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Adding an Endorsement

An Endorsement is an amendment that modifies an insurance policy usually requiring a change request
form. The change request form is submitted to the carrier for approval and processing which may or may not
result in a premium change. These type of changes in Nexsure are made on the applicable line of business
application, populated to the change request form and submitted to the carrier.

HOW to Add an Endorsement Starting at SERVICING

m  Locate the appropriate client through SEARCH and click the SERVICING link on the Client menu.

m  Click the Endorsement option.

m  Enter the effective date of the endorsement in the Eff Date field; using the Calendar &3 icon or
key the date in using the correct formatting. The effective date entered here will not only be used
to populate to the coverage term date in the endorsement header but filter the policy selection
list by displaying only policies with the correct coverage term. This will help with the policy
selection process.

m  Next select the policy to be changed by choosing the policy from the drop-down box. An [H]
indicates a policy in history and an [A] indicates that the policy is active.

m  The Description field will default to Process Endorsement. The Description and Memo fields are
used to create the action annotation and are known servicing actions. Servicing actions can be
used to document the details of why the service function was performed. Once the description
has been entered and the Tab key pressed on the keyboard, the Memo field is defaulted with
the text entered into the Description field. The Memo field can be used to place more details if
needed regarding the change.

m  The next step is to select the line of business being changed.
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m  After selecting the line of business, click the Create Endorsement button found in the upper right
of the servicing screen.

servicing

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS | ELINKS

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
[Client Name: Nunnally's Glass & Framing Inc.

HOME | HELP | SETUP | SUPPORT | LOGOUT

Bookmarks: Bxpand | Add | Remove Selected S

Services

Marketing

Market Analysis

Bindars

Edit

Endorsement

Renewal

Cancellation

Claim

Audit

Mew Certificate(s’

Renewal Certificate(s]

Verification(s;

This option is used to generate change requests.

Please select the desired effective date of the change:

Select policy to changs/endorse:

Enter = brisf description of the changs

Enter =dditional notes to populste the action memo section:

The folloving policy has been selected to endorse. If a packsge policy has been selected, please select the line(s) of business to endarse:

Creats Endorsement
08/06/2008 | Bl

A/H | LOB | Policy Humber
AIWORK  IWC-§00000
Note: A = Active / H = History

| Description (current)

|Wiorkers Compensaticn vl

: ‘Procass endorsement. ‘
Note: This informatian will pepulate the action description field

Process endorsement.

Policy Number

Select  Line Of Business Coverage Term

Billing Carrier

Issuing Carrier

WC-600000 07/06/2008 - 07/06/2010

Workers Compensation

Auto-Owmers Insurance Campany

Auto-Owmers Insurance Campany

m  If any changes have been made to the units at risk associated to selected forms and have not
been updated on the forms, the affected units at risk are presented. These should be selected to
ensure that the selected policy record will be updated with the changes and in sync with the units
at risk. After selecting, click Update Selected to add changes to the record. If none are selected
the Skip button will be active. Clicking Skip will not update the forms with the changes made to

the units at risk associated to the form.

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

Client Name: Nunnally's Glass & Framing Inc. L

sarvicing

Services

Market Analysis

Binders

Edit

Endorsement

Renewal

Claim

Audit

New Certificate(s)

Renewal Certificate(s)

Verification(s)

Endorssment successfully gensrated.

The following units have been updated, added or deleted and have not been changed on this policy.

[ selectall

Drivers

Name DOB Status  DL#

C I=net Kingston 04/12/1565 Included 4567897987

Employees
Name Date Hired WCEmployee Status

€ Janet Kingston 08/12/1576 Included
Vehicles

Year Make Model VIN

€ 2010 Volve SR30 B8979HGE797GHE78S7

Locations

Name

Strest Gty st Zie

C 929 5 Hoble Strest 929 S Nobla Strest Anniston AL 36201

Note: A {Add); € (Change}; D {Delece)

. Please select the desired changes to populate the base and /or LOB forms:

Update Selected Skip

Update Selected Skip

m  The underwriting tab is displayed, with the policy header in a light blue diamond background.

m  An Action with an open status is created through the servicing process. The status of the action
may be changed to Closed if a personal follow up for the endorsement is not needed. Nexsure
tracks all pending or submitted endorsements for you, with or without a personal follow up.

m  Endorsement Change Request form is added to Forms.
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SEARCH | ORGANIZATION

| REPORTS | CAMPAIGNS

HOME | HELP | SETUP | LOGOUT

marks: Expand | Add | Remove

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

Client Name: Hudson Property Management, Inc.

Commercial Account

underwriting policy info assignment = attachments actions qualification histery  transactiens claims summary of insurance  classifieds delivery
= = navigation | instruction
Branch: B € Insurance Services, Inc. Policy Term: 07/01/2008 12:01AM gy
07/01/2009 12:01AM E Underwriting
Policy Type/Primary State: yooouo o [NA Coverage Term: 09/20/2008 12:01AM @
07/01/2009 12:01AM Pending Endorsement
1ssuing Co: [Hartford Casualty Insurandx] >>| Stage: Endorsement
Bas= Requirements
Billing Co: Hartford Insurance Grou ¥ | =>| Mode: Renew
I » = # Auto - Commercial
Policy Number: |BAgg238745 Status: Pending =1 ™ ton- instruction | navigation
renewing
Policy Description: [NH Vehicles Origination Date: 05/01/2007
[ Print Abort Endorsemant | SaveChanges
Ecfions:
Details Topic Type Status Memo
% Endorsement Annctation Closed Add 2005 Chew Avalanche, 2005 Chev Silverado, 2008 Chev Malibu and Del
Endorsement:
Form Description InSync  Populate
ACORD 175 Commercial Policy Changs Request 175 P

[Import] [ACORD XML] [Supplements] [Add Application]
Base Forms:
Remove

Note: To endorse a policy using context tools, see Tips & Facts Vol. 2, Issue 11 in Nexsure
Help.

Notes
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Completing the Change and Populating

The underwriting tab displays the policy header with a light blue diamond background. The Action, the
Change Request form (applicable to the line of business) and the Line of Business forms will display beneath
the policy header. The effective date of the coverage term in the header should reflect the effective date of
the endorsement entered on the Servicing screen.

HOW to Make Changes to the Application

All endorsement changes processed throughout the policy term are done on the appropriate Line of Business
form(s) and then populated to the change request. The information contained in the Line of Business form(s)
should always be the most current and correct information, as this information populates to other forms.

The Populate @ icon (to the right of the change request form) will not become active until changes are
made to the applicable LOB form(s).

HOME | HELP | SETUP | LOGOUT

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

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Hudson Property Management, Inc. 3

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

navigation | instruction

Branch: B C Insurance Services, Inc. Policy Term: 07/01/2008 12:01AM |
07/01/2009 12:01AM El Underwriting
Policy Type/Primary State: yonohine [NH =] Coverage Term: 09/30/2008 12:01AM
i S et 4 Pending Endorsement
I==uing Cot |Hartford Casualty Insurani x| >:=| Stage: Endorsement
Base Requirements
gilling Co: Hartford Insurance Group * >>| Mode: Renew
5 I p = # auto - Commercial
Palicy Number: |Bassz23s7as Status: I"E"'d”"g =1 T ton- instruction | mavigation
reneving
Pelicy Description: INH Vehicles Origination Date: 05/01/2007
[ Print Abort Endorsement [ savechanges
Actions:
Details  Topic Type Status Memo

@ Endorsement Annotation Closed  Add 2005 Chev Avalanche, 2005 Chev Silverado, 2008 Chev Malibu and Del

Endorsement:

Form Description InSync | Populate

ACORD 175 Commercial Policy Change Requast 175 2l

[Import] [ACORD XML] [Supplements] [Add Application]
Base Forms:

The pending endorsement with its light blue diamond background can be accessed from the ENDORSEMENTS
link on the Home menu or from the POLICIES link on the Client menu.

m From ENDORSEMENTS on the Home menu, all pending or submitted endorsements which fall
within the search criteria are displayed in a summary view. If there is more than one pending or

submitted endorsement for a client, each endorsement will have its own Details @9 icon.

m  From POLICIES on the Client menu, pending or submitted endorsements display with the In Force

policy. Each will have its own Details @5’ icon.
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Client Name: Nunnally's Glass & Framing Inc.

uT
e

HOME | HELP | SETUP | SUPPORT | LOGO!

cmarks: Expand | Add | Re

Workers Compensation

Compensation

Status Change  Coverage From Coverage To Action Description

B ] Palicy In Force 07/06/2009 07/06/2010 %% Process edit.

polices (i histeryl(carcass ) (lbideresl (i verMcaonel)( summe g ot inatranca
Shoving Page 1 of 1 [ Show
Show/ Policy Number Policy Type Policy Status Annualized Premium Billing
Hide Policy Description Line of Business Term Mode Estimated Premium Issuing Carrier
WC-600000 : Auto-Ovmers Insursnce Company
) Monal 07/06/20039 Pend 2,000.00 A
mBP @ Workers et U?’tuajzuw e > Auto-Ovners Insursnce Company

£3,000.00 A

Billed Premium Updated By Updated Date

$3.000.00  Mary Oberleitnar 07/22/2003

B @ endosement  Pending 08/08/2008

07/06/2010 & Process endorsement.

