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Chapter 2

Keeping Track From Home

IN THis CHAPTER

®  Accessing Home
% Utilizing The Home Screens

Accessing Home

The HOME > ACTIONS screen is the first screen displayed after logging into Nexsure. It is also accessible
from anywhere in Nexsure by clicking the HOME link on the Utility menu in the upper right hand corner of
the screen. The Home screens display the logged in user’s name on the left side beside the word Hello, and
the word Home in a light gray background on the opposite side of the screen.

The Home menu is the third menu down and is only displayed after logging in or clicking the HOME link. The
Home menu screens contain outstanding tasks like a daily planner, providing a way to keep tabs on these
tasks.

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Rem Selacted &F

Hello, Betsy Cormier

actions

[ =] @ toutissla Showing page 1 of 2 bW page[1 .7 [expor]  [AddNewl  Filters [Show]

Client Name  Action Topic  Policy-1D #/Ref Due Date Days Left Created By Updated By
Details Priority Action Type LOB(s)/Eff-Exp Dates Status Due Time (Overdue By) Assigned To Created On Updated On

2

Mark Cormier

SW110%
o New business  Berpioners (rowe)  _ 03/15/2008 s S —
[l Appointment [03/26/2007 - 03/... pen i sty Carmisr 03/03/2008 09/12/2008

DLW

|cross sall

Auto with no Home letter sent - follow up with a phone call
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Utilizing the Home Screens

Nexsure organizes all work by task on the appropriate Home screen. These open and closed tasks are
created automatically based on daily workflow and displayed on the Home screens by assighment. Users
not assigned to clients or policies are generally processing work for others who are assigned to clients and
policies. In this case, the assignment name would be modified on each screen accordingly. Clicking the links
on the Home menu (ACTIONS, OPPORTUNITIES, MARKETING, BINDER LOG, EDITS, AUDITS, EXPIRATIONS,
ENDORSEMENTS, CANCELLATIONS, CLAIMS, INTERFACE, DELIVERY) lists the open tasks that meet the
default or custom view criteria. When pending or submitted work is posted, aborted or sent to history, the
tasks are considered complete and will no longer display on the Home screens. See each link topic below
for specific details.

Actions

Actions are reminders added by a user to help keep track of tasks that are not automatically added to
the other Home screens. For example, an action can be added as a reminder to make a scheduled call or
attend a meeting. Since most workflow tasks are a tracked from other Home screens, adding an action is
not necessary. Therefore, adding an action is not necessary. Use the Home > Actions screen to track any
open action, generally including tasks that are not automatically added to the other Home screens by daily
workflow. Actions that are due, or past due, will remain on the Home > Actions screen until closed. Closed
actions may be viewed by using the [Show] filter.

By default, the branches filter (upper left under actions) is set to All, displaying actions for all branches. The
user’s security settings determine which branches are available in the drop-down box. If security has only
been granted for one branch, then changing this setting will not be necessary. Click the drop-down box to
select a branch and the screen will automatically refresh to include only the items for that branch.

Clicking the [Show] link on the upper right side of the screen opens the search filter. The defaults for this
screen are as follows:

Field Name Definition

Filter Settings Save button is active (not saved).

Action Status Open

Assigned To The user logged in displays as the Assigned To.

Due Date (To) Current date

Sort Field 1 Due Date

Sort Order 1 Ascending

Sort Field 2 Client Name

Sort Order 2 Ascending

Files Per Page Number of records to be displayed on the screen default is 10.
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| HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selectad W%

Hello, Betsy Cormier

actions

Al = @ routissi Showing page 1 of 1 page[L =] [Export] Filter: [Hidz]

Save I Reset

Action Topic: l—J Assigned TD:W Created By: l— Last Updated Ely:l—

Action Type: I—J Due Date (Fr]:l— j?.ﬁ Due Date (To): W e Policy Nu:l—

Action Status: m Client Namell— Memo:l— Certificate NO:I—
Descnpt.uml—

Sort Field 1:| Due Date 'I Sort Order 1:| Ascending - Sort Field 2:| Client Name = Sort Order 2:| Ascending =

Files Per Page:

The search filter is used when searching for specific items or for applying sort filters to change the order of
search results. Use the Action Topic ellipsis to filter search results by one or more selected Action Topics.
To select multiple Action Topics for use in a search, click the ellipsis button to the right of the Action Topic
search filter box. The Action Topics selection box pop-up displays. Hold the Ctrl key and select the Action
Topics to be used as search criteria. Click the [Select] link to add the selections to the Action Topic Search
Filter box.

Action Topics mure

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

Marketing
Memo

‘New busine
Non-renewa

Mote 4|

Note: Inactive topics are shaded in gray.

w

o
= 1

Select ][ Close ]

The selected Action Topics are listed, separated by a comma, in the Action Topic Search Filter box.

| HELP | SETUP | LOGOUT

o

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

Hello, Betsy Cormier

actions

All j [Outlack] Showing page 1 of 1 Page|1l ™ [Expart] Filter: [Hide]  [Add New]

Action Topict| lmj Assigned To: W Created By: I— Last Updatad By:li

Action Type: liJ Due Date (Fr): l— (B Due Date (To): IW Palicy Nu:l—

Action Etatus:lm Client Name:l— Mema:l— Certificate Na:l—
Descriptiun:l—

Sort Field 1:| Due Date vl Sert Order 1: Ascending vl Sert Field z:IChem Name 'I Sort Order 2:| Ascending =

Search

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

Click the Search button to return actions that meet the current search filter criteria. After searching for a
specific result, export the list of actions to Excel by clicking the [Export] link on the top of the screen to the
left of the Filter [Show]/[Hide] link. Once the action report is exported it may be saved or printed.

| HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remova Selactad W*'

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

Hello, Beisy Cormier »

actions

Al =] | routlook Showing page 1 of 1 page|[1 =] [Export] Filter: [Hice] |

Save R

Action Tupic:lmd Assigned TG:W Created By:l— Last Updated Ely:l—

Action Type:l—d Due Date (Fr):l— ?gﬁ Due Date (Ta]:W ?gﬁ Policy Na:l—

Action Status:lm Client Namell— Memull— Certificate NG:I—
Desniptmn:l—

Sort Field 1:| Due Date vl Sort Order L:IAgcending - Sort Field 2:| Client Name vl Sort Order z:lAscending -

Search

Files Per Page:

The current Search and Sort filter settings may be saved as a personal default view of HOME > ACTIONS by
clicking the Filter Settings Save button. The next time HOME > ACTIONS is selected by the user, the items
returned will be filtered by default to display actions that meet the saved search criteria. Exercise caution
when saving Search and Sort filter settings with a date range entered as returned actions will be restricted
to that date range. Use the Variable I icon to enter a variable number of days to set a continuous date
range as the search criteria. Enter + or - and the number of days up to three digits in the Date Variable pop-
up to establish date criteria before (-) or after (+) the current date before clicking Save.

n%ure | HELP | SETUP | LOGOUT

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

Hello, Betsy Cormier »

actions

Al = | oot Showing page 1 of 1 page[1 =] [Export] Filter: [Hide]  [Add New]

I Save

Action Tapi::lmJ Assigned TG:W Created By:l— Last Updated By:l—
Action Type:l—J Due Date (Fr]:l— ?ﬁ Due Date (Ta):W ?ﬁ Policy Na:l—

Action status:IOpen—;, Clisnt Name:l— Memo:li Certificata Nu:l—
Descmptiun:l—

Sort Field L:I Due Date - Sert Order 14 Ascending 'I Sort Fiald 2:| Client Name = Sort Order 2:|A5cending =

Search

Files Per Paga:

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

the screen.
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Save Reset

Action Topic:lmJ Assigned TG:W Created Ely:l— Last Updated Ely:l—

Action Type: J Due Date (Fr): ?gf_l Due Date (TDJ:W ?ﬁ Paolicy Nu:l—

Action Status:lm Client Name:l— Memﬂ:l— Certificata Nn:l—
Descrlptlcm:l—

Sort Field 1:| Due Date 'I Sort Order L:IAscending - Sort Field 2:|Client MName 'I Sort Order 2:| Ascending 'I
100 ~

Search

Files Per Page:

When search filters are saved, the Reset button is activated. Reset is used to restore the default filter settings
to the Nexsure default. Reset removes any previously saved search filter criteria. The next time HOME >
ACTIONS is selected by the user, the items returned will be filtered by the Nexsure default. Search filters
that display an inactive Reset button do not have any saved filter settings.

Save | | Reset

Action Topic:MJ Assigned To:W Craated ay:li Last Updated ay:li

Action Type:l—ﬂ Due Date (Fr):li ?f_l Due Date (To):|2/6/2009 Tﬁ Policy Na:li

Action status=|0pen—Ll Client Name:l— Memu:l— Certificate Na:l—
Des:riptian:li

Sort Field 1:|Due Date - Sort Order L:IAscending 'I Sort Field 2:| Client Name 'I Sort Order Z:IAscendmg =

Files Per Page:

Filter Settings Buttons Description

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

Action Due Date Color Scheme

All actions displayed on the HOME > ACTIONS screen are displayed with a specific colored number to help
visually determine when actions are approaching or past their due date.

actions
[ =] B toutiesk Showing page 1 of 2PN page[1.= lExport]  [Add New] Filter: [Show]
Client Name  Action Topic  Policy-ID #/Ref Due Date Days Left Created By Updated By
Details Priority Action Type LOB(s)/Eff-Exp Dates  Status Due Time (Overdue By) Assignad To Created On Updated On
% Jolt Electric, LLC
BASBT7432
Endorsement Auto - Commercial ... 09/23/2008 y . Betsy Cormier Batsy Cormier
B @ Annotation  [08/31/2008 - 08/...  OPEN  12.07 AM pST o By Emmi 05/03/2008 05/03/2008

[Remove vehicle

[Remove vehicle =

% Mark Cormier
SW110X

@ Mew business Homeowners (HOME) Onen fg{é?ff\ﬁfs Batey C Wexsure Traineel Betsy Cormier
@ Appointment [03/26/2007 - 03/... P o etsy Larmiar 09/03/2008 09/12/2008 -
[cross sall
|Auto with no Home letter sent - follow up with a phone call =
Hudson Property
Management, Inc.
PKG1234
Endorsement ~ Genaral Lisbility - ... 09/01/2008 S . : Betsy Cormier Betsy Cormier
@ Annotation  [07/01/2008 - 07/... Open 01 AM PST (11) Betsy Cormier 08/12/2008 08/12/2008
actions
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The Days Left (Overdue By) column displays a number countdown of days until the action is due or overdue.
The number is displayed in one of 3 colors and changes based on what the current date is in relation to the
due date of the action.
The definitions of these color coded numbers are as follows:

m  Green - Indicates more than five days before the due date.

m - Indicates five days or less before the due date.

m  Red - Indicates the number of days past the due date.

How to Add Personal Actions

Personal actions are added only on the Home screens. Actions may be viewed by anyone in the organization
granted access to actions by modifying the Assigned To name in the search filter. To add a personal action,
use the following steps:

1. Place the pointer over the [Add New] link on the upper right hand side of the screen to display
the actions menu. Select Action to add a new action or Plan to add an action plan. Selecting Plan
opens the list of available action plans created by your organization’s administrator. Selecting an
action plan displays the first predetermined action for that plan.

E SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS

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

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected &%

Hello, Betsy Cormier r
actions

All j [Outlock] Showing page 1 of 3P M page|l [Export] New] Filter: [Show]
Client Name  Action Topic  Policy-1D #/Ref Due Date Days Left CreatedBy | olan b [ Cancel - Insc Reg

Details Priority Action Type  LOB(s)/Eff-Exp Dates Status Due Time (Overdue By) Assigned To Created On cIs

Dave Test
E®  New England Power Diave Test Trigger Ev

Generator Renewal Plan

2. After selecting Action or Plan and the desired action plan, the Action Items dialog box displays.
Notice that the Name: label on the action is not a client’s name, indicating a personal action will
be assigned to the logged in user. An added personal action cannot be attached to a client at a

later time; all client actions must be added at the client level.
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CHAPTER 2

Action Ttems

Hame: Personal Action

Status: |Open =
Priority: | Normal =

Topic: -
Type: -

L E— -
Date: o
vz =] [or ] [am =

Assign

" Others:

[(GMT-05:00) Eastern Time (US & Car x|

@ Current User : Betsy Cormier

[First Name:
lLast Name:

Search |
Description
=mo
Previous Meamo
M5 Office Integration
7 ws outlosk [T Reminder |15 Min = Save Cancel

3. To complete the personal action, click the drop-down list box beside Topic: and select the desired
topic. These topics are added by your organization’s administrator in SETUP. For personal actions,

the topic of Personal is most commonly used to make searches more effective.

p—
Action Items

Name: Personal Action

Topic:

TYPE | Activity
Binder
Cancellation
Certificates
Claim
Due |Correspondence
Date: | Documents
Due |Endorsement
Time: |General Audit
Marketing
Memo
Mew business
Non-renewal
MNote
|Personal
Phone Call
Policy Edit
Prospecting
Renewal

Status:

Priority:

Descripti

Memo

Reporting Policies
Verifications

4. The next step is to select an option from the Type: drop-down box. Types are associated with the
Topics in SETUP > Actions by your organization’s administrator. The types available are dependent
on what is associated to the topic.

