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Chapter 9

Nexsure Certificates

IN THis CHAPTER

Adding a Certificate

Posting a Certificate

Delivering a Certificate
Certificates Tab Summary Views
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Nexsure Certificates are available to issue Certificate of Insurance and Evidence of Insurance forms to
Certificate Holders and Additional Interests for Personal Lines and Commercial Lines clients. A certificate
form is created and issued to one or multiple Holders/Additional Interests in a single process. Once issued
the certificate is printed or delivered to each Certificate Holder / Additional Interest, Carrier and Insured. The
certificate is a permanent record that cannot be altered after it is issued to a Certificate Holder/Additional
Interest.

Adding a Certificate

The first step in the certificate process is to create the appropriate form that will be issued to Holders/
Additional Interests. The policy or policies that will be represented on the Certificate or Evidence form must
be in force. Security rights must be granted to add a new certificate.

HOW to Add a New Certificate

m  Locate the appropriate client through SEARCH. Click the client’s Details @? icon to access the
client profile. Click the SERVICING link on the Client menu.

m  Click the New Certificate(s) link.

m  The new certificate may also be added using the Client Search Context Tool. Once the client

has been located through SEARCH, right-click on the client’s Details E? icon. Select the New
Certificate option on the context menu.
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HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected %

nexsure

Hello, Betsy Cormier

| ORGANIZATION | REPORTS | CAMPAIGNS

search

You must search for a recerd prior to entering a new one. After the results are returned you will be given the option to add a new record.

Entiry: HISTORY RESULTS - CLIENT
Search Type: 20 Record(s) Found Showing Page 1 of 2 (] GoTo Page
Branch: All Branches ¥ Details Name Client Type  Stage Lacation Name City St./Prav.  Zip/Postal  Remave
Client Stage: B open Commercial  Client Headquarters Manchester NH 03108 B
Clien: Type:

e Commercial  Cliznt Demo Bound / Renswal / Audic LonsTres co 80124 53
code i = T C  Commercial  Client Office New Ipswich NH 03071 B
o B Persanzl  Clisnt 420 Old Boston Road Bedfarg NH 03110 B
Status: All -

m  The new certificate tab is displayed.

Mew Certificate of Insurance [ Mext ]

Certificate Selection

To create a Certificate of Insurance complete the information in the fields below. After the information is entered, press [Next].

Select the type of Certificate to create.

ACORD 24 Certificate of Property Insurance 24 1-85

Insured Name

Select the Insured Name that is to appear on the certificate.

Munnally's Glass & Framing Inc.

Authorized Representative Signature

Select the Authorized Representative Signature that is to appear on the certificate.

| Ms. Mary Oberleitner vl

Description (optional)

m  Select the appropriate ACORD Certificate from the list. The certificate form selected will
determine the lines of business available to populate the form.

New Certificate of Insurance [ Mext]

Certificate Selection

To create a Certificate of Insurance complete the information in the fields below. After the information is entered, press [Next].

Select the type of Certificate to create.

ACORD 24 Certificate of Property Insurance 24 1-95

ate of Pr v Insurance 24 1-95
e of Liability Insurance with Disclaimer 25
ACORD 27 Evidence of Personal Property Insurance 27 4/04
ACORD 27 Evidence of Property Insurance ACORD 27 3-93
ACORD 28 Evidence of Commercial Property Insurance 10/03
ACORD 27 Evidence of Personal Property Insurance 27 7/06 [NEW]

ACORD 28 Evidence of Commercial Property Insurance 28 7/06 [NEW]
Authorized Hepresentative Signature

Select the Authorized Representative Signature that is to appear on the certificate.

| Ms. Mary Oberleitner »

Description (optional)

m  Select the Insured Name to appear on the certificate from the list. The names available in the list
are determined from the named insured tab of the client. If the named insured to be used on the
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certificate is not available in the list, it will need to be added to the client on the named insured
tab.

m  Select the Authorized Representative Signature to appear on the certificate from the list. Only
signatures authorized for use are listed.

Note: See the Nexsure point person in your agency to add a signature to your employee file
if needed. For instructions on how to add signatures, see “Employee Record Maintenance”,
in Chapter 2, Admin Training Manual.

m  Enter a Description if applicable. A description is optional and can be used to identify job
numbers, policy term, number of days cancellation, etc. Descriptions help identify certificates in
summary views and in Delivery. The description will be displayed in the certificate header and

may be edited until the certificate is posted. The description will not appear on the certificate
itself.

New Certificate of Insurance [ Mext]

Certificate Selection

To create a Certificate of Insurance complate the infoermation in the fields below. After the information is entered, press [Next].

Select the type of Certificate to create.

ACORD 24 Certificate of Property Insurance 24 1-95

Insured Name

Select the Insured Name that is to appear on the certificata.

Munnally's Glass & Framing Inc.

Authorized Representative Signature

Select the Authorized Representative Signature that is to appear on the certificate.

| Ms. Mary Oberleitner |«

Description (optional)

m  Click the [Next] link and the certificate tab is displayed. The certificate header is displayed in light
teal color.
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certificate

policies  history  certificates | binders  verifications = summary of insurance

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

Client Name: Powers Construction Co., Inc. Commercial Account

certificate holders attachments = actiens

navigation

Number: 41 Date Posted:
Branch: | Ace Insurance Branch (% Status: Certificate Of Insurance
Insured: Powers Construction Co., Inc. Authorized Representative: | Mr Jack Porter % ACORD 25
Producer
Description: |2009 GL WC AL 30DNOC Posted: Insured
Carrier
- Coverages - GL
Print [ [ Copy I Post I Abort | Save Changes e
Certificata of Insurance: cpa’t 2 ot
- overages - Auto
Form Description b
Certificate of Liability Insurance vith Disclaimer 25 Part 2

Part 3
Coverages - Garage

Default Special Instructio
= A n=tuchons Coveragas - Excass

Part 1
Part 2
Part 3

Coverage Summary:

Lines of Business Policy Number Carrier InSync Populate Remove Certificate Holder

Coverages - WC
[Add New] Coverages - Other
Description of Operations

Cancellation

navigation

The certificate is assigned the next available certificate number in Nexsure.

The Branch, Insured Name, Description and Authorized Representative signature default from
the new certificate tab input.

The certificate Status in the header will display as Active. The status can be changed to Inactive,
Cancelled or Renewing.

The Date Posted and the Posted check box will populate when the certificate is posted and
cannot be modified.

If changes are made to the certificate header, click the Save Changes link under the header to
save. Changes can be made to the header until the certificate is posted.

HOW to Populate a New Certificate Form

The Certificate of Insurance Form selected on the new certificate tab, Default Special Instructions and the
Coverage Summary will be displayed beneath the certificate header and the selected certificate ACORD
form is available in the navigation tab.

The Default Special Instructions area is used for special wording that applies to all certificate
holders added to and issued a copy of this certificate. Leave this field blank if special instructions
aren’t necessary or if the special instructions are unique to an individual holder.

0 If the Special Instructions apply to ALL Certificate Holders/Additional Interests that will
be added to this certificate, enter the Default Special Instructions in the text field.

0 Click the Save Changes link under the certificate header to save the changes.

Click the [Add New] link to the right of the coverage summary to add all applicable Lines of
Business to the certificate.
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OPPORTUNITIES |

| ORGANIZATION | REPORTS | CAMPAIGNS
| POLICIES | CLAIMS |

MARKETING

SERVICING

| ATTACHMENTS | ACTIONS |

HOME | HELP | SETUP | LOGOUT
Bookmarks: Expand | Add | Remove Selected ¥
TRANSACTIONS | DELIVERY | T-LOG

Client Name: Powers Construction Co., Inc. 3
Coverage Selection
Select the coverage(s) to appear on the certificate of insurance.
[Back] [Next]
policies
Line Of Businass Stage Policy Covarage Issuing Carriar
Salect Assign Policy Number Policy Description Status Tarm Term Billing Carriar
[ Auto - Commercial 10/1/2008 10/1/2008 Hartford Accidant an
BASB7456321 In Force 10/1/2009 10/1/2003 Hartford Insurance G
2 Ter=rao
0 Property - Commercial Policy 3/9/2008 3/9/2008 Hartford Casualty In
CEP2323239292 Renewed 3/3/2009 3/39/2009 Hartford Insurance G
General Liability - Commercial Policy 3/9/2008 3/9/2008 Hartford Casualty In
CBP2529299292 Renewed 3/9/2009 3/9/2009 Hartford Insurance G
(<] Workers Compensation Policy 3/9/2008 3/9/2008 Hartford Casualty In
WC1234 In Force 3/9/2009 3/9/2009 Hartford Insurance G

m  Alllines of business containing coverages applicable to the selected certificate form are displayed.

m  Click the appropriate check boxes of all applicable Lines of Business to appear on the certificate,
click the [Next] link. Click [Back] to return to the certificate tab.

m  The selected lines of business are displayed beneath the Coverage Summary. The InSync check

box is checked and the Populate @ icon is grayed out. The information from the selected
applications is automatically populated into the certificate form.

nexsure

| OPPORTUNITIES |
Client Name: Powers Construction Co., Inc.

| ORGANIZATION | REPORTS | CAMPAIGNS
MARKETING | POLICIES | CLAIMS |

SERVICING

| ATTACHMENTS | ACTIONS |

policies  history | certificates | binders | verifications  summary of insurance
certificate | certificate holders attachments | actions
Number: 41 Date Posted:
Branch: | Ace Insurance Branch Status: | Active ¥
Insured: Powers Construction Co., Inc. Authorized Representative: | Mr, Jack Porter ¥
Description: |2003 GL WC AL 30DNOC Posted:
Print Copy [ Post Abort Save Changes

Certificate of Insuranca:

Coverage Summary:

Lines of Business
Auto - Commercial

General Liability -
Commercial

Workers Compensation

Form Description

Certificate of Liability Insurance with Disclaimer 25

Default Special Instructions

Policy Number Carrier

BASE7456321 Hartford Accident and Indemnity Company
CBPZ525295252 Hartford Casualty Insurance
weiz34 Hartford Casualty Insurance

[Add New]
InSync Populate Remove

HOME | HELP | SETUP | LOGOUT
xpand | Add | Remove Selectsd W
DELIVERY | T-LOG

Bookmarks:

TRANSACTIONS |

navigation

Certificate Of Insurance

ACORD 25
Producer
Insured
Carrier
Coverages - GL
Part 1
Part 2
Coverages - Auto
Part 1
Part 2
Part 3
Coverages - Garage
Coverages - Excess
Part 1
Part 2
Part 3
Coverages - WC
Coverages - Other
Description of Operaticns
Certificate Holder
Cancellstion

navigation

Dimensional’
Technologies

PAGE 285




CHAPTER 9 NEXSURE® TRAINING MANUAL - CRM

The Cancellation section of the certificate form must be completed manually. The certificate form
is available for editing in the navigation tab on the right side of the screen. The line of business
applications selected must be populated at policy level to populate to the certificate form. Some
fields, such as WC statutory limits or the number of days cancellation, do not populate to the
certificate because they do not exist on the ACORD application. Manually enter information that
does not automatically populate to the certificate form.

Q Click the Cancellation link in the navigation tab. The form will open on the left side of
the screen below the certificate header for editing.

0 Enter the Number of Days the issuing company will endeavor to mail cancellation
notices to all certificate holders.

a Clicking one or both of the Remove check boxes to cross out the wording shown in the
cancellation clause section of the certificate.

0 Click the Save Changes link in the navigation toolbar below the certificate header to save
the changes.

n%ure HOME | HELP | SETUP | LOGOUT

| ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selacted ¥
| OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

Client Name: Powers Construction Co., Inc. »
policies  history  certificates | hinders | verifications | summary of insurance
certificate | certificate holders attachments | actions
navigation
Number: 17 Date Posted:
Branch: IA:E Insurance Branch = Status: IAttivE vl Certificate Of Insurance
Insured: Powers Construction Co., Inc. Authorized Representative: [Mr. Jack Farter - ACORD 25
Producer
Description: [2008 GL WC AL 30DNGC Postad: [~ Insured
Carrier
- Coverages - GL
Print [ [ Copy I Past [ Abort | save Changes oer:
- Part 2
Cancellation Lookup Coverages - Auto
[ | [ [ P ] P
Part 2
Should any of the sbove described policies be Part 2
cancelled before the expiration date thereof, the Coverages - Garage
i=suing insurer vill endeavor to mail (Enter Number Covaragas - Excass
of Days) days vritten notice to the certificate holder |lD Part L
named to the left, but failure to mail such notice Part 2
shall impose no obligation or liability of any kind Part 2
upon the insurer, its agents or representatives: Covaragas - WC

Remove "endeavor to": l_

Remove "but failure to mail such notice shall impose
no obligation or liability of any kind upon the insurer,
its agents or representatives.”:

Coverages - Other
Description of Operaticns
Certificate Holder

®» Cancellation

navigation

| I Prev

If other manual changes need to be made to the certificate, click the appropriate link in the
navigation tab.

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

Note: The Description of Operations link on the navigation tab is a placeholder for
information entered on the certificate Default Special Instructions and the Description
of Operations / Special Instructions of a certificate holder. Do not key any information
in the Description of Operations section of the form from the link on the navigation tab.
Certificate Holders are added to the certificate holders tab and not through the link on
the navigation tab.
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m  Once all changes are made and saved, click the words Certificate of Insurance 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.

HOW to Add Certificate Holders and Additional Interests
Certificate holders and additional interests are added to the certificate from the certificates holders tab.

m  Click the certificate holders tab to add certificate holders.

- il e HOME | HELP | SETUP | LOGOUT
| ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected %%

CLIENT PROFILE | OPPORTUNITIES | MARKETING | | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Powers Construction Co., Inc. Commercial Account

policies | history  certificates  binders  verifications  summary of insurance
certificatz | certificate holders sttachments  actiens

Selacted Holder/Additional Intarest

[ Hide][ ] [Export Selected] [Export &ll] [ Import From Excel ][ 1
Sort Field 1: | Certificate Mumber % Sort Order 1: Sort Field 2: | Holder Name b Sort Order 2:
Select Issue Holder/Additional Special View
|| Details ID#  Date Interest Address City State/Prov Zip/Postal Reference Status Instr. Cert Remove

Filter result found no record(s].

Certificate Holder Selection

O Existing holder for this dient (O Search org-level additional interests () Create new holder

m  The Search Filter displays if holders have not been added to the certificate. Certificate holders
and additional interests added to the application(s) are automatically added to the certificate.

Remove any holders that will not be issued a certificate by clicking the Remove I% icon or click
the [Delete All] link to remove all holders at once.

certificate  certificate holders attachments actions
Selected Holder/ Additional Interest
Showing page 1 of 1 Page|l T
[Shew][ ] [Export Selected] [Export All] [ Import From Excel ][ Delets All ]
Select
v Details 1D# IssueDate Holder/Additional Interest Address City State/Prov Zip/Postal Reference Status Special Instr. View Cert Remove
ES L 1212008 Compass Bank 2804 West 32nd Ave Denvar o s0211 Active [ =
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m A warning dialog box displays, click OK to remove all the holders. Click Cancel to abort.

Windows Internet Explorer

\?/ Are vou sure you want to delete all certificate holders®

This action cannok be undone.

[ ok | [ Cancel

There are three options for adding certificate holders at the bottom of the certificate holders screen:

m  Existing Holder: This allows an existing active holder, previously used on the client, to be selected
from the existing certificate holder selection box.

0 Click the Existing Holders option.

0 Click on the appropriate Certificate Holder, available in the existing certificate holder
selection box, to highlight it. Press and hold the Shift key to select a range of existing
holders or press and hold the Ctrl key to select multiple holders.

0 Click the Use Selection link.

0 The certificate holder is added and available under the Selected Holder/Additional
Interest list with a unique ID number.

0 Repeat the above steps to add other Existing Holders, if necessary. To search for holders
that have been added globally to Nexsure continue to the Search org-level additional
interests.

