procedures.

0 Forinstructions see “HOW to Add a Suspect”, in Chapter 3 of this manual.

m  Each prospective client’s location(s) should be added on their respective locations tab.

0 Forinstructions see “HOW to Add a Location”, in Chapter 3 of this manual.
HOME | HELP | SETUP | LOGOUT

nexsure I

CLIENTPROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERYICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIYERY | T-LOG

SEARCH | ORGANIZATION | REPDRTS Bookmarks: lected

GClient Name: Jerry A. Master »
cardfile  profiling  contacts  locations | namedinsureds  related accounts | assignment | classified
Related Accounts Summary Page 1 of 1 Filters: [ Show ][ Add Mew ]
Details Related Account Relation Type Related Account Type Related Account Role Remove
B Sue B, Relatedone Corporation/Subsidiary Cammercial Subsidiary B
B Tim <. RelatedTwo Corporation/Subsidiary Cammercial Subsidiary Eil
classified  assignment  related accounts  named insureds | locations  contacts | profiling  card file

m  All related accounts need to be associated to the master client via its related accounts tab. As a
result of list billing the related accounts policy will reside under the master client entity.

0 Forinstructions see “HOW to Add a Related Account”, in Chapter 3 of this manual.

Note: The policy will reside with the master client. The related accounts, unless they have
a policy not being list billed, may never become more than a “suspect” in Nexsure.

m  The marketing quote is added to the master client. When completing the ACORD application for
the master client; all locations, coverages, limits, etc for the related accounts are added to the
marketing quote as well. The marketing quote, when in forced, will become the master policy and
provide insurance coverage for all locations for the master client as well as all related accounts.

0 Forinstructions see “HOW to Add a New Marketing Quote”, in Chapter 5 of this manual.

m  The premium information is entered on the policy info tab for the master client following the
normal procedures.

0 Forinstructions see “HOW to Complete the Policy Info Tab”, in Chapter 5 of this manual.
m  The marketing quote for the master client is in force following the normal procedures.

0 For instructions see “HOW to In force a Marketing Quote”, in Chapter 5 of this manual.
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HOW to Create a List Bill Template

The setup of a list bill plan is done from the TRANSACTIONS link on the Client menu, at the client level. The
list bill is only available on the master client; it is created as a template to be used for billing the master
policy and related account locations.

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

m  Click the list bill plan tab and click the [Add New] link.

@ https://nexweb7. nexsure.com - Add Mew Bill Plan - Mi. .. E]

Add New Bill Plan ne Sure

Flan Mame: GLO001234

Description:

General Liability

Active

é & Trusted sites

m  The Add New Bill Plan pop-up window displays.

m  Enter the Plan Name (i.e. master policy #) and the plan Description (i.e. policy # or the specific
line of business).

m  Leaving the Active check box checked it makes the list bill plan available for use, if unchecked, the
plan is not available for use and marked inactive.

m  Click OK.

hexgure

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Jerry A. Master 3

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS Bookrarks: Expand | Add | Rermove Selected

clientbalance summary  transaction summary  listbill plans

[#dd Hew] Filter: [Show]
Details Plan Name Description # Entities Allocated  Active Created By Date Created Remove
B GLOO01234 General Liability o 0,00% Karen Peterson 7/6/2005 El

list bill plans

client balance summary

transaction summary

m  The list bill plan tab displays with all list bills in a summary view.

m  Click the Details I%? icon of the appropriate list bill plan.

m  All current locations of the master account and the related accounts are displayed. As locations
and related accounts are added or deleted they will be shown here.
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] https:/fnexweb7.nexsure.com - Bill Plan - Microsoft Internet Explorer E]

Plan Marne: GLO0001234 Active
Description:

General Liahility

List Bill Summary Copy Plan Allocate

[Select All] [Deselect All] Filker: [Show]

Select  Details Name RA/Loc  Address City Branch b Unit Percent Comm

Jerry A, Master Lac 123 Main Brea karens

Master/Location 1 Street Branch

Jerry A Master Loc 456 Seventh Long Karens

Master/Location 2 Street Beach Branch
a8y

Loc Anaheim Anaheim
Blud

654 Greg Lang Karens CL: aba-I,
Street Beach Branch dbC-1

Unassigned 0,00 o

Unassigned 0,00 1]

Karens  CL: abA-I,
Branch dbc-1

Jerry A, Master

Master/Location 3 Unassigned 0,00

Sue B, RelatedOne

RelatedOnef/Location Unassigned
1

Sue B, RelatedCne

RelstedOne/Lacation 200 Carson Long Karens  CL: abA-L,
2

Street Beach Branch dbc-1

Ben: abC-
Pn, dbC-  Unassigned
Pn

Unassigned

Tirn €. RelatedTwo

RelatedTwo/Lacation 201 Pacific Long Karens
1

Coast Huy Beach Branch

Tim <. RelatedTwo 777 Palo Karens Ben: abC-
RelatedTwo/Location Lakewood Pn, dbC-  Unassigned
5 Verde Branch o

This Page Total: 0,00
All Pages Total: 0,00

5] Errcr on page. 2 @ Trusted sites

m  If changes are made to the plan name, description or active check box click the Save link in the
navigation toolbar under the list bill plan header.

