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Setting User Preferences

Client Balance

To quickly see the client’s balance, click the TRANSACTIONS link on the Client menu. By default, the Detail
Assigned view on the transaction summary tab is displayed. This default setting may be changed by clicking
on the user name found at the bottom of any Nexsure screen and clicking on the Nexsure Preferences tab
(For more information see “Setting User Preferences” in this chapter). Click the Select View drop-down box
and change the view to Balance Detail to show the client’s balance up to the end of the current month.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected i\.‘l'al

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

Client Name: Cormier Quick Stop, Inc. 3
transaction summary | client balance summary  list bill plans
Selact View: Balance Detail v [ Add Master Invaice ] [ Add New Invaice ]
Select Client: v Showing Page 1 of 1 Search Filter: [Show]
InvoicelD
Effactive Transaction Master Policy
Details Date Date Booked Status Type 1d Invoice ID Number Description  Bill Method Amount Remove
= =
B 7/1/2007 8/1/2007 Posted Invaoice - 12114/-12119 Unassigned bz = Agency Bill $2,575.00
Reversed Commercial
= -
B 7/1/2007 8/1/2007 Posted Invoice - -12119/12114 Unassigned Auto - Agency Bill ($2.575.00)
Reversed Commercial
Eg 7/1/2007 8/1/2007 * Posted Invoice - 12120 BA1234567 b = Agency Bill $2,677.00
Commarcial
Eg 8/2/2007 8/2/2007 * posted Invaice - 12137 BA1234567 Aute - Agency Bill $455.00
Commercial
Eg 8/25/2007 8/25/2007 * Posted Invoice - 13085 Unassigned Eq;ifar;‘:r"t Agency Bill £$100.00
- 10/8/2008  10/8/2008 - Recsipt 1177 - - - - ($1,000.00) -
$2,236.00
list bill plans  client balance summary  transaction summary

Use the [Show] link to display the search filter options. Change the Date Booked date to a future date to
include any future activity in the balance.
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HOME | HELP | SETUP | LOGOUT

SEARCH | ORGAMIZATION | REPORTS | CAMPAIGNS
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

Client Name: Cormier Quick Stop, Inc. 3
transaction summary | client balance summary  list bill plzns
Selact View: Balance Detail v [ Add Master Invaice ] [ Add New Invoice ]
Select Client: b Showing Page 1 of 1 Search Filter: [Hide]

Search Criteria

Bill To: Bill Methods: Agency Bill |+ Line Of Business:

Policy Modes: Bill Types:

Include Manual O
Invoices:

Trans. Eff. Date To:|
Date Booksd From:| Date Booked Tot 10/31/2008
Payment Date From:| Payment Date Te:| De;?:{:s:tfi
payment1df tnvoice 1d:)  Payment Amount:
Paid Status: Policy Mot
T

Sort Field 1: Date Booked (v Sort Order 1:| Ascending v Sort Field 2: v Sort Order 2: v

Clear

Post Status:

Trans. Eff. DEtE’i
From:

e
e

InvoicelD
Effective Transaction Master Policy
Details Date Date Booked Status Type Id Invoice ID Number Description Bill Method Amount Remove
=
B 7/1/2007 8/1/2007 pst Invoice - 12114/-12119 Unassigned Agency Bill $2,575.00 -

Checking Payable/Receivable Balances at the Client Level

Client balances for all policies can be accessed at the client level, which displays payable and receivable
balances.

HOW to Access Client Payable and Receivable Amounts

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

m By default the transaction summary tab displays.

m  The Select View drop-down box will default to Detail Assigned view.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORCANIZATION | REPORTS | CAMPAICNS B

marks: Expand | Add | Remove Selected W%

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

Client Name: Cormier Quick Stop, Inc. r
transaction summary  client balance summary  list bill plans
Selact View: Detail Assigned v [ Add Master Invoice ] [ Add New Invoice ]
Select Client: v Showing Page 1 of 1 Search Filter: [Show]
InvoiceID
Effective Transaction Master Policy
Details Date Date Booked Status Type 1d Invoice ID Number Description  Bill Method Amount Remove
2 8/2/2007 8/2/2007 * Postad Invoice - 12137 BA1234567 iz = Agency Bill $435.00 -
Commercial
-- 10/8/2008  10/8/2008 = Receipt 1177 - BA1234567 - Agency Bill ($400.00) -

Unassigned Balance  $59.00

B 7/1/2007 8/1/2007 = Posted Invoics - 12120 BA1234567 Auta - Agency Bill $2,677.00 -
Commercial
Unassigned Balance %$2,677.00
= -
2 7/1/2007 8/1/2007 e Invaice - -12119/12114 Unassigned iz Agency Bill ($2,575.00) --
Reversed Commercial
Unassigned Balance($2,575.00)
= -
=3 7/1/2007 8/1/2007 Posted e - 12114/-12115 Unassigned P = Agency Bill $2,575.00 -
Reversed Commercial
Unassigned Balance %$2,575.00
Receive
8 10/8/2008 - - Payment 1177 - - - - ($500.00) --
Residual

Account Balance $2,226.00
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HOW and WHY Change the View

Changing the view on the transaction summary tab reveals both posted and unposted invoices, payable
balances due and balances that have been received against an invoice as well as any payment advances or
residuals on the client’s account.

Note: Keep in mind when changing views on the transaction summary tab, the default
values in the [Show] filter settings will always determine what is displayed.

Detail Assigned View

m  Inthe Select View drop-down box, change the view to Detail Assigned. The Detail Assigned view
displays the details for each invoice, both posted and unposted, along with any payments that
have been received against that invoice for all policies for the client.

%um HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selactad 4

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

Client Name: Cormier Quick Stop, Inc. 3

transaction summary  client balance summary  list bill plans

Selact View: Detail Assigned A [ Add Master Invaice 1 [ Add New Invoice ]

Selact Client: v Showing Page 1 of 1 Search Filter: [Show]

InvoicelD
Effective Transaction Master Policy

Details Date Date Booked Status Type 1d Invoice ID Number Description  Bill Method Amount Remove

B2 8/2/z007 8/2/2007 * Posted Invoice - 12137 BA1234567 faiLfEE = Agency Bill £455.00
Commercial

-- 10/8/2008  10/8/2008 - Receipt 1177 - BA1234567 - Agency Bill ($400.00) --

Unassigned Balance  $59.00

Auto -
i1/ 1/ * Y
2 TrliELa Sz Posted [ Lp oo £2500 reversed. New invoice for $2600 prem 229257 Commerdal  ~g=ney Bl SE T
| =5 issue=d. | Unassigned Balance $2,677.00
= _
B2 7/1/2007 8/1/2007 Posted Invoice - -12119/12114 Unassigned Auto - Agency Bill ($2.575.00)
Reversed Commarcial
Unassigned Balance($2,575.00)
- .
52 7/1/2007 8/1/2007 e Invoice > 12114/-12119 Unassigned Auto - Agency Bill $2,575.00
Reversed Commercial
Unassigned Balance $2,575.00
Receiva
2 10/8/2008 - - Paymant 1177 - - - - ($500.00) --
Residual

Account Balance %$2,226.00

list bill plans | client balance summary | transaction summary

m  Clicking the Details E? icon of a posted invoice displays the information for that invoice. A
Reverse link is available in the navigation toolbar under the posted invoice header for reversal of
incorrectly entered invoices.

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

m  Clicking the Details E? icon of an unposted invoice displays the information for the unposted
invoice. A Post link is available in the navigation toolbar under the invoice header and can be
used if an invoice needs to be posted prior to the system posting date.

m  An asterisk * next to the invoice Status identifies a saved Internal Note. Move the pointer over
the asterisk to display the invoice message. The Internal Note may be edited at any time by

clicking the Details @5} icon of the invoice and editing the Invoice Header’s Internal Note.
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Invoice Summary View

m  Inthe Select View drop-down box, change the view to Invoice Summary. Invoice Summary
displays both posted and unposted invoices for all policies for the client.

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected %

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS

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

Client Name: Cormier Quick Stop, Inc. 3
transaction summary | client balance summary  list bill plans
Select View: Invoice Summary b [ Add Master Inveice ] [ Add Mew Invoice ]
Select Client: b Showing Page 1 of 1 Search Filter: [Show]
InvoiceID
Effective Transaction Master Policy
Details Date Date Booked Status Type 1d Invoice ID Number Description  Bill Method Amount Remove
B 4/23/2008  4/23/2008 Posted Invoice - 16607 Unassigned Package Direct Bill £750.00
=4 s/1/2008 s/1/2008 Postad Invoice - 16568 BOR Folicy Méf;ffp' N Diract Bill $1,500.00
B 8/25/2007  8/25/2007 = Posted Invoice > 13085 Unassigned Eq:lio"ar::r”t Agency Bill £100.00
B 8/2/2007 8/2/2007 * Posted Invaoice - 12137 BA1234567 bim= Agency Bill $459.00
Commercial
* .
=3 7/1/2007 8/1/2007 Posted e - 12114/-12119 Unassigned SO = Agency Bil $2,575.00
Reversed Commercial
= .
B2 7/1/2007 8/1/2007 Posted Invoice - -12119/12114 Unassigned iz = Agency Bill ($£2,575.00)
Reversed Commercial
B2 7/1/2007 8/1/2007 * Posted Invoice - 12120 BA1234567 i = Agency Bill £2,677.00
Commercial
Total: $5,486.00
list bill plans  clisnt balance summary  transaction summary

m  Clicking the Details I%? icon of a posted invoice displays the information for that invoice. A
Reverse link is available in the navigation toolbar under the posted invoice header for reversal of
incorrectly entered invoices.