Dimensional’
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Action Ttems

Nzme: Personal Action

Topic: | Personal =l

Type: j

Status:

‘Appointment
Cie

The Status: drop-down list box defaults to Open or Closed depending on how the organization’s
administrator set up the default. Defaults may be changed to meet particular circumstances.
Selecting the status of Open will cause the action will show up on the HOME > ACTIONS screen on
the designated due date until the action is closed. Choosing the status of Closed indicates that no
reminder is necessary and the item will not display unless closed actions are searched.

Under the Priority: drop-down list box, there are two choices, Normal and High. These defaults are
set by the organization’s administrator when setting up the action in SETUP. Normal identifies this
action as having no special urgency while a setting of High attaches a Red Flag ? icon indicating
the urgency of the action.

The Due Date is automatically filled according to the number of days set by the organization’s
administrator in SETUP > Actions. The Due Date is the date the action should display on the HOME
> ACTIONS screen as a reminder to the assigned user. The default due date for Personal Actions
is the current date. To change the default Due Date, type the date in the Due Date: box or click
the Calendar %! icon and select a date from the calendar pop-up window. The date selected will
populate the field automatically.

If the action is due at a specific time, use the Due Time: drop-down list boxes to select the
appropriate time. This is useful if the action list is synchronized with your Microsoft® Outlook” and
set up with a reminder. Finally, make sure to set the appropriate time zone by selecting the correct
option from the drop-down list box.

Action Items

Name: Personal Action

Topic: |Per5u:|r|al j

Type: |Department Meeting j

Status: IDDEI‘I "I
Priority: INDrI‘I‘IE|| "I

Cue i
Daras |9/26/2008 fit

i [10x] [oo =] [am =]

|(GMT-E|5:E|DJ Eastern Time (US & Car .~

PAGE 28
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10. By default, the action is assigned to the Current User: but the action may be assigned to someone
else. Click the Others: option to assign to another user. On the right side of the action enter at least
2 characters of the first and last name in the First Name: and Last Name: boxes. Click the Search
button to return the matches.

Note: Keep in mind that these are personal actions.

Assign

" Current User : Betsy Cormier

% Others:

11. If no match is found or another attempt is desired, enter more characters and click the Requery
button. If the desired match is returned, click the option next to the user’s name.

Assign

& Current User : Betsy Cormier

" Others:

Could not find & matching person

Requervl

12. In the Description box, enter a brief description for the action that will be displayed on the action
summary screens. The description will also be copied to the memo section of the action. The
description will remain constant as the action is updated unless changed by the user.

13. In the Memo box, type the action message.

Note: The Previous Memos box will show memos previously added to the action. These
memos cannot be edited or deleted. When an action is saved, it is a permanent record
and cannot be edited or deleted once it is saved.
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14. In the MS Office Integration area, click the MS Outlook check box only if it is desired to add this
action to MS Outlook calendar or tasks. Clicking the MS Outlook check box activates the Reminder
check box. To activate the reminder feature in MS Outlook, select this check box and use the drop-
down list box to select the reminder time frame. Once synchronized, MS Outlook will provide a
reminder before the action’s Due Date: and Due Time: based on the value selected in the Reminder
drop-down list box.

15. Click Save to save the action and close the Action Items dialog box. If the action is part of an action
plan, the next action in the plan will be displayed. Clicking Cancel closes the action without saving.
Save & Add saves the displayed action and opens a new blank Actions Item dialog box. Save & Add
is not available for use with action plans.

Action tems nexsure
Name: Personal Action
Assign
Tepic: | Personal - . =
I J ¥ Current User : Betsy Cormier —I
Type: | Department Meeting d
I J  Others:
Status: [Open *
priority: | Normal x
Due l— 2]
Date; 19/26/2008 &
First Name: I
Dus = = =
Time: 10 oo AM I I—
ast Name:
[(GMT-05:00) Eastern Time (US & Carz] Ea— |
Description
IDEpar‘tmEnt Meeting
Memo
Department Meeting to review new products =
Pravious Memo
MS Office Integration
W ms outlosk [ Reminder [15 Min = Save | Save & Add | cancel

16. To synchronize personal actions, click the [Outlook] link to the right of the MS Outlook icon on
the top of the HOME > ACTIONS screen.

mure HOME | HELP | SETUP | LOGOUT
Bookmarks: Expand | Add | Remove Selected ##

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

Hello, Betsy Cormier

actions

A =l @ ouison Showing page 1 of 2PM  Page[1= [Export]  [AddNew]  Filter: [Show]

17. The Launch MS Outlook message is displayed. Click the OK button to proceed in launching MS
Outlook. To avoid displaying the message each time MS Outlook is launched, check the box to the
left of Do not show this message next time prior to clicking OK.
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Cutloak will be launched or vou'll be redirected ko Outlook if it's already open.

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

Fun the menu "Synchronize with Mexsure Action” to synchronize
Cugtlook, with Mesxsure action items.

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

Click on OF ko conkinue,

! E [ Do not show this message nest timne,

18. Once MS Outlook is launched, the process of synchronizing Nexsure actions begins. Launching MS
Outlook from Nexsure adds the Nexsure Command Bar to Outlook. The Nexsure Command Bar is
used to synchronize actions and Outlook messages to the Nexsure client.

I~ Inbox - Microsoft Outlook
File Edit View Go Tools Actions Help Adobe PDF
PEadNew v B3 X ida Reply =) Reply to all i Forward =

E Mexsure Save Mexsure Actions EZ=lNexsure Contacts @ About El

19. Once the process is complete, the number of actions synchronized is shown on the top of the
Nexsure Outlook Synchronization window. Click OK to close the window.

Nexsure Outlook Synchronizatic

1 item(s) synchronized. Click on OK to continue,
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Using the context tools on the HOME > ACTIONS Screen

The context tools are shortcut links that are accessed by right clicking either of the Details @5’ E’ icons on
the HOME > ACTIONS screen. To use these links, right click the desired Details @9 E’ icon, position the
mouse pointer over the desired option to highlight, and left click. Right clicking on the Details icon with
the blue border presents shortcut links as follows:

Shortcut Link Description

Open

Choosing this option opens the Client Profile screen.

Add New Opportunity

Choosing this option opens the Add New Opportunity screen allowing the lines of
business to be selected.

Market New Line of Business

Choosing this option adds a marketing action annotation and marketing screen. The line
of business selection screen is displayed ready for the line of business to be selected
and added.

actons
all hd
Client Name Action Topic
Details Prority Action Type

%9 Open

@9 Add Mew Oppartuniby

Market Mew Line of Business

Right clicking on the Details @5’ icon without the blue border presents shortcut links as follows:

Shortcut Link Description

Open

Choosing this option opens this action for modification.

Add New Action

Choosing this option adds a new personal action for the logged in user.

Mark as Closed

Choosing this option closes the action.

Print Application

If a policy is associated with the action, choosing this option brings up the PDF of the
application and may be printed if desired. If no application is associated with the action,
this link will be gray indicating it is inactive.

actons

all

Client Name Act
Details Priority Acti %

Winston Auto Parts

Winston Auto Parts

Add Mew Action
Mark As Closed
Print Application

=4
I% Open
B

. E? Open
Add New Ackion
Mark. fs Closed

PAGE 32
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Opportunities

Opportunities are used as a marketing tool that allow suspects to be qualified for the marketing stage.
The HOME > OPPORTUNITIES screen includes all opportunities that meet the search filter criteria. If the
opportunity is removed or moved to marketing, it is no longer displayed on the HOME > OPPORTUNITIES
screen. Use this screen to keep track of opportunities by Expiration Date (X-Date) / Broker of Record Date
(BOR Date) in order to gather enough data to market the account prior to the inception of the new term.

By default, the branches filter (upper left under opportunities) is set to All, displaying opportunities for all
branches. The user’s security settings determine which branches are available. If security has only been
granted for one branch, then changing this setting will not be necessary. Click the drop-down box to select a
branch and the screen will automatically refresh to include only the items for that branch.

opportunities

Al hd showing Page 0 of 0 Filters: [Shiow]

Client Name Policy Type User / System Updated By X-Date
Details Assign Line of Business Grade (Score) Status Updated Date Commission BOR Date Program Contacts

Clicking the [Show] link on the upper right side of the screen opens the search filter. The defaults for this
screen are as follows:

Field Name Default

Save Filter Settings Unchecked

X-Date/BOR Date (From) Current Date

X-Date/BOR Date (To) 30 days from current date

Assignment The user logged in displays as the Assignment.
Sort Field 1 X-Date/BOR Date

Sort Order 1 Ascending

| HELP | SETUP | LOGOUT

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

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

Hello, Betsy Cormier »

opportunities

[ =1 Showing Page 1 of 1 m Filtars: [Hide]
— ] - l-
Client Name: X-Date/BOR Date (Fr): | ] %-Date/EOR Date (To):l = I Assignment:
User Grade:| All - Updated Date (Frl: EN =] Updated Date (Tu):l & T Responsibility:
System Grade:| All - Commission (Fr); Commission (Ta)| Updated By:
Status:| Al - Program| Scorei| LOB:
Bill Method:| All - Retail Agenti| Business Type(s)i J
Sort Field 1: -] Sort Order 1.:| - Sort Field 2:| | Sort Order 2: |
Search I Clear
Client Name Policy Type User / System Updated By X-Date
Details _Assign Line of Business Grade (Score) Status Updated Date Commission BOR Date Program __ Contacts
E¥  Mason Crenshaw =

Monoline Branze/Lump 0- A Mary Oberleitner )
R domeowner (HOME] of Cozl(0) 12/05/2008 FLEL IEEENE Environmental 8

B
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The search filter is used when searching for specific items or for applying sort filters. Clicking the Save Filter
Settings check box on the Search Filters screen and clicking the Search button will change the default setting
view. The next time the screen is selected by this user, the items returned will show whatever was stored in
the search filter settings. Exercise caution when using the Save Filter Settings check box with a date range
entered as returned opportunities will be restricted to that date range. Use the Variable L icon to enter
a variable number of days to set a continuous date range to be used with Save Filter Settings. Enter + or
- and the number of days up to three digits. The date will then be + (after) or - (before) the current date. As
a general rule, check the filter settings each time this screen is accessed.

Access to opportunities for clients may be restricted to the people assigned to the opportunity. Opportunities
that are restricted will display on HOME > OPPORTUNITIES only if the person logged on is assigned to them.
All other non-restricted opportunities for Suspects, Prospects and Clients are displayed and can be searched
for by all staff members, whether or not they are assigned to the opportunity.

Understanding the Opportunities Screen

Opportunities on the HOME > OPPORTUNITIES screen are grouped together by client making it easy to
identify the grades, status and expiration date for each policy in the specified date range. Clicking the %
icon on the left side of the screen displays all assignments for the opportunity.

Assignment List. rle Sure

Responsibility First Marne Last Marme

% Account Manager Cravid Cline

% Producer Mary Cherleitner

Click the % icon on right side of the opportunity to show all the contacts added to the opportunity.

