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Accounts Receivable Inquiry
Ay

Purpose
Provide detailed information for the Accounts Receivable Inquiry of the INS PRO Advantage System.

TOWN AND COUNTRY - User: ISPO

lllll x @ Home Customer Care Automated Processes Applications N7
A -~ @ a @ L @ @ @
sssssssss Select Mode - | = Select Mode - !} =N Select Mode - [4 S o] = o] =
T e | S 0 | Submit Search 0 | Submit Search 0 | Submit Search || (3 Inquire Search || () Inguire Search
‘ Policy View Quote View Claim View Premium Accounting Accounts Receivable ‘

Information

The Accounts Receivable Inquiry of INS PRO Advantage encompasses four major components: Insured Information,
Unpaid Amounts, Payment History and Pending Deposits.

AR View RiBBON

The Accounts Receivable (AR) Module, once the AR Interface has been displayed, contains the Accounting Options View
Tab. This tab has four main elements in the Ribbon Section of the Screen: Accounting Options, Claims on Policy, Posting
Register and the Docfinity Interface (If not Licensed, it will not be displayed).

TOWN & COUNTRY INSURANCE COMPANY - User: ****

Files Home Customer Care Applications Accounting Options

4 Closed 310064 - Eair) -
2 & | BEE = eo® ~
Change Goto Change Accounts Reversed | DocFinity PA AR Previous Next
Pay Plan Diary Status Posting  Posting = Inquiry Inguiry Policy Paolicy
Accounting Options Claims on Policy Posting Register Interface

The Accounting Options element encompasses the following buttons:

Change Pay Plan. This utility program allows the operator to change the payment plan on a policy, re-applying the Open
Records to reflect the change in the payment plan.

Go to Diary. Will access recorded notes, reminders and relevant notes related to the policy.

Change Status. Changes status of the Policy. This option is active only when the policy is in Non Pay Pending status.

The Claims on Policy element displays a gallery of all the Claims associated with the same policy number. Claims on
Prior Policy number and Renewal Policy number are also included. From this gallery claims could easily be opened, or if
they are already open in the interface, the corresponding tab will take focus.

The Posting Register element encompasses the following buttons:

Accounts Posting. Display, print and / or save the Accounts Receivable Posting report.

Reverse Posting. Display, print and / or save the Reverse Payment report.
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The Interface element will display the Docfinity System along with options to navigate to PA Inquiry .

Another important component of the Accounting Screen is located in the Ribbon Section:

Minimize Ribbon Button. #  Clicking this button will hide / display the ribbon.

Access Accounts Receivable Information

The Accounts Receivable information is directly connected to the policy. There are a couple of ways to access this
information from a policy in the INS PRO Advantage System:

1. Select the Home tab.
2. In the Accounts Receivable element in the Ribbon Section, either:
a. Type a policy number and key enter, or

b. Select an existing policy with the Name Search Window. Note: See the Policy Name Search Window document
for more detailed information.

Accounting Options View Tab. (Visible once a policy number is keyed in).
=z
9 Accounting Town & Country Insurance Company - User: IOFF
-
8 @ Home Customer Care A I Options 2N
n J| Sy = E % o ‘
z 12 & = (=5 [ ‘
o Change Goto Change Accounts Reversed | DocFinity
g Pay Plan Diary Status Posting  Posting -
i L Accounting Options Claims on Pelicy Posting Register Interface Minimize R|bb0n
f R Button.
=z
] ~ | Insured Information Insured's Name: | Donald A Duck Effective: | B/1/2013 - | B/1/2014
-
(&}
#; Policy Type: | 20 - HOMEOWMERS REV 0605 Policy Status: | 8/1/2013 - Active Locations -
g Mailing Address: | 10 Main Street, Wexford, PA 15090 Payment Plan: | 1 - ANNUAL PAYMENT Mo Escrow -
E Wexford PA, 15030 Agent on File: | 51 - ALLISON PARK INSURANCE INC. MNon Pay Cancels 0+
4
w
=
z
- ~ | Billed Amounts Total Billed: | 0.00 Due Date:
w
= <
[1:]
§ ~ [ Unbilled Remainder Due Total Unpaid: | 325.00 Next Bill Date: | 8/1/2013
w
3 Total Outstanding: | 225.00
14 ’ =
Payment History Paid Through: |9/22/2013 Show History Showr by Trans
(2]
=
=z
2 e e
o Pending Deposits Total Amount: | 0
o
<

\_
Major Components of the
Accounts Receivable Module.
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To CHANGE A PAYMENT PLAN when selecting the Change Pay Plan button on an open policy, the Change
Payment Plan window will pop-up showing the existing open records on the policy in a grid with detailed information
including: Transaction Date, Type, Due Date, Original Balance, Billed and Record Balance columns.

E Change Payment Plan X «(\

Policy Number: | 90 Effective: | 8/1/2013 Exp: | 8/1/2014

Close button.. Press-
ing the close button
Insured Name: | Donald A Duck in the Change Pay-
ment Plan window

Current Payment Plan: | 1 - ANNUAL PAYMENT Retain the Original Due Dates? Yes Mo . ..

without clicking the

MNew Payment Plan: - Create Installment Charges? Yes Mo Submit Change but-
ton, will cancel any

o

8/1/2013 10 ANNUAL PREMIUM 378.00 0.00 270.00
11/18/2013| 18 INSTALLMENT FEE 55.00 0.00 55.00
Totals. 433.00 0 325.00

Submit Change

In addition, other important information concerning the Policy will be displayed in the window: Policy Number, Insured
Name, Current Payment Plan, New Payment Plan, Effective Date, Expiration Date and options to Retain the Original Due
Dates and / or Create Installment Charges.

The user will have the opportunity to select a different payment plan from a drop-down box showing other payment plans
available.

The user will also have the opportunity to:
1. Retain the original Due Dates:
a. Yes. Will keep all due dates on billed open records.
b. No. Will erase all due dates on open records.
2. Create Installment Charges:
a. Yes. Will add an installment charge to the open records for the change of the payment plan.
b. No.
Click the Submit Change button in the bottom right corner of the window to confirm changes to the payment plan on a
policy.

Pressing the close button in the Change Payment Plan window without clicking the Submit Change button, will
cancel any changes made.
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CHANGE STATUS

When a policy selected has a pending status, the Change Status Element in the ribbon of the Accounting Options
becomes available for changing. When selected, the Change Policy Status window will pop-up with the following
information:

Change Policy Status x

Policy Number: | 10047 Policy Status  Reinstatement

Prior Status Current Status

Status: | 090 PENDING MON-PAYMENT CANCEL Status: | 090 PENDING MON-PAYMENT CANCEL

Date: | No Date Date: | 5/1/2010

Select New Policy Status

Status: | 9 PENDING MON-PAYMENT CANCEL - Eff Date: | 5/1/2010

oK Cancel

1. Prior Status. The status of the policy prior to the most current status.

a. Status.
b. Date.
2. Current Status.
a. Status.
b. Date.

3. Select New Policy Status.
a. Status.

b. Effective Date. The date will default to the date of the current status.

Once the OK button has been keyed and the status of the policy has been changed to anything other than
pending, the Change Status button in the ribbon section of the will become unavailable.
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Access AcCCOUNTS RECEIVABLE INFORMATION
There are several ways to access the Account Receivable Module from the INS PRO Advantage System:
1. Select the Home tab.
2. In the Accounts Receivable element in the Ribbon Section, either:
a. Type the policy number and press the inquire button or key Enter, or
b. Select an existing policy with the Name Search feature

Once the Policy is accessed, the AR Inquiry Tab has 4 Major Categories that can be viewed at a glance with some basic
information, or in detail:

Collapsed Components

AR Inquiry 20600268 X

Policy Number | 20600268
~ | Insured Information Insured's Name: |SCOTT-STEPHANY D & JASON L ~| Total Billed: | 124.25 Total Unpaid: | 362.75
~ | UnPaid Amounts Due Dats: | 2/15/2015 Next Bill: | 4/24/2015 +
~ | Payment History Paid Through: |1/21/2015 Show History +
~ | Pending Deposits Total Amount: | O

Expansion Button V2

Switches between detailed information
and summary information of the

5 different major categories of the
Accounting Module. Categories can
also be expanded / contracted by

clicking the category header. Expanded Insured Information Component

AR Inquiry 20600268 X

Policy Number | 20500268

~ | Insured Information Insured’s Name: | SCOTT-STEPHANY D & JASON L ~|  Total Billed: | 134.25 Total Unpaid: | 362.75

Policy Type: | 2 - SILVER HOMEQWNERS Policy Status: | 2/15/2015 - NONPAYMENT CANCEL PENDIN Locations -
Mailing Address: | 233 W MAIN ST Payment Plan: | 5 - QUARTERLY No Escrow
GOUVERNEUR Y, 13642 Agent on File: | B1 - RM CONKLIN AGENCY, INC Non Pay Cancels 5 =
Effective; | 10/24/2014 - 10/24/2015 Referral Codes -
~ | UnPaid Amounts Due Date: | 2/15/2015 Next Bill: | 4/24/2015
~ | Payment History Paid Through: |1/21/2015 Show History +
~ | Pending Deposits Total Amount: | 0

m This document is proprietary and confidential. No part of this document may be disclosed in any manner
to a third party without the prior written consent of TCCS.
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Expanded Unpaid Amounts Component

Sort

By clicking any column
header, the information

in the grid is sorted in
ascended/descended order
accordingly.

Filter Icon

Calls window to filter
information according to
criteria from selected column

AR Inquiry 20600268 X

Folicy Mumber | 20600268

SCOTT-STEPHANY D & JASON L v Total Billed: | 134.25 362.75

Total Unpaid:

surad Information Insured's Name:

4f24/2015

| UnPaid Amounts Due Date: | 2/15/2015 Mext Bill:

PaymentType T |Line T | Orginal Amt T | Eff Date T | Billed Amt T | Status T | Status Date T | DueDate T

Expiration Dafe Total: 10/24/2015 Original Amount: 477.00 Billed Amount: 134.25 Unpaid#&mount: 362.75

WAL PREMIUM 2 457.00 1/24/2015 114.25 Billed 12/23/2@14 1/24/2015
4/24/2015 114.25 Open 18/2014
7/24/2015 114.25 Open 9/18/2014
INSTALLMENT CHARGE 2 5.00 1/24/2015 5.00 € 12/23/2014 1/24/2015
SERVICE CHARGE 2 15.00 1/27/2015 15.00 Billed 1/27/2015 2/15/2015

1/21/2015 Show Histary

~ | Payment History Gugh:

~ Total Amount: | O

Pending Deposits

Expanded Payment History Component

[\

SCOTT-STEPHANY D & JASON L v| Total Billed: | 134.23 362.73

Total Unpaid:

~ | Insurad Information Insurad’s Name:
~ | UnPaid A Due Date; | 2/15/2015 Next Bill: | 4/24/2015 +
+ Button )
) ) ~ | _Payment Histo, Paid Through; |1/21/2015 Show History > *
Switches to display more =
detai[ed I'nformation' Pa_yp\eﬂt T.ypa Eff Date Ex.p Date Comm Rate | Date Received Amount Paid | Check #

Expansion Button A v,
Displays / Hides detailed
information concerning the
specific transaction.

g
\
:

Rev. 01/17/2017

TACS

~ Expiration Date Total:\ 10/24/2015 Amount Paid: $119.25

RECEIPT - PREMIUM 10/24/2015 10/28/2014 119.25 cC
> Expiration Date Total: 10/24/2007 Amount Paid: $485.00
~ Expiration Date Total: 10/24/2008 Amount Paid: $458.00
> Expiration Date Total: 10/24/2009 Amount Paid: $489.00
~ Expiration Date Total: 10/24/2010 Amount Paid: $470.00
~ Expiration Date Total: 10/24/2011 Amount Paid: $468.00
~ Expiration Date Total: 10/24/2012 Amount Paid: $431.00
~ Expiration Date Total: 10/24/2013 Amount Paid: $421.00
~ Expiration Date Total: 10/24/2014 Amount Paid: $259.00 ~

Expanded Pending Deposits Component

\ \

AR Inquiry

s0s00268 X

Policy Number \ 20500268

~ | Insured Information Insured's Name: | SCOTT-STEPHARY D & JASON L ~| Total Billed: | 134.25 Total Unpaid: | 362.75
~ | UnPaid\Amounts Due Date: | 2/15/2015 Mext Bill: | 4/24/2015 +
~ | Payment History Paid Throdgh: |1/21/2015 Show History +
~ | Pending Deposits Total Amount: \0

Line T | EfDate T | Check Amt T | Depasit Amt T | Status Date T | Check Mo T | Deposit Status T
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Go 1O D1ARY

When selecting the Go To Diary button within the Accounting Options of a Policy, a helpful tool can be accessed with
recorded notes, reminders or any other kind of relevant information relating to the policy. Note: See the Diary Component
document for more detailed information.
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Accounts Receivable Module

Purpose

Provide detailed information for the Accounts Receivable Module of the INS PRO Advantage System.

Files Home Customer Care Applications Policy View

rame Select Mod - 4 = > o
. g elect Mode X a -\ | Tﬂﬂ_;;;:_ =N <\/' =\
e Policy Number | Submit Search | Cash Reverse Advance || Premium Cancel / || Search
e | S > Flow Payments Payments Entry Reinstate All
Mame and Address Accounts Receivable Premium Accounting || Utilities
Information

The Accounts Receivable Module of INS PRO Advantage can be accessed trough the Customer Care Tab and is covered
in two locations according to its main purpose, AR Inquiry which provides a snapshot of the Accounting information

of a policy displaying basic Insured Policy Information, Payment History, Billed and Unbilled Records and any pending
deposits that may be present for that policy (see AR Inquiry documentation for more details), and AR Module in Customer
Care which main purpose is to maintain and upkeep the accounting data.

CusTtoMER CARE VIEW RIBBON

The Customer Care Tab has four main elements in the Ribbon Section of the Screen: Name and Address, Accounts
Receivable, Premium Accounting and Utilities. It may also include Premium Statistics or Inspections if Licensed).

Files Home Customer Care Applications Palicy View

Select Mode ~ ﬁ (—-\ E% @ Q (—-\

Palicy Number Submit Search | Cash Rewverse Advance Premium Cancel / | Search
Flow Payments Payments Entry Reinstate All

Mame and Address Accounts Receivable Premium Accounting | Utilities

The Accounts Receivable element encompasses the following buttons:
Cash Flow. Provides the ability to enter Receipt of Premium, Disbursement and Adjustment information.

Reverse Payments. Provides the ability to take a payment and place it back on the open record of the policy.

Advance Payments. Provides the ability to enter Deposit Premium and Advance Payment information.
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Accounts Receivable Module

CasH FLow

Accounts Receivable Transactions

When selecting the Cash Flow button, a policy number has to be typed in the screen; this action will load the accounting
information associated with the policy.

To avoid making accidental changes, Cash Flow transactions can only be entered one at a time (unlike claims and policy
tabs which can be opened simultaneously).

However, multiple transactions to multiple policies can be done one at a time (they will be shown in the Pending
Transactions grid ) and they can be saved all at once by pressing the Apply Changes button in the bottom of the Pending
Transactions screen.

Every time a transaction is added, the Policy Number field is cleared along with all related information in the Cash Flow
screen.

Collapsed Pending Transactions screen

Account ting Cash Fiove X

Palicy Number | 2352667 Transaction - Amcunt $0.00 Check N

¥
Expansion Buttons <> A v. E: % insured Billing Information Dol Statuss | S/L/2014 * Actrve willed: | 632.00 Tetal Unpaid) | 632.00
Opens a grid with pending : ) St

transactions, or i

~  Advanced Distribution Options. Remaining Amourt! |
Switches between detailed / /
~* Billing Questions

summary information, in the
5 major components.

uope

Disbursement Check Information

Expanded Pending Transactions screen

Accounting Cash Flow % Pulicy 3364164

Policy Number | | Trsnas tion | Adjustme s - Asrurd 40,00 Check No

<

EELRLENS Adbjualivmnts 41772015

Counts § Total: 25

Apply Changes
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Accounts Receivable Module

The Major Components of the AR Cash Flow screen are: Insured Billing Information, Options, Advance Distribution
Options, Billing Questions and Disbursement Check Information.

The ability to access / make changes within the different Major Components depends directly on the type of Transaction
being added:

The optional transaction types are:

1. Adjustments. Increases or decreases applied to open records. Total amount of Transaction will have to be distributed
among rows in the Advance Distribution Options grid i.e. Remaining Amount in the Advance Distribution Options
component have to total zero to add this transaction.

2. Disbursements. Payments made by check to an insured, billing agent or mortgagee by the insurance company
(ex. Overpayment). Total amount of Transaction will have to be distributed among rows in the Advance Distribution
Options grid i.e. Remaining Amount in the Advance Distribution Options component have to total zero to add this
transaction.

Disbursements have the following logic.
* No amount fields can be negative.
» Can not apply money to positive records
» Amount field can not exceed the record amount
» Can not disburse on policy if no negative open records
» Can not disburse on policy if no open records exist
* An auto disbursement is not allowed with other pending transactions

NOTE: Auto Disburse feature should not be selected for disbursing credits in multiple terms on the same policy. If
disbursing payments in multiple terms on the same policy, they must be manually entered in the Advanced
Distribution options grid.

3. Receipts. Payments made to the Insurance company from an insured, billing agent or mortgagee. This transaction

has an option to create a disbursement transaction along with the receipt.

4. Charges and Fees. Transactions to create service charges, installment fees and premium fees. Charges and Fees
Transactions in the Advance Distribution Options grid have the option to be waived.
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Transaction

ADJUSTMENT
- Amount

Accounts Receivable Module

Fields Available per Transaction

Fields in Major Categories that can be modified

OPTIONS

- Transaction Date
- Reference

- Adjustment

BiLLING QUESTIONS
- Remaining Balance to next Inst? / Billing Balance?

DISBURSEMENTS
- Amount
- Check #

OPTIONS
- Transaction Date
- Reference

BiLLING QUESTIONS
- Remaining Balance to next Inst? / Billing Balance?

CHARGESs & FEEs
- Amount

OPTIONS

- Transaction Date
- Reference

- Transaction Code

REcEIPTS
- Amount
- Check #

OPTIONS
- Transaction Date

BiLLING QUESTIONS
- Remaining Balance to next Inst? / Billing Balance?

DisBURSEMENT CHECK INFORMATION
- Check #

- Check Amount

- Reference

CHARGES & FEEs
- Amount

OPTIONS

- Transaction Date
- Reference

- Transaction Code
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Accounts Receivable Module

Major Components Fields

1. Insured Billing Information. This information is not editable in the AR Module, its sole purpose is to assist the user
in verifying that the Policy is the one intended:

»~ | Insured Billing Information Pol Status: | 1/1/2010 - Active Billed: | 0.00 Total Unpaid: | 394.10
Insured's Name: | CHRISS-JASON Payment Plan: | 1 ANNUAL PAYMENT Unpaid Prem: | 394.10
Billing Name: Billing Plan: | DB Direct Bill Unpaid Svc Chg: | 0.00
Agent: | 40 BARROM INSURANCE SERVICES Effactive: | 1/1/2010 Unpaid Inst Chg: | 0.00
Pol Type: | 20 HOMEOWNERS REV 0605 Expires: | 1/1/2011 Unpaid Fee: | 0.00

When the Insured Billing Information component is collapsed, it shows Policy Status, Total amount Billed (receipt
transactions, no adjustments) and Total amount Unpaid (sum of any unpaid premiums, service/installment charges
and any other unpaid fees).

2. Options.

» | Options

Trans Date: | 11/15/2013 Refarence: L Terrorism: Accept Coverage

Trans Code: - Adjustment: | Single Distributed

a. Transaction Date. This field will only accept the current or future dates.

b. Reference.

¥ Press spell check button or F7 to check spelling (per MS Windows standards, text in capital letters will not be
spell-checked).

Terrorism.
d. Adjustment:

d.1. Single. Applies the total amount. If Single is selected, Billing Balance option under Billing Questions
category is enabled.

d.2. Distributed. Evenly spreads the amount into remaining installments.
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Accounts Receivable Module

d.3.

3. Advanced Distribution Options. Enter amounts into the grid to show how the money is to be divided up.
Detailed information is displayed in the form of a grid that can be filtered and /or sorted as needed. The amount in this
grid must add up to the amount in the transaction, in order to accept the transaction and add it to the Pending List:

Filter Icon.
Calls window to filter information according to
criteria from selected column.

Sort.
By clicking/double clicking any column header, the information
in the grid is sorted in ascended/descended order accordingly.

~  Advanced Distribution Options Remaining Amounti 25.00 ’
| Waived T TransDate T EffDate T DateDue T Current Amount T  Billed Amount T | Type T | Ameunt T
130/2013 | L2010 389.00 0.00 10 ANNUAL PREMIUM 0.00 e || Amount.
M3Gf2013 | oiy2010 4.10 0.00 10 ANNUAL PREMIUM 0.00 —— Click in row(s) and type
1/30/2013 1/1/2010 1.00 0.00 12 CHANGE ON POLICY 000 <« ||| amount(s) hecessary to

bring Remaining Amount
value to zero.

Note: Once a transaction has been waived, the Amount in the last column of the grid cannot be changed.

4. Billing Questions:

~

Billing Questions

Waive difference? | Yes Mo Bill Balance? | Yes Mo Balance due in 20 days? | Yes Mo

Remaining Balance to next Inst? | Yes Mo Bill Qutstanding Balance? @ Yes No

5. Disbursement Check Information. This component is only available when the transaction type is Receipts.

~

Disbursement Check Information

Check Ma: Chack Amount:

0.00 &
Rev. 08/08/2017 Page 6/16
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Accounts Receivable Module

Edit Cash Flow Transactions

Cash Flow transactions can only be edited while they are in the Pending Transactions grid. Once the changes have been
applied, (transactions are no longer in the grid) changes cannot be made. To edit a previously added transaction:

Accounting Cash Flow x Policy 1904204

Policy Number Transaction | Charges and Fee v Amount $0.00 Cheack No Add

Drag a column header and drop it hera to group by that column

Raviaw| Policy Mo T | Transaction Typa T || Trans Data 7 | Paymant Amount T || Chack Numbar T
: Egg 25 il
Edit i

% Delete |

suoppesuel BLipusg

Count: 1 Total: 25

Apply Changes

1. Open up the Pending Transactions List.

2. Right-click on the transaction row and select Edit. This will bring the previously added transaction information to the
Entry screen for modification. At this point the information can be changed. Select Add button and updated information
will be placed in the Pending Transactions grid ready for when the Apply Changes button is selected.