A
Plan Marne: SLO001234 Active
Description: General Liability
List Bill Summary Copy Plan Allocate Save
[Select All] [Ceselect All] Filter: [Show]
Alloc.
Select Details Name RA/Loc  Address City State Fact. Branch Dept. Unit Percent  Comm
Jerry A, Master 123 Main Karens CL: abA- .
v B Masten Locstion 1 Loc Strast Brea CA Branch 1, dbc.r Unassigned 8.00 0[]
456
Jerry A, Master Long Karens CL: abA- )
[ & Master/Location 2 Los S:;Z;‘th Baach R Branch 1, dhco1 Unassigned  0.00 0 E]
Jerry A, Master 987 Karens €L aba-
I:‘ E’ Master/Location 3 Loc AnBaEedlm Anaheirn  CA Branch 1, dbe- Unassigned 0,00 [u]
Sue B. RelatedOne
" 654 Greg Long Karens CL: abaA- .
Iv [Eg RelatEdOnlerLucatuon R oot Bench A Branih 1 dbo.y Unassigned 0.00 0 E]
Sue B. RelatedOne
. 200 Carzon Long Karens CL: abA- .
v B RelatadOnzefLocatlon RA Loar omd s ca B SMLEen Unassigned 0,00 o [
Tim <. RelatedTwo e Ben:
. 301 Pacific Long kKarens .
v E’ RelatedTwlo.-"Locatlon RA Coast Huy Beach CA Branch ?j‘lj;((::-%r: Unassigned 0,00 [n] E]
Tirmn . RelatedTwo Ben:
. 777 Palo Karenz .
v B  RelatedTwo/Location  RA T REle Lokewsod  ca RErSN®  abC-Pn, Unassigned 0.00 o [
2 dbC-Pn
This Page Total: 52,200,000 0,00%
All Pages Total: 89,200.00 0,00%
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m  Select the locations to be included in the list bill plan by clicking in the appropriate Select check
boxes. As locations are selected, the allocate factor and the ellipsis | buttons are activated.

m  Enter the allocation factor assigned to each location in the appropriate Alloc. Fact. box. (i.e. Total
insurance to value, square footage or premium dollars. Select one factor and be consistent for
each location).

Note: Nexsure will total the allocation factors and update the total under the This Page
Total field at the bottom of the screen. The Alloc. Fact. box displays in red once that units
total has been added to the page total field. The Alloc. Fact. box allows five decimal places
(1.23456), saving the list bill plan rounds it to four decimal places (1.2346).

m  Click the Save link in the navigation toolbar under the list bill plan header.

€] https:/fnexweb7.nexsure.com - Bill Plan - Microsoft Internet Explorer

Flan Mame:

Description:

GLOOO1Z234
General Liability

Active

List Bill Surmimary Copy Plan Allocate Save
Select Al Ceselack A Filker: [Show
1 ] 1 I i h
Alloc.
Salect Details Mame RA/Loc Address City State Fact. Branch Dept. Unit Parcent  Comm
Jerry A, Master 123 Main Karens CL: abA-I, .
B Masterflocation 1 -°F Straet Brea Sl 5000 OO e unassign=d 1665% 0[]
Jerry A, Master 456 Seventh Lang Karens CL: abA-I, .
B Masterflocation 2 -°F Street pongh  cA 2205000 ERER CLLSMT Unassigned 2452% 0[]
Sue B, RelatedOne
654 Greg Long Karens CL: abA-I, )
=3 RalatedOnle.i'Locat\on Rt Lhor sond  ca 1B60000 [UrEnS Qeas Tl Unassigned 20.65% 1 [
Sue B, RelzstedCne
200 Carson Long Karens CL: abA-I, "
B RalatedOnze.l'Locat\on RA Stroct Beach Ca  11553.000 LT dbe-1 Unassigned 12.85% 1 G
Tim €. RelatedTwo Ben: abc-
N 777 Palo Karens "
B Re\atedTwzn,n’anatmn R TIPS Lakewood ca 1339500 Karens Dn,pcll-‘bc- Unassigned 14.90% 1 [
Tim €. RelatedTwo - Ben: abC-
N 301 Pacific Long Karens ~ "
B RelstsdTwoflocation  RA  GOLAYUE 0008, oa [930200] GREES po,dbo- unassigned 10.95% 1 ("
Jerry A, Master 987 Anaheirm . Karens <L abA-I, "
[ 2 Master/Location 2 Loc Elvd Ansheim  CA Branch dbc-1 Unassigned  0.00 0
This Page Total: §9,900.00 100.00%
All Pages Total: 29,900,000 100,00%
[Add Mew]

Note: The percent of each unit will display under the

100.

percent column and should equal

m [f allocation factors are changed click the Allocate link to update the page total and percentages

based on the new allocation factors.

m  Clicking the Details E? icon to the right of a location displays the Branch, Department and Unit
of that location.
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Marme: Jerry A, Master

Address: 123 Main Street

City: Brea
Zip: 92821

Branch:
Department:

Unit:

State: CA

Karens Branch

CL: aba-1, dbi-1

Unassigned

nexsure

é @ Trusted sites

e The Comm (commission) column will display the number of employees who are set up to receive
commission for that line item.

e Clicking the ellipsis | button to the right of a location displays the employee(s) commission
record(s) at the bottom of the screen in a summary view for that line item. The commission will
default in if it has been set up for the employee. The line will be highlighted to show which entity

is being worked on.