Contact List

Rola Mame

My Contack Henry Brant

HOME | HELP | SETUP | LOGOUT

SEARCH | DRGANIZATION | REPORTS
ACTIONS | OPPORTUNITIES | MARKETING | BINDERLOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY

Bockmarks: Expand | Add | Rernove Selected

Hello, Mary Oberleitner »

opportunities

all v Showing Page 1 of 1 1+ Filkers: [Show]

tlient Name Policy Type User / System Updated By #-Date
Details Assign Line of Business Grade (Score) Status Updated Date Commission BOR Date Pragram Contacts

B¢ Beautiful Word of Flowers

B o Monoline Lump of 0 - NiA Mary Oberleitner
Commercial Property CoalfGold(82) 02/27/2006

B o Bronze/Gold 0 - NiA Mary Oberleitner
[82) 02/27/2006

$0.00  03/15/2008 Retail Sales P

Package
Cormmercial Auto (AL

$0.00  03/15/2008 Retail Sales P
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Using Context Tools on the HOME > OPPORTUNITIES Screen

The context tools are shortcut links that are accessed by right clicking either of the Details E’ icons on
the HOME > OPPORTUNITIES screen. To use these links, right click the desired Details @5’ icon, position

the mouse pointer over the desired option to highlight, and left click. Right clicking on the Details icon
with the blue border presents shortcut links as follows:

Shortcut Link Description

Open

Choosing this option opens the Client Profile screen.

Add New Opportunity

Choosing this option opens the Add New Opportunity screen allowing the lines of
business to be selected.

Market New Line of Business

Choosing this option adds a marketing action annotation and marketing screen. The line
of business selection screen is displayed ready for the line of business to be selected
and added.

opportunities

all hd
Client Name Policy Type
Details Assign Line of Busine

%9 Open

B add New Opportunity

Market Mew Line of Business

Right clicking on the Details @9 icon without the blue border presents shortcut links as follows:

Shortcut Link Description

Open

Choosing this option opens the opportunity detail.

Add New Line of Business

Choosing this option allows the addition of a new line of business to be added to the
existing opportunity.

Market Choosing this option moves the opportunity to marketing. When moved to marketing
the opportunity will no longer be on the Home or Client opportunities screens.
Print Choosing this option brings up the PDF of the application and may be printed if
desired.
Dimensional’
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opportunities

all b
Client Name Policy Type
Details Assign Line of Busine

af’ Cathy Smith

E? Open

@9 Add Mew Line of Business
Market

@9 Prink

Marketing

The HOME > MARKETING screen contains all new marketing and re-marketing submissions. All marketing
submissions remain on the HOME > MARKETING screen until the policy has been placed in force, renewed,
or the marketing submission is sent to history.

By default, the branches filter (upper left under marketing) is set to All, displaying marketing submissions
for all branches. The user’s security settings determine which branches are available. If security has only
been granted for one branch, then changing this setting will not be necessary. Click the drop-down box to
select a branch and the screen will automatically refresh to include only the items for that branch.

marketing

All v showing Page 10f5 PN Filters: [Show]

Client Name Policy Type Stage Updated By Estimated Billing Carier
Details  Assign Policy Number Line of Business Status Updated Date Premium Policy Term Issuing Carrier

Clicking the [Show] link on the upper right side of the screen opens the search filter. The defaults for this
screen are as follows:

Field Description

Save Filter Settings Unchecked

Eff. Date (Fr) Current Date

Eff. Date (To) 30 Days From Current Date
Assignment User Logged In

Sort Field 1 Effective Date

Sort Order 1 Ascending
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| HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected %%
ACTIONS | OPPORTUMITIES | | BINDER LOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY

Hello, Betsy Cormier

marketing

[ =] Showing Page 0 of 0 Filters: [Hide]

r
Client Name: [ B Date (P | 6 1D EFf. Date (Todi [ 6 o Assignments|
Cliant Type: [AI v]  Exp.Datagr:| 6 o] Exp.Data (To): | 6 o] Responsbitite |
Policy Status: [All | v|  Issuing Gariert| we: [ Updatedmy:|
Bill Method: Im Updated Date (Fr): I—? L] Updsted Date (To): |—=§ i} Retail Agent: I—

Business Typa(s): | ]
Sort Field 1: I VI Sort Order 1: I VI Sort Field 2: - Sort Order 2: I vI
Search
Cliant Nama Policy Typa Stage Updated By Estimated gilling Carrier
Details Assign Poli Number Line of Business Status Updated Date Pramium Policy Term Issuing Carrier

The search filter is used when searching for specific items or for applying sort filters. Clicking the Save Filter
Settings check box on the Search Filters screen and clicking the Search button will change the default setting
view. The next time the screen is selected by this user, the items returned will show whatever was stored in
the search filter settings. Exercise caution when using the Save Filter Settings check box with a date range
entered as returned marketing submissions will be restricted to that date range. Use the Variable i icon to
enter a variable number of days to set a continuous date range to be used with Save Filter Settings. Enter +
or - and the number of days up to three digits. The date will then be + (after) or - (before) the current date.
As a general rule, check the filter settings each time this screen is accessed.

Access to marketing submissions for clients may be restricted to the people assigned to the marketing
policy. Marketing submissions that are restricted will display on HOME > MARKETING only if the person
logged on is assigned to them. All other non-restricted marketing submissions for Suspects, Prospects and
Clients are displayed and can be searched for by all staff members, whether or not they are assigned to the
marketing policy.

Understanding the Marketing Screen

Marketing submissions on the HOME > MARKETING screen are grouped together by client making it easy to
identify the current step in the marketing process. Clicking the % icon on the left side of the screen displays
all assignments for the marketing submission.

Assignment List. r'e Sure

Responsibility First Marme Last Mame

% Account Manager Cravid Cline

% Producer Mary Cherleitner
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When you move your mouse over the Policy Number line, a pop-up window displays the Policy Number field
and free-form Policy Description field of the marketing submission.

marketing

All v Showing Page 1 of 1 1+ Filt=rs: [Show]
Client Name Policy Type Stage Updated By Estimated gilling Carrier

Details  Assign _ Policy Number Line of Business Status Updated Date Premium __ Policy Term Issuing Carrier

B New England Power (Commercial Lines)

B o Unassigned Monaline Marksting Betsy Cormier £$0.00 D 02/01/2008 The Hartford

02/01/2008 02/01/2009 Insurance
2 pr{ Unassigned
MNH Auto

Any annotation actions, whether open or closed, display in the marketing submission. To look at or modify
the action, click the & icon with the left mouse button to open the action.

HOME | HELP | SETUP | LOGOUT

matks: Expand | Add | Rem

SEARCH | ORGANIZATION | REPORTS
ACTIONS | OPPORTUNITIES | MARKETIMNG | BINDERLOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIYERY

Hello, Mary Oberleitner »
marketing
all v W4 Showing Page 5of 5 5w Filters: [Show]
Client Name Palicy Type stage Updated By Estimated Billing Carvier
Details  Mssign  Policy Number Line of Business status Updated Date Premium  Policy Term Issuing Carvier
B Over 10516 (Cornmerdial Lines)
B @, Test10s1s . Munolline Marketing Anne Hammer $0,00A  06/20/2005 Auta Cwnars
armmercial Property Pending 05/20/2005 06/20/2006 Auts Cwners
Create new marketing

Using Context Tools on the HOME > MARKETING Screen

The context tools are shortcut links that are accessed by right clicking either of the Details @9 E’ icons on
the HOME > MARKETING screen. To use these links, right click the desired Details E’ iconﬁ:si‘don the

mouse pointer over the desired option to highlight, and left click. Right clicking on the Details icon with
the blue border presents shortcut links as follows:

Shortcut Link Description

Open Choosing this option opens the Client Profile screen.

Add New Opportunity Choosing this option opens the Add New Opportunity screen allowing the lines of
business to be selected.

Market New Line of Business Choosing this option adds a marketing action annotation and marketing screen. The line
of business selection screen is displayed ready for the line of business to be selected
and added.
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marketing

all bl

Client Name
Details Assign  Policy Number

%9 Open
B¢ add Mew Oppartunity

Market Mew Line of Business

Right clicking on the Details @9 icon without the blue border presents shortcut links as follows:

Shortcut Link Description

Open Choosing this option opens the marketing underwriting screen.

Add New Line of Business Choosing this option adds a marketing action annotation and marketing screen. The line
of business selection screen is displayed ready for the lines of business to be selected
and added.

Market Existing Choosing this option adds an action annotation, copies the selected applications to
marketing.

Print Choosing this option brings up the PDF of the application and may be printed if
desired.

Rate Choosing this option brings up the screen to rate the selected line of business. If not
applicable, the rate link will be gray indicating it is inactive.

Send to History Choosing this option sends the selected marketing submission to history.

Submit If not applicable, the rate link will be gray indicating it is inactive.
marketing
All W

Client Name
Details Assign  Policy Number

E? New England P
E? Open

Add New Line of Business m

Market Existing

Print

Send To History

Right clicking on the Memo o icon presents shortcut links as follows:

Dimensional’

Technologies PAGE 39



CHAPTER 2 NEXSURE® TRAINING MANUAL - CRM

Shortcut Link Description

Open Choosing this option opens this action for modification.
Add New Action Choosing this option adds a new personal action for the logged in user.
Mark as Closed Choosing this option closes the action. If the action is marked as closed, this link will be

gray indicating it is inactive.

Print Application If a policy is associated with the action, choosing this option brings up the PDF of the
application and may be printed if desired. If no application is associated with the action,
this link will be gray indicating it is inactive.

marketing

all Lv

Client Hame
Details Assign Policy Number

Ower 10516 [
% Test 10518

@ Open
Add Mew Action

S I

Print Applicakion

Binders

The HOME > BINDER LOG screen contains all open binders added in Nexsure. If the view is changed to
Bound/Future - No Open binder, policies that have a status of Bound or Future may be viewed. The benefit
of the Bound/Future - No Open binder view applies to policies that were bound by the carrier, or on an
application where a separate binder was not necessary. Binders are removed from the open binders view
by accessing the binder in Nexsure and clicking the [Close] link.

B3 pinders

11/30/2005 - 1/29/2006 [Close]

Bound/Future policies are removed from the list by accessing the underwriting screen and clicking the In
Force link on the navigation toolbar. Click the OK button on the confirmation screen to confirm changing the
status from Bound or Future to In Force.

r

Microsoft Internet Explorer @ renew
Bound DNO

Da wou wish tain-force and close
all open binders For this policy?

Ok, H Cancel ]
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By default, the branches filter (upper left under binder log) is set to All, displaying binders for all branches.
The user’s security settings determine which branches are available. If security has only been granted for
one branch, changing this setting will not be necessary. Click the drop-down box to select a branch and the
screen will automatically refresh to include only items for that branch.

binder log

Branch: | All
View: | Agency Issued Binders Showing Page 10f2 MM 1% Filters: [Show]

client Name Palicy Type Stage Updated By Annualized § Coverage Eff Date Billing Camder
Details  Assign  Policy Number Line of Business Status Last Updated Billed Premium Coverage Exp Date Issuing Carrier

Clicking the [Show] link on the upper right side of the screen opens the search filter. The defaults for this
screen are as follows:

Field Description

Save Filter Settings Unchecked

Assignment User logged in

Sort Field 1 Coverage Expiration Date (Binder Exp. Date)
Sort Order 1 Ascending

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected

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

3
binder log ~
Branch: |All e
view: | Agency Issued Binders b’ Showing Page 0 of 0 Filtars: [Hid=]
[
Client Name: Cvg. Eff. Date (Fr): g1 m| Cvg. Eff. Date (To): (5] m| Assignment:
Client Type: | All v | Cvg. Exp. Date (Fris TE I cvg. Exp. Date (To): TEE Responsibility:
Policy
P Issuing Carrier: LOE: Updatad By:
Bill Methed: | All + | Updated Date (Fr): (5] | Updated Date (To): [5] m| Retail Agent:
Sort Field 1: b3 Sort Order 1: A Sort Field 2: w Sort Order 2: W
Client Name Policy Type Stage Updated By Annualized § Coverage Eff Date
Details  Assign  Policy Number Line of Business Status Last Updated Billed Premium Coverage Exp Date  Issuing Carrier

The search filter is used when searching for specific items or for applying sort filters. Clicking the Save
Filter Settings check box on the Search Filters screen and clicking the Search button will change the default
setting view. The next time the screen is selected by this user the items returned will show whatever was
stored in the search filter settings. Using the Save Filter Settings option also includes the view selected.
Exercise caution when using the Save Filter Settings check box with a date range entered as returned binders
will be restricted to that date range. Use the Variable L icon to enter a variable number of days to set a
continuous date range to be used with Save Filter Settings. Enter + or - and the number of days up to three
digits. The date will then be + (after) or - (before) the current date. As a general rule, check the filter settings
each time this screen is accessed.

