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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 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 Monagement
Management . N
Commission

Financials & Collections

Reporting &
Automation Assurance e
and .
Life Aid
Investment
Integration &
Workflow

Security and Login

When you start the application, you will be presented by a logon 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.

BE LogIn *

Welcome! Please enter your user name and password below,

|ser Mame: | ElzabeV |

Password: | |

| Microsoft || Log In || Cancel |

The application will prompt you to create a new password. This password should only be known to yourself
as most user actions are traced 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@sswO0rd1
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g8 Change Password

O >

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

Old Password: ||

Mew Password: |

Confirm Password: |

Manage your user details

You can access your own user information and change some of the settings e.g., reset password or change

your Reminder check time if permitted by the Administrator.

On the Navigation Pane, click ‘My Details’ to access your user details:

File Home View Tools
ee p e e« o = B @& 0 0
» u ¥ X
Back Forward Hew Save Saveand SaveandMew | Validate ChangeMy Cancel —Refresh User Open Related Show Workfiow | Refresh Links  Previous NextRecord
~ Close Passwor Full Name Record Instances v | Record
Views History Navigation | Records Creation save Edit Record Edit | Open Related Record Workfiow view Records Navigation
Navigation < FulName:™ Vermazk Eszbe (£) User Name: ™ Elsabey
v ContactManagement Biling Rate: RO,00 1s Active Is Admin
Dashboard My Person: Vermaak Elsabe (E.) R
Contact Prefix: BV
Notify Emai elsabe Gtconsult.co.za
Company Color: C10.0.0.0
Confidentiality Level: |Level 5
Department Contact L a 5 Pemsi ccount Eisabe Vermask
Person eminder Check Time:
Team: Commission
Suppler Force Password Change
Task Registration Codf 140 1e0c-7064-4872-a%af-7262d6 103532 [l o
Contact Group 4 Is Box User Web \
Note
Roles | User Groups | Motifications | Emal Signatures | Task Assign Criteria
Document o
Questionnaire X5 R 00 Y BE-Q
Email ‘nne 2 | Notification Type |Date created | priority Created By URL
Email Manager Mal »  Automated Wizard Info 2020/06/11 + MNormal Elsabev
M5 Automated Wizard Info 2020/06/19 + Normal ElsabeV
Calendar Automated Wizard Info 2020/06/19 + Normal Elsabev
System Notification Automated Wizard Info 2020/06/19 + Normal ElsabeV
My Detais Automated Wizard Info 2020/06/19 + Normal Elsabev
e — Automated Wizard Info 2020/06/19 + Normal ElsabeV

1. Change my Password

Old Password:

Mew Password:

Confirm Passward: |

B Change Password

O

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

pod

The password must be at least 8 characters long and must contain uppercase- & lowercase characters,

numeric values and special characters e.g. P@sswOrd

2. Notify Email

Application notifications will be send to this email address

C
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Leave empty if you prefer to not receive application notifications via email

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

Manage your account details

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.

b

X

2

e
LS4

i ]

4]

[ A contacts [~] [Textto search..

[search]

Back  Forward a New Dekte  Clent Bracal SwS  Emal | Workfow ShowWorklon | Refiesh Automated Shonin U5 NextRecord Save New
- - - portal v - Instances Process = Report~ | Record Fiter
Views History Navigation cords Creation Edit Record Edit Workflow View Fiters ’ Full Text Search
lavigation < | Frecceined e | s |
4 Contact Management: ~ || Displayname [ Contact Type | Contact Category [Legal Reference [ Work Number | cel Number [Emai | Language: [Group | PRS- Task | Consultant [
Dashboard ’ L3 B3 ig LG i3 Bg L3 B3 = LG 13
E::::ny 3 ey GG 00716785732 S Etonsutco.zs | ANkasne MSE Independent b %] 3
B i@ Mpho (M.F.) | Client 8307047614119 00170806957 MphaLabuschagne... | English Bakers Insurance B., 0
Person am (5) Client 7706120165080 0798837962 fian@teonsult.co.za | Afrikaans MSB Independent 8 0
Supplier RPN Riefah (R.)  Client 8302200203083 Englsh MSB Independent B 0
Task Abrahams Mark (M.) Eroker 8110206086083 (021)5042263 0798837962 tian@tconsult.co.za | Afrikaans MSE Independent B... 0
CrisiEe: ACTS TRANSPORT &LOGL . | Client 0798837962 fian@teonsuit.co.za | Aftikaans Bakers Insurance B. 0
g::mm Adam Mark (M.C.) Client 8309145175086 0738837962 tizn@tconsult.co.za | Afrikeans MSB Independent B 0
Questionnare Adams H (H 1) Client 5405125083085 0798837962 wen@tconsult.co.za | Afiikaans MSE Independent ... 0
Email Admiral Supplier fian@teonsult.co.za | Afrikaans Root 0
Emal Manager Mal Admiral Progressive Suppler tizn@tconsult.co.za | Afrikeans Root 0
SMS ADONIS § (5 P) Client 8001016687089 0798837962 tian@tconsult.co.za | Afrikaans Bakers Insurance B.. 0
By Adonisi Tmothy (T M) Client 5704275448084 (041)4645369 0798337362 tian@teonsult.co.za | Afrikaans MSB Independent & 4
::"s;:: Ahmed N (N) Client 6509215156088 0798337962 tian@tconsult.co.za | Afrikaans MSB Independent B 0
[ — AlG Supplier tian@teonsult.co.za | Afrikaans Roat 0
\ ShortTerm AIMS Suppler Root [m] 0
» Credtiife ALBY'S DISTRIBUTORS Client 0798837962 tian@tconsult.co.za | Afrikaans MSB Independent 8 0
» Assurance Alcock € (C D) Client 7301095133083 0798837962 wen@tconsult.co.za | Afiikaans MSE Independent ... 1
b os=tts ALDADRI 223 PTY Client 0798837962 fian@teonsuit.co.za | Afrikaans Bakers Insurance B. 0
: :::::“*‘d Allan Gray Supplier 124579 English Root [m] 1
Allied Insurance Brokers - .. Brokerage (0437262472 0798837962 Afiikzans Bakers Insurance 6. 0
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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/Product
Providers.

e  Person — List of person records in the application.
e Supplier — List of Suppliers/Product Providers

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:

h X _'_1 L S CD'

—

Delete Clent BriaCal SMS
< Portal - >

Rect B Company

4
o Person

New Person record

e =
° & | e F g
h © L | |
= Tt [aiiems 2 e Joewa]
Badk Fornard New Delete | Cient BriaCal SMS  Emal | Workflow ShowWorkflow Refiesh Automated  Showin | Previous  NextRecord Save New
- - - pocl v - Instances Process ~  Report™ | Record Fiter
Viens History Navigation  Records Creatorll 5 select New Record Edit Workflow View Records Navigation Filters Full Text Search
Navigation <
4 Contact Management A [ Tsurname |F\rslNamE |[DNuthr |CnntactTVpE ‘WarkNumbEr ‘Hnme Number \ch MNumber A‘Fax Number ‘Ema\l ‘Gendar |DE|E Of Birth ‘Language ‘Emplnver ‘Grnup ‘Cnmactcat ‘DpenT ‘Cnnsu\iﬁn(

Dashboard 7 | o e Wl Wl Al oc oc e Wl = = A A e Al - Al
E"”E(t » | MoD1se 3 5108025415... Client tan@tconsul... Male 195108/02  Afrkaans Bakers Insur. 0
ompany
P Haroun R 7508015104... | Orphan fizn@tconsul... Mele 1975/08/01  Afrkaans MS8 Indepe 0
R Zde s 8009015941... | Orphan (0735964491 (073)5484491 fian@tronsul... Male 1980/09/01  Afrikaans M58 Indepe 3
Suppier \ Booysen H (CANCELL. . 5401145085... | Orphan (0414811370 (041)4811370 tian@tconsul... Male 1954/04/14  Afrkaans M58 Indepe. 0
Task [ 1. Select Person from the Navigation panel Orphan tian@tconsul... Male Afrikaans MSB Indepe. 0
Eofessinry 0619... Orphan tan@tconsul... Female | 1959/11/30  Afrkaans MSE Indepe.. 1
ot Hanekom Sunette Consultant tian@tconsul... Male Afrkaans Bakers Insur 0
Document
o Malan jan 9104125213... Lead fian@tronsul... Male Afrkaans Lead 0 Administrator

e  Onthe 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

Fle Home Tools

D BE B velglpe L 4 B CREOORHR

New Clone... Save Saveand SaveandMNew Validate Cancel Client  atWORK Bria Call sMS  Emai Open Related Workfiow Show Workfiow — Refresh Automated  Showin Previous Next Record Close
~ Close - Portal ¥ v Record Instances Process ¥ Report ~ | Record

Records Creation Save Edit Record Edit Open Related Record Workfiom View Records Navigation | Close

Detais | Office | Additional Information

Displayname:

— ol Select Validate to highlight al the required fieos | ] [Jerimary Record
First Nam o] | oateofartn: | -]
Second Name: | DateDeceased: | -]
Call Name: ™ (]} | Age )

Initials:® (<]} | mrumber: [
Tithe: = (<]} -] Language: [

|
|
5] Cenden [Female -l
|
|

Work Number:

Cell Number: [ x| FaxNumber: [

Home Number: | x| Ema:* [
Open Tasks: 0

Tasks | Addresses | 8ank Accounts | Relationships | Contracts | Contract Roles | Notes | Documents | SMS | Email | Phone Logs | Questionnaires | Propertysheets
DEDAOC- W X &W-B- |G 4R o[ sownrepot ~ | @ O |[myTesks -l T E -

| sk number + | contract |vee |subject |pate created |startDate [pue Dat= status Priorty Assigned To Percentage Complete

- - = o0 = = = = = - -

e All compulsory fields are marked with @

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

Fieldname Description Required

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

Surname Person surname will form part of the display name. The '@

combination of first name, surname and date of birth
must be unique

First Name First name. The first letter will be used in initials (]
Second Name Second name only used as part of the initials
Call Name Default from the first name and can be changed &
Initials Based on first and second names and can be changed (]
Title Selected from a list. List can be maintained by a user &
with the appropriate rights.
Work Number Telephone number at work
Cell Number Cell phone number is used for SMS services
Home Number Telephone number at home
Primary Record Select if the record is a client or person you mostly deal
with and not just a contact.
Date of Birth It is recommended to select the date of birth. This date
will be used for default birthday filters.
Date Deceased Enter deceased date of the client. This date is directly

linked to a Funeral Policy. A deceased person record will
be displayed as a “strike-out” record.

Age Calculated from the date of birth

ID Number Identification number of the person.

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

Gender Defaults from the selected title if possible. Else select
the appropriate title of Male or Female.

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 will
also be used as default when sending an email directly
from the application.

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

( knowledge | innovation | service )




TEESSEN CONSULTING

2

R EHE B /2B Ee O o 0
ODfa B BH ES 2 £ s = “ B
New Clone.. = Save Saveand SaveandMew | Vaidate Cancel = Clent atWORK BriaCal SMS  Emai Open Related Workflow Show Wol
v Close v Portal v v v Instand
Records Creation Save Edit Record Edit Open Related Record Workflon
Detais | Office | Additional Information
Displayname: Vermaak Elsabe (E.)
Surname:* |vermaak |
First Name: * |Eisabe | Bate Of Birth:
Second Name: Date Decease
[ Title can be selected from a
Call Name:* |Bsabe pre-defined list Age:
T E IDhumber:
Title:= Mrs: || Language:
Work Number: Type:  Tite Gender
. Find: [Text tosearch.. search| | Fax Number.
Home Nunber valable recorcs: Emal:*
Open Tesks:
‘l’\ﬂe Desaription a | Gender | =
Tasks | Addresses e vele “ peets
Messrs Maie
B A Y
DELA Miss Female ]
| sk Humber s emele tart Date
T sl M Male D =
» TCEVNK201905- . Male
TC-EVXX201906 Mrs Female 2015/06/11
TC-SA201907-] | b {re Femae
Ms Female [~]

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.

Details |Office | Additional Information

Displayname: Vermaak Esabe (E.)
Surname:* |vermaak | Primary Record
First Name: = |Eisabe | Dateofmrt  [1970/03/05
Second Name: I | Date Deceased: [
Call Name:* [Bisabe | Age:
Tnitials: = ‘E, r IDNumber: | 700:
—_ s Click on the ellipsis button to add or edit a telephone number . [Afkeens
Gender: Fi i
Work Number: [(021) 9753388 x| CEneer [Female
Cell Number: [oaz8533392 — x| FaxNumber: [
Home Number: [ R, (021) 9753366 - Contact Number = o x
Country:*  [South Africa x - \ —

Tasks | Addresses  Bank Accounts Contracts = Contr Notes Documents SMS  Email  Phone Logs | Que Daiing Code: o7
DEDCAG-Ta X&- W-H- G @E o Q shownrepot - O O ] Mobie Number

Task Number a | contract Type Subject

‘ | | | I Sctect for mobile mumber i (021 .
T O = = L:13

L L 9753386 __ |
»  TCEVXX201906-2 Vermaak Cornelius (C.1.) New Business New Once-Off Cover 2019, ‘ ‘
Extension:
TCEVIX201306-3 Vermaak Elsabe (E.) (San... | Policy Amendment Policy changes 2019,
TC-SA201907-34 Vermaak Elsabe (E) (... New Business Recipient Commissio... 2019)

e  Contact numbers can be added or edited using the ellipsis button and should be captured without
spaces or punctuation.
e  Use the ‘X’ to clear or remove the contact number.

Click on the ‘Office’ tab to complete relevant information.

Office Details

Contact Type:* [ Client - | Employer: 1-2-3 Marketing Corporation cc

Clenthumber:  [CL23554367 | Natonaity:* [South African -]
Reference Number: | | ocaupation: [commission Assistant [ -]
Source: [ - | Passport Number: | |
Marital Status: | Married - | vaT Number: [ |
Date Married [2018/09/21 - | Tax Number [ |
MaidenName:  |van der Merwe | EtricGrop:  [white -]
Dependants: [ 0 7| Fscanumber: [ ]
Salutation: [ | consuitant: [viet Booysen -]
Group:* | Ms8 Independent Brokers -| contact category: | -]
Religion: [ - | Nextreview Date: [2021/03/08 -]

Fieldname Description Required
Contact Type Select from the available list. This value will determine @
if a record 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.
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Client number

Reference Number

Source

Marital Status

Date Married
Maiden name

Dependants
Salutation

Group

Religion
Employer

Nationality
Occupation
Passport Number

VAT Number
Tax Number
Ethnic Group
FSCA Number

Consultant

Contact Category
Next Review Date

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.

Enter the number of dependants for this person

record.

This field can be used in your communication directly

to this person.

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.

Select from a pre-populated list

Employer will populate once the Relationship between

Employer and Employee has been selected
Select from the list of nationalities
Select from a list of occupations.

Enter the Passport number. No validation checking

performed.

Enter VAT number if relevant
Enter Tax number if relevant
Select from a list.

Financial Sector Conduct Authority number allocated

to this person if he or she is a broker.

Select from a list of internal users. Allocating a client to

a specific person/consultant within your business,

helps to determine client responsibility.
Use this field to categorise clients
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 which records.

A list of Groups, as defined by your System Administrator, will be available for selection.

C
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Additional Information

Detais | Office

No image data

Additional Email:

Additional Contact Number:

Twitter:

Facebook:

Qualification:

Monthly Salary:

R0.00

Smoker Status: Non-Smoker

<<«

Spedal Needs: No

Credit Score:

o
O«

Credit Score Date:

<

Risk Rating:

Fieldname

Description Required

Image
Additional Email

Additional contact number

Twitter

Facebook

Qualification

Monthly Salary
Smoker Status
Special Needs
Credit score

Credit score date
Risk Rating

Add a photo of the person

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.

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

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.

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

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

Capture salary when applicable

Select status applicable

Indicate if client has special needs for Will purposes
Enter client’s credit score manually or with Credit score
questionnaire

Date last score was calculated

Enter your client’s risk rating manually or discuss an
automated scoring method with your TC Consultant.

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:

Contracts  Contract Roles s SMS _ Email  Phonelogs  Questonnaires Propertl  voopor
- & B ab | shownReport - o [£]
T - — e T e [ e Date [status Priorty Assigned To percentage Compl.
# | abc = = ol = = = = = = =
» | TCEVXX201803-1 Mzalwana T (TR) (Old Mu... Admin Change vehide reg nr 2018/03/15 2018/03/15 [E InProgress + Normal Maxine 20.00%
TC-5A201803-7 Vermaak Elsabe (E.) (... E-Mail Email Tool - MIS 2018/03/22 2018/03/22 2018/11/09 [& InProgress ~ High Hanlie Lazare 0.00%
Task

Please refer to the section on how to create a task
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2

Address Details

TEESSEN CONSULTING

Call Name:*® Elsabe
Initials: = E.

Title:® Mrs.,

Work Number: (021) 5753341

Cell Number: 0828533342 |

Home Number:

Tasank Accounts)
D fa- X G R O

g ess Type

ft 00T B E e«

File Home Tools
o Save
ES save and Close
L'

B9 save and New

Records... Save

Type of Address:* |Home
Address:® 529 6th street

Eftyhias Vilage nr 25

Suburb: MONTAMNA UIT 2
City: PRETORIA
Country:* South Africa
Postal Code:™ 0182

Province: Gauteng

| Main

Latitude:

User:ElsabeV

~ 529 6th street, Eftyt

v Validate

Cancel

Edit

o [

A Open Related
- Record v

Postal Code lookup

Region:

+| Use For Correspondence

Longetude:

TANAULT 2, PRE...
Google Maps

Workflow

~
¥

e -

View

City Of Tshwane

R..

Close

Close

e The application allows you to capture multiple addresses.

e  Use the ‘New’ button to create a new address record or double-click to open the highlighted record.

e  Postal code lookup will auto populate Postal code, Province and Region address fields.

e  Use the Google maps button to search for the address on Google maps. Internet connection and access

to Google maps are required.

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.

Postal Code Lookup

R5A Postal Code

Suburb

Afc montana uit 2
Montana Uit 2
Montana Uit 23

» |

Drag a column header here to group by that column

Suburb  Contains

T |postal Code

0182
0is2

montana uit 2

Pretoria
Pretoria

City Of Tshwane
J City Of Tshwane

Region

Province

Gauteng
Gauteng

Edit Filter

e  The postal code lookup table is periodically updated.

e  You can use this detail view like any other detail view within the application and filter on any column

or combination

e Select the required record to use by double-clicking the row or by clicking the row and the ‘OK’ button.
e  The filter of your last search will remain active, so always check the status bar for active filters before

of columns.

you start your search.

C
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Bank Accounts
Displayname: Vermaak Elsabe (E.)
Standard Bank, Current / 54, Elsabe Vermaak - Bank Accol
Surname:® Vermaak
First Name:® Elsabe (3 “i'e T -
Second Name: ] [ saveand Close 2§ o Validate B B O refresh @lnks v & %]
CallName:* Eisabe —| Bank Name: ™ Standard Bank X~
CEE E Branch Name: Montana
T mrs. Branch Code:* 051001
Work Number: (021) 9753366 Type of Account:* Current / Cheque account ~
Cell Number: 0825331899 Account Number:* 25698854
=
Home Number: Account Holder:  Elsabe Vermaak
Active
T fp—
0 x B e O o
Yo Statements J Statement Transactions
Bank Name Branch Name
D ' T B2 @
b Standard Bank Montana
el
Statement Reference = From Date To Date
T = -
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

(@]

(<1<

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.

-
D B B se2l Ee 0 4 B C QR G B
New Save Saveand SaveandMew  Validate Cancel  Clent BriaCal SMS  Emal Open Related Workflow Show Workfow | Refresh Automated Showin  Previous NextRecord | Close
- - Portal = - Recor Instances Process ~ Reportr | Recor
Records Creation Save Edit Record Edit Open Related Record Workfiow view Records Navigation Close
Detals | Office  Additional Contact Information
Displayname: [Vermaak Eisabe (E.) |
Surname:* [vermaak | Primary Record
First Name: ™ [elsabe | pat= ofBirth [1870/03/05 [-]
Second Name [ | Datepeceased: | I~
Call Name:™ |Elsabe | Age: [ ]
Initials:™ [e. | mrumber: [ |
Tile:* [Mrs [~] tanguage: [Afrikaans [-]
Work Number [21) s753366 3] Gender: [Female [-]
Cell Number: (0828533342 [-++]>¢] Fax Number: [ [F-<[¢]
Home Number: | [+~[>¢] Emai:= elsabe @tconsult.co.7a ]
- Open Tasks [ 315
T4 Addresses  Bank Accounts ontracts  ContractRoles  Notes  Documents  SMS  Emal  Phonelogs  Questionnaires  Propertysheets
DR-ix 0B o d
|Related Party | Glent Number Relationship Cell Number | Work Number Consultant Contact Type
» | NelEna (1E)) Famiy Member 082413506 Client
Teessen Pieter (P Remave relationszhip Business Assodiate 0829058049 (087) 5501427 Maxine Client.
1-2-3 Marketing Corporation cc Employer 00716765742 (078)1161164 Client

¢
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e The list displays basic contact information of the party to whom it is related and the definition of the
relationship.
e Youcan:
e browse directly to the person or company record from this view
e update the relationship by clicking on the record
e create a new relationship by clicking ‘New’ and completing the wizard steps.

& Contact Relationship - O X

Step 1of 2
Select contact and how this gog

[-]
Linked To: |Vermaak Elsabe (E.) |
As: |Fami|y Member | - |
on: [1870/05/03 ‘ =
l Search Relationship in pre-defined list '

Related Party: |Ne\ Ena (1.E.)

User: ElsabeV

e Allfields are required.

e After you have searched and selected the related party, you need to define the relationship between
the 2 parties.

e Related parties can be a person or a company.

e If you cannot find the party in the Search list, then use the ‘New’ button (depending on your user
permissions) to create the related person or company. Note that a person or company not available
in the Search list, might be listed in a group that you do not have access to. The application will
however warn you if you are trying to create a duplicate record.

& Contact Relationship - [m] ES

Step 2 of 2
Select how the current party is related to the related party

Current Party: |!u'Ermaak Elsabe (E.)

|
Linked To: |Ne| Elna (1.E.) |
As: |Famih; Member | - |
on: [1570/05/03 [~]

l Finish to complete the process '

| < Back | | Finish ‘ ‘ Cancel

( knowledge | innovation | service )
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Contracts
All policies/contracts of which the selected Contact is the Owner will display in this area:

Tasks | Addresses | Bank Accounts Relannnsmpsl Contracts Innwact Roles Notes Documents SMS Emai | Phonelogs | Questonmares  Propertysheets

D~ -~ &£ £ X sdentportal ~ 14 (4] B Q@
Product Provider Name Product Type = | Contract Number Inception Date Contract Value Premium Status Consutant Last Updated Updated By

T |8 s0e e = = = = = = L3

b Discovery Assurance Palicy 180508 2018/06/01 RS00 000 000,00 R2659,52 Submitted VanDeventer Maxine (M) Friday, 20 July 2018 16:16:11  ElsabeV
Big Apple Insurance Company  Credit Life Policy 21032018 2018/04/21 R150 000,00 R250,00 Pending Wednesday, 21 March 2018 L. SysAdmin
African Bank Credit Life Policy 20180710CL1 2018/07/01 RS50 000,00 R256,5 In Progress Tuesday, 10 July 2018 17:02:57 ElsabeV
Discovery Investment Policy DD2134234234533456 2018/08/01 R250 000,00 R365,25 InProgress Teessen Pieter (P.G.) Tuesday, 30 October 2018 09: .. PieterT
Auto & General Insurance Short Term Polcy Ev2205 201500301 RO,00 859,65 Canceled Thursday, 22 March 2018 I1:... | SysAdmin
Auto § General Insurance Short Term Policy Acz203 2018/04/30 R0,00 R2035,00 Active Vermaak Beabe (E.) Thursday, 15November 2018 ... ElsabeV

Depending on your user permissions you will be able to only view certain policies, amend policies or create
a new policy from this view:

Tasks  Addresses  Bank Accounts  Relationships [f Contracts | [fcontractRoles  Notes  Documents  SMS  Emal  Phonelogs  Questionnaires  Propertysheets
o

O - % - & &2 X[ 2cientrorta ~ o £}
B frmrmeCars roduct Type | Contract Humber Inception Date Contract Value Premium Status Consultant Last Updated Updated By
[E] Commission Contract o "ge = = = = = = "ge
B Credit ife Folicy Ipssurance Policy 180508 2018/06/01 RS00 000 000,00 R2659,52 Submitted Van Deventer Maxine (M.) Friday, 20 July 2018 15:16:11  ElsabeV
[redit Life Policy 21032018 2018/04/21 R150 000,00 R250,00 Cancelled Monday, 27 May 2019 16:01:00 ElsabeV
2 Funeral Group Policy
Credit Life Palicy 20180710CLL 2018/07/01 RS50 000,00 R256,58 InProgress Tuesday, 10 July 2018 17:02:57 Elsabev
El Funeral Policy investment Policy DD2134234234533456 2018/08/01 R250 000,00 R365,25 InProgress Teessen Pieter (P.G.) Tuesday, 30 Cctober 2018 09:... PieterT
EJ Investment Policy ort Term Policy V2203 2015/0401 RO00 R858,65 Canceled Thursday, 22March 2018 11:... | Sysddmin
Bl Medical Aid Policy ort Term Poficy 462203 20180430 R0.00 R2035,00 Actve Vermask Eisabe (E.) Trursday, 15 November 2018 .. EabeV
Bl Short Term Policy

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

Contract Roles

Tasks  Addresses = Bank Accounts | Relationships Cuntm(tslcor\vatt Roles Intes Documents ' SMS | Email  Phone Logs = Questionnaires = Propertysheets
D-M- X & El - [
Product Type Contract Info Role Percentage Share
T B e - -
b | Short Term Policy Auto & General Insurance - Auto & General Personal Policy (AG2203) Co-Insured 0,00%

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 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
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o 0 G = E? o= - Vermaak Elsabe (E.) - Linked Contract Role
File Home Tools
B save X Delete
D . 9 r. 3 Refresh p 4
&' save and Close ' Vvalidate ah
Mew Convert To Open Related Waorkflow e links ~ o Close
v ES Save and Mew ~ | = Cancel Contact Record v
Records Creation Save Edit Record Edit Open Related Record View R.. Close
Contract: |Adonisi Timothy (T M) (Investec - 15062020) - |
Party:* |'u'errnaak Elsabe (E.) - |
Legal Reference:
Person Date Of Birth: | 1970/03/05 -
Age: 50
Role:* | Benefidary - |
Percentage Share:™ | 30.00% -
Start Date:® |202[Jf[]6f15 ~| End Date: - Active
System timestamp: User who last updated this
record as well as date and time of last update
lUser:ElzabeV  Updated by: ElsabeV on 2020/06/15 11:18:56

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

From Policy

M a3 &
| &8 Company Contract Role
@ Linked Contract Role
& Person Contract Role

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:
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Spray & Stripe Contractors - Company Contract Role

File Home Tools

D B save ¥ Delete [ ] r. O Refresh | ©

B save and Close o Validate ah
Mew Convert To Open Related Workflow 6 links o Close
EY saveandNew s Cancel Contact Record 4
Records Creation Save Edit Record Edit Open Related Record View R. Close

Registration Mame:™ |5|:uray & Stripe Contractors

Trading Mame: |5|:|ray & Stripe Contractors

Reqistration Mumber: | 199412548958

Start Date:® ~ | EndDate: - Active

System timestamp: User who last updated this
record as well as date and time of last update

|User:ElsabeV  Updated by: ElsabeV on 2020/09/17 13:50:58

VAT Number: 4522698

Role:® |Keyman

Percentage Share:* | 50.00%
Display Name: Spray & Stripe Contractors

Fieldname Description Required
Registration name Enter Company registration name @
Trading name Enter Company trading name
Registration number Capture Company registration number
VAT number Capture Company VAT number
Role Select the Role this party plays on the linked policy from pre-
defined list (@)
Percentage Share Enter percentage share when applicable as specified on
selected role
Display Name Display name will auto populate as data is captured ()
Start date Defaults to current date but can be altered to the date when ()
this relationship commenced
End date Enter date when this relationship ends
Active Record will automatically change to in-active when end date is
captured

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:
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200 HBHKE +« - Joggie Mel - Person Contract Role
File Home Tools
2 5 Delete
D H save X Dele | r. 3 Refresh | @
ES' save and Close | o Validate ok
Mew Convert To Open Related Workflow Dlns v O Close
S save and New | s Cancel Contact Record =
Records Creation Save Edit Record Edit Open Related Record Wigw R.. Close
First Mame: ™ |Joggie |
Surname:® | Mel |
ID Numbers |54pa215120082 |
Date OFf Birth: | 1954/08/21 -
Special Needs: |No - |
Age: 56
Role:* | Dependant - |
Percentage Share:® 0.00%
Start Date: |2[JZ[J,|'[JQ,|'1? = | End Date: - Active
System timestamp: User who last updated this
record as well as date and time of last update
User:ElsabeV  Updated by: ElsabeV on 2020,/03/17 13:54:44

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

Detail | Account | Commission

Owner:* Mel Elna (1.E.)
Product:* Life Plan-Discovery
Product Provider: Discovery

Contract Number:™

—

Reference Number:

Inception Date: m

Maturity Date: m

Maturity Age:

Anniversary Date: Im

Benefits | Tasks | Claims | Contract Roles | Conj

b~ X G E 00| ]
|Display MName

b | George Wolhuter
Wolhuter Charlene (C.)
1990/125698/4596556599 385566621000

20008« -

File Home Tools
2 Save X Delete
D 8 9 r. O Refresh | @
B saveand Close o Validate
Mew Convert To Open Related Workflow 0 ks v o Close
ED saveandNew = < Cancel Contact Record N
Records Creation Save Edit Open Related Record View R... Close
First Mame: ™ ‘
Surname:™ | Wolhuter ‘
ID Number: |s008255005082 |
Date Of Birth: [ 1990/08/25 -
Age: 30
Role:® |Eeneﬁdary - ‘
Percentage Share: * 0.00%

2020/06/23 - | EndDate:

oup

rth

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

2 0 -Person - m| =
Detzils | Office = Additional Information
Displayname:
Surname:* |WOIhuher ‘ || Primary Record
First Name:* ‘ Date Of Birth: |1990,ms,f25 .‘
Second Name: | ‘ Date Deceased: | -‘
Call Name:* |Gearge ‘ Age: 30
nitials: * [s. | IDNumber: 008255005082 |
Title:* | - ‘ Language: |Eng|ish - ‘
Wtk Mumber: | x‘ Gender: |Fema\e .‘
Cell Number: | x‘ Fax Number: | . x‘
Home Number: | x‘ Email:* | ‘

Open Tasks: o
Tasks |Addresses  Bank Accounts  Relationships | Contracts  Contract Roles | Motes  Documents  SMS | Email  Phone Logs — Questionnaires = Propertysheets
DECAC: X B R 4R &G sownion -0 0| Twuee -] 7 B | Q
|Task Number - ‘Conhact |Ty'pe |Subjact |Date Created |Start Date |Due Date |5tab.|s ‘Pr\orit\«' |Assigned To Percenta... |Reminder Date
T @ = = o = = = = = - - -
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’.

Initials:* [e

Tite: = [hars.

Work Number: 021 9753368 -

Cell Number: 0828533392 L

Home humber: | New = - Open Related Workflow View Close 1
- ° Record - - =

Records Creation Save Open Related Record R Close &

Tasks  Addresses  BankAccounts  Relationships  Contracts Cunhactﬂa\as Owner: [ vermaak Elsabe (£.) [~

|

Titie:* 14y Note |

Subject:= |General [-]

v | o c Level: [Nane I~

[= Insert Template

[

B 7 U = = E = AMh - [Tmestewromn  |~| [3 [=] v
OB «~+» 2| x X =
This is a cool note [ Full editor with various formatting aptians l
Design | Himl
User: ElsabeV
Fieldname Description Required
Owner The owner of the note is either a contact &

(person/company) or a contract. When you create a
new note from a person record, the owner will default
to that person.

Title Provide a meaningful title 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 into subject areas.

Confidentiality Level Set the confidentiality level required by a user to access
this note.

Note / Text The detail of the note. This is a free text area where you

can apply formatting using the controls at the top of the
note area. You can also paste data into this area.

@ @ 8@ ©
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Navigate to ‘Notes’ from the Navigation Pane.

© oD X & B o 4]
©
Back  Forward New Delete Open Related Show Workflow  Refresh | Previous NextRecord | Save New
- - - Record Instances Record Filter
Views History Navigation Records Creation Edt  OpenRelated Record Workflow View Records Navigation Fiters Full Text Search
Navigation <
4 ContactManagement Owner | Tite Subject \ Last Updated - \ Updatzd By

Dashboard ¢ = e ‘ - - o

Contact

pl » | Vermazk Elsabe (£.) My note General 2013/08/06 EiszbeV
ompany -

Department Contact RHTAXI'S Compliance documents General 2019/04/01 Shamilah]

Ere Trump Denald (D.) Manthly meeting Projects Progress re... | 2019/03/27 PetraT

Supplier Flynn Harry (H.1.) Appiication Form Process Application | 2019/03/22 PetroT

Task Munnick E (E) (Clarendon Transport Under - 6/157168) | Appiication Form General 2018/06/11 MaxineD
e 365 TRANSPORT SOLUTIONS Application Form Frocess Application | 2018/06/06 FetraT

N [ r——) New Task General 18/05/05 VasreD

= L TAXI New Task Banks 2018/08/06 SysAdmin

Emai 365 TRANSPORT SOLUTICNS Hollard (35369) Warning: message 1NHHo-0004KY-71 delayed 24 hours Redipient delayed 2018/06/05 PetroT

Emai Manager Mail Van Deventer Maxine (M.) (African Bank - 12345) New Task General 2018/06/04 MaxineD
M Reventer Mavine 04} [4firan Back - 1350 Mew Tacl . 0180404 Mainel)

Add Note from 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:

- -
D HE B vergdlye 5 44/ CREO0O0RHR
New Save Saveand SaveandNew | Valdate Cancel  Cient atWORK BriaCal SMS . Email OpenRelated Workflow Show Workfow | Refiesh Automated Showin | Previous NextRecord  Close
- Close v Portal v~ Record stances Process ¥ Report ¥ | Record
Records Creaton save Edt Record Edit Werkfiow view Records Navigaton | Close
Detais |office Informat
Displayname: Rayners IR (1)
suramers [Rayners [Jprmary Record
FirstName:™ 3 | pateofsith:  [1981/0429 -]
second Name: | | DateDeceased: | -]
Call Name:* 3 ] age £
Initials:* [t | mhumber: 3104295 124087 |
Tite: [mr -] Language: [afrkaans -]
Wk | o == (e |
Cell Number: (0844283255 ] FaxNumber: [ - x|
Home humber: | - x| Emai* [ ]
Open Tasks: s
Tasks | Addesses [ Bk Aczounts | Rlatiorshps | Cortracs | Conract e | N | Document] SVE | i | P Logs P P -
B= x 2B 00 T E-Q — t of sms already send to this contact
Date sent [subsect |use Delay |cellvumber « [peliveryDate [status Desaription |Last Updated
» 2018/11/14 Renewal of poicy [] 2744283255 ' DELIVERED -DE... 2018/11/14
018/11/20 Funds mesting [0 | 27m#m3255 018/11/20
2018/11/14 Renewal of policy [m] 27844283255 Wednesday, 14... DELIVERED -DE.. 2018/11/14
013/02/28 Folow Up [ 2783355 018/02/28
018/11/20 Funds mesting [0 | 27m#m32s Tuesday, 20 No... DELIVERED -DE.. 2018/11/23
2018/02/28 Fallow Up [ 27saszssass Thursday, 26 Fe.. DELIVERED -DE.. 2015/02/28
Wi8/11/14 Renewal of polcy [] | z7ewasszss Wednesday, 14... DELIVERED -DE.. | 2018/11/14

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:

Status Description:

Error Description:

B < 0 O
@ L
Check Re-Send Show Workfiow | Refresh  Previous MextRecord Close
Status Instances Record
Recards Creation Workflow View Records Navigation Close -
SMS | Conversation
Contact: Rayners IR (T) Cellphone Number:* | 27844283255
Subject:® Renewal of policy Message Status:®  Sent
Date Sent: 2018/11/14 -
Dear mr Rayners
Message:™® .
Please contact us regarding your new policy.
Use Delay Delivery Date: =

DELIVERED - DELIVERED

Status from the Network
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Fle  Home Tools
3 = - - © 0 B
o = « "] - S X
Check Re-Send Validate Cancel Open Related Show Workflow ~ Refresh | Previous NextRecord Close
Status Record Instances Record
Records Creation Edit Open Related Record Workflow View Records Mavigation Close -
Parent Message:
Replies:
B < F R 00 YT E-R Replies from client
Date Sent |Message Contact
b 2018/11/14 Thank you. I will contact you next week Rayners, Rayners IR ()
2018/11/14 I would like to schedule a meeting for tomorrow at 10:30 AM Rayners TR (T)

e  You can query the status of t

he 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.

Fie ~ Home Tools
sms ~

Query SendSMS | Validate Cancel = Show Workflow —Refresh@Add Redpient Remove [Previous NextRecord Close
Balance Instances Record

Records Creation Edit Workflow Records Mavigation Close o

To

B0 0|7 B [ dormemove Recipients

|Name | Number
» Rayners IR (I) 27844283255
Subject:* <]
[] use Delay

Delivery Date:

Character Count: o

Message:®

User: SysAdmin

Fieldname Description Required

To List the 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

Delivery Date

Character count
Message

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.

Counts the characters of the message as you type.

The text that will be send to the product provider.

C
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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:

a
D B e v 2 Lpe < B OO R G %]
New Save Saveand SaveandNew  Validate Cance  Cient BiaCal M5 Emal o ed Workflow Show Workfon | Refresh  Automated  Showin | Fre: tRecord | Close
- Close - Portal -~ Instances Process - Report -
Records Creation Sove Edt Record Edit Workfow View Cos a
betas | Ofice _ Aditona Cantact frmaton
Displayname: [Vermask Bsabe () |
Surmame:* [vermaak ] Primary Record
First Name:™ [Eisabe | psteofeitn:  [1970/03/05 I=]
Emtii | | DoteDeceased: | =]
Call Name: = [Etsabe | Age: [ 5]
Tnitials:= [ | number: [ ]
Tite:* [Mrs. [-] Language: [Afikaans [=]
WorkNumber: [ (021) 975336 [1[5<] Gender [remie [
CellNumber: 0828533342 [[€] Faxnumber: [ [=x]
Home Number: | [-]x]| emat:= [ ]
Open Tasks: [ 5]
Tasks  Addresses  BarkAccounts  Relatonships  Conbracts  ContactRoles  Notes  Doaments  SMS Phnr\alﬂgs Questionn;
X Zoo R
| subgect + | Message status [priority Signature External List Delivery Notifications
» | contact Detais Sent « Nomal Clent Services
FW: Contact Details Outbox + Nomal Esabe Vermask
Plesse update your record Sent + Nomal Clent Services
RE: Updste personsl information Sent + Nomal Clent Services
test Draft + Nomal Esabe Vermask
st Draft + Nomal Esabe Vermask
Update personal information Sent + Nomal Clent Services

e A new email can be created directly from the contact detail view or form the list of contacts.

e  To send the same email to multiple contacts, select them from the contact list and then click the email

button.

L] B OB« -
B E v e &

rd Save Saveand  Validate Cancel Show Workflow | Refresh
Instances

o Close h
Rec jave Edit Open Related Record Warkflow View

To C Bec Attachments

&# 2 X M ClientPor < [  showinReport - [a
|D\sp\ayr\ame A|Emad Legal Reference | Language Consultant

! Add Attachments from document library !

3 |ll'ermaak Elsabe (E.) elsabe@tconsult... 7003050300083  Afrikaans

[= Insert Template Select to protect the recipient list

B I U # E = mes New Roman |+ | 3 [+] [mormal — [~]
¥0 B Q@ | %X X |IZF EE 0
Design Html

User: ElsabeV

Subject:* [ | priority: [+ Mormal [~]
Message Status:® ‘Draft ‘ Signature:™® | |' ‘
Dpi‘te“ Address List [ ] Read Receipt ["] Delivery Receipt

( knowledge | innovation | service
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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.
Options are:

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 generic signatures, e.g., Support or Accounts. 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.

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.

0 B el
New Save Saveand SaveandNew Validate Cancel

Clent  atWORK BriaCall SMS
Close v v

Records Creation save Edit Record Edit

Detais | Office | Additional Contact Information

Ve 22N Ee

Email

G a B

Open Related

Workflow

Open Related Record

Displayname:

Surname: =

First Name:=

Second Name:

Call Name: =

Initisls:™ [e

Title: [rs.

< @

Workflow Show Workflow | Refresh Automated Showin | Previous NextRecord

la O O

Process ¥ Report™ | Record

view Records Navigation

Close

Close

Vermaak Elsabe (E.) Fie Home  Took
Ve k.
erma T R RS v ! © revious Record
Eiscbe u
send Jre-send Forwad | swve smveand | 4. carca Open Related Workfow | View € NextRecord Close
Elsabe Save Edit Open Related Record Records Navigation Close -
To |CC Bec  Attachments
8% ClentPortal ~ [ & [B] ShowinReport ~ ©Q @ T EF - [@

Work Mumber: [ (021) 9753366

‘D\;p\avnama

 |Email

Legal Refere

Language

Consuitant

Cell Number. 0828533392

» {Vermaak Elsabe (E)

elsabe@tcon... 7003050300... Afrikaans

Home Number: |

Subject:* Update personal information

Subject’

Tasks | Addresses | Bank Accounts | Relationships | Contracts | Contract Roles | Notes | Documents | sul émai [firons
B R X m B O O |[urem TR

= sent
Protect Address List

Insert Template

Contact Detalls
FW: Contact Details
RE: Update personal information
» | Update personal information

Priority + Normal

Signature:* Client Services

RezdReczpt

Delivery Receipt

Dear Mrs Vermaak

Email : elsabe/@tconsult co.za

Cell - 082 8533 342

Please confinm that you personl information has not changed and update whers necessary

Design |Himl

User: Sysadmin

¢
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© O B 2 O
Alliems - Seard
© K 1 3
Back  Foward New  Send Open Related Show Worldiow  Refresh | Previous  Next Record Save New
- - - Record Instances Record Fiter
Views History Navigation Records Creation Edt  Open Related Record Workfow View | Records Navigation Fiters Full Text Search
Navigation <
4 Contact Management Subject a[priority Message Status __|LastUpdated | Updated By Signature [ External uist Deivery Notficats
Dashboard s - - - 0 - o -
ot Certfcate * Normal Outbox 01810003 PieterT Clent services
ompany
Emarea Claim received * Normal Draft 019/05/03 Sysadnin Esabe Vermask
sl » | Contact Detais * Normal Sent 1803/22 Sysadmin Clent Services
Suppler Demo + Normal Draft 190328 PetroT Clent Services
Taskc FW: Contact Detais + Normal Outbox 18/07/25 Elsebel Esabe Vermask
ElEEED FW: Update personal information * Normal Sent 2018/05/07 Sysadmin Cient Services
et Meeting confirmation * Normal Outbox 1903/28 PetraT Clent Services
Doaument
New Quote Request * Normal Sent 18403123 MaxineD Maxine
Order contrect to sign + Normal Draft w19/03(27 petroT Clent Services
Please update your record * Nommal Sent 019/06/05 Eiszbey Clent Services
Project planning * Normal Draft 2190329 PetaT Tan
it Re CreditLfe replacement, Policy (CL-DB-11527), Mrs. Stacy Watkins, S., ID 93 10200045083 * Nomal sent 017/03/06 CLsUser Tian OLDMUTUALFIN... | On failre
g"";‘:‘“” Re CreditLife replacement, Policy (CL-DB-11527), M. Stacy Watkins, 5., I 93 10200045083 + Normal Sent 017/03/06 LsUser Tan Bruma Finance(tia... On failre
 Detais
Sy Re CreditLife replacement, Policy (CL-DB-11527), Mrs. Stacy Watkins, 5., ID 99 10200045083 * Normal Sent 1710306 cLsuser Tan BayportFnandal .. on failre
s G Re CreditLife replacement, Polcy (C1-DB-11528), Mrs. Stacy Watens, 5., ID 9910200045083 * Nommal Sent 1703106 LsUser Tin OLDMUTUALFIN... On failre
) Crediufe Re CredtLife replacement, Policy (CL-DB-11528), M. Stacy Watkins, S., ID 93 10200045083 * Normal sent w17/0306 ususer Tian BayportFinandl . On faiure

Questionnaires

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

‘ B H ’ B ‘ ’
e On the ‘Navigation’ bar select Company and click the ‘New’ button, or
list vi lick the d f the * "b d select !
e  From any list view, click the down arrow of the ‘New’ button and select ‘Company’.
o o |_§| i = o
© D X &N Ee D K [y 7] CH [t 5| ==
Back  Forward New Delete Clent  BriaCal  sMS Email Refresh Showin Previous  NextRecord Save New
- e - ortal - Instances Report ~ Record Filter
Navigation <
4 Contact Management Displayname |Type Of Contact [contact Category | Type Of Company | Registration Number | work Number [Fax tmber [ Emat [ web address [Primary Rec . [openTasis | consultant
Brziiiza 7 | Al ol e 3 allc Al e e Wflc = 3
z“”‘m » [ LTaxt X-Client Sole Proprictor test1234 o
D:::::Lm ey ‘ THE BUSINESS ZONE 1833... | Client Close Carporation tian@tconsult.co.za 0
Person [ 1. Click on Company [JL-EDEN &5T...| Clent Company (041)4631916 tian@tconsut.co.za 0
Supplier Client Sole Proprietor tian .co.za 0
Task. POWER TECH TRUCKING | Client. Company tian@tconsut.co.za 0
ErEEiEuy Smiths Insurance Client. Company 1
g”"z . Renasa Suppler Company fian@tconsult.co.za 0
o ey e Sppic Compy 0
Email MAHLAWE BUS SERVICES | client Sole Proprietor tian@tconsuit.co.za 0
Email Manager Mail Pony's Maintanance & Elec... | Client (Unknown) tian@tconsult.co.za 1
SMS. cEu Supplier Company fian@tconsult.co.za 0
Calendar CHRIS TRANSPORT Client Sole Proprictor fian@tconsult.co.za o
:‘4"“;[:‘"” Eavesdrop Trading cc (ca... |Orphan Close Corporation 200505871823 tian@tconsult.co.za 0
HLEC”:”E Spotight Orphan Company (086)0339838 tian@tconsuilt.co.za a 0
=
| X o
s
T~
Mew ate Delete Client atWORK Bria J
» ead Partal ~ v v
fg Company ]
¥

o 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.
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g B shef3l00 & B CLOOH
Ay 9. s 5
D H b hl re aa® =} = u 50 s Ll X
New Save Saveand SoveandNew | Vaidate Change Cancel StWORK BriaCall M5 Emal ©pen Related Show Workflow | Refiesh Showin  Previous NextRecord  Close
v State ~ Record Instances Report ¥ Record
Records Creation Seve Edt Record Edit Open Related Record Workflon View Records Navigation  Close
Detail | Offce | Additional Contact Information
Displayname: 1-2-3 Marketing Corporation cc
Regstation Name:* | 1-2-3 Marketing Corporation cc | country of [South Afiica -]
Trading Names* | 1-2-3 Marketing Corporation cc | Registatonnumber: | ]
Type Of Company:* [ Close Corporation - | tanouage: | Afrikaans -]
Nature Of Business: [ ] Primary Record
Email:* info @marketing.co.za || work Mumber: [@78) 1361164 —x]
Web Address: [ || Faxtumber: [@41)3345195 - x|
Open Tasks: 3 | Cell Number: (00716765742 - x|
Tasks | Addresses | Bank Accounts | Department Contacts | Relationships | Contracts | Contract Reles | Notes | Documents | SMS | Email | Phone Logs | Questonnaires | Propertyshests
DEGAO-S&- X5~ & -H- |05 dd B o shownreport ~ @ @ [AITasks -l Y B - @
[ sk Number « |Contract [ Type | subject | ate Created | stert Date | bue Date |status priority Assigned To |Percentage Complete
T e - - e - - - - - - -
» | TCMD201805-19 12-3 Marketing Corporati . Admin Warning: message 1NHH... 2018/05/30 M18/05/31 [] NotStarted ~ Low Maxine 0,00%
TCHE201504-1 1-2-3 Marketng Corporati.. Service Creating Clients and Cont... 2015/04/03 [ Notstarted * ormal Tesssen Pieter (.G.) 0,00%
TC-SA201811-20 1-2-3 Marketing Corp... Lead Second trigger test12  2018/11/06 2018/11/06 2018/11/08 [ mProgress v Low Administrator 40,00%

Displayname

Registration Name
Trading Name

Type of Company

Nature of Business
Email

Web Address

Open Tasks
Country of Registration
Registration Number

Language

Primary Record

Work Number
Fax Number
Cell Number

The same as the Trading name and will automatically be
populated from the Trading name.

Company registration name.

Name used for trading. It will default to the Registration
name.

Select from a list of pre-defined company types.
Indicates the industry the company operates in.
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.

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.

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

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.

Company telephone number.

Fax number for the company.

Cell phone number is used for SMS services.

©

e 006

(<]

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.
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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:

0 B e v

L Ee

& a O [X]

e
LS4

New Save Saveand SaveandNew  Volidate Concel — Clent BriaCal SMS  Email Open Related Show Workflow  Refresh  Showin  Previous NextRecord | Close
- Close - portal~ v Recard Instances Report~ | Record
Records Creation Save Edit Record Edit Open Related Record Workflow View Records Navigation Close
Detail | Office  Additional Contact Information

Displayname: [1-2-3 Marketing Corporation cc

Registration Name:* [ 1-2-3 Marketing Corporation cc

| Country Of Registration: = | South Africa

]

Trading Name:* [1-2-3 Marketing Corporation cc

| Registration Number [

Type OF Company:* [ Wnknown)

=] e

[ Afrikaans

Natwre Of Business: |

B X BL-pEe

ent | contact

Create new Department Contact %
Marl

General Information

K

Email:= hai@teonsult.co.zs [-¢]
Web Address: [ 2 =S
e B
Open Tasks: [ = [pe]
g . & Reod Open Related Workfiow | View Cose
T Edit ~ - -
Tasks  Addresses  Bank Accounts | Department Contacts | [Relationshi !
Records... Save Open

Rl
l Free text field - this Contact is not saved in your Contact list ]

[ oce [ Email Active | comment
Contact= | ~ RIS [ o
Ocaupation: | -] gert@123.co.za
Department:= | =]

Comment: | ]

Active

Contact Information

Work Number: | [-[¢] cel humber: [ [e=<[3¢]
Fax Number: | [re]¢] Emai:= [ |
User: ElsabeV

Fieldname

Description

Required

Contact

Occupation
Department
Comment
Active

Work Number
Fax Number
Cell Number
Email

Capture the name of the contact. This will not create a
contact record in the database.

Select from a predefined list of occupations.

Select from a predefined list of departments.

This is a free text field to enter applicable comments.
Select if this record is Active or untick when record
becomes in-active

Telephone number of the person.

Fax number of the person.

Cell number of the person.

Email address of the person. This field is hyper-linked
and will start the default email client when selected.

©

©

Easy access to all Department Contacts from the Navigation Pane:

Questionnaire
Email

Emal Manager Mal
SMS

Calendar
Notification

My Details

Filter Criteria

Navigation <
4 ContactManagement || company | Department \ Contact \ Ocaupation | Work Number \ Fax Number \ Cell Number \ Email | Active | Comment

Dashboard 7 | ol Wl Wl ol Wl Wl W W [m] Wl
Contact

o » | WaterWise o David Mduli T Techrician (018) 2685589 david@waterwise co.za

- Joh

s Insurance Co Short Term Johan Roets Financial Planner (054) 2654785 0.2 Finandial Advisor
e 2 TAxT Admin Johan Pieterse Admin Assistant
Suppler Browns Financials Short Term Petrus Schoeman Manager (011) 5698541 x 560 0721231234 petrus@10L.c0.23 General Manager al Produ
Task EBrowns Financiale Claime. Andrea Verwey Claims Consultant (011) 5698541 x 569 daims@101.co.za Commercial Claims
EriEers 1-2-3 Marketing Corpora...| Marketing Gert Aggenbach Marketing Manager (087) 5125569 0812349876 gen@12s..2
Note
Document

¢

knowledge | innovation | service

)




2

TEESSEN CONSULTING

Convert Company Record to a Person Record
A Company record can be converted to a Person record by using the “Convert to Person” action.