£3,000.00 Mary Oberleitner 08/06/2003

summary of insurance | verifications | binders | certificates | history | policies

m  Click the Details Eﬁ’ icon of the pending endorsement to view the underwriting tab if it is not
already displayed.

HOW to Make Changes to the Application

All endorsement changes processed throughout the policy term are done on the appropriate Line of Business
form(s) and then populated to the change request. The information contained in the Line of Business form(s)
should always be the most current and correct information, as this information populates to other forms.

m  Click the ENDORSEMENTS link on the Home menu. All unposted endorsements, which fall within
the search criteria, are displayed in a summary view. Clients will display with at least two Details
@5} icons, if there is more than one unposted endorsement, each endorsement will have its own
Details @9 icon.

m  Click the appropriate Details @5’ icon of the pending endorsement to display the underwriting
tab.

m If the coverage term effective date in the header is incorrect it is best to abort and start the
process again since choosing the correct policy iteration is determined when the date is entered
on the servicing screen.

m  Click the Save Changes link under the policy header to save the changes made in the header.

m  The Stage, determined by Nexsure, displays Endorsement.

m  The Mode, determined by Nexsure will display the current policy mode.

m  The Status, determined by the user, displays Pending in the header. The status should not be
changed until all changes are completed on the applicable applications and populated to the
change request form.

Note: Unposted endorsements are always displayed with a light blue diamond
background.
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HOME | HELP | SETUP | LOGOUT
SEARCH | ORGAMNIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remave Selactad ¥

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

Client Name: Hudson Property Management, Inc. »
underwriting palicy info assignment attachments actions qualification history transactions claims summary of insurance clzssifieds delivery
T z navigation | instruction
Branch: B € Insurance Services, Inc. Policy Term: 07/01/2008 12:01AM |
07/01/2009 12:01AM =l Underwriting
Policy Tyne/Primary State: yonoine [NH ] Coverage Term: 09/30/2008 12:01AM |
07/01/2009 12:01AM Pending Endorsement
Issuing Co: |Hartford Casualty Insuranc;l >>| Stage: Endorsement
Base Reguirements
Billing Co: IHarthrd Insurance Group x| >>| Mode: Renew g X
E auto - Commercial
Poilicy Nusabar: [BAgB238745 Status: [Pending =™ non- El ACORD 127 NH
reneving Producer
Policy Description: INH ehicles Origination Date: 05/01/2007 Applicant
gilling
List [ Print Abort Endorsement I Save Changes Coversges - Auto
Actions: Coverages - Truckers
Details  Topic Type Status Memo Coverages - Motor Carrier
B Endorsement Annctstion Closed  Add 2005 Chev Avalanche, 2005 Chev Silverado, 2008 Chev Malibu and Del Endorsemants
vehicles
Endorsement: Drivers
Form Description InSync  Populate General Info
ACORD 175 Commercial Policy Change Request 175 = Additional Interast
Attachmants
[Import] [ACORD XML] [Supplements] [Add Application] Remarks
Base Forms: - - -
Forms D ription Rei - instruction  navigation

All form(s) are available for completion in the navigation tab, which is found on the right side of
the screen and will display forms in a tree format as they are accessed.

In the navigation tab, click the plus [+] in front of the line of business to be modified (Personal
Auto in this example).

Note: All endorsement changes are made on the appropriate line of business application
and then populated to the change request form.

Click the plus [+] in front of the ACORD form (ACORD 127 NH in this example). This expands the
ACORD form into a tree format for completion.

Click the applicable link, in this case vehicles, to be taken directly to that section of the form for
modification.

See “HOW to Work with Forms”, in Chapter 5 - Marketing, CRM Training Manual for assistance in
modifying the Line of Business form.

As changes are made to the application you will note the following:

0 Adding a new item to a schedule will display an A to the right of that item, notating that
item is being added.

0 Deleting an item by clicking the Remove check box will display a D to the right of that
item, notating that item is being deleted.

0 Any yellow Details @9 icon denotes that the item is associated with the units at risk.
Any changes that need to be made to an associated item should be done at the client’s
unit at risk level. Updates done when the endorsement is still pending can be be applied
to the pending endorsement at the time the unit at risk is saved. Once updating the form
is complete, access the pending endorsement to populate and complete the change.

Dimensional

PAGE 234 Technologies




NEXSURE® TRAINING MANUAL - CRM CHAPTER 7

underwriting | policy info i actions histary i claims | summary of insurance  classifieds | delivery
Branch: Anniston Insurance Agency Palicy Term: 02/03/2010 12:01AM PST msigation W=k
02/03/2011 12:01AM PST -
= underwriting
Palicy Type/PrimaryState: Package / AL Coverage Term: 04/29/2010 12:01AM PST
02/03/2011 12:01AM PST pending Endersement
Issuing Co: Penn National Insurance stage: Endorsement
Billing Co: Penn National Insurance Mode: New . -
Policy Number: AU-WC - 10000000000 Status: Pending D Eaze Reauiremen
Policy Dascription: Auto and WC Origination Data: 02/03/2010 uto - Commarcis
E ACORD 127 AL
List [ Brint Compare Policy: [On] [
Producer
Vahicles - Type Lookup | Import | Export Applicant
Billin
Sort Add Record I Renumber [ Search Prev I Next °
Coverages - Auto
. Vehicle Body Vehicle Identification  Garaging  Garaging Comprehensive Callision Coverages - Truckers
Details  \ mber Yo3F Make Model Lo Number Gty  State/Province C°5tN®W T plguctible  Deductible  ReMOVE
Coveragas - Motor Carrier
B 1 2009 Ford Pinto Coup O9989JK789HGB79789 Anniston AL 10,000 O Endorsements
Vehicl
2 2010 ¥olvo SR30 Sedan 8979HGB737GHE7897 Anniston AL $25.000 D ‘bi cles
ype
B 3 2000 Honda Civic Sedan 98KL7697HR0789798 Oxford AL $500 3500 E] A Garaging Addrass
Rating Information
Coverages
Drivers
UM Sslaction

General Info
Additional Interest
Attachmants
Remarks

Workers Compensation

m  If you get sidetracked and cannot remember where you left off, click the Compare Policy [On]
link in the navigation toolbar below the header to compare this edited version of the application
to the original application. Anything highlighted in red is an item that is different from the
original application. The Endorsement (Pending) link (located above the form input fields and
activated by clicking Compare Policy [On]) will let you toggle back and forth between the pending
endorsement and the current in force policy. Click the Compare Policy [Off] link after reviewing
the changes.

List | | Print Compare Policy: [Off] | Save Changes
Coverages - Auto - Liability Lookup
[ [ [ Prev [ Next

-
Lisbility - (8] Hired Autos Only: =

Liability - {9) Non-Ovwnad Autos:

Liability Type:

CSL CSL b
Limit - Liability CSL/BI Each Person:

io0o0o00
Limit - Lizbility BI Each Accident:

g | \ |

Limit - Liability Property Damage:

e

m  The endorsement can be left in a Pending status if other modifications need to be made.