Access to Bound or Future policies may be restricted to the people assigned to the policy. Bound or Future
policies that are restricted will display on HOME > BINDER LOG. The person logged on may only access
policies assigned to them. All other non-restricted Bound or Future policies are displayed and can be
searched for by all staff members, whether or not they are assigned to the policy.

o, PAGE 41



CHAPTER 2

NEXSURE® TRAINING MANUAL - CRM

Understanding the Binder Log Screen

Binders on the HOME > BINDER LOG screen are grouped together by client making it easy to identify all
Open/Bound/Future policies for each client. Clicking the % icon on the left side of the screen displays all

assignments for the binder log.

Assignment List.

nessure

Responsibility First Marme

David

E<
E<

Account Manager

Producer Mary

Last Mame

Cline

COhberleitner

binder log
Branch: | All w
View: | Agency Issued Binders v Showing Page 1 of 1 1 Filtars: [Show]
client Name Policy Type Stage updated By Annualized ¥ Coverage Eff Date Billing Carvier
Details Accign  Policy Number Line of Businass Status Last Updated Eilled Premium Coverage Exp Date Issuing Carvier
=3 Masons Grill (Cornmercial Lines)
% % WO-TRETEE Monoline Paolicy Mary Obetleitn $0.00 D 02/27/2006 AllState
wiorkers Compensat In Force 02/27/2006 $0.00 D 04/28/2006 Allstate
% % WC-SEDS5E Monoline Paolicy Mary Obetleitn $0.00 D 02/17/200& Allizd Insurance
wiorkers Compensat Bound 05/07/2005 $0.00 D 04/18/2006 Allied Insurance

When you move your mouse over the Policy Number line, a pop-up window displays the Policy Number

field and free-form Policy Description field of the Bound policy.

binder log
Branch: |AH v‘
View: ‘ Agency Issued Binders vl Showing Page 1 of 1
Client Name Palicy Type Stage upd
Details  Assign _ Policy Number Line of Business Status Last
B Cormier Constructior (Commercial Lines)
B o Binder1234 Monoline Policy Bets
Auto - Commercial (1 Bound 02/
Binder1234
INH ALto
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Binder Expiration (Coverage Exp) Date Color Scheme

Use the Coverage Expiration Date on the HOME > BINDER LOG screen to determine when binders should
be extended and to follow-up on receipt of the policy or change. These color coded dates assist in visual
determination of binders that are approaching their expiration date.

binder log
Branch: | All -
Wiew: | Agency Issued Binders v Showing Page 1 of 1 1+ Filkers: [Show]
Client Name Policy Type Stage Updated By Annualized $ Coverage Eff Date Billing Carrier
Details  Assign _ Policy Number Line of Business Status Last Updated Billed Premium Coverage Exp Date Issuing Carrier
=2 Masons Grill (Cornrnercial Lines)
B @ WCTssTEs Monaline Palicy Mary Cberleitn $0.00D  02/27/2006 AllStats
Warkers Compensat In Farce 02/27/2006 $0,000  04/28/2006 AllGtats
B @ Wesesse Monaline Palicy Mary Gherleitn $0.00D  02/17/2006 Allied Insurance
Warkers Compensat Bound 06/07/2005 $0,000  04/18/2006 Allied Insurance
=2 JH Electrical (Cornrnercial Lines)
B g, Ume-7838980 Monaline Palicy Mary Cherleitn $0.00D  06/09/2005 Allied Insurance
Urnbrella - Commerc Bound 06/09/2005 $0,000  08/08/2005 Allied Insurance
B Rugged Tires (Cormnmerdial Lines)
B o BA-BITFE-A Monoline Palicy Mary Gberlaitn $1,500.00 A 04/27/ 2005 Auto Owners
Cormerdal Auta (AL Future 08/23/2005 $1,500,00 A4  04/27/2006 Auta Gwners
B Winston Auto Parts (Commercial Lines)
B o UMEB-3867698 Monoline Palicy Mary Gberlaitn $0.00 D 09/26/ 2005 Hartfard
Urnbrella - Commerc In Farce 10/11/2005 40,000  01/06/2006 Hartfard
B Brenda Maxim Sales (Commercial Lines)
B o gg-247% Monoline Palicy Mary Gberlaitn $0.00 A 08/11/2005 Travelers
Commercial Praperty Bound 10/11/2005 £0.00 A 11/10/ 2005 Travelers

The binder Coverage Expiration Date is displayed in one of 4 colors and changes based on the current date
in relation to the binder’s Coverage Expiration Date.

m  Black indicates that the binder will expire in 90 days or more.
m  Green indicates that the binder will expire in the next 89 — 31 days.
m  Orange indicates that the binder will expire in the next 30 days.

m  Red indicates that the binder has expired.

Using Context Tools on the HOME > BINDER LOG Screen

The context tools are shortcut links that are accessed by right clicking either of the Details @9 E’ icons on
the HOME > BINDER LOG screen. To use these links, right click the desired Details E?E’ icon, position the

mouse pointer over the desired option to highlight, and left click. Right clicking on the Details icon with
the blue border presents shortcut links as follows:

Shortcut Link Description

Open Choosing this option opens the Client Profile screen.

Add New Opportunity Choosing this option opens the Add New Opportunity screen allowing the lines of
business to be selected.

Market New Line of Business Choosing this option adds a marketing action annotation and marketing screen. The line
of business selection screen is displayed ready for the line of business to be selected
and added.
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binderlog

Branch: | all
Wiew: | Agency Issued Binders

Client Name
Details Assign  Policy Number

E? Open

Eﬁ’ Add Mew Opportunity

Market Mew Line of Business

Right clicking on the Details @9 icon without the blue border presents shortcut links as follows:

Shortcut Link Description

Open Choosing this option opens the binder detail.

Market Existing Choosing this option adds an action annotation, copies the selected applications to
marketing.

Print Choosing this option brings up the PDF of the application and may be printed if
desired.

Service Choosing this option displays Servicing. After selecting the servicing option and
selecting [Next], the policy selected from the HOME > BINDER LOG is automatically
chosen for the service.

binder log

Branch: | All
Yiew: | Agency Issued Binders

client Mame
Details Assign  Policy Num

Masons Grll

Open
Market Existing
Prink

W @O

Service

Edits

An edit is an internal change or correction made by the user on an in-force policy that does not require
notification to the carrier. The HOME > EDITS screen shows all in-force polices that have a pending edit
status. A pending edit remains on the HOME > EDITS screen until the edit has been posted or aborted.

By default, the branches filter (upper left under edits) is set to All, displaying pending edits for all branches.
The user’s security settings determine which branches are available. If security has only been granted for
one branch, then changing this setting will not be necessary. Click the drop-down box to select a branch and
the screen will automatically refresh to include only the items for that branch.
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All ~ Showing Page 1of 1 1v Filters: [Show]

Client Name Policy Type Stage Updated By Annualized § Billing Carrier
Details __ Assign__ Policy Number Line of Business Status Updated Date Billed Premium___ Policy Term Issuing Carrier

Clicking the [Show] link on the upper right side of the screen opens the search filter. The defaults for this
screen are as follows:

Field Name Default

Save Filter Settings Unchecked
Assignment User logged in
Sort Field 1 Updated Date
Sort Order 1 Ascending

| HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Salacted %

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS

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

Hello, Betsy Cormier 3
edits
| | Showing Page 0 of 0 Filters: [Hide=]
r
Client Name: EFf. Date (Fr): 250 = Eff. Date (To): 25 - Assignment: [Betsy Cormier
Client Type: | All 'I Exp. Date (Fr): El | Exp. Date (To): 0 5]  Responsibility:
Policy Status: | All ~|  1ssuing Carrier: | Loe: | Updatad By:
Bill Method: [ All vl Updated Date (Fr): B L] Updated Date (To): B i Retail Agent:
Business Type(s): | J
Sort Field 1: | Eff Date - Sort Order 1: [Ascending ¥] Sort Field 2: | - Sort Crder 2: -
Clear
Client Name Policy Type Updated By Annualized $ Billing Carrier
Line of Business updated Date gilled Premium____ Policy Term Issuing Carrier

The search filter is used when searching for specific items or for applying sort filters. Clicking the Save Filter
Settings check box on the Search Filters screen and clicking the Search button will change the default setting
view. The next time the screen is selected by this user, the items returned will show whatever was stored in
the search filter settings. Exercise caution when using the Save Filter Settings check box since pending edits
lock the policy and prevent further servicing until the edit is posted or aborted. Also, entering a date range
and saving filters with the Save Filter Settings check box selected will restrict results to pending edits within
this saved date range. Use the Variable L] icon to enter a variable number of days to set a continuous date
range to be used with Save Filter Settings. Enter + or - and the number of days up to three digits. The date
will then be + (after) or - (before) the current date. As a general rule, check the filter settings each time this
screen is accessed.

Access to policies may be restricted to the people assigned to them. Pending edits will display on HOME >
EDITS only if the person logged on is assigned to the restricted policy. All other non-restricted policies are
displayed and can be searched for by all staff members, whether or not they are assigned to the policy with
the pending edit.

Note: Make sure to check the Home > Edits screen daily to make sure there are no
outstanding edits as they will prevent further servicing of the policy. Edits must be posted
or aborted in order to do other servicing functions.
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Understanding the Edits Screen

Edits on the HOME > EDITS screen are grouped together by client making it easy to identify all pending edits
for each client. Clicking the % icon on the left side of the screen displays all assignments for the edits.

nessure

Assignment List.

First Marme

Responsibility

Last Marme

Account Manager Cavid Cline

E<
E<

Praducer

Mary Oberleitner

When you move your mouse over the Policy Number line, a pop-up window displays the Policy Number field
and free-form Policy Description field of the policy.

edits
All v Showing Page
Client Name Policy Type Stage
Details  Assign _Policy Number Line of Business Status
=2 Betsy Cormier (Commercial Lines)
B g BA123436 Monoline Edit
Auto - Commercial {1 Pending
2 Ed
BA123456
MNH A/Risk Auto

Any annotation actions, whether open or closed are displayed with the edit. To look at or modify the action,
click the @ icon with the left mouse button to open the action.

edits:
All V| Showing Page 1 of 1 Filters: [Show]
Client Name Policy Type Stage Updated By Annualized § Billing Carrier
Details Assign  Policy Number Line of Business Status Updated Date Billed Premium Policy Term Issuing Carrier
=3 Betsy Cormiar (Commarcial Lines)
@, % BA123456 Monoline Edit Betsy Cormier $0.00 D 09/07/2007 The Hartford
Auto - Commercial {1 Pending 02/01/2008 £0.00 D o09/07/2008 Insurance
) Edited to correct policy number

PAGE 46

Dimensional*
Technologies



NEXSURE® TRAINING MANUAL - CRM CHAPTER 2

Using Context Tools on the HOME > EDITS Screen

The context tools are shortcut links that are accessed by right clicking either of the Details @5’ E’ icons
on the HOME > EDITS screen. To use these links, right click the desired Details @9 E’ icon, position the

mouse pointer over the desired option to highlight, and left click. Right clicking on the Details icon with
the blue border presents shortcut links as follows:

Shortcut Link Description

Open

Choosing this option opens the Client Profile screen.

Add New Opportunity

Choosing this option opens the Add New Opportunity screen allowing the lines of
business to be selected.

Market New Line of Business

Choosing this option adds a marketing action annotation and marketing screen. The line
of business selection screen is displayed ready for the line of business to be selected
and added.

edits

all W

client Name
Details Assign  Policy Number

E? Open
@? Add Mew Opparkunity

Market Mew Line of Business

Right clicking on the Details @5’ icon without the blue border presents shortcut links as follows:

Shortcut Link Description

Open Choosing this option opens the underwriting detail.

Abort Edit Choosing this option aborts the pending edit and removes it from the policy and HOME
> EDITS screen.

Post Edit Choosing this option posts the pending edit. Posting pending edits sends the prior version
of the policy to history and is updated with the posted edit. The posted pending edit is
removed from the HOME > EDITS screen.