Delete Cash Flow Transactions

Cash Flow transactions can only be deleted while they are in the Pending Transactions grid. Once the changes have been
applied, (transactions are no longer in the grid) deletions cannot be made. To delete a previously added transaction:

Drag a column header and drop it here to group by that column

Review Policy INn T | Transaction Type T | Payment Amount T  Check Number T

404833000 Receipts 15

sesues) Bujpusd o~

1. Open up the Pending Transactions List.
2. Right-click on the transaction row and select Delete. This action will erase the Cash Flow transaction entirely.

In the event of deleting one of multiple transactions added to the same policy, the other transactions related to the
same policy in the Pending Transactions grid will be flagged. In order to be able to apply the changes the flags will
have to be removed. The procedure to remove the flags will consist of editing each transaction and verifying the
Advance Distribution Options amounts for each transaction . See “Edit Cash Flow Transactions” section above.
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Accounts Receivable Module

REVERSE PAYMENTS

The Reverse Payment option provides the ability to take a payment and place it back on the open record. The process
negates the payment made, leaving a paper trail of the transaction. It also allows to apply a service charge to the bounced
records as well as creating bill finder records for the bounced amounts.

Reverse Payments can group payments into a single transaction allowing to place a single service charge for multiple
paid records or create a service charge for each paid record. This process is easily achieved by reversing multiple
payments in one transaction or by reversing a single paid record by transaction.

Reverse Payment Screen with collapsed RP List

Accaunting Savarss Paymants %

Palicy Numbar | 404855000 \dd Revarss Payrment
¥ £
. _3 = insured Billing Information Insured’s Name) | CHRISS-JASON Effectives  1/1/2010 - YL
Expansion Buttons <>"v. H
é‘ Billing Hamat Paymant Plami | 1 - ANNUAL PAYMENT
. . ; Bl Typw: | 20 - HOMECOWNTRS REV 0605 Billirg Blam; | DO Dieact (ull

Opens a grid with Reverse g
Payment List, or

/ =~ Options
Switches between detailed / — | Gheck mumben Sarvice Chargel Craate bl for baunced recerds? [Taa. N
summary information, in the Anfaranie; | Besnced Chack % Teaes Dates | 11/1572003 |0

3 major components.

-~ Palicy Paymunt List

Satus T |Type T TransDate T EffCate T  Bucketfxn T |Checkn T Amount T | Aeference T

Reverse Payment Screen with expanded RP List

Accounting Reverse Payments %

Policy Number | 404895000 Add Revirss ayment

Drag & column haader ard drog 1t hare to group by that colem

Policy Mumber T Insured T EffDate 7 ExpCatm T TransDate T  Amount 7 | Reference T  ServceCheg T Create Bl T

1 2umihny suisAe
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Accounts Receivable Module

When selecting the Reverse Payment button, a policy number has to be typed in the screen; this action will load the
accounting information associated with the policy.

To avoid making accidental changes, in Reverse Payments (as in Cash Flow) transactions can only be done one at a time
(unlike claims and policy tabs which can be opened simultaneously).

Every time a transaction is added, the Policy Number field is cleared along with all related information in the Reverse
Payment screen.

Major Components Fields

1. Insured Billing Information. This information is not editable in the AR Module, its sole purpose is to assist the user in
verifying that the Policy is the one intended:

# | Insured Billing Information Insurad's Name: | CHRISS-JASON Effactive: | 1/1/2010 - | 1172011

Billing Mame: Payment Plan: | 1 - ANNUAL PAYMENT

Pol Type: | 20 - HOMEOWMERS REV 0605 Billing Plan: | DB Direct Bill

The Insured Billing Information Component can be easily collapsed or expanded by clicking any area in the header
row. When collapsed, this component will show Insured’s Name and Effective Dates.

2. Options. This component contains additional information for the Reverse Payment transaction:

-~ | Options

Check Number: Service Charge: Create bill for bounced records? | Yes Mo

Reference: | Bounced Check % Trans Date: | 11/15/2013

3. Policy Payment List. Detailed information is displayed in the form of a grid that can be filtered and /or sorted as
needed.

Filter Icon
Calls window to filter information according to
criteria from selected column.

~ | Policy Payment List

. Status T Type

~ Expiration Date: 8/1/2013

T || Trans Date T | Eff Date T

Total Amount: 108.00

Sort
By clicking any column header, the information in the
grid is sorted in ascended/descended order accordingly.

Reference T

Bucket Exp T | CheckMo T || Amount T

Reverse Payment RECETET-DREMILIM 11/18/2013  8/1/2013

8/1/2014 777 100.00

Reverse Payment 5/3/2012

Undo Reverse Payment E

B8/1/2013

Window &
Click to select row and
right click to mark for

B/1/2014 215 8.00

Reverse Payment /
Undo RP.
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Accounts Receivable Module

Reversing Payments

1. Type Policy Number of the payment(s) that need to be reversed. The screen will be populated with policy information.
And the Policy Payment component will list all paid records on file.

2. Place cursor on a row to select paid record(s) that need to be reversed and click. Right click and,

3. Select Reverse Payment. This will mark the record as a paid record that will be placed back on the opened record.

Repeat steps 1 through 3 if there are multiple records within the same policy that need to be reversed.

4. At this point the reverse payment can be documented in the Options component with information such as Check
number, Reference text, Service Charge and whether or not a bill will be created for the bounced records.

Accounting Reverse Payments X

Policy Number | 90 Add Kaverse Fayment

Ay

- = Inaured Dilling Information Insured's Name: | Donald A Duck CHective: | 8/1/2012 812004
r Hiling Hame: Payment Plans | 1 = ANNUAL PAYMENT
E]
. Pol Type: | 20 - HOMEOWNERS REV 0605 Dilling Plan: = DB Direct Bill
~ Options
Chack Numbar Sarvice Charge: Crants hill for baunced recards? [ Yas o

neferancer Bounced Check = frans Daver | 111872013 )

- Expiration Date: 8/1/2013 Total Amountt 108,00

RECEIRT-FREMIUM 11/18/2003 | 8/1/2013 8/1/2014 777 100.00

|  RECEET-REMIUM  9/3/2013  hpma | snbaa s oo | |
™ Reverse Payment E

Jndo Reverse Payment |

5. Press Add Reverse Payment button (to the right of the policy number). This action will:;
a. Clear the Reverse Payment screen.

b. The reverse Payment List expansion button will turn red, indicating that changes have been made and need to be
applied. If several line items were added in the same policy, the total amount will be listed in the RP List grid.

b.1. Press Reverse Payment List expansion button.

b.2. Press Apply Changes in bottom of RP List screen.

Drag a column headar and drop it hers to group by that column

Amcame T A

Referance T 1

Policy Humbher T tnaumd = T Fmate T | Frp mate

Trans Date Sarvira thrg T Creats AIll

w0 Dennabd & Duck | B1/2013 af1/7014 11182013 .00 Rusinie ] Chueck o
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Accounts Receivable Module

6. Once the Changes have been applied, the changes will be seen in the Policy Payment List element of the Reverse
Payments screen.

a. The Transaction Date column will show the date when the reverse payment was applied.
b. The amount will be listed as a negative amount once the changes are applied.

c. The reference column will show the text originally typed in the options element during the process of reversing the
payment.

=+ Policy Payment List

T | Tears Bate T | Ff Oate T

& Expiration Date: #/1/201% Total Amount: §2.00
RLCLIFT-PREMIUM 11/18/2013 | afaf201 0L/ 2014 mr 100,00

RECEIRT-RREMIUM 11182012 | 8/uf2003 Bf1/2014 213 ~8.00 Bounced Chadk

= Once a payment has been reversed and changes have been applied. The line item cannot be reversed again. If
trying to attempt this action, the status of the line item will show Reverse; but the Add Reverse Payment button won't
be available.

Edit Reverse Payment Transactions

Reverse payment transactions can only be edited while they are in the Pending Reverse Payment List grid. Once the
changes have been applied, (transactions are no longer in the grid) changes cannot be made. To edit a previously added
transaction:

1. Open up the Reverse Payment List.

2. Right-click on the transaction and select Edit. This will bring the previously added transaction information to the Entry
screen for modification. At this point the information in the Options element can be changed and Add the Reverse
Payment; or the reverse payment transaction can be completely cancelled by right-clicking the transaction and
selecting Undo Reverse Payment.

<
Drag a column header and drop it here to group by that columna

Policy Numbar T Tneursd T | Eff Date

71
S0 PR MEE3 BARU MASANI 809 Bsunced Check o ="

w Delete

Delete Reverse Payment Transactions

Reverse payment transactions can only be deleted while they are in the Reverse Payment List grid. Once the changes
have been applied, (transactions are no longer in the grid) deletions cannot be made. To delete a previously added
transaction:

1. Open up the Reverse Payment List.

2. Right-click on the transaction and select Delete. This action will erase the Reverse Payment entirely.

Rev. 08/08/2017 Page 11/16
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Accounts Receivable Module

ADVANCE PAYMENTS

This element of the Accounts Receivable Module tracks funds that accompany a policy application (deposits). The system
can also track funds received prior to a policy anniversary (advance payments). When the policy is issued, deposits are
matched to it and the bill reflects the net amount due. Advance premiums are automatically matched to the policy during
billing.

Advance Payment Screen with collapsed AP List

Bulicy Ne or Ina Mame: | 50
3
¥
% Deposit Pramium Cntry Fiskds Add Dapost

. :“‘ Insurwd Harrse: Denld & Duck, hack Humba

Expansion Button ¥ ! ' Fhadk tumbac:
L Belicy Tyow 20 HOMEOWNERS REV 0503 - Chack Armourt: 40,00

Opens a gnd with Advance Agent: | 51 ALLISON PARK INSURANCE INC, = Capadht aasarts 18000

Payment List Efoctive Dater | &/1/2013 o Capost Status: | Masched -

’ Traes Oate: | 3ytEzons 0 Comenantat =
Daposit Date: 1118/2013 @

Advance Payment Screen with expanded AP List

Policy No or Ins Name: 50

Drig @ cobarn badar ieed clrop & bare b grows by tht column

Insured

Status T | Poboy Number T

o BIURAPY |

o EMITH-1IM

T | Check Number

Mot Mazehed

i o tapan iy 10000 EST too.00 Nt Watuhed
I AGE-IGHN &/18/2012 160,00 1 100.00 Matehad
Hickelas Kawin Oklan afrzjamz 200.00 e FE Matehd
2 PICK WO TEET /182002 100,60 m 100.00 taschad
1szon oM TSt o ac0.00 12 400,00 Nt Matehed
100060001 FONTANA-PETER & ANNETTE #/16/2001 200,00 123438 230,00 advantad Sapmant
100000001 FOMTANA-RETER B ANNETTE sy 100.00 32134 100.00 Matched
100060901 FONTANASPETER & ANNETTE #/30/2001 100,60 21232121281 100,00 Nsk Matehad
100003377 MANES-J0HN 1y/3/2008 100.00 4567 130.00 Advanced Payment
100006208 QUINTERD-RUDY 11282010 786,00 £00002118REFUND 78600 tstched
100006207 BOLANDER-JAMES & LINDA 13/7972010 352,00 T0000185EREFUND 2362.00 Manched
100006311 LONGO-FRAN /242003 110,00 1234 o006 PP —
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Accounts Receivable Module

Creating Deposits

Using the name to assign the deposit will require more manual entry of data. Using the Name to assign the deposit will
default the status as “Not Matched”. Deposits cannot have a matched status until they are assigned to a policy number.
Using the policy number to create the deposit will default the status as matched.

Once data has been added, select the Add Deposit button, This action will place the deposit in the Pending Advance
Payment List grid with a status as New. Several transactions can be added and / or modified. In order for the transactions
to take effect select Apply Changes button in the AP List screen. The best method is to edit the deposit premium to include
the assigned policy number

Please Note: When printing bills, a second Printer Dialog box pops up; and is for the posting of deposit
premiums. If you cancel out of this second printer dialog box, DEPOSITS WILL NOT POST.

Advance Payment List Screen

This screen can be grouped, filtered and or sorted for easy access to the transactions. By default, the grid is sorted by
Policy number.

Accounting Reverse faymests Accounting Aduance Sayments & To Sort:
To Group: | _— Left-click desired
Drag a column P —— column.
header to this o Left-click again to
. . Orag & eolumn haader sad drop i hars 1o grous By that eolemn. .
section. 5 switch between
T | Duwpusit Dale T | Dot Anwunt T | Chek Serndm
ascend/descend sort.
1 Michalas Kevin Cklan T 20020 38538 23999 Matched
é | 2 NICK HO TEST 6152012 | 100.00 m 100.00 Matched
11102081 wioMi TEST 1112011 | &00.00 123 A00.00 Mot Matchwed
100000601 FONTANA-PETER b ANNETTE 8/1£/2011 200,00 1234856 280,00 Advancad Sapracs TO Fi |ter:
100000001 FONTANA-PETER & ANNETTE 14742011 100.00 32137134 100.00 Marchad Left-click ﬁlter icon Of
e e = | desired column and
100006208 GUINTERG-RUDY 112902010 786,00 $00002119REFUND 79600 untehad select criteria.
100006207 BOLANDER-JAMES & LINDA 11/2%/2010 | 1362.00 500001 856REFUND | 2362.00 Matched
100006511 LEMGE- FIANK 1242002 110,00 12 110000 Advanced Bayrmeed
30000325% ETOVER-JOSEPH 1072872010 969.00 F00003272REFUND 86500 Matchad
500003336 KRZMARICH-STEFAN 11/2%/2010 200.00 10000600 2REFUND 300.00 Matchad
P | 90 Donald A Duck 11/38/2013 2 | EEr | 2 Malhed
Apply Tharyes
AP List Grouped by Policy Number
Drag column header e e

back to column or click
X at right of field to
ungroup list.

Expansion button Z
Shows/hides all records ~ \ooadaes

matching group header. .xi
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AP List filtered with Deposit Status “Not Matched”

1 ik saceapy

Balicy M o b Hama

Drag » czh

1138011

0

100020401

El

Bandar and drep 2 hary

WoRE TEST

tepan
FOMTANA-PETER & ANNETTE

EMITH-IM

e
T T
/3072011

37

00 12
100,00 am
180,00 mnnnm
230.00 e

400,50
0000

1000

Accounts Receivable Module

=] Salect 8
¥ it Masched
Advanced Saymant
Hanznes
Shoar rones with valus that
Teaqual s

And

T aqual i

Fitar Clase Filtar

AP List with Deposit Amount Column sorted in Descend order

Dy @ cofurnn haader and drop it hare b group by that colume

100004207

S0000I29Y

100006205

11182001

500003336

o

100000001

100006511

o

100000001

POLANDEI JAMES 5 LINDA

ETOVER-JOEE
QUINTERS-RUDY
HIOME TEST
| wmznassen-sTesan
| IMITH-JIM
Michelas Kavin Oklan
FONTANA-PETIR & ANRITTE
LONGD FHANK
tepen
AGE-I0HN
MICK WO TEST

FONTANA-PETER & ANNMETTE

Uepost Uate T Depost Amount T

wiEzme
10/28/2010
18/29/2000
13182001
11/23/2010
13/32011
LI
afpesont
1zafmz
132001
6/18/2002
613/2012

1112011

Fanz.00

SES.00

786.00

400,00

300.00

250.00

200.00

00,00

110,00

100.00

100.00

100.00

100.00

SO0 L FUND

SO00UILTIREFUND

BO00021 LSREFUND

fE5]

10000600 2REFUND

5478

snoan

FE=TES

1234

1234

11

12

37137134

FH8.00

78600

400.00

300.00

500.00

28009

80,00

110.00

100.00

100.00

100.00

100.00

To clear filtered
criteria check Select All
button.

Lepost Status

i To clear sort criteria
Matchad B .
— —_ leftclick cqlumn until
P sort arrow is no longer
satched shown.

ot Matched

Hatched

Adwancwd Bayrmet
Actvance Baymant |
tiat Matchad |
satrhed
Hatched

Matched
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Accounts Receivable Module

Modify Deposits

Modifications to deposits can be done by directly opening the Advance Payment List screen which will list all Deposits.
1. Position cursor over deposit to be modified.

2. Right-click and select Edit button.

3. Modify Deposit Premium Entry Fields as needed. Effective Date, Transaction Date or Deposit Date cannot be edited.
4. Press Add Deposit Button. The record will have a “Modify” status in the Advance Payment List screen.
5

Select Apply Changes button in Advance Payment List screen to apply changes.

” Several Deposit transaction can be Modified, Added and/or Deleted before selecting the Apply Changes button that
will record them in the database. If the screen is closed without Applying changes, none of the transactions will be
recorded in the database.

Delete Deposits
Advance Payment records can be deleted by directly opening the Advance Payment List screen which will list all Deposits.
1. Position cursor over deposit to be deleted.

2. Right-click and select Delete button. The record will have a “Delete” status in the Advance Payment List screen.

7 To undo the Delete action, right-click record and select Keep button.

3. Select Apply Changes button.

7 Several Deposit transaction can be Modified, Added and/or Deleted before selecting the Apply Changes button that
will record them in the database. If the screen is closed without Applying changes, none of the transactions will be
recorded in the database.

<
»

Drag a celumn header and drep it bere to grous by that miumn

6/13/2012 00,00 a1 100,00 unbshad

8172012 200,00 EEEET 239.99 Matched

Hudily 11182011
00
100050081 FONTANA-PETER & ARNETTE

100001877 MANES-10HN

(LT

111182012

2/30/2011

117372012

RSN

100006207 | BOLANDER-JAMES & LINDA
100006811 LMD FRANK
500003289 ETOVER-JOEERH

500002336 KAZNARICH-STEFAN

11/79/2010
1zafm2

10/28/2010

1123/2010

123

21222131231
43567
B0 11 HEL T D

10000

Tuno0

SOGIILRG ol el

500002856REFUND.

S0000327IREFMD

100005002REFUND

Agply Changes
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Accounts Receivable Module

ow to Apply Money from one Policy to the Next

From Cash Flow in Customer Care Tab enter the old Policy number
Use Adjustment as the transaction code.
Enter a positive adjustment amount to remove a credit balance on the old policy.

In the Advance Distribution Options tab, apply the amount to each open item you want to pay off in the Amount
column so that you bring the policy balance to zero. You will need to apply the money until the remaining balance is 0.
You can enter something in the reference tab here if you want for example Move to policy ###HHHHHHE.

Click on Add (note the Pending Transactions turns red).
Enter the policy you want to apply the credit to.
Enter adjustment for the transaction code.

Enter in the amount followed by — to make the amount be a negative number. (Note how it turns red which means
credit).

Expand the Advance distribution and apply the credit to each open item you want by entering it in the Amount column.
Again enter the amount followed by a — to make it negative. Once the remaining balance is 0, enter in a reference if
you want (for example Applied from policy ##HHHHHHEE)

Click on add.
Expand the Pending Transactions and verify the list.
Click on the Apply Changes to write this information out to the AROPEN tables.

Note: If the new policy has not been entered yet, you will not be able to add the adjustment to that policy until AR
OPEN exists. Therefore, the adjustment can be entered into the Advance Deposit waiting to be matched at
the end of the PW Series.

Write Off of Unpaid Service Charges / Installment Charges is done in Customer Care /AR Cash Flow. See
TBA Write Off Unpaid Premium document for more detailed instructions.
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APPLYING MONEY FROM ONE POLICY TO THE NEXT
April 14, 2015

To apply money from one policy to another, you will use the Cash Flow in Customer
Care Tab in Advantage.

Enter Old Policy number
Use Adjustment as the transaction code.
Enter a positive adjustment amount to remove a credit balance on the old policy.

In the Advance Distribution Options tab, apply the amount to each open item you want
to pay off in the Amount column so that you bring the policy balance to zero. You will
need to apply the money until the remaining balance is 0. You can enter something in
the reference tab here if you want for example Move to policy ####HH .

Click on Add (note the Pending Transactions turns red).
Enter the policy you want to apply the credit to.
Enter adjustment for the transaction code.

Enter in the amount followed by — to make the amount be a negative number. (Note
how it turns red which means credit).

Expand the Advance distribution and apply the credit to each open item you want by
entering it in the Amount column. Again enter the amount followed by a — to make it
negative. Once the remaining balance is 0, enter in a reference if you want (for
example Applied from policy ####H#H#H#H##)

Click on add.
Expand the Pending Transactions and verify the list.
Click on the Apply Changes to write this information out to the AROPEN tables.

Note: If the new policy has not been entered yet, you will not be able to add the
adjustment to that policy until AR OPEN exists. Therefore, the adjustment can
be entered into the Advance Deposit waiting to be matched at the end of the PW
Series.

ShortForm Applying Money from one Policy to the Next Advantage
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How To ADD IN AN ADJUSTMENT IN ADVANTAGE
April 13, 2018

1. From Cash Flow in Customer Care Tab, enter the Policy number.

2. Select Adjustments as the transaction.

3. In the Amount field, enter a positive adjustment amount (to remove a credit balance);
or enter a negative adjustment amount (to remove a debit balance). This amount
will appear in the Remaining Amount field in Advanced Distribution Options.

4. In the Advance Distribution Options, key in the positive amount or the negative
amount in the “Amount” column in the Grid row that you wish to apply it to.

You will need to apply the money until the Remaining Amount field shows 0.

5. Click on Add (up in the same line as Policy Number); which will throw this into the
Pending Transactions grid. Continue this process until all Adjustments are entered.

6. Expand the Pending Transactions and verify the list.

7. Click on the Apply Changes to write this information out to the AR OPEN tables.

ShortForm How to Add In an Adjustment in Advantage.doc
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Claim Module

Purpose

Provide detailed information for the Claim Module of the INS PRO Advantage System.