Convert General

Re-allocate Application Application Database Handle Synchronise Reset View

2 B E & 0 B0 O

ToPerson Import File Consultant  Settings Update Backup  Logfile » Settings
Tools
< Task X [ Company * 1
~ Contact Management

Dashboard

- Contact _ Displayname Type Of Company Registration Mumber Mature Of Business Type

| e | v - 0 ol =
Department Contact ” Road Runners Trailers [Unknown) Clier|
Person MG GROUP [Unknown] Clier|
Supplier GOUWS RJIA Sole Proprietor Clier|
Task ENTECH TOURS Sole Proprietor Clier|
Contact Group SYDOW M Sole Proprietor Clier|
Note ABC Manufacturing Company 2001/12345/27 Clier|
Document Spray and Stripe Company Road warks Clier|
Document Library & |J.P. Adams t/as Christian ~ | Unknown) Clier|
Questionnaire SIMON COACH TOURS (Pty) L Company Clier]
Email

Capture the Person information as complete as possible.

.'_ Johannes - Convert Company Process — a
~ Convert Company Process
First Name:* Johannes Nationality:* South African v
Second Name: Petrus Ethnic Group: Coloured ~
Call Name:* Johannes Marital Status: Married - Community of Property v
Surname:* Adams Is Male: Male hd
Initials:* J.P. IDMumber: 6809255050083
Date Of Birth: 1968/09/25 ~  Passport Number:
Age: 55 Maiden Mame:
Title:* Mr. ~  Qccupation: Accounts clerk v
Reason:
B 7 U & E = = = | A S v | Times Mew Roman  ~ 3 ~  Normal “
¥ OB« ex x|= EE T ®
J.P. Adams t/as Christian has been closed.
Mr. Adams has moved all policies to his individual capacity
Design | Html |
Gancel

Enter the reason for this change.

C
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[ petaits [ office | Agaitional information |

Displayname: Adams Johannes (1.P)
Surname:* Adams
First Name:* Johannes Date Of Birth:
Second Name: Petrus Date Deceased
Call Name:® Johannes Age:
Initials: 1P, IDNumber:
Title: [ | language:
Work Number: o x| Gender
Cell Number: x | FaxNumber
Home Number: x | Email*

Open Tasks:

@ Primary Recors

1968/08/25

Afrikaans

Male

J Tasks | Addresses | Bank Accounts | Relationships | Contracts | Contract Roles | Notes | Documents | SMS | Email | Phone Logs | Questionnaires | Propertysheets |

o A Rv © v X A& v B & Ba @ |6 shownkepot o | |7 myrasis v T|E R
Task Number = Contract Type Subject Date Created Start Date Due Date Status Priority Assigned To Percentage Complete Reminder Date
g o _ g _ _ _ _ _ _ _ _
; ; : : : : : : : ;i : ;i

DI 4T-EVXX202312-2T Conversion ‘Company converted to person 2023/12/06 2023/12/06 @ InProgress * Nommal ‘Vermaak Elsabe (E.) 0.00%

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 the Tools tab to access the Convert to Person

action:

Fle  Home View Took

E A O ¢

EasyTest Convert Genersl Handle Synchronise HelpResources Reset View

Recorder ~ ToPerson Import File Logfile ¥ Settings
Tools
Navigation < | Drag a column header here to group by that column
v Contact Management Company |Department | contact |occupation |work Number |Fax humber |cel humber | Emai | active | comment
Bl Tl e B B B L o0 o0 O] e
EenE=s WaterWise m David Mduli IT Technician (018) 2695589 david@waterwise.co.z2
e Insurance Co Short Term Johan Roets Finangial Planner (054) 2654735 08778577890 Johan Roets@demo.co.2a Financial Advisor
» | 1-2-3 Marketing Corpora... Marketing Gert Aggerbach Marketing Manager (087) 5125569 0812343876 gert@123.c0.2a

Pereon
Supplier

Make sure you complete the additional compulsory fields for this record to be created.

A Gert - Convert Department Contact Process — O b4
Details |
Surname: * | Aggenbach | I:‘ Is Primary
First Name:* |Gert | IDNumber: | |
Second Mame: | | Language: |Afrikaan5 - |
Call Name:* |Gert | Gender: |Male - |
Initials:™ |G. |
Work Number: |(08?) 5125565 ~ | Title:* °|Mr. - |
Fax Mumber: | ~ | Cel Number: 75 ol

Office

Contact Type:* €@ | Client - |

1-2-3 Marketing Corporation cc

art | -
Group:* |MSB Independent Brokers - | Occupation: |Mar ting Manager
Maiden Name: | | Ethnic Group: | - |
Religion: | - | Consultant: | - |
Qualification: | - | Contact Category: | - |
Smoker Status: - | Passport Number: | |

Set Relationship
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Use of colour and grouping

e In the application, certain elements are presented using distinct colours and contact type is one of them:

e Purple — Orphan record
e Green- Lead
e Black —Active client
e  Blue — Supplier
-
© O L LEe B O 5
- | 5
x - = hd R [ Company Listview [ L] Al Ttems <] Texttosearch..  [Search]
Back Forward New Delete | Cient BriaCal SMS  Emal | ShowWorkfow | Refresh Showin | Previous NextRecord Save New
- - - Portal - In Report~  Record Filter
Views Hitory Navigation  Records Creation | Edit Record Edit Workflow View Records Navigation Filters Ful Text Search
Navigation <
4 ContactManagement Displayname | Type Of Contact SatasCagay [ Tvpe Of Company \ Registration Number \ Work Number \ Fax Number \ Email \ \Veb Address \ Primary Rec. \ Open Tasks \ Consultant
Dashboard N -
CE h:’ A A l Black - Active Client l[ e e e e e = e
c”” KLEYNHANS Client. > << Corporation (021)3362540 (021)3261812 tian@tconsult.co.za 0
ompany o
P BALEN LH Clent Sole Proprietor tian@tconsult.co.za 0
e— QENGEBA NONZABA TRAD... Client Company (047)5370330 fion@tconsult.co.za 0
Suppier MALAN S Clent Sole Proprictor tian@tconsult.co.za 0
Task MBINGWA COACHES Client. ‘Company tian@tconsult.co.za 0
ErEECers Hollard Supplier Company “izn@tconsult. co za 0
(5= ceu Supplier Company tian@tconsult.co.za 0
Doaument
DANBER FEED SERVICES CC | Client Close Corporation (046)6225354 (046836 1450 tian@tconsult.co.za 3
Questonnare
- KINGER INVESTMENTS Clent Sole Proprictor tian@tconsuit.co.za 0
Emal Manager Mal V'S DRIVING SCHOOL Client Sole Proprictor tian@tconsult.co.za 0
SMS CHRIS TRANSPORT Client. prietor tian@tconsult.co.za 0
e Green background - Lead =
LI VIAGGIE CLEARING &FOR....| Client brictor (021)7065202 fian@tconsult.co.za 0
z“nﬁﬁ;:r” C&ZBUS TORS Clent Sole Proprietor fian@teonsuit.co.za 0
ty Detalls - "
S el COMMUNITY TRANSPORT  Lead opr fian@tconsult.co.za 0
b Erem 0.0. MHLAMBI tfas 0.0 BU | Client Company 1035 fian@tconsuit.co.za 0
b Creditife BWIESETAXIDIENSTE | Client Company fian@tconsult.co.za 0
» Assurance Eavesdrop Trading cc (ca... | Orphan Close Corporation 200505671823 fian@tconsuit.co.za 0
b Investment P 1du Plooy Brokers Brokerage Sole Proprietor (044)6952151 (044)6932151 tian@tconsult.co.za 0
' :‘Edu‘lm Simpson Consulting (Pty) Ltd | Brokerage Public Company fian@teonsuit.co.za 0
» Funersl

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:

Design | Himl

Create Lead

Fle  Home View Tools
() 4 e e
o D& HrBLpe B O 0 O [itzns 1Y e e
Back Forward New fcreate | Delete Change  Cient atWORK BriaCall SMs Show Workflow | Refresh Showin  Previous NextRecord Save New
v v v f Lead State  Portsl v v Instances Report ¥ Record Filter
Views History Navigation | Records Creation Edit Record Edit Workflow View Records Navigation Filters Ful Text Search
X NewLead = O X
Current Contact: \ P |
Source:™ ‘ - |
Company,Person: ‘Person - | Group:™® ‘Lead - |
Company Name:® Department:
Titler*® ‘ - | Gender: ‘Fema\e - |
First Name:* ‘ | Surname:™ ‘
IDNumber: ‘
Home Area Code: I:I Phone Number: |
Work Area Code: I:l Work Mumber: |
Cell Number: ‘ | Email: ‘
Assign To:* ‘ - | Task Type:* ‘ - |
|T|mes MNew Roman - | | 3 - | -
0
Comment:*

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

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:

a
© O X L < B O R Fa 0
— All Contacts Ti Search
Back  Forviard New Delete  Cient SMS  Email Workflon  Show Workflow | Refresh  Automated  Showin Save New
- - - Record Instances Process = Report * Filter
Views History Navigation Records Creation Edit Record Edit Open Related Record Workflow View Records Navigation Filters Full Text Search
Navigation <
4 Contact Management Displayname Work Number Cell Number Email Language Primary Record OpenTasks
Dashboard vl o0 0 o0c - 0 -
Contact
ontee » |Renasa tian@tconsult.co. 22 Engish % 0
Company
Department Contact Discovery Life 0
—— Hollard tan@tconsult.co.za Afrikazns % 0
vngtomitco s e - :
=X AIMS 0
Contact Group Momentum Wealth Engiich 0
B= Auto Trade Underuritting Managers Africazns 0
Deocument
- Truck and General tian@tconsult. co.za Afrikaans ] 0
Questionnaire
Emal Constantia Insurance Company Ltd fian@tconsult.co.za Afrikaans & 0
Email Manager Mail Associated Marine (0860) 102725 info@santam. co.za English 0
SMS VENSHAW INSURANCE BROKERS tian@tconsult.co.za Afrikaans v] 0
Calendar CLARENDON UNDERWRITERS tian@teonsuit.co.za Afrikaans v 0
Natificztian Lerty Engish 0
My Details
Filter Criteria Baronscourt: tian@tconsult.co.za Afrikaans v 0

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 using the action items where the Documents
tab is available or by using the Insure Add-in on Outlook.

e use the various action buttons on the Action bar or,
e select to drag and drop a file directly from your computer onto the document area or,
e create a new document from the document library or,

Tasks | Addresses | Bank Accounts | Relationships | Contracts | Contract Roles NumlenmmEnts EMS Email | Phone Logs | Questionnaires | Propertysheets

b B PR X O = 2 © B - [Q
Title « |Reference Date Created Key Words Document Type Created By Confidentiaity Level | Category

T e = e = e = [

b Broiink 2,839.90.xsx TC5A201803-7 2018/04/04 Utiity Bill - Proof of Ad... SysAdmin None Task Attachment
Brolink 2,839.90.xlsx TC-SA201803-7 2018/04/04 FNA - Finandial Needs ...| SysAdmin None Lifee Cover
Cadiz 710.14 018/03/19 Client Authorization | SysAdmin None Credit Life Cover
Cannot attach mail to a task - Although the task gets created - also since last week. 2018/04/04 Broker Appointment | SysAdmin None Lifee Cover
Unitied 018/03/19 Default Syshdnin None Un-Allocatted

Select from the Action bar:

b B &£ R X © = = (4] B - [a

Add from file which will open your File explorer
Complete the relevant information on the Document file attachment process.

The saved document will automatically be linked to Contact, Contract and/or Task depending on where you
create the document.
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[l Document File Attachment Process = O po4

Document Type: * Mot Spedfied Pw o

Reference:

Key Wards:

Confidentiality Level: Mone -

Category: -
CK 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.

Selecting OK will divert to your File Explorer to link the relevant file.
Save As - save file to your local computer

Link file from the Document Library

Unlink file from Client record

O

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.

Change document affiliations

Open selected document

o .
Export document list in various formats

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
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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.

Dashboard

Tasks can be managed from your Dashboard. The dashboard is the default view when you log onto the

application. All tasks assigned to you are summarised and accessible on this view:

Navigation

4 Contact Management
Dashboard
Contact
Company
Department Contact
person
Supplier
Task
Contact Group
Note
Document
Questionnaire
Emal
Email Manager Mail
SMS
Calendar
Nofification
My Detzils
Filter Criteria

+ Short Term

» Creditife

b Assurance

b Investment

» Medicalhid

» Funeral

» Commission

+ Finandials

» Administration

» Reports

» Tools

oo I My Tasks - I Bel 2t | [myTass -] BeR
210
Task Number Status &
150
[contzetn.. + | NotStarted | 1nProgress Grand Total
150 AD PONI TAXI 1 1
Centrol Lake Tra. 2 2
2 Gomes Andrade 1 1
@ MASANGWENI M ... 1 1
MASAWED (D T) 1 1
&0 MASELA BARRY () 1 1
MASETI T (T) 1 1
3 MASHEGO JOSEP. 1 1
) MASI TRANSPOR. 1 1
o wsgwET. | : :
o AQ- X & - &SRB Al 3 | showinreport ~ | @ @ | [MyTess - ERCRE]
Task Number \ Contact \ Contract \ Type | Subject - \ StartDate \ Due Date | Status Priority Assigned To
% [Bc - - - e - - - -
TC-ADM201307-102488 Xhoko S (S) Follow Up  Imported [] notStarted + Normal Vermaak Elsabe (E.)
b TC-ADM201307-12399  MBONIWA N () Follow Up Imported [¥] MotStarted + Normal Vermaak Elsabe (E.)

TC-ADIM201307-11862  MBAMBO ANDILE (A C)
TC-ADM201307-101086 van Vuuren Wyndham (W P G}
TC-ADM201307-11479  MAYEPU T (T 1)
TC-ADM201307-11626  Mbadla Mzoxolo (M)
TC-ADM201307-10156  MASELA BARRY (B)
TC-ADM201307-10407 MASIZA LUNGELO (L)
TC-ADM201307-10699  MATHIBE S (S)
TC-ADM201307-12330  MBOLOMPO F (FA)
TC-ADM201307-102641 Yoyo A (A)

Follow Up | Imported [ notstarted + Normal Vermaak Elsabe (E.)
Follow Up Imported [*] NotStarted + Normal Vermaak Elsabe (E.)
Follow Up | Imported [] notStarted * Normal Vermaak Elsabe (E.)
Follow Up Imported [*] NotStarted + Normal Vermaak Elsabe (E.)
Follow Up | Imported [] notStarted * Normal Vermaak Elsabe (E.)
Follow Up | Imported [*] MotStarted + Normal Vermaak Elsabe (E.)}
Follow Up Imported [*] notStarted + Normal Vermaak Elsabe (E.)
Follow Up Imported [*] NotStarted + Normal Vermaak Elsabe (E.)
Follow Up Imported [*] NotStarted + Normal Vermaak Elsabe (E.)

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

Filter

Action

My Tasks
My Due Tasks
My Task Reminders for Today

Will display all tasks of the current user signed in.
Will display all due tasks of the current user signed in.
Will show all due tasks for that day for the current user signed in.

Create a New Task

Tasks can be created from 4 separate areas in the application:

Navigation Pane
Contact detail view

Policy / Contract detail view

PwONPE

Email

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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Task Detail
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:

File Home Tools
M nNew A, Forward Task L 4 £ Refresh
AL SESI . TP o o
B FleTask T Clone... B v @ Links ~
N Open Related = Close
[# UnFile Task (D) Schedule Task ~ [ 4= 8 - Record @ [8] Automated Process Ea o
Records Creation Edit Rec. Open Related Record View R Close -
Task Detail | Attachments  Logs = Task Links
Contact:* \ A |
Contract: \ - x| Suppier: \ -
Task Number: Assigned To: ‘ v |
Type:® ‘ -‘ Priority:* ‘ + MNormal -|
Subject: ‘ ‘ Confidentislity Level: ‘Nune -|
Start Date: [2021/04/26 - | Percentage Complete: | 0.00% |
Due Date: [ -] [ Remind Me Reminder Date:™ -
Status: ™ [‘;& InProgress
Date Created: 2021/04/26 -
Reported By: ‘ - ‘
Created By: ElsabeV
B 7 U b E £E E E AdH - ‘TlmesNew Roman -‘ ‘3 '| |Nurmal
OB «re X EEEE TN
~
v
Design | Html
User:ElsabeV  Updated by: ElsabeV on 2021/04/26 15:51:39
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.

Task Number Auto generated using abbreviations as defined on the
user setup. Task numbers are useful for references to

other parties.

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

Subject Specify descriptive and relevant subject for the task.

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, 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.

Reported By The person who reported something relevant for a task
to be generated

Supplier Supplier will auto populate when Contract is linked

Assigned To A task can only be assigned to a user on the application.
The user will receive an email notification of the
assignment.

Priority There are three priorities: Low, Normal, High
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Confidentiality Level

Percentage Complete

Remind Me

Reminder Date

Date Created

Created By
Task Body

Attachments

TEESSEN CONSULTING

This level sets the control of user access to a task. Be
careful not to assign a task to a user with a lower
clearance level than that of the task.

Use this to indicate progress. It can be useful for
reporting purposes.

Select this option to allow you to enter a reminder date
and time. Reminders will pop-up on your home view
with the notification interval as set on your user profile
Set the date and time for the reminder.

Auto generated based on the date and time when the
task was created

Set to the user that created the task

Detail describing the task that needs to be performed.
You can type the detail, copy and paste or populate via
Insure Add-in

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.

HOOCTHH« -

Document
Questionnaire
Emil

Email Manager Mal
sMs

Calendar
Notification

My Details

Filter Criteria

Toos
AROBHE B vasLE & R COR ® % 00 M
—_ 'l | v o L % B ‘!A E@ K al CIE X
New FileTask UrnFile Forward Clone... Schedue Save Saveand SaveandNew Vaidate Change Cance!  BriaCall AddNote Open Related Workflow Show Workflow  Refresh Links Automated Dashboards Showin | Previous NextRecord Close
Task  Tesk v Takv Close State v v v Record ocess Report | Record
Records Creaton Save Edit Record Edt [y Select ellipsis to invoke Add Task View Records Navigation Close i
= Contract Process
Task Detail | Attachments  Logs | Task Links
Contact:* Vermack Elsabe (E.) -]
Contract: Suppler: -|
Task Number: TCEVX202012-18 sss] ] AddTask Contract Process
Type:* Adme P -
i N L Contract: - ‘
Subject:* FW: TC-EMX202004-3652 - Dat: i - mal addr Conff ~|
pect: atabase mail manger - mal address i cc ol act b
StartDate: = 000% 3|
Inception Date: -
Due Date:
Rl Product Status:
Status:* [ NotStarted
T Dte}
Reported By: Abrahams Mark (M.)
Crea)
= Insert Tempiate
B JZ U ESE AN Times New Roman -] |3 Normal
¥DOB «r»e x,xX EE EEGTOE
Testing send confirmation email
New.. |~ o || cacel
A O T X & = R o& R A o
[+ O = m X 3 ] - B oo M Qg
Back  Forward New FieTask UnFle Forward Schedule Clone... Delete  Change Add Note Open Related Workflow  Show Workflow Refresh Analyse Automated  Showin Previous  NextRecord Filters Full Text
- - M Task Task = - State ~ - Record Instances Process Report ~ ecord e Search =
Views History Mavigation Records Creation Edit Record Edit Open Related Record Workfiow View Records Navigation
Navigation <
4 Contact Management Task Number | Contact [ contract [ Type Subject |DateCrested [StartDat=  [DueDate  |Staws Priority AssignedTo | Percent... |ReportedBy
Dashboard % | oe = Vermaak Elsabe (E.) = = A = = = = = - -
E""‘m » | TCEVXX201803-1 Vermazk Elsabe (E.) Mzahwana T (.. Admin Change vehid.. 2018/03/15  2018/03/15  2019/06/28  [g4 InProgress + Normal Maxine 20.00% Van Deventer Ma
ompany .
Department Contact, TC-SA201803-7 Vermaak Elsabe (E.) Vermaak El... E-Mail Email Tool -... 2018/03/22 | 2018/03/22 2018/11/09 [g InProgr... * High Hanlie Lazare 0.00%
Person TC-SA201806-18 Vermaak Elsabe (E.) Vermaak El... Follow Up FW: URL 2018/06/19 2019/06/07 [5] HotStar.. + Normal  Administra... — 0.00%
ool TC- ) Lead New Lead: ... 2019/06/07 2018/06/11 [“] HotStar... + Normal Niell Booysen  0.00%
Task
Note

¢
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From a Contact
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Details | Office | Additional Contact Information
Displayname Vermaak Elszbe (E.)
Surname: | []Primary Record
First Name: ™ [Eisabe | Date OfBirth: -]
SecondName: | | Date eceased: -]
Call Name: = [Bisabe | 4ge 0
Initials: ™ [ | mDNumber: |
Tite:™ [Mrs. -] Language: [afrikaans -]
workNumber: [ (021) 9753386 x| Gender: [Femaie -]
Cell Number. (0828533342 x| Fax Number: - x|
Home Number: | - x| Emai= lsabe @teonslt.co.2a ]
Open Tasks: 3
Tasks cses | Bank Accounts | Relationships | Contracts | Contract Roles | Notes | Documents | SMS | Email | Phone Logs | Questionnaires | Propertysheets
D A Q-f&- X4 N -H- R & F ' shownReport ~ @ @ [AlTasks -y BB R
[ Task humber | contract | rype | subject |Date Created |startDate |Due Date |status |priority Assigned To percentage Comple
T o - - o0 - - - - - -
b TC-EVXX201803-1 Mzalwana T (TR) (Old Mu... Admin Change vehicle reg v 2018/03/15 2018/03/15 [E mProgress + Normal Maxine 20,00°
rc-s*y!/ Vermaak Elsabe (E) (... E-Mail Email Tool - MIS 2018/03/22 2018/03/22 2018/11/09 [ InProgress ~ High Hanlie Lazare 0,009
TC-SA201806-18 Vermaak Elsabe (E.) (... Follow Up FW: URL 2018/06/19 [5] NotStarted + Hormal Administrator 0,00%

From a Contract/ Policy
00T HE« -

Benefits

ontract Roles | Contract Links | MNotes

Documents | Questionnaires = Propertysheets = History

Fie  Home Tools
u
D Ii Save X Delete |I'E Apply Formula r. i:' e o
&' save and Close + validate L ClientPortal
NEW ED saveandNew v = Cancel 42 ReSync DDeRneE:r‘:Ed B & © loss
Records Creation Save Edit Record Edit Open Related Record R... Close -
m‘ Account | Commission
Owner:* Vermaak Elsabe (E.) - | Policy Value: | RS500 000 000,00 2 ‘
Product:* Life Plan-Discovery Premium: | R2659,52 -
Product Provider: Discovery Contribution Frequency: |Monﬂ1\\; -
Contract Number:® | 180508 | Annual Escalation: | 0,00% =
Reference Number: | | Intermediary: |MSE Independent Broker Group (Pty) Ltd -
Source: | - | Consultant: |\l'ar| Deventer Maxine (M.} -
Inception Date: [2018/08/01 - | Maturity Age: 0
Maturity Date: | - | Cancel Date: * -
Anniversary Date: | - | Cancel Reason: *
Status: = [ submitted -]

O-&-|X|%-B-|\5 @B a o0

Show in Report  ~

| = = = - - - =

- |Subject |Type ‘Start... ‘Due D. ‘StaDJs |Priority |Per.. |Assig.. |Creat. . |Dahe - |Report..

ol

User: SysAdmin

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

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, e.g., when the task status changes, or the task has been re-assigned.

Task logs can be created by selecting Logs > New or Add Note or using Insure Add-in:

¢
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From Task log on Task
O0C B E+

Fle ~ Home Tools
— - o ~
D I:;@‘/ [# unFile Task I save v . r. y © o X
o A, Forward Task B save and Close v i & v I
New File Tasl - Open Relate Close
v (O schedule Task ~ | BD SaveandNew ~ | = Record B Ea ~ °
Records Creation Save Edit Rec... Open Related Record View R.. Close
Task Detail | Attachments ask Links
o 0 0= |7 B - @
te Logged - |Creahed By |Log Type |C0nﬁdenﬁality Level Minutes Spent
31 July 2019 04:23 PM Shamielah] Assignment None [i}
»
00T HHE+« -
Fle ~ Home Tools
e | = >0 B
M 2 || E ] Sl I X
New Re-send Email Open Related Workflow =1 Close
b EE' v < From Tasklog Record b ba o
Records Creation Save Record Edit Open Related Record . R. Cloze - |z|
User:
Date Logged:* 2019-08-15 -
Log Type:™® °| - |
Subject: | |
Confidentiality Level: |None - |
Minutes Spent: | [ |
Created By: PetroT 0707
07-08
[= Insert Template -07-12
= B 7 U E = EE Adh -~ |'I'|mes New Roman - | | 3 - | |Normal - [06-26
fe-20 20
[E - - X, X' = iZ E iE
W o B 7] EEEE O ez |2
~ 07-31
Z| V| lagan
Design |Hh11|
Fieldname Description Required
Date Logged Auto generated based on current date
Log Type Select from the drop-down list of task types. @
Subject Enter a subject as easy reference to the body of the

Confidentiality Level
Minutes Spent
Created By
Message Body

task log

This level sets the control of user access to the log.
Can be used to track time spent as the task progresses.
Set to the user that creates the log

Free text field to capture information or a progress
message.

From Add Note Action

In the Task list view, you

can create a task log on an existing task, using ‘Add note’.

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

¢
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Back  Forward
Views History Navigation

Navigation

4 Contact Management
Dashboard
Contact
Comparny
Department Contact
Person
Supplier
Task
Contact Group
Note
Document
Questionnaire
Email
Email Manager Mail
SMS
Calendar
Notification
My Details
Fiter Criteria

. a
0 5 0m X & o} o BOoSa Q@ G (4]
New FleTask UnFle Forward Schedde Chne.. Delete Change | Addiote Open Related Workflow Show Workflow  Refresh Analyse Automated Showin  Frevios NextRecord | Fiters Full Text
- a a - State - -~ Record nstances rocess  Report~ | Record - Search -
Records Creation Edit RrecordEdit | Open Related Record Workflow View Records Navigation &
<
Task Number = contact [ contract [Type [ subsect |Datecreated [startpate [Duepate  [stams Priority Assigned To | Percent... |Reported By
B = Vermaak Elsabe (E.) = = ol = = = = = - - -
b | TC-EVXX201803-1 Vermaak Elsabe (E.) Mzalwana T (.. Admin Change vehid... 2018/03/15 2018/03/15 2019/06/28 [ mProgress  + Normal Maxine 20.00% Van Deventer Ma.
TC-5A201803-7 Vermaak Elsabe (E.) Vermaak ... | E-Mail Email Tool -... 2018/03/22 2018/03/22 | 2018/11/09 [Z InProgr.. ~ High Hanlie Lazare  0.00%
TC-SA201806-18 Vermaak Elsabe (E.) Vermaak El... Follow Up FW: URL 2018/06/19 2019/06/07 [5] NotStar.. + Normal Administra...  0.00%
TC ) Lead New Lead: ... 2019/06/07 2019/06/11 [Z] NotStar.. + Normal  NiellBooysen  0.00%

or right click on the task and use the fly out menu for ‘Add Note’.

Task Number " | Contact B \ Contract \ Type \ Subject
Alc = Vermaak Elsabe (E.) = = Afc
TCEVXX201803-1 Vermagk Elsabi Change vehid.
[ New Ctrl+N »
TC-5A201803-7 Vermaak Els, Email Tool -..
TC-SA201806-18 Vermaak Els| File Task up FW: URL
TC SAX201906-1 Vermaak Els UnfFile Task New Lead: ...
A, Forward Task
(@ Schedule Task »
B Clene. »
X Delete Ctrl+D
% Change State »
Add Note L4 MNote
% Open Related Recerd Ctrl+5Shift+0 i E-Mail
[3 Page Setup.. L2 SMS
= Print.. Crl+P
[3 Print Preview...
3 Refresh F5
' Analyse
[& Automated Process
B Copy Cell Value Ctrl+Shift+C

Note

Create a task log without having to open the task. Same detail view as new task log.

Email

Email sent from a task will automatically be logged as a task log and be visible in your Outlook sent items.

Email address defaults to the email address captured for the selected Contact and Subject defaults to
Task’s subject line. Both can be edited.

C
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i TC-EVXX202004-7 : Additional risks added - Send E-Mail from Task (] X
To:* ‘Vermaak Cornelius (C.].)(elsabe @tconsult.co.za) x ‘
cc: [ x|
BCC: [ x|
Log Type:® ‘ v‘ Priority: |0 Normal v‘
Signature:= ‘ v‘ Minutes Spent: | :‘
Subject:* [ TC-EV202004-7 : Additional risks added |
Confidentiality Level: ‘Nune -‘
Attachment: ‘ » +‘
[ Read Receipt [ pelivery Receipt
[= Insert Template
B J U % = A % - | Times NewRoman HRE -] [Mormal -
OB «» e |x X} 0 -
Design | Html
CTRL+SHIFT+END selects everything below the cursor and DELETE remaves the selected text
Attach any document saved on the Task, or
‘ Attachment: | =
O |_—|_E/ P A C") LT Ium mf 2 2 4 e B= p— LY =] M 1
© & ’ i@ TC-EVXX202004-7 : Additional risks added - Send E-Mail from Task m} X
New FileTask UnFile Forward Schedule — Save Save
Task  Task Task v Clos|
Tor® [vermaak Cornelus {c..J.)(elsabe @tconsult.co.za) x|
Records Creation
GES [ %]
Task Links BCC: | "l
L e O F @ B _
‘Tﬂ Log Type:* | v‘ Priority: |0 Normal v|
itle
Signature:® [ - | Minutes spent: [ |
b | 1-2-3 Marketing Corporation cc - Contact info
Appointment Letter Subject:* [ TCEvxx202004-7 : Additional risks added |
Broker Note Confidentiaiity Level: [None -]
Credit life notes Attachment: X+
Link Relationship to Company Record g —
[ ] Read Receipt Ellteamezt =
Movement Codes |we  |Date Cre... |created By | Confiden
S R EREE
1-2-3 Marketing Corporation cc - Contact info 2017/07... SysAdmin  Mone
Appointment Letter 2019/07... MarkA Mone
Broker Note 2020/04... ElsabeV  MNone
Credit life notes 2020/04... Elsabe¥  MNone
Link Relationship to Company Record 2020/04... Elsabe¥  MNone
Movement Codes 2020/04... Elsabe¥  MNone

Attach document from your computer:

Attachment: |

First select the applicable document type, then browse to your computer by selecting OK.

¢
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[l select Document Type - O X
Document Type:* | Default -
oK | | Cancel
SMS

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

|2 TC-EVXX202004-7 : Additional risks added - Send SMS from Task = ] X
Send To: = “ x|
Subject:™ | TC-EVXN202004-7 : Additional risks added |
Log Type:™ ‘ - |
Confidentiality Level: ‘Nuna v|
Minutes Spent: ‘ oz |
Character Count: 0 SMS Count: 0
Message: ™

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

From Insure Add-in
Refer to TC Insure Add-in Quick Guide
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Re-send an email from task log
An email previously sent from the task log can now be re-send from the same

log.

Wednesday, 07 November 2018 13:51 New Client Elsabey

New dient

TC-5A201803-7 : Ema\‘un\ -MIS

. . ~
A @ PRy E= s e Ry O 0 e e
5 save and Close 273 Change State ~ [Q) Automated Process
New FieTask UnFie Forward Schedue Clone.. . Open Related Close
v Task  Tesk Taskv v | [ saveandNew v 4 Cancel Bl Record B | o sonnnepot v | O NextRecord
Records Creation Save Edit Record Edit Open Related Record View Records Navigation  Close 2
Ta Attachments | Logs | Task Links
B O 6 | -l B R
leubict |Log Type |created By Minutes Spent
Re-send Email From Tasklog Assigrment pE—
Re-send an email from the selected tasklog
y Vermaak Elsabe (E.) The task assignment was changed from Vermask Elsabe (E.) to Hanlie Lazare

Friday, 06 July 2018 16:29 Instruiction ElsabeV

o

u bates. Hierby ingesluit, vind asseblief u polisdokument. Hierdie is 'n belangrike dokument en moet in veilige bewaring gehou word. Die \nIrEEdab.lm was met effek 30/04/2018 Die Maandpremie beloop R.1455.00 Di
hernuwingsdatum is 30/04/2019 Die eerste premie word in Januarie gehef. Die bdrag is R vir dekking vanaf
plek moet wees ens ens ens ens Groete Elsabe Vermaak Accounts Executive

Friday, 06 July 2018 16:27 TC-5A201803-7 : Emai Tool - MIS Instruction ElsabeV

To : Vermask Elsabe (E. tconsult.co.za)CC : BCC :
U bates. Hierby ingeslit, vind asseblief u pofsdokument. Hierdis s n belangrie dokument en most in vellge bewaring gehou ward. Die intreedatum was met effek 30042018 Die Maandpremie belocp 1
hernuwingsdatum is 2013/04/30 12:00:00 AM Die eerste premie word in Januarie gehef. Die bdrag is R, vir dekking vanaf tot

Voorwaardes wat in plek most wees ens ens ens ens Groet Elsabe Vermask Accounts Executive

Friday, 06 July 2018 16:24 TC-5A201803-7 : Email Tool - MIS Instruction ElsabeV

To : Vermaak Elsabe (E. toonsult.co.za)CC 1 BCC @
van u bates, Hierby ingesluit, vind assebiief u polisdokument. Hierdie is 'n hEIangr\k& dokument
Contract.TotalPremium Die is Cantract.Polic

Beveligings Voorwaardes wat in plek moet wees ens ens ens ens Groete Elsabe Vermaak Accounts Executive

it en moet in velige bewaring gehou word, Die intreedatum was met effek 21042018 Die Maandpremie beloop

To : Vermaak Elsabe (F.)(elsabe @tconsuit.co. z3)CC : BCC : Attachments : Beste Elsabe U PERSOONLIKE POLISDOKUMENT POLISNOMMER : AG2203 Bale dankie vir die vertroue wat u in FFG gestel het met die rilobestuur van

Let asb op die volgende Beveiligings Voorwaardes wat in

 Beste Elsabe U PERSOONLIKE POLISDOKUMENT POLISMOMMER : AG2203 Baie dankie vir die verirous wat u in FFG gestel het met die rukubesb.lur van

Lt ocb op die velgende Seveligings

: Beste Elsabe U PERSOONLIKE POLISDOKUMENT POLISMOMMER : 21032018 Baie dankie vir die vertroue wat u in FFG gestel het met die rikobestuur

t= Die eerste premie word in Januarie gehef, Die bdrag is R250.36 vir dekking vanaf 1 Januarie 2018 tot 31 December 2015 Let b op die valgende

0

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

(&4 RE: TC-5A201803-7 : Email Tool - MIS - Send E-Mail from Task.

Ta:® [

o [
BCC: [

Sgnature:® | ~| Priority: + Normal

Subject:* [RE: TC-54201803-7 : Emai Tool - MIs |

Attachment: |

[ |Read Receipt [ | Delivery Receipt

B 7 U s

YO R +«~»2 | x X

A & - [TimesNewRoman

= O

-] [Normal

On Friday, 06 July 2018, at 16:29:14, ElsabeV wrote:
To : Vermaak Elsabe (E.){(elsabe@tconsult.co.za)
CcC:

BCC:

Attachments

Design |Himl

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 to any person at any given time:

© D AlIO & X &

A, Forward Task Process

Pt ot [fowise Come... Do e
o ‘ et [kl e i
-
<
Tkt A
SE = el B
et F
| scanamans s ver
Tc-sazonsos 18 vl
— | e
ney
ans
v

Oue Dute
Di0a28

2018711709
2019/08/07
2019/06/11

o O

Prevous NextRecrd | Fiters FlText
Receed . Sewen»

Statis “ronty AsmgredTo [Percert | RepartedBy

ce + tomd  Mamne 20.00% Vo Deverier Ma
(2 tafrogr... ~ Woh  Wambelazare  000%
[5 Motstar... + Normal  Administra...  0.00%

[ Wotstar. - Nommal  mellBooysen  0.00%

Rocords Naigaton

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.

EOOCHM« -

File Home Tools

DELDARO HE B v i« \WH

New FieTask UnFie Forward Clone... Schedue —Save Saveand SaveandNew

4 B COR @

Workflow Show Workflow | Refresh Links Automated Dashboards Showin | Previous NextRecord

= © O B

Task  Task ask lose Instances ¥ Process Report © | Record
Records Creatio Save Open Related Record Workfiow View Records Navigation
Task Detail | Attochments | Logs] Task Links
EDAO- X XL -v-B- 0 4R
[rasknumber | Contact | contract | Type |subject 4 |DateCreated |StartDate  |DueDate |stats Priority AssignedTo | percenta.
b TCEVKED00.. VermaskEsa VermackEsa. Lead Extended ife cover 0200512 2020/05/12 [ mProgress + Nommal  VermaakEisa 0.00%

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

File Home View Tooks

00 DEDARO X 2

Task - Insure-Iv

B coOn @ ®

Workflow Shew Workflow  Refresh Links Analyse Automated Dashboards Showin

Previous NextRecord  Filters
Record v

Records Navigation

[Priority |Assigned...|Perc... |Reminde.

Vermaak Elsabe (E.) (Hollard - 160719)

Vermaak Elsabe (E.) {Hollard Insurance - 190701)
Vermazak Elsabe (E.) (Hollard Insurance - 190701)
Vermazak Elsabe (E.) (Hollard Insurance - 190701)

+ Not.. Tomay.. 0.0.. Wedne...

+ Normal Vermazk.. 0.00%
+ MNor... WiellBo... 0.0...

+ Nor... Verma.. 0.0...

Vermaak Elsabe (E.) (Hollard Insurance - 190701)

~ High Verma... 0.0...

Questionnaire

Email

Vermaak Elsabe (€.) (Loyds - Quote)
Vermaak Elsabe (E) (Momentum Life - ML85412)

Back Forward New FieTask UnFile Forward Clone... Schedule
Views History Navigation Records Creation
Navigation < | Drag a column header here to group by that column
~ Contact Management ] contact | Task Number

Cahbeard T = Vermoak Elsabe (E) | ok
contzet Vermaak Elsabe (E.) TC-EVX201907-2
Company
P e Vermaak Elsabe (E.) TC-EVX202005-12
R— Vermaak Elsabe (E) TC-EVXX202009-17
Suppiier Vermaak Flsabe (E) TC-EVXX201911-5
Task b |Vermaak Elsabe (E) TC-SA201910-152
ErlEmIERTy Vermaak Elsabe (E.) TCEVX202011-17
Hote Vermaak Elsabe (E) | TC-SA201908-107
Document:

Vermaak Elsabe (E)  TC-EVX202006-13
Vermaak Blsabe () TC-EVX201308-5

Instances Process Report *

wWorkfiow view
« |Type |subject  |Date Cre...|Start Date |Due Date |Status

= o - - - _
Policy Amendment  Hollard... 2019/... & mot...
Lead Extende... 2020/05.. 2020/05. (& mer.
Alteration Please ... 2020/... 2020/... [& me...
Confirmation of C... Confir... 2019/... [*] mot...
Alteration Other ... 2019/... 5] mot...
Lead Insure-l.. 2020/11.. 202011 [ mer.
Alteration NTLCU... 2019/... [ mot...
Alteration Alteratio... 2020/06 [®) Not.
Compiiance Documents  FW: FSP_..| 2013/08 [ Mot.

+ Normal Vermaak.. 0.00%
~ High | Verma.. 0.0..
+ Normal | Vermask...| 0.00%
~ Hgh | Vermask.. 0.00%
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Task List
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G ome To
3 5 0O o o B Oooa R 0 O
: ° D — X +e | @ ks ol al
| Bak Foard New FleTask UnFie Forward Schedue Clne.. Delete Change  AddNote Open Related Workflow  Show Workfow | Refresh Analyse  Automated  Showin | Previous NextRecord | Fifers Full Text
d - - - Task  Task - State * - Process  Report~ | Record - Search *
| Views History Navigation Records Creation Edit Record Edit | Open Related Record Workflow View Records Navigation
| Navigation <
| 4 ContactManagement Task Number Type [ subject Date Created | Start Dat= Due Date [status | Prmrg Al T‘“kss New
: My Tas ~
3 Dashboard @ _ e _ - Mz o Tk ilter
: E“”E“ » | TC-PT201903-12 Lead WewLead:  2019/03/24) Select ane of these fiters for a more refined I My Team Tasks
: ompany H AlTasks
i Department Contact TCPT201903-13 Lead LeA=5 AllDue Tasks
: e TC-PT201903-14 Lead Newlead:  2019/03/28 B Normal | Al Fied Tasks
: TC-PT201903-15 Lead Newlead:  2019/03/29 = Mormal LMy Tasks Reminders for Today
: TC-PT201903-4 ADAMS LUXLINERS Claims pro... | 2019/03/27  2019/03/27 2019/04/11 [5] NotStar... v Low LS User 50.00% Devine Shaun ..,
: Green background - Lead tasks =
: TC-PT201903-6 Bowers Abdullah (A D) Order Cont... | 2019/03/27 2019/03/27 2018/03/27 [5] NotStar.. + Normal | CLSUser 0.00%
] gm . TC-PT201903-7 Bowers Abdullah (A D) Sreto rest 2019/03/27 [] notStar.. * Normal  Administra.. — 0.00%
' ocument
: —— TCAT2015038 Bowers Abdulah (4 D) Alteration | TEST 201303727 [ NotStarted ¢ Normal | PetroTeessen | 0.00%
: el TC-5A201706-2 Heapo Hd (1) Testing TCTWX20... | 2017/06/21 [ NotStar... + Normal  Tianvand..  0.00%
: Email Manager Mail TC-SA201803-7 Vermaak Elsabe (E.) Vermaak B ail Email Tool .. | 2018/03/22  2018/03/22 2018/11/09 [3 InProgr.. A High Hanlie Laza...  0.00%
: SMS TC-5A201803-8 Insurance Co Red - Overdue tosks 7 Update Co... | 2018/03/27 2018/03/27 2018/03/31 [ InProgr.. * Normal  Maxine 10.00%
3 Calendar TC-SA201804-10 van der Tian (T.) id Pre... Unpaid Pre... 2018/04/10 [®] NotStar... + Normal  Test 0.00%
f zwDﬁE:r” TC-5A201804-9 van der Westhuizen Tian (T.) van der We... Unpaid Pre... Unpaid Pre... 2018/04/10 [] notStar... * Normal  Test 0.00%
: ly Details
: e TC-5A201806-12 Bowers Abdullah (A D) Johnson M... E-Mail FW:NTLC - .. | 2018/06/06 [ NotStar.. v Low Administra...  0.00% Bowers Abdull...
|y ShortTem TC-5A201806-13 Bowers Abdullah (A D) Admin FW: TC-MD... | 2018/06/06 Administra...  0.00% Bowers Abdull...
P b Creditife TC-SA201806-14 2204 On North Guest House Hollard Alteration  Warning: m...| 2018/06/06 Dane Bouwer  0.00%
| b Assurance T 15 o Alteration  NewTask | 2018/06/06 Administra...  0.00% Insurance Co
| v Investment TC 16 o Alteration  New Task 2018/06/06 Administra...  0.00% Insurance Co
L :\ed\:a\lmd TC 17 o Alteration  NewTask | 2018/06/06 Administra...  0.00% Insurance Co
| b Funerd
L) Commssion TC-5A201806-18 Vermaak Elsabe (E.) VermaakEl... FollowUp  FW:URL 2018/06/19 2019/06/07 7] NotStar... + Normal | Administra.. 0.00%
L TC-SA201811-19 A G Andrews t/as Defensive Drivin Admin TestTask( | 2018/11/06  2018/11/07 2018/11/08 =] NotStar v low Maing 0.000%

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

o O O O

Questionnaires

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

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.

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

. L} ~
2 | 2 o : 0
X o - - Bo X/ =
Deete Cwe  Resme OpenRelted Workfow Shom Worklow  Refresh NextRecord  Save New
St Record T i

e RewdEdt | OpmRelotedRecord Worbfow few  RecrdsNedgeton  Fiters Pl Text Sewch
sasesment < |Referere [Stohn |Oote Created | Crentedty LostUpdoted | Updeted By Totsl Quesbors | Complehed Questons
o T 9
o 9
o 0
, 9
’ 9
7 9
7 0
, 9
7 0
, 0
7 0
7 0
, 9
7 0
7 0
, 0
9
Vermask Eise ) 2 0
Frandils inproge Peto Teemen o 0
Admnstanon Inprogre: n 9
R InProgress » 0
Todks: InProgress | 201 5 9
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00T HE+ -

Fie  Home Tools

D BHE B Xl G [0 40 0

Anniversary Date: [ Cancel Reason: *

New Ssve Saveand SaveandNew | Delete Validate Cancel = Apply  Cient Re-Sync Open Related B | © NextRecord Close
v Formula Portal Record
Records Creation save Edit Record Edit OpenRelatedRecord | . RecordsNavigaton  Close a
| Detai | account | commission
Owner:* Vermaak Bisabe (E.) ~| Policy Value: [ R500 000 000,00 - |
Product:* Life Plan-Discovery Premium: [ R2659,52 - |
Product Provider: Discovery Contribution Frequency: | Monthly -]
Contract Number:* 180508 | Annual Escalation: [ 0,00% -]
Reference Number: | | ntermediary: M5B ndependent Broker Group (Pty) Ltd -]
Source: [ -| consuitant: Van Deventer Maxine .) -]
Inception Date: |2018/06/01 - | maturity age: 0
Maturity Dates [ - | cancel Date:= -
-]
-]

Status:* | submitted

j‘s Tasks | ContractRoles | ContractLinks | Notes DammEHtJ Questionnaires ‘npﬁrtyshaets History

DE % - X 2 694B 007 B0
‘Assessmant + |Reference | status |Date Created | created By |Lastupdated  |updated By Total Ques... | Completed

» | Cammission Splt - Assurance Complete 2018/05/14 Admin 2018/05/14 System Administr... 7 7
Commission Split - Assurance In Progress 2018/05/22 System Administr...| 2018/05/22 System Administr 7 0
Complance - Risk Assurance (Individual) Complete 2018/05/14 Admin 2018/05/14 System Administr... 15 15

User: SysAdmin

File Home Tools
D 2] ﬁe\re " Validate 0 Refresh References r & | Direfien | ©
25 save and Close s Change State ol Calculate Score u
e B Save and New Belets 4 Cancel 471 Re-Sync ODERZE::"ZtEd @ o s @ 0 G
Records Creation Save Edit Record Edit Open Related Record View R... Close e
Questionnaire
Owner:* ‘TEESSEI‘I Pieter {P.G.) (P34567) - | Total Questions: 10
Assessment:* Client Risk Rating Completed Questions: 10
Reference: ‘ | Total Score: 5
Status:® In Progress Date Created: 2020/07/30 -
Created By: Teessen Pieter (P.G.)
Answers
X Q) RefreshReferences il CalculateScore M9 B © @ 7 EF - [@
|Se... - |Queshon "u'a\ue |Score |Cumment |Raqu|red |Last Updated ‘Updated By ‘
1| Nature of the Product [ Transaction Trust 1 [v] 2020/07/30 | Teessen Pie |E|
2 Durantion of Relationship Ongoing 0 [« 2020/07/30 | Teessen Pie
3 Delivery Channel Face to Face 0 |7 2020/07/30 | Teessen Pie
4| Complex, unusually large, suspicious/unusual transaction Mo 0 |7 2020/07/30  Teessen Fie...
5 Clientis a PIP or close assodate Mo 0 |7 2020/07/30  Teessen Fie...
b i 6 Clientis on UN sanctions list Mo 0 [v] 2020/07/30  Teessen Pie... |
7 | Jurisdiction Local 0 |7 2020/07/30  Teessen Pie...
8 CDD documents Doubts ab... 2 |7 2020/07/30  Teessen Pie...
9 | Source of funds SalaryfPro 0 |7 2020/07/30 | Teessen Pie Izl

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

Bria Call

Bria Call is only available to users using the Bria softphone solution.
Please note that no task logs are automatically saved in the application yet.
Contact your client using ‘Bria Call’ from specific areas within the application:

e Contact

e Company

e Person

e Task

e Department Contacts
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Simply c

lick and dial:

TEESSEN CONSULTING

Fie Home Tools
y B B vae 2Bl o % cmooH
2w 9. s 5

D H b hl sse - = (= HQ [ & | | X

New save Saveand SaveandNew | Valdate Change Cancel  Clent atwoRdMEREGall sMs  Emal Open Relfled Show Workflow  Refresh showin  Previous NextRecord | Close

~ State rial 3 Recor Instances Report¥ | Record
Records Creation Save Edit B8 Work Number: (078)1161164  Iffecord Warkfiow View Records Navigation | Close
Detail |Office | Additional Contact Information BB Cell Number: 00716765742
Displayname: 1-2-3 Marketing Corporation ct
Registration Name:* [1-2-3 Marketing Corporation cc | Country OF Registration:* [South Africa
Trading Name:* [ 1-2-3 Marketing Corporation cc | regstration Number: |
Type Of Company:= [wnknown) -| Language: [afrkaans
Mature Of Business: [ ] Frimary Record
Email:* hai@tconsult.co.za | Wrk Number: (0781161164 Cx
Web Address: [ | Faxnumber: (0413945195 - x
Open Tasks: 3 | Cell Number: (00715765742 - x
Tasks | Addresses | Bark Accounts | Department Contacts Contracts | Con Notes | Documents | sMs | Email | Phone Logs | @ Propertysheets
Dfa- X % R BERE

Department Work Number: (087) 5125569 | ocaupation | work Number | Fex Number | cell Number |Email Active | comment

Y= Cell Number: 0812349876 = o *a: o o = o
+ [Marketing Virksting Manager (087) 5125568 0812343675 gert@123.c0.2a

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.

Fle  Home Took
HE B e RPN Ca 7| X & O O|H
D BB E = e G o B C)Q G X
New Save Saveand SaveandNew | Validate Cancel Client atWORK Bria Call SMS Email Open Related workflow Show Workflow  Refresh Aifomated) Show in Previous NextRecord Close
v v Portal v v - IProcess ¥ | Report ¥ Recor
Records Creation save Edit Record Edit Open Related Record Workflow |8 Client Portfolio Close
Details | Office | Additional Contact Information @ Request for personal information
Displayname: Vermaak Esabe (E.)
Surname:* [vermazk | Primary Record
First Name:™ [Eisabe | Dateofmrtn |
Second Name: | | DateDecessed: |
Cal Name:= [Bsabe | Age: [}
Initials: * [e. | DNumber: [
Titke:* [wrs. -] Language: Afrikazns
Gend F e
Work Number: [ (021) 8753366 x| SeneE [Femake
Cell Number: (028533342 - x| Fax Number: [ %
Home Number: | o x| Emais® elsahe @tconsuit.co.za
Open Tasks: 3

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:

C
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[3) Automated Report Process = O X

Automated Report Wizard
Merge Results

- b iClaims Recurring - Account
is F
Distribute Policy documents

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

reports.