Print Choosing this option brings up the PDF of the application and may be printed if
desired.
edits

All
Client Name
Details Assign  Policy Numb
E? Janet Ande
@9 Open
Abort Edit
Post Edit
Prink
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Right clicking on the Memo @ icon presents shortcut links as follows:

Shortcut Link Description

Open Choosing this option opens this action for modification.

Add New Action Choosing this option adds a new personal action for the logged in user.

Mark as Closed Choosing this option closes the action. If the action is marked as closed, this link will be

gray indicating it is inactive.

Print If a policy is associated with the action, choosing this option brings up the PDF of the
application and may be printed if desired. If no application is associated with the action,
this link will be gray indicating it is inactive.

edits

all W

Client Hame
Details Assign  Policy Number
%} Janet Anderson
@ @ HZo-55433-01
@ Open

add Mew Action

Print Application

Audits

An audit in Nexsure is identified as a policy where the branch has received an audit (on an auditable policy)
from the carrier for a specific time frame where additional premium may be due. Service the policy in
Nexsure, choose the Audit option and select the policy the audit is for. This changes the status to Pending
Audit and the policy is then displayed on the HOME > AUDITS screen until the audit is posted or aborted.

The HOME > AUDITS screen shows all polices that have a pending audit status. A pending audit remains
on the HOME > AUDITS screen until the audit is posted or aborted. Use the updated date on the audit to
identify when the audit was received (as long as the audit is added the day it is received). Posting the audit
indicates a satisfied audit.

By default, the branches filter (upper left under audits) is set to All, displaying pending audits for all branches.
The user’s security settings determine which branches are available. If security has only been granted for
one branch, then changing this setting will not be necessary. Click the drop-down box to select a branch and
the screen will automatically refresh to include only the items for that branch.

All b Showing Page 1of 1 1 Filters: [Show]

Client Name Palicy Type Stage Updated By Annualized § Billing Carrier
Details  Assign  Policy Number Line of Business Status Updated Date Billed Premium  Policy Term Issuing Carrier

Clicking the [Show] link on the upper right side of the screen opens the search filter. The defaults for this
screen are as follows:
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Field Name Default

Save Filter Settings Unchecked
Assignment User logged in
Updated Date (To) Current Date
Sort Field 1 Effective Date
Sort Order 1 Ascending

HOME | HELP | SETUP | LOGOUT

exgure

ACTIONS | OPPORTUNITIES | MARKETING | BINDERLOG | EDITS | AUDITS |

Bookmarks: Expand | Add | Remove Selacted
EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY

3
audits ~
Al hd Showing Page 0 of 0 Filters: [Hide]
1
Client Name: Eff. Date (Fr: ] Eff. Date (To): 3] Assignment:
Client Type: | Al v Exp. Date (Fr): {3 =| Exp. Date (To): & Responsibility:
Policy Status: Issuing Carrier: Billing Carrier Updated By:
gill Method: | &l + | Updated Date (Frj: 5| Updated Date (Tel: £3] | LOB:
Retsil Agent:
Sort Field 1: v Sort Order 1: v Sort Field 2: ~ Sort Order 2: v
Client Name Policy Type Stage Updated By Annualized § Billing Carrier
Details __ Assign __ Policy Number Line of Business Status Updated Date Billed Premium ___ Policy Term Issuing Carrier

The search filter is used when searching for specific items or for applying sort filters. Clicking the Save Filter
Settings check box on the Search Filters screen and clicking the Search button will change the default setting
view. The next time the screen is selected by this user, the items returned will show whatever was stored in
the search filter settings. Exercise caution when using the Save Filter Settings check box with a date range
entered as returned pending audits will be restricted to that date range. Use the Variable K icon to enter
a variable number of days to set a continuous date range to be used with Save Filter Settings. Enter + or
- and the number of days up to three digits. The date will then be + (after) or - (before) the current date. As
a general rule, check the filter settings each time this screen is accessed.

Access to policies may be restricted to the people assigned to them. Pending audits will display on HOME
> AUDITS only if the person logged on is assigned to the restricted policy. All other non-restricted policies
are displayed and can be searched for by all staff members, whether or not they are assigned to the policy

with the pending audit.

Understanding the Audits Screen

Audits on the HOME > AUDITS screen are grouped together by client making it easy to identify all pending
audits for each client. Clicking the % icon on the left side of the screen, displays all assignments for the
HOME > AUDITS screen.

Assignment List. n'e Sure

Responsibility First Marme Last Mame

% Aeccount Manager Dravid Cline

% Producer Mary COberleitner
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When you move your mouse over the Policy Number line, a pop-up window displays the Policy Number field
and free-form Policy Description field of the policy.

audits
All ~| Showin
Client Name Policy Type Stage
Details Assign Policy Number Line of Business Status
=3 Cabla Ona (Commarcial Linas)
@ % WC-00099% Monoline Audit
Workers Compensat Pend
= 08/09 -W,
! ! WWC-000999

\Wark Cormp

Any annotation actions whether open or closed are displayed with the audit. To look at or modify the action,
click the f"“} icon with the left mouse button to open the action.

- ‘ Showing Page 1 of 1 Filtars: [Show]

Client Name Palicy Type Stage Updated By Annualized § Billing Carrier
Policy Number Lina of Business Status Updated Date Billed Premium Policy Tarm Issuing Carrier

Cable One (Commaercial Linas)
WC-000999 Monoline Audit Mary Obarlsitn $0.00 A 07/23/2008 Auto-Owners Insurar

workers Compensat Pending 08/14/2009 50.00 A 07/23/2009 Auto-Ovners Insurar
08/09 -W/C final audit. Additional premium of $200.00 due

Using Context Tools on the HOME > AUDITS Screen

The context tools are shortcut links that are accessed by right clicking either of the Details I%? E’ icons
on the HOME > AUDITS screen. To use these links, right click the desired Details icon, position the

mouse pointer over the desired option to highlight, and left click. Right clicking on the Details icon with
the blue border presents shortcut links as follows:

Shortcut Link Description

Open Choosing this option opens the Client Profile screen.

Add New Opportunity Choosing this option opens the Add New Opportunity screen allowing the lines of
business to be selected.

Market New Line of Business Choosing this option adds a marketing action annotation and marketing screen. The line
of business selection screen is displayed ready for the line of business to be selected
and added.

audits
[l
Client Name
Details Assign Policy Numbe
%’ Open

B Add New Opportunity

Market New Line of Business

Right clicking on the Details @9 icon without the blue border presents shortcut links as follows:
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Shortcut Link Description

Open Choosing this option opens the underwriting detail.

Abort Audit Choosing this option aborts the pending audit and removes it from the policy and
HOME > AUDITS screen.

Post Audit Choosing this option posts the pending audit. Posting pending audits sends the prior

version of the policy to history and is updated with the posted audit. The posted
pending audit is removed from the HOME > AUDITS screen.

Print Choosing this option brings up the PDF of the application and may be printed if
desired.
Service Choosing this option displays Servicing. After selecting the servicing option and

selecting [Next], the policy selected from the HOME > AUDITS screen is automatically
selected for the service.

audits

| Al

Client
Details Assign Policy

B Cable
@ Open

Abort Audit
Post Audit
Print

Service

Right clicking on the & icon presents shortcut links as follows:

Shortcut Link Description

Open Choosing this option opens this action for modification.
Add New Action Choosing this option adds a new personal action for the logged in user.
Mark as Closed Choosing this option closes the action. If the action is marked as closed, this link will be

gray indicating it is inactive.

Print Application If a policy is associated with the action, choosing this option brings up the PDF of the
application and may be printed if desired. If no application is associated with the action,
this link will be gray indicating it is inactive.

Client Name P
Details Assign Policy Numbar Lin
ES} Cahble One (Co
@9 % WC-000999
Works
@ Open t. Additional

Add New Action

Print Application
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Expirations

The HOME > EXPIRATIONS page shows policies that will be expiring for the selected date range. The HOME
> EXPIRATIONS screen includes all in-force policies assigned to the logged in user. Use the Expirations
screen when working on upcoming renewals and to determine which policies are about to expire or have
expired. The following policy statuses are listed on this screen:

= In Force

m  Received

m  Expired

= Bound

m  Reinstated

m  Rewritten

m  Pending-Cancellation

By default, the branches filter (upper left under expirations) is set to All, displaying the expiration list for
all branches. The user’s security settings determine which branches are available. If security has only been

granted for one branch, then changing this setting will not be necessary. Click the drop-down box to select a
branch and the screen will automatically refresh to include only the items for that branch.

expirations

[an =l Showing Page 1 of 1 1~ [Export Primary] [Export Result]

Filters: [Show]

Clicking the [Show] link on the upper right side of the screen opens the search filter. The defaults for this
screen are as follows:

Field Name Default

Save Filter Settings Unchecked

Assignment User logged in

Exp. Date (Fr) 30 Days prior to the current date
Exp. Date (To) 30 Days from the current date
Sort Field 1 Expiration Date

Sort Order 1 Ascending

| HELP | SETUP | LOG(

E SEARCH | ORGANIZATION | REPORTS | CAMPAICNS

ACTIONS | OPPORTUNITIES | MARKETING | BINDER LOG | EDITS | AUDITS |
Hello, Betsy Cormier 3

Bookmarks: Expand | Add | Remave Selectad |
| ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY

expirations

[ =] Showing Page 0 of 0 [Export Primary] [Export Rasult] Filtars: [Hide]
.
Client Name: EFf. Date (Fr): | £ =) Eff. Date (Ta): o I Assignment: |
Client Type: | All - Exp. Date (Fr): | £ | Exp. Date (To): o ]  Responsibility: |
Policy Status: | All - Issuing Carrier: | gilling Carrier Updatad By: |
Palicy Mode: | All +| Updated Date (Fr): | 2N m| Updsted Dats (Ta): o I LOB: |
Bill Method: [AN ~]  Business Typa(s): | | W (i, sz anl

Sort Field 1: =] Sort Order 1: | -1 Sort Field 2: -] Sort Order 2: | -]
Search

client Name Policy Type Stage Updated By Annualized § Billing Carrier
Policy Number Line of Business Status Mode Updated Date Billad Premium _ Policy Term Issuing Carrier

Details Assign

The search filter is used when searching for specific items or for applying sort filters. Clicking the Save Filter
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Settings check box on the Search Filters screen and clicking the Search button will change the default setting
view. The next time the screen is selected by this user, the items returned will show whatever was stored in
the search filter settings. Exercise caution when using the Save Filter Settings check box with a date range
entered as the returned expiration list will be restricted to that date range. Use the Variable L icon to enter
a variable number of days to set a continuous date range to be used with Save Filter Settings. Enter + or
- and the number of days up to three digits. The date will then be + (after) or - (before) the current date. As
a general rule, check the filter settings each time this screen is accessed.

Access to policies may be restricted to the people assigned to them. Policies will display on HOME >
EXPIRATIONS only if the person logged on is assigned to the restricted policy. All other non-restricted policies
are displayed and can be searched for by all staff members, whether or not they are assigned to the policy.

Note: Placing a check in the box beside Pending Nonrenewals only and searching will
return all policies that are not in history but flagged as a non-renewal.

After searching for a specific result, this list may be exported to Excel by clicking the @ [Export Primary] or
[Export Result] link on the top of the screen to the left of the [Show]/[Hide] link. Once the report is exported
it may be saved or printed. Exported results when [Export Primary] is selected reports each expiration once
by its Primary Assignment. Exported results when [Export Result] is selected reports each expiration for
each of its policy Assignments. If there are three people assigned to a policy, the expiration will be listed
three times on the [Export Result] report.

expirations

[ =l Showing Page 1of 3 P M I‘I vl [Export Primary] [Export Result] Filtars: [Show]
Client Name Policy Type Stage Updated By Annualized § Billing Carrier
Details  Assign  Policy Number Line of Business Status Mode Updated Date Billed Premium _ Policy Term Issuing Carrier
B AAA Construction  (Commercial Lines)
B g Unessigned Package Palicy v Mary Oberlaitn $0.00D 12/03/2008 Hartford Insursnce G
General Liability - Ce In Force 12/09/2008 $0.00 D  12/05/2009 Hartford Casualty In:

& Create marketing policy from opportunity.

Understanding the Expiration Screen

Expiring policies on the HOME > EXPIRATIONS screen are grouped together by the client, which makes it
easy to identify all expiring policies for each client. Clicking the % icon on the left side of the screen, displays
all assignments for the binder log.

