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Introduction

The Insure-IV Suite is a complete practice management solution for Financial Services and consists of a
selection of modules.

The Insure-1V Web Application connects to the main database of the application and allows remote users
access to the data, but with limited functionality and access as setup by the System Administrator.

The Contact Management module is a central customer database shared by all the modules to provide you
with a single view of your client. Manage your client’s data and keep it stored in a central database. You
can manage a short-term policy, an assurance policy, administer a medical aid policy and many more.

The purpose of this document is to provide a high-level overview of the basic functionalities provided by
each module. The guide will describe how to perform certain actions and provide details regarding data
requirements on various list views.

Contact Management
Management . R
Commission

Financials & Collections

Reporting &
Automation Assurance Medical wills
and Aid and
Investment Estates
Integration &
Workflow

Security and Login
When you start the application, you will be presented by a log on screen. The application requires both a
username and a password.

On first logon, you need to use the User Name and Password provided by Teessen Consulting

Welcome! Please enter your user name and password below.

User Name: |

Password: |

Microsoft Log In
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The application will prompt you to create a new password. This password should only be known to yourself
as most user actions are tracked throughout the application and your user identity is therefore important.

Your password must be at least 8 characters long and must contain uppercase- & lowercase characters,
numeric values and special characters e.g., P@sswOrd1

Change Password ol x|

A

0Old Password:

To change your password, please enter your old and new passwords in the text fields below.

New Password:

Confirm Password:

0K Cancel

Manage your user details
You can access your own user information and change some of the settings e.g., change password, email
address or your Reminder check time if permitted by the Administrator.

On the Navigation Pane, click ‘My Details’ icon to access your user details or use the action button —top
right corner of your screen:

[5] & Contact Management [l New [ Change My Password &2 Refresh User Full Name (3 Refresh @ Links v
Dashboard A
Contact &g, Permission User - Vermaak Elsabe (E.) e )Xo
& Department Contact Task Dashboard / Vermaak Elsabe (E.)
S5 Company Full Name: Vermazk Elsabe (E.) User Name: ElsabeV
2 person Billng Rate: R 0.00 .
Supplier My Person: Vermask Elsabe (E) prefix: B
Task > | votify Email elsabe@tconsult.co.za Colar: Moo
2 contact Group Confidentiaty Level: Level 5 Email Account: Elsabe Vermaak
[El pocument v
. Registration Code: 50401e0c-7064-4872-a9af-726246 103533
[£] questionnaire &
& e 'a
Email Manager Mail @D Roles % User Group®= T Notifications | = Email Signatures ~ Task Assign Criteria
1o sMs [A Bpotto ~
Calendar Title <[~/ Notification Type ! Date Created I~ Ppriorty [~ Created By ~ URL ~
) System Notification
T et Automated Wizard Info 11 June 2020 04:36 PM + Normal Elsabev
i
we—— Automated Wizard Info 19 June 2020 03:37 PM + Normal ElsabeV
- wizard Infn 10 1une 2020 02:32 BM + Normal Eleahey

1. Change my password

Change Password

A

0Old Password:

o
[]

To change your password, please enter your old and new passwords in the text fields below.

New Password:

Confirm Password:

0K Cancel

The password must be at least 8 characters long and must contain uppercase- & lowercase characters,
numeric values and special characters e.g. P@sswOrd
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2. Notify email
Application notifications will be send to this email address.
Leave empty if you prefer to not receive application notifications via email

Click Edit tab to change notification email address.

3. Reminder check time
Select how often you want to receive reminder pop-up messages

4. Notifications
All application notifications can be viewed from this tab

5.  Email Account
Select Email account on main screen to edit account details:

[ Edit 4% Change My Password = 4% Reset Password {2 Refresh User Full Name (3 Refresh

& Permission User - Vermaak Elsabe (E.)

Task Dashboard / Qutlook Mail / Elsabe Vermaak / Email Account / Vermaak Elsabe (E.)

Full Name: Vermaak Elsabe (E.) User Name: ElsabeV’

Billing Rate: R 0.00 | Is Active
My Person: Vermaak Elsabe (E.) prefix: EVX

Notify Email; elsabe@tconsult.co.za Color: 0;0;0
Confidentiality Level: Level 5 Email Account: Elsabe Vermaak

Reminder Check Time: 0 eam: OMMISSION

D Roles | 2 UserGroups | (@ Notifications | = Email Signatures.
B Bportto ~
Title « [ | Notification Type [~ Date Created [ Ppriority [ Created By
TASK (TC-ADM201307-100603) Notification popup 2018-11-05 ~ Low PieterT

Page 1 of 1 (1 items) 1

@@

[ uRL 2}

Pagesize: 20 |~

Select Edit to update email account details:

[ ] New X Delete [ Edit - Test Email Settings (3 Refresh

Emai&count - Elsabe Vermaak

Task Dashboard / Outlook Mail / Email Account / Vermaak Elsabe (E.) / Elsabe Vermaak

Name: Elsabe Vermaak
Email Type: Web mail
Host: office365.com
Port: 567
User Name: elsabe@tconsult.co.za
Password: sk
~ Enable S5L
From Email: elsabe@tconsult.co.za
BCC Email:
Service Point Max Idle Time: 1]
v/ Active
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[ New X Delste & validate L TestEmailSettings (& Refresh
) Email Account - Elsabe Vermaak Q9
Task Dashboard / Outlook Mail / Email Account / Vermaak Elsabe (E.) / Elsabe Vermaak
& save [HsaveandClose & Saveand New = <) Cancel
Name:* Elsabe Vermaak
Email Type: Web mail T
Host: office265.com
Port: 567 =
User Name: elsabe@tconsult.co.za
Password:
« Enable SSL
From Email: elsabe@tconsult.co.za
BCC Email:
Service Point Max Idle Time: ] =
v Active

The ‘Win’ and ‘Web’ tick boxes indicate to which application you have access.

Home List view
The home list view consists of 3 different sections:

1. Action Toolbar
Actions are controlled by security settings and thus you may see different Action icons as someone
else.

2. Navigation Pane
This specialised toolbar gives access to the various areas within the application. The Navigation

Pane can also be pinned, or you can have it slide in from the left when required.

3. Client data
A view of all client data captured in the application.
Use the Filter row to quickly find a specific record.

Wild search & My Details Log off
Action Toolbar
Quick create ~ @~ Search
w ~ | & Create Lead | [ Edit | 8 Client Portal ~| [ SMS | 3 Email | [§) Automated Process | (3 Refresh | [ Export to ~ | Show in Report ~ | Filter ‘AII Items =
Navigation Pane
18] Contact Pre-defined filters
Task Dashboard / Van Der Merwe Elsabe (E.) / Contact

~ 8 Contact Manage
Dashboard

[£] Contact
& company
B, Person Drag a column header here to group by that column ﬁ
P Filter row
Supplier _ Contact Contact Work cell Primary Open
. Displayname Ve T | Cotegory T | LevalReference ® | i o T | Llanguage ¥ |Group T | e Toke T | Consuitant ¢
& Note | i I i I I I I i I =l =
[l pocument First.
- N V| Q A Swanepoel Client N/A 0834472420 firesky@xnets.co.za English Company v o
[2] Questionnaire Group
& Email ASS Interior Design (011) — Global
e 2 A e Client (iliess 0824567874 asinterior@gmail.com English ol v 0
Calendar [#  ABC Brokers Intermediary 2001/4ses6es7/aa O wia info@abebrokers.co.za English g'r‘;t“u' v 0
(@ Notification N " :
P R @ ﬁ)dam' Jacaueline O cjigne ssiozooizaoes (0L 0833212112  sales@dpgsa.co.za English g'r‘;ﬁ' vl 0 (Tff“" Pigter
ly Details
. T Filter Criteria [# AdamsJanine())  Lead A WA English Edem 0 ‘éals';l:::(rE'\:l)e e
> % Short Term First
Editing R d
[ Mew ~ | &5 Create Lead | X Delete IQ Edit Iﬁ Client Portal ~ | [ 5MS | &3 Email | [ Automated Process | (¥ Refresh | [ Exportto v | Showin Report ~ |  Filter | All items H
2- Contact
Task Dashboard / Contact
Drag a column header here to group by that column
- . | Contact Contact Legal Work Cell . Primary Open
Displayname T e e Nomber ¥ | Number ¥ | Email ¥ |Language ¥ | Group * | Record S ¥ | Consultant ¥
[compa | I I I | | I I I [=l[ B |
Insurance
Fl
Company 1 Brokerage 123456 N/A N/A company1@gmail.com Companies 0
Page 1 of 1 (1 items) Page size: [20 |~
V| ¥ Begins with{[Displayname]. 'compa) Clear
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You will notice the Edit button on every view within the application. To edit a record, you need to select
the edit function.

Contact Management
All records captured in the application are referred to as a Contact, whether it is a person, company,
supplier etc.

Create a new Record

e  Contacts — List of companies, suppliers and persons combined in a single list or view. This can include
primary and non-primary records.

e  Company — List of company records in the application including those marked as Suppliers.

e  Person — List of person records in the application.

e Supplier — List of Suppliers

It is important to determine what type of record you want to create before clicking the ‘New’ button.
The selected button will be highlighted on the Navigation Pane.

When you have selected Contact, you will need to select either Company or Person from the drop-down
menu. When you have selected Company or Person, that record will then automatically be created:

& Contact Management |':| Mew ~ Creg
Dashboard c"fii Company B
Contact &  person 4
- ib
£ Company
- [

New Person record

v & Contact Management
Dashboard
[ Contact
& Company

B person

[] New | &5 create Lead | [t & - & @ Refresh | [g Bxportto ~ = | Filter | All items I=]

l 2. Select New lv]
oard / Van Der Merwe Elsabe (E.) / Contact / Person

Drag a column header here to group by that column
‘ Date
D v &
sirth
\ Il Il Il I Il I[ [ | | | [ Il [ [

(082) (082) . 1971-
Sesios1  zestes: WA n/A leon@seribes.co.za Male 0130  English Group

& supplier [ 1. Select Person
Task

Contact
Type

. Contact
IDHumber ¥ Email i Employer ¥ | Group ¥ | P PCL 7

Op
o 7 Gender ¥ Language ¥ L]

van Schalkwyk
@ leon (s

7101305154089 Client
Leon (L}

@ ‘(’;3“' &=t Lead DL e A /A na Female fiz=rt

On the Navigation Pane, go to ‘Person’ and then click on the ‘New’ button to open the new person dialog
box.
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Client Details
& Details | [ office ‘& Additional Information
Displayname:
Surname:™ [x] Primary Record
First Name:* [x] Date OF Birth: -
Second Name: Date Deceased: -
Call Nama:* [x] Age: 0 =
Initials:* [x] IDNumber:
Title:* @ nn @ & Language: N/A LailiE J
Work Number: N/& & x| Gender: Female -
Cell Number: N/A & x| Fax Number: NfA 2|
Home Number: N/A & % Email*
Open Tasks: 0 -
[¥] Tasks =~ (W Addresses ¢ Bank Accounts | g Relationships | [Z] Contracts =~ Contract Roles ¥ Notes Documents | - SMS | ¢ Email | [*] PhoneLogs | (5] Questionnaires | [ Pr &)
(] New | &y Clone... X Delete | (4 Edit | [ Exportto =
Address Type [~] | Address Line 1 [>]  Address Line 2 [  Suburb [ city [~ Postal Code [~ | Main [~
No data to display

o All compulsory fields are marked with @

o E on fields indicates that a drop-down menu exists allowing you to select values from a pre-
populated list.

o @ will allow you to create a new record

o EH clears the existing record

Fieldname

Description

Required

Displayname
Surname
First Name
Second Name
Call Name

Initials

Title

Primary Record

Date Deceased

Date of Birth

Age

ID Number

Language

Gender

Automatically created from the surname, first name and
initials once they have been captured.

Person surname will form part of the display name. The
combination of first name, surname and date of birth
must be unique

First name. The first letter will be used in initials

Second name only used as part of the initials

Default from the first name, but can be overwritten
Build from the first and second names and can be
overwritten

Selected from a list. List can be maintained by a user
with the appropriate rights. Selecting the title will
default the gender if possible

Select this if the record is a client or someone that you
mostly deal with and not just a contact

Enter deceased date of the client. This date is directly
linked to a Funeral Policy

If you want to use the default birthday filters, then
populate this field. It is recommended that you capture
this data whenever possible

Calculated from the date of birth

Identification number. This is not currently validated but
must be unique. Therefore, no duplicate ID numbers can
exist within the application

Select from a list. This is important if you want to
communicate to your client in their home language

This will default from the title if possible. Can be Male,
Female or Both

©

(<]

© 66 ©

C
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Work Number Telephone number at work

Cell Number Cell phone number is used for SMS services

Home Number Telephone number at home

Fax Number Fax number for the person

Email Primary email address to be used when contacting the

client. This field is hyper-linked and will launch your
default email client application. This email address is
also used as default when sending an email directly
from the application.

Open Tasks Displays the total number of open tasks linked to this
record.

8 Dewils  [Foffice = & Additional Information

Displayname: Verma

Surname:® Vermaak v Primary Record

First Name:™ Elsabe Date OF Bith 7 itie @ i

Second Name: Date Deceas| -

~
Call Name:® Elsabe Age: Text to search <
[ Use the binoculars to search for title in pre-defined list l ClNews| [Text to search... Search
Initials:* E. IDNumber:
Title:* Mrs. ‘ & Language: — — =0l
Title Description « > Gender [v|

Work Number: (021) 9753366 & x| Gender: -
[ (UNKNOWN) Both

Cell Number: 0828533342 & x| Fax Number| 2|
@ Adv Both

Home Number: N/& & x| Email:*
[&  Adv. Female

Open Tasks: =

[# Doctor Both
@ obr Male )

[%] Tasks | W Addresses | ¢ BankAccounts | &:Relationships | (3] Contracts | @ Contract Roles | 4 Notes r#  nr Male [#Pn i

< >
[ New | 4 Clone.. 3 Delete [ Edit | [H Bxportto ~
Address Type [>| | Address Line 1 | | Address Line 2 [ | siloom magpei —FUsTErCoTE T Main 2]
[& Home 529 6th street Eftyhias village nr 28 MONTANA UIT 2 PRETORIA 0182 td

e  Depending on user permissions, a user can append to an existing list of values. The ‘new’ button will be
enabled if a user has the proper permissions to add values to a list.

Title:* MfA i ] MHIE
Click on the edit button to capture telephone numbers
Work Number: MN/A s
Cell Number: | N/ & | c?lx
Home Number: |NfA | c?|x
&} Contact Number =] £3

cory: e e i L

Dailing Code: |
Maaile Mumber

Area Code: | |

Number:* | |

Extension: | |

oK Cancel

e Contact numbers can be added or edited using the edit button and should be captured without spaces
or punctuation.

e Usethe EH to clear or remove the contact number.
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Click on the ‘Office’ tab to complete relevant information.

Client number

Reference Number

Source

Marital Status

Date Married
Maiden name

form part of the supplier list or not. This field also determines the
display colour of this record on list views. More detail on the
colour later in this document.

Can be used for internal purposes. If you use a client number or
file number in your business, then utilise this field for that
purpose.

Similar to a client number, but usually refers to an external
reference. Should you run a bookkeeping application with an
account for each client, then this will be the account number for
the client in your application.

How did this person hear from your business? Was it via a
campaign, client referral or your website? The list of options can
help you to determine the success of your marketing efforts.

List of options to choose from. Can be maintained in the
application.

Capture date married

In the case of a married female, you can record her maiden name
in this field.

Office Details
B, Details | [ office | & Additional Information
Contact Type:* N/A | #| Employer: N/A
Client Number: Nationality:® South Africa @ F
Reference Number: Occupation: NiA || &
Source: N/A ~ [||&# Passport Number:
Marital Status: njA I [~1dl# varnumber:
Date Married: = Tax Number:
Maiden Name: Ethnic Group: NiA || &
Dependants: 0 % FSCA Number:
Salutation: Consultant: N/A & F
Group:* N/A ~ [| # Contact Category: N/A - || #F
Religion: N/A = [1|& Next Review Date: -
Fieldname Description Required
Contact Type Select from the available list. This value will determine if a record &

Dependants Enter the number of dependants for this person record.

Salutation This field can be used in your communication directly to this
person.

Group One of the most important fields in the application. It will ()
determine the group that the person is allocated to. This field is
related to security and the groups that individual users are
assigned to. The list of groups that you can choose from depends
ON your user access.

Religion Select from a pre-populated list

Employer Employer will populate once the Relationship between Employer
and Employee has been selected

Nationality Select from the list of nationalities

Occupation Select from a list of occupations.

Passport Number Enter the Passport number. No validation checking performed.

VAT Number Enter VAT number if relevant

Tax Number Enter Tax number if relevant

Ethnic Group Select from a list.

FSCA Number Financial Sector Conduct Authority number allocated to this

person if he or she is a broker.

C
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Consultant Select from a list of internal users. Allocating a client to a specific
person/consultant within your business, helps to determine client
responsibility.

Contact Category Use this field to categorise clients

Next Review Date Capture clients next review date

Group is the mechanism used within the application to segment data and is the method used to filter client
records based on the current user.

Each client is defined individually and may belong to separate Groups within the application.
Groups will have a direct impact on who will be able to access specific records.
A list of Groups, as defined by your System Administrator, will be available for selection.

Additional Information

[ @ pewils | Foffice | 18 adcitional mrormation |

[ Browse... | Additional Email: I |
Additional Contact Number: [ N/A [2]4
Twitter Handle: [ |
Facebook: [ |
Qualification: I [« 2]
Monthly Salary: [ro,00 [z]
Smoker Status: [Non-smoker [=]
Special Needs: [no Izl
Credit Score: E [Z]
Credit Score Date [ I=]
Risk Rating: |

Fieldname Description Required

Image Add a photo of the person

Additional Email Use this field to capture an additional email address for

your client. The field is hyper-linked to allow you to send an
email directly from your default email application, but this
field will not be used when you send emails using the email
button in the application.

Additional contact number Use this field to capture an extra cell phone- or landline
number.

Twitter If you capture the person’s twitter account details in the
format @mytwittername, the application will launch twitter
directly. Please note that the user also requires a twitter

account.

Facebook The Facebook field will launch the Facebook website and
you will be required to login to Facebook with your account
details.

Qualification Select the appropriate qualification from pre-defined drop-
down list

Monthly Salary Capture salary when applicable

Smoker Status Select status applicable

Special Needs Indicate if client has special needs for Will purposes

Credit score Enter client’s credit score manually or with Credit score
guestionnaire

Credit score date Date last score was calculated

Risk Rating Enter your client’s risk rating manually or discuss an

automated scoring method with your TC Consultant.
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The lower group of tabs on the Client Details screen, will help you to expand on your client’s personal

details and to manage relationships, roles, policies, documents etc. and access all client related tasks.

Please note that each one of these tabs has its own Action bar which is relevant to the specific area:

Tasks ‘ i add | 4 Bank & ‘ 2| contracts | & Contract Roles ‘ ¥ Notes | [l pocuments ‘ - SMS ‘ . Email | Questionnaires | [ Propertysheets ®
— — —
o* (4 8, Forward Task Schedule Task ~ | &Y Add Note ™ Show in Report ™ || Exportte = | Filter |All Tasks - Action bar
(5] L‘:ﬁ:her + ¥ | Contract v | Type v | Subject E::te n gt:t: ¥ |DueDate ¥ | Status % | Priority ssigned To ¥ ::ﬂ‘;fe ¥
Van Der Merwe T
¥  TC-201711-2  Elsabe (E.) (Auto &  Appointment  Appointment 2017-11-16 [¥] NotsStarted  + Normal Proter (9) 0.00%
General - 071117) leter (..
Van Der Merwe Elsabe - - 3 Van Der Merwe
TC-201711-3 (B (5058} claim claim 2017-11-16 [¥] NotStarted  + Normal Elonbe (£.) 0.00%
Van Der Merwe TC-EMX201711-1975: Van Der
TC-201711-4  Elsabe (E.) ( Appoi Duplication - 2017-11-16 [¥] NotsStarted . Normal Merwe Elsabe 0.00%
(Pty) Ltd - 20171106) Old Mutual N1711/073 (E-)
Page 10f 1 (3 items) Page size:
Task
Please refer to the section on how to create a task
Address Details
sks | (% Addresses || 4% Bank Accounts | & Relationships  [Z] Contracts | G Contract Roles | % Notes = [Z] Documents ~98MS . Email  [*) Phone Logs Questionnaires
Ne: )( Delete | [.4 Edit — - - —
(% 529 6th street, Eftyhias Village nr 28, MONTANA UIT 2, PRETORIA, South Africa, 0182 - Address =]
Address Type [~ a 1
[4 Home 54

Page 1 of 1 {1 items)

1

%@ Postal Code Lookup | | %3 Clone... ~

Type of Address:™ Home

Address:™ 529 6th street
Eftyhias Village nr 28
Suburb: MONTANA ULT 2
City: PRETORIA
Country:™ South Africa
Postal Code:™ 0182
Province: Gauteng Region:
| Main
Latitude: Longitude:

City Of Tshwane

v| Use For Correspondence

=&

=\l

Ve an

e The application allows you to capture multiple addresses.
e  Use the ‘New’ button to create a new address record.
[ ]

C
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(% RSA Postal Code [
[] New ~ Search
Drag a column header here to group by that column
< Postal = = - = o= |Last =
Suburb (5% Fori [~ Area || IsBox |»| Region I»|  Province [+ Updated 5%}
[ | Eersterus Uit2 0022 Silverton v City of Gauteng 2020-06-18
Tshwane
Wonderkop Uit Bojanala
4 2 0317 Rustenburg L platinum North West 2020-06-18
Kwaguga Ext
[ 1 1039 Witbank v Nkangala Mpumalanga | 2020-06-18
@ g‘;{”“”tﬁ Post | g7 Pretoria Z Gauteng 2020-06-18
ice
. City Of
[& | Fairlands 2195 Johannesburg v Johannesburg Gauteng 2020-06-18
@ zZakeryapark 1813 Eldoradopark v Gbof Gauteng 2020-06-18
Johannesburg
(@  Madadeni 2951 Madadeni =z Amajuba ﬁ‘:tfl“'“' 2020-06-18
[ Lo\okwane uit 0699 Polokwane v Capricorn Limpopo 2020-06-18
ameelboom urg v o]
K b 0340 Rustenb North West 2020-06-18
(@  Nkanini 2952 Osizweni 7 Amajuba ﬁ‘:tfl”'“' 2020-06-18
asteel comho v anzeni pumalanga
Casteel 1370 A hoek Ehl i M; I 2020-06-18
Alexandra Fase City Of
[ 1 2000 Johannesburg v Johannesburg Gauteng 2020-06-18
- Northern
[t  Happy Valley 7000 De Aar Pixley Ka Seme Cape 2020-06-18
[ | Kwadlangerwa 3886 = v Eastern Cape | 2020-06-18

e  Select Main if this is the main address for the client record. Only one address can be selected as Main
address.

e This address will be used as a postal address on labels and client correspondence when Use for
Correspondence is selected.

e  Select Edit on Client record before you will be able to edit an existing address

[] New ® Clone... v | [& Edit =~ SMS % Email (@ Automated Process v (@ Refresh @ Links ~ Showin Report ~
Person - Verhak Elsabe (E.) (CL23554367) @9
Task Dashboard / Person / Vermaak Elsabe (E.) (CL2355436...
& Details | @ office | Additional Information
Displayname: Vermaak Elsabe (E.)
Surname: Vermaak | Primary Record
First Name: Elsabe Date OF Birth: 1970-03-05
Second Name: Date Daceased:
Call Name: Elsabe Age: 50
Initials: E. IDNumber: 7003050300083
Titler Hrs. Language: English
Work Number: 021) 9753366 Gender: Female
Cell Number: 0828533342 Fax Number: N/A
Home Number: nja Email: elsabe@tconsutt.co.za
Open Tasks: 54
Addresses | | %Bank Accounts | & Relationships |~ 2] Contracts = @ ContractRoles =~ &¥ Motes = [J] Documents | = SMS 4 Email  [°] Phonelogs | [L] Questionnaires  [dPn 3
v X pelete [ Edt | [ Bportto
Address Type [l | Address Line 1 [ Address Line 2 [l | suburb I~ city [l | postal Code [ Main (2}
Home 529 6th street Eftyhias Village nr 28 MONTANA UIT 2 PRETORIA 0182 v
Page 1 of 1 (1 items) 1 Pagesize: 20 ~
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Bank Accounts
| [¥] Tasks | (¥ Addresses I ¢ Bank Accounts I & Relationships | [2] contracs | & Contract Roles | Y Notes | (2] pocuments -5M
f] e * Clone.. @ Standard Bank, Current / Cheque account, 25698854, Elsabe Vermaak - Bank Account
7R |
v 7.

Bank Name:* [tandard BanK |@|2|

Page 1 of items
Branch Name: |Montana |
Branch Code:* [051001 |
Type of Account:® | Current / Cheque account |@|J|
Account Number:™ | 25698854 |
Account Holder: |Elsabe Vermaak |

V| Active ACB Checked
validation Reason: | |
J 8] Statements | El Statement Transactions |
[ mew | X [A [H Exportto ~
Drag a column header here to group by that column
‘ | Statement Reference - ¥ | From Date ¥ | To Date A4
No data to display
Fieldname Description Required
Bank Name List of banks defined in the application. Select the (@)

Branch Name

Branch Code

Type of Account
Account Number

Account Holder
Active
ACB Checked

Validation Reason

appropriate bank for this account.

This is optional and is only validated through the ACB
validation process. This service is earmarked for future
releases.

Central Brach Code (CBC) will prepopulate if captured by
your Administrator

Select from a list: Cheque, Current, Savings, etc.

The account number must be correct when using for
collections.

The registered name for this account at the bank.
Select if the particular bank account is Active

If box ticked, then it indicates that the account details
captured were checked for correctness via the
validation service. This service will be launched in a
future release.

Applicable for debit order mandate. Refer to Mandate

©

(A]<]

Relationships

Relationships define the inner connections between the various parties within the database. This area allows
you to build a network between your clients and to understand how they are inter- related. It allows you to
specify Personal- and Business relationships.

( knowledge | innovation | service )
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| BT‘ @Mdresses | @BankAmounis I &-,R.elationships '

[] Mew | 2 Delete | [# Edit @ Exportto ™

| | Related Party A4 | Client Number ¥

& Contact Relationship

Current

Current Party:™ |';31 Der Merwe Elsabe (E.) ( Y|
Related Party:* |ABC Brokers | :
Related As:* |Empluyee |v &
Date Linked:*  |2017-12-01 [~]
0K Cancel

Click ‘binocular icon’ to search for an existing client in the database or to create a new record:

[55 Contact
D New 7 .
& Company

8 Dependant
p ¥ ‘ Displayname - ¥ |Lega| Reference ¥
& Person

Mo data to display

OF Cancel
Click ‘Related’ tab to show the reverse relationship between the parties:
&5 Contact Relationship
ourene|
Related Party:™ |JEC Brokers |
Current Party:™ |';31 Der Merwe Elsabe (E.) F '|
Related As:* | Employer | hd | OJ | ’|
Date Linked:*  |2017-12-01 B3
oK Cancel

( knowledge | innovation | service )
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To remove/break the relationship, delete the relationship record. This action will not delete the actual

client record.

Tasks ~ G§Addresses ~ <*Bank Accounts | 8 Relationships || [Z] Contracts = G ContractRoles | ¥ Notes | [5] Documents | = SMS | ¢ Email | [*| Phone Logs = [%] Questionnaires | [P £
DNEWEdﬂ @Emmm "
Related Party [~ ' client Number [»|  Relationship [~ Cell Number [~ Wark Number [~ ' Consultant [~ Contact Type [~
[@  Teessen Pister (P.G.) P34567 Business Associate 0829058049 (087) 5501427 Maxine Client
[ 1-2-3 Marketing Corporation cc Employer 00716765742 {078)1161164 Client
Contracts
All policies/contracts of which the selected Contact is the Owner will be displayed in this area:
| Tasks ‘ (if) Addresses ‘ . Bank Accounts | &4 Relationships I || contracts I & Contract Roles ‘ (5 Notes | [£) pocuments ‘ -~ SMS | 1\ Email ‘ Questionnaires | [# Propertysheets ©]
[ Mew ~| [ Link | [ X 2 & v Portto ~
‘ ;r::‘:':t Bk ey ¥ | Product Type 4+ % | Contract Number ¥ | Inception Date ¥ | Contract Value ¥ | Premium ¥ | Status ¥ | Consultant ¥
\ | | | | L] B |
Q Sanlam Commission Contract Top0711 2017-11-01 R 0.00 R 2 569.25 Pending
& Egl'"a;:“l;'s“'“e Funeral Policy 256567 2017-11-30 R 0.00 R0.00 Pending
[#  Auto & General Short Term Palicy 071117 2017-11-01 R 0.00 R290.64 Pending
(4  Santam (Pty) Ltd Shart Term Palicy 20171106 2017-11-01 R 0.00 R1239.83 Active
Page 1 of 1 (4 items) Page size:

Depending on your user permissions you will only be able to view certain policies, amend policies or create

a new policy from this view:

Tasks ‘ (i§) Addresses | 3 Bank Accounts | &4 Relationships ‘ [2] contracts | & Contract Roles ‘ ¥ Notes | [} pocuments: ‘ </SMS | | Email | 2| Questionnaires | [# Propertyshests @
[Jmew ~ [@Link [ x 4 & = | [ Exportta ~
Assurance Policy ¥ | Product Type « v | Contract Number ¥ | Inception Date Contract Value ¥ | Premium ¥ | Status ¥ | Consultant ¥
Commission Contract
— I | | B Bl Bl I

2 Commission Contract  Top0711 2017-11-01 R 0.00 R 2569.25 Pending
&g Funeral Group Policy
&, Funeral Policy Funeral Policy 256987 2017-11-30 R 0.00 R 0.00 Pending
Investment Short Term Policy 071117 2017-11-01 R 0.00 R290.64 Pending
Medical Aid Policy Short Term Policy 20171106 2017-11-01 R 0.00 R 1239.83 Active
Short Term Policy N

_— Page size:

The Contact Management module combines all modules to provide a single view of a client and the various

products and services.

Contract Roles

Tasks
E Com tact @ Exportto ~
Product Type [ | contract Info [~ Role [¥/  Active
B N Discovery - Classic Core- Discovery (DIS
3 Medical Aid Policy 789456) Dependant
Commission Contract Investec - Investec Investment Fund Beneficiary

(15062020)

@

(¥ Addresses 2 Bank Accounts | &5 Relationships | L] Contracts | 8 Contract Roles [} &9 Notes | [5] Documents ~ -/SMS ¢ Email | [ Phonelogs | [%] Questionnaires [P >

Percentage Share

[ | Last Updated [ uUpdated By (2]
s -

0.00%

30.00% | 2020-06-15 FlsabeV/

Each contract has roles, whether it is a short-term policy, an investment or a project. Roles can include co-

insured, beneficiary, project manager. When these roles are created on a contract and the parties are

assigned to the roles, you will be able to track which role a specific individual or company is performing in

the various business areas within your organisation.

C
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Contract roles manage the relationship of a contact with his contracts.

Creating a Contract Role
Creating a Contract Role from a Client record will be different than creating a Contract Role from a Policy.

From Client Record
Link relevant Policy on which this client record plays a role

&= Vermaak Elsabe (E.) - Linked Contract Role

Contract: Adonisi Timothy (T M) (Investec - 15062020) & |F
Party:* Vermaak Elsabe (E.) & F
Legal Reference:

Person Date Of Birth:

Age: 50 -
Role:* Beneficiary & |F
Percentage Share:* 30.00% v
Start Date:* 2020-06-15 ~  End Date: - + Active
Last Updated: 2020-06-15 = Updated By: ElsabeV
oK Cancel
Fieldname Description Required
Contract Link relevant policy to this client record &
Party Pre-populated with current record (]
Legal Reference Selected party’s legal reference will auto populate
Person date of birth Selected party’s date of birth will auto populate
Age Selected party’s age will auto populate
Role Select the Role, from pre-defined list, of this party on
the linked policy. ()
Percentage Share Enter percentage share when applicable as specified on
selected role
Start date Defaults to current date but can be altered to date @
when this relationship commenced
End date Enter date when this relationship ends
Last Updated System creates a timestamp of last record update
Updated By System auto populates user details who last updated
this record

From Policy

[ Benefits [¥] Tasks e Claims & Contract Roles Contract Links 5 Notes Dacuments Questionnaires E Propertyshesets || %= History

[ ) New |~ ¥ Delete | & Convert To Contact  [H Exportto ~

&g Company Contract Role [~ Legal Reference [~ Role [>|  Person Date OF Birth [} | age [ | Active || Percentage Share &2
== Linked ContractRole 6 (¢ ) Beneficiary 1968-08-21 52 v 0.00%
& person Contract Rale |, Beneficiary 1968-00-28 52 v 0.00%
royc 4w oae mEway . oa Page size: 20
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There are 3 types of contract roles to select from:

1. Company contract role for company details that is not an existing company record in the database:

Trading Name:

& Company Contract Role

Registration Name:™

Registration Number:

[@lix

VAT Number:

Role:* N/A | ]|

Percentage Share:™ 0.00% -

Display Name:

Start Date:* 2020-06-22 |+ End Date: - -~ Active

Last Updated: 2020-06-23 ~ | Updated By: ElsabeV

Cancel

Fieldname Description Required
Display Name Display name will auto populate as data is captured &

Registration name
Trading name
Registration number
VAT number

Role

Percentage Share
Start date

End date
Active

Last Updated
Updated By

Enter Company’s registration name
Enter Company’s trading name

Capture Company’s registration number
Capture Company’s VAT number

Select Role, from pre-defined list, this party plays on the

linked policy.

Enter percentage share when applicable as specified on

selected role

Defaults to current date but can be altered to date

when this relationship commenced
Enter date when this relationship ends

Record will automatically change to in-active when end

date is captured

System creates a timestamp of last record update

System auto populates user details who last updated

this record

©

©

©

2. Linked contract role, as above

3. Person contract role — Any other person related to this policy which is not an active client. This record
is not linked to Contact Management. Capture relevant details:

C
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8, - Person Contract Role (O] x|
First Name:™
Surname:*
ID Number:
Date Of Birth: hd
Age: =
Role:* N/A - ||
Percentage Share:®™ | 0.00% =
Start Date:* 2020-06-23 |~ End Date: - + Active
Last Updated: 2020-06-23 = | Updated By:

0K Cancel

Contract roles are setup on each Product within the application by your System Administrator.

Convert Contract Role to Contact
Convert a Person or Company contract role to a Contact record by using the Convert to Contact action

Assurance Pollcy Nel Elna (J.E.) (Discovery - 120619)

Person [ Vermaak Elsabe (E.) (C12355436... / Vermaak Elsabe (E.) (Momentum ... / Assurance Policy / Nel Elna (1.E.) (Discovery - 1..

Detail | & Account (8] Commission

Qwmner: Nel Elna (1.E. Policy Value: R0.00

Product: Life Plan-Discovery Premium: R 569.59

Product Provider: Discovery Contribution Frequency: Monthly

Contract Number: 120619 Annual Escalation: 0.00%

Reference Number: Intermediary: MSB Independent Broker Grouy Ltd
Source: NfA Consultant: NfA

Inception Date: 2019-06-01 Status: In Progress

Maturity Date: 2024-06-01 Cancel Date:

Maturity Age: 56 Cancel Reason: NfA

Anniversary Date: 2020-06-01

@:‘ Benefits E Tasks e Claims. &Cuntracl Roles Contract Links 45 Notes Documents |£| Questiennaires E Propertysheets. 3§ History

& Convert To Contact [H Exportto ~

Name [ Legal Reference [ | Role [>|  person Date Of Birth [~ Age  I¥ Acdive [ | percentage Share
vl & Charlene (C.) Has Share 1990-09-09 30 v
3 George Wolhuter 9008255005082 Beneficiary 1990-08-25 30 v

¢

20.00%
0.00%
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&

Complete all the compulsory fields on the converting Person or Company record.

& () - Person

25 Clone... ~

& Details | [ office B} Additional Information

Displayname:

Surname:™ Wolhuter Primary Record
First Mame:*® George Date Of Birth: 1990-08-25
Second Mame: Date Deceased:

Call Name:™ George Age: 30

Initials:* G. IDNumber: 9008255005082
Title:* NJA ~ [| # Language: English

Work Number: NJA & % Gender: Female

Cell Number: NJA &% Fax Number: N/

Home Number: N/A & x  Email:*

Open Tasks: 0

[ New ~ [@ Link (o Unlink 3 Delete (% Edit  [H Exportto ~
Product

4| ¥

= |||

2|x

<>

[ Tasks = ¥ Addresses <% Bank Accounts &% Relationships Contracts || @y Contract Roles | & Notes Documents *)

) — Product , ;| Contract _; | Inception _; | Contract ; — — — | Last — | Updated _
:;un:l:ler 2= o 2= Number ) Date ) value || | Premium |»| | Status |»/| | Consultant [/ Updated ) By )
Notes
Notes can be added in various areas in the application.
Add a note to a contact by selecting the ‘Notes’ tab and click on ‘New’.
| [¥] Tasks | @Mdresses | @Bﬂnk‘ in: | b" lationshi | EC | &CmtractRoles I = Notes =) o
[ New | X [ [H Exportta =
|Tit|a - 7 ‘ Subject L4 | Last Updated
| | |
24 Note El £3
A
Owner: “o‘an Der Merwe Elsabe (E.) |#|!‘
Title:* | ‘
Subject:* |NfA |v|ﬂ|!‘
Confidentiality Level: |None |"
[ Insert Template
®Oom B X E ElEEe @ E B R
|
|Non'r|a| |'| |Aria| |'| |(Font Size) |'| B I U §
= =G~ A~
V|
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Fieldname Description Required
Owner The owner of the note is either a contact (person/company) or (]
other objects like contracts. When you create a new note from a
person the owner will default to that record.
Title This is free text field and used to index the note for easy retrieval.
The title is displayed in all list views.
Subject Select from a pre-defined list. This allows you to categorise notes

Confidentiality Level
Note / Text

into subject areas.
Set the confidentiality level required by a user to access this note.
The detail of the note. This is a free text area where you can apply

0 @ ©

formatting using the controls at the top of the note area. You can
also paste data into this area from other windows applications like
Word, Email, etc.

Navigate to ‘Notes’ from the Navigation Pane.

& My Details Log OfF
Quick create + @ - |5earch|
~ & Contact Management [ New | X 4 @ Refresh | [H Exportto ~
Dashboard
55 Contact @ Note
Parker Imraan (I) (67042751860... / Postal Code / Person / Van Der Merwe Elsabe (E.) (} / Note

& Department Contact

& Company Drag a column header here to group by that column

& person s | ‘ Owner ¥ "llllz ¥ | Subject % | Last Updated v ‘Updated By v
Supplier

oo [ i i | B

Claim(aad bd d-b2b: Claim General 2015-08-19 Admin

2. Conta: P @ )
[#  Strydom Jannie (1.) Japie General 2012-02-07 Admin

[ pocument [#  Teessen Pieter (P.) My Note General 2011-12-13 Admin

[£] Questionnaire [# Teessen Consulting Test Information 2011-08-26 Admin

= Email [  Teessen Pieter (P.) (Sanlam - 5AN234234) Test Note General 2015-08-19 Admin

K sms [# Teessen Consulting Win SMS Balance Information 2011-03-25 Admin

Calendar

Page 1 of 1 (6 items) ! Page size:

@ nosiion SCEEERI 0] .
& My Details

T Filter Criteria

Add Note from the Insure Add-in
Refer to TC Insure Add-in Quick Guide

Documents
Refer to the Document Management section in this manual.

SMS and SMS Logs
SMS and Email are the only tabs where you need to use the main Action bar to start a new conversation:

[l New ~ | [ Edit | g Client Portal vl_ SMS | - Email I@‘, Automated Process | (3 Refresh | Show in Report ~

Person - Van Der Merwe EIsaL{F ) ()

Parker Imraan (I} (67042751860... / Postal Code / Note / Pers]

@0

Use action buttons to send sms and email ]

J A Details | {4 Office ‘ B Additional Cnnhal:t[nfnmaﬁnn—‘

Displayname: Van Der Merwe Elsabe (E.)

Surname: Van Der Merwe

First Name: Elsabe Date Of Birth: 1970-03-05

Second Mame: Age: 47

Call Name: Elsabe [DNumbers

Initials: E. Language: Afrikaans

Title: = Gender: Female

Wark Number: NA Fax Numbers wa

Cell Number: /A Email: elsabe@tcansult.co.za

Home Number: /A Open Tasks: 5
| [ Tasks ‘ i Addresses | % Bank Accounts ‘ & Relationships ‘ 2] contracts | & Contract Roles ‘ ¥ Notes | O pocuments ' sms | . Email | & Questionnaires ‘ [ Propertysheets ©]
3 - [H Exportto ~

‘ Date Sent L3 | Subject L3 | Use Delay ® ‘ Cellphone Number = ¥ |Dalivery Date ® ‘Staltus Description ¥ ‘ Last Updated ®
No data to display

C
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&

You can send a SMS to a contact directly from the contact detail view if a cell phone number has been
captured for the contact.

The SMSLog shows a list of all SMS sent to the client with options to check the status of the SMS:

| [4] Tasks | o |  Bank | &5 Relationshi | [2] contracts ‘ & Contract Roles ‘ ¥ Notes | [ Documents | = SMS ﬁmail | 2] Questionnaires | (f Propertysheets ®
) - [H Export to ~
Date Sent % | Subject % | Use Delay ii'r'f‘:':r"e « % | Delivery Date % | status Description % | Last Updated v
2011-03-24 SMS ke 10 P 27820058049 Received by recipient - Confirmation of receipt on the handset 2014-08-12
«of the recipient.
Page 1 of 1 (1 items) |z| Page size:

1 27829058049 - SM5 5 E3

I@ Check Status | | = Re-Send

List of replies on this sms.
J 2 SMS | | Conversation

Contact: Strydom Jannie (1.) Cellphone Mumber: 27829058049
Subject: 5SMS to 10 Message Status: Sent

Date Sent: 2011-03-24
Message: Please read the following message

Delivery Date:

Status Description:  Received by recipient - Confirmation of receipt on the handset of the recipient.

Error Description:

0K Cancel

e You can query the status of the message from the network.
e  You can also resend the message directly from the log.

To create a new SMS, click the SMS button on the contact detail view. To send a SMS to multiple parties,
click SMS on the contact list view:

@ Query Balance | ™ Send SMS l/ validate | (4 B add Recipient | & Remove Recipient
Send SMS @ @
SMS / Send SMS / Person / Van Der Merwe Elsabe (E.) () / Send 5MS
Save Save and Close | %) Cancel
a8 To
[ [H Exportto ~

Mumber ¥

Mame I Recipient defaults to person record l =
[#4  Van Der Merwe Elsabe (E.)

27828533342

Page 1 of 1 (1items) (< [1] Page size:

Subject:* \ |

[ Use Delay

Delivery Date: | |

Character Count: | |

Message:™

Save Save and Close | %) Cancel

( knowledge | innovation | service )
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Fieldname Description Required
To List of contacts to receive this SMS. You can link them from the SMS (]
form or by selecting multiple contacts from the contact list.
Subject Provide a title/subject to the message. Although not sent as part of the @
message, it can be used for improved referencing.
Use Delay When selected you will be allowed to specify a Delivery Date.
Delivery Date Select the date and time that this SMS should be delivered to the
handset of the contact. When you send the message, the SMS will be
delivered to the network, but will only be send to the handset on the
specified date and time.
Character count Counts the characters of the message as you type.
Message The text that will be send to the product provider. @

You will only be able to send an SMS if you are connected to the internet and the service provider has been

configured for your implementation.

The SMS service work on a pre-paid principle and you will have to buy SMS credits online before sending

SMS to contacts.

All replies from your client will reflect in the Conversations tab. You will receive an email informing you of

any replies if this option was selected with setup.

Email

Sending an email from the application works on the same principle as the SMS service. You must have an

email account configured for sending emails and the contact must have a valid email address captured:

[JNew v [ Edit &g ClientPortal v | = SMS | (3 Email | [§) Automated Process | (3 Refresh | Show in Report =
Person - Van Der Merwe Elsa®e (E.) () @9
Task Dashbeard / Person / Van Der Merwe Elsabe (£.) ()
J 2 Details ‘ | Office ‘ B} Additional Contact Information ‘
Displayname: Van Der Merwe Elsabe (E.)
Surname: Van Der Merwe
First Name: Elsabe Date OF Birth: 1970-03-05
Second Mame: Age: 47
Call Name: Elsabe DNumber:
Initials: E. Language: Afrikaans
Title: Miss Gender: Female
Work Number: N/A Fax Number: NA
Cell Number: 0828533542 Email: elsabe@tconsult.co.za
Home Number: /A Open Tasks: 5
‘ [¥] Tasks ‘ () Addresses. | % Bank Accounts | &5 Relationships ‘ 2] contracts | (b Contract Roles | & notes ‘ [ pocuments ‘ cisms & email 2o ires ‘ 4 ®
[A Exportto ~ | Filter [all Ttems [+
Subject - ‘ Message Status % | Priority bl |S\gnature bl ‘ External List % | Delivery Notifications bl
Testing Insure-IV Web Sent + Mormal Client Services OnSuccess, OnFailure
Page 1 of 1 (1 items) Feme oz

button.

C )
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A new email can be created directly from the contact detail view or form the list of contacts.
To send the same email to multiple contacts, select them from the contact list and then click the email
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[ new

« Vvalidate

[<]

| Email

Task Dashboard / Person / Van Der Merwe Elsabe (E.) () / Email

1o oD

Link more recipients

I Add attachments from the document library ]

@

Save Save and Close &% Save and New | <) Cancel

(@ Link | (o X (4 &, -| @ - | [A Export to ~ | Filter [all Items 7]
Displayname . ¥ |Email ¥ | Legal Reference ¥ | Language ¥ | Consultant ¥
\ I I I I |
4 Van Der Merwe Elsabe (E.) elsabe@tconsult.co.za Afrikaans
Page 1 of 1 (1 items) P Eaes
Subject:* [ | riority: [+ normal [=]
Message Status:* | | signature:= [mra [-]c]=|
| Protect Address List | Read Receipt | Delivery Receipt
(5= Insert Template
% 00 & ¥ x| Sl Ele @ Em-RE
[ormal [+] [arial [] [Fontsie) [-]|B I U s [E|= = @ - A -
Fieldname Description Required
To, CC, Bcc List of contacts to receive this email. You can link them from the email form &
or by selecting multiple contacts from the contact list. The CC and Bcc lists
are optional, but work on the same principle as any email application.
Attachments You can add any number of documents from the document library as
attachments to this email.
Subject Subject line on the email. (]
Priority Priority can be set for Normal, Low or High. (]

Message Status

Signature

Protect Address
List

Read Receipt
Delivery Receipt
Body

Defaults to draft but will automatically be set when the message is sent.

e Draft —not yet send
e Outbox — Saved but not send
e Send —delivered to email server

The email application can only send emails. Use an email client like Outlook
to receive emails.

You must select an email signature from the list. It is recommended that you
set up signatures that are more generic e.g., support or accounts
department. The signature will be added to the bottom of the message
when send.

If you are sending an email to multiple recipients and you do not want those
recipients to see the email addresses of the other recipients, then select this
option to protect the address list.

Select to receive a read receipt in Outlook.

Select to receive a delivery report in Outlook.

The body of the email is presented as html. You can use the formatting
capabilities of the built-in editor to format the text.

(<]
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Re-send and/or Forward existing email
Re-send and/or forward any existing email from within the client record (Email list view) or click Email on

the Navigation Pane to view the list.

(=% RE: Update personal information - Email =14

" send W " ReSend " Forward

ETe | EAcC | EBec Attachments
Ly Automated Process v | [ Exportto ~

= Legal

Displayname  « [~/ | Email 2 Reference Language [»|  Consultant (2]

[<]

Wermaak Elsabe (E.) | elsabe@tconsult.co.za 7003050300083 Afrikaans

Page 1 of 1 {1 items) 1 Page size: 20 ~
Subject: RE: Update personal information Priority: + Mormal
Message Status:  Sent Signature: dlient Services

o 3

(= Insert Template
Dear Mrs Vermaak
Please confirm that you personal information has not changed and update where necessary
Email ; elsabe@tconsult.co.za
Cell : 082 8533 342
Address : 529 6th street, Montana, Pretoria

Thank you kindhy v

] & Contact Management [ New | Send I “/Re-Send " Forward Ix Delete (@ Edit C Refresh [F Exportto v Filter | All Ttems -

Dashboard
Contact (> Email
& Department Contact Momentum Life (198103 Broker C... / Supplier / Person / Vermaak Elsabe (E.) () / Email
= Company Drag a column header here to gr hat column
8 Person
3 N ~ = ~ ~ s [ | Delivery ~
9 supplier Subject | | Priority Il Llastupdated [~/ updatedBy vl Signature [»| | External List I~ Notifications 2]
[ Task N/A = = NA =
4% Contact Group @ # | | Contact Details + Normal 2018-03-22 SysAdmin Client Services OnSuccess, OnFailure
& Note v [ ‘ m: ‘Update personal information ~ Normal 2018-05-07 SysAdmin Client Services ‘Onsuccess, OnFailure
O o t
ocument %3 = “ New Quote Request + Normal 2018-03-23 MaxineD Test Maxine OnSuccess, OnFailure
Questionnaire
Re Credit Life replacement, Policy (CL-DB-11527), | 034 OLD MUTUAL FINANCE (PTY) LTD ’
i Mrs. Stacy Watkins, S., ID 9910200045083 Nermal 2017-03-06 CLsser Tian (tian@tconsuit.co.za) On faiure
Re Credit Life replacement, Policy (CL-DB-11527), y ;
@ irs. ey Watkin, 5. 1D 9610200045063 « Normal 2017-03-06 CLsUser Tian Bruma Finance(tian@tconsuit.co.za) | On failure
B Nofifcati Re Credit Life replacement, Policy (CL-DB-11527), Bayport Financial Services ’
@ Motfication &) Mrs. Stacy Watkins, S., ID 9910200045083 B Hormal 2017-03-06 CLsuser Tian (tian@tconsult.co.za) onfalure
& My Details
Re Credit Life replacement, Policy (CL-DB-11528), . OLD MUTUAL FINANCE (PTY) LTD .
F Fiter Criteria &) Mrs. Stacy Watkdns, 5., ID 9910200045083 B Normal 2017-03-06 CLslser Tian (tian@tconsuit.co.za) On faiure

Questionnaires can be selected on all views provided it has been setup by the Administrator.

Please refer to the section on Questionnaires.

New Company record
e  On the ‘Navigation’ bar select Company and click the ‘New’ button, or
e From any list view, click the down arrow of the ‘New’ button and select ‘Company’.

& My Details Log OFf

quckereee < | @« | | =

v @ Contact Management () New | @4 Create Lead | X I3 =" - (™ Refresh | [H Bxportto ~ ~ | Filter | ll tems [-]
Dashboard
& Contact & Company

Task Dashboard / Person / Van Der Merwe Elsabe (E.) () / Company

& Department Cont

 Company Drag a column header here to group by that column

;:z’:':“ Displayname ¢ | LYPE OF Comtct 3 |DlpeOf o |Regiimtion o Mok g | i e ¥ | Ema ¢ Webaddress v | UMY o | 0PN o Concutant +
[ Task [ Il I Il Il Il Il Il Il Il =l Ell

IR, _
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=] & Contact Management
Dashboard

(] New ~ ‘ale

dp Company
Contact tad
& person shbog
[E Department Contact
& Company Drag a column heag
& Person

e This will open the new Company dialog.
e The Company detail view is very similar to the Person detail view. Ensure you have read and understood
the sections relevant to Person.