Note: A pending endorsement will lock the policy. Additional servicing functions cannot
be performend on the policy until the status is changed to submitted or the endorsement
is aborted.

m  Once all changes have been made on the applicable Lines of Business form(s) click the word
Underwriting in the navigation tab to close the forms.

m  See “HOW to Abort a Pending Endorsement” later in this chapter if the endorsement is no longer
needed.

m  See “Keeping Track of Endorsements” later in this chapter to track all pending and submitted
endorsements.

m  Continue to “HOW to Populate the Change Request Form”.
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HOW to Populate the Change Request Form

m  Once all changes have been made on the applicable Lines of Business form(s) click the word

Underwriting in the navigation tab to close the forms. The Populate @ icon will now be active.

m  Click the Populate @ icon to the right of the Change Request form.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected ##'

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Hudson Property Management, Inc. 3

underwriting pelicy info assignment  attachments actions qualification history = transactiens claims summary of insurance  classifieds delivery

z z navigation | instruction
granch: B C Insurance Sarvicas, Inc. Policy Tarm: 07/01/2008 12:01AM &l
07/01/2000 12:01AM El Underwriting
Policy Type/Primary State: po oo TN = Coverage Term: 00/30/2008 12:01AM &l
07/01/2000 12:01AM Pending Endorsemant
Issuing Co: |Har‘tford Casualty Insurancll >>| Stage: Endorsement
Base Requirements
eilling Co: Hartford Insurance Group = >>| Mode: Renew
g I P~ Auta - Commercial
Palicy Number: |BAgaz38745 Status: Pending =1 1™ won- instruction | navigation
reneving
Pelicy Description: INH Vehicles Origination Date: 05/01/2007
[ Print Abort Endorsement | save Changes
Actions:
Details Topic Type Status Memo

B Endorsement Annotstion Closed  Add 2005 Chev Avalanche, 2005 Chev Silverado, 2008 Chev Malibu and Del

Endorsemeant:

Form Description InSync | Populate

ACORD 175 Commercial Policy Change Request 175 I} @

m  The populate disclaimer is displayed.

Note: The synchronization process overwrites any data you have entered manually into
fields that are populated by this process on the change request form. Manual changes to
the change request form should always be done after the population process.

m  Click the Disagree option, and then Close to close the disclaimer pop-up window to manually
prepare the Change Request form.

m  Click the Agree option to activate the Accept button.

m  Clicking the Accept button allows Nexsure to populate the Change Request form with the changes
made on the Line of Business form(s).

populate
nexsure

The populate tool in Nexsure is intended to ASSIST in the
preparation of this form.

During this process some data could be lost. It is the
responsibility of the End User to verify that the form is populated
in accordance with the specific requirements of the issuing
company for this policy, The synchronization process will
overwrite any manually entered data, therefore, modification is
recornmended to take place after this process.

- Agree (Accept - populate form)
- Disagree (Prepare the form manually)

(O Disagres (O Agrae
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= In the navigation tab, click the plus [+] in front of the Pending Endorsement and then click the
plus [+] in front of the ACORD Change Request form.

m  Click the print link in the navigation toolbar under the endorsement header to view the change
request form in Adobe® Acrobat’ for accuracy. It is the responsibility of the end user to verify that
the form is populated in accordance with the specific requirements of the issuing company for
this policy.

m  Click the blue X in the upper right corner of the Adobe Acrobat window to close.

m  If manual changes need to be made to the Policy Change Request form, it is available for editing
in the navigation tab.

m  Click the plus [+] in front the pending endorsement and the plus [+] in front of the ACORD Change
Request form. The policy change request form is displayed in a tree format. A Change Request
Overflow section automatically appears on all Change Request forms. If changes requested on
the LOB application either do not have a place on the Change Request or cannot all fit in the
applicable section of the Change Request, they will flow to the Change Request Overflow section.

m  Click on alink in the navigation tree. The form will open on the left side of the screen under the
header for editing. The Change Request Overflow section can be freely edited by clicking the
Change Request Overflow link on the Navigation tree and the overflow Details icon.

n%ure HOME | HELP | SETUP | LOGOUT

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected W%
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

Client Name: Hudson Property Management, Inc. »
underwriting policy info assignment  attachments actions qualification history  transactions claims summary of insurance  classifieds = delivery
Sranch: B C Insurance Services, Inc. Bolicy Term: 07/01/2008 12:01AM mavigation NInSEEFON
07/01/2009 12:01AM 5l Underwriting
Bolicy Type/PrimaryState: Monoline / NH Coverage Term: 09/30/2008 12:01AM
S S 2 S EJ:OHZWSt 12:0LAM [ pending Endarsement
ssuing Co: artford Casualty Insurance age: ndorsemen! El ACORD 175
gilling Ca: Hartford Insurance Group Mode: Renew
Producer
Bolicy Number: BA0B238745 Status: Pending "
Applicant
Bolicy Description: NH Vehicles Origination Date: 05/01/2007 Billing
List ‘ | Print | Locations
Change Request Overflow Lookup | Import | Export Premises Info
Vehicles
Sort [ [ Search | Prev_ | Mext )
Drivars
Details Additional Change Request Information Remove 4 WE Rating Info
4 »»» * [ Change Request Overflow ] = B Scheduled Equipment
Coverages - GL
LEGEHD: [.] Ho Change [C] Changed <
Schedule of Hazards
¥y Auto — Commercial: [ACORD 127 NH] Vehicles - Type umbrella Info
Additional Interest
Action Code [ DELETE ] ® Change Request Overflow
B L o e : [D] 4 Remarks
ey : [D] 1999 Base Requirements
Auto - Commercial
Hake . e : [D] Chew
instruction | navigation
Hodel : [D] Truck
e e R PR : [D] Truck LI

o, PAGE 237



CHAPTER 7 NEXSURE® TRAINING MANUAL - CRM

m  Click in the Additional Change Request Information text field to expand the view.

nexsure owe | weLp | seTup | Locour

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Salactad W
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Hudson Property Management, Inc. »
underwriting policy info assignment | attachments = actiens qualification history = transactions claims | summary ofinsurance = classifieds delivery
Branch: B C Insurance Services, Inc. Policy Term: 07/01/2008 12:01AM navigatic
07/01/2009 12:01AM H unde
Palicy Type/PrimaryState: Monoline / NH Coverage Term: 09/20/2008 12:01AM
07/01/2009 12:01AM e
Issuing Cot Hartford Casualty Insurance Stage: Endorsement
gilling Co: Hartford Insurance Group Mode: Renew
Palicy Number: BAQS238745 Status: Pending
Policy Description: NH Vehicles Origination Date: 05/01/2007
List | [ Print | Savechanges
Change Request Overflow Lookup | Import | Export
Summary [ I [ prev | Hext
Current Record: v ﬂ
Additional »>»» * [ Change Request Overflow ] *
Change
Request
Information: LEGEND: [.] No Change [C] Changed
>>> Auto - Commercial: [ACORD 127 NH] Vehicles - Type
Eezilain E©2fl2cccccccccocccccocococcocccccoononono [ DELETE ]
Bi
Vehicle NUmMber. .ottt ittt sttt s e s snnnnnnnn : [D] 4 Bl Ay
T2 fspooccccocCoCcoCooC oo OO CECC oo CC 00000000 : [D] 1888
[Flf2cc0occecccccccccoccoccococoocococcooonono0no : [D] Chewv LI
Summary Prev Next

The Line of Business is displayed at the beginning of each section in order to indicate what line of business
the changes apply to. The Change Type is indicated; Field labels display on the left side; Policy data displays
on the right side.

See “HOW to Work with Forms” in Chapter 5, “Marketing” of this manual, for assistance in editing the
form.

Once all changes are completed and saved, click the Underwriting link at the top of the navigation tree to
close the form.

Note: If manual changes are made to the form the Populate link will become active again
and the InSync check box will no longer be checked. If the Populate link is initiated after
the form has been altered, keep the following in mind: If manual changes are made to
fields that contain data that populated from the original LOB application, or that are blank
but exist in the original LOB application, when they are repopulated, these data fields will
be overwritten with the original LOB data. Any manual changes made to data fields that
do not populate from the original LOB will not be overwritten.

m  Once the change request form has been verified and is accurate, change the status in the
endorsement header to Submitted and click the Save Changes link in the navigation toolbar to
save the change.