Assignment List. rle Sure

Responsibility First Marme M1 Last Marme
% Account Manager Cravid Cline
% Producer Mary Ohberleitner

When you move your mouse over the Policy Number line, a pop-up window displays the Policy Number field
and free-form Policy Description field of the policy.
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expirations
All Vl Showing Page 1 of
Client Name Policy Type Stage
Datails Assign Policy Number Line of Businass Status Mode
=2 Cormier Constructiol (Commereizl Lines)
I%l’ % WC123456 Monoline Palicy N
Workers Compensat In Force
@ Increase payroll $500 AP
I%’ % Binde
Binder1234
Z Add Bl MNH Auto
I%l’ % BOP1]
& Incre:
I%’ % AGCle
Z:  Actiol]

expirations

All v| Showing Page 1 of 1 [Export Primary] [Export Result] Filtars: [Show]
Client Name Palicy Type Stage Updated By Annualized § Billing Carrier
Details  Assign  Policy Number Line of Business Status Mode Updated Date Billed Premium __ Palicy Term Issuing Carrier
=2 Cormier Constructiol (Commaercial Lines)
2 @ Wwei2aase Monoline Policy - Batsy Cormier $2,000.00 D 07/13/2007 The Hartford
Worksrs Compensat In Force 11/06/2007 £3,000.00 C 07/13/2008 Insurance
2 Increase payroll $500 AP
=3 o Binder1234 Monoline policy e Batsy Cormier $-1,062.23 D 07/01/2007 Safaco
Auto - Commercial (1 Bound 02/01/2008 $1,840.00 C 07/01/2008 Safeco

Add Binder Number pending receipt of policy from carrier

Expiration Date Color Scheme

Use the policy expiration date on the HOME > EXPIRATIONS screen to determine when policies will expire
and to follow up on receipt of the renewal policy.

The Details @9 icons and the policy term expiration dates are color coded to help determine visually when
the policy is getting closer to the expiration date.

The policy Details @9 !’ icons are displayed in one of 3 colors with 2 of the 3 appearing on the HOME >
EXPIRATIONS page. The 3™ color is green, which indicates a renewed policy. When a policy is renewed it no
longer displays on the HOME > EXPIRATIONS screen. The two detail icons that are displayed on the HOME
> EXPIRATIONS page are defined as follows:

m  The White Details @9 icon indicates that the policy status is in force.

m  The Red Details !’ icon indicates that the policy is expired and no longer in force.

Note: These same icon colors are seen on the Policies Summary screen and have the
same meaning.

The color coded policy expiration dates help to visually determine when polices are getting closer to their
expiration date. There are 4 expiration date colors and are defined as follows:

m  Black indicates that the policy is greater than 90 days away from the expiration date.
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m  Green indicates that the policy will expire in 90 days or less.
m  Orange indicates that the policy will expire in 30 days or less.

m  Red indicates that the policy has expired.

Client Nane Policy Type Stage Updated By Annualized § Billing Camier
Details Assign  Policy Number Line of Business Status Mode Updated Date Billed Premium Policy Term Issuing Carrier
5 NAC Communication [(Commercial Lines)
@ Q 903579442 Monoline Policy M Katie Guiou $0.00 D 09/09/2004 Travelers
Cormmerdal Auta (Ct In Force 03/31/2005 $0.00 09/09/2005 Travelers
e Process edit.
% N Crowd Restaurant (Commercial Lines)
Q' Unassigned Package Palicy au Katie Guiou $0.00 D 08/01/2004 Twin City Fire & M:
Commercdal Property Renewed = 0&/27/2005 $0.00D The Hartford
() Process new marketing application.
Danny Smith (Commercial Lines)
Q PRG132513 Package Palicy Mew Karen Petersol $3,950.00 D 07/01/2004 Safeco Ins of Ame
Commarcial Proparty Renewad 05/06/2005 $3,950.00 D 07/01/2005 Safaco
@ Create new marketing

Using Context Tools on the HOME > EXPIRATIONS Screen

The context tools are shortcut links that are accessed by right clicking either of the Details E’ icons on
the HOME > EXPIRATIONS screen. To use these links, right click the desired Details @9 icon, position

the mouse pointer over the desired option to highlight, and left click. Right clicking on the Details icon
with the blue border presents shortcut links as follows:

Shortcut Link Description

Open Choosing this option opens the Client Profile screen.

Add New Opportunity Choosing this option opens the Add New Opportunity screen allowing the lines of
business to be selected.

Market New Line of Business Choosing this option adds a marketing action annotation and marketing screen. The line
of business selection screen is displayed ready for the line of business to be selected
and added.

expirations
all W

Client Name
Details Assign  Policy Number

E? Open
@9 Add Mew Oppartunity

Market Mew Line of Business

Right clicking on the Details I%; icon without the blue border presents shortcut links as follows:
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Shortcut Link Description

Open Choosing this option opens the underwriting detail.

Market Existing Choosing this option adds an action annotation, copies the selected applications to
marketing.

Print Choosing this option brings up the PDF of the application and may be printed if
desired.

Renew Choosing this option adds an action annotation, and renews the selected version of

the policy. Renewing this way does not provide an opportunity to choose a marketing
policy or combine lines of business. Therefore, this option should only be used when
this is the version of the policy that will be the renewal version.

Send to History Choosing this option brings up the underwriting screen and the history reasons pop-up
window providing an opportunity to enter details of why this policy is being sent to
history.

Service Choosing this option brings up the Servicing screen. After selecting the servicing

option and selecting [Next], the policy right clicked from the HOME > EXPIRATIONS is
automatically selected for the service.

expirations

all
Client Name
Details Assign  Policy Numb
=3 One Stop Sh
@ Open
Market Existing
B it
@5, Renew
Send To History
Service

Right clicking on the Memo ‘:"'-_':Z'ﬁ".- icon presents shortcut links as follows:

Description
Open Choosing this option opens this action for modification.
Add New Action Choosing this option adds a new personal action for the logged in user.

Choosing this option closes the action. If the action is marked as closed, this link will be

Marlkas Closed gray indicating it is inactive.

If a policy is associated with the action, choosing this option brings up the PDF of the
Print Application application and may be printed if desired. If no application is associated with the action,
this link will be gray indicating it is inactive.

expirations

Jal =l
Client Name
Details Assign Policy Number

=2 AAA Construction [
Unassigned
@’ % nassigne -
@ Open
B Add New Action
B g

@ Print Application
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Endorsements

When an endorsement is added to the policy it is displayed on the HOME > ENDORSEMENTS screen. The
endorsement remains on the HOME > ENDORSEMENTS screen as long as the status is any of the following:
Pending, Submitted, 2" Request or 3™ Request. These endorsements are only removed by posting a
submitted: 2" request, 3™ request endorsement, or aborting a pending endorsement. Use this screen to
keep track of outstanding endorsements by using the coverage effective date to identify when the change
was effective. When the endorsement is received from the carrier, post the endorsement. Posting removes
the endorsement from the Home screen automatically.

Note: A pending endorsement locks the policy, disallowing servicing functions. Change
the status to Submitted, 2" Request or 3" Request and save changes or abort the pending
endorsement to allow policy servicing.

By default, the branchesfilter (upper left under endorsements) is set to All, displaying pending endorsements
for all branches. The user’s security settings determine which branches are available. If security has only
been granted for one branch, then changing this setting will not be necessary. Click the drop-down box to
select a branch and the screen will automatically refresh to include only the items for that branch.

endorsements

All v Showing Page 10f2 PN 1|+ Filters: [Show]

Client Name Policy Type Stage Updated By Annualized § Coverage Eff Date Billing Carrier
Details  Assign  Policy Number Line of Business Status Last Updated Billed Premium Coverage Exp Date Issuing Carvier

Clicking the [Show] link on the upper right side of the screen opens the search filter. The defaults for this
screen are as follows:

Field Name Default

Save Filter Settings Unchecked

Assignment User logged in

Cvg. Eff. Date (To) 30 days from the current date
Sort Field 1 Coverage Effective Date

Sort Order 1 Ascending

nexsure Mowe | HeLP | SETUP | L0cOUT

SEARCH | ORGANIZATION Bookmarks: Expand | Add | Remove Selected

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

»
endorsements
Al v Showing Page 0 of 0 Filters: [Hide
]
Client Name: Cwg. Eff. Date (Fr): g3 m| Cug. Eff. Date (To): g3l ml Assignment:
Client Type: | Al + | Cvg. Exp. Date (Fr): 5] =l Cvg. Exp. Date (To): (3] =] Responsibility:
Bolicy Status: | 21l v Issuing Carrier: LOB: Updsted By:
Bill Method: | All v | Updated Date (Fr): i I Updated Date (To): B ] Retail Agent:
Sort Field 1: v Sort Order 1 v Sort Field 2: v Sort Order 2: v
Client Name Policy Type Stage Updated By Annualized $ Coverage Eff Date Billing Carri
Details  Assign Policy Number Line of Business Status Last Updated Billed Premium Coverage Exp Date Issuing Car
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The search filter is used when searching for specific items or for applying sort filters. Clicking the Save
Filter Settings check box on the Search Filters screen and clicking the Search button will change the default
setting view. The next time the screen is selected by this user, the items returned will show whatever was
stored in the search filter settings. Exercise caution when using the Save Filter Settings check box with a
date range entered as returned pending or submitted endorsements will be restricted to that date range.
Use the Variable I icon to enter a variable number of days to set a continuous date range to be used with
Save Filter Settings. Enter + or - and the number of days up to three digits. The date will then be + (after) or
- (before) the current date. As a general rule, check the filter settings each time this screen is accessed.

Access to policies may be restricted to the people assigned to them. Policies will display on HOME >
ENDORSEMENTS only if the person logged on is assigned to the restricted policy. All other non-restricted
policies are displayed and can be searched for by all staff members, whether or not they are assigned to the

policy.

Understanding the Endorsements Screen

Endorsements on the HOME > ENDORSEMENTS screen are grouped together by client making it easy to
identify all outstanding endorsements for each client. Clicking the icon on the left side of the screen
displays all assignments for the HOME > ENDORSEMENTS screen.

Aszzignment List. r"e Sure

Responszibility First Harme Last Mame

I% Account Manager Dawvid Cline

I% Producer Mary Oberleitner

When you move your mouse over the Policy Number line, a pop-up window displays the Policy Number field
and free-form Policy Description field of the policy.

endorsements

All v

Client Name Policy Ty
Details  Assign _ Policy Number Line of Busis

B
hd
a

1 BAZ2345E67E
MNH ALt

Any annotation actions whether open or closed display with the endorsement. To look at or modify the
action, click the Memo & icon with the left mouse button to open the action.

endorsements

Al v| Showing Page 1 of 1 Filters: [Show]

Client Name Policy Type Stage Updated By Annualized § Coverage Eff Date Billing Carrier
Details  Assign  Policy Number Line of Business Status Last Updated Billed Premium Coverage Exp Date Issuing Carrier

B Cormier Construction (Commercial Lines)

@ % BAR2245678 Monoline Endorsement Betsy Cormier $-1,062.22 D 02/01/2008 Safeco
Auto - Commercial (1 Submitted 02/01/2008 £1,840.00 D 07/01/2008 Safeco

Add 2007 Chev Truck
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Using Context Tools on the HOME > ENDORSEMENTS Screen

The context tools are shortcut links that are accessed by right clicking either of the Details

on the HOME > ENDORSEMENTS screen. To use these links, right click the desired Details
position the mouse pointer over the desired option to highlight, and left click. Right clicking on the Details

icon with the blue border presents shortcut links as follows:

Shortcut Link Description

Open Choosing this option opens the Client Profile screen.

Add New Opportunity Choosing this option opens the Add New Opportunity screen allowing the lines of
business to be selected.

Market New Line of Business Choosing this option adds a marketing action annotation and marketing screen. The line
of business selection screen is displayed ready for the line of business to be selected
and added.

endorsements
all b

Client Name
Details Assign Policy Number

%9 Open
B¢ add Mew Oppartunity

Market Mew Line of Business

Right clicking on the Details @9 icon without the blue border presents shortcut links as follows:

Shortcut Link Description

Open Choosing this option opens the underwriting detail.

Print Choosing this option brings up the PDF of the application and may be printed if
desired.