Company Detail
[] New | ¥ validate | 8§ Client Portal ~ | [ SMS | (3 Email | (2 -
iy Company - o
L% Pemun/vpan DeryMerwgzlsabe £.) () / Contact / Company / () @ @
Save Save and Close 9 Save and New | %) Cancel
J i Detail ‘ | Office. ‘ ‘B Additional Contact Information
Displayname: [ |
Registration Name:* I | Country Of Registration:*  [South Africa =ld]Z]
Trading Name:* I | Registration Number: [ |
Type OF Company:= [wa 102 Lenguage: [vea Rl
Nature OF Business: ‘ ‘ | Primary Record
Email:* I | work Number: [rwra [2]«
Web Address: \ | Fax Number: [wia (2]«
Open Tasks: I | cell number: [wa [2]+
‘ [¥] Tasks | (i Addresses ‘ % Bank Accounts | A& Department Contacts | & Relationships ‘ 2] Contracts ‘ &b Contract Roles ‘ % Notes ‘ [5) Documents. ‘ -~ SMS ‘ - Email ‘ 2] Questionr | (&)
[ New | X [A Sl 1< 5MS | 3 Email | [H Exportto +
‘ | Department A ‘ Contact A | Occupation A | Work Number A | Fax Number A | Cell Number A | Email A ‘ Active A | Comment A
\ I I I I I I
No data to display
Fieldname Description Required
Displayname The same as the Trading name and will automatically be populated from the (@]

Trading name.

Registration Company registration name. @
Name

Trading Name Name used for trading. It will default to the Registration name. (]
Type of Select from a list of pre-defined company types. (]
Company

Nature of Indicates the industry the company operates in.

Business

Country of Default to South Africa, but you can select from the list of countries. (]

Registration
Registration
Number
Language

Primary Record
Email

Company registration number. Once populated it must be unique throughout
the database.

Select applicable language from a list. This allows you to communicate with the
Company in their choice of language.

Select if this Company is the primary contact you deal with.

Primary email to be used for contacting the client via email. This field is hyper-
linked and will launch your default email client application. This address is also
used as default when sending email directly from the Application. Note that an
email address can also be set up within Department Contacts.

©
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Web Address
Open Tasks
Work Number

Fax Number
Cell Number

The web address for the company. This field is also hyper-linked and will open

the address in your default browser.

Read-only field displaying the total tasks linked to this record that has not yet

been closed.

Company telephone number.

Fax number for the company.

Cell phone number is used for SMS services.

e  The ‘Office’ tab on Company is the same as for Person, but with detail relevant to a Company.

e ‘Additional Contact Information’ is the same as for Person.

The same tabs as for a Person record apply to Company with the addition of Department Contacts.

Department Contacts
Use this data to capture contact information for people working at a company without having to capture a
person record and setting up a relationship of employer/employee between the company and the person:

Trading Name:*
Type Of Company:*
Hature Of Business:
Email: *

Web Address:

Open Tasks:

| Registration number: [

[n/a

(& Department Contact

General Information

Contact:* [

Oceupation: [ N/A [+]c]2]
Department:*  [N/A [-[d[Z]
| [#] T () Addresses | @Bankmmumsl & Department Contacts ! Comment: [ |
[ ne [ Sl L= 5MS | Gt Email | Active
| | Department ¥ |Contact ¥ ‘ Occupation ¥
| I Contact Information
Work Number: |NIA |:’| Cell Number: |N,’A |c"
Fax Number: | n/a [2] email: [ |
0K Cancel
Fieldname Description Required
Contact This is a free text field to enter the name of the contact. It will not create a &
contact record in the database.
Occupation Select from a list of occupations. Occupations can be added if they do not
exist in the list.
Department Select from a list of departments. Departments can be added if they do not &
exist in the list.
Comment This is a free text field to enter applicable comments.
Active Select if this record is Active or untick when record becomes in-active
Work Number Telephone number of the person.
Fax Number Fax number of the person.
Cell Number Cell number of the person.
Email Email address of the person. This field is hyper-linked and will start the

default email client application when selected.

C
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Easy access to all Department Contacts from the Navigation Pane:

= & Contact Management
Dashboard

e
8 person
[£5) Supplier
[3] Task
& Contact Group
& Note
Document
[£] questionnaire
& Email

SMS

Calendar
(@ Motification

[ New | X Delete | (4 Edit | 5] Add to Distribution List

Department Contact

Task Dashboard / Contact / Vermaak Elsabe (E.) () / Tas!

Drag a column header here to group by that column

Company = [¥ Department v

1-2-3 Marketing

@ | Coporation cc m

(& Company 101 Short Term
[&  Company 101 Claims

(& Company 101 Short Term
(& Insurance Co Sales

[#  Waterwise m

M5 o Email (¥ Refresh (| Exportto ~  Filter All Ttems

k / Department Contact

Quick create ~

Contact I~ | occupation [~ work Number (¥ FaxNumber | cell Number [>| Email [l | Acive
Gert Aggenbach | Programmer (087) 5125560 gert@123.c022

Petrus Schoeman | Manager (o1 5638541 x petrus@101.co.za
AndreaVerwey | Claims Consultant  (OLU 3698541 daims@101.c02a

Nadia Grobelaar | Admin Assistant | (061) 5692548 nadia@101.c0.za

Johan Roets Financial Planning | (053) 2654789 0728952598 johan@inco.co.za

David Mdul Programmer (018) 2695589 85965803 0.2

Search

Comment =

General Manager all
Products

Commerdal Claims

Personal lines

Finandal Advisor

Convert Department Contact to Contact record
Use Convert to Person action should a Department Contact become a client, dependant, beneficiary, etc

instead of recapturing your information.

Select the relevant Department Contact and navigate to Tools to access the Convert to Person action:

1 & Contact Management
Dashboard
5 Contact
(& Department Contact
4 Company
& person
3 Supplier
[3] Task
% Contact Group
5 Note
Document
[2] Questionnaire
& Email
5 Email Manager Mail

(@ system Notification
Sb My Details

Tools

[J New &y Clone... v X Delete [ Edit

Department Contact

5] Add to Distribution List

- SMS ¢ Email (¥ Refresh @ Links ~ [[ Bqortto ~

Assurance Policy / Nel Eina (J.E.) (Discovery - 1... / Company / Legal Wise (0000123) / Department Contact

Drag a column header here to group by that column

| Department

Company [v]

[# 2 @  FlowersIndustries Sales
@ 2 @ | Filles Tours Finance
@ RH TAXI'S Admin
Innovative and
E Creative R
2 = Fabio's Company  IT
Innovative and
2 Creative Marketing
@ | e Aviation City Admin
@ = @ nma Admin
(@ 2 ¢  BrownsFnandals  Short Term
| & RH TAXI'S Admin
\ (@ |2 @  BrownsFinancals Claims
BN © Legal Wise Legal

=l =l |  Work
Iw| | Contact I»| Occupation  |vl NUmber
Gino Flowers Claims Consultant | 0720335066 0720335066

Desmond Filles | Manager

Johan Pietersen  Admin Assistant

Lauren Brown | HR Manager
Pierre IT Manger
Tobie van der

Lzan

Annie Hearing Officer

Johan Pieterse  Admin Assistant

(011) 5698541 x

Petrus Schoeman | Manager

June Petersen Admin Assistant

Andrea Verwey | Claims Consultant | (0L 3098541 x

Nadia Grobelaar ~ Admin Assistant (061) 5692548

Filter Al Items

Il | Fax Number [>| | Cell Number |3/

0720335066

0721231234

Email [= Active

gino@tconsult.co.za

desmondf@telkomsa.net

shamelah@tconsult.co.za

petrus@101.co.za

daims@101.co.za

nadia@101.co.za

Comment (=2

Selling of flowers

Contact her to
arrange meatings

Team 3 manager

Referral from Johan
van As

General Manager all
Products.

Commercial Claims

Make sure you complete the additional compulsory fields for this record to be created.
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& Madia - Convert Department Contact Process

Details

Surname:*®
First Name:*
Second Name:
Call Name:™
Initials:™*
Waork Number:

Fax Number:

Office

Contact Type:®
Marital Status:
Group:*
Maiden Name:
Religion:
Qualification:

Smoker Status:

Grobelaar

Nadia

Nadia
N.
(061) 5602548

N/A

N/ &
Sean Steyn

N/ A
N/A
Non-Smoker

Set Relationship

4

Is Primary
IDNumber:
Language: English -\ O|#
Gender: Female '
Email: nadia@101.co.za

e wa_________-03

w £ Cell Number: N/A | F

Legal Wise

1|2 Occupation:

Ethnic Group:

N/&
Consultant: N/A

N/&

0|#
Ll

* | Passport Number:

Contact Category:

Cancel

Use of colour and grouping
In the Application, certain elements are presented using distinct colours and contact type is one of them:

Purple — Orphan record

Green — Lead

Black — Active client

Blue — Supplier

B R R R

Afrirent (Pty) Ltd

Allcock Sabrina (S)

Almeida Jose (1E
N)

Annandale Okdert

Antic Mladen (M)

Armstrong
Samantha (S)

Associatted Marine

B R RRR R ®

Adami Jacqueline (1
1

Appelgryn Aletha (A
1

Atkinson Jacqueline
(14)

Client

Client

Client

Client

Client

Client

Client

Client

Supplier

Client

6810290172085

Adams Janine (J.)§ Purple : Orphan record
Orphan
Adamson Craig (C) oo o 7502265167088

2003/023485/07

Black: Active client lha700s

5201205200107

4804065099088

5604175196181

4908290088087

Blue : Supplier 805310151083

8101280225087

(011) Global

123456 English Group @
5 ABC Group
/A English ancer
’ ) Orphan
N/A 0724736000  craig.realty@gmail.com English e 5l
o11) wa paulrich. 1@gmail.com English Company v
6793281 Group
(011) . N N ABC Group -
Ye7anzs 0828066845  s.allcock@holidayholdings.co.za English Chente
(011) 5 ABC Group
3921179 0833807030 zac@coronacafe.co.za English Clients 4
First
N/A 0742391300 ockie.s@mtnloaded.co.za English Company v
Group
(011) - ABC Group =i
4765415 0833076116 theantics@sacl.com English Clients
First
N/A 0833831957  alet.appelgryn@astrazeneca.com  English Company 7
Group
(011) . - ABC Group
daoikes 0835426085  s.sammyra@gmail.com English henen =
. Insurance
A wa English i
First
/A A English Campany v
Group

Teessen Pieter
()

Van Der
0 Merwe Elsabe
(£)

Van Der
0 Merwe Elsabe
(E)

Teessen Pieter
()
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&

Create a New Lead
On the Action bar, you will find the ‘Create Lead’ icon. This function allows you to capture minimum details
of a person and assign the lead to the Consultant who will take further action:

Quick create + | @ - [ | search|

& Contact Management O new - [ reate teed X (2 edt | & - ) Q& Refresh | [ Bxportto ~ -] Fier [All tems B
Dashboard
ent Contact Esokgatsﬁvs‘;trd / Person / Van Der Merwe Elsabe (E.) () / Company / Contact
&5 New Lead = =2

Current Contact: | N/A |@| §|
Source:* |NIA |v|ﬂ|;|
Company/Person: | Person | - | Group:™® | Lead | b | ﬂ|§|
Company Name:* | | Department: | |
Title:* |N,fA |v||’_—||§| Gender: |Fema|e |v|
First Name:* | | Surname:® | |
IDNumber: | |

Home Area Code: I:I Phone Number: | |
Worl: Area Code: I:l Waorlk: Number: | |

Cell Number: |— | Email: | |

Assign To:® |N,fA |v||’_—||§| Task Type:* |N!A |v|[||§|

Comment:*

Create Lead Cancel

Once captured, the application will automatically add the person detail to your contact list and colour code
the record green for ease of reference.

Please note that the ‘Assign to’ on a new Lead will also generate the Consultant record on the Contact.

A Task will also be generated for the person to whom this lead has been assigned to take further action.

( knowledge | innovation | service )




TEESSEN CONSULTING

&

Supplier

Supplier shows all Company / Person records which have been captured with the contact type of ‘Supplier’.

Easy access to all Suppliers via the Navigation Pane:

Quick areate ~ @ ~ Text to search. Search
[ & Contact Management [] New v &qcCreatetead X Delete [ Edit SMS Email | [z Automated Process ~ (@ Refresh [ Exportto ~  Filter All Contacts -
Dashboard
o contact a-) Supplier
& Department Conact Associated Marine (439) / Clarendon Transport Under () / Auto & General Insurance () / Momentum Life (108103 Broker C.. / Supplier
& Company Drag a column header here to group by that column
Displayname [~ | work Number Email [~ | Language > | primary Record I/ | Open Tasks =
(&  Associated Marine (0860) 102725 info@santam.co.za English ]
& Note (&  Spotiight Interactive (086)0339898 tian@tconsult.co.za Afrikaans [
Document (&  Clarendon Transport Under (01102741300 info@ctu.co.za Afrikaans [
2] questionnaire [&  Auto & General Insurance (011) 6946694 dientservices@autogenlife.co.za Afrikaans 0
& Email [&  Momentum Life (011) 6718911 info@momentum.co.za Afrikaans [
SMS
é (&  Old Mutual (04105024111 tian@tconsult.co.za Afrikaans v ]
Calendar
@ Notification Page L of 1 (6 items) 1 Pagesizer 20 |+

Document Management
Documents are stored either in the Database or Network.

This is determined and setup by your System Administrator on the Document type.

New Document from system area
You can add a new document from any area in the application where the Documents tab is available:

e use the various action buttons on the Action bar or,
e create a new document from the document library

Il\\)Ta';ks (¥ Addresses | £ Bank Accounts | & Relationships || Contracts | G Contract Roles = &% Notes 2 SMS | Email ("] Phone Loas Questionnaires [ Pr >
m B Link | [g Unlink X Delete | (f Edit ..\gi Download | Convert Document @ Exportto
Title (v Reference  [v] KeyWords | | Archived B | focument 7] DateCreated  [) | Created By [ | Category )
- -
A 2 [ 201806 - Application Form.doox Application Form Application, Maxine Application Form 2018-06-06 PetroT Task Attachment
[ra 4 Eﬂ Marketing artide 4912175025081 Marketing Quotation 2019-07-31 PetroT Task Attachment
[ [ Eﬁ NTLC Quotation - Body of email.docx Default 2018-06-06 SysAdmin Task Attachment
A (@ [& Policy Schedule Wording.pdf Default 2018-06-06 SysAdmin Task Attachment

Select from the Action bar:

Tasks | (WAddresses = %BankAccounts & Relationships | [2] Contracts By Contract Roles = &9 Motes ~u8MS | ¢ Emal | [*]Phonelogs | [L] Questionnaires | [gtPn >
7 : 7 7 7 7 i
I [ [ Link Eg’"}lllhl’lk X Delete [ Edit Download ~ Convert Document I@ Exportto +
¥ T T T T T

Title  [v] Reference || | KeyWerds v Archived v .'?3;"““ [v| DateCreated (v CreatedBy [v| Category  [v)
v m 201806 - Application Form.docx Application Form Application, Maxine Application Form 2018-06-06 PetroT Task Attachment
) I [ ! Marketing artide 4312175025081 Marketing Quotation 2019-07-31 PetroT Task Attachment
) 7] Eﬂ NTLC Quotation - Body of email.docx Default 2018-06-06 SysAdmin Task Attachment
) (@ [& | Policy Schedule Wording.pdf Default 2018-06-06 SysAdmin Task Attachment
TC Report Requirement Spec - .
e} £ Iﬂ download to Templates folder Default 2016-05-05 Admin
@A [ H TEST 4912175025081 Marketing, Email Application Form 2019-07-31 PetroT Task Attachment
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[

Create a new record with the selected file attached

Complete the relevant information on the Document file attachment process. The saved document will
automatically be linked to Contact, Contract and/or or Task depending on where you are creating the
document from.

["*] Document File Attachment Process =13
Document Type:® % N/A & |F
File:* Browse...
Title:*
Reference:
Key Words:
Confidentiality Level: None -
Category: /A @ F
oK Cancel

Document type can be configured to default to a specific Category with or without an expiration date. This
is set up by your System Administrator.

(@ Link

Link file from the Document Library

(g Unlink

Unlink file from Client record

[ Edit

Edit document

ﬁ Download

Download to PC

Convert Document

Convert document to selected document type

Location where document is stored is determined by your System Administrator and set up by Document
Type. Documents can be saved on Database, Network root folder, SharePoint or Azure cloud.

Ed

In line Edit

When selecting ‘In line edit’ you will be able to edit various fields, e.g., Title, Reference, Key word etc. without
opening the document view:

(8 Link | [ unlink | X Delete | (& Edit | [& Download @ Export to ™
‘ ‘ | ‘ Title - 7 | Reference Ad ‘ Date Created ¥ | Key Words ¥ | Document Type ¥ | Created By ¥ | Confidentiality Level ¥ ‘ Category ¥
| I ] | | | [ |
|
R R L I e ke oo AP [one 5| |
SQL ServerJob ¥ NAA
Page 1 of 1 (1 items) Broker Appointment Page size:
Not ified
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]

Edit

When selecting “Edit” a new window will open where changes can be applied

[ Cadiz 710.14 - Document Link @i

Title:* Cadiz 710.14

Reference: Document Type:™ Root Network folder L
Key Words: Date Created:™

Confidentiality Level: ~ Mone = | Created By:

File;* 51561874-b769-4511-8e31-476aablc1b71.ds | 2 | # | File Size:

[ categories | /) Owners
(@ Link (@ X ) [H Bportto ~
Description - [>l
[ | Credit Life Cover

Page 1 of 1 (1 items) 1 Page size: 20 |~

0K Cancel

=i

Save As to save file to your local computer

From Insure Add-in
Refer to TC Insure Add-in Quick Guide

Individual Documents
Documents attached to an email can be saved individually.

Refer to TC Insure Add-in Quick Guide

Task Management

Task Management is one of the most prominent features within the application. All processes in the
application can be linked to tasks, one way or the other.

A task can be defined as a unit of work that needs to be performed by a user for a client on one of the client’s
contracts.

Task type (typically an indication of what your instruction or reason is for creating a task e.g., New Business)
and Task log types (actions performed on these specific tasks e.g., Policy issued) are linked and assigned to a
Team to create a workflow for that specific action.

Automated processes, workflows, online forms, and round robin are enhanced features that can be utilised
to manage tasks within your business. Please contact your TC Consultant for more information.
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Dashboard

Tasks can be managed from your Dashboard. The dashboard is the first view that opens when you log onto
the application. All tasks assigned to you are summarised and accessible from the Dashboard:

%% Organize Dashboard | (& Refresh | View | Team Tasks [~
Team Tasks
System Administrator / System User / Insure test team / Team / Team Tasks
‘ [) Mew | (™ Refresh | [H Exportta = | Filter |All Tasks [-] | ‘ [) Mew | (¥ Refresh | [ Export to_z & My Team Tasks
50
Pre-defined filters
40 p—
30
20
10
0
InProgress NotStarted Completed NotStarted
(] mew | [ 2 o @] - X 2 &) - | (™ Refresh - | [H Export to ~ | Filter [All Tasks [-]
Drag a column header here to group by that column
- - Date Start Due - - Percentage
Task Number ¥ | Contact % | contract + | Type % | subject V| e bote 7 |Dute T |Status ¥ |Priority ¥ | AssignedTo ¥ | ZotlREC ¢
) [The job
_ ~ . Strydom Jannie (J.)
(@ TC-ADM201402-  Strydom Jannie | (contam (pty) Ltd - Claim succeeded.JSQL 5514 0515 [] MotStarted - Mormal  Administrator 0.00%
a8 @) Server Job
5D234234)
System
_ - Botha Johann (1 M) - e o
(@ | TC-ADM201306-  Bothalohann (0 | (o v pnn Ted - Policy Add HP Laptop 2013-06-00 201306 201306~ G completed  + Normal  Administrator 100.00%
47 M) 5533453256) Amendment Model HP1234 09

Use the pre-defined filter drop-down boxes to show the required data:

Filter Action
My Tasks Display all tasks of the current user signed in.
My Due Tasks Display all due tasks of the current user signed in.

My Task Reminders for Today = Show all due tasks for that day for the current user signed in.

Create a New Task
Tasks can be created from 4 separate places:

Navigation Pane

Contact detail view

Policy / Contract detail view
Email

PwnNPE

When creating a task from the Navigation Pane you will be required to select the Contact as well as policy /
contract relevant to the task. When you create the task from Contact, the client record will automatically
default to the record you are currently on. The same applies for when you create a task from Contract,
both the client and policy/contract will automatically be selected.
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When creating a task, you need to enter all relevant details to the task, but when you use Insure Add-in,

the detail is populated via the wizard:

7] Task Ay (@
Task Dashboard / TC-ADM201908-108533 f Task / Task @ @
Save Saveand Close &4 Save and New | %) Cancel
[#] Task Detail || [E] Attachments || [*] Logs | & Task Links
Contact:™ [n/a el
Contract: .| Supplier: N/A @ F
Task Number: Assigned To:™ /A - Z
Type:* N/A & F Priority:™ + Normal -
Subject:™ Confidentiality Level: None T
Start Date: 2021-04-26 - Percentage Complete: 0.00% =
Due Date: - Remind Me Reminder Date:* -
Status:™ [‘:31"3\@;'55; ~  Date Created: 2021-04-26 e
Reported By: @ & Created By: Elsabev
[= Insert Template
B XX s s EE G BG4 @
Normal ~  (Font Name) > 3(12pt) ~ B I U & = = = B ~ A ~
Fieldname Description Required
Contact A task must always be linked to a contact or owner. Tasks are performed for a &
client.
Contract You can optionally link a task to a contract, e.g., if you need to perform a task
pertaining to a specific short term policy, then you can select that specific
short term policy.
Supplier Supplier will auto populate when Contract is linked

Task Number

This is an auto generated field using abbreviations as defined on the user
setup. Task numbers are useful for references to other parties.

Type Select from a list of predefined types. The administrator can amend this list.

Subject Specify the subject of the task for easy reading and display in list views.

Start Date This date is automatically populated when the status of this task changes
from open to in-progress.

Due Date The expected date when this task should be completed.

Status Task status will default to Not Started. Other statuses are: In Progress,

Reported By

Deferred, Waiting for someone else and Completed. When changing the
status of a Task, the application will automatically create a change log
indicating the change of status. When a task has been completed, the task
will automatically be re-assigned to the creator of the task who will then
receive a notification that the task has been completed. The creator is the
only person that can then ‘file’ the task.

The person who reported something relevant in order for a task to be
generated

Assigned To A task must always be assigned to a user within the application. The user will
receive an email notification of the assignment.

Priority There are three priorities: Low, Normal, High

Confidentiality This level sets the control of user access to a task. Be careful not to assign a

Level task to a user with a lower clearance level than that of the task.

Percentage Use this to indicate progress. It can be useful on reporting.

Complete

Remind Me This allows you to enter a reminder date and time. Reminders will pop-up on

Reminder Date

Date Created

your home view with the notification interval as set on your user profile

Set the date and time for the reminder. Note that there is no reminder pop-
up window on web

Automated to the date and time when the task was created

e ©

C
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Created By Set to the user that created the task

Task Body Detail describing the task that needs to be performed. You can type the &
detail, copy and paste or populate through the Insure add-in

Attachments You can link any number of documents from the document library as

attachments to a task, e.g., if a client sends you an email instruction to amend
certain risk details on his short term policy, you can paste the body of his
email onto the task body and attach the original email as an attachment to
the task.

The ellipsis on Contract will invoke the ‘Add Task Contract Process’ which will allow you to either link an
existing Contract or create a New Contract from Task.

@ Task QDO

Task Dashboard / TC-ADM201908-108533 / Task / Task

[@ save [@ saveand Close & Saveand New | %) Cancel

Select ellipsis to invoke Add

Task Detail Attach: s L Task Links
[) Task Detal || [) Attachments || [“] Logs | ©® Task Lin Task Contract Process

2]
Contract: .| Supplier: N/A a4

Contact:* [vA

Task Number: Assigned To:™ N/A v 2
Type:* N/A @@ Priority:* + Normal ¥
Subject:= [&] Add Task Contract Process GBS
Start Date: 2021-04-26

Due Date: Contract: N/A Lt

Status:™ (B 1ner ogress Contract Number:
Reported By: N/A Inception Date: Select existing =

| G= Insert Template Product Status:
o] TR S S R

Normal ¥ (Font Name) >3 (12pt) S el

Il
i
[19)

Create new

OK Cancel New.. ~

From the Navigation Pane

hd & Contact Management
Dashboard
Contact
& Department Conta
éﬁ Company
& Person
Suppli

. Contact Group

[ new | [t =]

Task

System User / Insure te|

Drag a column header here tq

Task
Number

-

& Note 5 [# TCc-201711-3
H Drocument
Questionnaire
& Email C [# TC-201711-3
o2 5MS
@ Calendar

= Ja o e waa
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[] New ~ | & validate | &8 Client Portal ¥ | 2 SMS | 3 Email | (@ Automated Process | @ Refresh | Show in Report =
Person - Van Der Merwe Elsabe (E.) () (Y5
Team Tasks / Task / Contact / Person / Van Der Merwe Elsabe (E.) ()
Save Save and Close &Y Save and New + ) Cancel
J 8 oetsile | [Foffice | §3 additional Contact Information
Displayname: [Van Der Merwe |
Surname:* [van per Merwe | | Primary Record
First Mame:= [Etsabe | Date of girth: [1570-03-05 <]
Second Name: | ‘ Age: ‘4" ‘
Call Name:* [Etsabe | 1DNumber: \ |
Initials:* [ | Language: | afrikaans [-]al#
Title:® [miss []1[#| eender: [Female =l
Work Number: [mia [ 2% Fax Number: [n/a [2]x
Cell Number: [0828533342 [2]x] email:+ [elsabe@tconsult.co.za |
Home Number: [mia [2]x open Tasks: [3 |
—
J [3] Tasks | d dd ‘ 4 Bank ‘ ol ‘ [2] contracts | & Contract Roles ‘ ¥ Motes | 5] pocuments | |-/ SMS. ‘ i+ Email | 2]e ires | (A @
[ mew | [ ¢ I‘a-:l: [% UnFile Tasl ¢ k *| X pe [} Edit | ¥ Add v | show in Report + | [F Exportto ¥ ﬁlber‘AIITasks |V|
7 - |
O | ‘ Nomper * ¥ | Contract + | Type ¥ | Subject Vg T et g |Due ¢ | status ¢ | Priority ¥ | Assigned To ¥ Pciﬁ’l‘;fge v
| | I I | [ | =] [ | N E
- Van Der Merwe : _ | Teessen
[4 TC-201711-2 Els s:emﬁ.‘)] ;.11\::; )& Appointment  Appointment 2017-11-16 atstarted * Normal  [eEsseh 0.00%

From a Contract/ Policy

Short Term Policy - Teessen Pieter (P.) (Associatted Marine - DD34534)

Contact / Person / Wan Der Merwe Elsabe (E.) () / Short Term Policy / Tesssen Picter (P.) (Associatt...

(e X5

Save Save and Close &Y Save and New | 9) Cancel

=E Policy | 5] Policy Fees | || Policy Wording | @ Claims | | Linked Polices | @ Contract Roles | |5] Commission ﬁTasks I Gioocuments | @ wotes | [£] questionnaires | |
(] New T U&k File Task | [ UnFile Task | 24 Forward Task Schedule Task = | 3¢ Delete | (2 Edit | &9 Add Note ~ | Show in Report ~ Exportto | Filter |All Tasks [-]
C ‘ Il?‘sr:“ber + ¥ | Subject ¥ | Type gf:t: ¥ | DusDate ¥ | Status % | Priority 03 gﬁ'l':;’é‘e ﬁs'g““j g;“md gr“:;ted ';:"“'“’d
C @ Igluouu Follow-up Follow U, 2011-12-14 2011-11-17 [Z InProgress + Normal 0.00% Leessen Admi 2011-11-07
e " on premium FollowUp -1z -1 8 Pieter (P.) min 11
TC- &M Credit Control - Teessen
= [# ADM201407- Creditors Debit Order [¥] NotStarted . Normal 0.00% BB Admin 2014-07-18
58 Rejection
Page 1 of 1 (2 items) E Page size: [20 ||

Save Save and Close &9 Save and New | %) Cancel

From your email (Insure Add-in):
Refer to TC Insure Add-in Quick Guide

C
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Task Logs
Task logs are used to track the progress of a task from inception to completion. Some of the log entries are
automatically generated, i.e., when the task status changes, or the task has been re-assigned.

Task logs can be created by either selecting New, Add Note or using the Insure add-in:

From Task log on Task

] Mew | [ (2 £, Forward Task | [ schedule Task + | & validate |5 Add note ~ i Refresh -

@ Task - TC-201711-3 (Y5

Claim / Contact / Person / Task / TC-201711-3

Save Save and Close 3 Save and New | <) Cancel

B il | [5) Attachments l 1 Logs I AT | [¥] Add Note on Task - TC-201711-3 E £2
[ new | [ [ Export to = | Filter |All logs -
‘ Date Logged Log Type:*  |w/a [-[a]# ¥
[# 16 November 2017 02:54 PM Subject: [ | 0
Task created for Van Der Merwe Elsabe (E.) by SysAdmin with Normal pril Minutes Spent: |O | : ‘

[# 16 November 2017 03:50 PM [ Insert Template

Schedule appointment

Page 1 of 1 (2 items)
OK Cancel }
Cancel

Fieldname Description Required
Log Type Select from the list of task types. (]
Subject Enter a subject as easy reference to the body of the task log
Minutes Spend Can be used to track time spend as the task progresses.
Insert Template Various templates can be setup to auto generate when a specific

task log type is selected. Please discuss your requirements with the
System Administrator
Message Body Free text field to capture the action or log a progress message &

From Add Note Action
Create a task log, send email or SMS directly from the task list view by selecting ‘Add note’.

Select the relevant task and then ‘Add Note’ from the Action bar.

&b My Details Log Off

Quick create ~ | @ - [ |search|

v & Contact Management [ dew | [ ] , Forward Task Schedule Task | 3X Delete | [# Edi} | & add Note | [ Refresh | [ Export to | Show in Report | Filter [All Tasks [-]
Dashboard & Note
[23 Contact
& Department Contact
& Company Drag a column header here to group by that column

@ Task © EMail
Claim / Contact / Person / TC-201711-3 / Task -

SMS

8, person
E3 Supp

2, Contact Group
Merwe Elsabe = y
4 note - ~ _, Van Der Merwe 5 . 2017-11- (] Teessen Pieter y
@ Tczo1711-2 R N E;E")‘G(I:\i-:tnn Appointment  Appointment B Notstartea | © Mormal (2 0.00%
071117)

Task
Number © T

Date
Created

Start
Date T

Due
Date

Percentage
Complete

Contact ¥ | Contract L4 ¥ Status ¥ L4 b2

Type ¥ | Subject h Priority ¥

Assigned To ¥ ;j”“"‘d

Van Der

[ bocument

[£] Questionnaire
Van Der Merwe van Der Merwe ] Van Der Merwe

& Email & TC201711-3 gl ey (E\ssgabE(E.) Claim claim 2017-11-16 Notstarted « Normal  pR0 e 0.00%

Note
Create a task log without having to open the task. Same detail view as when you select new task log.

Email
Email send from the task will automatically be logged as a task log and be visible in your Outlook sent
items.
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Email address defaults to the email address captured for the selected Contact and Subject defaults to
Task’s subject line. Both can be edited.

o TC-EVXX202004-7 : Additional risks added - Send E-Mail from Task @l x|
~
To:* Vermaak Cornelius (C.).){elsabe@tconsult.co.za) @|x
cc: & x
BCC: & |x
Log Type:* NfA & 2 Priority: + Mormal -
Signature:* N/A = [l & Minutes Spent: 0 =
Subject:* TC-EVXX202004-7 : Additional risks added
Confidentiality Level: None -
Attachment: N/A & x|+
Read Receipt Delivery Receipt
[= Insert Template
lmpic) Bl XX == EE @ B v [
Normal > Aal v (FontSze) |~/ B I U & = = = W ~
A -
LY
Attach any document saved on Task,
Attachment: MN/A +
Task - TC-EVXX202004-7 e
Task Type / Task Log Type / Vermaak Cornelius (C.1.) () / Task { TC-EVXX202004- Document d
[%] Task Detail [*/Logs o Task Links
.;H Download | Convert Document i
Title ~ [v| Reference  I¥| — — — —
[ | 1-2-3 Marketing Corporation cc - Contact info Title « | Date Created I¥| CrestedBy || Confidentiality Level [~/
Appointment Letter Appointment — /A =
Broker Note TCEViOR020047] @ 123 Marketing Corporation <¢ . 517,754 Sysadmin None
[& | Credit life notes TC-EVXX202004-7) 2 Appointment Letter 2019-07-09 Marka None
& | Link Relationship to Company Record TC-EVXX202004-7] 2 Broker Note 2020-04-07 ElsabeV None
[@ | Movement Codes TC-EVXO202004- @ [@  Creditlife notes 2020-04-07 ElsabeV None
z B 'ﬁg‘nffa“"“h"’ to Company 5029 04.07 Elsabev None
2 Movement Codes 2020-04-07 ElsabeV Mona
Page L of 1 (6 items) 1 Page size: 20 -
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Or attach document

from your computer:

Attachment:

N/A

First select the applicable document type, then browse for document to be attached.

[ Select Document Type

Document Type:*®

File:*

Default

Cancel

SMS

When selecting SMS, the cell number defaults to the cell number captured for the selected Contact.

Send To:*

Subject:*

Log Type:™
Confidentiality Level:
Minutes Spent:
Character Count:

Message:™

o TC-EVXX202004-7 : Additional risks added - Send SMS from Task

27828533342

TC-EVXX202004-7 : Additional risks added
N/A

None

0

< §MS Count:

4

Riks

Cancel

(@l x|

The SMS message will automatically be saved as a task log.

From Insure Add-in
Refer to TC Insure Add-in Quick Guide

Re-send an email from task log
An email previously sent from the task log can now be re-send from the same log.

C
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Task - TC-SA201803-7

Vermaak Elsabe (E) () / Email / TC-EV20201803-1 / Task / TC-SA201803-7 @ @

=l save Save and Close &9 Save and New “) Cancel

[%] Task Detail Attachments | [*| Logs | = Task Links

[] New [t Edit Shaw inReport [H Exportto ~ Filter All logs -

Date Logged « || Subject || Created By [ Log Type [ Minutes Spent [
& | 22 March 2018 03:27 PM Sysadmin Assignment 0
Task created for Elsabe Vermaak by SysAdmin with Normal priority and 0% completion.
[ ™| 22 March 2018 04:17 PM Sysadmin Updated 0

The task status was changed from NotStarted to InProgress

g 7 mz March 2018 04:18 PM Check email tool SysAdmin Review i

From: Elsabe Vermaak Sent: Thursday, 22 March 2018 2:36 PM To: African Eagle Insurance Brokers Subject: RE: TC-EMX201803-2306 : Upgrade Insure - IV 9.17206.1810.0 Hi Connie Yes we need Team Viewer access to your
sarver please You can send this through to us beforehand Cameron will make contact with you to make sure he can access the server to continue with the upgrade at 16:00 Kind Regards Elsabe Vermaak Accounts Executive
Teessen Consulting & 087550 1427 0828533342  elsabe@tconsult.co.za  www.tconsult.co.za  Gauteng Warning:Any unauthorised use or interception of this email is illegal. If this email is not intended for you, you may not
copy, distribute or disclose the contents to anyone. Save for bona fide company matters, Teessen Consulting CC does not accept any responsibility for the opinions expressed in this email.

@ | 22 March 2018 04:56 PM SysAdmin Updated 0

The task status was changed from NotStarted to InProgress

You have the option to save this “re-send” email as a task log

1 RE: Check email tool - Send E-Mail from Task @) x|
To:® 2lx
cc: & ||
BCC: 2%
Signature:™ NfA > & Priority: = Mormal -
Subject:* RE: Check email tool
Attachment: N/A

Read Receipt Delivery Receipt
in ey Lx X iEE B EG e B | Rk

Normal - | Adal ~| (Fontsize) '+ B I U & = B v
A v

On 22 March 2018, at 04:18:40 PM, SysAdmin wrote: ~

From: Elsabe Vermaak

Sent: Thursday, 22 March 2018 2:36 PM

To: ‘African Eagle Insurance Brokers'

Bubject: RE: TC-EMX201803-2306 - Upgrade Insure - IV 8.17206.1810.0

Hi Connie

Yes we need Team Viewer access to your server please v

< >

Design HTML  Preview

Send Cancel

Task Attachment
Attach email to task using the Attachment action on Insure Add-in.

Refer to TC Insure Add-in Quick Guide
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Forward Task
A task can be forwarded from the task list view or specific task.

& vy Details Log Off
Quick create ~ @ - [ |search|
v & Contact Management (] new | [ 2 2, Forward Task | {5 schedule Task +| X pelete | [ Edit | & add note +| @ Refresh | [ Exportto v | showin Report ~ | Filter [All Tasks [-]
Dashboard
Task
9 Contact Claim / Contact / person / To01712-3| L New | (& (4 . Forward Task Schedule Task ~ | o Validate | Y Add Note ~ | (¥ Refresh -
& Department Contact ! ‘
d Company Drag a column header here to group by that @ Task - TC-201711-2 ‘
& person Contact / Person / IC-201711-3 / Task / TC-201711-2
Tesk . ¢ | contact
[3) Supplier Number Save
% contact Group J & 2
Task Detail | [ Attachments | (7] Logs | m Task Links
& Note [# Tc-201711-2 Yan Der Mg 8
Elsabe (E.)
O pocument Contact:= [Van Der Merwe Eisabe (E)
[E] questionnaire
Van Der Mer| Contract: [Van Der Merwe Elsabe (€.) (Auto & General - 071117) [~]2] suppiier: Auto & General
& Email @ Tezozis g ey
sMs Task Number: [ | assigned To:=
- = jority:* .
Van Der Mel Type: [ ||| Priority: Normal
- B &4 TCc-201711-4 Elsabe (E.)
@ notification . Subject:= [ | ity Level: | None
L vy nerails
Start Date: [ |~| Percentage complete: [0
Due Date: [ || 7 remind me Reminder Date:*
Status:* [ WotStarted [=] pate created:
Reported By: [ia |@|#| created By:
=

Note that a text template assigned to the task log type will auto populate when the specific task log is

selected.

Please note: ‘Remind me’ and ‘Reminder date’ fields are relevant to the person this task is assigned to and

not to the person assigning the task or task log.

Link Task
Link relevant tasks to one another for easier reference.

7] Task - TC-EVXX201911-5

Task Dashboard / TC-ADM201908-108533 [ Task / TC-EVXX201911-5

Save and Close

@

& Save and Mew ) Cancel

Page 1 of 1 (1 items) 1

Save
ask Detall E chmen 0gs @ Task Linl

[7] Task Detail [ ttachments [ L Task Links

& File Task | (4 UnFile Task | £ Forward Task | {3} Schedule [@ Link | (o Unlink |  Delete | [# Edit | (% Automated P # Add Note v &“ Dash
Task il 7l = 7l = « [+ | Date o] | Start Due 7l . (] Assigned
Mumber [» Contact [/ | Contract [| Type [»| | Subject « [ Created [E2] Date (2] G [| status [»|  Priority [ = >l
C- - ]

_ Vermaak Vermaak Elsabe (E.) (Hollard Extended life i 2020-05- Wermaak
E] E\ZIXZDZDOS Elsabe (E.) Insurance - 190701) el cover 2020-05-12 12 InProgress - Ry Elsabe (E.)

vin R

Complete

ort @ Exportto ~

Percentage |, Rem\nder [~ Reported vl
Da By

0.00%

Page size: 20 |~

Use ‘Link Tasks’ action to link multiple tasks to main task.

() Mew | [ File Task | (2 UnFile Task | A, Forward Task | £y Clone... v | {5 Schedul X Delete  (.# £dit | @ Link Tasks | (@ Automated Process - Add Note ~ ¥ Refresh @) Links ~ [ Exportto ~ & D= rds  ShowinReport  Filter My Tasks
[#] Task
Task Dashboard / TC-ADM201908-108533 / Task
Drag a column b
Tesk L = = N — = = = & & 2 | Assigned Percentage [y i q
e [w| Contact  [w| Contract Type Il | Subject |»|  Date Created [v| Start Date || Due Date [w|  Status [} | Priority =2] To (2] Complete [»| | Reminder Date [*
190701 = = =||n/a =|| nja = <
TCEVX202005- Vermazk Vermaak Elsabe (E.) (Hollard Extended life B - Vermazk
@y Elsabe (E)  Insurance - 190701) Lead cover BT Rt [ M= Normzl Elsabe (E.) 0.00%
TCc- . .
_ Vermaak Vermaak Elsabe (E.) (Hollard ~ Confirmation  Confirmation o = = Vermaak
Y BN bigho(E)  Tnsurance- 190701) of Cover cover ZNEAIEES 0 Notstarted Semal Elsabe (E.) TETEE
Te-
Vermaak Vermaak Elsabe (E.) (Hollard . . . = e Vermaak
v ¥ f;;mqm» Elsabe (E.) Insurance - 190701) Alteration oOther drive  2019-10-15 [©] NotStarted High Elsabe (E.) 0.00%
Page 1of 1 (3items) < 1
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Task List

-
& vy petils Log off
Quick create + @ - [ |5earch|
v & Contact Management [ new | [& [4 oS 6] x 4 ~ | (¥ Refresh | [ Bxportto ~ <0 Fiteer | RETTE =
Dashboard My Tasks
~
25 Contact @ Task Satect it o My Due Tasks
8 Department Contact Task Dashboard / Task elect filter to your preference All Tasks
epartment Cont
All Due Tasks
£ Company Drag a column header here te group by that column Al Filed Tasks
A, Person All Ttems
Task 3 Date Start Due - w | [ Reported
= Sunnli Number ¥ | Contact ¥ | Contract ¥ | Tvee ¥ | Subject A Created v Date v Date ¥ | Status A ‘ Plority ¥ [G] Elsabe By v
B Tosk [ I I I i i 5 I | I el v B
% Contact Group Van Der
. Merwe Elsabe 1 = N
& note (& Tc-201711-2 YanDer Merwe (E.) (Auto &  Appointment  Appointment 2017-11 + Normal Jeessen Pieter 0.00%
o Elsabe (E.) General - 1 Notstarted (».)
Document
071117)
] questionnaire Van Der Merwe
B Van Der Merwe = Van Der Merwe
& Email @ Tc2017113  pn €) F;s;abee’ (E) Claim Claim 2017-11-16 Notstarted o Normal Ll e 0.00%
SMS
é Van Der TC-EMX201711-
Calendar Merwe Elsabe 1975 : Statement =) Van Der
(# Tc-201711-4 YN Der Merwe (E.) (Santam  Appointment  Duplication - old 2017-11- < Normal Merwe Elsabe 0.00%
@ notification Elsabe (E.) Py 1ed - Moo 16 Notstarted )
&b My Details 20171106) N1711/073
’ TC- .
Y Fitter criteria Teessen Pef — _ 2011-03-  2010- ®E % Teessen Pieter
L e st @ .:gnmun:i— P Due tasks will display in red \ffairs Imported 35 05-06 NotStarted Normal 2% 0.00%
% Short Term
> ] credituife - Tax Affairs - 0s _ = Van Der
- Wall Michael nnual mporte ° !  Normal Merwe Elsabe X
:El @ ADM201103-  Wall Michael (M) Annual Imparted 201003 2000 20000 3 Normal | Merwe Elsab 0.00%
> 8] Assurance 11 Submission InProgress (E)
> &% Investment _— =
Beckmann Willie _ 2011-03- 2010- 2010- .
+ 3 edicalaid 7] Jluzmzunna— WIP) Tax Affairs Imported 10 0317 08.05 NotStarted | B Normal Administrator 0.00%
> [ Funeral TC-
van Schalkwyk _ 2011-03-  2010- ] -
> [s] commission [ .;\;mmun:— Leon (1) Tax Affairs Imported 0 0506 Iaprogress | B Normal  Administrator 0.00%

The task list view can be used to track all tasks in the application:

Group, sort and filter tasks based on pre-set filters or by using the filter row.
Select multiple rows and choose to print one of the task reports.

Use the Analysis tool for further reporting / analysis of tasks.

Use the export functionality to export to Excel or other applications.

O O O O

Questionnaires

Questionnaires are typically a list of requirements or questions relevant to a specific topic on a record and
accessible throughout the application, e.g., Client Needs Analysis.

Questionnaires will be setup by the System Administrator.

You may select to complete a new questionnaire from the Navigation Pane or directly from the relevant
area:

Quick create » | @ ~ |search|
v 8 Contact Management (] New I-_1 St ] L] @ Refresh | [A Exportto
Dashboard
5 Contact Questionnaire
Task Dashboard / Task / Questionnaire
8 Department Contact
) Company Drag a column header here to group by that column
& person Completed
- Owner ¥ | Assessment 4 ¥ |Reference ¥ |Status ¥ |DateCreated ¥ |CreatedBy ¥ |LastUpdated ¥ | Updated By ¥ | Total Questions ¥ , ¥
© suplier Questions
] Task [ N[ N[ Il Il [l [ i [l | | H
& Contact Group
& Note No data to display

£l pocument

& Email
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&

[] New | & validate | &g Client Portal ~ | [ SMS | (5 Email | (¥ Refresh -
L“ﬂ Company - Company 1 () Y5
Task Dashboard / Task / Questionnaire / Contact / Company 1 ()
Save Save and Close &Y Save and New | ) Cancel
J g Detail ‘ [ office ‘ ‘88 additional Contact Information
Displayname: [company 1 |
Registration Name:* |Cnmpany 1 ‘ Country Of Registration:* |5uulh Africa ‘v | ﬂ‘ ;|
Trading Name:* |company 1 | Registration Humber: 123456 |
Type Of Company:* |Cnmpany \v|[|‘;‘ Language: |N,’A \v|ﬂ‘;|
Nature OF Business: [ Financial | [ Primary Recard
Email:= |company1@gmail.com | work Number: [ [#]«
Web Address: [ | Fax Humber: [ [2]4
Open Tasks: [ | cell Number: [wea [EE
@M* [ ek accouns | & o Contacts | 2 Relationships | (] Contracts | @hContractRoles | < Notes | [dDocuments | - sms | . Email | [2] questionnaires | (41 O
] mew | 2] x (4 £ [A Exportto ~
| |Assessment .5 ‘ Reference ¥ ‘ Status ¥ | Date Created ¥ ‘ Created By ¥ ‘ Last Updated b3 ‘ Updated By ¥ |Tota| Questions b3 ‘ Completed Questions ¥
No data to display
Questionnaire
Owner: Teessen Pieter (P.G.) (P34567 Total Questions: 10
Client Risk Rating Completed Questions: 10
Reference: Total Scare: 5
Status: In Progress Date Created: 2020-07-30
Created By: Teessen Pieter (P.G.)
Z  Answers
g Exportto ~
Sequence [+  Question a [¥ value [w] Score [w| Comment [~ Required [~ Last Updated [+ Updated By [~
] Category: Risk Screening (Count=10)
8 (DD documents Doubts about veradty/suspicious changes to dient record 2 £ 2020-07-30 Teessen Pieter (P.G.)
5 Clientis a PIP or close assodate No [1] v 2020-07-30 Teessen Pieter (P.G.)
6  Client is on UN sanctions list No 1] o 2020-07-30 Teessen Pieter (P.G.)
4 Complex, unusually large, suspicious/unusual transaction ~ No [} v 2020-07-30 Teessen Pieter (P.G.)
3 | Delivery Channel Face to Face [1] o 2020-07-30 Teessen Pieter (P.G.)
2 Durantion of Relationship Ongoing [} £ 2020-07-30 Teessen Pieter (P.G.)
7 | Jurisdiction Local [1] v 2020-07-30 Teessen Pieter (P.G.)
10 Nature of payment (Cash/Cross Border Flow/Same name payments 2 o 2020-07-30 Teessen Pieter (P.G.)
1 | Nature of the Product / Transaction Trust 1 v 2020-07-30 Teessen Pieter (P.G.)
9 | Source of funds Salary/Provident Fund/RA/inheritance [1] v 2020-07-30 Teessen Pieter (P.G.)
Page 1 of 1 {11 items) 1 Pagesize: 20 v

Score will be calculated automatically if a value is applied to the question.

Automated Processes
Data processing can be a time-consuming task depending on the complexity and volume of data.

The Automation feature allows you to manage your time by distributing data in bulk to multiple clients using
pre-populated reports, emails, SMS and files.

You will notice a new icon on the toolbar when an automated process applies to that specific application
area.
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@ -

Quick create ~

[roxtioseocn. |

[ Mew ~ | & Create Lead | X Delete | [ Edit | 8§ Client Portal ~ | (2 SMS | &3 Email

| |
[ Automated Process ~ | (% Refresh Ii Exportto ~ | Showin Report = |  Filter |All Items -

Happy Birthday

Person .
Lok Deshboard / Person % Confirmation of contact details
Drag a column header here to group by that column
- IDNumber | | Contact o | Work | Home Cell o fFax | o || @mis o g?"’e o | Lo + | Employer | Group ¢ | COnEACE Open
isplayname umber Type Number T | Mumber T | Number Number mal e 2™ nguage mployer TOUP ¥ | Category T | Tasks
[van der merwe | | I I I | I | Y I I I e
(@ YanDerMerwe . icresessoso Client (017) (017) 0764864268 N/A Male 1855~ english Eﬁ: an 0
Vincent (V) 7124681 7124681 06-26 9 Gmu’; v
Van Der Merwe 1970- -
7 | @ e e) Staff N/A N/A 0828533342 N/A elsabe@tconsult.co.za Female 30 Afrikaans Root 4
Page 1 of 1 (2 items) ferm
¥| ¥ Begins with([Di *van der merwe')

Select the automated process and follow the Wizard.

Automated process queue

An automated process can be queued to action the process and distribute its content in batch mode, i.e., at
a more convenient and effective time. The process queue can also be setup as a recurring instance.

Automated processes and queues will be setup by your System Administrator.

Select the applicable queue item on the wizard when initiating the automated process:

[ Automated Report Process

Step 1 - Redipient List | Step 2 - Process Detail

Automated Report Process

Queue: | A
Subject:* i

) Claims Recurring - Account
Signature:®

Distribute Policy documents

Priority: + Normal
BCC:
Attachment: Browse...

=114
A

~[[c1[2]
v

Reports

Reports are designed by your System Administrator on request and made available for easy use.

Use ‘Show in Report’ on the action bar or navigate to ‘Reports’ on the Navigation Pane to access your

Quick create ., @ .
= & Contact Management [) New @ Clone.. v X Delete [ Edit (- SMS 1+ Emal (@ Automated Process v (% Refresh  View Person Listview ~ (A Bt Filter Al Ttems
Dashboard p B Brthdoy Lt
3 Contact 3 e‘rsqul 5 hics |/ Bortiolo Schedule (o) / , [} cCertificate of Insurance
& Department Contact Analysis / Client / Portfolio Schedule (Rfin) / Report / Person
4 Client Portfolio (Astute)
& Company Drag a column h o group by that column B Portfolio Schedule (Rfin)
L - Comtact o Work o Home o Cell o Fax o = ~ = = = =
=5 Supplier sumame (¥ °F () | onumber (1 | PSS | | e B | Namber = = | Remmber = | Emal [~| | Gender v gifrm [~ | Language [+ Employer ¥ | Group (v
[#] Task
% Contact Group 2= s
365
S Note I A Abdullah 4912175025081 Client L /7 NA johan@tconsutafiica  Male 9% Afikasns  TRANSPORT ADE
Document SOLUTIONS
Questionnaire (021) (021) 1980-
[& WANA E 8009265580087 | Client 3874216 3874916 N/A N/A Male  o5e  Afrikaans V1 - Group
& Email
53 Email Manager Mail (@ Atties Marius 7703305153083 | Client WA A NA N/A male 377 afrikaans V1 - Group
o sMs (@ LuBBE JOHN Orphan N/A A NJA NA Male Afrikaans V1 - Group

| Contact )
Category =
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& Contact Management {J New | ) Delete | (4 Edit | ¥ Refresh | [F} Exportto | (| Copy Predefined Report - () Show Report Designer
 Short Term

CreditLife Report

S Assurance Analysis / Client D cs / Portfolio Schedule (Rfin) / Person / Report

& Investment Drag a column header here to group by that column
3 Medicalaid - - - -
Display Name + [ Data Type I»|  status || Is Inplace Report [
[ Funeral
[ commission o e e
T Finandials Adviser Commission Statement Recipient Statement Production v
(% Administration Adviser Suspense Report Recipient Production v
= ¥ Reports. Adviser Suspense Report 2 Recipient Production
31 Analysis ‘ Birthday List Person Production v
Client Portfolio (Astute) Person Production v
ook Commission Split Control Report (Commission Statement Development
Tools Company Portfolio Company Production v
Partfolio Schedule (Rfin) Person Production =
7 Reset View Settings Production Report Production
Receipt report Commission Statement Production
Recipient Transaction Report (Detailed) Recipient Statement. Production -
Page 1 of 1 {11 items) 1 Page size: 20 =
Print or export a report in various formats as per the drop-down menu:
Birthday List
& B % 1 < Page 1 =lof{ 1| & @ -
. A
Birthday List
Client Ref nr Email Cell nr
Booysen H (CANCELLED) (H) 1419
Contract Info

Distribution List

A distribution list provides the option to create a custom group of recipients with the purpose to
distribute/send the same information to each recipient, e.g., Newsletters.