TOWN & CUUNTHRY INSURANCE COMPANY - Ugar: *=**

Customer Core  Applications

- : =2 o |

.-..::. Select Mode - |- (-'K_ Sclect Mode  ~ !, (_;\ Sclect Mode - f4 (f;\ Policy Number (—(\ Policy Number (—4\
o - Policy Number | Submit Search | |Quote Number | Submit Search | Ciaim Mumber | Submit Search | ¥ Inquire search | &} Inquire search
| Policy View Quote View Claim View Premium bl

Claim View Tab.

g aun TOWN & COUNTRY INSURANCE COMPANY - User: *===
5 | B2 tome  customer care Ications | [TmTVE 0
Q A A
o =y - — - E5 it/ Vi
= B X E/ / : o® €3] Edit / View
2 Save Delete Assion Display DocFinity Loss Toggle Button.
o to Policy Locations - Pnsting
14 | Claim Opbons Claims on Policy Interface | Posting Reqister

Claim 833100 X /

Policy: | 404899700 Insured: | MAGMANSON- Policy Type: | 20 BUSINESSOWNERS (\,\ 7

& Claim 1w Agent: | 213 ADOLPH CHIARING

fa Claimant Primary Adjustor: |5 ACTION REPORTING SERVICE LLC -
= Iili Trangactions State: | NEW YORK - County: | SCHENECTADY - Zip: | 12303 -
o
5 s Hisksey Date / Time of Loss: | 6/10/2012 12:00 AM . Keported: | 6/20/2012 D Location: | Unknown -
w ‘!‘ o =
(/2] Catastrophe Number: |0 Bureau Company ] Litigation | Fraud

Ponn, | oowemtumbenlo | pasSensil 209090 EMem H
w q
Q
< { Comments: >
w
o
= Use Toble 3 (aikd 7 remave 7 inadiby) Cousi of Loss Reherences
z
; Cause of Loss Property / Liability Deductible Trans Status Status Date
3 Click here to add new tem
o 20 BUSINESSOWNERS 32 COLLAPSE Duweliing Property 100 0 Open 5/22/2015
k Apply Changes
/ ‘\
Major Components Apply Changes
of the Claim Module. Button.
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Claim Module

Information

The Claim Module of INS PRO Advantage encompasses five major components: Claim Information, Claimant,
Transactions, Loss History and Diary. These components are listed in the left tabs of the Claim Interface Section.

¥ Loss History and Diary are optional systems. If not Licensed, they will not be displayed.

CramMm VIEw RiBBON

The Claim Module, once the Claim Interface has been displayed, contains the Claim View Tab. This tab has four main
elements in the Ribbon Section of the Screen: Claim Options, Claims on Policy, Docfinity Interface (If not Licensed, it will
not be displayed), and Posting Register.

Clai TOWN & COUNTRY

Home Customer Care Applications Claim View
3 "1 |||Closed 131034  Closed 152088  |» ® % %
Q =, . . Closed 162043 Closed 198027 |- ]
Save Delete Assign  Display —|| DocFinity Loss
ey eebies Closed 155040 Closed 301034 - Posting
| Claim Options || Claims on Policy || Interface ||Posl:ing Register|

The Claim Options element encompasses the following buttons:
Save. Will save all main component screens modified in the Claim Tab that the system is focused on.

Delete. Will delete the claim that the system is focused on entirely. /f the claim has transactions, this
button is not available.

Assign to Policy. Changes the Policy Number that the Claim is assigned to. (Policy Number Assignment Screen
will popup). If wrong policy number has been assigned to a claim, the policy number on that
claim can also be corrected here.

Display Locations. Retrieves locations for the claim’s policy.

The Claims on Policy element displays a gallery of all other Claims (besides the one displayed) associated with the
same policy number. Claims on Prior Policy number and Renewal Policy number are also included. From this gallery of
policies the claims could easily be opened, or if they are already open in the interface, the corresponding tab will take
focus.

The Docfinity Interface element will display the corresponding image documents saved for this claim in the Docfinity
System.

The Posting Register shows the report viewer for the loss master transactions.

Two other important components of the Claim Screen are located in the Claim Interface Section, they are:

Edit / View Toggle Button. \When in View, it will turn the interface to an inquiry mode. When in Edit, it will turn the interface
to a change mode. The security allotted to the specific user will determine if the edit option is
available to him/her.
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Claim Module

Apply Changes Button. Will only save the information in the claim component or screen (Claim Info, Claimant, Trans-
actions, Loss History or Diary) of the claim that the system is focused on.

To CREATE A NEw CLAIM

1. To create a new claim:
a. Select the Home Tab.

b. Fill in the beginning number that matches your Auto Claim Assignment criteria (for companies with no criteria,
leave field blank), select Auto Assign from Select Mode options and press the Submit Button. The system will
generate the next available number for a claim, or

c. Type a number in the Claim Number box, Select Add from Select Mode options and press the Submit Button.
If the number is already assigned to a claim, a message window will popup stating that the claim number is not
available and inquiring to use the next available number generated by the system.

\~ In both cases, The Policy Number Assignment Window will pop up.

2.  When the Policy Number Assignment window pops up:

~ . Policy Number Assignment
Name Search

I=/ Will open up the Name Search Window to find a policy
Policy No: Validate MName Search based on the name of the Policy Holder.

Ins Name:

Default Fields from Policy

® Default Fields from Policy > Will fill the Loss History Tab for A+ or Clue Reporting.

Agent:

Blank Fields from Policy Blank Fields from Policy

Will leave the Loss History fields empty for manual
input.

Policy Type:

Address:

0K Cancel

a. Fillin a Policy Number, and press the validate button. If the policy number typed does not exist in the system, a
Policy not found message will be displayed. If the policy number is valid, The screen will be populated with the
main information concerning the policy selected. If the policy holder displayed is not the correct one, you may
continue filling and validating policy numbers until the correct Policy Holder is displayed; or

b. Select an existing policy with the Name Search Window. Note: See the Policy Name Search Window document
for more detailed information.
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Claim Module

CrAM INFORMATION TAB

The fields: Policy, Insured, Policy Type and Agent are populated from the Policy Selected. The fields State, County and
Zip Code are populated from the Name/Address records, but can also be modified. From the following list, the fields
marked with an * are required fields and must be completed before the tab can be saved.

1. Select Primary Adjustor * from the drop down box.
b.1. Enter Date / Time of Loss *. Type or Select with Date Picker.
Enter Date Reported *. Type or Select with Date Picker.
Select Location from drop down box (on premises/off premises/unknown).

If Loss is Catastrophic, enter Catastrophe Number. If the Bureau has assigned the number select Bureau button,
otherwise select Company Button.

Check Litigation box if applicable.
Check Fraud box if applicable.

Date Quick Entry Box.

BIOOAM 10DIAM 11,00 AM
IB00BM  Ls0OSM D00 DM  3:00PM
400 PM  S:00EM GO0 EM  7:00PM
4 L % 3 & 5 § 7 | MOORM S:00M 1000 MM 11500 PM

Clasa

7. Fill Comments box if needed (35 characters available).

N\ Press spell check button or F7 to check spelling (per MS Windows standards, text in capital letters will not be
spell-checked).

8. Fill in Cause of Loss Reference Table by keying “click here to add new item”; the following box will appear:

omparty / | ahiliny Dachrtible

Click hera tn add navw irem

|ASETARDARD EIRES o o Open
Major Class: Cause of | nss: Proparty/i ahility: Dadurtible:
15 STANDARD FIRC bt = > o Remove

a. Select Major Class from drop down box.

b. Select Cause of Loss from drop down box.
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Claim Module

c. Select Property / Liability from drop down box.
d. Type Deductible (Defaults from the current coverage records in Policy Writing. If the policy is a multi-location
policy, the deductible of the first risk building is defaulted).
utian
— Be careful when inputting claims that occur in prior period and on multi-location policies.

The Trans Column displays the number of transactions that are in the major class (backed out records are
included).

The Status Column displays the status of the major class (Open / Closed / ReOpened).
The Status Date lists the transaction date of the last transaction in the major class.

e. If more items need to be added, click on “Click here to add new item” (up to five different selections can be
made).

A\ Items in each row can be modified just by selecting the desired row in the grid and making needed changes. They
can also be deleted entirely by pressing the Remove button in the row.
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Claim Module

To Open an Existing Claim
There are three ways to open an existing claim:

1. While in the Home tab, in the Claim View section of the ribbon, with change/Inquire in the Select Mode, type a claim
number and hit enter or press the Retrieve button. There are two possible scenarios:

a. |If the claim number is a valid one, the information corresponding to the claim will be displayed in the Claim
Interface;
b. If the claim number is nonexistent, a Message window will popup stating that the claim is not available, click OK
and window will close back to Home tab.
2. Using the Name Search Window (see page 3 )
To open a claim from the Claim Interface:

a. While In the Claim View Tab, in Ribbon Section of an existing Claim Interface, if there are other claims associated
with the same policy, they will be listed in the Claims on Policy gallery.

b. Click on the Claim Number to open it.

" A new Claim tab in the Interface Section of the screen will open up or if the selected claim is already opened,
it will be displayed.

@ If the claim retrieved has no policy humber associated with it, the policy number assignment window will
popup. For detail information to assign a Policy Number, refer back to Item 2 in the To Create a New Claim

section of this document.

Saving a Claim
There are two ways to save a claim:
1. Click Apply Changes Button at bottom right corner of the Claim Info screen.

2. In Claim View Tab Press Save button in the Claim Options element of the Ribbon section. This option will save
information from the current Claim in all tabs / claim components highlighted in red.
@’ If information required is missing an error message will popup indicating which fields in each red tab are not filled
in. Click OK button and add missing information. Save after filling required fields.
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Claim Module

CrLAIMANT TAB

To Add a Claimant

Select Add Claimant button. Immediately following this action the Claimant Tab will change to red, indicating that
information in this tab has been changed and will have to be saved in order for any changes to take effect.

Proceed to fill in the following information if applicable:

1. Claimant Information: Prefix, First Name, Middle Name, Last Name *, Suffix, Additional Name, Gender, Date of Birth,
Social Security Number (SSN). For security reasons, after SSN has been typed, the first 5 numbers will be hidden by
# symbol, displaying only last 4 characters of SSN, and Destruction Date.

2. Claimant Address: House Number, Street, Apartment, Zip Code *, City / State *, Home Phone Number, Work Phone
Number, Injury, and Ocupation. The spell checker available for the last 2 fields).

Former Information: Aliases, Address, Zip Code, and City / State.
Lawyer Information: Lawyer / Firm / None, Name, Address, Zip Code, and City / State.

Medical Information (for up to Five Different Names): Name, Address, Zip Code, City / State .

NG f more than one claimant has to be added to the same claim, Press Add Claimant Box once again and type
detailed information as listed above.

To Delete a Claimant

While in the Claimant Tab of the specific Claim, select a claimant from the pull down menu, press Flag for Deletion button;
immediately following this action, the Claimant Box with the Claimant Name and Number will be flagged in a different color
and the word “Delete” indicating the action to take effect when changes are applied. The Claimant Tab will also change

to red, indicating that information in this tab has been changed and will have to be saved in order for any changes to take
effect.

A\ The option to delete a Claimant can be changed by selecting again Flag for Deletion button. The status in the
Claimant box will change from Deleted to its original state and the Claimant Tab will return to its original color unless
other information was changed in the claimant screen.
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Claim Module

To Save a New or Modified Claimant

There are two ways to save changes made to a claimant:

1. Click Apply Changes Button at bottom right corner of the Claimant screen. This option will save new or modified
information from the present tab only.

N\ If information required is missing an error message will popup indicating which fields are not filled in. Click OK
button and add missing information. Save after filling required fields.

2. In Claim View Tab Press Save button in the Ribbon section. This option will save information from the current Claim in
all tabs highlighted in red.

%’ If information required is missing an error message will popup indicating which fields in each red tab are not filled
in. Click OK button and add missing information. Save after filling required fields.
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Claim Module

TRANSACTIONS TAB

Add Transaction
Button.

Pabicy Typas | 30 HOMEOWHIRS REV 0609 Z .fl

za Clarma-t 3
Transactions / F Tron W0 vwctiin  © Reinrance -
[ oo § ’ : _ -

Expansion Major Claxs: | = Salnct Majer Class
Button.

\

Detail Information
Toggle Button.

To Create a Transaction
Transaction information has to be added prior to pressing Add Transaction button.

1. Select the type of Transaction * to add:

a. Direct Line.- Loads direct transaction codes into corresponding drop down field and displays Loss Provider field in
the screen.

b. Reinsurance.- Loads reinsurance transaction codes into corresponding drop down field and displays Reinsurance
Code field in the screen.

c. Assumed.- Loads assumed transaction codes into corresponding drop down field and displays Reinsurance Code
field in the screen.

2. Major Class *.

N\ only one Major Class is listed on the Claim Info Tab, this will be defaulted; if more than one Major Classes are
listed in the Claim Info Tab, a drop-down box will display all Major Classes available.
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Claim Module

Sub Class. Displays a list from the Premium Accounting System of the last two digits of the Line of Business and
primarily to default Statistical Information.
Claimant. If a claimant applies to the transaction, select it. Only those claimants added in the Claimant Tab will be
listed in the drop down box.
Adjustor *. The adjustor listed as the primary adjustor in the Claim Information Tab will be defaulted, but an
alphabetical list of other adjustors will be listed in the drop down box. If the adjustor needs to be changed after a claim
has been set up, update the Primary Adjustor and then click the Save in the Claim Options.
Loss Provider / Reinsurance Code. Select applicable values.
Transaction *. Select transaction code from the drop down box. Codes displayed will match Transaction type selected
depending on the Status of the Major Class shown in the Grid Section of the Claim Info Tab (in the case of
Direct Line Transaction type, or in the case of a Reinsurance or Assumed Transaction type, it would depend on the
Major Class
Status from
Claim Info Tab.
Contract's status).
@’ See Transaction Restrictions Section for detailed information.
Transaction Date:
a. Type date and key tab or enter.
b. When typing a date, a suggested quick entry box will pop-up, to accept, key tab, or
c. Click date picker icon to select a date.
N\ Date cannot be before current date.
Miscellaneous. Utilize this field to note any information relevant to the transaction.
@/ For Spell Check Key F7 or Spell Check button.
Loss Paid. Enter amount to be paid to payee; upon leaving this field, the lost reserve will be reduced in the amount of
the Loss Paid.
Loss Reserve. Enter or change values for reserve.
Adjusted Expense Paid. Enter amount to be paid associated with legal fees such as defense, investigation, litigation,
etc. Upon leaving this field, the Adjusted Expense Reserve will be reduced in the amount of the Adjusted Expense
Paid.
Expense Cost. If Adjusted Expense Paid or Adjusted Expense Reserve were entered, select Defense or Other.
Adjusted Expense Reserve. Enter or change values for reserve.
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Claim Module

15. Check Number. Enter check number in the corresponding Loss or Adjusted boxes.

Gt payments were received and corresponding Check Number field is left blank, when trying to add the transaction, the
window Confirm Payee Name and Address will pop up requesting further information.

16. Transaction Reason. If transaction code selected in the corresponding field was 13 CLOSE W/O PAYMENT, select
appropriate reason from drop down box.

The bottom section of the Transactions Interface has several fields displaying detailed information on the totals available
in the particular Major Class as a reference to the user for the current transaction. These fields are as follow:

If Direct Details toggle button is selected:
1. Direct Line Totals.

a. Loss Reserve and Loss Paid.

b. Adjusted Expense Reserve and Paid.
2. Reinsurance Totals:

a. Loss Reserve and Loss Paid.

b. Adjusted Expense Reserve and Paid.

If Adj Exp Details toggle button is selected:

1. Direct Line Totals:
a. Adjusted Expense Reserve: DC and OE.
b. Adjusted Expense Paid: DC and OE.

2. Reinsurance Totals:
a. Adjusted Expense Reserve: DC and OE.
b. Adjusted Expense Paid: DC and OE.
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Claim Module

Add created transaction to Transactions List

Once a transaction has been created, select the Add Trans button in the upper section of the tab. The transaction will

be placed in the Transaction List with a status of New Record. The entry screen will be cleared making way for the next
transaction. At this point the transaction has been created, but this action does not save the changes to the database. The
Transactions Tab changes to red indicating that the information has been modified and has to be saved for all changes to
take effect. Several transactions can be added and reviewed before saving to the database.

Expand +/- Button.

Left Click to show
Quick Details on
selected record:

- Miscellaneous,

- Loss Check Number
- Adj Check Number

- Adj Type

R BT T R —

{0 Linss s 1000 a 1age
Back Out Repisce P
£ Cvack Infe PRt

Eiliid
il
1
i

§
i
i
i
:

Right Click to show

Transaction List Options:

- Back Out

- Back Out Replace

- Edit Check Info ime [ i s

Transactions List

Within the Transaction Tab, the transactions expansion button can be selected to switch between the present transaction
and the list of all of the transactions that have been added or modified to the specific Claim.

Information in the Transactions Table can be sorted by any specific
column by clicking the header of the desired column. Clicking the

. same column a second time will sort in descending order.
Expansion Button

Switches between

detail transaction e ey e (T8 OHBOWAERS RV 5855
(before adding) £
informationand ey e T L4
summary of trans- et 4 a prpr— i s Pr———— w3

. . W e | 3 4N 13 5ALVAGE B SUBROGATE 000 . 100,08 . 1
actions pertained to . ] [Py S P ey e S S 5 e T vy
the claim. © MmbeiOw 3 UEAENE AN CADOWOE 6 000 vty w0m2 wes e Ee

E FmrTT . 2000 v e e z

T S e o e
Click on + button

to show additional
information for the
specific transaction.

Rev. 08/22/2017 Page 12/17

’m This document is proprietary and confidential. No part of this document may be disclosed in any manner
to a third party without the prior written consent of ﬂTyCC.S"



Claim Module

Transactions List Options

The Transactions List Options can be accessed by right-clicking the Expand button of a particular line item in the list. This
List is equipped with the following options:

1.

Back Out Transaction. Marks the status of the selected record as “Backed Out” and creates a new transaction with
the current date, a Transaction Code of 19 (Return Claim Check) and negated values in order to balance the selected
record values as if it didn’t exist, this new record is marked with a “Replaced” status and once the transaction is saved
or the changes are applied, a status of “Backed Out” in both the original and the negated transactions.

¥ Backing out an already Backed out transaction (with Replaced status) will erase the transaction and restore
originally backed out transaction to its prior status.
If trying to Back Out a newly created transaction that has not been saved to the data base, this action, will erase
completely the record as if it was never created.

TRANSACTION BAck Out RESTRICTIONS

Only transactions within a month to the current date and a Transaction code ending in 1 (Partial
Payment), 2 (Final Payment) or 4 (Payment After Close) can be Backed Out.

Backing out a transaction marked in the Transactions List with a Trans Code type other than the above is not
permitted, except in the case when such transaction has been added but has not been saved to the database.

Back Out and Replace. This option behaves in the same way as Back Out transaction, except that besides backing
out the selected record, it also opens the transaction entry screen populated with the information of the record select-
ed for back out so changes or modifications can be made.

N\ In order to create the modified transaction the Add Trans button has to be selected.

Edit Check Info. When selecting this option the Check Information window will popup to input or change information
concerning the Amount Paid and Check Number, for both Loss and Adj. Make necessary changes and press the
update button to apply the changes.

Check Information x

Loss Adi

Amount Faid: | 50.00 s0.00

Check Number:

Update
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To Save Transactions List
There are two ways to save changes made in the Transactions Tab:

1. Click Apply Changes Button at bottom right corner of the Transactions Interface. This option will save new or modified
information from the present tab only.
@’ If information required is missing an error message will popup indicating which fields are not filled in. Click OK
button and add missing information. Save after filling required fields.

2. In Claim View Tab, press Save button in the Ribbon section. This option will save information from the current Claim in
all tabs highlighted in red.

@’ If information required is missing an error message will popup indicating which fields in each red tab are not filled
in. Click OK button and add missing information. Save after filling required fields.

Transaction Restrictions

Transaction Code Types

Ending digit | Description

0 Recovery Pending
Partial Payment/Recovery Transaction Code 1st Digit
Final Payment/Recovery Indicates the Type of Transaction:
Close W/O Payment/Recovery
Payment After Close 1 - Direct Line
Salvage / Subrogate 3- Assymed
Open Transaction 5 - Reinsurance
Increase Reserve
Decrease Reserve
Return Claim Check

OO N[O B (W|N|—

When making changes in the Transactions Tab, there are several restrictions that would apply depending on the Status
of the Major Class when working on a Direct Line Transaction type (see status listed in grid from Claim Info Tab) or
depending on the Contract Status when working on Reinsurance or Assumed Transaction types. These restrictions
are as follow:

*  Only the following options will be allowed with a “CLOSED” Major Class/Contract status:
a. 4 -Payment after Close.
b. 5 - Salvage / Subrogate.
c. 6 - Open Transaction.
d. 8- Decrease Reserve (If a Reserve exists).
e. 9-Return Claim Check.
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Claim Module

*  Only the following options will be allowed with a “OPEN” or “REOPENED” Major Class/Contract status:
1 - Partial Payment /Recovery.

2 - Final Payment/Recovery.

a

b

c. 7 -Increase Reserve.
d. 3 - Close w/o Payment/Recovery (If there is no money applied).
e. 8- Decrease Reserve (If a Reserve exists).

f. 9 - Return Claim Check (If there is money applied).

5 - Salvage/Subrogate (If there is money applied).

Q@

h. 0 - Recovery Pending (If a Reserve exists).

*  Only the following options will be allowed with a “OPEN” Major Class/Contract status without an open transaction
assigned (ex.- 16- Open Transaction):

a. 6 - Open Transaction (set reserve/ReOpen).

b. 3 - Close w/o Payment/Recovery.

When making changes in the Transactions Tab, there are several actions/allowances that are specific to each type of
Transaction. These are as follow:

Transaction type Actions / Allowances

1 - Partial Payment/Recovery Allow payments and reserves
4 - Payment After Close
5 - Salvage / Subrogate
9 - Return Claim Check

2 - Final Payment/Recovery Allow payments and reserves
Default decreased reserves

3 - Close W/O Payment/Recovery Allow reserves modifications
Default decreased reserves
Not allow payment entry

6 - Open Transaction Allow reserves modifications
7 - Increase Reserve Default paid fields to 0
8 - Decrease Reserve Not allow payment entry

* Note: When entering a transaction code 19 for a returned claim check, the check amount should be entered as a

negative amount.
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Loss History TAB

Reference Fields:

Risk Address -
populated from Location
in the Policy Writing
System.

Primary Mortgagee Name -
populated from
Supplemental Name Table.

Policy Address,
Insured Name and
Additional Name -
populated from Policy
Name and Address.

To Add Information to Loss History

Select the Loss History Tab and type the following information:

1.

Risk Address: House Number, Street, Apartment, Zip, and City / State. Code Zip Code & City / State must be filled in
Loss History Tab in order to apply changes in Claim Information Tab.

Mailing Address. If same as Risk Address, check Same as Location box, otherwise enter;: House Number, Street, and
Apartment.

Policy Holder 1: Prefix, First Name, Middle Name, Last Name *, and Suffix.

Policy Holder 2: Prefix, First Name, Middle Name, Last Name *, and Suffix.

" The information from the fields in Risk Address, Policy Holder 1 and Policy Holder 2 is populated from the policy
information if the Default Fields from Policy button was selected in the Policy Number Assignment Window. If
instead the Blank Fields from Policy button was selected, then the fields will be blanked.

Primary Mortgagee: Name, Drop down box is populated from the Supplemental Name Table, and Loan Number.
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To Modify Loss History

Modify any of the fields in the Loss History Interface.

