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Introduction

The Commission System keeps track of all recipients and their various contracts on which they earn commission
or fees.

This application allows and maintains the use of complex splitting rules to multiple commission recipients on a
single contract.

The purpose of this document is to give a high-level overview of the basic functionalities of the Commission
system and how to perform certain actions and also provides details regarding data requirements on various
system views.

’-

Short Term

— \Insurance —

Time Financial &

Qnagement j‘ \Collections

- Contact

Management

Extended

\Services

Integration

Credit Life Commission

\ " \Administration
Commission structure

Before any commission can be processed, your company’s commission hierarchy needs to be setup by the

Commission- or Systems Administrator. This is extremely important as it determines how commission will be
divided and influences reporting.

Each commission recipient is linked to a Broker House and both are issued with specific Broker Codes from the
various Product Providers/Insurers.

Each commission recipient also has a unique commission remuneration agreement, referred to as Templates, with
the Company/Broker House.

You will also receive commission from various Product Providers for various transaction categories/types.
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Each of these set-up functionalities are described in full in the TC Desktop Application Administrator Guide on the
Help Resource page.

Commission Life-cycle
There are seven processes in the lifecycle of commission from being received from the product providers until
paid out to the various commission recipients.

These processes are repeated for every commission statement file that you receive from the various product
providers for each of the registered Broker Houses.

Commission files received as PDF files cannot be processed electronically and will thus start the process at a
different stage in the overall lifecycle.

Import Process
Commission Commission
Statement Splits

Approve
Transactions

Generate Create Approve

Recipient Expense Commission
Statements Transactions Statement

Approve
Recipient
Statement

Pay
Commission
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Security and Login

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

On first log on you only need to provide the username given to you by your System Administrator. No password

is required on first log on:

TC Commission Administration Web App Guide V11.20104.2009.8

Welcome! Please enter your user name and password below.

User Name: |[sysadmin

Password:

Log On

The application will prompt you to supply a new password. This password should only be known to yourself as

most user actions are tracked throughout the application and your user identity is therefore important.

Change Password

A

0Old Passwaord:

New Password:

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

Confirm Password:

oK Cancel

Manage your user details

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

or your Reminder check time if permitted by the Administrator.

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

corner of your screen:

£ @ Contact Management
Dashboard
23 Contact
& Department Contact
& Company

2, person

5 Supplier

Task

&, Contact Group

& Note

(& pocument

[2] Questionnaire

& Email

3 Email Manager Mail

SMs
Calendar

Full Name: Vermaak Elsabe (E.)
Billing Rate: R 0.00

My Person: Vermaak Elsabe (E.)
Notify Email: elsabe@tconsult.co.za

Confidentiality Level:  Level 5
Reminder Check Tme:

@ Roles & UserGroups (@ Notifications
(A Bwortto ~
Title

TASK (TC-ADM201307-100603)

Page 1 of 1 (1 items 1

# Change My Password <2 Reset Password & Refresh User Full Name (¥ Refresh

ion User - Vermaak Elsabe (E.)

mail Account / Vermaak Elsabe (E.)

- Email Signatures

<[~ Notification Type

Notification popup

User Name:
Prefix;

Color:
Email Account:

Team:

~| Date Created

2018-11-05

ElsabeV

Commission

~| | priority vl | Created By

v Low PieterT

X5)

~) | URL v

Pagesize: 20 | =
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1. Change my password

Click Change My Password tab to change your password.

2 Refresh User Full Name (3 Refresh

ba (£} @S
09

(& save [ saveand Close | ) cancel

+ Validate

Permission User -

Task Dashboard / Vermaak Elsabe (E

Full Name:* User Name:™
Billng Rate: | Is Adiive
My Person: Prefix:®
Notify Email: elsabe@tconsult.co.za Color:
Confidentialty Level: Emal Account Outlook Mail -lo2
Reminder Check Time: 0 & Team: Commission -2
Change Passward On First Logon Is Admin
Is System User
) Roles || User Groups = (@ Notifications = Email Signatures.
[A Bwortto ~
Name & [v|  Is Administrative |  Can Edit Model v

¢ | System Administrator

1 Pagesize: 20 |+

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
System notifications will be send to this email address.
Leave empty if you prefer to not receive system notifications via email

Click Edit tab to change notification email address.