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

m  Clicking the Details E? icon of an unposted invoice displays the information for the unposted
invoice. A Post link is available in the navigation toolbar under the invoice header and can be
used if an invoice needs to be posted prior to the system posting date.

m  An asterisk * next to the invoice Status identifies a saved Internal Note. Move the pointer over
the asterisk to display the invoice message. The Internal Note may be edited at any time by

clicking the Details @9 icon of the invoice and editing the Invoice Header’s Internal Note.
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Assigned Payments View

m  Inthe Select View drop-down box change the view to Assigned Payments. Assigned Payments
displays all payments that have been received and assigned to the client.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGAMIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remave Selected 4%

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

Client Name: Cormier Quick Stop, Inc. 3
transaction summary | client balance summary  list bill plans
Selact View: Assigned Payments | % [ Add Master Invoice 1 [ Add New Invaice ]
Select Client: v Showing Page 1 of 1 Search Filter: [Show]
Effective Transaction Policy
Details Date Date Booked Status Type 1d Invoice Id Number Description  Bill Method Amount Remove
Receive
10/8/2008 10/8/2008 Paymant 1177 ($500.00)
- 8/2/2007 8/2/2007 - Assign Credit 1177 12137 BA1234567 - -- $400.00 -
= 8/25/2007 8/25/2007 - Assign Credit 1177 12085 Unassigned - - $100.00 --
Unassigned Balance $0.00
Total Assigned: ($500.00)
Total Recaived: (%$500.00)
list bill plans  client balance summary | transaction summary

Payment Summary View

m  Inthe Select View drop-down box, change the view to Payment Summary. Payment Summary
displays all payments that have been received along with a total of the amount received. The
payments displayed can consist of payments applied to invoices, payment advances, residuals
and money held on account.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selactad 4#

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

Client Name: Cormier Quick Stop, Inc. 3

transaction summary | client balance summary  list bill plzns

Selact view: Payment Summary ¥ [ Add Master Invoice ] [ Add New Invoice ]

Selact Cliant: v Showing Page 1 of 1 Search Filter: [Show]

Effective Transaction Policy
Details Date Date Booked Status Type 1d Invoice Id Number Description  Bill Method Amount Remove
= 10/8/2008 10/8/2008 = Receipt 1177 = = = = ($1,000.00) -
Total:  ($1,000.00)
list bill plans  client balance summary bransaction summary
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Summary View

m  Inthe Select View drop-down box, change the view to Summary View. Summary View displays
all posted and unposted invoices along with any payments that have been received for all policies
for the client.

m  Clicking the Details E? icon of an unposted invoice displays the information for the unposted
invoice. A Post link is available in the navigation toolbar under the invoice header and can be
used if an invoice needs to be posted prior to the system posting date.

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

m  Clicking the Details I%? icon of a posted invoice displays the information for that invoice. A
Reverse link is available in the navigation toolbar under the posted invoice header for reversal of
incorrectly entered invoices.

Unposted Invoices View

m  Inthe Select View drop-down box, change the view to Unposted Invoices. All unposted invoices
are displayed for all policies for the client.

n%ure HOME | HELP | SETUP | LOGOUT

SEARCH | DRGANIZATION | REPORTS Bo arks: Expand | Add | Re ed
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SER¥VICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIYERY | T-LOG
Glient Name: Jack's Plumbing & Heating »

Client bslance summary  transaction summary  list bill plans

Select View: Unposted Invoices % [ Add Master Inunice | [ Add New Inusice ]

select Client: v showing Page 10of 1 Saarch Filtar: [Shou]

InvoiceID
Effective Transaction Master Policy

Details Date Date Booked Status Type d Invoice 1D Number Description Bill Method Amount Remove
=3 7/1/2005 8/3/2005 Unpostad Inueice(CB) - (3670} PKG2349999 Package Agency il 4000 --
|54 97142005 9/1/2005 Unposted Invoice(CB) Egz;g] PKGE2349999 Package Agency il $s00.00  [BR
2 10/1/2005 10/1/2005 Unposted Invoice(CB) (32;3) PKGE2249999 Package Agency gil $so0.00 R
=3 117142005 11/1/2005 Unposted Invoice(CB) (gggg) PKGE2349999 Package Agency il $so0.00 B
B 127172005 127142005 Unposted  Invoice(CB) é:;g) PKG2349999  Package Ageney Bill $s00.00 [y
2 1/1/2006 1/1/2006 Unposted Invoice(CB) (22;;) PKG2349999 Package Agency Bl $s00.00 B
|54 27142006 2/1/2006 Unposted Invoice(CB) Eg:;g] PKGE2349999 Package Agency il tson.00  [BR
2 3/1/2006 3/1/2006 Unposted Invoice(CB) éz;g) PKGE2249999 Package Agency gil $so0.00 R
B 4/1/2008 4/1/2006 Unpostad Inuoice(CB) (gggg) PKG2349999 Package Agency il 450000 (B
B 5142006 5/1/2006 Unposted  Invoice(CB) (323;) PKG2349999  Package Ageney Bill sson00 By

Total: $4,500.00
listbill plans | transaction summary | client balance summary

m  Clicking the Details I%? icon of an unposted invoice displays the information for the unposted

invoice. A Post link is available in the navigation toolbar under the invoice header and can be
used if an invoice needs to be posted prior to the system posting date.
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SEARCH | ORGANIZATION | REPDRTS

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

HOME | HELP | SETUP | LOGOUT
xpand | Add | Re

d

Posted Invoices View

m  In the Select View drop-down box, change the view to Posted Invoices.

invoices will be displayed for the client.

Glient Name: Jack's Plumbing & Heating »
clientbalance summary  transaction summary  list bill plans
Select View: Posted Invoices b [ Add Master Invoice ] [ Add Mew Invoice ]
Select Client: Showing Page 1of 1 Search Filter: [Show]
InvoicelD
Effective Transaction Master Policy
Details Date Date Backed Status Type 1d Invoice 1D Number Description  Bill Method Amount Remove
B 74172005 8/3/2005 Postad Invoice 2668 CP23498765 CD“;':&"'E' Agency Bill $2,200,00
=3 74172005 8/3/2005 Pasted Inuoice(CB) ég;é) PKG2E49933 Package Agency Bill $1,200.00
=3 8/1/2005 8/1/2005 Pasted Invaice(CB) (2255) PKG2349999 Package Agency Bill $500.00
Total: $4,900.00
listbill plans  tramsaction summary client balance summary

All posted and unposted

SEARCH | DRGANIZATION | REPODRTS

Bookrarks

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERY¥ICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELI¥ERY | T-LOG

HOME | HELP | SETUP | LOGOUT

cted

Glient Name: Jack's Plumbing & Heating »
client balance summary  transaction summary it bill plans
Selact View: Pasted Invoices b [ Add Master Tnuoice ] [ Add Mew Invaoice ]
gelect Cliant: b Showing Page 1of 1 Search Filker: [Show]
InvoiceID
Effective Transaction Master Policy
Details Date Date Booked Status Type Invoice 1D Number Description  Bill Methad Amount Remave
B 7/1/2005 8/3/2005 Posted Inwoice 3668 CP23498765 C””:\":;'c‘a' Agency Bil $3,200.00
=3 7/1/2005 /372005 Postad Inusice(CB) [gg;é] PKGEZ345993 Package Agancy Eill $1,200.00
2 8/1/2005 2/1/2005 Posted Invoice(CB) (gz;g) PKGZ343999 Package Agency Bill $500.00
Total: $4,900.00
listbill plans | transaction summary | client balance summary

m  Clicking the Details I%? icon of a posted invoice displays the information for that invoice. A
Reverse link is available in the navigation toolbar under the posted invoice header for reversal of
incorrectly entered invoices.

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

if incorrect.

Dimensional
Technologies
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Reversed Invoices View

m  In the Select View drop-down box, change the view to Reversed Invoices. All invoices that have
been reversed will be displayed.

E SEARCH | ORGANIZATION | REPORTS

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
client Name: Danny Smith »

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Rem

client balance summary  transaction summary izt bill plans
Seledt View: Reversed Invoices v [ 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
Paosted 2B69/-3699 Warkers
53 &8/2/2005 8/2/2005 Reversed Inuoice(CB) (2262) WC1234567 Compensation Agency Bill $221.42
Total: $221.42

list bill plans client balance summary

transaction summary

m  The Invoice ID/Master Invoice ID will display the original invoice ID, the reversed invoice ID and,
if the reversed invoice was an installment invoice, the master ID number below in parenthesis:

0 The number alone is the original invoice number.
o A “”displays in front of the invoice reversing the original invoice.

0 The master ID number displays below if the invoice was an installment invoice.

Unassigned Payments View

m  Inthe Select View drop-down box, change the view to Unassigned Payments. Any payments that
have been received and have not been applied to an invoice will be displayed.

E SEARCH | ORGANIZATION | REPORTS

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERYVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIYERY | T-LOG

HOME | HELP | SETUP | LOGOUT

cked

Bookrarks: Expand | Add | Re

Glient Name: Jack's Plumbing & Heating 3
client balance surmmary  transactom summary  list bill plans
Selact View: Unassigned Payments [ Add Master Invoice ] [ Add Hew Invoice ]
Select Cliert: v Showing Page 1of 1 Saarch Filtar: [Shou]
Effective Transaction Policy
Datails Date Date Booked Status Type 1d Invoice Id Number Description  Bill Method Amount Remove
Advance
E 8/3/2005 P 318 - - - RIS fery $500.00 -
Receipt September
inztaliment
Total: $500.00
list bill plans  transaction summary  client balance summary
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Open Binder Bill View

m  Inthe Select View drop-down box, change the view to Open Binder Bill. The summary view
will display only open binder bill invoices. 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 are received
from the carrier. Binder bill invoicing hit 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. Proceed to Chapter 6 — Invoicing Binder Bill for more
information on binder bills.

Note: Binder bill invoicing is only done on agent billed policies.