To Save Loss History
There are two ways to save changes made in the Loss History Tab:

1. Click Apply Changes Button at bottom right corner of the Loss History Interface. This option will save new or modified
information from both the Loss History and Claim Info tabs only.

G If information required is missing an error message will popup indicating which fields are not filled in. Click OK
button and add missing information. Save after filling required fields.

2. In Claim View Tab, press Save button in the Ribbon section. This option will save information from the current Claim in
all tabs highlighted in red.
@’ If information required is missing an error message will popup indicating which fields in each red tab are not filled
in. Click OK button and add missing information. Save after filling required fields.

Diary TaB

When selecting the Diary Tab within a Claim, a helpful tool can be accessed with recorded notes, reminders or any other
kind of relevant information relating to a claim.

When viewing Diary for a claim, there will be a display of all the notes entered for the Claim. This allows the current viewer
to see the history behind the claim with ease.

The Diary Note Grid is sorted by the Note Date displaying the most current note at the Top. The Grid also Displays the
operator who entered the Note.

To print a Claim Diary select Applications, then Notes. Enter in your Claim Number in Policy/Claim No field and then
select Claim in the Policy/Claim field. Operator and Note Date will pre-fill. In Note Action, select type of Diary and In
Note Type select type of diary note and then key Select Diary. Once you can view the Notes in Diary Maintenance tab,
select (highlight) the diary you wish to print. Key the Report View tab (next to Diary Maintenance) and key the printer icon
to select your printer.

C}:;' & > e sk P S @ L

N » Office Blue % Clear e

T Setup Setup Hotes | Email FTP
- M Otfice Silver s Vista ! .

Smal Business Themes Background  Wob Lnks  Dlary Agp| Exteranl Agps.

Diary App %

]

Claim Diary Notes

Fatered Oyperaton Acticn Prioiity

Note: See the Diary Component document for more detailed information.
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Name and Address

Purpose

Provide detailed information for the Name and Address Module of the INS PRO Advantage System.

i — —
it~ Home [ Customer Care | | Applications | Accounting Options )
lllll x A =]
ome A Select Mode - '.“i (—-’\ % % = E:* Q (—-‘\
PPPPPP M Policy Number | Submit Search | Cash Reverse Advance | Premiumn Cancel / || Search
Logon —> —> Flow Payments Payments Entry  Reinstate All
Name and Address Accounts Receivable Premium Accounting || Utilities

Information

The Name and Address Section of INS PRO Advantage is accessed through the Customer Care Tab in the Ribbon
Section and is covered in two locations: as part of the Policy View in the Home Tab and on its own as a maintenance tool
of the system.

CustoMER CARE VIEW RIBBON

The Customer Care Tab has five main elements in the Ribbon Section of the Screen: Name and Address, Accounts
Receivable, Premium Accounting, Utilities, and Inspections (if licensed).

Name/Addr

E Home Customer Care Automated Processes Applications Name/Addr

RO B @D 0| X

‘PoffcyNumber Submit Search | Cash Reverse Advance | Premium Cancel / || Search || Inspections

Flow Payments Payments Entry Reinstate All
MName and Address Accounts Receivable Premium Accounting || Utilities || Inspections

The Name and Address element encompasses the following buttons:

Submit. Use this button after the Add, Change/Inquire, Renew or Auto Assign Mode is selected in
junction with a policy number (or just key enter).
Search. Opens the Name Search window to find a Policy based on the Name, not the number in the
Policy.
Rev. 03/28/2017 Page 1/12

Fm This document is proprietary and confidential. No part of this document may be disclosed in any manner
to a third party without the prior written consent of TCCS.



Name and Address

NAME / ADDRESS VIEw RiBBON

The Name and Address element, once the Policy has been selected, contains the Name/Address Tab. This tab has
three main elements in the Ribbon Section of the Screen: Options, Claims on Policy, and Interface (including Docfinity, if
licensed).

TOWN & COUNTRY INSURANCE COMPANY - User: CENOFF

Home Customer Care Applications [Namemddr

@ : Jl e @ ; ;
X = N\ QL ST I WA
Delete Reimburse Inspections PA AR Previous Next DocFinity
Agent

C Inguiry Inguiry Policy Policy o
Options View / Edit Claims on Policy Interface

The Options element encompasses the following buttons:

Delete.
Reimburse Agent. Enter information for check to agent for reimbursement of expenses (i.e. photographs).
Check Information X
Trans Date 3/22/2016 [ Trans Code = 60 PHOTOGRAPHS -
Amount Number of Photos 0=

-

Description | SMITH-JOHN |

Save

Inspections (if licensed). Order/maintain Inspection(s) of insured property. See Inspections Section in this document.

The Claims on Policy element displays a gallery of all open or closed Claims associated with the policy number.
Claims on Prior Policy number and Renewal Policy number are also included. From this gallery of policies the claims
could easily be opened, or if they are already open in the interface, the corresponding tab will take focus.

The Interface element encompasses the following buttons:

PA Inquiry. Will open PA Inquiry screen for the current policy, or if already open the screen will take focus.

AR Inquiry. Will open AR Inquiry tab for the current policy, or if it is already open the screen will take focus.

Previous Policy. When sequential policies exists and they are documented in the Prev/Next Policy field of the
Policy Data portion of the Name/Address Screen, it will open the policy listed in Previous field.

Next Policy. When sequential policies exists and they are documented in the Prev/Next Policy field of the
Policy Data portion of the Name/Address Screen, it will open the policy listed in Next field.

Docfinity (if licensed). Will display the corresponding image documents saved for current policy in the Docfinity
System.
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Access Name and Address Information

Name and Address

The Name and Address information is the most fundamental information a policy requires to exist; this information is
directly connected to the policy. There are several ways to access the Name and Address information from a policy in the

INS PRO Advantage System:
1. Select the Customer Care tab.

2. In the Name and Address element in the Ribbon Section, either:

a. Select the Change option from the drop down and type the policy number and key Enter, or

b. Select an existing policy with the Name Search Window. Note: See the Policy Name Search Window document

for more detailed information.

TOWN & COUNTRY INSURANCE COMPANY - User: CENOFF-

Customer Care _ Applications | Name/Addr

2 tome > @
@ | > $ WA ‘
T it T N ot o
i o o TR B
i _— e e
Policy Name 1781119 X
- e e T e

Approved
Insured Wailing Address
HouseNos | 210 Strest: | MORRIS

Addrass 2:

2ip Cods: 12303 City/state: | Schenactady -
Laste

Home Phone: Work Phans:
First: .

Next policy: o

2 Non-Conts o] nextpolicy o

et se20i  E 1 ANNUAL PAYMENT

e [ggo0is @ onginale: | grerzois @) 2 convicTIon oF A crime <o ~

0 Active vl ~ : [0 acive <o ~

Previous Status: | 0 Active vllo ~ de3: |0 Actve vl ~

Apply Changes
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Previous and Next Policy
buttons will only work if the
sequences are documented in
the Policy Data portion of the
Name & Address screen.
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Name and Address

Once the Policy is accessed, the Name / Address Screen has 2 Major Components that can be viewed at a glance: Name
/ Address and Diary, Note: See Diary Component document for more detailed information.

NAME/ADDRESS COMPONENT

The Name & Address component is further divided into four detailed tabs:

1. Primary Data.

2. Supplemental Names.

M | Xosss| dhaa | cer

3. Secondary.

4. Printed Data.

ormaryoats | suoptames | secondary | pinted s
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Primary Data

Policy 103333000 X

Mode: Change Risk: 0 Bldg: o Insured: TEST-ACRES Policy Type: HOMEOWNERS Term: 1/1/2017 - 1/1/2018

=] Risk & Primary Data Supp Names
" | Building
o Line of Business: 2 HOMEOWNERS M Agent: 410 DB MORSE-WILSON AGENCY INC ~
Address Insured Information
N eeon Primary Insured Name Insured Mailing Address
~ Data .
- tast: | TEST House No: 210 Street; | MORRIS ROAD
[ Policy
First: | ACRES M:
-—Ij Limits Address 2:
J Additianal Insured Name
. Endorse: Zip Coda: 12303 City/State:
ments Last:
. Home Phone: work Phane:
Premium First: M
L0
. Assumed Buisness Name
&/ oy
DEA:
Policy Data
Palicy Term: | 12 Hon-Continuous Prev Policy:
Effective: | 1/1/2017 Expiration: | 1/1/2018 Payment Plan: | 1 ANNUAL PAYMENT =
Status Date: | 1/1/2017 Original Ef: | 1/1/2017 Referral Code 1: | 0 Active
Policy Statusi | 0 Active o - Referral Code 21 0 Active
Previous Status: | 0 Active ~|lo - Referral Code 3: | 0 active

Schenactady NY -

Name and Address

PRiMARY DATA TaB.

Secondary Printad Data

DB AT
Approved for Printing

Next Policy: o

The following information is included in this tab:

1. Line of Business.

2. Agent.

3. Direct Bill or Account Current (DB/AC) indicator.
4

Approved for Printing. The Approved check box indicates that the information on the Primary Tab is validated and in

a condition to be Automatically merged into a single print line. In cases where the combined name parts are longer
then the printed allotment of 35 characters or the operator wishes to put more than one name on a single print line,
the operator can uncheck the Approved switch and modify the printed data to fit for Printing Purposes. If the Approved
switch is unchecked, modifications to the name parts will not update the print lines and the printed data will need to be

modified manually.

Existing Policies will have the Approved Check box unchecked.
New Policies will have the Approved box checked.
Web Quotes will have the Approved box unchecked.

Note: If you are trying to fit more than one insured on a single print line, the operator must leave the approved switch

unchecked.
5. Insured’s Information section.

6. Policy Data section.

Rev. 03/28/2017
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Name and Address

Supplemental Names

SuppPLEMENTAL NAMES TAB.

Policy Name 1781113 X

Insured: | SMITH-JOHN policy Type: | COMMERCIAL FIRE
ﬁ Name/Address Primary Data Supp Names Secondary Brinted Data

& o=

Type of Name: A Additional Insured - Supplemental Names on Policy

Name and Address Approved Drag & column header and drop it hers to group by that column

Name: Type T || Description T
=

A Junior 1

Home Phane: Work Phone: A Daughtsr 2

Zip Code: City/State: -

Account Number: A eanr | | Y etete| | s add Clear

Apply Changes

The following information is included in this tab:

1.

o2 © e N o o s

- O

Type of Name. Several Supplemental Names can be associated with a policy. However the information is recorded
according to their type of name. The types available are listed in drop downs. See Name Types Table.
Name and Address Section.
Notes: for City/State - Only combinations matching the Zip Code will be listed in this drop down box.
Successor Phrase.
b.1. Its Successors and/or Assigns.
b.2. Its Successors and Assigns.
b.3. Its Affiliates Successors and Assigns.
Line. Select 2 or 3 Depending on desired wording for printed documentation.
Mortgagee Type. See list of choices in drop down.
Account Number.
Mortgagee On. Describes the property the mortgagee has an interest in.
Bill as of Date.
Generate Declaration?
. Risk. Only if Landlords or Commercial Lines Policy.
Building. Only if Landlords or Commercial Lines Policy.
Rev. 03/28/2017 Page 6/12
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Name and Address

W WA
NAMEs TABLE.
A | Additional Insured Listed on the Declaration and receives copies of Declarations and
Cancellation notices.
B |Billing Individual who receives the invoices but has no interest in the property being
insured.
R | Broker Used for Brokered Business for where the Broker is not the agent of record

but copies of Invoices, Declarations and Cancellation Notices but has no
interest in the property being insured.

C | Combination Billing/Mortgagee [ Person receiving the invoices who has an interest in the property being
insured. Is listed on the declaration and receives copies of Declarations,
Invoices, and Cancellation Notices.

F | Finance Company Individual who receives the invoices but has no interest in the property being
insured.
L [ Location Used to describe the actual location of the property being insured. Is used

as a default for the Declaration Location Description. It may be printed on
Invoices. If the Table File-Company Setup Information-Print Supp Or PW

Location Field is set to “S”, this description prints on the Mortgagee’s copy
of the Cancellation Notices. This is not recommended PW is the preferred
place to track location.

M | Mortgage or Secured Party Has an interest in the property being insured. Is listed on the declaration and
receives copies of Declarations and Cancellation Notices.

N | Named Insured

P | Pre-Authorized Payment Contains information used to Directly Debit an Insureds Checking/Savings
Account or Credit Card.

T | Third Party Designee Individual whom a “Senior Citizen Insured” has authorized to receive
duplicate copies of Cancellations, Non-Renewals, and/or Conditional
Renewals. (New York Regulation)

The Supplemental Names on Policy Grid can be used to view, sort, update or delete Supplemental Names on the policy.

Sort
By clicking any column header,
the information in the grid is Nrig a column header and drop it here to group by that column

sorted in ascended/descended —
Description T

Filter Icon

Calls window to filter
information according
to criteria from selected

Supplemental Names on Peolicy

order accordingly. column.
P =" -z | [ select Al
Move or Reposition Columns i [] Christian Ivan Redriguez
Any column in the grid can be ) [C] city Bank
.. A Dan Mayifc Ir,
moved by clicking header and [E] pan Marino Ir.
dragging to desired location. Trustce Bank [ Trustco Bank
Show rows with value that
Change the width of a 1s equal to -
column =a
Place cursor between two
columns, when a double sided And T
arrow is displayed click and Is equal to -
drag to left to narrow / right to ==
widen the width of the column
on the left’. ] Filter Clear Filtar
ﬁ Edit % Delet= B Add Clear &
Rev. 03/28/2017 Page 7/12
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Name and Address

Pulicy Name 1781118 | X

:ﬁ Narme/Adtiress Frimary Data  Supp Names Secondary Printed Data

Tipe of Name A Aationsl Insursa
A viery

Name and Address

Houss Ho: Uit Urit No:

Supplemerntal Names on Peliey

| Approved Drag = calumn header and Grap It hene 2 greup by that calumn

Type T Desoriglion T

Jumior 1

Twsn Redriguez.

a
e
a Cmughtar 2
F Gty Bankt
A

~____ The Name/Address tab
will change to red, when
any changes are made
to any or all of the Policy
Name & Address. 3
main Tabs. The changes
won’t be recorded in
the system until after the
Apply Changes button

is selected.

Apy Chang=s

Delete. Will mark the
record in the grid to be
deleted.

Edit. Displays fields to
be filled for new entry or
if an entry is selected in
the grid, it will recall the
information to be edited.
After the changes are
made. Select Add button
to mark line in grid.

Rev. 03/28/2017

Add. Will add to the grid
a new record filled or an
existing record that has
been edited and the left
side of screen will be
cleared.

Clear. Will clear all the
information in the fields
on the left side of the
screen.

Page 8/12
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Secondary

Name and Address

SECONDARY TAB.

Polity Name 1781112 %

Irusurmd: | SMITH-I0HN

Policy Type: | COMMERCIAL FIRE

ﬁ Nerrefrmss Frimary Data Supp Narres Secondery Frint=d Data
Additional Information
A viery
= Primary Secondary
Birth Olabe- Enter date (=) Male Enter date (Fe] Msile
Sacisl Smcurity Number- Femal Femal=
Licmrss Number:
E-Mail Addirmss
Inzpector: - Murmber of Foliow-Ups: Fre-futheriz=a Payment
Inspection Due: | Erterdat= |2 Inspection Refumed Dy Sooount is Debited: -
I"| Loss Fres Credit Mot Recert claim if onm mdsts: Erter det= |G
Non-Payment Information
Mumber of Ner-Pay=: O Mon-Pay Detes: | Erterdste  |E]  Enterost= @] Entercste @) |Stde= @
Terrorism Information Acts of Terrorism Options
Disclosure Date: | Erter dot= G Eruded Beud=d
Cartified Nan-Certified
Included Inchuded
Apply Changes

The following information is included in this tab:

1. Additional Information Section:

Primary and Secondary. Birth Date, Social Security Number, Male/Female, License Number & E-Mail Address.

Pre-Authorized Payment / Day Account is debited.

a.
b. Inspection fields.
c
d

Loss Free Credit.
e. Most Recent Claim Date if one Exists.
2. Non-Payment Information.
a. Number of Non-Pays.
b. Non-Pay Dates (4).

3. Terrorism Information / Acts of Terrorism Options Section.

Rev. 03/28/2017
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Name and Address

Printed Data

PRINTED DATA TaB.

Polity Name 1781118 %

Insurmd- | SMITH-JOHN Policy Typ=: COMMERCIAL FIRE
ﬁ [Y—y— Primary Dats Supp Names Secondary Frink=d Data
A viery
Prirnary Insured: SEMITH-JOHN
Additional Treursd: SMITH VARGAS-CATHY

Frict Addrmes: | 210 MORRIS ROAD

Apply Changes

The following information is included in this tab:
1. Primary Insured.

2. Additional Insured.

3. Print Address.

Rev. 03/28/2017 Page 10/12
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INSPECTIONS

Name and Address

To add an inspection, click on the Inspections icon. Insured Name, LOB, Effective and Expiration dates will default. At

bottom of screen key in Risk 1 and Building 1 and Enter.

Inspect P 20500042 E

Insured Name: | LUISI-NICHOLAS

Policy Line: | 2 - SILVER HOMEOWNERS

Effective Date: | 1/27/2015 Expiration Date: | 1/27/2016
No Inspection Records Found
Risk Number T i Building Number [ i Policy Type T ‘ Description T ‘ Print Requested '

Add Location: Risk: Building:

< [}

Inspection screen will come up and fields need to be filled in (it is very easy to toggle between Policy View screen and

Inspection screen to obtain the needed information).

Inspect P 20500042 X]

Adding Risk: I:l Building: l:l

e [Prm— ]

ispecier 551 AcEuATE IEANGE AOATING S5

Agent:

Location: ‘ 123 Second Hallway St. New Hampshire, CT

| |

ffactive Dates | 172772015 [a] Due Date: | 2/27/2015 = Insured Name:
Property: | ML-20% (1/87) Liability: | ML-5% (1/85)] ‘LUE[—NICHGLE

Conditionss |

Address 1:

Addrass 2:

s [ et o st .t i St

Zip Cede: City/Stats:

[ | [

Home Phona:

Instructions: | Check for wood stove and presence of any dogs.

[2157252-7410 | [

‘ [ 75 HunTeR ave

The following fields are included in this screen:

Report Type.
Location.

Effective and Due Date.

Conditions.

Directions. How to get to property.

© ® N o g K~ w0 DN =

Rev. 03/28/2017

Inspector. Inspectors can be added / edited in the ******** screen

Property. A reference to rating bureau form needed/used can be added in this field.

Liability. A reference to rating bureau form needed/used can be added in this field.

Instructions. List particular areas to be inspected in the property.

Page 11/12
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10. Request Print. Select Yes if Inspection Report is to be included in

*kkkkk

Name and Address

, otherwise select No.

11. Reference Window. This window provides a fast glance to policy holder’s information such as Agent, Insured Name,
Address and Phone Numbers.

When all fields are filled in, key Apply Changes to Save (or Cancel to get out of Inspection screen and start over). Multiple
inspections can be added to a policy with various risk and building numbers as needed. The inspections grid, as many
other grids in Advantage can be used to view, sort, update or delete Inspections on the policy.

Sort

By clicking any column header,
the information in the grid is
sorted in ascended/descended
order accordingly.

Move or Reposition Columns
Any column in the grid can be
moved by clicking header and
dragging to desired location.

Change the width of a
column

Place cursor between two
columns, when a double sided
arrow is displayed click and
drag to left to narrow / right to
widen the width of the column
on the left’.

Rev. 03/28/2017
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Insuraed Mame: | LUISI-NICHOLAS | Policy Line: | 2 - SILVER HOMECQWRMNERS |
Effactive Date: | 1/27/2015 | Expiration Date: | 1/27/2016 |
Risk Mumber [ | Building Number Y’I Policy Type [ | Description [ | Print Requested [
/ 1 2 SILVER HOMEOWNERS Yas
1 2 2 SILVER HOMEOWRNERS 7 S HUNTER AVE 2nd Floor Mo
1 5 2 SILVEE unmcswmens 123 Second Hallway St New Hampshire, CT| Yes / |
¥ Edit
| % | Delete
Reguest Prnint
Edit or Delete an Filter Icon

Inspection
Select a row and right
click it to Edit or Delete it.

Calls window to filter
information according
to criteria from selected
column.
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Premium Accounting Inquiry
A A

Purpose

Provide detailed information for the Premium Accounting Inquiry of the INS PRO Advantage System.

Town & Country Insurance Company - User: IOFF

Home Customer Care Automated Processes Applications System Reports

LLLLL x
Select Mode - A ( 4 Select Mode - '/) ( 4 Select Mode - ( 4 Policy Number ( 4 Palicy Numbsr ( 4
ppppp . - Rt w < & Q| e 2 oty 2
Lo a W > Policy Number | Submit Search || |Quote Number | Submit Search | |Clzim Number | Submit Search | () Inguire Search || () Inquire Search
‘ Policy Wiew Quote View Claim View Premium Accounting Acoounts Receivable
Information

The PA Inquiry of INS PRO Advantage can be accessed trough the Home Tab in the Premium Accounting View element.

PA View RiBBON

The Premium Accounting (PA) Options View Tab has four main elements in the Ribbon Section of the Screen: Premium
Options, Claims on Policy, Posting Register and the Docfinity Interface (If not Licensed, it will not be displayed).

Files Home Customer Care Applications [ Premium Accounting Options ]

& Closed 311212 Closed 332065 = %% ® . % )
~ Closed 8811301 Closed 8912501 - €3
Goto Renew Posting DocFinity P& AR Previous [Mext
Diary Policy Elie=diot o4 Bl Repeort = Inquiry Inquiry Policy Policy
Premium Options Claims on Policy Posting Register Interface

The Premium Accounting Options element encompasses the following buttons:

Go to Diary. Will access recorded notes, reminders and relevant notes related to the policy.
Renew Policy. Renews the Policy. This option is active only when the policy is ????.

The Claims on Policy element displays a gallery of all the Claims associated with the same policy number. Claims on
Prior Policy number and Renewal Policy number are also included. From this gallery claims could easily be opened, or if
they are already open in the interface, the corresponding tab will take focus.

The Posting Register element encompasses the following button:

Posting Report.  Display, print and / or save the Premium Accounting Posting report.

The Interface element will display several buttons to access, Docfinity (if licensed), navigate to AR Inquiry, or open
subsequent policies (Previous or Next).

Rev. 01/17/2017 Page 1/3
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Screen

Premium Accounting Inquiry

The Premium Accounting Inquiry of INS PRO Advantage encompasses two major components: Insured Information and

Premium Accounting Records.