3. Reminder check time

Select how often you want to receive reminder pop-up messages

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

5. Email Account
Select Email account on main screen and edit.

[ Edit < Change My Password 4% Reset Password i Refresh User Full Name (3 Refresh

& Permission User - Vermaak Elsabe (E.) QD
Task Dashboard / Qutlook Mail / Hsabe Vermaak / Email Account / Vermaak Elsabe (E.)
Full Name: Vermaak Elsabe (E.) User Name: Elsabev
Billing Rate: R 0.00
My Person: Vermaak Elsabe (E.) Prefix:
Notify Email: elsabe@tconsult.co.za Color:
Confidentiality Level: Level 5 Email Account: I
Reminder Check Time: 0 CFIiH
% Roles & UserGroups (@ Notifications || = Email Signatures
[A Bgortta ~
Title  |v| Notification Type wv| Date Created w|  Priority | Created By v| URL v
TASK (TC-ADM201307-100603) Notification popup 2018-11-05 v Low PieterT
1 Page size: 20 =
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Select Edit to update email account details:

[] Mew 3 Delste [ Edit & Test Email Settings (& Refresh
(& Emald:count - Elsabe Vermaak
Task Dashboard / Qutlook Mail / Email Account / Vermaak Elsabe (E.) / Elsabe Vermaak
Name: Elsabe Vermaak
Email Type: Web mail
Host: office365.com
Port: 367
User Name: elsabe@tconsult.co.za
password: EREEEEEER
From Email: elsabe@tconsult.co.za
BCC Email:
Service Point Max Idle Time: 0

[ New X Delete <« Validate (= Test Email Settings (_'_E Refresh
(3 Email Account - Elsabe Vermaak QO
Task Dashboard / Outlook Mail / Email Account / Vermaak Elsabe (E.) / Elsabe Vermaak
[ save l‘ﬂ Save and Close 'ﬁ:l Save and New ) Cancel
Name:* Elsabe Vermazk
Email Type: Web mail T
Host: office365.com
Port: 567 <
User Name: elsabe@tconsult.co.za
Password:
+| Enable SSL
From Email: elsabe@tconsult.co.za
BCC Email:
Service Point Max Idle Time: 0 =
v/ Active

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

1. Action Toolbar
To perform actions like save, save & close, new and many more.

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.

11| Page



Teessen Consulting

TC Commission Administration Web App Guide V11.20104.2009.8

Wild search & My Details @ Log off|
Action Teolbar
Quick create = @ - Search
v & contsct Manage w ~ | 85 Create Lead | [# Edit | &R Client Portal ~ | (2 SMS | 3 Email | [& Automated Process | (¥ Refresh | [H Exportto ~ | Showin Report ~|  Filter | Al Items -
Dashboarg | Mevigation Pane
=) Contact a3 Contact Pre-defined filters
3 c Task Dashboard / Van Der Menwe Elsabe (E.) / Contact
4 Company

8 person Drag a column header here to group by that column
= I
Supplier Contact Contact Work Cell Primary Open
[ Task Displayname  « ¥ | Z05 7 | Eoteaery T | LesalReference ¥ | O ¥ | FET, 7 |Language ¥ |Group ¥ [FOTEY v | ZPSN 9 | consultant ¥

¥ Note [ M
[ pocument First
. i ¥ [# ASwanepoel Client N/A 0834472420 firesky@xnets.co.za English Company Ej 0
[] questionnaire Group
4 Email ASS Interior Design (o11) N Global
ns ¥4 & Shopfitters Client 8578563 0824567874  asinterior@gmail.com English Group =4 o
Calendar [#  ABC Brokers Intermediary 2001/45656657/44 521525)659 NiA info@abcbrokers.co.za English g'r‘:'fp‘ Ei 0
@ notification “Adami Jac .
queline (J (o11) Global Teessen Pieter
8 vy Detois @ Yy Client 6810290172085 123456 0833212112  sales@dpgsa.co.za English Groun i o ey
T Filter criteria [#  AdamsJanine (1) Lead WA N/A English LIt Enip | EEE s
(] Mew ~ | & cCreate Lead | X Delete [ Edit |88 Client Portal ~ SMS | £ Email | [ Automated Process | (¥ Refresh | [ Exportto ~ | Show in Report ~|  Filter |All Items =
- Contact
Task Dashboard / Contact
Drag a column header here to group by that column
. . | Contact Contact Legal Work Ccell Primary Open
Displayname T T | Categary 7 |Reference T | Number ¥ | Number T | Emal ¥ |Language ¥ | Group gl ? | Tk ¥ | Consultant ¥
compa - -
Insurance
v c
Company 1 Brokerage 123456 A N/A company1@gmail.com Companies 0
Page 1 of 1 (1 items) Page size: [20 |+
¥ ¥ Beains with([Displayname]. ‘compa'} Clear