HOME | HELP | SETUP | LOGOUT

cted

E SEARCH | ORGANIZATION | REPDRTS

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

Bookmarks: Expand | Add | Rem

client Name: John Smith »
client balance summary | tramsaction summary  list bill plans
Select View: Cpen Binder Bill L [ Add Master Tnvoice ] [ Add Mew Invoice ]
Select Client: = Showing Page 1of 1 Search Filter: [Show]

Invoice [D
Effective Transaction Master Policy

Details Date Date Booked Status Type 1d Invoice ID Number Description  Bill Method Amount Remave
B 2/1/2006 2/1/2006 Postad Irwoice(B) - 3893 BAL234567 C°“:\Tteu"‘al Agancy Bill 42,300,000

Total: $2,200.00

listbill plans client balance summary

transaction summary
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Transactional View

The Client Receivables Aging section is located at the top of the transaction summary tab. The detail of this
view includes posted invoices as well as all offsetting entries. The offsetting entries are:

m  Reconciliations

m  Receive Payments
m  Disbursements

m  Reversals

transaction summary | clienc balance summary | lisc bill

SelectWiew: | Transactional v

plans

[Export] [Add Master Invoice ] [ Add New Invoice ]
Showing Page 1 of 1 Total Rows: 2 Display: | Default (10) v
Client Receivables Againg
Last Updated Date Last Transaction Date Current Over 30 days Over 60 days Over 90 days Tatal Due Future Grand Total
8/3/2009 12:10:02 AM 7/22/2009 2:00:11 PM 50,00 $3,000.00 £0.00 £0.00 $3,000.00 £0.00 $3,000.00
Transaction Summary
Invoice ID
Effective Type-Bill Recon/ Ref Transaction MasterInvoice  Policy Level/LOB - Comm Receivable  Payable
Details ~ Date  DateBooked Status  Type  or Chack # ) Number  Carrieror Name  Line Type Description Bill Method  Amount Amount  Amount
Invoice- by Miller Florist
B  o0s/09/2008 05/26/2009 Postad 3 - 16554 879798- CGL-Bremium  Bremium  Agency Bill $2,000.00
Term Policy ol and Gifts
Auro-Oviners
DE/09/2008  06/26/2009 5 L3t 16554 CPP-875758- Insurance CGL-Premium Agency Bill  ($300.00) §1,700.00
FPayable 2008
Company
Invoice- by Miller Florist PROPC-
B  o0s/09/2008 05/26/2009 Postad 3 - 16554 879798- - Bremium  Agency Bill $1,000.00
Term Policy ks and Gifts Bremium
Auro-Oviners
2672 Carrier CPP-879798- PROPC- i
05/09/2008  06/26/2009 - Fayable 16554 S Insurance Fdrae Agency Bill $0.00 $1,000.00
Company
Tnvaice B _
Receivable  $3.000.00 ™o Paysble oo o400p “;‘;“9"‘3‘1 $3,000.00  $2.700.00
lance:
Total:
';;?:::: $3,000.00  $2,700.00
listbill plans  client balance summary | transaction summary

Notes
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Delivery

Nexsure Delivery provides a vehicle for outgoing communications by email or fax from the client or retail
agent record. The Global Nexsure database of Location and Contact record email addresses and fax numbers
is available to all users with rights to create deliveries. All client documentation is available for attachment
to a client Delivery, eliminating the step of printing hard copies to manually fax or scan and attach to an
external email system.

Once sent, Deliveries are permanently documented in Nexsure. Sent Deliveries cannot be altered, but they
are available to re-send via either delivery method of fax or email.

The status of deliveries for the logged on user are quickly tracked from the Home menu > DELIVERY link.
Delivery summaries display deliveries created by the logged on User unless security is granted to view
deliveries created by all users. Home menu > DELIVERY provides access to all deliveries for all clients and
retail agents. Client menu > DELIVERY provides access to deliveries for the selected client only. Delivery at
policy underwriting provides access to deliveries for the selected policy only.

Note: Staff members must be assigned to a Restricted Access policy in order to access
policy information for deliveries or to view deliveries that contain attachments associated
to a Restricted Access policy.

New deliveries are created from the client or retail agent record. Client deliveries can be created from
the Client menu > DELIVERY link, marketing and policy underwriting delivery tab, posted binders and
invoices and issued certificates. Deliveries created from the Client menu > DELIVERY link provides access
to applications and forms of all policies, certificates, binders, verifications and other attachments without
limitation to a specific policy, certificate or binder.

m  For specific information on delivering policy applications and forms, see Chapter 5, “Marketing”
and Chapter 7, “Endorsements”.

m  For specific information on delivering posted invoices, see Chapter 6, “Policy”.
m  For specific information on delivering posted binders, see Chapter 8, “Binders”.
m  For specific information on delivering issued certificates, see Chapter 9, “Nexsure Certificates”.

m  For specific information on delivering issued verifications, see Chapter 10, “Auto ID Cards”.

HOW to Add a New Delivery from the Client Level

m  On the Client menu, click the DELIVERY link. The delivery summary is displayed. Saved filter
settings will determine what is displayed on the summary. If this is the first delivery for the Client,
no records will be found.
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| HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Sslected 4

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | | T10G6

Client Name: Powers Construction Co., Inc. »

delivery

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

Title: Regarding: | Crestad By: [User Logged On Sent By: |
Date Created S — Date Created I ’ N Err——— .
e |current Data &1 I S W]  Client Nama: [Powers Construction via: [Both x|
e m BT g0 =) Sent To: | Status: | Not Successful =]
From: To:
Policy No:

Sort Field 1: IDEte Crested - Sort Order 1: | Descending = Sort Field 2: 'I Sort Order 2; I - Files per Page: IED -

m  Click the [Add New] link.

m  The delivery > email tab is displayed by default. To send a fax delivery, click the fax tab.

m  The email and fax tabs are divided into two sections. E-Mail Information and fax Information
contain sender and recipient information, a title, subject and message text box. Attachments
of documents are added to the delivery using the Add links on the gray bars to the right of the
Information section. All required fields are indicated by a red * asterisk under the Information

section.
n%ure | HELP | SETUP | LOGOU
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected %
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | | T0¢€
Client Name: Powers Construction Co., Inc. »
delivery
email | fax
[S=nd] [Save Draft] [Print] [Close]
Title: | = [
|
From: =
From Email .
Address:
To: | *
Total Attachments: 0
To Email .
Address:
cc: |
BCC: |
Regarding: |

Message: =

[S=nd] [Save Draft] [Frint] [Close]

fax  email
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n%ure | HELP | SETUP | LOGOU!

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected ¥
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | | T10€
Client Name: Powers Construction Co., Inc. »
delivery
email | fax

[Send] [Save Draft] [Print] [Close]

Title: | - [#
From: | ®
From Fax .
Numbar:
FroanEmail .
Address: Total Attachments: 0
To: | -
To Fax Number: | =
Regarding: | *
Message: =~
Auto Wrap While
edit

Message is limited to 19 lines and €5 characters per line

[Send] [Save Draft] [Print] [Close]

fax = email

m  Enter delivery information manually or use the address book icon to access and pre-fill location
and contact record names, email addresses and fax numbers. For information on using the
address book, see “HOW to Use the Delivery Address Book” later in this chapter.

E-Mail Information Field Fax Information Field Description

Title is used as an internal note and does not print on the
Title Title delivered email or fax. Title displays on the delivery summary
and can be used to search for deliveries.

The logged on User’s name will default from their employee
record. This is the name the recipient sees. Edit if necessary.

From From R . .
The name of the User who created the delivery is saved with
delivery details separately from the name entered here.

NP .

N/A From Fax Number Enter your return Fax Number for the recipient’s information.

Fax numbers do not default from employee contact records.
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E-Mail Information Field

Fax Information Field

Description

From E-mail Address

From E-mail Address

Thelogged on User’s first email address saved in theiremployee
record will default as the sender’s return email address. Edit
if necessary. Delivery status or failure notifications from the
Nexsure server will be delivered to the inbox of the email
address entered here.

To

To

Enter the name of the recipient(s) who will receive the email
or fax. Separate multiple names with a semicolon.

To E-mail Address

To Fax Number

Enter recipient(s) Email address(es) for an email delivery or
Fax Number(s) for delivery via fax. Multiple email addresses
or fax numbers may be entered separated by a semicolon.

cc:

N/A

Enter the email address(es) of recipients to receive a copy of
the email delivery. Separate multiple email addresses with a
semicolon.

BCC:

N/A

Enter the email address(es) of recipients to receive a blind
copy of the email delivery. Separate multiple email addresses
with semicolon. Recipient addresses in the BCC field will be
blind to all other recipients. BCC recipients are displayed in
delivery history.

Regarding

Regarding

Enter the delivery subject, as would be shown on the fax
cover page or in the subject line of an email. The Regarding
line displays on the recipients’ email or fax. The Regarding line
displays on the delivery summary and can be used to search
for deliveries.

Message

Message

Enter a message for your delivery. A closing for Nexsure
Deliveries can be saved to the employee record to default
in the Message section of delivery information. The closing
salutation can be saved to display the sender’s name, company
name, phone number, confidentiality statement, etc. For
information on how to add a default closing for Deliveries, see
“HOW to Add an Employee Salutation” in “Employee Record
Maintenance”, Chapter 2, Admin Training Manual.

N/A

Auto Wrap While Edit M

Email delivery Messages are unlimited text fields. Fax delivery
Messages are limited to 19 lines and 65 characters per line.
The Auto Wrap While Edit option will display text as it will be
displayed on the delivered fax.