Certificate Holder Selection

& Existing holder for this dient . Search org-level additional interests T Create new holder

Select an existing cartificata holder balow to automatically populata certificata holders information.

[ Use Selection ]

actions  attachments certificate holders  certificate

summary ofinsurance  werifications binders  certificates  history policies

m  Search org-level additional interests: This allows a search of all Certificate Holders and Additional
Interests, entered globally through SEARCH, in the Nexsure database. All holders matching the
search criteria will be displayed and available for selection.

0 Click the Search Holders option.

0 The Additional Interest Search dialog box appears. Select the Search By criteria from the
list.

0 Enter at least two characters in the search field, alpha or numeric depending on the
Search By criteria selected, and click Search.
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All holders matching the selected criteria will be displayed. Place a check in the check
box next to each additional interest to be added to the certificate. Select all additional
interests at once by placing a check in the small box to the left of Search By. Click the
Use Selection button to add the selected additional interests to the certificate, leaving
the search dialog box open to continue searching for holders. Click the Use Selection
and Close button to add the selected additional interests and close the search dialog
box. Click Close to close the selection dialog box without adding any additional interests
to the certificate.

The selected holder is added and available under the Selected Holder/Additional Interest
list with a unique ID number.

If a match is not found and an unsuccessful search result is returned, continue to the
Create new holder section to add a new holder to the certificate.

Additional Interest Search mum
v e Nl [nterest Name Lucontract I Search -
i i |
Name Address City 5t./Prov. Zip/Post.Cd
2500
Boughton . Cklahema
v Contracting Memarial City oK 77063
Drive
SteelMaster 400
Contracting South
I~ Sonvizs, Mein Nashua NH 03061

Inc. Street

=

Use Selection | Use Selection And Clusel Close I

m  Create New Holder: Adding a new holder to the certificate using the Create new holder option
will not add the holder globally in Nexsure. If the new holder will be used again, add the holder
to the Additional Interest entity in SEARCH. Certificate holders and additional interests entered
through SEARCH are added to a global database and are available to use on any client in Nexsure.

Q

After an unsuccessful search has been conducted using the Search Org-Level Additional
Interests option, click the Create new holder option.

The Certificate Holders Additional Interest screen will be displayed.

Select the Interest Type from the list and enter the Additional Interest name. Enter the
Loan Number and a Reference, if applicable. The reference is for your records only and
displays on summary views and existing holder selection lists. The reference does not
display on the issued certificate. Enter the Primary Address and Contact for the new
holder.

Entering the Fax and EMail address for the holder will make them available to select on
the Address Book using the Entity type of Certificate Holder Location when delivering
the certificate from Nexsure.
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0  If Special Instructions are needed for this holder, enter the instructions in the
Description of Operations / Special Instruction text box. Certificate holder Description
of Operations / Special Instructions print on the holder’s certificate in addition to
any default special instructions saved on the certificate tab. Lengthy Description of
Operations / Special Instructions will be continued on a separate page of the issued
certificate.

Q Click the Save link in the upper right corner to save the Additional Interest information.
Click [Back] to abort.

HOME | HELP | SETUP | LOGOUT
| ORGANIZATIOM | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Salacted %#
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Powers Construction Co., Inc. Commercial Account

pelicies  history | certificates | bindsrs  verifications | summary of insurancs

certificats | certificate holders attachments | actions
Successfully created new certificate holder
* indicates required fisld [ Inactivate ][ Save 1[ Back ]
Additional Interest Primary Account Address Primary Contact
Interest Type: [Certificate Holder =1 address: [55 Mammoth Road Phone: |
Interest Hame: [Stevens Flumbing and Heating, LLC | Fax: 6034321111
I Cityt [Londonderry J email: [joe@gmail.com
Loan Kumbert | State/Province: [New Hampshire ]
Reference: [Subcontractor Zip/Postal: IF J
Issue Date: [ 5]

Description of Operations / Special Instructions

This is the Description of Operztions [ Special Instructions section of a Certificste of Insurance, Infarmation entered into this ares will appear afeer the standard Description of Operations text encarad while
creating a new Certificate of Insurance.
=l

0 A “Successfully created new certificate holder” message displays. The new holder may
be modified until it is issued.

0 The holder’s [Inactivate] hot link is available after the new holder record is created. For
information on Inactivating holders, see “HOW to Inactivate a Certificate Holder” later in
this Chapter.

0 Continue adding new certificate holders as needed. To return to the certificate holders
tab summary view, click the [Back] link or click the certificate holders tab.
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HOME | HELP | SETUP | LOGOUT
| ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected %
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

Client Name: Powers Construction Co., Inc.
Rl certicates e e e
certificate  certificate holders attachments  actions
Selected Holder/ Additional Interest
Showing page 1 of 1 Page |l ¥
[ Shew][ ] [Export Selected] [Export All] [ Impart Erom Excel ][ Delete All ]
Select Issue Special View
~| | Details ID#  Date Holder/Additional Interest Address City State/Prov Zip/Postal Reference  Status Instr. Cert Remove
Stevens Plumbing and . %_Al
- B 8 1/21/2009 Hesting, LG 55 Mammoth Road Londonderry NH 3053 Subcontractar  Active =]
r B 7 1/z0/2009 Et“";a“.e’ Contracting 450 sputh Main Street Hashua NH 03061 Job 1821 Regar... g E
ervices, Inc.
r B 5 1/20/2008 Boughton Contracting 2500 Memorial Drive  Oklahoma City oK 770632 Active =] B
; 1535 N W : b
[} B 5 1/20/2008  Alpine Resources Expressaayuite 3310 OKlahema City ok 77045 Active g E
- B 4 1/zosz008 A'Ebag‘a Computer g5 | quisiana Street Houston ™ 77002 Active 9 E
ystams
r B 3 1/20/2009 Airzona Drilling 200 N Cactus Phoenix AZ 85004 Active = B
- B 2 1/z0/2008 sirBand 4300 Mostellar Dallas ™ 75210 Active Q. B
| B 1 1/20/2009 Agri National 1717 Fox Lene Oklzshama City oK 77045 Bctive @ &
-
< B
Certificate Holder Selection
7 Existing holder for this client (' Search org-level additional interests £ Craate new holder
g a
actions  attachments certificate holders  certificats
e e e _catificates P

HOW to Modify Certificate Holders

All certificate holders and additional interests that have been added to the certificate will be displayed on the
certificate holders tab in a summary view. The summary view will give you pertinent information regarding
each certificate holder. Holder information may be modified until the holder’s certificate is issued.

Column Header Description

Select Select or de-select holders to [Export Selected] to Excel.

Details Click the Details @5’ icon to display the selected Holder/Additional Interest
information.

ID# Nexsure assigns the next available ID# to each certificate holder as they are added to

a certificate.

The Issue Date defaults to the date the certificate holder/additional interest was
Issue Date added to the certificate. The Issue Date may be changed on the certificate holder
details until the holder’s certificate is issued.

Holder/Additional Interest Name entered in Interest Name fields of the holder’s details.
Address, City, State/Prov, Zip/Postal The certificate holder/additional interest’s address information is displayed.
Any Reference added to certificate holders is displayed. References are internal notes
Reference ) oge
and do not appear on the holder’s certificate.
Status New holders default with a Status of Active. Use the [Show] link to search for and

display holders with an Inactive status. The default view displays only Active holders.

Any Special Instructions added to a certificate holder will be displayed. Holding the
cursor over the Special Instructions field will display all information entered in the

Description of Operations / Special Instructions text box in a larger font for ease of
reading.

Special Instr.

Click the View Cert icon to view the certificate in Adobe Acrobat for accuracy. It is the
View Cert responsibility of the end user to verify that the form is populated in accordance with
the specific requirements of the issuing company for the policies listed.
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Column Header Description

The Remove icon displays for users with rights to Delete Certificate Holders.
Remove Certificate Holders that have been issued a certificate cannot be deleted and display
an inactive Remove icon.

Click the Details @9 icon to display and modify if needed, the holder’s information. See “Create New
Holder” earlier in this Chapter for help entering holder information. Click the [Save] link to save changes
made to the record. Click the [Back] link or certificate holders tab to return to the certificate holders tab
summary view and modify other holders if necessary. Clicking the [Back] link or certificate holders tab will
abort any un-saved changes.

HOME | HELP | SETUP | LOGOUT

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

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

Client Name: Powers Construction Co., Inc. 13
policies | history = certificates | binders | wverifications  summary of insurance

certificate | certificate holders attachments | actions

Successfully updated certificate holder
[ Inactivate ] [ Save ] [ Back ]

Additional Interest Primary Account Address Primary Contact
Interest Type: | Certificats Holder | Address: [555 Mammoth Road Phane: |
Interest Name: [Stevens Plumbing and Heating, LLC = [ Fox: [6034321111
[ city: [Comdomderry J EMail: [joe@amail.com
Loan Number: [ State/Province: INEW Hampshire -
Reference: [Subcontractor Zip/Postal: [03053 J
Issue Date: [1/21/2009 B

Description of Operations / Special Instructions
Thiz is the Description of Oparations [ Special Instructions section of 2 Certificars of Insurance. Information entered ints this area will appear after the standard Description of Operations rext entarad whilz
creating a new Certificate of Insurance.

A large number of holders may be displayed over multiple pages. Use the certificate holders tab [Show]
link to display search filters and locate certain holders, change the number of files displayed per page, or to
change your personal default view of the certificate holders tab.

Note: Clicking the filter’s [Show] link displays the search criteria defaults set by Nexsure or
specified by the user. The holders displayed when the certificate holders tab is first clicked
are based on the defaults setup in this filter. The filter can be saved according to the user’s
specifications by entering the desired default search criteria, placing a check mark in the
Save Filter Settings check box and clicking the Search button. Use caution when searching
for holders using date criteria. Any dates entered are saved with all other search criteria
when the filter settings are saved.

Showing page 1 of 1 Page|1 x|
[ Hide ][ ] [Export Salectad] [Expart All] [ Import Fram Excel ][ Delere Al |

r
Street Address: City: I State/Prov: | All - Zip/Postal:
Interest Type: |All vl Helder Name: I Phone: Fax:
EMail: ID: Issued Status: | All - Reference:
Heolder Status: | Active vl Issue Date From: I i3 Issue Date To: 53 Files Per Page: [10 vl

Sort Field 1: | Certificate Mumber VI Sort Order 1: IDescendmg VI Sort Field 2: |Holder Name - Sert Order 2: | Ascending 'I

The certificate must be posted before it can be issued to its holders and additional interests.
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Posting and Issuing a Certificate

Posting a certificate will lock down all information entered on the certificate form. New certificate holders
and additional interests may be added to the form but the form itself cannot be changed. Once the certificate
form is posted, it may be issued to its certificate holders and additional interests.

HOW to Post a New Certificate

If you are not already in the certificate to be posted, locate the Client’s certificate summary from either
Client SEARCH or the POLICIES link on the Client menu.

m  From SEARCH on the Primary menu, right click on the Client’s Details E’ icon and select
Certificate Summary from the options to display the certificates tab.

In%ure HOME | HELP | SETUP | LOGOUT

| ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected 5"

Hello, Betsy Cormier

search

You must search for a record prior to entering a new one. After the results are returned you will be given the option te add a new record.

Search Type: Contains «| 10Record(s) Found Showing Page 1 of 1 Go To Page [1 v

B h:
rane All Branches = Details Name Client Type  Stage Location Name Gity  S5t/Prov. Zip/Postal Remove
Clizn: Stage: Al - B open Commercial  Client Hesdquartars Manchester  NH ozi08 By
Clisnt Type: Al -

B Perzonzl  Client Pemo Binder Lssusd 2nd Relatad Denver co 80231 53
Cods Clazs: All - New Market Acct
Cods 2 = Bb Mew Certificate Personzl  Prospect Residence Hudson NH 03051 &l
Designation:
Sratus: 2 = B Commercizl  Cliant Deme Bound / Renewal / Audit Lone Tres co 80124 B
Client: Certificate Summar Commaercizl  Client Group Bensfits Denver co 80202

¥

Policy Number: By Palicy Summary Personal  Suspect Littlzton co 80124 En

m  After locating the appropriate client through SEARCH, click the POLICIES link on the Client menu.
Click the certificates tab.

exsure

CLIENT PROFILE | OPPORTUNITIES | MARKETING |

HOME | HELP | SETUP | LOGOUT
Bookmarks: Expand | Add | Remove Selected %

| ORGANIZATION | REPORTS | CAMPAIGNS
| CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

IClient Name: Powers Construction Co., Inc. Commercial Account

policies  histery  certificates  binders  verifications = summary of insurance

Current view: | Certificates -

Showing page 1 of 1 Page |l ¥ Filters: [Show]

Cert Status Original
Details Cert No Named Insured Form Description # Holdars  Date Posted Posted Certificate Remove

. Certificats of Liability Active
Eg 17 Powers Construction Ca., Inc, | CSmFIeste of HeS W o 2008 GL WC AL 30DNOC & - &)

The certificates tab displays the default view of all Certificates with an Active status. Use the filter’s [Show]
link to search for all certificates with a Posted status of No to display only un-posted certificates. Certificates
that are not posted display with an active Remove I% icon, no Date Posted and the Posted check box
is unchecked. For more information, see “HOW to Use the Certificates Tab Summary View” later in this
Chapter.
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HOME | HELP | SETUP | LOGOUT
| ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selactad W
| CLAIMS | SERVICING

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

Client Name: Powers Construction Co., Inc. »

policies  history | certificates  binders  verifications  summary of insurance

Current view: | Certificates -

Showing page 1 of 1 Pagell L2 Filters: [Show]

Cert Status Original
Details Cert No Named Insured Form Description # Holders Date Posted Posted Certificate Remove

Certificate of Liability
Insurance with Disclaimer 25

B 17 Powers Construction Co., Inc. 2009 GL WC AL 30DNOC 8 & B

From the Certificates view, click the Details @5’ icon of the certificate to be posted. Always preview the
certificate to verify the information represented is accurate prior to posting the form. Once posted,
information on the form cannot be altered.

m  If the certificate does not have any holders added the Print link in the navigation toolbar under
the certificate header will generate a preview of the form. If holders have been added, use

the View Cert CJl icon for a holder under the certificate holders tab to preview the cert. View
Cert from the certificate holders tab will generate a preview of the form that includes holder
information.

m [f information on the form needs to be changed prior to posting, see “HOW to Populate a New
Certificate Form” earlier in this Chapter.

When the accuracy of the certificate form is verified you are ready to post the form.

Click the Post link in the navigation toolbar under the certificate header to lock down the certificate form.

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected W%

| ORGANIZATION | REPORTS | CAMPAIGNS
| CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

CLIENT PROFILE | OPPORTUNITIES | MARKETING |

Client Name: Powers Construction Co., Inc. »
policies | history = certificates  hinders | verifications | summary of insurance
certificate | certificate holders attachments | actions
navigation
Number: 17 Date Posted:
Branch: | Ace Insurance Branch x status: [active =] Certificate Of Insurance
Insured; Powers Construction Co., Inc, Authorized Representative: |Mr, Jack Porter - ACORD 25
Producer
Description: [2009 GL WC AL 30DNOC Posted: [~ Insured
Carrier
- Coverages - GL
Print | [ Copy, Post [ | save changes overas

Note: After a certificate is posted it cannot be Aborted or Removed. For information on
aborting certificates, see “HOW to Remove/Abort a Certificate” later in this Chapter.

A confirmation dialog box will display. Click OK to post the certificate. The certificate header changes to a
dark teal color. Certificate header input fields are locked down with the exception of the Status which may
be changed as the status of the certificate changes. The header reflects the Date Posted and the Posted
check box is checked. Default Special Instructions, Coverage Summary and form in the Navigation tab are
all locked down providing a permanent record of the form that will be issued to its holders and additional
interests.