2l

Plan Mame: GLO0O1234

Crescription: General Liability

Active

\ List Bill Summary Copy Plan Allacate Save |
[Select All] [Deselect All] Filter: [Show]
Alloc.
Select Details Name RA/Loc Address City State Fact. Branch Dept. Unit Percent  Comm
Jdarry A, Master 1232 Main Karens  CL: aba-I, .
@ Master/Location 1 Loc Straet Brea cA  15000.00 Branch dbc-I Unassigned 16.69% 0 E]
Jdarry A, Master 456 Seventh Long Karens  CL: aba-I, .
B Master/Location 2 Loc Street Beach €A 12205000 Branch dbe-1 Unassignad 24.52% o E]
Sue B, RelatadOne
" 654 Greg Long Karens CL: abA-I, .
B RelatedOnlefLocatlon RA Ctroct Beach Ca 1se00.00 T dbe-1 Unassigned Z0.69% 1 E]
Sue B, RelatedCne
" 900 Carson Long Karens  CL: abA-I, .
B RelatedOnzefLocatlon R D aord ca 1158300 Gorens SHLEAL fnacsigned 12.85% 1 [
Tirn C, RelatedTwo Ben: abC-
: 777 Palo Karens .
B RelatedTwzofLocatlon R i Lekewood A 1339500 Larens Pn,pdnbc— Unassigned 14.90% 1 [ |
Tirn ¢, RelatedTwo i Bern: abg-
201 Pacific Lang Karens
@ RelatedTwo/Location A Coast Huy Beach CA Q302,00 Eranch F‘n,pdnbc Unassigned 10.35% 1 E]
Jetry A, Master 987 Anaheim . Karens  CL: abA-I, .
[ B Master/Locstion 2 Leoc Blud Anaheim  Ch Branch dhg-p _ nassigned  0.00 2
This Page Total: 9,900,00 100,00%
All Pages Taotal: §9,900,00 100,00%
[Add Hew]
| Details Nanme Role Rate Type Rate Remove |
| @ K.aren Peterson Producer % of Agency Comrission 50,00 --

Note: The commission for employees assigned to the master account will not prefill. The
employees displayed are the employees assigned at the client level, NOT the policy level.
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m  The commission for employees assigned to the master account will not prefill.

m  Click the [Add New] link in the bottom right corner of the screen to pull the employee in to create
a commission record for that line item.

m  If the employee information displayed is incorrect click the Details @? icon to the right of the
incorrect employee commission record.

Edit People Commission:
Screen Mode: Edit

Search People

Name:

Employess: karen Peterson

Commission ©nt

Production Role: Producer

Production Credit Amount: 100

Rate Type: % of Agency Commission V

Fate: a0

m  The edit people commission pop-up window displays. Make the appropriate corrections and click
OK to save. Click Cancel to abort.

0 See Chapter 5 — Marketing / HOW to Complete the Policy Info Tab/Other Commissions
for instructions.

m  Once the list bill plan template is created click the List Bill Summary link in the navigation toolbar
under the list bill plan header.

HOW to Invoice the List Bill

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

m  Click the transaction summary tab.

m  Click the Add Master Invoice link.
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HOME | HELP | SETUP | LOGOUT

SEARCH | DRGANIZATION | REPORTS 13 and | Add | R ed

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

Client Name: Jerry A. Master

client balance summary  transaction summary  list bill plans
Select View: Invoice Summary hd @ [ Add Master Inuoice ] [ Add Mew Invaice ]
Select Client v New Policy Selection nessure Search Filter: [Show]
Effactive List Bill Plan:
Details Date Date Booked Status O Hone GLOOO1 234 ¥|  tion  Bill Method Amount Remove
@ palicy
transaction summary | client balance summary
Current |
Policies

GLO001234 Commercial Property 2/4/2005 to 2/4/2006
PKG1234567 Package 1/10/2005 to 1/10/2006

Nexsure Tip

Select Current or History to display billable policies. Only policies

with issuing and billing carriers will display.
5 & Trusted sites

@;‘] Done

Select the List Bill Plan from the drop-down box.

Note: The Active check box on the list bill template must be checked for the list bill plan
to appear in the drop-down box.

Select the Policy option and click the policy in the policies box to highlight it and click OK. Click
Cancel to abort.

