


Accounts Receivable Inquiry
/W WA

Purpose

Provide detailed information for the Accounts Receivable Inquiry of the INS PRO Advantage System.
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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 Docfhnity Interface (If not Licensed, it will not be displayed).

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

Files Home Customer Care Applications Accounting Options =] '@

T— -
12 g Closed 310064 - E % @ e - )
Change Goto Change z Accounts Reversed | DocFinity PA AR Previous Next
Pay Plan Diary Status Posting  Posting & Inquiry Inguiry Policy Policy
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 refect 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 Docfnity 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.

Screen

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
24| 7 @ - o’ |
z ~ = 4
o Change Goto Change Accounts Reversed DocFinity
g Pay Plan Diary Status Posting  Posting -
D_: L Accounting Options Claims on Policy Posting Register | Interface Minimize Ribbon
f AR Inquiry 90 X Button.
~ | Insured Information Insured's Name: | Donald A Duck Effective: | B/1/2013 - | B/1/2014
Policy Type: 20 - HOMEOWNERS REV 0605 Policy Status: | 8/1/2013 - Active Locations -
Mailing Address: | 10 Main Strest, Wexford, PA 15030 Payment Plan: | 1- ANMUAL PAYMENT Mo Escrow -
Wexford PA, 15030 Agent on File: | 91 - ALLISON PARK INSURANCE INC. MNon Pay Cancels 0+
< ~ | Billed Amounts Total Billed: | ©.00 Due Date:
~ [ Unbilled Remainder Due Total Unpaid: | 325.00 Next Bill Date: | 8/1/2013

Total Qutstanding: | 325.00

Payment History Paid Through: |9/22/2013 Show History Showr by Trans

Pending Deposits Total Amount: | 0

AccouNTs RECEIVABLE INTERFACE SECTION

.
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 . L.

without clicking the

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

e

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 confrm 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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AccEess AccouNTs 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:

AR Inquiry 20600268 X

Policy Number | 20600268

~ | Insured Information
~ | UnPaid Amounts
~ | Payment History

~ | Pending Deposits

Expansion Button ¥~

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.

AR Inquiry 20600268 X

Policy Number | 20500268

~ | Insured Information

Policy Type: | 2 - SILVER HOMEQWNERS
Mailing Address: | 233 W MAIN 5T

GOUVERNEUR. NY, 13642

~ | UnPaid Amounts
~ | Payment History

~ | Pending Deposits

Rev. 01/17/2017

Collapsed Components

Insured's Name: |SCOTT-STEPHANY D & JASON L v Total Billed: | 134.25 Total Unpaid: | 262,75

Due Date: | 2/15/2015 Mext Bill: | 4/24/2015 +

Paid Through: | 1/21/2015 Shew History +

Total Amount: | O

Expanded Insured Information Component

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

Policy Status: | 2/15/2015 - NONPAYMENT CANCEL PENDIN Locations -

Payment Plan: | 5 - QUARTERLY No Escrow

Agent on File: | B1 - RM CONKLIN AGENCY, INC Non Pay Cancels 3+

Effective: | 10/24/2014 10/24/2015 Referral Codes ©

Due Date: | 2/15/2015

Next Bill: | 4/2472015

Paid Through: |1/21/2015 Show History +

Total Amount: | 0
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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 flter
information according to
criteria from selected column

AR Inquiry 20600268 X

Folicy Mumber | 20600268

Total Billed: | 134.25 362.75

surad Information Insured’s Name: | SCOTT-STEPHANY D & JASON L - Total Unpaid:

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

- dugh:

Payment History

Total Amount: | O

~ | Pending Deposits

Expanded Payment History Component

[\

+ Button

~ | Insurad Information Insured’s Name: | SCOTT-STEPHANY D & JASON L ~| Total Billed: | 134.25 Total Unpaid: | 262.75
~ | UnPaid A Due Date: | 2/15/2015 Next Bill: | 4/24/2015 +
~ | _Payment Histol Paid Through: |1/21/2015 Show History 3 +

Switches to display more
detailed information.