Service Choosing this option displays the Servicing screen. After selecting the servicing option
and selecting [Next], the policy you right clicked on from the HOME > ENDORSEMENTS
screen is automatically selected for the service.

endorsements

all

Client Name
Details Assign  Policy Numl

Eﬁ’ Masons Grill

@? Open
Prink

Service

Right clicking on the Memo & icon presents shortcut links as follows:
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Shortcut Link Description

Open Choosing this option opens this action for modification.

Add New Action Choosing this option adds a new personal action for the logged in user.

Choosing this option closes the action. If the action is marked as closed, this link will be

Marlkas Closed gray indicating it is inactive.

If a policy is associated with the action, choosing this option brings up the PDF of the
Print Application application and may be printed if desired. If no application is associated with the action,
this link will be gray indicating it is inactive.

endorsements

all Lv

Client Hame
Details Assign Policy Number

%9 Masons Grill [
UmB=22308
Eg & u
@ Open
@9 € add Mew Action

=
o

Print Applicakion

Cancellations

When a cancellation is added to the policy it is displayed on the HOME > CANCELLATIONS screen. The
cancellation remains on this screen as long as the status is pending. When the cancellation is posted or
aborted, it is removed from the HOME > CANCELLATIONS screen. Use this screen to monitor receipt of the
cancellation paperwork from the client and carrier. Pending cancellations display policy information in a red
font.

By default, the branches filter (upper left under cancellations) is set to All, displaying cancellations for all
branches. The user’s security settings determine which branches are available. If security has only been
granted for one branch, then changing this setting will not be necessary. Click the drop-down box to select a
branch and the screen will automatically refresh to include only the items for that branch.

cancellations

all v Showing Page 1of 1 1> Filters: [Show]

tlient Name Policy Type Stage Updated By Annualized $ Coverage Eff Date Billing Carrier
Details  Assign _ Policy Number Line of Business Status Last Updated gilled Premium Coverage Exp Date Issuing Carrier

=4 Masons Grill (Cornmercial Lines)

@ Q CR-9FI88TF Package Paolicy Mary Oberleitn . 0471072006 AllState
Cormrmercial Property Pending Cance 03/16/2005 N 12/16/2006 AllState

< No Message(s).

Clicking the [Show] link on the upper right side of the screen opens the search filter. The defaults for this
screen are as follows:
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Field Name Default

Save Filter Settings Unchecked

Assignment User logged in

Policy Status Pending Cancellation
Sort Field 1 Coverage Expiration Date
Sort Order 1 Ascending

HOME | HELP | SETUP | LOGOUT

exsure

ACTIONS | OPPORTUNITIES | MARKETING | BINDER LOG | EDITS | AUDITS |

Bookmarks: Expand | Add | Remove Selacted
EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLATMS | INTERFACE | DELIVERY

4
cancellations ~
Al hd Showing Page 0 of 0 Filters: [Hide]
1
Client Name: Cug. Eff. Date [Fr): 5] Cug. Eff. Date [To): 5] Assignment:
Client Type: | Al + | Cvg. Exp. Dats (Fr): £y | Cvg. Exp. Dat= (To): (5] = Responsibility:
Policy Status: v Issuing Carrier: LOB: Updated By:
Bill Mathod: | All + | Updated Dats (Fr): £y | Updated Dat= (To): (5] = Retail Agent:
Sort Field 1: ~ Sort Order 1: ~ Sort Field 2: s Sort Order 2: -
Client Name Paolicy Type Stage Updated By Annualized § Coverage Eff Date Billing Carrier
Details Assign  Policy Number Line of Business Status Last Updated Billed Premium Coverage Exp Date Issuing Carrier

The search filter is used when searching for specific items or for applying sort filters. Clicking the Save
Filter Settings check box on the Search Filters screen and clicking the Search button will change the default
setting view. The next time the screen is selected by this user, the items returned will show whatever was
stored in the search filter settings. Exercise caution when using the Save Filter Settings check box with a
date range entered as returned pending or submitted cancellations will be restricted to that date range.
Use the Variable I icon to enter a variable number of days to set a continuous date range to be used with
Save Filter Settings. Enter + or - and the number of days up to three digits. The date will then be + (after) or
- (before) the current date. As a general rule, check the filter settings each time this screen is accessed.

Access to policies may be restricted to the people assigned to them. Policies will display on HOME >
CANCELLATIONS only if the person logged on is assigned to the restricted policy. All other non-restricted
policies are displayed and can be searched for by all staff members, whether or not they are assigned to the

policy.

Understanding the Cancellations Screen

Cancellations on the HOME > CANCELLATIONS screen are grouped together by client making it easy to
identify all outstanding cancellations for each client. Clicking the & icon on the left side of the screen,
displays all assignments for the HOME > CANCELLATIONS screen.

Assignment List. rle Sure

Responsibility First Marne MI Last Mame
% Account Manager Cravid Cline
% Producer Mary Cherleitner
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When you move your mouse over the Policy Number line, a pop-up window displays the Policy Number field
and free-form Policy Description field of the policy.

cancellations

All v | Showing Page 1 of 1
Client Name Policy Type Stage upd
Details _ Assign _ Policy Number Line of Business Status Last

B Cormier Constructiol (Commaercizl Lines)
B @ WC123456 Moncline Palicy Bets
Workers Compensst  Pending Cance 02/

2 P
roceeeq wic123456

NH &/Risk \Work Carnp

Any annotation actions whether open or closed display with the cancellation. To look at or modify the
action, click the & icon with the left mouse button to open the action.

cancellations

All v| Showing Page 1 of 1 Filters: [Show]
Client Name Policy Type Stage Updated By Annualized $ Coverage Eff Date Billing Carrier
Details  Assign  Policy Number Line of Business Status Last Updatad Billed Premium Coverage Exp Date Issuing Carrier
=3 Cormier Constructiol (Commarcial Lines)
=3 @ WC123436 Monoline Policy Betsy Cormiar $2,000.00 D0  07/13/2007 The Hartford
Waorkers Compensat  Pending Cance 02/01/2008 $3,000.00 D 02/01/2008 Insurance
Process cancellation.

Using Context Tools on the HOME > CANCELLATIONS Screen

The context tools are shortcut links that are accessed by right clicking either of the Details E’ icons on
the HOME > CANCELLATIONS screen. To use these links, right click the desired Details @5’ icon, position

the mouse pointer over the desired option to highlight, and left click. Right clicking on the Details icon
with the blue border presents shortcut links as follows:

Shortcut Link Description

Open Choosing this option opens the Client Profile screen.

Add New Opportunity Choosing this option opens the Add New Opportunity screen allowing the lines of
business to be selected.

Market New Line of Business Choosing this option adds a marketing action annotation and marketing screen. The line
of business selection screen is displayed ready for the line of business to be selected
and added.

cancellations

all w

client Name
Details Assign  Policy Number

59 Open
@9 Add Mew Oppartunity

Matket Mew Line of Business

Dimensional”

PAGE 62 Technologies



NEXSURE® TRAINING MANUAL - CRM CHAPTER 2

Right clicking on the Details @9 icon without the blue border presents shortcut links as follows

Shortcut Link Description

Open Choosing this option opens the underwriting detail.

Abort Cancellation Choosing this option aborts the cancellation on the selected policy.

Post Cancellation Choosing this option posts the cancellation which sends the policy to history.

Market Existing Choosing this option adds an action annotation, copies the selected applications to
marketing.

Print Choosing this option brings up the PDF of the application and may be printed if
desired.

Service Choosing this option displays Servicing. After selecting the servicing option and selecting
[Next], the policy selected from the HOME > CANCELLATIONS screen is automatically
selected for the service.

cancellations

all

client Name
Details Assign Policy Mum

Masons Grll

g g

Open

Abork Cancellation

_ES> Post Cancellation
Els, Market Existing

Prink

—— Service

Right clicking on the & icon presents shortcut links as follows:

Shortcut Link Description

Open Choosing this option opens this action for modification.
Add New Action Choosing this option adds a new personal action for the logged in user.
Mark as Closed Choosing this option closes the action. If the action is marked as closed, this link will be

gray indicating it is inactive.

Print Application If a policy is associated with the action, choosing this option brings up the PDF of the
application and may be printed if desired. If no application is associated with the action,
this link will be gray indicating it is inactive.
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cancellatons

all W

Client Hame
Details Asszign  Policy Number

Masons Grill [

% CR-3T79887

@ Open
Add Mew Ackion

v 99

Print Application

Claims

When a claim is added to the policy it is displayed on the HOME > CLAIMS screen. Claims remain on this
screen as long as the status is open. When the claim is closed or aborted, it is removed from the HOME >
CLAIMS screen. Use this screen to monitor claims. Search for closed claims by using the search filter and
changing the status to closed.

By default, the branches filter (upper left under claims) is set to All, displaying pending claims for all branches.
The user’s security settings determine which branches are available. If security has only been granted for
one branch, then changing this setting will not be necessary. Click the drop-down box to select a branch and
the screen will automatically refresh to include only the items for that branch.

claims

[anl =l Showing Page 1 of 1 1= [Export] Filters: [Show]

Client Name
Line Of Business Date Of Loss Mode Paid Amount Issuing Carrier
Details Assign __ Claim Number Claim Status Claim Stage 1] Reserve Amount  Policy Term Adjustor

Clicking the [Show] link on the upper right side of the screen opens the search filter. The defaults for this
screen are as follows:

Field Name Default

Save Filter Settings Unchecked
Assignment User logged in
Client Type All

Claim Status Open

Bill Method All

Date of Loss (To) Current date
Claim Stage All

Sort Field 1 Date of Loss
Sort Order 1 Ascending
Sort Field 2 Client Name
Sort Order 2 Ascending

Dimensional”
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claims

All V| Showing Page 1 of 1 [ Export ] Filters: [ Hide]
Clisnt Nams: I:' Eff. Date [Fr): I:l? (i Eff. Date [To): l:'j; i Assignment: |
Client Type: Exp. Date [Fr): I:lj; | Exp. Date (To): l:lj; i Responsibility: I:l
gill Mathod: Date Of Loss (Fr)t |:|j; fim| Date Of Loss (To): I:ﬁ; [m) Retail Agent: |:|
Claimant:[ | ClmntContectFistName:| | ClmntContectlastName:| |

Sort Field 1: | Date Of Loss | Sort Order 1: Sort Field 2: | Client Name v Sort Order 2:

Client Name
Line Of Businass Date Of Loss Mode
Claim Numbar Claim Status Claim Stage

Paid Amount
Claimant Reserve Amount _ Policy Term

Issuing Carrier
Adjustor

The search filter is used when searching for specific items or for applying sort filters. Clicking the Save Filter
Settings check box on the Search Filters screen and clicking the Search button will change the default setting
view. The next time the screen is selected by this user, the items returned will show whatever was stored in
the search filter settings. Exercise caution when using the Save Filter Settings check box with a date range
entered as returned pending or submitted claims will be restricted to that date range. Use the Variable (]
icon to enter a variable number of days to set a continuous date range to be used with Save Filter Settings.
Enter + or - and the number of days up to three digits. The date will then be + (after) or - (before) the current
date. As a general rule, check the filter settings each time this screen is accessed.

Access to policies may be restricted to the people assigned to them. Claims will display on HOME > CLAIMS
only if the person logged on is assigned to the restricted policy. Claims for all other non-restricted policies
are displayed and can be searched for by all staff members, whether or not they are assigned to the policy.

After searching for a specific result, this list may be exported to Excel by clicking the @ [Export] link on
the top of the screen to the left of the [Show]/[Hide] link. Once the report is exported it may be saved or
printed.

claims

Showing Page 1 of 1 [Expart] Filters: [Hid=]

Understanding the Claims Screen

Claims on the HOME > CLAIMS screen are grouped together by client making it easy to identify all outstanding

claims for each client. Clicking the % icon on the left side of the screen displays all assignments for the
selected policy.

Assignment List. rle Sure

Responsibility First Marne Last Marme

% Account Manager Cravid Cline

% Producer Mary Cherleitner
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Technologies PAGE 65



CHAPTER 2 NEXSURE® TRAINING MANUAL - CRM

When moving the pointer over the Line Of Business and Claim Number line, a pop-up window displays the
Line of Business and Claim Number of the open claim.

claims
All j Showing
Client Name
Line Of Business Date Of Loss Mode
Details Assign  Claim Number Claim Status Claim Stag
%’ Cormier Construction (Commercial Lines)
@9 % Auto - Commercial o0z/01/2008 Newe
(CAUTO) Opan
= IV collided with| i
= : Auto - Commercial (CAUTO)
FDOZZ2002

Any annotation actions whether open or closed display with the claim. To look at or modify the action, click
the Memo & icon with the left mouse button to open the action.