The Add Master Invoice pop-up window is displayed. Click check boxes for Premium, Fees and/or
Taxes to default in from the policy info tab, click OK. Click Cancel to abort.

Add Master Invoice nexsure

Default from policy infarmation?

Premium
Feas
Taxes

[Nexsure Tip
Information from policy such as premium, fees and taxes can
ldefault into the master invoice, Commissions as applicable will

lzpply as well

@j Dane é @) Trusted sites

The Invoice header is displayed with the policy premium, fees taxes and commission information.

Note: The information in the invoice comes from the master policy’s policy info tab.

Click the Edit Invoice Header link.

0 Bill Method: This will default from the policy info tab, if it is incorrect; select the correct
bill method from the drop-down box.

0 Bill Type: Select Term Policy from the drop-down box.
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Invoice Type: Select the Invoice type from the drop-down box.

Department: The department will default in, if it is incorrect, select the correct one from

the drop-down box.

Unit: If a unit was selected it will default in, if it is incorrect, select the correct one from

the drop-down box. Units are not required.

Effective Date: This defaults to the effective date of the policy.

Date Booked: This defaults to the effective date of the policy or the invoice creation date

based on which is later.

Amount Due: This defaults to the commission amount if Direct Bill, or the total premium

amount if Agency Billed.

Days Until Past Due: Enter the number of days this bill will become past due.

# of Print Days Before Eff. Date: Enter the number of days prior to the effective date of
the invoices they will automatically post and be available to print.

Note: To suspend the posting of an invoice leave the “# of Print Days Before the Effective
Date” field blank to avoid Nexsure automatically posting the invoice.

@ https://nexweb7. nexsure.com/invoicing/invoice_header_edit_p... g

Edit Invoice Header

Bill Methad:
eill Type:
Invoice Type:
Department:
Unit:

Effective Date:
Date Booked:

Arnount Due:
Days Until Past Due:

# of Print Days Before Eff. Date:

nexsure

v
P
v

CL: aba-1, dbC-1 [~
Unassigned | v
2/4/2005
7/e/2005
§289.,100.00
14

14

&
i1

Click OK to save. Click Cancel to abort.

invoice for accuracy:

]

]

]

]

Premiums
Fees
Taxes

Agency Commissions

2y @ Trusted sites

Using the scroll bar, or the links in the Quick Navigation panel, review the following areas of the

m  The Other Commissions will become available after the invoices are created.

Click the Create invoices link in the navigation toolbar under the invoice header.

m A separate invoice is created for each location shown in the schedule and will post on its
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respective date. The number of invoices created will reflect in the master invoice header.

m  Each location will have its own unique invoice number. Each invoice will reside with the client
where the location record was created.

m  Click the Transaction Summary to close the master invoice. The transaction summary view of the
master client displays only the invoice(s) for the master client.

E SEARCH | ORGANIZATION | REPDRTS

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

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remoue Selected

Client Name: Jerry A. Master »
client balance summary  transaction summary izt bill plans
Seledt View: Sumnmary Yiew b [ Add Master Invaice ] [ Add Mew Invoicz ]
Selac Client: b showing Page 1of 1 gearch Filter: [Show]
InvoiceID
Effective Transaction Master Policy
Details Date Date Booked Status Type 1d Invoice ID Number Description  Bill Method Amount Remove
(3408: General
/42005 7/22/2005 Unposted Inwaice(LB) EHEEEE) GLODO1234 Liability Agency Bill $0.00
. (2403 Genaral .
2/4/2005 7/2z/2005 Unpostad Inwoice(LB) 3408 GLODO1234 Liability Agency Bill $29,921.85
2/4/2005 7/22/2005 Unposted Trwcice(LB) (4D GLODD1234 @omenol Agency Bill $37,149.35

The Invoice ID/Master Invoice ID will display each installment’s invoice number with the master invoice
number below in parenthesis. The master number is a hotlink, clicking on the link will launch the entire bill
plan for review and modification.

Note: Each invoice will display on the transaction summary tab at the Client level were the
location record is located.

m  The Select Client drop-down box will display the accounts related to the master client. Select one
of clients in the drop-down box to access that related accounts transaction summary tab.

m  The Transaction Summary view of the related account selected will display the invoices for that
client’s location.

m  Clicking the Details @5’ icon of one of the related accounts invoices displays the invoice header
with the master client information along with the location that is being billed for this invoice.
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Inuoice ID:00002400

Created By:Karan Petarson

Bill To:Tim €. RelatedTwo

tlient Info:Tim €. RelatedTwo

Date Created:7/22/2005

Effactive Date:2/4/2005
Bill Method:Agency Bill

Entry Mathad:Inuaicing

Invoice Status:Posted

Address:301 Pacific Coast Huy Addre=zs:301 Pacific Coast Huy Invoice Armount: §$29,921.85
CityiLong Beach City:iLong Beach Arnount Paid: $0.00
State:CA Zipi90733 State:CA Zipt 207535 Invoice Balance: $29,921.85
Phone: Phona: Delivered: M/A v
[ Transaction Summary | Print Deliver [
~
[Edit Invoice Header]
Description Value
Bill Method: Agency Bill
Bill Type: Terrn Policy