Note: A submitted status locks down the application; no further changes can be made,
nor can the endorsement be aborted. See “Endorsement Status Options” later in this
chapter.

See “Delivering the Endorsement” in this chapter to e-mail or fax the endorsement from Nexsure.
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HOW to Abort an Endorsement

Endorsements in a Pending status can be aborted, but once the status is changed from pending and saved,
the endorsement cannot be aborted nor can the status be changed back to pending. Pending endorsements
can be accessed from the ENDORSEMENTS link on the Home menu or from the POLICIES link on the Client
menu.

m  Click the ENDORSEMENTS link on the Home menu. All pending or submitted endorsements,
which fall within the search criteria, will appear in a summary view. Clients will be displayed with

at least two Details @9’ icons. If there is more than one pending or submitted endorsement, each

endorsement will have its own Details @9 icon.

m  Clicking the Details I%? icon of the pending endorsement displays the underwriting tab.

m  Click the Abort Endorsement link in the navigation toolbar under the header. Click OK to confirm.
Click Cancel to abort.

m  The pending endorsement will be deleted and no record of it kept.

HOW to Submit an Endorsement

Once the change request has been verified and is accurate, change the status in the endorsement header to
Submitted and click the Save Changes link in the Navigation Toolbar.

HOME | HELP | SETUP | SUPPORT | LOGOUT

Bookmarks: Expand | Add | Remove Salectad

Client Name: Nunnally's Glass & Framing Inc.

underwriting | policy info | assignment | sttachments | actions | qualification | history | transac tions | claims | summa ry of insurance classifieds | delivery

navigation | instruction

Branch: Anniston Insurance Agency Policy Term: 07/06/2009 12:01AM CST @
07/06/2010 12:01AM CST El Underwriting
Policy Type/Primary State: E: - Coverage Tarm: 08/06/20090 12:01AM CST
Moncline |AL ¥
v o7/oe/2010 1201ancer B Panding Endorzsmant
Issuing Co: [Auto-Owners Insurance Comg | Stage: Endorsement
Base Requirsments
gilling Co: Auto-Owners Insurance Comp % | (>3] Mode: New
2 | a ‘ Workers Compensation

Submitted
2nd Request
3rd Request
Pending

Bolicy Number: [wc-s00000 | stetus: instruction . navigation

Policy Description: [workers cCompensation | Origination Date:

Abort Endorsement

The Change Analysis dialog box is displayed containing a brief description of the changes made. Confirm
the coverage effective date and changes, select the Policy changes have been reviewed for each policy
iteration check box to activate the Accept button. Clicking the Accept button will change the status of the
endorsement to Submitted. A policy with a Submitted status cannot be altered. Clicking the Cancel button
will display the endorsement’s underwriting tab with an unchanged status allowing the user to alter the
form as necessary.
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CHAPTER 7
Change Analysis
Workers Compensation
Policy Evolution: Prior to: This Change:
Coverage Effective Date: 07/06/2009 08/06/2009
Date Processed: 07/22/2008 03/06/2009
ACORD 130
General
Policy Evolution: Prior to: This Change:
Policy Wide Coverages
e Cide $1,000,000 500,000
Changed from: 1,000,000
Disease - Policy Limit: $1,000,000 500,000
Changed from: 51,000,000
Disease - Each Employee: $1,000,000 500,000
Changed from: 1,000,000

O Policy changes have been reviewed for each policy iteration.

Upon clicking the Accept button the Endorsement Creation Process dialog box is displayed showing progress
steps. Once completed, an alert message is displayed. Once the OK button is clicked, the change process
is complete. Endorsements with a Submitted, 2nd or 3rd request status will not block the addition of new
endorsements, however, a status of Pending will. For more information see “Endorsement Status Options”

in this chapter.

Endorsement Creation Process

The endorsement changes are being processed and
applied to all policy iteration(s) affected. Select
"continue working" button to minimize this screen
while the changes are being spplied.

This Change [08/06/200% - 07/06/2010]

Changes Applied

Status Changed To Submitted

Windows Internet Explorer

1] E Endorsement creation process is complete
L

Continue Working

To submit the endorsement via email or fax in Nexsure see “Delivering the Endorsement”, in this chapter.
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HOW to Process an Out of Sequence Endorsement

There are occasions where it is necessary to add an endorsement to a policy prior to the current coverage
term effective date. Out of sequence endorsements may be added to active policies as well as those found
in history. This process is as follows:

Endorsements may be added either by locating the policy and right clicking on the details icon to access
context tools and select the option of Servicing or click the Servicing link on the Client menu. If the context
tool of servicing is selected, the policy is automatically selected. If the Servicing link on the Client menu
is selected the policy will be selected on this screen after selecting the servicing option of Endorse. Since
the basic steps to add an endorsement starting at the Servicing screen was covered in this chapter under
“Adding an Endorsement” this section will demonstrate how to add an endorsement from the Context tool
option of servicing. Adding the out of sequence endorsement from the policy using the context tool, follow
these steps:

1. Locate the appropriate client through SEARCH and click the POLICIES link on the Client menu. If the
policy is located in history, click the HISTORY tab.

2. Locate the policy iteration to add the change to.

3. Right-click on the Details @" icon and select Service.

HOME | HELP | SETUP | SUPPORT | LOGOUT

rist Expand | Add | Remove Selactad 4%

Client Name: Nunnally's Glass & Framing Inc. |- Commercial Account

policies  history = certificates binders | wverifications | summary of insurance

Showing Page 1 of 1 [ Show Active ] [ Expand All ] Filtars: [ Show ]

Policy Number Policy Type Policy Status Annualized Premium Billing Carrier
Policy Description Line of Business Term Mode Estimated Premium

thange  Coverage From Coverage To Action Description Billad Premium Updated By Updated Date

Open
Add New Opportunity
Market Existing

Market New Line of Business

rocess endorsement.

0B/06/2003  07/06/2010

$3,000.00  Mary Oberleitner 08/06/2009

summary of insurance | verifications | binders | certificates | history | policies

Print
Rewrite

Service
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4. On the servicing tab, click the Endorsement link. Since the policy was selected first, the date field
automatically populates with the Coverage Term effective date on the selected policy. Changing the
date and pressing the Tab key will automatically change the policy to reflect the correct iteration
of the selected policy.

HOME | HELP | SETUP | SUPPORT | LOGOUT

clactad W

SEARCH | ORGANIZATION | REPORTS | CAMPAICNS | ELINKS Bookmarks: Expand | Add | Rem

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
IClient Name: Nunnally's Glass & Framing Inc.

servicing

Services

Marketing

Market Analysis

This option is used to generste change requasts.

Please select the desired effective date of the change:

Create Endorsement

Binders Select policy to change/endorse: A/H | LOB | Policy Humber | Description [currant)
- ‘A\WD?\K IMC-€00000 |Workers Compensation Vl
Edit Note: A = Active / H = Histary
Endorsement Enter = brief description of the change: [process sndorsement |
Renewal Note: This information will papulate the action description field
e B Entar additional notes to populate the action memao section: Process endorsement.
Claim
Audit

The folloving policy has been selected to endorse. If a package policy has been selected, please select the lina(s) of business to endorse:

Hew Certificate(s’
Renewal Certificate(s]
Verification(s)

Policy Number
Line Of Business

Select Coverage Term Billing Carrier

07/06/2009 - 07/06/2010

Issuing Carrier

WC-600000 Auto-Owners Insurance Company Auto-Owners Insurance Company

Waorkears Compensation

5. Clicking the Create Endorsement button will display the endorsement’s underwriting tab.

6. Access the section of the form and change according to the request and populate the change

request by clicking the Populate @ icon. For detailed instructions populating the change see
“Completing the Change and Populating” in this chapter.

7. Once the change request is verified as correct, change the status in the header to submitted and
click the Save Changes link. For detailed instructions on changing status to submitted see “How to
Submit an Endorsement” in this chapter”.