Task Dashboard / Distribution List / Annual Medical Aid Renewal

Name: Annual Medical Aid Renewal Date Last Updated:  2019-07-18
v| Active Updated By: Vermaak Elsabe (E.)

Member Count: 5

& Distribution List Members

L® Automated Process @ Exportto ~

Recipient « [+ | Email ™  Date Added ¥ Added By
Abrahams Alice (A.5.) AliceAbrahams@demo.co.za 2019-07-18 Vermaak Elsabe (E.)
Brown TracyLynn (T.K.) TracyLynnBrown@demo.co.za 2019-07-18 Vermaak Elsabe (E.)
Crouw Chantal (C.P.) chantal@cuba.co.za 2019-07-18 Vermaak Elsabe (E.)
Flynn Harry (H.J.) ftynnharry@gmail.com 2018-11-14 Shamielah Jacobs
Vermaak Elsabe (E.) elsabe@tconsult.co.za 2019-06-18 Vermaak Elsabe (E.)

$ Distribution List - Annual Medical Aid Renewal QDO
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Members can be added directly from the Distribution list,

$r Distribution List - Annual Medical Aid Renewal e Xo |
Task Dashboard / Distribution List / Annual Medical Aid Renewal
@ save [& saveand Close &% Save and New ) Cancel
Name:* Annuzl Medical Aid Renewal Date Last Updated: -
v| Adtive Updated By:
Member Count: 5 <
& Distribution List Members & Distribution List Member
fd Link | (o Unlink | 3 Delete | (A Ef
Recipient Recipient:® N/A [~
Distribution List Annual Medical Aid Renewal
[# | Abrahams Alice (A.S.) Date Added: 8, email Recipient ()]
Added By:
[# | Brown TracyLynn (T.K.) ™
[@ | Crouw Chantal (C.P.) Text Search
[Z | Flynn Harry (HJ.)
[#  Vermaak Elsabe (E.) — « & | Email [~
Page 1 of 1 (5 items) 1 1-2-3 Marketing Corporation cc 123@mc.co.za -
22Nd On North Guest House info@22north.co.za
3Labuschagne Mpho (M.F.) MphoLabuschagne@demo.co.za Incel
50 CENTS TOURS info@tours.co.za
Abrahams Alice (A.5.) AliceAbrahams@demo.co.za vl

Or from a Contact-, Company-, Person- or Department Contact record to a predefined Distribution list by
selecting the action from the Tools menu.

& Contact Management [J New & Clone... [&Edit .~ SMS 5 Email (@ Automated Process ~ (™ Refresh Showin Report ~
F Short Term
3 credue 8 Person - Makunyane Koketso (K.E.) (5605090563095) QO
Task Dashboard / Distribution List / Annual Medical Aid Renewal / Person / Makunyane Koketso (K.E.) (560,
8] Assurance
¢ Investment -
13 MedicaAid & petails | [Fofice & Additional Information
[ Funeral Displayname: Makunyane Koketso (K.E.)
8] commission Surname: Makunyane ! Primary Record
« Financials First Name: Kokatso Date Of Birth 1956-05-09
b Asset Register Second Name: Elzaan Date Deceased:
(@ Administration Call Name: Koketso Age: 6
) Reports Initials: KE. DNumber: 5605090563095
~Ji Tools | Title: s Language: English
Work Number: N Gender: Female
Tools Cell Number: 00097319705 Fax Number- A
Home Number: NA Email: KoketsoMakunyane@demo.co.za
I Add to Distribution List open Tasks: o
F Reset View Settings
Tasks (W Addresses (% Bank Accounts & Relationships %] Contracts @ ContractRoles &Y Notes  [5) Documents |~ SMS ¢ Email  [*/Phonelogs  [2] Questionnaires  [APn >
| Bxportto
Address Type [ | Address Line 1 [ | Address Line 2 [¥] | suburp ~ aty [ Postal Code [~ main v
[ Select Distribution list (x|
Distribution List: | [T ~[1[=]
Nf&
8 ~
Annual Medical Aid Renewal
L
Weekly Email
oK Cancel

A member can belong to multiple distribution lists.

The content of your communication e.g., Newsletter, email etc needs to be setup as an automated process
by your System Administrator.

Depending on your user permission rights you can now send bulk communication to this distribution list
from the Administration module using the pre-setup automated process.
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+ short Term
[ & Creditiife
8] Assurance
£# Investment
3 Medicaldid
[ Funeral

[8] Commission

[+

7 Financials

o=

% Address

&b Bank

Compliar
& Contact
£ Contact
® country
Documer
|=] Documer

& Contact Management

(5 Administration

Type

%} Automation

"% Bank Account Type

i Company Type

nce
Category
Type

nt Category
nt Type

3 Department

- Email Signature

() New ¥ Delete < Validate (3 Refresh

§; Distribution List - Weekly Email

test / Update your membership / Automated Email / Distribution List / Weekly Email

Name:™ Weekly Email
! Active

Member Count:

& Distribution List Members

[]MNew (@ Link [Q Unlink 3 Delete [ Edit

v Recipient

v (4 123 Marketing Corporation cc
v [4 22Nd On North Guest House Hollard
v (4  Flynn Harry (H.0.)

Page Lof 1 (3items) < (1

Date Last Updated:
Updated By:
Exportto
[~ Date Added
haj@tconsult.co.za 2016-10-27
haj@tconsult.co.za 2016-10-19
fiynnharry@gmail.com 2018-11-14

(& save

(& save

Save and Close

K]

Added By

Q9

[ Saveand New | ) Cancel

K]

Administrator

System Administrator

Shamielah Jacobs

Save and Close

Pagesize: 20 |+

[ SaveandNew | 9 Cancel

Select the members to whom the communication needs to be send and follow the automated process
wizard to complete the process.

Data analysis & Customization

Quick

create v @

v & contact Man,

Dashboa

4 Note

2 contact Group

agement

[ Mew +| &5 Create Lead | X £ =5

(Y & Refresh | [A Exportto ~

| Filter [All Ttems

rd

[ | I | N | S| S | o S E— | N _—

[# A swanepoel Client

N/A 0834472420 firesky@xnet

za

English Company
Group

Group by box
|a=) Contact jid
L .
& Department Contact A icader row |
Compan Drag a column header here to group by that column
& Company q group by ISemhmw I
& reroon Displayname  + v | Contact Contact o || ¢ gal ReferdMEe v | WOk g | Cell v | Email Language ¥ | Group ¥ | DOTEY o |OPS ol concuitant
£ supplier e Type Category g nNumber ¥ | Number A D Record Tasks
[3] Task

v

0

Search Row
The search row makes it easy to quickly find a specific record.

Take note of the search criteria at the bottom of your screen. The criteria will change depending on your
search selection

B BB R

@

[a= Contact

Assessment Type / Question Category / Questionnaire Status / Assessment / Contact

Displayname ~ + [+]

1-2-3 Marketing
Corporation cc

22Nd On North Guest
House Hollard

24/7 TAXI SERVICES

Abdurahman Riefgah
R)

Abdurahman Tougeeda
n

Drag a column header here to group by that column

Contact Start search in filter row vl
Type
clien
Client
Client
Client
Client 8302200203083
Client 7406170219085

Page 1 [{

| G Begins wi

Criteria defaults to Begins with

6164 items)

=]

4 5 6 7 . 307 308 309 >

Contact Type.Description], ‘dien”

Cell = — = — Primary
Number (2] Number || | Email I Language ||  Group (] Record
MSE
(078) 00716765742 | haj@tconsult.co.za Afrikaans Independent v
1161164
Brokers
. § Able
N/A 00716765742 | haj@tconsult.co.za Afrikaans Makelaars v
o 0798837862 | haj@tconsult.co.za Afrikaans V1 - Group Z
MSB
N/A N/A English Independent v
Brokers
N/A N/A tian@tconsult.co.za Afrikaans V1 - Group v

Open

Tasks {>! | Consultant |

Page size: 20 ~

Clear
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&

Contact
Assessment Type / Question Category / Questionnaire Status / Assessment / Contact
Drag a column header here to group by that column Filter from drop-down menu
. n Contact onta eqal W Cell . Primary Open
Displayname [ Type Category i anben 52 i [~ | Email [~ Language [ Group [ Record 52 Tasks [ | Consutant [~
Client s =
o | (g | 123 Marketing Client (078) 00716765742 | haj@tconsult.co.za Afrikaans Tndependent = 3
Corporation cc 1161164 — = o B P -
rokers
22Md On Morth Guest - Able =
= & House Hollard Client N/A 00716765742 | haj@tconsult.co.za Afrikaans Makelzars vl 5
[ | [@  24/7 TAXISERVICES  Client Ll 0798837062 | haj@tconsuit.co.za Afrikaans V1 - Graup = 0
Abdurahman Riefgah s =
= @ ®) Client 8302200203083 | N/A N/A English Independent v 0
- Brokers
o | @ ?%d“’ah"'a" Tougeeda yon 7406170219085 | N/A N/A tian@tconsult.co.za Afrikaans V1 - Group = 0
Filter criteria defaults to Equals.
Pag €2 4 5 6 7 .. 307 308 308 |EJ Pagesize; 20 ~
|v| S [Contact Type.Description] Equals ‘Client’ Clear

Click on the search criteria to edit the current filter, e.g., to add additional criteria or to change the filter.

Filter Builder

Visual | Text
Change Begins with to Contains

And ©
DesaiptionBeains with clie £
Equals
Does not equal

Is greater than

Is greater than or egual to

Is less than
Is less than or equal to
Is between
Is not between
Contains
Does not contain
Begins with
Ends with
Is like
Is not like
Is blank
Is not blank
e Is any of

Is none of

You can customize the list view layout as per your needs to only see what is relevant to you. Changes you
make to the list view layout will only affect you and no other users on the application.

Right click on the header bar to show customize options:
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%l Sort Ascending
fl Sort Descending
2 Group By This Column
Group Panel
Hide Column
ﬂ Show Customization Dialog
G5 Column Chooser
'@_:l, Search Panel
ﬁ? Filter Builder...
L4 Filter Row
Filter Row Menu
Footer
Sorting of data

You can sort any column in Ascending or Descending order.

Take note of the A next to the heading of the column that has been sorted. The arrow indicates the sort
order applied to the column

Displayname i ‘

Right click on column header and select ‘Clear all sorting’ to remove the sorting.

Grouping of data
You can group any column and number of columns to analyse your data.

Click on the column you want to group and select ‘Group by this column’. Notice that the column heading
of the grouped column now appears in the Group by area above the other headers and all data is grouped
by this column heading:

& My Details Log Off

Quick create - @ - [ |search|

[l New + | &5 Createlead | X (4 & - (& ™ Refresh | [H Exportta ~ ~ Filter | All Items =

7= Contact
Task Dashboard / Person / Yan Der Merwe Elsabe (E. / Contact

Work
Number

Displayname ¥ | Sontact | 4 | Contact pe—

Type Category Record

Group: (Count=1)
Group: ABC Group Clients (Count=52)

Legal .
Reference ¥  Cell Number ¥ | Email ¥ | Language ¥ ¥ |OpenTasks ¥ | Consultant A

Group: First Company Group (Count=17)
Group: Global Group (Count=15)

Group: Insurance Companies (Count=10)
Group: Lead (Count=1)

Group: Orphan Clients (Count=1)

Group: Private Clients (Count=4)

Group: Root (Count=4)

Page 1of 1 (9 items) Page size:

v viv v v v v v
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You can also drag and drop a column heading to the Group by area:

& My Details Log Off

Quick create - @ - ‘ | search|
[ New ~| &5 Create Lead | X ] b=} - o) (@ Refresh | [H Exportto * - Filter‘AII Items |v|
Contact
Task Dashboard / Person / Van Der Merwe Elsabe (E.) {1/ Contact
| | ‘ Displayname ¥ $;;:aa .9 E‘;g“g‘j‘w L3 '.;‘:%::ence + | Work Number ¥ | Cell Number ¥ | Email + | Language ¢ | Primary Record % | Open Tasks L3

\ I I I I I I I I L=l E
> Group: (Count=1)
v Group: ABC Group Clients (Count=52)

> Consultant: (Count=47)

> Consultant: Teessen Pieter (P.) (Count=2)

> Consultant: Van Der Merwe Elsabe (E.) (Count=3)
»  Group: First Company Group (Count=17)
»  Group: Global Group (Count=15)
> Group: Insurance Companies (Count=10)
> Group: Lead (Count=1)
> Group: Orphan Clients (Count=1)
> Group: Private Clients (Count=4)
> Group: Root (Count=4)

Page 1 of 1 (12 items) E Page size: [20 ||

Right click in Group by area to clear, expand or collapse the data selection:

&b My Details Log Off

Quick create ~ @ ~ [ | search|
[ Mew + | &5 Create Lead | X (4 &5 - (& (™ Refresh | [ Exportto ~ < | Filter | All Ttems =
Contact
Task Dashboard / Person / Van Der Merwe Elsabe (E. / Contact
]  Expand all
| | ‘ Displayname % ‘ ] collapse all :; trv L3 '.;‘:%::ence + | Work Number ¥ | Cell Mumber ¥ | Email + | Language ¥ | Primary Record ¥ | Open Tasks ¥
ax
2% Clear Grouping =
= I I I I I I L=l E
»  Group: (Count=1) Group Panel

v Group: ABC Group Clients (Count=52)
> Consultant: (Count=47)
> Consultant: Teessen Pieter (P.) (Count=2)
> Consultant: Van Der Merwe Elsabe (E.) (Count=3)
> Group: First Company Group (Count=17)
> Group: Global Group (Count=15)
»  Group: Insurance Companies (Count=10)
> Group: Lead (Count=1)
»  Group: Orphan Clients (Count=1)
> Group: Private Clients (Count=4)
> Group: Root (Count=4)

Page 1 of 1 (12 items) |+ 1] Page size:

Hide the group by area if you do not want to use the functionality.

Add or remove columns from list view
You can add or remove columns from your list view as per your requirement.

Right click on the column you want to remove and select ‘Remove this column’. This column can still be
retrieved when you select Column chooser.
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Column chooser
You will notice the ‘Column Chooser’ popup window at the bottom right of the list view:

&b My Details Log Off|
Quick create ~ @ ~ [ |Search|
[ new | &5 create Lead | X ] =<} - (B ™ Refresh | [H Exportte = = | Filter |AII ITtems ‘vl
a-) Contact
Van Der Merwe Elsabe (E.) () / Person / Teessen Picter (P.) {) / Strydom Jannie (1.) () / Contact
Drag a column header here to group by that column
§ Contact , . | Contact Legal Work cell § Primary Open
Displayname ¥ | To0 Ve | s m Nember T | Email * |Lsnguage ¥ |Group ¥ [T Jeen 7 | comsultant ¥
@ o= Deventer Insurance
Maxine van Administrator N/A NfA 0
Deventer (M.} Companies
. Global
[#  Frirst Tecnologies  Attorney N/A N/A Group 0
Futurum Financial
& Group (PtY) Brokerage N/A N/A English Root o
: Insurance
[#  Company 1 Brokerage 123456 N/A N/ company1@gmail.com Companias 0
First
@ CosevTerence (T ooy 5309215794180 (0Ll 0829338525  tpcasey@iafrica.com English Company £ 2
P 4754093
Group
Appelgryn Aletha . First
@ oy Client 4308290088087  N/A 0833831957  slet.appelaryn@astrazeneca.com English Company Ed o
Group
Claassen Hanlie - (012) ABC Group
@ G Client 6112270150086  Syeop,; 08 gert.claa dbank.co.za  Afrikaans et Ed 0
peacock Larry (L oy larryp@nedcor.co.za or ABC Group N
2 5 Client 6308235102085 0833265450  PrRERedtorc0- English anc F
Van Den Berg . (o11) ABC Group Column Chooser 52
5 Ed
@ plronella (ris) | Client 8001240153080 g oot 0798753575  petrovdberg®hotmail.com Afrikaans Chente
Additional
van Schalkwyk - (082) - ABC Group A
@ 0 Client 7101305154089 gooe.. NfA leon@scribes.co.za English Chant Ed Contact Number
%] f:::e('s"f)" Sandra i 5209160147189 0833077160  rhinosales@rhinoofficefurniture.co.za  English éﬁfﬂim“p £l Additional Email ¥
App Settings
Armstrong : (011) ABC Group
@ ot ) Client 6905310151083 (0HL 0836426085  s.sammyra@gmail.com English e Ei -
5 Base Information |y
First Object Type
@ A Client N/A 0834472420 firesky s English Company Ed

Any column in the ‘Column Chooser’ can be dragged and dropped onto the column area of the List view. If
you double click a column in the ‘Column Chooser’, it will be added as the last column to the List view.

Short Term

Together with the Financial- and Collection module, the Short Term module forms an integrated Policy

Administration solution that can be used by the Short Term Broker, Administration House and Underwriter

for both Personal- and Commercial Products.

The Short Term module can be used on 3 different levels:

Tier 1
Tier 2
Tier 3

- Only attach policy schedule without capturing risks whilst still managing Claims
- Capture risks per policy and manage claims per risk
- Capture risks per policy, manage claims per risk as well as collection of premiums

C

knowledge | innovation | service

)




&

TEESSEN CONSULTING

You will find the Short Term icon on the navigation pane:

& My Details Log OFf
Quick create ~ @ - | search|
v 3 Contact Management [dnew ~ | & create Lead | X (4 & - @ @ Refresh | [ Bxportto | Filter [All 1tems [+]
Dashboard
23] Contact FE Contact
Van Der Merwe Elsabe (E.) () / Person / Teessen Pieter (P.) () / Strydom Jannie (3.) {) / Contact
& Department Contact
& Company Drag a column header here to group by that column
8, Person
§ Contact , . | Contact Legal Work Cell . Open
2 Suppler Displayname 7 | £00 v e e T Mo T | nomper T | Email ¥ | language ¥ |Growp ¥ 7 2BSh ¢ | consultant ¥
1 rask [ I[ I[ I[ I[ /[ I E]] Bl
2, Contact Grou Devent
da o van Deventer
; (& Maxine van Administrator N/A /A Insuranee o
9 Note Deventer (M.) "
[ bocument
[4  Frirst Tecnologies  Attorney A A Global 0
Group
[2] questionnaire
& Email @ ;‘:::;’(“PQ;‘“"E‘ Brokerage N/A N/A English Root o
e [# company 1 Brokerage 123456 N/A NA companyl@gmail.com ::“S“m“‘?e 0
Calendar ompanies
@ Notif First
@ notification @ g)““ Terence (T ¢y 6309215794180 2315;)099 0829338525  tpcasey@iafrica.com English Company 2
& 1y Details Group
T Filter cri First
@ E‘:gi'g"f" Aletha  cjon 4908200088087  N/A 0833831957  alet.appelgryn@astrazeneca.com English Company 0
> ¥ short Term Group
> 3] credittife Claassen Hanlie (012) ABC Group
y aa @ o Client 6112270150086 Syeo s rt Afrikaans oy 0
ssurance
Peacock Larry (L, larryp@nedcor.co.za or ABC Group
> & Investment @ Client 6308235102085 0833265450 |PTLEOnedcor o English e 0
> i@ Medicalaid
& ] ‘p/;” DE'I‘I Be;‘is Client 8001240153080 gzlula)szn 0798753575  petrovdberg@hotmail.com Afrikaans éfc Z’““" 0
> [ Funeral ronella (PIS) ent
> 8] commission @ t:::&";'k“’"k Client 7101305154089 22111)931 WA leon@scribes.co.za English é::ni"’“" 2
> T Financials
(@ SchoemansSandra g 5209160147189 0833077160  rhinosales@rhinoofficefurniture.co.za | English ApC oroup 0
> i Asset Register oan (57) ient
> (@ Administrati Armstrong (011) ABC Group
(& Administration @ Amerrs Client 6905310151083 (0L 0836426085  s.sammyra@gmail.com English amc o 4
> W reports Fi
> =T Tonl [& A swanenoel Client wa 4724, Enalish Company 0

In order to start administering any short term policy, the following details need to be setup by your system

Administrator:

Short Term Product
Payment Frequency

Area List

Claim Categories

Cause for claims

Claims estimate categories
Claims status

Recovery

The level of information created on a short term product will determine the Tier (as mentioned above) for
capturing a short term policy.

All sections, risk types, sasria tables, discounts, fees etc. relating to the product are determined and set up
by your System Administrator.

C
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&

New Short Term Policy
A new short term policy can be created from 2 different places:

e Short term policy list view, or

Quick create
> & contact Management 1] tiew '( ) 31l Apply Formula | &3 - ® El @ 3 %) = Q¥ refresh | [ Expor
v % Short Term

Short Term Policy Short Term Policy
&c Person / Teessen Pieter (P.) () / Strydom Jonnie (1) () / Contact / Short Term Policy
2im
@ short Term Product Drag a column header here to group by that column
@ Area List =
Owner % | Intermediary ¥ | Product v C““";d % | Inception Date ¥ | Status ¢ || = e Premium % | Fees

[ Claim Category Number
& Cause For Claim [ I I I I [l [ | \ Bl
[ clsim Estimste Category C (# [E] Business1 ABC Brokers Santam Commercial 5734534534 2011-05-10 Active R2o17.5e L0 R R 2 300.00 R 782 000)
(7 claim Status
[ Premium Status ¢ [E f)t“'d“"‘ Johan (1 r5e Brokers ‘;:Itizv&fﬁ‘:'r'i?' Personal  spE33a3a23 2011-06-10 Active R1096.49 . 5:‘ R 1250.00 R15)
[ Recovery (&[] Teessen Picter (P.) ABC Brokers Transito DD34534 2011-09-07 Active R653.00 RO1.56 R745.55 RO,

Risk Ty
G risk e 2 | 0 Lacom o Lomc e ——— - 3 — -

e From a client’s profile

Person - Strydom Jannie (J.) () QO
Teessen Pieter (P.) () / Contact / Short Term Policy / Person / Strydom Jannie (1.) ()
Save Save and Close &Y Save and New ~ | ) Cancel
& Details ‘ [ office ‘ &3 Additional Contact Information
Displayname: [ |
Surname:™ [strydom | ¥/ Primary Record
First Mame:* [3annie | pate of mirth: [1383-05-13 -]
Second Name: [ | age: [ |
= annie | ronumber: [s309195142085 |
Assurance Policy | Language: ‘Afrikaans |'|ﬂ‘!‘
Commission Contract Mr |,‘ﬂ|’| Gender: ‘Male ‘,‘
Credit Life Palicy (011) 9134519 [#]x] Fax number: wa 2]
& runeralcrowp polics | ss0ds [2]x] Email:= jannie@tconsult.co.za |
25 Funeral Policy (011) 9134519 [#]x| open Tasks: [ |
Investment
Medical Aid Policy
Short Term Policy | Bank Accounts. | & Relationships i [2] contracts ‘hcwtract Roles | % Notes ‘ [£) Documents | - SMS ‘ -+ Email ‘ 2] Questionnai ‘ [ h ®
ew ~| (@ Link | (9 I X [2 b=} . portto ¥
? ‘ | ;’W % | Product Type  « ¥ | Contract Number ¥ | Inception Date ¥ | Contract Value % | Premium L3 | Status % | Consultant ¥
\ I I I I B Ll I
[#  Auto& General Short Term Policy AG4234234 2011-01-01 R 0.00 R462.00 Active Teessen Pieter (P.)
[#  santam (Pty) Ltd Short Term Policy SD234234 2011-01-12 R 0.00 R462.00 Active Teessen Pieter (P.)

There are various tabs where specific information pertaining to this policy is contained. The level of
required information is determined by the setup of the specific product selected.
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& My Details Log OFf

Quick create ¥ @ ~

(] New | o validate | 51l Apply Formula | &R client Portal ~ | @ Authorize Changes | (3] Change Policy Owner | [@ Reinstate Policy | ) Undo Policy Changes | [@ Cancel Polic:

Short Term Policy €Y5)

Contact / Person / Strydom Jannie (). / Short Term Policy / Short Term Policy
Save Save and Close [H% Save and New | ¥) Cancel

| & short Term paiicy | s policy Fees | [ palcy wording | @ claims | <] tinked olices | & Contract Roles | [5] Commission | [¥] Tasks | (5] Documents | (§ Notes | (2] Questionnaires | §= History | €]
General Information maw
Owner:* (/A |@|2| eremium: [o E
Product:* [w/a [~]c1[#] vat [o |
Policy Number:* [ Reference Number: [ eremium (mxovat): |
Insured: [ | Fees (indl. vat): [o ]
Inception Date: [ I5] anniversary Month:= SASRIA (Incl. vat): o B
Contribution Frequency:  [Monthly | ~| (|| policy Renewal Date: 2 0 | Total Premium: [o |

N - S—

Address Information Account Information
Risk Address: (/A (12| Payment Typer= [Premium collected by Insurer [-[a]#
Postal Address: [wa [~[2] ank Account: [ra -]
Area:* (/A [~[#] 1voice To~ [/ |

Debit Order Account:*  [11/% -]

Account Balance: [ Journal Balance: |

The new policy detail view (Short Term Policy tab) is divided into 4 sections:

& My Details Log Off

Quick create @ ~

[ New | # Validate | %il Apply Formula | 88 Client Portal ~ | @ Authorize Changes | 2] Change Policy Owner | [ Reinstate Policy | ) Undo Policy Changes | (9 Cancel Policy | 2] Re-Calculate | @ Refresh | Show in Report =

Short Term Policy QDD

Contact / Person / Strydom Jannie (1.) () / Short Term Policy / Short Term Policy

Save Save and Close @9 Save and New | ) Cancel

| shorterm palicy | 5[ policy rees | [ policy Wording | @ Claims | (] Linked Policies | & ContractRoles | (5] Commission | [ Tasks | (] Documents | <Y Notes | (] Questionnaires | &= History |

General Information B Premium Summary
2.
Owner:* [nra |@|2| eremium: 0 |E

Product:* [wra [-la[#] va:
Insured: [ | Fees (ncl. vat):

Contribution Frequency: | Monthly [-]c]]2] Policy Renewal Date 2018-01-01 | Total Premium
T R T Rp—

Intermedioryst wa I3 consitons: Commission: [ \

[o
Policy Number:* [T meference Number: [ eremium (exel vat: [o
[o
\
\

Address Information Account Information
Risk Address: [nra [-]2| Payment Type:= [ Premium collected by Insurer [-1a[#]
Fostal Address: [ [+ 12| Bank Account: [na -
Area:® [wra [+]#| 1nveice To:= [wra |
Debit Order Account: |1/ -]
Account Balance: [ Journal Balance: ]

1. General Information

Fieldname Description Required
Owner Select the owner of this policy from the drop-down menu as captured or &
create a new record
Product Select relevant Product from drop-down menu (]
Policy Number Capture the unique policy number &
Reference Number  You may select to have a reference number in addition to the policy
number.
Insured Insured field will default to the display name as selected on Owner field &
but may be changed as this is a free capture field.
Inception date Inception date of policy (]
Contribution Select frequency from drop-down menu (]
Frequency
Status Select policy status from drop-down menu @
Intermediary Select intermediary from drop-down menu ()]
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Anniversary month  Anniversary month will pre-populate from information provided on ()
inception date and payment frequency. You can select a different
anniversary month.

Policy Renewal Policy renewal date will pre-populate from information provided on (@)
Date inception date and payment frequency.

Premium status Select premium status from drop-down menu. @
Consultant Select consultant from drop-down menu or create new.

2. Premium Summary
These fields are automatically updated when risks are being captured on a Tier 2 or 3 Product and
cannot be edited. You will be able to capture and edit a premium on a Tier 1 product.

Please note that Fees must be specified on the Product for all Tier’s and be captured on the Policy Fee
tab.

You will notice that some fields are greyed out and referred to as application calculated fields, e.g.,
VAT. These field values are automatically calculated.

3. Address Information
Select address details, as captured in Client Contact, from drop-down menu.

4. Account Information
e Payment type defines the amount of detail required:
o Premium collected by Insurer and Cash —no premiums are collected thus all other fields will be
greyed out as they are not needed
o Invoice does not require banking details but do require a Debit Order Account
o Debit order — premiums are collected and banking details as well as Debit order account details
are required.
e Invoice To: Select the client record who will be responsible for paying the premium
e Debit Order Account: Refer to Create new Debit Order Account.

Policy Fees
Select the relevant policy fee as setup by your System Administrator:

5] Policy Fee [E 23
Fee Type:™ | Broker Fee | - |§|
Is Cost: | Cost -
Fee Value: |300 | : |
Fee (Ex Vat): | |
VAT: | |
Total Fee : | |
0K Cancel
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Location
Select the address details captured on Client Contact detail view:

@ Location [5] E3

Location

Description: | | Roof Construction:* |N.I'A |"||ﬂ|!|
Address: |NIA |v|§| Wall Construction:* |N.I'A |v||ﬂ|§|
Area: |N,‘A |v|§|

OK Cancel

Policy Wording

Additional underwriting criteria can be added to this policy which will print on the policy schedule.

Risks
All risks captured on this policy will be displayed in this List view:

[] Mew | & validate | %il Apply Formula | &g Client Portal ~ | [2] Change Policy Owner | [ (& cancel policy | (2] C Refresh
Short Term Policy - Botha Johann (1 M) (Santam (Pty) Ltd - SS33453256) @ @
Person / Strydom Jannie (1.) () / Business 1 (Santam (Pty) Ltd -... / Short Term Policy / Botha Johann (1 M) (Santam (Pt...
Save [ save and Close &9 Save and New | <) Cancel
Short Term Policy | ;S] Policy Fees: Locations. Folicy Wording || @ Risks Claims Linked Policies Contract Roles Commission Tasks Documents Notes Questionnaires | §= History
4 b
x (] ® 2 (5 — [H Bportto | Filter Al Risks -]
Product
Section v ¥ ||Risk v ¥
Type
c Item | It External Inception Cancel Extension Accessory Tatal Insured Total e Total Total
| ‘ ‘ SeqNo * 7 |Description T [REFTN%® T | peference T | Date T | pate T | Count 7 | Amount T | am T | extensions T |TetIPrEmm T | cispra T | commission T
¥ Section: Motorcydle (Count=1)
v Product Risk Type: Motorbike (Count=1)
0 Xplude7115 CF 123456 0 2012-05-01 ) R 0.00 R 15 000.00 R 0.00 R 82.40 R 0.00 R11.55
Motorbike
¥ Section: Motor (Persenal) (Count=1)
v Product Risk Type: Motorcar (Count=1)
0 Colt Rodeo - 'SSD332GP 0 2011-02-01 1 R 0.00 R 11 555.00 R 10.00 R 475.21 R 0.00 R 58.15
SSD332GP
v Section: Householders (Count=2)
v Product Risk Type: Householders Primary; (secondary) (Count=1)
z 0 Main Residence g:‘;ﬁ';:mmy 0 2011-02-01 1 R 0.00 R 1 500 000.00 R 23.00 R 882.00 R 0.00 R 171.80
~  Product Risk Type: Householders Other (Count=1)
0 Du}s'—de Private Dwelling 0 2012-04-01 1 R 0.00 R 120 000.00 R 0.00 R78.79 R 0.00 R17.51
Buildings
v Section: Caravan / Trailer (Count=1}
~  Product Risk Type: Caravan (Count=1)

Capturing a new Risk

Once you have captured all client details and saved your record, you will notice an additional button on the
action bar for ‘New Risk’ provided that the product selected was setup as Tier 2 or 3 as mentioned above.
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[ ~| (& edit | 31l Apply Formula | &g Cli

Portal ~ Change Policy Owner | | [3 cancel Policy | [Z] (™ Refresh | Show in Report ™

All Risks 3
o Building
Motor (Personal)

Extended Personal Legal Liability

Caravan / Trailer

Address Information

Risk Address: wa
Postal Address: wa
Area: South Africa

All risk item in a bank vault

B - CS234534)

Audio Visual Equipment

Locations | [£] policy Wording | (@ Risks | @claims | ] Linked Policies | g Contract Roles | (8] Commission | [(]Tasks | [J pocuments | nal

(e )5

@

Ge Premium Summary
Owner: Teessen Pieter (P. Premium: R0.00
Product: Corpsure Spedial Product vat: R0.00
Policy Number: CS234534 Reference Number: Premium (Excl. vat): R0.00
Insured: Teessen Pieter (P.) Fees (Indl. vat): R0.00
Inception Date: 2011-11-30 Anniversary Month: November SASRIA (Incl. vat): R0.00
Contribution Frequency:  N/A Policy Renewal Date: 2018-11-30 Total Premium: R 0.00
Status: Active Premium Status: Paid
Intermediary: ABC Brokers Consultant: WA Commission: R0.00

Account Information

Payment Type: Premium collected

Bank Account: NA

Insurer

The drop-down menu for ‘New Risk’ will show all the relevant Sections and Risk Types which were created

during the Product setup process. Select the risk type you need to capture. Each risk type detail view looks
different as defined in the product setup.

Each risk detail view has the following standard fields:

1.

General Information

Fieldname

Description Required

Item definition

Item Description
Inception Date
Insured Amount
Accessory Amount
Total Insured Amount
External Reference

This drop-down will be available if set up in the Product
Description of your risk item

Date of inception of risk

Insured amount of risk

If defined on risk type

Automated calculation of Insured amount plus accessory amount
This field may be used to capture the item number as specified on

©
©

the Insurer’s policy document

Effective Date will default to Inception date but can be changed
Risk premium

Discount when applicable

Effective Date
Premium
Premium Discount

e

2. Location Information

Location information tab will be active if ‘Specify Risk Location’ was selected when the Product
information was created.

Once selected, all risk addresses captured within your Client details, will reflect on the drop-down list.

+ Validate

[ cancel Risk | [Z)] (<}

L’b Building - Building Other-

Task Dashboard / Short Term Policy / Teessen Pieter (P.) (CIB - CS2... / Building Other-

Q9

Save Save and Close | %) Cancel

(& General Information J| (% Location Information It'jwuilding | [ iting Criteria | @& i ‘ 8 [ Properties. ‘ (& Item History ‘
New | X 4 port to v
‘ ‘ Use As Default v ‘ Location v ‘ Location Description v ‘ Roof Construction v ‘ wall Construction v | Area v

0 Risk Location = 52

Risk Location d save [ save and Close | <) cancel

T
OK Cancel

C
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3. Underwriting Criteria
You can freely type any underwriting criteria pertaining to this specific risk.

4. Extensions
All extensions created during product setup will now be available for selection via drop-down menu:

 Validate | [ Cancel Risk | [Z] @
L“l‘ Building - Building Other- @ @

Task Dashboard / Short Term Pelicy / Teessen Pieter (P.) (CIB - C52... / Building Other-

Save Save and Close | 9) cancel

| @ General information | Location Information | & Building | (4 Underwriting Criteria | & Extensions | 43 Re-lnsurance | o roperties | (@ Item History |

[ Mew | X (%] [H Exportta ~
‘ ‘ | Extension hd ‘ Additional Info Display Al ‘ Cover Al ‘ Excess A ‘ Excess Percentage v | Premium ¥ | SASRIA A

& Risk Extension = =

Sum=R 0.00

General Information

- A I8 e
Lied Datex Excess percentage*

e Save and Close | %) Cancel

Last Day: Additional Info Display:

Additional Info Text:

Cover:™ Additional Info List:

SASRIA:

Reference:

L

I

5.  Security List
All Risk security items created during Product setup will be available for selection via drop-down

menu:
+ validate | [@ Cancel Risk | [@ Automated Process | [Z)] a
- Motor - Motorcar- @ @

Task Dashboard / Short Term Policy / Teessen Pieter (P.) (CIB - CS2... / Motorcar-
Save [& save and Close | 9) cancel

| (& General Information ‘ & Motor ‘ 2 iting Criteria | @ ‘ s i@,s;wity List I%ng-lmmnue ‘ () Properties ‘ (& Item History |
[ mew | X [4 [H Exportto ~
|| security List + | Aditianal 1nfo Display + | additional Info List v
[y Risk Security List = 2

Security List: [wa  [-[0/#] addimfoDisplay Translation 1= | | - .
i [wn T-1cl9] ol sove [ Sove and Clese | ) Cance
Additional Info Display: addl Info Display Translaton 2: ||

Additional Info Text:

Il

Additional Info List:

oK Cancel

6. Re-Insurance
When a portion of the insured amount is re-insured elsewhere, e.g., Sport motors will be insured up to
a certain maximum amount at a local Insurance company and the remainder with Lloyds of London.
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# validate | [8 Cancel Risk | (& Automated Process | [Z)] e
- Motor - Motorcar- @ @
Task Dashboard / Short Term Policy / Teessen Pieter (P.) (CIB - CS2... / Motorcar-

Save Save and Close | <) Cancel

(# General Information ‘ < Motor | 4 iting Criteria | @ i & ‘ (Z5ecurity List [ 8 Re-Insurance [§ () Properties | (@ Ttem History ‘

Re-Insurance Information

Re Insurer: ‘N/A "“ﬂl;‘

Re Insurance Date:* I |

Re Insurance Percentage: [

Insured Amount:* [

i

Re-Insured Amount: ‘

Save Save and Close | ) Cancel

7. Properties
Properties field allows you to capture additional information which is not standard to the application.

Property categories need to be set up in the Administration module by the System Administrator.
8. Item History
This tab shows a summary of movement on this risk and contains information on how the premium is

structured.

Item history will only be visible if ‘Enable Collections’ was selected on the product setup.

8] Personal Legal Liability-Personal Legal Liability - Personal Legal Liability: & ix

(@ General Information | [ Underwriting Criteria |~ & Excess Information = &3 Re-Insurance () Properties | & Ttem History

[ Bwortto ~ Filter Al tems -
Total " Total Histc
Period = [ herod oy Effecive oy Inception ) Cancel ) nsued 3] SASRUA e [ | Commission (| (010 ] Hstery Edersirs (= Tt o ) S éy:\:{nl B | bt g e e B
201 906 0 2019-06-01 2019-06-01 R 1 500 000.00 R0.00 R 35.00 R0.00 Current R0.00 R 0.00 R 35.00  Current ElsabeV 2019-06-10
201 906 0 2019-06-01 2019-06-01 R 1 500 000.00 R0.00 R 35.00 R 0.00 v ;::ir:ln R0.00 R 0.00 R 35.00 | None ElsabeV 2019-06-10
Page 1 of 1(2 items) 1 Pagesize: 20 |~
Claims
All claims related to this policy will be summarized on this tab:
[l New | & validate | %Il Apply Formula | 8§ client Portal ~ | [2] Change Policy Owner | [ [8 Cancel Policy | (£} @ Refresh -
Short Term Policy - Van Der Merwe Elsabe (E.) (Santam (Pty) Ltd - 20171106) QY

Task Dashboard / Teessen Pieter (P.) (CIB - C52... / Claim / Short Term Policy / Van Der Merwe Elsabe (E.) (San...

Save Save and Close @3 Save and New | %) cancel

| [ short Term Policy | 5] Policy Fees | (fiLocations | || Palicy Wording | (% Risks ﬂcla\ms ) o tinked Policies | @ Contract Roles | [s] Commission | [ Tasks | [0} Documents | na

)ﬂ New | X (& ~ A Exportto ~| Filter |All Claims I=]
IF Claim No ¥ Insurer @ Date Of v Date < gipurted ¢ | category ° Cause For Claim Finalised Assessor

Claim No Loss Reported Claim ¥ | Status ¥ | pate ¥ |Recovery ¥ |yoime ¥ | Consultant ¥
\ I I =] | I I I I =l I I
(4 20171104 5986 gél':";’;:‘;gezm 2017-11-01 Insured Glass Damage ';';ff:;:“" Processing

Count=1

Page 1 of 1 (1 items) e ez

Save Save and Close &9 Save and New | ©) Cancel

You can also register a new claim directly from here.
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Registering a new claim
You can also register a claim directly from the navigation pane:

& my Details Log Off
Quick create - @ - | search|
v 8 contact Management (] new | X (2 & Refresh | [H Bxportto ~ Filter [all Claims [+]
Dashboard
& contact Claim
& Devartment Contact Tesk Dashboard / Teessen Pieter (P.) (CIB - CS2... / Short Term Policy / Van Der Merwe Elsabe (E.) (San... / Claim
epartment Cont
s company Drag a column header here to group by that column
& person EHom D | T ¢ |Insurer  _ |Dateof  |Date o |Reported o | o |Cavse  _ |ciaim o |Finalised | o |Assessor oL
£ Supplier jim o S Claim No Loss Reported By B For Claim © | Status Da LS Name onsultan
[ Task [ I I I[ 5]l x| I Il I[ Il 5]| I[ I
2, Contact Group . Mator
. @ :‘ﬁ"‘“ Johann (3 2012-03-07  2012-05-08 Pister yehide, vehicle Reported
& Note 9 accident
D t
@ ocumen @ 20171104 JenDerMerme g5 20171101 2017-11-01 Tnsured Glass Damage | Aceidental  procecging
2] Questionnaire Eisabe (E.) Damage
) Strydom Jannie o . Vehicle Accidental Appelgryn
o Email 4 00001 09 2011-03-01  2011-03-03 Jaco Damage Damage Reported noRecovery PRI MR
sMs i i
=] Strydom Jannie o . Vehicle Accidental Appelgryn
calendor (@ o001 o3 2011-03-01 20110303 Jaco Damage Damage Reported NoRecovery  FECTRT
@ Notification
& vy Details Page 1 of 1 (4 items) Page size:
Y Filter Criteria
v % Short Term
Short Term Policy

The claims list view gives you a summary of all claims registered in the application.

When selecting to register a Claim from the Navigation pane you need to search and select the relevant
policy. When registering a claim directly from the policy, the policy details are already selected.

Select New from either the Navigation pane or policy action bar:

Claim Detail

(] New g Clone... v & validate |3 Pay Claim

[@ Automated Process

(3 Refresh | @ Links ~ | Show in Report

Claim
e Department Contact / Person / Vermaak Elsabe (E.) (€1 2355436... / Claim / Claim

X5

Save Saveand Close &% Save and New | 9 Cancel
[ Claim Detail || [ Description Of Event || = Additional Detail |~ [¥] Tasks =~ & Notes Documents =] Questionnaires %] Propertysheet | £= History
General Information Claim Report Information
Policy:* M/& & |# Administrator: N/A & F
Claim No:™ Insurer Claim Mo: Consultant: N/A @ 7
Date Of Loss:* ~ Recovery: - ]|
Date Reported:* 2020-06-23 ~|  Reported By: Total Estimate: <
Claim Status:* Registered ~|]/#| Reason:* NJA - | Policy Premium: <
Category:* N/A ~ (1 # CauseFor Claim:*  N/A -2 Claim Account: N/A L]
Finalised Date:™ . Balance: < Journal Balance: =
Catastrophe
General Information
Fieldname Description Required
Policy Select policy relevant to this claim @
Claim No Application automated number &

Insurer Claim No
Date of Loss
Date Reported
Reported By
Claim status
Reason
Category

Cause for Claim
Finalise date
Catastrophe

Capture claim number as provided by Insurer for ease of reference
Select date of loss

Select date reported

Capture details of person who reported the claim

Select claim status from drop-down menu

Select status reason form drop-down menu if applicable

Select relevant claim category

Select cause of claim from drop-down menu

Capture finalise date when claim is finalized

Select if applicable

©

e ©
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Claim Report Information

Fieldname Description Required
Administrator Select Claims Administrator from drop-down menu
Consultant Select Policy Consultant from drop-down menu
Category Select relevant claims category from drop-down menu
Recovery Select type of recovery from drop-down menu
Total Estimate Estimate amount will auto populate from Risk sum insured
Policy Premium Premium will auto populate
Claim Account Create claim account to manage payments on this claim
Balance Balance will auto populate from claim account
Journal Balance Journal balance will auto populate from claim account

Description of event
Free text field to describe the event.

Additional Detail
You can capture more detail regarding the claim:

e Claimant
e Record must be linked to policy on Contract Role to be selected on claim when applicable
e Third party information
e Free text field
e Assessor Information
e Assessor does not have to be an active record in the application. You can capture the Assessor
detail.
e  Police report information:

e Police reference no
e Date of report
e Station address

Save your claim after you have captured all relevant detail to link the specific Risk Item.

Claim Items

[ New | o validate | (¥ Refresh -

Claim 00
Teessen Pieter (P.) (CIB - C52... / Short Term Policy / Van Der Merwe Elsabe (E.) (San... / Claim / Claim

[& save [H save and Close [#% save and Mew | 9 cancel

| [T Cteim petail | (4 Description Of Event | 5 Additional Detail | Claim ttems |Irasks | @ notes | [J) pocuments |

New | 3¢ ] [H Bxport to ~
‘ ‘ Risk - ¥ | Insured Amount ¥ | Claim Amount ¥ ‘ Total Excess ¥ ‘ Current Risk Address ¥ ‘ Total Estimate ¥ ‘ Total Actual ¥ | Variance ¥ | Extension ¥ | Claim Status ¥
@ Honda R 25 000.00 R 0.00 R 0.00 R 0.00 R 0.00 R 0.00 Processing
Sum- Sum=R 25 000.00 Sum=R 0.00 Sum=R 0.00 Sum-R 0.00 Sum-R0.00  Sum=R 0.00
Page 1 of 1 (1 items) s e

[ save [ save and Close &% save and New | ¥} Cancel

All Risk items captured on this relevant policy will now be available for selection on the Risk drop-down
menu.

The description field is available to capture your risk item on Tier 1 policies where no risks were captured
on policy level.
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ﬁ' Claim Item

J [E]Claim Itemn ‘ @AﬂdmssDetails | Itemn History ‘

Risk:* | - |! sured Amount:* | |

Extension: N/A Claim Amount: | |
Colt Rodeo - S5D332GP

Claim Status:™ Main Residence Total Excess: |U | - |

Supplier: /A | F

$ Estimates

Ll mew | X LA [H Exportta -
| ‘ | Claim Estimate Type + ¥ | Estimate ¥ | Actual ¥ | Variance ¥ | Date Paid ¥
No data to display
Count=0 Sum=R 0.00 Sum=R 0.00 Sum=R 0.00
0K Cancel

After selecting the relevant Risk, the Insured Amount and Total excess amount will be auto populated,
provided this information was captured on the policy.

On Tier 1 policies this information can be captured manually.

# Colt Rodeo - SSD332GP - Claim Item E £

J [&1 Claim Item | @Address Details | Item History |

Risk:* | Colt Rodeo - S5D332GP | A |!| nsured Amount:*

Extension: |NJ‘A |'|ﬂ|;|

Claim Status:™ |Reported |v | ﬂ|;|

Supplier: | N/A |@|;|

Description: | |

$ Estimates
[ new | X [ E Exportto ™

| ‘ | Claim Estimate Type « ¥ | Estimate ¥ | Actual ¥ | Variance ¥ |Date Paid ¥
No data to display
Count=0 Si R0.00 S R 0.00 R 0.00
OK Cancel

C
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Claim Amount will also auto populate once you have entered the damage estimate.

After you have entered all relevant detail of the risk you need to capture an estimate for the damage:

$ Estimates

[] New | X [t @ Export to ™
‘ ‘ | Claim Estimate Type <« ¥ | Estimate ¥ | Actual ¥ | Wariance ¥ | Date Paid ¥
Mo data to display
Count=0 Sum=R 0.00 Sum=R 0.00 Sum=R 0.00

Ok Cancel

Select New estimate:

$ Claim Estimate

Claim Estimate Type:™* |

Estimate: 0 B

Actual: 0

Variance: |

Date Paid:* |

OK Cancel

Select estimate type from drop-down menu and enter the estimate amount.

Notice that the Claim Amount on the Claim Item detail view has now been populated:

# Colt Rodeo - SSD332GP - Claim Item = £
J [ claim Ttem ‘ (i) Address Details ‘ Item History |
Risk:* [Colt Rodeo - 5503326 |~ |#| Insured Amount:® |
Extension: ‘NIA ‘ = ‘ EI|!| ICIaim Amount:
Claim Status:™ ‘Reported ‘ - ‘ ﬂl!l Total Excess: 0 -
Supplier: [m/a [o|2|
Description: [Damage of vechile |
$ Estimates
[ vew | X %] [H Export to ~ ,
E Claim Estimate ; - Date
e ¥ | Estimate ¥ | Actual ¥ | Variance * g T
) [# Own Damage R 75 000.00 R 0.00 R 75 000.00
Count=1 Sum=R 75 000.00 Sum=R 0.00 Sum=R 75 000.00
Page 1 of 1 (1 items) EI Page size:
oK Cancel
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Tasks

You can create and manage claims tasks directly from the claims detail view.

=

I N/ -

~

@ claim =
|2 Claim Detail ~ [J# Description OF Event = Additional Detail @ Claim Items l [ Tasks [ &9 Notes Documents
& File Task | [# UnFile Task | 2. Forward Task | {5} Schedule Task | [z} Automated Process \.If Add Note + @ Exportto ~ Filter My Tasks hd
Task N~ . — — | Start —, Due — . — Percentage —, Assigned —, Created —, Date — | Reported —
Number |~| | Subject || Type || Date (&2 Date || | Status || | Priority [+ Complate [ To 552} By 552} Created [ By [+

=

N/A T w

Mo data to display

Cancel

These tasks will also be visible on your dashboard as well as on the client view.

Note that the Contract on Task now refers to the claim and not the policy and will therefore not be visible
on the Short Term Policy Task tab:

[#] Task

] 2 N [T schedule Task ~

J [#] Task Detail ‘ [ Attachments ‘ [ Logs | @ Task Links ‘
Contact: [Botha Johann (1 M) le/2|
Contract: |/sotha tohann 0 my2ssss) | [~]2| suppiier: [wa [«]2]
Task Number: | | Assigned To:* [wa [-[2]
Type:* [wia [-1el[2] Priority:* [+ Wormal =
Subject:* [ | o Level:  [Hone [-]
Start Date: [ [=] Percentage Complete: [0 £l
Due Date: [ [+] £ remind me Reminder Date:* ]
Status:™ | B notstarted [] Date created: [ |
Reported By: [win |@|2| created By: [ ]
(= 1nsert Template
%00 B cz|lE Ele
[Normal [+] [arial [~] [tFontsize) [+] | B A~

Linked Policies
Linked policies allow one to build a profile for an owner based on other policies. Typically used to link a
Company’s Commercial Policy with the Owner’s Personal policy.

These policies will be linked automatically when the Relationship between parties has been set up.

Short Term Policy - Vermaak Elsabe (E.) (AIG Insurance - AIG1006)

Task Dashboard / Nel Elna (J.E.) (Santam Insura... / Short Term Policy / Vermaak Elsabe (E.) (AIG Insur...