Message: [1h. information transmitted is intended only for the person or O

entity to vhich it is addressed and may contain confidential and3

Aute Wrap Whils ;0" o ded material, the disclosure of which is governed by 0

Edit ¥ |spplicable lavwe. If the reader of this messags is neot an intended O
recipient or agent responsible for delivering it to an intended O

recipient, you are hereby notified that any review, 1

m  Client documents can be attached to the email or fax delivery. Attachments are not required
for a successful delivery. To add an attachment, click the Add link to the right of the type of
attachment on the right side of the delivery email/fax screen.
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Total Attachments: 0

m  The Add Delivery Attachment pop-up displays with the tab for the type of attachment selected

displayed.
,{':‘ https:/ f nexweb25.nexsure.com/?tab=other&mode=1&pid=-1&certid=-1& ; - |E||i|
policies claims cancellations invoices certificates wverification binders other
Showing Page 1 of1 Filkers: [Show]
MName Description Size Date Created Type
IF Certificate Holders Cert 21 new holder list as of 1/26/2009 10.466 KB 01/27/2009 XLS
I_ Certificate Holders Cert 13 Helder List 11.133 KB 01/27/2009 XLS
I_ DOL 9-8-08 IV R/E OP 56.5 KB iz2/10/2008 Do
¥ sSchedule 2008 Vehicle Schedule for renewal 22.5 KB 12/05/2008 XLS
[# Scheduls 2008 Driver list for renawal 19.5 KB 12/05/2008 XLS
Cancell
other binders wverification certificates invoices cancellations claims pelicies

m If a needed attachment is not displayed or the list is long, click the Filter [Show] link to search for
the specific item.

Attachment Tab Description

Click the Filter [Show] link to search for Policy Type or Policy Status other than
Policies In Force. Select the appropriate policy and click the Next button to display the
policy’s forms.
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Attachment Tab Description

Open claims display by default. Click the Filter [Show] link to search for closed

lai
Claims claims or other criteria.
. All policies with a pending cancellation status display by default. Click the Filter
Cancellations . .. o
[Show] link to search for cancelled policies or other criteria.
All posted invoices excluding reversals display by default. Click the Filter [Show]
Invoice link to search by other invoice statuses or other criteria. Select the invoice and
click the Next button to display the invoice format (select non-Deluxe option to
include Branch name and address) and invoice ID selection.
Certificates All issued holders display by default. Click the Filter [Show] link to search

holders using search criteria.

All issued Auto IDs display by default. Click the Filter [Show] link to search for a

Verifications ipe . -
specific Auto ID using search criteria.

All posted open and closed Binders display by default. Click the Filter [Show]

Binders . N X From
link to search binders using other search criteria.

All client attachments display by default. Click the Filter [Show] link to search

Other . } -
for client attachments by file type or other criteria.

m  Preview an attachment before adding it to the delivery. To preview an attachment, locate the
attachment on one of the available tabs. Click the blue text hyperlink to preview the document.

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Salacted W

| T-L0€

| ORGAMIZATION | REPORTS | CAMPAIGNS
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS |

Client Name: Powers Construction Co., Inc. »
delivery
/~ https:/ [nexweb25.nexsure.com?tab= _|E||5||
palicies claims cancellations invoices certificates werification binders other
nexsure
.
Showing Page 1 of1 Filters: [Show]
Name Description Size Date Created  Type
¥ Certificate Holders Cert 21 naw holder list as of 1/26/2009 10.466 KB 01/27/2009 ®LS
[T cCertificate Holders Cert 13 Holder List 11.133 KB 01/27/2003 ®LS
|l = @ g=- [ )+ delivery_preview [Re
~ Home Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat
F | B12 - &
A B C D E; F G H
NexsureRef Type Namelinel Nameline2 Addresslinel AddressLine? City Statg
1
2 Certificate Holder Agri National 1717 Fox Lane Oklahoma City OK
Certificate Holder airBand 4300 Mostellar Dallas X

m  Select the item or items to be attached on the displayed attachments tab. Click on other
attachment tabs to continue selecting items for delivery. When all items are selected click the
Attach button in the Add Delivery Attachment pop-up.

m  All attached items are listed under the appropriate attachment category on the right side of the
delivery email or fax screen. Click the blue text hyperlink of an attachment name to preview prior
to delivery. Attachments may be removed until the delivery is sent.
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HOME | HELP | SETUP | LOGOU
| ORGAMIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | | T-10€
Client Name: Powers Construction Co., Inc. Commercial Account
delivery

email | fax

[Send] [Save Draft] [Print] [Close]

Title: IRenewaI marketing

From: |[Betsy Cormier

el R

ODHEHEEBEEEH

To: [George Powers:John Powers

Name Description Size  DateCreated
2008 Driver list for
renaval

2008 Vehicle
cc
I Schedule  Schedule for 2z.5 kB 12/09/2008 (5
renaval

Certificats  Cert 21 new holder 10.466
Holders list as of 1/26/2009 KB

Iz;:z', [apowers@powarsce.bizijpowars @powarsce.biz *

Schedule 19.5 kB 12/08/z008 R

BCC:
I 01/27/2008 g

Regarding: [Request for Renewal Information : Total Attschmants: 3

Message: [Dlazze review the attached schedules in preparation of cur meeting to ==

finalize your reneval plan for 2009,

[Send] [Save Draft] [Print] [Close]

m  When the E-Mail Information/Fax Information and any attachments are complete and ready to
be delivered, click the [Send] link. Click [Save Draft] to save the email/fax to send at a later time.
Clicking [Cancel] will abort the email/fax without saving any information.

Note: Once a draft has been saved or a delivery has been sent, it cannot be deleted.

After the delivery has been sent it will be available on the Client menu > DELIVERY link. While the delivery
is processing, or unsuccessful, it will display by default on the Client menu > DELIVERY or Home menu >
DELIVERY summary screens.
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HOW to Use the Delivery Summary Screen

m  Click the DELIVERY link on the Home menu or Client menu. The defaults in the [Show] filters will
determine what displays in the summary view when clicking the DELIVERY link.

m  The Delivery Summary View screen displays with the status of each e-mail or fax delivery.

Delivery Summary Description

Details @9 Icon

Click to display delivery information and print delivery details.

Paper Clip lll] Icon

Displays the number of attachments, if any, that accompanied the delivery.

From Name/From Email

Name and email address of the person who sent the delivery as saved in the
From and From Email Address of the delivery.

To Name/Sent to

Recipient(s) Name and the Email Address or Fax Number of the recipient as
saved in the To fields of the delivery.

Entity Name/Created By

Name of the Client or Retail Agent associated to the delivery. Retail Agent
delivery is identified by a Retail Agent icon to the right of the Entity Name.
Created By identifies the User who created the delivery.

Title/Regarding

Title and Regarding line of the delivery as entered by the User.

Status Message

Deliveries with a status of Not Successful display by default. Statuses include:
Successful, Not Successful, Processing, Processing Forms, Pending, Draft,
Cancelled, Error Occurred. If the status appears as Not Successful, or Error
Occurred, click the Details icon and click the [Re-Send] link. For information on
re-sending deliveries, see “HOW to Re-Send a Delivery” later in this chapter.

Date Created/Date Delivered

Each delivery is date stamped with the date created and delivered. Times are
shown as delivered from the Pacific Time Zone.

Via

Identifies whether delivery was sent as an email or a fax.

m  The Details column displays an icon to determine the status of a delivery:
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Method lcon status status Message Successful
Ermail / Fax B |Dratt — Mo
Email / Fax @ Processing Forms Rendering FOF Ma
Email / Fax E@ Pending - Mo
Fax B Processing Ficked up Mo
Fax B Pracessing Sending... Mo
Fax B2 Processing Fhone line problem Mo
Email / Fax @9 Successiul Completed Yes
Fax @ Error Gcourred Line busy Ma
Fax Q Error Ocourred Human answered Mo
Fax Q Error Gccurred Transmission error Mo
Fax Q Error Occurred Bad Conversion Mo

Hello, Betsy Cormier

delivery

lm From Name
From Email

Betsy Cormier
Betsy Cormier

sacx@ese.com
sacx@ese.com

Batsy Cormier

Betsy Cormier

9T o ¥ ¥ ¥ 9

Betsy Cormier

betsy.cormier@sxdti.com

betsy.cormier@xdti.com

bmcormier@aol.com

nexsurecontact@asl.c...

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS
ACTIONS | OPPORTUNITIES | MARKETING | BINDER LOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE |

To Name
Sent To

Wyman Insurance
Agency, Inc.
nexsurecontact@acl.c...

Wyman Insurance
nexsurecontact@acl.c...

Christapher Park
m2ebe@acl.com

George PowersiJohn
Powsrs
gpowers@powarsce.biz
ipowers@powersce.biz

John Powers
(603) 882-2188

John Powers

betsy.cormier@xdti.com jpowers@powerscc.biz

Showing Page 1

Entity Name
Created By

Wyman Insurance
Agency, Inc.
Betsy Cormier
Fortune Cookis
Catering, LLC
Betsy Cormiser

Park Meadow
Development, Inc.
Mary Oberleitner

Powars Construction
Co., Inc.
Batsy Cormiar

Powers Construction
Co., Inc.

Batsy Cormier
Powers Construction
Co., Inc.

Batsy Cormiar

of 1

Title
Regarding
Agresment
Signed 2009
Agresment
Marksting
Fortune Cockis
Catering Marksting Info

Portal Access
33

Renawal marketing
Request for Rensval
Infarmation

Certificate
Certificate far Agri
National

Certificate
Certificate for Future
Industries

m  Clicking the Details I%? icon will display the delivery details.