PA Inquiry opens up the Premium Accounting Options View Tab.
(Visible once a policy number is keyed in).

s

‘ Minimize Ribbon

~ | Premium Accounting Records Show History

Direct Rsinsurance
Poment e 7 | T Date T it Date T | Amtof Ins T e 7 B

z
] == ) - - ;
|: Files Home Customer Care Applications Premium Accounting Options &Q
[&]
w ) Closed 311212 Closed 332065 = E%
» 4 €3 [ 2 o’
Closed 8811301  Closed 8912501 -
z Goto Renew Posting DocFinity P& AR Previous
o Diary Folicy ||| Closed 9013401 Report = Inauiry Tnauiry  Policy
g Premium Options Claims on Policy Posting Register Interface
( PA Inquiry 32943645 X
Policy Number | 3943545
~ | Insured Information Insured’s Name: |WARNER-ROMALD A & DANIEL - Effective: | 4/7/2014 - 4/7/2015
Palicy Type: | 2 - SILVER FARMOWNERS Original Eff: | 4/7/1987 Term: | 12 Referral Codes -
Agent on File: | 217 - FROST-KLOSSNER-SWAN INC. Policy Status: | 4/7/2014 - Active No Escrow -
Maxt/Prev Policy: | 0 /| 321987 Payment Plan: | 5 - QUARTERLY Non Pay Cancels 1( ~

~ Expiration Date: 4/7/2015

PREMIUM AcCOUNTING INQUIRY SECTION

\

Amount of Insurance: 475,000.00

Premium: 1,435.01

Annual Premium: 1,439.01

14 RENEWAL PREMIUM 3/5/2014 1 3 4/7/2014 158,000.00 598.00 558.00
14 RENEWAL PREMIUM 3/5/2014 4 3 4/7/2014 10,000.00 84.00 64.00
14 RENEWAL PREMIUM 3/5/2014 4 3 4/7/2014 10,000.00 58.00 98.00
14 RENEWAL PREMIUM 3/5/2014 3 3 4/7/2014 0.00 40.00 40.00
14 RENEWAL PREMIUM 3/5/2014 10 50 4/7/2014 0.00 25.00 25.00
14 RENEWAL PREMIUM 3/5/2014 1z 3 4/7/2014 112,000.00 275.00 275.00
14 RENEWAL PREMIUM 3/5/2014 13 3 4/7/2014 168,000.00 348.00 348.00
14 RENEWAL PREMIUM 3/5/2014 88 1 4/7/2014 2,000.00 14.00 14.00
14 RENEWAL PREMIUM 3/5/2014 88 1 4/7/2014 15,000.00 65.00 65.00
14 RENEWAL PREMIUM 3/5/2014 99 3 4/7/2014 0.00 1.01 1.01 F

Button.

Major Components of the
Premium Accounting Inquiry.

Another important component of the Accounting Screen(s) is located in the Ribbon Section:

Minimize Ribbon Button. *

Rev. 01/17/2017

TACS

Clicking this button will hide / display the ribbon.

to a third party without the prior written consent of TCCS.
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Premium Accounting Inquiry
A A

AccCEss PREMIUM ACCOUNTING INFORMATION

There are several ways to access the Premium Accounting Information from the INS PRO Advantage System:
1. Select the Home tab.

2. In the Premium Accounting element in the Ribbon Section, either:
a. Type the policy number and press the inquire button or key Enter, or

b. Select an existing policy with the Name Search Window. Note: See the Policy Name Search Window document
for more detailed information.

Go 10 DIARY

When selecting the Go To Diary button within the Premium Options of a Policy, a helpful tool can be accessed with

recorded notes, reminders or any other kind of relevant information relating to the policy. Note: See the Diary Component
document for more detailed information.

Rev. 01/17/2017 Page 3/3
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Premium Accounting Module
Ay

Purpose

Provide detailed information for the Premium Accounting Module of the INS PRO Advantage System.

m Home Customer Car= Applications

°°°°° g § & O |=-= j E & | = E | @ E]
o A Sel=ct Mode ‘3 = ||[E% [ = = mar |[E| SelectQtr -« 2 ||
PPPPP d TS 0| Submit Search | Cazh  Beverse Advance  Premism Cancel f g @ Edit  Stat || Smarch  Update
Logon | N (| Flow Payments Payments Entry Reinsiale Errors Al Policy Dates
Name and &ddn=s= Accounts Receivable Premium fccounting Premium Statistics Utilitim=s
Information

The Premium Accounting Module of INS PRO Advantage is accessed trough the Customer Care Tab and is covered

in two locations according to its main purpose, PA Inquiry which provides a snapshot of the Premium Accounting
information of a policy displaying basic Insured Policy Information, Billed Amounts, Unbilled Remainder Due, Payment
History and any Pending Deposits that may be present for that policy (see PA Inquiry documentation for more details), and
PA Module in Customer Care which main purpose is to maintain and upkeep the premium data.

CusTtOoMER CARE VIEW RIBBON

The Customer Care Tab has five main elements in the Ribbon Section of the Screen: Name and Address, Accounts
Receivable, Premium Accounting, Premium Statistics, and Utilities.

m Hame Cusbomer Care Bpplications

= = j £ () : = (%)
Calmct Mode = ﬂ r—-:\ €5 i || | = % | :,: fear |E]| Select Qtr - % r—-\\ E]
O | Submil Sesrch Ca=h PFevers= Odvanc= Premom  Canc=d § J o] Edit Siat Smarch Update=
Flow Payment=s Payments Entry Reinsiabe Errors &l Policy Dates
Name and Addres= Accounks Receivables Premium fccounting Premium Statistics (W if{a1 T

The Premium Accounting element encompasses the following buttons:

Premium Entry. Provides the ability to enter a Transaction Record with premium information.

Cancel / Reinstate.  Provides the ability to cancel or re instate a policy.

Rev. 01/17/2017 Page 1/13
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Premium Accounting Module
Ay

PremMiUM ENTRY VIEwW RIBBON

The Premium Accounting (PA) Module, once the Premium Entry has been displayed, contains the PA Options Tab. This
tab has four main elements in the Ribbon Section of the Screen: Premium Options, Claims on Policy, Posting Register
and Interface Options (If not Licensed, it will not be displayed).

m Home Cusiomer Care= Applications | Premium fAccounting Oplion= @
- == == "~ P
<& | E 3 €3 [ o b
Goto Pemnew Posting Reinsurance | DocFinity  PA AR Previous MNext
Dhiary Policy Report Report > Inguiry Inguiry Policy Policy
Premium Oplion= Claims on Policy Posting Register Interfac=

The Premium Accounting Options element (available once a Policy Number is keyed in) encompasses the following
buttons:

Go to Diary. Will access recorded notes, reminders and relevant notes related to the policy.

Renew Policy.

The Claims on Policy element displays a gallery of all open or closed Claims associated with the policy number.
Claims on Prior Policy number and Renewal Policy number are also included. From this gallery of policies the claims
could easily be opened, or if they are already open in the interface, the corresponding tab will take focus.

The Posting Register element provides access to the Posting Report.

The Interface element encompasses the following buttons:

Docfinity (if licensed). Will display the corresponding image documents saved for current policy in the Docfinity Sys-
tem.

PA Inquiry. Will open PA Inquiry screen for the current policy, or if already open the screen will take focus.

AR Inquiry. Will open AR Inquiry tab for the current policy, or if it is already open the screen will take focus.

Previous Policy. When sequential policies exists and they are documented in the Prev/Next Policy field of the

Policy Data portion of the Name/Address Screen, it will open the policy listed in Previous field.

Next Policy. When sequential policies exists and they are documented in the Prev/Next Policy field of the
Policy Data portion of the Name/Address Screen, it will open the policy listed in Next field.

Rev. 01/17/2017 Page 2/13

Fm This document is proprietary and confidential. No part of this document may be disclosed in any manner
to a third party without the prior written consent of TCCS.



Premium Accounting Module
Ay

To ENTER A PREMIUM
From the Customer Care tab, select Premium Entry from the Premium Accounting element in the ribbon section.

Type a Policy Number and The Insured Billing Information portion of the screen will be populated. The information
displayed is only for reference and can be hidden/displayed by clicking the Expansion button in the upper left corner of
the header or simply by clicking the header.

Premium Entry X
Policy Numer | 21300388 | el
3
F - -
H ~ Insured Billing Information Pol Status: | 10/18/2014 - Active
g
g Insured's Name: BOOTS-KICHOLAS H - Fayrmant Plan: 5 - QUARTERLY Amourk Ins: O
z
ﬂ Eilling Narme: Billing Plan: Dimect Gill Aan Frem: O
e
= Agent: | 70 THE BOB COLLINS AGEMCY Effective: | 10/18/2014 Gilled Amount: O
Policy Type: 24 - GOLD HOMEQWNERS - Expiration: 10/18/2045 Op=n &mourit: 0
Tran=action Recond
Typs: @) Dirmct Lin= Fminsurance temsurmad Tarrorism Fa=
Effective Dat=:  10/18/2013 [n:] Reins Contract: - Choos= Reins Co -
Expiration Dmte:  10/28/2015 = Commission: 17.0 12
T=mi: = Rk Blo: o
Lin=: - Select Lin= - - 0= Building: [
Trans Dat=: /572016 = Mizzmilan=ous: r -
Transaction Code: -~ Choos= Trans Cods - -
Amount Ins: [}
#nn Premivm: 50,00
Premium: s0.00
fipply Chang=s

The Transaction Record for the policy can be filled with the following information:

1. Premium Type: Direct Line, Reinsurance, Assumed, Terrorism or Fee.

The fields available for input in the Transaction Record are directly dependent on the Type of Entry. See
Transaction Record Available Fields table for more detailed information.

Effective Date. Defaults the effective date in the policy. Dates can be changed if entry is in prior term.
Expiration Date. Defaults the expiration date in the policy.

Item.

Line. Select line of business.

Transaction Date. Defaults to date transaction is being entered.

Transaction Code. Select from drop down.

© N o g bk~ e DN

Amount Insured. (If applicable)
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Premium Accounting Module

1.
12.
13.
14.
15.
16.

Annual Premium

. Premium. The actual premium amount will be calculated and prorated based on the annual premium and the

difference between the expiration date and the effective date on the transaction record.
Reinsurance Contract. Applicable only if Reinsurance or Assumed Premium entry.
Commission. The commission will default.

Risk / Leg Number.

Building.

Miscellaneous. Press spell check button or F7 to check spelling.

Press Add button next to Policy Number field.

a. Clear the Transaction Record screen.

b. The Pending Transactions button will turn red, indicating that changes have been made and need to be applied. /f
several line entry items were added in the same policy, the total amount will be listed in the Pending Transactions
List grid.

b.1. Press Pending Transactions expansion button.

b.2. Press Apply Changes in bottom of Pending Transactions List screen.

Transaction Record Available Fields

Premium Type Fields that can be entered

DirecT LINE - Effective Date.

» Expiration Date.

* Item. Except Items 990 & 991.
* Line.

» Transaction Date.
 Transaction Code. Only Codes 10,11,12,13,14,16 & 20.
* Amount Insured.

* Annual Premium.

* Premium.

» Commission.

» Risk Number.

* Building.

» Miscellaneous.

Rev. 01/17/2017 Page 4/13
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Premium Accounting Module

Transaction Record Available Fields

Premium Type

Fields that can be entered

REINSURANCE#

Effective Date.
Expiration Date.

Item. Except ltems 990 & 991.

Line.
Transaction Date.

Transaction Code. Only Codes 50, 51,52,53,54 & 56.

Amount Insured. The amount in Decrease Transactions must be
preceded with a “-” negative symbol

a. Subject.

b. Ceded.
Annual Premium.
a. Subject.

b. Ceded.
Premium.

a. Subject.

b. Ceded.

Reinsurance Contract.

Commission.
Leg Number.
Miscellaneous.

Rev. 01/17/2017
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Premium Accounting Module

Transaction Record Available Fields

Premium Type

Fields that can be entered

ASSUMED

« Effective Date.
» Expiration Date.
* ltem. Except Items 990 & 991.
* Line.
» Transaction Date.
* Amount Insured.
a. Subject.
b. Assumed.
* Annual Premium.
a. Subject.
* Premium.
a. Subject.
* Reinsurance Contract.
» Commission.
* Leg Number.
* Miscellaneous.
¢ Print Terrorism Disclosure? If Yes,
a. Terrorism Premium.
b. Terrorism Fire Premium.
* Bill two installments.

TERRORISM

« Effective Date .

» Expiration Date.

* Item. Only Items 990 & 991.
* Line.

» Transaction Date.

» Transaction Code. Only Codes 10,11,12,13,14,16 & 20.
* Annual Premium.

* Premium.

» Commission.

* Risk Number.

* Building.

* Miscellaneous.

Rev. 01/17/2017
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Premium Accounting Module

B A
Transaction Record Available Fields
Premium Type Fields that can be entered
Fee « Effective Date.
» Expiration Date.
* Line.

» Transaction Date.

» Transaction Code. Only Codes 19, 29, 39 & 49.
* Premium.

* Risk Number.

 Building.

* Miscellaneous.

Additional Information when entering
Direct Line, Terrorism or Fee transaction types

Additional entry information specific when Direct Line, Terrorism or Fee transaction types are selected will become
available when selecting the following Transaction Codes:

For Transaction Codes: 10 - Annual Premium or 14 - Renewal.

Print Terrorism Disclosure? Yes Mo Terrorism Premium: $0.00 Terrarism Fire Premium:

Bill two Installments? Yes Mo Create Revised Anniversary Bill? Yes Mo

1. Print Terrorism Disclosure? If Yes,
a. Terrorism Premium.
b. Terrorism Fire Premium.

2. Bill Two Installments?

For Transaction Codes: 12/13 - Change on Policy or 16 - Reinstatement. One of the following options can be selected:

Prior Perigd? Yes Mo MNext Installment billed, Distribute Over remaining installments and installment rebilled? Yes
Credit exceeds balance, Bill thru Expiration? Yes Print an Initial Bill and distribute remainder? Yes
Distribute over Remaining Payments? Yes Bill Immediately? | Yes

1. Print an initial bill and distribute remainder?
Bill immediately?

Distribute over remaining payments?

Rev. 01/17/2017 Page 7/13
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Premium Accounting Module

Add created Premium Entries in the Pending Transactions List

Once a premium has been entered, select the Add button in the upper section next to the policy number. The premium will
be placed in the Pending Transaction List. The entry screen will be cleared making way for the next premium. At this point
the transaction has been created, but this action does not save the changes to the database. The Pending Transactions
Tab changes to red indicating that the information has been modified and has to be saved for all changes to take effect.
Several premium transactions can be added and reviewed before saving to the database.

Information in the Pending

Transactions Table can be

grouped by simply draging a

column header here. Information in the Pending Transactions Table can be sorted by any

Expansion Button
Switches between
detail transaction
entry and Pending
Transactions grid.

T 9] oraga courm header and drop e hare o group by that column

specific column by clicking the header of the desired column. Clicking
the same column a second time will sort in descending order.

Add

T
Click on + button /

to show additional
information for the
specific transaction.

nnnnn
2/6/2013 2612018
2/6/2013 2er2018 11/25/2013

2/6/2013 262014 1252002 |10

2/6/2013 2762014 14/25/2013 | 56

Apply Changes

To Save Transactions List

Information in the Pending Transactions Table can also be filtered
by clicking the filter icon on one of multiple columns and selecting a
desired criteria.

Click Apply Changes Button at bottom right corner of the Pending Transactions Interface.

Rev. 01/17/2017
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Premium Accounting Module
Ay

To Modify or Delete Premium Entries

While in the pending Transactions Table, before any changes have been applied,
1. Click to select the row with the entry that is to be modified or deleted,

2. Right click and select:

a. Edit. This action will open the Detail Premium Entry to take any desired changes, or

b. Delete. This action will erase the entry from the grid entirely.

Palicy Number | & Add

<

g

;n Policy No T || Trans Eff Date T | Trans Exp Date T || Trans Date T
4| =@ B

E 8 2/6/2013 2/6/2014 11/25/2013 12 o 1 2 o 777777 68 68
B ‘ = 8 2/6/201 2014 11/25/2013 | 20 o 29 20 [ o o o
g e | Edit
B ‘ Total: 2 | Delete : 777777 : 68 : 68
Rev. 01/17/2017 Page 9/13
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Premium Accounting Module
Ay

CANCEL OR REINSTATE A PoLICY

Reasons for Cancellation Codes

To find you Company specific reasons for cancellation codes refer to SFO70 - Tables File List - Policy Status Table.

From the Customer Care tab, select Cancel / Reinstate from the Premium Accounting element in the ribbon section.

Type a Policy Number and The Insured Billing Information and Premium Accounting Records components of the screen
will be populated. The information displayed is only for reference and can be hidden/displayed by clicking the Expansion
button in the upper left corner of the header or simply by clicking the header.

Premium Cancel / Reinstate %

Policy Numbar Trans Date | Enter date Effective | Enter date Status: o> - Add Cancel

»
7 T
= ~ | Insured Information Mame: Status:
£/
= Policy Type: Effactive:
2 Agent on File: Billed:

Payment Plan: UnPaid:

~ | Premium Accounting Records Premium: Paid Through: Direct Reinsurance

[ | .
Payment Type ” Trans Date‘; Ilem" C\assu Eff Date” Exp Date‘l Amt of Ins” Premlumi‘ Annual PremI
b ———| | | i et st bbb | i ———

| Cancelation/Reinstatement Options

Apply Changes

Type the following:

1. Transaction Date. Enter to default to the current date or select using date picker. Must be in the current month or a
month in the future and cannot be backdated to previous months..

2. Effective Date. Select the cancel/reinstatement effective date. This date can be any within the policy’s effective dates.
3. Select a Status from the drop down box . Select 1 if Cancelling a Policy or 0 if Reinstating a policy.
4. In the Premium Accounting Records Section, the system will display the records that were created.
5. Expand the Cancellation/Reinstatement Section, Select:

a. Would you like to issue a Bill?

b. Cancel with No Return. Owed Premium? Yes to Waive any Earned Premium; No to generate billing information

for the Earned Premium.
Rev. 01/17/2017 Page 10/13
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Premium Accounting Module
Ay

6. Press Add Cancel button.

Note: A prompt will appear asking if you want to create the Cancellation/Reinstatement letter to send to insured
to indicate the policy has been Cancelled or Reinstated.

7. After adding all Cancellations/Reinstatements. Expand Pending Transactions grid Verify information and click apply
Changes to Save the records.

Premium Cancel / Reinstate “|

Policy Number | 3943667 Trans Date  4/14/2015 Effective  Enter date Status: v 1 Add Cance
N -
3
el ~ | Insured Information VAN PATTEN ATIMA-VICKI & JOHN - Status: 5/1/2014 - Active
ES
E
3 Policy Type: | 3 - SILVER FARMOWNERS Effective; | 5/1/2014 - | 5/1/2015
g‘ Agent on File: | TANNER IBBOTSON INC Billed: | 632.00
) Payment Plan: | 5 - QUARTERLY UnPaid: | 632,00
A Premium Accounting Records Premium: Paid Through: 10/30/2012 E Reinsurance
‘
~ Expiration Date: 5/1/2013 Amount of Insurance: 289,000.00 Premium: 1,254.99 Annual Premium: 1,254.99
14 RENEWAL PREMIUM 4/3/2012 1 3 5/1/2012 205,000.00 875.00 875.00
14 RENEWAL PREMIUM 4/3/2012 4 3 5/1/2012 8,000.00 32.00 32.00
14 RENEWAL PREMIUM 4/3/2012 4 3 5/1/2012 10,000.00 127.00 127.00
14 RENEWAL PREMIUM 4/3/2012 8 3 5/1/2012 0.00 40.00 40.00
14 RENEWAL PREMIUM  4/3/2012 85 1 5/1/2012 20,000.00 106.00 106.00
14 RENEWAL PREMIUM  4/3/2012 88 1 5/1/2012 5,500.00 39.00 39.00
14 RENEWAL PREMIUM 4/3/2012 88 1 5/1/2012 40,500.00 174.00 174.00
14 RENEWAL PREMIUM 4/3/2012 99 3 5/1/2012 0.00 0.99 0.99
14 RENEWAL PREMIUM  4/3/2012 998 40 5/1/2012 0.00 -107.00 -107.00
14 RENEWAL PREMIUM  4/3/2012 999 42 5/1/2012 0.00 -32.00 -32.00 M
~ | Cancelation/Reinstatement Options
Apply Changes

8. The change Policy Status window will pop up. Select wether to create a cancellation letter or not. If yes, the user
has the option to type: Premium, Notice Date, Insured Copy, Comments and Messages. User can select up to three
optional messages from the displayed list by clicking to select or deselect from the list.

Change Policy Status X
Create Cancellation Letter Yes No Messages “ Sefect up to 3 Optional messages
) PLEASE DISREGARD ANY PRIOR NOTICE OF CANCELLAT)
Premium: 5.00 Notice Date: | 5/10/2013

YOUR POLICY CONTINUES TN EFFECT WITHOUT LAPSE 1
Insured Copy | | THIS IS YOUR FINAL NOTICE OF CANCELLATION
THANK YOU FOR YOUR PAYMENT WE APPRECIATE YOUR|

Comments PAYMENT OF CERTIFIED FUNDS IS REQUIRED FOR REIN
NONE
< 3

oK Cancel

Rev. 01/17/2017 Page 11/13

Fm This document is proprietary and confidential. No part of this document may be disclosed in any manner
to a third party without the prior written consent of TCCS.



Premium Accounting Module

Cancelled or Reinstated Premiums in the Pending Transactions List

Once a premium has been cancelled or reinstated, the premium will be placed in the Pending Transaction List. The
Premium Cancel / Reinstate screen will be cleared making way for the next transaction. At this point the transaction has
been created, but this action does not save the changes to the database. The Pending Transactions Tab changes to

red indicating that information has been modified and has to be saved for all changes to take effect. Several premium
transactions can be cancelled or reinstated before saving to the database.

Expansion Button
Switches between
detail transaction
entry and Pending
Transactions grid.

Information in the Pending
Transactions Table can also be
filtered by clicking the filter icon
on one of multiple columns and
selecting a desired criteria.

N

Information in the Pending
Transactions Table can be
grouped by simply draging a
column header here.

Uiy Bupusg (A

Premium Cancel AReinstate X

Folicy Number

25700463

3100877

Count: 5

Information in the Pending Transactions Table can be sorted by any
specific column by clicking the header of the desired column. Clicking
the same column a second time will sort in descending order.