The certificate now displays on the Certificate Summary with a Date Posted, a check mark in the Posted
check box and an inactive Remove [Fg icon.

Dimensional”
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R T certiscates I R e e e rr T e e e

Current view: | Certificates -

Showing page 1 of 1 Page |1 ¥ Filters: [Show]

‘ Details Cert No Named Insured Form Description Date Posted

Certificate of Liability

Insurance vith Disclaimer 25 2007 GL WC AL 30DNOC 1/21/2009

=4 17 Powers Construction Co., Inc.

When the certificate is posted, you are ready to issue the certificate to its holders.

HOW to Issue a Certificate from the Certificate Holders Tab

Once a certificate is posted, the certificate holders must be issued in order to print or deliver the certificate
to the holder. Issuing a holder locks down the holder/additional interest information providing a permanent
record of the holder’s certificate. Prior to issuing certificates, verify the accuracy of holder information. If
changes need to be made, see “HOW to Modify Certificate Holders” earlier in this Chapter. Once issued, only
the Reference text and Active/Inactive status of a holder may be altered.

If you are not already in the certificate, locate the client’s certificate summary from either client SEARCH or
the POLICIES link on the Client menu.

m  From SEARCH on the Primary menu, right click on the client’s Details @? icon and select
Certificate Summary from the options to display the Certificate Summary.

p—
n%ure HOME | HELP | SETUP | LOGOUT

| ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected 5

Hello, Betsy Cormier
search

You must search for a record prior to entering a new one. After the results are returned you will be given the option ta add a new record.

Search Type: IContains w| 10Record(s) Found Showing Page 1 0f 1 GeoTo Page |1 =

Branch: IA” Branches =] Details Name Client Type  Stage Location Name City St./Prov. Zip/Postal Remove
Client Stzge: Al = B open Commercial  Client Headquarters Manchester NH 03108 [y
Client Type: Al -
Demo Binder Issued and Related

P | Client D co 20231
Code Clase: = — B e market ersona ien i enver B
Code Al = B New Certificate Personal  Prospect Residence Hudson NH 03051 B
Designation:
Status: 2l = B Commercial  Client Deme Bound / Renewal / Audit Lone Tree co 80124 B
Client: | B¥ certificate Summary Commercial  Clisnt Group Bensfits Denver co g0202 B
Dol no [, _Policy Summary 2aroon. - oo o) 20202 B

m  After locating the client through SEARCH, click the POLICIES link on the Client menu. Click the
certificates tab to display the Certificate Summary.

E | ORGANIZATION | REPORTS | CAMPAIGNS

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

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected ¥#

Commercial Account

Client Name: Powers Construction Co., Inc.

policies | history  certificates  binders | verifications  summary of insurance

Current viev: | Certificates 'I

Showing page 1 of 1 page[1 =] Filtars: [Show]

Cert Status Original
Details Cert No Named Insurad Form Description # Holders  Date Posted Posted Certificate Remove

Certificate of Liability Active
B 17 Powers Construction Co., Inc. o o " 0 o | irmer 25 2009 GL WC AL 30DNOC 8 1/21/2009 =i

m  Click the Details B icon next to the posted certificate.
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m  Click the certificate holders tab.
m  Holders may be issued their certificates all at once or individually from holder details.

m  Toissue all holders at once, click the [Issue All] link. [Issue All] issues all un-issued holders added
to the certificate that have an Active status. A confirmation dialog box displays. Click OK to issue
all holders. Un-issued holders with an Inactive status are not issued using [Issue All] from the
certificate holder tab summary view.

Note: The [Issue All] link does not display until the certificate form is posted. Holders may
only be issued a posted certificate. If the [Issue All] link is not available, click the certificate
tab and Post the certificate. For instructions, see “HOW to Post a New Certificate” earlier
in this Chapter.

ar= -
_\ HOME | HELP | SETUP | LOGOUT
| ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected ¢

| OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
IClient Name: Powers Construction Co., Inc. Commercial Account
policies  history | certificates  binders | verifications  summary of insurance
certificate  certificate holders | delivery | attachments  actions

Selected Holder/ Additional Interest

Showing page 1 of 1 Page|l ¥
[ Shew ][ Izsus All] [Export Select=d] [Export All] [ Impars From Sxcel ][ Delet= Al ]
Salact Issue Special  View
/] | Details ID#  Date Holder/Additional Interest Address city State/Prov Zip/Postal Reference  Status Instr. Cert Remove
Stevens Plumbing =nd %d
J21/ i
Il E3 8 1/21/2009 Hreating, LLG 555 M=mmoth Read  Londenderry HH 03053 Subcontractor chive @
[} B 7 1/20/2009 StesiMaster Contracting 464 5o,th Main Street N=shus HH 03061 Job 1821 Active Ragar... 9 B
Services, Inc.
[l B 5 1/20/2009 Boughton Contracting 2500 Memorial Drive  Oklahoma City oK 77063 Active =] B
1535 N W :
[m} B s 1/20/2008 Alpine Resources Exprassaoyauite 3310 OKlahema City oK 77045 q E
Alabams Computar -
r B 4 1/20/2008 oot &5 Louisiana Street Houston T 77002 [
r B 3 1/20/2009 Airzena Drilling 200 N Cactus Phosnix Az 25004 Active @ E
r B 2 1/20/2008 sirBand 4300 Mostellar Dallas T 75210 Q E
r B 1 1/20/2009 Agri National 1717 Fox Lane Oklahoma City oK 77045 =) B
| | _>|_I

Certificate Holder Selection

" Exicting holder for this client [ Search org-level additional interests ' Create new holder

= Toissue to a single holder, click the Details [§¥ icon for the holder from the certificate holders tab
or add a new holder.

HOME | HELP | SETUP | LOGOUT
| ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected 5%
| OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-L0G

Commercial Account

Client Name: Powers Construction Co., Inc.
policies  history | certificates  binders | verifications | summary of insurance

certificate | certificate holders | delivery | attachments | actions
* indicates required field [ Inactivate ] [ Issue J[ Save ] [ Back ]

Additional Interest Primary Account Address Primary Contact

Intarest Type: [Certificate Holder =l Address: [555 Mammoth Road Phone:
Interest Name: [Stevens Plumbing and Heating, LLC . [ Foxi [603e321111
I Citys W J eMsil: [joe@gmail.com
Loan Number: | State/Province: [New Hampshire =]
Reference: [Subcontractor zZip/Postal: [ozosa | J

Issue Date: [1/21/2009

Description of Operations / Special Instructions

Thiz is the Description of Operations [ Special Instructions section of a Cartificate of Insurance. Information entered into this zres will 2ppezr after the standard Description of Operations text entered while
creating 2 new Certificate of Insurance,

m  Inthe certificate holders detail screen, click [Issue]. A confirmation is displayed.
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Note: The [Issue] link is only available on holders added to posted certificates.

Windows Internet Explorer,

Once issued, modifications may not be made.

Select OK to issue.

K | [ Cancel

m  Click OK.

Note: The Remove I% icon is not available for certificates that have been posted and is
not available for certificate holders that have been issued.

The certificate holders tab lists all issued holders with an inactive Remove % icon. The [Delete All] link is
also inactive. Holders that have been issued certificates cannot be deleted.

policies  history  certificates  binders  werifications  summary of insurance
certificate  certificate holders  delivery  attzchments actions

Selected Holder/ Additional Interast

Showing page 1 of 1 page[1 7]
[Showll 1 [Expeort Selected] [Export All] [ Impert From Excel I[ 1
Select Issue Special  View
| | Details ID#  Date Holder/Additional Interest Address Gity State/Prov Zip/Pastal Reference Status Instr. Cert Remove
Stevens Plumbing and =]
21/ Activ
[l B 8 1/21/2009 Heating, LLC 555 Mammoth Read  Londenderry HH 03053 Subcontractor ctive =)
| B 7 1/20/2009 StesiMaster Contracting 40 oo ih Main Streat Nzshua HH 03061 Job 1821 Active Regar.. =)
Services, Inc.
r B 6 1/20/2009 Eoughton Contracting 2500 Memorial Drive  Oklahoma City oK 77063 Active =)
; 1535 N W ] .
r B 5 1/20/2009 Alpine Resources Exprassaayauite 3310 Oklahema City oK 77045 Active =)
Alsbama Computer
J20/ et
[l B a 1/20/2009 yatorme 85 Louisiznz Strest Houston ™ 77002 chive @
- B 3 1/20/2008 Airzana Drilling 200 N Cactus Phosnix AZ 85004 Active &)
[l =4 2 1/20/2008 sirBand 4300 Mostsllar Dallas > 75210 Active &)
[l B 1 1/20/2008 Agri National 1717 Fox Lane Oklshoma City oK 77045 Bctive @
=
Kl | »

Certificate Holder Selection

" Existing holder for this client (' Search org-lavel zdditional interests (' Create naw holder

Certificates for issued holders may be printed and/or delivered.

Printing Certificates

Certificates can be printed only after the certificate is posted and issued to the holder. Certificates can be
batch printed from the certificate and also from the certificate tab summary view.

HOW to Print from the Certificate

If you are not already in the certificate to be printed locate the client’s certificate summary from either
client SEARCH or the POLICIES link on the Client menu. From client SEARCH, right click the client’s Details

@’ icon and select certificate summary. From the POLICIES link, click the certificates tab.

m  All active certificates that fall within the search filter criteria will be displayed.
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If a certificate is not displayed, click the filter’s [Show] link located in the upper right corner of the
screen, change the search criteria and click the Search button to display new search results.

Each certificate will have its own Details [§ icon. Click the Details B icon of the certificate to be
printed.

Click the Print link in the navigation toolbar under the certificate header.

Click the Select check box to the left of the certificate holder you wish to print, or click the Select
all check mark to batch print all of the selected certificate holders. The holders are listed in
alphabetical order and will print in the same order. Click the empty Select check box to clear the
selected certificate holders.

Use caution when using Select All option. All Issued holders, including holders that are Inactive,
are listed and available for selection. Holders that have not been Issued a certificate are listed
with an inactive select check box and may not be selected to print. To avoid inadvertently printing
an Inactivated holder, use the Reference text box to identify the reason the holder has been
Inactivated. The Reference is displayed on the print selection screen providing a visual indicator
of an inactive holder.

Multiple Holder / Additional Interest Print Selection rmum

The certificatz you have chosen to print has multiple Helder / Additional Interest]s). Select which certificate you would like ta print by clicking in the chackbox in
the Print calumn, When finished, click on [ Print ] in the battom right,

[ Select All ] [ De-Select All ]
Print ID# ""”‘;:“L‘:‘”T ional Address City State Zip Sp.Instr. Reference Issued
DO NOT USE - ;l
Holder
I~ 9 Bank of Somewhera Avzerrzadl 1/22/2009
added
Boughton 2500 Memaorial .
) /z0/
4l 5 Contracting Drive Oklahoma City oK 77063 1/20/2009
I_ 10 Compass Bank =S08 \':is:t 220d Denver co 80211
SteelMaster .
~ 7 Contracting Services, 00 Séz:"::'tMa'” Nashua NH 02061 Regarding ... Job 1821 1/20/2009
Inc.
Irdl 8 S::;EH”:EEI:Q”T_E? =EE E:;"‘dmc‘th Londaonderry NH 03053 Subcontractor  1/21/2009
Please select printer and number of copies below:
Printer: |Canon MPE30 Series Printer j

Number of copies: |1 'l

Merge all to PDF: [~

[ Princ][ Cancel ]

Note: Use the certificates tab Certificate Holders view to filter the list of Certificate
Holders by Active status or Date Issued. The search results may be selected and printed.
For instructions, see “HOW to Print in Summary View” later in this Chapter.

Select the Printer and the Number of Copies needed. Select Merge all to PDF to incorporate all
selected certificate holders’ certificates into a single PDF file. Click the [Print] link. The copies
will be sent to the printer selected or to a PDF if Merge all to PDF was selected. Click [Cancel] to
cancel the print job.

Dimensional”
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Please select printer and number of copies below:

printer: | Canon MP530 Series Printer j

Number of copies: |1 'I

Merge all to PDF: W

[Erint ][ Cancel ]

A Successfully sent new print batch request message displays on the print dialog box. The print dialog box
remains open to make additional selections for printing. Click [Cancel] to return to the certificate when
printing is complete.

Certificates print with the Cert ID number displayed on the upper right corner. The date displayed on each
certificate is the Issue Date on the certificate holder’s record. Disclaimer wording on the reverse side of
ACORD 25 prints on a second page for each holder.

If the option to Merge all to PDF is selected, the certificates will be compiled into one multi-page PDF that
will display on your screen. Click the Printer |Ep icon to print the document. Use the PDF File menu to save
a copy to attach for documentation and delivery via Nexsure.

ﬁ XPQ1C.tmp.pdf - Adobe Acrobat Standard

File Edit View Document Comments Forms Tools Advanced Window Help

Iml= =1 CYERECH] 1 B g | ®zoomout ®Zoomin [105% - | ScrolingPages [} One FullPage [Find -

Cert ID 17

ACORD, CERTIFICATE OF LIABILITY INSURANCE orTE e

1/20/2009
PRODUGER THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION
Ace Insurance Branch ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE
HOLDER. THIS CERTIFICATE DOES NOT AMEND. EXTEND OR
a8 e Soaus Cotlens Bivd. ALTER THE COVERAGE AFFORDED BY THE POLICIES BELOW.

(714) 672-8900

INSURERS AFFORDING COVERAGE NAIC #

INSURED INSURER A Hartford Accident and Indemnit 22387
Powers Construction Co., Ine.

INSURER B: Hartford Casualty Insurance 29424
INSURER C:

1000 Elm Straeet
Manchester NH 03108 INSURER D
INSURER E:

1
COVERAGES
THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD INDICATED. NOTWITHSTANDING
ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS CERTIFICATE MAY BE ISSUED OR
MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS, EXCLUSIONS AND CONDITIONS OF SUCH
POLICIES. AGGREGATE LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS

WSRO0 POLICY EFFECTIVE | POLICY EXFIRATION
LTR INSRD) TYPE OF INSURANCE POLICY NUMBER DATE (MMIDDIYY) | DATE (MIDDIYY) LIMITS

| GENERAL LIABILITY EACH OCCURRENCE 1,000,000
B COMMERECIAL GENERAL LIASILITY CBP2929259292 3/9/2008 3/9/2008 e ] 1,000,000
CLAIMS MADE m OCCUR MED EXP {Any one persan) 10,000
PERSONAL & ADV INJURY 1,000,000

GENERAL AGGREGATE 2,000,000

GEN'L AGGREGATE LIMIT APPLIES PER: PRODUCTS - COMPICP AGG 2,000,000
X | PoLicY TS Loc

AUTOMOEILE LIABILITY COMBIMED SINGLE LIMIT

BA9S7456321 10/1/2008 10/1/2009 (Es accidant) 1,000,000

ALL OWNED AUTOS
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HOW to Print in Summary View

If you are not already in the certificate to be printed, locate the client’s certificates tab from either client

SEARCH or the POLICIES link on the Client menu. From Client SEARCH right click the client’s Details [E¥ icon
and select Certificate Summary option. From the POLICIES link, click the certificates tab.

m  The certificates tab displays all certificates that fall within the default filter search criteria.

exsure

policies  histery = certificates | binders

Current Vievs: ICerliﬁcales 'I

Certificates

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

verifications

Client Name: Powers Construction Co., Inc.

summary of insurance

Showing page 1 of 1

Pagell 'I

HOME | HELP | §

Bookmarks: Expand | Add | Remov

Cert Status
Details  Cert No Named Insured Form Description # Holders  Date Posted Posted
X Certificate of Lizbility Active
B 17 Povers Construction Co., Inc. [ =orlIesss O -8 sl Y s 2005 6L WC AL 30DNOC 10 1/21/2009 &

m  Select Certificate Holders in the Current View list.

m  All certificate holders which fall within the search filter criteria will be displayed. To display only
the certificates to be printed, click the filter [Show] link to search for issued holders by their
Certificate Number, Holder Status, Issue Date, etc.