(< X5

Short Term Policy S/ Policy Fees | =| Policy Wording | & Claims Linked Policies [ &b ContractRoles (S| Commission | [¥] Tasks Documents & Motes  ||Questionnaires = = Hic 2
il Apply Formulz | ® Authorize Changes | 2| Change Policy Owner | [3f Reinstate Policy Undo Policy Changes | [ Cancel Policy | [ Automated Process @ Re-Calculate | Show in Report @ Exportto ~

owner ¥ Intermediary ] Product [l GUECt oy InCEMON gy ) PEMUMEC ) yat () premium (¥1 Fees el 100 (] | commission [ | 981 v

E ?_‘,%'E_E)'“ % Fin Services (Pty) E’fr:“lt:’e’; 100619 2019-06-01 ;’;ﬂgrw R312.14 %_E'; R358.96 R 50.00 R 408.96 R0.00 1

?ﬁE_E)'“ E&c Fin Services (Py) f‘f‘r:“l?e’j 1006154 2019-06-01 Cancelled R0.00 RO0.00 RO.00  RO0.00 R0.00 R0.00 0

C
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Contract Roles
Contract roles manage the relationship of a contact with its contracts.

Please refer to this section in Contact Management.

Commission
Short Term Policy | 58] Policy Fees | =| Policy Wording &) Claims Linked Policies G5 Contract Roles E Tasks Documents | &9 Notes || Questionnaires &= Hist
Contribution: R 0.00 < Comment:
Annual Escalation: 0.00% < Expected Commission: R 0.00 <
Use Template Current Commission: R 0.00 =
Template:* N/A ~ | Total Commission: R 0.00 2

Last Statement Date:

8] Commissions 8] Statement Details
[ New 3X Delete [# Edit [H Bxportto ~

Effective Date ~ [v| Transaction Category [~  Commission Value [~| ' Expected Commission [~]  split Total

[z

No data to display

All commission received for this policy/contract will be read only (cannot edit - depending on your
application permission).

Fieldname Description
Contribution Contribution as captured on policy will auto populate this field
Annual Escalation Auto populate when captured where applicable
Use Template For Commission Administrator use only
Template Determines commission split between parties. For use of Commission Administrator
only
Comment Any comments generated when commission is processed
Expected Expected commission as determined by Tier 3 policy captured

Commission
Current Commission Displays last commission received as per Last statement date

Total Commission Calculates all commission processed since inception
Last Statement date Date when last commission was received
Commissions tab Displays different commission agreements when applicable. For Commission

Administrator use only
Statement Details tab  Shows individual commission transactions as and when received

Tasks
Summary of all tasks related to this policy.

Please refer to Task Management on how to create and manage tasks.

Documents
Use the Documents tab to add a new document onto the application.

Please refer to the Documents section on how to add or create a new document.

Questionnaires
Please refer to the section on Questionnaires
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History
Track changes to short term premium and commission on history tab.

5 Short Term Policy - Vermaak Elsabe (E.) (AIG Insurance - AIG1006) QO

Task Dashboard / Nel Elna (J.E.) (Santam Insura... / Short Term Policy / Vermaak Elsabe (E.) (AIG Insur...
5] Policy Fees \;| Policy Wording Q Claims I§| Linked Policies & Confract Roles |ﬂ ‘Commission Tasks [£] Documents 24 Motes |£| Questionnaires <

Iﬁ Exportto +
Log Date = [>|  User Name [~ | status |~ | Contract Value [~ | Contract Premium [~ Contract Commission [~
10 June 2019 03:01 PM Elsabev In Progress R 0.00 R 50.00 R 15.00
10 June 2019 03:00 PM Elsabev In Progress R 0.00 R 50.00 R 15.00
10 June 2019 03:00 PM ElsabeV In Progress R 0.00 R 50.00 R 15.00
10 June 2019 02:54 PM ElsabeV In Progress R 0.00 R 50.00 R 15.00
10 June 2019 02:52 PM ElsabeVv In Progress R 0.00 R 0.00 R 0.00
Page 1 of 1 (5 items) 1 Pagesize: 20 -

Note the completely different action bar pertaining to short term insurance. These buttons allow you to
manage your policy more efficiently:

Quick create v @ -
—

] new | X Delete | (& Edit | 31l Apply Formula | & Client Portal ~ Authorize Changes | [2] change Policy Owner | [ ) undo Policy Changes | (& = (¥ Refresh | [ Exportto ~ | Show in Report ~|  Filter | AllPolicil

@ Short Term Policy

Task Dashboard / Van Der Merwe Elsabe (E.) (San... / Motorcar-Citroen C2 / Teessen Fieter (P.) (CIB - C52.... / Short Term Policy

Drag a column header here to group by that column
Owner % | Intermediary ¥ | Product - i:'r‘n";‘f % | Inception Date ¥ ‘ Status + Cr:t"““'“ B | vat Premium ¥ | Fees v I?r“'ium ‘ Commissian -
[ I[ I[ I[ I[ =] | [ =] [E] \ Ll
g E Business 1 ABC Brokers Santam Commercial 5T34534534 2011-05-10 Active R2017.54 282, ‘: R 2 300.00 R 782 000.00 784 300.[5 R 340.00
Authorizing changes
I ilable when ‘Enabl llecti duct’ I d
Only available when ‘Enable Collections on Product’ was selected.
When capturing risks, you will notice that the items captured are displayed in blue italic font.
[] MNew ®Clone.. v X Delete [ Edit il Apply Formula I Authorize changesl\g Change Policy Owner [ 9 Undo Policy Changes (9 (& Automated Process (2] ¥ Refresh (| Exportto ~ Show in Repc
B Short Term Policy
TCEV0201803-1 / short Term Product / A & G Commercial / 22nd On North Guest House (Aut... / Short Tem Palicy
Drag a column header here to group by that column
owner | Intermediary i~ product &) | Product & | ontract [ | Anniversary Month ) Inception Date I~ | status ™ | Fees ! | commission ! | Total pre
A8 G Commercial = = = 3
I v g | 2NAOnNothGUeSt  poc i corvices (Py)Ltd A& G Commergal  Auto and General  TC-SYS200708-31  August 2017-08-29 Active RO.00 RO.00
2| B2 iﬂ“ﬁ eo" North GUESt " o Fin Services (Pty) Ltd | A& G Commercial | Auto and General  test2 August 2016-08-31 Adive RO.00 R0.00
@ [ abAN(®) ﬂﬂffhg‘;‘;’;“‘e A&GCommerdal  Autoand General 806031928 October 2012-10-08 Imported R0.00 R0.00
(@ | [E] |24/7 TAXUSERVICES | BBC Fin Services (Ply)Ltd A& G Commercial | Autoand General  fsa October 2016-10-26 Active R0.00 R0.00
(&[] malan Francois (F.) BEC Fin Services (Pty) Ltd A & G Commercial | Auto and General ~ 123FIM456 November 2015-11-01 Active RO.00 R0.00
[2  [E] 247 TAXISERVICES  BBCFinServices(Py)Ltd A& G Commerdal  Autoand General  TW0241 Octaber 20161026 Active ROA49 R0.00
@ | 5 ii’:‘lge"" North Guest | par py Services (Pty) Ltd | A & G Commerdial | Auto and General | 1995/10/25 October 2016-10-25 Re-Instated R 19.00 R0.00

This highlights that this specific risk has been changed or newly added to the policy; thus, a change in the
Policy premium may be possible.

The policy itself on the Short Term Policy detail view will also be colour coded in blue italic font.

The purpose of the blue italic colour coding is to highlight all changes that have been made to a policy or
risk and is a temporary state. You can still change or rectify any information on this item before it is finally
authorized. Any further changes will then be calculated in the Item History field.

It is important to note that a policy in the temporary blue italic state will not be considered during the
month-end process. Ensure that all changes have been authorized.
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Undo Policy or Risk Changes
Any policy or risk change can be undone whilst in the unapproved (blue italic) state:

(] New 4 Clone... ~ o Validate il Apply Formula @ Authorize Changes Change Policy Owner L Reinstate Policy l"} Undo Policy Changes l\_a Can

& Short Term Policy - 22Nd On North Guest House (Auto and General - TC-5YS201708-31) Y5 )

TC-EVXX201803-1 / Short Term Product / A & G Commercial [ Short Term Policy / 22Nd On North Guest House (Aut...

v @ Automated Process (=] Re-Calculate ™ Refresh | Show in Report]

[ save [HsaveandClose [ Saveand New | <) Cancel

Short Term Policy | 58] Policy Fees | (i Locations | (=] Policy Wording @ Risks @ Claims Linked Policies |~ & Contract Roles | [$] Commission Tasks Documents

X Delete (& Edit @ Authorize Changes | <) Undo Risk Changes (3 Cancel Risk = (b Automated Process (2 Re-Calculste [ Exportto ~  Filter All Risks -

Drag a column header here to

5 Notes | [£] Questionnaire >

oup by that column

I Product " Total
oy ~l ion I~ | TEEM ~l (| | External | Inception | Cancel | Extension . Accessory i~ | Totl v | Total ~ Toal o Total i~
= R e e Description ool Reference X1 poporence ™ pate 7 pate ™ cont ) amount ) Ured B pencions ™ | premum ™ sasria ™ commission
No Type Amount
R5000/
Passenger - Passenger  Passanger
- (& 1 Hax R4 P iabilit o 2017-09-01 a RO.00 R 5 000.00 RO.00 R 175.00 RO.00 R O.00
000 / event
Count=1 Sum=R 5 000.00 Sum=R 175.00
Page 1 of 1 (1 items) 1

Pagesize: 20 |~

Please be attentive NOT to use the Undo Policy changes action button when only one risk change needs to
be undone.

Cancelling a Policy or Risk Item
On both the Risk Item- and Policy Action Bar you will find either the Cancel Risk- or Cancel Policy icon.

Please take note of the 2 different action bars:

[J New [2Edit 4% ~ %l ApplyFormula @ Authorize Changes E ‘Change Policy Owner | Reinsiate Policy <) Undo Policy Changes lB Cancel Policy Ié Automated Process  [Z)| Re-Calculate (% Refresh  Show in Report
& Short Term Policy - Nel Elna (J.E.) (Santam Insurance Company - 100619) X5 )
SOBHAY M (N G) (SA Eagle - LT2... / Vermaak Elsabe (E.) (AIG Insur... / NGELAKHE HLOKOMILE (H) (Auto &... / Short Term Policy / Nel Elna (J.E.) (Santam Insura...
Short Term Policy 351 Policy Fees. (% Locations |=] Policy Wording @Rlsks edaims Linked Policies &Cﬂntrarl Roles (8] commission Tasks. Documents 5 Notes |£| i 2
@® Authorize Changes | <) Undo Risk Changes [& Cancel Risk & Automated Process (%] Re Calculate @ Exportto ~ Filter All Risks -
| Product
Secion v [> | Risk  ~ [
Type
Ttem : -
vl |Seq < Ttem . ) | Reference [ External =] Inception =) Cancel = Extension = Accessory =) Total Insured = Total = Totafr = Total = Total . =
No Description Reference Date Date Count Amount Amount Extensions Premium SASRIA Commission
[E Section: House Contents (Count=1)
[E1 Product Risk Type: Domestic Contents (Count=1)
v 1 Contents 0 201%-06-01 o R 0.00 R 180 000.00 RO.00 R 358.96 R 90.00 R 0.00
Sum=R 180 000.00 Sum=R 358.96

Cancel a Risk Item

When cancelling a risk item, a pro-rata premium will be calculated from effective date to cancellation date
and will be considered on your next month-end.
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[ Mew | & validate | %j] Apply Formula | 88 Client Portal | [£] Change Policy Owner | [ (& cancel Policy | [Z]] 3 Refresh -

Short Term Policy - Van Der Merwe Elsabe (E.) (Santam (Pty) Ltd - 20171106)

Motorear-Citroen C2 / Teessen Pieter (P.) (CIB - C52... / Business 1 (Santam (Pty) Ltd -... / Short Term Policy / Van Der Merwe Elsabe (E.) (San...

Save Save and Close &7 Save d

=] short Term Policy | 8] Policy Fees ‘ (i Locations ‘ =] Policy Wording | @ Risks | @& claims | [ Linked Policies ‘ b Contract Roles | 8| Commission | [¥] Tasks ‘ [£] Documents | & Notes | [2]q
X Delete | (2 Edit [J[@ Cancel Risk l@ [A Exportta | Filter [All Risks [-]

Drag a column header here to group by that column
Item ) .
. eroduct ) tem External Inception Cancel _ | Extension _ | Accessory _ | Total Insured Total Total Total
o ﬁﬁq T | RiskType T [SeCtion T | pocoiption T | Reference ¥ | pocience T | Date ¥ |pate T |cCount T |Amount ount 7 | Extensions T | Premium ¥ | sasmia
Householders Private
v | @ 0 orher Houscholders Building Dwelling 0 2017-11-01 0 R0.00 R 150 000.00 R 0.00 R 356.85 RO,
Personal Personal
0 Lega Lega pifie 0 2017-11-01 0 R0.00 R 500 000.00 R0.00 R 63.25 RO
q . Eer;Tnal Legal
Liability Liability ability
7] 0 Trailer ‘Iff:i:f“’ Trailer 0 2017-11-01 0 R0.00 R 15 000.00 R0.00 R 56.25 RO.
@ 0 Death Plan g:’;‘:'*‘_'t plan | Death 0 2017-11-01 0 R0.00 R 20 000.00 R0.00 R 48.25 RO
0 Motorbike Motorcycle  Honda 0 2017-11-01 0 R0.00 R 25 000.00 R0.00 R 365.25 RO
biki reycl d
Personal
%] 0 cComputer Al Risks Dell 350 235668742 0 2017-11-01 0 R0.00 R 25 000.00 R0.00 R 263.25 RO/
Equipment
0 Legal Access  Legal Access  Legal Access 0 2017-11-01 0 R0.00 R 100 000.00 R0.00 R 56.98 RO
| | ']
Count=7 Sum=R 835 000.00 Sum=R 1 210.08
Page 1 of 1 (7 items)

Select the cancellation date as well as cancellation reason from the ‘Cancel Policy Item Process’ detail view:

@ Cancel Policy Item Process =
Cancel Date:*  [2017-12-04 [=]
Cancel Reason:* |NIA |'|ﬂ‘§|
0K Cancel

Note that this item now appears in purple on the Policy detail view.

Cancelling a Policy
Please ensure that all claims are finalized before you cancel a policy.

Premium status should be changed to ‘cancelled’ before you select to cancel the policy.
The ‘Cancel Policy Item Process’ detail view will display. Enter the cancellation date and reason.

Please note that a pro-rata calculation on the policy premium will be considered during the next Month-
end process.
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Reinstate Policy
A policy can be reinstated after cancellation by using the Reinstate Policy icon on the Action Bar.

There are 2 options for Reinstating a policy:

1. Reinstate with new date
Select the tick box on the Reinstatement process wizard:

I

[T] Re Instate With New Date
Re Instatement Date: | 2016/04/01 -

|| Create History For Unpaid Periods

When selecting to reinstate a policy with a new date, the inception date of that policy will be reset
to the date selected.

Only risks where the cancellation date is the same as the policy cancellation date will be reinstated.
Risk Item history will be reset to show the actual entry before cancellation.
Policy status will now display as Reinstated.

2. Reinstate with original date

When you reinstate the policy from original date, the inception date of the policy and risks will not
change.

Only risks where the cancellation date is the same as the policy cancellation date will be reinstated.
Risk Item history will now be reset to show the actual entry before cancellation.
Policy status will now display as Reinstated.

Create History for unpaid periods will be selected if the client has made payment for all the unpaid periods.

The application will now create history entries on Risk Item History to update this policy. All these entries
will then display as pro-rata calculations.

Re-Calculate

The Re-Calculate action button will become active if rate maintenance has been setup on the Product to
calculate the risk premium according to rates specified.

Month-end Process

While administering your policies, the application keeps a history of all calculations on each risk item to be
used for the month-end process for premium collection (provided that the changes have been authorized).

(@ General Information | & Building | [ Underwriting Criteria 83 Re-Insurance () Properties || (& Item History

([ Bwortto v Filter All Ttems ~

- Total Total
period ~ [ | Period =y | Effective (2 Inception (2 | Cancel 1 | 110 i ) | sasria () | 722! & | commission [ | P10 ) | MOV 5 | eensions e | TOH! ~
Raised Date Date Date AT Premium Rata Type VAT Commission Premium

- ~ History - -
=6 & payment [ g"da"“' i~ ba-";l ~
Type Y pdate

201 803 201803 2018-03-01  2018-03-01 R5000000.00 R1000.00 R2854.28 R 0.00 ;[:Ir;‘:ta R 0.00 R0O.00  R2979.50 s;?::ﬁ: Elsabev 2018-03-16

201 803 0 2018-03-01  2018-03-01 R5000000.00 R1000.00 R2854.28 R 0.00 Current R 0.00 R0O.00  R2954.28 Current Elsabev 2018-03-16

201 804 202005 2018-04-30  2018-03-01 R5000000.00 R1000.00 R2854.28 R 0.00 Monthly R 0.00 R0O.00  R295428 s;?::ﬁ: Shamielah]  2020-05-20

Page 1 of 1 (3 items) 1 Pagesize: 20 |+
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The month-end process runs on Short Term Product and all history items of all authorized changes and
active policies are being calculated.

Select the Product(s) on which to perform the month-end process and select ‘Month End’ action:

&, contact Management [ New | 5 Clone... v A E l . Process Debit % lonth Endle Refresh @ Links ~ [H Bxportto v
[ % Short Term
Shrt Term Polcy (§ Short Term Product
Person / Vermaak Elsabe (E.) (QL2355436... / Claim / AIG Personal Insurance / Short Term Product
‘Short Term Product r here at column
Minimum
@ Claim Estimate Category Name =[] | Product Provider [v]  Product Type (v] MUMUM i) e pcive o) | LEEMONN () prgmim 4 | rures B [Acalet | Bemal o
Frequen
[ Premium Status paey)
[ Recovery A = =S - .
. ABSOLUTE MOTOR ABSOLUTE MOTOR
@ Risk Type 2 | UNDERWRITER Lloyds Commercial R 0.00 v UNDERWRITER
Creditlife Admiral Motor / ‘Admiral Motor /
5] Assurance [@  Passenger Liabilty Admiral Commercial R0.00 v Passenger Liability
& Investment Pailicy Poilicy
Medicalaid [ Admiral Motor Policy  Admiral Commercial R0.00 v admiral Motor Policy
[ Funeral (@ Agn-sure Mutual and Federal Commercial R 0.00 v REI?;,“ Topsurance
El Commission (2 AIG personal AIG Insurance Personal Lines R0.00 v AIG Insurance
% Financials
3 v [4 AIGPersonal Insurance AIG Personal Lines R350.00 . 2018-04-30 MG South Africa
< asset Register
. Auto & General Auto & General . Auto & General
(3 Administration @ ke 8 2o Personal Lines RO.00 v 2018-05-31 Auto & General Pom e
] Reports
m | g | GlDcEEel Auto & General Commercial R 1025.00 Z 2018-06-29 Auto & General A& G Commerial
4§ Tadls Personal Policy
Auto Trade Auto Trade
== ~ (4 AutoTrade Motor policy Underwritting personal Lines R250.00 5 2018-03-31 Underwritting South Africa
anagers Managers
o Be & Be Sure Be & Be Sure
= 2 ospialty policy fe & Be Sure Commercil oo ’ Hospitalty Policy

Select the Month end date and Payment frequency of policies on which premium should be calculated.
Click on Ok to perform the Month End Calculation Process.

E5 Product Month End Process
Month End Date: >
Manth End Period: 2
Contribution Frequency: N/A -||[]|#
0K Cancel
Refresh the Short Term Product screen in order to see the Last Month End date:
Short Term Product
Task Dashboard / Short Term Product
o Minimum
Name ~ || | Product Provider [~ | Product Type || E’nremilljrl;r'l' [~ |15 Active [+ E:: Month [~/ QPremium [~/ | nsurer |~ | Area List [~ E);t‘;aénal [~
Frequency
ABSOLUTE MOTOR N ABSOLUTE MOTOR
@ | yNDERRITER Hoyds Commercial R0.00 v UNDERWRITER
Admiral Motor / Admiral Motor /
[&  Passenger Liability Admiral Commerdial R 0.00 o Passenger Liability
Poilicy Poilicy
miral Motor Policy miral ommercial . v imiral Motor Policy
Admiral Motor Poli Ad | [« al R 0.00 Adi | Mator Poli
[& | Agri-Sure Mutual and Federal Commercial R 0.00 v ssl‘ljc?t Topsurance
[#  AIG Personal AIG Insurance Personal Lines R 0.00 v AIG Insurance
[# AIG Personal Insurance | AIG Personal Lines R 350.00 v 2018-04-30 AIG South Africa
Auto & General Auto & General Auto & General
[t Personal Policy Insurance Personal Lines R 0.00 v 2018-05-21 Auto & General Personal Policy
Auto & General -
@ Personal Policy Auto & General Commercial R 1025.00 v 2018-06-29 Auto & General A & G Commercial
Auto Trade Auto Trade
[#  Auto Trade Motor policy Underwritting Personal Lines R 250.00 v 2018-03-31 Underwritting South Africa
Managers Managers
Be & Be Sure . Be & Be Sure
[t Hospitality Policy Be & Be Sure Commercial R 0.00 v Hospitality Palicy
@ Cceu CEU Commerdial R 0.00 v 2014-02-28 Wheels Bussure Paolicy
[#  CIA Building Policy CIA Commerdial R 0.00 v CTA Building Policy
Commerdial Multi-Mark  Teessen Consulting N
[ 11 Template Commerdial R0.00 v
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The next step will be to generate debit transactions.

Process Debit
The Process Debit action will generate a debit transaction for each Policy in the appropriate Journal.

[JNew ®&5Clone.. v 3 Delete (gt Edit | Process Debit §E8 MonthEnd (3 Refresh @ Links ~ [ Exportto ~
jp Short Term Product
Task Dashboard / Short Term Product
Drag a column header here to group by that column
. Minimum
Name « [ | Product Provider (| | Product Type [ | MUMUM o) popcye vl | EESEMONth o) ey ] Tnsurer ) | Area List g Btemal g
Premium End Frequency Cod

ABSOLUTE MOTOR N ABSOLUTE MOTOR

@ UNDERWRITER Hoyds Commercial R 0.00 - UNDERWRITER
Admiral Motor / ‘Admiral Motor /

[#  Passenger Liability Admiral Commercial R 0.00 v Passenger Liability
Poilicy Poilicy

[&  Admiral Mator Policy Admiral Commercial R 0.00 v ‘Admiral Motor Policy

[@ Agri-Sure Mutual and Federal Commercial R 0.00 v "}Del‘i;g“ Topsurance

[#  AIG Personal AIG Insurance Personal Lines R 0.00 v AIG Insurance

[#  AIG Personal Insurance | AIG Personal Lines R 350.00 v 2018-04-30 AIG South Africa
Auto & General Auto & General Auto & General

& Personal Palicy Insurance Personal Lines R 0.00 v 2018-05-31 Auto & General Personal Palicy
Auto & General -

v [ Persanal Palicy Auto & General Commercial R 1 025.00 v 2018-06-29 Auto & General A 8 G Commercial
Auto Trade Auto Trade
[#  Auto Trade Motor policy = Underwritting Personal Lines R 250.00 v 2018-03-31 Underwritting South Africa
Managers Managers

You need to ensure that all the relevant journals required for the process have been created. Navigate to
the Financials section on the Navigation Pane:

& Contact Management [] New X Delete [ Edit [ Postlounal (¥ Refresh @ Links ~ [ Exportto v Show in Repo
# Short Term
2 creditufe ", Journal
& 8 Accurance " Task Dashboard / Short Term Product / Journal
& Investment Name + [v| Balance (¥l | Recurring (%] Last Processed Date (%] | Last Updated [%  Updated By 2]
3 Medicalaid @ [  Adustments R 45 02156
(7 Funeral [@ [ | CashDeposits R0.00
= E Commission (@ @ | Clim Alotions R 50 000.00
& —— [@ [ Claim Payments R-50 000.00
m (@ [ | Collection R0.00

[, Financial Batch [& |3 | Commission R0.00

@ PaymentType [@ (3 |Deposits R0.00

[ Transaction Type & [ _Monthend R5207.53

[ Account Type 17} MonthEnd R0.00

[ collection Type (@ (%  monthend reverse R0.00
5 poset Regeter [@ (@  Month-end3 R0.00
[% Administration
5] W Reports Page 1 of 1 (11items) < |1 Pagesize: 20 |+
i Tools

The purpose of a journal is two-fold. It allows you to:
e review all the transactions that need to be raised and to ensure the correct amounts will be raised.
e take note of all cash payments during a month or money that needs to be credited to the clients.

Select the relevant Product(s) on which the month-end process was performed. Select Process Debit. The
Journal Process Wizard will appear. Complete the relevant information as per below example:

C
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[ Journal Process g

General
Journal:* Maonth end =\
Journal Balance: R 2
Transaction Date:*  2020-06-23 s
Description: * JUne 2020
Reference:

To
Transaction Type:™ Debit Order ~ (]|

oK Cancel

Review and post Journal Entries
Browse to Financials and open the relevant Journal to review the entries:

All premiums to be collected will now reflect within the ‘Collections’ Journal:

[J New X Delete [ Edit (S Postloumal (@ Refresh @ Links v Show in Report
, Journal - Month end X5 )
" Task Dashhoard / Short Term Product / Journal / Month end
Name: Month end Recurring
Balance: R 5 207.53 Last Processed Date:
[H Bxportto ~
- - = - - - - = - _ Amount - - -
Transaction ) | Account ) | Transaction (0| peforence [l | Description  ~ [v) Debit Amount v C°9E ) VAT o itnude ) vaT [+ Total bl Posted [
Date Type Amount Type VAT
- > | /A - - 2 = -
Van Der Merwe . y
2020-05-20 Celeste (C) (ACC- | Debit Order AIG0316 ";:fr'i?g‘ﬂ"l‘g‘:“"mm” R 2 954.28 R0.00 VAT v R-385.34 R 295428
EVX201803-6)
Abdulla Joe (1.) o Collect
2020-05-20 ACC- Debit Order AIG201801 A:;]T‘”g'u"lg olection R2253.25 RO.00 VAT v R-293.90 R2253.25
EVX201803-1)
Count=2 Sum=R5207.53  Sum=R 0.00 Sum=R-679.24  Sum=R 5 207.53
Page 1 of 1 (2 items) 1 Page size: 20 ~

You can open any of the entries to view the details. The entry information was collected from the Item
History as referred to in ‘Month-end process.’
*_» Premium Collection April 2018 - Journal Transaction

=11+

Detail | Source
A Exportto +
Source s = = = ~ Total ) |Amount — Date . Period | Period
e |»| | Description [»|  Period | | Amount [ | VAT [»| Premium [ Excl VAT [y Raised |»| | Transaction [+ Raised [ Paid [w]
_ Building - Building - R
Risk Building (Monthly) 201804 R1954.28 240.00 R 2954.28 R1714.28 2020-05-20 202 003 a
Page 1 of 1 {1 items) 1 Page size: 20 |~

When a premium was incorrectly calculated, you can delete the specific journal entry. Make the necessary
changes to the relevant policy and redo the process starting from Month-end Calculation. The corrected
entry needs to be added to the Journal again.
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Take note: DO NOT delete the Journal; only the specific journal entry:

) Newl X Delete I.r Validate = () Post Journal = Refresh @ Links ~ & n Re
., Journal ®Month end QO
" Task Dashboard / inth end
[ save [& saveand Close &% Save and New | <) Cancel
Name:* Month end Recurring
Balance: R 5207.53 ©  LastProcessed Date: ha
) New (& Edit [ Bwortto +
Transaction [, Transaction _, = ~ | Debit ] | Credit  — | VAT AT = i~ ]
oot |v| | Account v Type I~/ Reference |w | Description + |v| T Iv| o | Type | \I;ﬂ_ude | VAT Iw|  Total ||  Posted |v|
Delete selected Journal entry = = = =
Van Der Menwe
Celeste (C) " Premium Collection
v A [4 2020-05-20 (ACC- Debit Order AIG0316 April 2018 R 2954.28 R0O.00 VAT v R-385.34 R 2954.28
EVX201803-6)
Abdulla Joe (1.) . -
A | @ 20200520 (ACC- Debit Order | AIG201801 zm,w'zuﬁ;“"m“’” R2253.25 RQ.O0| VAT v R-293.90 R2253.25
EVX201803-1) P
Count=2 Sum=R 5207.53 Sum=R 0.00 Sum=R-679.24 Sum=R5 207.53

When you are satisfied that all the Journal entries are correct, you can continue to post the Journal.

Posting the journal entries will create the actual debit transactions on each client’s account and will clear
the transaction entries from the journal. The Journal balance will change to R 0.00

[ New XX Delete < validate Refresh @ Links ~ ort
. Journal - Month end QO
Task Dashboard / Short Term Product / Journal / Menth end
@ save [HsaveandClose & SaveandNew = %) Cancel
Name:* Month end Recurring
Balance: © Last Processed Date: hd
[ New X Delete
- Amount
Transaction o | | Transaction o = § . (v | Debit < |Credt o VAT = = = =
Date \»| | Account 22} Type I~ | Reference |w| Description Il T | Rt I Type 152} Ln;}ude I vAT I~ Total v | posted [v|
Van Der Merwe
A o & | 20200520 Celeste (C) Debit Order AIG0316 Premium Collection R 2 954.28 R0O.00 VAT v R-385.34 R2954.28
(ACC- April 2018
EVX201803-6)
Abdulla Joe (1.) . .
Ak [F | 20200520 (ACC- Debit Order | AIG201801 :rerfl"g‘n";scu"m'“” R2253.25 RO00 VAT v R-293.90 R2253.25
EVX201803-1) P!
Count=2 Sum=R5207.53 Sum=R 0.00 Sum=R-679.24 Sum=R 5 207.53
Page10f 1 (2items) < |1 Page size: |20 |+

Refer to the Financials module for Debit Order Collections

@ - Search
& contact Management [ New X Del (4 Edit | G= (5 Aut nt (Refresh @ Uinks ~ (| Bxportto ~
= short Term
Creditufe [~ Account
5] Assurance =" Task Dashboard / Short Term Product / Joumal / Month end / Account
2 Tovestment Drag a colu here to group by that column
wedicaltid
- Acount o Account o 5| DebitOrder = = < = =
& Funera Ovmer = i = ) i ] Journal Balance (] | Debit Or ¥ Balance (¥ | ProcfRequired (¥ | ColectonDay %] IsActve (] | Reference (]
8] Commission van der merwe = = = = = =
TF I
Bl %83 Financials 2 | G ‘é;’;gﬁwg;we 35007/00616 Debit Order R0.00 R-2227.85 R-2227.85 7 LOA106/755
. Journal
@ | = o pet e 30100/00223  Debit Order R0.00 R-22 65195 R-2265L95 1 LOAD07/667
& PaymentType @ & ‘é:{;gz'[gem ‘E\\%msn}e Debit Order R 2054.28 RO.00 R0.00 1 g AIGU316
[ Transaction Type 2| = e [”'E"%RWE 35007/00674  Debit Order R0.00 R4.03 R4.03 1 L0A212/850
[ Account Type
9 Collecion Type Sum=R 2 954.28 Sum=R-24 875.77
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5 Account - Van Der Merwe Celeste (C) (ACC-EVX201803-6) A
Short Term Product / Month end / Account / Journal / Van Der Merwe Celeste (C) (ACC...
Account Number: ACC-EVX201803-6 Proof Required
‘Owner: Van Der Merwe Celeste (C Collection Day: 1
Account Type: Debit Order Reference: AIGO316
Bank Account: Standard Bank, Chegue Account, 070230684, Van Der Menwe C Journal Balance: RO.00
Email: Balance: R2054.28
Vat Number: Debit Order Amount: R 2 954.28
Cﬂ' Transactions '+ Journal Transactions. E Contracts
Recondile Transaction + ||| il Reverse Transaction | [ Exportto +
Transaction s | Transaction =l =l — | Ansaunt ~| | VAT =l =l <l =l
[w| | Reference |w| || | Description 4 |w|  Debit Amount || Credit Amount |w| Include 2} [ | vAT I»| | Total | Recondled |v|
Date Type VAT Type
- Debit Order
4 | 2018-03-31 AIGO316 Payment March 2018 Payment R 0.00 R2979.28 v VAT R 365.88 R-2979.28 v
& 2080331 AIGI316 Debit Order March 2018 Premium R25.00 R0.00 v VAT R-3.07 R25.00
March 2018 Premium
& 2018-03-31 AIGO316 Debit Order Collection (Pro Rata) R 2954.28 R 0.00 v VAT R-362.81 R2954.28
£ 2020-05-20 AIGO316 Debit Order ';ﬁlfrg‘ummc""‘z‘“u" R2954.28 R 0.00 v VAT R-385.34 R2954.28
Sum=R 5 933.56 Sum=R 2 979.28 Sum=R-385.34 Sum=R 2 954.28

Credit Life

By listing all Creditors, monthly PDA payment, first instalment date calculating Final expiry and final
instalment date from initial loan period, allows you to manage all aspects of a Credit Life policy.

New Credit Life Policy

A new credit life policy can be created from 2 different places:

e  Credit Life policy list view,

& My Details Log Off

e R e —

v B Contact Management e |x %) %l Apply Formula | &3 | & & @ Refresh | (@ Export to ~
Dashboard
9 Contact Credit Life Policy
& Department Contact Task Dashboard / Credit Life Policy
epartment Con
4 company ‘ Owner ¥ | Intermediary ¥ | Product 7 | fonkact ¢ | nception Date 7 ‘St.ahls 7 | Sumlnsured 7 | OpenTasks ¢ |ListPayment o | LastPayment o | Monthly ¥
2 rersen umber ate ayme
& Suvplier [ [ I I Il I Bl =] | Ll [l
9 Tosk T @ MR echokes RSSO ougsn owano awe ® 150 000.00 o R o000 R 12595
=
&G Contact Group Page 1 of 1 (1 items) Fage sizei[20_[1]
& note

Document

[2] Questionnaire

& Email

@ Notification
& My Details
F Fitter Criteria
> % short Term
v (2] creditiife
@ credit Life Product
& creditor
[ Credit Life Cancellation Reason
[ credit Loan Period
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e  Orfrom aclient’s profile
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Person - Van Der Merwe Elsabe (E.) () Q@
Task Dashboard / Credit Life Policy / Person / Van Der Merwe Elsabe (E.) ()
Save Save and Close &9 Save and New ~ | ) Cancel
J & Details ‘ [ office ‘ & Additional Contact Information
Displayname: | ]
Surname:™ | | primary Record
First Name:* [Eisabe | Date of Birth: [1970-03-05 [=]
Second Name: [ | age: [ |
Call Name:® |Etsabe | oHumber: | |
Assurance Policy [e. | Lenguage: [ frikaans [=1d]=]
Commission C‘"‘"““”Mm [-]c[#] Gender: |Female [-]
Credit Life Policy [ [#]x] Fax Number: [a [2[+
& roneral Gn?w Foliey |uszssz:34z |¢M Email:* c0.za |
& Funeral Policy [wa [25 open Tase: ‘ |
Medical Aid Policy
short Term policy || Bank Accounts | & Relationships mcuntracﬁ | ®contectroles | Fnotes | [oocuments | - sms | o Email | 2] Questionnaires | (A Propertysher ()
[ new ~ IELink ) X 4 &8 ﬂb{numo -
[ | ;r:::‘t Provider & | product Type = ¥ | Contract Number ¥ | Inception Date % | Contract Value ¥ | Premium ¥ | Status L3 | Consultant ¥
| I /[ [l El L=l I
(&  sanlam Commission Contract  Top0711 2017-11-01 R0.00 R2569.25 Pending

Credit Life Product, List of Creditors, Cancellation reasons and Loan Periods are set up by your System

Administrator.

Please take note that the Credit Life Policy detail view has its own unique information tabs pertaining to

Credit Life policy administration.

The detail view is divided into 4 sections:

1. Policy Information

2. Record of Advice Information
3. Cancellation Information

4. Banking Information

Credit Life Policy

€ X6

Cancel Date:™

Cancel Reason:™ N/A

Short Term Policy / Nel Elna (J.E.) (Santam Insura... / Short Term Product / Credit Life Policy / Credit Life Policy
Save Save and Close &% Save and New | %) cancel
I General @'Ged\tnrs |5| commission | [ Insured Benefits ﬂ.cunhact Roles. [¥] Tasks | &9 Notes Documents |£| Questionnaires = History &Wanings and Errors I

Credit Life Policy
Owner:* G N/A & |#| Intermediary: N/A - Z
Product:* N/A > |[]||# Insurer: N/A LalE
Contract Number:* Reference Number: Sum Insured: R0.00 2 Premium: R 0.00 2
Source: N/ * [| & Contribution Frequency: Monthly » (] # Second Insured Surname: Monthly PDA Payment: R 0.00 =
Inception Date: *  First Installment Date:* *  Second Insured First Name: Final Expiry Date: A
Loan Period: N/A ~ [ & Consultant: N/A w & Second Insured ID Number: Final Installment Date: -
Status:* 1In Progress

Record of Advice Information Banking information
Marketing Date Time: ~  Payment Type:™ Premium collected by the Insurer halllE J
Marketing Reference: Invoice To:* /A & F

Debit Order Account:* NfA ~|]|#
Cancellation Information Account Balance: < | Journal Balance: <
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General

1. Policy Information
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Fieldname Description Required
Owner Select the owner of this policy from the drop-down menu as (]
captured or create a new record
Product Select relevant Product from drop-down menu ()
Contract Number Capture the unique contract number ()]

Reference Number

Source
Inception date
Loan Period

Status

Contribution Frequency
First Instalment date
Consultant
Intermediary

Insurer

Sum Insured

Premium
Second Insured Surname

Second Insured First
Name

Second Insured ID
Number

Monthly PDA Payment
Final Expiry Date
Final Instalment Date

You may select to have a reference number in addition to the

contract number.

Select source from pre-defined list

Inception date of policy @
Select from drop-down menu as prepopulated by your System
Administrator

Select policy status from drop-down menu

Select frequency from drop-down menu ()]
Date on which first instalment is to be paid

Select Consultant from drop-down menu or create new

Select intermediary from drop-down menu @
Select Insurer relevant to this Product

Sum insured will be calculated from list of Creditors. If no

Creditors are listed sum insured should be captured

Enter premium of credit life policy.

A second insured person can be specified on the policy without

being an actual client in the database. Capture the Surname.

A second insured person can be specified on the policy without

being an actual client in the database. Capture the First Name

A second insured person can be specified on the policy without

being an actual client in the database. Capture the ID of the

person.

Capture premium as agreed with Payment Distribution Agency

Date will auto calculate from inception date and loan period

Date will auto calculate from first instalment date and loan

period

2. Record of Advice Information
Record Marketing information which may be a Compliance requirement on your policy documentation

i.e., Record of Advice.

3. Cancellation Information
You will only be able to cancel a policy using the Cancel Policy action button on the action bar:

aokea ~ | ® - \
[ Mew | X Delete | [ Edit | %1l Apply Formula | & Client Portal vIEB Cancel Policy Iakglr\stnel’nlla/ (¥ Refresh | [ Exportto ~
Credit Life Policy
Task Dashboard / Persen / Yan Der Merwe Elsabe (E.) () / Credit Life Policy
| Jome iy« o o o fmeerome  vfome o [ommas 1 [orms v [umrmmenone « [ oo romen: -
¥ (@ AnticMiaden (M)  ABC Brokers Do icyouP Credit 20170611 2017-11-01 Active R 150 000.00 o R0.00 R1259.25
Page 1 of 1 (Litems) () [1] Page size: 20 |v]
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&

(@ Cancel Credit Life Policy Process E £2

Cancel Date:™  |2017-12-05 =]

[=lale]

Cancel Reason:* | /A

| Email Documents

This checkbox specifies whether you want to send specific emails to the chent and the creditors as was set up on the Credit
Life Product. E.g. Policy Cancelation letter

0K Cancel

Cancellation documents and procedures will be setup by your System Administrator. Check ‘Email
Documents’ should this be relevant to your process.

4. Banking Information
Payment type will default to the type as specified by the System Administrator.

Please refer to Financials with regards to collecting premium and setup of Debit Order Account.

Creditors
All Creditors should be active Company records in Contact Management.

The necessary Creditors will be setup by your System Administrator for selection.

& 9¢900 - Policy Creditor had — O ®
Home: Tools ~
(%@ @ @[ &
—i & validate
Mew Clone..| Save Saveand Save and MNew || . Workflow || View @ Mext Record Close
= o Close - ) Cancel < <
|Records Creation | | Sawve 1! Edit | |Open Rel | Records Navigation || Close |
Creditor:* X + | Created By: SysAdmin
Sub Palicy Number: Date Created: Friday, 29 September 2017 1:40 PM -
Account Number: * Email Sent: X v
Type Of Debit:* Unsecured ~ | Updated By:
Sum Insured: R0O.00 | LastUpdated: -
Premium: RO.O0 %
Fieldname Description Required
Creditor Select from the drop-down menu (]

Sub Policy Number
Account Number
Type of Debit

Sum Insured

Premium

Autogenerated combining contract number with total Policy
creditors

Enter client’s account number with this Creditor

Select from drop-down menu

Enter outstanding balance to this creditor. This amount will
calculate to the General policy detail view

Premium due to this Creditor

©

C
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&

Paid-up Creditor
A creditor can become ‘paid-up’ whilst the policy is still active.

By selecting ‘Paid-Up’, the Sum Insured of the policy will reduce with the sum insured amount of the paid-
up creditor.

Credit Life Policy s

Task Dashboard / Short Term Policy / Vermaak Elsabe (E.) (Auto & Ge... / Credit Life Policy / Credit Life Policy

Save Save and Close &Y Save and New | %) Cancel

General | @ Creditors | |S| Commission | {F Insured Benefits =~ @y Contract Roles | [¥] Tasks | 4 Notes Documents Questionnaires | /\ Warnings and Errors | 3= History
() New X Delete (& Edit 5 Automated Process  Show in Report [ Exportto +

Creditor a [v|  Sum Insured [~| ' Premium [~| ' Sub Policy Number [»  Account Number [+] ' Type Of Debit [ Paidup [
v @ OLD MUTUAL FINANCE (PTY) LTD R 22 729.55 R0.00 IP-5A-15-2 856513845143 Unsecured
[¢ | OLD MUTUAL FINANCE (PTY) LTD R 22729.55 R0.00 IP-5A-15-3 856513845143 Unsecured
[ | OLD MUTUAL FINANCE (PTY) LTD R 22 729.55 R0.00  IP-5A-15-1 856513845123 Unsecured
Page 1 of 1 (3 items) 1 Page size: 20 |«
Commission
General ﬁ' Creditors |4 Insured Benefits ﬂ, Contract Roles [¥] Tasks =~ 4 Notes Documents Questionnaires | £= History &Wan‘im;t; and Errors
Use Template Expected Commission: R 0.00 2
Template:™ NfA ~  Second Year Commission: R 0.00 5
Market Value: R 0.00 © Current Commission: R 0.00 =
Annual Escalation: 0.00% % Total Commission: R 0.00 =

Last Statement Date:

1

8 Commissions | (# Markat Values 8] Statement Datails
[] New X Delete (4 Edit (B Bxportto ~
Effective Date ~ [~| Transaction Category |>| | Commission Value [~ | Expected Commission |~ Split Total

[%]

No data to display

Fieldname Description

Use Template For Commission Administrator use only

Template Determines commission split between parties. For use of Commission
Administrator only

Last Statement date Date when last commission was received

Market Value Not applicable

Annual Escalation Not applicable

Expected Commission Capture expected commission

Second Year commission Capture when and if applicable

Current Commission Displays last commission received as per Last statement date

Total Commission Calculates all commission processed since inception

Commissions tab Displays different commission agreements when applicable. Only for Commission
Administrator use.

Statement Details tab Shows individual commission transactions as and when received
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Insured Benefits
Insured Benefits setup on Product will auto populate on policy:

& Notes | [B Documents | A\ Warnings and Errars B Questionnaires

B Commission

E|@|@a|?||ﬁ'_ Search|@v

I Description

,w EE9C0O - Credit Life Policy Insured Benefit
Second Insured . Home | Tools %

e &d @ & X9 8§ ¢o O a

New Clone...| Szve Saveand Saveand New | Delete Cancel || Show Workflow || Refresh | Previous MextRecord | Close
i v Close Instances Record
Records Creation Save Edit Workflow View Records Mavigation Cloge

Description: | Main Insured

Benefits
BB 0O PIE = |2
[ | Credit Life Benefit Taken ]

Contract Roles
Contract roles manage the relationship of a contact with his contracts.

Please refer to this section in Contact Management.

Tasks
Summary of all tasks related to this policy.

Please refer to Task Management on how to create and manage tasks.

Documents
Use the Documents tab to add anew document to the application.

Please refer to Documents section on how to add or create a new document.

Reinstate Policy
A cancelled policy can be reinstated at any time.

Quick create ~ @ - ‘Search‘

[ Mew | X Delete | [ Edit | 5il Apply Formula | 88 Client Portal ~ | (& Cancel Policy I@ Reinstate Policy p Refresh | [ Exportto ~

Credit Life Policy

Task Dashboard / Credit Life Policy

Contract Monthly

Owner % | Intermediary ¥ | Product w | % | Inception Date ¥ | Status % | SumInsured ¥ |OpenTasks ¥ E‘:t:""'““t ¥ "af:;::t’"“e’“ V|, ¥
\ I I I | L= | El| El| [ = ]

¥ 74 a'll‘;i': Mladen  Apc Brokers Efj;'t'tﬁ::\:’“w 20170611 2017-11-01 Active R 150 000.00 0 R 0.00 R1259.25
Page 1 of 1 (1 items) E| P
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[ Re Instatement Credit Life Policy Process = E3

Re Instate With New Date *

Re Instatement Date:* | |

Status:* | Re-Instated | - | ' | !|

#| Email Decuments

This checkbox specifies whether you want to send specific emails to the client and the creditors as was set up on the Credit
Life Product. E.g. Policy Schedule or Welcome Letter

0K Cancel

Reinstatement documents and procedures will be setup by your System Administrator. Check ‘Email
Documents’ should this be relevant to your process.

Cancel Policy
Cancel Credit Life policy by selecting the Cancel Policy action.

8 Contact Management [] New ®Clone.. v 3 Delete [ Edit £ %I Apply Formula 4 Renstate Policy | (@ Automated Process ~ (3 Refresh @) Links ~ [ Exportto v Show in Report
+ Shart Term ey . .
5 [ crediite Credit Life Policy
) Month end / Account / Journal / Van Der Merve Celeste (C) (ACC... / Credit Life Policy
Credit Life Claim | Product = - Contract o 5 = = | Monthly | LastPayment . LastPayment =
;Cmm dedam Owner o prodtn & poduct v (oML nceptonDate [v] Stats  [v] Suminsured (vl DRV LStPey & | [ | Consultant [~
ife Produ
& Creditor - = & & -
[ Credit Life Cancellation Reason V4 :’,‘:33""2 L g‘fg:;"'f“ P-58-15 2016-11-16 Active R 68 188.65 R 12 500.00 R0.00
[ Credit Loan Period N o
5 Assurance @ E‘ﬁ“; ;“a"r‘es Forbes E;‘:‘:;L'fe IP-CLS-16 2017-04-13 Re-Instated R59417.97 R'5450.00 R0.00
Investment Plessis Johannes Credit Life ) )
L f R Q 1.,1.0) Forbes Forbes IP-CLS-5 2017-04-13 Active R 59 417.97 R 5 450.00 R0.00
Capture cancel date and select cancel reason.
[& Cancel Credit Life Policy Process @ x|
Cancel Date:™ 2020-06-23 -
Cancel Reasom:*  N/A - |0 |#

Email Documents

This checkbox specifies whether you want to send specific emails to the dient and the creditors as was set up on the Credit Life
Product. E.g. Policy Cancelation letter

0K Cancel

Email documents is reserved for a back-end process which can be ignored unless this process has been
implemented on request and according to your business rules.
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Credit Life Claim
A claim can be captured directly from the Navigation panel or on the applicable policy

@ - Text to search.. Search
& contact Management [ New X Delete | (o Edit (¥ Refresh @ Links v [ Bportto ~ Showin Report
' Short Term
5 ] Credit e QCredlt Life Claim
=] credit e pol Account / Joumal / Yan Der Merwe Celeste () (ACC... / Credit Life Policy / Credit Life Claim
@ Credit Life Claim Drag  column header here to group by that column
Displayname [l Contract Number [*| Claim No [>| TInsurer Claim No  [] | Date Of Loss [l  category [l Cause For Claim || ' Claim Status [~ Consultant 2]
Creditor
[ Credit Life Cancellation Reason —
9 Credit Loan Period (& VermaakElsabe(E)  AIG3S69 CLD-AIG3569 85466985 2019-12-01 Temporary Disability | Accidental Payment Processing  Abrahams Mark (M.)
<[ Assurance [# Vermaak Elsabe(E)  AIG3S69 3569-19 2020-04-01 Loss of Income Retrenched Payment Processing
& Investment (& | Fabio's Company Fabio1234 Fabio1234 2020-06-27 Loss of Income Retrenched Registered
& Medicalid @ %.?";3‘“”‘3"“9” P-SA-7 IP-SA-7-001 2020-04-06 Loss of Income Retrenched Registered
& Funeral .
8 Commission @ | Fynn Harry (HO) 25625444 CLM2020 2020-01-26 Temporary Disability | Depression Settled
T Financials
< Asset Register Page 1 of 1 (5 items) 1 Pagesize: 20 |+
%
[] New &5 Clone... v~ 3 Delete [ Edit £y | Apply Formula [© Cancel Policy [ f Reinstste Policy (g Automated Process ~ (3 Refresh @ Links ~ Show in Report

Credit Life Policy - Vermaak Elsabe (E.) (AIG - AIG3569)

Joumnal / Van Der Merwe Celeste (C) (ACC... / Credit Life Claim / Credit Life Policy / Vermaak Elsabe (E.) (AIG - AL..

(XS

& ContractRoles | [7] Tasks = &9 Notes Documents Questionnaires | = History | /1 Wamings and Errors

@ Insured Benefits

‘General L:‘a' Creditors @ Commission

Show in Report ~ |ﬁ Exportto -

Displayname [~ | Contract Number [> clamMe |~ Insurer Claim No vl DateOfloss [v  Category [~ Ccause For Claim [~  daim Status [~ Consultant [v]
Vermaak Elsabe (E.) AIG3569 CLD-AIG3569 85466985 2018-12-01 Temporary Disability Accidental Payment Processing ‘Abrahams Mark (M.)
Vermaak Elsabe (E.) AIG3560 3569-19 2020-04-01 Loss of Income Retrenched Payment Processing

Page 1 of 1 (2 items) 1 Page size: 20 -

Create new claim on applicable policy will default the policy on the claim

@ Credit Life Claim @l x|
(@ Claim Detzil | [ Description Of Event | (= Additional Detail | [] Tasks = &% Notes Documents Questionnaires Propertyshee ol
General Information Claim Report Information
Policy:* Vermaak Elsabe (E.) (AIG - AIG3569) w & Administrator: N/A o F
Claim No:* Insurer Claim No: Consultant: N/A w P
Date OF Loss:* ~| Insured Benefit:®  N/A 2l
Date Reported:* 2020-06-23 ~  Reported By: Policy Benefit:* /A halmiF
Claim Status:* Registere | & Reason:™ N/A ~| Estimate: R 0.00 v
Category:* N/A ~ [l £ CauseFor Claim:*  MN/A - 2 Policy Premium: roac K
Finalised Date:™ | Claim Account: NfA & |F
Account Balance: < Journal Balance: E
oK Cancel
Claim Detail
General Information
Fieldname Description Required
Policy Select applicable policy &
Claim No Enter claim number for internal reference or claim number will (]

auto populate if set up on credit life product

Insurer Claim No
Date of Loss
Date Reported
Reported By

C

Enter insurer claim number if applicable

Select date of loss

Select relevant date the claim was reported

Free text field to capture name of person who reported the claim

©

)
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Claim status
Reason

Category
Cause of Claim

Finalised Date

TEESSEN CONSULTING

Select relevant status

Drop-down of status reasons will be available for selection if
applicable on the status selected

Select Claim Category from drop-down menu

Select Cause of Claim applicable to the specific Claim Category
from drop-down menu

Enter finalised date when claim status is in a final state

(<] <]

Claim Report information

Fieldname Description Required
Administrator Select Claims Administrator from drop-down menu
Consultant Select relevant Consultant from drop-down menu

Insured Benefit
Policy Benefit
Estimate

Policy Premium
Claim Account

Account Balance
Journal balance

Select applicable benefit linked to policy on which claim is
registered i.e., Main or Second Insured

Select policy benefit applicable to the specific insured benefit i.e.,

Death

Claim estimate will auto populate if a formula was applied on this

specific benefit, if not, estimate can be captured
Policy premium will auto populate from policy selected

Create a claim account to manage payments on this specific claim

Account balance will auto populate from claims account
Journal balance will auto populate from claims account

©
©

Description of event
Free text field to be captured with details of event or can be pre-populated with default template if

selected on Claims Category

B &

Mormal ~ | Arial

Vehicle Information
Fleetno:

Driver details:
Name:

License code

Design HTML  Preview

X x £ =S EEGQE=EMAQ

[ Claim Detail || [ Description Of Event | [ Additional Detail |~ Claim Items | [¥] Tasks | & Notes | [2] Di [2] Questionnai [E]er

@~ A ~

~ (FontSizey » B I U §& =

4= History

C

knowledge | innovation | service

)




TEESSEN CONSULTING

Additional Information

[T Claim Detail [ Description Of Event || [= Additional Detail Tasks | <9 Motes  [5] Documents |2 Questionnaires = [%]Propertysheets | = History

Claimant Information

Claimant: NfA - &

Claimant Age: 0 2

Additional Information
Assessor: N/A & F
Assessor Name:

Police Report Information

Police Ref No:* Date Of Report:* -

Station Address:™

Claimant
Select Claimant from policy as captured on Contract Role. Claimant’s age will auto populate with details
captured on record linked on Contract Role.