Fle Home  View  Tools
o © Dea X 2ue 4 B 2 @ Y
L [ Al 1tems -] [rexttosearch..  search
Back Forward New Chne.. Delete = Clent SM5 Emal | Workfow ShowWorkfiow ~Refiesh Automated Save Nen
v - v v Process ¥ Filter
Viens Hstory Navigation | Records Creation | Edit Record Edit Workfion View FEmmle Contacts I Filters Ful Text Search
Navigation < Drag a column header here to group by that column Birthday List
 Contact Management Sumame  |FistName [IDNumber | Contact Type |Work Number |Home Numb...| Cell Nu... 4 [Fax Number |Ema Client Portfolio (Astute) ge |Employer  [Grown Contact Ca... [Open ... Created By |Date Cre... 7| Consultan
Dashboard T el slc A e A c e DSA A e 3 = e = A
Gz » fpetersen  James Ciient (021) 860 07514563536 Jame |5 Person List Lead 1 Shamielah _ wednesday. . shamielah
Eomny Poole Chane Client (044) 8509 0785619986 shar Pieter 2 Aled Insur 0 Shamiclah | wednesday.
ikiis smpson  Dricky 510112002...| ient (012) 39+ 0832774180 Portfolio Schedule Rockfin) ™ 76 Spotight 0 Eabev | Tuesday, 1
Welcome Letter
Task Welcome Letter 2
Contact Group Wemer Report
Note
Document
Questionnaire
Fle  Home View Tools
O D S0 BB 00 Y
XD E 5
sl o 2 Ld Torto s serh
Back Forward New Clone... Delete  Edit Show Workflow | Refresh Copy Predefined Show Report Execute  Previous NextRecord = Save New
v v v v Designer  Report. Record
Views History Navigation Records Creation Edit Workflow View Records Navigation Filters Full Text Search -
Navigation < | Draga column header here to group by that column
> ContactManagement Display Name + |pataType Status |15 Inplace Report
> shortTerm T o o0 -
> Crediife » [Adviser Commission Statement Recpient Statement Production
> Assurance ‘Adviser Suspense Report Recipient Production
> Investment Adviser Suspense Report 2 Recipient Production
> Medicalid Birthday List Person Production
> Funeral Client Portfolio (Astute) Person Production
> Commission Commission Split Control Report Commision Statement Development
> Financials Company Partflc Company Production
> Administration Portfolio Schedule (Rockfin) Person Production
v Reports Production Report Production
Analysis Receipt report Commission Statement Production
Recipient Transaction Report (Detaled) Recpient Statement Production
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Print, export or email a report in various formats as per the drop-down menus.

ER e8] B0 BDOMA0 NS <ar P aaa & B

Open Save  Print Quick Parameters  Scale Margns Orientation  Size Find Thumbnais Bookmarks Editng =~ First Previous MNext Last Many Pages Zoom Out Zoom ZoomIn | Page Color Watermark
Print - v > ~ Fields - v

Document Print Page Setup Navigation Zoom Page Background

(%)

Close

[T POF Fie
T Adobe Portable Document Format

HTML File
Web Page

[Ty MHT File
L single Fie web Page

RIF Fie
LT rich Text Format
@g DOCX File
Microsoft Word 2007 Documen t

XLS File

[ Microsoft Excel 2000-2003 Workbook
XLSX Fie
Microsoft Excel 2007 Workbook

CSV Fie

L1 Comma-Separated Values Text
Text Fiie

L1 Plain Text

Image File
BMP, GIF, JPEG, PNG, TIFF, EMF, WMF

Select the correct exporting options when exporting or emailing a report as a pdf editable form/report.

POF Export Options b4

Page range: |

Don't embed these fonts:

Export editing fields to AcroForms

Convert images to JPEG

Image quality: |Highest -

Password security:

Digital signature:

Application;

Author:

Subject:

| |
| |
Keywords: | |
| |
Title: | |

Cancel ‘

Fieldname Description

Required

Page range Specifies the range of pages which will be included in
the resulting file. To separate page numbers, use
commas. To set page ranges, use hyphens.

Specifies font names which should not be embedded
into the resulting file to reduce the file size. To
separate fonts, use semi-colons.

Select this option if you want to create a pdf editable
form/report.

Specifies whether all bitmaps contained in the
document should be converted to JPEG format during
export to Pdf

Specifies the image quality level of the document. The
higher the quality, the bigger the file, and vice versa.
Select PDF/A-2b to export report as editable pdf form
Allow you to set security options for the pdf file

This feature is not currently available

Don’t embed these fonts

Export editing fields to AcroForms

Convert Images to JPEG

Image Quality

PDF/A compatibility
Password Security
Digital Signature

( knowledge | innovation | service
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You can complete the fields for Application, Author, Keywords, Subject and Title. These fields specify the

Document properties of the pdf file.

Password security options

Password Security b 4

D'Require a password to open the document:

Document Open Password:

Permissions

D Restrict editing and printing of the document

Change Permissions Password: | |

Printing Allowed: |None |

Changes Allowed: |None |

Enable copying of text, images and other content

Enable text access for screen reader devices for the visually impaired

Encryption Level; 128-bit AES |

These options allow you to adjust the security options of the resulting Pdf file.

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 to your clients.

This functionality does not replace the automated process of sending bulk emails or reports.

Annual Medic tenewal - Distribution List

File Home Tools

D HE B Xve B 20 0 H

New Save Saveand SaveandMew | Delete Validate Cancel | Show Workflow = Refresh | Previous NextRecord | Close
g Close g Instances Record
Records Creation Save Edit Workflow View Records Navigation Close
Name:* |Annua\ Medical Aid Renewal Date Last Updated:  2019/07/18
Active Updated By: Vermask Elsabe (E.)
Member Count: 5

Distribution List Members

DX X G ER-00 T EF-[Q

|Rec|p|em - |Ema\| ‘Date Added ‘Addad By
T| = W WBc
Abrahams Alice (A.5.) AliceAbrahams @demo.co.za 2018/07/13 Vermazk Elsabe (E.)
Brown Tracylynn (T.K.) TracylLynnBrown@demo.co.za 2019/07/18 Vermaak Elsabe (E.)
Crouw Chantal {C.P.) chantal @cuba.co.za 2013/07/18 Vermaak Elsabe (E.)
» | Flynn Harry (H.1.) fiynnharry @gmail.com 2018/11/14 Shamielah Jacobs
Vermaak Elsabe (E.) elsabe@tconsult.co.za 2019/06/18 Vermaak Elsabe (E.)
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File Home Tools

D &

New Save Save al

Records Creation

Name:*
Active

Member Count:

Distribution List Members

"0 HBE+« -

Close:

5i

PR\ x =R

edpient

00C

File Home

Annual Medical Al D

New

Records Creation

=N

Tools

B e

Save Saveand Saveand New

Close

Save

TEESSEN CONSULTING

Members can be added directly from the Distribution list,

Distribution List Member

X Delete r
' Validate L]
Open Related
4~ Cancel Record
Edit Open Related Record

Workflow

(5] © Previous Record
[ v | @ NextRecord Close
Reciiddiadaa Close

Redcipient:®

Distribution List:

T =
Abrahams Alice (A.5.)
Brown TracyLynn {T.K.)
Crouw Chantal (C.P.)
Flynn Harry (H.1.)
Vermaak Elsabe (E.)

User: ElsabeV

Date Added:
Added By:

User: ElsabeV

Type:  Email Recipient

i Search member from Contacts

Find:  [Text tosearch...

Available records:

Alfino And Gelderblom Patrica (P)

|Mame & | Email |
1-2-3 Marketing Corporation cc 123@mc.co.za
22Nd On Morth Guest House info@22north.co.za
3Labuschagne Mpho (M.F.) Mpholabuschagne @d
» 150 CENTS TOURS info@tours.co.za /
Abrahams Alice (A.5.) AliceAbrahams @demo...
ACE & BASE ace.base @yahoo.com

XXX ENXN.C0.28

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

o =

o BB O ... OV

Reset view
Settings

Addto  Datbase Hande
Distrbution List Bachp  Loghie ~
Tools

Detads | Offce | Additorsl Contact Infarmaton

Displayname: vermask Eisabe (E.)
Surnme:® Vermask

Furst Name: ™ Y

Second Name:

CallMame: Elabe

Irisaz:®

Tige:™ M.

ik Hurmber

el M

Forme Mumber

Freary Recort
Date OF Brth:
Date Decessed:
age

Irusber:

7003050300083

-] Language:
| Gender

x| Fax Humber
x| Emal®

Open Tass:

Tasks | Adchesses | Bank Accounts | Relatiorshios | Contracts | Contract Reles | Notes | Documents | SMS | Email | Phene Logs | Questionnaires | Propertysheels

DR-¢f£2/xXaRRoo0oT &-0Q

et Nurber wrshe o tumber contac

etr (P.G.) P34367 Business Assocate 0629058049 Maxine Clent
» 123 Marketng Coporaten oo Encloyer 07675702 Gent
[Eb Select Distribution list — [m]

Distribution List:

MName

Annual Medical Aid Renewal

+ Aiieekdy Emai

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 send communication to distribution list members using a

pre-setup automated process.

C
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Navigate to Distribution List and select the appropriate list to use:

© 0O

Back Forward

Views History Navigation
Navigation

> Commission

> Finandals

‘Address Type
Auditing
Automation

v v

Bank
Bank Account Type
Company Type

~

Compliance
Contact Category
Contact Type
Country
Document Type
Department

Email

e

ey
Email Signature
Emal Send Log
Email Tracking Info

Tools

]

New

Records Creation

Weekly Email

< Name %
[2] * |AmualMedeal Ad Renenal

X B 00

Y

Text to search. Search

Delete | Show Workflow  Refresh | Previous NextRecord | Save New
Edit Workfow
u
Fle  Home  Tools [J
—_— Ve
= g Xv« B SO0 O -
| HE B X - 5 <
New Save Saveand SaveandNew Delete Vaidate Cancel ShowWorkflow Reffesh | Previous NextRecord — Close
v Close v
Records Creation Save Edit Workfiow Ven  RecordsMavigation  Close o
Name:™ annual Medical Aid Renewal Date Last Updated: | 2019/07/18 -
Updated By: Vermaak Elsabe (E.)
Member Count: 5
Distrbution List Members
0D & x o & 00 v E -
Recipient T Date Added |added 5y
ri= © Send Email Invite = o
»  Abrahams Alice (4.5 2019/07/18 Vermazk Elsabe (E.)
Brown Tracylynn (T.K.) TracyLynnErown@dema.co.za 2019/07/18 Vermazk Elsabe (E.)
Crouw Chantal (C.P.) chantal@auba.co.za 2019/07/18 Vermask Elsabe (E.)
Flynn Harry (H.1.) fiynnharry@gmail.com 2018/11/14 shamielah Jacobs
vermask Elsabe (£.) elsabeqtconsult.co.za 2019/06/18 Vermask Elsabe (£.)
User: ElsabeV/

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

Data analysis & Customization

©

Back Forward

Views History Navigation
Navigation
4 Contact Management
Dashboard
Contact
Company
Department Contact
Person
Supplier
Task
Contact Group
Note
Document
Questionnaire
Emai
Emal Manager Mail
L
Calendar
Notification
My Detalls
Filter Criteria
Short Term
Creditife
Assurance
Investment
Medicalaid
Funeral
Commission
Financials
Administration
Reparts
Tools

New

Records Creation

<

E G IS K o
X 2t @ge o B O A Em [icaos = Tormemn ]
Delete Client SMS Email Workflow  Show Workfiow Refresh Automated  Show in Previous  Next Record Save New
Portal ocess + Report = | Record Filter
Edit Record Edit Group by Box l Header row i Secdallevigation Filters Full Text Search
| searchrow |
Displayname + | contact Type |contact category | Legal Referen! | work number [cat Numb, [Emai [ Languzge [ eroup 7 [primary Rec... | Open Tasks | consultant
o & o ol e o = Able Makelaars ] = A
(107 737 a5 i e o c 3
AbdullaD (D) Client 4T3LESIB086 (0414817322 0798837962 tian@tconsult.co.za  Afrikaans Abie Makelzars 3
AbdullaM S (M S) Client. 5207165095023 (041)39655521 0798837962 tian@teonsult.co.za | Afrikaans Able Makelzars 1
AbdullaR (R) Client 7011195154083 0798837962 tian@tconsult.co.za  Afrikaans Abie Makelzars [
Abrahams Alice (A.S.) Client. 5702251937195 00530343960 AliceAbrahams @d. English Able Makelzars 0
Abrahams M (M 2) Client O0B0ESI2085  (D41)4574202 0798837952 tian@tconsult.co.za  Afrikaans Abie Makelaars 4
Abrahams MN (M) Client. 5001065208086 0798837962 tian@teonsult.co.za | Afrikaans Able Makelzars 0
ABRAHAMS TRANSPORT Unknow... Client 0798837952 tian@tconsult.co.za  Afrikaans Abie Makelaars 0
Adam GT (GT) Client. 77032500750082 0798837952 tian@tconsult.co.za | Afrikaans Able Makelzars 0
BAKKER H (H) Client 3907045064088 (0206917630 0798837952 tian@tconsult.co.za  Afrikaans Abie Makelaars 0
Bowers Abduliah (A D) Client. 4912175025081 (041)4813071 johan@tconsult.af .. Afrikaans Able Makelzars 7
Catalyst Group Brokerage 0798837952 tian@tconsult.co.za  Afrikaans Abie Makelaars 0
Cooper Sheldon (S.) Contact 7012100080609 Able Makelzars 0
De Beer Job (J.A.) Client. 9904128236196 00641841088 JobJacobusDeBee... English Able Makelaars 0
DIE LIBERTAS TRUST (Unknown) Able Makelzars 0
EMZINI RESTAURANT Client. 0798837962 tian@tconsult.co.za | Afrikaans Able Makelaars 0
Ernstzen Nolitha (N.Y.) Client. 5707241106184 00370316743 NolithaErnstzen@. English Able Makelzars 0
GCWABE M. Client. 0798837962 tian@tconsult.co.za | Afrikaans Able Makelaars 0
GLONET SIX TfAs IKAMVA TRANS... Client (021)9324422 0798837952 tian@tconsult.co.za | Afrikaans Able Makelzars 1
GORILLA TRANSPORT cc Client. 0798837962 tian@tconsult.co.za | Afrikaans Able Makelaars 0
Hanekom Jacques (1) Consultant fian@tconsut.co.za | Afrikaans Able Makelars 0
HIAKANANG TRANSPORT Client. (013)2433306 tian@tconsult.co.za | Afrikaans Able Makelaars 0
INDIGO TOLRS Client. (021)3043269 0798837952 tian@tconsult.co.za | Afrikaans Able Makelzars 0
JaneDegenaar Togeda (T.N.) Client. 0304053429187 00598180386 TogedalaneDegen... English Able Makelaars 0
JHR Transport Client. 76767659 pieter @tconsult.c Able Makelzars 0
JRK cc Client. (021)9! 1 ian @ Afrikzans Able Makelaars 0

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

Note the small icon on the left of each column in the search row. Clicking on the icon will show a drop-

down list of search actions:
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o |

= Equals

# Does not equal
iJc Contains

a@: Does not contain
e s like

e |s not like

[ec  Begins with

ol Endswith

Is greater than

Is less than

a
>
2 s greater than or equal to
<
<

Is less than or equal to

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:

Sort Ascending
%1 Sort Descending
Clear All Sorting

Group By This Column

%

Hide Group By Box
Hide This Column

Column Chooser

.
= [

+ BestFit

Best Fit (all columns)
Y  Filter Editor...
Show Find Panel

Hide Auto Filter Row

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

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:
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ContactType &

od Surmame  [FirstName  [IDNumber  |Work Number |Home Num. .. |Cell Number |Fax Number |Email Gender |Date Of Birth [Language  [Employer  [Group Contact Ca... [Open T__| Consultant

Ti= o e oc e e e W e - = e e e e = [

> Contact Type: (Unknown) (Count=2)

> Contact Type: Administrator (Count=1)
> Contact Type: Assesor (Count=2)

> Contact Type: Beneficiary (Count=16)
> Contact Type: Broker (Count=16)

> Contact Type: Brokerage (Count=1)

> Contact Type: Client (Count=5284)

> Contact Type: Consultant (Count=18)
> Contact Type: Contact (Count=3)

> Contact Type: Dependant (Count=1)

> Contact Type: Intermediary (Count=1)
> Contact Type: Lead (Count=5)

> Contact Type: Orphan (Count=1319)

> Contact Type: Staff (Count=1)

> Contact Type: Supplier (Count=1)

> Contact Type: User (Count=1)

> Contact Type: X-Client (Count=1)

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

ContactType &
Gender &
——{lmguage
od  [sumame " [FrstName  [DNarber |Work Number [Home Number |CellNumber | Fax Number | Emal Date Ofirth [Employer [ Group Contact Cate...| Open Ta..|Consultant

T - 3 o0e e 3 e o0 o0 o0e - 3 e o0 - 3

> Contact Type: (Unknown) (Count=2)

> Contact Type: Administrator (Count=1)

> Contact Type: Assesor (Count=2)

~ Contact Type: Beneficiary (Count=16)

> Gender: Female (Count=6)
v Gender: Male (Count=10)

» > Language: (Count=10)

> Contact Type: Broker (Count=16)

> Contact Type: Brokerage (Count=1)

> Contact Type: Client (Count=5284)

> Contact Type: Consultant (Count=18)

> Contact Type: Contact (Count=3)

> Contact Type: Dependant (Count=1)

> Contact Type: Intermediary (Count=1)

> Contact Type: Lead (Count=5)

> Contact Type: Orphan (Count=1319)

> Contact Type: Staff (Count=1)

> Contact Type: Supplier (Count=1)

> Contact Type: User (Count=1)

> Contact Type: X-Client (Count=1)

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

ContactType &
Gender & o
= language &

Full Expand
Full Collapse

Clear Grouping
g o o

Contact Type: (Unknown) (Count=2)

& HideGroupByBox 0 - B = "0 e -

Contact Type: Administrator (Count=1)

Contact Type: Assesor (Count=2)

< v ov o ow |

Contact Type: Beneficiary (Count=16)
> Gender: Female (Count=6)

v Gender: Male (Count=10)

oid Surname a |FrstName | DNumber ellNumber  |Fax Number ~ |Email Date Of Brth | Employer Group Contact Cate...| Open Ta...| Consultant

> > Language: (Count=10)

~

Contact Type: Broker (Count=16)

~

Contact Type: Brokerage (Count=1)

~

Contact Type: Client (Count=5284)

Hide the group by area if you do not wish 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.

Column chooser

You will notice the ‘Column Chooser’ popup window at the bottom right of the list view:
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Customization: Person

Search for a column...

¥ Additional Contact Number

Additional Email

Age

App Settings

Base Information Object Type

Call Name

Change Indicator

Client Number

Company

Context Type

Corrospondance Address

Corrospondance Address String

Add....

Remaove

TEESSEN CONSULTING

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.

You can customize your List view even further by selecting ‘Add’ on the ‘Column Chooser’. This allows you to
select any field which is available for the current List view:

ES Object Model

w || Person

> [/ Addtional Contact Mumber
Additional Email
Age

> App Settings

> || Base Information Object Type
Call Name

> [/ Cell Number
Change Indicator
Client Number

> | Company

> Consultant

> [ Contact Categary

> | Contact Type
Context Type

> (] Corrospondance Address

orrospondance Address String

[

* o]

Change column width
Right click any column and choose best fit to change the width of that column or select best fit (all

columns).

You can also drag-size any column width:

surname |F'r5t Mame |IDr~Juml:uer Waork Mumber
Afc Afc Afc e

Filter editor

Create your own filter criteria on any List view by using either the filter editor or the filter row:

Filter Editor i
Wisual | Text
And @
‘... [Gender] Equals Male @
F ook | ‘ Cancel | | Apply

C
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Surname T|F

Filter row umnber |Work Number ‘Homa Number |Ca|\ Number ‘Fax Number |EmaM Date Of Birth ‘Emp\oyer |Group ‘Contact Cateqg...[OpenTa... |Consu|tant
A vermazk e adc e e =13 = s afc e = e
~ Contact Type: Beneficiary (Count=5)
v Gender: Male (Count=5)

> Language: (Count=5)

Notice that the filter criteria is displayed at the bottom of the List view and the filter will be active until you
clear it.

ContactType &

|Sumame T | First Name | IDNumber |Wark Number | Home Number | CellMumber  |Fax Mumber | Email Date OfBirth | Employer | Group | Contact Categ... | Open Ta... | Consuitant
T | c vermask o e e o0c o0 o o - o o0c o0c - o0
v Contact Type: Beneficiary (Count=5)

v Gender: Male (Count=5)
» Language: (Count=5)

» Contact Type: Client (Count=1)

“

% [ [Gender] = 'Male' And Contains{[Surname], ‘vermaak) - Edit Filter

Grouping of Task detail view
The below example shows how you can manage tasks within your section or division:

AssignedTo =

‘Task Number + |contact | contract Type | subgect Date Created StartDate Due Date Priority Percentage ... |Reparted By

T - - - s - - - - _ _
> Assigned To: Administrator (Count=3377)
> Assigned To: CLS User (Count=2)
> Assigned To: Dane Bouwer (Count=1)
> Assigned To: HAJ Nel (1) (Count=1)
> Assigned To: Hanlie Lazare (Count=1)

> Assigned To: Louise Geel (Count=1)

b ~ Assigned To: Maxine (Count=46)

> status: [7] NotStarted (Count=35)
> Status: [Z} InProgress (Count=11)
> Assigned To: Niell Booysen (Count=58)
> Assigned To: Petro Teessen (Count=78)
> Assigned To: Shamielah Jacobs (Count=2)
> Assigned To: System Administrator (Count=1)
> Assigned To: Teessen Pieter (P.G.) (Count=45)
> Assigned To: Test (Count=13)
> Assigned To: Tian van der Westhuizen (Count=2)

> Assigned To: Vermaak Elsabe (E.) (Count=206)
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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:

Tierl - Only attach policy schedule without capturing risks whilst still managing Claims
Tier2 - Capture risks per policy and manage claims per risk
Tier3 - Capture risks per policy, manage claims per risk as well as collection of premiums

You will find the Short Term menu item on the Navigation Pane:

Fle  Home View Tools

O [

s

ol B
Back Forward Organize  Refresh
N - Dashboard

Views History Navigation Edit View

Navigation Cl g it [MyTass Y EB-RER £ ab | My Team Tasis Y H- Qe R

v Contact Management
Dashboard
Contact

I NotStarted
Il rProgress
Company Il aitingForsomeonsEse
Department Contact

person

Supplier 05
Task

Contact Group 04
hote

Document

Questionnaire

Emal

—
WaitingForSomeonefise PetroT PieterT MaxineD  Shamielah]  SysAdmin

SR B-G A CH R sownreort - @ O[Tk -] Y B-|R B8R

My Details Drag a column header here to group by that column

Emai Manager Mail
]
Calendar

DEDAO-f%~- X4

Notification

=
|Ta;k Number | Contact | contract |Type | subject 4 [StrtDate  |DueDate [status | priority |assigned To [ percentage

> ShortTerm
e T e - - - o = = = = - -

» TC201511-1  JADAN(NY)  JADAN (N) (.. Ehancember  Update risk 2015/11/13 @ WaitingFo... + Nomal  System Admin 50.00%

> Assurance

> Investment
> Medicaltid

> Funeral

> Commission
> Finandals

> AssetRegister
> Administration
> Reports

> Tools

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

e  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 setup
by your System Administrator.
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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

Fle  Home View Tools
z L % « R < B o O
) 5 Y
° e 0 X e Z ea™ (] < 50 ~ C AlPoicies
Back Formard New Delete Change ~ Apply Clent Authorize Change  Reinstate UndoPoicy Cancel ReCalclate | Show Workflow Refresh Poicy Automated Showin | Previous NextRecord Save New Full Text
v v v S Formula Portal ¥ Changes Policy Owner Policy  Changes  Policy Instances Schedule  Process Report™  Record Fiter Search ¥
Views History Navigation | Records Creation Edit Record Edit Workfiow View Records Navigation Filters
Navigation New (Ctrl+N) eader here to group by that column
New Short Term Polic
> Contact Management il | |intermediary  |Product Product Provider | Contract Number | Anriversary Month |Inception Date [ Status Fremium Ex... VAT Premium  |Fess Total Premi... | Commission | Open Tasks
T e o o o = = = - - - - -
Johnson MC (MC)  Bonsure Finandial... Taxi Policy Clarendon Transpo... 2/151378 February 2017/02/10 Re-Instated #0,00 R0,00 R0,00 R0,001 RD,00 R0,00
» iKamies Ruan (.A.) MieMie Insurance. . TAXL - New Whee. . SA Eagle TRO08/5544 pri 2010/04/07 Imported RB42,06  R12644  R96340  R400,39 R1369,78  R157,30
short Term Product MAPHOSAK (KZ)  MieMie Insurance... TAX -New Whee... SA Eagle 302026 February 2013/02/01 Imported RL002,50  RI141,58 R115287  R44,85 R1152,87 R,00
AreaList
o e AN ON WHEELS MM Insurance .. Marine Poicy Associated Marive | E0S/0137 Jsuzry 200500101 Cancefied RO,00 RO,00 RO00 R0,06 0,00 RO,00
laim Categor
- gc‘ N Licbenberg €1 (C)  Bonsure Financial... Santam Multiplex .. Sentem Inswrance .. 74720333802 January 212/01/01 Imported R140,99 R19,91  RI162,14 RO,00  R162,34 R0,00
ause For Claim
Uncedo Service T... Bonsure Financial... Santam Commerdi.. Santam Inswrance .. 63120329739 August 2011/08/23 Imported R8S6,43  R12489  R984,90 RO,00 R1016,98 R0,00
Claim Estimate Category
N JULIES ) () MieMie Insurance... New Wheels UMA... SA Eadle LTAR 103/263 March 2011/03/17 Cancelled RD,00 R,00 RD,00 RD,001 RD,00 R,00
Premmiom Status Tose BG (B) Bonsure Finandial... Taxi Policy Clarendon Transpo... 2/ July 2011/07/05 Imported R1058,26  R149,46 R1217,00 R0,00 R1217,00 R0,00
Recovery NV Electric Bonsure Finandial... Santam Commerci... Santam Insurance .. 63119350349 May 2010/05/20 Imported R85,95 R12,14 R98,84 R0,00, R98,84 R0,00
Risk Type TUKANIZ (25)  MieMie Insurance... TAXL -New Whee... SA Eagle TRO07/719 July 2010/07/01 Imperted R937,62  R132,42 R1078,26 RI7 176,30| R1078,26 RO,00
MM Vehice Lookup STOFILE SIBONG... MieMie Insurance... VUM - TAXI PROD... SANTAM 00705 December 2012/12/07 Imported RLG11,25  R5580 R2082,94 R105217,95 R2082,94 R0,00
> Credttife Abduti R (7) Bonsure Finandial ... Taxi Policy Clarendon Trans... | /106201 Aogust 20100805 Cancelied 0,00 RO.00 RO.00 R0,00 0,00 RO.00
> Assurance GCINANIJ (JM) | MieMie Insurance... | VUM - TAXI PROD... SANTAM 00232 June 2011/06/01 Imported R737,83 R104,20 R848,50 R42796,56 R848,50 R0,00
> Investment Magobiyans G (6)  Bonsure Finandal... Taxi Folcy Clarendon Trans... | 6/159202 Hay 2012005/10 Cancefied 0,00 0,00 R0,00 0,00 0,00 0,00
> Medicalid Sebastian Majo (M) Bonsure Financial... Taxi Policy Clarendon Transpo...| 2/143032 apri 2011/04/14 Imported RL11485  RI15745 R1282,08 R364029,57 R1282,08 R0,00
> Funerd RICH VINGENT (V... MieMie Insurance... VUM Passenger Li... VUM Underwriters | 2/131612 Apri 2010/04/30 Imported RL121,74  RIS8,42 R1290,00 R174530,94 R1290,00 R0,00
> Commission LouwF (F) MieMe Insurance... VUM - TAXTPRO... | SANTAM 00357 October 2011/1001 Cancalled RO,00 RO,00 RO00 R0,00 R0,00 RO,00
m a client’ fil
e From a client’s profile
m x| of] / 9 6 ‘. il r i" =] ~ D o
O BHBE B - 2= £ e 4 o ks X Em
New Save Soveend SaveandNew | Validate Cancel | Cient alWORK BriaCal SMS  Email Open Related Workflow Show Workfiow | Refresh Automated Showin | Previous NextRecord  Close
~ Close v portal v v v Record Instances Process ¥ Report ¥ | Record
Records Creation Save Edit Record Edit Open Related Record Wiorkfiow View Records Navigation | Close
Detals | Office | Additional Contact Information
Displayname: Vermaak Elsabe (E.)
Surname:™ [vermazk | imary Record
First Name:* [Esabe | Date of irth: [1570/03/05
secondName: | | Date Deceased: |
Call Name: * [Eisabe | Age: 4
T
Iritials: [ | mhumber: l
Titie:™ = -] Language: | Africazns
Gender: Femal
WorkNumber:  |(021) 8753366 x| Gender [Femake
Cell Number: [og2s533342 ] FaxNumber: [
Home Numbers ‘ . x‘ Em: elsabe @tconsult.co.za
Open Tasks 4
Tacks | Addresses | Bank Accounts y iContracts, [ Notes | Documents | SMS | Emai | Phone Logs | Questionn: Propertyshests
T F R X B - Xdentporal - 2 B OO Y E-Q
[ Assurance Policy roduct Type | Contract Number | inception Date Contract Value Premium Status Consultant | Last Updated |Updated By
[E] Commission Contract - e = = = = = = "0
5 Credit Lite Policy ssurance Poiicy 180508 2018/08/01 RS500 000 000,00 R2659,52 Active Van Deventer Maxine (M)  Thursday, 06 June 2019 16:39... Elsabev
redit Life Policy 21032018 2018/04/21 R150 000,00 R250,00|Cancelled Monday, 27 May 2019 16:01:00  ElsabeV
% Funeral Group Policy
redit Life Policy 20180710CL1 2018/07/01 RS0 000,00 R256,58 In Progress Tuesday, 10 July 2018 17:02:57 ElsabeV
Funeral Pol
B Funerl Policy nvestment Policy DD2134234234533456 2018/08/01 R250 000,00 R385,25 In Progress Teessen Pister (7.G.) Tuesday, 30 October 2013 08:... FigterT
[E Investment Policy kvort Temm Policy V203 201804101 R0,00 R859,65 Cancelled Thursday, 22 March 3018 11:. | Sysddmin
[E Medical Aid Policy t Tenm Folicy AG2203 2018/04/70 RO,00 R2035,00 Actve Vermaak Eisabe (E,) Thursday, 15 November 2018 ... Elsabelf
Short Term Policy
Fie  Home Tooks
4 B st B RERE B B CERGOO
] BHE B ol Ae v < 4 S A Lm
New Save Saveand SaveardMNew  Veldate Cancel Apply Cient  Change  Reinstate Cancel ReCalaate Open Related Show Workfow | Refresh Poicy Automated Showin | Previous NextRecord  Close
v Close - Formua Portal ¥ Policy Onner  Policy  Policy Record Instances Schede Process Report¥ | Record
Records Creation save Edit Record Edit Open Related Record Workfiow View RecordsNavigation  Close
short Term Policy | Polcy Fees | Locations | Policy Wording | Risks | Claims | Linked Polcies | Contract Roles | Commission | Tasks | Documents | Notes | Questionnaires | History |
General Information Premium Summary
Owner:= <] -] | premium: R0,00
Product:= ‘Santam Commercial Policy * | Vat: RO,00
Bolicy Numbs [ Reference Number: | | || PG RO,00
Fees (Ind. vat): R0,00
Insured: [ ]
SASRIA (Ind. vat) R0,00
Source: [ -]
Total Premi R0,00
Inception Date: [ - | Anniversary Month:= [January -] [ Commissionable
Contribution Frequency: |Manthly -| policyRenewalDate: | 2020/01/01 - a— R0,00
Status:™ [nProgress - | premium Status:= [ -]
Intermediary: [ -| Consultant: [ -]
Address Information Account Information
Risk Address: [ -| | PaymentType:= [0t Appicable) -
Postal Address: [ | | BankAccount:
Arei® [ -]
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The new policy detail view (Short Term Policy tab) is divided into 4 sections:

Short Term Policy | Policy, Policy Wording | Claims | Linked Poides

Contract Roles | Commission | Tasks | Document its | Notes | Questionnaires

History

General Information

Omner:® ]|

RO,00 3

Product:*

Policy Number: *

Reference Number: Premium (Excl. vat):

R0,00
R0,00

RO,00

|
\
Insured [
\

Source:

SASRIAQInd. vat) |

RO,00 2

|

|

|

‘ Fees (Ind. vat):
‘ Total Premium:

|

Inception Date; [

- | Anniversary Month:= [ January [ | commissionable

Contribution Frequency: |Monthly

-| Policy Renewal Date: | 2020/01/01 - c

ommission:

Status:= [1n Progress

- | premium status: = [ -]

Intermediary

- | Consutant: [ -]

‘Account Information

Risk Address:

RO,00

RO,00

-] PaymentType:= ot Appitcable)

Postal Address:

| | | Bank Account:

|
Address Information
|
|
|

Area:®

- | mvoice To:=

Debit Order Account: *

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.
Source Select the Source from a pre-defined list
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 ()
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 Date Policy renewal date will pre-populate from information provided on @
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

C
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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:

B e -

Tools

O - B save " Validate r Previous Record m
125" Save and Close u

- S Save and New 4= Cancel Opinei‘.:rlgted Worlfﬁow \ﬁsw Mext Record Close
Records... Save Edit Open Related Record Records Mavigation Close &
Fee Type:* |Br0ker Fee |V|
Is Cost: |Cost | hd |
Fee Value: | 50 '%'
Fee (Ex Vat): | R4348 |
VAT: | R6,52 |
TotalFee: | RS0,00 |

Location

Select the address details captured on Client Contact detail view:

o
oo~ H EalE X Delete Previous Record m
5’ Save and Close " Validate
- Open Related Workfiow View Next Record Close
ES Save and New ~ o Cancel Record - - -
Records... Save Edit Open Related Record Records Navigation Close @
Location
Description: || | Roof Construction: * | |V|
Address: | | v| Wall Construction:® | | hd |
Area: | | - |
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:

ProductRiskType  w

shortTermPolicy  Policy Fees  Locations  Policy Wording faims
AllRisks [] R

Linked Poides ~ ContractRoles  Commission  Tasks  Docments  MNotes  Questiormaires  History

GemSeqiio < e Desrpton

‘ Reference ExternalR__. | Inception Date Cancel Date

Extension

Accessory | Total Insur

Total Exten

Total Premi

Total SASRIA | Total Commis.

v = o

» | 4 Section: House Contents (Count=1)

1| Contents

4 Product Risk Type: Domestic Contents (Count=1)

0 2019/06/01

0

R0,00 R180000,00

RO,00

R3%8,%6

RS0,00

R0,00

C
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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.

Iuﬂ Iuﬂ /
Save  Saveand SaveandMew
= Close @

House Contents Domestic Contents

Sedan Vehicle >
scations

All Risk 3

Policy Wording

Building 3

Valdate Chllhge Cancel | Apply Al
Stle -

b !

L]

Formula  C|
Egt

Risksl Claims  Linked Polides

Personal Liability  » |E:)

Palicy Number:* [100619

Ry

Tnsured: [Nel Eina (1.E.)

Source: [

Tncantinn Dista: [onsamamt

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 This drop-down will be available if set up in the Product
Item Description Description of your risk item @
Inception Date Date of inception of risk &
Insured Amount Insured amount of risk
Accessory Amount If defined on risk type
Total Insured Amount Automated calculation of Insured amount plus accessory amount
External Reference This field may be used to capture the item number as specified

on the Insurer’s policy document
Effective Date Effective Date will default to Inception date but can be changed @
Premium Risk premium &

Premium Discount

Discount when applicable

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.

BOE e« -
Tools
o
0O - B save o BEEE Previous Record m
5! save and Close " Validate
- afl Open Related Workflow View Next Record Close
EY saveand Mew - | s Cancel Record - -
Records... Save Edit Open Related Record Records Navigation Cloze &
Risk Location
[ use As Default Roof Construction: | |
Location:® | | v | Wall Construction: | |
Location Description: | | Area: |Gauheng |

C
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3.

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

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

BB« -
File Home Tools
o 1] off] J = m
0 HE & - =
New  Clone... Save Saveand Saveand MNew Validate Cancel Open Related Show Workflow Refresh Previous NextRecord Close
< o Close o Record Instances Record
Records Creation Save Edit Open Related Record Workflow View Records Navigation Close &
General Information | Translation
Extension: * [ [ =] Excess:® [ Ro,00
Linked Date:® [ [ =] Excess Percentage: [ i
Last Day: ‘ ‘ hd ‘ Additional Info Display: ‘ ‘
Reference: [ | Additional Info Text: I |
Cover:* [ 70,00 [ Additional Info List: I |
Premium: [ R0,00 5]
SASRIA: [ RO,00 -]
Security List

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

L3 BOE o« -
File Home Tools
||
0o - =] == " validate Previous Record m
5’ save and Close
- Open Related Workflow View q = Close
120 Save and New ~ <= Cancel Re-:c-r; “ = Next Record
Records... Save Edit Open Related Record Records Navigation Close &

Risk Security List

Security List:* | - | Addl Info Display Translation 1: ‘

Additional Info Display: | Addl Info Display Translation 2: ‘

Additional Info Text:

Additional Info List:

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.

General Information  Location Information  HouseHolders  Underwriting Criteria  Excess Information  Extensions secuntyustlne—msuranoa IPeremEs Item History

Re-Insurance Information

Re Insurer:

Re Insurance Date:™

0.00% - |

Insured Amount:* R150 000,00 %]

Ro,00 |

Re-Insured Amount:

Re Insurance Percentage: |

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.

[tem History

This tab shows a summary of movement on this risk and contains information on how the premium is
structured.
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Item history will only be visible if ‘Enable Collections’ was selected on the product setup.

General Information  Location Information  HouseHolders  Underwriting Criteria  Excess Information  Extensions  Seauritylist  Re-Insurance  Properties
Rloo ]
[Period 4 |Period Raised | Effective Date | nception pate Cancel Date Total Insure... | SASRIA | Total Premium | Commission [isProRata | History Type Total Extens... | Total Commi... | Gross Premium | History Payment T... | Updated By [ Last update
» 01906 0 2019/06/01 2019/06/01 R150 000,00 RS0,00 R358,% RD,00 0 Current. RD,00 R0,00 R33,96 Current Sysadmin 2019/06/10
201906 0 2019/06/01 2015/06/01 R150 000,00 R7,50 R276,46 RO,00 Prorata initial RO,00 RO,00 R276,45 None SysAdmin 2019/06/10
pm 2] . E 2 ) c B @ O 0 R
A
0O B B v = of Lo = LS &
New Save Saveand SaveandNew  Valdate Change Cancel  Apply  Change  Rensiate Cancel ReCaloate Open Related show Workfiow  Refresh  Policy  Automated Showin  Previous NextRecord = Close
- Close - State + Formula Policy Owner  Foicy  Policy Record Instances Schedue  Process Report~  Record
Records Creation save Edit Record Edit Open Related Record workfiow View Records Navigation Close
Sh'rm Policy  Policy Fees  Policy Wording Linked Polides ~ ContractRoles ~ Commission  Tasks Documents  Notes  Questionnaires  History
oo x [E | showinReport ~ All Claims. [~] @
Claim No ‘ Insurer Claim No ‘ Date Of Loss ‘ Date Reported ‘ Reportzd By Category Cause For Claim Claim Status | Finalised Date Recovery | Assessor Name Consultant
v [oDc o = = e = = = = = o -
» | 06102018 Monday, 03 June 2015... 2018/06/04 Insured Glass Damage Accidental Damage Payment 2013/06/06 No Recovery
© O X B QA
e s A Em [ Gains = eadl
Back  Forward New Delete Open Related Show Workfiow  Refresh Automated Showin | Previous  NextRecord Save New
- - - 2 Instances Process  Report~ | Record Filter
Views History Navigation Records Creation Edt  OpenRelated Record Workflow view Records Navigation Fiters Full Text Search
Navigation <
» ContactManagement Claim o [ insurer clamno | Displayname [pateofoss  |DateReported | Reported By Category Cause For daim | Claim Status FinalsedDate | Recovery | Assessor name | Consultant
4 Short Term o o - o - o
- TRE07/05B/04 N W10/10/02 ) 1 Insured Veh g 10/10/11 y Fie E ydia (1
im
tha Ntshinka Odwa (0) | 2012/05/07 2012/06/15 Insured Vehide Damage | Moter vehide acc... Processing Attorney File Gluefine Lydia (L)

Area List
Claim Category

Cause For Claim

Claim Estimate Category
Claim Status

Premium Status
Recovery

Risk Type

MM Vehide Lookup

NN6747/01

2/87035/001
06102019

SICWETSHA MKHA

Maaabele Motzno
Vermaak Elsabe (E.)

2010/01/13
2013/06/03

2009/07/17 Insured

2010/01/14 Insured

2019/06/04

Insured

Vehide Damage

General Loss/Da

Glass Damage

Motor vehide acc .. Processing Attorney File

Motor vehicle acc... Processing Attorney File

2019/06/06

Accidental Damage | Payment No Recovery

Gluefine Lydia (L)

Lemmer Karen (K)

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:
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Claim Detail

~0O0CHE. -

File Home Tools
B Save . = e B
0O " Validate ?o r. K_/ (1] X
E5' save and Close &
[ Pay Claim Open Related Workflow Refresh | Close
- EE' Save and Mew “ Cancel Record w Ea o
Records... Save Edit Record Edit Open Related Record View R... Close -
Claim Detail | Desaiption Of Event = Additional Detail = Tasks  Motes  Documents  Questionnaires | Propertysheet  History
General Information Claim Report Information
Policy:* | i | Adrministrator: | -
Claim MNo:* l:l Insurer Claim Mo: |:| Consultant: | -
Recovery: | -
Date OfLoss:* | ] | | Total Estimate: R0,00
Date Reported: * Reported By: I:I Policy Premium: R0,00
Claim Account: | -
Claim Status:* Registered = | Reason:®
Balance: Journal Balance:
Finalised Date:* -
Catastraphe
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

©

©

(<]

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
Policy Premium
Claim Account
Balance
Journal Balance

Estimate amount will auto populate from Risk sum insured
Premium will auto populate

Create claim account to manage payments on this claim
Balance will auto populate from claim account

Journal balance will auto populate from claim account

¢
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Description of event
Free text field to describe the event.

Apply a text template to a Claim Category to auto populate the required information for ‘Description of
Event’, e.g., Vehicle damage — provide Vehicle Information and Driver details. This template needs to be

created by the System Administrator.

D Iul Iuﬂ Iuﬂ / ‘ r = Refresh
L @ [3) Automated Process

New Save Saveand SaveandNew | Validate Cancel Open Related Show Workflow Next Record Close
= > Trms Show in Report ~

Records Creation Save Edit Open Related Record Workflow View Records Navigation Close @

i Dt Addmme.ﬁu T e o

B [/ Uae = = == A% - [mmestewroman  |-| [3 [~] [wormal [~]

WoE @ XX |EE|EE FO0P W

Vebhicle Information

Fleetno:

Driver details:

Name:

License code :

Design ~ Html

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
° 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

D Ium Iu|‘_‘| ‘/ r |5 # Refresh m
o © [3 Automated Process
New Save Saveand SaveandNew | Validate Cance! Open Related Show Workflow - Cloge
- Close - Record Instances “m ShowinReport -
Records Creation Save Edit Open Related Record Workflow View Records Navigation Close (]
Clavil Description Of Event  Additional Detail § Claim Items Tasks  Motes  Documents
D - Q@
[ Risk 4 [Insure... | Claim A | Total E... | CurrentRis... | Total E... | Total A... | Variance |Extension | Claim Status
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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.

Claim Item

0 - B save  validate Previous Record m
25! save and Close s o I
- Open Relate: Workflow View e COr Close
120 Save and New < 4= Cancel Ra-:cw'g s . NextRecord
Records. Save Edit. Open Related Record Records Mavigation Close &
Claim Item Address Details Item History
NRrisk:= B Insured Amount: = RO,00 |
Extension: | Ttem Description - R0,00 |
Claim Status:= b {Contents Ro,00 5]
Supplier:
Description: |
Estimates
D -
Claim Estimate Type timate | Actual Variance | Date Paid
New . Clore...

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.

B e -

Tools

o - B save / Validate r. Previous Record m

2§ save and Close

- Open Related Workflow View Mewt Pecon Close
20 Save andNew ~ <= Cancel e « = Next Record
Records... Save Edit Open Related Record Records Navigation Close &

Claim Item Address Details Item History

Risk:* [Contents [+ msured Amount:* | R180000,00 |
Extension: | | hd | Claim Amount: | R0,00 |
Claim Status:* | |+ Total Excess: | Ro,00 5]
Supplier: | | - |
Description: | |
Estimates
O S [

| Claim Estimate Type 4 |Estimate | Actual Variance | Date Paid

Claim Amount will also be auto populated once you have captured the damage estimate.

After you have captured all relevant detail of the risk you need to capture an estimate for the damage:
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Estimates
D 55;; - B &
|Claim Estimate Type a |Estimate | Actual Variance

Date Paid

Select New estimate:

0 - Elm v " Validate Previous Record
ol
- E_.l z::: ::j ::::Ie . 4= Cancel Opi:asci!gted Worl:ﬂow V'IEW Mext Record Close
Records... Save Edit Open Related Record Records Mavigation Close @D
Claim Estimate Type:* | - |

|
Estimate: | Ro,00
Actual: | Ro,00 [
Wariance: | RO,00 |
Date Paid: = | [-]

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

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

BB e -

Tools

0o - =] == ' Validate r. Previous Record m

2§ save and Close

- Open Related Workflow View e - Close
20 Save andNew - =, Cancel e « = Next Record
Records... Save Edit Open Related Record Records Navigation Close @

Claim Item Address Details Item History

Risk:® [ contents [+] msured Amount:= | R180 000,00 |
Extension: | [+ claim Amount: | R25000,00 _ |
Claim Status:* | |+ Total Excess: | Ro,00 [
Supplier: | | T |
Description: | |
Estimates
O - x @R [a

| Claim Estimate Type - | Estimate Actual Variance Date Paid
» | Acddental damage R25 000,00 RO,00 R25 000,00

( knowledge | innovation | service )




2

TEESSEN CONSULTING

Tasks

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

Bﬂi

£ Refresh

[3] Automated Process

v

=

= Fa

Previous Record

New Save Saveand SaveandNew — Validate Cancel Open Related Show Workflow o Mext Record Close
~ Close Record Instances S Show inReport ~
Records Creation Save Edit Open Related Record Workflow View Records Navigation Close &
Claim Detail Description Of Event Additional Detail Claim Items Tasks MNotes Documents
) - - - L | ShowinReport = My Tasks -] @
| Task Number - \ Subject \ Type | Start Date \ Due Date | Status | Priority \ Perc... \ Assigne... | Created. \ Date Cr... |Reported ...
v | e o - - - - - - | = o - -

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:

D Forward Task B save v r m
(D schedule Task + |2 Save and Close ER R u &
New File Task UnFile Add Note Open Related f\ Close
= Task Clone... - ES save andMew - M= - Record = T
Records Creation Save Edit Record Edit Open Related Record View R Close
Task Detail Attachments Logs Task Links
Contact: [Nel Eina (0.E.) I~]
lComract: MNel Elna (1.E.) (Santam Insurance Company - 10061%) - I Supplier: ‘ ‘ - ‘
Task Number: ‘ ‘ Assigned To:* ‘ ‘v‘
Type:* ‘ ‘ - ‘ Priority:® ‘ + Normal ‘ - ‘
Subject:* ‘ ‘ Confidentiality Level: ‘None ‘ - ‘
Start Date: ‘ ‘ - ‘ Percentage Complete: ‘ 0.00% }%{
Due Date: ‘ ‘ h ‘ [] Remind Me Reminder Date: ™ ‘ - ‘
Status:* |[%] notstarted |
Date Created: [2019/08/11 [~]
Reported By: ‘ ‘ - ‘
Created By: ‘Esaba\d ‘
[= Insert Template
B I U abs = A - | Times New Roman | - | | 3 | b | | MNormal | - |
¥ @B 2 x X' | == T SO N
Design Html
User: Elsabev

C
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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.

5 B A B R o B CEB QN & 0 0 H
AN =
O B B v o i K 5 LS o m
New Save Saveand SaveandMew  Vaidate Change Cancel  Apply  Change  Renstate Cancel ReCaclste Open Related ShowWorkfow  Refresh  Policy  Automated Showin  Previous NextRecord  Close
- Close - State © Formula  Policy Owner  Policy i Instances Schedide  Process  Reportt  Record
Records Creation save Edit Record Edit Open Related Record Workfiow view Records Navigation Close
ShortTempPoicy  Poicy Fees  Policy Wording  Claims ContractRoles  Commisson  Tagks  Doments  Notes  Questonnaes  History
- B R R EonnmoT - o E]
‘ Owner ‘ Intermediary ‘ Product ‘ Contract Number | Inception Date Status PremiumExVat | Vat Premium Fees Total Premium Commission Open Tasks
» | NelEina (1.E) BEC Fin Services (Pty) Ltd  Santam Limited 100619 2019/06/01 InProgress RO,00 RO,00 RO,00 RS0,00 RS0,00 RO,00
Nel Elna (JE.) BEC Fin Services (Pty) Ltd  Santam Limited 10061944 2019/06/01 Cancelled R0,00 RD,00 R0,00 RO,00 R0,00 R0,00
4 B s aed o [ R CEHR & OO0 M
D HEBE B v ol o] B O a
New NewRick | Save Saveand SaveandNew Vaidste Change Cancel  Apply Authorze  Change  Renstste UndoFoli Re-Calalate Open Related showworkfow | Refresh  Polcy  Automated  Showin  Previous MextRecord  Close
- - Cose: - State - Formua  Changes  Policy Onner — Poliey  Char Instances Schedlle  Process  Report~  Record
Records Creation Save Edit Record Edit Open Related Record Workfiow View Records Navigation Cose | &
ShortTermPolicy  PolicyFess  locations  Policy Wordng  Risks  Clams  LnkedPoices  ContractRoles I Commission ITasPs Doaments  Notes  Questonnaires  Histary
Contribution: [ R408,96 | Comments [ |
Annual Escalation: | 0.00% [+ Expected Commission: | 0,00 - |
[/] Use Template Current Commission: | Ro,00 |
Template:* [Bbrahams Generic 10|~ Total commission: Ro,00 |

Commissions Statement Details
D% - B
| Effective Date

+ | Transaction Category

Last Statement Date:

Commission Value

Expectsd Commision

Splt Total

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

application permission).

Fieldname

Description

Contribution

Annual Escalation
Use Template
Template

Comment

Expected Commission
Current Commission
Total Commission
Last Statement date
Commissions tab

Statement Details tab

Contribution as captured on policy will auto populate this field

Auto populate when captured where applicable

For Commission Administrator use only

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

Any comments generated when commission is processed

Expected commission as determined by Tier 3 policy captured
Displays last commission received as per Last statement date
Calculates all commission processed since inception
Date when last commission was received
Displays different commission agreements when applicable. For Commission

Administrator use only

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.

C
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Questionnaires
Please refer to the section on Questionnaires

History
Track changes to short term premium and commission on history tab.

ShortTermPolicy  Poicy Fees  Policy Wording  Claims  Linked Polices  ContractRoles  Commission  Tasks  Documents  Notes  Questionnaires
B o [El

Log Date | User Name Status Contract Value Contract Premium Contract Commission

v| = e = = = =

» |Monday, 10 June 2018 15:01 EisabeV/ InProgress RO,00 R50,00 R15,00
Monday, 10 June 2019 15:00 Eisabey InProgress RD,00 R50,00 R15,00
Manday, 10 June 2018 15:00 EisabeV InProgress RO,00 R50,00 R15,00
Monday, 10 June 2019 14:54 Eisabev InProgress RO,00 R50,00 R15,00
Monday, 10 June 2018 14:52 Eisabel/ InProgress RO,00 R0,00 RO,00

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

© b X A& o B &= R B  CE R B O O

Back  Forward New Delete Change = Apply A Change R Cancel Re-Caclste | ShowWorkflow = Refresh  Policy  Automated Showin  Previous NextRecord  Fiters Full Text
- - - State ~ | Formula  C Policy Owner g Palicy Instances Schedue  Process  Report~  Record - Search ~
Views History Navigation Records Creation Edit Record Edit Workflow View Records Navigation

Authorizing changes
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.