Expansion Button "V,
Displays / Hides detailed
information concerning the
specifc transaction.

g
\
:
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TACS

Payment Type Eff Date Exp Date Comm Rate Date Received Amount Paid | Check #

10/24/2015 Amount Paid: $119.25

.. Expiration Date Total:
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 |EffDate T || Check Amt T | Deposit Amt T | Status Date T | Check No T | Deposit Status T
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Go 10 DIARY

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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Premium Accounting Inquiry
/W WA

Purpose

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

Map

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 7 BN & 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

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 Docfnity Interface (If not Licensed, it will not be displayed).

Home Customer Care Applications [ Premium Accounting Options ]

& Closed 311212 Closed 332065 = %% o . % )
~ Closed 8811301 Closed 8912501 - €3
Goto Renew Posting DocFinity P& AR Previous [Mext
Diary Policy Elie=diot o4 Bl Repeort = Inquiry Inquiry Policy FPolicy
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 ???7?.

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, Docfnity (if licensed), navigate to AR Inquiry, or open
subsequent policies (Previous or Next).
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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.

Files

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

s

Minimize Ribbon

RiBBON SECTION

PREMIUM ACCOUNTING INQUIRY SECTION

\

Mext/Prev Palicy: | 0

7

~ | Premium Accounting Records

321987

Payment Plan:

5 - QUARTERLY

Show History

Home Customer Care Applications Premium Accounting Options m@
- Closed 311212 Closed 332065 - 4 i
¥ ES | o $ W
Closed 8811301  Closed 8912501 -
Goto Renew Posting DocFinity P& AR Previous MNext
Diary Policy (=) SERbE Report ~ Inquiry Inquiry Policy Policy
Premium Options Claims on Policy Posting Register Interface
( PA Inquiry 32943645 X
Policy Number | 3943645
~ | 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 -

Non Pay Cancels 1( =

Direct  Rzinsurance

PaymentTvpe T | Trans Date T EffDate T | AmtofIns T Annual Prem T ! =

Amount of Insurance: 475,000.00

~ Expiration Date: 4/7/2015
14 RENEWAL PREMIUM
14 RENEWAL PREMIUM
14 RENEWAL PREMIUM
14 RENEWAL PREMIUM
14 RENEWAL PREMIUM
14 RENEWAL PREMIUM
14 RENEWAL PREMIUM
14 RENEWAL PREMIUM
14 RENEWAL PREMIUM
14 RENEWAL PREMIUM

3/5/2014
3/5/2014
3/5/2014
3/5/2014
3/5/2014
3/5/2014
3/5/2014
3/5/2014
3/5/2014
3/5/2014

1

3

3

3

50

4/7/2014
4/7/2014
4/7/2014
4/7/2014
4/7/2014
4/7/2014
4/7/2014
4/7/2014
4/7/2014
4/7/2014

Premium: 1,435.01

158,000.00
10,000.00
10,000.00

0.00
0.00
112,000.00
168,000.00
2,000.00
15,000.00

0.00

Annual Premium: 1,439.01

598.00
84.00
58.00
40.00
25.00

275.00

348.00
14.00
65.00

1.01

558.00
64.00
98.00
40.00
25.00

275.00

348.00
14.00
65.00

1.01 E

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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Access 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. Inthe 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.
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Premium Accounting Module
B A

Purpose

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

Map

m Home Customer Car= Applications

°°°°° g § & O |= = j > E & | = = & E]
o A Selmct Mod= = || = = = e [@) Selectgr - oy || S
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

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.

CustoMER CARE VIEW RIBBON

The Customer Care Tab has fve 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 T (] ' = ()
Calmct Mode = f‘a r—-:\ €5 i || | = % | :,3 fear |E]| Select Qtr - % r—-::\ LT__-_]
O | Submit Search | Caszh  PFevers=  ASdvance | Premiom  Cancel / 0 & Edt ottt || 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
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Premium 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= 7
= = & P
- == = = ] T !
<& | E 3 €3 [ o b
Goto Pemnew Posting Reinsurance | DocFinity P& AR Previous MNext
Disry Policy Report Report = Inquiry 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.
Renew Policy.