Assessor
Link Assessor from Contact list or free text capture in ‘Assessor Name’ field if this Assessor is not a Contact
record.

Police Report Information
Police report information fields will be active to capture if it was selected on the specific cause of claim
applicable.

Tasks
Summary of all tasks related to this claim

Please refer to Task Management on how to create and manage tasks.

Note
Summary of all notes related to this claim

Please refer to Notes on how to create and manage notes.

Documents
Please refer to Documents on how to create and manage documents

Questionnaires and Propertysheets
Please refer to Questionnaires on how to create and manage questionnaires
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Assurance

Manage Assurance policies with their own unique benefit structures.

New Assurance Policy
A new assurance policy can be created from 2 different places:

e Assurance policy list view,

& My Details Log OFF
Quick create + @ -

v & Contact Management New p([-,\gs (4 =it | %1l Apply Formula | &3 clie

sync | (@ Refresh | [§ Exportto

Dashboard

Assurance Policy

23] Contact
Task Dashboard / Credit Life Policy / Assurance Policy

& Department Contact
5 Company I [ ouner + [ policy humber 7 [ proguct + [ policy vatue + | Annwet escalotion ¥ | comment v |intermediory 7 | maturiy pate 7 [ aturty age v
& person [ [ [ [ Ll Ll [ I[ | EJ

Suppli i
5] Supslier @ T sanzseas Sanlam Topaz R 345 000.00 10.00% ABC Brokers 0
[ Task E
& contact Group L iz ﬁ')'““'d‘””“ O urersorazsiieoss 1OV Groun Life R 130 000.00 0.00% Insurance Busters  2030-01-30 78
& Note
h Page 10f 1 (2 teme) e
Document

[2] Questionnaire
& Email

SMS

{9 calendar
@ wotification
& My Details
Y Filter criteria
> % Shert Term
> Creditlife

v 8] Assurance
Assurance Policy

( Assurance Product
[ Assurance Type
B3 Benefit Type

e  Orfrom aclient’s profile

& Person - Van Der Merwe Elsabe (E.) () (< Y5
Credit Life Policy / Assurance Policy / Contact / Person / Van Der Merwe Elsabe (E.) ()
Save Save and Close &9 Save and New ~ | %) Cancel
| & oetais | Foffice | 9 Additional Cantact Information
Displayname: [van per Merw E) |
Surname:* | | Primary Record
First Name:* [Elsabe | Date of Birth: |1970-03-0s [-]
Second Name: I | age: [+ |
Call Name:™ [Etsabe | 1oNumber: [ |
Initials:* [e | Language: [afrikaans [-[a[=]
Title:® [Miss [-]c[#) cender: |Female [=]
Work Number: [nia [2[x] Fox number: [ra [2]4
Cell Number: |0828533342 [@]x] Emait= [ co.za ]
Home Number: ‘N/A ‘ t’lx‘ Open Tasks: |4 ‘
[ Tosks | @fiadoresses | o Bank Accounts | & Relationships || [2] contracts |l@Contract Roles | & Notes | (] Documents | - sms | . email | [2]questionnaires | [APropertyshests ()
[ new ~ (@ Link Le‘w X pelete | (4 Edit | 8 die Export to
S i ¥ |Product Type ¢ | contract Number ¥ | Inception Date % | contract value % | Premium v | status % | consultant ¥
Commission Contract
Credi Lifs Py | I | Il Elf =] I
. Commission Contract  Top0711 2017-11-01 R 0.00 R 2 569.25 Pending
& Funeral Group Policy
EE Funeral Policy E Funeral Policy 256987 2017-11-30 R 0.00 R 0.00 Pending
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&

. ls o
= | Assurance Poli
Task Dashboard ,’Asﬁurance%g | Assurance Policy @ @
Save Save and Close &% Saveand New <) Cancel
Detail || &} Account 8] Commission
Owner:* ‘l’-l_f»’: ard | Palicy Value: R0.00 =
Product:™ N/& > |[]# Premium: R 0.00 2
Product Provider: Contribution Frequency: Monthly > |2
Contract Number:* Annual Escalation: 0.00% =
Reference Number: Intermediary: NfA - #
Source: N/A - [1 £ Consultant: N/A @ P
Inception Date: w | Maturity Date: -
Status:* In Progress = | Maturity Age: ] °
Cancel Date:™ ~ | Anniversary Date: -
Cancel Reason:* N/A
[P Benefits | [7] Tasks = @ Claims | Contract Roles Contract Links &9 Notes | ] D 2] 2] p £ History
] Mew | 3 Delete  [# Edit Showin Report ~ [ Bxportto ~
Displayname  [¥ contractNumber  [v] damMo  [v| InsurerclaimMo ) DateOfloss vl category ) causeForclam  [v) claimstatus ) consultant (v
Bo data #n dicnl:
Fieldname Description Required
Owner Select relevant owner from Contact database. &
Product Select relevant product. All products with their unique benefit

Product Provider
Contract Number
Reference Number
Source

Inception Date
Maturity Date
Anniversary date

structures will be setup by your System Administrator

Defaults to Product Provider as setup on Product

Capture unique policy number as provided by the Product Provider
Free text field to be used at own discretion

Select source from pre-defined list

Enter date from when policy is effective

Enter maturity date

Enter anniversary date

©

Status Select from drop-down menu (]
Cancel Date Enter date from when policy needs to be cancelled

Cancel Reason Select cancel reason from pre-defined list

Policy Value Enter policy sum insured

Premium Capture agreed premium

Contribution Frequency
Annual Escalation
Intermediary

Select from drop-down menu
Capture escalation percentage if applicable
Select Intermediary from drop-down menu

Consultant Select Consultant responsible for this policy
Maturity Date Enter the applicable date
Maturity Age Maturity age will auto calculate from client’s age and Maturity date

Anniversary Date

Enter the applicable anniversary date

Benefits

The benefit structure as setup by your System Administrator will auto populate when you select the

Product on this policy:

[ Benefits I [¥] Tasks ‘ & Contract Roles | Contract Links ‘ % Notes ‘ Documents | [2] questionnaires | [2] Propertysheets | 4= History |
[ new | X ] [H Exportto ~
[ | ‘ Benefit Type -7 |Amnunt ¥ | Premium ¥ | Last Updated ¥ | Updated By % | Priority A
] [#  Dread Disease R 70 000.00 R0.00 2017-04-12 Admin 0
@ [  Income Replacement R 15 000.00 R0.00 2017-01-24 Admin 0
# [#  Life Cover R 70 000.00 R 100.00 2017-04-12 Admin 0
Page 1 of 1 (3 items) EI Page size:

C
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Each benefit’s insured amount and premium (where applicable) can now be captured:

[{f Life Cover - Benefit =14
Benefit Type:* | Life Cover =&
Cover Type:* Death -
Amount: R 2 000 000.00 <
Premium: R 0.00 =
Comment:
oK Cancel
Tasks
Summary of all tasks related to this policy.
Please refer to Task Management on how to create and manage tasks.
Claims
Create new claim from policy or Navigation panel.
& Contact Management [ New 3 Delete | [ Edit | 3 Refresh @ Unks ~ [ Bportto ~ Show port ~
+ Short Term . m .
&l creditife eAssurance Claim Assurance Policy - Vermaak Elsabe (E.) (Discovery - 260719)
y Recipient Statement / Task / Person / Person | Automated Process Queue / Assurance Claim / Assurance Policy / Vermaak Elsabe (E.) (Discovery...
3] 80 Assurance
Assurance Policy Drag a column header here to group by tha
- ——
¥ Assurance Product PEnAme — |Z Detail | @R Account | (8] Commission
[ Assurance Type
@ Cover Type [t  Vermaak Elsabe (E.) 26! Owner:* Vermaak Elsabe (E.) @ #|  Policy Value|
& Tnvestment [&  Fiynn Hamy (HJ.) MM Product:* Life Plan-Discovery < | Premium:
33 Medicalaid [&  Marais Pierre (P.) ALY Product Provider: Discavery Contributior,
[ Funeral [& Vermaak Elsabe (E) 18 Contract Number:* 260719 Annual Esca
[5] commission [# VvermaakElsabe (E) 26 Reference Number: VER719 Intermediar
%' Finandials
Source: NfA > [] # Consultant:
b Asset Register )
E& Administration Page 1 of 1 {5 items) 1 Inception Date: 2018-06-01 ~ Status:*
W Reports Maturity Date: ~ Cancel Date|
~Ti Tools Maturity Age: 0 = Cancel Reas
Anniversary Date: 2019-06-27 e
I
EF Benefits Tasks &Curﬂ.ﬁd Roles Contract Links. % Notes Documents E
%New X Delete glc ot~ [H Exportto «
Displayname [ | Contract Number > | Claim No [ | Insurer Claim No ] | Date Of Lo¢
(@ vermaak Elsabe (E) | 260719 Dis260719 2020-01-06

Refer to Assurance Claim on how to create and manage Assurance claims

Contract Roles
Contract roles manage the relationship of a contact with his contracts.

Please refer to this section in Contact Management.
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Contract Links
To link a contract with any other Contract in the database to which it might be related:

[ Benefits Tasks | (@ Contract Roles f| L= Contract Links | < notes ‘ Documents | [2] questionnaires ‘ [2] Propertysheets | %= History |
oy
Link Unlink Delete | [& Edit | il Apply Formula Client Portal [ Exportta ~
7] | | Owner 7 | Contract Info ? | Consultant ® ‘ Status L4
¥/ [# Business1 Santam Commercial - Santam (Bty) Ltd(ST34534534) Teessen Fieter (P.) Active
Page 1 of 1 (1 items) Page size:
Commission Contract E 5=
A
[ mew = ‘SEan:hl
‘ | Owner + | Contract Info ¢ | Consultant ¥ | Status ¥
. Santam Commercial - Santam (Pty) Ltd Teessen Picter i
[& Business 1 (5T34534534) *) Active
2 -(r:‘;sse" Bickey Sanlam Topaz - Sanlam(SAN234234) Active
. Regent Life Assurance Company Limited - Regent .
[&  anticMiaden (M) oot Policy (20170811) Active
@ Adami Jacqueline  Discovery Pty (Ltd) - Discovery - Coastal Core Eontin
an (DISC236) 9
(4 Strvdomlohan () Auto & General - Auto & General Persanal Policy o
] (Tier 1) (ASDE3323423)
£ '(r:‘;sse" Bicter Transito - Associatted Marine(DD34534) Teessen Pieter ), yive
ﬁ')"‘e'da Jose OF 1oy - 10M Group Life Cover (LIFE7307276116086) T:esse" Pleter | o ctive
Hollard Insurace Company - ABC Funeral Scheme .
[&4  ABC Brokers (ABCoET) Active
@ Botha Johann (1 Santam Multiplex (Tier 3) - Santam (Pty) Ltd Teessen Pieter  , .
M) (5533453256) ®.) ive
(@  Adamilacgueline  Auto & General Personal Palicy (Tier 1) - Auto & Teessen Pieter .
(1) General(AGB923567) ®.) L5
] F:'jss‘e" Ritei CIB - Corpsure Special Product (CS234534) Imported
{4 Teessen Pieter Discovery - Coastal Core - Discovery Pty (Ltd) Teessen Pieter .
P (ME234234) ®.)

The linked contracts will then be accessible from either policy detail view.

You will typically link 2 contracts when there is a financial relevance between the contracts, e.g., Key man
Policies.

Documents
Use the Documents tab to add a new document onto the application.

Please refer to Documents section on how to add or create a new document.

Account
Payment type will default to the type as specified by the System Administrator.

Please refer to Financials with regards to collecting premium and setup of Debit Order Account.
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Commission

& Clear Warning @ Exportto ~

8] Commissions | (8] Statement Details

L

| Use Template Expected Commission: R0.00
Template: Abrahams Generic Second Year Commission: R 0.00
Market Value: R 0.00 Current Commission: R 41 043.15
Last Statement Date: 2019-06-25 Total Commission: R 41 043.15

(7 Market Values

Tansacion . v | Statement (vl Broker  [v] TTesa“j"" = CL“]‘_’)”"‘ (Exd ) yar o Amount ) MEKE ) procecsed  [v] Approved ) BSOILy)
2019-06-25 Discovery ?"h?(':;:nm"‘ New Business R39695.85  R595438 R 45 650.23 R 0.00 v v
2019-06-25 Discovery ?ﬂ??:;";ﬂm"‘ Anniversary R1347.30 R202.09 R1540.39 R 0.00 v v
Fieldname Description
Use Template For Commission Administrator use only
Template Determines commission split between parties. For use of Commission

Market Value
Last Statement date
Expected Commission

Administrator only

Capture when and if applicable
When last commission was received
Capture expected commission

Second year commission Capture when and if applicable

Current Commission
Total Commission
Commissions tab

Statement Details tab
Market Values tab

Displays last commission received as per Last statement date

Calculates all commission processed since inception

Displays different commission agreements when applicable. For Commission
Administrator use only

Shows individual commission transactions as and when received

Displays history transactions of market values

Assurance Claim

New Claim
@ Assurance Claim
[ Claim Detail | [ Description Of Event | (5 Additional Detail |~ [¥] Tasks |~ &9 Notes | [] D Questionnail ] 2= History
General Information Claim Report Information
Policy:* Vermaak Elsabe (E.) (Discovery - 180508) =|(]|& Administrator: N/A e Z
Claim No:® Insurer Claim No: Consultant: N/A @ F
Date Of Loss:* || Benefit:* NiA ~ ||
Date Reported:* | 2020-06-24 ~ | Reported By: Estimate: R 0.00 5
Claim Status:* Registered ~|(0/# Reason:* N/A - | Policy Premium: RO.00 v
Category:™ N/A& ~ [1|# Ccause For Claim:* | N/A -~ @ Claim Account: NA Latd
Finalised Date:* | Account Balance: < Journal Balance: =
oK Cancel
Claim Detail
General Information
Fieldname Description Required
Policy Select applicable policy @
Claim No Enter claim number for internal reference or claim number will (]
auto populate if set up on credit life product
Insurer Claim No Enter insurer claim number if applicable
Date of Loss Select date of loss (]
( knowledge | innovation | service )
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&

Date Reported Select relevant date the claim was reported

Reported By

Claim status Select relevant status

Reason Drop-down of status reasons will be available for selection if
applicable on the status selected

Category Select Claim Category from drop-down menu

Cause of Claim
from drop-down menu

Finalised Date Enter finalised date when claim status is in a final state

Select Cause of Claim applicable to the specific Claim Category

Free text field to capture name of person who reported the claim

(@]

©
©

Claim Report information

Fieldname Description Required
Administrator Select Claims Administrator from drop-down menu
Consultant Select relevant Consultant from drop-down menu
Benefit Select applicable benefit linked to policy on which claim is &
registered i.e., Life Cover
Estimate Capture claim estimate amount

Policy Premium Policy premium will auto populate from policy selected
Claim Account
Account Balance

Journal balance

Account balance will auto populate from claims account
Journal balance will auto populate from claims account

Create a claim account to manage payments on this specific claim

Description of event

Free text field to capture details of event. Can also be pre-populated with default template if selected on

Claims Category.

[ Claim Detail [ Description Of Event || (= Additional Detail @ Claim Items  [%] Tasks | &% Notes [ D 2] Questionnai

iulic) Lox X E =2 EE R e EBAB-RE
~| (FontSize) ~ B I U S

1]
Il
Il
&
<

>
<

Normal > Aral

Vehicle Information
Fleetno:

Driver details:

Name:

License code

Design  HTML  Preview

4= History

Additional Information

[ Claim Detail | [ Description OF Event | | Additional Detail || [¥] Tasks |~ 4% Notes D 2] Questionnaires | [Z] 2= History

Claimant Information

Claimant: N/A

Claimant Age: 0

Additional Information
Assessor: N/A

Assessor Name:

Police Report Information

Police Ref No:* Date Of Report:™

Station Address:™
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Claimant
Select Claimant from policy as captured on Contract Role. Claimant’s age will auto populate with details
captured on record linked on Contract Role.

Assessor
Link Assessor from Contact list or free text capture in ‘Assessor Name’ field if this Assessor is not a Contact
record.

Police Report Information
Police report information fields will be active to capture if it was selected on the specific cause of claim
applicable.

Tasks
Summary of all tasks related to this claim

Please refer to Task Management on how to create and manage tasks.

Note
Summary of all notes related to this claim

Please refer to Notes on how to create and manage notes.

Documents
Please refer to Documents on how to create and manage documents

Questionnaires and PropertySheets
Please refer to Questionnaires on how to create and manage questionnaires
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Investment

Similar to an Assurance policy, Investments can also be managed with its own unique information related

to Investments.

New Investment
A new investment can be created from 2 different places:

° Investment list view, or

[2] Questionnaire
3 Email
ol SMS
3 calendar
(@ wotification
& My Details
Y Filter Criteria
+ short Term
CreditLife
8 Assurance
& tvestment

P Investment Product

< v v v

[ Investment Type

& My Details Log OFf
Quick create ~ | @ - [ search|
v & Contact Management New p( 2] %il Apply Formula | 83 ~ | @ Refresh | [F Exportto ~
Dashboard
£ Contact Investment
Van Der Merwe Elsabe (E.) () / Assurance Policy / Assurance Policy / Assurance Policy / Investment
& Department Contact
i company Ouner v | Contract + | Product ¥ | InceptionDate ¥ | Investment Value ¥ ‘ Contribution v gr‘;’:;‘e".“',_f'v‘"‘ | Open Tasks + | consultant v
& Person
e [ I I o B Bl I B \
3] Task 2 g;"“e' Willem (W precose Discovery Invest  2017-11-01 R 1 500 000.00 R500.00 Monthly 0
# Contact G
i Co roup Page 1 of 1 (1 items) E Page size:
& note
[ pocument

e  From a client’s profile

& Person - Van Der Merwe Elsabe (E.) () X5
Assurance Policy / Investment / Contact / Person / Van Der Merwe Elsabe (E.) ()
Save Save and Close %Y Save and New ~ | <) Cancel
| 8 petails | (Fofice | &8 additionsl Contact Information
Displayname: [ |
Sumame:* | | Primary Record
First Name: * [Elsabe | Date of pirth: [1970-03-05 ]
Second Name: I | age: [ |
Call Name:™ [Eisabe | onumber: [ |
Initials:* [e. | Language: [afrikaans B
Title:* [miss [-][#] cender: |Female [-]
Work Number: [/ [2[x] Fax number: [nea B
Cell Number: |0s28533342 [2]x] Emair |elsabe@teansult.co.za ]
Home Number: ‘N/A |4‘x| ‘Open Tasks: | ‘
‘ [ Tasks ‘ (i Addresses | 4 Bank Accounts | &5 Relationships IECnntracls “&karactkoles ‘ (4 Notes ‘ 5 pocuments ‘ . SMS ‘ - Email ‘ 2] Questionnaires. ‘ (4 Propertysheets [©]
[ New ~ | (@ Link | [ X (2 =<3 - [H Exportto ~
Assurance Policy i ¥ | Product Type  + ¥ | ContractNumber ¥ | Inception Date % | Contract Value ¥ |Premium - ‘Stmus ¥ ‘Consu\tant ¥
c ion Contract
e~ I I ] Ej &l B I
B Funcral Group Policy Commission Contract  Top0711 2017-11-01 R0.00 R2569.25 Pending
o Funersl policy Funeral Policy 256987 2017-11-30 R0.00 R0.00 Pending
Investment Short Term Policy 071117 2017-11-01 R0.00 R290.64 Pending

C
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J @Detai\ ‘ @A Account | Elcommission
owner:* ‘ A ‘v‘;l Investment Value: ‘RD,DO ‘ : ‘
product:® ‘ A ‘0"| Contribution: ‘RD,DO ‘ : ‘
Brand: [v/a -| contribution Frequency:  [Manthly [-]a]#
Product Provider: \ | annual escalation: [0,00% 2]
Investment Number: = [ | mntermediary: [v/a [HE]
Reference Number: \ | consuttant: [ [-]a]#]
Source: [va [@|#] maturity Date: \ [~
Inception Date: ‘ | v| Maturity Age: ‘ 0 ‘
Status:= ‘ln Progress ‘Q‘;l Anniversary Date: ‘ ‘v ‘
Cancel Date:™ ‘ v |
Cancel Reason:™ [v/a |
J Portfolio | [¥] Tasks ‘ & Contract Roles ‘ 2] Contract Links | (Y Notes ‘ () pocuments ‘ 2] Questionnaires ‘ 2] Propertysheets ‘ 3 History ‘
[ New | 3 Delete | [# Edit | [H Export to * | Filter |All Items -
Drag a column header here to group by that column
| Fund - ¥ ‘Agreement Number ¥ | value Date ¥ | units ¥ | Market value ¥ | Unit Price ¥
\ I I [=| | | 5]
No data to display
Fieldname Description Required
Owner Select relevant owner from Contact database. (]
Product Select relevant product. All products with their unique benefit
structures will be setup by your System Administrator

Brand Unique Brand linked to this Product Provider

Product Provider
Investment Number

Reference Number
Source

Inception date
Status

Cancel Date
Cancel Reason
Investment Value
Contribution
Contribution Frequency
Annual Escalation
Intermediary
Consultant
Maturity Date
Maturity Age
Anniversary Date

Defaults to Product Provider as setup on Product

Capture unique investment number as provided by the Product
Provider

Free text field to be used at own discretion

Select source from pre-defined list

Date policy was started

Select from drop-down menu

Field will become active when Status is changed to Cancelled

Field will become active once cancel date is selected

Enter value

Capture agreed premium

Select from drop-down menu

Capture when and if applicable

Select Intermediary from drop down menu

Select Consultant responsible for this policy

Enter Maturity date if applicable

Maturity age will auto calculate from client’s age and Maturity date
Enter value

C
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&

Portfolio
Import or capture funds and fund values per policy to build the client portfolio.

Investment Portfolio =]
Fund:* ‘ |' ‘!‘
Agresment Number: ‘ ‘
Value Date:* 2023/04/28 =
Units: ‘ 1 -

Unit Price: ‘RO,DO .

Market Value: ‘R0,00 .

OK Cancel
Fieldname Description Required

Fund Select relevant fund from the selected product’s pre-defined list &
Agreement Number Unique agreement number per fund where applicable
Value Date Specific date of this fund value
Units Units purchased on this fund
Unit Price Value per unit
Market Value Total value of this fund

Tasks
Summary of all tasks related to this policy.

Please refer to Task Management on how to create and manage tasks.

Contract Roles
Contract roles manage the relationship of a contact with his contracts.

Please refer to this section in Contact Management.

Contract Links
To link a contract with any other Contract in the database to which it might be related:

[¥] Tasks | @ Contract Roles f§ 5| Contract Links I@Nohs ‘ [ pocuments | 2| Questionnaires | 2] Propertysheats | %= History |

[& Link | [g Unlink Delete | [ Edit | 5] Apply Formula | 8§ Client Portal ~ | [ Exportto ~

"l ‘ ‘ Owner A ‘ Contract Info ¥ | Consultant A | Status A
| @ Adami Jacgueline (J 1) Auto & General Personal Policy (Tier 1) - Auto & General(AG8923567) Teessen Pieter (P.) Active
Page 1 of 1 (1 items) Page size:
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Commission Contract = g
L new  ~ |5earch|
| ‘ Owner ¥ | Contract Info ¥ | Consultant ¥ | Status ¥
_ Santam Commercial - Santam (Pty) Ltd Teessen Pieter N
[# Business1 (5T34534534) ) Active
2 E—:‘;SSE" HEE? Sanlam Topaz - Sanlam{5AN234234) Active
. Regent Life Assurance Company Limited - Regent N
[#  Antic Miaden (M) Group Credit Life Policy (20170611) Active
@ Adami Jacqueline  Discovery Pty (Ltd) - Discovery - Coastal Core Pending
[a)] (DISC236)
@ Strydom Johan (1 Auto & General - Auto & General Personal Policy Active
1 (Tier 1) (ASDE3323423)
Q E’:t;ssen HEE? Transito - Associatted Marine(DD34534) '(I':issen ety Active
7] ﬁ'{“e'da Jose (IE  15m - 10M Group Life Cover (LIFE7307276116086) -(r:esse" Pieter | tive
Hollard Insurace Company - ABC Funeral Scheme N
[  ABC Brokers (ABC987) Active
@ Botha Johann (1 Santam Multiplex (Tier 3) - Santam (Pty) Ltd Teessen Picter Active
M) (5533453256) (P.)
Q Adami Jacqueline  Auto & General Personal Policy (Tier 1) - Auto & Teessen Pieter rREE
[eB)] General(AG8923567) (P.)
2 ;;fisse" ieten CI8 - Corpsure Special Product (CS234534) Imported
@ Teessen Pieter Discovery - Coastal Core - Discovery Pty (Ltd) Teessen Pieter Active
(p.) (ME234234) P.)

The linked contracts will then be accessible from either policy detail view.

Documents
Use the Documents tab to add a new document onto the application

Please refer to Documents section on how to add or create a new document.

Account
Payment type will default to the type as specified by the System Administrator.

Please refer to Financials with regards to collecting premium and setup of Debit Order Account.

Commission
E Investment Policy QO
Task Dashboard / Assurance Policy / Assurance Policy [ Investment Policy / Investment Policy
et Anccont
Use Template Expected Commission: R 25 000.00
Template: N/A Second Year Commission: R 4 500.00
Market Value: R 250 235.68 Current Commission: R 0.00
Last Statement Date: Total Commission: R 0.00
5] Commissions @Market Values 8] Statement Details
[ Bxportto ~
Value Date v 1| | Market Value Iw|  Cash Value [/ Units Iv|  Updated By || Last Updated )
2018-08-30 R 250 235.68 R0.00 1000  PieterT 2018-10-30
Page 1 of 1 {1 items) 1 Page size: 20 -

Note that a list of Market Values and other Investment related information i.e., Cash Value and Units are
also visible and updated either by manual input or imported during the commission processing process.
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Fieldname Description
Use Template For Commission Administrator use only
Template Determines commission split between parties. For use of Commission

Market Value

Last Statement date
Expected Commission
Second year commission
Current Commission
Total Commission
Commissions tab

Statement Details tab

Administrator only

Capture when and if applicable

Date when last commission was received

Capture expected commission

Capture when and if applicable

Displays last commission received as per Last statement date

Calculates all commission processed since inception

Displays different commission agreements when applicable. For Commission
Administrator use only

Shows individual commission transactions as and when received

Medical Aid

Managing medical aid policies with its unique information with regards to Gap cover and loyalty programs.

New Medical Aid Policy
A Medical Aid policy can be captured from 2 different places in the application:

e Medical Aid Policy list view,

Quickcreate ~ | @ - | search|

v & Contact Management

Dashboard

New p( 4 51l Apply Formula | &3 ~ | C® Refresh | [F Exportto ~

25 Contact
& Department Contact

Medical Aid Policy

Contact / Person / Van Der Merwe Elsabe (E.) () / Investment / Medical Aid Policy

&9 Company

8, person

Oumer

Loyalty
Program ¥
Status

Medical Aid
Product

Has GAP
Cover

Contract

Loyalty +
Number

Loyalty v
Program

Late Joining o
Number

M Penaity

7 7 7 Status ¥ | Consultant ¥

Inception Date ¥

(3 supplier [

[®] Task

2, Contact Group

5] pocument

[&] Questionnaire

& Email Page 1 of 1 (2 items)

Adami
@ Jacqueline 17 DISC236

A Teessen Pieter
Note C
& @ )

il et

Discovery -
Coastal Core 2017-11-01 Vitality Pending

ME234234 BT 126456545465 Gold [ Active
Coastal Core

2014-01-01 Vitality T:Essen Pieter

L sMS
[ calendar
(@ notification
& My Details
T Filter Criteria

® short Term

CreditLife

"8I Assurance

£ Investment

g MedicalAid
Medical Aid Policy

(P Medical Aid Product

< v v v v

[ Loyalty Program
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e  Orfrom the client’s profile

& Person - Van Der Merwe Elsabe (E.) () @ @
Contact / Investment / Medical Aid Policy / Person / Van Der Merwe Elsabe (E.) ()
Save Save and Close &9 Save and New ~ | ) Cancel
| & oetails | [Fofics | E additional Contact Information
Displayname: [ |
Surname:* | ! Primary Record
First Name:* |Elsabe | Date of Birth: [1570-03-05 [-]
Second Name: I | age: I |
Call Name:* [Elsabe | 1onumber: I |
Initials:* [E | Language: |afrikaans [EEE
Title:* [miss [-]a[#] cender: [Female [=]
Work Number: [wia [ #]x| Fax number: [na 12]4
Cell Number: [0828533342 [2]x] Emait:* |elsabe@tconsult.co.za ]
Home Mumber: [wia [2]x] open Tasks: I |
| ElTasks | (BiAcoresses | i Bank Accounts | 2 Relationships [l [ Contracts || @y Contract Roles | Notes | [ Documents | - sws | . Email | []q Bz ®
[l new ~| (@ Link | (g x (2 & v E Export to ~
Assurance Policy r ¥ | Product Type =~ ¥ | Contract Number ¥ | Inception Date ¥ | Contract Value - |Pr=mium % | status ¥ | Consultant 03
Commission Contract - —
S I I I ] B B I
Commission Contract  Top0711 2017-11-01 R 0.00 R2569.25 Pending
H3  Funeral Group Policy
& Funeral Policy © Funeral Policy 256987 2017-11-30 R 0.00 R0.00  Pending
Investment Short Term Policy 071117 2017-11-01 R 0.00 R290.64  Pending
Medical Aid Policy d Short Term Palicy 20171106 2017-11-01 R 0.00 R 1270.58 Active
[ New 3 Delete | «* Validate %] Apply Formula | (2 Refresh
Medical Aid Policy QD
Assurance Policy | Investment Policy / Investment Policy / Medical Aid Policy [/ Medical Aid Policy
Save Saveand Close 3 Save and New | <) Cancel
Detail || 44 Account () Commission
Owner:* H/A | # Medical Contribution: R 0.00 Z
Employer: N/A « & Contribution Frequency: Maonthly MaalE
Product:* A ~ [1/# Loyalty Program:
Product Provider:™ NfA Loyalty Number:
Contract Number:® Loyalty Program Status: /A -
Source: NjA halE J Has GAP Cover
Inception Date: ~ | GAP Cover Policy No:
Status:* In Progress ~ &  GAP Cover Premium: R 0.00 =
Consultant: N/A o & Late Joining Penalty: N/A - |2
Cancel Date:™ ~+  Intermediary: N/A E2
Cancel Reason:® N/A
[¥] Tasks || [ Dependants Contract Links Documents 4% Notes | |*|Questionnaires | |[*|Propertysheets %= History
[] New | [ File Task | [.# UnFile Task | A, Forward Task | (5 Schedule Task | 3 Delete | [# Edit | (g} Automated Process = <% Add Note v | [ Exportto | Filter | My Tasks =
ke~ ¥ subject [ Type ¥l StrtDate vl Duebate (W) Sttus (vl prenty (vl (oconege [y Asoned g Ceated gy e oy feeoted
- ]| /A = [n/a = s =
Fieldname Description Required
Owner Select relevant owner from Contact database. ©
Employer Client’s employer will display if setup on the Contact relationship
Product Select relevant product. All products with their unique benefit

Product Provider
Contract Number

Source
Inception date
Status
Consultant
Cancel Date

structures will be setup by your System Administrator

Defaults to Product Provider as setup on Product

Capture unique investment number as provided by the Product
Provider

Select source from pre-defined list

Date policy was started

Select from drop-down menu

Select Consultant responsible for this policy

Field will become active when Status is changed to Cancelled

©

©
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Cancel Reason Field will become active once cancel date is selected
Medical Contribution Capture premium for this policy
Contribution Frequency Select frequency of premium
Loyalty Program Loyalty program will auto populate when specified on Product
Loyalty Number Enter the applicable number
Loyalty Program Status Select relevant status
Has GAP Cover Select when applicable
GAP Cover policy No Enter relevant policy number
GAP Cover premium Capture premium when applicable
Late Joining Penalty Select from drop-down menu
Intermediary Select Intermediary from drop-down menu
Tasks

Summary of all tasks related to this policy.

Please refer to Task Management on how to create and manage tasks.

Dependants
Dependants play an active role on the policy and is therefore referred to as Contract Role. A Dependant
can be captured to be visible on only policy or to be part of Contacts in the database.

Company- and Person Contract Roles are only visible on the policy whereas a Linked contract role will be
visible in the database in Contact Manager.

Please refer to Contract roles in Contact Management.

Contract Links
To link a contract with any other Contract in the database to which it might be related:

Tasks |G Dependants () Documents | .y Notes | |%] Questi i | || Propertysh 3= History
(@ Link (@ Unlink X Delete Edit | §1l Apply Formula = 8 Client Portal ~ [ Exportto ~
v Owner ¥ | Contract Info ¥ | Consultant ¥ | Status ¥

¥ [# AdamiJacqueline (1) Auto & General Personal Policy (Tier 1) - Auto & General(AGB923567) Teessen Pieter (P.) Active

Page 1 of 1 (1 items) 1] Page size: [20 |z
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Commission Contract 5] E3
~
[ New ~ |Search|
‘ | Owner ¥ | Contract Info ¥ | Consultant ¥ | Status ¥
N Santam Commercial - Santam (Pty) Ltd Teessen Pieter N
Q Business 1 (5T34534534) ®.) Active
(& I:‘;SSE" Pieter sanlam Topaz - Sanlam(SAN234234) Active
. Regent Life Assurance Company Limited - Regent .
[#  Antic Mladen (M) Group Credit Life Policy (20170611) Active
B Adami Jacqueline  Discovery Pty (Lid) - Discovery - Coastal Core Pendin
an (DISC236) 9
(2 Strydom Johan (J  Auto & General - Auto & General Personal Policy Active
)] (Tier 1) (ASDE3323423)
74 E’:e;ssen HEE Transito - Associatted Marine{DD34534) '(I':e).ssen bsten Active
2 ‘I:"“e'da Jose (T 10w - 1DM Group Life Cover (LIFE7307276116086) I:‘?“E“ Pieter | 1 tive
Hollard Insurace Company - ABC Funeral Scheme N
[#  ABC Brokers (ABCSBT) Active
B Botha Johann (1 Santam Multiplex (Tier 3) - Santam (Pty) Ltd Teessen Pieter RS
M) (5533453256) (P.)
B Adami Jacgueline  Auto & General Personal Policy (Tier 1) - Auto & Teessen Pieter Acti
11 General(AG8923567) (P.) e
@ | Feossen Pister CIB - Corpsure Special Product (C5234534) Imported
4 Teessen Pieter Discovery - Coastal Core - Discovery Pty (Ltd) Teessen Pieter Active
(P.) (ME234234) P.)

The linked contracts will then be accessible from either policy detail views.

Documents
Use the Documents tab to add a new document onto the application.

Please refer to Documents section on how to add or create a new document.

Account
Payment type will default to the type as specified by the System Administrator.

Please refer to Financials with regards to collecting premium and setup of Debit Order Account.

Commission
= | Medical Aid Policy D @
Van Der Merwe Elsabe (E.) ) / Assurance Policy / Assurance Policy / Medical Aid Policy / Medical Aid Policy @ @

save [ save and Close &3 Save and New | ) Cancel

Detail | @ Account | (8] Commission

Annual Escalation: [0 |2] Expected Commission: |120.3600 Z]
Use Template Secand Year Commission: |0 B

Template:= I | current commission: I |
|

Last Statement Date: ‘ Total Commission: ‘

J 8] Commissions ‘ (@ Market Values | 8] Statement Details
[ new | X (2 [H Exportta ~
‘ ‘ Effective Date v ¥

Transaction Category ¥ | Commission Value ¥ | Expected Commission ¥ | split Total (3

Mo data to display

Save Save and Close &Y Save and New | <) Cancel
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Fieldname

Description

Annual Escalation
Use Template
Template

Last Statement date
Expected Commission
Second year commission
Current Commission
Total Commission
Commissions tab

Statement Details tab

Enter escalation if applicable

For Commission Administrator use only

Determines commission split between parties. For use of Commission
Administrator only

Date when last commission was received

Capture expected commission

Capture when and if applicable

Displays last commission received as per Last statement date
Calculates all commission processed since inception

Displays different commission agreements when applicable. For Commission
Administrator use only

Shows individual commission transactions as and when received

Funeral

Funeral Group Policy

Create a Group Policy for clients who have a group of members insured on one Group Scheme:

8, Contact Management
Shart Term
CreditLife

(1 New X Delete + Validate

Assurance
Investment
& Medicaltid
= (@ Funeral
3, Group Scheme
@ Funeral Plan
{7 Funeral Benefit Type

P Funers po

[E] petail || @& Account

‘Owner:*®
Group Scheme:*
Contract Number:=
Inception Date:
Status:*
5] Commission

- Cancel Date:*
7 Financials
(& Administration
w}j Reports

Cancel Reason:*

] Add to Distribution List
[&] Re-allocate Consultant

+o  Change Status

9 _Reset View Settings

%l apply Formula (& refresh

& Funeral Group Policy

Liberty Comprehensive / Member Type / Funeral Policy / Funeral Group Policy / Funeral Group Policy

s}l Commission

< Tous Policies. Contract Links | @pContractRoles  [7] Tasks &9 Notes [ Documents  [%] Questionnaires  [3] Propertysheets 3= History
[ New 3 Delete | [# Edit %1l Apply Formula | 2] Re-Sync | [ Recalculate policy Premium/Commission | [ Exportto v Filter | All Items -
Tools = | Funeral | | Contract |, | Inception 1y | EVE = = | Additional ;  Family (o Extended o |Parent o Valid 1y Total o V2l | | Administral
Owner [~ | IDNumber ] =] I~ >l | Cover ] | Status [~] | Premium (] =] 2] =] M | Ja & | I¥| Funeral ¥
Plan Number Date D: Benefit Cover Family Cover Benifits Premium Dependants Premium

Quick crel

(& save @ saveand Close & s

N/A
A
Reference Number:
~  Consultant: VA
>0
~ | Date Created:

In Progress Contract Premium:

N/A Created By:

No data to display

Detail

Before a Group Policy can be setup, the full Funeral Plan structure, Benefit Type and Member types must
be setup and linked to a Group Scheme.

Fieldname

Description Required

Owner
Group Scheme
Contract Number

Inception Date
Status

Cancel Date
Cancel Reason
Reference Number

Consultant
Contract Premium

Select the Owner of this Group policy from database
Select the relevant Group Scheme

Enter the unique contract (policy) number for this
Group Policy

Date from which Group Policy is active

Group policy status will determine if premium is
calculated

Field will become active when Status is set to
Cancelled

Field will become active when cancel date has been
entered

Free text field for office use

Person responsible for this client

Calculated for all active policies

00 €060
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Date Created Defaults to the current date and can be changed
Created By Auto generated based on the user that created the
policy
Account
& Funeral Group Policy QO

Funeral Plan / Family Cover / Member Type / Funeral Group Policy / Funeral Group Policy

Save Save and Close Y Save and New | %) Cancel

5] Detail 8] Commission

Payment Type:* Debit Order x|l &
Invoice To:* WaterWise @ F
Debit Order Account:* WaterWise (ACC-5A201805-25) Adal|F ]
Balance: R 807.51 % Journal Balance: R 0.00 3

Please refer to Debit order account on Funeral policy section.

Commission
If commission is administered using the Commission Module, the information will be available on the
Commission tab:

B Funeral Group Policy eXo)

Funeral Plan / Familv Cover / Member Type / Funeral Group Policy / Funeral Group Policy

e et

Save Save and Close &% Save and New | <) Cancel

Contribution: R 912,00 < Initial Commission: R 152.20 &

Contribution Freguency: Monthly = |LJ|# Second Year Commission: R0.00 &

Annual Escalation: 0.00% < Current Commission: R 0.00 <

| Use Template Total Commission: R 0.00 =

Template:* Abrahams Generic v [J # LastStatement Date: -

8 Commissions (8] Statement Details

[ New X Delete (4 Edt (g Bwportte ~

Effactive Date = [>| | Transaction Category [>|  commission Value [ | Expected Commission [~ split Total ]

No data to display

Policies
A list of all policies will be displayed and can be edited, or new policies can be captured.
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Funeral Policy
Funeral policies can be created or viewed from various areas within the application:

e  Funeral Group Policy
& Funeral Group Policy @O
Task / Funeral Group Policy / Funeral Group Policy / Funeral Group Policy
Save and Close @3 Save and New | <) Cancel
Detzil | &l Account | (8] Commission
Owner:* WaterWise Fard
Group Scheme:™ Hollard Group Scheme ~| 0|
Contract Number:* 123456 Reference Number: 123456
Inception Date: 2017-11-01 ~ | Consultant: Malan Johan (1.) Facd
Status:* ~ | Contract Premium: R 2 098.00 <
Cancel Date:™ ~ | Date Created: 201 -
Cancel Reason:* N/A Created By: Ma
New Funeral Policy Eleoniract Links | Gy Contract Roles | [¥] Tasks &% Notes & =
{J New X Del (4 Edit 3l Apply Formula | ] ReSync | Show in Report [ Exportto + Filter Al ltems -
Owner [v| IDNumber [v| | Funeral Plan v o | Tcemton | CN o) st (o | ANl g Total g Valld o dmitator (| comcoon ol
— — —  Number — | Date ~ | Date — — | Benefit — |Premium — | Benifts '— | Premium — —
Vermaak une
@ m;anna 8105030077084 | corn il e | 042018 2018-04-30 2016-10-30  Active R22.00 R 632.00 v R 297.00 R 61.00
e  Funeral Plan
&, Contact Management [] New X Delete o validate (3 Refresh
% Short Term .
5] credue @ Funeral Plan - Family Cover X5 )
/ | .
5] assurance Euneral Policy / Group Scheme / TC Comprehensive Cover / Funeral Plan / Family Cover
& Investment Save (& Saveand Close & Save and New | ) Cancel
3 Medicaltid
El (3 Funeral (Sl Detail | =] Wording
32 Group Scheme
Name:™ Family Cover Description:
ype Plan Type: GroupScheme = Group Scheme:™ TC Comprehensive Cover =]
53 Member Type Product Provider:* Liberty &3 Undenvriter:* Liberty r)
Funeral Group Poli
4 Funeral Group Potcy Product Category:™ Funeral Cover =112 Exemal Code:
@ Funeral Policy
Principle Member Min Age:* 0 <! Principle Member Max Age:* 99 <
[5] commission
B Financials W Waiting Period: 6 < Max Cover Amount:* R 50000.00 <
B Asset Register I Is Active ~ Enable Collections
(3 Administration Is Vatable ! Validate Contract Consultant
W] Reports Compliznce Change Tracking
~}u Tools
17" Benefits policies | G Benifit Codes [ ProductRoles |~ & Notes  [Z] Documents | [2] Questionnaires  [%] Propertysheets.
Tools ] New g Link [ Unlink X Delete  [.# Edit | FiI Apply Formula & Re-Sync | Show in Report v [ Exportto v
1 tings = [~ Contract Number | Inception Date [v| First Cover Date (v| Group Policy | Status (v| Additional Benefit [~/ Total Premium [~/ Commission | Valid Benifits [~/
[= !
No data to display

e  Funeral Policy

& contact Management New X De (4 Edit %l Apply Formula | €] Re (@ Refresh  [{ Exportto v Show in Rs ~  Filter All Items -
# Short Term
5] cregife Funeral Policy
1 Assurance Group Scheme / TC C Cover / Funeral Plan / Family Cover / Funeral Policy
& Investment column header here to gro hat column
33, Medicalaid - - = i
principle v Contract | Growp  Inception [ - ) | Additional | Total - [ | valid
G @ Fureral hncple [v) DNumber [v] [omat [y SR ) I ) sats ) Funeralplan [ ot M e commisson | consutant v g
83 Group Scheme & = w
@ Funeral Plan Vermazk Hollard Group " Fortune
B9 e Dot ype (@ | ook Gy 8105030077084 042018 ol 2018-04-30 Active e nensive R22.00 R 632.00 R 61.00 v
MNGWETA Hollard Group Fortune:
£ Member Type (@ | poeqe  eNeizsosoves 2032018 G 2018-03-01 Actve e ensive R22.00 R482.00 R 46.00 =
sl Grouo Dolicy
MEMEZAE (E Hollard Group ) Fortune
=TT @ 5608225796080 | FIC258 o 2018-03-31 Active e ensive R22.00 R1042.00 R 102.00 v
SEBTTTeSTD Hollard Group Fortune
o [# KOENA(A) 5708220163086  FIC1603 S 2018-03-01 Actve e ensive R22.00 R 632.00 R6100 =
< Financials
y 1 Abdulla M S (M 10 N Comprehensive
% Asset Register @y 5207165095023 | 4567894 2017-10-31 Active o R0.00 R0.00 R0.00
(@ Administration
22Nd On North
W Reports @ ‘ée:h‘za(';) 7003050300083 25698758 Hollard Group 2015-04-11 Active e hensive R 22.00 R 452.00 R 43.00 | Guest House =
5 Hollard
~fu Tools
[ | AdamsH(HJ) 5405125083085 456789 20171031 Actve Care Plan R0.00 R0.00 R0.00 | Hollard Insurance
Tools page 1 of 1 (7 items) 1 Pagesize: 20 |+
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e (Client Record

[F & Contact Management (] New v o validate - SMS G5 Email (@ Automated Process (¥ Refresh Show in Report v
Dashboard
£ Contact & Person - Abdulla R (R) () QO
& Department Contact Funeral Plan / Family Cover / Funeral Policy / Person / Abdula R (R) ()
Compa save [ saveand Close &} Save and New ~ | <) Cancel
= Stpplier & Details | [ 0ffice @B Additional Contact Information
(3] Task
% Contact Group Displayname: Abdulla R (R)
& Note Surname:* Abdulla | Primary Record
B pocument First Name:* R Date Of Birth: 1970-11-19 -
2] Questionnaire socond Name: Age: a8 <
& Email
e call Name:™ R IDNumber: 7011195154083
Calendar Assurance Policy R Language: Affikaans =l
@ Hotification TN T mr &| 2| Gender: Male =
& vy Details CiedElitaulcy A 2|x| Fax Number: WA 2|x
F Filter Criteria 3B_Funeral Group Poicy 0708837962 lx Emal Han@tconsult.co.za
- uneral Poli
% Short Term 7 s 2|x| Open Tasks: <
Creditlife nvestment Polcy
5] Assurance edical Aid Policy
¥ Investment Short Term Policy ¢Bank Accounts &5 Relationships J§ [%] Contracts |§ & Contract Roles | &9 Notes Documents  (-/SMS . Emal | (%] Phonelogs = [%]Questionnaires  [#Pn )
8 Medicalaid New v (@ Link (o Unlink X Delete (2 Edit [ Bwotto ~
[ [ Funeral - . - - . - . . .
% S s PrOdUCt PIOVIdel () product Type  ~ (] | Contract Number (]  Inception Date | | Contract Value v/ | Premium i~ | status >/ | Consultant ~l
r0up Scheme

Capture a new Funeral Policy
Select ‘New’ from the action bar on any of these screens to create a new policy:

(j& Funeral Policy QO
Document List View / Person { Vermaak Elsabe (E.) (C12355436... / Funeral Policy / Funeral Policy
Save Saveand Close &% Save and New | %) Cancel
Detzil | A Account | [8] Commission
Principle Member:* N/A @ £ Group Policy: NfA ~ [J|# Premium: R 0.00 =
Inception Date: ~ | Funeral Plan:* N/A ~  Parent Cover: R 0.00 E
Contract Number:* First Cover Date: ~ | Family Cover: R 0.00 =
Source: NfA > (1 & Reference Number: Extended Family: R 0.00 =
Status:* In Progress ~ [1 & Consultant: N/A @ & Additional Benefit: R 0.00 =
Cancel Date:* ~ | Date Created: = | Total Premium: R 0.00 >
Cancel Reason:*® N/A Created By: SysAdmin Commission: R 0.00 =
Intermediary: N/A - F
Detail
Fieldname Description Required

Principle Member

Inception date
Contract Number

When creating a new policy from the Client record the
client’s details will default as Principle. Otherwise search
the appropriate record

Date on which policy was taken

Policy number

Source Select source from drop-down menu
Status Select status of policy
Cancel Date Cancel date will become active when status has been

Cancel Reason
Intermediary
Group Policy
Funeral Plan

First Cover Date

Reference Number
Consultant

Premium

changed to cancelled

Cancel reason will become active when a cancel date has
been selected

Select applicable Intermediary from drop-down menu
Select Group Policy applicable

Only Funeral plans available for Principal member’s age
group will be available for selection

Date will auto populate calculated from waiting period as
selected on Funeral Plan

Free text field to be used at own discretion

Consultant responsible for this client

Premium will auto calculate as benefits and beneficiaries

©
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Parent Cover

Family Cover
Extended Family
Additional Benefit
Total Premium

Premium will auto calculate if separate premium is applicable as per
funeral plan

Auto calculation

Commission Auto calculation if selected on funeral plan
Benefits
| [F Benefits l& Dependants Contract Links & Contract Roles Tasks | &Y Notes [ Q [E]pr %= History
lew elete | (A Edit @E\q)onto b
Benefit > Eu;‘eﬂwpe [~/ Inception Date [ r;ch:‘“r [~ Total Premium |  Commission [~ | Total Commission [/ gpql:t?:j::{ [*! | Cancel Date [~
Q Family Cover Family Cover 2018-04-30 R 20 000.00 R 280.00 R 28.00 R 28.00
(& | Parent Cover Parent Cover 2018-04-11 R 20 000.00 R 150.00 R 15.00 R 15.00 v
[# Tombstone Additional Benefit | 2018-04-11 R 5 000.00 R 22.00 R 0.00 R 0.00
Page 1 of 1 (3 items) 1 Page size: 20 |+

Benefits will auto populate when set as default on the Funeral Plan.

Select New when additional benefits are available on the selected Funeral Plan e.g., Extended Family.

3 Funeral Policy x> )
Funeral Policy / Funeral Policy / Funeral Policy / Funeral Policy / Funeral Policy
& save [ saveand Close &4 Save and New | %) Cancel
Detail | <@ Account 8] Commission
Principle Member:* Claassen Tlou (T.J.) Group Policy: TWIN CITY DEVELOPMENT (Regent Fu| > || Premium: R1 =
Inception Date: ~  Funeral Plan:* Applicant Only R15 000 ~ | Parent Cover: R 0.00 <
Contract Number:™ [} Funeral Policy Benefit @ x| 2
Status:® 2
Cancel Date:™ <
Benefit:* [yl =i !l
L S
Cancel Reason: N/A Funeral Benefit Type:* NjA 2
Intermediary: N/A Applicant Only 15 000 z
e
T tion Date:* =
[#F Benefits f, Dependants Contral nception Date:
Cancel Date: -
[] New 3X Dcffre | (4 Edit [H Exportt
g Commissian: R 0.00 <
Benefit ) | pone [+ | cancel Date  [¥]
G i T Total Premium: R 0.00 z
Applicant Only 15 -
& Applicant Onl
000 oK Cancel
Page 1 of 1 (1 items) 1 Page size: 20 |~

Only the Benefits created on the Funeral Plan will be available for selection.