8. The Change Analysis is displayed containing a brief description of the changes made. Any policy
iterations that have a date greater than the coverage effective date of this change will be displayed
providing the opportunity to include or exclude the addition of the change request. In this example
the policy was modified on 8/6/2009 which is greater than the change request coverage effective
date of 7/6/2009 being added. Since both of these policies should be affected by this change,
leaving the box selected by the 8/6/2009 iteration of the policy will allow the addition of the
change request to this iteration of the policy also.
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9. Confirm the coverage effective date and changes, select the Policy changes have been reviewed
for each policy iteration check box to activate the Accept button. Clicking the Accept button will
change the status of the endorsement to Submitted. A policy with a Submitted status cannot
be altered. Clicking the Cancel button will display the endorsement’s underwriting tab with an
unchanged status allowing the user to alter the form as necessary.

8|

Change Analysis
Shaw All - Hide Al

Workers Compensation

Policy Evolution: Prior to: This Change: Next (1):
Coverage Effective Date: 07/06/2009 07/06/2009 08/06/2009
Date Processed: 07/22/2009 08/06/2009 08/06/2009
ACORD 130
Units at Risk
Modifications:
WC Rating Info Prior to: This Change: Modify Next (1): Modify
Order:|1 1 1
Location:

Description Code:

Cat%glg;:fsi,cg:it;:i; Office Work Office Wark office Work

() Additional Modification Information (show details...)
MNexsure has attempted to update the policies foliowing the out of sequence endorsement. Plsase make any corrections as nesded.
Once "Accept” is selected, the above changes will be made to ail subsequent policies once this endorsement is posted. The popuilation

of the subsequent palicy values by Nexsure is intended to ASSIST in the execution of this endorsement. It is the responsibility of the
End User to verify that the policies are updsted appropristely.

[ Policy changes have been reviewed for each policy iteration. Accept

10. If available, clicking the (#) Additional Modification Information (show details...) icon will display
more modification information.

|Z| Additional Modification Information (hide details...)

Estimated Annual $80,000 280,000 280,000

Remuneration: .
Changed from: $80,000 580,000
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11. When out of sequence endorsements affect multiple policies a change request is added to each
iteration selected in the Change Analysis dialog box as shown in the Endorsement Creation Process

dialog box below.

Change Analysis

Coverage Effective Date: 07/06/20

07/22/20

Date Processed:

ACORD 130

Modifications:

Location:
Description Code:

Categories, Duties, .
Classifications: Office Work

@') Additional Modification Information (sh

Nexsure has attempted to update the policies fy
Once "Accept” is selected, the above changes W
of the subsequent policy values by Nexsure is i
End User to verify that the policies are updated|

Endorsement Creation Process

The endorsement changes are being processed and
applied to all policy iteration(s) affected. Selsct
"continue working" button to minimize this screen
while the changes are being spplied.

This Change [07/06/2009 - 07/06/2010]
Changes Applied
Status Changed To Submitted
[08/06/2009 - 07/06/2010]
Endorsement Created
Changes Applied
Endorsement Form Populated
Status Changed To Submitted

Next (1)

Windows Internet Explorer

Continue Working

Eny corrections as needed.
ent is posted. The population
't i= the responsibility of the

Policy changes have been reviewed for each policy iteration.

|Accept | | Ca\1ce||

12. These endorsements are added to the policy and can be seen on the policy summary view. A
notation of OOSE below the action identifies that the endorsement added is an out of sequence
endorsement displayed on the summary screen.

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

Client Name: Nunnally's Glass & Framing Inc.

|- Commercial Account

Compensation

thange

policies | history = certificates binders  wverifications summary of insurance
Shoving Page 1 of 1 [ Show Active 1 [ Expand All ] Filters: [ Show ]
Show/ Policy Number Policy Type Policy Status Annualized Premium Billing Carrier
Hide Palicy Description Line of Business Term Mode Estimated Premium Issuing Carrier
WC-600000 Auto-Ovners Insursnce Company
P Monoline 07/06/2009 Submitted $3.000.00 A
nE @ Workers Workers Compensation  07/08/2010 Hew $3,000.00 A Auto-Ovners Insurance Compan

Coverage From Coverage To Action Description

Billed Premium Updated By Updated Date

2, Increase payroll estimate
B A @ endorsemant  Submittad Endorsed 07/us/2008  07jos/z010 B Smneainde e $3,000.00  Mary Oberlsitnar 08/06/2003
B @ Policy In Force 08/06/2009  07/08/2010 '+ Process endorsement. $3,000.00  Mary Oberlsitnar 08/06/2009
2, Process endorsement.
B A @ endorsemant  Submittad 08/06/2003  07/06/2010 Simealiaialn o $3,000.00  Mary Oberlsitnar 08/06/2003

summary of insurance

verifications | binders | cercificates | history | palicies
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13. Aslong as the changes are in a Submitted, 2nd or 3rd request status, the Delta £\ icon is available
to select to show changes. Clicking the Hide All link will hide the iteration of the change. Clicking
the Show All link to view all iterations. Clicking the Next (1) button will display next iteration.

Client Name: Nunnally's| 57 ¢ ‘ @ Endorsement Change Analysis ‘ | fagiHome = [ Feeds () - gmhPrint - |5 Page v iCF Tooks - | Commercial Account
policies | histery | certificateg——e
Show All - Hide All 4 AT Filt [ show]
. pand All ] Filkrs: [ Show
‘Workers Compensation Mext (1)
Show,/ Policy]
Hide Policy O Policy Evolution: Prior to: This Change: Next (1):
Pt @, @ MIC Coverage Effective Date: 07/06/2009 07/06/2009 08/06/2009 poany
b W hoany
Comp Date Processed: 07/22/2009 08/06/2009 08/06/2009
L EEECl ACORD 130 y Updated Date
Units at Risk
b o o | Modifications: y
B @  paiy frner  osins/z008
'WC Rating Info Prior to: This Change: Modify Next (1): Modify
B A @ endorsemy order: 1 7 . tnar 08/06/2009
EZNE Policy] Location: tner 08/06/2003
N Description Code:
Endorsam) . ) tnar 08/06/2009
Cahﬁ::;?{(g;::z Office Work Office Work Office Work
() Additional Modification Information (show details...) fertificates . history . policies

Notes
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Endorsement Status Options

When initiating an endorsement, the Stage and Mode (displayed in the header) is determined by Nexsure,
whereas the user determines the Status of the endorsement. The following statuses are available:

m  Pending: A Pending status indicates the endorsement is incomplete and not ready to be
submitted to the carrier. As long as the endorsement is in a pending status changes can be made
to the application(s). A pending status locks the policy. No other servicing functions can be done
on the policy until either the endorsement is aborted or the status is changed to submitted.

servicing
Sarvices
Thiz option is used to genarats change requests.
Market Analysis Enter the desired effective date of the change: [FEIEEZERT j;.
Binders Salact policy to changs/endorsa: A/H | LOB | Policy Number | o (current)
[armmea imRzsa000-1 |Builders Risk ~|
Edit Note: A = Active ] H = Histary
Enter 3 brief description of the change: [process endorsement. ]
Renewal Note: This infermation will populste the action description field.
Enter additional notes to populate the action meme section: [process endorsement.
Claim
Audit
The folloving policy has been selected to endorse. If a package palicy has been selected, please select the lina(s) of business to endorse:
New Certifi Policy Number
Select  Line Of Business Coverage Term Billing Carrier Issuing Carrier
1 08/27/2008 - 08/04/2010 AIG National Insurance Company AIG National Insurance Company
Verification(s) B Instsllation/Buildars Risk

= Submitted: A Submitted status indicates the endorsement is complete and has been, or is
ready to be submitted to the carrier for approval. A submitted, 2" or 3" request locks down the
application(s) and no further changes can be made.