Status
Message

Successful

Email sent

Successful
Emazil sent

Successful
Email sent

Successful
Emazil sent

Error Occurrad
Transmission
Error

Draft

Filters:

Date Created
Date Delivered

02/23/2009 07:13
02/23/2009 07:13

02/23/2009 07:18
02/23/2009 07:18

02/22/2009 09:35
02/22/2009 09:35

02/23/2009 13:21
02/23/2009 13:21

02/23/2009 13:24:
02/23/2009 13:24:

02/23/2009 14:05:

04 PST
04 PST

20 PST
20 PST

140 PST
140 PST

136 PET
136 PET

10 PST
10 PST

18 P5T

Note: The person logged in must be assigned to a restricted access policy to view delivery
details that include attachments of policies, cancellations, claims or other attachments
associated to a restricted access policy.

| HELP | SETUP | LOGO

Bookmarks: Expand | Add | Remove Selected %

[Show]

Via

Email

Email

Email

Email

Email
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| HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected
| OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

Client Name: Park Meadow Development, Inc.

delivery

details

[Re-Send] [Print] [Close]

Title: Certificate Name Description Size DateCreated

From: Betsy Cormier @ cCertificates 2007 Brint Batch of all holders  2881.724 KB 12/01/2008
From Email
Address:

Tot Hartford Underwriter

betsy.cormier@xdti.com Total Attachments: 1

To Email
Address:

cC:
BCC:
Regarding: Park Meadow Development, Inc. Certificates Issued

nexsurecontact@aol.com

Message: [copy of cartificates issued for new policias

Account Manager

Date Created: 12/01/2008 10:19:01 PST
Date Delivered: 12/01/2008 10:15:01 BST
Status: Successful
Status Message: Email sent
Created by: Betsy Cormier

m  Click the delivery details [Print] link to print a copy of the delivery.

Note: All delivery date and times reflect the Pacific Time Zone of the Nexsure server.

m  All attachments included in the delivery display on the right side of the delivery details screen
and are summarized on the Delivery Details print view. To view or print the attachments, click the

Magnifying Glass GL icon next to the attachment on the delivery details screen.

| HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remova Salactad #WF

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

Client Name: Park Meadow Development, Inc.

delivary
details
[Ra-Send] [Print] [Closel
Title: Cartificata Name Dascription Size DateCreated
From: Betsy Cormier @ Certificates 2007 Print Batch of all holders  2881.724 KB 12/01/2008
From Email | rer@dti
Address; Detsy.cormier@xdti.com Total Attachmants: 1

To: Hartford Underwriter
To Email

nexsurecontact@aocl.com

m  Click the Close link to close the delivery.
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What a Successful E-mail Means

When preparing an e-mail to be sent, Nexsure generates the e-mail and submits it to the Exchange server
to be sent. A “Successful” message is displayed when the submission is completed successfully. Since the
e-mail has not been delivered to the recipient at this point, Nexsure verifies that the e-mail was successfully
submitted to the Exchange server, but it cannot determine whether the e-mail address is valid or not. E-mail
validity cannot be determined until the message is delivered and notification is received by the Exchange
server. Since it is the Exchange server, not Nexsure that receives this return message, the notification of
an undeliverable address is sent from the server to the “From” address in the original e-mail. This message
originates in the the Exchange server that sent the message on Nexsure’s behalf as returned to the e-mail
address specified in the “From” field on the e-mail delivery.

HOW to Use the Delivery Address Book

The Delivery Address Book can be used to search and select email addresses and business fax numbers
found on entity location and all contact records. To use the Delivery Address Book perform the following:

m  On the fax or email tab, click the Address Book [E icon. The address book tab is displayed. By
default the address book tab will display the Delivery History.

@ delivery_addressbook - Microsoft Internet Explorer, provided by... [ZII@[XI

address book

Entity

|De|iuerl,l Histary V| [Search] [Clear]

Display Marne Send To Sender

| || ||Gina Morgan
Display Name Send To Via Sender
Alice Bennarth gina.morgan@x=dti, corn EMail Gina Morgan
Alicia Conray gina.moaorgan@x=dti, corn EMail Gina Morgan
BCC gina,morgan@xdti, corn EMail Gina Morgan
103 gina.moaorgan@xdti, corn EMail Gina Morgan
Sally Marth gina.morgan@xdti, corn EMail Gina Morgan
Orrarm @10 Oce Orece [select] [Close]

Note: Previous emails sent to CC and BCC recipients are shown in the Delivery History
with the CC or BCC notation in the Display Name column.

m Inthe Entity list, select an entity type to search for a recipient. Respective search options will be
displayed for each entity. The Entity list allows a search of the following entity types:

JEntity
Delivery History w

Add. Interest Location
Carrier Location
Certificate Holder Location
Contacts

Celivery History

2rganization Location

Policy Assignrments
e kel :

E. Aoen
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m  Enter search criteria in the available search boxes. Search for Contacts assumes you are searching
the client’s contacts. To search contact records for a carrier, click the [Clear] link to clear the
search fields. Enter the carrier’s name in the Client search field and the word “Carrier” in the
Entity field.

m  Click Search. The search results are displayed in the Search Results area.

m  Select the recipient’s name on the line that displays the desired delivery method, via fax or email.
Multiple recipients may be selected at one time from search results by selecting each Display
Name with the appropriate delivery method. When all recipients to appear in a delivery option
are selected, click to select the From, To, CC or BCC delivery option for the selected recipients.
Fax delivery will not offer a CC or BCC option.

m  Click [Select]. The selected recipient’s name and email address for email deliveries or fax number
for fax deliveries is added to the field selected. If multiple recipients were selected for a field,
their email addresses or fax numbers are separated by a semi-colon (;).

m  The address book stays open until all searches and selection of recipients is complete. Once all
recipients have been added to the fax or email tab, click [Close]. The address book tab is closed.

To Send a Saved Draft
Once a draft of the email or fax has been saved, the draft can be accessed and sent at a later time.

m  Navigate to the saved draft by clicking SEARCH > Details % icon of the appropriate client > Client
menu > DELIVERY or by clicking the DELIVERY link on the Home menu.

m  The delivery tab is displayed. Click the [Show] link and search for deliveries with a Status of Draft.

| HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected %%

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | | TLOG

Client Name: Powers Construction Co., Inc. 3
delivery
Showing Page 1 of 1 Filters: [Hida] [Add New]
I

Titla: Regarding: | Created By: [Betsy Cormier Sent By: |

Es= Crsf;ri‘? 02/23/2005 i - EE Creaii‘:: | TEIIL]  client Name: [Povers Construction via: [Both B4

Date Dalivarad = Date Deliverad =

== g5 =] = | E0 =] Sent To: | Status: | Draft =]

Policy No:
Sort Field 1: IDate Craatad VI Sort Order 1: IDescendlng VI Sort Field 2: I 'I Sort Order 2: 'I Files per Page: |50 hd

cier |
lm From Name To Name Client Name Title Status Date Created via
From Email SentTo Created By Regarding Message Date Delivered
Powers Construction Ca.,  Certificate s Y yymm——

Inc. Certificate for Future Email

Batsy Cormier Industries

Br o Betsy Cormier John Powers
betsy.cormier@sxdti.com  jpowers@powersce.biz
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| HELP | SETUP | LOGOU
SEARCH | ORCANIZATION | REPORTS | CAMPAICNS Bookmarks: Expand | Add | Remove Selected %

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

Hello, Betsy Cormier »
delivery

Showing Page 1 of 1 Filters: [Hid=]

=

Titla: | Regarding: Created By [Betsy Cormier Sent By: |
Date Created Date Created ] .
kit [0z/23/2008 Ll e o ) Entity Name: | wia: [Both 4|
E= DEI':;:;‘? I & I ES DEINE.P:‘E.‘ g5 m| Entity Type: | Client | Status: | Draft |
Palicy No: | Sent To:

o

Sort Field 1: | Date Created VI Sort Order 1: IDEscending 'I Sort Field 2: VI Sort Order 2: I VI Files per Page: ISD 'I
Search | Clearl

l[l From Name To Name Entity Name Title Status Date Created Via
From Email Sent To Created By Regarding Message Date Delivered
Powers Construction Certificate
% 0 Betsy Cormier John Powers Co.. Inc. Certificate for Future Draft 02/23/2009 14:05:18 PST Ernail

betsy.cormier@xdti.com  jpowers@powerscc.biz Betey Cormier Industries

m  The draft is identified by a blue Details [£¢ icon and Draft in the Status column. Click on the blue
Details @‘? icon. The saved email or fax draft is displayed.

Note: The number of attachments, if any, is not shown in the attachment column of the
delivery tab. The attachments are available but will not show a count until the email or
fax has been sent.

m  Make any necessary updates to the draft and click [Send].

Important: If [Cancel] is clicked at this point, the email or fax will be cancelled and cannot
again be accessed to send. To return to the delivery tab again without sending the draft,
click [Save Draft] to save updates or click [Close] to return to the delivery tab without
saving changes.

HOW to Re-Send a Delivery

Deliveries that have been sent successfully and sent deliveries that have failed can be re-sent. In this
illustration a fax that was delivered to the incorrect fax number has failed. Re-send may also be used to re-
deliver an email by fax, or re-deliver a fax by email without having to create the new delivery from scratch.

m  Click the Details [5# icon of the delivery to be re-sent.

delivery

Showing Page 1 of1 Filters: [Show] [Add New]

From Name To Name Client Name Title Status Date Created

From Email Sent To Created By Regarding Message Date Delivered R

Powers Construction Co.. |Certificate Error Occurred
Inc. Certificate for Agri Transmission
Betsy Cormier National Error

02/23/2009 13:24:10 PST
02/23/2009 13:24:10 PST

Betsy Cormier John Powers

nexsurecontact@aol.com (603) 882-2188 Fax

m  The delivery details tab displays. Click the [Re-Send] link.
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delivery
details
[Re-5end] [Frint] [Clos=]
Title: Certificate CartNo ID Holder Reference Description
From: Betsy Cormier Q 35 1 Agri National 08-08 AL GL WC UL 10DNOC
From Fax
number; (714) 476-7224 Total Attachments: 1
From Email

Addrosy: Mexsurecontact@aol.com
To: John Powers
NJ;;:;? (603) 882-2188

Regarding: Certificate for Agri National

Mess2g2: [y our copy of the requested certificate for Agri National is 0 ;I
attached.