Irnvoice Type: Regular

Departrnent: Ben: abC-Pn, dbC-Pn
Unit:

Effective Date: 24/ 2005

Date Booked: Fi22/2005

Murnber of Billings: 1

Amount Due: $29,921.85

Days Until Past Due: 14

# of Print Days Before Eff. Date: 14

Unique Invoice Message:

Internal Note:

List Bill Master Client: Jerry A Master Related Accounts: Sue

Quick Navigation

—Invoice Header
gill To
Policy Header
Inwvoice Prermiums
Invaice Mon-Premiurms
Inuaice Comrnizsions
Compound Billing Schedule
Invoice Detail
Inwoice Posting

E. RelatedOne & Tim . RelatedTwo

m  Click the transaction summary link in the navigation toolbar under the invoice header to exit the
invoice.

Note: One list bill plan can be created for the Master Client and related accounts —OR-
multiple list bill plans can be created for the Master Client and related account. Multiple
list bills could consist of one list billing plan per line of business resulting in multiple list
bills for the master client and related accounts.

Note: If an agent makes changes to a policy level assignment it will affect the list bill. List
bill assignments come from the client level.

HOW to Copy a List Bill Plan

Creating a copy of an existing list bill plan will eliminate the need to re-key an existing plan and reduces the
chances of duplicate entries.

e  After accessing the appropriate client through SEARCH, click the TRANSACTIONS link on the Client
menu.

e  Click the list bill plans tab.

e  Click the Details I%? icon of the plan to be copied.

e (Click the Copy Plan link in the navigation toolbar under the list bill header.
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<2 https:#nexweh.nexsure.com - Bill Plan - Microsoft Internet Explorer

Plan Marne: SLO0001254 Active

Description: General Liability

List Bill Summary Copy Plan Allocate

[Select All] [Deselect All] Filtar: [Show]

Alloc.

Select  Details Name Address CGity  State  Fact.  Branch Dept. Unit___ Percent Comm
Jarry A Mastar 123 Main Karens  CL: abA-L,
Mast:rfLocation 1 Street s Al 5000 DOgg e
Jarry A Mastar 456 Seventh  Long Karans
Master/Location 2 Street Beach Branch
Sue B. RelatedOne
RelstedOne/Location

1

Unaszsigned 16.69% 1

CA 22050.00 * Unassigned 24.52% [a]

654 Greg Long
Street Beach

Karens  CL: abA-I,

GA 18600.00 gk dboel

Unassigned Z0,69% 1

Sue B, RelatedOne

RelstadOne/Lacation 200 Carson Long 11553.00 Karens  CL: abA-I,
2

Street Beach Branch dbc-1 Unassigned 12.85%

Tirn C. RelatedTwo Ben: abC-

RelatedTwo/Location 77T Rale | voed 13395.00  KEEns o bt Unassigned 14,30%
> Verde Branch P

Tim . RelatedTwo 301 Pacific Lon Karens &M abc-

RelatedTwaolLocation 9 TR 9302.00 Pr, dbC-  Unassigned 10.35%
1 Coast Hwy Beach Branch Pn

Jdarry A, Mastar 987 Anaheirm . Karens  CL: abA-I, "

Master/Location 3 Bled Ansheim A Branch dbg-p  Ynassigned  0.00

This Page Total: 89,200.00 100,00%
All Pages Total: £9,900,00 100, 00%

m A confirmation pop-up window displays, click OK.

Microsoft Internet Explorer,

1 E The List Bill Plan has been successfully copied.
*

m  Click the List Bill Summary link in the navigation toolbar under the list bill header to exit the
original list bill.

m  Alllist bill plans created will appear in a summary view on the list bill plans tab. The copy will
display with Copy of before the original plan name, the Active check box will not be checked.

HOME | HELP | SETUP | LOGOUT
SEARCH | DRGANIZATION | REPORTS d |
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRAN
Client Name: Jerry A. Master »

clientbalance summary  transaction summary  listbill plans
[Add Mew] Filter: [Show]
Details Plan Name Description # Entities _Allocated Active Created By Date Created Remove
B Copy of GLOD0D1234 General Liability [ 100.00% Karen Peterson 776/ 2005 E
B GLO001234 General Liability 3 100,00% Karen Peterson 776/ 2005 ]

list bill plans  transaction summary  client balance summary

m  Click the Details @5’ icon of the copied plan. The entire plan, along with the plan name and
description, can be edited as needed.

m  Edit the Plan Name and Description and make any applicable changes.

m  Click the Active check box in the upper right corner to activate the new bill plan.