Note: A submitted status will allow another endorsement to be initiated.

exsure houE | HELP | SETUP | LOGOUT
4 W

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

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Hudson Property Management, Inc. »

underwriting policy info assignment  attachments actions qualification histery  transactiens claims summary of insurance  classifieds delivery

- - navigation  instruction
Branch: B € Insurance Services, Inc. Policy Term: 07/01/2008 12:01AM
07/01/2009 12:014M =l Underwriting
Policy Type/Primary Stata: oo G = Coverags Tarm: 00/20/2008 12:01AM
07/01/2009 12:01AM Pending Endersemant
Issuing Co: [Rartford Casustty Insursniz] 2] Stage: Endorsement
Base Requirements
Billing Co: Hartford Insurance Group X >>| Mode: Renew
I Group =] B puto - Commercial
- RAQQD: — i - s
Policy Number: BAD8238745 Status: IS”b’_”'ttEd =11 hen instruction | navigation
reneving
Palicy Description: [NH Vehicles Origination Date: 05/01/2007
Print Post Endorsement Save Changes

2" Request: A 2" Request indicates a response has not been received and the endorsement has been
submitted for a second time to the carrier.

3 Request: A 3rd Request indicates a response has still not been received and the endorsement has
been submitted for a third time to the carrier.

Note: Changing the status throughout the endorsement process will allow a quick
overview of the endorsement and helps you keep track of where you are in the
endorsement process.
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Once the status has been changed from pending to submitted, 2nd request or 3rd request the endorsement
may not be changed to show pending again. Once submitted, the endorsement cannot be aborted.

If the status was changed from pending and the Save Changes link was selected by mistake, the only recourse
is to post the endorsement and enter a description indicating the mistake. Prior to posting, the action memo
should be modified to indicate the mistake as well.

New endorsements can be processed on policies that have existing endorsements with a status of
submitted, 2nd request or 3rd request. The submitted endorsement contains the current policy information
so new endorsements will be processed off the submitted application. This is to keep coverage information
correct.

Notes
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Delivering the Endorsement

The endorsement Change Request form may be delivered from DELIVERY on the Client menu or the delivery
tab at policy underwriting. The endorsement can be delivered as an email or fax.

HOW to Deliver the Endorsement from DELIVERY on the Client Menu

m  Locate the appropriate client through SEARCH and click the DELIVERY link on the Client menu.
m  Click the [Add New] link on the delivery summary screen.

m  The email tab displays by default. Click on the fax tab to deliver by fax.

m Complete the required email or fax information on the left side of the screen.

m  The right side of the delivery screen is used to attach forms and documents to the email or fax.
Click the Add link in the gray policies line.

ure HOME | HELP | SETUP | LOGO

SEARCH | ORGAMIZATION | REPORTS | CAMPAIGNS ookmarks: Expand | Add | Remove Selected
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Hudson Property Management, Inc. Commercial Accour

delivery
email | fax
[Send] [Save Draft] [Print] [Close]
A
Title: [Endorsemant |+
From: [Betsy Carmier |
=
From Email Address: [betsy.cormisr@sxdti.com =
To: [Underuriter |
To Email Addrass: [underuritsr@carrisr.com |

4
g9
o
-
&+
I
n
5
3
o
5
=
i
o

cC:

m  The Attachment pop-up window policies tab will display listing the client’s In Force policies. Click
the [Show] filter link and change the Policy Type selection to Endorsement. Click Search to find
the client’s policies for endorsements.

£ https://nexweb24.nexsure.com/?mode=18&pid=-1&certid=-1&pbi... [2 |0 [X]

policies claims cancellations invoices cartificates verification binders other
Showing Page of 1 Filterss [Hid=]

L]
Policy Status:
Eff. Date (Fr): P Eff. Date (To): I:l I

Exp. Date (F): Eifpreprepey e
Cov. £ff. Date (Fr): [L=0T Cov. EFf. Data (Te): | |
Last Updated (Fr): (2205 Last Updated (To): l:' 3

Sort Field 1: | Last Updated v|  Sort Order 1:

Policy Type: | Policy

Sort Field 2: | Policy No v | sortOrder 2:|Ascending ¥ | Files per Page:
Clear Search
- Stage _ 5 _ -
PolicyNo 2 °0%  Issuing Carrier CovTerm  Policy Term Last Updated
Policy 07/01/2008 07/01/2008
i /o1/!
O BaA9B8238745 In Force Hartford Casualty Insurance 07/01/2008 07/01/2005 O8/01/2008
Policy 07/01/2008 07/01/2008
y Jou/
O PKG1234 In Farce Hartford Casualty Insurance 07/01/2009 07/01/2000 08/01/2008

e POl s i 07/01/2008 67/01/2098 o1 imane ]

ather | binders | verification | certificates | invaices | cancellations | claims | policies
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m  All endorsements are displayed with the Stage, Status, Issuing Carrier, Coverage and Policy Term
along with the memo from the action annotation. Click to select the appropriate endorsement for
delivery.

= https://nexweb24.nexsure.com/?mode=1&pid=-1&certid=-1&pbi... :||:,FZ|

policies claims cancellations invoices certificates werificatian binders ather

Showing Page Filters: [Show]

Stage

Status Issuing Carrier Cov Term Policy Term Last Updated

Policy No

09/30/2008 07/01/2008
Hartford Casualty Insurance 07/01/2009 07/01/2009 i0/01/2008

Endorsement
Submitted
Add 2005 Chev Avalanche, 2005 Chev Silverado, 2008 Chev Malibu and Del 1999 Chev Truck
Created By: [Betsy Cormier] To: [Betsy Cormier] Date: [09/30/2008 10:55 AM EST]

05/25/2008 05/06/2008
05/06/2009 05/06/2009

BASEZ38743

Endorsement

Pending 09/25/2008

WC7654387 Hartford Accident and Indemnity Company
Process endorsement.

Created By: [Betsy Cormier] To: [Betsy Cormier] Date: [09/25/2008 10:21 AM EST]

Endaorsement 08/12/2008 07/01/2008
Submitted 07/01/2009 07/01/2009

Location 1 address change requested on package policy - pend receipt of end from carrier.
Appended By: [Betsy Cormier] To: [Betsy Cormier] Date: [09/18/2008 10:36 AM EST]
Change Loc 1 address

Created By: [Betsy Cormier] To: [Betsy Cormier] Date: [08/12/2008 2:13 PM EST]

PKG1234 Hartford Casualty Insurance 09/18/2008

m  Click the Next button.

m  Alllines of business applications and the Change Request form are displayed and available for
selection. Click to select the Change Request form to be included in the email or fax.

£ https://nexweb24.nexsure.com/?mode=1&pid=-1&certid=-1&pbi... |

policies claims cancellations invoices certificates werification binders other
Showing Page of 1 ne @ u
[ | Title Description
Fl ACORD 125 Cemmearcizal Application 125
O ACORD 127 NH Business/Commercial Auto Section 127-137 NH
ACORD 175 Commercial Policy Change Request 175
O  wmarrative Undereriting Narrative
othar binders werification certificatas invoices cancellations claims policies

m  Click Attach to advance. Clicking Back will page back; clicking Close will abort the delivery.
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exsure vome | HELR | SeTUp | 10GO

SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS

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

Client Name: Hudson Property Management, Inc. 3
delivery
email fax

[Send] [S=ve Draft] [Print] [Close]

Description

Title: [Endersement

Commercial Policy Change Request 175

From: [Batsy Cormier

From Email Address: |batsy.cormisr@sxdti.com

To: [Underuritar

To Email Address: [underwriter@carrier.com

cc: |

|
Bcc: | |

Total Attachmeants: 1
Regarding: [Change Request

Message: pe; Hudson Property Management. Inc. ~
Betsy Cormier

XDimensional Tachnologies

Phone: 714-476-7224 Remote Office: 603-882-2188

The information transmitted is intended only for the person or entity to

which it is addressed and may contain confidential and/ar privileged

material, the disclosure of which is governed by applicable law. If the

reader of this message is not an intended recipient or agent responsible 8

* Required Field

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

m  Click the [Send] link to send the email or fax.

HOW to Deliver the Endorsement from the Delivery Tab at Policy
Underwriting

m  Locate the appropriate client through SEARCH and click the POLICIES link on the Client menu.

m  Click the Details @5’ icon of the endorsement to be delivered.