Date Created: 02/23/2009 13:24:10 PST

m  Re-send creates a new delivery based on the content of the original delivery. The new delivery
may be edited to correct delivery information, to change the delivery method by clicking on the
alternate tab for fax or email, or change attachments.

Note: Re-send is not a forwarding of the original email or fax. Delivery creates a PDF
rendering of attachments that are saved with the original delivery. Re-sending a delivery
that includes attachments such as marketing applications will attach current versions of
those applications.

m When the new delivery is ready to be sent, click the [Send] link. Clicking [Save Draft] will save the
new delivery as a draft, [Print] will print the E-Mail Information, [Close] aborts the new delivery.

delivery
email fax
[Send] [Save Draft] [Print] [Clase]
Title: [Certificate = [
I
From: [Betsy Cormier

=

From Fax [ s erong CertNo ID Holder  Reference Description
Number: 23 L A pE-o3ALGLWC UL

| National 10DNOC
From Emai

dross; In=xsurecontact@acl.com
To: [1ohn Powers =
To Fax Number: [s038822188 s Total Attachmants: 1

Regarding: ICertiFi:ate for Agri National

Messa0e: [vour copy of the requested certificate for Agri National is 0 ;l
attached.
Auto Wrap While

Edit W

Message is limited to 19 lines and €5 characters per line.

[Send] [Save Draft] [Print] [Close]
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Bookmarks

Using bookmarks creates an easy way to ‘hold’ a place in Nexsure when interrupted or when the need to
access a different screen in Nexsure arises. The user may easily return to the same screen without losing data
that has been entered and saved. The Bookmarks link is located on the right side of the Primary menu.

HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS Bookmarks: Expand | Add | Remo ected

Note: Before adding a bookmark, click Save Changes or the Update link to save your
data.

HOW to Add a Bookmark

Click the Save Changes link or Update link to save any changes that you may be making.
Click the Add link to the right of bookmarks located in the Primary menu to bookmark your page.

The item bookmarked will now be available when clicking the Expand link to the right of
Bookmarks located in the Primary menu.

Proceed to HOW to Access a Bookmark section in this chapter.

Note: You can have an unlimited number of bookmarks.

HOW to Access a Bookmark

When you are ready to return to an item that has been bookmarked, click the Expand link to the
right of bookmarks located in the Primary menu.

The current Nexsure screen will drop-down and display all items currently bookmarked in the top
section of the Nexsure window, while the current place is retained in the lower portion of the
Nexsure window.

Note: When the Expand link is clicked, the expand option changes to Hide. After accessing
the appropriate bookmark, click the Hide link to bring the Nexsure screen back into full
screen mode.

o, PAGE 585



CHAPTER 19 NEXSURE® TRAINING MANUAL - CRM

In%ure HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS Bookmarks: Hide | Add | Rem

ected

Select

Detail Task Dperation tlient Name Policy No. Memo Date Time
] v Client Wiew Peterson's Pet Palace HfA View Client Locations 712002005 §:07:36 AM
] v Client wiaw ABC Preschool 2N view Client Contacts 7/20/2005 8:06:01 AM
O b4 Client View Peterson's Pet Palace TR View Client F/20/2005 2:00:53 AM
] hd Client Miew Moe's Tavern NiA View Client F/20/2005 8:00:41 AM

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SER¥ICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIYERY | T-LOG
Client Name: Peterson's Pet Palace 3

cardfile  profiling  contacts  locations  namedinsureds  related accounts  assignment  classified

Location Summary Page 1 of 1 Filters: [ Show ][ Add New ]
Details Primary  Billing Location Name Address City St./Prov. Zip/Postal Phone Number Fax  Remove
B Pet Store 123 Main Street Brea ca 92821 (712) 555-4433
classified  assignment  related accounts  namedinsureds  locations  contacts  profiling  card file

m  Click the Flag ¥ icon under the detail returns to the place that was bookmarked in the lower
portion of the Nexsure window.

m  Click the Hide link to the right of Bookmarks located in the Primary Menu to go back to a full
Nexsure window.

m  Proceed to HOW to Remove a Bookmark section in this chapter when a bookmark is no longer
needed.

Note: Bookmarks will return the user to a policy that was bookmarked but is unable to
bring the user back to the exact page of an application.

HOW to Remove a Bookmark

m When a bookmark is no longer needed it can be removed from the list of bookmarks. Click the
Expand link to the right of Bookmarks located in the Primary menu.

m  The current Nexsure screen will drop-down and display all items currently Bookmarked in the top
section of the Nexsure window, while the current place is retained in the lower portion of the
Nexsure window.

m  Click the check box in the Select column of any bookmarks that are no longer needed.

Note: Multiple bookmarks may be selected at the same time for removal.

m  Click the Remove Selected link to the right of Bookmarks located in the Primary menu.

m  All bookmarks selected will be removed from the Bookmarks link.
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In%ur’e HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS

o

cokmarks: Hide | Add | Remou

ectad

Eeech Detail Task Operation Client Name Policy No. Memo Date Time
v Client View Peterson's Pet Palace ) view Client Locations 772072005 8:07 136 AM
] Ad Client View ABC Preschool N View Client Contacts 7f20f2005 8:06:01 AM
Ad Client View Peterson's Pet Palace His View Client 7/20/2005 8:00:53 AM
O Ad Client View Moe's Tavern MiA View Client 7/20/2005 8:00:41 AM
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERYICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Peterson's Pet Palace »
cardfile  profiling  contacts  lecations = named insureds  related accounts | assignment  classified
Location Summary Page 1 of 1 Filters: [ Show ][ Add Mew ]
Details Primary Billing Location Name Address City St./Prow. Zip/Postal Phone Number Fax Remove
B Pet Store 123 Main Street Brea ch 92821 (712) 555-4432

classified  assignment  related accounts  named insureds  locations  contacts  profiling  cardfile

HOW to Use the Bookmark Summary Screen

Clicking the check box in the Select column of a bookmark and clicking the Remove Selected
link to the right of Bookmarks located in the Primary menu will remove that bookmark from the
bookmark summary view.

Clicking the Flag ¥ icon in the Detail column will return the user to the place that was
bookmarked in the lower portion of the Nexsure window.

The Task column displays where the user was in Nexsure when the Add bookmark link was
clicked

The Operation column displays what the user was doing when the Add bookmark link was
clicked.

The Client Name column will display a clients name if the user was accessing a client when the
Add bookmark link was clicked.

The Policy No. column will display a policy number if the user was accessing a policy when the
Add bookmark link was clicked.

The Memo column displays a brief memo of what the user was doing when the Add bookmark
link was clicked.

The Date Time column displays the Date and Time the bookmark was created.

[nexsure

SEARCH | ORGANIZATION | REPORTS Bookmarks: Hide | Add | Ra ced
Select _ . . .
Detail  Task Operation Client Name Policy No. Memo Date Time
O ¥ Setup  Wiew HfA View User Rights Template - Account Manager 7/20/2005 8151100 AM
F v Client  View ABC Preschool HfA View Client Contacts 7/20/2005 8106101 AM
O A4 Cliert  View Moe's Tavern HfA View Cliert /2072005 8:00:41 AM

HOME | HELP | SETUP | LOGOUT
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T-Log

The T-Log (Task Log) records and generates a time stamped list of all activity on clients as well as all activity
conducted on the agent’s Nexsure site by their employees. The T-Log may be accessed in two separate
places, the T-LOG link on the Client menu, which displays all activity being accessed on the client, or the T-
Log tab under SETUP > Security Administration, which displays all activity conducted on the agent’s Nexsure
site by their employees.

n%ur’e HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS Bookmarks: Expand | Add | Rem =cted
CLIENTPROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: ABC Preschool »
N
T-Log
Filtar: [Show]
showing Page 1of6 PN |1 v
. . . . User Name
Detail  Task Operation Client Name Policy No. Mema Usor. Rights Date Time
) Karen Patersan

B T-Log View ABC Praschoal N view TLag e s 7/20/2005 12:01:17 PM

B Client View ABC Praschaal M A Wiew Client ¥aran Patarsan 77202005 12:01:10 PM
Adrministrator

B Client View ABC Preschool MR Wiew Client Contacks ¥aran Patarsan 7/20/2005 8:20:29 AM
Adrministrator

B Client View ABC Preschosl HiA Wiew Client Karen Peterson 7/20/2005 8:20:23 AM
Adrministrator

B Client View ABC Preschool MR wiew Client Contacks fisren Peterson 7/20/2005 8:06:00 AM
Adrinistrator

B Client View ABC Preschool NiA view Client fiaren Patersan 7/20/2005 8:05:54 AM
Adrinistrator

Ed Client View ABC Praschosl A view Cliznt fiaren Patersan 6/1/2005 12:33:39 PM
Adrninistrator

E4 Client View ABG Preschoal iR view Client fiaren Patersan 5/4/2005 1:23:00 PM
Adrninistrator

Note: Access to the T-Log may not be given to all employees in the agency.

HOW to Access the T-LOG Link on the Client Menu

m  After accessing the appropriate client through SEARCH, click the T-LOG link on the Client menu.

m  All activity on the client will be displayed in a summary view.

Note: The defaults in the [Show] filters will determine what is displayed in the summary
view when clicking the T-Log link on the Client menu.

Clicking the Details @1: icon of an item in the T-Log will jump to that place in history.

Note: Information that is accessed by clicking the Details @*‘ icon, while it can be changed,
cannot be saved and has no effect on the rest of the system. The T-Log is intended for
viewing purposes only.
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HOW to Access the T-Log Tab under SETUP > Security Administration

m  Click the SETUP link on the Utility menu.
m  Click the Security Administration link in the Setup Console.

m  Click the T-Log tab.

m  All activity for the user will be displayed in a summary view.