Street Address: l—
Interest Typa: [All =]
EMail: l—

fizmrs Bois (e 5

Certificate
Number:
Sort Fisld 1: | lssue Date i

City: l—
Holdermame:[
Spacial Instr: l—

fizzro B=is (T 5

Holder Status: | Active vl
Sort Order 1: | Descending =

State/Brovince: [ Al -
phenet[

Loan No: I
Cert status: [al ¥

Sort Field 2: |Name hd

u
zipPostal: [

Fax:|
Referenca: [

[~ Display Only un-issued

Sort Order 2: | Ascending Z

Search

m  Click the Select check box to the left of the certificate holder you wish to print, or click the Select
All check box to select all of the listed certificate holders to print. The Select all option selects all
holders on the currently displayed page. If search results are listed on multiple pages, navigate
to each page and click the Select all option on each page to select all certificates that meet your
search criteria for printing.

policies  history | certificates  binders

Current view: |Certificate Holders x

[Print Selected]

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

wverifications

Client Name: Powers Construction Co., Inc.

summary of insurance

Showing page 1 of 7 FM

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Salectad $#

Page|1 ¥

Eieport selectes] [Blecport 4] Filters: [Show]

Select
v Details Cert No  Name

Issue Date

Alpine Resources

77045

Address Holder Status _ Cert Status Reference Special Instructions
r B 17  Stevens Plumbing and Heating, LLC f::d”::;”;r"r;fhp“ﬁc';adn'sa Active Uiﬁiiugus Enlrzarimaisy
r B 17 Boughton Contracting gi?:h':f‘_":"g:;"[g‘.‘(’i’.,nsg Active 1/20/2009
| B 17 égfg,Notla?g::sgﬂsgte Active denreno

Active
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m  Click the empty Select check box to clear the selection of all certificate holders on the displayed
page. Be certain to clear all selections on any additional pages if necessary.

m  Click the Print Selected link when all certificates to be printed are selected.

m  The Batch Print dialog box displays. Select the Printer and the Number of Copies. Select Merge
all to PDF to incorporate all selected certificate holders’ certificates into a single PDF file. Click
the [Print] link. The copies will be sent to the printer selected or to a PDF if Merge all to PDF was
selected. Click [Cancel] to cancel the print job.

Notes
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Delivering a Certificate

The certificate to be delivered can be accessed and delivered from Nexsure in one of two ways.

Note: The certificate must be posted and the holder issued to e-mail or fax it from
Nexsure.

HOW to Deliver the Certificate Using the Deliver Link in the Certificate

If you are not already in the certificate to be printed, locate the client’s certificates tab from
either Client SEARCH or the POLICIES link on the Client menu. From client SEARCH right click the

client’s Details @ icon and select Certificate Summary option. From the POLICIES link, click the
certificates tab. Click the Details [E# icon of the certificate to be delivered.

Click the Deliver link in the navigation toolbar under the certificate header.

The certificate’s delivery tab is displayed. The certificate can be sent from Nexsure as an E-mail or
Fax. The e-mail tab will default, if faxing the certificate click on the fax tab.

Complete the required e-mail or fax information on the left side of the screen.

The right side of the delivery screen is used to attach forms and documents. Click the Add link on
the gray Certificates line.

The Attachment dialog box certificates tab will be displayed.

All issued certificates are listed for any holder with an active status. The holder’s ID#, Name,
Reference and Issue Date are displayed. The certificate’s Status and Description are also shown.
The [Show] link is available to search for certain holders. Click the Holder Name hyperlink to view
the form that will be delivered if there is any question you are attaching the correct certificate for
delivery.

Click the appropriate check box of the Certificate to be delivered. Multiple selections may be
made.

certificates other

nexsure

Showing Page 1 of 1 Filters: [Show]

Cert Mo ID # Holder Reference Issue Date Status Description
¥ 756634 3 wWabash/Randolph Partnership /o Klaff Realty, LP 08/14/2009 Active
W 7scez4 4 Western Bakery, Inc Western Foods  Company 08/14/2009 Adive
[ 756634 5 Zurich American Insurance & Aramark Facility Services 08/14/2008 Active
¥ 756634 1 AICCO Fremium Finance Finance Dept 09/12/2008 Active

Cancel I
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Click the Attach button to attach each selected Holder’s certificate. Click Cancel to abort.

The attachment(s) will display, with the total number of items attached, on the right side of the
delivery screen.

Each selected certificate is a separate attachment.

Click the Add link on the gray Others line to attach documents that are found under the
certificate’s attachments tab.

0 Documents attached at Client level or to other certificates will not be available for
selection at the certificate level. If it is necessary to include documents attached
elsewhere within the client in the delivery, click the [Save Draft] link. Re-open the saved
draft at Client level DELIVERY. Search for deliveries with a Status of Draft. Click the

Details [5 icon of the draft and continue.
Click the Send link to send the e-mail or fax.

The Delivery summary view screen is displayed with the stage of the e-mail or fax. The stage will
update as the screen is refreshed.

If the e-mail is unsuccessful, the sender will receive an unsuccessful e-mail message in their
mailbox. If the fax failed, the sender will receive a Delivery Failure Notification e-mail message in
their mailbox.

Each delivery will have its own Details @? icon. To view the details, perform the following steps:
0 Click the Details Eﬁ’ icon to display the e-mail or fax information, the forms included, and
the total number of attachments.
0 Click the viewer tab and each form included in the e-mail or fax is displayed with a
Magnifying Glassq icon.

a Click the Magnifying Glass Gl icon to view the information contained in the form that
was sent.

The Delivery Summary View screen can be accessed from the Home menu or Client menu. The
Home menu will display a summary of all deliveries sent by the user. The client level will only
display deliveries for the specified client.

Dimensi
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HOW to Deliver the Certificate Using the Delivery Link on the Client Menu

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

0 Defaults configured in the [Show] filters option will determine what is displayed in the
summary view when clicking the DELIVERY link.

m  Click the [Add New] link.

m  The certificate can be sent from Nexsure as an e-mail or fax. The e-mail tab will default, if faxing
the certificate click on the fax tab.

m Complete the required e-mail 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 e-mail or fax.
Click the Add link in the gray Certificates line.

m  The Attachment dialog box certificates tab will appear.

m  Allissued certificates are listed by Cert No. The holder’s ID#, Name, Reference and Issue Date
are displayed. The certificate’s Status and Description are also shown. The [Show] link is available
to search for certain holders. Click the Holder Name hyperlink to view the form that will be
delivered if there is any question you are attaching the correct certificate for delivery.

m  Click the appropriate check box of the certificate to be delivered. Multiple selections may be
made.

m  Click the Attach button to attach all selected holders’ certificates. Click Cancel to abort.

m  The attachment(s) will display, with the total number of items attached, on the right side of the
delivery screen. Each selected certificate is a separate attachment.

m  Click the Add link on the gray Others line to attach documents that are found under the client’s
ATTACHMENTS.

m  Click the Send link to send the e-mail or fax.

m  The Delivery Summary View screen is displayed with the stage of the e-mail or fax. The stage will
update as the screen is refreshed.

m  If the e-mail is unsuccessful, the sender will receive an unsuccessful e-mail message in their
outlook mailbox.

m  Each delivery will have its own Details Eﬁ’ icon. To view the details, perform the following steps:
0 Click the Details @9 icon to display the e-mail or fax information, the forms included, and
the total number of attachments.
0 Click the viewer tab and each form included in the e-mail or fax is displayed with a
Magnifying Glassq icon.

0 Click the Magnifying Glass GL icon to view the information contained in the form that
was sent.

m  The Delivery Summary View screen can be accessed from the Home menu or Client menu. The
Home menu will display a summary of all deliveries sent by the user. The client level will only
display deliveries for the specified client.
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Certificates Tab Summary Views

HOW to Use the Certificates Tab Summary View

The certificates tab offers two summary views of the client’s certificates. Understanding the certificate
summary views is useful for maintaining certificates and their holders. The summary view will give you
pertinent information regarding the certificates depending on the Current View selected. The Current View
list, displayed in the upper left corner of the certificates tab, determines what is displayed in the certificates
tab summary view.

Locate the client’s certificates tab from either client SEARCH or the POLICIES link on the Client menu.

m  From SEARCH on the Primary menu, right click on the client’s Details @9 icon and select
Certificate Summary from the options to display the certificates tab summary views.

In%ure HOME | HELP | SETUP | LOGOUT

| ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Select=d W

Hello, Betsy Cormier
search

You must search for a record prior to entering a new one. After the results are returned you will be given the option to add a new record.

Entity: Client EAl] HISTORY RESULTS - CLIENT
Search Type: Contains w| 10Record(s) Found Showing Page 1 of 1 Go To Page |1 )=

Branch: All Branches =] Details Name Client Type  Stage Location Name City St./Prov. Zip/Postal Remove
Clizn: Stage: Al = B open Commercizl  Client Headquarters Manchester NH 03108 [
Clisnt Type: All x
. Demo Binder [ssued and Related

Personal  Client Denver co 20231
Code Class: All - B New Market Acet e
Code ] = Bp New Certificate Personal  Prospect Residence Hudson NH 03051 ]
Designation:
Status: Al = B Commercizl  Client Demo Bound / Renewal / Audit Lone Tres co B0124 ]
Client: Br certficats Summary Commercizl  Client Group Benefirs Denver co 80202 B
Solicy nupbar Bl Policy Summary Parsonal __Suspact Littl=ton co 50124 o

m  After locating the appropriate client through SEARCH, click the POLICIES link on the Client menu.
Click the certificates tab to display the summary views.

exsure

CLIENT PROFILE | OPPORTUNITIES | MARKETING |

HOME | HELP | SETUP | LOGOUT

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

| CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

Commercial Account

IClient Name: Powers Construction Co., Inc.

policies  history | certificates | binders  verifications  summary of insurance

Current Viers | Certificates -

Showing page 1 of 1 Page |1l ¥ Filters: [Show]

Cart Status Original
Details  Cert No Named Insured Form Description # Holders _ Date Posted Posted Certificate Remove
Certificate of Lizbility Active
Ed 17 Powers Canstruction Co., Inc. SRR lics O o Y o5 2009 GL WC AL 30DHOC S W 53

When working in certificates, navigate back to the certificates summary screen by clicking the certificates
tab on the top row of tabs.

HOME | HELP | SETUP | LOGOUT

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

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

Client Name: Powers Construction Co., Inc. Commercial Account

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

Current view: | Certificates =

Showing page 1 of 1 Page |l ¥ Filters: [Show]

Cert Status ‘Original
Details Cert No Named Insured Form Description # Holders Date Posted Posted Certificate Remove
. Certificate of Liability Active
E’ 17 Powers Construction Co., Inc. InSimen=s roin Giokimes I 2008 GL WC AL 30DNOC 10 1/21/2003 '7
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WHAT is Displayed when Current View = Cerlificates

The default certificates tab summary view of Certificates lists all certificates with an Active status. All
certificates meeting the search filter criteria are displayed and identified with a yellow border.

Column Header Description

Details Clicking the Details @9 icon of the certificate, displays the certificate tab along with
the appropriate form.

Cert No The Certificate Number is generated by Nexsure and is unique to each certificate in
Nexsure.

Named Insured The Named Insured selected when the certificate was added

Form The ACORD Certificate type and Form Number
If a Description was entered for the certificate in the header it will be displayed.

Description Descriptions are optional and can be used for job numbers, certificate descriptions,

P etc. The Description is used for internal notes and does not appear on the certificate

form.

# Holders The number of active and inactive holders added to the certificate.

Date Posted If the certificate has been Posted the date of posting will be displayed.
The Status of the certificate as saved in the certificate header is displayed. The status

Cert Status / Posted can be changed after the certificate is posted. A check mark in the Posted check box
indicates the certificate has been posted.

. o Renewing a certificate will generate a new Certificate Number. The Original Certificate

Original Certificate o -
number is displayed on the renewed certificate.

Remove Posted certificates display with an inactive Remove I%' icon. A certificate that has not
been posted displays with an active Remove % icon.

If there are no results to display based on the Search Filter criteria, the Search Filters will show by default.

Clicking the filter’s [Show] link displays the search criteria defaults set by Nexsure or specified by the user.
The certificates displayed are based on the defaults setup in this filter. The filter can be saved according to the
user’s specifications by entering the desired search criteria, placing a check mark in the Save Filter Settings
check box and clicking the Search button. Use caution when searching for holders using date criteria. Any
dates entered are saved with all other search criteria when the filter settings are saved.
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exsure

CLIENT PROFILE | OPPORTUNITIES | MARKETING |

policies  history | certificates | binders

Current view: | Certificates -

| ORGANIZATION | REPORTS | CAMPAIGNS

IClient Name: Powers Construction Co., Inc. >

wverifications

HOME | HELP | SETUP | LOGOUT
Bookmarks: Expand | Add | Remove Selactad %

| CLATMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

summary of insurance

Showing page 1 of 1 Page|1 ¥ Filters: [Hid=]
|
X l— . li Line of Certificate l—
Named Insured: Policy Number: Business: IAH j Form:
Carrier Hame: Certificate Holder: Description: Status: IAmwe -
i i Date Posted L Certificat:
Policy Eff. Date (Fr): 3 Policy Eff. Date (To): 3 =te U(SFS: '3 :u;r:‘bzfl
Policy Exp Dats (Fr): 7B  Policy Exp. Dats (Ta): ] B pcﬁf:]"j‘ & Postad: IElmh -
Updated Date (Fr): ] Updated Date (Ta): B Updated By:
Created Date (Fr): ] Crested Date (Ta): ] Created By:
Sort Field 1: |Date Posted A Sert Order 1: | Descending vl Sert Field 2: | Certificate Number 'I Sort Order 2: IDescendmg -
Cert Status Original
Details __ Cert No Named Insured Form Description # Holders _ Date Posted Posted CertificateRemove
. Certificate of Liability . Active
B 19 Powers Construction Co., Inc. | =BTl o e Y e COPY OF: 13 o T E]

Note: To clear user specified Filter Settings, deselect the Save Filter Settings check box
and click the Search button. The next time the certificates tab Certificates Summary
View is accessed, Nexsure default filter settings will determine what is displayed on the

summary.

WHAT is Displayed when Current View = Cerlificate Holders

The default certificates tab summary view of Certificate Holders lists certificates by their certificate holders
with an Active status. All certificate holders which fall within the search filter criteria are displayed.

Column Header Description

Click the check mark to Select all holders on the displayed page. Click the empty

Select check box to de-Sele ct all holders on the displayed page. Select holders to [Print
Selected] or [Export Selected].

Details Clicking the Details @ icon of the holder, opens the certificate and displays the
certificate tab. Only the Reference box of an Issued holder may be edited.

Cert No The Certificate Number is generated by Nexsure and is unique to each certificate in
Nexsure.

Name Name entered in Interest Name fields of the holder’s details.

Address The certificate holder’s address information is displayed.

Holder Status

The default view displays only holders with a Status of Active. Use the [Show] link to
search for and display all holders or only those with an Inactive status.

Issued Date / Cert Status

Issue Date displays date the holder was added to the certificate and Issued. Un-issued
holders display with a blank date field. Cert Status identifies the status of the holder’s
certificate. Statuses include Active, Inactive, Cancelled or Renewing. Default search
results display all certificate statuses.

Reference

Any Reference added to certificate holders is displayed. References are internal notes
and do not appear on the holder’s certificate.

Special Instructions

Any Description of Operations/Special Instructions added to a certificate holder will
display.

Dimensional’
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If there are no results to display based on the Search Filter criteria, the Search Filters will show by default.