PAGE 554 Rechmotogiot



NEXSURE® TRAINING MANUAL - CRM CHAPTER 18

m  Click the Save link in the navigation toolbar under the list bill header to save the changes.

m  Click the List Bill Summary link in the navigation toolbar under the list bill header to exit the new
list bill plan created.

m  Proceed to the HOW to Invoice the List Bill section in this chapter to invoice the new list bill plan.

Reverse and Re-bill Invoices

To reverse or reverse and re-bill an invoice, locate the invoice on the Transaction Summary screen and click

the Details icon.

underwriting  policy info  assignment | attachments | actions = qualification | history | transactions = claims | summary ofinsurance | classifieds  delivery

Select View: [ Add Master Invoice ] [ Add Hew Invoice ]
Showing Page 1 of 1 Total Rows: 1 Display: | Default (10) v
Invoice Transaction Summary
Invoice ID
Details Effective Date Date Booked Status  Type Transaction I Master Invoice ID  Policy Number Description Bill Method Amount Remove
@9 05/17/2011 06/17/2011 Posted Invoice =z 71030 WC-900000 Waorkers Compensation  Agency Bill  £30,000.00
Total: 430,000.00

On the Navigation Toolbar of the invoice if the invoice can be reversed there will be a Reverse Now link.
Clicking the Reverse Now link will reverse the selected invoice without creating a new invoice to replace the
reversal with.

If the invoice can be re-billed there will be a Reverse And Rebill link on the Navigation Toolbar. These links
will only be available on invoices with a status of Posted or Posted-Rebill. The re-bill feature is not available
on invoice types of Binder Bill and List Bill.

invoice | receivables | payables
Quick Navigation
Invoice ID: 71030 Date Created: 06/17/2011

Created By: Mary Oberleitner Effective Date:  05/17/2011 Invaice Hauadﬂ

. i Invoice Bill To

Bill Method:  Agency Bill altier s

Bremiums
Bill To: Rhodesian Ridgeback Rescue frrafes Smimsy Easizd Fess

Taxes
Address: 445 Doggone Way

Invoice Amount: £30,000.00 [ Agency Commissions
City: Anniston A Feeh .00 Other Commissions
State: AL Zip: 36201 e $0. Invoice Posting
Phone: (714)672-8907 Invoice Balance: £20,000.00

Reverse And Rebill

Transaction Summary

When the Reverse And Rebill link is clicked a pop-up message is displayed, “Are you sure you want to
reverse and rebill this invoice?” and the opportunity to edit the internal note.
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Are you sure you would like to reverse and rebill Invoice?

D Edit Internal Note

Nexsure Tip

Edit internal note to describe reason for reversal or add any other
pertinent information.

Clicking Cancel will return to the invoice and selecting the check box and clicking OK will bring up the
invoice header of the reversal so the internal note can be edited. Once the note has been entered and
OK is clicked the screen is refreshed and the new re-bill invoice is displayed. In the header beside Invoice
Status Unposted Rebill is displayed in red. Re-billed invoices are tied to the reversed invoice to make it
easy to see the history of the re-billed invoice. Aborting the rebill invoice will unlink the invoice number
of the rebill to the original and reversed invoice and abort the rebill. The invoice header of the original
invoice will have an option to Rebill so that the process may still be done if needed.

invoice | receivables payables

Quick Navigation

Invoice ID: 71030 Date Created: 06/17/2011
Created By: Mary Oberlsitner Effective Date: 05/17/2011 Invaice HTlader
; Invoice Bill Ta
gill Method:  Agency Bill o e
Premiums
Bill To: Rhodesian Ridgeback Rescue Invoice Status: Unpostad R=hill ?:(: )
Address: 445 Doggone Way Invoice Amount: £21,000.00 [ Agency Commissions
City: Anniston . Other Commissions
State: AL Zip: 36201 s e $0.00 | Invoice Posting
Phone: (714) 672-8507 Invoice Balance: $31,000,00
|Transa:tinn 5ummarv| Preview Deliver Post Now Abort | |
L
Description Value
Eill Method: Agency Bill n

Complete all changes to the re-billed invoice. When complete click the Preview link to look at the invoice
prior to posting. After confirming the invoice is as desired, click the Post Now link on the Navigation
Toolbar. The confirmation pop-up window is displayed for confirmation to post and the opportunity to
identify if the Bill To will be sent the re-billed invoice.
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nexsure

Ready to post Invoice?

@ ves O No

Nexsure Tip

Fleasze note: Invoices cannot be edited after posting. Posted invoices
must be reversed and re-entered.

wWill this invoice be sent to "Bill To" entity?

Oves @ No

On the Transaction Summary screen the reversed invoices will include all three invoiced ID numbers, the

first invoice where originally invoiced, the reversed invoice number and the re-billed invoice number. The
re-billed invoice will only show it’s invoice ID number.

Note: Any unapplied invoices will need to be applied to one another through the Client
Reconciliation process in the appropriate territory. See Chapter 9 in the Training Accounting

Manual under the topic of “Client Reconciliation to Clean Up Client Accounts Receivable”
in Nexsure help for details on how this is done.