HOME | HELP | SETUP | LOGOUT
is: Expand | Add | R

security policy user rights templates access log

Expand Minimize
Filter: [ Show ]
[ actions
Showing Page 1of 7 v

O color Schemes owing Page 1of7 b M |1
O Lookup Management

Detail Task Operation  Client Name Policy No.  Memo =P Date Time
Oppartunities User Rights
[ print Blank Farms B T-Log View A View TLag Karen PRterson  oonro005 12:28:i51 PM
O Administrator

rograms
) ) Karen Petersan

O cocument Termplates B Setup View ABC Preschosl  MA Vigw Security Palicy e e 7/20/2005 12:128:47 PM
[0 security Adrninistration

E4 Setup View ABC Preschoal  W/A View Action Details Karen Peterson  oonio005 12:28:108 PM

Administrator
) Karen Petersan
B T-Log View ABC Preschosl  MA Vigw TLog o i 7/20/2005 12:111:33 PM
B client View ABC Preschool  N/A view Client Contacts Karen Peterson  ooonio005 12:11:18 PM
Administrator

Note: The defaults in the [Show] filters will determine what is displayed in the summary
view when clicking the T-Log tab in setup.

m  Click the [Show] filter to display the search criteria, it will default to today’s date and to the User
signed in.

m  Change the search criteria and click the Search button to initiate a new search.

HOME | HELP | SETUP | LOGOUT

ectad

Baokmarks: Expand | Add | Rem

security policy user rights templates accesslog  T-Log
Expand Minimize
Fileer: [ Hide ]
O actions Search Criteria
O coler sch Task: Qperation: Client
olor Schemes Mermn
O Lookup Management Policy Mo: Merno: Nauniz". Karen Peterson
Oppartunities D i = = .
ate Time : User
3 © 7/20/2005 i Drate Time To:| 7/20/2005 i Rights:
I erint Blank Forms (eI Dl
O programs Sort By - . Sort B
Name‘f Date Time v Direction‘f Descending v
O pocurnent Termplates : |
[ security Adrinistration Showing Page 1of 7 PN [1
p . . . User Name
Detall Task Operation  client Name Palicy No.  Memo T brelie Date Time
) Karen Petersan
B T-Log View s View TLag o i 7/20/2005 12:28:51 PM
) i Karen Petersan
B Satup View ABC Praschool /A View Security Palicy e s 7/20/2005 12:28:47 PM
B Setup View ABC Preschool  N/A View Adion Details Karen Petersen  o.on:000s 12:28:08 PM
Administrator

m  Clicking the Details @9 icon of an item in the T-Log will jump to that place in history.
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Note: Information that is accessed by clicking the Details @“ icon, while it can be changed,
cannot be saved and has no effect on the rest of the system. The T-Log is intended for
viewing purposes only.

HOW to Use the T-Log Summary Screen

m  Clicking the Details @"‘ icon of an item in the T-Log will jump to that place in history.
m  The Task column displays where the user has been in Nexsure.
m  The Operation column displays what the user was doing relating to the task shown.

m  The Client Name column will display a clients name if the task and operation shown were
concerning a client.

m  The Policy No. column will display a policy number, if a clients name is displayed, and the task
and operation were concerning a clients policy.

m The Memo column displays a brief memo of what the user was doing.

m  The User Name User Rights displays the name of the user and the security template they were
signed in with at the time

m  The Date Time column displays the Date and Time the T-Log was accessed.

Notes
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eServices

The eServices option in Nexsure provides users real-time inquiry capabilities within a carrier’s (or other
third-party such as a MGA) secured Web site. This eliminates the need for the agency to log out of Nexsure
or open another browser window to access the carrier’s site. Users will have access to the very latest
information directly from the carrier’s Web site — the same information the Underwriters see. Nexsure
eServices can includes direct links such things as:

= Billing Inquiry
m  Policy Inquiry
m  Claims Inquiry

m  Policy Documents

Automated login is also considered an eService option. With automated login, another browser window
is launched and the user is automatically logged into the carrier’s secured site and transfer is control to
the carrier’s agent home page. From that point, the user can then navigate manually through the carrier
site. Keep in mind that the active policy number from Nexsure is automatically copied to your PC clipboard
when a carrier page is launched through Nexsure eServices. Therefore, when that policy number is needed,
the user can just right mouse click on the policy number field in the carrier Web site and paste that policy
number from the PC clipboard. There is no need to re-type that policy number.

The carrier information accessed through eServices will vary by carrier. Each employee of the agency, who
has login rights to a carrier’s site, must have their login information entered in Nexsure to access eServices. In
rare situations, where an employee may have more than one login to a carrier’s site, both should be entered
in Nexsure. When an employee, with more than one login to a carrier’s Web site, activates eServices they
will be prompted to select which login they would like to use upon entering the carrier’s site.

Note: As of release of this document, there is a known issue which enables only the first
password for use by eServices. That issue is currently being corrected. Any additional
passwords entered will be preserved and available once the issue is corrected.

Note: The eService option is only available for in force business. It is not available for
Opportunities or Marketing quotes.

HOW to Setup Additional Logins

m  Click the Organization link on the primary menu.

m  Click the Employees tab.

Note: It does not matter what level of the organization the employee’s additional login
information is added to.

m  Click the Details @9 icon of the appropriate employee.
m  Click the additional logins tab.

m  Click the Add New link.
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E = =]
: -
Q Back ~ IiLI IELI ; /.- ) sgarch .,EI Favorites G,‘" ="
Address 3§1 http:f{deviwebl.nexsure comfMexsure asp v a Go  Links ®

nexpne

ORGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS

SEARCH | ORGANIZATION | REPORTS

Organization Name: XDTI xDev-x 3
organization ]
XDTI xDev-x == Eric Brehm
Previous Page Add Newr

HOME | HELP | SETUP | SUPPORT | LOGOUT

Bookmarks: Expand | Add | Remous Selected

cardfile  regions  territories  branches locations  employees
employee detail  identity  additional logins ~ security accounting transactions
Additional Login Information (K| Showing Page 13 of 28 3] 13 v
Details Login Type Account No. Login Description Date Created Remove
B Harlaysuille iE | w2ziz008 E5}
Br  Hartford ERC & EEE 11/29/2004 ET}
B Hartford Enpressway Add a new Login nexsure £/17/2005 ER
B*  Hastings Mutual 3/22/2005 By
@) s oSy THouenes Additional Login Type: | Abrarm Interstate ~ 34742005 %
B Homesite frecount Numbar: 331/2005 E5}
Br  Hotmail-MsH Msil Login I0: [Ericl 9642005 ET}
B Hull & Company Password: 3/22/2005 B
B*  Humana Insurance Gonfirm Passuerd: 10/10/2005 B
B 1aee Group Deparment 101 (sptional) 10/12/2005 B
Dascription:
nal logins identity employee detail
nches | teriteries  regions  cardfile
User: £ric Brefmr [Administratar] Signed On |~ Status: Orline (Available)
’ ﬂ;’] Dane 0 Trusted sites & Trusted sies
.,' start Ece [ remet.. [+ Nhleser. R httpif... | Deskiop ™ R:)\ €LYy 1147 AM

m  Select carrier/third-party eService provider from the Additional Login Type drop-down menu.

Note: If a user is unable to locate an eService provider in the Additional Login Type menu
for which they would like to have Nexsure eServices available, feel free to e-mail Nexsure.
Support@xdti.com with the request along with the URL link to the login page for that
carrier/provider. Such requests will be evaluated and potentially queued for future Nexsure
releases. Providers can include most any third-party secured Web site. If the login page
does not contain a logo for the provider, please attach the logo to the e-mail. Also indicate
whether only automated login is desired or which other real-time inquiry functions are
desired (billing inquiry, claims inquiry, policy inquiry, policy documents, etc.) If selected
and deployed, this eService provider will appear in the additional login list for all Nexsure
users (at all the Nexsure agencies).

m  The required fields are the Login ID, Password and Confirm Password.

Note: It is necessary to overwrite the Nexsure default Login ID with the correct Login ID
for that carrier Web site.

m  The Department ID is an optional 3rd field used to collect any additional login information other
than login id or password. (i.e. Department code, group id, producer code, etc.)

m  Complete the Description field, this field is optional.
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m  Click Save to save the additional login information. Click Cancel to abort.

m  Repeat the above steps to add the additional login information for all carriers for the employee.

Note: Users now have the capability to change their passwords from the primary eServices
pop-up window. However, the first time that a particular eServices provider is added,
that needs to be done from this Organization menu. Users that do not have rights to the
Organization menu will need to request that eServices provider be added by their systems
administrator.

m  Proceed to HOW to Access eServices section in this chapter.

HOW to Access eServices

m  Click the SEARCH link on the Primary menu.
m  Click the Details @? icon of the appropriate client.

m  Click the Policies link in the Client menu.

Option 1

m  Click the Carrier’s name to launch eServices.

Option 2

m  Click the Details @? icon of the policy

m  Right mouse click on the Print option on the policy detail screen and select eServices.
Option 3

m  Click on the carrier names in the various Home menus (Expirations/Claims/Edits/Interface, etc).
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E

p A = n
o j \ ) e = =
Q Bece ? x| @] (g ) search <7 Favorites & =

Address @http:,l’,idevlweblﬂexsure.cumINExsure.asp v 'Gn Links **|

nexpne

uT

«pand | Add | Rema ks

LIVERY | T-LOG

CLIENT PROFILE | OPPORTUNITIES posertice | Central Insurance v NALCS Coder 20230
Client Name: eServices PLT| »
policies history certificates bi [ Search Web ] [ Update ] [ Clase ]
Contact List Filters: [Show]
Policy Number F—— 5 v Billing Carrier
Details Policy Type mith, Jim rea Issuing Carvier Remove
Central -~
B Homeowners Insurance |8 B
FMA 8203003 o ;
 Process edit. eServices pawerad by
B o Personal Auto Hew York Central )
C (PAUTO) C CENTRAL Logini [test el
e Process new m. |NSUHM¢CE
P d:|esssssssss
B g Homeouners COMPANIES amswan Mew York Central )
[PHOME) . . Palicy Mo: |[FMA | (1111111 Mutual
- —Since 1876 -
i~ Process newm Type:| Personal b
@ % Hormeowners [ Auto-Login ] A Central I%
(PHOME) Insurance
> Process newm
= e [2illing Tnquiry Latest billing inform atien
B g Homeouners Mew York Central =)
(PHOME]) e |Folicy Lookup Policy application information Mutual
o P
3l Process new m &F | Claims Inquir Claims inquiry information
quiry quiry
Q DEC pages DEC page listing certificates histary policies
B Loss Run Loss Run infarmation
g Billing Statement Billing Statement Information
User: £ric Brehm  [Administrator, Status: Onrline (Available)
&) &) Done & Trusted sites & Trusted sites
oo - o . o5
+y Start o & 7 Bemt. | swius, |3 AnNes.. [Anipf..  Desiiop * &JR <0 5y 12:35mm

m  The eServices pop-up window is displayed.