Policy Name 25700463

Trans Date | Enter date

BINDER

NEW POLICY o

FAILED TO COMPLY WITH | =773.08

EXPIRED AND RENEWED  ©

NEW POLICY °

Clear Filter

Total: -773.08

Apply Changes

To Save Pending Transactions List

Click Apply Changes Button at bottom right corner of the Pending Transactions Interface. Any invalid transactions will flag
a warning stating why the transaction could not be recorded to the database and the transaction will stay in the grid for
further modifications or deletion. Valid transactions will be saved in to the database and cleared from the grid.

Web\Cl

) \InsP

e
InsPro.Web.Classes. PaObjCore.Cancel() in C:\Users\nick. TCCS\Documents\Wisusl
\Core'\PaobjCore.cs:line

oK

Rev. 01/17/2017
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Emium Cancel / Reinstate X

Policy Number

3100877

Policy Name 25700463

Trans Date  11/25/201% [~ Effective  g/1/2009

’ Drag 2 column header and drop it here ta group by that column

Policy No T

00877

Cancel

11/25/2013  8/1/2009

o011

Status T

NEW POLICY

Status: | 1 NEW POLICY

oni 7
: :

Add Cancel

e —

to a third party without the prior written consent of TCCS.
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Premium Accounting Module
-

To Modify or Delete Premium Cancellations or Reinstatements
While in the pending Transactions Table, before any changes have been applied:
1. Click to select the row with the entry that is to be modified or deleted.
2. Right click and select:
a. Edit. This action will open the Detail Premium Cancel / Reinstate screen to make any desired changes, or

b. Delete. This action will erase the entry from the grid entirely.

Drag 2 column header and drop it here to group by that column

<
b
3

Eff Date T | Status Code T | Status

S |25700863 | Cancel 11/25/2013 11/28/2009 | 071 BINDER o o o
- |3mns77 Cancel 11/25/2013 8/1/2003 | 011 NEW POLICY o o o

= |a Reinstate | 11/25/2013 2/26/2012 | 164 FAILED TO COMPLY WITH | -773.08 56 0.00

233 cancel

— 1/14/2012 021 EXPIRED AND RENEWED 0 899 o
o nene

/  Edit

2/18/2013 | 016 NEW POLICY o 8999 0
% Delete |

NOTE: Write off of Unpaid Premium is done in Customer Care Tab, PA Premium Entry in Advantage. However, Write
Off of Unpaid Service Charge/Installment charges are done in Customer Care AR Cash Flow in Advantage.
For more detailed information see TBA Write Off Unpaid Premium document.

To Print Cancellations/Reinstatements Letter or Bill
While in the pending Transactions Table, before any changes have been applied:
1. Go to System Reports
2. Accounts Receivable System
3. Account Receivable Reports
4. ARO084 Select & Print Cancel/Reinstate Notices
a. 7 - Print Notices
5. ARO051 Print Bills
a. AforAll

You will now have a printed Cancellation notice and a Bill showing premium either debit or credit due.

NOTE: If the policy has been final cancelled, the system will un-check the Pre-Authorized flag in Name and Address.
If/when the same policy gets reinstated, this flag in Name and Address Secondary tab would need to be reset.

Rev. 01/17/2017 Page 13/13
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CANCELLATION / REINSTATEMENT PROCEDURE
January 11, 2016

This procedure is to be followed when canceling a policy for any reason

g
=

Reasons for Cancellation Codes

(Refer to SFO70 — Tables File List — Policy Status Table for your company’s
specific reason)

Customer Care
Premium Accounting

Cancel/Reinstatements

Enter Policy Number and Press Enter Key

Trans Date — Enter to default current date or Select using the Date Picker. Must
be in the Current Month or a month in the future and cannot be back dated to
previous months.

Effective - Select the Cancel/Reinstatement Effective Date

Status — Press the drop down to see a list of the codes that are currently in your
Policy Status Table.

In the Drop Down to the Right of Status, Select 1 if you are Cancelling a Policy,
Select 0 if you are Reinstating a policy.

In the Premium Accounting Records, the system will display the Records that
were created.

Expand the Cancelation/Reinstatement Options:

Select the Options as you would like - YES/NO to bill

YES/NO to Cancel with No Owed Return Premium — Answer Yes if you want to
waive any Earned Premium. No will generate billing information for the Earned
Premium.

Press the Add Cancel/Add Reinstate to the right of the Status Drop Down.

You will be prompted if you want to Create the Cancellation/Reinstatement Letter
to send to the Insured to indicate the policy has been Cancelled or Reinstated.

Continue with the Next Policy Number.

m This document is proprietary and confidential. No part of this document may be disclosed in any manner
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When all Cancellations/Reinstatements have been added, Expand the Pending

Transaction Grid. Verify the information and click the Apply Changes to Save the
Records.

Under System Reports:

« Account Receivable System

* Account Receivable Reports

* ARO084 Select & Print Cancel/Reinstate Notices
7 - Print Notices

* ARO051 Print Bills
A for All

You will now have a printed cancellation notice and a bill showing premium either debit
or credit due.

ShortForrm Cancellation Advantage
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Policy Writing

Purpose

Provide detailed information for the Policy Writing Module of the INS PRO Advantage System.

Town & Country Insurance Company - User: IOFF

Home | O© Care

System Reports

Lo Sclect Mode -~ A ( Sclect Mode - ,', ( Sclect Mode - . ( Policy Number (’ Palicy Number (‘
b 21 ™\ N\ & =\ N\ N

r Policy Number ~ Submit Search | |Quote Number = Submit Scarch | |Claim Number | Submit Secarch | 3 Inquire Scarch | ) Inguire Scarch

Policy View Quote View Claim View Premium Accounting Accounts Heceivable

Information

The Policy Writing Section of INS PRO Advantage can be accessed trough the Home Tab in the Policy View element.

PoLicy IssUANCE

From Home Tab, Select Auto Assign Mode and key Submit; complete the Name/Address Information tabs (Primary Data,
Supp Names, Secondary, and Printed Data) and key Save in the Policy Options Element of the Ribbon. Complete the
entry in the reminder Major Component Tabs (Policy Limits, Endorsements, Premium, Location Data, & Diary) and rate;
when done, key SAVE (in the ribbon).

UPDATE POLICY DATES

Policy Dates can be updated right in Advantage as long as user is doing this process in the same month as the policy has
been issued. In Customer Care/Ultilities, key Update Policy Dates and Apply Changes. Key in the Policy Number and the
new Policy Effective Date, and the system will update all sides for you.

TCCS INSURANCE COMPANY - Uiser: TCCS

Al Home Customer Care icati System Reports
== 5 1) A [ f
Select Mode  + :’3 f_;\ &5 !.'./I i ‘= O | [or @[5 - % r—\ ! |
o Submit Search | Cash Reverse Advanes | Premium Cancel / o| @ Edt it | Search  Update
Flow Psymenls Paymenis  Enlry Renstste Errors | &Il Pohcy Dates
Kame and Address Accaunts Heoeivahle Premium Accounting Premium SEatistics Utilities

Updats Dalicy Datas 1122 K

Policy Mumbar | 3122 Pelicy EHective shs/2037 R pphy Changes
o insured Information Insured's hame: | TLST-DATLS - Cfectve: | 8/18/2017 8/18/2018
policy Trpe: |2 - HOMLOWNLHS - Original Eff1 | B/18/2017 Termi | 12 Fnfurial Codus
fgent on Files | 220 - *HUGH 1. HENDERSON olicy Shatun 8/1/2047 - Active Eseron Name
Hext/Prev Pabieys | o ! le Payment Plani | 1~ AHNUAL PRAYMENT Hon Pay Cancels 8 =
- Policy Change Information by "‘
2 Bramium reords ware deleted cut for the previous Term
a P rds veare created for the Term 8/18/20107 12100100 AM - 8/18/2018 12100100 AM

Aceaunt Racisvabla racords wscs creatad
Statmtisl arrces www fourd.

Histary reconds were Created
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Policy Writing

HoME View RiBBON

The Home Tab has five main elements in the Ribbon Section of the Screen: Policy View, Quote View, Claim View,
Premium Accounting and Accounts Receivable.

The Policy View element encompasses the following buttons:

Submit. Use this button or key enter after the Add, Change, Inquire, Cancel, Renewal, Anniversary or
Auto Assign Mode is selected in conjunction with a policy number. Select the policy from the
Policy Entry Window and press Enter button.
The Policy Entry Window will appear if the Inquire or Change Mode option is chosen.
Select the policy term to be opened and key enter to bring you to the Name/Address
information.

Pelicy Entry - O x

Paliey Na: Ins Mame: Palicy EFf:

Mode: Pol Type: Policy Exp:

Trans Eff Date: 12 @ Righ: Duilding:
L

1 1 Yafamz  y2iama 140400 0O

Search. Use this button after the Add, Change, Cancel, Inquire, Renewal, Anniversary or Auto Assign
Mode is selected to open the Name Search window in order to find a Policy based on the
Name, not the number in the Policy. Note: See the Policy Name Search Window document for
more detailed information.

PoLicy ViEw RiBBON

The Policy View element, once the Policy has been selected, contains the Policy View Tab. This tab has four main
elements in the Ribbon Section of the Screen: Policy Options, Claims on Policy, Interface and Print Options.

Policy TOWHMN & COUNTRY INSURAMNCE COMPANY - User: **=**
Home Customer Care Applications | Folicy view & @
H = , ., /| closed 511212  closed 332065 =« o’ gg) l%% (_& (llceatelDadaption
— Closed 8311301  Closed 8912501 - - b |%|Amended Premiums Ll—l"
5 Delete Cancel Hat DocFinit AR PA  Inspecticns Copies
ave LUelete Cance £ | Closed 5013401 Finity Inquiry Inquiry 3 |+| Generate Premiums %
Policy Options Claims on Policy Interface Print Options

The Policy Options element encompasses the following buttons:

Save. Saves policy changes.
Cancel. Cancels out of current transaction only.
Rate. Rates policy and goes to premium display.
Rev. 09/01/2017 Page 2/13
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Policy Writing

The Claims on Policy element displays a gallery of all open or closed Claims associated with the policy number.
Claims on Prior Policy number and Renewal Policy number are also included. From this gallery of policies the claims
could easily be opened, or if they are already open in the interface, the corresponding tab will take focus.

The Interface element encompasses the following buttons:

Docfinity (if licensed). Will display the corresponding image documents saved for current policy in the Docfinity

System.
AR Inquiry. Will open AR Inquiry tab for the current policy, or if it is already open the screen will take focus.
PA Inquiry. Will open PA Inquiry screen for the current policy, or if already open the screen will take focus.

Inspections (if licensed). Opens inspection records related to the current policy.

The Print Options element lists options that can be selected for printing such as Create Declarations, Amended
Premiums, Generate Premiums and Number of copies. The actual printing of declarations will be done from PW081 in the
PW Reports menu.

Screen

Policy View Tab
(visible when policy is issued)

- __
o Town & Country Insurance Company  User: IOFF oligy
'G m Hame Customer Care 4 plicati System Reports | Palicy View G
w 2 AN
(7} H = 5 | open 6 ; e & E= @ ¥ Create Declaration
) £2
z = d == - L 4 ¥ —j %, |+|amended Premiums 1K
[ Save | Cancel Rate DuocFimty AR FA  Inspections Copies
[3] T L Inquiry Inguiry |+ Generate Premiums -
E Policy Opbons Claims on Pohicy Interface Print Ophions
e = Minimize Ribbon
Palicy 743
Button.
FMunde:  Change Loz 0 Rlly: o Tosrel:  Nick tesd Queile Policy Type:  HOMEOWNERS RFV O Terme  1/1/2014 - 1/1/2015
.(a Hame/ Brimary Data Supp Namas sscondary
Address
4 Q Policy Line of Dusiness: 70 HOMEOWNERS REV 0805 - Agent: 27 DA SHARON D. SNYDFR IN: E AC
o o
= (&l Limits Insured Information | Appreved Palicy Data
(&}
Frcharse-
) - j i Mist Hame: | Nick Mid: | test o . Pelicy Term: | 12 ] Hon Continuous
w e R Quote Sl . Fifective Date Expiration Date
[T} Q TR
ifane 2] p [ T8
E Homa Fhone: wWork Fhonet j WA j
@ Location Status Effectiva original Effsctive
m Sn Dala House Noi 220 Units Unit Net
[= 117014 (=] W3 A
z
- MY vy Strwelz o past Road -
o . Prew/Hwsl Pulicy: o4 /| 246
z Address 2:
= Fayment ifani 1 ANNUAL PAYMINT b
© Zip Ueda: 17033 Uty/stata:  Castieton NY -
; State/Countyt | PONNSYLVANL = | | ADAMS >
z; Printad Tnfarmation Lecation Zipt 12033 -
g Trrswred Narme: Hick test Quote Bolicy Status: U Active =] =
o additinnal Narma: Rilz Braicins Slalio: o Active *||lo =
LA Nama: Referral Code 1: 0 Active |0 »
Insured Address 11 Reterral Code 21 O Active =||lo =
Insured Address 2: | 2270 old post road wafarral Coda 3: D Active e
Major Components of the
Policy Writing Screen.
Rev. 09/01/2017 Page 3/13

’m This document is proprietary and confidential. No part of this document may be disclosed in any manner
to a third party without the prior written consent of ﬂTyC CS.



Policy Writing

Quote Print

To print a Quote, make sure the Print Quote button is checked. Quote must be Rated (key Rate at bottom of screen) and
then Saved (key Save at top of screen); and system will take you right to PW950 Print Policy Quotes. To reprint a Quote
that already exists, the same steps must be repeated (must be re-rated and Saved in order to print it).

n e

Lol Home  customer Cam e Processes i 5
=Ty { | Print Quete
HG G
Save Cancel Rate (ncpections
Poliey Cptines. Frint Optians
auote 65 X T POLICY WRITING SYSTEM -- PWS50 - PRINT POLICY QuUOTES. (= (B[ ¥ |
1@
Mode:  Lhange His|
—piekm |
A Building
)y Mame) b
Address -
m Loca & Printer Selection e x
iu.l :‘“:\ Please Select and Verlfy your Printers
1l Limits T
Standad P [ |POFS95Sham ]
-] .Er::;':r ey ® Fateil O Larkcape [ Dugiex  NoCoples [0 2
@ Premium
Emal P
pops Cex | peima | peoen |
Al ¥
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Policy Writing

PoLicy SEcTiON Basic INFORMATION AND MAjOorR COMPONENTS

The Policy Writing screen at all times shows some Basic Information and is further divided into 6 Major Components:
Name & Address, Policy Limits, Endorsements, Premiums, Location Data and Diary. The information required in some
of the components such as Policy Limits and Location Data vary depending on the Line of Business and the Bureau
associated with the policy.

Basic Policy Section EONET O™ oy 243"
Information.
Displayed at a” times \ Mode: Change Loez Bldg: 0 Tnsured:  Nick test Quete Policy Type: HOMEOWNERS REV D8 Terme  1/1/2014 - 12015
- "“:";;:'“ Erimary Cuts Swop Nanes Swcondary
a Paiicy L cf Dusoats 20 HOMEOWNERS REV 0603 . Agant: 21 D8 SHARON D. SNYDER IN ¥ E A
8 Lmits thoursd tnformation [ spprew wd
- Y] Endorse- x -
PO|Icy ertll’lg a ments || P . hick b |t
Major Components. g precim Lo i { Qe
e B " wersshonar
% Dats | housa e aan una: Unit g

A vy Straat e post mosd

Srpured Address 11

Basic Information

The Policy Writing Interface will list some basic information in the upper portion of the section such as:

Mode. Lists the type of view the policy is selected for Add, Change, Cancel, Renewal, Anniversary and Auto Assign.
Location. (If applicable).

Building. (If applicable).

Insured.

Policy Type, and

Policy Term. Start and End date.

2

Note: Tabbing trough fields and/or using the mouse are the best navigation methods.
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Policy Writing

NAME & ADDRESS TAB

The Name and Address information is the most fundamental information a policy requires to exist; this information is
directly connected to the policy.

The Name & Address Tab is further divided into three detailed tabs: Primary Data, Supplemental Names, and Secondary.
See Name & Address document for further details.

Primary Data Tab.

Primary Data Eupp Hames | Eacondary
Lina of usiness: 20 HOMEOWNERS REV 0603 * Agent: 51 DB ALLISON PARK INSURAI 0N Ac
Insured Information 1| Approved Pulicy Dala
Forst Marne: [N Mid: | Marcals s, - Policy Teremy | 12 T MenrContinuous
Last Mama: Rndrguss Guff - Effective Date Fxpiraticn Date
1i1r2083 1) iumma m
Mama Fhona:  316.346.3338 ‘Wark Phona: 3i8,333.3333
Status Effective Griginal Efective
House b LoH mn Unit; Unit Mot
1200 o 00 ]
Etreet: Prol, Modesto Arrecls | channian -
Prav/Nast Bobeyr | O i
Adcdrgsa 10
Faymnt Pan 4 QUARTERLY BAYMINT -
Fip Codas 11303 Ciry/Eratar Schanectady WY - Steta/Courty: | NEW YORK = | [ecuenEcTacy =
Printed Information Lnrakinn Tip 12903 -
Ingared Hama: Hyrna Maricela Aodriguez elicy Statua: 0 Acthe x| [0
addional Mame: | Christian Hernandez Redrguez Pl it 0 Aibe =P
Ok e o —— =i Referral Codes. Once Set, will display in AR Inquiry
Incured Address 11| 2511 Pk, Mecdua Arrwola Ao culats. [aiiacd ) s and PA Inquiry screens and will be a selection criteria
Insured Addoess 21 | Col. Daportiva Orisands nsfarralcode s |0 Actn vllox when printing selected Policy Holder List.
Supplemental Names Tab.
Frimary Dats Sapp Narmas sacandsry
Typw of Nama: A Additioral Insured = Supphemrntsl Wenms ou Policy
Name and Address | Approved Firag & redumen baadar sed demp it hare tn greup by that sshimn
= e e
Adell Haran A [ MaAns .
Homa Phenar ‘Work Phanet F Trualey Bank
House Ma: Una: Unit Nar | L City fank
Etreet: L] Chriatisn Ivan Rodrigue:
Addreas 2:
Tip Codet City/State:
Print Address 11
Print Address 21
Successar Phrase: - Lirsi -
et Type =
Ascniunt Mumbart i W Deiets i Ase Clast
Heriguges Oni
Bill as of Dutw: Enter date o Drclacation: T ves

Secondary Tab.

Primary Cata Eupp Names Eecondary
Additional Infermation
Brimey Buwceendary
Birth Dates 20/30/1969 (1} s /311963 @ i
Susial Swcurity Nurrber san g sany ® Female P Female
License Humber) 363 563 363 563 883-585-835-882
Esail addrmas:
Inspectar: 73 ADVANCED DRYING & Numiser of Falloy-Ups! o Brautherized Bapmant
Inapuction Dus: | Eatee date Inapaction Raturad Entas dat (53] ity Accourt s Dubited:
7] Loss Free Crednt Meat Nacant claim £ one swate: Entar date i
Hon-Payment Information
Pusmbar of Non-Faye d Randay Dates: | 1/1/2008 [ | Entwr dute M |Enter date [ | Enler cats m
Terrarism Information Acts of Terrorism Options
Discloscrs Dater | 1 ® Excluded ® excuded
M08 L Cartfad Hun-Cartifid
tecludad tneludad
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Policy Writing

Poricy Limits TaB - HOMEOWNERS EXAMPLE SCREENS

The Policy Limits major component of the Policy Writing Screen is divided into two tabs; Rating Information and Policy
Data. Coverage Limits, Coverage Premiums & Rate Information related to the current policy are shown in the bottom half

of both of these screens.

Rating Information

Note: Before printing out PW081 dec after making a policy change, user will need to go to Home/Policy View/Change
Mode/Policy Limits/Rating Information Tab and change Trans Code to 12 to get dec to show amended dec.

| policy

il Limits

Location
Y Data

Mode:  Change

amel |
Address |

Endorse- |
] mens |

¢y premm
= |

Dmsured:  Nick test Quote Policy Type:  HOMECWNERS REV D¢ Term:  1/1/2014 - 1/1/2015
Rating tnfe | Baley Data
10 ANNUAL PREMIUL ¥ Effertive Dater | 171/2014 (53]
Duductibiy Zon
|| Sewcial Rated
i 5230
(] Replacemant Cost
Srcupaney Construct =
O Gumer . 1 Frame . || Rugt. en Corturts
Yanr of Canstruction Snfiatian Cun rd Numbar of Acras HNumbar of Families Loeation 2ip
(i} 0.0 1.00 1
< o M
$40,000 516,000
Coverage Premiur
30 50 s28
Brapin Tan Totsl Prwimium xte
$0.00 310,00

Rating Information Tab.

Policy Data

Muode:  Change

Mame/
ddress

[l Policy

&l vimits
Endorse-

] ment=
#8 Premium

i

Lacation
"o Dara
[

A viary

Insured:  Nick test Quute Puolicy Type:  HOMECWNERS REV O Term:  1/1/2024 - 1/1/2015
Rating Info  Paolicy Data
COiM Schedule 0.0 COIN Blanket a0
3 Hekby Farm
c o L "
440,000 416,000
Coveruge Brammiun —..
s0 0 s18
Fremiam Tax ‘sl Premium Y
||||||| X

Policy Data Tab.
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ENDORSEMENTS TAB

Policy Writing

The Endorsements major component of the Policy Writing Screen is divided into two sections; Endorsements on Policy or

Select Endorsements to place on Policy.

Policy 243 %

Mode:  Change Lo 0 Bldg: 0 nsured:  Fick test Quite

a3 Hame! || gnda
Address

an aliry

Policy

Policy Type:  HOMECWNERS REV &

Term: 112014 - 1/1/2018

Screen Display. The
display of this screen
can be customized
by placing cursor in

Endorsements on — @ imits
Policy. Grid view to [ e
show endorsement g peman
added to current Policy. e

“F Data

Y oo Erdorvamants
Select Endorsements // T
to place on Policy. © Scheduiet
Maintenance portion of ¥ Dptal
the screen.

Bk Ercteparnty
70301 ML-2°(2.0)
3T ML GOET OTDS

370003 ML-120°(2.0)

space between upper
and lower section of
the screen until double
arrow shows, clicking
and dragging to desire
position.

Endorsements on Policy

List the following information related to the endorsement: Form, Description, Line, Rate, Type, Limit and Premium

Select Endorsements to place on Policy
By type of Endorsement: Additional, Scheduled or Optional.

Salact Fndnrsaments to place an Bolicy

Expansion Button. Lists i
individual endorsements ~ Additional
« Schedulad

for the category.