Summary Bill

Summary bills are used to combine Client Agency Billed invoices from multiple policies into one bill. Summary

Bills may only be added from the client menu. To add a Summary Bill, click the transactions link on the Client
Menu. Click the link [Add Summary Bill].

HOME | HELP | SETUP | LOGCOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS ELINKS Bookmarks=: Expand | Add | Re:

CLIENT PROFILE | OPPORTUMITIES MARKETING | POLICIES | CLAIMS

SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS
Client Name: Oxford Band Instruments

DELIVERY | T-LOG

transaction summary  cliant balance summary | list bill plans

Select view: | Invoice Summary ol
Select cliene: ~

Search Eiltar: [Shaw]

The summary bill window is opened. Use the [Show] link to search for specific invoices if needed. Place
a check in the box beside the invoice to include in the bill. Any invoice previously included in a summary

bill will be displayed with a Y in the Attached column. These invoices may be added again to a different
summary bill.

Dimensional’
Technologies
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summary bill

: Dxford Band Tnstruments
+ 383 Main Street
: Dxford

AL Zip: 36203
(258) B35-4001

Transaction Summary Change Bill To Edit Bill Message

Sesrch Filkers: [ Show]
[sslsct an1] [oesalsct a1l Total Rows: 6 Display: | Default (10) %
1 Showingpage 1of1 | | |1 %

O B i7asari7asereirars M 8/5/2005  ©/5/2005 GL-B7987387  Genersl Lisbility - Commercial  Posted Reversed  $3,500.00
O B -17354/17353/417476 N 8/5/2005  8/5/2005  GL-B7987387  Genersl Linbility - Commercisl  Posted Reversed  (53,500.00)
Fl @’ 17355 ] Bf5/2005  @/5/2005  GL-87987987  General Liability - Commercial Posted £3,589.00
O E4 78238 ¥ 8/5/2011 11/27/20011 GL-B7987587  Gaeneral Liability - Commercial Posted $25,700.00
O Ed 78404 ¥ 11/7/2011 11/27/2011  UM-88000 Warkars Campanzation Postad $10,000.00
D E’ 78406 hi 11/7f2011 11/27/2011 GL-87987387 Ganaral Llablll.ty - Commarcial Postad £2,233.00

To select invoices to include in the summary bill, place a check in the box beside the invoice. Click the Save
link in the Navigation Toolbar.

17353/-17354/+17476 B/5/2005 8/5/2005 GL-87387387 Genersl Lisbility - Commercial  Posted Reverssd
=17354/17353/+17476 B5/2005 8/5/2005 GL-BT73B798T General Liability = Commercial Posted Reversed
17355 Bf5/2005 8/5f2005 GL-8T75e798T Ganaral Liability - Commarcial

7ez92 Bf5/2011 11/27/2011 GL-ETSE798T Ganarzl Lizbility - Commarcial

O
O
()

78404 14/7/2001 11/27/2011 uM-28000 Warkars Compensation

&

7406 11/7/2011 11/27/2011 GL-B7387987 Genersl Lishility - Commercial

To add a message to the summary bill, click the Edit Summary Bill message link on the Navigation Toolbar.
Enter a message in the popup window and click the Save button.
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Edit Bill Message

Eill Message:

To Preview the summary bill, click the Preview link on the Navigation Toolbar. The first page is the summary
bill including the message and mailing information. The due date is the earliest due date of all non-reversed/
non-reversal selected invoices included. If no invoices or only reversed and/or reversal invoices are selected
when the screen is refreshed, then it will not include a date. Until the bill is finalized, the word Draft prints
on the invoice and no print option is available inside the preview window.
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Southern Insurance Fapied
1000 Main Street
Birmingham, AL 35051
(800} TAS-258T
SUMMARY BILL
Bpmmrnary BN Dale
Bl rwmiary BB by A
Frrd] Tam Ll
Dax Dwis: HLETTEHA
BN Tac
ol Bl Insiremaniy
Aama Siark
[
ol AL HEBNY
Hilng I amrmary
dlrenice cefally peoyviked] o s dBorml pegey])
ks D Lt o Bl i Pty Ryste . P—
T Tmemrea |, iy Tm— L, LT D
T Tl Sk 12 i i [Log i i [ -1
Thaid Comwrai | skl - Comererc | [ 1 34 il

I Essage: Memege mrickd o he Summory 0 preks e

IFHAAA [P ITE FEION W SO0 PpPRETE

The subsequent pages show the invoice details included in the summary bill.
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To modify the bill to address, click the Change Bill to link on the Navigation Toolbar.
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What do you want ta bill? I'I':"J@UI'E

Bill To Level: Summary Eill

Currenk Bill Toa Oxford Band [nstrumenes
Clisnt

% Client
D Relsted Account
G‘ Finance Company

'C:' Additicnal Interast

Search: | lm]