Will access recorded notes, reminders and relevant notes related to the 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).

PA Inquiry.

AR Inquiry.
Previous Policy.

Next Policy.

Rev. 01/17/2017

TACS

Will display the corresponding image documents saved for current policy in the Docfnity Sys-
tem.

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

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

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

Page 2/13
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Premium Accounting Module
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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 flled with the following information:

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

The felds 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.

ltem.

Line. Select line of business.

Transaction Date. Defaults to date transaction is being entered.

Transaction Code. Select from drop down.

© N o g > w DN

Amount Insured. (If applicable)
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Premium Accounting Module

i WA
9. Annual Premium
10. 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.
11. Reinsurance Contract. Applicable only if Reinsurance or Assumed Premium entry.
12. Commission. The commission will default.
13. Risk / Leg Number.
14. Building.
15. Miscellaneous. Press spell check button or F7 to check spelling.
16. Press Add button next to Policy Number feld.
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. If
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.
e Expiration Date.
e [tem. Except Items 990 & 991.
e Line.
e Transaction Date.
* Transaction Code. Only Codes 10,11,12,13,14,16 & 20.
e Amount Insured.
e Annual Premium.
e Premium.
e 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 Items 990 & 991.

* Line.

e 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.
e Annual Premium.
a. Subject.
b. Ceded.
e Premium.
a. Subject.
b. Ceded.
« Reinsurance Contract.
e Commission.
e Leg Number.
* Miscellaneous.
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Premium Accounting Module

Transaction Record Available Fields

Premium Type Fields that can be entered

ASSUMED o Effective Date.
» Expiration Date.
e |tem. Except Items 990 & 991.
e Line.
e Transaction Date.
e Amount Insured.
a. Subject.
b. Assumed.
e Annual Premium.
a. Subject.
e Premium.
a. Subject.
¢ Reinsurance Contract.
e Commission.
e Leg Number.
¢ Miscellaneous.
e 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.

e Transaction Date.

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

e Premium.

e Commission.

e Risk Number.

* Building.

» Miscellaneous.
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Premium Accounting Module

i WA
Transaction Record Available Fields
Premium Type Fields that can be entered
Fee « Effective Date.
» Expiration Date.
e Line.

e Transaction Date.

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

* Risk Number.

* Building.

e Miscellaneous.

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

Additional entry information specifc 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?

3. 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 modifed 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
detall transaction
entry and Pending
Transactions grid.

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

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

Add

‘ Total: 4
Click on + button /

to show additional
information for the
specifc transaction.

nnnnn

2/6/2013

27612014
2/6/2013 2/6/2014 11/23/2013
2/8/2013 2762014 14/25/2013 | 10

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

Apply Changes

To Save Transactions List

Information in the Pending Transactions Table can also be fltered
by clicking the flter 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

Page 8/13

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

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 modifed 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.

Rev. 01/17/2017

8 2/6/2013 2/6/2014 11/25/2013 12 - o 1 2 o 777777 68 68

8 2/6/201 d' [2014 11/25/2013 20 o 99 30 ] o ] o
« | Edit

—~ : 777777 : 68 1 68
Delete
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Premium Accounting Module
B A

CANCEL OR REINSTATE A PoLicy

Reasons for Cancellation Codes

To fnd you Company specifc reasons for cancellation codes refer to SF070 - 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 O 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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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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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

1]

|

> | 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 General Permanent | Medium | © Days Until

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 Specifc Category of the note. The options are: Permanent, Temporary, or System.

4. Priority. Sets the note at one of 3 levels: High, Medium or Low.
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Diary Component
B A

5. Re Diary. This feld 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 feld 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 flled.
(Both days and date must be flled in for Re Diary to be considered flled).

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

If information required is missing an error message will popup indicating which felds are not flled in. Click OK
button and add missing information. Save after flling required felds.

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 felds 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 modifed; only its content.

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

N

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

Note: this is a test of the diary system

Right-click in usioiz [wekerier | canert | sarmarent | wesom | 0Says tne

this area to see Note: | THIS 15 THE FIRSDT NOTE
available options. \ i ——

|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

11/10/2012 [B |General | |permanent ~| |medum -
Note:

Add Note

Spell s
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Diary Component
B 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 modifed
information from the present tab only.