D B B B v ol | G | B -« Ca HE 8 X @ 0 O H

UndoPolicy Cancel Re-Calculate Open Related Show Workflow  Refesh  Poicy  Automated Showin  Frevious NextRecord = Close
Changes  Polic Record Schedule  Process  Report~ | Record

New MewRisk  Ssve Saveand SaveandNew = Validate Change Cancel  Apply [fAuthorize
- - Close - State ~ Formula | Changes ~ [Policy Qwner

Records Creation Save Edit Record Edit Open Related Record Workflow View Records Navigation Close &)

ShortTermPolicy  Policy Fees  Locations  Policy Wording | Risks | Claims  LinkedPolices  ContractRoles  Commission  Tasks  Documents  MNotes  Questonnaires History

X R B o Al Risks - [E]

Secon +
ProductRisk Type v

Item SeqNo | Item Description Reference ExternalR.. [InceptionDate | Cancel Date Extension .. | Accessory ... | Total Insur._. | Total Exten...| Total Premi... | Total SASRIA | Total Commis

v = o o = = = = = = = = = =

4 Section: House Contents (Count=1)
4 Product Risk Type: Domestic Contents (Count=1)
1 Contents 0 2019/06/01 2019/06/11 0 R0,00| R180 000,00 RO,00  R3%,9 RS0,00 R0,00

4 Section: All Risk (Count=1)

4 pmductniskType:cEllularqu.n:j)
» 1 Samsung S10 0 2019061 0 RG,00 R25006,00 RO,00  R256,55 R0,00 R6,00

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:

DB BB B «&ed & [ ol S

New NewRisk  Save Saveand SaveandNew | Valdate Change Cancel =~ Apply Authorize  Change Undo Policy Jican
- - Close - State = Formua  Changes  Policy Owner Changes ol Record
Records Creation Save Edit Record Open Related Record

shortTermPolicy  PolicyFees  Locations  Poicy Wording | Risks | Clams  LinkedPolices  ContractRoles — Commisson  Tasks  Documents  Notes  Questionnaires  History

Open Related Shows Workflow

< B [

Refresh  Poicy  Automated  Showin
Schedule  Process  Report v

View

a 0 0 B

bed %a’? [+ ] AllRisks e}
Product Risk Type
Item SeqNo | 1tem Description |Reference Extemal ... | InceptionDate | Cancel Date Total Insur-.. | Total Exten
v = e o0 = - - - -

4 Section: House Contents (Count=1)

4 Product Risk Type: Domestic Contents (Count=1)
1 Contents 0 2019/06/01 2019/06/11

4 section: All Risk (Count=1)

4 Product Risk Type: Cellular phm?unt:])
» 1 Samsung S10 0 2019/b601

RO,00 R180000,00

RO,00 R25000,00

RO,00

R0,00

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:

b B B B v ! El X | o

< B

@

New  NewRisk e Saveand SaveandMew Vaidate Change Cancel  Apply A Change  F Cancel fecaaiate Open Related Shaw Workfiow  Refresh  Policy  Automated  Showin
- - Close - State - Formia  © Policy Owner oy O Policy Schedule  Process  Report ~

Records Creation Save Edit Record Edit Open Related Record View

Short Term Polic: Policy Fees  Locations  Policy Wordng ~ Risks | Clams  LinkedPolices  ContractRoles  Commission  Tasks  Documents  Notes  Questionnares  History

X 2 [+ AllRisks - Q

=y

o ]
ItemSeqNo \ Ttem Description \ Reference External R | Inception Date Cancel Date Accessory ... | Total Insur... | Total Exten
v = A o = = = = -

4 Section: House Contents (Count=1)

4 Product Risk Type: Domestic Contents (Count=1)

1 Contents 0 2018/06/01 2019/06/11 RD,00 | R180 000,00 RD,00
4 Section: Al Risk (Count=1)
4 Product Risk Type: Cellular phone (Count=1)
0 2019/06/01 RD,00 R25000,00 R0,00

» 1 Samsung S10

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.

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

& Cancel Policy Ttem Process

Cancel Date: }lD

Cancel Reason:™ |

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

Cancel 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.
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Please note that a pro-rata calculation on the policy premium will be considered during the next Month-
end process.

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:

2 Re Instatement Policy Process — 0 )

| |Re Instate With Mew Date =
Re Inststement Date:* |2019/05/11 ]

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.

Policy Schedule
After all risk details have been captured, a Policy schedule can be printed.

You will find the Policy Schedule icon on the action bar.
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O O B

= L)
B B B v A ! El R o B <
= +8 R | o] LS4
New Risk Save  Saveand Saveand New validate Change Cancel Apply  Authorize Change Reinstate UndoPolicy Cancel Re-Calculate Open Related Show Workflow Refresh Previous NextRecord Close
- Close - State ~ Formula Changes Policy Owner  Policy  Changes  Policy Recor: Instances fSchedule
Records Creation Save Edit Record Edit Open Related Record Workflow Records Navigation Close
ShortTermPoicy | PolicyFees  locatons  PoicyWording  Risks  Claims  linkedPolides  ContractRoles  Commission  Tesks  Documents  Notes  Questionnaires  History
General Information Premium Summary
Owner:® RelEna (1.6.) @[] | | premum: [ R258,56 - |
Product:* [santam Limited ] || vat: [ 3503 - |
Policy Number:® [100613 Reference Number: | AA598 | | | @b [ R233,5 <]
Fees (Ind. vat): [ R50,00 - |
Insured: [rvelEna 0.£) ]
‘ o Total Premium: [ R318,5% |
[_] commissionable:
Inception Date [2015/08/01 [] Anniversary Month:= [ June =] Commisson ‘ 7o 7|
Contrbuton Frequency: |Annually [~] Policy Renenal Date:  [2020/08/01 [~]
Status:* [1n Progress | Premium status: [Paid -]
Intermediary: B8 Fin Services (Py) Ltd [~] consuitant: [ [~]
Address Information Account Information
Risk Address: [ [] | paymentType:= [ebit order [~
Postal Address; [ [+] | | Bank Account: [
[cauteng [+] | | mvoiceTo: [nelEna 0.8 [~
Debit Order Account: | Nel Ena (1.E.) (ACC-5A201906-26) [~
Account Balance: [ RO,00 Journal Balance: RO,00

The Policy Schedule Wizard provides 3 options:

Printing a full policy schedule which includes:
Product wording

Policy wording

Policy summary page

Detailed policy information

Section wording

Risk wording

Premium summary

o 0O 0 O O O O O

Sasria summary

Printing only a selection e.g., Policy summary page
Month End Schedule

[E Policy shedule wizard o O X

History Date: |2013/06/11 []

Print Complete Schedule

Print Product Wording

Print Policy Wording

Print Policy Summary Page
Print Detailed Policy Information
Print Section Wording

Print Dedaration

Print Risk Warding

Print Detailed Risk Information
Print Premium Summary

Print SASRIA Summary

Show Bank Details

[ Month End Schedule

[v] calculate First Addition Or Refund Premium
Show First Addition Or Refund Premium v

oK | | Cancel
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Policy Summary Page
‘Calculate first addition or refund premium’ will calculate all pro-rata premiums and will show on the policy

summary page when ‘Show first addition or refund premium’ tick box has been checked.

IThe Insured: Nel Elna (1.E)

Insurer Policy Number: 100619

POLICY SUMMARY

Section

Inforce

First

Pro-rata
Premium

additional

Normal
Premium

Premium

House Contents

R268,96 R268,96 R0,00

Sedan Vehide

RO,00 R0,00 RO,00

all Risk

R.0,00 R268,56 R268,56

Building

RO,00 R0,00 RO,00

Personal Liability

3

RO,00 R0,00 RO,00

Total Premium Excluding Fees (VAT Included):

R268,96 R537,52 R268,56

Broker Fes

R50,00 R50,00

Total Premium Payable (Includes R0,00 Commission):

RS587,52 R318,56

Notes:

VAT atthe rate of 15.00% isincluded in thetotal premium.

If confirmed by way of payment, and paid in full, this document will serve as a Tax Invoice.

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).

1] | |_—|
D & B B v 8
New Cone..  Save Saveand SaveandNew  Validate Cance Show Warklow
- - Close - Record Instances
Records Creation Save Edit Open Related Record Workflow
General Information All ik Underwriting Criteria Re-Insurance Properties
= ©  [Alltems - R
Period [Period Raised | Effective Date Inception Date Cancel Date Total Insure. . [ SASRIA Tatal Premium | Commission | Is Pro Rata
b 201906 0 2013/06/01 2019/06/01 R25 000,00 RO,00 R258,5 RO,00
201906 0 2019/06/01 2019/06/01 R25 000,00 RO,00 R268,56 RO,00 v

< [X]

[ X
Refresh Close

View Records Navigation Close

History Type Total Extens... | Total Commi... | Gross Premium | History Payment T... | Updated By Last Update
Current R0,00 R0,00 R268,56 Current ElsabeV 2019/06/11
Prorata initial RO,00 R0,00 R258,56 | None ElsabeV 2019/06/11

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:

© D % B O
[ | ® /
Back  Forward New Clone... Process  Month Show Werkflow Refresh
- A A - Debit End Instances
Views History Navigation Records Creation Edit Record Edit Open Related Record Workflow View
Navigation <
» Contact Management Name
4 ShortTerm v | ome
Shart Term Policy

» |A &G Commerdal
ABSOLUTE MOTOR UNDERWRITER
AIG Personal

Short Term Product

Claim Category GENLIE - NETCARE 911
Cause For Claim

Claim Estimate Category

Santam Commerdal Policy

Santam Limited
Clam Status Veticare (Pet -1 -Care)
Premium Status
Recovery
Risk Type
MM Vehice Lookup

4]

Search|

evious NextRecord — Save New

Filter

Records Navigation Fiters

4 | Product Provider

Auto and General

Uoyds

AIG Insurance
5AEagle
Santam Insuran
Santam Insuran

Teessen Consul.

Full Text Search @

ProuctT... |Minimum P... |1s Actve ¥ |[LastMonthEnd | Minimum Premiu... | insurer Arealist External Cade
- - ] - - - - Al
Commercal  R1025,00 v 2018/05/31 A &G Commerdal

Commercial RO,00 ] ABSOLUTE MOT.

personal Li RO,00 ] AIG Insurance

Commerdal R0 ] GENLIE - NETCA.

Commercial RO,00 [ Santam Commer.

personal Li RO,00 ] Santam Insuran... Santam Multiple

personal Li RO,00 ] Santam Insuran

C
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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.

Month End Date:
Month End Period:

Contribution Frequency:

= Product Month End Process

O

X

|V|

|V|

Month-end in Progress

J

Refresh the Short Term Product screen in order to see the Last Month End date:

File View  Toos

O

Home

© 0o

Back  Forward

Views History Navigation
Navigation
> ContactManagement
~ short Tem
Short Term Poicy
dam
Short Term Product
arealist
Giam Category
Cause For Claim
Clam Estmate Category
Claim Status
Premium Status
Recovery
Risk Type
1 vehide Lookup
> Creditife
> Assurance

> nvestment

New  Clone

Records Creation

<

Delete

X o

OpenRelated
Record

Edt | OpenRelatedRecord

)

Workfiow

View

Drag a column header here to group by that column

- 6 0 7

Show Workfio | Refiesh  Previous NextRecord | Save New
Instances Record Fiter

Records Navigation

Fiters

Text to sear: Search

Full Text Search

Name -

roduct Provider | pesaiption Product . [vinimum pr...|1s Ac . lLast Month End inimum Premium.. | Insurer | avea uist | External co.

T s = = = [Of B = = = e
»  RENASA-PASSENGER LIABILITY | RENASA INSURANCECO... RENASA -PASSENGER LIABILITY Commer. R0,00 RENASA - PASSENGER LIABILL

RENASA  SELKIRK PASSENGER LIAB... | RENASA INSURANCE CO... | RENASA / SELKIRK PASSENGER LIABILITY PROD... | Commer. R0,00 RENASA / SELKIRK PASSENGE

Renasa Personal Renzsa Renasa Personal Personal R0,00 Holard South Africa 123456789

RENASA TAX RENASA INSLRANCE CO...| RENASA TAXI Commer R0,00 RENASA TAXI

RENASA TAXI PASSENGER LIABILITY | RENASA INSURANGE GO...| RENASA TAXI PASSENGER LIABILITY Gommer. R0,00 RENASA TAXI PASSENGER LIA

5A Eagle Commerdial Policy 5a Eagle A Eagle Commerdial Policy Commer R0,00 A Eagle Commerdial Policy

5A Eagle Personal Poiicy 54 Eagle 54 Eagle Personal Poiicy Personal R0,00 5A Eagle Personal Poiicy

SA Underwriters Policy 54 Underywiters SA Underwiters Policy Personal R0,00 54 Underwiters Policy

Santam Agricuiture Poiicy Santam Insurance Comp... Santam Agriculture Policy Commer R0,00 Regent Passenger Lizbity

Santam tom Comp Commer R0,00 Santam Commerdal Policy

Santam Hospitaity Policy Santam Insurance Comp... | Santam Hospitalty Policy Commer.. R0,00 Santam Hesgitality Policy

Santam Linited Santam Insursnce Comp... Santam Multplex Tier 3 personal R0,00 f2013/08/30 Santam Insurance .. Santam Mltiplex Policy

Santam Motor Alone Poicy Santem Insurance Comp... | Santam Mator Alone Policy Personal R0,00 Santam Insurance

Santam Multiolex Policy Santam Insurance Comp... | Santam Multipiex Policy Persondl, R0,00 Santam Muliplex Policy

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.

©

Back Fornard

O

New
Views History Navigation
Navigation
» Contact Management:
4 Short Term
Short Term Policy
Claim
Short Term Product
Area List
Claim Categary
Cause For Claim
Claim Estmate Category
Claim Status
Premium Status
Recovery
Risk Type:
MM vehide Lookup

Clore...

Records Creation

<

e |
O &
~ 5 R
otz fprocess [onth Open Related show Workfow | Reffesh  Previous NextRecord | SaveNew
Debit End cord Instances Record
Edit Open Related Record Workflow View Records Navigation Filters Full Text Search
Name « [Product Provider [ProductT... [Minimum P...[1s Active 7 [LastMonthEnd | Minimum Premiu... | Insurer AreaList External Code
% |o0c = = = = =

A &G Commerdal

AIG Personal

GENLIB -NETCARE 511
Santam Commerdial Policy
Santam Limited

Veticare (et -1 - Care)

ABSOLUTE MOTOR UNDERWRITER

Auto and General
Loyds

AIG Insurance
5AEagl

Santam Insuran..
Santam Insuran

Teessen Consul.

Commercial  R1035,00 2018/05/31
Commercial RD,00
Personal L RO,00
Commercial k0,00
Commercial RD,00
Personal L RO,00
Personal Li k0,00

AIG Insurance

Santam Insuran

Santam Insuran

A &G Commerdal
ABSOLUTE MOT...

GENLIB - NETCA.
Santam Commer.,
Santam Multiple
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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:

2

Views Hatory Nevigation Werkow vew Reconds Nevigation Fiters Ful Text Search

Wavigation - aance searrrg LastProcessed e

b Contact Management
4 Short Term

0,00
1,00
#0,00
R0,00
R0

The purpose of a journal is two-fold:

e it allows you to review all the transactions that need to be raised and to ensure the correct amounts
will be raised.

e it allows you to 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:

|8 Journal Process x

General

Journal:® |M0nﬂ'| end - |

Journal Balance: R5 207,53

Transaction Date:® | 2020/06/23 - |

Description: ® |June 2020 |

Reference:

Ta

Transaction Type:* | Debit Order *

oK | | Cancel |
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Review and post Journal Entries
Go to Financials and open the relevant Journal to review the entries.
All premiums to be collected will now reflect within the ‘Collections’ Journal:

*$00C =} 5

File Home Tools
D [ 1] of] x J = I_E[ M2 o o m
[ | B Es =0 fol s LCm
New  Clone... Save  Saveand SaveandNew | Delete Validate Cancel Post Journal Show Workflow |~ Refresh  Showin | Previous NextRecord Close
- - Close i Instances Report Record
Records Creation Save Edit Record Edit Worlflow View Records Navigation Close &
Name:* |Mﬂnth end | [] Recurring
Balance: | R485,25 | Last Processed Date: | | - |
D&~ X ) o E!
Transaction Date | Account Transaction Type | Reference ‘ Description - | Debit Amount ‘ Credit Amount | VAT Type ‘ Amount Include VAT ‘ VAT Total | Posted
o = - - 0 e - - - O - - O
+ | 2019/05/31 247 TAXI SERVICES (35000/00133) Debit Order fsa May 2019 RO,00 R0,00 VAT R0O,00 R0O,00 ]
2019/05/31 van der Westhuizen Tian (T.) (ACC-ADM201612-2) | Debit Order TC-5YS20170... May 2019 RO,00 RO,00 | VAT RO,00 RO,00 O
2019/05/31 22Nd On North Guest House Hollard (ACC-EVX20... | Debit Order test2 May 2019 RO,00 RO,00 | VAT RO,00 RO,00 O
2019/05/31 van der Westhuizen Tian {T.) {ACC-ADM201512-2) | Debit Order TC-SYS20170... May 2019 (ProR... R150,00 RO,00 VAT R19,57 riso00 [ ]
2019/05/31 24/7 TAXI SERVICES (35000/00133) Debit Order fsa May 2019 (Pro R... R135,25 RO,00 VAT R24,16 r185,25 [ |
2019/05/31 22Md On North Guest House Hollard (ACC-EVX20... | Debit Order test2 May 2019 (Pro R.... R150,00 RD,00 VAT 19,57 R150,00 IH
* [m] [m]
-
User: ElsabeV

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’.

*00C =)

File Home: Tools

o
o - Save X Delete r. @ Previous Record m

25 Save and Close o Validate

A

o Open Related Workflow View Close
u B Save and New  ~ Cancel Record - - © NextRecord
Records... Save Edit Open Related Record Records Mavigation Close &
0 0 R
Description Amount Exd VAT | VAT ‘ Amount | Date Raised | Period Raised
b | Passenger Accdent - R5 000 [ Passenger - Max R40 000 [ event - Passanger... R130,43 R19,57 R150,00 2019/05/31 201905
Pazgenger Accident - R5 000  Paszenger - Max R40 000 [ event - Pazzanger... RO,00  RO,00 RO,00 2019/05/31 201905

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.

v ®] O O H
New Clone... Save Sawveand Save and New aidate  Cancel Post Journal Show Workflow Refresh  Show in Previous Next Record Close
- - Close - Instances Report | Record
e e Wiorkow = Eeciamn | G S
Name:= [Month end | [ | Recurring
Balance: [ R485,25 | LastProcessed Date: [ []

D& - R oo E|

Transaction Date) ‘TransacuonType |REfErence ‘Desmuhon ~ \ Debit Amount |Cramt Amount | VAT Type |Amuur|t Include VAT \ VAT Total ‘Posted
= Delete Journal entries | = K- o = = = = = m
2015/05/31 2 3) Debit Order fa May 2013 R0,00 R0,00 | VAT R0,00 RO,00 [
2019/05/31 van der Westhuizen Tian (T.) (ACC-ADM201612-2) | Debit Order TC-SY520170.. May 2013 R0,00 R0,00 VAT R0,00 RO,00 [
2019/05/31 22Nd On North Guest House Hollard (ACC-EVX20...  Debit Order test2 May 2013 R0,00 R0,00 VAT R0,00 RO,00 [

+ | 2018/05/31 van der Westhuizen Tian (T.) (ACC-ADM201612-2)  Debit Order TC-5Y520170.. May 2013 (ProR R150,00 RO,00 VAT R13,57 Ris0,00 ||
2019/05/31 24/7 TAXI SERVICES (33000/00133) Debit Order fia May 2019 (FroR R135,25 R0,00 | VAT 24,16 Ri85,25 [
2019/05/31 22Nd On North Guest House Hollard (ACC-EVX20...  Debit Order test2 May 2019 (FroR. R150,00 R0,00 VAT R19,57 Ris0,00 [

* m

SUM=R485... | SUM=RO,00 SUM=RE3... | SUM=RAES..
User: ElsabeV

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
nce will change to R 0.00

the transaction entries from the journal. The Journal bala

1] ] e B H
D "a B B X v B & 0 O H
New  Clone... Save Saveand SaveandNew — Delete Validate Cancel Post Journal Show Workflow ~ Refresh  Showin | Previous MextRecord Close
- - Close - Instances Repart Record
Records Creation Save Edit Record Edit Workflow View Records MNavigation Close @
Name:* |Mom:h end ‘ [ ] Recurring
Balance: | R485,25 ‘ Last Processed Date: | |v‘
DR- X5 E 00 El
Transaction Date | Account |Transach'un Type |Reference |Descr\ptun - | Debit Amount |CrEd\t Amount | VAT Type |Amount Indude YAT ‘ VAT Total |Posted
v = = = e e = = = = = m
2019/05/31 247 TAXT SERVICES (35000,/00133) Debit Order fsa May 2019 RO,00 RO,00 VAT RO,00 ro,00 [
2019/05/31 van der Westhuizen Tian (T.) (ACC-ADM201612-2) | Debit Order TC-5Y520170... | May 2019 RO,00 RO,00 VAT RO,00 ro,00 [
2019/05/31 22Md On Morth Guest House Hollard (ACC-EVX20... | Debit Order test2 May 2019 RO,00 RO,00 VAT RO,00 RO,00 O
» | 2019/05/31 van der Westhuizen Tian (T.) (ACC-ADM201612-2) | Debit Order TC-5YS20170.. May 2019 (ProR R 150,00 RO,00 VAT R19,57 Ri50,00 [ |
2019/05/31 247 TAXT SERVICES (35000,/00133) Debit Order fsa May 2019 (Pro R R185,25 RO,00 VAT R24,16 ri85,25 [ ]
2019/05/31 22Nd On North Guest House Hollard (ACC-EVX20 Debit Order test2 May 2019 (Pro R R150,00 RO,00 VAT 19,57 R150,00 D
® (]

[ o]

User; ElsabeV
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Refer to the Financials module for Debit Order Collections

n % ¢ B T O O
O O X En') ' 5@ L%
Back Forward New Clone..  Delete  Create  Clear  ShowWorkflow Refresh | Previous NextRecord  SaveNew
- - - - Debit Crder Account  Instances cord Filter
Views History Navigation Records Creation Edit Record Edit Workflow view Records Navigation Fiters Full Text Search
Navigation <
» Contact Management | owner 4| Account Number Account Type Journal Balance Debit Order Amount | Balance Collection Day Is Active 7| Reference
4 ShortTerm + . . . . 0
Short Term Policy
o ﬂ 2204 On North Guest House Holl.. ACC-EVX201506-9 Debit Order R0,00 R150,00 R150,00 1
iaim
N 24/7 TAXI SERVIC BR611/332
Arealist Abdula D (D) AIG203801
Claim Category AbdulaMS (M 5)
Cause For Clam ADAMS BUS SERVI] E405/001
Claim Estimate Category AdamsH (H ) EB E? X peee | g Previous Record m 456783
Claim Status  valicate
Adams Jeweson Save  Saveand Saveand New & Cpen Related Workfow | View | @) NextRecord Close: LOA1001/227
Premium Status Close E Cancel Fen B =
Recovery ALEY'S DISTRIBUTY E408/018
o
el Aelent Zomkhaya | RECOrdS Creaton Save Edit Open Related Record Records Navigation Close: TRo0ETSS
MM Vehidle Lookup ATLANTIC CHARTE - Account Number. \CC-EVX201506-9) Is Active VRS604/003
b E=Ta ATLANTIC CHARTE Qe [220d on North Guest House Hollrd [+] colectonbay: | 1 E405/002
» Assurance
i — Auto Audo 850 4ot Typer= | Debit Onder [+] Reference: [ | E405/003
BERRY DOINGTON E0603/210
» Medicaldid Bark Account; [ABSA, Debit Card, te17420 [+] 3ournalBalance: | Ro,00 - |
P Bowers Abdulzh (
D Ife=r Email: [ | Balance: [ R150,00 |
» Commission Bowers Abdulah (
4 Finandals Cafie Bela Ching | Vat Mumber ‘ ‘ EeHTnEr LTI ‘ SELED ‘ E408/004
P I Cafe Bells Chino Transactions | Journal Transactions  Contracts Es01/027
ccoun
CAPE SPICE E410/005
[ TRklej=(®m/oo|T @
- CEASER: CHAD (C) LOA102/730
aymentType =
LARANE 1ML Transaction Date ‘ Transaction Type ‘ Description ‘ Debit Amount | Credit Amount | Amount Include VAT | VAT Total | Reconciled RNDE02/140
Transaction Type = _ _ _ _ _
Account Type Dlanga Masuli (M.) e 5]
e Dianga Mosul () 2019/05/31 Debit Order May 2019 RO,00 RO,00 RO,00 RO,00
+ Administration Dlonga Mosuii ()| | 2015005731 Debit Order May 2015 (Pro Rata) R150,00 R0,00 13,57 R150,00 O
b Bois Dlanga Mosul (M.)
» Toos
Dlanga Mosui (M.) SUM=R 150,00 SUM=R0,00 SUM=R19,57 | SUM=R150,00
DLELANGA ZANDI RNCE12/759
User: ElsabeV

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 areas:

e  Credit Life policy list view, or
RE a B [ O
D X « e e | R X CE
Back  Forward New Delete  Apply Cancel Reinstate | WorkAow ShowWorkfon | Refiesh  Holrd  Automated Showin  Frevious NextRecord  Save New
- - B Formua  Policy  Polcy Reports *  Process v Report | Record Filter
Views Hstory Navigation | Records Creation | Edit Record Edit Workfiow view Records Navigation Fiters Full Text Search
Navigation < | [Owner | intermediary [ Product [ Product Provider Contract Number [ inception Date Status [sumtnsured [ OpenTasks LastPaymentDate |Last Paymen. . | Monthly Paym
} o o = i - - - - -
» Contact Management
—— » | Mangoale Mosa (M.... BBC Fin Services (Pt Creditlife Forbes  Forbes Psa-s 016/11/16 active R68 193,65 0 RO00  R12500,00
4 Creditife Plesss Johannes (3.... BBC Fin Services (Pt CreditLife Forbes  Forbes P55 170313 Re-Instated RS9 417,57 0 R0,00 5 450,00
CreditLife Polcy Plessis Johannes (J.... BBC Fin Senvices (Pt.. CreditLife Forbes  Forbes P5s Mi7/04/13 Active RS9 417,57 0 R0,00 RS 450,00
Verwey Marina (MV)  BBC Fin Senvices (Pt CreditLife Forbes  Forbes CLDB-16533 170327 Pending RS3 417,97 0 R0,00 R0,00
i Joharmnes Tebogo (... | BBC Fin Services (Pt... CreditLife African U... African Unity Life P-SA7 2016/10/17 Active R5 611,62 0 R0,00 R3 706,00
CreditLife Cancalation R
C':‘ﬂ‘ :"m: onessan 365TRANSPORTS... BBC Fin Services (PL.. Creditlife Forbes  Forbes 20161103 2016/11/03 Active R17,00 0 R0,00 70,00
edithoan Pen Dleccic Tobannec (1 BRCE Bt oot life B Each B A 17inals Benck gsgarrg a oo psamon
m a client’ fil
e  From aclient’s profile
== ® e B C R O O H
O 5 E v 2= B es o B SR M
New Sse Saveand SaveandNen  Valdate Cancel  Clent  SMS  Emal Open Related Workfow Show Workfow ~ Refiesh Automated Showin  Previous NextRecod  Close
- Close ~ Portal - Record nstances Process = Report* | Record
Records Creation save Edt Record Edit Open Related Record Workfiow view Records Navigation Close
Detals | Office  Additional Contact Information
Displayname: [ €L)
Surname:* [vermazk [ Primary Record
FirstName:™ [Eisabe Date OfBirth: | 1970/03/06 H
Second Name:  [Liy Date Deceased: | H
Call Name:* [Eisabe Age [ )
Initicls:* E IDNumber: 7003060300083
Title:* [mss Language: [Afrikaans [+
Workhumber: | Gender: [Female 4
Cell Number: 0828533342 Fax Nomber: [
Home Number: | Email:* [
Open Tasks: [ 0
ra;fdmes:es Bark Accounts  Relationships ContractRoles  Notes Documents  SMS  Emal  Phonelogs  Questionnaies  Propertysheets
m = a4
[ AssurancePolicy Product Type a [ Contract Number Inception Date Contract Value Premium Status Consultant [ Last Updated [ Updated By
[Z] Commission Contract b = = - = - -
[5] Credit Life Policy
[E Funeral Policy
[E Investment Policy
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Credit Life Product, List of Creditors, Cancellation reasons and Loan Periods are set up by your System

Administrator.

Please note: Credit Life Policy detail view has its own unique information tabs pertaining to Credit Life

policy administration.

) LR B & F CR @O0 O H
O B B X Vv i &K B u o B R A
New Save Saveand SaveandNew — Delete Validate Cancel Apply  Cancel Reinstate Open Related Workflow Show Workflow  Refresh Automated Showin  Previous NextRecord Close
- Close - Formula  Policy Palicy Record Instances Process *  Report Record
Records Creation Save Edit Record Edit Open Related Record Workflow View Records Navigation Close

The detail view is divided into 4 sections:

1. Policy Information

2. Record of Advice Information
3. Cancellation Information

4, Banking Information

D BB B X/«
New Save Saveand SaveandNew —Delete  Validate Cancel

Records Creation save Edit

! a4 B 2 ]

Apply  Cancel Reinstate OpenRelated Workflow Show Workflow | Refresh  Automated Showin | Previous NextRecord  Close
Close Formula  Poicy  Policy Record nstances rocess »  Report | Record

Record Edit Open Related Record workflow view Records Navigation Close

IGeneval Creditors  Commisson  Insured Benefits  ContractRoles  Tasks  Notes  Documents  Questionmaires  History  Warnings and Errors I

Credit Life Policy

1+ mtermedry: [

Bl

5] == \

Owner:* I
i |

source Contrton Frequency. seondisredsumame: || MontiypoAPaymen:
Inceptin Date Ftsmimentoates | |o| ssodvseesmans | mnelepryoee |
Loan Percs Conaitans T [ seootvarcamhumbes| | Feeeentto [ []
status: inProgress B
Record of Advice Information Banking \nformanan
Marketing Date Time [ [-] | paymentType:= [Premium collcted by the Insurer =1
Marketing Reference: O ] || mvoiceTo:® [ I=]
3 Debit Order Accounts® | [-]
Canceliation Information’
CancelDate: I ]
Cancel Reason:™ [ ]
General
1. Policy 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 ()]

Contract Number
Reference Number

Source
Inception date
Loan Period

Status

Contribution Frequency
First Instalment date
Consultant
Intermediary

Insurer

Sum Insured

Premium
Second Insured Surname

Capture the unique contract number

©

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.

( knowledge | innovation | service
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Second Insured First A second insured person can be specified on the policy without
Name being an actual client in the database. Capture the First Name.
Second Insured ID A second insured person can be specified on the policy without
Number being an actual client in the database. Capture the ID of the
person.
Monthly PDA Payment Capture premium as agreed with Payment Distribution Agency
Final Expiry Date Date will auto calculate from inception date and loan period
Final Instalment Date 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

e.g., 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:

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.

( knowledge | innovation | service )

= B X v« d[XRe o R R @ 0 O B
D b h. X [ ok “ = iy 5@ ~ a g
New Save Saveand Save and MNew Delete  Validate Cancel Apply J Cancel einstate Open Related Workflow  Show Workflow Refresh  Automated  Showin Previous Next Record Close
- Close - Formulall Policy Palicy Record Instances Process *  Repart Recard
Records Creation Save Edit Open Related Record Workflow View Records Navigation Close
&R Cancel Credit Life Policy Process - O X
Cancel Date:* | ERIEJWIERY [~]
Cancel Reason: ‘ |v|
Email Documents
This checkbox spedfies whether you want to send spedific emails to the dient and the
creditors as was set up on the Credit Life Product. E.g. Policy Cancelation letter
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All Creditors should be active Company records in Contact Management.

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

General Cﬂmm\won InsuredBenefits  ContractRoles  Tasks  Notes  Documents  Questionnares  History  Warnings and Errors
DX =R [ B
| creditor
v [ Direct axis oo Unsecured
Jet o - Save X Delete r. o m Unsecured
5 save and Close o validate
[ T Paid Up Open Related Workfiow | [3 - Close
[ Save and New - Cancel Record B
Records.. Save Edit RecordEdit | Open Related Record View Close &
Creditor:= [Direct Axis [=] createdBy: = |
Sub Policy Number: | 20180710CLI-1 | Datecreated:  [Tuesday, 10 July 2018 16:39 I~]
Account Number:* | 5649887 | Email sent: I |
Type OfDebit:* | Unsecured [=] cancelEmait: [ |
Sum Insured: | R50000,00 5 Updated By: [Elsabev |
Premium: [ R985,48 =] LastUpdated: [ Tuesday, 10 1uly 2018 16:40 =]
Paid Up
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

©

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.

Save X Delete ~
0O
M L ¥
25 save and Close " Validate u
| - Paid Up Open Related Warkflow - Close
u S Save and New ~ Cancel Record - [ o
Records... Save Edit Record Edit Open Related Record View R. Close &
Creditor:* |DirEct Axis | b ‘ Created By: ‘Elsabe\l' |
Sub Policy Number: | 20180710CLT-1 | Date Created: | Tuesday, 10 July 2018 16:39 [~]
Account Number:* | 5643887 | Email Sent: \ |

| - ‘ Cancel Email: ‘

R50000,00 ] Updated By: ElsabeV

R98548 [ LastUpdated:  Tuesday, 10 uly 2018 16:40

Type Of Debit:* | Unsecured
Sum Insured: |
Premium: |

Paid Up

knowledge | innovation | service
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Commission
g A B 2 Q&0 0 M
] 5 ES X v L (o} iy 2 O QR
New Save Saveand SaveandNew Delete Validate Cancel Apply  Cancel Reinstate Open Related Workflow Show Workflow — Refresh Automated Showin — Previous NextRecord Close
- Close - Formula  Policy  Policy Record Instances Process *  Report  Record
Records Creation Save Edit Record Edit Open Related Record Workflow View Records Navigation Close &
General Creditors HsurEd Benefits ContractRoles Tasks MNotes Decuments Questionnaires History Warnings and Errors
[] Use Template Expected Commission [ Ro,00 (5]
Template:* [ | second vear commission: | Rro,00 5]
Market Value: [ R0,00 -] Current Commission: [ RO00 |
Annual Escalation: [ 0.00% [+ Total Commission: [ RO00 ]
Last Statement Date [ [-]
Commissions Market Values Statement Details
D ° [
[ Effectve Date [ Transaction Category Commission Value Expected Commission | spiitTotal
Fieldname Description
Use Template For Commission Administrator use only
Template Determines commission split between parties. For use of Commission

Last Statement date
Market Value

Annual Escalation
Expected Commission
Second Year commission
Current Commission
Total Commission
Commissions tab

Statement Details tab

Administrator only

Date when last commission was received
Not applicable

Not applicable

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

Insured Benefits

Insured Benefits setup on Product will auto populate on policy as well as claims detail when applicable

DR BHE E

New Clone... Save Saveand SaveandNew —Delete Validate C.
~ Close

Records Creation Save Edit

General | Creditors CnmmusmnnllnsuredBeneﬁts l\a\ms Contract Roles

X « & at

RE @ «4 B

< [

% O O

Previous MNextRecord

ancel | Apply  Client Cancel Reinstate Open Related Workflow Show Workflow | Refresh Automated Show in
Formula Portal ¥ Policy  Policy Record Instances Process ¥ Report™ | Record
Record Edit Open Related Record Workflow View

Tasks | Notes | Documents | Questionnaires | History | Warnings and Errors

Records Navigation

B 00T @

|Des:nphun

»  Main Insured
Second Insured ‘

Fie Home Tools
4 B X« B C 0 0 B
O H Al X
New Save Saveand SaveandNew Delete Cancel Show Workflow Refresh = Previous NextRecord Close
Close Instances Record
Records Creation Save Edit Workflow View Records Navigation Close -~
Description:  Main Insured
Benefits
R E 00 T @
Credit Life Benefit [ Taken [Max Cover [cover [Number Of Claim  [Last Claim Date | Cancel Date | Cancel Reason |Last Updated | Updated By l
e e pom osm e "
Dread Disease Yes R0,00 Installment 0
Permanent Disability Yes R0,00 Installment 0
Retrenchment Yes R0,00 Installment 0
Temporary Disability Yes RO,00 Installment 0
User:ElsabeV

Contract Roles
Contract roles manage the relati

onship of a contact with his contracts.

Please refer to this section in Contact Management.

( know

ledge | innovation | service
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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 Documents section on how to add or create a new document.

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

i B B X o Rl & 4«4 B CR %0 0 R

New Save Saveand SaveandMew | Delete Valdate Cancel  Apply  Cancel ffReinsiate Open Related Workfiow  Show Workflow | Refiesh  Automated Showin | Previous NextRecord  Close
- Close M Formula  Policy Policy Record Instances Process ~  Report Record
Records Creation Save Edit Record Edit Open Related Record Workflow View Records Navigation Close

General | Creditors  Commision  InsuredBenefits  ConbractRoles Tasks  Notes Documents  Questiomares  History  Warnings and Errors

["] Re Instate With New Date =
Relr 1t Date:* [ 2015/06/11

-

[~]
Status: [Re-Instated [~]

Email Documents

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

Credit Life Policy

Owner:* Vermazk Eisabe () | mntermediary: (1B independent Broker Group (Pty) Ltd ]

Product:* Yoro Smple Sure | nsurer [ ]

Contract Number:* 21032018 Reference Number: ] sumnured: R150000,00 - | Premium: R250,00

Tnception Date: 2018/04/21 First Instalment Date: = [2018/05/01 Second InsuredFisthame: | | Final Bxpiry Date: 2023/04/21 =

o e [ semenwes . ceeeeos s g

-

Record of Advice Information Banking information

Marketing Date Tme: | [] || PaymentTypei® [Premium coliected by the Insurer |

Marketing Reference: [ | || woiceTo:= [vermask Eisabe £.) ]
Debit Order Account:* | ]

Cancellation Information

Cancel Date:= (2019105701 [~]

Cancel Reason: [cancelled ]

& Re Instatement Credit Life Policy Process = O X

Reinstatement documents and procedures will be setup by your System Administrator. Check ‘Email

Documents’ should this be relevant to your process.

( knowledge | innovation | service )
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Cancel Policy
Cancel Credit Life policy by selecting the Cancel Policy action.

File Home View Took
° Ve
OO DM X G 4 B CO [Q 0 0 7
Text to search... o)
Back Forward New Clone.. | Delete Change —Apply Cient Open Related Workfow Show Workflow | Refresh Links  Holard  Automated Showin  Previous NextRecord | Save New
v v State | Formua Portal ¥ Reports¥ FProcess Report = Record Fiter
Views History Navigation  Records Creation Edit Open Related Record Workfiow View Records Navigation | Fifters Ful Text Search
. Prodiuct Provider Product Contract Number Inception Date Status SumInsured  |Monthly Paym.. |Last Payment .. |Last PaymentDate | Consuitant
Navigation <
> Contact Management T = "0 = "B = = = = = = =
> shortTerm » | Mangoale Mosa (M.1.) | Forbes Credit Life Forbes P-SA-15 2016/11/16 Active RE3 188,65 R12 500,00 RO,00
~ Creditife Plessis Johannes (1.... | Forbes Creditlife Forbes | IPCLS-16 2017/04/13 Re-Instated RS9417,97  R5450,00 R0,00
{credit Life Poicy Plessis Johannes (1.... |Forbes Creditlife Forbes | IPCLSS 2017/04/13 Active RS9417,97  R5450,00 R0,00
Credit Life Claim Verwey Marina (M.) | Forbes Credit Life Forbes CL-DB-16593 W17/03/27 Fending RS9 417,57 RO,00 RO,00
Credit Life Product Johannes Tebogo (T... | African Unity Life Credit Life African U... | IPSA7 2016/10/17 Active RS61L62  R3706,00 R0,00
Creditor
i 365 TRANSPORT SO... | Forbes Creditlife Forbes | 20161103 2016/11/03 Active R17,00 R0,00 R0,00
Credit Life Cancellation Rezson
P Filles Desmond (D.4.) | African Bank Credit Life Insurance | CLASB76541 2020/07/01 Pending 70,00 R0,00 R0,00 ABASS Shehaam (5)

Capture cancel date and select cancel reason.

Cancel Date:*

&R Cancel Credit Life Policy Process

Cancel Reason:* |

["] Email Documents

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

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.

Credit Life Claim

A claim can be captured directly from the Navigation panel or on the applicable policy

Creditor

Credit Loan Period

Credit Life Cancelation Reason

File Home View Tools
B 1L o8 0 = = (]
il 3= L A
m X r e X @ u FoS L ¥ 9 [ ] Y [Fetiose]
Back  Forward New Clone... | Delete | Apply Clent Cancel Reinstate Open Related Workfow ShowWorllow | Refresh Holard  Automated Showin  Previous NextRecord | SaveNew
v v Formula Portal v Policy  Policy Record tances Reports ¥ Process v Report ¥  Record Filter
Views History Navigaton | Records Creation | Edit Recor p . v
Navigation < Owner 7 |Product 00CHE+ - =Ceiirs & = o X | Last
T = VermaakElsabe (E. -
% Contact Management ermaak Elsabe (E.) | ac File Home Tooks
> ShortTerm v |VermaskBlbe ) |AIS o I Save X Delete I & CientPortal v r & o o .
© Creditife Vermazk Elsabe (E) | Big Appl S Saveand Gose o Validate > 4 Cancel Policy L R~
; . pply Open Related n Close
Emr R = EJ SaveandMNew < Cancel | Formula g Reinstate Policy B . ©
Records Save Edit Record Edit Open Related Record View  R. | Close

[ >

History | Warnings and Errors

Credit Life Policy

Cancel Date:=

Fancel Dezenn:®

Marketing Date Time: [

Marketing Reference: [

General | Creditors | Commission | Insured Beneﬁtsl Claims l:ﬂmfaftRﬂlas Tasks | Notes | Doauments | Q
=

> Assurance Ouner:® [Vermazk Elsabe (E.) -| Intermediary: [ -
o Io=hh Product:® [A1G credit -] tnsurer: I3 -
> Medicalaid

> Funeral Contract Numbers* 5] Reference Number: [ ] sumtsured: RO,0C - Premium: RSB, -
> Commission Source: Contribution Frequency: Second Insured Sumame: || Monthly PDA Payment: RI7S, -
> Finandals Inception Date: First Installment Date: Second Insured FirstName: || Final Expiry Date: 2004 ~
> AssetRegister ) )

T Loan Period: Consultant: [ -] secondimsured DNumber: || Final InstalmentDate: 2024 -
i Statusi

> Tools

Record of Advice Information

Barking information

Payment Type:* [Premium collected by the Tnsurer -

| | mvoice To:

Cancellation Information

Debit Order Account:™

Account Balance: Journal Balance:

User:SysAdmin

Updated by: SysAdmin on 2013/11/05 03:15:49

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

knowledge | innovation | service
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Credit Life Claim

File Home Tools

D HE E Xveae G E Z 0 O

MNew Save Saveand SaveandMNew Delete Validate Cancel Open Related Show Workflow = Refresh | Previous MextRecord
Close Record Instances Record
Records Creation Save Edit Open Related Record Workflow View Records Navigation

ClaimDetall | Description Of Event  Additional Detail | Tasks Notes Documents = Questionnaires = Propertysheets

Close

Close

Estimate:

General Information Claim Report Information
Policy:* [vermask Elsabe (E.) (A6 - AIG3569) -] Admiristrator: | -]
Insured Benefit:* ‘ - |
Date Of Loss:® | - |
Paolicy Benefit: = ‘ - |
Date Reported:* | 2019/12/17 ~ | Reported By: ‘ |

RO00 =

R93,56

Finalised Date:® | '| 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
Insured Benefit Select applicable benefit linked to policy on which claim is (]
registered i.e., Main or Second Insured
Policy Benefit Select policy benefit applicable to the specific insured benefit i.e., @
Death
Estimate Claim estimate will auto populate if a formula was applied on this
specific benefit, if not, estimate can be captured
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

( knowledge | innovation | service )
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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

Credit Life Claim

File Home Tools

D BHE B XvVve O H Z 0 O B

New Save Saveand SaveandMew  Delete Validate Cancel Open Related Show Workflow =~ Refresh | Previous MextRecord Close
Close Record Instances Record
Records Creation Save Edit Open Related Record Workflow View Records Navigation Close -
ClaimDetail IDescriph'on Of Event lﬁddiﬁonal Detail Tasks MNotes Documents Questionnaires = Propertysheets
B 7 U s = EE AN - |T|mes MNew Roman -| | 3 - | |N0rmal -

W EH R «+ @ X X ==

L

e

EF P

Wife slipped on stairs and broke hip.

Unfit for work for period of 6 months

Additional Information

-~ 000 Y K« - Credit Life Claim

File Home Tools

D B B XvVve I R Z 0 0 H

Mew Save Saveand Save and Mew  Delete Validate Cancel Open Related Show Workflow = Refresh | Previous MextRecord Close
Close Record Instances Record
Records Creation Save Edit Open Related Record Workflow View Records Navigation Close -

ClaimDetail = Description Of Event | Additional Detail | Tasks  Motes Documents = Questionnaires | Propertysheets

Additional Information

Claimant: | - |

Claimant Age: 1]

Assessor: | - |

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.

( knowledge | innovation | service )
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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

Assurance
Manage Assurance policies with their own unique benefit structures.

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

Assurance policy list view, or

Fie Home View Tools
[ . 1 ~~
0O A il & (o i B Y
m X ozy b 4 = e
Back Forward New Cone.. Delete Change  Apply ReSync Open Related Workfiow Shon Workfiow | Refresh Liks  Showin | Previous NextRecord | SaveNew
~ ~ State  Formuia Record Instances ~ rd Filter
Views History Navigation Records Creation Edit Record Edit OpenRelated Record Workflow View Records Navigation Filters Full Text Search A
Navigation < | |owner |contract humber | nception Date |procuct rovider |product  status |Policy vaive | ArmiversaryDate |MaturityDate |Consuitant
> Contact Management [+] T = "0 - "0 - - - - - -
> shortTerm Adam Mark (M.C.) | 5131226366 2020/06/10 Hollard Disability and Impairment-Hollard Active RO,00  Wednesday, 10 3. ‘Adam Mark (M.C.)
> Creditlife PETER WM (WM) | ACS865 2020/05/01 Hollard Disability and Impairment-Hollard Pending RO,00 2042/05/01
v Assurance . Filies Desmond (... | ASS236541 020/07/01 Hollard Disabiity and Impaiment-+ollard  Pending R750 000,00 20540630 Hollerd Insurance
[T Filies Desmond (... | ASS852147 2020/06/18 Hollard Disability and Impairment-Hollard Active R500 000,00 Sunday, 18 July ... | 2027/07/01
R A ABELSC(CS) | 201803153 2018/04/01 Holard Disabilty and Impairment-Hollord ~ Active RS00 000,00 Monday, 01 Apri .| 2020/04/01
Assurance Product
Marais Pierre (P.) | ALTCOOL 2020/06/17 FML Life Cover InProgress R1500000... Thursday, 17 Jun...| 2021/06/18 ABELS C (CS)
Assurance Type
Cover Type 3labuschagne M... ' 551505 2014/03/14 FML Life Cover Imported RO,00
> Investment Insurance Co LFEB9745 2018/04/01 Momentum Life Cover Provider- Momentum Active R1000000... Monday, 01 Apri .. 201/04/01 Abdlla Joe (1.)
» Medicalaid Nel Ena (J.E.) MMI2804 2020/04/01 Momentum Life Comprehensive Disability- Myriad Pending RO,00 Abrahams Mark (M.)
> Funeral Flymn Harry (H.3) | MMI 36524 19/01/01 Momentum Life Comprehensive Discbity-Myriad  Active R1200000... Tuesday, 31Dec.. | 2022/11/01 Abrahams Merk (M.)
® Ero=T el Ruan () MMID42020 2020/04/01 Momentur Life Comprehensive Disabilty- Myriad pending RSD 000,00
> Financiak
] A'"E”tD;s . Flymn Harry (H3) | MMI 362053 2018/12001 M Disabiity Cover- FMI Active R5 000 000. 2015/12/01 Abrahams Mark (M.)
sset Register
Adam Mark (M.C.) | 5131226806 2020/06/10 Discovery Life Discovery Life Active RO,00  Wednesday, 10 J. ‘Adam Mark (M.C.)
From a client’s profile
i 2@ e R C3 @00 M
0O B B v N e o B 2 R G
New Save Saveand Save andNew Validate  Cancel Client SMS. Email Open Related Workflow  Show Workflow Refresh  Automated  Showin Previous  Next Record Close
- Close - R Process ~  Report
Records Creation Save Edit Record Edit Open Related Record Workfiow View Records Navigation Close
Details Office Additional Contact Information
Displayname: [ E€)
Sumame:* [Vermaak. ] Primary Record
First Name:™ [Esabe | pateofsrt:  [1970/03005 [~
secndName: | ] oateDecemsed: | T
Call Name:* [Eisabe | Age [ “
Tnitils:* [e | humber: [
Title: [wrs. [ tenguage: |afrkaans [~
Work Number: | (021) 9753366 [r=[ae] Gender: [Femate [
Cell Number: 0828533342 [-[x] Faxtiumber; [ |2
Home Number: | [r]<] Emai= [
Open Tasks: [ 3
Tasks  Addresses  Bank Accounts  Relationships. ContractRoles  Notes Documents SMS  Emal  Phonelogs  Questionnaires  Propertysheets
OrfW -~ & R X B () E]
[E Assurance Policy roduct Type + [ contract Number [ inception Date Contract Value Premium Status Consultant [ Last Updated [ Updated By
- e - - - - - - e
] Credit Life Policy Assurance Policy 180508 2018/06/01 RS500 000 000,00 R2659,52 Active Van Deventer Maxine (M.) Thursday, 06 June 2018 16:39... FlsabeV
Credt Life Policy 21032018 2018/04/21 R150 000,00 R250,00 Cancelled Monday, 27 May 2019 16:01:00  ElsabeV
2. Funeral Group Policy
Credit Life Policy 20180710CLL 2018/07/01 R50 000,00 R256,58 In Progress Tuesday, 10 July 2018 17:02:57 ElsabeV
[} Funeral Policy Investment Policy DB2134234234533456 2018/08/01 R250 000,00 R355,25  In Progress Teessen Pieter (P.G.) Tuesday, 30 October 2018 0:... PieterT
[]_Investment Policy ot Term Pol AlG1006 2n19ia/nt &0.00 25250 1n Proar Monday. 10 June 2019 14:5426 Elsch
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Assurance Policy

File Home Tools

B Save

3 Refresh

0 X " Validate al o P
E | I
5 save and Close 4 Change State v u D Links v
] Delete O Open Related N Close
u F_? Save and Mew = Cancel Z) Record @ [E& Show in Report o

Records... Save Edit Open Related Record View R.. Close 2
Detail | Account | Commission
Owner:* | HR | Puolicy Value: | RO,00 |
Product:* | - | Premium: | RO,00 2 |
Product Provider: Contribution Frequency: | Monthly - |
Contract Number: * | | Annual Escalation: | 0.00% |
Reference Mumber: | | Intermediary: | - |
Source: | - | Consultant: | - |
Inception Date: | - | Maturity Date: | - |
Status:* In Progress Maturity Age: a
Cancel Date:* ~ | Anniversary Date: | - |

Cancel Reason:™

Benefits | Tasks | Claims = Contract Roles  ContractLinks = Notes Documents = Questionnaires = Propertysheets | History

| Benefit Type

D)X BB OO0 T -

[

|C0verType & |Amount  [Premium |LastUpdated |Updated By Priority

User:ElsabeV  Updated by: ElsabeV on 2020/09/17 15:00:00

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
Status

Cancel Date
Cancel Reason
Policy Value
Premium

Contribution Frequency

Annual Escalation
Intermediary
Consultant
Maturity Date
Maturity Age
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

Select from drop-down menu

Enter date from when policy needs to be cancelled

Select cancel reason from pre-defined list

Enter policy sum insured

Capture agreed premium

Select from drop-down menu

Capture escalation percentage if applicable

Select Intermediary from drop-down menu

Select Consultant responsible for this policy

Enter maturity date

Maturity age will auto calculate from client’s age and Maturity date
Enter anniversary date

©

¢
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Benefits

The benefit structure as setup by your System Administrator will auto populate when you select the

Product on this policy.

TEESSEN CONSULTING

Tasks  ContractRoles  Contractlinks  Notes  Documents  Questionnares  Propertysheets  History
oDhR- x5 R ° El
‘ Benefit Type Cover Type « [ Amount Premium | Last Updated ‘ Updated By Priority

» | Bond Cover Bond R1.500 000,00 RO,00 2018/07/20 ElsabeV/ 1
Life Cover Death R2000 000,00 RO,00 | 2018/07/20 ElsabeV 1
Permanent Disability Disabiity R2000 000,00 RO,00 | 2018/07/20 ElsabeV 1
Dread Disease Dread Disease R 500 000,00 RD,00 | 2018/07/20 Elsabey L
Income Replacement Income Replacement R0,00 RO,00 | 2018/05/08 Sysadnin 1
Medical premium waiver Income Replacement RD,00 RD,00 | 2018/05/08 SysAdnin 1
Global Health Protector Income Replacement R0,00 RO,00 | 2018/05/08 Sysadmin 1

Each benefit’s insured amount and premium (where applicable) can now be captured:

o - £z Bz r. @ Previous Record m
|25 Save and Close o Validate

| - Open Related Workflow View Close

L] [0 Save zndNew - Cancel e : s © MNextRecrd
Records. .. Save Edit Open Related Record Records Navigation  Close &
Benefit Type:* |Life Cover [-]
Cover Type:™ [Death |
Amount: | R2 000 000,00 [
Premium: | Ro,00 (3]
Comment:
User: Elsabel

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.