FOZ00 FARM HERSUNMAL URUDERTY
FOz02 FARM QUTBUILDINGS

roa SCACONAL VARIATION CNDORSCMONT

To Add an masd LIVESTOCK COVERAGE A
Endorsement. Select 1 ITUESTOOK COUFRAGE A
endorsement Ilne and 1Mys1 FARM MAUHINERY-CUVERAGE B
double C/ICk to dIS,DIay maso FARM MACHIMERY-COVERAGE A
detall screen for IM1755 SCHEDULED JEWELRY
endorsement entry.

Basic Endursenments

3 720201
aTr0z0?
Tra0z0E
3720204
720208
3720206
aTr0707

armvanm

Add endorsmant

ML 2%{2.0) =
ML DAY OT06
ML-120%(2.0)
ML-147%{1.0}
ML 223%(6.0}
ML-436%(1.0)
ME-438%(1.0)

I a7 1)

Add Free Form

Rev. 09/01/2017
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This maintenance screen consists of the following fields:
1. Endorsement Entry Examples:

Detail Endorsement Entry - Additional.

Detail Endorsement Entry - Scheduled.

Location Mumbars | 1 & LOCDwic: | Calu Buiding in Main Strest | =
| |

Iem Type: | 3 PERSONAL PROPERTY = tmmenbee [1 ]
fate

Adsustments
o= rou s 7] o |

Uit

TlE
g
i

Risk Typu: 3 | - | 1
—— - s
Deductbler  7ma - o {8000
| = [ _-‘ |s0.00
Busaription:  &rick bullding with green wim %
| K
| >
| Ioral o
Add | Update | | Rumovs | anel | Fats

Detail Endorsement Entry - Optional. - Related Private Structures

Mad Pay To Cthars Tnchided? tumbar OF Familws: | 112 Pl [0
Lmit Mad ay Lina of Buisnass Pramium
20000 | [e ] | 20 wostowners Revow < | 0 3 [sow0 |

Deacription

| | [l

| | %

| | [

| | [

 updme GCancal
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Policy Writing

Detail Endorsement Entry - Optional. - Office Use Insureds Premises.

MLAZ -+ PRIVATE STRUCTURE WITH INCIDENTIAL OCCURANCIES
Madical Fayments To Others? | vas Mo, Business Conducted In Insured Residence” Yas Mo
Brop Limil Dwduct Liaks Limit Mad By Liw of Buiarwas Brasrsharn
a a 0000 a 20 HOMEOWNERS REV 0603 ~ o 50.00
Description
%
Add wpdate Aemove Cancel Rate

2. Basic Endorsements. A list of the basic standard endorsements is listed in the bottom right corner of the screen. Iltems
can be removed from the list by right clicking in the line and pressing the Delete button.
3. Add Endorsement. To add items to the list of basic endorsements type basic endorsement in field and key the Add

button.
4. Add button.

Free Form button. Used to add endorsements particular to the client, not the bureau.

Detail Endorsement Entry - Free Form

Farm Celition Dascriphion Linw

Fiate Type Lima Fremam

Rub Line

Cancal Rate

For Additional Location Endorsements

To add an additional location endorsement to a policy you would enter into the Policy in Add Mode as if adding a second

location; then select the Endorsement and the Line for the ML309.

Mode: Add  Risk Bldg: Trsured: Policy Type: Term:
s Risk & Batey het Ins Wamar Peiey 04

Building
Moy Bl Type: Boly Expri

L] o 22007 22088 = 44700 e 0 210 MORRIS RD, SCHENECTADY, WY, 12300, SCHENECTADY

* represants MLIOFT ML-DC9(1/87)

nd Trow [ x| U 1 PARMOWNERS v

Rev. 09/01/2017
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Mode:  Charge
=
address

L T

Endevun:

€] nerns

i Fremim

Pokcy Louersoos K

Lew: o g 0 desured: TESTSASON

Evdhuramets o Fulny

TARM PERSOMAL FROPTATY

P 300 (03.00)

Policy Type:  HOMECWHERS REY 4

Terme  1/1/2019 - L2011

Losaban
ow

& o

Salact Endorsamants to placs an Baley
Eatsramari
* adbibal
= Srhatued
- Gigtienal

Resizeable Display. The display of
this screen can be customized by
placing cursor in space between upper
and lower or left and right sections of
the screen until double arrow shows,
clicking and dragging to desire position.

Sort. By clicking any column
header, the information in the
grid is sorted in ascended/

descended order accordingly.

Move or Reposition
Columns. Any column in the
grid can be moved by clicking
header and dragging to
desired location.

Change the width of a
column. Place cursor between
two columns, when a double
sided arrow is displayed click
and drag to left to narrow /
right to widen the width of the
column on the left.

Rev. 09/01/2017
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Scroll Bars. To navigate through
columns in a section.

Screen Display. If an endorsement
contains more than one item the upper
portion of the screen will split into 2
portions: Endorsements on Policy and

Items on Endorsement.

Policy Types  WOMECWIERS RV

Termec  3/1/2030 - BA/301

T N-—

S LCCDw | e dare

Adpuamarss

f o

Endorsements on Policy

/ :

T || Descripti T | Line T

HOME BUSIN

Filter Icon. Calls window to
filter information according to

criteria from selected column.

rietary and confidential. No part of this document
to a third party without the prior written consent q’;?

Rate T |Type T |[Limit T |[Premium T
U.w u Lluimu ;30.00 ]
165.0000 | F 10,000 £166.00
] select Al x I
FO 200 {01.00)
ML-450 (2.0}
Show rows with value that
1
Is equal to =
:
af
And -
Is equal to o
ah
Filter Clear Filter
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Endorsements Screen

Policy Writing

The grids in the Endorsements Screen as all grids in INS PRO Advantage have some special friendly features worth

mentioning.

Policy 40008 %

Mode: CLhange Loc: 0 blda: 0

A Nome/
d Address
|l Policy
il Limits

q. . Endorse-
| ments

@ Premium

Insured: s-patty Policy Type: HUMEUWNERS ferm:  5/1/2014 - 5/1/2015

| ltem Mo Line Bub Line  Ins Ameunt Ann Prem| Premium

Billeds £604.00
Unpaid: 604,00
Cammissinn: 125 =

=3

Terrorism Premiumi

Location Pro Rata Amt: $0.00
i in: Waive Prem
gf’ Duary | Inception Premium: 570400
Endorsement Message
-
v
52
Rev. 09/01/2017 Page 12/13
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PremiuM TAB

Policy Writing

The Premium major component of the Policy Writing Screen displays premium transactions on policy.

Policy 40008 X

Mode: Change

Aaya Name/
Address

(& Policy
Lirnits

. Endorse-
@ ments

ﬂ‘ Premium
-

. Location
gm Data

:’J' Diary

Loc: 0 Bldg: o Insured: s-patty Policy Type: HOMEOWMNERS Term: 5/1/2014 - 5/1/2015

Location Descriptions

Additional Residence Premises

Rented To Others

Message Descriptions

Number Of Families: -

LocatioN Data TaB
The Location Data major component of the Policy Writing Screen displays location information for the current policy.

Note: After Keying “Save” in Policy Options (to save policy changes), those clients who report Stats will see an “Edit Stat
Record” box pop up. Fill in required fields and key submit.

Diary COMPONENT

When selecting the Diary component within the Policy Writing Module, a helpful tool can be accessed with recorded
notes, reminders or any other kind of relevant information relating to the Policy. Note that Claim Diary Notes will not be
shown in the Name and Address Diary; only the notes related directly to the Policy will be displayed. Note: See the Diary
Component document for more detailed information.

Rev. 09/01/2017
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PoLICY RENEWAL PROCEDURE
September 15, 2014

&
AUTOMATIC

» System Reports — Policy Writing

+ Select PW200 — Select & Print Anniversary Report

» Select Call Program.

For the Period:

Enter the Expiration Date of the policies you are going to anniversary.

Create finder for Anniversaries Y will Create the Anniversary File / N will print the Report
Only. You may run this program as often as you wish.

Press the Enter button for number of copies, condensed print, deferred processing,
spool/preview printed output and enter line number to use the default options.

Press Enter at Any Change,

Create the Anniversary Transaction File? Y to create the file / N to print the report only.
This is a Master Option setting that you may turn off.

If the date range contains More than 15 days, confirm this is correct.
Select the printer in the Printer Dialog Window.

The report is broken into policies that need Manual Processing, Policies that are already
processed, Policies to Automatic Process.

Review the Pages with the Title Automatic Process.

These are the policies that the system will roll forward and rerate the coverages and
update the endorsement edition dates.

When you are ready to actually process the Anniversaries:
Select Automated Processes.
Auto Anniversary, The list of policies waiting to be processed will be displayed.

You may also Print the list by selecting Anniv Report. Click Apply changes and the
system will begin rolling the policies forward.

When Processing has completed, the list will be displayed alerting you to any policies
that had issues with processing for example, not finding a rate, not finding an
endorsement, etc. The Premium and Policy has rolled forward using the Coverages
and Premiums from what could be rated, including the Inflation Guard Increase (if any).

’m This document is proprietary and confidential. No part of this document may be disclosed in any manner
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You may need to update these policies by Selecting Policy View, Change Mode and
Entering in your policy number. Any Locations that had Errors in Processing will display
the Error Message by Right Clicking on the Location. These policies will also display as
“Special Rated” being Checked.

MANUAL

Policy View

Select Mode Anniversary (12 month Continuous Policies)

Enter your Policy Number.

Select Save for the Policy Name/Address.

The system will process the Anniversary and will display any errors if there are any.

You may select the Location if you need to make Changes on the Anniversary Effective
date.

ShortForm Policy Renewal Advantage

’m This document is proprietary and confidential. No part of this document may be disclosed in any manner
to a third party without the prior written consent of TCCS.



Diary COMPONENT

Diary Component

When selecting the Diary component within the Name & Address or Accounting Options ribbon, a helpful tool can be
accessed with recorded notes, reminders or any other kind of relevant information relating to the Policy. Note that
Claim Diary Notes will not be shown in the Name and Address Diary; only the notes related directly to the Policy will be

displayed.

When viewing Diary Notes for a policy there will be a display of all the notes entered for the Policy. This allows the current

viewer to see the history behind the policy with ease.

The Diary Note Grid is sorted by the Note Date displaying the most current note at the Top. The Grid also Displays the

operator who entered the Note, Action, Type, Priority and Re Diary.

PA Inquiry 50 Diary Notes 90 X

Diary Notes

Drag a column header and drop it here ta group by that column

[

11/19/2013 | 10FF General | | Permanent | Medium | O Days Until

> | Note:  The client has suffered a family crisis which has impacted his ability to make payments to our policies. For that
reason his payment plan was changed from Annual to Semi-Annual.

11/19/2013| 10FF Genera | Parmanent | Medium 0 Days Until

Note: Payment Plan changed from 1 ta 2

Hote Date Hots Action Hots Type Priarity Re Diary
11/19/2013 General | - Permanent t v Medium

Hots:

Add Note

Spell o

Edit / View
Toggle Button.

Apply Changes

To Add Information to Diary

Type the following information:
1. Note Date. Only current and future dates can be used :

a. Type date and key tab or enter.

b. When typing a date, a suggested quick entry box will pop-up, to accept, key tab, or

c. Click date picker icon to select a date.
2. Note Action. Select from drop down box:

a. General, or

b. Future. Future Notes have the unique capability of being assigned (Re Diary) Information that will set the Note as

a recurring note for a set amount of time.

Note Type. Indicates the Specific Category of the note. The options are: Permanent, Temporary, or System.

Priority. Sets the note at one of 3 levels: High, Medium or Low.

Rev. 01/17/2017
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Diary Component
r-a \

5. Re Diary. This field indicates a repeated action for the Note for every set amount of Days until a completion date:
Number of Days and End Date.

In order for the Re Diary option to be enabled, the Note Action box has to be selected as Future.

6. Note. This field allows for multiple line entries (Enter is allowed) and is equipped with Spell checking. For Spell Check
Key F7 or Spell Check button.

When adding a Note; the Add Note button will not be enabled until all selection criteria have been filled.
(Both days and date must be filled in for Re Diary to be considered filled).

7. To Save Diary. Click Apply Changes Button at bottom right corner of the Diary Interface. This option will save new or
modified information from the Diary tab.

If information required is missing an error message will popup indicating which fields are not filled in. Click OK
button and add missing information. Save after filling required fields.

To Edit or Delete Information from Diary

To edit or delete a note from the Diary; right click on the left most part of the particular note in the grid to get the available
options. Select Edit, Delete or Copy.

If Edit is selected, the information in the note will populate the fields in the bottom section to be edited. Once changes
are made, press Add Note button, this action will mark the Diary tab in red, indicating that there has been changes to the
information in the tab which have to be saved in order to be recorded in the database.

If Delete is selected, the note will immediately be removed from the grid and marking the Diary tab in red and indicating
that there are changes to the information in the tab. These changes have to be saved in order to be recorded in the
database.

A user may edit or delete their note as long as it has not been in the system for more than a day. System
administrators can modify and/or delete any note. The Note Date cannot be modified; only its content.

Dreg & column header and drop it here to group by thet column

2/15/2012 | 10FF General | Temparary | Medium | 0 Days Until

Note: this is a test of the diary system

Right-click in o012 | Nektnier | General | permanent | Medtums | 0 Days Untl

this area to see Note:  THIS IS THE FIRSDT NOTE
available options. Thie 15 e Second ore

|772562011 10re General  System © Days Until

Note:  PAYEE:  JOHMN AGE AMOUNT PAID:  $10.00
CHECK DATE: 7/25/2011 CHECK# 127
/ | Edit Diary JOHN AGE AMOUNT BAID:  $100.00
DATE: 7/25/2011 CHECK® 124
[Jx Delete Diary

Copy Diary |
- ks Action Note Type Briority Re Diary

11/11/2013 General  ~| |permanent v | |Medum  ~
Note:
Add Note

Spell s

Rev. 01/17/2017 Page 2/3
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Diary Component
r-a \

To Copy Information from Diary

To copy a note from the Diary Interface; right click on the left most part of the particular note grid to get the available
options. Select Copy Diary. This action will load the clipboard with the text from the selected note; right click in the new
note area at the bottom of the screen and select paste. At this point changes can be made to the text just pasted. Press
Add Note button, this action will mark the Diary tab in red, indicating that there has been changes to the information in the
tab which have to be saved in order to be recorded in the database.

To Save Diary
There are two ways to save changes made in the Diary Tab:

1. Click Apply Changes Button at bottom right corner of the Diary Interface. This option will save new or modified
information from the present tab only.

If information required is missing an error message will popup indicating which fields are not filled in. Click OK
button and add missing information. Save after filling required fields.

2. In Claim View Tab, press Save button in the Ribbon section. This option will save information from the current Claim in
all tabs highlighted in red.

If information required is missing an error message will popup indicating which fields in each red tab are not filled
in. Click OK button and add missing information. Save after filling required fields.

Rev. 01/17/2017 Page 3/3
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Policy Name Search Window

Policy Name Search Window

This interactive tool allows the user to easily and quickly retrieve a Policy with only basic information.

1. Select a Mode (Add, Change, Inquire, Cancel, Renewal, Anniversary, or Auto Assign).

2. In the Name box, type a string of text to narrow down the search for a policy.

a. Select Broad button and press Search to list all policies matching the

C
" Name Search Window

Broad Light | Mame: |2l

I S [ T S T

characters entered in the name box with the same characters in the insured o s e o

name in any policy in the database regardless of their position in the B T T o Pyt

insureds name, or — P e Py
W S S T

b. Select Light button and press Search to list all policies matching the
characters entered in the name box with the same characters in any policy
in the database as long as they are at the beginning of the insureds name
(or last name, depending on how the name was entered in the system).

> | AL ADILI-SAMEER 15500581
AL DAFAAL-HUSSAIN 6030882
AL TEMIMI-JASIM HAMID 1100881 | 80 DWELLING FIRE
AL TEMINI-JASIM HAMID 7130781 | 80 DWELLING FIRE
AL TEMINI-JASIM HAMID 11390561

ALBANESE-ANTHONY 16590236 | 50 BUSINESS OWNERS

I RANESE-NANIEL &% 1NN RETH| 23R1RS7__| RN DWELLTNG FIRE.

Displaying 1 Through 100 Of 114 oK

80 DWELLING FIRE Active

50 BUSINESS OWNERS | Active

20 HOMEOWNERS REV 0605 Active

CANCELLED - NO

CANCELLED - NO

INSUREDS REQU

Farien o comp ™
3

Cancel

If the items resulting from the search exceed 100 lines, the previous and next buttons will become available in

order to display sets of 100 or less lines matching the search. Use the scroll bar on the right to navigate among

the sets of 100 lines.

The columns displayed in the name search window are: Insured Name, Policy Number, Policy Type and Status.
The results form the search can be further customized by sorting, filtering or re-arranging the data displayed.

Sort

By clicking any column header,
the information in the grid is
sorted in ascended/descended

order accordingly.

Move or Reposition Columns
Any column in the grid can be
moved by clicking header and
dragging to desired location.

Change the width of a

column

Place cursor between two
columns, when a double sided
arrow is displayed click and
drag to left to narrow / right to
widen the width of the column

on the left’.

@ i
-, MName Search Window X

Filter Icon

—

|Broad Light Name: |ul I - Previous Next

Select All
Active
CANCELLED - NON PAYMENT

SPADAFORA-PAL INSUREDS REQUEST CANCELLATI(

column.
INSUREDS REQUEST CANCELLATI(

INSUREDS REQUEST CANCELLATIC
EXPIRED AND RENEWED

FAILED TO COMPLY WITH CO RECS
UNDERWRITING UPKEEP/CONDITI INCREASE IN HAZARD CANCEL
Active

SULLIVAN-KATHLEEN UNDERWRITING UPKEEP/CONDITI

DOLENO-JULTA
100124 INSUREDS REQUEST CANCELLATION
110059 TNSLIRENS RENLIEST CANCFELLATTE NEW POLICY

PENDING NON-PAYMENT CAMCEL

oK PROPERTY SOLD CANCELLATION

UNDERWRITING PROPERTY VACANT
UNDERWRITING UPKEEP/CONDITION

Show rows with value that

Is equal to -
ah
And -
Is equal to -
ah

Filter Clear Filter

3. Select the row containing the policy to be opened; Click OK.

Rev. 01/17/2017
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Setting Up Web Links

Purpose

How to set up links to web pages and to web documents such as Advantage INS-eMAN.

——
=l seriim = -
= m Home CL Care ications & @
lllll
/3 Office Black & Summer r
e <} &8 5 o -
A % Offio= Blu= (A | et
SSSSSS d TOCS Manu Policy Claim S=tlp X Satlp Motz
| - L NG - /% Office Sikeer 9 Wista .
Small Business Themes Background ‘Web Link= | Diary App

Setting Up Web and User Links

One of INSPRO Advantage’s options for customization by the user is setting up links to important web sites or documents
such as Advantage INS-eMAN. Customization is simple:

1. After login in, Select the Applications tab.
Select the SetUp button under the Globe Button in the Web Links element.

3. Select the Web Links tab if you wish to set a link that all users of Advantage can access, or select the User Links Tab
if you wish to set up a web link available only to your own user name.

O @
Setllp

Moles

- Docfinity | Web Links | Ussr Links

# Click hep= to add new it=m

4. Click to Add a New Item

5. Type the URL address and a descriptive name for your link

[]
i Dioclinity | Web Links | Usar Links
+ Click her= to add new item
[.'_. il |7 Town & Country -

URL: hitp:/fwww.tocs-inspro.comy

>
Ram=: | foyen & Country

|| Company Defeclt | | &gent Default

Rev. 01/17/2017 Page 1/2
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Setting Up Web Links

6. Check marking the Company Default box will allow immediate access to this link by just pressing the Globe button in
the Applications Tab.

7. Click the Save button.

: Doclinity | Web Links | User Links=
% Click here to add new item
+ m Town & Counbry
# | [5 [¥] contacts

> |t F W menisineoionsa

8. You can add as many links as you wish following the procedure above. The Set up window has the same functionality
as other windows in Advantage.

|
i Doclinity | Web Links | Us=r Link=

Add. Multiple links can ——.
be added to each one of

the tabs. Just click Save — 'm; 7| Town & Country
for each link added. it
+

Expand + / Contract 4-

- Buttons. Expand
to view or modify link
details.

+ Click frzr= io add new item —

Contact=
_Agent Peter Pan =Region 3
URL: http: ! fwww. locs-inspro.comy' oontactf

Name: | fomnt Pater Pan =Region 3

|| Company Default |+ Agent Defaulk r
Default. Check mark Delete. Quickly delete
indicates a Company unwanted links.

Default Link.

Setting Up INS-eMAN and/ or other web document links

By following the procedure above, links to particular documents found in a web site can also be added. This is beneficial
to the user by allowing quick access to frequently used documents such as Advantage INS-eMAN documentation. If you
need assistance setting up a link to INS-eMAN contact Town & Country Computer Services, LLC. We will be happy to
assist.

Rev. 01/17/2017 Page 2/2
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TBA Write Off Unpaid Premium

WRITING OFF UNPAID PREMIUM / SERVICE CHARGES

Frequently, policies cancelled for non-payment will have an outstanding earned premium that the insured will never pay.
These amounts are considered a non-admitted asset once they are 90 days old and should be “written off’. The correct
way to do this is by making an entry in the PA Premium Entry in Customer Care Tab to reduce the written premium by the
amount of the outstanding premium. This credit will then be passed to the Accounts Receivable System and the policy
will go “zero balance”. By making the entry in Premium Accounting, you keep the Premium and Receivables systems “in
balance” since the write off is posted in both systems.

1. ENTER THE PREMIUM TRANSACTIONS

From the Customer Care Tab, select PA Premium Entry. After entering the policy number, enter the information as

follows:

EFFECTIVE DATE

EXPIRATION DATE

ITEM/LINE

TRANSACTION DATE

TRANSACTION CODE

REINSURANCE CO

COMMISSION RATE

AMOUNT OF INSURANCE

ANNUAL PREMIUM

PREMIUM

MISCELLANEOUS

ADD

REVIEW

Rev. 05/22/17

Use the cancellation effective date.

This will default to the next expiration date.

Key in 001. Enter the primary line of business code for the policy (Key Drop Down to
select from list).

NOTE: Clients who report STATS will need to key in matching 4 digit line.

This will default to today’s date.

Enter 13 — CHANGE IN COVERAGE/DECREASE IN PREMIUM and enter through.

The reinsurance contract number is skipped automatically. Note: a separate entry
to decrease the ceded premium may be needed if there is reinsurance on the policy.
Use a TRANSACTION CODE 53 - CEDED DECREASE.