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Nunnally's Glass 8 Framing Inc.

policies | history | cartificatss  binders  verifications  summary of insurance

Shoving Page 1 of 1

11 Expand All ] Filters: [ Show ]

Show/ Policy Number Policy Type Policy Status Annualized Premium

ide Policy Descr Line of Business Term Mode Estimated Premium
W @ MC o Manoline 07/06/2003 Submitted $3,000.00 A e Lo L omEen
e bt Workers Compensation 07/06/2010 New £3,000.00 A Auto-Clvmers Insursnce Lompsny

Compensation

thange  Coverage From Coverage To Action Description Billed Premium Updated By Updated Date

ERNF] Palicy In Force Endorssd  07/05/2009  07/06/2010 % Process edit. $3,000.00  Mary Oberlaitnar 08/06/2009
22, Incraass payroll estimate :
/ jos/ & i
B A @ endorsemant  Submittad Endorsed  07/06/2008  07/06/2010 & it $3,000.00  Mary Oberlsitnar 08/06/2009
EIN] Palicy In Force 0B/06/2009  07/06/2010 % Process endarsement. $3,000.00  Mary Oberlaitnar 08/06/2009
BF A @@ endorsement  Submitted oE/06/z008  07/oe/zoin @ Frocess endorsement. $3,000.00  Mary Oberleitnar 08/06/2008

OOSE: Incresse payroll estimate

summary of insurance | verifications | binders | certificates | history | policies

m  The underwriting tab of the endorsement is displayed. Click the delivery tab.
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HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS arks: B \ 1 " 4w
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Hudson Property Management, Inc. Commercial Account

underwriting pelicy infa assignment attachments actions quazlification histary transactions claims summary of insurance classlﬁads

navigation | instruction

Branch: B C Insurance Services, Inc. Policy Tarm: 07/01/2008 12:014M
07/01/2000 12:014M E Underwriting
Policy Type/Primary State: oo 0 TN Coverage Term: 09/30/2008 12:01AM
07/01/2000 12:01AM Pending Endorsement
Issuing Co: [Rartford Casualty Insurand=] 2] Stage: Endorsement
Base Reguirements
Billing Co: oup ¥ >>| Made: Renew
ezl B Auto - Commercial
: ISubmitted 52 -
Policy Humber: Status: - I non instruction | navigation
reneving
Palicy Description: Origination Date: 05/01/2007
Print Post Endorsement Save Changes

m  Click the [Add New] link on the delivery summary screen.

m  The email tab displays by default. Click on the fax tab to deliver by fax.
m  Complete the required email or fax information on the left side of the screen.
m  The right side of the delivery screen is used to attach forms and documents to the email or fax.

m  Click the Add link in the gray policies line.

HOME | HELP | SETUP | LOGOUT

cure
SEARCH | ORGANIZATION | REPORTS | CAMPAIGNS
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIOMS | TRANSACTIONS | DELIVERY | T-LOG

Bookmarks: Expand | Add | Remove Selected W*

Client Name: Hudson Property Management, Inc. Commercial Account
delivery
email | fax
[Send] [Save Draft] [Print] [Close]
e
Title: |Endarsement . [
From: |Batsy Cormier |
From Email Address: |betsy.cormier@xdti.com |+
Ta: [Undermriter ]
To Email Address: |undaruritar@carrier.com | =
Total Attachments: 0

m  The Attachment pop-up window policies tab will display with the endorsement policy pre-
selected.

e https://nexweb26.nexsure.com/?mode=2&pid=635&certid=-1&p... :Hi”z

nexsure

policies claims cancellations invoices certificates wverificatian binders other

Showing Page of 1 Filters: [Show]

Stage

Status Issuing Carrier Cow Term Policy Term  Last Updated

Policy No

09/30/2008 07/01/2008
07/01/2009 07/01/2009

Endorsement

@ Bagezasyas /o tT

Hartford Casualty Insurance i0/01/2008

= Click the Next button.
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m  Alllines of business applications and the Change Request form are displayed and available for
selection. Click to select the Change Request form to be included in the email or fax.

policies claims cancellations invoices certificates wverification binders other

Showing Page of 1
Title Description

ACORD 125 Commercial Application 125
ACORD 127 NH Business/Commercial Auto Section 127-137 NH

ACORD 175 Commercial Policy Change Request 175

]
O
O
O

MNarrative Underwriting Marrative

[Cancel] [ Back ] [ Attach |

other binders werification certificates invoices cancellations claims policies

m  Click Attach to advance. Clicking Back will page back; clicking Close will abort the delivery.

m  Click the [Send] link to send the email or fax.

After clicking [Send] to send the email or fax, the delivery summary screen displays the Status Message of
the email or fax. The status will update as the screen is refreshed.

m If the email or fax is unsuccessful, the sender will receive a failed delivery message in their email
system inbox.
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7 https://mail.xdti.com/2Cmd=open - Undeliverable: Change Requ... [= [B]X]
4 Reply |8 Reply to all (-2 Forward |5 (€% [ [} & | & ¥ | @) Help

|L.ﬂttachments can contain viruses that may harm your computer. Attachments may not display correctly. |

From: System Administrator [postmaster @carrier, utc.com] Sent: Wed 10/1/2008 9:15 AM
To: Cormier, Betsy

Ce:

Subject: Undeliverable: Change Request

Attachments: i Change Reguest{59KE)

Your message

To: underwriter@carrier.com
Subject: Change Regquest
Sent: Wed, 1 Oct 2008 09:18:11 -0400

did not reach the following recipient(s):

underwriter@carrier.utc.com on Wed, 1 Oct 2008 09%9:17:12 -0400
The recipient name is not recognized
The MTI5-ID of the original message 1s: c—us;a—«
;p=ute; 1=CARUSSYRMCOS0810011317TEW1GACH
MSEXCH:IMS5:UTC: CARMATL: CARUSSYRMCO8 O (000CO5A6) Unknown Recipient

m  Each delivery will have its own Details @’ icon. To view the details, perform the following steps:

0 Click the Details @’ icon to display the email or fax information, the forms attached and
the total number of attachments.

0 Each formincluded in the email is displayed with a Magnifying Glass Q icon. Click the

Magnifying Glass Q icon to view the information contained in the form that was sent.

m  For information about Deliveries, see “Deliveries”, in Chapter 19, CRM Training Manual.

Note: For invoicing Instructions see “Invoicing”, in Chapter 18 of this manual.

Notes
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Keeping Track of Endorsements

Policies with endorsements in a pending and/or submitted, 2" or 3" request status can be tracked from the
Home menu or the Client menu. The Home menu, depending on your filter settings, can display all pending
and/or submitted endorsements for the agency. The Client menu will display endorsements applicable to
the client selected.

HOW to Track Pending Endorsements from the Home Menu

The HOME > ENDORSEMENTS link serves as a way to keep track of all policies with an endorsement in a
pending or submitted status. The Home menu is accessible by clicking the HOME link on the Utility menu in
the upper right hand corner of the screen. The HOME > ACTIONS screen will be the first screen displayed,
to track pending Endorsements click the ENDORSEMENTS link on the Home menu. The Home menu is the
third menu down.

Note: When the endorsement is either posted or aborted, it will no longer appear on the
HOME > ENDORSEMENTS link.

HOME | HELP | SETUP | LOGOUT
SEARCH | ORGANIZATION | REPORTS Bookmarks: Expand | Add | Remove Selected
ACTIONS | OPPORTUNITIES | MARKETING | BINDER LOG | EDITS | AUDITS | EXPIRATIONS | ENDORSEMENTS | CANCELLATIONS | CLAIMS | INTERFACE | DELIVERY

Hello, Betsy Cormier »
endorsements
All v Showing Page 1 of 1 1+ Filtars: [Show]
Client Name Policy Type Stage Updated By Annualized $§ Coverage Eff Date gilling Carrier
Details _ Assign _ Policy Numbar Line of Business Status Last Updated Billed Premium Coverage Exp Date Issuing Carrier
=3 Jane Cooke (Personal Lines)
B @ Auto Persomal (PAL Subeeted 03/05/2008 11600000  Oarosanos ot
Process endorsement to add 2008 Jeep Libarty

m  Clicking the ENDORSEMENTS link displays all pending and/or submitted endorsements that fall
within the search filter criteria.

m If the endorsement is not displayed, click the [Show] filter, change the search criteria and click
the Search button to initiate a new search.

m  All pending and/or submitted endorsements, which fall within the search criteria, will appear in
a summary view. Each client will have at least two Details @5’ icons, if there is more than one

pending or submitted endorsement for the client each endorsement will have its own Details @5’
icon.