( knowledge | innovation | service
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Fie ~ Home View
Back Forward
v
Views History Navigation
Navigation .
2 Save X Delete Al Apply Formula
» Contact Management 0O B N | 1 "'i' C 0 Previous Record x
> Short Term B save and Close o Validate = % ClientPortal ~ Il
] Open Related = Close
> Creditiife BY  plsaveandNew <= Cancel | 43 ReSync Record R G v @ Nextrecord b
~ Assurance Records... Save Edit Record Edit Open Related Record View Records Mavigation Close ~
Assurance Policy
Detail i
etall | Account  Commission
Assurance Frodud Owner:® Vermaak Elsabe (E.) ~ | Policy Value: | R3000000,00 7 ‘
Assurance Type Product:® Life Plan-Discovery Premium: | R550,00 7 ‘
Cover Type
Product Provider: Discovery Contribution Frequency: |Munﬂ1\y -
> Investment
3 Medicalaid Contract Number:* ‘ISDSDS | Annual Escalation: | 5.00%
> Funeral Reference Mumber: ‘ | Intermediary: |MSE Independent Broker Group (Pty) Ltd -
» Commission Source: ‘ - | Consultant: |Abrahams Mark (M.) -
P FmEs Inception Date: [2018/08/01 -] stats:* [actve -
> AssetRegister
Maturity Date: ‘ - | Cancel Date:* -
> Administration
> Reports Maturity Age: 0 Cancel Reason: ™
> Tools Anniversary Date: ‘2019;"06,.’27 - |
Benefits  Tasks [j Claims |Wontract Roles  Contractlinks Notes  Documents  Questionnaires | Propertysheets | History
0D X |G E“ @ O Y -1
|Disp|ay'name ‘Cuntract Mum.... |C|aim Mo ‘Insurer Claim... | Date Of Loss | Category Cause For Cl... (Claim Status | Consultant
User:SysAdmin  Updated by: SysAdmin on 2019/10/24 15:34:45
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.
Contract Links
To link a contract with any other Contract in the database to which it might be related:
Benefits  Tasks  ContractRoles | Contractlinks | fiof -
" [E] Commission Contract - o X
l |
ner Type:  Commission Contract [stat]
Find:  |vermaak elsa @|search|
Available records:
Owner Product Provider Name Commission Product Contract Number [
Vermask Elsabe (E.) Auto & General Insurance. Auto & Ganeral Personal Policy EV2203 ~
Vermask Bsabe (E.) Auto & General Insurance. Auto & General Personal Falicy AG2203
Vermaak Elsabe (E.) Santam Insurance Company Santam Limited W10082019
Vermaak Elsabe (E.) Big Apple Insurance Company Yoo Simple Sure 21032018
Vermaak Elsabe (E.) AIG Insurance AIG Personal AIG1006
» | Vermaak Elsabe (E.) Discovery Dsicovery External Insvestment Fund ~ DD2134234234533456
Vermaak Elsabe (E.) African Bank Credit Life Insurance 20180710CLT v
[ vew [+][ ok ]| conea

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.

C

knowledge | innovation | service

)




2

Account

TEESSEN CONSULTING

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

Please refer to Financia

Commission

Is with regards to collecting premium and setup of Debit Order Account.

Detail | Accountll Commission [ff

Use Template

Expected Commission: |

Template:* | Abrahams Generic

R0,00 -

~ | second vear Commission: |

Market Vaiue:

Last Statement Date: | 2019/08/25

Commissions | Statement Details | Market Values

RD,00 -

R0,00 ~ | Current Commission R41043,15

~ | Total Commission: R41043,15

4% E B 00 T -Q
‘Trsrvsschun Date ~ |Statement Broker | Transaction Type | Amount (Bxd vaT) VAT Amount Market Value [Processed | Approved |1 spit correct
|- - - - - - - - = =
> 2019/06/25 Discovery Abrahams Mark (M.) (6987) Anniversary R1347,30 R202,09 R1549,39 R0,00
2019/06/25 Discovery Abrahams Mark (M.) (6987) New Business R39695,85 R5954,38 R45 650,23 RO,00
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
Market Values tab

Administrator only

Capture when and if applicable

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
Displays history transactions of market values

Assurance Claim

New Claim
~ 00T H K« -
File Home Tools
D E Em Eg e 22 | .I ) Previous Record
" validate
Mew Save Saveand Save and Mew Open Related Workflow View o Next Record Close
Close =~ Cancel Record = =
Records Creation Save Edit Open Related Record Records Navigation Close -
Base Claim | Description Of Event = Additional Detail | Tasks Motes Documents = Questionnaires = Propertysheet
General Information Claim Report Information
Policy:* |\n'ermaak Elzabe (E.) (Discovery - 180508) - | Administrator: | - |
Claim Mo:® l:l Insurer Claim No: l:l Eaaiine | - |
Benefit:* | - |
Date Of Loss:* | - |
Estimate: | Ro,00 %]
DateReported:® [2019/12/17 - | ReportedBy: | |
Palicy Premium: R550,00
Claim Status: * I:I Reason:® l:l Claim Account: | - |
Category:® I:I Cause For Claim:* l:l Account Balance: Journal Balance:
Finalised Date: ™ | - |
( knowledge | innovation | service )
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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
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 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

Description of event

Free text field to capture details of event. Can also be pre-populated with default template if selected on

Claims Category.

-~ 002 H K« - Credit Life Claim

File Home Tools

D HE B Xve G E 2 0 0 H

MNew Save Saveand SaveandMew — Delete Validate Cancel Open Related Show Workflow | Refresh | Previous MextRecord Close
Close Record Instances Record
Records Creation Save Edit Open Related Record Workflow View Records Navigation Close
ClaimDetail mddmonal Detal Tasks Motes Documents Questionnaires = Propertysheets
B 7 U E £E E E A -~ |'I'|mesNewRoman -| |3 -| |Norma\ -
OB «+»2 X, X = EE G0

Wife slipped on stairs and broke hip.

Unfit for work for period of 6 months
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Additional Information
) o o C [ E? - - Credit Life Claim

2

File Home Tools

D HE B Xve G E Z 0 O H

Mew Save Saveand Save and Mew  Delete Validate Cancel Open Related Show Workflow = Refresh | Previous MextRecord Close
Close Record Instances Record
Records Creation Save Edit Open Related Record Workflow View Records Navigation Close -

ClaimDetail = Description Of Event | Additional Detail | Tasks Motes  Documents = Questionnaires = Propertysheets

Additional Information

Claimant: | - |

Claimant Age: 1]

Assessor: | v |

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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Investment

Similar to an Assurance policy, Investments can also be managed with its own unique information
to Investments.

related

Capture or import investment fund values to build a full investment portfolio for your client.

New Investm

ent

A new investment can be created from 2 different places:

° Investment list view, or
(<] 0 X ot “ & K (4]
©
Back Forward New Delete Apply Workfiow | Show Workflow ~ Refresh  Previous NextRecord | Save New
M - - Formula - Instances. Record Filter
Views History Navigation Records Creation Edit Record Edit Workfiow View Records Navigation Filters. Full Text Search &
T | [owner [Convracttumber[product [Product Proveer [incepton Date [invesment .. & [Contbuton | Conrbuton Frequeney | Open Tasks | Matury Date [Consitant
v | wbc o Wl A = = = A = = A
» Contact Management
» ShortTerm ¥ [ Walker Scott (5) CDZ0038764 2018/02/02 RD,00 R0,00 Monthly 0 Walker Scott (5)
) Credife Legal Wise 123456 Preservation Fund Allzn Gray 2017/11/01 R20 000,00 RS0,00 Monthly 1 Holland S (S J)
» Assurance Legal Wise 452655 Group Savings Refrem.. | Allan Gray 171115 R60 000,00 R83,65 Monthly 1 18/11/15
4 Inwe Yende Roxanne (R.) 984456 Retirement Annuity Momentum 2018/04/01 R150 000,00 R120,00 Monthly 1 Van Deventer Maxine {.
Vermaak Elsabe (E.) DD2134234234533456  Dsicovery External Ins. Discovery 2018/08/01 R250 000,00 R365,25 Monthly 0 2048/07/31 Teessen Pieter (P.G.)
[nv — Flynn Harry (H..) NV 201811 Investec InvestmentF .. Investec 2015/01/01 R500 000,00 R500,00 Monthly 0 2028/11/01
nvestment
e v e " 1-2-3 Marketing Corpor .. 12326658 Absolute Yield Fund C. Cadiz 2018/03/16 R1 500 000,00 R562,36 Monthly 2 2018/03/16
m a client’ fil
e  From a client’s profile
L1x} of] 0 (Y & ~ - o m
0o 5 B & e o B 2R A
New Save Saveand SaveandNew Validate Cancel Client SMS Email Open Related Workfiow Show Workflon ~ Refresh  Automated ~ Showin Previous NextRecord Close
- Close - Portal Process = Report | Record
Records Creation Save Edit Record Edit Open Related Record Workfiow View Records Navigation Close
Detais Office Additional Contact Information
Displayname: [vermazk Eisabe )
Sumame:® [Vermaak ] Primary Record
First Name: ™ [Esabe ] pateofrth: [1970/03/05 [
SecondName: | | DateDeceased: | [+
Call Name: = [Esabe | Age: [ E
Initaks: = e | ronumber: 7003050300083
Title:= [wrs [] tanguage: [#frkaans [
(w21 753365 Jo ] Gender [Female [+
Cel Number: 0828533342 [ ]| Fax humber. [ [
Home Number: | [-]x] Emai:= [
Open Tasks [ 5
Tasks  Addresses  Barnk Accounts  Relationships ContractRoles  Notes  Documents  SMS  Email  Phonelogs  Questonnaires Propertysheets
B % - @ 2| X B
[E] Assurance Policy Product Type 4 | Contract umber [ Inception Date Contract Value [ Premium [stans Consultant [ Lastupdated | updated By
[E Commission Contract | "0 *0: = = = = = = b
Bl Credit Lite Poliy Assurance Policy 180508 2018/06/01 RS00 000 000,00 R2659,52 Actve Van Deventer Maxine (M.} Wednesday, 12 June 2019 12: .. ElsabeV
CreditLife Policy 21032018 2018/04/21 R150000,00 R250,00 Cancelled Monday, 27 May 2012 16:01:00  ElsabeV
2% Funeral Group Policy
CrediLife Policy 2018071001 2018/07/01 R50000,00 R256,58 | In Progress Tuesday, 10 Juy 2018 17:02:57 ElsabeV
[ _Funcral Policy ol oo213 2018008/01 R250000,00 R363,25 InProgress Teessen pieter (7.6.) Tuesday, 30 October 2018 09:.. PiterT
=] Investment Policy ihmﬂ'ﬁrm Policy AIG1006 2013/08/01 RO,00 R52,50 In Progress Monday, 10 June 2013 14:54:26 EisabeV'
5] Medical Aid Policy Short Term Polcy EV2203 2018/04/61 R0O,00° RE59,65  Canceled Thursday, 22 March 2018 11:. SysAdmin
| Detail | Account | Commission
Owner:* ~  Investment Value: rR0.00 O
Product:* v~ Contribution: RO.00 O
Brand: Contribution Frequency:  Monthly ~
Product Provider: Annual Escalation: 0.00% O
Investment Number:™ Intermediary: v
Reference Number: Consultant: v
Source: v Maturity Date: v
Inception Date: v Maturity Age: 0
Status:* In Progress v Anniversary Date: v
Cancel Date:* v
Cancel Reason: *
| Portfolio | Tasks | ContractRoles | Contractlinks | Notes | Documents | Questionnaires | Propertysheets | History
D|x|=|®| | T Aittems v T E R
Fund =  Agreement Number Value Date Units Market Value Unit Price
Y = = 3 = = - -
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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

Portfolio

Import or capture funds and fund values per policy to build the client portfolio.

Investment Portfolio

Market Value

File Hﬂe Tools ~
(] [ Save [E§ Saveand Close B X Delete " Vaidate < A (%, % [ x|
Fund:* ~
Agreement Number:
Value Date:* 2023/04/25 v
Units: 13
Uniit Price: RO.00 £
Market Value: RO.00 C
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

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.

C
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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 Contract Links Notes Docun o
- I H i R [El Commission Contract = m] 'Y
Owner Type:  Commission Contract
‘VErmaﬂkElsabe ) Find: |vermaak elsa Bsearch|
Available records:
Owner Product Provider Name Commission Product Contract Number I
b | Vermaak Ekabe (E.) Auto & General Insurance Auto & General Personal Policy EV2203 ~
Vermaak Bsabe (E,) Auto & General Insurance Auto & General Personal Policy AG2203
Vermaak Elsabe (E.) Santam Insurance Company Santam Limited W10062019
Wermaak Elsabe (E.) Big Apple Insurance Company Yfolo Simple Sure 21032015
Vermaak Elsabe (E.) AIG Insurance AIG Personal ATIG 1006
Vermaak Elsabe (E.) Discovery Dsicovery External Insvestment Fund DD2134234234533456
Vermaak Elsabe (E.) African Bank Credit Life Insurance 20180710CLT v
[ wew [-|[ o || cancel
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
Detail Account Commission
[] Use Template Expected Commission: | R25 000,00 [

Template: [ | second Year Commission: | R4 500,00 [5]
R0,00 - |

Ro00 - |

Market Value: [ R250235,68 | CurrentCommission: |

Lost Statement Date: |

Commissions || Market Values  [|Statement Detais
D& -|X % [

Value Date

[+] Total commission [

| Market Value Cash value Units |Updated By [ Last Updated
v = = - = o -
» | 2018/08/30
*

R250 235,68 R0,00 1000 PieterT 2018/10/30

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.

Fieldname Description

Use Template
Template

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

Market Value Capture when and if applicable

Last Statement date
Expected Commission
Second year commission
Current Commission
Total Commission
Commissions tab

Statement Details tab

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

C
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Medical Aid

Managing medical aid policies with its unique information with regards to Gap cover and loyalty
programmes.

New Medical Aid Policy
A Medical Aid policy can be captured from 2 different places in the application:

e  Medical Aid Policy list view; or
© 0O X LIRS o
Text to search,
Back o New Delete Apply Shon Workflow | Refresh | Previous NextRecord | SaveNew
- - - Formuia o Recor Fiter
Viens History Navigaion  Records Creation  Edt | Record Edit Workfow view Records Navigation Filters Full Text Search &
Navigation o Owner | Contract Number ‘ Product ‘ Froduct Provider | Inception Date ‘ Loyalty Program |Laya\ty Humber | Employer Loyalty Program ‘ Has GAP C ‘ Late Joining Penal _ | Status Consultant
v | e W0 o0 o = o W o0 o o0
» Contact Management
e — » | Flynn Harry (H.3.) | DIS 783456 Classic Core-Disc... Discovery 2018/12/01 Discoverty Vitality 23456 Dream Catcher 2. Gold InProgress Benjomin Shaamil
b Credittife Malan Johan (1) | 9875518 Discovery Key Ca... Discovery 2014/08/09 Discoverty Vitality | 1547 22Nd On Nerth ... Blue Active
b Assurznce NelDavid (0 4) | 6443042 Coastal Saver-Di... DiscoveryHealth | 2019/01/04 Discoverty itality Yes active Nl David (D 4)
¥ Investment Meyer Ashiey () |DISC385 Coastal Saver-Di... Discovery Health | 2018/04f01 Discoverty Vitality | VIT023 Blue None Active Ven Deventer Maxi.
< Mgl Abdulla D (D) 123456799 Medical AdPs  Discovery 017/11/07 Discoverty Vitality | 12347896 Gold Active Discovery
Loyalty Program
¥ Funeral
m ient’ fil
e  From the client’s profile
ol off] [ oo B ~ - o m
D B E - = . B T QR @
New Sove Saveand SaveandNew | Validate Concel  Cient  SMS  Emal Open Related Workfow Show Workflow | Refresh Automated  Showin | Previous NextRecord | Close
- - Portal - Record Process - Repor ccord
Records Creation Save Edit Record Edit Open Related Record Workfiow View Records Navigation Close
Detais | Office  Additional Contact Information
T
[ 3]
Sumname:* [vermasic | Primary Record
First Name:* [Eisabe | Dateoferth:  [1970/03/05 [4
Second Name: [ | Date Decessed: | B
Call Name:* [Eisabe | Age: [ %
Initals:= [e | oumber: [
Title:* s, [+] tanguage: [ Afiikaans H
WorkNumber: [ (021) 8753386 [ Gender: [Femae 1
Cell Number: (0828533342 [-Tx¢] Fax tumber: [ |
Home Number: | [--]x] Emai:= elsabe teonsult.co.za
Open Tasks: [ 6
Tasks  Addresses  BankAccounts  Relationships ontractRoles  Notes Documents SMS  Emal  Phonelogs  Questionnaes  Propertysheets
D% | R X B
Bl Assurance Policy Product Type -« | Contract Number | inception Date Contract Value Premium Status Consultant [ LastUpdated |Updated By
El Commission Contract e = = = = = =
B CreditLitePolicy Assurance Poiicy 180508 2018/06/01 RS0 000 000,00 R2659,52 Active Van Deventer Maxne (M)  Wedhesday, 12 June 2019 12:... ElsabeV.
Credit Life Policy 21032018 2018/04/21 R150 000,00 R250,00 Cancelled Monday, 27 May 2019 16:01:00 | ElsabeV/
8% Funeral Group Policy
Credit Life Policy 20180710011 2018/07/01 RS0 000,00 R256,58 In Progress Tuesdoy, 10 July 2018 17:02:57  ElsabeV/
Bl Funeral Pelicy Investment Policy DD2134234234533456 2018/08/01 R250 000,00 R365,25 InProgress Teessen Fieter (P.G.) Tuesday, 30 October 3013 09: .. PieterT
[E] _Investment Policy Short Term Policy AIG1006 2019/08/01 RO,00 R52,50 InProgress Monday, 10 June 2019 14:54:26 Elsabey
[E] Medical Aid Policy Isﬁm Term Poicy EV2205 20180301 RO,00 R859,65  Cancaled Thursday, 22Mardh 2018 11:... | SysAdtin
Short Term Polcy Short Term Poicy AG2203 20180930 RO,00 R2035,00 Actve =) Thurstay, 15 November 2018 .. Eisabel

B

IE_? v «

& X

New Save Saveand Save and New Delete  Validate Cancel Apply Open Related Show Workflow Refresh Previous NextRecord Close
@ Close @ Formula Record Instances Record

Records Creation Save Edit Record Edit Open Related Record Workflow Wiew Records Navigation Close
Detal | Account  Commission
Owner:* | | - ‘ Medical Contribution: | RO,00
Employer: | | - ‘ Contribution Frequency: |Mnnthly
Product:* | | - ‘ Loyalty Program: |
Product Provider:* | ‘ Loyalty Number: | |
Contract Mumber:* | ‘ Loyalty Program Status: | |
Source: | | - ‘ []Has GAP Caver
Inception Date: | | - ‘ GAP Cover Policy No: | |
Status:* |In Progress | - ‘ GAP Cover Premium: | RO,00 |
Consultant: | | - ‘ Late Joining Penalty: | |v |
Cancel Date:* | | - ‘ Intermediary: | | - |
Cancel Reason:® | ‘

Tasks Dependants Contract Links Documents Motes Questionnaires Propertysheets History

(W] - - - Show in Report  ~ n @

‘ Task Mumber 4 | Subject | Type Start Date | Due Date | Status | Priority | Percentage Comp... | Assigned ... | Created Date Creat... | Reported By
3 e |-

User: ElsabeV
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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

Product Provider
Contract Number

Source Select source from pre-defined list

Inception date Date policy was started

Status Select from drop-down menu (]
Consultant Select Consultant responsible for this policy

Cancel Date Field will become active when Status is changed to Cancelled

Cancel Reason

Medical Contribution
Contribution Frequency
Loyalty Program

Loyalty Number
Loyalty Program Status
Has GAP Cover

GAP Cover policy No
GAP Cover Premium
Late Joining Penalty
Intermediary

benefit 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

Field will become active once cancel date is selected
Capture premium for this policy

Select frequency of premium

Loyalty program will auto populate when specified on
Product

Enter the applicable number

Select relevant status

Select when applicable

Enter relevant policy number

Capture premium when applicable

Select from drop-down menu

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, e.g., Gap cover.

The linked contracts will then be accessible from either policy detail views.

— -
= [E] Commission Contract = m} *
Tasks  Dependants | Contractlinks | ocuments  No
Sp— [ | Tvpe:  commission Contract

@searcn

K| x|
ner Find: |vermaak elsa
» [Vermaak Elsabe (£.) Available records:

Owner Product Provider Name
Vermagk Elsabe (£.)
Vermask Elsabe (E.)
Vermask Elsabe (E.)
Vermagk Elsabe (£
Vermagk Elsabe (£
Vermask Elsabe (E.)
Vermask Elsabe (E.)

Commission Product Contract Number [
10062019 A
21032018
AIG1006
Classic Delta Comprehensive-Discovery | 120812
tmentFund D213 33455

20180710CLT

130508 v

Santam Insurance Company Santam Limited

Big Apple Insurance Company Yoo Simple Sure
AIG Insurance AIG Personal

Discovery Health

Discovery
African Bank

Dsicovery External Ins

Credit Life Insurance

Discovery Life Plan-Discovery

[ new [-][ o ][ concal
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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

File Home Tools

D E Eﬂ Eri-l X / ﬁ I|!: r. I_F‘O © Previous Record

Q

New Save Saveand SaveandMNew | Delete Vaidate Cancel Apply Open Related Show Workfonw | [31 | @ NextRecord Close
- Close - Formula Record Instances
Records Creation Save Edit Record Edit ~ Open Related Record Workfiow Records Mavigation Close ~
Detail | Account | Commission
Annual Escalation: [ 0.00% | Expected Commission: | Ro,00 |
[ use Templat= Second Year Commission: | RD,00 - |
Template:® Current Commission: RO,00
Last Statement Date: ~ | Total Commission: RO,00

Commissions | Market Values = Statement Details
DR - XERERO0OTE

|EffE:qu Date | Transaction Category Commission Value Expected Commission split Total

Fieldname Description

Annual Escalation Enter escalation if applicable

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

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. For Commission
Administrator use only

Statement Details tab Shows individual commission transactions as and when received
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Funeral

Funeral Group Policy
Create a Group Policy for clients who have a group of members insured on one Group Scheme:

Fle ~ Home View Tools
L] I's |
O l i Y
X z L © ~ Text to search...  Search
Back Forward New Delete ly Open Related Show Workfow ~ Refresh | Previous NextRecord = Save New
v v ~ Formula Record Instances Record Filter
Views History Navigation cords Creation | Edit  RecordEdit | Open Related Record Workfiow Vien | Records Navigation Filters Ful Text Search
Navigation <
Funeral Group Policy
> Contact Management
> ShortTerm e File Home Tools
> Crediiife
D HBE B Xve Ca B < 0 0 R
> Assurance . ¥ = 5 K/
> Investment H New Save Saveand SaveandMew Deletz Validate Cancel Apply Open Related Show Workflow | Refresh | Previous NextRecord | Close
> Medicalaid v ~ Formula Record Instances Record
1
~ Funeral Records Creation save Edit RecordEdit | Open Related Record Workflow View | RecordsMavigaton  Close
Group Scheme
Detail | Account | Commission
Funeral Plan
Funeral Benefit Type Owner:® [ -]
Member Type Ermehme [ g
Funeral Group Policy
P Contract Number:* | | Reference humber: | |
> Commission Inception Date: [ - | Consuitant: [ -]
> Finandals Status:= [1n Progress - | Contract Premium: RO,00
> Administration Cancel Date:® -~ Date Created: 2019/06/21
> Reparts
Cancel Reason:* Created By: ElsabeV
> Tools
Palicies | Contract Links | Contract Roles | Tasks | Notes | Documents | Questionnaires | Propertysheets | Histary
D X |t 2 E R B O O |ain T @
|owner | mnumber |Funeral Pan [ontract . [inception  |First Cove._|Status | Premium |Adeiti | Family._|exten__ |Parent | vaidB._|Total . |vaiid F._| Admini__|Commis
| = o - o = - - - - - - - - - -
User: Elsabey

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 Select the Owner of this Group policy from database &
Group Scheme Select the relevant Group Scheme &
Contract Number Enter the unique contract (policy) number for this &
Group Policy
Inception Date Date from which Group Policy is active &
Status Group policy status will determine if premium is &
calculated
Cancel Date Field will become active when Status is set to
Cancelled
Cancel Reason Field will become active when cancel date has been
entered
Reference Number Free text field for office use
Consultant Person responsible for this client
Contract Premium Calculated for all active policies
Date Created Defaults to the current date and can be changed
Created By Auto generated based on the user that created the
policy
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Account

Fle  Home Tools
2 BB v« o B 0 0 B
] HE E X n S X
New Save Saveand SaveandNew Delete Validste Cancel Apply Open Related Show Workfiow | Refresh | Previous NextRecord | Close
v Clase v Formula Instances Record
Records Creation Save Edit RecordEdit  Open Relted Record Workflow Vien | RecordsNavigation | Close
Account | Jommission
Payment Type:™ |Debit order -|
Invoice To: ™ [soray and Stripe -]
Debit Order Account:=  [Spray and Stripe (ACC-EVX 20 1006-10) x -]
Balance: RO,00 | Joural Balance: R0,00

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:

~ | Transaction Category

Commission Value

Expectzd Commission

Spit Total

File Home Tools
4B B X /. 5 RB|[cloo
O HE B X il [ s | X
New Save Saveand SaveandNew  Delete Validate Cancel  Apply Gpen Related shon Workflon | Refresh | Previous NextRecord | Close
- Close - Formda Instance:
Records Creation save Edt RecordEdit | OpenRelatedRecord  Workfiow View | RecordsNavigatin | Close
Detal | Account [ Commezen 1]
Contributon: [ R0,00 | Initial Commission: [ Ro00 2|
Contribution Frequency: [ Monthly -] Second Year Commission: | Ro,00 :|
Annual Escalation [ 0.00% | Current Commission R0,00
[ Juse Tempiate Total Commission: R0,00
Template: ™ Last Statement Date: -
Comnissions | Statement Detas
Da-xXBREO0O0 T
|Effective Date

Policies

A list of all policies will be displayed and can be edited, or new policies can be captured.

Funeral Policy

Funeral policies can be created or viewed from various areas within the application:

e Funeral Group Policy

Fle  Home View Tools
1 & (]
X o
= L © ~ Text to search Search
Back Fornard New Delete Apply Open Related Show workfion  Refresh  Previous NextRecord | Save New
Views History Navigation | Records Creation
Navigation < \Dzg| Fle Home  Toos
> Contact Management 0 o okl af] X o ¢ 1 - |_—|5 ~ o o
> ShortTerm T H b hl > L | @ RS
> Crediife New Save Saveand SaveandNew Delete Vaidate Cancel iy Open Related Show Workfiow | Refresh | Previous NextRecord  Close
~ v Formula Instances
> Assurance N
Records Creation save Edit RecordEdit | Open Related Record Workfow Vew | RecordsNavgaton | Close ~
> Investment
> Medcalad Detail | Account | Commission
~ Funeral
s shne onmer: [Wateriree g
Funeral Plan Group Scheme: ® [Hollard Group Scheme: -]
Funeral Benefit Type Contacthumber= 123958 | ReferenceNamber: [ 125955 ]
Vember Tyoe
Inception Date: (201771101 -] consuitant: [Malan Johan (1. -]
Statsc [actne <] contract Premiums R2098,00
> Commission Cancel Date:™ - Date Created: 01711020 -
O R Cancel Reason:* Created By: MaxineD
> Adninistration
Y Polices |Rontract Links | Contract Rales | Tasks | Notes | Documents | Questionnaires | Propertysheets | Histary
> Tools it 2 B B R O 0 | -y Q&
|onmer  |oNumber |Funeral ian [contract . [inception .. [Frst Cover...[status | premium | addto...[Famiy ...|Extend..[parent...|vald... | Total ... | vaidF... | admin... |Commss
T = o = e = = = = = = - - - - -
» AbculaR (R) 701119515.. FortuneCo.. 180514  2018/05001 2018/11/01 InProgress  R0,00 R22,00 R280,00 R0,00 RO,00 R302,00 R287,00  R0,00
adams Jer.. 710625545 Fortune Co.. 8569874  2018/05002 2018/11/02 InProgress  R0,00 R2z00 R280,00 R0,00 RO,00 R302,00 RZS7,00  R0,00
ABDULLAH . 750701517 Family Cov.. 56935  2018/05001 2018/11/01 InProgress  R0,00 R0,00 R110,00 R0,00 R0,00 R110,00 R65,00  R0,00
Nyangana . 740606732.. FortuneCo.. 180563  2018/05/01 2018/11/01 Canceled  RO,00 R22,00 R20,00 RD,00 RO,00 R302,00 R297,00  R0,00
User: ElsabeV
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e  Funeral Plan
Fle  Home View Tools
©© D %WEXETES
Back Forward New  Clone.. Took
o) @B |__| ~
Views History Navigation  Records Creation| H h h. l < r
X A 5@ K
Navigation < New Clone.. — Save Saveand SaveandNew Deleie Vaidate Concel — Process Gpen Related Show Workflow  Refresh | Previous NextRecord  Close "
v Close ~ Debit Record Record
> Contact Management
5 Records Creation Save Edit Record Edit Open Related Record Workflow View Records Navigation Close -
ShortTerm
> Crediife Detail | Wording
> ssurance
P —— Hame:= |care Plan | Desaription: [care Plan ]
> Medicalaid Product Provider: ™ [0 Mutual - | Underwriter:= [0 Mutuial -l
v Funeral Product Categary: [Funeral Cover -] Group scheme: [ -l
Swp e Principle Member Min Age:* | 18 2| External Code: [123456 ]
Waiting Period: [ 6 2| Prindple Member Max Age:® | ™ 2
Funeral Benefit Type
Member Type: Start Dates™ [2001/01/01 -] Max Cover Amount:= [ R20000,00 |
Funeral Group Policy End Date: [ -| Max Dependants: [ 0:]
Funeral Policy s Active Enable Colections
> Commission 15 Vatable jalidate Contract Consuitant
> Financials [] Compliance Change Tracking
> Administration
3 Reports seneﬁgl Polices Fuﬁt Codes | Product Roles | Notes | Documents | Questionnaires | Propertysheets
> Tods u] — o B BEloo T @
| owner | Legal Reference |Contractum...|nception Date |First Cover D... |Group Policy  [status Addition... |Famiy C... [Extende... [ParentC... | TotalPre...|vaid Ben... [commss.. | valid Fune.
b AdamsH(HJ) 5405125083085 456789 2017/10/31 2018/04/30 Active RO,00 R0,00 R0,00 RO,00 RO,00 ] RO,00
User: ElsabeV
e  Funeral Policy
Fle  Home View Tools
© o D xata B B 0 Y
© [ 1tems -] [Textto search...  searcn
Back  Forward New Delete  Apply ReSync Recalaiatepoicy  Show Workflow | Refiesh | Previous Next Record Save New
e ~ - Formula Premium/Commission Instances Record Filter
Views History Navigaton  Records Creation Edit Record Edit Workflow View Records Navigation Filters Full Text Search
Navigation < | Drag a column header here to group by that column
> Contact Management Princple Me _|Contract Number  |InceptionDate | Funeral Pian | Product Provider | Group Policy |status Addtional .. Famiy Cover |Extended F...|Parent Cover | Total Premi... | Commission | Consultant Open Tasks | valid Funeral
> ShortTerm T o o _ e e . . - . . . e -
> Creditife N el
& ferers AbdulaR (R) 180514 2018/05/01 Fortune Compre... Hollard Insurance | Waterilise (Holla.... In Progress. R22,00  R280,00 RO,00 RO,00  R302,00 RO,00 1
I stment:
; "":s ‘E: Adams Jere... 8563874 018/05/02 Fortune Compre .. Hollard Insurance | WaterWise (Holla... In Progress R22,00  R280,00 R0,00 RO00  R302,00 R0,00 0
Medicali
= ‘El ABDULLAH 565856 2018/05/01 Family Cover 1 Hollard WaterWise (Holla... | In Progress RO,00 R110,00 R0,00° R0,00° R110,00 R0,00 o
v Funera
o s Nyangana k... 180569 2018/05/01 Fortune Compre .. Hollard Insurance | WateriWise (Holla... Cancelled R22,00  R280,00 Ro,00 RO00  R302,00 ®0,00 o
roup Scheme
Funeral Plan AbdulaMs ... 4567894 2017/10/31 Comprehensive ... Old Mutual Active RO,00 RO,00 R0,00 RO,00 RO,00 RO,00 o
AdamsH (H... 456789 2017/10/31 Care Plan Old Mutual Active RO,00 RO,00 R0,00° R0,00 RO,00 R0,00 Hollard Insurance 0
Funeral Benefit Type
Member Type Flynn Harry... MSB25469 2018/12/01 Family Cover Liberty MSB Independen .. |Active RO,00 RO,00 R0,00° RO,00° R100,00 RD,00 Benjamin Shamiel o
. Vijoen Beve .. 554564576 20180801 Member Only  Liberty In Progress ?0,00 R0,00 Ro,00 RO00  R180,00 r0,00 o
Funeral Policy
> CommE
> Finandals
>

Client record

Fe  Home
New  Clane...
Records Creation
Detads | Offce | AddSonal Contact Infarmation
Deplayneme: | Vermask Ekebe ()
Suname: Vermack | Primary Record
FrstName:™ cisebe DawOftrm:  [1370035 -
Second Name: Dte Deceosed: -
Col Home:* Eisabe hae: -
itss;* E Ehumber; 003050300083
Tibe:® s <] tanguage: Afrkans -
wiorkMarber: [(020) 975336 T i femet -
Cel Humber: ez8s33342 x| Foxbumber: x
Home tumber: x| Emai:e stbzey
Open Tasks: 5

Tasks | Addbesses | Sank Accounts | Relat iract Roles | Motes | Documents | sMS | Emal | Phone Logs | Questionnaires | Prapertysheets
Ohs -2 x5 08
[ Assurance Policy Frocuct Type ncpten Date orract Ve premurs Last Updated pdoted By
[ Commission Contract B¢ - - - - - - e
] Credit LifePolicy Asauranes Polcy M54 2190601 R1500 000,00 RES4,25 In Frogress Friday, 21 Jure 201908:45:14  Eabei’

Assurance Polcy 180508 21806001 RS00 000 000,00 R2 659,52 Active Van Deventer Maxne (M.) ednesday, 12 June 2019 1. ElssbeV

Cndit e oy G588 219061 R35000,00 R38,5 in Frogress Thrsday, 20 e 2019 17:00.. Eoabel’

Credit i iy 23018 180421 R150.000,00 R250,00 Careeled Monday, 27 May 2018 16:01:00  Eabel

Cond 16 o Eon manzny ssnom o0 PEepT ey 30 v 018 120257 Seshey
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Capture a new Funeral Policy

Select ‘New’ from the action bar on any of these screens to create a new policy:

Fle  Home Tools

Formuia

Detall | Account | Commission

Records Creation Save Edit Record Edit

D BB B Xveido B = E 2 0 0 |

New Save Saveand SaveandNew Delete Validate Cancel — Apply ReSync Recalauiate poicy Cpen Related Show Workflow | Refresh | Previous NextRecord | Close
v Close v 2 Record < Record

remim/Commission

Open Related Record Workfiow View | RecordsNavigation | Close

Principle Member:®

Inception Date:

Contract Number:*

Source:

- | Reference Number: [

stonsie [inProgress

- | consultant; [

Cancel Date:*

Cancel Reason:™

temeday \

- | Group Policy: -| Premium:

-] FuneralPlan:= Parent Cover:

First Cover Date: - Famiy Cover:

| Extended Famiy:

-] Additional Benefit:

~ Date Created; 2019/06/21 ~ | Total Premium:

Created By: Elsabel Commission:

Benefits | Dependants | Contract Links Tasks | Notes | Documents | Questionnaires | Propertysheets | History

R0,00
R0,00
R0,00
RO,00
R0,00
R0,00

R0,00

DR - X GEREO0O T|QE
[Beneit Funeral Benefit Type

| inception Date Max Cover Amount Total Premium Commission Cast

Commission Percentage

Cancel Date

T = -

Detail

Fieldname

Description

Required

Principle Member

Inception date
Contract Number
Source

Status

Cancel Date

Cancel Reason

Intermediary
Group Policy
Funeral Plan

First Cover Date

Reference Number
Consultant

Date Created
Created By
Premium

Parent Cover
Family Cover
Extended Family
Additional Benefit
Total Premium
Commission

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

Select source from pre-defined list

Select status of policy

Cancel date will become active when status has been

changed to cancelled

Cancel reason will become active when a cancel date

has been selected

Select relevant Intermediary applicable to this record

Select Group Policy

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

Defaults to current date and can be changed
Auto generated based on user creating the policy
Premium will auto calculate as benefits and
beneficiaries are selected

Premium will auto calculate if separate premium is

applicable as per funeral plan

Auto calculated
Auto calculated if selected on funeral plan

©

e 806

Benefits

e XGEE 00 7R

[Beneft Funeral Benefit Type

| inception Date Max Cover Amount Total Premicm Commission Cost

|Benems Iependams Contract Links | Contract Roles | Tasks | Notes | Documents | Questionnaires | Propertysheets | History

Commission Percentage

Cancel Date

¥ = -
» | Tombstone Additionial Benefit

Famiiy Cover Famiy Cover

018/05/01 R5 000,00 R22,00 R0,00
2018/05/01 R20000,00 R280,00 RO,00
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Benefits will auto populate if set as default on the Funeral Plan.

Select New when additional benefits are available on the selected Funeral Plan, e.g., Extended Family.

Fle  Home Tools

D HE B Xveadog B o R 22 0 0 H

New Save Saveand SaveandMew Delete Validate Cancel  Apply ReSync Recalaiate policy Open Related Show Workfiow ~ Refresh | Previous NextRecord  Close
- Close - Formula Premium/Commission Record Instances Recor
Records Creation Save Edit Record Edit Open Related Record Workflow View Records Navigation Close
Detai | Account | Commission QO HH« -
Principle Member:* Abclla R (R) Fle ~ Home Tools
Inception Date: 2018/05/01 s Delete
d e oomy e X ose - PYu—
Contract Number:* 180514 [EF save and Close  Validate u
New Clone... Open Related Workflow  View Next Record Close
Source: [ v v [ SaveandNew v < Cancel Record - g | O
Status:* [1nProgress Records Creation Save Edit Open Related Record Records Navigation | Close: o
Cancel Date:™ P -
Cancel Reason:* PeTo Benent Typers | |Benefit 4 |Minimum Age Maximum Age
Intermediary: [ b [ Additional Extanded Famiy Max Age 49 [ -
- Additional Extended Famiy Max Age 75 50 75
Benefits | Dependants | Contract Links | Contract Roles | Tasks | Notes || Incepton Date yiaxhe
Family Cover 0 75| F—
[ RV v Cancel Date:
" =R oo @ Parent Cover 0 75
Commission:
Benefit Fi ombatone o 5| pneel
» | Tombstone A
Family Cover F4

Only 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)

Eeneﬁtsl Dependants 'mamm Contract Roles | Tesks | Notes | Documents | Questionnaires | Propertysheets | History

D R R 00T @

‘Persnn |age |relation |Policy Benefit Max Gover Amount Premium Commission Exception Date Deceased

A Dependant is a standard Contact record in the application, linked to the Funeral Policy as a Dependant.

A new Dependant’s details can be captured before or during capturing of the policy.

File Home Tools
D F. B save v BEEE | ] @) Previous Record
B save and Close ' Validate
New Clone... Open Related Workflow Wiew Close
v v ES save and New v | s Cancel Record 4 4 (1) e
Records Creation Save Edit Open Related Record Records Navigation Close -~

Person: ‘Bowers Abdullah (A D) - ‘
First Name:* ‘Ahdul\ah | Gender: |Ma|e - ‘
Second Name: | David | mhumber: [4512175025081 |
Call Mame: ® ‘Ahdul\ah | Passport Mumber: | ‘
Surname:* ‘Bowers | Date Of Birth: | 1949/12/17 - ‘
Initials: * ‘A D | Age: 70
Title: ‘Mr - | Date Deceased: | - ‘
Policy Benefit: * ‘ - ‘
Relation: ® ‘ - ‘
Premium: RO,00
Commission: RO,00
Role:® ‘ - ‘
Exception: ‘ - ‘
Exception Proof:® ‘ - ‘
User; ElsabeV
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Fieldname

Description

Required

Person

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

Select or create a new Dependant

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

©

Claims

Funeral Claim can be captured from Navigation panel or directly on Funeral policy

Funeral P

Fie  Home View Tools
Back Forward New Clone... Delete
Views History Navigation Records Creation Edit
Navigation < | Drag a column hi
» Contact Management Principle Mel
> ShortTerm T =
> Creditlife Clazssen T
» Assurance Abdula R @
O Dnzhcad »  Vermaak Elsi
MedicalAid
b IE=T Nel Eina (1.
~ Funeral
Adams H (H
Funeral Group Policy
Adams Jeref
Funeral Policy
ABDULLAH
TOUP SCNEME iy
Funeral Plan Abdulla 115
Funeral Benefit Type Adams H (H
Member Type Flynn Harry|
> Commission Viljoen Bevel

> Finandals

» AssetRegister
> Administration
> Reports

> Tools

X b & g [

Apply  Client
Formula Portal ¥

B

Show Workflow
Instances

C R @ O

Refresh Automated Show in
Process  Report

Ca

Open Related
Record

Re-Sync  Recalculate policy
Premium/Commission

Record

00T H B«

Previous Next Record

0 .

Fle  Home Tools -
o I save X Delete 1 =~ r e o it
25 save and Close o Validate = o L] &
p. " ol ly - Open Related Workflow - o Close
Ef SaveandNew | 4= Cancel | Formua [ Record v =
Records... Save Edit Record Edit Open Related Record .. R.. Close -~
m‘ Account | Commission
Principle Member:* Vermaak Elsabe (. Group Policy: Premium: R110,00
Inception Date: 2019/08/01 - Funeral Plan:® Applicant Only Parent Cover: RO,00
Contract Number:* 31072019 First Cover Date: 2020/02/01 = Famiy Cover: RO,00
Source: T T e ew— R0
State Consutant [ -] addvonstsencre R0
Cancel Date: * - | Date Created: 2019/07/31 - Total Premium: R110,00
Cancel Reason: Created By: ElsabeV Commission: RO,00
Intermediary: :l
Benefits Dapendams@qnﬁactunks Contract Roles | Tasks | Notes | Documents | Questionnaires | Propertysheets | History
0D x| &R’ T B~ Q@
|Dusp\ayname | contract Mum_.. | Claim Mo |nsurer Claim... | Date Of Loss | Category Cause For C... |Claim Status | Consultant
User:SysAdmin  Updated by: ElsabeV on 2019/07/31 09:53:09

Refer to Funeral Claim on how to create and manage funeral claims

¢
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Date Deceased

Date deceased is captured on either Person Record (Principal Member, Dependant or Beneficiary) or
Dependant detail view as per above screenshot and will be displayed on the Dependants List view. The
deceased person’s premium, if applicable, will be excluded from the Total Premium.

Fle  Home Tools
REHE N /o280 5 4B CREO

L' H *« 2 ke | e x A Im |

Mew Clone.. | Save Saveand SaveandNew Validate Cancel —Clent SMS  Emal Open Related Workfiow Show Workflow ~Refresh Automated Showin | Previous Nex

v v v rial Record Instances Process ¥ Report¥ | Record
Records Creation Save Edit Record Edit Open Related Record Wiorkflow view Records Nav

Details | Office | Additional Contact.

Displayname: Bowers Abdullah (A D)

Surname:* [30wers] \ []Primary Record

First Name: * [Abdulizh | Date Of Birth: 1949/12/17

Second Name: [ David | Date Deceased: | 2019/05/01

Call Name:* [Abdulizh | Age:

Initials:* |AD ‘ IDNumber: 4912175025081

Title:* [mr -] tanguage: Afiikaans

Gender: Male

Work Number: [ (042)4813071 - x|

Cell Number: [ x| Fax Number;

Home Number: |[U41)4313071 x‘ Email: * johan @tconsult. africa

Open Tasks:

Detal | Account = Commission

Principle Member: * AbdullaR (R) Group Policy: WaterWise (Hollard Group Scheme - 123456) Premiumz R0,00
Inception Date: 2018/05/01 ~  Funeral Plan:* Fortune Comprehensive Parent Cover: R0,00
Contracthumber:* | 180514 Frst Cover Date: 011101 -] Famiy Cover R280,00
Source: [ - | Reference number: [ || Extended Famiy R230,00
Status: [inFrogress <] consutant I -] adtional Benet R2200
Cancel Date:™ ~  Date Created: 2018/05/14 ~ | Total Premium: R532,00
Cancel Reason:™* Created By: SysAdmin Commission: RO,00
Intermediary: [ -]

Benefits | Dependants | Contract Links ' Contract Roles | Tasks  Notes Documents = Questionnaires ' Propertysheets | History .

oDR-lxrE[60[T[R l

[Person |ace [Relation [Poiicy Benefit [Max Cover Amount Premium Commission Exception |Date Deceased
b | Bowers-Abduloh-{A-D) 0 Aunt Additonst Extended Famiy-MasA— Ri2008,00 R239.00 Roo0 2010/86/01

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.

Account
Fie m Tools

- © 0 B

Show Workflow ~ Refresh | Previous NextRecord  Close

0 HE B Xvead g ] o} l—ﬁo

New Save Saveand SaveandNew Delete Validate Cancel Apply Re-Sync  Recalculate policy Open Related
~ ~ Premium/Commision

Records Creation Save Edit Record Edit Open Related Record Waorkflow View Records Navigation Close
Detzil} Account: mmission
Payment Type:* [Premium collected by the nsurer ]
Tnvoice To:® [Abdulia R () -]
Debit Order Account:*  [ABdla R (R] TACEENEI 180°11) i -]
Balance: RO,00 - Joumal Balance: RO,00

A method of payment must be selected per client/policy.

If Funeral Plan is setup for collection of premium, then Debit Order needs to be selected as method of
Payment.

Fieldname Description Required
Payment Type Client’s preferred method of payment &
Invoice To Default to selected client record &

Debit Order Account

Debit Order Account to manage client’s premium
collection

C
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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.

oetal | Accomf| ormison 1]

Contribution: |

R532,00 - | Expectsd Commission: |

RO,00 3

Contrbution Frequency: [Monthly

- | Second Year Commission: |

RO,00 %

Annual Escalation: [

0.00% | Current Commission:

[ ] use Tempiate
Template: =

Commissions | Statement Details

Total Commission:
Last Statement Date:

Commission Product:* | Fortune Comprehensive.

RO,00
RO,00

| ffective pate

DR XGRERO0O TR

| Transaction Category Commission Value Expected Commission

5plit Total

Funeral Claim

-~ 00T HE+

Funeral Claim

File Home Tools
D B save X Delete = r 3 Refresh )
5 save and Close | o Validate =0 u D Links v
New Pay Claim Open Related Workflow N o Close
B Saveand New | = Cancel Record ¥ |5 Show in Repart
Records Creation Edit Record Edit Open Related Record View R. Close -
Claim Detail | Description Of Event | Additional Detail = Tasks = Notes | Documents | Questionnaires = Property Sheet | History
General Information Claim Report Information
Policy:* | - | Administrator: | - |
camNo® [ | mewerCamne: [ || | Comsdemnm | -]
[ Principle Member
Date Of Loss:® | - |
Dependent:* | - |
Claim Status:® Reason:™® Estimate: | RO,00 < |
Policy Premium: RO,00
Claim Account: | - |
Finalised Date: ® -
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

Insurer Claim No

Date of Loss
Date Reported
Reported By
Claim status
Reason

auto populate if set up on credit life product

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
Select relevant status

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

¢
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Category

Cause of Claim

Finalised Date

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

Consultant

Principle Member

Dependent

Insured Benefit

Benefit
Estimate

Policy Premium
Claim Account
Account Balance

Journal bala

nce

Select Claims Administrator from drop-down menu

Select relevant Consultant from drop-down menu

Select if claim is for Principal Member

Select relevant dependent from policy

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

Select applicable benefit as captured on policy

Maximum cover amount as per policy benefit will auto populate as
estimate amount

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

Claim Detail | Description Of Event | Additional Detail | Tasks  Motes = Documents = Questionnaires = Property Sheet

B [ U ke E E E E AN -~ |ﬂmasNewRoman -‘ |3 -‘ |Norma|
HOE «+2 %X =5 EE 60N
Heart attack
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Additional Information

-~ 002l E « - Credit Life Claim

File Home Tools

D HE B Xve O B 2 0 0 H

Mew Save Saveand Save and Mew — Delete Validate Cancel Open Related Show Workflow = Refresh | Previous MextRecord Close
Close Record Instances Record
Records Creation Save Edit Open Related Record Workflow View Records Navigation Close -

ClaimDetail = Description Of Event | Additional Detail | Tasks Motes  Documents = Questionnaires = Propertysheets

Additional Information

Claimant: | - |

Claimant Age: 1]

Assessor: | v |

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.

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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Commission Tracking
The Commission Application 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 application 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 with the task of commission
processing.

Home Screen
On the Navigation pane, select Commission and click Commission Dashboard. The Home screen will change
accordingly:

Fle  Home View Tools

|_—|.- I’

° =% K

Back Forward Organize  Refresh
A A Dashboard

Views History Navigation Edit View

~

Navigation <l nlp @ 2 [aistatements - [E= 0| B =] ¢ e R

> Contact Management

&

> ShortTerm
> Credtife

> Assurance
> nvestment

Drop Filter Fields Here
Amount (Ex Status -

Product.. | gpen Processed Approved Grand Total

W open
I Processed
I ~pproved

> Medicalad AMS R7 758,17 R7 758,17

P e Alan Gray R704,23 R704,23 4
_____________
oTIeEon Dashboard 3
Cadz Asset Mana. R622,83 R622,83 R1245,85
Recpient
fecpient Statement Discovery 70,00 70,00 2
T Discovery Health R7 231,08 R7231,08
1
Commission Contract Discovery Life R52959,39 R52959,59 - - - - -
Commission Statement Investec 70,00 R4651,84 R4651,84 0
Bank Statement Transacton = . erass R RN 201803 201811 201906 201907 201805 201904 201905 201712
Statement Payment Batch
m g e = =
Batch DW- X[ R M- © - B el

On the Navigation Panel, note the menu items specifically related to Commission.

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.
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Recipient Detail
Flle Home View Tools
SN —cOla O O
O G = S i E Y
X A u = ° ® | & u
Back Forward New Delste  Generate  OpenRelated CreateExpense Generate | Show Workflow —Refresh Links Showin | Previous NextRecord = Save New
v Targets Record Transactions ~ Statement ¥ Instances ¥ Report = Record Filter
Views History Navigation ecords Creation Edit  Record Edit Open Related Record Workflow View Records Navigation Filters Full Text Search
Navigation < | Drag a column header here to group by that column
» Contact Management
Recipient
> Short Term
Creditiife
> Credit + Richerdd FlE Home Tools
D (erens 2 5 "% Open Related Record 3 Refresh
» Investment Jacobs § D By save o+ Validate " = HpenreRiEaResr e © Previous Record
> Medicalaid Van der [ Save and Close =iy Create Expense Transactions D Links ~
New < Cancel Generate workflow | © NextRecord Close
> Funeral MSB Inde 9 save and New Targets [Eb Generate Statement v |5& Show in Report
> Wil and Estate Abrahanl Records Creation Save Edit Record Edit Open Related Record view Records Navigation Close
v Commission HOFMAI =
Iy s Redipient Detail | Tax Detals = Competence Registers
ADOONY
Recipient - q - a
= Jacobs g | COntact: ; | [ Active
Recpient Statement Account Code: ‘ | Recpient Type: [rwoice
Van der
Template N |
Commission Contract Taylor Gy [ |1s Broker House  Broker House:™ |:| ank Account:
] Payroll Number: = [
Com e Nel Dy ]— Receive Commission  Default Commission: 0.00%
Bank Statement Abrahan Book Value: R0,00
Bk Statement Transacton adamu] | 02100000 L | remmesonostes [ g R0,00
Statement Payment Batch Berjami| | PD Rating: ‘ -] Last Statement Date:
Batch
Anchord | Comment: ‘ ‘ Last Commission Date:=
> Configuration
Pietersa
Import Pr
mpart Process soeradd | CoMacts | Templates | Retention Polces | Expenses | Targets | Accounts | Transactions | Statements
Statement Process Queue
e % El T OED -
> Finanials Brookie] | O™ G Roo 2] Y
> Administration WILLIAM ‘ProductProvidar ‘Broker Number Start Date Default Commission Active
= = = u
» AssetRegister Fiiespd | T I3 O]
Reports
> b= Kane Ja
> Tools
Filles Def
Walker g
AaMS N | FisabeV  Updated by: ElsabeV on 2020/08/07 13:41:01
-
Fieldname Description Required
Contact The contact that is defined as a recipient. User can create a new contact &

Account Code
Is Broker House
Broker House

Receive Commission

Default Commission

Date Added
Termination Date

PD Rating
Comment

Active

Recipient Type
Bank Account

Payroll Number

Book Value
Balance

Last Statement Date
Last Commission Date

if not already in the database.