Clicking the filter’s [Show] link displays the search criteria defaults set by Nexsure or specified by the
user. The certificate holders displayed are based on the defaults setup in this filter. The filter can be saved
according to the user’s specifications by entering the desired search criteria, placing a check mark in the
Save Filter Settings check box and clicking the Search button. Use caution when searching for holders using
date criteria. Any dates entered are saved with all other search criteria when the filter settings are saved.

HOME | HELP | SETUP | LOGOUT

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

IClient Name: Powers Construction Co., Inc. Commercial Account
policies | history  certificates | bincers | verifications  summary of insurance
Current View: ICemﬁcate Holders =
[Print Selectad] Showing page 1 of 7 PN Page|1.* Eliesort selected] BlExport AT Filters: [Hide]
I
Street Address: | City: State/Province: | All A Zip/Postal:
Interest Type: |A|\ - Holder Name: Phene: Fasx:
EMail: I Specizal Instr: Loan No: Referance:
Issue Date (F0): | TE 1ssus Dat= (Tol: & Cert Status: [ All - [~ Display Only un-issued
C“‘ﬁcatel Holder Status: | Active -
Number:
Sort Field 1: IIssue Date 'I Sort Order 1: | Descending = Sort Field 2: | Name b Sort Order 2: | Ascending %
Search I Clear
Select Issue Date
[ Details __ Cert No _Name Address Holder Status _Cert Status Reference Special Instructions
| B 17 Stevens Plumbing and Heating, LLC S::a!:?;.—:,ﬂ’:vsunaadnrsa Active Ui_';iig”g Subcontractor

For information on [Print Selected] see to “HOW to Print in Summary View” earlier in this Chapter.

For information on [Export Selected] and [Export All] see “Exporting and Importing Holders” later in this
Chapter.

Notes
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Maintaining Certificates

HOW to Remove/Abort a Certificate

A certificate that has not been posted and does not have any associated actions may be removed from the
client by clicking the Remove [Bg icon on the certificates tab summary view or by clicking the Abort link
on the Navigation toolbar on the certificates tab. The Remove B icon and the Abort link are inactive if a
certificate is posted. Employees must be granted security rights to delete certificates.

Aborting a certificate will also remove any certificate holders and attachments added to the certificate. Before
removing or aborting a new certificate, verify any attachments that may be associated to the certificate.

m  Click the attachments tab to view attachments associated to the certificate.

HOME | HELP | SETUP | LOGOUT

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

CLIENT PROFILE | OPPORTUNITIES | MARKETING | | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOC
IClient Name: Powers Construction Co., Inc.
policies  history  certificates  binders  werifications | summary of insurance

certificate | certificate holders attachments | actions

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

Lo/Policy # Creatsd By Updated By =
Detsils Attachmant Nama et Dascription DocTyps  Status i Foimad  Remove

[r) Betsy Cormier Betsy Cormier
5 .y
E4 Certificate Request 2005 6L e 100m PM McKay dated 1/23/2003 Outlook Msg ety ety 3

Certificate Holders  [5 20 2009 Certificate Holder list from client MS Excal CesyEmme  EoopSomis
2009 GL WC 10DNOC 01/23/2009 01/23/2003

m  Attachments added at Client menu ATTACHMENTS and associated to the certificate are included
in the attachments tab view and will be deleted when the certificate is aborted or removed.

nexsure T —

| ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remave Selectad W#"
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Powers Construction Co., Inc.
attachments
[Add New ] Showing Page 1 of 1 [T= [OMS] Filterss [Shew] [Add New ]
I~ Fotder view
L7 Powers Construction
--%Beneﬁrs
L3 Commercial Line

) LoB/Policy = e Crasted By Updatad By =]
Details Attachment Hame Cert =/Raf £ Description Doc Type  Status oo Updated Remove-

Betsy Cormier  Batsy Cormier
01/23/2009 01/23/2009
Betsy Cormier  Betsy Cormier

Cartificate Request PM McKay dated 1/23/2009 Qutlook Msg

20
2009 GL WC 10DNOC
20

Certificats Holders 2009 Certificate Holder list from client Ms Excel

Note: Aborting a certificate aborts any new holders added to the certificate. Abort does
not remove the source certificate holder or additional interest when they are added to
the new certificate using Existing holder for this client or Search org-level additional
interests options.

After clicking the Remove [Fgicon or Abort link, an alert message displays. Click OK to continue and remove/
abort the certificate and its holders or click Cancel to keep the un-posted certificate.

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

Client Name: Powers Construction Co., Inc.

policies  history = certificates  binders  verifications = summary of insurance

Current View: ICEI‘tiﬁcales -

Showing page 1 of 1 page[1 7] Filtrs: [Show]

Cert Status Original
Details Cert No Named Insured Form Description # Holders Date Posted Posted Certificate Remove
‘Windows Internet Explorer x|

Terrm Ermemiier @, Co e 2 S
B 20 T Insurance with Disclaimer
ne 25 ? ) Do you wish to delete this certificate?
\:/ This will remove all certificate holders as well.

cos |

Active

= &

s binders | certificates | history | policies
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CLIENT PROFILE | OPPORTUNITIES | MARKETING | | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

Client Name: Powers Construction Co., Inc. 3
policies | history | certificates | binders = verifications = summary of insurance
certificate  certificate holders attzchments actions
navigation
Humber: 20 Date Posted:
Branch: IAcé Insurance Branch vl Status: |Active ¥ Certificate Of Insurance
Insured: Powers Construction Co., Inc. Authorized Representative: |Mr Jack Porter -1 ACORD 25
Broducer
Description: |2c|c|9 GL WC 10DNOC Posted: [~ Insured
Carrier
" Coversges - GL
Print [ I Copy I Post [ Abort [ save changes oS
Certificate of 1 : Part 2
ertificste of Insurance — dows Internet Explorer x| covmrages - Auta
rm Part 1
Certificate of Liability In @ Part 2
\\/ Are you sure you want to delete this certificate? Part 3
Coverages - Garage
Default 5
] Coverzges - Excess
Part 1
Part 2

Certificates with associated Actions cannot be deleted. Actions associated to the certificate display on the
actions tab at certificate level.

m  Click the actions tab to view any actions associated to the certificate.

exsure

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

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected W

| ORGANIZATION | REPORTS | CAMPAIGNS

IClient Name: Powers Construction Co., Inc. 3

policies | history | certificates | binders  verifications  summary of insurance

certificates  certificate halders attachments  actions

Showing page 1 of 1 Pagem Filter: [Show]
Details AEt!DnTDpiE Ce_rt !leierence Due D_ate Days Left . Created By Updated By
Action Type Priority Status Due Time {(Overdue by) A d To Created On Updated On
=3 Certificates 2009 GL WC 10DNOC
[cert Holder PM Mckay
[cert Holder PM McKay requested by email dated 1/23/2009. See Attachments for details. =

m  After clicking OK to confirm deletion of certificate, a “Cannot Abort Certificate” system message
displays above the certificate header. If deleted from the certificates tab summary view, a
System Error message will display terminating removal of the certificate.

HOME | HELP | SETUP | LOGOUT
Bookmarks: Expand | Add | Remove Selected W

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

IClient Name: Powers Construction Co., Inc. »

policies | history  certificates | binders  verifications  summary of insurance
certificate | certificate holders sttachments  actions

Cannot Abort CertificateDELETE statement conflicted with COLUMN REFERENCE constraint 'FK_Actions_Certificates'. The conflict occurred in database 'Org633_Data’, table
'Actions’, column "ActionCertID'. The statement has been terminated.

navigation
Humber: 19 Date Posted:

Branch: | Ace Insurance Branch = Status: |Active ¥ Certificate Of Insurance
Insured: Powers Construction Co., Inc. Autharized Representative: | Mr. Jack Portar - ACORD 25

Producer
Description: [2009 GL WC 10DNOC Posted: [~ Insured
Carrier

Print [ [ Copy | Post [ Abort [ save Changes C“;‘:ELQES - GL

If the certificate cannot be deleted but should not be used, change the certificate’s Status.
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HOW to Change Certificate Status

A certificate’s Status displays in the certificates tab summary view. The certificate Status may also be used
to filter displayed certificates for selection in Delivery and in the certificate tab certificate holder summary
view. Certificate Status can be changed in both posted and un-posted certificates.

m  Locate the certificate from client SEARCH by selecting Certificate Summary on the client Details
icon right-click menu, or by clicking the POLICIES link on the Client menu and the certificates tab.

m  Click the Details E? icon of the certificate to display the certificate tab.

m Inthe certificate header, select the appropriate Status from the Status drop-down list.

policies history  certificates | binders  veri fications  summa ry of insurance

certificate | certificate holders attachments  actions

navigation

Humber: 19 Date Posted:

Branch: |Ace Inzurancs Branch ¥ Status: |Active ¥ Certificate Of Insurance

Insured: Powers Construction Co., Inc. Authorized Representative:

Inact
Dascription: [2009 GL WC 100NOC Posted:

ive
Czncellzd
Renewing

Post Save Changes

Coverages - GL

m  Click Save Changes on the Navigation toolbar under the header to save changes.
m A certificate’s Status can be changed at any time.

New certificate holders can only be added to certificates with a Status of Active or Renewing.
HOW to Add a New Holder to an Existing Certificate

A new holder may be added to an existing Active or Renewing certificate.

m  Locate the certificate from client SEARCH by selecting Certificate Summary on the client’s Details

@? icon right-click menu or by clicking the POLICIES link on the Client menu and the certificates
tab.

m  Click the Details @? icon of the certificate to display the certificate tab.

m  Click the certificate holders tab to add the new holder. For help adding new holders, see “HOW
to Add Certificate Holders and Additional Interests” earlier in this Chapter.

= Click the Details [ icon of the newly added holder to edit the certificate holder details if
necessary.

0 New holders display in descending order by their Issue Date, or the date they are added
to the certificate, with an active Remove icon.

0 Holders added using the Create new holder option are already open for editing.
m  Click the [Save] link to save changes to the new certificate holder.
m  The new holder may be Issued within the details or from the certificate holders tab summary.

0 Toissue the holder from the certificate holder details, click the [Issue] link. Click OK to
issue the new holder.

imensional, PAGE 311



CHAPTER 9 NEXSURE® TRAINING MANUAL - CRM

policiss  histery = certificates  bindsrs  verificstions | summary of insurancs

certificste  certificate holders ~ delivery  zttschments  actions

Successfully updated certificate holder

[ tnactivate ][ Issue ][ Save ] [ Back ]
Additional Interast Primary Account Address Primary Contact
Interest Type: [Certificate Holder B3| Address: [400 South Main Street hons: |
Interest Name: [SteelMaster Contracting Services, Inc. = I Fax: [6038821010
I e J email: [contact@steelmaster.com
Loan Humber: | State/Province: Im
Reference: [Job 2523 Zip/Postal: W J

Issus Date: [1/23/2008

Description of Operations / Special Instructions

This is the Description of Operatiens / Special Instructions section of a Certificate of Insurance. Information entered into this area will appear after the standard Description of Operations text entered while creating
2 new Certificata of Insurance,

Note: The insurance company will not execute, and would not authorize the special certificate of insurance you requested. =]

Certified copies of policies in force relevant to your contract will be furnished upon your request and if authorized by the
Insured.

0 Toissue the holder from the certificate holders tab, click the [Issue All] link. Click OK to
issue the new holder. Only un-issued Active holders will be Issued.

Client Name: Powers Construction Co., Inc. Commercial Accouni
policies | history  certificates | binders | verifications | summary of insurance
certificate  certificate holders | delivery ~ attachments  actions
Selected Holder/ Additional Interest
Showing page 1 of 1 Page|1 ¥
[ Shew ][ Issue All] [Export Select=d] [Export All] [ Import From Excel ][ 1
Select

Special
| | Details ID# Issue Date Holder/Additional Interest Address City State/Prov Zip/Postal

Reference Status Instr.  View CertRemove

[ B 11 1/23/2009 EtEE'Mt.E Cﬂtrad'”g 400 South Main Street Nashua NH 03081 Job 2929

Active Hote:...

m  Print the new certificate from the certificates tab Print link or from the certificates tab Certificate

Holder Summary View. For help printing certificates, see “Printing Certificates” earlier in this
Chapter.

0 Use the Issue Date to help locate and select the certificate for printing.

m  Deliver the new certificate from the delivery tab at certificate level or the DELIVERY link on the
Client menu. For help delivering certificates, see “Delivering a Certificate” earlier in this Chapter.

0 Use the Issue Date to help locate and select the certificate for delivery.

HOW to Inactivate a Certificate Holder

A certificate holder’s status is changed to Inactive to indicate it is not to be used for future certificates.
Holders with an Inactive status will not be issued when [Issue All] is selected on the certificate holders tab.
The [Issue] link is available to issue an Inactive holder from the certificate holder details. If the user has been
granted delete rights of the Certificate holder, unissued holders may be removed instead of inactivating.

m  Locate the certificate from client SEARCH by selecting Certificate Summary on the client’s Details

@? icon right-click menu or by clicking the POLICIES link on the Client menu and the certificates
tab.

m  Click the Details @? icon of the certificate to display the certificate tab.

m  Click the certificate holders tab to locate the certificate holder. Click the filter’s [Show] link to
search for the holder if necessary.

= Click the Details G icon of the holder.

m  Edit the Reference text box to indicate why the holder has been inactivated. The Reference text
box is editable on both Issued and un-Issued holders. The Reference text box displays when the
holder’s Status may not be available such as on exported holder lists.
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m  Click the [Inactivate] hot link to inactivate the holder.
malre = el c=tbots i i o merares
certificare  certificate holders  delivery atrachments actions
* indicates required fild [ nactivaze 1 [ Save 1 [ Back ]
Additional Interest Primary Account Address Primary Contact
Interest Type: [Certificae Holder = Address: [200 South Main Street phone: [
Interast Nama: [Steeliiaster ces, Inc | 6038821010
[ orvifimms [ || et [recesteemaster.com
Loan Humber: | State/Province: [ New Hampshire
Referance: [INACTIVE Incorrect Job Number zip/Postal: [3051 J
Tssue Date: [1/23/2002 #

Description of Operations / Special Instructions

This is the Description of Operations / Special Instructions section of 3 Cartificate of Insurance, Information entered into this area will appear afeer the standard Description of Oparations text entared while cresting
a new Certificate of Insurance,

A “Successfully Inactivated certificate holder” system message displays and the hot link changes
to [Activate]. Clicking the [Activate] hot link re-activates the holder.

The Inactive certificate holder is removed from the certificate holders tab and certificates tab
Certificate Holders summary views. Click the filter’s [Show] link to locate the Inactive holder if
necessary.

Note: A holder’s Reference text box and [Inactivate]/[Activate] hot links are always
available for editing even after the holder’s certificate has been Issued.

HOW to Correct an Issued Certificate Holder

When a holder’s information is issued incorrectly, use the following workflow to quickly issue a corrected
certificate to the holder. You will add a new holder using the existing holder; inactivate the incorrect holder;
edit to correct then save and Issue the new holder.

Locate the certificate from client SEARCH by selecting Certificate Summary on the client’s Details
@’ icon right-click menu or by clicking the POLICIES link on the Client menu and clicking the
certificates tab.

Click the Details E’ icon of the certificate to display the certificate tab.
Click the certificate holders tab.
Add a new holder using the Existing holder for this client option:

0 Select the holder with the incorrect information.

0 Click the [Use Selection] link.

Note: Only Active holders are available for selection using the Existing holder for this
client option. Always create the new holder record before inactivating the incorrect
holder record. However, if an existing holder was selected and the address was changed
or a new description of operations was added, this will create another version of

the holder. This is done so that if you need to inactivate one version, you will not be
inactivating the other versions of the holder that may still be in use.
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The newly added holder displays on the certificate holders tab summary with the current date as
its Issue Date and an active Remove B icon indicating it has not yet been issued. The new holder
contains all of the information from its source, the incorrect holder.

Click the Details E” icon of the incorrect holder and then click the [Inactivate] hot link. For

help inactivating the holder, see “HOW to Inactivate a Certificate Holder” earlier in this Chapter.
Complete this step before issuing the new holder to avoid any confusion between the two holder
records.