0 Clicking the first Details @9 icon, with the dark blue border, displays the card file for the
client.

0 Clicking the second Details @5} icon displays the underwriting tab for the pending or
submitted endorsement.

Dimensional
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HOW to Track Pending Endorsements from the Client Menu

m  Access the appropriate entity through SEARCH.

m  Click the POLICIES link on the Client menu. The pending and/or submitted endorsements display
beneath the policy to which it applies. Each pending and/or submitted endorsement will have its

own Details @’ icon in the expanded view.

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Nunnally's Glass & Framing Inc. Commercial Account
Package Includes: General Liability - Commercial, Property = Commercial =

WC-600000 Auto-Ounsrs Insursncs Company
@ Monsline 07/06/2009 Submittad $3,000.00 A
xpDa Workers Warkers Compensation 07/06/2010 Nev 53,000.00 A Auto-Ovmers Insurance Compan

Compensation

Status Change Coverage From  Coverage To Action Description Billed Premium Updated By Updated Date

B & Palicy In Force 08/06/2009 07/08/2010 5 . $3,000.00  Mary Oberleitner 08/25/2009

B A @& Endorsement Submittad 08/06/2009 07/06/2010 & Process endorsement. $3,000.00  Mary Obarlaitnar 08/25/2009

Package Includes: Aircraft - Commercial, Aircraft - Glider, Aircraft - Industrial Aid, Aircraft - Non-Ovned, Aircraft - Pleasure B Business, Airport & Fixed Base Operator, Excess Liability, Political Risk/Cradit,
Pollution/Environments| Lisbility, Product Tempering, Property - Commercial

BR234000-1 AIG National Insurance Company
= 2 _ Monaline 08/04/2009 Pending 50,00 A
=B @ Haldetiel Installation/Builders Risk 08/04/2010 New 50,00 A AIG National Insurance Company

Status Change Coverage From  Coverage To Action Description Billed Premium Updated By Updated Date

Palicy In Force 08/04/2005 08/04/2010 ' Process new marketing application.

m  Clicking the Details I%’ icon of the pending and/or submitted endorsement displays the
underwriting tab for the endorsement selected.

HOW to Use the Endorsement Summary Screen

There can be only one Endorsement in a pending status for a policy, but if the endorsement status has been
changed to Submitted, 2" or 3" Request, there can be numerous endorsements on a policy. Endorsements,
not yet posted, display in a summary view when clicking the ENDORSEMENT link on the Home menu or
the POLICIES link on the Client menu. The summary view will give you pertinent information regarding
the endorsement. System created pending endorsements generated in the Out of Sequence (O0S) process
could require users to manually process and submit the endorsement. So, make sure to check for pending
00S endorsements after submitting to ensure these are not left incomplete. These pending system created
0OO0S endorsements are generally only created when one field is changed in a schedule (such as a vehicle
schedule) on a form added prior to the 2.0 release. The out of sequence endorsement is easily identified
from the message displaying below the action annotation.

Tr-200000-1 AIG National Insursnce Company
= Monoline 06/01/2003 Submitted 50,00 A i
xR @ Trucks AR A 06/01/2010 b P ddh AIG National Insurance Company

Status Changa Covarage From  Coveraga To Action Description Billad Premium Updatad By Updated Date

Endarsement Submitted Endorsed 08/15/2008 0s/01/2010 (@ Process endorsement. 50.00 Mary Obarleitner 08/27/2009
Out of Sequence
E2 @ Policy In Force 06/20/2009 oe/oifzoin s Add Driver £0.00 Mary Oberleitner 07/22/2008
OOSE: Add Ford Utility Truck
2 Add Driver
B A @ endorsement Submitted 06/20/2008 osfoifsni0 @ EE T S £0.00 Mary Oberleitner 08/27/2003

m  Clicking the white Details E’ icon displays the underwriting tab for the endorsement.
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m  Clicking the Assign % icon will display the Assignment List pop-up window with the list of
people in the agency assigned to the policy.

m  On the policy’s header which is always displayed and more obvious in collapsed view, holding the
cursor over the Line of Business/Policy Number/Policy Description/Policy Type fields displays
the information in a larger font for ease of reading. Clicking those items in the summary view will
open a display box containing the selected information.

m  The Stage is determined by Nexsure and will display the endorsement.

m  The Status is determined by the user and allows a quick overview of the endorsement to keep
you informed of where the endorsement is in the process.

m  The Mode (New, New on Existing, Renew and Re-New-Co) displays which mode the policy is
currently in.

m  The Updated By and Updated Date displays the person who updated the endorsement along
with the date it was updated.

m  The Annualized $ and Billed premium are determined by Nexsure and displays the annualized
and billed amounts through posted invoices. The D identifies the policy as being Direct billed and
A for Agency Billed.

m  The Policy Term will display the effective and expiration dates of the policy only on the policies
header.

m  The Coverage Term will display the effective date of the endorsement and the expiration date of
the policy only on the single policy iteration in expanded view.

m  The Issuing Carrier displayed is the carrier writing the coverage and Billing Carrier displayed is
the carrier who is billing the policy.

m  An endorsement with a pending status can be aborted to remove it from the summary view.
See “HOW to abort an Endorsement” in this chapter for instructions. An endorsement in a
submitted status must be posted in order to identify it as closed and remove from the HOME >
ENDORSEMENTS screen.

Notes
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Posting the Endorsement

An endorsement that has been submitted to the carrier should not be posted until the paper endorsement
has been received from the carrier. This allows you to track the endorsement on the Home menu. When the
endorsement is received from the carrier, the endorsement can then be posted. Posting the endorsement
will remove it from the HOME > ENDORSEMENT link.

Note: An endorsement in a pending status cannot be posted. The status in the policy
header must be changed to submitted and saved before the Post Endorsement link
becomes active.

HOW to Post a Submitted Endorsement

m  The submitted endorsement can be accessed from the ENDORSEMENT link on the Home menu
or from the POLICIES link on the Client menu.

m  Click the ENDORSEMENT link on the Home menu. All submitted endorsements, which fall within
the search criteria, will appear in a summary view. The client is displayed with at least two Details

I%” icons, if there is more than one outstanding endorsement for the client, each endorsement

will have its own Details @9 icon.

m  Clicking the Details E’ icon to the left of the endorsement to be posted displays the
underwriting tab of the submitted endorsement.

m  Click the Post Endorsement link in the navigation toolbar under the header to post.

m  If posting an out of sequence endorsement, the option to post all is provided. To post just the
selected endorsement, click the Post One button. To post all, click the Post All button. To abort,
click the Cancel button.

Client Name: Nunnally's Glass & Framing Inc. [ Commercial Account

underwriting | policy info h actions lificati history | tr claims  summary of insurance | classifieds | celivery

navigation | instruction

Eranch: Anniston Insurance Agency Policy Term: 07/06/2000 12:01AM CST
07/06/2010 12:01AM CST ] Underwriting
Policy Type/Primary v State: Monoline | AL Coverage Term: 07/06/2009 12:01AM CST
07/ 10620001 IO IAM G5 T Pending Endorsement
Issuing Cot Stage: Endorsement
Base Reguirements
Eilling Co: >>| Mode: New
g Workers Compensation
c submitted || | Hon-
Pally flumbers [wc | st [submitted v][ Inan i) _navigation
reneving
Policy Dascription: [workers Compensation | Origination Data: 07/06/2009
| Post Endorsament Save Changes
Actions: A Endorsent Group Post Confirmation -- Webpage Dia... ['$<|
Details Topic Type Status —
@9 Endorsement  Annotation Closed Incr| To only post this endorsement, please select "post one’.

To post all endorsements in this out of sequence =] [Add Apslication]
Bss= Forms: endorsement group, please select "post all".

Forms. Remove

To go back to the underwriting screen, please select
Narrative “cancel”.

ACORD 125

Line of Business: Foct Onel Past All Cancel

m  The iterations of the policy that are no longer active will display with a gray background. Only the
active policy is displayed with a dark blue background.

m  Clicking on the Details @? icon will allow access to iteration of the policy prior to the
endorsement.

Note: Endorsements can be posted in any order.
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Notes
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