Application generated code which is the unique identifier when
importing journal entries using the Batch import process.

Indicates if the current recipient is a Broker House.

Select the Broker House for this recipient.

Default to true. If not selected no commission can be processed against
this record

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.

This date is relevant to determine from when a recipient is liable to
receive commission.

Dated on which Broker terminated his/her services. Commission will
still be processed against this record until the Last Commission Date
Select PD rating applicable (Performance Development)

A free format text field. Can be used to describe the recipient account
in more detail.

Mark the recipient as active once you have completed the
configuration.

Determines whether Broker is paid via payroll or invoiced

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.

If the recipient type is payroll, then this property is required. It is also
used as output in the payment process.

Summary of Market Value of all Contracts linked to this recipient.
Displays the amount still due to the recipient. This is the total of non-
paid transactions.

Application generated during the month-end process.

This will be the last date on which commission is processed against this
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Select the relevant Recipient from the Contact drop-down list. 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

B 1
Reciient Detail || Tax Detals || competence Registers |

Tax Number: 98566559 VAT Number:
Tax Option: PAYE v
Directive Percentage: ® 0.00% Dimension:
Specifying a tax percentage will result in the withholding of tax for this recipient General Ledger Code:
Directive:
Directive Date: * v
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
Directive

Directive Date

VAT Number

Is Vat Vendor

Dimension
General Ledger Code

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.

Attach Tax Directive document.

This is the latest date this directive is valid. This must be specified if the directive
percentage is greater than zero.

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.

Select if applicable

Free text field

Enter relevant general ledger code if applicable

Competence Registers
Broker accreditations can be controlled and linked to the Broker Contract with the specific Product

Categories he/she is accredited to sell.

Link qualifications/training events to a specific class of business for Competence Register purposes.

a Recipient Detail QFTax Details _
o X 2@ ¥ =B - -
|Tra\ning Date |Inshtuﬁon ‘Ty’pe Of Training Class Of Business Description
T |= = = = abe
[E- Home  Took
D E ﬁ I% X Delete _EE @ Previous Record
" Validate
New Save Saveand SaveandMew Open Related View | @ nextRecord Close =
[ contracts | (3 Templates | 2 Retention Policies | G v Closs v 9 caneel Record -
. Records Creation Save Edit Open Related Record Records Navigation Close ~
O-%-/XB/@e 7 &
8 - - o @ B
|Producl Provider M TR “ N |
¥ = Institution: -|
Type Of Training: ‘ - |
Description: ‘ |
Class Of Business: ‘ -|
Certification: - |
( knowledge | innovation | service )
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Fieldname Description Required
Training date Enter date of this specific training (]
Institution Select from Contact list @
Type of training Select from pre-defined list (]
Description Free text field to enter an easy reference

Class of Business Select from pre-defined list (v
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 control the type of business that can be sold under a
specific Broker number. This provides more control over the accreditation of a Kl or representative
providing the service.

The Broker number is imperative when processing commission transactions and must be unique per
Product Provider for all Broker contracts.

[z Contracts | (4 Templates | 2 RetentinPolices | @Expenses | 6 Targets | = Accounts | (@ Transactions | (2 Statements
iJ-% - XB 00 Y/ E- [2-

[Froductrovider ~ [Broker Number [ startDate Defait Commission Actve

T = abe = =
» ABsA 00158027 2008/01/01 0.00%
Auto & General 81571 2008/01/01 0.00%
Auto & General PI603 200801/01 0.00%
Bonitas 500753 2008f01/01 0.00%
Discovery 1031586678 2008f01/01 60.00%
Echelon Shortterm ECrEse 2008f01/01 0.00%
Fand! FIRM/BED/000312/t 2015/08/04 0.00%
Fedhealth 0595701 2008/01/01 0.00%
Giacier 1238411 2008/01/01 0.00%
Momentum 460302 2008f01/01 0.00%
MUA 675% 20 101/01 0.00%
Sanlam 738573 2160601 0.00%

SISIS|SlisHS)isis|is|Slis|isin)

File Home Tools

D F. H save " Validate r € Previous Record
5 Save and Close u

Niw Clone... E‘E' e o N =, Cancel Dpines:rlzted Worl:ﬂow \a"lsw o Next Record Close
Records Creation Save Edit Open Related Record Records Navigation Close -
Redipient: * |Abrahams Mark (M.) - | Product Provider:* | - |
Broker Number:* | | I:‘ Active
Start Date:® |2015/08/28 ~| Createdy: SysAdmin Date Created: 2019/08/28 -
Contract Document: | -] Updated By: Sysadmin Last Updated: 2019/08/28 -
Default Commission: * | 50.00% |

Class Of Businesses | Comment

D PRI X GE OO | T B -
|Class Of Business a | Accredited
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 Attach Broker contract with Product Provider.
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Default Commission

Product Provider

Active

Class of Business
Comment

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
Commission will not be calculated if this record is not
active.

Link relevant Class of Business

Free text field for comments

Broker Contract is directly linked to Competence Register and will issue a warning during commission

processing if not accredited for that specific Class of Business.

a - - X

(5 Contacts | [ Templates | 8 Retenton Poicies | @ Expenses | 4§ Targets

)0 ¥ B- 18-

- -

Lang Term Insurance £5 Advanced

e @ (| iy

Mew Clone.

Ed @ vy B ¢

e Saveand SaveandNew Valdate Cancel Open Related Refiesh | Previous
Close. T Record Recor

o
Renrttintn | cioe

Records Crealion save Edt

00158027 Reapient:

Date Crested:
Updated By ast Updated:

Templates

Templates are used as a default set of rules for splitting commission on a transaction basis to the Broker
House, Broker and any 3 party.

[&] contracts | [ Templates | 2 Retention Poiides | (@ Expanses | k) Targets

=) Accounts | @ Transactions | [ Statements

A - X

Mame

Abby Gbbs Discovery
Abby Gbbs Generic
Abby Momentum

5 0 Y @ -

a |1 Generic

& -

Product Provider | Apply To AllP...Product Use As Default |Renumeration Model | Contract Start Date | Contract Mon...|Contract End Date
Discovery v 0
v v v 0

Momentum v 0

[}
0
0

Guarantee Pe...| Guarantee

RO,00
RO,00
R0,00

arnual Terge... | Annual Target

R0,00
R0,00
R0,00

R0,00
R0,00)
R0,00/

Templates can be created to apply to all products from a specific product provider or for a specific
product depending on the Broker’s remuneration agreement.

. 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
] Apply default Template
. Apply Template where Product Provider and Product are specified
= Apply split rule where no Template is available

. It is highly recommended that you specify at least one template for every Broker record for every
product provider. Use the cloning functionality to copy a specific template to another Broker House.

. Should a Broker receive the same remuneration structure for all transactions on all Product
Providers, a Generic template will apply as default.

. Each template should have its own unique name.
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E- Home Tooks

Records Creation Save Edit Record Edit
Template

Recdipient:

Name:
Is Generic Use As Default
Product Provider:

«| Apply To All Products  Product:

i8] Commissions | 4] Targets
O~ - | X : @9 ¥ 8- &~

Effective Date w |Transaction Category Commission Value

1% @ @ v9 8w

Mew Clone... Save Saveand SaveandMew  Validate Cancel Apply  Generate
- ~ Close ~ Formula Targets

TEESSEN CONSULTING

You can access templates directly from the Recipient detail view or from the Navigation Pane.

Template

Open Related
Record

Open Related Record

~ | Renumeration Model:

Contract Start Date:
Contract Months:
Contract End Date:
Guarantee Period:

Guarantee:

Annual Target Year 1:

Annual Target Year 2:

Expected Commission

S o @

Refresh = Previous MextRecord — Close
Record

Wiew Records Navigation Close

Broker House Percenta... | Broker Percentage

RO,00
RO,00

RO,00

Split Total

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.

Commission can be split amongst 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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Template Commission

[E~  Home Tools
7 ! = u ¢ ; T5¢
(] % vd § ¢ 0 o B
New Clone... Save Saveand SaveandMew | Validate Cancel Open Related Refresh = Previous MextRecord Close
4 e Close e Record Record
Records Creation Save Edit Open Related Record View Records Navigation Close -
Effective Date: [ - | commission Value: [ RO,00 2|
Formula: | - | Expected Commissian: | RO,00 2 |
Broker:
Apply To All Transactions Broker Percentage: | 0.00% - |
For spedific split rules either select a transaction
category or spedfy relevant criteria Broker House:
Transaction Category: Broker House Percentage: | 0.00% 2 |
Criterion: - Split Total: 0.00%
iJ - %- X500 |7 @E-|B-
| Redipient | Comment Split Percentage Commission Value
Fieldname Description Required
Effective Date Date from when this rule applies. (]
Formula Formulas can be used for calculations, e.g., to calculate

Apply to all transactions

Transaction Category

Criterion

Commission Value
Expected Commission
Broker

Broker Percentage

Broker House

Broker House Percentage

Split Total

fees from Investment Market values. See section on
Formulas.

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 and
allow you to specify splitting rules based on this
category.

Specific criterion may be used to define 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 can 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 can be
changed.

Split Total must always add up to 100%.
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If a third-party recipient receives a share of the 100% commission split, you will have to enter those details:

Template Commis:

[E~  Home Tools

(1% @ @ & v9 § C o© 0 @3

E- Home Tools

1% EE & v 9 =) o © B8

New Clone... Save Saveand SaveandNew Validate Cancel Open Related Refresh | Previous NextRecord Close
= E Close = Record Record
Records Creation Save Edit Open Related Record Wiew Recards Navigation Close - =
A
Effective Date: Ql - ‘ Commission Value: ‘ RO,00 | Refresh
Faormula: | - ‘ Expected Commission: ‘ RO,00 2 |
Broker: d View
Apply To All Transactions Broker Percentage: ‘ 0.00% = |
For specific split rules either select a transaction
category or spedfy relevant citeria Broker House: del:
Transaction Category: Broker House Percentage: ‘ 0.00% = | by
Criterion: == Split Total: 0.00%
W} x5 00/va- 5
Peament | Comment Spit Percentage Commission Value i

New Clone... Save Saveand Save and New  Validate Cancel Open Related Refresh  Previous MextRecord Close
© S Close S Record Record
User:ElsabeV Records Creation Save Edit Open Related Record View Records Navigation Close -~
Recipient: E = |
Comment:
0.00% :|

Split Percentage: |

Commission Value:

RO,00

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.

General Retainment Rule - Retention

[E~ Home Tools

0 @@ &8 XvH9 ¢ 0 © B8

New Save Saveand SaveandMew Delete Validate Cancel =~ Refresh | Previous MextRecord — Close
S Close = Record
Records Creation Save Edit View Records Navigation Close -
Name: |Ganaral Retainment Rule ‘
EffectiveDate: | 2001/01/01 -]
First Payment Date: | 2001/06/30 -
Payout Terms: | 12 2 ‘
Initial Amount: | R5000,00 |
Active
Visual | Text
And €

> - [Transaction Type.Description] Equals New Business /*
L. [Amount] Is greater than R 15 000,00

Criteria:

User:ElsabeV
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Fieldname

Desc

ription

Required

Name
Effective Date

First Payment date

Payout Terms
Initial Amount
Active

Criteria

Unique name for this retention policy
Date from when this policy applies

Specify from when the first monthly payment should be
released

Number of months over which the amount must be split

Initial amount (excl VAT) which will be released
Policy will only apply once selected as active
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 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 amount 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.

Igl Contracts [ Templates 22 Retention Policies Li' Expenses | kY] Targets = Accounts L@Transacﬁons ' Statements
[ Move Transaction |5 «§ - @0 Y B - & -
Transaction ... |Description 4 |Reference Transaction Type Vat Due Amount Due In Retention Approved
T | = abe abe = = = ] ] -
b 2015/06/01 Commission (Bonitas May 2016) Marais Jurie (1.G.) (4... Adjustment RO,00 R107,71
2015/11/01 Commission (Discovery 123) Valentine Ettienne (E. ... Renewal Commission .. RO,00 R23,01
2016/07/01 Commission (Momentum July 20168) Loubser Juandre (1.B... | As And When RO,00 R&,52 v
2016/04/01 Commission (Rentention test 25042018) Gibbs Abby (A.) (513... MNew Business RO,00 R1233,33 v v
2017/03/15 Commission (Retainment process - scenario 31 Gibbs Abbv (.1 (P01 .../ Short term RO.00 R131.06 -
Home Tools
[ =l == = A p p e,
% W@ & Xv9H 5 &8 ¢ o
New  Clone... Save Saveand SaveandMew = Deletz Validate Cancel Ad Hoc Open Related Waorkflow Refresh | Previous NextRecord Close
- N Close N Payment Record -
Records Creation Save Edit Record Edit Open Related Record Workflow View Records Navigation Close
Transaction
Transaction Date: - Amount: R15000,00
Recipient: Gibbs Abby (A.) VAT: RD,00
Description: Commission (Rentention test 25042016) Total: R15000,00
Reference: Gibbs Abby (A.) (5130708990) Retention Policy: | General Retention rule
Transaction Type: | New Business Remaining Amount: R1233,33
L ] oo —— T romior [n
@ Statement Transactions
—
Description a |Recipient ™ 4 Transaction Type | TransactionDate  |Amount  |VAT  |Incude VAT  |Total Retention Policy (Commission Statement Detail Batch  |DatePasid  |CapturedBy  |Date Captured
»  Commission (Rentention test 25042016)  Gibbs Abby (A.)  GIDbs Abby (A.) (5130708990) ~ New Business 2016/04/01 R833,33 RO,00 R833,33 General Retentionrule  Rentention test 25042016 Admin 2016/04/25
Commission (Rentention test 25042016)  Gibbs Abby (A.) Gibbs Abby {A.) (5130708990)  New Business 2016/04/01 RS33,33 RO,00 R833,33 General Retention rule  Rentention test 25042016 Admin 2016/04/25
Commission (Rentention test 25042016)  Gibbs Abby (A.) Gibbs Abby {A.) (5130708990)  New Business 2016/04f01 R2000,00 R0,00 R2000,00 General Retention rule  Rentention test 25042016 2017/07/18  SysAdmin 2017/07/11
Commission (Rentention test 25042016)  Gibbs Abby (A.) Gibbs Abby {A.) (5130708990)  New Business 2016/04f01 RS000,00 R0,00 RS 000,00 General Retention rule  Rentention test 25042016 2016/04/15  Acmin 2016/04/25
Commission (Rentention test 25042016)  Gibbs Abby (A.) Gibbs Abby (A.) (5130708930)  New Business 2016/04/01 RS500,00 R0O,00 R500,00 General Retention rle  Rentention test 25042016 Admin 2016/04/26
Commission (Rentention test 25042016)  Gibbs Abby (A.) Gibbs Abby (A.) (5130708930)  New Business 2016/04/01 R3600,00 R0,00 R3 600,00 General Retentionrule Rentention test 25042016 2016/04/15  Admin 2016/05/18
Commission (Rentention test 25042016)  Gibbs Abby (A.) Gibbs Abby (A.) (5130708930) New Business 2016/04/01 R1000,00 R0,00 R1000,00 General Retentionrule Rentention test 25042016 2017/07/18  SysAdmin 2017/07/12

knowledge | innovation | service )




2

TEESSEN CONSULTING

Revoke Retention Rule
The balance of the retained amount can be released at any given time by adding an Ad Hoc Payment for the
remaining balance.

1% B @ 8 xvo[B1 & 2 c0 0 @

New Clone... Save Saweand Saveand New | Delete Validate Cancel Ad Hoc Open Related Workflow Refresh = Previous MextRecord Close
~ v Close v Payment Record v Record

Records Creation Save Edit Record Edit Open Related Record Workflow View Records Navigation Close

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.

I‘E Statement Transaction Ad Hoc Payment Process — O *

Payment Type: | Ad-Hoc Payment

Amount:* R2 500,00 -
VAT: R375,00
Total: R2 875,00 -

This amount will generate to an open Recipient Statement or create a new Recipient Statement if all
previous statements are approved.

Contracts Templates Retention Policies  Expenses  Targets Accounts  Transactions | Statements
= [E  showinReport ~ (] - @
Statement Number Statement Date w | Amount VAT Total Taxable Income | Tax Amount Expense Approved Payment Date Payment Reference ‘Advance Amount
- : : _ : : : g z -
STM-EVXX201907-9 2019/07/19 R2 500,00 R0,00 R2 500,00 R2 500,00 RE25,00 R0O,00 RO,00
FETE T EpClaic] TR OT GG Gy EaEE e Eve v o
STM-5A%201906-8 2019/06/28 R4012,89 R489,63 R4512,62 R3 762,99 RO,00 R250,00 V| 2018/03/31 Historic Transactions. RO,00
STM-5AX201805-4 2018/05/05 R94,79 R13,27 R108,06 R94,79 RO,00 RO,00 V| 20171231 Dec 2017 RO,00
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.
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2

TEESSEN CONSULTING

Recurring Expenses

Desk Fee - Redpient Expense

[E- Home Tools
D E ﬁ \%’ | be== % @ Previous Record
o Validate
Mew Save Saveand SaveandMew Open Related View @ Mext Record Close
- Cloze - ) cancel Record -
Records Creation Save Edit Open Related Record Records Navigation Close -
Fee Transaction: | Desk Fee = | External Code:
Description: |Desk Fee | Quantity: | 1.
Reference: |Desk Fee | Unit Cost: | R1000,00 |
Active Amount: F1000,00
Exdude From: | - Indude VAT
ExcudeTo: | -| var: R0,00
Captured By: SysAdmin Total: R1000,00
Date Captured: | 2017/07f12 -
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
External code

Quantity
Unit cost
Amount
Include VAT
VAT

Total

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.

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 in order 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

( knowledge | innovation | service
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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 Q Templates e Retention Policies Li' Expenses Targets =/ Accounts | I Statements
: @ Move Transaction [ Q‘ =} - @ 0 ? @ - @ -
|Transach’0n o |Descriph’0n - |Reference |Transach’0n Type |'-a'at Due Amount Due |In Retention
T | = abc — IE‘ lE‘
b |2016/10/21  Advance Advance Advance RO,00  -R20000,00 ]
2016/07/20  Commission (ALG Sanlam) Flinstone Fred (F.1.) ... Commission RO,12 R1,02 O O
2016/07/20 Commission (ALG Sanlam) Flinstone Fred (F.1.) ...  Commission R26,73 R217,69 I:‘ I:‘
2016/03/01 Commission (Disc Vitality) Longhorn Jim (1.) {51... | Mew Business on R219,46 R1737,04 I:‘
2016/03/01 Commission (Disc Vitalitv) Flinstone Fred {F.1.) ... | New Business on R249.53 R2031.34 1 [l
Statements

Summary of all statements paid and/or due for payment

Confracts B Templates e Retention Polices La' Expenses Targets | =</ Accounts La' Transactions I @ Statements '

P BB [ B ShowinReport - @ @ | Alltems - Y @~ B~
|Statement Mumber & |Statement Date |Am0unt |"."AT |T0tal |Taxable Income ‘Tax Amount |Expense |Appr0ved ‘Payment Date |Payment Reference |Advance Amount
T | abc = = = = = [m] = abe =
STM-ADM201511-5 2015/11/20 R5770,81 RO,00 R5770,81 R5 770,81 R0,00 RO,00 2015/10/30 Oct 2015
b STM-ADM201604-12  2016/04/25 RE919,70 RO,00 RE 919,70 RE 919,70 RO,00  RO,00 2016/04/15  Retention test
STM-ADM201604-13 2016/04/25 R3281,25 RO,00 R3281,25 R3 281,25 RO,00 RO,00
STM-ADM201605-15 2016/05/10 R30086... RO,00| R30066... R.30 066,44 R0,00 RO,00 2016,/04/15 Retention test
STM-ADM201611-17 2016/11/21 R23412.. R0O.00/ R23412.. R23 412,98 RO.00 R0O.00 [v] 2017/07/18 Batch testing

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

Create a New Commission contract
Select Commission Contract from the Navigation Pane, then select New from the action bar:

( knowledge | innovation | service
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Back Forward .

Views History Navigation

g q = I
Navigation 0O ~ Ellea= o Validate  ab | .I © Previous Record
e 5’ save and Close
L Open Related Workflow View Close
=, Cancel v P Next Record
My Details - ES save and New ~ = Record e e °
Filter Criteria Records ... Save Edit Rec... Open Related Record Records Mavigation Close
Short T -
P BTl Owner:™ | - | Contribution: | RO.00 7
> Creditlife o o
3 Assurance Commission Product: | - | Contribution Frequency: |Monﬁ1ly -
3 Investment Product Provider: Annual Escalation: | 0.00%
> Medicalaid Contract Number:* | | Market Value: R 0.00
> Fureral Reference Mumber: | | Initial Commission: | RO.00 2
G iSsi =
v Lommission Source: | - | Second Year Commission: | RO.00
Commission Dashboard
L Inception Date: | - | Comment: |
Redpient
Redpient Statement Status:* | In Progress - | Last Statement Date: -
Template Cancel Date:* = | Current Commission: R 0.00
Commission Confract Cancel Reason:* Total Commission: R 0.00
Commission Statement Consultant: | .
Bank Statement Transaction
[ Juse Template
Statement Payment Batch
Batch Template: *
> Configuration = : ; ) B )
Commissions | Market Values = Statement Details  ContractLlinks ContractRoles Tasks MNotes Documents  Questionnaires = Propertysheet  History
Import Process =
. D& | X GER OO Y E-@Q
» Finandals
> AssetRegister |Ef'fechve Date - |Transach0n Category Commission Value |Expected Commission |Spl|tT0taI
> Administration
Fieldname Description Required
Owner The owner of a commission contract can be the client &

Commission Product

Product Provider
Contract Number

Reference Number
Source

Inception Date
Status

Cancel Date

Cancel Reason
Consultant

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 Create a new Record for details on
how to create this contact record. It is recommended
that you use the correct owner record to improve the
reporting experience.

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.

Display field only based on the selected product.

The policy number that uniquely identifies the
contract. It is matched with the policy number from
the commission transaction file.

Free text field to enter a value

Select the source where this Contract originates from,
from a pre-defined list.

The date the policy was submitted.

Commission will only be accepted for contracts in the
active state.

Provide the date when the policy should be set to a
cancel state. It will not stop the processing of
commission.

Provide a reason for setting a cancel date.

Use to allocate contracts to internal business
Consultants. This is assigned to the Recipient/Broker
when the contract is created through the import
process.

©
©

¢
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Use Template

Template

Contribution

Contribution Frequency

Annual Escalation
Market Value

Initial Commission
Second Year Commission
Comment

Last statement date

Current commission

Total Commission

TEESSEN CONSULTING

Select 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.

Monthly contribution if applicable.

Select the frequency applicable to this specific policy. (]
Monthly is the default.

Percentage escalation of the contribution.

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

Capture First year expected commission

Capture second year expected commission

Free text field

Last commission statement processed for this
contract.

Last commission earned as per last statement
processed.

All commissions earned on this specific contract since
inception.

Commissions

This tab will only be used when a template does not apply. Capture commission split specific to this

Contract only.

Market Values

A list of market values will display when imported. This is specifically imported when dealing with

Investment Statements:

User: Pef D

RI

Mt

File Home Tools

HE B X vV e

Mew Save Saveand SaveandNew —Delete Validate Cancel = Show Workflow = Refresh | Prewvious MextRecord Close
Ad v - Instances Record
Lo Records Creation Edit Workflow View Records Mavigation Close -

®E C 60 0 H

Value Date:* | - |
Me|
] Market Value: | R0.00 %]
ng] Cash Value: | R0.00 :l
Rid Units: | o :]

Col UpdatedBy: | PetroT

CY |astUpdated: |2019-08-15

¢
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Statement Details

A summary of all transactions processed on this specific contract.

EEETE o oorrioces
] R BB 0O T2

& | Amount

period Statement Date Statement Broker

7
201509 04-03-2015 Pioneer testd... Toker Anthony (A.) (377. RO.

201509 07-09-2015 Pioneer testd... Toker Anthony (A.) (377. RO.

#; ContractRoles

s & s | Donent

VAT Amount (Exd VAT) | Mark..

Transaction Date & | Message Transaction Type | Comment

T 0100 [Fones data .| okerAntrany 1) 677 Rooil __Rooo] rooilRmslowsms ] oo | |

01 R0.00 R0.01 R30.18 04-03-2015 FOF

01 R0.00 R0.01 R30.18 07-03-2015 FOF

v 494 QP

mmission Statement Detail

%

¢ o O a

Save Saveand | Validate Cancel Clear Update Open Related Refresh = Previous MextRecord Close
Cloze Warning Transaction Record Record
Save Edit Record Edit Open Related Record View Records Navigation Close
Transaction Date: | 2015/11/01 = Transaction Type: |Renewal Commission {Anniversary)
Broker: Longhorn Jim (1.) {1075546042) Amount (Exd VAT): R37,89
Contract: Botha Johaghum (1.M.]) 3102551 VAT: R5,30
Comment: Amount: R43,19
Market Value: RO,00 Processed Is Split Correct
Contribution: R0,00
Message:
@Transactons
B4 E®-/00 Y hH-&-
|Transacti... |Recwpient |Description - |Reference |Transacton Type Percentag... |Amount |Inc|ud... |‘v'.~\T |Total ‘Apprnv...

» 20151101 Longhor...
2015/11/01 XYZ Bro...

Botha Johaghum
Botha Johaghum

Commission (Di...

Commission {Di...

(... Renewal Commissio... 80.00% R30,31 R4,24 R34,5
(3.... Renewal Commissio... 20.00% R7,58 RL,06 REs4 [ |
SUM SUM_ 5UM

Contract Links

Link any number of contracts to one another. This feature is useful to determine the value of a client based
the connection i.e., Business policy linked to personal policies or Spouses

on all business generated through

individual policies linked to each other.

0 Set=nentbeiais

¥ Varket Valoes
(B EIX N E &0 T @

4 | Market value

[Z] contract tinks

Onner Descripton Contrbution

>/ AJCoy Trust (Investec - 109,

*, Confract Roles

Contribution Frequency

a Fropertes & foes | {8 Documents

Comment,

Use Template

0.0 Morily 0.00% Riogine | WcoyTst | o521

Annual Escalation | Expected Commission | Product

Contract Roles
Each contract has roles, whether i

tis 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 relatio

Contract roles are specified on the specific Product by your System Administrator.

nships between a contact and his contracts.

C
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History
Keep record of the status history of this contract.

8] Commissions | @ Market Values | (8 Statement Details | (5] Contract Links | G ContractRoles | [9] Tasks | &7 Notes Documents | [2] Questionnaires | [£] Prnpertysheel £ History l

B @0 |T|E- k-

‘Lug Date a |User Name |status | contract vaiue | contract premium Contract Commission

Y = ane = = - -

+ Wednesday, 26 June 2019 13:55 Elsabey Imported R0,00 R0,00 R0,00
Wednesday, 26 June 2019 14:24 Elsabey Active R0,00 R0,00 R0,00

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
The Bank Statement Import map will be setup by your System Administrator.

Select Bank statement transaction from the Navigation Pane:

i C00 )+

Home | View  Tools
00 x & elul o 7

Bank Statement Transaction - Insure-Iv'

Text to search...  Search
Back Forna Refresh [ import Bank extRecord || Save New
- M Statement Fiter

\Views History Navigation | Edit || Default ds Navigation || Filters || Fuil Text Search

Drag a column header here to group by that column

& contactManagement Transaction Date A | Desaription Reference Bark Statement Debit Amount.
2 Short Term o = e e _ _
[Z] credit ufe
8] mssurance
{3 Investment
g Medical Aid
{3 Funeral
8] commission
Commission Dashboard
[#] Commission Statement
- &, Redipient
15 Redipient Statement

Commission Contract
- [f Templat= 4

10| Bank Statement Transaction

[Ely statement Payment Batch
(i Batch

@ Commission Product

&) Commission Product Catogory
- Product Code

{7 Contract Type

{3 Transaction Type
-] Transaction Category

@ Commission Payment Type

Credit Amount

Credit Amount Available

[t Import Bank Statement Process - - B X
[%Import
Import Map:* x -
File:*
Contact:™ X -
Bank Account:® o -
Use Existing Bark Statement
Bank Statement Reference:®
From Date:* -
To Date:* -

h OK d | Cancel
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Fieldname Description Required
Import Map Select the Bank statement import map

File Attach bank statement file

Contact Defaults to Brokerhouse

Bank Account
Use Existing Bank Statement

Bank statement reference
From Date

To Date

Defaults to Bank account details

You may add daily transactions to the same bank
statement import

Use a reference to identify this statement

Select the date from when transactions must be
considered for commission reconciliation

Select the date until when transactions must be
considered for commission reconciliation

© 660 © G060

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.

Statement Reference: | Jan 2016

From Date: 2016/01/01
To Date: 16/01/31
Fle: Bank Statement Jan 2016.csv

(8] Transactions
e = R L i I

Drag a column header here to group by that column

Transaction Date Description Reference Debit Amount Credit Amount
2
2018/01/11 CASHFOCUS CSURE/COMM BFEE/JANL R0.00 R4 46873
2015/01/05 DISCLIFE 1116055250 87864055 R0.00 Ra014.18
2016/01/07 AGGCOMM R0.00 R5044.50
2016/01/13 DISCLIFE 1116055250-88240375 RO.00 R5065.07
2015/01/28 ZURICHINSUS4904895A02COMMISSIO RO.00 R5408.32
2016/01/05 IUMPREM RFD2730347IUMINZ RO.00 RS 477.04
2016/01/27 MULTID FOR SANLAMBEM 000953984 R0.00 RE248.72
2016/01/08 FNBOBPMT  HOLLARD SEN 20161 R0.00 RE 456,05
2016/01/07 LIBERTY047 R0.00 RE854.79
2016/01/14 FNBOBPMT  GAPSCOMM 60203 R0.00 RS 3838
2016/01/02 HOLLARD ETAG1512310970265769 R0.00 R 696,47
2016/01/21 CASHFOCUS COMM 00063 R0.00 R11550.65
2016/01/18 SANTAM  06928845/SSV RO.00 R12373.4%
016001725 FINE 0B PMT 1530 QS BROK COMM JA R0.00 R13886.73
201600104 MF PAY0000_20499409 R0.00 R16 549,56
201501706 BROLINK TIAL COMM 01201T1GIL R0.00 R16 59231
2015/01/05 DISC COMM 1116055250 87866782 R0.00 R19 68433
20150118 MFRF ONE OVWDA487535 R0.00 R20 568.71
| SUM-R618 47170 |

4 | Credit Amount Used

Credit Amount Avaiable

R0.00 R4468.79
R0.00 R4014.18
R0.00 R5044.50

RS 065.07 RO.00
R0.00 R5 408,32,
R0.00 R5477.04,

R0.00 RE 248,72,
R0.00 R 456.05
R0.00 R6 854,79
R0.00 RS 368.38

R0.00 R10 636,47
R0.00 R1155 .65
R0.00 R12373.44]
R0.00 R13886.73]
R0.00 R16 549.56
R0.00 R16 522,31
R0.00 R19 684,39
R0.00 R20 563,71 |
SUM-RS 551.21

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~  Home Tools
] @ @B vy W e O
Mew Save Saveand Save andMew | Validate Cancel Generate Open Related Create Expense  Generate @ v | @ NextRecord Close
b Close b Targets Record Transactions  Statement »
Records Creation Save Edit Record Edit Open Related Record View Records Mavigation Close ™
B Recipient Detail | [ Tax Details | [Z] Competence Registers
Contact: |XYZ Brokers - | Active
Account Code: | [ Redpient Type: Invaice -
Is Broker House e ca— | - Bank Account: First Mational Bank, Cheque Account, 62385838225, XYZ ... ~
'ayroll Number: ? |
Receive Commission  Default C E | 20.00% - |
Book Value: RO,00
Date Added: [1980/01/01 *] Balance: R63 191,03
PD Rating: | - | Last Statement Date: 2016/08/22 =
Comment: | |
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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, the Commissions Administrator needs to set up a
map between the commission file and the application. Please refer to the TC Desktop 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’:

-
E= [<X-X- M Commission Statement - Insure-IV 2 - = x
Home | View  Tooks
S g 42| & ¢o O 7
o
@ D % x % - Al Statements - Texttosearch..  Search
Back Forwerd || New Clone...| Delete 3. Process 4. Approv e Import Show Workfiow || Refresh fext Record Save New
- - - - Spits Transactions < Instances Filter
Views istory Navigation Records Creation || _Edit || Record Edit B workow || vew || Navigation || Filters 1 Full Textsearch | A
Drag a column header here to group by that column
& Contact Management Eroker House Statement Date Product Provider Broker House Contract | Reference A |Status Amount (Exd ... | VAT Amount Bank Stateme... | Transactions N...
+ ShortTerm
3 2 ol - o o0 o0 - - - - - -
2] CredtLife
<8 Assurance > ABC Brokers 2017/03/01 Discovery Health 10048035731 Discovery Health Rea7.54) R4 R502.50 RD.00 0
¢ Investment
~ 3§, Medical Aid
7 Funeral

8] commission
Commission Dashboard
[t3] commission statement
i & Reciient
[1B Recipient Statement
[2] commission Cantract
o [ Template
[8) Bank Statement Transaction
[} statement Payment Batch
@& Batch
(P Commission Product
i@ Commission Product Catogory
@ Product Code
[ ContactType
[ Transaction Type
() Transaction Category
@} Commission Payment Type

Ensure you apply the correct filter to see the imported file in the list view:

[E-  Home View Took

[ i 2] A ¢ 2 B | [
Q@ 9 % X B B3 < - @ B O O
Commission Statement | = | A0 Statements -] [Textto search...  search
Back Forward New Clore... | Delete | 2. Calalate 3.Process 4.Approve 5. Approve LImport  Refred tomated Showin | Previous NextRecord Save New
v v v v Fees Splits  Transactions Statement Statement o e rocess v Report v | Record Filter
Investment Statement
Views History Navigation | Records Creation _ Edit Record Edit e e Records Navigation Filters Ful Text Search
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This will launch the import process:

Impart | Logs

D Import Commission Statement Process

Impart Map:* o |

Statement Type:

Commission statement

File:* |

" Validate Map

Product Provider: |

Broker House Confract:™

[ | Multiple Broker House Contracts

Statement Date: |

Reference:*

Use Bank Statement

Bank Account:™® |

Bank Statement Transaction: ™

Bank Statement Amount: |
MNumber Of Transactions: |

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

Statement Type

File

Validate Map
Product Provider

Multiple Broker House Contracts

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.

Defaults to the criteria specified on Property

Configuration

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.

When selected, the application will check if the selected

map matches the file layout which is being imported.

Select the Product Provider as per the statement you

are processing.

Select this option when the statement is a summary of
transactions for various Broker Houses.

( knowledge | innovation | service )
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Broker House Contract

Statement Date

Reference

Use Bank Statement

Bank Account

Bank Statement Transaction

Bank Statement Amount

Number of transactions

Select the appropriate contract that the Broker House
has with the product provider of the file you want to
process.

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.

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.

Select when Bank Statement Transactions must be
linked to Commission statement.

Select from drop-down list or create a new bank
account

Select from drop-down list or create a new statement
transaction

Bank Statement Amount will auto populate from your
selection made on Bank Statement Amount.

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 - B X
[% Import 2
Import Map: Discovery Health x - 9
Statement Type: Commission statement -
File: Discovery25, xlsx WA
- validate Map,
14
Product Provider: Discovery x - 14
Multiple Broker House Contracts 23|
Broker House Contract: XYZ Brokers (10048035731) x -
Statement Date: 2016/06/01 - 12
Reference: Discovery 92
Use Bank Statement
Bank Account: First Mational Bank, Cheque Account, 45269875145, XYZ Brokers X -
Bank Statement: June 2016 o -
Bank Statement Transaction: X
Bank Statement Amount: [ | Transaction... 4 | Credit Amount Availa... Description ]
Mumber Of Transactions: v n
b3 2015/06/03
2016/06/03 R251.71 ALLAM GRAYD4398 IFA FEES
2016/06/03 R1426.11 A AIM5 00250375Commis...
2016/06/03 R34.20 ALLAMN GRAYD3643 IFA FEES B
2016/06/03 R22115.00 CASHFOCUS SANLAM/FDY 1
2016/06/03 RE820.95 ALLAN GRAYD35459 IFA FEES
2016/06/06 R131.17 ASHBURTON AMMUAL ADY
2016/06/09 R99.69 ASHBURTON-101580
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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 Navigation Pane from Commission or Tools menu:

[E-  Home View Tools

@ @ D x @ = e @ @ [ 4l 1tems -] ? [Textto search...  search

Back Forward New Delete Import Open Related Refresh | Previous NextRecord Save New
v v v Process Record Recor Fiter
Views History Navigation | RecordsCreaton | Edt | RecordEdt  OpenRelatedRecord | View RecordsNavigaton Fiters Full Text Search
Navigation 7 x Drag a column header here to group by that calumn
‘lmpm Map Fie Import Status Created By |Date created w T|updated By |Last updated | mmport Type
Commission T = abe = abe = abe = abe
Commission Dashboard MG AIG 72 527.52.xls Import with Errors Elsabey 2019/08/26 EisabeV 2019/06/26 TC.Commsplit.Modue. Imp...
m Bk Statement 201906 x5 Successfuly Imported  EksabeV’ 2019/06/25 ElsabeV 013/06/26 TC.Commplit.Modue.Imp...
[ Recipient Statement Allan Gray Market Values Adviser Fee Statement D3634 Account Market Value adsx | Import with Errors Elsabey 2019/06/24 ElsabeV 013/06/24 TC.Commplit.Modue.Imp...
(@ Template Allan Gray Market Values Adviser Fee Statement D3634 Account Market Value xdsx | Import with Errors Eisabel 2019/06/24 EisabeV 2013/06/24 TC.CommSplit.Module.Imp
5] commission Contract Santam txt Santam 646 699, 13.6xt Import with Errars Eisabel 2019/05/24 EisabeV 201/06/24 TC.CommSplit.Modue. Imp
[5] Commission Statement Santam txt Santam 646 699, 13.6xt Import with Errors Eisabel 2019/08/24 EisabeV 201/06/24 TC.CommSplit.Module. Imp
8] Bank Statement Transaction Discovery Health csv Disc Health 1018.csv Successfully Imported  ElsabeV 2019/06/24 EisabeV 201/06/24 TC.Commplit.Modue. Imp
[}, Statement Payment Batch Allan Gray (Appr) Adviser Fee Statement D3634 Account.xisx Import with Errors Eisabey 2019/06/24 EisabeV 201/06/24 TC.Commplit.Modue. Imp
@ Batch Allan Gray (Appr) Adviser Fee Statement D3634 Account.xisx Import with Errors Elsabey 2019/06/24 Elsabev 2013/06/24 TC.Commplit.Module. Imp
" Allan Gray (Appr) Adviser Fee Statement D3634 Account.dsx Import with Errors Elsabey 2019/06/24 Elsabev 2013/06/24 TC.Commplit.Module. Imp
Allan Gray (Appr) Adviser Fee Statement D3634 Account Level for the period 0... | Import with Errors Elsabey 2019/06/24 Elsabev 2013/06/24 TC.Commplit.Module. Imp

Each import processed in the application will display on the Import Process list view.

Each line item imported will be recorded.

(] E @ & «v9 [4 = e o O

Mew Save Saveand SaveandNew  Validate Cancel Import Open Related Refresh | Previous NextRecord Close
= Close = Process Record Record
Records Creation Save Edit Record Edit Open Related Record View Records Navigation Close s

%Imp@rt ﬂLags
iX B @O0 | Y|\ B-

|Log Date - |Import LogT... |Log Message |

T = = abe -
p | 2019-06-26 01:27:34.4530 PM | Information Create backup file - C:\Users\TCSUPWO3\OneDrive - Teessen Consulting\Documents\TC Testing\CommSplit Test. ..
2019-06-26 01:27:34.5000 PM | Information Initiglising AIG(TCImportinterface. CommissionImporter) processor with C:\Users{TCSUPW03\OneDrive - Teessen ...
2019-06-26 01:27:34.5600 PM | Information Start processing file C:\Users{TCSUPWO3\OneDrive - Teessen Consulting\Documents TC\Testing\Comm3plit Testi...
2019-06-26 01:27:34.6100 PM | Information Start Processing line.
2015-06-26 01:27:34.6600 PM  Error Column {N} Row 12 in the file cannot be converted to type DECIMAL
2019-06-26 01:27:34.6800 PM | Information Start Processing line.
2019-06-26 01:27:34.7000 PM | Information Stringlist to process in ProcessStringlist P102,XYZ Brokers,P102,, AIG985469, Renier Kruger,AIG, 34.88,30. 59649 ..
2019-06-26 01:27:34.7230 PM | Information Check if statement for Broker House P102 exist with Reference AIG
2019-06-26 01:27:34,8300 PM | Information Commissionstatement for Broker House P102 created with Reference AIG
2019-06-25 01:27:34.8430 PM | Information Stringlist to process in ImpertCommissionTransactionDetails: P102,XYZ Brokers,P102,,AIG98546%,Renier Kruger, ...
2019-06-25 01:27:35.0430 PM | Information EXEC TC_CreateCommissionImportTransaction @BrokerHouseMo = 'P102', @BrokerHouseMame = "XYZ Brokers', ...
2019-06-26 01:27:35.0700 PM | Information Start Processing line.
2019-06-26 01:27:35. 1170 PM | Information StringList to process in ProcessStringList P 102,XYZ Brokers,P102,,AIGS85470,C Lourens, AIG, 199,08, 174.614035...
2015-06-26 01:27:35.1370 FM | Information Stringlist to process in ImportCommissionTransactionDetails: P102,XYZ Brokers,P102,,AIG985470,C Lourens,ALG, ...
2019-06-26 01:27:35. 1900 PM | Information EXEC TC_CreateCommissionImportTransaction @BrokerHouseMo = 'P102', @BrokerHouseMName ="XYZ Brokers', E

User:ElsabeV  Updated by: ElsabeV on 2019/06/26 13:27:37
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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.

After the import process the statement still appears ‘empty’ as all the imported data has been placed in a

temporary holding file.

Brokerhouse Contract:
Statement Date:

Reference

Date Captured:

Bark Statement Amount:

Home  Tools
— v - - 2 = p . —
0% B8 B v9 o 5§ B © & = Z O X
New  Clone Save Saveand SaveandNew | Vaidste Concel | 1.Import 2 Calculate 3.Process 4 Approve 5. Approve Open Related Refresh Automated Showin | Previous NextRecord | Close
v - Transactions  Fees s Transaciions Statement Process  Report  Record
Records Creation Save Edit Record Edit Open Related Record View Records Navigabon | Close
Broker House: |xrzrokers -| sttement Type: Commission statement
Product Provider: a1 -| staws: Zgen

| vz Brokers (P102)

- | Jrransactons Not mported:

[019/08712

[a16

| Amount (Exd vaTy:

R75527,52

2019/06/26

VAT:

Number Of Transactions: 0

- | Captured By:

Eisabey Amount:

Date Processed:

- | Date Approved:

8} statement Entries | [] Statement Fies

RO,00
RO,00

R0,00

X aE® B 60 7Y @E- k-

‘Transscﬁun Date |Broker | contract Comment Status Transaction Type Category Amount (Exd V... |VAT Amount

Market Value | Is Spit Correct  [Processed

|Approved

T = = = abe = = = = = = =

[m]

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 Entrie:

[=] statement Files

0 X B0 O - -
e = [Siterenttote ok Sitement Amount._inported Amount Namber O Transactons. | nported e OF Trrs.. Bk Sttement Traracion
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
Bank Statement Transaction

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 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.
A-Z &

o 3

1. Import 2. Calculate 3. Process 4. Approve 5. Approve
Transactions Fees Splits Transactions Statement
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Import Transactions
Select the Import Transactions option to access he 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.

[E-  Home Tools
X & BE 5 ¢ o0 0 v
2 ;
Delete  Create  CreateBroker Amend  Append Open Related Refresh  Previous NextRecord = Close  Save New
Transactions  Coniract  Transaction Record Record Fiter
Edit Record Edit OpenRelatedRecord | Vien  RecordsNavigation | Close  Filters Full Text Search 4
‘Transa(uon Date |Broker House Name Broker House No  |Broker Name | Braker No  [Policy Name: [Policyno | commission Amount Ex vaT  [vaT Commission Amount | AccountCd | Market Value | Contribution | Sub Product Provider |Message |

T = abe ae abe abe abe ae = = = abe = = abe abe

» 2019/06/12 X¥Z Brokers P102 P102 Petrus Hamman AIGIB5492 RS 219,25 R730,70 A5 949,95 Commission R0,00 R0,00
2015/06/12 XVZ Brokers Pi02 P02 Anneke Fourie AIGS85431 R788,11 R11D,34 R398,45| Commission RD,00 R0,00
2019/06/12 XVZ Brokers P102 P102 Hendrk de Jager AIGI85487 R2655,49 R37L,77 A3 027,26 Commission R0,00 R0,00
2019/06/12 XVZ Brokers P102 P102 Neel Vermaas AIGI85476 R6033,39 RB44,68 R6 878,07, Comission R0,00 R0,00
2019/06/12 XYZ Brokers P102 P102 M Samodien AlGogS543E R2655,49 R37L,77 A3 027,26 Commission R0,00 70,00
2019/06/12 XVZ Brokers P102 P102 Gerhard Dettmer AIGI85493 R839,41 R117,52 R956,33| Commission RO,00 R0,00
2015/06/12 XVZ Brokers Pi02 P02 Johannes van Dyk AIGS85433 R1507,51 R211,05 R1 718,56 Commission RD,00 R0,00
2015/06/12 XVZ Brokers P102 P102 Wilem venter AIGIB5472 R321,86 745,06 R366,92| Commission R0,00 R0,00
2019/06/12 XVZ Brokers P102 P102 Juandre Loubser AIGI85473 R17645,79 R2 470,41 R20 116,20 Commission R0,00 70,00
2019/06/12 XYZ Brokers P102 102 Hettie Burger AIG385471 R310,79 R43,51 R354,30| Commission R0,00 70,00
2019/06/12 XVZ Brokers P102 P102 5 Visser AIGI85495 R1251,42 R176,60 R1438,02 Comission R0,00 R0,00
2015/06/12 XVZ Brokers Pi02 P02 A Snyman AIGS85473 R2 465,08 R345,11 R2810,13 Commission RD,00 R0,00
2015/06/12 XVZ Brokers P102 P102 Comelus Nel AIGI85477 RE71,05 /121,95 -R993,00 Commission R0,00 R0,00
2019/06/12 X¥Z Brokers 102 102 Gerhard Hoffinan AIGS85474 328,81 R46,19 R376,10| Commission R0,00 70,00
2019/06/12 XYZ Brokers P102 P102 Corne Burrows AlGOE546 R1505,58 R210,78 R.1716,36 Commission R0,00 70,00
2019/06/12 XVZ Brokers P102 P102 Pieter van Niekerk AIGI85490 RE30,76 RI5,31. R776,07| Commission R0,00 R0,00
2013/06/12 XYZ Brokers P102 P102 Shaun Maree SEE R595,23 R33,33 R78,56| Commission RO,00 R0,00
2015/06/12 XVZ Brokers P102 P102 Leon van Wyk AIGI85482 R788,11 R1I1D,34 R398,45| Commission R0,00 R0,00
2015/06/12 XVZ Brokers Pi02 P102 C Lourens AIGSB5470 R174,61 R24,45 R199,06| Commission RD,00 R0,00
2019/06/12 XYZ Brokers P102 P102 Christiaan Beukes AIGEE5478 R56,38 7,89 -R64,27 Commission R0,00 70,00
2019/06/12 XVZ Brokers P102 P102 Eizabeth Edwards AIGI85491 R1048,25 R1%6,75 R1195,00  Commission R0,00 R0,00
2019/06/12 XYZ Brokers Pi02 P102 Sepo Dlukwana AIG385485 R 505,58 R210,73 R1716,36 Commission RO,00 R0,00
2019/06/12 X¥Z Brokers P102 P102 sias Buys AIGI85494 R106,70 R14,94 R121,64 Commission R0,00 R0,00
2015/06/12 XVZ Brokers Pi02 P02 Rerier Kruger AIGS85463 730,60 R423 R34,88 | Commission RD,00 R0,00
2019/06/12 XYZ Brokers P102 P102 Johaghium Botha AIG985484 R1505,58 R210,78 R1716,36 Commission RO,00 R0,00
2019/06/12 XVZ Brokers P102 P102 Mari Beets AIGI85480 R17513,70 R2452,76 R19972,46  Comission R0,00 R0,00
2019/06/12 XYZ Brokers P102 102 Waldo de Lange AIGI85475 R2946,16 /412,96 -R3 358,62| Commission R0,00 70,00

2 SUM-RE3 620,63 SUM-RB906,89  SUM-R72 527,52

From the import detail view, you can edit the imported records:

¥ =

Create Create Broker  Amend  Append
Transactions Contract Transaction

1

Record Edit

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 — O >
Broker Number: |Flinsb:|ne Fred (F.J.) (P5658) - |
Broker Name: Flinstone Fred (F.1.)

Account CD: | - |

Transaction Category:

Transaction Date: | - |

E oK i | Cancel |
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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 = O *
W\ (%] Logs
Import Map: | - |
Statement Type: Commission statement
File: | |
[ Use Bank Statement
Bank Statement Amount: | RO,00 *
Mumber Of Transactions: | 0
I oK | | Cancel
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.
When selected, the application will check if the
selected map matches the file layout which is being
imported.
Select when Bank Statement Transactions has to be
linked to Commission statement
Bank Statement Amount will auto populate from your
selection made on Bank Statement Amount
May be used for record purposes.

Validate Map

Use Bank Statement
Bank Statement Amount

Number of transactions

Notice that all files appended show on the Statement Files tab on the Commission Statement detail view:

] SiatementEnmesE Statement Files |I
ED'XE@@#E'@'

[Fie ~ [statement Date

|Bark statement Amount | imported Amount Number Of Transactions | Imported Number OF Tran...|Bank Statement Transaction | Append...

- = - = - =

T b =

+ {20170202 OLD MUTUAL R38160.92.xisx 2017/04/01 R0,00 R38 160,82 0 796
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Create Broker Contract

@ Broker Contract

Recipient: R

Broker Mumber: P5&98

Start Date: 2019/06/26 B

Class Of Business

Product Provider: AIG

Active

Created By: ElsabeV
Contract Document: Updated By: Elsabev
Default Commission: 0.00% -
[£] Class Of Businesses | [z Comment
O-1868 X 5 &8 Y @a-|&-

Date Created:

Last Updated:

A | Accredited

2019/08) -
2019/06) ~

Cancel

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 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.

Q Commission Statement Detail Process

Commission Contract

Create Contract

Default Cwner: Broker
Mew Contract Status:
Use Template
Commission Product
Auto Create Product

Default Commission Product Catogary:

Commission Transaction

| Auto Create Transaction Type
Merge Similar Transactions

Update Contract Contribution

Use Default % When Template Mot Found

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.
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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’ in order 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.

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.

Close the Import screen which will take you back to the Commission Statement detail view.