This will fill in automatically.

Leave this BLANK - the amount of insurance was already credited when the policy
was cancelled.

Leave this BLANK - the annual premium was already credited when the policy was
cancelled.

Enter the amount of premium to be written off (enter as a negative amount). This is
the amount displayed, less any installment or services charges.

An entry of “WRITE OFF” is suggested to document why the transaction was made.
Key ADD (next to Policy Number).

Review Pending Transactions grid and Key Apply Changes.

Page 1/2
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TBA Write Off Unpaid Premium

2. WRITE OFF ANY INSTALLMENT or SERVICE CHARGES/or POLICY FEES

Because installment fees / service charges / and policy fees are NOT premium, they must be written off in AR
Customer Care / Cash Flow. From the Customer Care Tab, Select Cash Flow. After entering the policy number, the
screen will show the amount of the unpaid fees or charges in the Total Unpaid; and also in the Advanced Distribution
Options grid.

3. TO WRITE OFF FEES or CHARGES

Select Adjustments as Transaction Code (next to Policy Number field); and in the Amount field, key in the Amount of
the fee or charge you are writing off (NOTE: enter as a negative amount). Then down in Advanced Distribution
Options grid, key in the same “negative” amount into the Amount field in the line that shows the fee or charge. This
takes the Remaining Amount in Advanced Distribution Options to 0.00. Key Add (up in Policy Number line). Go to
Pending Transactions Grid and key Apply Changes.

4. RUN APPLY PREMIUM CREDITS

Select AR072 Apply Premium Credits from the AR Reports menu. This program will apply the premium, fees, and/or
service charge credits to the outstanding amounts and the policy will go to zero balance. This report should be run
before any end-of-month reports are run so the zerio balance policies will not appear on the report.

NOTE: It is suggested that outstanding amounts on cancelled policies be written off at least quarterly, before the end
of the quarter. The 91 & OVER PAST DUE column on AR066 — Outstanding Receivables Report will show which
policies need to have uncollected premiums written off.

Rev. 05/22/17 Page 2/2
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WEB QUOTING APPLICATION Page 1 0of 10

Auto-Underwriting & Administration Module 03/18/16

ADMINISTRATION PANEL

Only the administrator login provides access to this panel. All agents will instead see the options
to view Accounts Receivable Inquiries, search and manage their quotes, and start new quotes
(depending on their security settings).

’IUB INSPRO ENHANCED QUOTING e

Enhanced Quoting Administration

Administration Home
Agent Administration
Auto Underwriting

Administration

r Enhanced Quoting Information

Quoting Information:

Total number of Quotes: 42

Quotes more than 15 Days Old: 42

Quotes more than 30 Days Old: 42

Quotes more than 80 Days Old: 42 | Remove these quotes
Quotes more than 90 Days Old: 42 | Remove these quotes

Quotes more than 120 Days Old: 42 | Remove these quotes

Agent Information:

Mumber of agents: 7

Agent Logins, Last 15 Days: 0
210 Morris Road Log Out Phone: (800) 388-7770
Schenectady, NY 12303 ¢l Fax: (518) 355-4051

Administrator Options
The Administrator can manage options for Policy Maintenance, Agent/Agency Administration, or
Auto Underwriting.

TACS

Enhanced Quoting Administration

Administration Home
Agent Administration
Auto Underwriting

Administration

’-Enhanced Quoting Int

Fm This document is proprietary and conﬁdentizz[ No part rir this document may be disclosed in any manner
to a third party without the prior written consent of TCCS.



WEB QUOTING APPLICATION Page 2 of 10

Auto-Underwriting & Administration Module 03/18/16

Agency / Agent Administration

The Administrator clicks on “Agent Administration” and then uses the drop down menu to select
an Agency to manage:

m INSPRO ENHANCED QUOTING T
Enhanced Quoting Administration

Administration Home
Agent Administration
Auto Underwriting

Agency / Agent Administration

Select an Agent to View
’7 Select One... v | View »>
One -
210 Morris Road 0091 - ALLISON PARK INSURANCE INC. Phone: (800) 388-7779
Schenectady, NY 12303 0071 -AMBO ENTERPRISE/OLVANY INSURANCE Fax: (518) 355-4051

0028 - ANGELA STRAUSS

0035 - ARLEN TEMELES INSURANCE

0010 - B.J. PETRUSO AGENCY

0040 - BARRON INSURANCE SERVICES
0082 - BAY AREA INSURANCE SERVICES
0052 - BELVENY INSURANCE ASSOCIATES
0045 - BLAIR INSURANCE SERVICES

0020 - BRETT INSURANCE AGENCY

0009 - BROOKVILLE INSURANCE AGENCY
0073 - BROOKVILLE INSURANCE AGENCY
0003 - BROWN MCMAHON AGENCY

3001 - BROWN MCMAHON AGENCY

3002 - BROWN MCMAHON AGENCY

3003 - BROWN MCMAHON AGENCY

0057 - C.J. HOFFMANN AGENCY

0068 - CENTRAL INSURERS GROUP, INC
0027 - CLYDE SMITH AGENCY =

Below the main administration panel is shown for the selected agency:

’m INSPRO ENHANCED QUOTING T

Enhanced Quoting Administration

Administration Home
Agent Administration
Auto Underwriting

Agency / Agent Administration

—Viewing Agent Information

Configure Auto ;

—Agency Information UnderWI‘ltlng for
Agent ID: 0100 [[mspro password: nonEe
Agency Name: EXCHANGE U the Agencv. Configure
pddress: Web Settings.
P.O. BOX 480
City: CANONSBURG State: PA  Zip Code: 15317 \
Phone: 800/392-4264 Fax: 724/745-0224 Alt PMne:
Status: Active Terminkicn Date: Agent/Broker: Agen|
VleW a hst OngentS Receives a 1099: Yes License:wlﬁs License Exp. Date: §/1/1753
Commission Type: Standard \ Commission Rate: QPo
& CSRs with a current Agent Parent: \
logln aSSIgned. fdexchangeunderwriters.com \

List Agents/CSRs | | Edit Agency ‘ ‘ Configure Web Quoting Settings | | Auto Underwriting Settings

210 Morris Road Phone: (800) 388-7779
Schenectady, NY 12303 Log Out Fax: (518) 355-4051

This document is proprietary and confidential. No part of this document may be disclosed in any manner
’I(IS to a third party without the prior written consent of ?C CS.



WEB QUOTING APPLICATION

Auto-Underwriting & Administration Module

The Agent Administration Panel:
You can add, modify or delete an agent in this list.

Page 3 0of 10

03/18/16

TS

INSPRO ENHANCED QUOTING

Enhanced Quoting Administration

Administration Home
Agent Administration
Auto Underwriting

Agency / Agent Administration

—Viewing Agent Information

Modify existing
Agents & CSRs.

Town & Country

Computer Services, LLC

Delete existing
Agents & CSRs.

0100 - EXCHANGE =
r—Agent Logins N ‘\
First Name |Last Name |Email Address Title Login ID ||Password Actl'um
— —
Magda Dougall mdougall@tces-inspro.com Test Manager ||Agent M TEST Edit | Delete |
Add Agent / CSR
T Add new Agents R p—
Schenectady, NY 12303 Fax: (518) 355-4051
& CSRs.
The Add Agent panel:

Click the “Add Agent / CSR” button on the Agent Administration Panel to get to the Add Agent
Panel. The administrator adds the new Agent’s information into the form, as well as its Security

Level and then clicks the “Add Agent / CSR” button. He/she would then be taken back to the Agent
Administration panel.

TAcs

INSPRO ENHANCED QUOTING

Town & Country
Computer Services, LLC

Enhanced Quoti

Administration
Home

Agent
Administration
Auto
Underwriting

ng Administration

Agency / Agent Administration

—Viewing Agent Information

0100 - EXCHANGE UNDERWRITERS INC

v

lew =>

—Add Agent/CSR

User Name / ID / Login Password First Name Last Mame
Agent J TESTJ John Doe
Job Title Email Address

Regional Agent

jdoe@tccs-inspro.com

Security Level

| Quoting and Billing Inquiry * |

Back || Add Agent/ CSR

210 Morris Road
Schenectady, NY 12303

Log Out

Phone: (m)k:zm
Fax: (518) 3 51

TACS

This document is proprietary and confidential. No part of this document m
to a third party without the prior written consent of ?C CS.

Add the new Agent

to the Agency.
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Auto-Underwriting & Administration Module

The Edit Agent panel:
Click the “Edit” button on the Agent Administration Panel to get to the Edit Agent Panel. The
administrator updates the Agent’s information in the form, and then clicks the “Update Agent /
CSR Information” button. He/she would then be taken back to the Agent Administration panel.

Page 4 0of 10
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INSPRO ENHANCED QUOTING

Town & Country
Computer Services, LLC

Administration Home
Agent Administration
Auto Underwriting

210 Morris Road
Schenectady, NY 12303

Enhanced Quoting Administration

Agency / Agent Administration

—Viewing Agent Information

0100 - EXCHANGE UNDERWRITERS INC v | View >>
— Edit Agent/CSR Information
User Name / ID / Login Password First Name Last Name
Agent J TEST J John Doe
Job Title Email Address Security Level
Regional Agent jdoe@tces-inspro.com Billing Inquiry Only v

Back || Update Agent / CSR Information
—

Update the Agent’s -

Phone: (800) 388-7779
Fax: (518) 355-4051

information.

The Delete Agent warning:

When the administrator clicks the “Delete” button from the Agent Administration Panel, the
following warning appears. If it is really necessary to delete the agent, then click the “Delete Agent

/ CSR” button.

TACS|

INSPRO ENHANCED QUOTING

Town & Country
Computer Services, LLC

Administration Home
Agent Administration
Auto Underwriting

210 Morris Road
Schenactady, NY 12303

Enhanced Quoting Administration

Agency / Agent Administration

[~ Viewing Agent Information

0100 - EXCHANGE UNDERWRITERS INC v | View >>

—Delete Agent/CSR

WARNING:

You are about 1 ] bting. This action cannot be undone.
Betdwes  Confirm deleting

b the Agent / CSR list for this agency.
the Agent.

Delete Agent / CSR

Log Out

Phona: (800) 388-7779
Fax: (518) 355-4051

TACS
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Auto-Underwriting & Administration Module 03/18/16

AUTO-UNDERWRITING PANEL
To modify the default web settings, click “View Default Lines”. To customize lines of business for
specific agencies, click “View Custom Lines”.

m INSPRO ENHANCED QUOTING

Enhanced Quoting Administration CuStomize UndeI‘WI‘iting
233::‘;‘?‘:;2‘:"2: Auto Underwriting Administration for SpeCIfIC AgenCleS.

Auto Underwrieigg

| View Default Lines | | View Custom Lines |

Modlfy UndeFWI‘ltlng Log Out Phone: (800) 388-7779

Fax: (518) 355-4051

for all Agencies.

Default Lines Auto Underwriting Administration
In the Default Lines panel select a line of business from the dropdown menu and click “View”.

’I(IS INSPRO ENHANCED QUOTING R ovels Covatry

Enhanced Quoting Administration

Administration Home
Agent Administration
Auto Underwriting

Auto Underwriting Administration

Default Web Settings by LOB: | All Lines v || View ==
Label [ FiRMOWNERS
07 - DWELLNGFIRE1 LBack
= Lo -

41 - STANDARD FIRE. DWELLING FIRE, EXTENDED COVERAGE
02 - HOMEOWNERS

31-1.M. BUILDERS RISK, INLAND MARINE

34 - MOBILE HOMEOWNERS

11 - URBAN FIRE AND E/C

20 - BUSINESS OWNERS

A list of underwriting questions will appear below the dropdown. Click the “Edit” button for one of
the questions to modify the underwriting constraints for that question.

m INSPRO ENHANCED QUOTING e
Enhanced Quoting Administration
Administration Home Sxc P -
N -~ |Auto Underwriting Administration
gent Administration
Auto Underwriting
Default Web Settings by LOB: 34 - MOBILE HOMEOWNERS v || View >> |
Label Action
# of Acres Edit
# of Families Edit
Agency Name Edit
Agency Mumber Edit
Agent Email Address Edit
Agent Mumber Edit
Agents Mame Edit

rm This document is proprietary and confidential. No part of this document m? be disclosed in any manner
to a third party without the prior written consent of TCCS.
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In the Edit Screen, you'll have the option to determine whether the field is a textbox, text area,
radio selection, or dropdown menu. You can change the field label, the line of business for the
field, and several other options. For some fields, you'll have the ability to select the minimum and
maximum values for that field. For other fields, you can turn on and off different options for the
field. When you've finished modifying your underwriting field, click the “Update Field” button to

save your changes.

TS

INSPRO ENHANCED QUOTING

Town & Country
Computer Services, LLC

Enhanced Quoting Administration

Administration Home
Agent Administration
Auto Underwriting

Auto Underwriting Administration

Editing Field: # of Acres

Field Type

Text Box

Field Label

# of Acres

Loe

34

Minimum Value

0

Maximum

Value |[|9999

Back Update Field

210 Morris Road

Schenectady, NY 12303 Log

Phone: (800) 388-7779
Fax: (518) 355-4051

Out

To modify an agency, go to “View Custom Lines”

and select the agency from the drop down list.

Then click “View” (the top one) to lock in that Agency into the panel.

TS|

INSPRO ENHANCED QUOTING

Town & Country
Computer Services, LLC

Enhanced Quoting Administration

Administration Home
Agent Administration
Auto Underwriting

Auto Underwriting Administration

Viewing Information for:

Filter Line Settings: | All Lines

0091
0071
0028 -

LoB Label |

0035 -
0010
0040
0082
0052
1045 -
0020
0009 -
0073 -
0003 -
3001
3002
3003 -
0057 -
0068 -
0027 -

210 Morris Road
Schenectady, NY 12303

Agent Customized Settings: | Select One,
Select One_.

¥ || View =>
-ALLISON PARK INSURANCE INC. " | e
-AMBO ENTERPRISE/OLVANY INSURANCE Action
ANGELA STRAUSS
ARLEN TEMELES INSURANCE
-B.J PETRUSO AGENCY
-BARRON INSURANCE SERVICES Sl
- BAY AREA INSURANCE SERVICES Custom Field

- BELVENY INSURANCE ASSOCIATES

-BRETT INSURANCE AGENCY

Phane: (800) 388-7779

BLAIR INSURANCE SERVICES Fax: (518) 355-4051

BROOKVILLE INSURANCE AGENCY
BROOKVILLE INSURANCE AGENCY
BROWN MCMAHON AGENCY

- BROWN MCMAHON AGENCY
- BROWN MCMAHON AGENCY

BROWN MCMAHON AGENCY

C.J. HOFFMANN AGENCY
CENTRAL INSURERS GROUP. INC
CLYDE SMITH AGENCY

You may find that the table that appears displays the message “No Settings / Not Configured”. If

this is the case, Custom Auto-Underwriting may

not be enabled for this Agency yet. To turn on

Custom Underwriting, start by clicking “Agency Information”.

This document is proprietary and conﬁdentizz[
to a third party without
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TACS

INSPRO ENHANCED QUOTING

Town & Country
‘Computer Services, LLC

Administration Home
Agent Administration
Auto Underwriting

Enhanced Quoting Administration

Auto Underwriting Administration

Viewing Information for: ARLEN TEMELES INSURANCE

Agent Customized Settings: 0035 - ARLEN TEMELES INSURANCE v ‘ View >> ‘
Filter Line Settings: |All Lines v ‘ View >> ‘
LOB H Label H Type ” Field Name ” Action

Go here to turn on/off

No Settings / Not Configured

‘ Agency Information | ‘ Add New Custom Field

Phone: (800) 388-7779
Fax: (518) 355-3051

Custom Underwriting.

Now click the “Configure Web Quoting Settings” button.

INSPRO ENHANCED QUOTING

Town & Country
Computar Sarvices, LLC

Administration Home
Agent Administration
Auto Underwriting

210 Morris Road
Schenectady, NY 12303

Enhanced Quoting Administration

Agency / Agent Administration

—Viewing Agent Information

0035 - ARLEMN TEMELES INSURANCE

| view>> |

—Agency Information

Agent ID: 0035

”Agency InsPro Login: 0035

H[nspru Password: NONE

Agency Name: ARLEN TEMELES INSURANCE

Address:

2083 NORTH OAK LANE

City: STATE COLLEGE State: PA Zip Code: 16803

Phone: 814-238-6633 Fax: 814-238-7378

Alt Phone:

Date Appointed: 8/25/1999 Status: Active

Termination Date: Agent/Broker: Agent

Tax ID: 24-0858486 Receives a 1099: Yes

License: 313297 License Exp. Date:

Billing Plan: Direct Bill

Commission Type: Standard

Commission Rate: 0%

Agent Level: 0 HAgent Parent:

Email Address: atins@comcast.net

‘ List Agents/CSRs H Edit Agency H Configure WWeb Quoting Settings H Auto Underwriting Settings
4

Phone: (800) 388-7779
Faxi (518) 355-4051

TACS

Go here to turn on/off
Custom Underwriting.
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On this panel we have two ways to administer the lines of business offered in Web Quoting for the
Agency. The Enabled column is used to turn on/off the different lines of business for the Agency.
For example, if Dwelling Fire is turned off for this Agency, their agents won’t be able to write
quotes for the Dwelling Fire line.

The second option we have is to turn on/off custom auto-underwriting for each line of business.
The Custom column provides the controls for this feature, and once custom underwriting is turned
on, we can control exactly what this specific agency sees when they write quotes in Web Quoting.

After you have made the desired changes for this Agency, click the “Update Configuration” button
and then click “View Custom Values”.

Turn On/Off Custom
m INSPRO ENHANCED QUOTING Underwr]t]ng for each
Enhanced Quoting Administration llne for thlS Agency
Administration Home P - . .
Agent Adminiatration Agency / Agent Administration Enable/Dlsab]e Llnes
Auto Underwriting —Viewing Agent Information .
for this Agency
—Web Quoting Cs ation

Line Of Business(s) Enabled Custom

FARMOWNERS ® ves © No Yes ® No

GENERAL LIABILITY ® vYes © No Yes ® No

DWELLING FIRE1 ® ves O No Yes ® No

LANDLORDS # yes  No Yes ® No

MSO FIRE ® Yes ' No Yes ® No

STANDARD FIRE, DWELLING FIRE, EXTENDED COVERAGE ® Yes ' No Yes ® No

HOMEOWNERS ® ves O No Yes ® No

.M. BUILDERS RISK, INLAND MARINE ® ves O No Yes ® No

MOBILE HOMEOWNERS ® ves  No Yes ® No

URBAN FIRE AND E/C ® Yes  No Yes ® No

BUSINESS OWNERS ® vYes © No Yes ® No

View Agencz u View Custom Values H Update Configuration ‘
N

Edit Custom

Underwriting
for Agencv

Update Configuration
Changes for Agency

On the Agency’s custom underwriting panel, you'll have the ability to change Agencies (using the
top dropdown menu and its associated View button) and the ability to filter the custom fields
listed on the page using the “Filter Line Settings” dropdown menu. Select a line you want to view,
and then click the “View” button next to the dropdown menu.

Now for every underwriting field that agency has, you’ll have the option to edit or delete that field.
The edit feature is very much akin to the Default Line field editor. And the delete button displays a
warning and gives you an option to back out of the deletion process before a full deletion of the
custom field occurs.

This document is proprietary and confidential. No part of this document may be disclosed in any manner
’m to a third party without the prior written consent of ?C CS.
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m INSPRO ENHANCED QUOTING

Edit or Delete

Enhanced Quoting Administration
232::':;:?:?;1?;: Auto Underwriting Administration a Custom Field
Auto Underwriting Viewing Information for: ARLEM TEMELES INSURANCE for the Agency
Agent Customized Settings: | 0035 - ARLEN TEMELES INSURANCE v
Filter Line Settings: All Lines
LOB Label Type Field Name Action?
30 ||# of Families radio  |[NUMBEROFFAMILIES Edit | | Delete
20 ||# of Incidental Offices text INCIDENTALOFFICES Edit | | Delete
Filter Custom Fields by 30 ||# of Units text  ||UNITS _Edit | Delete
Lll’le Of BU.SlneSS 30 ||# of Vacant Days text VACANCYDAYS E Delete
30 ||A: select |[CAUSELOSSA Edit | Delete
30 |Acreage text ||ACREAGE  Edit | | Delete
30 |[Adjustments special || I[C_ADJUSTMENTS Delete
30 |[Agency Mame text AGENCYNAME Edit | | Delete
30 |Agent Email Adress text  ||AGENTEMAILADDRESS _Edit | | Delete |

To add a new field to the underwriting for this agency, go to the Auto-Underwriting Panel for the
agency and click on the “Add New Custom Field” button.

’I(I:S INSPRO ENHANCED QUOTING g

Enhanced Quoting Administration

Administration Home | o 40 Ynderwriting Administration

Agent Administration Add a NeW Custom

Auto Underwritin
d Wiewing Information for: ARLEN TEMELES INSURANCE .
Agent Customized Settings: | 0035 - ARLEMN TEMELES INSURAMNCE A Fleld for the Agency

Filter Line Settings: | All Lines

LOB ” Label ” Type ” Field Name ” Action
No Settings / Not Configured /
Back | Agency Information | ‘ Add New Custom Field ‘

210 Morris Road Phone: (800) 388-7779
Schenectady, NY 12303 Log Out Fax: (518) 355-4051

On the Edit Panel, you'll have the ability to give your new field a name, select whether it is a
textbox, text area, radio button or dropdown menu field, give your field a label, and select which
line of business the field is for. When you’re ready to add the new field, click the “Create Field”
button.

This document is proprietary and confidential. No part of this document may be disclosed in any manner
’m to a third party without the prior written consent of ?C CS.
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m INSPRO ENHANCED QUOTING

Town & Country
Computer Services, LLC

Enhanced Quoting Administration

Administrati H o == -
ministration Home | Auto Underwriting Administration Add a New
Agent Administration .
Auto Underwriting CuStOl’n Fleld
Create New Field
Field Name fOI‘ the
Field Type || Text Box v
Field Label
LOB All Lines
‘ Back ‘ | Create Field|
210 Morris Road Phone: (800) 388-7779
Scheu::rt:dy, NY 12303 IMI o Esmg 355-4051

Now you’ll see a screen for setting the new field’s minimum and maximum values. Provide the
values you'd like to set, and then click the “Update Field” button. Then click the “Back” button and

you’re done. Note: Custom fields will collect data, but will not be a
custom programming.

vailable in INS PRO without

m INSPRO ENHANCED QUOTING

Town & Country
Computer Services, LLC

Enhanced Quoting Administration

Administrati H g = -
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