Dependants

The application will only allow you to capture Dependants for those Member Types and ages which have

been setup on the Funeral Plan.

You will not be able to capture more Dependants as stipulated on the Funeral plan (Max dependants)

Page 1 of 1 (2 items) 1

[ Benefits I & Dependants l Contract Links | Contract Roles Tasks | 59 Notes Documents || Questionnaires | [| Propertysheets | 3= History
] New I . ow in Report v | [ Bxportta ~
Sumame [ First Name [~ Titte [~ DateOf Birth [~ age [~ IDNumber [~ Relation [ | Policy Benefit [~| Deceased
[# vermaak Johan Mr. 1990-07-22 28 Child Family Cover
[# vermaak Lynton Mr. 1954-04-19 64 Father-in-Law Parent Cover

[ | Date Deceased

[ save [ Saveand Close (&Y Save and New = <) Cancel

(2]

Page size: 20 |~
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A Dependant is a standard Contact record in the application, linked to the Funeral Policy as a Dependant.

TEESSEN CONSULTING

A new Dependant’s details can be captured before or during capturing of the policy.

B, Dependant (x|

Person: |I\I)‘A & !|

First Mame:™ Is Male: -

Second Name: IDNumber:

Call Name:™ Passport Number:

Surname:* Date Of Birth: -

Initials:* Age: =

Title:* N/A Date Deceased: -

Policy Benefit:* N/A - |0|Z

Relation:* /A MIE 2

Premium: R 0.00 <

Commission: R 0.00 £

Role:* NfA = ||l

Exception: N/A Ml

Exception Proof:* N/A & |2

0K Cancel

Fieldname Description Required
Person Select or create a new Dependant &

First Name, Second Name, Call
Name, Surname, Initials, Title,
Gender, ID Number, Passport

Number, Date of Birth

Date of Birth

Policy benefit

Relation

Premium & Commission

Role

Exception

Exception Proof

Age
Date Deceased

These fields will be auto populated when an existing
Dependant record is selected or after a new
Dependant record is created. These fields can be
updated from this view

Capture date of birth if not already auto populated
Select policy benefit for which this dependant is
insured

Select the relationship of this dependant with Principal
Member

Premium and Commission payable on this benefit will
auto populate as captured on Funeral Plan

As you are capturing a Dependant record, the Role will
always be Dependant

Select the applicable Exception rule which might apply
to this Dependant

Add supporting documentation to support Exception (]
rule

Auto calculated based on ID number

Capture the deceased date of the person

( knowledge | innovation | service )
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Date Deceased

Date deceased is entered on either Person Record (Principal Member, Dependant or Beneficiary) or
Dependant detail view as above and will be displayed on the Dependants List view. The deceased person’s
premium, if applicable, will be excluded from the Total Premium.

[J New <« Valdate = SMS i Email [ Automated Process v (3 Refresh = Show in Report v

g Person - Jordaan Sarel (S.) () @D

Bowers Abdullah (A D) () / Funeral Policy / Funeral Policy / Person / Jordaan Sarel (5.) ()

|& save [ Save and Close @ Save and New | <) Cancel

2, Details | [Foffice | B} Additional Contact Information

Displayname: Jordaan Sarel (5.
Surname:® Jordaan Primary Record
First Name:* Sarel Date Of Birth: 1954-07-18 -
Second Name: | pate Deceased: 2018-08-01 3l |
Call Name:™ Sarel Age: 64 <
Initials:* S, IDNumber:
Title:* Mr. « # Language: N/ L fa]f ]
Work Number: N/A & x  Gender: Male -
Cell Number: N/A & X Fax Mumber: Nf& &x
Home Number: N/& & x  Email:*

Open Tasks: 0 =

(j% Funeral Policy Q0
Team Tasks / Jordaan Sarel (S.} () / Person / Funeral Policy / Funeral Policy

[S) save [3 Save and Close  #% Save and New | ) Cancal

Detail | & Account | (8] Commission

Principle Member:* Vermaak Marianna (M) Group Policy: ard Group Scheme - 12|~ |  Premium: -
Inception Date: 20 ~ | Funeral Plan:* nsive ~ | Parent Cover: =
Contract Number:* 042018 First Cover Date: ~ | Family Cover: =
Status:* Active v [J|#| Reference Number: Extended Family: =
Cancel Date:* ~ | Consultant: N/A @ # Additional Benefit: B
Cancel Reason:* N/A Date Created: 2018-04-20 - Total Premium; R 482.00 =

Created By: Sysadmin Commission: -

QF Benefits & Dependants Contract Links &Cuntrart Roles Tasks ¥ Notes Documents E Questionnaires E Propertysheets 3; History
[l New 3 Delete [t Edit [ Exportto ~

Person [v| Age [¥| Relation || Palicy Benefit [ Max Cover Amount | Premium [ Commission [/ | Exception (| Exception Proof [¥| Date Deceased ’
[&  Jordaan Sarel (S.) 64 Father-in-Law  Parent Cover R 20 000.00 R 150.00 R 0.00 2018-08-01
[& | Jordaan Elna (E.) 43 Niece Additional Extended Family Max Age 49 R 15 000.00 R 180.00 R 0.00
[& | vermaak Deo (D.) 24 child Family Cover R 20 000.00 R 280.00 R 0.00
Page 1 of 1 (3 items) 1 Page size: 20 |+
Contract Roles

Contract roles manage the relationship of a contact with his contracts.

Both Dependant- and Beneficiary details are linked to Contract Roles by default when captured on a
Funeral Policy

Please refer to this section in Contact Management.
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Account

@ Funeral Policy Y5

Task Dashboard / Funeral Policy / Funeral Policy

[ Detail 8 Commission

(& save [& saveand Close &% Save and New = <) Cancel

Payment Type:® Debit Order > |12
TInvoice To:* Vermaak Elsabe (E.) & 2
Debit Order Account:* Vermaak Elsabe (E.) (ACC-SA201803-21) adal|F ]
Balance: R732.00 % | Joumnal Balance: R 0.00 <

(S save [ Saveand Close &9 Save and New = <) Cancel

A method of payment must be selected per client/policy

If Funeral Plan is setup for collection of premiums, then Debit Order needs to be selected as method of

Payment.
Fieldname Description Required
Payment Type Client’s preferred payment method &
Debit Order Account Debit Order Account to manage client’s premium
collection
Invoice To Default to selected client record &
Debit Order Account

Create a new debit order account per client. One account can be setup per client to collect premiums on
multiple policies. Refer to Financials with regards to collecting premium and setup of Debit Order Account.

Commission

Commission displays relevant premium and commission information as captured on policy. It also displays
how commission is to be paid (Template) and all records of commission received and processed by the
Commissions department.

(j# Funeral Policy OO

Task Dashboard / Funeral Policy / Funeral Policy

b o

[&l Save [& Saveand Close &% Save and New <) Cancel

Contribution: R 170.00 % Expected Commission: R 4.50 >
Contribution Frequency: Maonthly ~ []|# | Second Year Commission: R 0.00 >
Annual Escalation: 0.00% < Current Commission: R 0.00 <

Use Template Total Commission: R 0.00 2
Template:* NfA ~ | Last Statement Date: -

81 Commissions 8] Statement Details
[] New X Delete [t Edit | [ Bxportto ~

Effective Date ~ [»| Transaction Category [~ ' Commission Value [~  Expected Commission [ | split Total

[zl

No data to display
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Funeral Claim

e Funeral Claim Q9

Task Dashboard / Funeral Claim / Funeral Claim

Save Saveand Close Y Save and New | ) Cancel

[ Claim Detail | [of Description Of Event | | Additional Detail | [¥] Tasks | &% Notes  [3) Documents  [£] Questionnaires = [%] Property Sheet %= History

General Information Claim Report Information
Policy:® N/A > /& Administrator: N/A Lacd
Claim No:* Insurer Claim No: Consultant: N/A @ F

Date Of Loss:™ - Principle Member
Date Reported:* 2020-06-24 ~| Reported By: Dependent:® N/A | O|#
Claim Status:* Registered ~+| /2| Reason:* N/A | Benefit™ N/A L2 ] E ]
Category:* /A +|t1/#| CauseFor Caim:® | nja <[] Fotimate: R 0.00 <
Finalised Date:™ <] Pofley Premium: Lo <
Claim Account: N/A @ F

Account Balance: < | Journal Balance: =

Claim Detail

General Information
Fieldname Description Required
Policy Select applicable policy &
Claim No Enter claim number for internal reference or claim number will &
auto populate if set up on credit life product
Insurer Claim No Enter insurer claim number if applicable
Date of Loss Select date of loss (]
Date Reported Select relevant date the claim was reported
Reported By Free text field to capture name of person who reported the claim
Claim status Select relevant status &
Reason Drop-down of status reasons will be available for selection if
applicable on the status selected
Category Select Claim Category from drop-down menu &
Cause of Claim Select Cause of Claim applicable to the specific Claim Category &
from drop-down menu
Finalised Date Enter finalised date when claim status is in a final state

Claim Report information

Fieldname Description Required

Administrator Select Claims Administrator from drop-down menu

Consultant Select relevant Consultant from drop-down menu

Principle Member Select if claim is for Principal Member

Dependent Select relevant dependent from policy

Insured Benefit Select applicable benefit linked to policy on which claim is &
registered i.e., Main or Second Insured

Benefit Select applicable benefit as captured on policy @

Estimate Maximum cover amount as per policy benefit will auto populate as
estimate amount

Policy Premium Policy premium will auto populate from policy selected

Claim Account Create a claim account to manage payments on this specific claim

Account Balance Account balance will auto populate from claims account

Journal balance Journal balance will auto populate from claims account
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Description of event
Free text field to be captured with details of event or can be pre-populated with default template if

selected on Claims Category

[ Claim Detail || [ Description Of Event | = Additional Detail Tasks Y Notes [ Documents (3] Questionmaires  [2] Propertysheet = £= History

[ & R | =g = E @ RN ==

Normal ~  Times New Roman ~ | 3(12pt) ~ B I U s

ol
il | 22

@~ A ~

Old age

Design HTML Preview

Additional Information

[ Claim Detail | [ Description Of Event | Additional Detail Tasks | Y Notes [ Documents (L] Questionnaires %] Propertysheets  £= History

Claimant Information

Claimant: N/A - 2

Claimant Age: 0 ~

Additional Information

Assessor: N/A @&

Assessor Name:

Police Report Information

Police Ref No:™® Date Of Report:* -

Station Address:™

Claimant
Select Claimant from policy as captured on Contract Role. Claimant’s age will auto populate with details

captured on record linked on Contract Role.

Assessor
Link Assessor from Contact list or free text capture on Assessor Name if this Assessor is not a Contact

record

Police Report Information
Police Report information fields will be active to capture if it was selected on the specific cause of claim to

be applicable

Tasks
Summary of all tasks related to this claim

Please refer to Task Management on how to create and manage tasks.
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Note
Summary of all notes related to this claim

Please refer to Notes on how to create and manage notes.

Documents
Please refer to Documents on how to create and manage documents

Questionnaires and PropertySheets
Please refer to Questionnaires on how to create and manage questionnaires

Commission Tracking
The Commission Module keeps track of all commission recipients (Financial Advisors) and their various
broker codes with Product Providers through which they earn commission and/or fees.

This module allows the use of complex splitting rules to multiple commission recipients on a single
contract.

The purpose of this section is to assist the commission data processor in fulfilling the task of processing
commission.

Home Screen
Once you have selected Commission on your navigation panel, you will notice that the home screen has

& Contact Management [J New | X Delete | (.4 Edit | B Create Expense Transactions Statement v K4 Generate Targets  ((® Refresh [ Exportto v Show in Report v
+ short Term .
Creditfe (g Recipient
& Assurance Task Dashboard / Recipient
& Tnvestment Drag a column header here to aroup by that column
3§ Medicalaid = =
)  Client | Reference  |Date <) | Broker i Receve (o Redpient oy Payoll o Tax (5 Directive o, o <
(7 Funeral Contact &) mber ) Nomber ™) | Added )| Account Code [ Broker [v] | oS B cotion M 1ipd ™ ™) fnber ™ Nimber ™ percentage ™) | Adhe [v] Statement [¥]
& (5] commission
"\ TOTTD - - =1 = = v -
5 Recipient Statement ;ﬁzpen et )
(@ Template (@ Kanel() 865 2017-11-01 | 16 Broker Group v Invoice 98745 0.00% & 2019-07-04
Ltd
Commission Contract o)
C Statement .
‘ommission Statem
Independent )5 BL1S 2018-02-13 | 11521 v v Invoice 6508745 0.00% - 2019-06-27
o) Bank Broker Group
8] Bank Statement Transaction
(Pty) Ltd
[} statement Payment Batch g
@ patch (g  Abrahams 3017-11-01 | 256998 Independent v Invoice 256098 03215 25.00% 2019-08-05

On the Navigation panel, note the menu items specifically related to Commission.

Fieldname Description

Recipient Person or Company who will receive commission
Recipient statement Month-end statement per recipient

Template Recipient payment structure

Commission Contract
Commission Statement
Bank Statement Transaction
Statement Payment Batch
Batch

Client and policy details on which commission is earned
Statement of commission received from Insurer

List of all bank transactions imported

Monthly Recipient payment batches

Summary of expenses of ad-hoc payments

C
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Recipient
A recipient is any person or company that receives commission; being a regular commission earner or a
referrer.

The information captured for the Recipient will determine how the commission will be divided. A full
history of the percentage share for a specific period, product, product provider, transaction type and more
is saved as a Template record.

The Recipient record is also used to manage the competencies, broker codes, recurring expenses, savings
accounts, tax directives etc. of the Broker / Adviser.

This record also holds valuable management information e.g., PD Rating, termination date, etc. which can
be utilised in the remuneration model percentage share calculations.

B, Contact Management [ New | X Delete | (.4 Edit | B3 Crea
+ Short Term

3 crediufe g Recipient

i Assurance Task Dashboard / Recipient
& Investment Drag a column hea

& Medicalaid =

)  Cient ) Reference . Date = | Broker . Receive | Recipient (. Payroll ) Tax
[ Funeral Contact [ g [l | (SelNCE ) g ) | Account Code (v m(:er B [ fose ™ | commission ™ | Type " B | urmber ™ | Nurmber
E1 (5] Commissi

ent = Y Generate Targets (( Refresh [B) Exportto v Show inReport v

p by that column

] | Directive
™ | Percentage

- o Last -
[l | Acive [v] | Statement [
Date

= = =J[n/a = = = =

MsB
Independent
Broker Group
(Pty) Ltd

[& Kanel(]) 865 2017-11-01 16 v Invoice 98745 0.00% v 2019-07-04

[ Template

(=] Commission Contract

Recipient Detail
g Recipient DD

Task Dashboard / Recipient / Richardson MS (MS) / Recipient

(& save [& saveand Close @ Saveand New | %) Cancel

& Recipient Detail || [/ Tax Details

Contact:* N/A o F Active
Account Code: Recipient Type: Invoice -
1s Broker House Broker House:* N/& ~ []|# BankAccount: N/A | #
Receive Commission Default Commission: 0.00% = Payroll Number:*
Date Added:* - Book Value: R 0.00 =
PD Rating: N/A -2 Balance: R 0.00 =
Comment: Last Statement Date: -
Fieldname Description Required
Contact The contact that is defined as a recipient. User can create a new contact if &
not already in the database.
Account Code Application generated code which is the unique identifier when importing
journal entries using the Batch import process.
Is Broker House Indicates if the current recipient is a Broker House.
Broker House Select the Broker House for this recipient. (]
Receive Commission Default to true. If not selected no commission can be processed against this
record
Default Commission When specified it is used as a default for all commission contracts set-up
between the broker/recipient and the product provider. It is also used when
commission needs to be split without pre-defined splitting rules or
templates.
Date Added This date is relevant to determine from when a recipient is liable to receive &
commission.
PD Rating Select PD rating applicable (Performance Development)
Comment A free format text field. Can be used to describe the recipient account in
more detail.
Active Mark the recipient as active once you have completed the configuration.
Recipient Type Determines whether Broker is paid via payroll or invoiced @
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&

Bank Account If commission is paid into a bank account, then select the bank account to
use form the list of bank accounts on the contact record.

Payroll Number If the recipient type is payroll, then this property is required. It is also used as
output in the payment process.

Book Value Summary of Market Value of all Contracts linked to this recipient.

Balance Displays the amount still due to the recipient. This is the total of non-paid
transactions.

Last Statement Date Application generated during the month-end process.

Last Commission Date  This will be the last date on which commission is processed against this
record

Select the relevant Recipient by clicking the ‘binocular button’ on the Contact field.

If the contact details do not exist, you can capture the new record on Contact Manager using the new
button to create a new company/person to use as the recipient.

Tax Details

‘ & Recipient Detail I @Tax Details I E' Competence Registers
Tax Number: |230329 ‘ VAT Number: ‘ ‘
Tax Option: PAYE ‘ > Is Vat Vendor
Directive Percentage:*® None Dimension: ‘ ‘
PAYE

Specifying a tax percentag Directive General Ledger Code: ‘ ‘
Directive:
Directive Date:*

Fieldname Description

Tax Number Use this property for the tax number or for the tax directive reference number.

Tax Option Choose between PAYE or Directive

Directive Percentage =~ When this percentage is greater than zero the application will generate a transaction
to withhold tax at the specified rate. This occurs at the approval of the recipient
commission statement. Tax is calculated on the income before expenses.

Directive Attach Tax Directive document.

Directive Date This is the latest date this directive is valid. This must be specified if the directive
percentage is greater than zero.

VAT Number When Recipient is a VAT Vendor this detail must be captured when creating the client
record on Contact Management. It will then automatically display in this field.

Is Vat Vendor Select if applicable

Dimension Free text field

General Ledger Code  Enter relevant general ledger code if applicable
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Competence Registers
Broker accreditations can be controlled and with that link the Broker Contract with the specific Product
Categories for which he/she is accredited to sell.

Link qualifications/training events to a specific class of business for Competence Register purposes.

(g Recipient - Abrahams Mark (M.) QO
Task Dashboard / Richardson MS (MS) / Redipient / Abrahams Mark (M.)
e
[] New 3 Delete [ Edit [ Bxportto ~
Training Date [~ Institution [~  Type Of Training [~ | Class Of Business [~  Description a vl
@ 2050101 Competence Register - RE5 Advanced
@ aseron Task Dashboard / Richardson MS (MS) / Recipient / Abrahams Mark (M.) / RES Advanced
(& save [ Save and Close
Page 1 of 1 (2 items) 1
Training Date:™ 2015-01-01
Contracts [ Templ| Institution:* Moonstone
[ New &y Clone... v Type Of Training:*  Regulatory Examination - Representative (RE 5)
Tt b Description: RES Advanced
Class Of Business:®  Securities & Investments
@ Menx Underw Certification:™ RES Certification
[#  Cadiz Asset Management 478 2018-03-07 50.00% -
Q Discovery Life 6987 2018-03-14 50.00% L4
[#  Momentum 744 2018-03-08 50.00% v
[#  Discovery Health 802 2018-03-16 50.00% v
Fieldname Description Required
Training date Enter date of this specific training (]
Institution Select from Contact list @'
Type of training Select from pre-defined list (v
Description Free text field to enter easy reference
Class of Business Select from pre-defined list (]
Certification Add supporting document (]

Contracts

You can define the ralationship between the Broker/Recipient and the Product provider through the Broker

Contract using the Broker number as the unique identification.

By adding class of business to this contract you can now control what type of business can be sold under a
specific Broker number thus providing more control over the accreditation of a Kl or representative in

providing the service.

The Broker number is imperative when processing commission transactions and must be unique per
Product Provider for all Broker contracts.
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&

E Recipient - Gerber Ralf (R.) € Y5)
Task [ User Activity Log / Redpient / Gerber Ralf (R.)
& Recpient Detail | [ Tax Details | =] Competence Registers
T Reset View Settings [} Exportto ~
Training Date [¥]  Institution [ | Type OF Training [ | dass Of Business [ | Description - [l
- Mo =] Gerber Ralf () (501022) - Broker Contract x|
2010-01-01 Moon: ced
& _
Page 1 of 1 (2 items) i Redipient: Gerber Ralf (R. Product Provider: Momentum sy 20
Broker Mumber: 501022 v| Active
(# Templates &2 Retention Policies Start Date: 2012-02-28 Created By: Date Created:
Contract Document: ~ N/A
Reset V otti - Updated By: ElsabeV ) 2019-
- = nes @ S Default Commission:  0.00% Last Updated: 07-04
Product Provider (52}
| [ Class Of Businesses l [ Comment. -
Absa Investment Management Services Reset View Settings | Exportto « v
Old Mutual Investment Administrators Class Of Business ~ [¥  Accredited [l v
Strategic Investment Service IAC Long Term Insurance i ¥
Strategic Investment Service Securities & Investments % ~
Investec Guemsey Page 1 of 1 (2 items) 1 Page size: 20 = v
Discovery
Investec v
v
RECM oK Cancel &
Fieldname Description Required
Recipient Auto generates from Recipient detail screen
Broker Number Unique Broker number issued by Product Provider (]
Start Date Date from when this Contract number is valid (]

Contract Document
Default Commission

Product Provider

Attach Broker contract with Product Provider.
Default commission will be auto filled as specified on Recipient
detail screen but can be changed if necessary.
Select product provider as pre-setup or create new

©

Active Commission won’t be calculated if this record is not active.
Class of Business Link relevant Class of Business
Comment Free text field

Templates

Templates are used as default rule sets for splitting commission on a transaction basis to the Broker House,

Broker and any other 3" party.

| =] contracts I [ Templates I 2 Retention Policies ‘ (& Expenses | 127] Targets | B | T ‘ (B
] mew | &4 X A %1l Apply Formula | 7| 7 Reset View Settings | [ Exportto ~
Apply To ] Contract Contract Annual Annual
Name =+ ¥ g . :md.f‘ v | al ¥ | Product ¥ gi? Aft ;E:‘i“f'emt"’“ ¥ |stat ¥ ;""‘t’:d End v f“?’:”t“ Guarantee ¥ | Target ¥ | Target ¥
N rovider Products au ode Date ontns Date ero Year 1 Year 2
Absa
Absa Investment
@ emplate Management = o 0 RO.O0  RO.00  RO.00
Services
@ #:isp\ate E%u':.'"ke' -] 0 0 R0.00 R0.00 R0.00
Z $2fnnpgrtaey Allan Gray Dhan ey o 0 R0.00 R0.00 R 0.00
old Mutual
BOE Investment
@ Template Administrators 2 o o R 0.00 R 0.00 R 0.00
BOE Funds
@ $::,;:‘t]:“ Coronation 2] 0 0 R 0.00 R 0.00 R0.00
@ $Lemm,jg{e Element 4 0 0 R0.00 R 0.00 R 0,00
Enp

product depending on the Broker’s remuneration agreement.

Templates can be created to apply to all products from a specific product provider or for a specific

The template selection rule when processing commission is based on transaction date and template

effective date. When processing commission the application will search which template satisfies all

criteria

C
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o Apply default Template
o Apply Template where Product Provider and Product are specified
o Apply split rule where no Template is available
e |t is highly recommended that you specify at least one template for every Broker record for every
Product Provider.
e Should a Broker receive the same remuneration structure for all transactions on all Product Providers a
Generic template will apply as default.
e  Each template should have its own unique name

You can access templates directly from the Recipient detail view or from the Navigation Pane.

=] contracts I [ Templates I {= Retention Policies ‘ (& Expenses ‘ 7| Targets | =) Accounts | (& Transactions ‘ i Statements |
%] Apply Formula | 2] [T Reset View Settings | [ Exportto ™
Name + ¥ | Product Provider ¥ ‘ Product ¥ | Apply To All Products ¥ | Is Generic ¥ | Use As Default ¥
Absa Template 7 7
Acsis Temnplate BBL Broker Group Fi
Allan Gray Template Allan Gray Allan Gray Unit Trust
BOE Template 0ld Mutual Investment Administrators BOE Funds RAF

Coronation Template Coronatian
Element Template Element

FNB Template FNB - Insurance Brokers

CRRCSRRCS RN

Gerber (Generic)

Commission Split rules
A template consists out of a collection of splitting rules that the application will apply in the processing of
the commission based on the effective date of the rule.

Always add a new rule when the remuneration structure of a Broker changes rather than updating an
existing rule. This will ensure an accurate history on commission received which is imperative should a
lapse occur.

For each template there needs to be at least one split rule that applies to all transactions. This ensures that
all the transaction types received in the commission file can be processed.

\‘ 2/ Template Commission = c.{f
Effective Date: 2013/05/01 *  Commission Value: 0
Formula: N/A ~ []|&# Expected Commission: 0

¥ Apply To All Transactions Broker:

For specific split rules either select a transaction category Broker Percentage: 0.3 -
or specify relevant critenia
Transaction Category: Broker House:
Criterion: 7 Broker House Percentage: 0.7
Split Total:
(] New | X . () Exportto =
Recipient ¢ | Comment ¢ | Split Percentage ¥ | Commission Value v

OK Cancel

Commission can be split between any number of parties if the overall total adds up to 100%. There are two
fixed rules that the split can use. The Broker and Broker House are both determined by the Recipient record.
Should the Recipient move between Broker Houses the template split rules will adapt to the new Broker
House.
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Fieldname Description Required
Effective Date Date from which this rule applies. ®
Formula Formulas can be used for example to calculate fees

from Investment Market values. See section on

Formula’s
Result Formula calculation result

Apply to all transaction

Transaction Category

Criterion

Commission Value
Expected Commission
Broker

Broker Percentage

Broker House

Broker House Percentage

Split Total

When selected, the rule will apply to all transactions
for this specific Product Provider or all Product
Providers in case of Generic template.

It is difficult to group transaction types only on their
transaction descriptions because they are mainly
determined by the data received on the commission
file from the various product providers. The
transaction category will group transaction types
together and allow you to specify splitting rules based
on this category.

Specific criterion may be used to divine the rule.

A fixed commission value may sometimes apply.
Expected commission may be entered for reporting
purposes but have no effect on the split rule.
Application will default to the selected Broker.
Application will default to the default commission
percentage as set-up on Recipient detail screen. This
percentage may be changed.

Broker House will default as set-up on Recipient detail
screen.

Percentage will default to percentage as set-up on
Recipient detail screen. This percentage may be
changed.

Split Total must always calculate to 100%.

If a third-party recipient receives a share of the 100% commission split, you will have to enter those details

as per below section.

5] Template Commission = 23
% Clone...
Effective Date: 2011-09-01 Commission Value: R 0.00
Formula: Expected Commission: R 0.00
Broker: Gerber Ralf (R.)
Broker Percentage: 50.00%
For specific split rules either select a transaction category Broker House: Money Management Pty (Ltd)
or specify relevant criteria :
Transaction Category: First Year Broker House Percentage:  40.00%
Criterion: Split Total: 100.00%
DE’ Reset View Settings @ Exportto ~
Recipient ¥ | Comment ¥ | Split Percentage ¥ | Commission Value ¥
Teessen Pieter (P.G.} 10.00% R 0.00
Page 1 of 1 (1 items) IEI Page size:
0K Cancel
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Select the relevant recipient and enter the percentage share.

The rule structure set up on templates will determine how commissions are calculated during the
processing of commission statements.

Retention Policies
It may be necessary to apply retention rules on transactions where certain criteria are specified.

These rules are set up on Recipient and will apply to all transactions processed.

= Retention Policy = 22
Name: |General Retainment Rule | ~
Effective Date: [2001-01-01 [+]

First Payment Date: | 2001-06-30 [=]
Payout Terms: 12 [z
Initial Amount: 'R 5 000.00 B

Active

And

Criteria:
Transaction TypeEqualsNew Business

Amount[s greater thanR 15 000.00

v
Fieldname Description Required
Name Unique name for this retention policy &
Effective Date Date from which this policy applies
First Payment date Specify from when the first monthly payment should be

released
Pay out Terms Number of months over which the amount must be split
Initial Amount Initial amount (excl VAT) which will be released
Active Policy will only apply when active
Criteria Enter criteria which should apply

As per the above example, the retention rule will apply as follows:

When the Transaction Type of a transaction is New Business and the amount (excl VAT) due to the Recipient
is greater than or equal to R15 000.00, an initial amount (excl VAT) of R5 000.00 will be paid to this Recipient
during the month-end process.

The remainder of will be allocated in 12 equal monthly payments during the month-end process.

The initial rule will, by default, apply on the selected criteria starting from the effective date, but a different
rule may apply to another scenario on the Broker split which can be selected when processing commission.

You will only notice the effect of the rule on Recipient transactions once the transactions have been
approved. The rule will only apply when Recipient Statement is generated. Please refer to Recipient
Statement.
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[=] contracts | [# Templates = /2 Retention Policies =~ & Expenses k7 Targets | =/ Accounts | (@ Transactions | [0 Statements
[4 Edit Transaction @ Move Transaction Ad Hoc Payment Q,: Approve/Un-Approve @ Exportto ~
Transaction Date [~/ ' Description « [+|  Reference [~| Transaction Type |~ VatDue [~/ | Amount Due [~/ | Approved [w]
hd & & hd
v % 2019-06-25 Commission (Discovery) Bester Jaco (J) (5130087291) New Business R 0.00 R 12 347.93 -
Manage Retained Transactions
Select the retained transaction to see the transaction movement.
(& Commission (Discovery) - Transaction @ x|
Transaction
Recipient: Abrahams Mark (M. 2| Include VA
Description: Commission (Discovery) Total: R 22 825.11
Reference: Bester Jaco (1) (5130087291) Date Approved: 2019-07-04
Transaction Type:  New Business Retention Policy:  General Retainment Rule
Transaction Date:  2019-06-25 Captured By: Elsabev
Amount: R19847.93 Date Captured: 04 July 2019 04:35:40 PM
VAT R2977.19 Approved By: Elsabev
@ Statement Transactions
[H EBmortto
Description 2 [~ Recipient [~ | Reference [~ | Transaction Type |>|  Transaction Date [~|  Amount [~] | Date Paid 2]
Commission (Discovery) Abrahams Mark (M.) Bester Jaco (J) (5130087291) New Business 2019-06-25 R 2 500.00
Commission {Discovery) Abrahams Mark (M.) Bester Jaco (J) (5130087291) New Business 2019-06-25 R 5 000.00
Page 1 of 1 (2 items) 1 Page size: 20 v
0K Cancel

Revoke Retention Rule
The balance of the retained amount may be released at any time by adding an Ad Hoc Payment for the
remaining balance.

Select the in-line action on the relevant transaction to make an Ad Hoc Payment

[=| contracts [ Templates i Retention Policies | & Expenses | k7 Targets =/ Accounts | (& Transactions | [ Statements
(4 Edit Transactior @ Move Transaction Ad Hoc Payment Q: Approve/Un-Approve @ Exportto ~
Transaction Date [~ ' Description a [v] Reference [~  Transaction Type [+ Vat Due [+| Amount Due [~| Approved [~
This will create a new Statement Transaction - ~ ~ -
A 2019—05—25 Commission (Discovery) Bester Jaco (J) (5130087291) New Business R 0.00 R 12 347.93 v

Page 1 of 1 (1 items) 1 Page size: 20

Release Initial amount without releasing all Retained transactions

As retained transactions are generally released once a month, you will use the Generate Statement with
Retention for this purpose BUT a new retainment for a Recipient with already retained transactions, may
occur during the month and then you need to generate a normal Statement without Retention AND
release the initial amount of the new retained transaction using the Ad Hoc Payment Process.
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&

(& Statement Transaction Ad Hoc Payment Process =15
Payment Type: | Ad-Hoc Payment -
Amount:* R 2 500.00 &
VAT: R 375.00 <
Total: R . =
oK Cancel

This amount will generate to an open Recipient Statement or create a new Recipient Statement if all
previous statements are approved.

Contracts [ Templates | & Retention Polices =~ (@ Expenses = k7 Targets = =/ Accounts | (& Transactions = [© Statements
i_1_:';| Pay Statement | L& Approve | Show in Report ~ |E Exportto ~

Statement ., Statement = = = —,  Taxable = = = v Payment — Payment — Advance =

i [ Dat [»| | Amount || | VAT || | Total (22 T || | Tax Amount |»| Expense || | Approved 2] Date (2] (T [ T 2]
= > > > > > > 2 e >

STH- 2019-07-19 R 2 500.00 R 0.00 R 2 500.00 R 2 500.00 R 625.00 R 0.00 R 0.00

EVXX201907-9 - i B N N B N :

T

SAX201805-4 2018-05-05 R 94.79 R13.27 R 108.06 R94.79 R 0.00 R 0.00 v 2017-12-31 Dec 2017 R 0.00

S5TM-

EVXX201807-7 2019-07-19 R4 477.04 R 0.00 R4 477.04 R 5969.39 R 1492.35 R-1492.35 v R 0.00

ST 2019-06-28 R4012.99  R499.63  R451262 R3762.99 R 0.00 R 250.00 2 2018-03-31 Historic R 0.00

SAX201906-9 Transactions

Expenses

A Recipient may be liable for some expenses. These expenses may be once-off or occur over a period of
months.

Recurring expenses will be captured on the Expenses tab.

Recurring Expenses

(& Desk Fee - Recipient Expense = 3

Fee Transaction: | Monthly Service Fee |-0[2] edernal code: | |

Description: | Desk Fee | quantity: [1 2]

Reference: | Desk Fee | unit cost: [r 1 000.00 2]

| Active Amount: | |

Exclude From: | [~] Include VAT

Exclude To: | [+] var: | |

Captured By: | | Total: | |

Date Captured: | |

OK Cancel
Fieldname Description Required
Fee Transaction Select fee transaction from a pre-defined list
Description Describe the expense record (]
Reference Enter a unique reference which will appear on the &
Recipient Statement.

Active Select active when applicable.

Exclude from

Exclude to
Captured by
Date Captured

Enter the date from when expense should be
excluded.

Enter the date until when expense should be excluded.
Auto filled field defaults to user login details.

Defaults to current date.
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External code

Quantity
Unit cost
Amount
Include VAT
VAT

Total

Auto filled to General ledger code as specified on Fee
transaction.

Enter the quantity of expense.

Enter the unit cost of expense.

Auto calculate quantity multiplied by unit cost

VAT will be calculated if selected.

VAT portion of expense if selected.

Total Income / Expense

After all expenses have been allocated, these transactions need to be processed to reflect on the Recipient

statement.

Refer to Recipient Month-End Process

Accounts

Accounts can be linked to a recipient in 4 capacities.

Refer to Financials section

Transactions

Each transaction that has been processed will be displayed on this tab. During the month-end process
these transactions are approved and paid to the Recipient.

‘ Contracts ‘ (AT ‘ =] ion Policies | @& ‘ 7] Targets ‘ =) Accounts l @ Transactions [ [15 Statements |
(2 4 5 Move Transaction | [ Lo = TEW Settings | H Exportto ~
‘ ‘ ‘ Transaction Date ¥ | Description + % | Reference 5 | U= % | Vat Due % | Amount Due + ‘ Approved % | In Retention +
0g. Commission (Absa 20140808  Brand Rhyna (R} Ongoing
@ J B | 2014-05-08 fix) (RADD020392) Commission R0.00 R12.96
oa. Commission (Absa 20140808  Moeko Sello (S M) Ongoing
@ B | 2014-06-08 fix) (LAOOD15541) Commission R0.00 R3275
o Commission (Acsis Diar Amrat (A) .
”3 5 2012-01-01 R633163.03) (POL2010208234314) Ongoing R0.00 R211.79
. Moeko Sello (5 M) Ongoing
7 & 2013-09-12 Commission (AIMS 20130912} yaqn156a1) Commission R 0.00 R 30.96
e L Brand Rhyna (R) Ongoing
(@ 5 2013-09-12 Commissien (AIMS 20130912)  paty, oS o ion R0.00 R 10.86
_na. N Myburgh Etienne (E) Ongoing
2 5 2013-09-12 Commissian (AIMS 20130912) 7,000 S Commmission R 0.00 R 323.98
_ Brand Rhyna (R) N _
[ 5 2013-09-12 Commissien (AIMS 20130912} (pagnon00) Initial Commission R0.00 R0.75
Commission (AIMS R1,306.28  Moeko Sello (S M) Ongoing
[ F 2012-03-01 20120307.csv) (LAOOD15541) Commission R0.00 R17.88
a0 Commission (AIMS R1,306.28  Brand Rhyna (R} . .
(2 5 2012-03-01 20120307 ¢5v) (RAD0020352) Initial Commission R0.00 R 1.50
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Statements

Summary of all statements paid and/or due for payment

| 2] contracts | [ Templates | {2 Retention Policies | (& Expenses | 1) Targets | - | Accounts ‘ (& Transactions | (19 Statements |I
b4 ) = el = Reset View Settings | £ [H Export to | Filter | All Items I-]
Rampo™ 4T D™ v lAmount v vaT v |Towl v [WARE v |[W v |Egense T |appoved ¥ pATCM ¢ P s RRORE g
| [ L | | Ll Ll Elf =l =l I El
# %’;‘201209_3 2012-09-12 R 286.58 R 0.00 R 286.58 R 286.58 R 42.99 R 0.00 W 2012-02-15 PTOOL R 0.00
%:_201305_4 2013-05-24 R 186 332.97 R 0.00 R 186 332.97 R 219 215.25 R 32 882.29 R-32 882.29 4 2013-05-25 PTOO2 R 0.00
AEI;TA-ZDISOB-S 2013-08-18 R 623.23 R-140.00 R 483.25 R 1909.70 R 286.46 R-1 286.46 W 2015-03-16 PAY20150312 R 0.00
%’:4-201309—6 2013-09-18 R 360.05 R 0.00 R 360.05 R 423.58 R 63.54 R-63.54 V| 2015-03-16 PAY20150312 R 0.00
%’;‘201310_7 2013-10-08 R 250 770.59 R-140.00 R 250 630.59 R 296 407.06 R 44 461.06 R-45 636.46 W 2015-03-16 PAY20150312 R 0.00
STM-ADM201404- 2014-04-03 R-510.96 R-420.00 R-830.96 R 2 928.28 R 43%9.24 R-3 435.24 4 2015-03-16 PAY20150312 R 0.00
IE;M-ADMZDI“OQ_ 2014-09-18 R-1 586.28 R-280.00 R-1 866.28 R 5839.91 R 88.49 R-2 176.19 V| 2015-03-04 PAY123 R 0.00
STM-ADM201405- 2014-09-19 R 244.05 R 0O.00 R 244.05 R 287.11 R 43.07 R-43.07 V| 2015-02-12 PTS54 R 0.00
Refer to Recipient Month-End Process
Commission Contract
Commission contract is the record of the policy on which commission is earned.
Commission Contract can be created in 3 different ways:
e  Created manually at the time the policy is sold by the Broker allowing the application to match the
commission to the contract when the commission is received from the Product Provider.
e Auto created during the commission statement import process and then certain default assumptions
will be made based on the data received on the commission transaction data file.
e Imported using the Contract Importer
New Commission contract
Select Commission Contract from the Navigation Pane, then select New from the action bar:
& My Details Log Off
Quick create v | @ [ | search|
> £ Contact Management [ vew ~ [I] create commission contract | X 4 il Apply Formula | &3 ~ | @ Refresh | [ Exportto ~ |  Fiter [l Commission contraets [~
> 5 Short Term L
| S O e o o
> ¢ Investment Drag a column header here to group by that column
: ;:j:::md Owner oy ¥ | Commission Product ¥ | Inception Date ¥ ‘Market Value ¥ |smus 7 | Consultant 3 | LT StEMENt g |Use Template ¥ | Template ¥
« (8 commission [von der menve || ] ] ] Ll ] I ] ]
z:::::::::::;::: @ ‘é;’;&e&w"}eme Topo711 Sanlam Topaz 2017-11-01 R0.00 Pending
& Recipient @ feeey™e  2sessr Option 1+ 5R10000  2017-11-30 R0.00 Pending
[2 Recipient Statement @ VanDerMerwe ... Auto & General Personal 0. 1 o) ao|| e
Elsabe (E.) Policy (Tier 1) 8 9
[ Template 2 ‘é;’;&e&'ﬁf“"’e 20171106 Santam Multiplex (Tier 3)  2017-11-01 RO.00 Active i ABC Generic
8] Bank Statement Transaction
Ez::mant Payment Batch I ——— Page size: (20 |~
@ commission Product ¥ ¥ Beqins with({[Owner.Di *van der merwe') Clear

) commission Preduct Catogary
(@ product Code

[ contract Type

[ Transaction Type

&) commission Payment Type

%l Formula

C
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Fieldname

Description

Required

Owner

Contract Number

Commission Product

Inception Date
Market Value

Status
Consultant

Last statement date
Use Template

Template

Cancel Date

Cancel Reason
Product

Product Provider
Fixed Commission

Contribution Frequency

Contribution
Annual Escalation
Comment
Consultant

Last statement date
Current commission
Total Commission

The owner of a commission contract can be the client that the
policy was sold to, the Broker House or the broker. The owner can
be changed at any point. To select the owner, you need a contact
record in the database. Refer to the TC Contact Manager Training
Manual for details on how to create this contact record. It is
recommended that you use the correct owner record to improve
the reporting experience.

This is the policy number that uniquely identifies the contract. It is
matched with the policy number from the commission transaction
file.

Select the product that this contract is based on. When creating the
contract automatically via the commission process, the product will
be selected based on the matching of the Benefit Type column in
the transaction column with the Benefit code property of the
product.

The date the policy was submitted.

Auto populate when imported. Market Value can be updated on the
Market Value tab. When imported the application will track the
value as per the value date on the import

Commission will only be accepted for contracts in the active state.
Use to allocate contracts to internal business Consultants. This is
assigned to the Recipient/Broker when the contract is created
through the import process.

Last commission statement processed for this contract.

Select this if a template applies. Alternatively create a unique
commission split rule applicable to this contract. Refer to
Commissions tab.

Must select a template if you choose to use templates. Changes to
the splitting rules of a template will affect the splits on contracts
using that template.

Provide a date when the policy is set to a cancel state. It will not
stop the processing of commission.

Provide a reason for setting a cancel date.

Select the product that this contract is based on. When creating the
contract automatically through the commission process the product
will be selected based on the matching of the Benefit Type column
in the transaction column to the Benefit code property of the
product.

Display field only based on the selected product.

Commission captured at the time when the contract is created. Can
be used to determine expected commission in the pipeline.

Select the frequency applicable to this specific policy. Monthly is the
default.

Monthly contribution if applicable.

Percentage the contribution will escalate to.

Free text

Use to allocate contracts to internal business Consultants. This is
assigned to the Recipient/Broker when the contract is created
through the import process.

Last commission statement processed for this contract.

Last commission earned as per last statement processed.

All commissions earned on this specific contract since inception.

©
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Commissions

This tab will only be used when a template does not apply and will be setup by the Commission

Administrator.

Market Values

A list of market values will display when imported. This is specifically imported when dealing with

Investment Statements:

@Market Values [ i8] Statement Details ‘ Contract Links ‘ & Contract Roles ‘ Tasks | ¥ Notes | Documents | Questionnaires ‘ 2] Propertysheet | 3-Hista ()
[H Exportto ~
Value Date + ¥ | Market value s ‘ Last Updated s ‘ Updated By ¥
| [l Ell =] |
2017-11-01 R 150 000.00 2017-12-05 SysAdmin
Page 1 of 1 (1 items) Page size: [20 ||
Statement Details
A summary of all transactions applicable to this specific contract:
‘ 5] commissions. ‘ (@ market Values [ 8] statement Details || 5] contract Links ‘ [¥] Tasks ‘ & contract Roles ‘ Y Notes ‘ Documents ‘ (] ‘ 4= History ‘ [ Proper ‘
4 [T Reset View Settings | [ Exporito *
Transaction Date ~+ ¥ | Statement % | Broker v :Y";;;smi"” b3 C;“%“”‘ (e % | var % | Amount % | Market value % | Processed < | approved ¥ | Is Split Correct ¥
[ el I[ I[ I[ Bl Bl L[ L[ el el =]
2012-03-01 '2":;"2‘["!2*;'.‘&'::17'525'“4 f;['l"l’;;?)"" ®) " ongoing R211.68 R29.64 R241.32 R 0.00 W il
2012-03-01 e 17:626.04 ?;[[‘l’;;;)”" ®3 " Gngoing R 1458.62 R 20421 R 1662.83 R 0.00 v =
2012-02-01 B o 1/446-30 GE['I";;;;)“" RJ " ongoing R 225.48 R 3157 R 257.05 R0.00
2012-02-01 e /4630 Cerser S RI ongoing R 1530.48 R 214,27 R 1744.75 R 0.00
2012-01-01 '2":;"1‘;;;“7'" R25,014.13 f;['l"l’;;?)"" ®) ongoing R1494.79 R 209.28 R 1704.07 R 0.00 W W il
2012-01-01 ey R25.014.13 ?;J‘;:;;)alf R ongoing R 224.65 R31.45 R 256.10 R 0.00 @) vl Ei
2011-12-01 ;‘:;“l‘i;tf;" R20,663.17 ?;[‘I"l’;;?)“" ®) ongoing R1462.61 R 204,76 R1667.37 R 0.00 & & &

Select a transaction to view more detailed information e.g

. commisison split applied

£

8] acsis R486,919.95 20111229_459 - Commission Statement Detail
Transaction Date:  2011-12-01 Transaction Type:  Ongeing
Broker: Gerber Ralf (R.) (102-24-01) Amount (Exel VAT): R 182.52
Contract: VAT: R25.55
Comment: Amount: R 208.07
Market Value: R0.00
Contribution: R0.00
Message:
@ Transactions
[4 Lt =7 Reset View Settings | [ Exportto ~
Transaction s S Transaction ,, | Percentage Include
‘ ‘ s + | Recipient ¥ | Deseription = ¥ | Referance T | Tve v | = v |Amount v | NCMIE ¥ | vaT * | Total v | Approved ¥
Commission
Kauffman Hyman (H
5 2011-12-01 (G:’)be' Ralf f;?:glg o C; Ongoing 50.00% R91.26 El R 12.78 R 104.04 &
B 20111229, 459) (POL2006206200182)
Money :::;“5'"'55‘”" Kauffman Hyman (H
4 2011-12:01 Management [SOS oo Ongoing 50.00% R91.26 £l R12.78 R 104.04
Pty (Ltd) 20111226 459y | (POL2006206200182)
Sum=R 162,52 Sum=R 25.55 Sum=R 208.07
Page 1 of 1 (2 items) Page size:
oK caneel

Contract Links

Link any number of contracts to one another. This feature is useful to determine the value of a client based

on all business generated through the connection e.g., Business policy linked to personal policies or

Spouses individual policies linked to each other.

C
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.51 Commissions ‘ [ Market Values | 8] Statement Details ICuntract Links I&c-mtractnnle.: | [¥] Tasks | 4 Notes ‘ 5] pocuments: ‘ 2| Questionnaires ‘ |2| Propertysheet | $oHiso ()

@ Link | [3 Unlink b( Delete | [ Edit | 51l Apply Formula | @8 Client Portal ¥ | [ Exportta
V| ‘ ‘ Owner T | Contract Info T | Consultant A |Status ¥
¥/ [# Van Der Merwe Elsabe (E.) Hollard Insurace Company - Option 1 + 5 R10 000 (256987) Pending
Page 1 of 1 (1 items) Page size:
Contract Roles

Each contract has roles, whether it is a short term policy, an investment or a project. Roles can include co
insured, beneficiary, project manager. When these roles are created on a contract and the parties are
assigned to the roles, you will be able to track which role a specific individual or company is performing in
the various business areas within your organisation.

Contract roles manage the relationships between a contact and his contracts.
Contract roles are specified on the specific Product by your System Administrator.

History
Keep record of the status history of this contract.

5[ Commissions | G Market Values 8] Statement Details Contract Links [y Contract Roles Tasks < Notes Documents 2] @ es | [1] h
(A Bxportto ~
Log Date w [¥| User Name [~/ | Status [»] | Contract Value [>] | Contract Premium ||  Contract Commission [/
- < < <
24 June 2019 09:00 AM SysAdmin Acdlive R 0.00 R0.00 R 0.00
24 June 2019 09:00 AM SysAdmin Active R 0.00 R 0.00 R 0.00
21 June 2019 03:00 PM SysAdmin Active R 0.00 R 0.00 R 0.00
21 June 2019 03:00 PM Sysadmin Active R 0.00 R 0.00 R 0.00
21 June 2019 02:59 PM SysAdmin Active R 0.00 R 0.00 R 0.00
21 June 2019 02:59 PM Sysadmin Active R 0.00 R 0.00 R 0.00
21 June 2019 02:37 PM SysAdmin Active R 0.00 R 0.00 R 0.00
21 June 2019 02:33 PM Sysadmin Active R 0.00 R0.00 R 0.00
12 June 2019 06:00 PM ElsabeV Active R 0.00 R 0.00 R 0.00

Bank Statement Transaction
The Broker House bank statement can be imported to allocate transactions to commission statements as
received.

Ensure that the Broker House banking details are captured on the Contact record.

Import Bank Statement
Select Bank statement transaction from the Navigation Pane:

x [ (@ Refresh | (7 Reset View Settings IQ Import Bank statementlﬁ Exportto ™

@'ﬂ Bank Statement Transaction

Task / Bank Statement Transaction

Drag a column header here to group by that column

‘ ‘ Transaction Date <7 ‘ Description v ‘ Reference b2 ‘ Bank Statement b2 ‘ Debit Amount 7 ‘ Credit Amount 02 ‘ Credit Amount Available

No data to display
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[ Import Bank Statement Process ==
| @ympor [tess |

Import Map: [mra [~]=|

Contact: [nra [&]=|

Bank Account: [mra [=]o]=|

[| Use Existing Bank Statement

Bank Statement Reference: | |

From Date: ‘ "l

To Date: ‘ 1=l

0K Cancel
Fieldname Description Required
Import Map Select the Bank statement import map &
File Attach bank statement file @
Contact Brokerhouse will default &
Bank Account Bank account details will default
Use Existing Bank Statement You may add daily transactions to the same bank &
statement import
Bank statement reference Use a reference to identify this statement @
From Date Select the date from when transactions must be &
considered for commission reconciliation

To Date Select the date until when transactions must be (]

considered for commission reconciliation

A bank statement can be imported on a daily or monthly basis to reflect payments received. When
imported more frequently than once a month, you need to select ‘Use Existing Bank Statement’ to add
additional transactions for the period.

Monitor all commissions processed on the Bank Statement Transaction list view.

58] Jan 2016 - Bank Statement C

Statement Reference: Jan 2016

From Date: 2016/01/01
To Date: 2016/01/31
File: Bank Statement Jan 2016.csv

& Transactions

f[’ Reset View Settings EEq Exportto ™
Drag a column header here to group by that column
. . : Credit Credit
TETERGETT ¥ | Description - Reference ¥ Debit ¥ Credit ¥ | Amount Amount ¥
Date Amount Amount E
Used Available
|+ [ piscure 111605525088 | || = [<][o.0 El [Z]

2016/01/19 gmszscggM" 1116055250~ R0.00 R 2 676.60 R 0.00 R 2 676.60
2016/01/25 ga:l;‘zis?sMM 1116055250~ R0.00 R 2 437.80 R 0.00 R 2 437.80
2016/01/05 g;ggsgggm 1116055250~ R0.00 R 19 684.39 R 0.00 R 15 684.39
2016/01/05 Sl 1116055230 R0.00 R4914.18 R.0.00 R4914.18
2016/01/07 E;gglu::zl 116055250~ R 0.00 R 4 000.44 R 0.00 R 4 000.44
2016/01/08 g;ﬁgEUlZEslllSOSSZSOf R 0.00 R1451.02 R 1451.02 R0.00
2016/01/11 S LE, 111e085250- R0.00 R 486.14 R 0.00 R 486.14
2016/01/12 DISCLITE 1116055230 R0.00 R B85.72 R 0.00 R 885.72

( knowledge | innovation | service )




TEESSEN CONSULTING

Please ensure that the banking details of the Brokerhouse Recipient record is also selected on the Recipient
record to link transactions when capturing a manual commission statement.