Refresh the Commission Statement detail view to display all transactions that have been successfully
created.
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Home  Tooks

(] %

& =

v 9 K 5

B o

¢ @

J

9

Previous Next Record

Records Navigation

Close

Close

New Clone. Save Saveand SaveandNew Vaidate Cancel  1.Import 2. Calclate 3.Process 4 Approve S.Approve Open Related Refresh Automated Show in
~ ~ Close Transactions  Fees Spits  Transactons Statement Process ¥ Repart ™ | Recar

Records Creation Save Eit Record Edit Open Related Record Vien

Broker House: XVZ Brokers Statement Type: Commission statement

Product Provider: AIE For a successful import the totals should again correspond with the Status: Open

Brokerhouse Contract: XYZ Brokers (P102) totals of the import file and the Transactions not imported sheuld be Transactions Not Imported:

zera

B 1505112 Amount should also be the same s Bank statement amount RE LN

Reference: AIG ' Amount {Exd VAT):

Bank Statement Amount: R75 527,52 I«mmber Of Transactions: e

B gecna T = Captured By: Ekabey pans
Transactions are now allocated to the Broker contract Date Processed:
and the commisison contract where the split rules are
[8)) Statement el gefined
X " - o
Transaction Date Toker Contract Comment Status Transaction Type - | Category Amount Exdl V... |VAT
T = = anc = = = = =

2019/06/12 Fiinstone Fred (F.J.) (... Loubser Juandre (1.B.)... Juandre Loubser Imported New Business Lst Year commission R17645,79
019/06/12 Flinstone Fred (F.1) (.. Flinstone Fred (.1 (. Neel Vermaas Imported New Business st Year commission R5033,39
N19/06/12 Flinstone Fred (F.1) (.. Flinstone Fred (F.1.) (.. Petrus Hamman Imported New Business st Year commission RS 219,25
2019/06/12 Alleman Jan (1.) (P4521) Beets Mari (M.) (AIG - ... MariBeets Imported New Business 1st Year commission R17 519,70
D19/06/12 Flinstone Fred (F.1) (... van Dyk Johannes (1.F... Johannes van Dyk Active Renewal Commission (... | 2nd Year commission R1507,51
2019/06/12 Alleman Jan (1.) (P4521) Botha Johaghum (1.M.... Jehaghium Botha Active Renewal Commission (... | 2nd Year commission R1505,58
019/06/12 Alleman Jan (3.) (P4521) Snyman A (A.M.) (AIG... A Snyman Active Renenal Commission (... | 2nd Year commission R2465,08
N19/06/12 Alleman Jan (3.) (P4521) Burrows Corne (€.} (... Comne Burrows Active Renenal Commission (... | 2nd Year commission R1505,58
2019/06/12 Alleman Jan (3.) (P4521) Dlukwana Sepo (S.P.) ... Sepo Dlukwana Active Renewal Commission (... | 2nd Year commission R1505,58
D19/06/12 Flinstone Fred (F.1) (.. de Jager Hendrik (H.1.... Hendri de Jager Active Renewal Commission (... | 2nd Year commission R2655,49
2019/06/12 Fiinstone Fred (F.1.) (... Visser S (5.H.J) (AIG - ... § Visser Active Renewal Commission (... | 2nd Year commission R1261,42
019/06/12 Alleman Jan (3.) (P4521) Edwards Eina (E.E.) (A... Elzabeth Edwards Active Renenal Commission (... | 2nd Year commission R1048,25
N19/06/12 Flinstone Fred (F.1) (... Samodien M (M.5.) (AL M Samodien Active Renenal Commission (... | 2nd Year commission R2655,40
2019/06/12 Alleman Jan (1.) (P4521) Hoffman Gerhard (G.1.... Gerhard Hoffman Active Short term monthly Short term monthly R329,91
018/06/12 Alleman Jan (3.) (P4521) Maree Shaun (S.) (AIG... Shaun Mares Active Short term monthly | Short term monthly R595,23

- Date Approved:

Amount
R2 470,41 R20 116,20
R344,68 R6 878,07
R730,70 R5543,95
R2452,76 R19972,496
R211,05 R1718,56
R210,78 R1716,36
R345,11 R2810,13
R210,78 R1716,36
R210,78 R1716,36
R371,77 R3027,26
R176,60 R1435,02
R1%6,75 R1195,00
R37L,77 R3027,26
R46,19 R376,10
R83,33 RE78,56

Market Value

RO,00
R0,00
R0,00.
RO,00
RO,00.
RO,00
R0,00
R0,00.
RO,00
RO,00.
RO,00
R0,00
R0,00.
RO,00
RO,00

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.

A negative transaction, possibly a Lapse, where a retention rule applies, will now display in blue on the
transaction list warning you to pay close attention to this transaction because of the retention rule that

applies.

You might choose to revoke the retention rule to absorb this Lapse

8] Statement Entries | [5] Statement Fies
O0- X a8%| 8 00 Y @B-|b-
Transaction Date Broker Contract Comment Status Transaction Type Category Amount (Exd V. Amount Market Value
¥|= = = abc = = =
Cidkhere to add 3 new
—

-I 2017/03/01 Gibbs Abby (A.) (FIRM... Gbbs Abby (A)P01 3... EOH Seaurity and Buildin... Active Lapse Lapse R3 256,48 R455,91 R3712,39 RO,00
2017/03/01 Gibbs Abby (A.) (FIRM... Gibbs Abby (A) P01 4... | African Dynamics Invest... |No case info found short term Unknown R315,51 R44,17 R359,68 RO,00
017/0301 Ghbs Abby (A.) (FIRM... Ghbs Abby (A)P013... EOH Security and Buikdin... Active Short term Unknown R24 709,49 R3453,33  RI3 168,82 R0,00
2017/03/01 Gibbs Abby (A.) (FIRM... Gibbs Abby (A) P01 4... | Affican Dynamics Invest... Active short term Unknown R30L,78 R42,25 R344,01 RO,00
017/03/01 Ghbs Abby (4.) (FIRM... Gbbs Abby (A.) P014...  Afican Dynamics Invest... No case info found Short term Unknown R257,76 R36,09 R293,85 0,00

Process Splits

o

1. Import 2. Calculaty
Transactions Fees

3. Process

Record Edit

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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8] statement Entries | 5| Statement Files

: X | 4 @9 Y B~ -
Transaction Date Broker |C0n1ra|:t |
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.

Commission Contract = m} X
Owner: [[oubser Tuandre (1.6.) i x ~| Contribution: [ Ro,00 :|
Commission Product: |AIG - | Contribution Frequency: |Month|y - |
Product Provider: AIG Annual Escalation: | 0.00% |
Contract Number: [argeas473 | market value: RO,00
Reference Mumber; | | Expected C ission: | RO,00 2 |
Source: | - | Second Year C H | RO,00 |
Inception Date: |2019f06,|’12 - | Comment: |Juandre Loubser |
Status: [imported - | LastStatementDate: | 2019/06/12 -
Cancel Date: - | Current Commission: R17 645,79
Cancel Reason: Total Commission: R17 645,79
Consultant: |F|\n5mne Fred (F.1.) - |

Use Template
Template: |Fred Flinstone Generic - |

$] Commissions @Market\c'alues Lijstabemem:Demils ContractLian &CcmractRoles ETEM & Notes | ] Documents Quest r
i0-%- X B/00 T E-|B-

|EffEEti\dE Date - |Trar|sa(ﬁnr| Category ‘Cummissiun Value |ExpEEtE\:I Commission |Sp|itTnta|

Update Transaction
Transaction type on a specific record can be changed by using the update transaction icon

Update Transaction

| Are you sure you want to update the Transacton dates and/or Type of the selected records

| Yes | ‘ Nao

Amend transaction date or transaction type or both:

& Commission Statement Detail Append Process — O X

Transaction Date: || - |

Transaction Type: | -

I OK | | 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.
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Warnings

record from the current detail view.

Two warnings may occur during the process procedure. In both instances you will be able to rectify the

8] statement Entries | [Z] Statement Fies
X E% BE OO0 Y &a- [2-
Transaction Date Broker Contract Comment Status Transaction Type = |Category Amount (Exd ... | VAT Amount Market Value |15 Spit Correct |Processed Approved Has Warnings
T = = = ae = = = = = = = 0 0 0 0
b 2013/06/12 Flinstone Fred (F.J.) ... Loubser Juandre (L8... Juandre Loubser Imported New Business 15t Year commission R17 645,79 R2470,41 R0 116,20 RO,00
2019/06/12 Flinstone Fred (F.J.) ... Flinstone Fred {F.J.) ... | Neel vermaas Imported New Business 1st Year commission RE 033,39 R844,68 R6 878,07 RO,00
2019/06/12 Flinstone Fred (F.).) ... Flinstone Fred (F.1) .. Petrus Hamman Imported New Business 15t Year commission RS5 219,25 R730,70 R5943,95 RO,00
2019/08/12 Alleman Jan {2.) (P45... Beets Mari (M.) (AIG ... Mari Beets Imported MNew Business Lst Year commission R17519,70 R2452,76  R19972,96 RO,00.
2015/06/12 Fiinstone Fred F.1) .. van Dyk Johannes (1... Johannes van Dyk Active Renewal Commission ... 2nd Year commission R1507,51 R211,05 R1718,56 R0,00 v v v
2019/06/12 Aleman Jan (1.) (P45... Botha Johaghum (J....  Johaghium Botha Active Renewal Commission ...| 2nd Year commission R1 505,58 R210,78 R1716,36 RO,00 v 7
2015/06/12 Alleman Jan (1.) (P45... Snyman A (A.M.) (AL ASnyman Active Renewal Commission ... nd Year commission R2 465,08 R345,11 R2810,19 R0,00 v v
2019/06/12 Alleman Jan (1.) (P45... Burrows Corne (C.) (... Come Burrows Active Renewal Commission ...| 2nd Year commission R1 505,58 R210,78 R1716,36 RO,00 v 7
2015/06/12 Alleman Jan (1.) (P45... Diukwana Sepo (S.P.... | Sepo Diukwana Active Renewal Commission ... nd Year commission R1505,58 R210,78 R1716,36 RD,00 v v
2013/06/12 Fiinstone Fred (F.1.) .. de Jager Hendrik (H.... Hendrik de Jager Active Renewal Commission ...| 2nd Year commission R2655,4 R37L,77|  R3027,26 RO,00 v v

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
Make sure to select the contract information and then select ‘Open Related Record’ from the
transaction’s menu bar:

[8] statement Entries | [5] statement Fies
xasp s o0 vE- -
Transacton Date [Broker contract Comment status Transaction Type & | Category Amount (Exdl . |vaT amount Market valie  |Is Spit Correct [Processed | Approved Has Warnings
T = = = b = = = = = = 0 0 a a
» 20190612 Fiinstone Fred (F.1.) .. Loubser Juandre (1B... Juandre Loubser Imported New Busness 15t Year commission R1764579  R24MA1 R0 116,20 R0,00
ﬁn 19/06/12 Flinstone Fred (F.1.) ... Flinstone Fred (F.J.) ... Neel Vermaas Imported New Business 1st Year commission R6 033,39 RB44,68 R6 878,07 RO,00
2019/08/12 Finstone Fred (F..) ... Finstone Fred (F.1) .. Petrus Hamman Imported New Busness st Year commssion R5 219,25, R7I,70 RE5949,95 R0,00
2015/06/12 Alleman Jan (1.) {P45... Beets Mari (M.) (AIG ... MariBeets Imported New Business Ist Year commission R17 515,70 R2452,76  R19972,% RO,00
2013/06/12 Flinstone Fred (F.1) .. van Dyk Johannes (1. Johannes van Dyk Active Renewal Commission . 2nd Year commission R1507,51 R2ILOS  R1718,% R0,00 v v /]
2019/06/12 Alleman Jan (1) {P45.. Botha Johaghum (J.... | Johaghium Botha Active Renewal Commission ... 2nd Year commission R1505,58 R2078 R17I63 R0,00 7 v

This action will now open the relevant Contract detail view allowing you to amend the commission
split rule.

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.

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
approved.

8] Statement Entries | =] Statement Files
xlefs m 00 v& - -
Transaction Date Broker Contract Comment Status Transaction Type 4 |Category Amount (Exd VAT | Amount Market Value | Is Spit Correct |Processed Approved Has Warnings
= = = - = - - - - - - - T F
2019/06/12 Fiinstone Fred (F.1.) ... Loubser Juandre (1.B...| Juandr

Imported New st Ye:

RI764579  R247,4L  R20 116,20 R0,00

20 19/06/12 Flinstone Fred Finstor Neel v Imported New st Ye R6 033,38 R84463  R6878,07 R0,00

2 19/08/12 Flinstone Fred (F.2.) .. Finstone Fred (F.2.) .. Petrus Hamman Imported New Business 15t Year commission RS 219,25 R70,70 R59B,95 70,00

219/06/12 Alleman Jan (1) (P45.. Beets Mari (M) (AIG .. MariBeets Imported New Business st Year commission RI7515,70  R245276  R19972% 70,00 ,
» M19/6/12 Flinstone Fred (1) .. van Dyk Johamnes (1. Johamnes vanDyk  Active Renevial Commission .. 2nd Year commission R1507,51 R21L0S  RL7IBS R0,00 ] v

219/06/12 Alleman Jan (1) (P45... Botha Johaghum (1 Active Renevial Commission . nd Year commission R1505,58 R0, RI763% £0,00 o =
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You will notice that each transaction processed successfully has been marked as ‘Processed’ and ‘Is Split

Correct’.

Double-click any of the transactions to view how the split was processed:

mission Statement Detail

Home Tools
I H vy aQ® B @0 O
@ @ ) 4 =) x
New Save Saveand Save and New  Validate Cancel Clear Update Open Related Refresh  Previous NextRecord Close
v Close > Warning Transaction Record
Records Creation Save Edit Record Edit Open Related Record View Records Navigation Close &
Transaction Date: | 2019/06/12 ~  Transaction Type: | Renewal Commission (Anniversary)
Broker: Alleman Jan (1.) (P4521) Amount (Exd VAT): R2 465,08
Contract: Snyman A (A.M.) (AIG - AIGI85479) VAT: R345,11
Comment: Amount: R2810,19
Market Value: R0,00 Processed s Spit Correct
Contribution: RO,00
Message:
@ Transactions
4 E R22-00 Y B B-
Transaction Da...| Recipient Desaription  |Reference Transaction Type Percentage Sha... | Amount Indude VAT |vaT Total Approved
b 2018/06/12 Alleman Jan ... Commission (AIG) Snyman A (A.M.) (AIG9854... Renewal Commission (Anniv.. 70.00% R1725,56 v R241,58 R1967,13
2015/08/12 XYZEBrokers  Commission (AIG) Snyman A (A.M.) (AIG9854... Renewal Commission (Anniv.. 30.00%  R733,52 v R103,53  RB43,06
SUM=R2 SUM=R SUM=R2
User:ElsabeV

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.

You can also utilize the Commission Split Control Report to verify all splits on this commission statement:

r
(% @ & v « 5 @ g ¢ ld © © 3
New Clone... Save Saveand SaveandMNew Validate Cancel = 1.Import 2. Calauate 3.Process 4. Approve 5. Approve Open Related Refresh Automatel} JSRGWIRY FPrevious MextRecord — Close
v v Close v Transactions Fees Splits  Transactions Statement Record Process Report ¥  Record
Records Creation Save Edit Record Edit Open Related Record view § [l Commission Processed
Broker House: XYZ Brokers ix -| Statement Type: coh Gh Commission Split Contral Repart
Product Provider: AlG - | Status: Processed

Go to the last page of the report and check that the totals match. If they match, then all commissions received
on this statement were correctly split to the allocated recipients.

= o D @ u:—[] Ly [D E=] § . k (O ® @ @ ol Ly @Y mo
— -0 g — (S Q@ @ 1
=H # = = L ¢ 5 <4 o O @ @@ @ |7 Tall
Open Save | Prit Quick Parameters | Scale Margins Orientabon Sze | Find  Thumbnais Sookmarks Eding | First Previous Next Last | ' ManyPages ZoomOut Zoom ZoomIn  Page Color Watermark | Export EMal | Close
rint v v v v Fields | Page Page Page Page | &, v v v v
Document Print Page Setup ] Navigation Zoom Page Background Export Close
Transaction Splits
X¥Z Brokas Commission (AIG) 70.00% R R10273 RS3650
Alleman Jan () Commission (AIG) 30.00% R21447 R4403 R35830
Splits Totak R104528] K147 RL19&M
Hlinstone Fred (F.J) (P3698) Samodien M (M8 (AIG - Renewal Commisson R2 65540 R37177  R302726
ATG985488) (Anniversary)
Transaction Splits
Flinstons Frad (FI) Commission (AIG) 80.00% F212439 R29742 F242181
XYZ Brokas Commission (AIG) 20.00% RSILIO R7435 RE0545
Splits Totak ‘ R:GSSAQ‘ R.'!?Lﬁl R302726
g
IMPORTANT: 1. Total from transaction splis R63 62053 RS 906,89 R72 52752
The totals from (1)and (2} must be same forthis
statement to be comect 2. Total from Commission Statement ‘ R63 ﬁ!n,ﬁSl RS 906,89‘ R72 51752\
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Approve Transactions

oo

1. Import 2. Caloulate 3. Processl 4. Approve 6. Approve
Transactions Fees Splits Transactions gEtatement

Record Edit

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:

Ongoing - Transaction Type

[E~  Home Tools
‘_ﬁ I_ﬁ X Delete _-J @ Previous Record
& Validate
Save Saveand Save and MNew = Open Related View T Mext Record Close
Close ) cancel Record e @
Records Creation Save Edit Open Related Record Records MNavigation Close
Transaction Type
Description: Ongoing Income/Expense: |Income
Short Description: | Ongoing External Code:
System Type: Mo Category: On-going
| Auto Approve Default Unit Cost: RO,00

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.

Home  Tools
H & v w 8 B B C @ O
0 EB&E & ) = B x
New Ssve Saveand SaveandNew  Veldate Cancel  Generate | OpenRelated CreateExpense Generate | Refresh Showin  Previous NextRecord  Close
~ fose ~ Targets Record Transactions Statement ¥ Report ¥ | Record
Records Creation Save Edit Record Edit Open Related Record view RecordsNavigation | Close
& Recpient Detail | Tax Details | [5] Competence Registers
Contact: Flnstone Fred (.0.) lActve
Account Code: ADVASOD Redpient Type: Invoice
s Broker House Broker House: XYZBrokers |
Payroll Number:
7|Receive Commission Defoult Commission: 50.00% ~
Book Value: #0,00
Date Added: 2008/01/01 -] Baance: R64 745,56
PD Rating: ~| Last Statement Date: | 2016/02/17
Comment;
[&] contracts | (& Templates | &2 Retention Poicies | @@ Expenses | K Targets | = Accounts | @ Transactions | [13 Statements
@ Move Trancaction 00| E- -
Transacton Date Description  |Reference Transaction Type Vat Due amount Due Approved
¥|= ™ ™ = = = 0
210721 Advance Advance Advance Ro,00 -220000,00 %
» 2019/06/12 Commission (4IG) Loubser Juandre (1.6.) (A... New Business R1976,33 R16092,96
201970612 Commission (AIG) Fourie Anneke (A.) (AIGS... Shart term monthly R8s, 27 R718,7
019/06/12 Commission (4IG) Visser S (5.H.1) (AIG9854... Renewal Commission (An. R191,28 R1150,42
20190612 Commission (AIG) Venter Wilem (W.) (AIGO... Shart term monthly R35,08 R293,54
019/06/12 Commission (4IG) Burger ettie (H.) (AIG36... Short term monthly R3451 R283,44
2019/06/12 Commission (4IG) Hamman Pieter (P.1) (AL... New Business Rs34,56 R4753,96
2019/06/12 Commission (AIG) Vermaas Neel (€. (AIGS... New Business R675,74 RS 502,%
2019/06/12 Commission (4IG) Samodien M (M.5.) (A1GS... Renewal Commission (Ann. R297,42 R2421,81
2019/06/12 Commission (AIG) Dettmer Gerhard (6.) (AL Shart term monthly R3401 R765,54
niong/1 rmicsian (A1G) e 1acer Hendk (4 151 Benewsl Commission (aen 2074 2242181
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3.

transaction to display the split rule:

Commission Statement Detail

[E- Home Tools
— ﬁ \%’ o validate | £ E @ Previous Record
L
New Save Saveand Save and New  Cancel Open Related View Mext Record Close
e Close . 9 % Record . o
Records Creation Save Edit Open Related Record Records Navigation Close -
Transaction Date: | ENpE = Transaction Type: | Short term monthly
Broker: Alleman Jan (1.) (P4521) Amount (Exd VAT): R329,91
Contract: Hoffman Gerhard (G.J.) (AIG - AIG985474) VAT: R46,19
Comment: Amount: R375,10
Market Value: RO,00 Processed Is Split Correct
Contribution: RO,00
Message:
L@ Transactions
Transactio. .. |Recipient |Descri... - |Reference |Transaction... Percentage ... | Amount |Include .| VAT Total |Approved
b 2019/06/12 XYZ Brok... Commissi... Hoffman Gerhard (G.].... Shortterm .. 30.00% R98,97 R13,86 R112,83 I:‘
2019/06/12 | Alleman ... | Commissi... Hoffman Gerhard (G.J.... Shortterm ... 70.00% R230,94 R32,33 R263,27 |:|
SUM=R.... SUM=... SUM=R...
User:ElsabeV

4.
statement:

The fourth method is a batch method that will approve all the split transactions per commission

You are also able to approve individual transactions on the Commission Statement. Double click any

[E- Home  Toos

% B@ @ v9 ek 5 @|g |4 C e G © O B3

New  Clone. Save Saveand SaveandNew  Vaidate Cancel | 1Import 2 Calalate 3.Procesd] 4. Approve | Approve Open Related Refresh Automated Showin | Previous NextRecord | Close

~ - Close v Transactions  Fees splits || Transactions [ftatement Process ¥ Report¥ | Recor

Records Creation save Edit Record Ed Open Related Record view Records Navigation  Close
Broker House [z Brokers -| statement Type: Commission statement
Product Provider: [ -] stats: Processed
Brokerhouse Contract: | XYZ Brokers (P102) - | Transactions Not Imported: 0
Statement Date: (01908122 -] Total Market value: RO,00
Reference: (a1 || Amount (Exd vaT): RE3 620,63
Bark Statement Amount: R75527,52 - Number OFf Transactons: o o] VAT RB 906,89
Date Captured: 19/06/25 Captured By: Elsabey/ et R72E2/:22

Date Processed: 019/08/26 - | Date Approved: -
8} statement Entries | [5] Statement Fies
X4 3 00 Y E- B-
|Trsn§achun Date [sroker | contract | comment status Transaction Type Category Amount (Exd V... [vAT amount Market value  |1s Split Correct | Processed | approved |

T = = = abe = = = = = = = O] O] =
2019/06/12 Flinstone Fred (F.1.) (. Loubser Juandre (1B.)... Juandre Loubser Active New Business Ist Year commission R17 645,75 R247,41 R0 116,20 R0,00 [m]

b |201/06/12 Alleman Jan (1.) (P4521) Hoffnan Gerhard (G.1.... Gerhard Hoffman Active Short term monthly  Short term monthly R329,91 R46,19 R376,10 R0,00 O
2019/06/12 Aleman Jan (1.) (P4521) Maree Shaun (5.) (AIG... Shaun Maree Active Short term monthly  Short term monthly R595,23 R83,33 R67E, 56 R0,00 [m]
2019/08/12 Flinstone Fred (F.1.) (... Fourie Anneke (A.) (AI... Anneke Fourie Active Short term monthly Short term menthly R788,11 R110,34 R398,45 RO,00 O
2019/06/12 Flinstone Fred (F.1.) (. van Dyk Johannes (1.F... Johannes van Dyk Active Renewal Commission (.. 2nd Year commission R1507,51 R211,05 R1718,5 R0,00 [m]
2019/06/12 Alleman Jan (1.) (P4521) Botha Johaghum (1M.... Johaghium Botha Active Renewal Commission (... 2nd Year commission R1505,58 R210,78 R1716,36 R0,00 O
2019/08/12 Flinstone Fred (F.1.) (.. Vermaas Neel (C.J) (AL . Neel Vermaas Active New Business 1st Year commission R6033,39. R844,68 R6 878,07 RO,00 O
2019/06/12 Alleman Jan (1.) (Pa521) Beukes Chris (C.) (AIG... Christiaan Beukes active Short termmonthly  Short term monthly R56,38 7,89 R64,27 R0,00 [m]
2019/06/12 Finstone Fred (F.1.) (. Hamman Pieter (1) (... Petrus Hamman Active New Business Ist Year commission RS 215,25 R730,70 R5 945,95 R0,00 [m]
2019/06/12 Alleman Jan (1.) (P4521) van Wyk Leon (L) (AL  Leon van Wyk Active Short term monthly Short term monthly R788,11 R110,34 R8%8,45 RO,00 O
2019/08/12 Alleman Jan (1.) (P4521) Snyman A (A.M.) (AIG... A Snyman Active Renewal Commission (.. 2nd Year commission R2 455,08 R345,11 R2810,19 RO,00 O
2019/06/12 Aleman Jan (1.) (Pa521) Burrows Corne (C.) (... Corne Burrows active Renewal Commission (... 2nd Year commission R1505,58 R210,78 R1715,36 R0,00 [m]
2019/06/12 Alleman Jan (1.) (P4521) LOURENS C (C.) (AIG -... C Lourens Active Short termmonthly  Short term monthly R174,51 R24,45 R153,06 R0,00 [m]
2019/06/12 Alleman Jan (1.) (P4521) Beets Mari (M.) (AIG - .. Mari Beets Active New Business Ist Year commission R17519,70 R2452,76  R1997246 R0,00 O
2013/08/12 Alleman Jan (1.) (P4521) van Niekerk Pieter (P.)... Pieter van Miekerk Active short term monthly Short term manthly R680,76 R95,31 R776,07 RO,00 ] [+]

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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[8] Statement Entries | [5] Statement Fies
0- X 4E% 58 @0 ¥ E-2-
Transaction Date Broker Contract Comment Status Transaction Type Category Amount (Exd V... | VAT Amount Market Value |15 Split Correct  |Processed Approved
T = = = ae = = = = = = = 0 0 0
Click here to add  new row
+ 2017/03/01 Gibbs Abby (A.) (FIRM... Gbbs Abby (A.) PO13... ECH Security and Buildin... Active Lapse Lapse -R3256,48 R455,91 R3712,33 RO,00 v v v
2017/03/01 Ghbs Abby (A.) (FIRM... Gibbs Abby (A.) PO14.. EOH Security &Buiding .. Active Short term Unknown R1013,76 R142,77 R1 162,53 R0,00 % - v
3/01 Gbbs Abby (A.) (FIRM... |Gbbs Abby (A.) P01 4... | African Dynamics Invest... | No case info found Short term Unknown R315,51 R44,17 R359,68 R0,00
2017/03/01 Gbbs Abby (A.) (FIRM... Gibbs Abby (A.)PO13... EOH Security and Buidin... Active Short term Unknown 24 709,49 R3459,33  R25 168,82 R0,00 % 5 v
2017/03/01 Gibbs Abby (A.) (FIRM... Gibbs Abby (A) P01 4... | Affican Dynamics Invest... Active short term Urknown R301,76 R42,25 R344,01 RO,00 v v v
2017/03/01 Gbbs Abby (A.) (FIRM... Gibbs Abby (A.) P014... African Dynamics Invest... No case info found Short term Unknown R257,76 36,09 293,85 70,00

Approve Statement
This is the final 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.

o

1. Impart 2. Calculate 3. Process 4. Approve 5. Approve
Transactions Fees Splits Transactions
Record Edit

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.

Tools

DB R vy i BB o ¥ @ @ © © A

Save Sawveand SaveandNew | Validate Cancel 1. Import 2. Calculate 3.Process 4. Approve 5. Approve Open Related Refresh Automated Showin | Previous NextRecord Close
Close ~ Transactions Fees Splits Transactions Statement Record Process ¥ Report ¥ Record
Records Creation Save Edit Record Edit Open Related Record View Records Navigation Close

Note that the fields for Statement date, Reference, Bank Statement amount and Transaction date are all
empty:
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Home  Tools

0% G @ v9

ko 5 B o3

\ &

New Clone...  Save Saveand SaveandNew  Validate Cancel = 1 Import 2. Calaate 3.Process 4 Approve
~ v v Transactions  Fees Splits  Transactions Statement Record
Records Creation save Edit Record Edit Open Related Record
Broker House: ¥ Brokers ix «| Statement Type
Product Provider: AIG -| status
Brokerhouse Contract: [ XYZ Brokers (P102) - | Transactions Not Imported:
totement Date: - |Jrotel Market Value:
eference: Jamount (Exdl VAT):
ank Statement Amount: R0,00 | Number Of Transactions: o |
pEE T T AL =0
Date Processed:
8] statement Entries | [5] Statement Fies
0- X @4 5 00 Y IB- [&-
Transaction Date Broker Contract Comment Status Transaction Type Category
T = = = abe = = =
Ciick here to add a new raw
» Fiinstone Fred (F.2.) (.. Loubser Juandre (3.8.)... Juandre Loubser Active New Business 1st Year commission
Alleman Jan (1.) (P4521) | Hoffinan Gerhard (G.J. .. Gerhard Hoffman Active Short term menthly Short term monthly
Alleman Jan (1.) (P4521) | Maree Shaun (5.) (AIG... shaun Maree Active Short term menthly Short term monthly
Flinstone Fred (F.J.) (... |Fourie Anneke (a.) (AL.. Anneke Fourie Active Short term monthly | Short term monthly
Flinstone Fred (F.J.) (... |van Dyk Johannes (3.F... Johannes van Dyk Active Renewal Commission (... | 2nd Year commission
Alleman 3an {1.) (P4521) | Botha Johaghum (3.M.... Johaghium Botha Active Renewal Commission (... | 2nd Year commission
Flinstone Fred (F.J.) (... Vermaas Neel (C.J) (AL... Neel Vermaas Active New Business st Year commission
Alleman Jan (1.} (P4521)  Beukes Chris (C.) (AIG... Christizan Beckes Active Short term monthly | Short term monthly
Flinstone Fred (F.J.) (... Hamman Pieter (°.1.) (... Petrus Hamman Active New Business st Year commission
Alleman Jan (1.} (P4521) | van Wyk Leon (L.) (AI... Leon van Wyk Active Short term monthly | Short term monthly
Alleman Jan (1.} (P4521) | Snyman A (AM.) (AIG... A Snyman Active Renewal Commission {... | 2nd Year commission
Alleman Jan (1.} (P4521) | Burrows Corne (C.) (A... Corne Burons Active Renewal Commission {... | 2nd Year commission
Alleman Jan (1.} (P4521) |LOLRENS C (C.) (AIG -... C Lourens Active Short term monthly | Short term monthly
Alleman Jan (1.} (P4521) | Beets Mari (M.) (AIG - ... Mari Beets Active New Business Ist Year commissien

_¥ |

5. Approve OpenRelated Refresh Automated Showin | Previous NextRecord
Process v Reportv | Record

Commission statement

Open

R17 645,78
R329,91
RS95,23
R788,11
R1507,51
R1505,58
R6033,3%

56,33
R5218,25

R788,11
R2 465,08
R1505,58

R174,61
R17513,70

- | Date Approved:

Market Value

RO,00
RO,00
RO,00
RO,00
RO,00
RO,00
RO,00
RO,00
RO,00
RO,00
RO,00
RO,00
RO,00
RO,00

0

RO,00
R63 620,63
RE 906,39
R72527,52

Approved

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.

Open a transaction to edit it. Always capture the amount including VAT. The VAT- and Commission Excl
VAT fields will be auto calculated.

When you clone or manually capture a statement, the commission file will not be automatically saved on

the processed statement.

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 El

[ X B | @

Y @ -

New (Ctrl+N)
Mew Commission Statement File

& -

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.
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Recurring Expenses
(<)) U X v B|%8 B0 O T ... o

Back Fornard New Delete  Generate  OpenReiatedfforesteExpense Generate [ Reffesh | Previous NextRecord | SaveNew
v v Targets Record  f| Transactions  Statement Record Fiter
Views Hstory Navigation | Records Creation | Edit  Record Edit View | RecordsMavigaion _Fiters Full Text Search
Navigation ®  x || Draga column header here to group by that column
Contact « | cient Number Reference Number |Date Added  [AccountCode  [1sBroker H. [Broker House  |Receive C... [Recipient Type |Payroll Number | Tax Number DrectiveP. [Actve |LastStatementDate
T = abe b = b @ = = abe abe = e
b Advice Group - Coastal 2014/01/01 2 BBL Broker Group Invoice. 0.00%
BBL Broker Group 2011/09/01 Money Manage. Invoice 0.00% 2019/07/04
Block Tom (T.) 2016/06/28 1 [m} BBL Broker Group Invoice 0.00%
DeKoker Jan (1) 20130101 [ Adviee Group - Invoice 0.00% 019/06/27
Commission Contract Gerber Ralf R.) ALGDO00003 012/01/01 ALG0000003-3 ] money Manage Payrol VIPD023445 156562354 15.00% 2018/07/13
[ commission Statement Kinnear Fanie (F.) 2015/01/01 ] Money Manage Invoice 0.00% 2015/03/04
8] Bark statement Transaction Money Management Pty (Ltd) 2011/09/01 4 Invoice 0.00% 2015/01/29
G statementPayment Satch Tesssen Preter (7.G.) 21305001 ] |88t Broker Grown Invoice 0.00% 2015/10/04
@ satch Venter Jan (1.) ALGO000001 2013/01/01 [m} Money Manage Invoice 0.00%
> g Configuration Wiimott Peter (P 1) PGTSSE677 01200801 [ MoneyManage Invoice 0.00% 19/07/04
I 1mportProcess Wimottpeter (1) PaTS56677 w11#2/01 [ | voney manoge Tnvoce 0.00% 14009118

& Contact Management
s] Commission

% Finandials

Select the ‘Create Expense Transactions’ action to allocate these transactions to a payment batch.

TeERE-"e® - July 2018 Exp

E- Home Tools

(1% @@ B v9 <4 <4 C 0 ©

New Clone... Save Saveand Save andMew | Validate Cancel = Approwe Un-Approve | Refresh | Previous MextRecord Close
S Close S Record
Records Creation Save Edit Record Edit View Records Mavigation Close -
Bank Reference: |Ju\y 2018 Expenses ‘ Approved
BatchDate:  |2013/07/30 -| Batch Total: RO,00
Comment: | ‘

@ Transactions

id-% X B4 800 Y E-B-
|Transacﬁo - |Recipi - ‘Descriphon - ‘Refer... |Transacﬁon...|Amount ‘Include - |'u'AT |Total |Approv..

* 1] =]

SUM= SUM=_. SUM=

User :ElsabeV/

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:
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Back Forward
Views History Navigation
Navigation 30X

Commission

Commission Dashboard

& redpient

[ Recpient Statement

[ Template

Commission Contract

[#] Commission Statement

[8) Bank Statement Transaction

> Ty Configuration
[ Import Process

New

Records Creation

QO (% X & ¢

@0 07

& Contact Management
s Commission
% Financials

< Asset Register

@ Administratinn

Clone. Delete  Approve Un-Approve  Refresh  Previous NextRecord | Save New
- Fiter
Edit Record Edit View | RecordsNavigation Filters Full Text Search &
Bark Reference |patch pate ~ |Approved | Batch Total
T abe = O] =
» | July 2019 Expenses 2019/07/30 ] -R1 150,00
BHK234 e EES O [m] R114,00
PT20150316 O RO,00]
- Home  Took
PGT201503 —_— O RO,00]
PT20150212 =] v = o e \) @ 3¢ O RD,00
% =] ﬁ L‘% « ) % & D %
PGT88585 O RO,00]
New Cone.. = Save Saveand SaveandNew Vaidate Cancel = Approve Un-Approve = Refresh | Previous NextRecord — Close
PGT9856 - v Close - O R0,00
PGT768585 Records Creation Save Edit Record Edit View Records Navigation Close O R0,00|
DDF435345 O RO,00]
: Approved
porass Bank Reference: | Juy 2019 Expenses | P O w000
EXP32332 BatchDate:  [2019/07/20 -] Batch Total: RELS0.00 O R1430,00)
BNK20140115 Comment: [ | ] R0,00)
PT00345 @ Transactons O RO,00]
PT200815 O RO,00]
COM20130731 id-H - X BEEE 00 Y B B- O RO,00]
‘Trar\samnn Date  |Recpient |Description ~ |Reference | Transaction Type Amount |nclude vat  |vat Total | Approved
» | 2019/07/30 Gerber Ralf (R.)  Menthly pre paid suppert  PT002 IT Fees - Monthly -R500,00 R75,00 575,00 (]
2019/07/30 Gerber Ralf (R.)  Software Usage per user | PT001 Software License Fees -R500,00 R75,00 R575,00 ]
* (=
SUM=R1000,00 SUM=R150,00 SUM=RI150,00
User:ElsabeVl

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 or with month-end process, e.g., Reserve Account allocation,

Advance Payments or Ad-Hoc expenses, which must be posted against a Recipient before final payment.

These 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.

Back Forward New
Views History Navigation
Navigation %

Administration

Records Creation

QO (% X [ dE

5 C 00 T

Clone... Delete | AutoPopulate Export Import Open Related Refresh  Previous NextRecord — Save New
Properties  Map Filter
Edit Record Edit Open Related Record View Records Navigation Filters Full Text Search
[ wag riame ~ |map Type | Map Reference | mport To Temp Tables |Has Column Headers  [1s Actve

& Contact Category
£ Contact Type
= Contribution Frequency
® country
g Department
[Z] Document Type
> [ Email
i Ethnic Group
v i Import Export

£ Import Status
> @

W Language Type

> G Compliance -

& Contact Management
[8] Commission
% Financials

& Asset Register

(» Administration

W) Reports

T sbc

abe

» [ Ad Hoc Expenses.

abe

—
TCImpor ssactionBatchlmporter, TCI I

Allan Gray

Allan Gray Market Value
Altrisk AR - Correct
Altrisk AR (HFM)
Bankstatement

Contact Importer -Test
Contact Imparter Test 2
Coronation

Discovery Life

Echelon

Echelon short Term
General Commission Import Map
Keyhealth

Libberty Med

Map with Expression
Map1

Momentum - Excel

My Commission Contracts
My Contacts
MyNewTasks

OMFees

Recipient Importer
Skybound

Test

Transaction Import

TCImportinterface CommissionImporter, TCImportl
TCImportinterface CommissionImporter, TClmportl
TCCommSplitimpor t, CommissionImpor ter, TCCom..
TCCommSpitimpor . Commissionlmpor ter, TCComm.
TCImportinterface Bankstatementimporter, TCImp,
TCImportinterface Contactimporter, TEImportinte

TCImportinterface. Contactimporter, TCImpartinte...

TCCommSpitimpor . Commissionlmpor ter, TCComm.
TCImportinterface CommissionImporter, TCImportl
TCImportinterface CommissionImporter, TClmportl
TCCommSplitimpor t, CommissionImpor ter, TCComm.
TCCommSpitimport. Commissionlmpor ter
TCCommSpiitimpor . CommissionImporter
TCCommSpitimport. Commissionlmpor ter

T t-TaskImporter, T it

TCCommSpitimport. CommissionContractimporter,
TCCommSplitimpor t, CommissionImpor ter, TCComm.
TCCommSpitimport. CommissionContractimporter,
TCCommSpitimport, Contactimporter, TCCommsplit
h t Taskimporter, T it

TCCommSpiitimport, CommissionImporter, TCComm.
TCCommSpiitimpor t Recipientlmpor ter, TCCommspl
TCCommSpiitimport, CommissionImporter, TCComm.
TCCommSpitimport. Contactimporter, TCCommSplit
TCImportinterface Transactionimporter, TCImport

PTOL

Adviceworx OM Fees

Header Row Count

(mj{m|{ i ||

O
]
O
]
O
]
O
]
O
]
O
]
O
]
O
]
O
]

]
O
O
]
O
O
]
]

]
]
]
]
]
]
]
]
]
]
]
]
]
]
]
]

Select ‘New’ to create a new importer map using TCCommSPlit.BatchImporter, TCCommSplitimport Map

Type
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% @@ & Xv9 [ ¢ o 0
New Cone.. | Save Saveand SaveandNew | Delete Validate Cancel | Auto Popuiate pen Related Refresh | Previous NextRecord — Close
- Properties Record Record
Records Creation Save Edit RecordEdt | OpenRelatedRecord | View | RecordsNavigaton  Close
| Man Detais | Fie culture
Map Name: | Map Type: | TCImportinterface Transactongatchimporter, TCImportinterface -]
Header Row Count: | 0 | internalrocessor:  [Excel -]
Has Column Headers Map Reference: [ ]
Generate Error File Is Active
Validate On Import Spedfication: ‘ ‘
[ | tmport To Temp Tables
[Z] Properties | Configuration Properties
id- X B @0 Y E-|B-
‘Pruperbf MName Data Type |Required [Property Type [ source: Destination Index 4 | Column Header Name Error Message
+ | TRANSACTION DATE DATE Excel XML Column Property 1
ACCOUNT CODE STRING Excel XML Column Property 2
DESCRIPTION STRING ] Excel XML Column Property 3
REFERENCE STRING Excel XML Column Property 4
TRANSACTION TYPE STRING Excel XML Column Property 5
AMOUNT DECIMAL Excel XML Column Property 5
var DECIMAL m] Excel XML Column Property 7

Property name

Description

Required

Transaction Date
Account code
Description
Reference
Transaction type
Amount (excl VAT)

VAT

Transaction date as per source file

The unique code used on a Recipient record
Transaction description

Payment or transaction reference

Select the type from drop-down menu

The Importer requires an amount excluding VAT.
Specify the VAT if this transaction requires it.

000ee

Once the map has been set up, you can import the transactions as a single batch entry from the Batch list

view

E-

Home

QO [(IH X & ¢ ¢

Back Forward

View Tools

Text to search.... Search
Delete | Approve Un-Approve | Refresh

New  Clone, Previous NextRecord = Save New

Record Fiter
Views History Navigaton | Records Creation | Edit Record Edit View | RecordsMavigaton | Filters Full Text Search -
Navigati .o [pankReference [Batch Date ~ |geraved |Bateh Total
lavigation = - = -
Commission »  luy 2013 Expenses 2013/07/30 (| R1150,00
BNK234 2015/04/13 O R114,00
ommission Dashboart
2 PT20150316 2015/03/16 O R0,00
Recpient
B Req:m cimtement PGT201503 2015/03/04 O RO,00
(@ Template PT20150212 2015/02/12 O R0,00
emplat
Commission Contract PGTB8585 2015/01/22 O RO,00
] Commission Statement PGT3898 2014/11/13 O RO,00
(8 Bank Statement T PeT7EssEs 2014/10/14 O R0,00
DDF435345 2014/09/18 O R0,00
PGTO99 2014/09/15 O RO,00
BXP32332 2014/09/02 O R1490,00
[ Import Process BNK20140115 2014/01/15 O RO,00
PTO0345 2013/10/07 O R0,00
PT200815 2013/08/29 O RO,00
COM20130731 2013/07/31 O R0,00
& Contact Management
[s] Commission
= )
« Financials

Select the General Import File on the Tools menu.

E-

'

General
mport File

Home View Tools

4 [

Import Handle
ansaction Batch Logfile v

Y =
e
Synchronise Help Resources Reset View
Settings

N

Show Workflow
Instances

Tools

Follow the Wizard to import the batch entries.

¢
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You can approve this batch now or you can select to open the batch and approve individual transactions.

Home  View  Took
@ & < 1A @ ¢ Y
@ @ II_| % x (é & ‘Cf' @ @ Texttoscarch...  Search
Back Forward New Clone... Delete WApprove Un-Approve Wl Refresh  Previous NextRecord — Save New
~ ~ Filter
Views History Navigation Records Creation Edit Record Edit View Records Navigation Filters. Full Text Search -
- N . . Bank Reference Batch Date. v | Approved Batch Total
Navigation @ T [ax = = =
Commission ¥ July 2019 Expenses 2019/07/30 -R1150,00
= 015/04/13 R114,00
summ'ss‘:" Bashbozrd PT20150316 215/03/16 R0,00
ccipient
B Rgu:gntmmm PGT201503 015/03/04 70,00
Q Tempiste PT20150212 2015/02/12 RO,00
@ Commission Confract PGT88585 2015/01/22 R0O,00
Commission Statement PGT9898 20141313 RO,00
M Bank Statement Transaction PGT768585 2014/10/14 RO,00
[} statement Payment Batch DDF435345 2014/09/13 r0,00
@ Batch PGTI99 2014/09/15 R0,00
> g Configuration BxP32332 014/03/02 -R1490,00
Q Import Process BNK20140115 2014/01/15 RO,00
PTO0345 2013/10/07 R0,00
PT200815 2013/08/29 RO,00
COM20130731 2013/07/31 R0,00
& Contact Management
[s] Commission
% Finandials
Open batch to approve individual transactions.
July 2019 Expenses - Batch
Home Tools
[ = V ol — . e (9
% & & ) Q@ x
New Clone... Save Saveand SaveandNew  Validate Cancel = Approve Un-Approve Refresh = Previous NextRecord Cloze
S S Close o Record
Records Creation Save Edit Record Edit Wiew Records Navigation Cloge -~
Bank Reference: | July 201% Expenzes Approved
Batch Date: 2019/07/30 - | Batch Total: 1 150,00
Comment:
Lﬂ' Transactions
0- % - X 00 Y B~ -
L
Transaction Date Reapient Description 4 (Reference Transaction Type Amount Incude VAT VAT Total Approved
» 20190730 Gerber Ralf (R.) Monthly pre paid support | FTO02 IT Fees - Monthly -R500,00 v -R75,00 -R575,00
2019/07/30 Gerber Ralf (R.) |Software Usage per user | FTO01 Software License Fees R.500,00 v 75,00 R575,00
- -
SUM=-R1 000,00 SUM=-R150,00 SUM=-1 150,00
User:ElsabeV
Once the batch has been approved, these entries will be on the individual Recipients Transaction list.
[ contracts | [ Templates | & Retention Polices | G Expenses | 144 Targets | =J Accounts IE '\@ Statements
@BMoveTrnsaction B & 5 @@ ¥ B - B -
Transaction Date. v | Description Reference Transaction Type vat Due Amount Due Approved
T = = = = = — =
2019/07/30 Software Usage per user PTO01 Software License Fees R75,00 R575,00
2018/07/30 Monthly pre paid support PTO02 IT Fees - Monthly R75,00 575,00
»2013/06/12 Commission (Discovery, T A D G ED Men Butness o Y 7
2016/10/04 Comnission (COR20151004) Trethewey Mark (M R) (56730} Traier Fee R0,00 RO,3L
2016/10/04 Commission (COR20161004) Louw Leslie (L A) (53260) Trailer Fee RO,00 R18,13
0161004 Commissinn (COR 20116 1004) Lo | eslie {1 &) (539600 Trailer F BO.00 RIR1

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

C
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Generate Recipient Statement

D x &] e @ @ Texttosearch...  Search
Back Forward New Delete  Generate  OpenRelated Create Expenselfl Generate | Refresh | Frevious NextRecord S
~ - Targets Record  Transactions [JStatement ¥ jter
Views History Navigation | Records Creation | Edit | Record Edit Open Refated Recdl (5 Generate Statement WITHOUT Retention ters Full Text Search
Navigation % x | Dragacolumn header here to group by that column [ Generate Statement WITH Retention
Contact 2 | ClientNumber ff [ Generate Guarantee Transaction s Broker H.._|Broker House  |Receive C... |Recpient Type | Payroll Number | Tax Number Directive P... | Active Last Statement D
Commission ¥ = abe b = e 0 = 0 = abe abe = 0 =
Commission Dashboard + iAdvice Group - Coastal 2014/01/01 2 | gL Broker Group Invoice 0.00% v
& Recpient BBL Broker Group 2011/09/01 v Money Manage... 4 Invoice 0.00% v 2019/07/04
[ Redpient Statement Block Tom (T.) 2016/06/28 1 BEL Brcker Group 7] Inveice 0.00% v
[ Template De Koker Jan (1.) 2013/01/01 Advice Group - 7 Tnvoice 0.00% 7 2015/05/27
5] commission Contract Gerber Ralf () ALGO000003 012/01/01 ALGO00D003-3 Money Manage v Payroll VIPOD23445 156562354 15.00% v 2019/07/19
] Comission Statement Kimear Fanie (F.) 015/01j01 Money Manage 7] Invoice 0.00% 7 2015/03/04
8] Bank statement Transaction Money Management Pty (Ltd) 2011/09/01 4 v v Tnveice 0.00% 7 2015/01/29
B statementPayment Batch Teessen Pieter (.G.) 2013/05/01 BBL Broker Group 7] | Invoice 0.00% 7 015/10/04
G eatch Venter Jan (1.) ALGODDDODL 2013/01/01 Meney Manage. v Inveice 0.00% 7
> g Configuraton Wilmott Peter (P 1) PGTS556677 2012/03/01 Money Manage: v Invaice 0.00% v 2019/07/04
(& mporerocess Wimott Peter (P ) PGTS56677 011/12/01 Money Manage... 7] Inveice 0.00% v 2014/09/18

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:

(] @@ & v 9 W c 9 O
New Save Saveand SaveandMNew | Validate Cancel  Generate | OpenRelated CresteExpense Generale  Reffesh  FPrevious NextRecord  Close
v Close - Targets e Transactions ~ Statement Record
Records Creation save Edit Record Edit Open Related Record View | RecordsNavigation | Close
& Recpient Detail | [ Tax Details | [] Competence Registers
Contact: Gerber Ralf (R.) - ] Active
Account Code: ALGO000003-3 Recpent Type: Payral
Is Broker House Broker House: Money Management Pty (Ltd) Caldea
Payrol Number: VIP0023445
/|Receive Commission Default Commission 40.00% -
Baok Value:
Date Added: 2012/01/01 Balance:
PD Rating: " | LastStatementDate:  2018/07/1%
Comment:
[l contracts | [ Templates | &2 Retention Polides | @@ Expenses | K4 Targets | &/ Accounts | @ Transactions
X EBEFHE B -0 Q| |umems vlE - B -
Statement Number Statement Date Amount VAT Total Taxable Income | Tax Amount Expense
T e = = = = = = =
» | STM-EVX201907-5 2019/07/19 R906,53 RO,00 R906,53 R906,53 R135,98 R0,00
STMAEVX201807-4 N18/07/15 R4 250,001 RD,00 R4 250,00 R5 000,00 R750,00 R750,00
STM-ADM201209-3 201210912 R285,58 R0,00 R286,58 R286,58 R42,99 R0,00
STM-ADM201305-4 N13/05/24 R186 332,57 RD,00  R186332,97  R21321525 R32882,28 R32882,29
STM-ADIMZ01404-10 2014104003 RS10,96 -R420,00 R930,96 R2928,28 R439,24 7343924
STM-ADM2013096 213/09/18 R360,05 RO,00 R360,05 R423,58 RE3,54 R63,54
STM-ADMZ01410-19 1410/16 R243,%9 R0,00 7248, 49 R292,34 743,85 43,85
STM-ADM201308-5 213/08/18 RE23,25 R140,00 R433,25 R1909,70 FL235,46 12864
STM-ADM201310-7 2013/10/08 R250 770,53 RI4000  R250630,59  R2%6 407,06 R44 461,06 R45 636,46
STM-ADIMZ01411-20 214/14/13 R751,51 R140,00 R891,51 292,34 R43,85 R1043,85
STM-ADM201502-26 015/02/12 R3778,49 /140,00 R3638,49 R5621,76 R343,26 R1843,26
STM-ADIMZ01403-16 2014/09/18 R1586,28 -R280,00 R1866,28 R539,91 RE8,49 R2 176,19
STM-ADM201408-18 014/08/19 R244,05 R0,00 R244,05 R287,11 R43,07 43,07
STM-ADMZ01501-23 2015/01/29 R227.22 RO.00 R227.22 R267.32 R40,10 /40,10

Approved

« |Payment Date

2012/02/15
2013/05/25
2015/03/16
2015003/16
2015/02/12
2015003/16
2015/03/16
2014/11/14
2019/06/30
2015/03/04
015/02/12
2015/01/30

Payment Reference

abe

PTOO0L
PT002
PAY20150312
PAY20150312

PT54

PAY20150312
PAY20150312
FFT3523

Close OFf Statements
PAY123

FT54

Comm201501

R9 913 000,00

R12291,22

Advance Amount

RO,00
R0,00
RO,00
R0,00
RO,00
R0,00
R0,00
RO,00
R0,00
RO,00
R0,00
RO,00
RO,00
RO.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.
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Approve Recipient Statement
Approve a recipient statement when you are ready to process a payment run. To perform this action for

multiple statements, you need to navigate to the Recipient Statement list view.