Click the Details [2# icon of the new holder and edit the holder information as necessary.
Click the [Save] link to update the record.

Click the [Issue] link to issue the corrected holder record. The holder may also be issued by
clicking [Issue All] from the certificate holders tab summary.

Print the corrected certificate from the certificates tab Print link or from the certificates tab
Certificate Holder Summary View. For help printing certificates, see “Printing Certificates” earlier
in this Chapter.

Deliver the corrected certificate from the delivery tab at certificate level or the DELIVERY link
on the Client menu. For help delivering certificates, see “Delivering a Certificate” earlier in this
Chapter.

HOW to Copy a Certificate

Copy a certificate form and/or its holders to expedite your workflow when you need a copy of the certificate
for a different named insured, different cancellation terms, to include or exclude certain lines of business
but all other information is the same or perhaps a copy that will be signed by a different authorized
representative. Certificates posted with an error but the majority of the information and the holders are
otherwise correct can be copied and quickly corrected. You can copy a certificate and/or its holders to a
related account.

Note: Copy does not copy any attachments or actions from the source certificate. If copied
to the new certificate, all certificate holders are copied with a status of Active.

Locate the certificate from client SEARCH by selecting Certificate Summary on the client’s Details
@9 icon right-click menu or by clicking the POLICIES link on the Client menu and clicking the
certificates tab. Click the Details @' icon of the certificate to display the certificate tab.

Click the Copy link in the navigation toolbar under the certificate header.

The Copy Record dialog box displays.

copy record(s)
nexsure
¥ Copy certificate coverages
[ Copy all holders attached to this certificate
Select Named Insured: IPOWSFS Construction | 'I
& Copy to this account 7 Copy to related account
Copy Cancel
copy record(s
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The Copy certificate coverages will be checked. Click Copy all holders attached to this certificate
if the certificate holder should be copied as well. All holders attached to the certificate will be
copied and added to the new certificate with a status of Active.

Note: Large lists of holders can be cleaned up and imported into the new certificate instead
of copying them along with certificate coverages. For instructions on how to Export and
Import Certificate Holders, see “Exporting and Importing Holders” later in this Chapter.

In the Select Named Insured list, select the named insured that will be on the copied certificate.

Note: If there are no accounts related for this client, the copy to this account and copy to
related account are not available.

Click the Copy to related account option if the certificate is to be copied to a related account.

Note: See instructions for certificates copied to related accounts at the end of this
section.

All related accounts will be displayed, click the check box for each related account to copy the
certificate to. There is a limit of 25 related accounts for each copy function.

copy record(s)

nexsure
¥ Copy certificate coverages

¥ Copy all holders attached to this certificate

Select Named Insured: IpOWEfS Construction | =

' Copy to this account @ Copy to related account

Related Account  Related Account ~ |
Related Account Relation Type Type Rale
[7 Elu=Ridge Condominium  Proprty Managsr/Property Commereial Sraperty Ouner
Assoc, Owner
Commercisl/Persanal

I} John Powers e

personal Personal

=
Copy Cancel I

copy record(s)

Click the Copy button to copy the certificate. Click Cancel to abort.

A confirmation will be displayed at the top of the copy window.

copy record(s)

nexsure
Successfully copied certificate

W Copy certificate coverages

¥ Copy all holders attached to this certificate

Select Mamed Insured: |Powers Realty ‘I

@ Copy to this account  Copy to related account

Copy I Cancell

«copy record(s)

Click Cancel to close the dialog box.

The source certificate remains displayed providing an opportunity to create additional copies or
to change the certificate’s Status if applicable.
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m  Click the certificates tab on the top row to view the Certificates summary.

m  The copy of the certificate displays on the certificates tab with the description of COPY OF: # and
certificate number of the original certificate. The copied certificate will not be posted, it can be
edited and certificate holders edited and added as needed.

HOME | HELP | SETUP | LOGOUT

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

CLIENT PROFILE | OPPORTUNITIES | MARKETING | | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Powers Construction Co., Inc. Commercial Account

policies  histary  certificates  bindsrs  verifications  summary of insurance

Current view: | Cerificates -

Showing page 1 of 1 Page|1 ¥ Filters: [Show]

Cert Status. Original
Details Cert No Named Insured Form ipti # Holders Date Posted Posted Certil Remove

= e Active
B 21 Powers Realty Ce"t":"::;‘ °;‘:Lla:'rlr‘grl2";”’a"‘e COPY OF: 17 11 - 5]
Active

Certificate of Liability Insurance

B 17 Powers Construction Ce., Inc. e By 102

2009 GL WC AL 30DHOC 11 1/21/2009 =

m If copied to the new certificate, all certificate holders attached to the source certificate are added

with a status of Active. Use the holder Remove [Sy icon to remove any holders that should not
be issued the new certificate. The holder’s Reference is displayed and can be used as a guide
for removing any inactive holders from the copied certificate. The [Delete All] link is available to
delete all holders copied to the new certificate.

policies  histary = certificates  binders  verifications = summary of insurance
certificate  certificate holders attachmenes | actions

Selected Holder/ Additional Interest

Showing page 1 of 2 MM

[show][ 1 [Export Selected] [Export Al [ Import From Excel ][ Delete All ]
Select Issue Holder/ Additional Special View
| | Details ID#  Date Tnterest Address city State/ProvZip/Postal Reference  Status Tnstr.  Cert Remove
SteslMaster INACTIVE -
I B 11 1/23/2005 Contracting Services, 400 South Main Street  Nashua NH 03061  IncorrectJob  Active Note:... G, B
Ine. Number
N B 10 1/23/2009 Compass Bank 3804 West 32nd Ave Denver co 80211 Active G, B

m  Preview and verify information for the copied certificate and its holders, including the certificate
header Description and Authorized Representative. When all information is accurate, Post the
form and Issue all holders. Certificates for Issued holders may be printed or delivered.

If the certificate was copied to a related account:

m  Locate the related account through SEARCH or the related accounts tab. Click the POLICIES link
on the Client menu and click the certificates tab.

m  The copy of the certificate displays with the description and certificate number of the original
certificate.

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

| OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-L0G
Client Name: Blue Ridge Condominium Assoc. Commercial Account

policies  histery = certificates | binders  verifications  summary ofinsurance

Current View: | Certificates -

Showing page 1 of 1 Page[1 Filtars: [Show]

Cert Status Original
Details __ CertNo Named Insured Form Description # Holders _ Date Posted Posted CertificateRemove
=S = Blus Ridge Condominium Certificats of Liability COPY OF: 17 Powears 0 Active B
Assac. Insurance with Disclaimer 25 Construction Co.. Inc. N
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m  Click the Details B icon of the copied certificate.

HOME | HELP | SETUP | LOGOUT
| ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected &#
| OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Blue Ridge Condominium Assoc. 3

policies  history  certificates | binders | verifications  summary of insurance

certificate | certificate helders attachments  actions
navigation
Number: 23 Date Posted:
Branch: | Ace Insurance Branch -I Status: |Active ¥ Certificate Of Insurance
Insured: Blue Ridge Condominium Assoc. Authorized Representative: | Mr Jack Porter | ACORD 25
Broducer
Description: |COPY OF: 17 Powers Constru Posted: [~ Insured
Carrier
- . Coverages - GL
Print [ [ Copy [ Post [ Abort [ save changes overe:
Certificate of Insurance: Cpa"t 2 o
L overages - Auto
Form Description Dt 1
Certificate of Lizbility Insurance vith Disclaimer 25 Part 2
Part 3
Default Special Instructions Coverages - Garage

Coverages - Excess

:I Part 1

Part 2

E Part 3

Coverages - WC

Coverages - Other

Description of Operations

Lines of Business Policy Number Carrier InSync Populate Remaove Certificate Holder
Cancellation

Coverage Summary: [Add N=w]

navigation

m  The copied certificate on the related account does not reference lines of business of the original
certificate. All details from the original certificate are copied with the exception of the Insured
name and mailing address.

m  The selected related account’s Insured name populates the copied certificate. Use Lookup to
add the mailing address to the Certificate of Insurance > Insured link. After clicking the Lookup
link, select the Insured Name then click the Prefill button to add the insured’s mailing address
to the certificate. See “HOW to Populate a New Certificate Form” in this chapter to populate and
complete the copied certificate.

%ure HOME | HELP | SETUP | LOGOUT
ORGANIZATION REPORTS CAMPAIGNS Bookmarks: Expan A Remove Selected 4%
k k pand | Add lected %

CLIENT PROFILE | OPPORTUNITIES | MARKETING | | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
IClient Name: Blue Ridge Condominium Assoc. 3

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

certificate | certificate holdars attschments = actions
navigation
Number: 23 Date Posted:
Branch: [Ace Insurance Branch x Status: [Active ¥ Certificate Of Insurance
Insured: Blue Ridge Condominium Assoc. Authorized Representative: | Mr. Jack Paorter hd ACORD 25
Producer
Description: [COPY OF: 17 Powers Constry Posted: [~ O fimmres
Carrier
Print [ [ Copy [ Post [ Abort [ save changes Corermges - 6L
Part 2
Insured Lookup =

Coverages - Auto
art 1

[ | [ | Prev [ Next
Part 2

Application Date: 1,23.,2009 =] Part 3

Coverages - Garage

Certificate Number: ICErt ID 23 Coverages - Excess
Part 1

Part 2
Part 3
Coverages - WC
Coverages - Other
Address: I Description of Operations
Certificate Holder

City: l— Cancellstion
State/Province: I ﬁ‘ navigation
Zip/Postal Code: I—

Named Insured: Blue Ridge Condominium Assoc.

K/

Prev Next
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Insured Names -

nexsure

Client Name Other Client Name d

% |Blue Ridge Condominium Assoc.|Blue Ridge Condominium Assoc

-
4 »

Prefill I Close I

m  Preview and verify information for the related account’s copy of the certificate and its holders,
including the certificate header Description and Authorized Representative. When all
information is accurate, Post the form and Issue all holders. Certificates for Issued holders may be
printed or delivered.

Exporting and Importing Holders

HOW to Export Certificate Holders

Certificate Holder schedules integrate with Microsoft Excel. Existing Holders can be exported to an Excel
Workbook that can be opened in Microsoft Excel and manipulated for printing or presentation to the client.
Holders may in turn be added to a certificate by importing a formatted Excel Workbook.

Note: Provide one-time access for your client to electronically view their list of holders
using NIC, Nexsure Instant Collaborator. For instructions, see “Renewing the Certificates”
later in this Chapter.

Certificate Holders may be exported from either the certificate holders tab or the certificate tab’s Certificate
Holder Summary View. Export from the certificate’s certificate holders tab when you want to export a list of
holders attached to the one certificate. Export from the Certificate Holder Summary View when you want
to view and export holders attached to multiple certificates.

HOW to Export Certificate Holders from the Certificate Holder Tab

Locate the certificate from client SEARCH by selecting Certificate Summary on the client’s Details @9 icon
right-click menu or by clicking the POLICIES link on the Client menu and the certificates tab.

m  Click the Details E? icon of the certificate whose holders will be exported to display the
certificate tab.

m  Click the certificate holders tab.
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HOME | HELP | SETUP | LOGOUT

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

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

Client Name: Powers Construction Co., Inc. Commercial Account
policies  histary | certificates  binders  verifications  summary of inzurance
certificate | certificate holders attachments actions
Selected Holder/Additional Interest
Showing page 1 of 11 MM Page|1 vl
[Show][ ] [Export Select=d] [Export All] [ Import From Sxcel ][ Delets All ]
Select Issue Holder/ Additional Special View
~|"| Details ID#  Date Interest Address city State/Prov Zip/Postal Reference  Status Instr. Cert Remove
I~ B 104 1/26/2009  Chase Exploration 2100 West 54th  Oklshoma Gity  OK 73102 Active SPECL... @
- B 103 w26/2009 R;::ﬁ.:;:?;::ﬁ?: 4343 N W Expressvay Oklahoma City  OK 77032 Active @
Il B 102 1/26/2009  Offshore Ventures 1701 Telephone Rd Houston ™ 77074 Active &)
- B 101 1/26/2009 PTTE Fif::t:'rt:s =i 8200 Preston Dzll=s ™ 75225 Active @
I~ B 100 1/26/2009 Digitel Exploration Inc o Catfa' Richardsan T 75080 Active @

There are two export options available, [Export Selected] and [Export All].

m  [Export Selected] will export selected holders to an Excel Workbook. Selected holders are
identified by placing a check in the check box next to the holder in the Select column. Select all
holders displayed on the current page at once by clicking the Select check mark in the column
header. Default filter settings display all Active holders, both Issued and un-Issued. Use Filter
Search Criteria to limit the list of displayed holders to only those holders that are to be exported.
Click the filter’s [Show] link to enter new search criteria and click the Search button.

n%ure HOME | HELP | SETUP | LOGOL

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

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

Client Name: Powers Construction Co., Inc. Commercial Accoun

il ce it e i i e e e
certificate  certificate holders ~ delivery  attachments actions

Selected Holder/Additional Interest
M4 Showing page 2 of 11 PM  Page|2 =

[Hidz][ ] [Export Selectad] [Export All] [ Impart From Excel ][ ]

-
Mj'f;:fl City:l State/Prov: | All - Zip/Postal:
Interest Type: IAH - Holder Name: I Phone: Fanc:
EMail: I 1D: I Iesusd ) - Reference:
: : Status: :
) r— ) I s Issue Date Files Per l__l_
Holder Status: IActwe I Issue Date From: el To: Page: | 10

Sort Field 1: ICemﬁcate Number * Sort Order 1: IDescending VI Sort Field 2: |Holder Name VI Sort Order 2: | Ascending 'I
Search I Clear

Select Issue Holder/Additional Special  View
Details ID#  Date Interest Address City State/Prov Zip/Postal Reference Status Instr. Cert Remove
will Rogers -
¥ B g4  1/26/2009 Exploration 34 Airport Lane Oklshoma City oK 73132 Active @
Productions
=l B 93  1/26/2009 Ardmore Engineers 23 South Washington Ardmore oK 73402 Active @
¥ B 92 1/26/2009  WALTEC Engineers 5874 Dairy Ashford Sugar Land T 77478 Active @
~ B 91 1/26/2009 Oklahomaz Engineers 212 Pearl St oklahoma City oK 73102 [
=l B 90 1/26/2009 City of Ardmore 2200 King St Ardmore oK 73401 @
'7 @’ 89 1/26/2009 Land Excavation 303 East Palace Ave Santa Fe NM 87501 Active 9

The default number of holders displayed on a page is 10. Navigate to each page of holders to be certain all
holders to be exported are selected. Change the Search Filter criteria Files Per Page to All or a per page
range of up to 100 files per page when working with large lists of holders.

After exporting selected holders, remove selections by clicking the empty Select check box to clear selections
on the displayed page. Navigate to each page to de-select holders on each page with selected holders.
Navigating away from the certificate holders tab will also remove any holder selections.
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[Export All] will export all holders attached to the certificate to an Excel Workbook. [Export All]

will export all holders without regard to their status or displayed search results.