E Recipient - MSB Independent Broker Group (Pty) Ltd QO

Commission Contract / Commission Contract / Bank Statement Transaction / Recipient / MSB Independent Broker Group (...

& Recipient Detail | [{§? Tax Details |=] competence Registers

Contact: MSB Independent Broker Group (Pty) Ltd ¥ Active

Account Code: 115-21 Recipient Type: Invoice
v 15 Broker House Broker House: N/A Bank Account: Standard Bank, Chegue Account, 080144365, Msb Independent Brok
¥ Re ssion Default Commission: 0.00% Payroll Number:

Date Added: 2018-0-13 Baok Value: R0O.00

PD Rating: niA Balance: R 41 954.71

Comment: Last Statement Date:

Commission Statement

The commission file import process caters for a variety of file formats for importing of commission data
into the application for processing. These files are processed manually by selecting the file from a file
location.

For the application to calculate commissions imported, a map between the commission file and the
application needs to be set-up.

Please refer to the TC Web Application Administrator Guide.

Importing Process
To start the Import Statement process, select ‘Commission Statement’ from the ‘Navigation Pane’ and
select ‘Import Statement’ from the ‘Action bar’.

T s @ - [ | search|
» & contact Management (] New | % X 4 i) FQ Import Statement | (¥ Refresh | = Reset view Settings |  view [commission statement [ ~| | [ Exportto ~ |  Fiter [All statements [~]
> % short Term
> B crediife Commission Statement
. Tosk / Bank Statement / Statement Payment Batch / Commission Statement
> 8] Assurance
> ¢ Investment Drag a column header here to group by that column
» Bg Medicalaid
Broker House ¥ | Statement Date ¥ | Product Provider v |BrokerHouse o | peference < % | status ¢ [Amount (Bxd o | yar % | Amount e
> [ Funeral Contract VAT) Amd
+ (8] commission \ I | I I | =] El| Bl El
Commission Dashbeard [#  BBLBrokerGroup  2013-01-31 Momentum 112233 836666 Processed R 42 862.67 R 6000.69 R 48 863.36
[¥] Commission Statement
(@ Money Management 4., g5 05 Absa Investment 00200038 Absa 20140808 Open R 0.00 R 0.00 R0.00
i Pty (Ltd) Management Services
Recipient
- Money Management .y Absa Investment
[ Recipient Statement 2 oo ond) 2014-08-08 Vomagomant services | 00200038 Absa 20140808 fix Processed R 169.36 R23.71 R193.07
Commission Contract
(& MoneyManagement 014 4902 Absa Investment 00200038 ABSA20140902 Open R2070.99 R 289.94 R 236093
[ Template Pty (Ltd) Management Services
@ Money Management oo Absa Investment
é Bank Statement Transaction [ Pty (Led) 2014-09-30 Management Services 00200038 ABSA20141030 Open R 0.00 R 0.00 R 0.00
Statement Payment Batch -
Money Management ey Strategic Investment o acsis R20,768.67
@ poten @ portnd 2011-12-01 rateg 102-24-00 Seiiiais %8 Open R18218.13 R2550.54 R20768.67

Ensure you apply the correct filters to see the imported file in the list view.

Quick create ~ @ - | searcn|
[ new | 24 x 4 (& 1. Import Statement | (5 ® Refresh | [ Reset View Settings | Viewl| @I IR ErTaEn I [H Exportto ~|  Filter |All Statements -

Commission Statement
@ Commission Statement Investment Statement
BBL Broker Group / Advice Group - Coastal / Recipient / Money Pty {Ltd} / Commission Statement
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This will launch the import process.

[ Import Commission Statement Process @l x
~
[ Import
Import Map:* NfA - F
Statement Type: Commission statement -
File:*® Browse...
* Validate Map
Product Provider: N/A a4

Multiple Broker House Contracts

Broker House Contract:* NfA -
Statement Date:* -
Reference:*

| Use Bank Statement

Bank Account:*® NfA ~ || &
Bank Statement Transaction: NfA M ]
Bank Statement Amount: R 0.00 &
Number Of Transactions: 0 5

Select the relevant import map that matches the file you want to import. Each statement received from the
product providers requires a specific map.

The selection of available maps is a combination of application defined maps and user-defined maps. Maps,
as being used within this application, can be defined as a blueprint for the application on how to import data
from an Excel- or CSV file.

Field Description Required
Import Map This is a critical selection of informing the application of (]
the file format to expect when processing the data file.
You can select from a list of active maps already

configured.
Statement Type Defaults to the criteria specified on Property
Configuration
File Select your data file from the local or network drive. &

Make sure that the file you select matches the Import
Map. The application will not be able to process the file
if the incorrect map was chosen.

Validate Map When selected, the application will check if the selected
map matches the file layout which is being imported.
Product Provider Select the Product Provider as per the statement you
are processing.
Multiple Broker House Contracts Select this option when the statement is a summary of
transactions for various Broker Houses.
Broker House Contract Select the appropriate contract that the Broker House @
has with the product provider of the file you want to
process.
Statement Date The statement date is important. Various validation (]

rules for the broker and broker contracts depend on this
date. This date will also be used to generate the
transactions.

( knowledge | innovation | service )




(0’ TEESSEN CONSULTING

Reference Reference number for a statement is unique. This field &
will auto populate from the Bank Statement Description
field when you choose to use the Bank Statement
transaction.

Use Bank Statement Tick when Bank Statement Transactions must be linked
to Commission statement.

Bank Account Select from drop-down list or create a new bank
account

Bank Statement Transaction Select from drop-down list or create a new statement
transaction

Bank Statement Amount Bank Statement Amount will auto populate from your
selection made on Bank Statement Amount.

Number of transactions May be used for record purposes.

When selecting to Use Bank Statement, you will see all transactions from the Bank statement import.

[# Import Commission Statement Process [=] B2
e
[ @ 1mport [ [iogs |
Import Map: | Discovery Vitality |'|;‘
Statement Type: | ‘
File: Disc vitality .csv = & || &
+* validate Map ‘
Product Provider: |Discovery |@|!‘
| Multiple Broker House Contracts
Broker House Contract: |xvz Brokers (10048035731) ‘v | ﬂ|!‘
Statement Date: | 2016/02/09 | b ‘
Reference: | ‘
| Use Bank Statement
Bank Account: |First National Bank, Cheaque, 45269875145, XYZ Brokers [~]a]=|
Bank Statement: [Feb 2018 [-]c]=|
Bank Statement Transaction: | A |@| !‘
Bank Statement Amount: | 0 | . ‘
Number Of Transactions: |U | z ‘ W
Eﬂ Bank Statement Transaction [ E3
~
[ new | |Search|
C | | Transaction Date -~ 7 | Credit Amount Available ¥ ‘ Description b4
| [ &l

C E 2016/02/03 R 5 408.32 ZURICHINSU64504895A02COMMISSIO
C @ 2016/02/03 R 84.41 EPIC3 FDMDORENASA/FDMUGIGY

C B 2016/02/03 R 1171.33 BROLINK BROLINK M5 HOLLUE1Y2

C E 2016/02/03 R 390.23 CASHFOCUS FSPCOMMIAN1S

C @ 2016/02/03 R 453.20 CASHFOCUS BESTMED

C E 2016/02/03 R 1 035.09 BROLINK BROLINK N5 CIA UIUNO

C @ 2016/02/03 R 823.68 MOMENTUM 038477 6535L0Q

C B 2016/02/03 R 1145.42 FSP 219245178 UC54C

C IE 2016/02/03 R 401.68 CASHFOCUS FSP VUM JAN1G

C @ 2016/02/06 R 1 895.11 PPS5 INS COPPS SHORT TERM INSUR

C E 2016/02/06 R 30 416.36 INSURE COM1116055250-88759308
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Import process logs
The application keeps record of each item imported and this process log can then be consulted when an

import failed or was imported with errors.

Import Process logs can be accessed from the Tools menu:

Quick create + @ . | search| |
& Contact v || O new | X () 2 (@ Refresh | £F Reset View Settings | [H Export to ~
Commission -
s @Impor‘t Process
& Recipient Advice Group - Goastal / Recipient / Money Manaaement Pty (Ltd) / Commission Statement / Import Process
2 Recipient statement 2 T et [t e et o o
[ Template
5] Commission Contract | Import Map 7 ‘ File v ‘ Import Status ¥ | Date Created ¥ | Created By v | Last Updated T ‘ Updated By ¥ ‘ Import Type ®
[ Commission Statement [ I I [l | [l | |
8] Bank Statement Transaction (@ (7 Coronation Coronation 20151201.xisx Successfully 2016-02-09 Admin 2016-02-10 Admin Import Commission Statement
Imported Process
[} statement Payment Batch Svecmndul e o Statemant
@ Batch (& [ Ccoronation Coronation 20151202.xlsx Tmporied 2016-02-09 Admin 2016-02-10 Admin O commission Statement
> [ configuration [ [# Coronation Coronation 20160101.xdsx Import with Errors  2016-03-08 Admin 2016-03-08 Admin :,':‘ai‘;‘sc“’“""““’“ Statement
% Financials v —— —
[# [# Coronation Corenation 20151230.xlsx Import with Errors  2016-02-10 Admin 2016-02-10 Admin P'r':i‘;s ommission Statemen!
i Asset Register -
o [@ [# Coronation Coronation 20130731 - Master.xlsx  Import with Errors  2016-10-04 Admin 2016-10-04 Admin Import Commission Statement
(% Administration v Process
W Reports vl [@ (4 Coronation Coronation 20151101 .xlsx et 2016-02-09 Admin 2016-02-10 Admin prport Commission Statement
13 Tools: 2 [# [# Coronation Coronation 2016050 1.xlsx Import with Errors  2016-07-28 Admin 2016-07-28 Admin mport Commi ission Statement
[ Import Process -
[@ (& Coronation Coronation 20160601.xlsx Import with Errors  2016-09-12 Admin 2016-09-12 Admin Import Commission Statement
" oo Process
Imnort C ion Statement

Each import processed in the application will display on the Import Process list view.

Each line item imported will be recorded.

[’glmport Commission Statement Process @ @
Money Pty (Ltd) / C IS / Import Cs i Statement Pr... / Import Process / Import Commission Statement Pr...
mport | [7] Logs
T Reset View Settings Exportto ™
. Import Log
Log Date * | Type ¥ | Log Message L}
2016-02-09
02:06:39.8700 Information Create backup file - D:\Data\Documents\Temp\Comm\Backup\Coronation 20151101.xlsx
PM
2016-02-09
02:06:40.3000 I i itialisie C ion(TCCommSplitimport. CommissionImporter) processor with D:\Data\Documents\Temp\Comm\Coronation 20151101.xlsx
PM
2016-02-09
02:06:40.4870 Information Start processing file D:\Data\Documents\Temp\Comm\Coronation 20151101.xlsx
PM
2016-02-09
02:06:49.7600 Information Start Processing line.
PM
2016-02-09
02:06:50.3100 Information Stringlist to process in ProcessStringlist 5324874, Money Management, 6012939, Ralf Gerber,47059,Mrs PM Khumalo,CAA,16.74,2.06, Trailer Fee,,,,
PM

Processing Commission
Your newly imported statement will display in red. This indicates that some actions still need to be performed

on the statement. Open the newly imported statement:

Commission Statement
Task / Bank Statement Transaction / Statement Pavment Batch / Commission Statement
Drag a column header here to group by that column
Broker House . Amount (Exd Bank
Broker House ¥ | StatementDate ¥ | Product Provider T | Sroker B # | Reference L | Status v | ® |var # | Amount 7 | pand
[#  BBLBroker Group  2013-01-31 Momentum 112233 835666 Processed R 42 862.67 R & 000.69 R 48 863.35
Money Management ome Absa Investment
[ 2014-08-08 Mt corvices 00200038 Abss 20140808 Open R 0.00 R 0.00 R0.00
(@ Momey Management 5,14 08-08 Absa Investment 00200038 Absa 20140808 fix Processed R 169.36 R 23.71 R 193.07
Py (Ltd) Management Services
Money Management oo Absa Investment
[ B 2014-09-02 Mansgoment Services 00200038 ABSA20140802 Open R 2 070.99 R 289.94 R 2 360.93
Money Management Absa Investment
@ | oo itay 2014-09-30 Manegement Services 00200038 ABSA20141030 Open R 0.00 R.0.00 R0.00
Meney Management 1o Strategic Investment s acsis R20,768.67
@ e 2011-12-01 Strateg 102-24-00 ooy den Open R 18 218.13 R 2 550.54 R 20 768.67
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After the import process the statement still appears ‘empty’ as all the imported data has been placed in a

temporary holding file:
[l New | [ Edit | ¥ 1. Import Transactions | [ B2 E3 &4 (™ Refresh | Show in Report
7] Commission Statement - Discovery Life 486.13 @ @
Dashboard / Commission Statement / Discovery Life 486,13
Broker House:! XYZ Brokers Statement Type: ‘Commission statement
Product Provider: Discovery Status: Open
Brokerhouse Contract: XYZ Brokers (10048035731 Transactions Not Imported: 7
Statement Date: 2016/03/01 Total Market Value: RO,00
Reference: Discovery Life 486.13 Amount (Excl VAT): RO,00
Bank Statement Amount: R 0,00 Number Of Transactions: o VAT: R 0,00
Date Captured: 30 March 2016 02:35:31 PM Captured By: Elsabe Amount: R 0,00
Date Processed: Date Approved
J {8} Stotement entries | || Statement Files |
) Update Transaction Date | i Bxport o
Transaction Date ¥ | Broker # | Contract el liansactoy ¥ | Amount (Excl VAT) ¥ | VAT ? | Amount % | Market Value % | IsSplit Comect | Processed + | Approved 3
[ 8] Il I I | =] Ll Ell E] ] fel
No data to display
Count=0 Sum=R 0,00 Sum=R 0,00
. . , -
The ‘Transactions Not Imported’ property indicates the total number of records.
The file you selected on import will be saved automatically on the Statement File tab.
|8] Statement Entries | [=] Statement Files |
(i Exportto ™
File - ¥ ‘ Statement Date ¥ | Bank Statement Amount ¥ | Imported Amount ¥ | Number Of Transactions ¥ | Imported Number Of Transactions ¥ | Bank Statement Transaction Ad
[ I[ =1 El[ El[ El[ Bl |
Discovery Life 486.13.xlsx 2016/03/30 R 0,00 R 486,14 0 7
Page 1 of 1 (1 items) e
Field Description Required
File File name as saved on PC
Map Name Map name used for the Import can be added to the

Statement Date

Bank Statement Amount
Imported Amount
Number of Transactions

Imported Number of Transactions

display selection

Defaults to Statement Date selected

Amount selected from Bank Statement

Amount imported from import file

Free capture field will display number of transactions as
captured

Number of transactions calculated from import file

Bank Statement Transaction Bank description field

Five steps are required to complete the imported statement to a status where the commission is either split
or divided and ready for payment or the investment values calculated.

Each step will become available once the previous step has been completed.

K 1. Import Transactions L& @ Q:

Import Transactions
Select the Import Transactions option to get access to the data that was imported for this statement. This
option provides a view of a copy of the data that was imported from the file.

This is also the first verification point to check that the correct number of records was imported and that

)

the totals as provided in the imported file match the totals after the import.

C
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&

X Delete | [@ Amend Transaction | §i} Create Transactions | [= Append | (¥ Refresh Exportto *
Import Commission Transaction
Dashboard / Commission Statement / Discovery Life 486.13 / Import Commission Transaction
5] T;‘ ’;“"‘i“" - E:}g - ag"uks":m < ﬁ;‘::“:' % |BrokerNo ¥ | Policy Name ¥ | PolicyNo % ﬁﬂ\"lum.ﬁ'i" 9 |var - g:‘"‘:ﬂfs“’“ - ‘C‘j“’"“‘ i3 C':I'lft % | Contribution ¥ E:Juhdyct % | Message ¥
Name v Provider
[ [l [ I I[ I[ Il Il Il [2]] Ll [l Il [2]] Ll I
¥ 2016/03/01 XYZBrokers 10048035731 :‘J”)E'"a” %N 1000204717  COETZEE)DS 5130829087 R 292,10 R.40,89 332,99 COMM R 0,00 R 0,00
2016/03/01 XYZ Brokers 10048035731 a”)""“” %N 1000204717 COETZEE DS 5130829097 R 75,95 R 10,63 R 86,58 COMM R 0,00 R 0,00
2016/03/01 XYZ Brokers 10045035731 a”)""“a” Jan | 1000204717 COETZEE,),DS 5130828097 R 58,40 RB,18 R 66,57 COMM R 0,00 R 0,00
2016/03/01 XYZ Brokers 10048035731 ?J”)""““” %N 1000204717 BOTHAJMCMNR 5130585892 RO,07 R 0,01 R0,09 COMM R 0,00 R 0,00
2016/03/01 XYZ Brokers 10048035731 :J”)E'“” %N 1000204717 BOTHAJMCMNR 5130585892 R-0,03 R 0,00 R-0,03 COMM R 0,00 R 0,00
2016/03/01 XYZ Brokers 10048035731 a”f'“"‘ a0 1000204717 BOTHAJMCMNR 5130585832 R-0,03 R 0,00 R-0,03 COMM R 0,00 R 0,00
2016/03/01 XYZ Brokers 10048035731 ?J”)""““” %N 1000204717 BOTHAJMCMNR 5130585892 R-0,03 R 0,00 R-0,03 COMM R 0,00 R 0,00
Count=7 Sum=R 426,44  SUm=R 59,70  Sum=R 486,14
Page 1 of 1 (7 items) Page size:

From the import detail view, you can edit the imported records:

Create Broker Contract @ Amend Transaction @ Create Transactions |:E Append

Amend Transaction
Select one or more records and then choose to amend transaction. Only broker number and the account cd
(transaction type) data can be amended through this process.

ﬁ Flinstone Fred (F.) - Import Transaction Amend Process = £2

Broker Number: | Flinstone Fred (F.) (1066657360) |@|§|

Broker Name: | |

Account CD: | N/A | @| ;|

Transaction Category: | |

Transaction Date: | | A |

OK Cancel

Append Files
In the event of receiving more than one statement per bank payment, these files can be appended and
processed together as one payment. You may append files to any event depending on the circumstance.

@ Import Commission Statement Process [E E3

% Import ﬂ Logs

Import Map: |NJA |“§|

Statement Type: | |

File: Browse...

% validate Map |

Use Bank Statement

Bank Statement Amount: |0 | : |

Number Of Transactions: |0 | - |

Cancel
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Field Description Required
Import Map A very critical selection where you inform the (]
application of the file format to expect when
processing the data file. You can select from a list of
active maps already configured.

Statement Type Defaults to the criteria specified on Property
Configuration.
File Select your data file from the local or network drive. &

Make sure that the file you select matches the Import
Map. The application will not be able to process the
file if the incorrect map was chosen.

Validate Map When selected, the application will check if the
selected map matches the file layout which is being
imported.

Use Bank Statement Tick when Bank Statement Transactions must be linked
to Commission statement

Bank Statement Amount Bank Statement Amount will auto populate from your
selection made on Bank Statement Amount

Number of transactions May be used for record purposes.

Notice that all files appended show on the Statement Files tab on the Commission Statement detail view:

8] Statement Entries | [=] Statement Files |

= Reset View Settings | [[g] Export to ~

& ‘ File T | Statement Date 02 | Bank Statement Amount ¥ ‘ Imported Amount 02 |Numher0fnansac:ions 02 |Impnrted Number Of Transactions ¥ | Bank Statement Transaction ¥ ‘ Append Process

-

Stratum Benefits 26 021.xls  2016/09/27 R 0.00 R 26 021.00 0 521

Stratum Benefits 26 326.xls  2016/10/05 R 0.00 R 26 326.00 0 528 v

Page 1 of 1 (2 items) E Page size:

Create a Broker Contract if a transaction is imported for a new Broker where the Broker Contract has not
yet been set up (provided this action is allowed by your Commission Administrator).

Create Broker Contract

Broker Contract = 23

be]
Recipient: |N1’A ‘V ‘ ﬂ|§| Product Provider: |5tratum Benefits |@|§‘
Broker Number: |4699 | Default Commission: |D ‘ . ‘
Contract Type: [h/a [-]a[=] [ Active
Start Date: |2015."101’05 |'| Contract Document: Browse...
Comment:

; m & ¥ x| ElEE@ @ E B G E

Mormal |vHAria\ |V|‘(Font5ize) |v| B I U 5§ E = |G~ A ~

Design HTML Preview

Cancel
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Create Transactions

The ‘Create Transactions’ action is one of the most important steps in the process where most of the
validation will be performed. The ‘Broker House No’, ‘Broker No’ and ‘Policy No’ columns will be used to
validate, find and automatically create commission contracts within the application.

The ‘Commission Amount Ex VAT’-, ‘VAT’-, ‘Commission Amount’- and ‘Account CD’ columns will be used to
create new transaction types and transactions.

[ Commission Statement Detail Process & 2

Commission Contract

Create Contract

Default Owner: | ‘

New Contract Status: [ |

Use Template Use Default % When Template Not Found

Commission Product

Auto Create Product

Default Commission Product Catogory: |

Commission Transaction

| Auto Create Transaction Type

Merge Similar Transactions

0K Cancel

There might be new Client or Product records or even transaction types on the imported file which have not
yet been captured in the application. The Commission Statement Detail Process allows you to auto create
these details from the import process.

Commission Contract
If a new commission contract should exist on the import file, the application will automatically create this
record when you select to ‘Create Contract’.

The contract will then be created to the default owner, i.e., either Broker or Broker House.

New Contract Status should always be ‘Imported’. This will allow you to filter on these Contracts and
allocate them to the correct owner.

You may choose to select either or both ‘Use Template’ or ‘Use Default % when template is not found’
option to indicate how this transaction should be split.

Remember to change the Contract Status to ‘Active’ to process the transaction.

Commission Product
This option allows one to auto create a product onto the database when a new Product has been specified
on the import file.

Commission Transaction

Product Providers do not always notify you in advance when their transaction description has changed or
when they have added a new description. This option allows you to auto create this transaction type to
process the transaction.
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Use the Merge similar transactions option to combine transactions with the same contract number instead

of having multiple transactions per contract.

If you choose not to select any of these options and there has been a change or new record on the import

file, the application will flag this record in red with a warning message which will explain why the

transaction could not be processed. You will then have to manually alter or add that record to process the

transaction.

When all the transactions have been successfully imported, the Import Commission detail view will be

blank and all transactions will have been allocated to the correct contracts based on the policy number.

The commission will be split according to a template that was attached to the contract.

Return to the Commission Statement by selecting it from the “foot print”

Import Commission Transaction

Dashboard / Commission Statement / Discovery Life 486.13 / Import Commission Transaction

[] New | [ Edit | B3 1. Import Transactions | (5 B 3. Process splits | £ & (™ Refresh | Show in Report
?] Commission Statement - Discovery Life 486.13 QD
Dashboard / Commission Statement / Import Commission Transaction / Discovery Life 486.13
Broker House: XYZ Brokers Statement Type: ‘Commission statement
Product Provider: Discovery Status: Open
Brokerhouse Contract: XYZ Brokers (10048035731 Transactions Not Imported: 0
Statement Date: 2016/03/01 Total Market Value: R 0,00
Reference: Discovery Life 486.13 Amount {Excl VAT): R 426,44
Bank Statement Amount: R 0,00 Number Of Transactions: o VAT: R 59,70
Date Captured: 30 March 2016 02:35:31 PM Captured By: Elsabe Amount: R 486,14
Date Processed: Date Approved:
J 8] statement Entries | || statement Files ‘
& Update Transaction Date | || Gah Exportto
Transaction Date ¥ | Broker ¥ | Contract el pie=acony ¥ :T%""l (Bxd 5 ‘ VAT ¥ | Amount ¥ | Marketvalue  # | Is Split Correct ¥ | Processed £ ‘ Approved -
Alleman Jan (2.) Alleman Jan (1.) (Discovery
2016/03/01 (1000204717) ~5150829057) Commission R 58,40 R 8,18 R 66,57 R 0,00
Alleman Jan (2.) Alleman Jan (1.) (Discovery y g
2016/03/01 (1000204717) ~ 5130585892) Commission R-0,03 R 0,00 R-0,03 R 0,00
Alleman Jan (2.) Alleman Jan (1.) (Discovery
2016/03/01 (1000204717) ~5130585892) Commission R 0,07 R 0,01 R 0,09 R 0,00
Alleman Jan (2.) Alleman Jan (1.) (Discovery ; g
2016/03/01 (1000204717) T 5130555802) Commission R-0,03 R 0,00 R-0,03 R 0,00
Alleman Jan (2.) Alleman Jan (1.) (Discovery
2016/03/01 (1000204717) ~ 5130826007) Commission R 75,95 R 10,63 R 86,58 R 0,00
Alleman Jan (2.) Alleman Jan (1.) (Discovery g g
2016/03/01 (1000204717) ~ 5130585892) Commission R-0,03 R 0,00 R-0,03 R 0,00
Allernan Jan (2.) Alleman Jan (1.) (Discovery
2016/03/01 (1000204717) ~ 5130829007) Commission R 292,10 R 40,89 R 332,99 R 0,00
Count=7 Sum=R 59,70 Sum=R 486,14
Page 1 of 1 (7 items) Page size: [20 |~ |

The newly created commission transactions have now been created against the correct policy (commission

contract) and are also linked to the broker. The commission contract is either a new contract if the

commission was imported for the first time or an existing contract if already created previously or through

a different process.

Process Splits

The next step in the commission process, depending on whether you are processing an Investment or

Commission statement, is to apply the splitting rules defined on the various commission contracts. This

process will create the split transactions for the relevant portion of the commission to each of the

recipients.

This action can be repeated multiple times as you have the option to adjust splits before re-generating the

transactions.

Final changes can be made to a record after it has been imported.
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J 8] Statement Entries ‘ || statement Files ‘
X Delete | [ Edit | € Clear Warning | (5] Edit Contract | @ Update Transaction | 7 Resst View Settings | (i Export to ~
: Amount
= Transaction ¢ | goper % | Contract % |comment ¥ |status ¥ |TEMSACHON & | otonary ¥ | (Exd - ¥ | vAT ¥ | Amount P o I B e I
Date Type VAT) Value Correct
Money Money Management
Management Pty (Ltd) (Santam  SAMODIEN . Commission § - g
@ 2016/10/01 o) oy o) e Active o Unknown R-522.40 R-73.14 R-585.54 R 0.00 v v
(8801) 54500008945)
Mon. Money Management
Management Pty (Ltd) (Santam  SAMODIEN . Commission
vl @2 2016/10/01 by L) o Bk Active o Unknown R1517.70 R 212.48 R 173018 R 0.00 v v
(8801) 54500032305)
Count=2 Sum=R133.34 Sum=R 1134.64
Page 1 of 1 (2 items) Page size:

Edit Contract
It is sometimes necessary to make changes to a contract, e.g., to allocate a different template. This is now
possible from the Commission Statement detail view.

2] Commission Contract
&
Ouner: Money Management Pty (Ltd) ol # product: Debit Order - Santam Limited el
Contract Humber 54500032308 Product Provider:
Inception Date: 2016/10/01 = contribution: )
Market value: Gontribution Frequency: | Monthly
Expected Commission: [0 I Annusl Escalation: 0
Status: actave Jcl# comment: SAMODIEN MS Mr
Cancel Date: Consultant: Gerber Ralf (R.) RdLd
Cancel Reason: Last Statemant Data:
¥ Use Template Current Commission:
Template: 3an de Koker Generic =[C]# rotal Commission:
Created By: Date Created:
Updated By: Last Updated:
Sl Commizsions | BMarket Values | 8] seatement Octals L Contract Links | [ Tasks | GhContractoles | 3 [ 3o o] Comatonmar 3
£ ) £ Reset View Settings | [ Expert to +
Transaction Date = ¥ | Statement * | Broker * :’y:';“’“"‘“ ’ ?“"15',“"“5‘“‘ * | var * | Amount % | Market Value ¥ | Processed * | Approved *® | Is Split Comrect ¥
zo1s/10/01 santamager  OYMAMBSTON T Commission P R1517.70 R21z48 R 173018 ®0.00 ® v
Page 1 0f 1 {1 items) 1 Page size: (20 |

Update Transaction
Transaction type on a specific record can be changed by using the update transaction icon

3

meﬂ‘be‘ bt
iproces®

*

Message from webpage

Are you sure you want to update the Transacton dates and/or Type of
the selected records

Re
alwaY s

env afte’
oK Cancel state™ e bee
es
(',\‘\a“g ‘.ecof

made
Amend transaction date or transaction type or both:

& Commission Statement Detail Append Process = 23
Transaction Date: | "‘
Transaction Type: |NfA ‘@|§‘

Cancel

Once a split transaction is approved it cannot be re-processed unless you reset the complete statement.
Please refer to the section on Reset Statement.

Warnings
Two warnings may occur during the process procedure.

C
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J [s] statement Entries ‘ || statement Files |

17| Update Transaction Dala‘ | (& Export to ~
Transaction Date ¥ | Broker ¥ | Contract v |Jponeaction o | frount (Exdl g | var v | Amount ¥ | Market Value ¥ | Is Split Corect ¥ | Processed 7 | Approved ¥
| [=]] J I I El El Ll Bl [=]] [=]] =]
2016/03/01 ?:'5&“;55"17(;" ?EE‘::ZI‘QJE?;;)U') (Discovery - | cornmission R 58,40 R 8,18 R 66,57 R 0,00
2016/03/01 e o e e anr) =) Commission R 233,67 R32,71 R 266,36 R 0,00 v v
2016/03/01 ?:';['E'EIE"I;;" ?E?SEEHSJSEBHZ)U.) (Discovery - | commission R-0,03 R 0,00 R-0,03 R 0,00 7 ¥
2016/03/01 ?:'g&z’a;”lg') ?23?5“&“51;9”2)(” (Biscovery - commission R 0,07 R 0,01 R 0,09 R 0,00 £ =l
2016/03/01 ?:';é”ﬂ“;;l E’l‘?(;) :E?;EHSJ;;Z)(” (Discovery - ¢ mission R-0,03 R 0,00 R-0,03 R 0,00 £ =i
2016/03/01 ?:Igénnaz"n "'67’1‘7[3” :Eg‘;;‘;;g”ﬂ[” {Discovery - | commission R 75,95 R 10,63 R 86,56 R 0,00
2016/03/01 ?:';['E'EIE"U(;" ?EEISEEHSJSE;Z)U.) (Discovery - | cornmission R-0,03 R 0,00 R-0,03 R 0,00 7 &
2016/03/01 ?:'gg”uz'aﬁ”n[f') ﬂgg‘;z“gfg”””') (Biscovery - | commission R 252,10 R 40,89 R 332,99 R 0,00

Count=5 Sum=R 92,41 Sum=R 752,52
Page 1 of 1 (8 items) [ e

1. When a commission split rule was not found to create a transaction, the application will flag this
transaction in red with a warning message ‘No effective commission record found’. The transaction
won’t be processed.

Clear Warning
You need to return to the specific commission contract to rectify this error.

After amending the commission split rule, you need to save the Commission Statement and re-process

commission for the change to take effect. The record should now be processed.

2. When the Broker record on the import file is different from the Consultant allocated to this
contract, the application will highlight this record in blue with a warning “WARNING: The Broker is

not the same as the Consultant on the contract’. The transaction will be processed but you will not

be able to approve this transaction until the warning has been cleared.

Clear Warning
If you are satisfied that the record is correct, you can clear the warning by using the ‘Clear Warning’
icon on the transaction action bar.

If the record however is incorrect, you need to follow the same procedure as above.

This warning will recur every time you process the statement until this specific record has been

J 8] Statement Entries ‘ || statement Files ‘
€l clear Warning | Update Transaction Date [+ | (@ Export to
B | Transaction Date v | Broker v | contract v |Jromsaction | Amoune(Bxdd g | yar v | Amount ¥ | MarketValue v | Is Split Correct ¥ | Processed v | Approved v
2016/03/01 e ey ) (DISCveD ~ commicsion R 58,40 RB.18 R 66,57 R0,00
Alleman Jan (J.) van der Menwe Elsabe (E.)
¥ 2016/03/01 1000304717) (e Dssoan) Commission R 233,67 R 32,71 R 266,38 R 0,00 Fl Fl

You will notice that each transaction processed successfully has been marked as ‘Processed’ and ‘Is Split
Correct’.

Click any of the transactions to view how the split was processed:
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Transaction Date:  2016/03/01 Transaction Type: ~ Commission

Broker: Alleman Jan (J.) (1000204717) Amount (Excl VAT): R 233,67

Contract: wvan der Merwe Elsabe (E.) (Discovery - 2589741) VAT: R 32,71

Comment: Amount: R 266,38

Market Value: R 0,00

Message:

@ Transactions

@ () Export to ~
Transaction Date ¥ | Recipient ¥ | Description + 7 | Reference ¥ | Transaction Type ¥ | Percentage Share ¥ | Amount * | Include vaT ¥ |vAT * | Total ¥ | Approved T
2016/03/01 XrZ Brokers Commission (Discovery Life 486.13)  van der Merwe Elsabe (E.) (2589741) ~ Commission 30.00% R 70,10 £ R 9,81 R 79,92
2016/03/01 Flinstone Fred (F.) Commission (Discovery Life 486.13)  van der Merwe Elsabe (E.) (2585741) ~ Commission 70.00% R 163,57 ] R 22,90 R 186,47

Sum=R 233,67 Sum=R 32,71 Sum=R 266,38

Page 1 of 1 (2 items) Page size:

The received commission amount has now been split according to the rules that are currently active on the
commission contract that this transaction is associated with. These splitting rules will apply for all the
transactions on this commission contract until replaced with another definition.

Approve Transactions

The fourth step is to approve the imported transactions. When approving a commission split transaction,
you approve how the original commission amount has been divided between the various parties
(recipients) sharing the commission. This in effect will prevent any changes or re-generation of split
transactions via the ‘Process Splits’ action.

There are 4 methods of approving a split transaction:

1. Atransaction type can be configured as ‘automatically approved’, resulting in all transactions of this
type to be approved by default during the generation. This method is also the only method that will
allow the regeneration of the split transactions:

| Transaction Type - Advice Fees QO
Bank Statement Tr tatement Payment Batch / Commission Statement / Transaction Type +

& save [ save and Close &Y Save and New | ©) Cancel

Transaction Type

Description: [idvice Feed X | Income/Expense:  Income
Shart Description: | Advice Fees External Code:
System Type: Category: Fees O

I Auto Approve I Default Unit Cost:

2. Approve transactions individually. This can be done by the Recipient or Administrator by selecting one
or more transactions from the Recipient detail view. This option is normally used in combination with
option one where new business type transactions will be approved using this method and the on-
going transaction types will be auto approved.

g Recipient - BBL Broker Group (X5
Commission Statement / 836666 / Recipient / Venter Jan (J.) / BBL Broker Group

[ save [& Save and Close & Save and New | ) Cancel

& Recipient Detail | [{fTax Details

Contact: [5BL broker Grove [G12] recviencTypes  [mvoice 5]
| 1s Broker House Account Code: [ eenkaceuns [ [=]cl2]
Broker House |Money Management Pty (Ltd) [=[t1]2] Pavroll number: [ ]
¥| Receive Commission Book Value: [ |
Default Commission: [0 [2] Balance: [ ]
Date Added: |2011-09-01 [+] comment: [ |
9| Active Last Statement Date: | ]

| JContracts | (#Templates | 2 Retention Policies | (7 Expensesf] (& Transactions | 12 ffatements

(& Edit | [ [ Move Transaction | [ 4 Approve/Un-Approve Reset View Settings | [ Exportto +
= [ ] Transaction Date + | Description T | Relsence ¢ [ rransaction Type v | vatoue v | Amount bue v | Approved B
=4 =] 5 2013-01-31 Commission (836666) De Koker Jan (1.) (208920792) Initial-Alteration R0.00 R58.14
] 0 2013-01-31 Commission (836566)  De Koker Jan (1.) (PP 023593273} Ongoing-Advisory Fee R 0.00 R43.93
] 5 2013-01-31 Commission (836666) De Koker Jan (1.) (PP 024776120) Ongoing-Advisory Fee R0.00 R 186.48
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3.  You are also able to approve individual transactions on the Commission Statement. Double click any

transaction to display the split rule:

Li! acsis R486,919.95 20111229_459 - Commission Statement Detail = E3
~
Transaction Date: 2011-12-01 Transaction Type: Ongoing
Broker: Gerber Ralf {R.) (102-24-01 Amount (Excl VAT): R 122525
Contract: VAT: R171.54
Comment: Amount: R 1 3%96.79
Market Value: R 0.00
Contribution: R 0.00
Message:
L@ Transactions
Q Edit | [ Lé lﬁ Approve.fun—AppnweI E:J Reset View Settings @ Exportto -
Transaction = g B Transaction Percentage Include
(=] ‘ ‘ Date ¥ | Recipient ¥ | Description +« ¥ | Reference ¥ T L4 Share ¥ | Amount Ad VAT ¥ | VAT % |1
Money Commission
- ey (acsis Mapier William (W) 2 " -
74 B & = 2011-12-01 :tayn(alj!tfl?ent R486,910.95 (POL2009127223096) Ongoing 50.00% R 612.63 | R 85.77
20111229_459)
Commission
3 1o Gerber Ralf  (acsis Mapier William {W) . o .
Q % = 2011-12-01 (R) R486,919.95 (POL2009127223096) 0Ongoing 50.00% R612.63 W | R 85.77
20111229_459)
Sum=R 1 225.25 Sum=R 171.54 ¢
B v
Page 1 of 1 (2 items)
< >

4. The fourth method is a batch method that will approve all the split transactions per commission
statement:

(@ Automated Process | (& Refresh | 7 ) Resct Statement

] New | %4 ons | s Pmor.sssmsr@ 4. Approve Transactions [|¥)
Commission Statement - acsis R486,919.95 20111229 459

Redipient / Venter Jan (1.) / BBL Broker Group / Commission Statement / acsis R486,919.95 20111229_459

# Validate | #9 1. Import

(€X5)

Save [# Save and Close [ Save and New | 9) Cancel

Broker House: [ Money Management pty (Ltd) [~]c1[#] statement Type:

Product provider: [strategic Investment service [~[c1[2] status:
Brokerhouse Contract: [Money Pty (Ltd) (102-24-00) [-[al=] Not Imported:
Statement Date: ‘20]1'12'01

Reference: | Amount (exel vaT):

0 2| vam
ET——

Date Processed:

|acsis R486,919.95 20111229_459

0 =] Number of
Lo conerey

Bank Statement Amount:

[
[
[
[~] Total Market value: [
[
[
[

Date Captured:

J 8]l Statement Entries ‘ || Statement Files ‘

X [E] £ ] [ Reset View Settings | [ Exportto ~
|| e fover oo o ommen oy o o [gomecn o awen oo fur o a3 o[BS oo o [mwow o
[ =] Il I[ I[ I[ I[ I[ El| ] El| | =] =] Il
Gerber Ralf
2 2011-12-01 (R.) (102-24- Napier, William ~ Active Ongoing On-Going R1225.25 R171.54 R 1396.79 R 0.00 Ed Ed

Commission can only be processed to a payment file once it has been approved.

You will notice that a transaction will change colour when a retention rule is applied to the criteria of that
transaction. Please refer to the section on Retention Policies.

This transaction will now also display with a blue background.
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J 8] Statement Entries ‘ | Statement Files ‘

€ Update Transaction natel ‘ Exportto
Transaction Date ¥ | Broker v | Contract ¥ | Jyensection ¢ ‘ G Bxcd 5 | var + | Amount ¥ |MarketValue % | Is Split Correct ¥ ‘ Processed v |Aunruv=d v
[ Bl I I I o] o] o] H| Bl o B
2016/03/01 (G;g;;;;‘” R} ?‘;’1‘;‘“’7';3';4(553 (Discovery  pnniversary R2 052,28 R 287,32 R 2 339,60 R 0,00 5
2016/03/01 (G:s';;;)"a‘f R F:’&%ﬁté:ﬁ (Discovery  pnniversary R4 270,12 R 597,82 R 4 867,94 R 0,00 ¥
2016/03/01 (G:;;:;)REW (R) Fz';‘;;ij';ﬁi) (Discovery | pnniversary R 1623,53 R 227,29 R 1850,82 R 0,00 £
2016/03/01 (Gseg;’g;)”‘f (R) FEE’&DEI;SS) (Discovery o niversary R4 004,59 R 560,64 R 456523 R 0,00 &
2016/03/01 (G;gggg;u‘f R) Pg%‘.{uﬁ'&é%’ (Discovery  poniversary R 1359,12 R 190,28 R 154939 R 0,00 [
2016/03/01 (G:s';;;)"a‘f (R} F:’&“&ij‘;ﬂj’ (Discovery  pnniversary R7 793,47 R1091,09 R 8 884,56 R 0,00 &
2016/03/01 (G:;;:;)REW (R) Fz';‘;;ij';ﬁi) (Discovery | pnniversary R7 226,12 R1011,66 R 8 237,78 R 0,00 (=
2016/03/01 (Gseggg;”‘f (R) F‘;’gﬁ;ﬁj‘;ﬁf (Discovery - niversary R4 971,49 R 696,01 R 5667,50 R 0,00 =
2016/03/01 (G;f‘g;’”‘f ®) ??’;’;&ﬁ'gé"h) (Discovery e Business R 21 529,82 R3070,18 R 25 000,00 R 0,00 v
2016/03/01 (G:Brgg;)“‘f (R} F:’l‘;’;ﬂgﬁf (Discovery  pnniversary RS 327,27 R1305,82 R 10 633,09 R 0,00 74
Count=10 Sum=R 9 038,08 Sum=R 73 595,91
Page 1 of 1 (10 items) Page size:

When you open this t

ransaction,

portion of the transaction:

you will notice that the retention rule only applies to the Recipient

Transaction Date:  2016/03/01

Transaction Type:

New Business

Page 1 of 1 (2 items)

Sum=R 21 929,82

Sum=R 3 070,18

Broker: Gerber Ralf (R.) (56987) Amount (Excl VAT): R 21928,82
Contract: Gerber Ralf (R.) (Discovery - 5130708350) VAT: R 3 070,18
Comment: Amount: R 25 000,00
Market Value: RO,00
Message:
(@@ Transactions
(i Export to ~
Transaction Date ¥ | Recipient ¥ | Description < 7 | Reference ¥ | Transaction Type ¥ | Percentage Share ¥ | Amount 7 |Indude VAT ¥ | vaT 7 | Total ¥ | Approved ¥
2016/03/01 BBL Broker Group  Commission (Retention test)  Gerber Ralf (R.) (5130708990)  New Business 40.00% R8 771,93 v R 1228,07 R 10 000,00
2016/03/01 Gerber Ralf (R)  Commission (Retention test)  Gerber Ralf (R.) (5130708980)  New Business 60.00% R 13 157,89 i R1842,11 R 15 000,00 £l

Sum=R 25 000,00

—

To see which Retention rule has been applied or to select a new rule, you must open the portion of the
transaction on which the rule applies:

La Commission (Retention test) - Transaction [=] E3
~
Transaction Date: 2016/03/01 Source Amount: R 21 529,32
Recipient: Gerber Ralf (R.} Amount: R 13 157,89
Description: Commission (Retention test)
Reference: Gerber Ralf (R.) (5130708590) VAT: R 1842,11
Transaction Type: New Business Total: R 15 000,00
: '
Gerber Ralf (R.} (Di: ry - -
Contract: 5::;03;08990[ — Remaining Amount: R 13 157,89
Date Captured: 30 March 2016 11:22:11 AM Date Approved: 2016/03/30
Captured By: Elsabe Retention Policy: Ralph Gerber
Batch: N/A
& Statement Transactions
E];‘h Exportto ~
Transaction - Transaction Amount Retention Date
Date 4« ¥ | Description ¥ | Reference ¥ Type ¥ |VatDue ¥ Due Policy Paid ¥
\ I=l| I | | B =l [

No data to display

Sum=R 0,00 Sum=R 0,00
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&

Approve Statement
This is the last action on the income side of the commission. Approve a statement to finalise it and not allow
any further changes to any of the data on this statement.

The split transactions on this commission statement can now be added to a Recipient statement ready for
approval and payment to the recipient.

[ New | 24 19 1. Import Transactions | 5 B 3. Process splits | 2 & Reset Statement.

Commission Statement - 836666

0 / acsis R223.98 20111222 460 / acsis R20,768.67 20111217 458 / Commission Statement / 636666

 Validate Iﬁ 5. Approve Statement If@, Automated Process | (% Refresh | ]

(€)5)

<) cancel

save [ save and Close @Y save and New

Broker House: ||| statement Type:
[-[0[#] status:
[l

|B8L Broker Group [ |
I |
I ]
[+ Total Market value: [ |
[ |
I |
I ]

Product Provider: [Momentum

Brokerhouse Contract: |BBL Broker Group (112233) Not Imported:

Statement Date: [2013-01-31

Reference: |38

EEE——

| amount (ex var):

VAT:

Date Processed:

Bank Statement Amount:

Date Captured:

J 8 Statement Entries ‘ || Statement Files ‘

[ 7 =] < Reset View Settings Exportto ~
X 4 edic | & = =}
| ‘ Transaction & | groker ¢ | Contract v | Comment ¥ |Status v | LEMSACHON o caregony ¢ ?g‘(z“‘c;n < | VAT k3 ‘ Amount ¥ ‘ \":':C‘:‘ k3 af:':{ ¥ | Processed ¢ |Approved ¥
2 2013-01-31 ?f_’)'((‘;‘;el’;;; NYKERI, P Active 2:3;":’FEE Unknown R102.41 R14.33 R116.74 R0.00 4 v ¥
o1 De Koker Jan . Tnitial-Trail
@ 2013-01-31 et VENTER, £ Active Pl Unknown R0.43 R0.06 RO.49 R 0.00 v vl 7

Manual Process
You may receive commission statements in formats which cannot be directly imported into the application,
e.g., pdf.

There are a few options on how to process these statements:

e  Capture manually
e  Clone previously captured statement
e  (Create an Excel- or csv file for import

When cloning or manually capturing a statement, the initial process will be different than with importing.

Select to clone a previously captured statement:

(] New I% Clone... [[X Delete | [ Edit | (@ Automated Process | [# Import Statement | (3 Refresh | £ Resct View Sattings | View [Commission Statement =] | [l Exportto ~| Filter [Processed Statements |~
[£] Commission Statement
0 / acsis R223.98 20111222 460 / acsis R20,768.67 20111217 458 / 836666 / Commission Statement
Drag a column header here to group by tha column
Broker House ¥ | StatementDate ¥ | Product Provider v | BrokerHouse o | peference - % | status v |Amount (Exdl ¢ | yar + | Amount I oSt -
Contract VvAT) Amount Imported
- Money Management .y Absa Investment
Ealipereres 2014-05-08 o ices | 00200038 Absa 20140808 fix Processed R 168.36 R23.71 R 183.07 R0.00 o
Money Management ia Strategic Investment " acsis R486,919.95
2 | ey 2011-12-01 s 102-24-00 it a5 Processed R 429 367.73 R 60 111.67 R 485 475.46 R0.00 o
(@ Meney Management o445 551 Strategic Investment 102-24-00 Acsis R663163.03 Processed R 601 526.34 R 8421420 R 665 742.54 R0.00 o
Pty (Ltd) Service
Money Management Absa Investment
@ 2013-08-12 oo | 00200038 AIMS 20130812 Processed R 2099.36 R 29352 R 238330 R0.00 40
Money Management .y Absa Investment AIMS R1,306.28
@ | pererh 2012-03-01 e e 00200038 Allts RL305. Processed R1145.85 R 160.43 R 1306.28 R0.00 0
Money Management .y Absa Investment AIMS R1,367.01
@ | oortindy 2012-02-01 Mormgement seices 00200038 joeredl processed R1225.44 R17157 R 1397.01 R0.00 0

C
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Note that the fields for Statement date, Reference, Bank Statement amount and Transaction date are all

empty:

Commission Statement

acsis R20,768.67 20111217 458 / 836666 / C

ion Statement / Absa 20140808 fix / Commission Statement

Broker House: [Money Pty (Ltd) [~[0[2] statement Type:
Product Provider: |Absa Investment Management Services [-]c[2| status:
Brokerhouse Contract: |Money Management Pty (Ltd) (00200038 |~(][2] Transactions Not Imported:

Statement Date:

Total Market Value:

Referance: [ | fpmount texcl vam:
Date Captured: Captured By: Amount:

@

save Save and Close %3 Save and New | <) Cancel

| commission statement |

Date Processed:

L [N

J 8] Statement Entries ‘ || Statement Files ‘

[ new | X %] & = ) 7 Reset View Settings | [F Exportto ~
Transaction Transaction Amount Market Is split
‘ o ¢ feroker 7 | Contract ¢ |Comment ¢ Stats ¢ | [ 7 Category v O ¢ VAT ¢ Amount ¢ | LAk 7| Pt v Processed v | Approved 7

Teessen Fieter Pretorius G o

@ P.G. orus GEOrge o ported ngoing On-Going R2.24 R0O.31 R 255 R 0.00
oasaszan) Thomas Arnold Commission

@ F")"fgl;; :I;‘II;Q) RHYNA BRAND  Active g:r?‘""‘:gsm on-Geing R43.21 R6.05 R49.26 R 0.00
Teessen Fieter

] F.G.) Rudolph Andries 5 rgg  Onooing On-Going R12.52 R175 R14.27 R 0.00
Fo0249230) Van Den Berg Commission

Enter the statement date, reference and bank statement amount and save the cloned statement to auto
generate the transaction dates which will default to the statement date.

You can edit the cloned transactions should the amounts and contracts be different from the previous
statement.

J 8] Statement Entries ‘ || Statement Files |
New (4 A = & Reset View Settings Export to ™
O X 2 edit | €) % =
Transaction Transaction Amount Market 1s Split
‘ e v | Broker v | Contract v | Comment v |Status v | IS v | cotegory v | FMONEL v VAT v Amount v | UETE v | oopt v |Processed v |Approved ¥
Teessen Pieter Pretorius o
2017-12-01 P.G. 0rius GEOrGE  yrrported ngoing On-Going R2.24 RO.31 R2.55 R0.00
{00 a5230) Thomas Arnold Commission
Kinnear Fanie Gngoing .
%] 2017-12-01 (P t00240545) RHYNABRAND  Active oS ion On-Going R43.21 R6.05 R49.26 R0.00
Teessen Pieter
] 2017-12-01 (P.G.) Rudolgh Andries oy g  Qngoing On-Going R12.52 R175 R14.27 R0.00
(00249230 Van Den Berg Commission
. Kinnear Fanie SELLO MICHAEL Gngoing ..
%] 2017-12-01 (Y ta0240830) MOEKD Active I on On-Going R 109.18 R15.29 R 124.47 R0.00
Teessen Pieter
@ 2017-12-01 (.G FRANCIS Imported  CP90ING On-Going R2.21 R0.31 R2.52 R 0.00
(00249230 MURIEL MASSYN Commission

Open a transaction to edit it. Always capture the amount including VAT in order for the VAT- and
Commission Excl VAT fields to be auto calculated.

8] ABSA 01122017 - Commission Statement Detail =l 3

Transaction Date: | 2017-12-01 || Transaction Type: | 0Ongoing Commission |@|2|
Broker: | Teessen pieter (P.G.) (00:|~ [[1/2| Amount (Exdl vaT): |2.2400 [z]
Contract: | |&[2| var: [0.3100 [z]
Comment: | | Amount: [2.5500 [z]
Market Value: | 0 | - | Processed 1= Split Correct
Contribution: [0 5]

Message: |

0K Cancel

When you clone or manually capture a statement, the commission file will not be automatically saved on
the processed statement.