Oreford Band Instruments

Docford Band Rentals

| MNext | | Cancel |

The Summary Bill may be aborted by clicking the Abort link in the Navigation Toolbar. To finalize, click the
Finalize link in the Navigation Toolbar. Once finalized, the bill can be printed by clicking the Print link or
delivered by fax or email by clicking the Deliver link in the Navigation Toolbar. When deliver is selected
the bill is automatically added to the fax or email screen.

summary bill

| Transaction Summary Print Deliver |
Search Filbars: [ Show]
[seleet 211 [Desalect &l] Total Rows: 3 Display:| Default (10) %

* | Showing page 1of1 | 1

TE3I3E ¥ 8/5/2011 11/27/2011 GL-87387987 General Liability « Commercizl Posted £35,700.00

TB404 ¥ 14772011 11/27/2011 UM-92000 Workers Compensation Posted $10,000.00

@G ®

14/7/2011 11/27/2011 GL-287587087 General Liability - Commercial Posted 52,244.00

To search for a summary bill, in the invoice summary view in the show filter enter the summary bill ID
number and click the search button.
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tramsaction summary | client balance summary list bill plans
5 Lt
Select Viesn | Invoice Summary "'l [ #dd Summary Bill ] [ Mdd Master Invoice ] [ Add Mew Invaice ]
Select Clients Vl Search Fileer: [Hide]

&Il Methads: - B”":'“ wesL A v
T i Line of Businessi || Canaral Liability - Comm:
Pullcyim . b Bl i b Workers Compensation
Prst STamis: w Include Manual Imvoices: [ ]
Trans, Eff. Dat= From: [10/10/2011 |53, Tran=, £ Bata Tmi[12/5/2011 |58 i -
o= o e —
S — R =
—— T
Invoice ID: nvolce jount:
! —— Tranzaction DataTe:| |

Paid Status:| Al w Policy Mot
o e —
Include Payablas: Summary Bill ID: A253
[ — [ —

Sort Order

Sart Fisld 1:| Invoice ID Descending Sort Field 2:| Sort Qrder 2: V]

To bring up the summary bill, click the summary bill ID number link.

HOME HELP SETUR |

SEARCH | ORCANIZATION | REPORTS | CAMPAICNS | ELINKS E marks: Expand |

CLIENT PROFILE | OPPORTUNITIES MARKETING | POLICIES CLAIMS SERVICING ATTACHMENTS | AL E n DELIVERY | T-LI
Client Name: Oxford Band Instruments Personal Account

trancaction cummary  client balance summary | lischill plans

select view [ Add Summary 8ill ] [ Add Master Tnvaice 1 [ Add 1
Selzet Cliene: » Search Filtar: [Show]

Display: | Default (10)

>

w Invaice

sShowing Paga 1 of 1 1% Total Rows: 2

Invoice Transaction Summary

Inwoice 1D
Dotalle EffoctiveDate Date Booked Statuc  Type  Summary Bl 1D Mactor Inwodce 10 Palicy Munshar Decoription Bill Methad Amount Remowa

E4 A250 / AZ53 78408 GL-07087987  General Lishility - Commercial  Agency Ball  £2.244.00  --

11f07/2011  11/07/2011 Posted Invoice

summary bill

Bill To: ODxford Band Instruments
Address: 383 Main Street

Clty:  Oxford
Stata: AL Zip: 36202
Phona: [255) 835-4001

Transaction Summary Print Deliver

Search Filtars: [ =how ]

u1] Total Rows: 2 Display: | Default (20] %

Showing page 1 of 1 1w

% T8338 f 8/5z2011 11/27/2011 GL-8T367287 General Ligkility - Commercial Posted $33.700.00
@ TE404 A if7izoil 11272011 UM-38000 Warkers Compensation Pasted $10,000.00
% TE406 i iyfy/anii 11/27/2011 GL-87387387 General Liakility - Commercial Posted 52,244.00

Searching for the summary bill is also possible by clicking on the Global Search 'ﬁ icon on the primary
menu.
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%UI e HOME | HELP | SETUP | LOGOUT

SEARCH ORCANIZATION REPORTS | CAMPAIGNS | ELINKS ookmarks and | Add | R o 5 el W

CLIENT PROFILE OPPORTUNITIES | MARKETING POLICIES CLAIMS | SERVICING | ATTACHMENTS ACTIONS ONS | DELIVERY T-LE

lient Name: Oxford Band Instruments

In the Search for drop-down box select Invoice. In the search by drop-down box select Summary Bill ID.
Enter the ID number into the blank field and click the Search button.

Search Criteria

Saarch for: | Imvoics w Saarch by: | Summary Bill D Vl A2

The search results will be returned. To bring up the summary bill click the summary bill ID number. To
bring up the summary view filtering only for the selected ID number, click the summary icon.

Search Criteria
Search for: | Invoice " Search by: | Summary Bill I W | A233 | Search
Details | Assignment | Client Name Client City | Chent Type Contact Name Client Branch Summary Bill ID
C=fard Band o = -
@ & Inatrurnents Oocford Parzonal Jana Stark Southarn Insuramca = azss
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