When all holders to be exported are selected click the [Export Selected] link. If the goal is to export all

holders click the [Export All] link.

m  Nexsure will display an alert for users running Office 2007. Click the Yes button to continue. If you
are prompted to Open or Save the export, always Open first before saving.
m  The exported holders will open in a web-page view of an Excel Workbook.
p—
i/l:':-:! 953 )+ Cert_holders [Read-Only] - Microsoft Excel - X
]
~ Home Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat @ - =T X
3 * - T = - = A ) j‘ﬂlnsert' E -
Calibri 11 AT == = General @ *:‘ ﬂ:t 7
’j 53 A £ ﬁ _ﬂ % Delete ~ || (@]~ [ﬁ
Paste B I U ~|[ii~ - -l|l=E = = - - «.0 .00 Conditional Format Cell - Sort & Find &
- 7 ‘ LU 2R | EE ||Ed~ |8 ~ % | %8 % Formatting - as Table = Styles ~ [ Format ~ || 227 Firter- select -
Clipboard & Font ] Alignment ] Humber ] Styles Cells Editing
| 125 - | v
A B c D E F G H 1 J 3
NexsureRef Type Namelinel Nameline2 AddressLinel AddressLine2 City State ZIP  Phone
1
2 2181 Certificate Holder Agri National 1717 Fox Lane Oklahoma City OK 77045 7146720011
3 |2182 Certificate Holder airBand 4300 Mostellar Dallas TX 75210 7146720012
4 2143 Certificate Holder Airzona Drilling 200 N Cactus Phoenix AZ 35004 7146720013
5 |21#4 Certificate Holder Alabama Computer Systems 85 Louisiana Street Houston TX 77002 7146720014
6 21#5 Certificate Holder Alpine Resources 1535 N W Expressway Suite 3310 Oklahoma City OK 77045 7146720015
7 2186 Certificate Holder Boughton Contracting 2500 Memorial Drive Oklahoma City OK 77063
2147 Certificate Holder SteelMaster Contracting Services, Inc. 400 South Main Street Mashua NH 03061 f
8
5 2148 Certificate Holder Stevens Plumbing and Heating, LLC 555 Mammoth Road Londonderry NH ‘03053 (
10 |21#10 Loss Payee Compass Bank 3804 West 32nd Ave Denver co o211
m  From the File menu, save the page as a Microsoft Excel Workbook. The Workbook may be saved

as either an Excel Workbook or an Excel 97-2003 Workbook. Be certain to name the file so that it

is easily identified.

[

Save in: IB Exports j @-3 X Cy Ed-
5 My Recent
@ Documents
@ Desktop
My
Documents
Computer
"-:g My Network
Places
File name: IPowers Construction Cert 21 Holders ;I
Save as BPe: |yych Page b
Page title: Excel Workbook -
Excel Macro-Enabled Workbook =
Save: Excel Binary Workbook
Excel 97-2003 Workbook
XML Data
Single File Web Page &
Tools '| Cancel
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m  If the saved file is not displayed, navigate to where you saved the .xls/.xlsx file and open the file.

m  The first row of the spreadsheet contains the Nexsure Field Names required by Nexsure to
properly import an updated list of holders.

Field Name Description

Number displayed represents the Certificate Number followed by Holder ID.
Delete the NexsureRef number if the holder list will be used to import holders to a
certificate. Nexsure will assign a unique ID to the holder record created when the
holder list is imported. The Certificate Number is determined by the certificate the

N Ref . . . . .
exsurere holders are being added to. Maintain the original NexsureRef number only if you are
re-Importing a list of un-Issued holders for the same certificate. The new import will
replace information for the certificate holder with that NexsureRef number. Importing
Holders without a NexsureRef number will create a new un-Issued holder record.
Type Holder’s Interest Type displays.

Namelinel and 2,
AddressLinel and 2 Holder’s Interest Name and Primary Account Address display.
City, State, ZIP

Phone, Fax, Email Holder’s Primary Contact information displays.

LoanNo Holder’s Loan Number displays.

Issue Date displays the date in the holder’s Issued Date field. Both Issued and un-
IssueDate Issued holders will display an IssueDate. When the holder list is imported, the Issue
Date of each new holder record is the date of import.

Holder’s Reference text box information displays. Exported holder list does not
Reference include a column to indicate whether the holder record is Active or Inactive. Use the
holder’s Reference box to identify the reason a holder may have an Inactive status.

DescriptionsOfOperations- X e A X . A
. . The holder’s unique Description of Operations / Special Instructions display.
Speciallnstructions

CertStatus Status of the holder’s Certificate is displayed.

Note: Up to 5,000 records may be exported at one time.

HOW to Export Certificate Holders from the Certificate Holder Summary View

Locate the certificate from client SEARCH by selecting Certificate Summary on the client’s Details Eﬁ’ icon
right-click menu or by clicking the POLICIES link on the Client menu and clicking the certificates tab.

m  Change the Current View to Certificate Holders. By default, all active holders for all certificates
are displayed. If the client has five certificates, the active holders attached to all five certificates
are displayed.
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ay -
2 » Ui HOME | HELP | SETUP | LOGOUT
| ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selected %
CLIENT PROFILE | OPPORTUNITIES | MARKETING | | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Powers Construction Co., Inc. 3
policies  history ~ certificates | binders  verifications | summary of insurance
EirEatFor ICemﬁcate Holders =
[Print Selactad] Showing page 1 of 12 PN page[l ¥ [Eliecnor selacted] [Mliexnort Al Filtars: [Show]
Select Issue Date
[v Details  CertNo Name Address Holder Status _Cert Status Reference Special Instructions
3804 West 32nd Ave, . Regarding Forklift s/n
r B 22 Copes Bl Denver, CO 80211 Active Active 12345151342
555 Mammoth Road,
Il B 24 stevens Plumbing and Heating, LLC 25 PRTTON RORC Active Active Subcontractar
SteelMaster Contracting Services, 400 South Main Strest, - Regarding Job 1821 Concrets
r B = Inc. Washua, NH 03061 LEneE Active T HERL Receiving Platform
2300 Memorial Drive, .
= E 24 Boughton Contracting Oklzhoma City, OK 77063 Active Active
1535 N W ExpresswaySuits
m B 24 Alpine Resources 3310, Oklahoma City, OK Active
Active
77045
85 Lovisiana Street, .
r Eg 24 Alabama Computer Systems rifristagedrgirives Active active
. T 200 N Cactus, Phoenix, AZ .
- B 24 airzona Drilling fon0s Active active
4300 Mostsllar, Dallas, TX
- @9 24 airBand 73210 Active Active
. 1717 Fox Lane, Oklahoma -
r B 24 Agri National E Active Active
Huy 165 B
Il =4 i3 Oologah Enginsering Research Cooweescoowee, Oclogah, Active “i:igog
OK 74053
34 Osage, Pavhuska, OK - 1/25/2009
r [E4 13 Pawhuska Petroleumn S Active ot
. 34 Airport Lane, Oklahoma . 1/26/2009
r Eg 13 Will Regers Explaration Productions 2 HERT 202 Active ot
. 23 South Washington. . 1/26/2008
- B i3 Ardmore Engineers e R Active ot
- B 13 WALTEC Engineers 5874 Dairy Ashford, Sugar active 1/26/2003

There are two export options available, [Export Selected] and [Export All].

m  [Export Selected] will export selected holders to an Excel Workbook. Selected holders are
identified by placing a check in the check box next to the holder in the Select column. Select all
holders displayed on the current page at once by clicking the Select check mark in the column
header. Default filter settings display all Active holders, both Issued and un-Issued. Use Filter
Search Criteria to limit the list of displayed holders to only those holders that are to be exported.
Click the filter’s [Show] link to enter new search criteria and click the Search button.

E | ORGAMIZATION | REPORTS | CAMPAIGNS

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

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected &%

Client Name: Powers Construction Co., Inc. »

policies  histary | certificates | binders | verfications  summary of insuranca
Current views | Certificate Holders =
[Print Selected] Showing page 1 of 12 BN page[1 =] Biexport select=c] [Biexport All] Filters: [Hide]
I
Street Address: I City: I State/Province: | All - Zip/Postal:
Interest Typa: |A|| vl Holder Name: | Phana: Fasx:
EMail: I Special Instr: I Loan No: Reference:
Issue Date (Fr): | FE| Issue Date (Ta): | 5 Cert Status: [All - [~ Display Only un-issued

Certificat | Holder Status: IAc:th il
Number:

Sort Field 1: | Issue Date 52 Sort Order 1: |Descending vl Sort Field 2: | Name 2 Sort Order 2: | Ascending vl
Search Clear

Issue Date
art Sta

The default number of holders displayed on a page is 20. Navigate to each page of holders to be
certain all holders to be exported are selected.

After exporting selected holders, remove selections by clicking the empty Select check box
to clear selections on the displayed page. Navigate to each page to de-select holders on each
page displayed. Navigating away from the certificate holders tab will also remove any holder
selections.

Dimensional

PAGE 322 Technologies



NEXSURE® TRAINING MANUAL - CRM

CHAPTER 9

[Export All] will export all holders attached to all certificates to an Excel Workbook. [Export All]
will export all holders for all of the client’s certificates without regard to their status or displayed

search results.

When all holders to be exported are selected click the [Export Selected] link. If the goal is to export all
holders for all certificates click the [Export All] link.

m  Nexsure will display an alert for users running Office 2007. Click the Yes button to continue. If you
are prompted to Open or Save the export, always Open first before saving.
m  The exported holders will open in a web-page view of an Excel Workbook.
"/t!—g's H9-o- 5= )+ client_cert_holders [Read-Only] - Micrasoft Excel _mx
~ Home Insert Page Layout Formulas Data Review Wiew Developer Add-Ins Acrobat @ - = x
=K - = = = 7 ] | S=Insert - x -
Calibri 11 ||l = = General 9 = 2
- x K g i@
Paste B I U ~|iEi~ - - - $ - % 9 (/%8 ;0 Conditional Format Cell e Sort & Find &
- l Ul ) E- =0l bl Formatting - as Table - Styles = | (1 Format = || <2~ Filter~ Select =
Clipboard = Font ) Alignment T Number I Styles Cells Editing
Al - (2 I | NexsureRef
A B [ D E F G H I J
NexsureRef [Type NameLinel NamelLine2 AddresslLinel AddressLine2 City State ZIP  Phoneg
L L)
2 |13#88 Default Ardmore Drilling Supplies 3333 King 5t Ardmore ok 73401
3 |13#89 Default Land Excavation 303 East Palace Ave Santa Fe NM 87501
4 13490 Default City of Ardmore 3200 King St Ardmore oK 73401
5 13891 Default Oklahoma Engineers 212 Pearl 5t Oklahoma City OK 73102
6 |13#92 Default WALTEC Engineers 5874 Dairy Ashford Sugar Land ™ 77478
7 |13#93 Default Ardmore Engineers 23 South Washington Ardmore oK 73402
3 |13#94 Default Will Rogers Exploration Productions 34 Airport Lane Oklahoma City OK 73132
9 |13#95 Default Pawhuska Petroleum 34 Osage Pawhuska ok 74056
10 |134#96 Default Oologah Engineering Research Hwy 169 & Cooweescoowee Cologah ok 74053
11 |13#99 Default Atlas Oil Software & Computers Inc 8200 Owasso Expressway COwasso ok 74055 1|
13#104 Default Chase Exploration 2100 West 54th Oklahoma City OK 73102 1
12
13 [24#11 Certificate Holder Agri National 1717 Fox Lane COklahoma City OK 77045 71467
14 |24#12 Certificate Holder airBand 4300 Mostellar Dallas X 75210 71467
15 |24#13 Certificate Holder Airzona Drilling 200 N Cactus Phoenix Az asoosa 71467
16 (24#14 Certificate Holder Alabama Computer Systems 85 Louisiana Street Houston ™ 77002 71467
17 |24#15 Certificate Holder Alpine Resources 1535 N W Expressway Suite 3310 Oklahoma City OK 77045 71467
Certificate Holder Boughton Contracting 2500 Memaorial Drive OklahomaCi 77063

m  From the File menu, save the page as a Microsoft Excel Workbook. The Workbook may be saved
as either an Excel Workbook or an Excel 97-2003 Workbook. Be certain to name the file so that it
is easily identified.
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[———

Save in: I IC5) Exports

5, My Recent
Documents

(&} Desktop

=y My
l‘—] Documents
2y
Computer

._3 My Metwork
Places

File name: IPowers Construction Cert 21 Holders =
Save as Iype! |yyeh page v
Page title: Excel Workbook =

Excel Macro-Enabled Workbook =
Save: Excel Binary Workbook

Excel 97-2003 Workbook

XML Data

Single File Web Page
Tools Y|

m If the saved file is not displayed, navigate to where you saved the .xIs/.xlsx file and open the file.

m  The first row of the spreadsheet contains the Nexsure Field Names required by Nexsure to

properly import an updated list of holders.

Field Name Description

Number displayed represents the Certificate Number followed by Holder ID.
Delete the NexsureRef number if the holder list will be used to import holders to a
certificate. Nexsure will assign a unique ID to the holder record created when the
holder list is imported. The Certificate Number is determined by the certificate the

L LT holders are being added to. Maintain the original NexsureRef number only if you are
re-Importing a list of un-Issued holders for the same certificate. The new import will
replace information for the certificate holder with that NexsureRef number. Importing
Holders without a NexsureRef number will create a new un-Issued holder record.

Type Holder’s Interest Type displays.

Namelinel and 2,

City, State, ZIP

AddressLinel and 2 Holder’s Interest Name and Primary Account Address display.

Phone, Fax, Email Holder’s Primary Contact information displays.

LoanNo Holder’s Loan Number displays.

Issue Date displays the date in the holder’s Issued Date field. Both Issued and un-
IssueDate Issued holders will display an IssueDate. When the holder list is imported, the Issue
Date of each new holder record is the date of import.

Holder’s Reference text box information displays. Exported holder list does not
Reference include a column to indicate whether the holder record is Active or Inactive. Use the
holder’s Reference box to identify the reason a holder may have an Inactive status.
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Field Name Description

DescriptionsOfOperations-

. . The holder’s unique Description of Operations / Special Instructions display.
Speciallnstructions

CertStatus Status of the holder’s Certificate is displayed.

Note: Up to 5,000 records may be exported at one time.

HOW to Import Certificate Holders

An Excel Workbook formatted with Nexsure Field Names for Certificate Holders is used to import a list of
holders to add them to a certificate. For help creating a new certificate, see “HOW to Add a New Certificate”
earlier in this Chapter.

m  Using an Excel Workbook with the Nexsure Field Names for Certificate Holders in Row 1, input
your holders into the spreadsheet. Data is not required in every field for a successful import back
into Nexsure. Columns can be rearranged, hidden or deleted. Nexsure does require columns with
data have the proper FieldName in the first row of the Excel Workbook for a successful import.
Save the updated certificate holder Excel Workbook .xls or .xlsx file.

m  Locate the certificate whose holders will be imported from client SEARCH by selecting Certificate
Summary on the cient’s Details @? icon right-click menu or by clicking the POLICIES link on the
Client menu and clicking the certificates tab. Click the Details @? icon of the certificate.

m  Click the attachments tab.

nexsure

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

HOME | HELP | SETUP | LOGOUT

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

Client Name: Powers Construction Co., Inc. Commercial Account
policies | history | certificates | bincers | verifications | summary of insurance

certificate  certificate holders  delivery  attachments  actions

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

Add New

Showing Page 0 of 0

Save Filter Settings [l

Dﬁcripﬁu":l—created Fzﬁ?l— @ ﬁ Date Crea_trzn::ll— @ ﬁ Created By: l—

DDCTVDE:Im Policy No.: l— Atta:x;nr:g:tl— Updated By: l—
O Y — fsing————————— g
Sort Field 1: m Sort Order 1: m Sort Field 2:m
Files Per Page: m

Sort Drd:r Descending ™
Rasturel Clear I

m  Click the [Add New] link and select the Add Attachment option.
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Nexsure Office Tntegration nexsure

Add New Attachment

@ add Attachment

i Create Document with Template

" Create Document without Template
" attach Outlook Messages

€ add External Attachment

CiDocuments and Settin 3%8¢t Cleny
Add File:
Bolicy: [None =
Note: Policy Number / billing Cempany / Policy Type
Certificate: [21/2009 GL AL WC 10DNOC =

Note: Cert # / Ref #

Attachment [0 e Holders
MName:

Attachment
Description:

[Cart 21 new holder list a5 of 1/26/2009

Date: 01/27/2009

Vievable by Portal User: [ Client [ Retail Agent | carrier

Cencel

m  Click the Select button to search for the .xlIs /.xlsx file in the Add File field. A different certificate
or none may be selected in the attachment’s Certificate field. Complete the Attachment Name
and Attachment Description fields and click Next.

m  The list of Certificate Holders will display on the attachments tab of the certificate making it
available for importing. Excel Workbooks saved at Client level ATTACHMENTS are also available to
select for importing to a certificate even if they are not associated to the certificate.

n%ure HOME | HELP | SETUP | LOGOUT

| ORGANIZATION | REPORTS | CAMPAIGNS Bookmarks: Expand | Add | Remove Selacted W#"
| OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Powers Construction Co., Inc. Commercial Account

policies  histary  certificates | binders  verifications | summary of insurance

certificate certificate holders delivery  attachments actiens

[Add Hew ] Showing Page 1 of 1 L= [DMS] Filters: [Show] [Add New]

LOE/Palicy # Created By Updated By =
Detzilzs Attachment Name Cert #/Ref + Category Description Doc Type Status Crested Updated Remove:

Betsy Cormier Betsy Cormier L

B cartificats Holdars 2008 GL AL WE 10DNOE Cart 21 new halder list as of 1/26/2008  MS Excel ey Al

m  After creating a new certificate or within an existing certificate, click the certificate holders tab.

m  Click the Import from Excel link on the right side of the screen.