Home  View  Took

@ - x \E @ c Eé 1’9 @ All Statements - ? Text to search... Search

Back Forward Delete | Pay Statemenfl Approve | Refresh Automated | Previous NextRecord Save New
v cess ¥ | Record Fiter
Views History Navigaton _ Edit Record Edit view Records Navigation Fiters Full Text Search
Navigation % x| Dragacolmn header here to group by that colimn
Statement Number Redpient Statement Date Amount VAT Total Taxable Income |Tax Amount | Expense Approved & |Payment Date Payment Reference | Advance Amount
Commission ¥ abc abe = = = = = = = 0 = abe =
Commission Dashboard » STM-EVX201907-5 Gerber Ralf (R.) 2019/07/19 R906,53 R0,00 R906,53 RI06,53 R135,98 R0,00 R0,00
STM-ADM201408-14 BEL Broker Group 2014/05/03 73 426,00 R0,00 RS 426,00 RS 426,00 R0,00 RD,00 7 2015/03/04 PAY123 RD,00
STM-ADM201501-22 BBL Broker Group 20150129 R35,04 R0,00 R35,04 R35,04 R0,00 R0,00 7 201501/30 Comm201501 R0,00
STMEVX201507-4 Gerber Ralf (R.) 2018/07/15 R4 250,00 RD,00 R4 250,00 R5 000,00 R750,00 R750,00 7 RD,00
Commission Confract STM-ADM201501-21 Money Management P... 2015/01/28 R2 146,83 R300,56 R2 447,33 R2 146,83 RO,00 RO,00 | 2015/01/30 Comm201501 RO,00
Commission Statement 5TM-ADM201501-24 Teessen Pieter (P.G.)  2015/01/29 R4 169,55 RO,00 R4 169,55 R4 168,55 RO,00 RO,00 ] 2015/01/30 Comm201501 RO,00
18] Bark Statement Transacton STM-ADM201209-3 Gerber Ralf (R.) 012/09/12 R286,58 R0,00 R285,58 R285,58 R42,99 R0,00 /] 2012/02/15 PTOOL R0,00
C statement Payment Batch STM-ADM201406-11 BBL Broker Group 2014/06/03 R350,81 RO,00 R350,81 R350,81 RO,00 R0,00 % 2015/03/16 PAY20150312 RO,00
@ satch STM-ADM201408-13 BEL Broker Group 2014/08/06 R906,00 RO,00 R908,00 R905,00 RO,00 RO,00 | 2015/03/04 PAY123 RO,00
> Eq Confiouraton STM-EVX201906-1 De Koker Jan (1.) 019/06/27 R12858,78 RO,00)  R12858,78  R12858,78 R0,00 R0,00 7 2019/06/30 Close Off Statements R0,00
(8 tmportProcess STM-ADM201305-4 Gerber Ralf (R.) 2013/05/24 R186 332,97 RO,00| RI86332,97) R21921525 R32882,29  R32882,29 | 2013/05/25 PTO02 RO,00
STM-EVX201907-2 BEL Broker Group 2019/07/04 R30 130,40 RO,00)  R30 130,40  R30130,40 R0,00 R0,00 7 2019/06/30 Close Off Statements R0,00
STM-ADM201404-10 Gerber Ralf (R.) 2014/04/03 R510,96 R420,00 R930,96 R2928,28 R439,24 R3 439,24 | 2015/03/16 PAY20150312 RO,00
STM-ADM201502-25 BEL Broker Group 201500212 R315,32 R0,00 R315,32 R315,32 R0,00 R0,00 7 W16/02(26 Ccom01502 R0,00
STM-ADIM201409-15 wimottPeter (1) | 2014/09/03 A33 200,99 R4697,14  R37§98,13  R33550,90 R0,00 R350,00 7 2014/11/20 coM23a2 R0,00

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.

d ) B @ ¢ > QO
A @ vH = = o x
Save Saveand Validate Cancel | Pay Statement Approve Open Related Refresh Automated | Previous NextRecord  Close
lose Record Process ¥ | Record
Save Edit Record Edit Open Related Record View Records Mavigation  Close 1
Redpient: Gerber Ralf (R.) Taxable Income: R06,53
StatementNumber: | STM-EVX201907-5 Tax Amount: R135,98
Statement Date 019/07/18 - Expense: RD,00
Statement Vat Number: Advance Amount: R0,00
[ Paid Amount: R06,53
Payment Date: ~| PaymentReference: VAT: RO,00
Payment Batch: Total: R06,53
Message:
@ SiatsmeiTransadmns
X™ | @ @ [wiems Y B~ e
Transaction Date Desaription ~ |Reference Transaction Type Vat Due Amount Due
T = ase ate = = =
» 12019/06/12 Commission (Discovery) Barth Andreas (A E) (5130087291) MNew Business R0,00 R906,53

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.

Home View Tools
p . = - 7 p
@ - x A e @ @ @ Al Statements - ? Texttosearch..  Search
Back Forward Deete Py Statement [Roprove | Refresh Automated  Previous NextRecord Save New
v Process ¥ | Record Filter
Views History Navigation | Edit Record Edit View Records Navigation Fiters Full Text Search
Navigation 3 x | Dragacolumnheader here to group by that column
Statement Number Recipient StatementDate | Amount VAT Total Taxable Income |Tax Amount | Expense Appraved Payment Date PaymentReference | Advance Amount
Commission T e abe = = = = = = = 0 = abe =
Commission Dashboard b STMEVK201207-5 Gerber Ralf (R.) 219/07/19 R770,55 R0,00 R770,55 R906,53 R135,98 R135,98 1 R0,00
STM-EVX201907-4 Gerber Ralf (R.) 2019/07/19 R4 250,00 RO,00 R4 250,00 RS 000,00 R750,00 750,00 v R0,00
STMEVX201807-3 Wimott Peter (P3) | 2013/07/04 R114,00 R0,00 R 114,00 R114,00 R0,00 R0,00 - 2013/06/30 Close OFf Statements R0,00
e STM-EVX201907-2 BBL Broker Group 219/07/04 R30 130,90 RO00  RI130,40 R3O0 130,40 R0,00 70,00 2 2019/06/30 Close Off Statements R0,00
Commission Conbract STM-EVX201806-1 De Koker Jan (1) 219/06/27 R12858,78 RO00  RIZ8S,78  R12855,78 Ri,00 R0,00 v 201/06/30 Close OFf Statements RD,00
Commission Statement STM-ADM201610-29 Teessen Pieter (P.G.) | 2016/10/04 R305,39 RO,00 R305,39 R305,39 RO,00 RO,00 v 2016/07/26 1235 RO,00
18] Bark statement Transacton STM-ADM201607-28 BBL Broker Group 216/07/28 R105,11 R0,00 R105,11 R105,11 R0,00 R0,00 2 2015/09/12 PP345134 R0,00
B ststement Fayment Batch STM-ADM201503-27 Kinnear Fanie (F.) 2015/03/04 R424,26 RO,00 RA24,26 R1424,26 RO,00 100,00 v 2016/11/08 PGT20161108 RO,00
@ = STM-ADM201502-25 Gerber Ralf R.) 2015/02/12 R3 778,49 140,00 R3638,49 RS 621,76 RB43,26 R1843,26 v 2019/06/30 Close Off Statements R0,00
> i Confguraton STM-ADM201502-25 BBL Broker Group D15/02/12 R315,32 R0,00 R315,32 R315,32 R0,00 R0,00 - 016/02/26 CoM201602 R0,00
(2 tmportProcess STM-ADM201501-24 Teessen Pieter (P.G.) | 2015/01/29 R4 169,55 R0,00 R4 169,55 R4 169,55 R0,00 70,00 M 2015/01/30 Comm201501 R0,00
STM-ADM201501-23 Gerber Ralf (R.) 015/01/29 R227,22 R0,00 R227,22 R267,32 R40,10 R40,10 - 2015/01/30 Comm201501 R0,00
STM-ADM201501-22 BBL Broker Group 215/01/29 R35,04 R0,00 R35,04 R35,04 R0,00 70,00, v 215/01/30 Comm201501 R0,00
STM-ADM201501-21 Money Management P... 2015/01/29 R2 146,83 R300,55 R2447,39 R2 146,83 R0,00 R0,00 - 2015/01/30 Comm201501 R0,00
STM-ADM201411-20 Gerber Ralf (R.) 214/11/13 /751,51 R140,00 -R891,51 Rr292,34 R385 R1043,85 12 014711114 FFT3523 0,00
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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

Payment Batch: |

Journal: |

| OK || Cancel |

Select an existing Payment batch or create a new batch for this payment.

Create a new Payment Batch.

BERE-C

Statement Payment Batch

[E- Home Tools
Save W pelet= [E Create Payment File — @ (T
= X
D Save and Close o validate @ Close Batch lj g !
Niw ﬁ Save and New v ‘f, Cancel % Finalise Batch Opine?:rgte V\Ew o cose

Records Creation Save Edit Record Edit Open Related Record R.. Close -
Batch Reference: | | Amount: R0O,00
Payment Date: | 2019/07/22 - | Batch Closed
Payment Transaction Type: | - | Batch Finalised
Payment Type: | - |

'8 Recipient Statements | &% Notes | [5] Documents

BER B B-00 N [V B-@-

|Slatement Mumber ‘Rac\p\em ‘Account Code ‘StalementD... |Amount "v‘AT |Tola| |Tax I ‘Expanse |Advance -

T abe = abe = = = = = = =
User:ElsabeV  Updated by: ElsabeV on 2019/07/22 14:05:54

Property name Description Required
Batch Reference Provide a reference name to identify this Batch &
Payment Date Date 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
Batch Finalised

Refer to Payment Batch section
Refer to Payment Batch section

Select the applicable Journal for account allocations.

After this statement has been selected for payment, no additional transactions can be added.

( knowledge | innovation | service
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Statement Payment Batch
Open the Statement Payment Batch in the Navigation Pane to see all Recipient statements added for

payment.

[E- Home  Vew  Took

@ @ D X %‘@ % e (1) @ I g ? [Texttosearch,..  search]

Bade Forward New Delete Close  Finalise Open Related Refresh  Previous NextRecord Save New
- - Filter
Views History Navigation Records Creation Edit Record Edit Open Related Record View Records Navigation Filters Full Text Search
Navigati [Payment Date ~ | Batch Reference Payment Transaction Type [ Amount [Payment Type [Batch Closed [Batch Fnalsed [ ast Updated Updated By
x
lavigation # . = = = O] O] = abe
Commission » 07/31 Iy 2019 Comission Payment R4 884,57 General Payment File g g 2019/07/22 ElsabeV
2019/06/30 2019/07/04 ElsabeV
Ce Dashboard
oo bashoosr 2016/11/08 O O 016/11/08 Admin
& Recpient
2016/09/12. [m] [m] 2016/09/12 Admin
B Recpient Statement .
[ renpiate 2016/07/28 D & save K oelete  [B] Create Payment File ) [} [} 2016/07/28 Admin
Commisson Contract 2016/07/26 fsaveandClose | o Validate | @ Close Batch (] O 2016/07/26 Admin
New Open Related View o Close
[®] commission Statement ~ & saveandNew ~ %) cancel | @ Finalise Batch Record v

Records Creation save Edit Record Edit Open Related Record R Close

o Reference Ameurt RaaB57
» 5 Conypaaton Payment bte teh Clse
2 impertrocesz Payment Transaction Type BatchFnased

[ Recient Statements | & Notes | [ Documents
BEEB G- 00|nee Y@ B-
[Ftatement Nurber [Recpient [AccountCode [StalementD. [Amount [VAT _ [Total  [Tax  [xpense [Advance
& Contact Management T = e = = = = = = =
/&l Commission » |sMEND1007-5 Gerber Ralf (. ALGODDODD33  2019/07/1  R63457 RO00 R63457 RI1ISS R271%  RO,00
STH-EVX2D19074 Gerber Ralf (. ALGOD00DD3-3 | 2019/07/13  R4250,00  RO,00 R4250,00 R750,00 R750,00  R0,00
) Financials
b Asset Register
@ Administration
Wi Reports
@ Tools User:ElsabeV  Updated by: ElssbeV on 2019/07/22 14:07:55

Create the Payment File to finalise the payment process. The payment file is now available on the
Document’s tab.

Home Tools
- I X v T e oo
] E@ & X ) =
Mew Save Saveand Saveand Mew  Delete Validate Cancel Create Open Related Refresh = Previous MextRecord Cloge
v Close v Payment File tch tch Record Record
Records Creation Save Edit Open Related Record Wiew Records Mavigation Close -
Batch Reference: ‘ July 2015 Amount: R4 884,57

Payment Transaction Type: ‘Comm\sswon Payment Batch Finalised

|

Payment Date: ‘2019{0?]’31 - | Batch Closed
|
|

Payment Type: ‘ General Payment File -

[ Recipient Statements & Notes

¥ @ e X &2«

@0 Y \B-|&-

|'I'|ﬂe - |REfErEncE ‘Date Created |KEy Words Document Ty... | Created By Confidentialit... | Category
T abe abe = abe = abe = abe
b July 2018 July 2019 2019/07/22 General Pay... ElsabeV Mone Payment File

User:ElsabeV  Updated by: ElsabeV on 2019/07/22 14:07:55

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.

019 - Statement Payment Batch

[E- Home Tools

] E@ & Xv9

QG| &5 ¢ o O

New Save Saveand SawveandNew | Delete Validate Cancel Create Close Finalise Open Related Refresh | Previous MextRecord Close
¥ Close b Payment Fildl Batch Batch Record Record
——
Records Creation Save Edit Record Edit Open Related Record View Records Navigation Close -

knowledge | innovation | service
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Process Journals
Post the applicable journals to allocate transactions to Recipient Accounts

[E- Home View Tools

QO J X8|l © 7 [t serd]

[} Debit Order Batch
@@ PaymentType
[(@ TransactonType
@ Account Type

[@ Collection Type

Back Forward New Delete | PostJounal [JRefresh  Previous MextRecord | Save New

- - Record Fiter
Views History Navigation  Records Creation | Edit View | RecordsNavigston | Fiters Ful Text Search
e Name ~ |Balance Recurring | Last Processed Date

LI
Zyigaton *umm\ss\on Payable RO,00

S " ecerve R120,75
Financials o
=) Account

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 standard payment file generated during the payment

process:

File Edit Format View Help

TRANSACTIONDATE ,REFERENCE , ACCOUNTID, ACCOUNTNAME , TRANSACTIONTYPE, DESCRIPTION, AMOUNT , VAT , TOTAL

UHHEND##", " 21734981

Print, export, and e-mail Recipient Statements
Recipient statements can be printed, exported, or emailed directly from the application using a manual or
automated process.

Automated process
An automated process will be setup by your System Administrator.

"2013/07/31","COM20120731", "VIP0023445" , "Gerber Ralf (R.)","310/300","Commission”, " 28658","4012","32670"
"2013/07/31","COM20130731", "VIP0023445" , "Gerber Ralf (R.)","310/300","Commission”,"18633297","3069014","21702310"

Select the relevant automated process to distribute multiple Recipient Statements simultaneously

[E-  Home View Tools
@ 6?) x o e E& @ @ | Al stateffents -] [rexttosearch...  search
Back Forward Delete  Pay Statement Approve Previous NextRecord Save New
~ Process ¥ Record Filter
Views History Navigation | Edit Record Edit [ Automated Recipient Statement Fiters Full Text Search
e L i —
[ tatement Number |Recipient |statementDate  w [Amount VAT Total Taxable Income |Tax Amount  [Expense |Approved  |PaymentDate PaymentReference | Advance Amount
Commission T e abe - - - - - = - = ~ =
Commission Dashboard STM-EVX201807-5 Gerber Ralf (R.) 2019/07/19 R770,55 RD,00 R770,55 RO0E,53 R135,98 135,98 Ro,0(
& Recpient STM-EVX201807-4 Gerber Ralf .) 2019/07/19 R4 250,00 R0,00 R4 250,00 R5000,00 R750,00 R750,00 R0,0(
STM-EVX201907-3 Wimott Peter (P J) 2019/07/04 R114,00 RO,00 R114,00 R114,00 RO,00 RO,00 2019/06/30 Close Off Statements R0,0]
[ Tempiate STM-EVX201907-2 BBL Broker Group 2019/07/04 R30 130,40 RO,00 R30 130,40 R30 130,40 R0,00 R0,00 2019/06/30 Close Off Statements R0,0(
Commission Cantract b {STM-EVX20 1906-1 De Koker Jan ().} 2019/06/27 R12558,78 RO,00  R12853,78  R128%,78 R0,00 R0,00 2019/06/30 Close Off Statements Ro,0(
_E Commission Statement STM-ADM201610-29 Teessen Pister (P.G.)  2016/10/04 R305,39 RO,00! R305,39 R305,39 RO,00 RO,00 2016/07/26 1235 R0,0(
8] Bank Statement Transaction STM-ADM201607-28 BBL Broker Group 2016/07/28 R105,11 RO,00 R105,11 R105,11 R0,00 RO,00 2016/09/12 PP345134 Ro,0(
B statement payment atch STM-ADM201503-27 Kinnear Farie (F.) 2015/03/04 R424,26 R0,00, R424,26 RL424,26 RO,00  -RL000,00 2016/11/08 PGT20161108 Ro,0(
et STM-ADM201502-26 Gerber Ralf (.) 2015/02/12 R3 775,40 R140,00 R3 635,40 R5621,76 R343,26 R1843,26 2019/06/30 Close Off Statements R,0
> g Confioraton STM-ADM201502-25 B8L Broker Group 2015/02/12 R315,32 R0,00 R315,32 R315,32 R0,00 R0,00 016/02/25 COM201602 R0,0(
(@ mportProcess STM-ADM201501-24 Teessen Pieter (.G)  2015/01/29 R4 169,55 R0,00 R4 169,55 R4169,55 R0,00 70,00 2015/01/30 Comm201501 R0,0(
STM-ADM201501-23 Gerber Ralf (R.) 2015/01/29 R227,22 RO,00 R227,22 R267,32 R40,10 R40,10 2015/01/30 Comm201501 Ro,0(
STM-ADM201501-22 BEL Eroker Group 015/01/20 R35,04 RD,00 R35,04 R35,04 R0,00 R0,00 2015/01/30 Comm201501 R,0
STM-ADM201501-21 Money Management F... 2015/01/29 R2 146,83 R300,56 R2 447,39 R2 146,83 R0,00 R0,00 2015/01/30 Comm201501 R0,0(
STM-ADM201411-20 Gerber Ralf R.) 2014/11/13 A751,51 R140,00 -R891,51 292,34 743,85 2104385 2014/11/14 FFT3523 RO,
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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.

[E-  Home

a7 e 2 &

Reset [alouate Handle Help Resources ResetView Show Workfiow

patement JTotels  Logfie Settings  Instances

Tools

Recpient: Gerber Raf R.)

StatementNumber: | STM-EVX201507-5

Statement Date: 2019/07/19
Statement Vat Number:

Approved

Payment Date:
Payment Batch

Message:

@ Statement Transactons

paid

- | Payment Reference:

Taxable Income:

Tax Amount:

- | Expense:

Advance Amount:
Amount:

VAT:

Total;

R9D6,53
R135,38
RD,00
R0,00
R906,53

R0,00

R906,53

X B © © |Arens Y |- B -
[ Fransecton bate [ pescripton  [Reference | ransaction Type vat Due Amount Due:
v = w o - = =
s Boisje]i Commission (iscovery) Sarth Anress (18] (5130087291) " New Busingss. R0,00 Ro06,535

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

\

Commission \

Process

———{ SplitTransaction )

Transaction )

e

Product
Provider
Smatement

\

T
Split Transactica ]—’

Split Transaction ]»‘

/

@\
Transaction )

e

’ S
SplitTransaction ]

L A

Pay

o Payment
File
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Create Recipient Account
Accounts are accessible from the Recipient detail view

= W >
(] @@ & v 9
New Save Saveand SaveandNew Valdate Cancel
- Close: -
Records Creation save Edit
[Z] competence Registers

8 RecpientDetal | [ Tax Detals

o

Generate
Targets

Record Edit

OpenRelsted Creste Bxpense  Generate

E B B ¢ 0 O @

Refresh  Previous NextRecord — Close

Record Transactions  Statement ~ Record

Open Related Record View Records Navigation Close

Contact: [Gerber Ralf (R.)

[-] 7] Actie

Account Code |aLGoooooo3-3

| Recpient Type: [payrai

[ 15 Broker House

Receive Commission

Eroker House:

Default Commission: |

[+ senk Account
[vipoo234a5

20.00% [+

[Money Management Pty (i)

Payroll Number:

R9913000,00 _ |

Book Value [

Date Added: [2012/01/01

[*] saence. [ R5057,40 - |

PD Rating: [

[-] Dote: [201502/12 [-]

Comment: [

0-X/B @0 ¥ B- By

Contracts [ Templates 3 Retention Polides @ Expenses  |&f] Targets @ Transactions  [19 Statements

[ Account [ Batance

[ Transaction Type

| Account Type Monthiy Reserve Max Balance Last Updated Updated By

Gerber Ralf (R.)

Tools

I":| Save X Delete % @ Previous Record
Save and Close # Validate

wa [ save andNew - ) cancel Opz;?:l!gted wfw © nextRecord Close
Records Creation Save Edit Open Related Record Records Mavigation Close &
Account: | | hd |
Balance: | |
Transaction Type: | |V|
Account Type: |Reserve account | - |
Monthly Reserve: | 0.00%: '%'
Max Balance: | RO,00 '%'

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 of 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

VAT Account

Tax 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%

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

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:

Mew

Records Creation

Account:

]

Tools

Save

Save and Close
&% Save and New -

Save

Gerber Ralf (R.)

TEESSEN CONSULTING

mmission Account

View

-

x Delete
& Validate
Open Related
%) cancel Record
Edit Open Related Record

@ Previous Record
@ nMextRecord

Records Mavigation

Close

Close

|v|

Balance: |

Transaction Type:

Account Type:

|v|

Reserve account

Monthly Reserve:

Max Balance:

Reserve account
Commission account
Tax account

Vat account

The two main areas of the Financial module: Transaction Journals and Accounts/Ledger.

Transactions are captured, generated or imported to a journal before they are posted to the various ledger

accounts.

Account Structure

JOURNAL
Read/Write /Delete

Transaction
{DR/CR)

Transaction
{DR/CR)

Transaction
[DR/CR)

LEDGER
Read-only

( knowledge | innovation | service
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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.

File Home View Tooks
= -
e O X E R Tl O 0 Y
u =0 © s EHl Textto search...  Search
Back Forward lew  Clone... Delete Post Journal Show Workflow = Refresh Showin  Previous NextRecord —Save New
v EE— Instances Report | Record Filter
Views History Navigation Records Creation Edit Record Edit Wiorkflow View Records Navigation Filters Full Text Search
Navigation < ‘NE'"E
» Adjustments
> ContactManagement
> shortTerm
> Credtlife Journal
> Assurance Fle Home  Took
> Investment _' o fl
L] Ll L] = ~
> Medcalad 0O B B ES v B 5. © Previous Record .
> Fi | [ ] X « =Q © - X
unere New Clone.. | Save Saveand SaveandNew  Delete Vaidate Cancel = FPostloumal  ShowWorkfow | [ | @) NextRecord Close
> Commission - - " Instances
* Finandals Records Creation Save Edit Record Edit Workfiow Records Navigation Close &
-_Jnuma\
e (== [ [ |Recurring
Debit Order Batch Balance: RO,00 | LastProcessed Date:
PaymentType
. =
Transaction Type DA - X GREOO YR
Account Type ‘Trsnss(hu | Account [Transactio..|Refer... |Desarption  |Debit Am.|Credt A... [VATT...|Amount Ind... | VAT Totd  [Posted
Collection Type v = = = 3 Oc = = — — -
> Admiistraton 0] =
> Reports
> Tools
o SUM=R. SUM=R. SUM=R. SUM=R.
User: ElsabeV

Journal Transaction

*00°H - - Journal Transaction
File Home Tools
2 s Delete
D F. B save e B=E | .I © Previous Record
' 5ave and Close ' Validate
MNew Clone... Open Related Warkflow View Close
v v ED save and New ~ | s Cancel Record = 4 O nextRecord
Records Creation Save Edit Open Related Record Records Navigation Close i
Detail
Journal:* ‘ - | Transaction Type:* | - |
Account:® ‘ -| Credit Amount: | R0,00 :|
Transaction Date:™ | 2019/06/21 -| DebitAmount: | RO,00 2|
Reference: ‘ | VAT Type: [] amount Indude VAT
Description: ® ‘ |
VAT: R0,00
Date Captured: 2019/06/21 -
Total: RO,00
Captured By: Elsabev
[ |Posted

C
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Fieldname Description Required
Journal This will default to the selected Journal ®
Account Select the Account this transaction applies to @

Transaction Date

Reference

Description
Date Captured
Captured By

Transaction type

Credit amount

Debit amount

VAT type
Amount Incl VAT
VAT

Total
Posted

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.

Any information relevant to this transaction. This could be a policy
number or any information suitable for cross referencing the specific
transaction.

Describe the purpose if this transaction

Defaults to current date. Cannot edit this field.

Auto populated with the name of the user logged onto the
application. Cannot edit this field.

Select from a list of pre-defined transaction types. The transaction
type determines if the transaction is a credit or debit.

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.

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.

Determine if VAT is applied or not

Determine if the Credit/Debit amount is VAT inclusive or not

VAT is calculated based on the transaction date and the VAT % for the
default Country specified for the application.

Calculated as Credit/Debit amount plus VAT

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.

C
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Owner

Person/Company

D F. E Eﬂi E? of BEEE Eo r © Previous Record
| d d o Veldate .I d kil I
New Clone Sawve Saveand Save and New » Open Relate Workflow View Close
v v Close v 4= Cancel N Record v v © NextRecord

Records Creation Save Edit Open Related Record Records Navigation Close -
Account Number: []1s Active

Owner:® °| -| Collection Day: | 1°
Account Type:® | -| Reference: |

Bank Account: | - | Journal Balance: R0O,00
Email: | | Balance: RO,00
Vat Mumber: Debit Order Amount: RO,00

Transactions | Journal Transactions = Contracts

| e @B OO T @

|Transacﬁo... - |Ref‘erence |Transact... |Descri|:m'on Debit Am...| Credit A... |Amount |UATTy'pe VAT Total |Reconciled
T = o = Al = = [m] = = = [m]
SUM=R.. SUM=R.. SUM=R.. SUM=R..
User: ElsabeV
Fieldname Description

Owner Select owner of the account from the drop-down menu
Account Type Select from predefined drop-down menu

Bank Account
Email
Is Active

Collection day

Reference

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

¢
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Transactions incorrectly allocated to the Account can be reversed by using the Reverse transaction action.

AccountNumber:  ACC-EVX201907-12 & 1s Active | Proof Required
Owner:* Abrahams Mark (M.) Collection Day: 18
Account Type:® Savings Reference:
P AcON: Journal Balance: R0.00
Email:* Balance: R80.59
Vat Number: Debit Order Amount: R80.59
| Transactions | Journal Trapsactions | Contracts |
~mleolT - @
Transaction Date Descripti Debit Amount Credit Amount Amount Include VAT VAT Type VAT Total Recondled

v = ,g: | Reverse Transaction l e _ a _ _ _ a
2019/10/03 STM-EVXX20... | Savings Allocation Reserve (2.5%) R0.00 R23.20 | VAT R3.48 R26.68 (

b 2019/10/03 STM-EVXX20... Savings Allocation Reserve (2.5%) R0.00 R46.88 8 VAT R7.03 R53.91 LJ
2023/03/23 STM-EVXX20... | Savings Allocation Reserve (2.5%) R0.00 R& 775.24 | No VAT R0.00 R6775.24 |
20230329 STM-EVXX20... | Invoice Reverse savings R6 775.24 R0.00 ] No VAT R0.00 R6 775.24 (B

SUM=R6 775.24 SUM=R6 845.31 SUM=R10.51 | SUM=-R80.59

B Reverse Transaction Process = (] ¥
Journal:* Adjustments v
Journal Balance: R339.86
Transaction Date:* 2023/05/04 v
Debit Transaction Type:® Reverse transaction v
Description: * Amount incorrectly allocated|
Reference:* STM-EVXX201907-9

I oK l Cancel

This action will reverse the selected transaction and a Journal entry will be created.
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The reversed transaction will be visible on the specific Account’s Journal Transactions Tab until the Journal

is posted.
AccountNumber:  ACC-EVX201907-12 & s Active || Proof Required
Owner:* Abrahams Mark (M.) Y Collection Day: 1Y
Account Type:® Savings S
Bank Account: Journal Balance: R53.91
Email:* Balance: R80.59
VatNumber: Debit Order Amount: R80.59
7
Transactions | Journal Transactions] | Contracts |
—
D x BIOO|YT|E-|@ ‘
Transaction Date Journal Transaction Type Reference Descripton = | Debit Amount Credit Amount VAT Type Amount Indude VAT VAT Posted Total Reconciled ...
v = = = e Al = = = [ -] = 8 = =
> | 2023/05/04 Adjustme... Reverse transaction ~ STMEVXX2... Amountincorrec... R46.88 R0.00 VAT a R703 R53.91 ‘
SUM=R46.88 SUM=R0.00 SUM=R7.03
0 X/« B B COE O OB
ES X - =0 s KJ ‘m a
faveandNew | Delete Validate Post Journal | Show Workflow | Refresh Links  Showin Next Record Close
Instances v Report v
A
Edit Record Edit Workflo Vie ecords Naviga Close
Task | Account Abrahams Mark (M.) (ACC-.. Journal | Adjustments - Journal X | ™
Name:* Adjustments N Recurring
Balance: -R285.95 Last Processed Date: v
DIx|m=|RB|o 0|77 @
Transaction Date Account Transaction Type Reference Description = Debit Amount Credit Amount VAT Type Amount Include VAT VAT Total Posted
v = = = i3 e = = = (-] = = [ ]
12023/05/04 Abrahams ... Reverse transaction  STM-EVXX20... Amountincorrect.. R46.88 R0.00 VAT T - R7.03 R53.91 |
2018/05/11 vVermaakM... I Pro-rata Debit I Joining Fee I R20.00 R0.00 VAT . R2.61 R20.00 )
2023/01/12 NDLAZI TO... | Adjustment 200704 Testing R0.00 R359.86 | No VAT B R0.00 R359.86 )

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.

AccountNumber:  ACC-EVX201907-12 & 1 Active || Proof Required
Owner:* Abrahams Mark (M.) ¥ Collection Day: 13
Account Type:™ Savings ~  Reference:
Bank Account: Journal Balance: RO.00
Emat:* Balance: R26.68
Vat Number: Debit Order Amount: R26.68
: | Journal Transactions | Contracts |
% a|m|Blo o7 |® R \
Transaction Date Reference Transaction Type Description = Debit Amount Credit Amount Amount Include VAT VAT Type VAT Total Recondled
Y = 3 = e = = [-] = = = [-]
T = = — = =
b | 2023/05/04 STM-EVXX20... Reverse transaction Amount incorrectl.... R46.88 R0.00 I:I VAT R7.03 R53.91 8
2019/10/03 STM-EVXX20... | Savings Allocation Reserve (2.5%) R0.00 R46.88 ) VAT R7.03 R53.91 -
2023/03/23 TSTMEVXX20... | Savings Allocation "Reserve (2.5%) RO.00 RE775.24 J "No VAT RO.00 RE775.24 (] |
2019/10/03 STM-EVXX20... ' Savings Allocation Reserve (2.5%) R0.00 R23.20 :I VAT R3.48 R26.68 :
2023/03/29 STM-EVXX20 Invoice Reverse savings R6 775.24 R0.00 :I No VAT R0.00 R6 775.24 :
SUM=R6 822.11 SUM=R6 845.31 SUM=R3.48  5UM=-R26.68
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Debit Order Collections

You can collect payments from your clients via debit orders processed against their respective bank

accounts.

You need to open an account with a collection house and obtain signed mandates from your clients to

process debit orders.

Debit Order Collection

Debit Account Generate D/O Batch

A
Ou N D/CIrstruction
Balance
Debt Order

Collection Gateway

Batch

Account

Colection
fila

Outstanding D/f0instruction
Balance

Procaz: Paymants

and Fejections

There are two parts in any collection process

e  |[ssuing the instruction
e Handling of non-payments or rejections

Rejection
File

Note the Account tab on each policy detail view. Account information for the specific policy needs to be

entered for collection or record keeping.

Detail | Account |ERommission

Banking Information

Payment Type:™® O |

Invoice To:™®

Debit Order Account:™®

Account Balance:

Journal Balance:

Only one account is set up per client, but multiple policies can be linked, resulting in only one calculated

premium being collected from the client’s bank account.
The ‘Process Debit’ action on each Module will calculate the premium to be collected.

Please refer to the individual modules for month-end processes.
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Create Debit order Instruction

Debit order instruction is issued on the outstanding balance of the ledger account.

This will take place via a journal, either captured or generated.

Select the list of accounts and create the Financial batch.

File 2 View  Todls
- -
D X F|B B B COR &G OO T
New Delete | C Create Open Related Show Workflow | Refresh Lnks Automated Showin | Previous NextRecord | Save New Close
Transfer | Financial Bat Record Instances ¥  Process Reportv | Record Fiter
. icdalead
[Navigation < Account X
Email Manager Mail
sMs
s Owner 2 Account Number Account Type Journal Balance Debit Order Amount Balance Reference
System Notfication v |= o - - 0
My Detais Abdula M S (M 5) ACC5A20180422  Debit Order R0.00 R0.00 RD.00
Fiter Criteria Abdula R (R) ACCEVX201506-11  Debit Order R0.00 R0.00 RD.00
> Short Term ABED IMRAAN (1) 35007/00333 Debit Order R0.00 R4094.85 R4094.85 LOA1001/185
> Credtuife ABELS C (CS) 30005/00210 Debit Order R0.00 R0.00 R0.00 002-135082
> Assurance ABELS C (CS) 30050/01361 Debit Order R0.00 R4499.56 R4499.56 TRO0/717
> Investment ABELS M (M) 30053/00551 Debit Order R0.00 R3188.47 R3 188,47 01037
? Medicaldid Abocse Service Station CC ACC-51201906-4 Debit Order RD.00 R0.00 R0.00 [/]
> Funeral I Abrahams Mark (M.) ACC-EVX202303-15  Commission RD.00 R0.00 RO.00 [] 256998
> Commission Abrahams Mark (M.) ACCEVX202302-14 | Tax deduction R0.00 R0.00 RO.00 ]
~ Finandials Abrahams Mark (M.) ACCEVX201907-12 Savings RO.00 R22.23 R27.23 []
e ABRAHAMS TRANSPORT .. 30001/00571 Debit Order R0.00 A11276,94 R11276.94 D106/528
ABRAHAMS W (W) 30060/00510 Debit Order R0.00 550,00 R550.00 LTA207/263
il Accom Oral (O'S) 35007/00253 Debit Order R0.00 R7976.86 R7976.86 LOA912/104
Financial Batch
A — ADAM A Z (A) 30059/00532 Debit Order R0.00 R1437.54 R1437.54 02013
Aane o e cepurees seconmnnns Pkt Pt onon nerieroe PYSPPET eancmns

At this stage, you can still make changes to any collection amount by reversing the Journal transaction.

Fle Home

D |[X| F B«

Tools

Transfer  Financiel Batch  Account

New Delete | Commisson  Create Clear Open Related

o]

Record

®
Show Workflow
Instances

0 0 7

Previous NextRecord | Save New
Record Filter

Navigation < Account X
Emai Manages Mol
£
Calonder Owner = | Account Number Account Type Debit Order Amount Balance
System Notfication v - o = =
My Details Abdula M 'S (M S) AQ [} Cear Account Process X Rod
Fiter Criteria Abdula R (R) A R
Journat:®

> ShortTerm ABED IMRAAN (1) 38 /40944

> Credittfe ABELS C(CS) 30| Joumal Balance: RO.(

> Assurance asELSC(CS) 30( Transaction Date:* v R4999.

> Investment ABELS M (M) 300 Credit Transaction Type:* v R3 188,

> Medcalad Aboose Service 5tabon CC AG Dbyt Transaction Type:® PR RO

> Funeral Abrahams Mark ac RO
" 1 Descrpton:®

> Commission Abrahams Mark (M.) AC e RO.(

ence:*

v Financals b | Abrahams Mark 04) ‘q s
Joos ABRAHAMS TRANSPORT ... 300 R11276.
Aot ABRAHAMS W (W) 0 2550,

e Accom Oral (05) 38 27976
Financal Batch |
ST ADAMAZ () £l R1437.]
> ation
ADAMSBUS SERVICES 351 R52 167,
> AssetRegster |
ADAMS Desree (D) 0 6 333,

> Admnstraton I

> Reoors e E [ o J[ o =

> Toos A T

SMeR116437

Take note: You need to post this Journal before creating the debit order.

You will also see all relevant Policies (Contracts) on which premiums will be calculated on each account.

¢
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FOOT Bl BE « - Abdulla
File Home Tools

ODeE N ey X = o © Frevious Record

o Validate

New Clone... | Save Saveand SaveandNew . Open Related Workfow | View e Close

v ~ Close v 4 Cancel | * Record v v ©
Records Creation Save Edit Open Related Record Records Navigation | Close 2
Account Mumber:  ACC-EVX201803-1 Is Active
Owner:* [abdula D (0} -] Collection Day: [ 13
AccountType:* | Debit Order -] Reference: [mG201801 |
Bank Account: [Standard Bank, Cheque Account, 5225485455, D A... ~| Joumnal Balance: R4 505,50
Email: [ | Balance: RO,00
Vat Number: Debit Order Amount: R0,00
Transactions JoumalTrEnsa:ﬁonsICuntracts l

D-&- PR x HHOO TR

Contract Number |Payment Type | 1voice To Product Name Product Provider Name Product Type
b AIG201801 Debit Order Abdulla D (D) AIG Personal Insurance AIG Short Term Policy

Complete the steps of the Debit Order Batch Process Wizard:

Debit Order Batch Process X

Batch:® Debit Order [May 2019] - EPIC(2019/06/01 00:00:00) % |=| [oumal lance [oe

|Eat[h |Descri_| Collec.. |us... |Colleti_|Exter_. |Dis... [Bat..|Re... | Total | Paid |varia

Transaction Type:= May_ 2019 Ac . EAC [ [ [ me.. ”o.. ro.00)

Start Dater® May.. 201. Ac.. EAC [ [ [ Re.. &e.. Re.oo|

T TCZ.. Aprf.. 2019.. Ac.. EPIC 1 [ [ Ro.. ”o.. ro.o0|

» 201 Ac.. BAC [ [ ] [ ] &2 Ro_. R300
[ToRs 356
[r1] 300
[TERS &TOURS | 300
[TERS &TOURS | 356
urity 356
N (D) 356
(AD) Acq

(aD) ACd MNew

356

Create a new batch for collection:

Finandal Batch

v ° G Close Disk [, IR m
Approve Workflow Close
- Batch J hd
Open Related Record Viev Re:
Collection Type:* [x] ~ | Total: RO.00
Batch Number: Paid: R0.00
Description: Variance: R0O.00
Collection Date:* ~  Date Approved: v
Use Collection Date For All Transactions: Account Collection Day ~  Approved By:
Is Payment:
External Reference:
Batch Items | Notes | Documents | Questionnaires
D|x|5|®] RALRAI!
Account | Branch Code  AccountNumber  AccountType Reference Amount Strike Date | Status | ReconDate Date Created  Unpaid Reason  Created By
Y |= e [[:3 afc a0c - - - - - - (=3
0 SUM=R0
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Fieldname Description

Batch Number Leave blank. Capture batch number once received from collection agency.

Description Type a relevant description for the debit order batch
Collection Date Date of collection via debit order

Use Collection Date for All Select option from drop-down list

Transactions

Collection Type Select type from drop-down list

Continue to create the Financial batch for the Debit Orders.

Leave the ‘All Transactions’ tick box selected and click on OK:

Debit Order in Progress &3

Approve the Financial Batch once you are satisfied that the collection is correct.

& © o [53 E Debit Order [June. 01 00:00:00) tch @ =]
Fie Home  Tools
D 1% ° o H
B v G Close Disk -
New ‘Approve Workflow Close
=4 Batch v Ifg
~
Collection Type:* EPC Payment v | Total: R12930.12
Batch Mumber: Xne2020 paid: RO.00
Description: Polcy batch for July and June Variance: R12830.12
Collection Date:* 2023/06/01 ~ | Date Approved: v
Use Collection Date For All Transactions: Account Colection Day | Approved By: EsabeV
Is Payment: Payment
External Reference:

Batch Items | Notes Documents | Questonnares |
D x [ o T K- Q
Account  Branch Code  AccountMumber  AccountType  Reference  Amount Strke Date  Status  ReconDate Date Created Unpaid Reason  Created By
¥ = L3 o L e - - - - - - L
I MALANS. 632005 9120124345 Savings Acco. | D803/393 RS58.44 2020/05/01 Submit 2023/05/10 Elsabey

9 SUM=R1.

Create Debit order file
Use Create File action to generate the instruction file and to upload it to the collection gateway.

The collection file will be saved on the documents tab.

i Home  Vew  Tods
0 X | % KA
New Delete | Close Fir Home  Todls
Dk —
x| @ o
socason IR P - R o-°|8
cr °
s tiew Unaprove Workfow O | o
Emal Marager Mai 5| - Batch ey %
5
Calendar Colecton Type:* EPIC Payment Total: R12930.12
Sete NN Batch Number: Xne200 Pad: R0.00
My Detals
Descrpton: Polcy batch for Xy and Jne Varance: R129%0.12
Fiter Crtens
L A Collecton Date:* 2023/06/01 ~ | Date Acproved: 22305/10 v
> Credufe Lse Collcton Date For Al Transactons:  Account Colecton Dey Approvedy: Euaver
> hssrance 1s Payment: Payment :
S External Reference:
> Medaald
> Funersl
> Commeson
o BotchItems | Notes | Doauments | Questonnares
Journal DixmBlo0|T ¥-Q@
Accourt Account BranchCode  AccountMmber  AcountType  Reference Amownt  StkeOste Status  ReconDote  DoteCrested UrpwdReason  Crested By
Mandate v - o o 0 0 - - - = - - s ]
©OMANS. 632005 O1014M5  SengsAco. DBOX/MI  RSSB44 20200601 Submt 202305110 Bsabev
¥ Configuraton #

SRy

The policies selected for premium collection are listed as batch items and the Batch file total agrees with
the total of the Collections Journal.
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If the Collection Agency informs you of an entry with incorrect bank account details, you can make the
correction and resend the collection file. When deleting the incorrect Batch item, the collection amount
will be reversed to the client’s account. After correcting the client’s banking details, you can re-submit the
account to the same debit order batch file or create a separate batch file following the same process as

from step 5.

Note that all items in the Debit Order Batch file have a status of ‘Submitted’.

Once confirmation of collection has been received from the Collection Agency, you need to enter the Batch
Number received on the Debit Order Batch File. Now you can ‘Close Disk’. No further changes to any

transaction in the Debit Order batch file will be possible.

Fle Home View Tools
Hew Delete | Close Fe Home  Tools
Disk phoces
D . % c o M
H v B Create Fie ‘® Cose Disk .
S— $ New " Unapprove b orkow | Close
Emai Manager Mal EY Batch v fa
£
Ea—— Collection Type:* EPIC Payment Total: R12930.12
O e Batch Number: Ane2020 Paid: R0.00
My Details
Descrption: Policy batch for July and June Variance: R12930.12
Filter Criteria
e Collection Date:* 202306/01 v Date Approved: 2023/05/10 v
) Credtiife Use Collection Date For All Transactions:  Account Collection Day Approved By: Elsabev
> Assurance Is Payment: Payment
R a— External Reference:
> Medcaid
> Funeral
> Commssion
. Batch ltems | Notes | Documents | Questonnares
Journal D|x g o|r| &~
Account Account  BranchCode  AccountNumber  AccountType Reference Amount  StrkeDate Status ReconDate DateCrested UnpaidReason  Crested By
Mandate Y - o o o o - - - - - - o i
b MALANS . 632005 9120124345 Savings Acco.. DB03/393  RSS.44 2020/06/01 Submit 202305/10 EisabeV’
> Configuration
9 SUMeR1

You can also link the Collection Agency’s file to the Documents tab.

Reconciliation process
Once the Debit Order batch has been closed, the Reconciliation icon will be active.

Debit Order Batch

File Home Tools
o 1] of] x J =
0O BB E «|R
New Clone..  Save Saveand SaveandNew Delete Valdate Cancel f Recondle
> v Close v Ttems
Records Creation save Edit

eate Debit Process Close Finalise Open Related
rder Fle  Credit Disk Batch Record
Record Edit Open Related Record

e
L4

& [t

Show Workfiow = Refresh  Previous NextRecord

Instances Record

Workflow View

Records Navigation

Close

Close

All batch items are presumed ‘Paid’. When you receive the Collection Agency’s rejection file, you can

manually change the status of the applicable transactions:

Debit Order [CLFeb2018 Credit

Life Feb 2018] - EPIC(2018/02/28 12:00:00 AM) - Finandal Batch

D X Delete r & Refresh o m
S Saveand Close | ¢ Validate ' - @ Links ~
New Process Open Related Workflow = o Close
D Save and New Credit % Finalise Batch Record v [5@ Show in Report
~
Collection Type:* EPIC Total: R280.00
Batch Number: CLFeb2018 Paid: R280.00
Description: Credit Life Feb 2018 Variance: R0.00
Collection Date:* 2018/02/28 v | Date Approved: v
Use Collection Date For All Transactions: Account Collection Day Approved By:
Is Payment: Collection
External Reference:
Batch Items: | Notes | Documents | Questionnaires
DX |G 8 [T & |@
Account Branch Code Account Number Account Type Reference Amount Strike Date Status econ Date Date Created Unpaid Reason Created By
Y [= e 0c e e - - - . - = e
| b |Nqumba No... 122905 222920447088 Savings Account  SI201803 R280.00 2018/02/01  Paid 2018/03/15

C
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Batch Items | Notes | Documents | Q

D& - X8 0O T

‘A(munl |8ranch Code: | Account Number | Account Type |Reference Amount | strike Date |status |Recon Date | Unpaid Rezson
T = odc o ol 3 = = - - -
—
# | 1:2-3Marketing Corpor_.. 201707 201707201707 0 Test R2,00 201707/31 | tnpad 2019/06/21 Mo authority to debit

If you change the status of a Batch Item to ‘Un paid’, you need to specify the Unpaid Reason.

Once all transactions have been reconciled, you can continue to process the credit transactions.

Create Credit Transactions
The ‘Process Credit’ action completes the Month-end Process.

Journal transactions will be created which you can review before posting the journal. When posting the
journal, credit transactions will be generated on the respective clients’ account.

Select Process Credit:

File Home  Tools

X Delete C Refresh

O ' o . °
ES Saveand Close |  Validate - QD Links ~

New Process Open Related Workflow . o Close

ES save and New Credit [ Finalise Batch Record v |5 Show in Report
~
Records Creatio Save Edit Record Edit Open Related Record e Rec Close

Complete the fields of the Journal Process Wizard as per below.
Note: Transaction Date needs to be the actual date when the debit order was processed against the clients’
bank accounts.

‘B Journal Process X
Journal:® |M0nﬂ1 end - |
Journal Balance: RO,00
Transaction Type:* |Debit Order Payment - |
Is Debit: Credit
Transaction Date: * |2019f05,|"31 - |
Description:® |Premium Paymenﬂ |
| oK | | Cancel |

Navigate to the Collections Journal:

©C® DWW X B B CmRO0O0 Y .. .

fack  Forsard New Come.. | Ocete | Postiums | ShowWorkow Rebesh Shomn  Prevous NeRewrd | Savebew
v v o anes Report  Recard Fiter
iews Watory Navgatin  Records O B8 RemrdEdt  Wakfow v Reordlimgaton Fiters Ful et Search
Navigation ==
prre— Ras0,
Caeh Decosts "0.00

Colection RS 177,66
Comeissor 70,00
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Open the journal to review all transactions:

Tooks
S = - v - 7 0 0
= X o
Save Saveand SaveandMew Delete Vsidate Cancel Postlounal | ShowWorkflow Refresh Showin | Previous NextRecord — Close
N Report | Recor
Records Creation Save Edit Record Edit Workflon View RecordsNavigation | Close
Name:* [colection [CRecurring
Balance: R5177,66 | LastProcessed Date:
D%-XERBO0CO TR
TransactonDate | Account |transacton Type  [Reference | Deseription 4 | Debit Amount Credit Amount  |VAT Type | Amount Include vaT  |vaT Total |pasted
v - - - e o - - - - - 0]
» 2018/05/31 Abdulla D (D) (ACC-EVX201803-1) Debit Order AIG201801  Premium collection May 2018 R2 253,25 R0,00 VAT -R293,50 R2253,25 [
2018/05/31 Liberty Dean (D M) (ACCEVX201803-2) | Debit Order ATM201802 | Premium collection May 2018 R335,58 R0,00 VAT R43,77 R3ssss [
2018/05/31 Liberty Dean (D M) (ACCEVX201803-2) | Debit Order ATM201802 | Fremium calection May 2018 (Pro Rata) R335,58 R0,00 VAT R43,77 Rassss [
2018/05/31 Abdula D (D) (ACC-EVX201803-1) Debit Order AIG201801 | Fremium calection May 2018 (Pro Rata) R2 253,25 R0,00 VAT -R293,30 R2253,25 [
* (=]
4 SUM=RS 177,66 SUM=R0,00 SUM=RE75,35  SUM=RS 177,66
User: ElsabeV

All unmet and rejected premiums will have a credit value of R0.00

Post the Journal to process the credits to the Clients’ Accounts:

Tools
g - ! © 0 [
HE B X L3 X
Save Saveand SaveandNew  Delete Vaidate Cancel Jf Postloumal [showWorkflow Refresh Showin  Previous NextRecord — Close
v Instances Report  Record
Save Edit Record Edit Workflow View Records Navigation | Close -
Tools
o 1] off] / B r Previous Record
H h |:| X a4 B ] © Previous Recon b4
Save Saveand SaveandNew Delete Vaidate Cancel | o Open Related Workfow | View | @ NextRecord Close:
Close ¥ Record v v
Records Creation Save Edit Open Related Record Records Navigation | Close “
Account Number: []1s Active
Owner:* [Abckila b () -] Collection Day: [ 12
Actount Type: | Debit Order -] Reference: [arcz01801 |
Bank Account: \standardﬁank. Cheque Account, 5225485455, D Abdulla -\ Journal Balance: R4 506,50
Email: ‘ ‘ Balance: RO,00
Vat Number: Debit Order Amount: R0,00
Transactions | Journal Transactions | Contracts
o RRO0O T @
|TransactionD... a |Reference [Transactio...|Description Debit Amo... | Credit Am... | Jnount In...| VAT Type  |VAT Total |Reconcied
T = Y e - - - - -
v 2018/02/28 AIG201801 Debit Order Feb 2018 Premium Collection RO,00 RO,00 VAT RO,00 RO,00
2018/02/28 AIG201801 Debit Order | Feb 2018 Premium Collection (Pro Rata) R2 253,25 R0,00 VAT R276,71 R2253,25
2018/02/28 AIG201801 DebitOrd... Feb 2018 Payment Received RO,00) R2253,25 vaT RI76,71 -R2253,25
SUM=RZ.. SUM=R2. SUM=R0.. SUM=RD..
User: ElsabeV
Fie Home  Toos
1 1] af] < > [ r C Refresh
L Shon, % Previous Record
D = b b X / 4 ’( © » 50 Q ks ~ v
New Saveand SaveandNew | Delete Vaidate Process Finslise Open Related Show Workflow | © MextRecord
Close Credit Batch Record Instances % Show inReport
Collection Type:* EPC Total: R280.00
Batch Number: CLFeb2018 Paid: R280.00
Descrption: Credit Life Feb 2018 Variance: R0.00
Collection Date:* 2018/02/28 v | Date Approved:
Use Collection Date For All Transactions: ' Account Collection Day Approved By:
Is Payment: Collection
External Reference:
Batch Items | Notes | Documents | Questonnaires
Dix @& o|v ¥R
Account Branch Code Account Number Account Type Reference Amount Strie Date Status Recon Date Date Crested Unpaid Reason Created By
v o= e 3 o £ 3 = — = = - - o
> Nqumba Nomza... 122905 Savings A 51201803 R280.00 2018002/01 Paid 2018/03/15
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