Client Name.

Line Of Business Date Of Loss Mode Taken By Paid Amount Issuing Carrier
Details _ Assign Claim Number Claim Status Claim Stage Updated By claimant Reserve Amount _ Policy Term Adjustor
B Nunnally's Glass & Framing Inc. [Commercia
= g General Lisbility - 07/23/2003 Hew Mary Obesrlsitner o $0.00  07/06/2009 Auto-Ovnars Insuranc
Commerdial Open Subrogation Mary Oberlsitner £100,000.00  07/06/2010 Kevin Mason

GL Claim Reported- Multiple injuries

Multiple injuries from run away shipping cart being loaded into customer vehicle.

Using Context Tools on the HOME > CLAIMS Screen

The context tools are shortcut links that are accessed by right clicking either of the Details I%? E’ icons
on the HOME > CLAIMS screen. To use these links, right click the desired Details icon, position the

mouse pointer over the desired option to highlight, and left click. Right clicking on the Details icon with
the blue border presents shortcut links as follows:

Shortcut Link Description

Open Choosing this option opens the underwriting detail.

Add New Opportunity Choosing this option opens the Add New Opportunity screen allowing the lines of
business to be selected.

Market New Line of Business Choosing this option adds a marketing action annotation and marketing screen. The line
of business selection screen is displayed ready for the line of business to be selected
and added.

claims

all W

Client Name
Line Of Business
Details Assign  Claim Number

%9 Open
@S’ Add Mew Opportunity

Market Mew Line of Business

Right clicking on the Details @9 icon without the blue border presents shortcut links as follows:
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Shortcut Link Description

Open Choosing this option opens the underwriting detail.

Market Existing Choosing this option adds an action annotation, copies the selected applications to
marketing.

Print Choosing this option brings up the PDF of the application and may be printed if
desired.

Service Choosing this option displays Servicing. After selecting the servicing option and
selecting [Next], the policy selected from the HOME > CLAIMS screen is automatically
selected for the service.

claims
all
Cliant Hame
Line Of Busi
Details Aszign  Claim Numb
%9 Janet Ande

I%’ Open

@9 Market Exisking
Prink

Service

Right clicking on the Memo & icon presents shortcut links as follows:

Shortcut Link Description

Open Choosing this option opens this action for modification.
Add New Action Choosing this option adds a new personal action for the logged in user.
Mark as Closed Choosing this option closes the action. If the action is marked as closed, this link will be

gray indicating it is inactive.

Print Application If a policy is associated with the action, choosing this option brings up the PDF of the
application and may be printed if desired. If no application is associated with the action,
this link will be gray indicating it is inactive.

claims

all w

Client Name
Line Of Business
Details Assign  Claim Number

E? Janet Anderson [Pers

% PALITC
Urnassigred

B

H
@9 @ [ PDI—T(;)EMD:)T EF: rsonal
B

{"5’} Open
¢ add Mew Action

==
=

Print Application
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Clicking the Claimant @ icon displays claimants added to a claim. If the Claimant % icon is not shown on
the screen this indicates no claimants have been added.

Claimant

&

Claimant List

|

Claimant Name Contact First Name Last Name Phone #

Adely Zelner Adely Zelner (256) 112-5587
Clint Henderson Clint Henderson (256) BB5-22535
Cynthia Swenson Cynthiz Swenson (256) 885-7525
Melinda Jackson Melinda Jackson (256) 237-8899

Nelsonpelterskimper Goodfellowmanship Melsenpelterskimper Goodfellowmanship (256) 237-4444

Roberta Singleton Robertz Sngleton (256) 435-5388

Susanna Primerhaolt Susanna Primerhalt (256) 435-6677
~

< I

Interface

The HOME > INTERFACE screen contains the carrier downloads received from IVANS® and/or carrier
downloads that have been manually imported. Rating software quotes such as FSC" can also be imported
or bridged into Nexsure on the HOME > INTERFACE screen.

By default, the branches filter (upper left under interface) is set to All, displaying pending downloads for
all branches. The user’s security settings determine which branches are available. If security has only been
granted for one branch, then changing this setting will not be necessary. Click the drop-down box to select a
branch and the screen will automatically refresh to include only the items for that branch.

interface  advanced search

all v Showing Page 1of 10 b N |1 &

Search Filters: [Show

Clicking the [Show] link on the upper right side of the screen opens the search filter. The defaults for this
screen are as follows:

Field Name Default

Save Filter Settings Unchecked
Import Type All

Import Status All

File Type All

File Status Pending
Sort Field 1 Interface ID
Sort Order 1 Ascending
Sort Field 2 Import Date
Sort Order 2 Ascending
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HOME | HELP | SETUP | LOGOUT

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

Hello, Betsy Cormier
interface = advanced search
All - Showing Page 1 of 2 'l
I B owing Page 1of2 b M |1 Search Filters: [Hide]
arch Filters
Intarface Type: [All x| client name: | Eff. Data (Fr): | E L e Dats (To):
. = ; . Process Date: [ Process Data:
Import Status: | All | eolicy tumbe=r: | frk i pic
. ) Import Dates [ Import Date:
Interface ID: | Los: [ o bt I To):
; Complate Complate Date:
File Types [All =] Branch code: | SEREE | - P .
File Status: [Pending =l Carrier: | naIc: | CarrierSeghic:
File Name: |
Sert Field 1: |1nterfaca 10 vl Sort Order 1: IAscending - Sert Field 2: IImpDrt Date ~| Sort Order 2: |Ascending A
Files Per Page: |5 -]

The search filter is used when searching for specific items or for applying sort filters. Clicking the Save Filter
Settings check box on the Search Filters screen and clicking the Search button will change the default setting
view. The next time the screen is selected by this user, the items returned will show whatever was stored in
the search filter settings. Exercise caution when using the Save Filter Settings check box with a date range
entered as returned pending or submitted downloads will be restricted to that date range. Use the Variable
] icon to enter a variable number of days to set a continuous date range to be used with Save Filter
Settings. Enter + or - and the number of days up to three digits. The date will then be + (after) or - (before)
the current date. As a general rule, check the filter settings each time this screen is accessed.

Understanding the Interface Screen

Pending downloads require user attention. Click the Details @’ icon to show polices that need user
interaction to complete the download.

interface  advanced search

all v Showing P. 1of 10 ‘
owing Page 1o > M Search Filters: [Show]

click on Datails to view the Interface Datails. [ Import Files ] [ Bridge ]

Interface ID
Details Carvier Sequence Carrier
ik

File Name Import Date Exceptions

File Type completed Date Transactions Status Remove

B BADGER MUTLAL Unknown (1k) 11/10/2003 £ Pending ]
INSURANCE Daily Download 4/23/2004 A3 0% Complate
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Using Context Tools on the HOME > INTERFACE Screen

The context tools are shortcut links that are accessed by right clicking Details @5’ icons on the HOME >
INTERFACE screen. To use these links, right click the desired Details icon , position the mouse pointer
over the desired option to highlight, and left click. Right clicking on the Details E’ icon with the blue border
does not present any shortcut links.

Right clicking on the Details @9 icon without the blue border presents shortcut links as follows:

Shortcut links Description

Open

Choosing this option opens the underwriting detail.

Summary of Insurance

Choosing this option opens the policy level summary of insurance.

Search

Choosing this option searches for all download files for the Client Name within the
download file.

Print Application

Choosing this option brings up the PDF of the application and may be saved or
printed.

View Source File

Choosing this option displays the download source file.

Client Name Ap
Details Policy No Lim

E;, Stephen and Jennifer N

Open

r P
Summary of Insurance
Search

Print application

M=

View Source File

Right clicking on the Error € icon presents shortcut links as follows:

Shortcut links Description

Accept Choosing this option will process the download file again.
. Choosing this option will reject the download and prevent it from processing. Rejected
Reject . . . .
data remains on the Interface screen without an active exception error.
Choosing this option searches for all download files for the Client Name within the
Search X
download file.
View Source File Choosing this option displays the download source file.

r Accept
Reject
C=
Search

Yiew Source File
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To print the interface details, begin by searching for data to be printed. Click the [Show] link and modify the
filters and click Search. Click the Print link to bring up the report. The report will contain only items returned

in the search.

interface | advanced search
All b Showing Page L of 1 Search Filters: [Hice]
e P B = O 1
(Fr): & (To): !
Accept | Reject Remove | Print |

Delivery

Any e-mails and faxes sent from Nexsure Delivery are displayed by default on the HOME > DELIVERY screen
for the current date for any unsuccessful deliveries. Once delivered they are no longer displayed. Use this
screen to make sure all deliveries are successful.

Clicking the [Show] link on the upper right side of the screen opens the search filter. The defaults for this

screen are as follows:

Field Name Default

Save Filter Settings

Unchecked

Created By

User Logged in

Date Created From

Current Date

Policy No: |
Sort Field 1: |

From Name

To Name

Sent To:
Sort Order 1:| VI

Sort Field 2: I -

Sort Order 2: I i

Via Both Email and Fax
Entity Type Client
Status Not Successful
Sort Field 1 Date Created
Sort Order 1 Descending
Files per Page 50
delivery
Showing Page 0 of 0 Filters: [Hide]
'l
Title: | Regarding: Crasted By: | Sent By: |
Eei= Cr;r?:_‘? I— =<",: ﬁ Beiz Crea_tl:_ir.:l l— =<2~“ ﬁ Entity Name: I Via: IBOth ;I
Bz De";’;";‘f | Eg e De""e.'l'_i‘f TEIE entity Type: [21 =l status: [Al 2|

Files per Page: |50 vl

Date Created

Date Delivered Via

Dimensional’
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The search filter is used when searching for specific items or for applying sort filters. Clicking the Save Filter
Settings check box on the Search Filters screen and clicking the Search button will change the default setting
view. The next time the screen is selected by this user, the items returned will show whatever was stored in
the search filter settings. Exercise caution when using the Save Filter Settings check box with a date range
entered as returned pending or submitted downloads will be restricted to that date range. Use the Variable
] icon to enter a variable number of days to set a continuous date range to be used with Save Filter
Settings. Enter + or - and the number of days up to three digits. The date will then be + (after) or - (before)
the current date. As a general rule, check the filter settings each time this screen is accessed.

Understanding the Delivery Screen

Deliveries on the Home > DELIVERY screen display in the order determined by Filter Settings.

delivery
Showing Page of 1 Filters: [Show]
@ From Name To Name Client Name Title Status Date Created Via
From Email SentTo Created By Regarding Message Date Delivered
Q 1 Susan McDonough susan ABC Construction test salutation Error Occurrad 06/06/2006 14:32:48 o
test@xdti.com (863) 226-9803 Susan McDonough test Line Problem 06/06/2006 14:32:48
@, 1 Susan McDonough susan ABC Construction test salutation Successful 06/06/2006 14:37:535 Emazil
test@xdti.com susanmcd@gte.net Susan McDonough test Email sent 06/06/2006 14:37:535
B 4 Susn McDonough i;‘:;‘dliﬂde”’“"ta”sr‘e”" Eric & Evelyn Brehm S::F';”ripp Skl Successful 06/07/2006 13:23:58
test@xdti.com 3 Susan McDonough Email sent 06/07/2006 13:23:59
eric.brehm@xdti.com fsdfa
@ 1 Susan McDonough susan ABC Construction test Processing Forms 07/07/2006 06:28:23 Email
tast@sedti.com susan.mcdonough@sdti.... Susan McDonough tast 07/07/2006 06:28:23

Icons on the left side of the screen identify the status of each delivery. Clicking the icon displays the delivery
details. The Context tool right click shortcut links are not available for use on delivery icons.

Icon Description

(%] Failed Delivery

@9 Successful Delivery

@ Delivery in Process

Access to Deliveries may be restricted to the people assigned to them. Deliveries with attachments
associated to restricted policies will display on HOME > DELIVERIES only if the person logged on is assigned
to the restricted policy. Deliveries for all other non-restricted policies are displayed and can be searched for
by all staff members, whether or not they are assigned to the policy.

Notes
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