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selected %

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

Client Name: Powers Construction Co., Inc. Commercial Account
policies  history | certificates | binders = verifications  summary of insurance
certificate  certificate holders delivery attachments actions
Selected Holder/Additional Interest
Showing page 1 of 1 page|1 ]
[ show ][ Tssu= All ] [Export Selected] [Export All] [ Tmport Fram Excel [ 1
Sel Issue Holder/ Additional Special  View
| Details 1D#  Date Interest Address city State/Prov Zip/Postal Reference  Status Instr. Cert Remove
r [Eg 10 1/23/2009 Compass Bank 3804 West 32nd Ave Denver co 80211 Active Regar.. q EBE=x
8 1/23/2009 Stevens Plumbing and oo o Lo Road  Londonderry NH 03052 Subcontractor  Active
Heating, LLC
SteelMaster
Il B 7 1/23/2009 Contracting Services, 400 South Main Street Hashua NH 03081 Job 1821 Active Regar.. q B
Inc.
6 1/23/2009 Boughton Contractin 2500 Memorizl Drive Oklahoma City oK 77063 Active
g 3 v
5 1/23/2009 Alpine Resources 1535 M W Oklahoma City oK 77045 Active
p - . - ¥
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m  The attachments dialog box is displayed. All Excel Workbook attachments for the Client are listed.
Place your mouse over the attachment’s Description to view the entire description and be certain
you are selecting the correct certificate holder list for import. Select the attachment that the
certificate holder information will be imported from.

attachments

Please select attachment that you would like to import r]%ure
certificate holder information from

Attachment Name Document

Select Description Type Date Created Created By
o Certificate Holders

Cert 21 new H
Certificatd Certificate Holders

_ CertiSH4 (Cert 21 new holder list as of 1/26/2000
~ Sched
2008 Vehicle
s Sched

2008 Driver lig

=
Import I Cancel |

attachments

m  Click the Import button to import the Certificate Holders. Click Cancel to abort.

attachments
Successfully imported certificate holders list
Please select attachment that you would like to import rmure
certificate holder information from
Attachment Name Document

Select Description Type Date Created Created By
o Certificate Holders -

Cert 21 new holder list as M5 Excel 01/27/2009  Betsy Cormier

m A confirmation message will be displayed. Click the Cancel link to close the dialog box.
m  The imported certificate holders will display on the certificate holders tab.

m  All imported certificate holders are un-Issued and may be edited or removed until they are Issued
certificates.
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Renewing the Certificates

The renewal process displays policies that have changed by edit, endorsement or renewal since the last
issuance of a certificate. The certificate must be posted to be available to renew.

HOW to Renew a Certificate

m  Locate the appropriate client through SEARCH and click the SERVICING link on the Client menu.
m  Click the Certificate Renew option and click the [Next] link in the upper right corner.

m  Alist of policies that have had a change made to them will be displayed. Select the appropriate
policy(ies) by clicking the Select check box and clicking the [Next] link in the upper right corner.

%ule HOME | HELP | SETUP | LOGOUT

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

Client Name: Premier Concrete Construction, LLC 3

certificate renewal

The following pelicies have changed since the last time a certificate was created. Select the policies that you would like new certificate(s) created for.

[Back] [N=xt]

Line of Business Stage Updated By Issuing Carrier
Salact Policy Number Status Mode Updated Date Premium Policy Term Coverage Term Billing Carrier
Workers Compensation Policy Newr Betsy Cormier $2850 3/31/2008 1/27/2009 Hartford Casualty d
u RK) In Force 1/z7/2008 3/31/2009 3/31/2009 Insurance
WC10101010192385 Hartford Insurance Group
General Liability - Policy Newr Betsy Cormier $25850 3/31/2008 3/31/2008 Hartford Casualty
I Commercial (CEL) In Force 1/27/2009 3/31/2009 3/31/2009 Insurance
6L1456787766 Hartford Insurance Grow

m  The list of holders issued certificates for the previously selected policies displays on the certificate
renewal tab.

n%um HOME | HELP | SETUP | LOGOUT

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

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

Client Name: Premier Concrete Construction, LLC 13
certificate renewal
%2 11 - (Send this holder list to insured for review)
Showing page 1 of 1 Page |1 ™ Filters: [Show]
[Back] [Next]
Deliver
e Description/ Instructions Cert. No Named Insured Cert. Holder Reference Issue Date Status
[ ]
[ r 27-1 Premier Concrete  \er oo ra| Contracting 1/27/2008 Active ]
Construction, LLC Lot
Premier Concrete
= r - 28-1 Cometruction, LLC King Kon-Crete 1/27/2009 Active
Premier Concrate  Tru-Form Foundation ;
W r r 26-2 Conctrucian. LG 1/27/2009 Active
] Premier Concrate  Basement Systems of
|2 - 26-3 Construction, LLC New Hampshire 1/27/2003 Active
Premier Concrate DPL Censtruction ;
4l r o 264 Construction, LLC Assodiates YRR Active
. , . .
m  Click the Renew check box to select each holder’s certificate to be renewed. Click the Renew

check box to select all holders at once. Click the empty box to clear all selections.

Note: The selection of certificates to be renewed may be made by the client’s contact.
Proceed to “HOW to Give a Client Access” in this Chapter.

m  The Deliver option may be used as an indicator of the holder’s preferred delivery method.

m  Click the [Next] link to process renewal of the selected certificates.
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m  The certificate renewal tab is displayed stating the number of certificates that are ready for
processing. Click the [Next] link to process the renewal of the certificate.

certificate renewal

2 certificate(s) of insurance is/are ready for processing. This process cannot be aborted after
"Next' is selected. To review selected certificata(s), select 'Back'.

Reneval certificates are processed in the background and are displayed in blue text on the
certificates tab. A status of Active shown in black text indicates the successful creation of the
certificate. To confirm delivery, access the Delivery tab.

[Back] [N=xt]

certificate renewal

Note: The process cannot be aborted after clicking the next link.

m  Renewal certificates are processed in the background and are displayed in blue text on the

certificates tab.

| ORGANIZATION | REPORTS | CAMPAIGNS
CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS |

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selectad %

Client Name: Premier Concrete Construction, LLC

policies  history | certificates | binders  verifications

Current Views | Certificates -

summary of insurance

Showing page 1 of 1

| ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

page[1 ¥

Filters: [Show]

| Details Cert No

Cert Status Original
Named Insured Form Description # Holders _ Date Posted Posted Certificate Remove
Premier Concrete Certificate of Liability Active
- 3 /277
=7 Construction, LLC Insurance with Disclaimer 25 0% 99 WC enly 10DNOC 5 L) "
Premier Cancrate Certificate of Liability . " - s Active
28 Construction, LLC Insurance vith Disclaimer 25 08-08 GL WC 10DNOC 3 1/27/2003 7

m  Click the certificates tab to refresh the screen. The certificates have finished processing when

they display in black text with a Status of Active.

| ORGANIZATION | REPORTS | CAMPAIGNS

HOME | HELP | SETUP | LOGOUT

Bookmarks: Expand | Add | Remove Selactad 5%

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS |

| ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

Client Name: Premier Concrete Construction, LLC 3
policies  history | certificates | binders  verifications = summary of insurance
Current View: | Certificates -
Showing page 1 of 1 Page |1l ¥ Filkers: [Show]
Cert Status Original
Details  Cert No Named Insured Form Description # Holders  Date Posted Posted Certificate Remove
Premier Concrate Certificate of Liability ~ Active
B = Construction, LLC Ioenss oo Dy 25 L2722 WEET WIEIEE i ] = By
Premier Concrate Certificate of Liability 5 Active
B 2 Construction, LLC Insurance with Disclzimer 25 05 0% GL WC100NOC 4 - 28 e

m  The renewal certificate(s) are not posted. Click the Details @5’ icon of each renewed certificate to

finalize and Issue.

m  The Original Certificate number displayed on the Certificate Summary view indicates the
certificate is a renewal of a previous certificate. Through the certificate renewal process, the
original certificate’s Status is changed to Inactive and no longer displays in the summary by
default. Click the filter’s [Show] link to search for and display the original Inactive certificates if

desired.
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HOW to Give a Client Access

Clients may have numerous certificate holders associated to a policy, but not wish to issue a certificate
renewal to every holder. Temporary access can be granted to clients so they can select which certificate
holders will be issued a renewed certificate.

m  Locate the appropriate client through SEARCH and click the SERVICING link on the Client menu.
m  Click the Certificate Renew option and click the [Next] link in the upper right corner.

m  Alist of policies that have had a change made to them will be displayed. Select the appropriate
policy by click in the Select check box and click the [Next] link in the upper right corner.

m If the agent would like the client to select the certificate holders needing a renewal certificate,
click the & NIC (Nexsure Instant Collaborator**) link in the upper left corner.

certificate renewal

g NIC - (Send this holder list to insured for review)
Showing page 1 of 12 (4] Pagell. 'I Filters: [Show]
[Back] [MNext]

Deliver

Renew Description f Instructions Cert. No Named Insured Cert. Holder Reference Issue Date Status
MO ML
Pawers Boughten =
I || 24-6 CDnstn_qu‘tcu::m Co., Contracting 1/26/2009 Active
Powers SteelMaster
| | Regarding Job 1821 C 24-7 Construction Co., Contracting Services, Job 1821 1/26/2009 Active

m  The Create Temporary User dialog box is displayed. The client name will prefill with the primary
named insured. Select the contact from the list to grant temporary access to.

Note: If the client you wish to grant access to is not in the list, they must be added, along
with their e-mail address, to the contacts tab of the client.

m  Select the number of days the Login will be active from the list.

m  Enter a message in the message field or accept the default message.

** Nexsure Instant Collaborator (NIC): NIC operates by simply extending to the
~N - ?( person(s) involved, highly secured access to the specific area within Nexsure
for direct input or update of the required information.
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Sacurity nexsure

Please select client contact and complete infarmation in arder to grant sccess to the certificate reneval
list. The contact vill be given = temporary access code to provide them vith one time access to view their
certificate list and indicate certificates that are to be renewed. You vill sutomatically be notified via email

once the client contact has completed updating the list.
Create Temporary User

[Send] [ Close ]
Client Name: Powers Construction Co., Inc.

Select Contact: IJUhn Powers nexsurecontact@aol.com j

Login Expires int I3 days j‘

Send the following message:

Fleaze review the list and check certificates that are to be ﬂ
renewed at your earliest opportunity.
Thank you.

/|

Note: The temporary access code will be automatically included in the e-mail message.

Create Temporary User

m  Click the [Send] link. A confirmation message will be displayed and the dialog box will remain
open to grant temporary access for other contacts.

m  Click the [Close] link to close the window after all logins have been created.

m  An e-mail containing a link to the certificates will be delivered to the contact.

2 Temporary Nexsure Login E Print | BT New Window
betsy.cormier to you - 2 min agoe More Details Add to: To Do, Calendar

Hello,

You have been granted temporary access to Nexsure. You can login autoratically by clicking the
following URL:

www.nexsure com/tmp_user_login.asp?
email_address=nexsurecontacti@aol.com&access_code=/c8%2Pb3%5ektd)Ug1%3d

[f this URL didn't work, please click the URL below and enter your email address and access code.
www.nexsure com/tmp_user_login.asp

This is your temporary access code: Zc8/Ph9*Kitd)Ug1=
Please note that your access expires on Friday. January 30, 2009

Below is the message from the person who requested your tempaorary login:

Please review the list and check certificates that are to be renewed at your earliest opporfunity.
Thank your

m  The contact will be able to click the link in the e-mail to be directed to the certificates.
Instructions are included if the link to connect is not enabled in their e-mail.

m  The client can then select the certificates holders needing to be renewed. When done they will
click on the Save and Exit link.
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certificate renewal

Pagel 1 VI

Your agent has provided you with service to assist in expediting the renewal and delivery of your Certificates of Insurance. Using the Check Boxes in the
Renew column, select which Certificates of Insurance need to be renewed. To search for a specific Certificate, click on [ Show ] to reveal search opticons.
When you're finished with the renewal list, click on [ Save and Exit ]. Your temporary Access Code is only active for one session and will expire upon exit.

Showing page 1 of 12 4

Filters: [Show]
[Save and Exit]

R
@"ﬁ* Description/ Instructions Cert. No Named Insured Cert. Holder Reference Issue Date Status
| 24-5 p"“"‘erf:;:"“”lf‘tcr”“'c‘” Boughton Contracting 1/26/2009 Active =
Powers Construction SteelMaster
O Regarding Job 1821 C 24-7 Co. Ine Contracting Services, Job 1821 1/26/2009 Active
o | Inc.
Powers Construction Stevens Plumbing and .

I_ 24-8 Ca., Inc. Heating, LLC Subcontractor 1/26/2009 Active

O 24-10 Powers Canstruction Compass Bank 1/26/2009 Active
Co., Inc.

| 17-1 FErEE EEnSiuEi Agri National 1/21/2009 Active
Co., Inc.

O 17-2 Powers Canstruction airBand 1/21/2009 Active
Co., Inc.

| 17-3 FErEE EEnSiuEi Airzona Drilling 1/21/2009 Active
Co., Inc.

O 17-4 Powers Construction  Alabama Computer 1/21/2009 Active
Co.. Inc. Systems

| 17-5 FEUEE BENSILETN it Femspres 1/21/2009 Active
Co., Inc.

O 17-6 p"“"‘erf:;:"“”l:tc“"mc‘” Boughton Contracting 1/21/2009 Active

=

Note: The temporary access code is only active for one session and will expire when the
client exits the screen.

m  Once the user has accessed the certificate(s) and clicked on the Exit link, an e-mail will be
returned to the Nexsure agent notifying them that the contact has reviewed the summary of

insurance.

You have chosen to exit Nexsure. If this is correct press Ok, if not, press

If you would like to send 2 message to the agency user, please type it
below:

nexsure

Cancel to return to to previcus screen.

Your temporary access code will expire upon exiting.

I've finished selecting the certificates that are ;I
to be renewed. Call me if anything doesn't make
Joh:

sense.

Ok | Cancell

=

m  Return to the client and complete the certificate renewal process through the Certificate
Renew option on the Client menu SERVICING link. At the step in the process where the holder’s
certificates on the certificate renewal tab are selected for renewal, the client’s selections will
display. Verify the selections and continue the renewal process. For more information see “HOW

to Renew a Certificate” earlier in this Chapter.

Note: For client certificate access, consider using Confirmnet’s Certificates Now.
Confirmnet” is not a part of Nexsure and any fees for Certificates Now is paid directly to
Confirmnet. More details can be obtained by contacting Confirmnet directly.
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