If information required is missing an error message will popup indicating which felds are not flled in. Click OK
button and add missing information. Save after flling required felds.

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 felds in each red tab are not flled
in. Click OK button and add missing information. Save after flling required felds.
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Policy Name Search Window

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

Policy Name Search Window

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

2. Inthe 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
characters entered in the name box with the same characters in the insured
name in any policy in the database regardless of their position in the

insureds name, or

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).

€ Name Search Window

x

> [Donald 4 Duck

Disbigno-Doral

KERR-OPAL E.

K

LOCAL HOMES LLC

I S [ T S T

BURNSWORTH-WALTER & ANITA| 10809

JEWEL-GALE A, &1OY R.

al Previ Hext

%0 20 HOMEOWNERS REV 0605 Active
8801 50 BUSINESS OWNERS | Active

20 HOMEOWNERS REV 0505 NEW POLICY
10023 80 DWELLING FIRE CANCELLED - NON,
40815 | 40 MOBILE HOMEOWNERS | CANCELLED - NON
41005 80 DWELLING FIRE NEW POLICY

B

Displaying 1 Through 100 Of 2177 oK Cancel

. Name Search Window

x

Broad Light | M

> |AL ADILI-SAMEER

AL DAFAAL-HUSSAIN
AL TEMIMI-JASIM HAMID
AL TEMINI-JASIM HAMID
AL TEMINI-JASIM HAMID
ALBANESE-ANTHONY

A1 RANESE-NANIEL & 1NN RETH 271857

al vious | | Next

(oo kot T [macyee Tlowma |

15500561 | 80 DWELLING FIRE Active

6030882 | 50 BUSINESS OWNERS | Active

1100881 | 80 DWELLING FIRE CANCELLED - NO

7130781 | 80 DWELLING FIRE CANCELLED - NO

11390561 | 20 HOMEOWNERS REV 0605 Active

16590236 | 50 BUSINESS OWNERS INSUREDS REQU

R0.NWELLTNG FIRE. Farien o comp ™
3

Displaying 1 Through 100 Of 114 oK 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, fltering 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'.

. Name Search Window

—

mad Light MName:

SPADAFORA-PAL

SULLIVAN-KATHLEEN

DOLENO-JULTA

ul

I ~ Previous Next

INSUREDS REQUEST CANCELLATI(
INSUREDS REQUEST CANCELLATI(
INSUREDS REQUEST CANCELLATIC
UNDERWRITING UPKEEP/CONDITI
UNDERWRITING UPKEEP/CONDITI
Active

TMSLIRFNS RENLIEST CANCELLATTY

OK

Select All
Active
CANCELLED - NON PAYMENT
EXPIRED AND RENEWED

FAILED TO COMPLY WITH CO RECS

INCREASE IN HAZARD CANCEL

INSUREDS REQUEST CANCELLATION

MEW POLICY
PENDING NON-PAYMENT CANCEL
PROPERTY SOLD CANCELLATION

UNDERWRITING PROPERTY VACANT

UNDERWRITING UPKEEP/CONDITION

Show rows with value that

Is equal to

And

Is equal to

Filter Clear Filter

ah

ah

Filter Icon

Calls window to flter
information according
to criteria from selected
column.

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

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 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

TACS

No part rir this document may be disclosed in any manner
the prior written consent of TCCS.
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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.

This document is proprietary and confidential. No part of this document mz;_y be disclosed in any manner

to a third party without the prior written consent of

CCs.
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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 = -
miniseration Fome 1 Auto Underwriting Administration

Agent Administration
Auto Underwriting
Editing Field:
Field Type Text Box v
Field Label
Loe

Minimum Value

Maximum Value

Back | | Update Field |

210 Morris Road
Schenectady, NY 12303 LoalCu

Update the New
Field Constraints

Phone: (800) 388-7779
Fax: (518) 355-4051

Auto Underwriting & Admin Module.docx

CCs.

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
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