Note: The inquiry capabilities are dependent upon each individual carrier’s Web site.

m  Clicking on the Auto-Login option will take the user into the carriers’ site. The active policy
number of the client is copied to the clipboard for easy access while browsing on the carrier’s
Web site.

Details regarding the initial eServices pop-up window shown above:

m  The eServices provider is selected automatically based on the carrier name or NAIC code. If the
eServices window is not appearing for a carrier that an additional login has added, double-check
to see that the carrier’s NAIC code(s) are listed in the carrier setup record. If this is a carrier for
which you are currently downloading, please check with your Nexsure systems administrator
before adding or changing NAIC codes. If Nexsure does not save the NAIC code, it is likely that
NAIC code is already in use in your Nexsure database. In that case, check with your systems
administrator. If the provider does not have a NAIC, match the format of the name with the name
listed in the Additional Login Type menu. If that is a problem, please notify Nexsure Support.

m  To select a different eServices provider for which an additional login has already been setup, just
click on the drop-down box on the top of this window.

m  Search Web will initiate a Google™ search for the provider name.
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m  Update will update the password for the eServices provider for the user. The user merely types
in the new password over the hidden password shown and clicks the Update button. If the
user wishes to update the Login they must also enter/re-enter the Password and then click the
Update button. This feature allows users to update their eServices additional logins if they do not
have access to the Nexsure Organization tab.

m  The Policy No field will display the active policy number from Nexsure. The policy number will
be formatted to match what is needed by the carrier Web site. The assumed policy number
format for the carrier is usually derived from a sample downloaded policy number from that
carrier, if available. If policy numbers in Nexsure contain prefixes that are not used on the carrier
Web site, this is the where they can be corrected. Users may correct the formatting of the policy
number here before clicking Auto-Login or any of the other links. The policy number could also
be completely overwritten in this window if the inquiry functions are needed for a policy other
than the one active in Nexsure. The eServices pop-up window will not affect the policy numbers
in Nexsure.

m  The policy Type (personal vs. commercial) selection will normally default to the correct policy
type. In certain cases, especially when accessing eServices through the Home/Interface menu,
the policy type is not readily available to eServices. If the incorrect policy type is displayed, the
user can then select the correct one. The policy formatting option will change to match the policy

type.

m  Other available options are listed under the eServices provider’s logo. Just click the link to access.

Note: Nexsure eServices are highly dependent upon the layout of carrier Web sites.
Therefore, when carriers make changes to their Web sites, it is likely that eServices will
stop prematurely. If the URL for the agent login page changes, eServices will not be
functional until that URL is updated in a future Nexsure release. If the carrier keeps the
login URL the same but changes the login page, it is possible that eServices will stop on
that login page and possibly not fill in the username and/or password. These changes are
rare but please report them promptly to Nexsure Support. If a link (billing inquiry, policy
inquiry, etc.) does does not go as far as it went the day before or if it stops well before
the described function, please report that to Nexsure Support as well. Your help on this
matter is greatly appreciated.

General Setup Considerations

Since Nexsure eServices provide automated access to real-time inquiry information from various carrier
Web sites, Windows security setup is very important. Please see Windows XP Service Pack 2 security settings
for further information. For each carrier Web site, enter that domain (Hartford.com, Travelers.com, Safeco.
com) as a trusted site. Do not be more specific as you will want Windows to trust all content coming from
that carrier site. You can access this menu through Tools > Internet Options > Security. See below.
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nwne HOME | HELP | SETUP | SUPPORT | LOGOUT

SEARCH | ORGANIZATION | REPORTS Bookrarks: Expand | Add | Remov
ACTIONS | OPPORTUNITIES | MARKETING | BINDERLOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY

Hello, Eric Brehr’_ ﬂd »

edits
General | Secuiity | Privacy | Content | Connections | Programs | Advanced
All 2} 1w Filters: [Show]
EEEEE——— Select a'Web content zone to specify its security settings dated By Annualized § Billing Carrier
petails  Assign ~. \ tad Data Rillad Duaninm Dolico Tamm Teon Carrier
” ? ~
® @ 0 ¢ [
[ Internet Local intranet  Trusted sites  Restricted artfard
sites You can add and remove Web sites From this zone, Al Web stes  [2°rd
2 . in this zone will use the zone's security settings.
Trusted sites

rmis
26 This zone contains Weh sites that you cbile
trust nat to damage your computer or .

Add this Web sits to the zone:

data.
o hartford,com deen

i

T H ¥ @ 99

Security level for thiz zone ance
2 Web sites:
Custom *,acord.com -~
Custam settings. * acordlomaforum arg b
- To change the gettings, click Custom Level. * aetna, com
o - To use the recommended settings, click Default Level * agentinside.com ntal

https: ffsecure. agentzone. biz

*,a0entzone. biz s

i

[CIrequire server verification (https:) For all sites in this zone b -

o
]

Custom Level I[ Default Level ]

lood
- Iwn Bryant $NaN D 01/04/2006 Allianz canada

Z4/2005 FMan O 017042007

Privacy Tab: If pop-ups are being blocked you will need to put in the carrier domain as a site to allow pop-
ups. See below.

nwne HOME | HELP | SETUP | SUPPORT | LOGOUT

SEARCH | DRGANIZATION | REPORTS nd | Add | R d
ACTIONS | OPPORTUNITIES | MARKETING | BINDERLOG | EDITS | AUDITY | DELI¥ERY

Hello, Eric Breh(_
edits

Exceptions

General | Secuity | Privacy | Content | Connections Pop-ups are cumently blocked. You can allaw pop-ups from specific

All St Wweh sites by adding the site to the list below Filters: [show]
Blings . g Carrier
Details Assign @ Move the slider to select a privacy setting fg Address of ‘weh site ta allow: Issuing Carrier
~& zore hartford. com Add ~
Q The Hartford
Medium Lllowed sites: The Hartford

T

- Blocks third-party cookies that do not b "nexsire.com

Q privacy policy California
- Blocks third-party cookies that use pers Autornobils

L infarmation without pour implicit consent
- Restiicts first-party cookies that uge pe

T

T 9 @ ¥ 9

& information without implicit consent Aberdeen

Insurance
[ Sites... ] [ Impart.. ] [Advanced.. chubb -

P . Continental
2 Notifications and Filter Level srEnentE

Rl . | Play a sound when a pop-up is blocked.
2 Prevent most pop-up windows from appear . i
Show Information Bar when a pop-up iz blocked.

Chubb -
B & Block pop-ups Filter Level Continental

Low: Allow pop-ups from secure sites w

AccessFlood
Allisnz Canada

Car] Pop-up Blocker FAGQ

Nexsure.com should also be setup as a trusted site and a site which pop-ups are allowed from. If these
security settings are not enabled, it is likely that eServices will not be able to automatically launch any pop-
up windows once inside the carrier site and the eService will not appear to be working.
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Setting User Preferences

User preferences may be set after the user has logged into Nexsure for the Default Bill Method, (Line of
Business) LOB Type Default and the Default Time Zone. To change these preferences, click the User name
link at the bottom of the Nexsure screen to bring up the contact window.

1 Mary Oberleitner Administrator’ Signed On At 6/1/2009 3:26:12 PM CST

On the Contact Record dialog box, click the user preferences tab.

Contact Record nexsure

Online (Available) .

contact | user preferences

Default Bill Methed: | Agency Bill v
Default Transaction Views

LOB Type Default: | [By Client Type] |+

Default Time Zone: | Central Time (US & Canada) v

user preferances  contact

By default these settings are as follows:
m  Default Bill Method: Direct Bill
m  Default Transaction View: Detail Assignment
= LOB Type Default: By Client Type

m  Default Time Zone: As set by your Org. Administrator

The Default Bill Method is the default that is populated on all new marketing records added on the policy
info screen. Keep in mind that this is just a default and the bill method may be changed on the record as
needed.

The Default Transaction View can be selected to default to the most used transaction view. Views available
are:

m  Assigned Payments

m  Balance Detail

m  Detail Assignment — (Default)
m  Invoice Summary

m  Open Binder Bill

m  Payment Summary

m  Posted Invoices

m  Reverse Invoices
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m Summary View
m  Transactional View
m  Unassigned Payments

m  Unposted Invoices

The LOB Type Default can be set to Commercial, Personal or Client Type. In Nexsure the client types are
identified as either commercial or personal. If the user works mostly on personal line accounts, choosing
personal as the default allows the quick addition of personal lines of coverage even if the client type is
commercial. Keep in mind that this is just a default and the type may be changed as needed when adding
lines of business to the record.

The Default Time Zone is used in Nexsure as a time stamp on work processed in Nexsure by this user. When
this preference is changed all work will be use the selected time zone. When changing the time zone, logging

out and back in is necessary after saving the preferences in order for the change to take effect.

Click OK to store the changes.

Notes
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