C
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&

Select New on the Statement Files tab to add the original file as well as link this statement to the bank
statement transactions.

‘ 8] Statement Entries I [=] statement Files |I

(] New | X ] E Reset View Settings | [H Exportto ~

‘ ‘ File .y ‘ Statement Date b2 ‘ Bank Statement Amount A ‘ Imported Amount A ‘ Number Of Transactions A ‘ Imported Number Of Transactions A ‘ Bank Statsment Transaction L4

No data to display

|§| Discovery Health R11253.51(2).xlsx - Commission Statement File = =
Statement Date: [2016/07/20 [=]
File: Discovery Health R11253.51(2).xlsx |~ & | &

Bank Statement Amount: Imported Amount: l:l
Mumber Of Transactions: Imported Number Of Transactions: l:l

Bank Statement Transaction: |NI'A ‘@l;l

[ Append Process

0K Cancel

Attach the original statement file and link statement to Bank Statement Transaction.

Ll] Bank Statement Transaction [E] £
~
[ mew ‘ |Search|
| | Transaction Date -7 | Credit Amount Available hd | Description A4
| [xl | Bl
Q 2016/01/02 R 10 696.47 HOLLARD ETAG1512310970268765
C @ 2016/01/02 R 750.02 HOLLARD ETAG1512310971268768
@ 2016/01/02 R 702.52 PREMIUMCOLRFO2723704COMM 000
Q 2016/01/02 R 3 081.50 HOLLARD ETAG1512310972268767
C @ 2016/01/04 R 33 249.95 FNB OB PMT PROV 515 DOMMCOMM
C Q 2016/01/04 R 16 549.56 MF PAY0000_204959409
Q 2016/01/05 R 5 477.04 IUMPREM RF027305947IUMINZ
C E 2016/01/05 R 19 684.39 DISC COMM 1116055250-8B7866752
C @ 2016/01/05 R 4 000.29 LEGACY KOMM
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Recipient Month-End Process

Expenses
A Recipient may be liable for some expenses. These expenses may be once-off or occur over a period of
months.

Recurring expenses will be captured on the Expenses tab.

Quick create @ . Search
& Contact Management | | () New X Delete [ Edit jJEG Create Expense Transactions Eeenemtestatemmt ~J| 44 Generate Targets  C Refresh [ Reset View Settings [ Bxport to v
[8] commission =) ..
g Recipient
Task / Commission Contract / Redpient
atement
(2 Template Drag a column header here to group by that column
Commission Contract . Is . — . Last
~ Clent o Reference oy Date o Account (o < Broker o R ~ | Redpient (- |Payioll | T: ~  Directi = <
%] Commission Statement Contzct B | Nomier B pomber . ™ | Added B |code B Eroker & T =G e R e o e e R
s Bank Statement Transaction - = = ~ = =
[E, statement Payment Batch =
Money
@ Batch [# Management 2011-09-01 4 v v Invoice 0.00% v 2015-01-29
[ [ Configuration Py (Ltd)
T Fnandials = f?:';':‘;’““p 20140101 2 v gf;u?)’“k” Invoice 0.00% v
b Asset Register ~ Money
— = v [4 VenterJan (1) ALGO000OOL 2013-01-01 Management v Invoice 0.00% 5
[® Administration ~ Py (Ltd)
W Reports 2] Money
- Q EBL Broker 2011-09-01 v Management v Invoice 0.00% td 2019-07-04
@ Tools =il roup Phy (Ltd)
M
Todls @ y;"l';“’”“te’ PGTSS56677 2012-09-01 Wanapement 2 Invoice 0.00% v 2010-07-04
Py (Lid)
) Maney
=P Reset View Seffings @ (Ké")"earh"'e 2015-01-01 Management v Invoice 0.00% = 2015-03-04
i Py (Lid)
Recurring Expenses
[ Create Payment Batch And Fee Process al(x
Payment Batch: N/A M| 2
Comment:
Batch Date: ~ | Batch Total: %
0K Cancel
Select an open batch or create a new batch.
& Bach @
~
¥4 Clone...
Bank Reference:  July 2019 Expenses Approved
Batch Date: 2019-07-30 = Batch Total: R 0.00 -
Comment:
@ Transactions
[ New | &4 Clone... | 3 Delete | (4 Edit | (4 Edit Transaction | B Ad Hoc Payment ﬁ;pp':ae Un-Approve = Reset View Settings |E Exportto +
Draneadiom ] Recpient 7] | Description = (¥ | Reference [l | 1" ) amourt () VIU%® () vaT (&1 Total ] Approved
=
No data to display
Sum=R 0.00 Sum=R 0.00 Sum=R 0.00 v
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This action uses the active expense definitions on the recipient record to generate transactions for the
recipient. Expenses are unique per batch and the user determines the timing and frequency of deduction of
these expenses. This is normally an action that will be performed once a month.

Note that once-off journal entries (Expense/Ad hoc income) can also be captured as a Batch entry.
The batch needs to be approved before the recipient statement can be finalized.

Use the Batch icon on the Navigation Pane and select the relevant batch.

Quick create  + @ - Search
& Contact Management & | O New | 2y X (A Edit | &4 4 & Refresh = Reset View Settings  [H Bwortto ~
[s] commission [ )
i, Batch
& Recipient g4 batch , .
== Task/ Commission Contract / Recipient / Batch
{1 Recipient Statement
(2 Template Bank Reference || Batch Date ~ [v| Approved (| Batch Total
2] Commission Contract e s
Commission Statement [@ <& uly2019 Expenses 2019-07-30 R-1150.00
8] Bank Statement Transaction 2 ¢ Bnk3s 2015-04-13 R 114.00
le got Payment Batch 4 %  PT20150316 2015-03-16 R0.00
- (4, Batch - July 2019 Expenses Qe
. *% Task / Commission Contract / Recipient / Batch / July 2019 Expenses RO00
7 Financials
Bank Reference:  July 2019 Expenses RO.00
Asset Register .
£ fed Batch Date: 2015-07-30 Batch Total: R-1150.00 RO.00
(g Administration Comment:
R0.00
W Reports
. R0.00
@ Toos @ Transactions
R0.00
A o Reset View Setti rtto v
Tools = = 7‘1: — & = :"F (81 o :‘ = = = - - —|[R1400.00
Transaction Date  [v) | Recipient [ Desaription ~[¥ Reference [ TransactionType (] Amount () | Indude VAT [ VAT | Total [~ Approved [ 2000
(@ Import Transactiol 4 B 20190730 Gerber Ralf (R.) | Monthly pre paid support  PT002 T Fees - Monthly R-500.00 v R-75.00 R-575.00 R0.00
7 Reset View Settin 2 3 2019-07-30 Gerber Ralf (R.) | Software Usage per user  PTO01 Software License Fees R-500.00 v R-75.00 R-575.00 R0.00
Sum=R-1 000.00 SUm=R-150.00  Sum=R-1 150.00 RO.00

When the batch has been approved, the transactions on the batch are ready to be added to the recipient
statement.

Batch entries / Journals

Journal entries may occur during the month, e.g., Advance Payments or Ad-Hoc expenses, which must be
calculated against a Recipient before final payment. The journal entries can now be imported via the Batch
Importer process.

Please make sure you have to proper User Permission rights to import batch transactions.

Select Excel XMLMap from Administration in the Navigation Panel.

Quick create + @ . Search
8 Contact Management B New X A [ Auto Populate Properties (3 Refresh 7 Reset View Settings [F] Exportto ~
[8] Commission v
= =l &L Excel XML Map
7 Financials = , , P —
Commission Contract / Redipient / Batch / July 2019 Expenses [ Excel XML Map
b Asset Register [~
— Map Name <[~ Map Type [v| MapReference [v| Header Row Count [w] [TPOETOTemD o) s Column Headers (v | Is Active ~
(& Administration @ = = = ~ | Tables i = =)
% Address Type z - - =
g Bank [#  AdHoc Expenses T 2 Transacti TC rface 0 v
@ audtting [#  Allan Gray Tan G L TCH o 3 v v
@ Automation (& Allan Gray Market value  TCI G L TCI a ES v v
% Bank Account Type
= Lo (@ Alvisk AR - Correct TCC c i TCC 1 v
4 Company Type
(& Altrisk AR (HFM) TCC C i TCC 1 =z =
[ Compliance
5 Contact Category @2 T , TCImportinterface [ v v
£ Contact Type [#  Contact Importer - Test  TCI C Ae e [ 2
= Contribution Frequency [#  Contact Importer Test 2 TC G , TCH e 0 =
° Country [#  Coronation TCC C i TCC i PT001 o - -
& Department [# Discovery Life TCo 0.0 , TCH e 0 v v
=) pocument Type [#  Echelon TCo o , TCH 3 []
=) [ Email
g [#  Echelon Short Term TCOCH Ci i TCC it 16 2
& Ethnic Group o 1 co on Tmport
[SR-Treer (@ gohers! Commisson IMPOTt | rocommepliamport. commissionimporter 0 7
iz Excel XML Map (@ Keyhealth TCCommsplitimport.CommissionImporter 9 v
B SO TN Map (2 | Libberty Med TCCommsplitimport.CommissionImporter 10 v
£ Import Status . , .
[@  Map with Expression TCCommsplitimport.T TCCommSplitmport [}
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Select ‘New’ to create a new importer map using TCCommSPlit.BatchImporter, TCCommSplitimport Map
Type

[ New X Delete « Validate (= Auto Populate Properties & Refresh 7' Reset View Settinos
Excel XML Map - Ad Hoc Expenses QO

Recipient / Batch / July 2019 Expenses [ Excel XML Map [ Ad Hoc Expenses
Save Saveand Close &% Saveand New %) Cancel

Map Details File Culture

Map Name: Ad Hoc Expenses Map Type: TCImpertInterface. T , TCI face -
Header Row Count: L] 5| Internal Processor: Excel hd
+ Has Column Headers Map Reference:
| Generate Error File Is Active
| Validate On Import Spedfication: Browse...

Populate Column Headers

[Z] properties
[JNew v XX Delete [#Edi 5 ResetView Settings [ Bxportto +
Property Name [ DataType Required Praperty Type Source  Destination Index « [»| Column Header Name [~ | Error Message 2]
] [#  TRANSACTION DATE DATE v Excel XML Column Property 1
) [@ | ACCOUNT CODE STRING - Excel XML Column Property 2
] [# | DESCRIPTION STRING Excel XML Column Property 3
[ra] [#  REFERENCE STRING v Excel XML Column Property 4
[rea) [&  TRANSACTION TYPE STRING v Excel XML Column Property 5
] [&  AMOUNT DECIMAL v Excel XML Column Property 6
[ra] [& vaT DECIMAL Excel XML Column Property 7
Page 1 of 1 (7 items) 1 Page size: 20 v
Property name Description Required
Transaction Date Transaction date as per source file &
Account code The unique code used on a Recipient record (]
Description Transaction description ()]
Reference Payment or transaction reference @
Transaction type Select from drop-down menu &
Amount (excl VAT) The Importer requires an amount excluding VAT. @
VAT Specify the VAT if this transaction requires it.

Once the map has been set up you can import these transactions as a single batch entry from the Batch list

view.
Quick create @ - Text to search. Search
& Contact Management ¥ | (] New ®5clone.. X Delete [ Edit 48 Approve <% Unipprove (@ Refresh = Reset View Settings [ Exportto ~
[ commission =
& Recipient Li Ejﬁh’ July 2019 Expenses / Excel XML Map / Ad Hoc Expenses [ Batch
%5 Recipient Statement - = !
[ Template Bank Reference R b i -
Commission Contract = =
[#] Commission Statement v [# % luly2019 Expenses 2019-07-30 R-1150.00
8] Bank Statement Transaction @ < BNk 2015-04-13 fuso
[E, Statement Payment Batch @ ¥ PT20150316 2015-03-16 R 0.00
(& Batch @ « @ PpeT201503 2015-03-04 rooo
[ configuration . 2 & eroson 2015-02-12 o0
7 Financials 'i‘ @ % paressss 2015-01-22 Ro
b Asset Register 'i‘ @ « poToss 20141113 Re00
(% Administration IE\ @ @ | porseses 20141014 R0.00
W] Reports 'E‘ @  « DDFe3s3s 2014-08-18 o
@ Tools ~ @ | ¢ | ramom 2014-09-15 Roo
== @ ¢ eemn 2014-09-02 R-1490.00
(@ % BNK20140115 2014-01-15 R0.00
[# Import Transaction Batch @ ¢ Pproos 2013-10-07 oo
7 Reset View Settings @ <« pr008i5 2013-08-29 R0.00
[& <« coM20130731 2013-07-31 e
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You can approve this batch now or you can select to open the batch and approve individual transactions
within.

Select the relevant batch from the list.

Search
8 Contact Management [ | (JNew % Clone.. X Delete (2 Edit Refresh =7 Reset View Seifings [ Exportto v
(5] commission =
2 Recpiant 7, Batch
2 ** Recipient / Excel XML Map / Ad Hoc Expenses / July 2019 Expenses / Batch
% Recipient Statement
(4 Template Bank Reference || Batch Date ~ [¥| Approved [l Batch Total
%] commission Contract T 2
Commission Statement v 2 % luly 2019 Expenses 2019-07-30 R-1150.00
8] Bank Statement Transaction @ <« enks4 2015-04-13 R 114.00
R statzment Payment Balch @ <« prois0as 2015-03-16 R0.00
gam @ « par20is0 2015-03-04 R0.00
3 Configuration
: = — @ « pr20150212 2015-02-12 R0.00
7 Financials =] »
— [@ <« paTesses 2015-01-22 R0.00
Asset Register =]
z Regster = [@ <« pGTosos 2014-11-13 R0.00
Administrati =]
e = [@ « paT768585 2014-10-14 R 0.00
Open batch to approve individual transactions.
[l New 5 Clone... [ Edit <& Approve <% ™ Refresh | 7 Reset View Settings
(ji Batch - July 2019 Expenses Y5 )
** Recipient / Excel XML Map / Ad Hoc Expenses / Batch / July 2019 Expenses
Bank Reference:  July 2019 Expenses
Batch Date: 2019-07-30 Batch Total: R-1150.00
Comment:
& Transactions
g = & Approve/Un-Approve W7 Reset View Settings [ Exportto v
Transaction Date  |v = Recipient I~|  Description 4 [v| Reference [v| Transaction Type |+ Amount [v|  Indude VAT [+ VAT [~  Total [~|  Approved [w|
v [& 2019-07-30 Gerber Ralf (R.)  Monthly pre paid support PT002 IT Fees - Monthly R-500.00 4 R-75.00 R-575.00
2019-07-30 Gerber Ralf (R)  Software Usage per user  PT001 Software License Fees R-500.00 v R-75.00 R-575.00
Sum=R-1 000.00 Sum=R-150.00  Sum=R-1 150.00
Page 1 of 1 (2 items) 1 Pagesize: 20 |~

Once the batch has been approved, the entries will be on the individual Recipients Transaction list for

payment.
[=|Contracs (4 Templates i Retention Policies (& Expenses k% Targets =/ Accounts & Statements
[t @ Move Transaction (= Q‘_‘ |:|" Reset View Settings H Exportto ~

Transaction Date ~ [v|  Description |>  Reference [+| | Transaction Type [w| Vat Due [w|  Amount Due [~|  Approved =

? 2019-07-30 Software Usage per user PTOOL Software License Fees R-75.00 R-575.00
2019-07-30 Monthly pre paid support PTO02 1T Fees - Monthly R-75.00 R-575.00

B 20190612 Commission (Discovery) ?;{‘;'ﬂ:é‘;ggﬁ @B New Business R 0.00 RO 971.81 v
Commission " .

2016-10-04 (COR20161004) Louw Leslie (L A) (53260) Trailer Fee R 0.00 R18.13

Recipient Statement

The commission statement represents the inflows/income part of the process and the recipient statement
represents the outflows/expense part of the process. The recipient statement is a collection of approved
commission-, retention rules, expense- and tax transactions that are combined on a statement
representing a payment transaction to the recipient.

You have 2 options when generating the recipient statement

1. Generate Statement WITHOUT Retention - when no retained commission is being paid on this
statement

2. Generate Statement WITH Retention - to release monthly commission retained
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| [ New X Delete  [f

g Recipient

Task / Recipient

8 Contact Management

3

[s] commission

[ Template
[%] Commission Contract

@ Batch v
(7 Configuration

ER Create Expense Transactions

e to group by that column

) | Client

Commission Statement. Contact Bl | by Number
8] Bank Statement Transaction
[ Statement Payment Batch

Maney

[ Management
Pty (Ltd)

- — Advice Group
= Financials 2} o2 ~ Coastal
P Asset Register [&2)
- v [#4 VenterJan (1.) ALG000000L

(& Administration 2]
W Reports = (G | EBLBroker
@ Tools =] Group

Tools @ (et peTssesry

vl Reference ~l

[5h Generate Statement v /] Generate Targets
[ Generate Statement WITHOUT Retention
[® Generate Statement WITH Retention

Date Account

=l Broker
added ™ Code I Hou

—uie = |  Receive =
~ - ~ v
2] EImkEf (5= ) [ commisson &3

2011-09-01

-
<
<

BBL Broker
Group

Money
Management v
Pty (Ltd)

Money

Management v

2014-01-01

~
3

2013-01-01

2011-09-01 ]

Money
Management v
Pty (Ltd)

2012-09-01

Quick create  +

Recipient ;)
Type = | number

Invoice
Invoice
Invoice

Invoice

Invoice

@ -

[ Refresh 7 Reset View Settings [} Exportto v

] ol

| | Directive

Search

o ~Last
) Pacanisge ™ Actve [l | statement
0.00% v 2015-01-29
0.00% v
0.00% 4
0.00% v 2019-07-04
0.00% v 2019-07-04

This action will add the approved transactions as well as apply all retention rules (Generate statement with

Retention) on this recipient to a new recipient statement. If a statement for this recipient has not been
approved yet, then the approved transactions will be added to the existing statement.

Transactions with Retention Policy
Once the Recipient Statement has been generated you will notice that the transaction where a retention
policy applies will remain on your Recipient list of Transaction. The Amount Due will change after the

portion of the transaction, which has been identified by the retention rule criteria, has been released for

payment.

The newly generated statement is now on the Statements tab:

g Recipient - Gerber Ralf (R.)
Task / Recipient / Gerber Ralf (R.)
& Recipient Detail | [ Tax Details =~ |[=| Competence Registers
Contact: Gerber Ralf (R. v
Account Code: ALG0000003-3 Recipient Type: payrall
Broker House: Money Management Pty (Ltd Bank Account:
Z Default Commission: ~ 40.00% Payroll Number: VIP0023445
Date Added: 2012-01-01 Book Value: R 9913 000.00
PD Rating: Balance: R 12 291.22
Last Statement Date: 2018-07-19
Comment:
[=] contracts | [ Templates = & Retention Policies =~ (& Expenses k7 Targets =~ =/ Accounts | (@ Transactions || (5 Statements
& %) =7 Reset View Settings ] [F Eportto ~ Filter All items -
Statement _, Statement =l =l = ) Taxable = = = =
Number (2] Date  [>| | Amount ] VAT |~ | Total (=) Income |»|  Tax Amount |v| | Expense I>| | Approved 5%
st 2019-07-19 R 906.53 R 0.00 R 906.53 R 906.53 R 135.98 R0.00
EVX201907-5 e : : - - B B
STM-
EVX201007-4 2019-07-19 R 4250.00 R 0.00 R 4 230.00 R 5 000.00 R 750.00 R-750.00 v
STM-
ADM201502-26 2015-02-12 R3778.49 R-140.00 R 3 638.49 R 562176 R 843.26 R-1843.26 “
STM-
ADM201501.23 2015-01-29 R 227.22 R0.00 R227.22 R 267.32 R 40.10 R-40.10 v
STM-
ADM201411-20 2014-11-13 R-751.51 R-140.00 R-891.51 R 29234 R 43.85 R-1043.85 v
STM-
ADM201410-19 2014-10-16 R 248.49 R 0.00 R 248.49 R 29234 R 43.85 R-43.85 v

Payment
Date

2019-06-30
2015-01-30
2014-11-14

2015-02-12

Payment
Reference

[

Close Off
Statements

Comm201501

FFT3523

PT54

(X5

Advance =
‘ Amount =

R0.00

R 0.00

R 0.00

R 0.00

R 0.00

R 0.00

It might happen that when a statement is generated, the sum of the amounts on the statement is negative.
This is possible if the expenses approved for the statement are more than the actual commission earned.

C
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Approve Recipient Statement

Approve a recipient statement when you are ready to do a payment run. To perform this action for multiple

statements at a time, you will need to navigate to the Recipient Statement list view.

& Ccontact Management ™| X Delete | (2 Edit 2
[8] commission = i
up, Recipient Statement
Task / Recipient / Gerber Ralf (R.) / Recipient Statement
Drag a column header here to group by that column

5 c ion Contract = ~ = ~

(5] commission Contr Statement (o] | pocipient (v | SAEMeNt ) pmount | vaT

[¥] Commission Statement Humber BED

8] Bank Statement Transaction - ¢

7, Statement Payment Batch STM- Gerber Ralf 2

i em aymet . v Q EVX201907-5 ®) 2019-07-19 R 906.53

Batch

o . 7. BBLBroker | 514 09 g3 R 8 426,00
[ Configuration ADM201409-14 ' Group -
e Financials (2] STM- BBL Broker
: — @ ADM201501-22 | Group 2015-01-28 R35.04
<P Asset Register I~

- STM- Gerber Ralf

T = 2 | Bvooiora | R) 2019-07-19 R 4250.00
[ I~ - Money
m s . Q SAIT):IIZDISOLZI Management 2015-01-29 R 2146.83
@ Toos = Pty (11d)

)| Total &~

R 0.00 R 906.53
R 0.00 R 8 426.00
R0.00 R35.04
R 0.00 R4 250.00
R 300.56 R2447.39

Taxable
Income

R 906.53
R 8426.00

R 35.04

R 5 000.00

R2146.83

Tax

Amount

Quick create @ .

Search

Aulumated Process (¥ Refresh =7 Reset View Settings & Reset Statement [} Exportto ~  Filter All Statements ~

Payment

Payment 7 Advance )
Date =

[l 'Expense [l Approved Reteronce e Ameirt

R 135.98 R0.00 R0.00
R 0.00 R0.00 v 2015-03-04 PAY123
R 0.00 R0.00 v 2015-01-30 Comm201501

R 750.00 R-750.00 v R 0.00
R 0.00 R0.00 v 2015-01-30 Comm201501

In the event where you have approved a transaction and the transaction should not be paid in this month-

end run, you may delete the transaction from the Recipient Statement which will then unlink the transaction

from the payment process and move it back to the Recipient Transactions tab. This needs to be done before

the approval of the Recipient Statement.

Select to edit the relevant Recipient Statement.

[@ Approve [ Automated Process (¥ Refresh 2

« Validate

@5 Recipient Statement - STM-EVX201907-5

Task / Recipient / Gerber Ralf (R.) / Redipient Statement / STM-EVX201907-5

Recipient:
Statement Number:
Statement Date:
Statement Vat Number:
Approved
Payment Date: Payment Reference:

Payment Batch:

Message:

@ Statement Transactions

X Delete | -7 Reset View Settings [ Exportto ~ Filter All Ttems -

Transaction Date [>] | Description « [ Reference

v 2019-06-12 Commission (Discovery)

Paid

Barth Andreas (A E) (5130087291)

] Reset Statement

[~] Transaction Type

New Business

O

[ save [ save and Close ) Ccancel

Taxable Income:

Tax Amount:

Expense:

Advance Amount:

Amount:

VAT:

Total:

Vat Due | Amount Due !

R 0.00 R 906.53

Pay Recipient

The pay statement process will not only allocate the statement for payment but will also generate additional

transactions for the recipient if the recipient has a valid tax directive or any accounts set-up.

C
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&

& Contact Management E3{ | 9 Delete | (2 Edit & Approve (@ Automated Process | Refresh 7 Reset View Settings = &] Reset Statement [ Exportto ~  Filter All Statements -
[#] commission = .
& Rocpient uf, Recipient Statement
& Recipient / Gerber Ralf (R.) / STM-EVX201907-5 / STM-EVX201907-4 / Recipient Statement
9 Redipient Statement
(2 Template Drag a column header here to group by that column
Commission Contract Statement |, = |  Statement — — — < Taxable o, Tax — — | Payment . Payment  Advance [
. Number =) | Redpient [ | 0 v [ | Amount [>] var || Total B ncome 2 | amount = |Expense [l | Approved B | o B heference. B3 amonnt =2
8] Bank Statement Transaction = < = < < < = 2 - >
5} Statement Payment Batch v 4 gﬁmm” Gerber Ralf (R.) 2019-07-19 R770.55 R0.00 R 770.55 R 906.53 R 135.98 R-135.98 - R0.00
@ Batch
& Configuration v 4 Bnooleer-s  GerberRalf (R) 2019-07-19 R4 250.00 R0.00 R4250.00  R5000.00 R750.00 R-750.00 v R0.00
“C Financials = STM- Wilmott Peter . . Close Off
- 2 |Bwaowers | (P1) 2019-07-04 R 114.00 R 0.00 R 114.00 R 114.00 R0.00 R 0.00 v 20190630 | oo R0.00
P Asset Register 2]
STM- BBL Broker Close Off
P ——— = 2 Bacoir2  Grou 2019-07-04 R 30 13040 R0.00 R3013040| R30130.40 R 0.00 R 0.00 v 20190630 | goee e R 0.00
F ~ STM- De Koker Jan .y o Close Off
W Reports = @ 2019061 | 09 2019-06-27 R12858.78 R0.00 R12858.78| R12858.78 R0.00 R 0.00 v 2019-06:30 | g R0.00
Tools =
@ % | ST Teessen Pieter | ;n1g 1000 2 2050 2o 20520 305 20 2o o0 078 1o

This process will calculate the tax to withhold on the income before expenses for this statement as well as
allocate any amounts specified in the Recipient Account to the specific Journals.

Please refer to Commission Recipient Account Management section

Statement Payment Process [l x|
Payment Batch:  N/A > ||
Journal: N/A - |0
0K Cancel

Select an existing Payment batch or create a new batch for this payment. Create a new Payment Batch.

[, statement Payment Batch @ x|
~
Batch Reference: Amount: R 0.00
Payment Date: 2019-07-22 - Batch Closed
Payment Transaction Type: N/A & F Batch Finalised
Payment Type: N/A -\l #

[ Recipient Statements || & Notes | [Z] Documents

[8 Unlink | (4 Edit | B Pay Statement | [ Approve | () Automated Process | =F Reset View Settings | 2] Reset Statement | [F] Bxportto + | Filter | All Ttems

SIACMENt [v] | Redpient [v] ACCOUNE  SWEMNt o) pmount  [¥l VAT [l Toll [l 3 < Bpese |
No data to display
N
< >

Property name Description Required
Batch Reference Use a reference name to identify this Batch (]
Payment Date Date these transactions should be paid &
Payment Transaction Type Transaction type to display on VIP file &
Payment Type Select preferred payment type &
Amount Auto calculates as transactions are added
Batch Closed Refer to Payment Batch section
Batch Finalised Refer to Payment Batch section
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Select the applicable Journal for account allocations.

After this statement has been selected for payment, no additional transactions can be added.

Statement Payment Batch

Open the Statement payment batch on the Commissions Navigation Pane. You will now see all Recipient

statements added for payment.

& Contact Management B [ New X Delete (2 Edit & Close Batch | &5 Finalise Batch  (® Refresh | 7 Reset View Settings [} Exportto ~  Filter All Payment Batches
[s] commission [l
2 Recprent Statement Payment Batch

Gerber Ralf (R.) / STM-EVX201907-5 / STM-EVX201907-4 / Recipient Statement / Statement Payment Batch
3 Reipient Statement

(i Template
Commission Contract
Commission Statement

Payment Date + %) | Batch Reference (¥ ?y;’e"e"”’“"‘m“" ] | Amount Payment Type [~  Batch Closed

||  Batch Finalised

‘ @ 20190731 Tuly 2019 Commission Payment R4884.57 General Payment File

[~ | Last Updated [~ Updated By [}

2015-07-22 Elsabev

2015-07-04 ElsabeV

§] Bank Statement Transaction
Q 2019-06-30 Close Off Statements | Commission R 46 741.67 General Payment File
‘Statement Payment Batch
h

) New X Delete (4 Edit [ Create Payment File & Close Batch & Finalise parch (3 Refresh =7 Reset View Settings
[ Configuration

= Financials Statement Payment Batch - July 2019

STM-EVX201907-5 / STM-EVX201907-4 / Recipient Statement / Statement Payment Batch / July 2019
b Asset Register
Batch Reference:
Payment Date:

July 2019
2019-07-31
Commission Payment
General Payment File

Amount: R488457
[ Administration

W Reports
@ Tools

Payment Transaction Type:
Payment Type:

[1 Recipient Statements

Bre

&5 Notes ] Documents.

Ha (@ Automated Pr 7 Reset View Settings 42

(A Exportto ~ Filter All Ttems ~

[/ | Recipient > | Account Code [ | Statement Date (] Amount () vaT & | Total

STM-EVX201907-5 | Gerber Ralf (R.)  ALG0000003-3 2015-07-19 R 634.57 R0.00 R 634.57

STM-EVX201907-4 | Gerber Ralf (R.)  ALG0000003-3 2018-07-19 R 4 250.00 R0.00 R4 250.00

I | Tax Amount

0O

~ 1 Expense [ | Advance Amount

R135.98 R-271.96 R0.00

R 750.00 R-750.00 R0.00

Create the Payment File to finalise the payment process.

[ New 3 Delete [ Edit |f E Create Payment File <&

Statement Payment Batch - July 2019

STM-EVX201007-5 / STM-EVX2019074 / Recipient Statement /

Close Batch

& Finalise Batch | (™ Refresh [ Reset View Settings

Payment Batch / July 2019

Batch Reference:
Payment Date:

July 2019
2019-07-31

Amount:

R 4 884.57

Payment Transaction Type: Commission Payment

General Payment File

Payment Type:

1 Recipient Statements
Pay

Statement
Number

% Notes Documents

ment | L& Appro

e | [ Autom s ﬁ’ms{\ﬁewsemngs

Filter All Items -

Iv| Recipient [>)  Account Code [ | Statement Date [ Total

STM-EVX201907-5  Gerber Ralf (R.) ALG0000003-3 2019-07-19 R 634.57 RO.00 R 634.57

STM-EVX2019074  Gerber Ralf (R.) ALG0000003-3 2019-07-19 R 4 250.00 R0.00 R4 250.00

Page 1 of 1 (2 items) 1

The payment file is now available on the Document’s tab.

[} | Tax Amount

QO

~ [~|  Expense [ | advance Amount ]

R 135.98

R-271.96 R 0.00

R 750.00 R-750.00 R 0.00

Page size: 20

[] New 3 Delete [ Edit [l Create PaymentFile % Close Batch

Statement Payment Batch - July 2019

STM-EVX201907-5 f STM-EVX201907-4 / Recipient Statement / Statement Payment Batch / July 2019

G Finalise Batch (™ Refresh =7 Reset View Settings

Batch Reference: July 2019

2018-07-31

Amount: R 4 884.57
Payment Date: Batch Closed
Payment Transaction Type: Commission Payment

Payment Type: General Payment File

['E> Recipient Statements

go

5 Notes

load | {2 Convert Document To Document Link

nk To

& Conver ment Li

cument ﬁ“ Reset View Settings |ﬁ Exportto +

Title « ¥ Reference [»| Date Created

~  KeyWards 2]

\ﬂﬂ July 2019

July 2019 2019-07-22

Document Type [ | Created By

General Payment File ElsabeV

Page 1 of 1 (1 items) 1

Batch Finalised

Q@

[*] Cconfidentiality Level [*| category [+
/A =

None Payment File

Page size: 20 |~
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After the payment file has been processed you can Close and Finalise the Payment Batch. No further
changes can be applied to any record after the batch has been closed.

|:| Mew x Delete IE’ Edit | B create Payment File % Close Batch “("_:: e Refresh

Process Journals
Process the applicable journals to allocate transactions to Recipient Accounts

w v et 1 Search Search

@, Contact Management | [JNew X Delete [ Edit |5 Post Journal | (¥ Refresh [ Reset View Settings | [ Exportto ~

[s] commission ]

= B = Journal

N RATE = 7 Task/ Journal
I .+ Joumal I - -

Name « |~ Balance Recurring [} Last Processed Date

=) Account

- [ % | Commission Payable R 0.00

L Debit Order Batch 3| | F |G P

PaymentType

@ paymenttyp Page 1of 1 (2 items) < |1 Pagesize: 20 |+
(@ Transaction Type

@ Account Type

(@ collection Type

Commission Payment type

The Commission Payment Type is an application defined type and is used in the payment process of the
recipient statements. Each of the defined types represents an output format used for generating output to
various payment applications. Below is a sample of a general payment file generated during the payment
process:

Teommrr e I e

File Edit Format View Help

TRANSACTIONDATE ,REFERENCE , ACCOUNTID, ACCOUNTNAME , TRANSACTIONTYPE , DESCRIPTION, AMOUNT , VAT, TOTAL L
"2013/07/31", "COM20130731", "vIP0023445", "Gerber Ralf (R.)","310/300", Commission”,” 28658","4012", 32670"
"2013/07/31","COM20130731", "VIP0023445","Gerber Ralf (R.)","310/300", Commission”," 18633297"," 3069014, 21702310"
THFEND#E", "217349817

Print, export and e-mail Recipient Statement

Recipient statements can be printed, exported or emailed from the application using a manual or
automated process.

Automated process
An automated process will be setup by your System Administrator.

Select the relevant automated process to distribute multiple Recipient Statements simultaneously

& Contact Management [ | | X Delete (2 Edit | [ Pay Statement Lot Approve [ (@) Automated Process G Refresh 7 Reset View Settings ] Reset Statement | [ Bxportto »  Filter Al Statements -
[s) commission = ..
- up) Recipient Statement
STM-EVX201007-4 / Statement Payment Batch / July 2019 / Journal / Recipient Statement
Drag a column header here to group by that column
Commission Contract Statement _, _ | Statement = = =)  Taxable o, Tax = =) | Payment _ Payment |, Advance ]
Commission Statement Number =2 | Redpient |l o0 v b [amount [ var [l | Total B ncome B | amount = |Bwense B [Approved el | B peference. B2 | pmont B
8] Bank Statement Transaction - < ¢ $ ¢ S ¢ i i
[ statement Payment Batch M (4 sEv%msa?—s Gerber Ralf (R.) 2019-07-19 R 634.57 R0.00 R 634.57 R906.53 R135.98 R-271.96 v 2019-07-31 July 2019 R 0.0f
@ Batch
3 S erber Ralf !
5 Configuration v 4 Pyxowore GeberRafR) 2019-07-19 R4 250.00 R0.00  R4250.00  R5000.00 R 750.00 R-750.00 v 2019-07-31  July 2019 R0.0
% Financials vl STM- Wilmott Peter Close Off
= A L 2019-07-04 R 114.00 R 0.00 R 114.00 R 114.00 R0.00 R0.00 v 0190630 goeri R0.0
< Asset Register 2] aten
= STM- BBL Broker Close Off
T — = 2 pnooisorz | Grow 2019-07-04 R 30 130.40 R0.00 R30130.40  R3013040 R0.00 R 0.00 v 0190630 goe N R0.0
" orts ~ STM- De Koker Jan .y o6 Close Off
% Rep = 2 Booowosr (09 2019-06-27 R 12 838.78 R0.00 R12858.78 R12858.78 R 0.00 R 0.00 v 2019-06-30 | gl R0.0
@ Tools [
@ igmiuls1u—29 (Tpg“g‘ie" PIELer  2016-10-04 R305.39 R 0.00 R 30539 R 305.39 R0.00 R 0.00 v 2016-07-26 | 1235
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&

Reset Statements

In the event where transactions have been allocated incorrectly and needs to be un-approved, this process
will allow the reset of statements. It can only be done by a user with the appropriate security level i.e.,
Administrator

[ Edit Pay Statement [ Approve  [@ Automated Process (% Refresh = Reset View Settings Eﬁ Reset Statement I

u, Recipient Statement - STM-EVX201907-5 DO
Task / Redipient / Gerber Ralf (R.) / Recipient Statement / STM-EVX201907-5

Recipient: Gerber Ralf (R. Taxable Income: R 906.53

Statement Number: STM-EVX201907-5 Tax Amount: R 135.98

Statement Date: 2019-07-19 Expense: R 0.00

Statement Vat Number: Advance Amount: R0.00

Approve Paid Amount: R 906.53

Payment Date: Payment Reference: VAT: R 0.00

Payment Batch: M/A Total: R 906.53

Message:

& Statement Transactions

7 Reset View Settings [ Bxportto ~ Filter All Items -
Transaction Date [~ | Description a [v] Reference [ Transaction Type [~  vat Due [~]  Amount Due [~
- & &
2019-06-12 Commission (Discavery) Barth Andreas (A E) (5130087291) New Business R0.00 R 906.53

In the event where a Commission Statement needs to be reset, but some transactions have already been
paid on a Recipient Statement, the Recipient Statement needs to be reset first.

Financials

Commission Recipient Account Management
Various accounts can also be set up from a commission management perspective e.g., Reserve Account,
VAT account etc.

These accounts do not have a requirement for linked contracts and do not participate in collections.

Commission Transaction Processing

Import Process Pay

Split Transaction ]

Commissicn ]
Transaction }

G N
TR ¢
SplitTransacticn PE‘S‘:"

Product N

Provider
Smtement
:meran;acum Rcerint
Reserve
snsaction Transaction
9| SpitTransaction ] \ A
mmm g General Provision

S S y Transaction

\ 4
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Create Recipient Account
Accounts are accessible from the Recipient detail view

[} New [ Edit EZ Create Expense T i [ Generate v Y Generate Targets (™ Refresh T Reset View Settings.

ég Recipient - Gerber Ralf (R.) (€ N5 )

Recipient Statement / Account / Journal / Redpient / Gerber Ralf (R.)

,g Recipient Detail @3 Tax Details E Competence Registers

Contact: Gerber Ralf (R. v Adtive
Account Code: ALGD000003-3 Recipient Type: Payroll
Is Broker House Broker House: Money Management Lbd Bank Account: N/A
 Receive Commission Default Commission:  40.00% Fayroll Number: VIPO023445
Date Added: 2012-01-01 Book Value: R 9913 000.00
PD Rating: A Balance: R12291.22

Last Statement Date: 2019-07-19
Comment:

Contracts [ Templates ! Retention Policies = (& Expenses 17 Targets (& Transactions | [') Statements

7 Reset View Settings [ Exportto ~

Account [v| Balance [+  Transaction Type [~ | Account Type [~|  Monthly Reserve [~ | Max Balance [~] | Last Updated [~ | Updated By [w]
Gerber Ralf (R.) (ACC-EVX201907-1) R 0.00 Reserve Reserve account 3.00% R 150 000.00 | 22 July 2019 02:53 PM Elsabev
Page 1 of 1 (1 items) 1 Page size: 20 =
Account

Refer to Account section in this document

Transaction Type
Transaction type will determine if the transaction is a debit or credit transaction

Account Type
The primary role for the Account type is to differentiate between various accounts for the same owner.

Accounts can be linked to a Recipient in any of the following capacities:

Account Type Usage
Commission Account Use this account to pay the balance of the Recipient statement. This account is
optional
Reserve Account Transfer a portion (%) of the Nett Commission into this account. You can setup
multiple reserve accounts if the total percentage for the reserve stays below
100%
VAT Account Transfer the VAT portion of the commission into a central VAT account. When

the Recipient is not registered for VAT, the VAT will be transferred to this
central account

Tax Account Central account to record the tax amounts withheld for each of the Recipients
with a Tax Certificate. The % specified on the Tax Directive is used to calculate
this amount
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Select from a pre-set list of Account Types:

[ Gerber Ralf (R.) - Commission Account
Tools
=] [ =
r:| ESTE X Delete @ Previous Record
Save and Close # Validate
Mew Open Related View @ Cloze
- [% Save and New - :‘? Cancel Record - © NextRecord
Records Creation Save Edit Open Related Record Records Navigation Close (2]
Account: Q| | b |
Balance: | |
Transaction Type: | - |

Account Type: Reserve account

Reserve account
Commission account
Max Balance: Tax account

Vat account

Monthly Reserve:

The two main areas of the Financial module are the Transaction Journals and the Accounts/Ledger.

Transactions are captured, generated, or imported into a journal before they are posted to the various
ledger accounts.

Account Structure

JOURNAL LEDGER
Read/Write /Delete Read-only

Transaction
{DR/CR)
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Journal
Journals are simply a collection of financial transactions of a specific transaction type (Debit / Credit) to be
transferred to a specific Ledger account.

When journals are posted, a corresponding transaction will be created in a specific ledger account for each
of the journal transactions.

There are 2 types of Journals that can be created: “Temporary” type that is used and cleared once all
transactions have been posted and “Recurring” type that is not cleared and re-used.

Create a “Recurring” journal when you need to process the same transactions against Ledger accounts

monthly.
Quick create v @ v
& Contact Management (] New | X Delete | o Validate | () Post Journal | @ Refresh
2 Short Term 3 |
" e , Journa
E:ﬂ; " Task Dashboard / Journal / Journal @ @
& Investment [& save (@ saveand Close &% Saveand New | %) Cancel
3 Medicalaid Name:* Recurring
[ 7 Funeral ; “
[#] commission Balance: R 0.00 < Last Processed Date: -
[ % Finandials ) New X Delete | (4 Edit [F) Exmortto
D" [l | Account (] | e o (v | Reference [v]  Description ~ ) D et ™ Tme © g.g;:: ¥ vaT ¥ Totl  [v] Posied |vl
[EL Debit Order Batch . B 21a - = S 0y =
@ PaymentType = = = =
[ Transaction Type
[ Account Type No amaﬁ display
[ collection Type
Bl (@ Administration Count=0 Sum-R0.00  Sum=R 0.00 SUm=R0.00  Sum=R 0.00
¥ Reports
“hiTools [ save [ sweandClose  # Saveand New | 9 Cancel
Journal Transaction
*_ Journal Transaction @) x]
Detail
Joumnal:* * [ 2 Transaction Type:*  NJA = ||| &
Account:* NfA @ &  Credit Amount: R 0.00 =
Transaction Date:™* 2019-06-24 = Debit Amount: R 0.00 5
Reference: VAT Type: V- Amount Incude VAT
Description:* VAT: R 0.00 <
Date Captured: - | Total: R 0.00 =
Captured By: Posted
0K Cancel
Fieldname Description Required
Journal This will default to the selected Journal &
Account Select the Account this transaction applies to (]
Transaction Date Defaults to current date. Select the relevant date for the transaction. (@]

For recurring batches, the transaction date will automatically adjust
using the month or the day the batch is posted.
Reference Any information relevant to this transaction. This could be a policy
number or any information suitable for cross referencing the specific
transaction.
Description Describe the purpose if this transaction (@]
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Date Captured Defaults to current date. Cannot edit this field.

Captured By Auto populated with the name of the user logged onto the
application. Cannot edit this field.

Transaction type Select from a list of pre-defined transaction types. The transaction @
type determines if the transaction is a credit or debit.

Credit amount Field will become active if a Credit transaction type was selected. This &

is the amount the selected account needs to be credited with. The
amount can be inclusive or exclusive of VAT.

Debit amount Field will become active if a Debit transaction type was selected. This
is the amount the selected account needs to be debited with. The
amount can be inclusive or exclusive of VAT.

VAT type Determine if VAT is applied or not

Amount Incl VAT Determine if the Credit/Debit amount is VAT inclusive or nor

VAT VAT is calculated based on the transaction date and the VAT % for the
default Country specified for the application.

Total Calculated as Credit/Debit amount plus VAT

Posted Indicates whether transaction has already been posted to the Ledger.

Journal transactions are not only captured manually but can also be generated via application processes or
via import functions.

Accounts
The Financial Module allows for a flexible structure where you can create multiple ledger accounts for an
owner with refence to one or more contracts (Policies).

The contract owner does not have to be account owner as well.

Account Structure

Owner Owner
Person/Company Person/Company
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= Account Y (&
LJJ Task Dashboard / Journal / Account / Account @ @
Save Saveand Close &% Saveand New | 9 Cancel
Account Number: Is Active
Owner:* N/A | & Collection Day: 1 =
Account Type:® N/A ~|[1|& Reference:
Bank Account: N/A ~ & Journal Balance: R 0.00 =
Email: Balance: R 0.00 =
Vat Number: Debit Order Amount: | R 0.00 <
@ - Jounal 2] contracts
Recondile Transaction -G @ Exportto
fronsadion v Reference (¥ | TOnSRON ) pescription < () Debit Amount () Credit Amount (] ATOUE ) vaT Type ) | vaT [~ | Total | Recondled (¥
2 < z ]| w/a - B = .
No data to display
Sum=R 0.00 Sum=R 0.00 Sum=R 0.00 Sum=R 0.00
Fieldname Description
Owner Select owner of the account from the drop-down menu
Account Type Select from predefined drop-down menu

Bank Account Field will become active depending on Account Type selected. Select bank
account as captured on Client Contact detail view.

Capture email address if applicable

Select if Account is Active

Select the day on which premium will be collected. This is a compulsory field
and needs to be filled even if no collection will be done.

Enter appropriate reference that will appear on client’s bank statement

Email
Is Active
Collection day

Reference

Transactions incorrectly allocated to the Account can be reversed by using the Reverse transaction action.

- Account - Abrahams Mark (M.) (ACC-EVX201907-12)

Task Dashboard / Account / Abrahams Mark (M.) (ACC-EVX202... / Abrahams Mark (M.) (ACC-EVX202... / Abrahams Mark (M.) (ACC-EVX201...

(€ X5

Account Number: ACC-EVX201907-12

Owner: Abrahams Mark (M.) Collection Day: 1
Account Type: Savings Reference:

Bank Account:

Journal Balance: RO,00
Email: Balance: -R80,59
Vat Number: Debit Order Amount:  -R80,59

J @Transa(t\cms |

< Journal Transactions ‘ 2] Contracts ‘

RECDUC”E‘TFEHSECUDU‘ ‘v‘%‘ g] Reverse Transaction @Export to -
Amount
o Transaction ¢ | peference ¢ | aNsECtion o S iption o ¢ | DebIt |G ¥ | Incude ¥ | YAT ¢ var 7 | Total % | Reconciled ¥
Date Type Amount Amount VAT Type
—] | [ : 2 I [ : B
STM-
€  2019/10/03 EVXX201908- Reserve (2.5%) R0,00 R23,20 VAT R3,48 -R26,68
10
& 2023/03/23 iﬁ‘ég%son Reserve (2.5%) RO,00 RG 775,24 No VAT RO,00 -R6 775,24
STM- o
v £ EVXX201907- aVIngs Reserve (2.5%) RO,00 R46,88 VAT R7,03 -R53,91
9 Allocation
STM-
€ 2023/03/29 EVXX202303- Invoice Reverse savings R6 775,24 RO,00 No VAT RO,00 R6 775,24
16
Sum=R6 775,24 Sum=R6 845,31 Sum=R10,51 Sum=-R80,59
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This action will reverse the selected transaction and a Journal entry will be created.

[ﬂ] Reverse Transaction Process =] 22
Journal:* |Adjustments |‘0‘!‘
Journal Balance: | ‘
Transaction Date:* |2023/05/04 B
Debit Transaction Type:* | Reverse Transaction | - |IJ__1 ‘ ;‘
Description:* |Amount incorrectly allocated ‘
Reference:* | STM-EVXX201907-9 |
OK Cancel

The reversed transaction will be visible on the specific Account’s Journal Transactions Tab until the Journal

is posted.
= Account - Abrahams Mark (M.) (ACC-EVX201907-12) ()5
/" Task Dashboard / Account / Abrahams Mark (M.) (ACC-EVX202... / Abrahams Mark (M.)_(ACC-EVX202... / Abrahams Mark (M.) (ACC-EVX201...
Account Number: ACC-EVX201907-12
Owner: Abrahams Mark (M.) Collection Day: 1
Account Type: Savings Reference:
Bank Account: Journal Balance: RS53,91
Email: Balance: -R80,59
Vat Number:

Debit Order Amount:  -R80,59

‘ QTmnsacﬁonsl . Journal Transactions I 2] Contracts ‘

[A Export to
- Amount
Transaction ¢ | 3 ng @ | Jransaction o | pocerence @ | Description 4 ¢ | Debit Credit o | VAT o | Incude ¥ | VAT % |Posted ¥ |Total ¥
Date Type Amount Amount Type VAT
Reverse STM- Amount
2023/05/04 Adjustments T EVXX201907-  incorrectly R46,88 R0O,00 VAT -R7,03 R53,91
ransaction
9 allocated
Sum=R46,88  Sum=R0,00 Sum=-R7,03
Page 1 of 1 (1 items) E| Page size: H

_, Journal - Adjustments @ @
- Abrahams Mark (M.) (ACC-EVX202... / Abrahams Mark (M.) (ACC-EVX202... / Abrahams Mark (M.) (ACC-EVX201... / Journal / Adjustments
Name: Adjustments
Balance: -R285,95

Last Processed Date:

@ Export to ¥
) : ) Amount
Transaction ¢ | Account ¢ |Transaction ¢ | pererence ¥ | Description = ¢ | DePit ¢ | Credit ¢ | VAT ¢ | Indude ¥ | VAT ¥ | Total ¥ | Posted ¥
Date Type Amount Amount Type e
I " Abrahams Mark | I I I I I I I
2023/05/04 (M.) (ACC- Reverse Ew;(zo 1907- ﬁ.T:rL:QEtI R46,88 R0O,00 VAT -R7,03 RS53,91
EVX201907-  Transaction v ' [ " [
9 allocated
12)
' Vermaak
2018/05/11 Margma M) pro-rata Debit Joining Fee R20,00 RO,00 VAT i -R2,61 R20,00
SA201804-23)
NDLAZI TOURS !
2023/01/12 (3ot 00nse; Adlustment 200704 Testing RO,00 R359,86 No VAT RO,00 -R359,86
Count=3 Sum=R66,88 Sum=R359,86 Sum=-R9,64 Sum=-R285,95
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When the Journal is posted, the reversed transaction will be added as an entry onto the Account
Transactions. It is important to note that this reversed amount will not be allocated back to the Recipient’s
transactions, but to a Journal instead.

- Account - Abrahams Mark (M.) (ACC-EVX201907-12) QD
/" Abrahams Mark (M.) (ACC-EVX202... / Abrahams Mark (M.) (ACC-EVX202... / Journal / Adjustments / Abrahams Mark (M.) (ACC-EVX201...
Account Number: ACC-EVX201907-12
Owner: Abrahams Mark (M.) Collection Day: .
Account Type: Savings Reference:
Bank Account: Journal Balance: RO,00
Email: Balance: -R26,68
vat Number: Debit Order Amount:  -R26,68
J (@ Transactions ‘ Journal Transactions ‘ 2] Contracts ‘
Reconcile Trar\sactinn| \-,\ L @ Exportto ~
. Amount
Dansaction ¢ | Reference ¥ | 1AM ¢ | pegeription ¥ | Debit Amount ¥ | ST ¢ |Include ¥ | VAT ¢ |vaT ¥ |Total  « ¥ | Reconciled ¥
ate Type Ameount Type
€ 2023/03/23 gt&zuzm} Savings Reserve RO,00 R6 775,24 No VAT RO,00 -R6 775,24
& % Allocation (2.5%) ' ' 3 '
& s ‘ Savings Reserve
€  2019/10/03 vaxzomo% e (2.5%) RO,00 R46,88 VAT R7,03 -R53,01
£ 2019/10/03 gwizmgos— Savings Reserve RO,00 R23,20 VAT R3,48 -R26,68
& Allocation (2.5%) ' 4 4 4
I STM- [ Reversa ~ Amount
€ 2023/05/04 EVXX201907- T incorrectly R46,88 RO,00 VAT R7,03 R53,01
ransaction
9 allocated
ST Reverse
£ 2023703729 EVXX202303-  Invoice covings R6 775,24 RO,00 No VAT RO,00 R6 775,24
16
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