You will notice the Edit button on every view within the application. To edit a record, you need to select the
edit function.

Contact Management

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

Create a new Record

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

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

e  Person — List of person records in the application.

e Supplier — List of Suppliers

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

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

12| Page



Teessen Consulting
TC Commission Administration Web App Guide V11.20104.2009.8

&. Contact Management
Dashboard 4 Company
Contact A
_ & Person
- ib
e Company
- [
New Person record
~ 8B contact Management (| New | @4 Create Lead | (2 R - D (® Refresh || Exportto ~ ~ | Filter |All Ttems ]

Dashboard
& Contact l 2. Select New l-.
4 Company oard / Van Der Merwe Elsabe (E.) / Contact / Person
B, rerson Drag a column header here to group by that column
5uwher[ - Select Person Contact _ | Work H cell F: Date Contact o
7] Task Di ¥ | Dhumber ¥ | TP Nomber T | Nomber ¥ | Nomber = ¥ | Noxaber T | Email v |y @ | @ | e ¢ || Epe © |G v Category T | 7ol
& note
&) bocument \ I I[ I[ I I I = I I I I IL |
(2] Questionnaire oSl orosisans ciet O 92 ws wa leon@scrives.co.za wle M7 gl Group
& Email Clients
i) sMS ‘(’;3“' Gert Lead 2%1515’5556 N/A N/A N/A Female Lead

On the Navigation Pane, go to ‘Person’ and then click on the ‘New’ button to open the new person dialog box.

Client Details
& Details | [ Office | E® Additional Information
Displayname:
Sumame:* [x%] Primary Record
First Name:* [x] Date Of Birth: =
Second Name: Date Deceased: -
Call Name:™ [x] Age:
Initials:* [x] IDNumber:
Title:* [x] @2 Language: NA - [ #
Work Number: N/A & x| Gender: Female A
Cell Number: Nf& & x  Fax Number: NfA 2|x
Home Number: N/A & % Email*
Open Tasks:
Tasks = (WAddresses = ¢%BankAccounts = &5 Relationships | ] Contracts S Contract Roles | &9 Notes (3] Documents - SMS | ¢ Email | [°] Phone Logs | |%] Questionnaires [ Pn >
] New x [ ([ EBxportto ~
Address Type | Address Line 1 (| Address Line 2 [ suburb B ity [l postal Code ) main &l

No data to display

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

e  All compulsory fields are marked with @
populated list.
o will allow you to create a new record
o @ clears the existing record
Fieldname

Description

Required

Displayname

Surname

First Name

Automatically created from the surname, first name and

initials once they have been captured.

Person surname will form part of the display name. The

combination of first name, surname and date of birth

must be unique

First name. The first letter will be used in initials

(@]
©
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Second Name
Call Name
Initials

Title

Primary Record

Date Deceased

Date of Birth

Age

ID Number

Language

Gender

Work Number

Second name only used as part of the initials

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

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

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

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

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

Calculated from the date of birth

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

Select from a list. This is important if you want to
communicate to your client in their home language
This will default from the title if possible. Can be Male,
Female or Both

Telephone number at work

© e

Cell Number Cell phone number is used for SMS services

Home Number Telephone number at home

Fax Number Fax number for the person

Email Primary email to be used when 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 an email directly from the
application.

Open Tasks Read-only field displaying the total number of tasks
linked to this record that has not been closed yet.

B, Details | [ Office | B} Additional Information

Displayname:
Surname:*
First Name:*
Second Name:
Call Name:™
Initials:*
Titler*

Work Number:
Cell Number:

Home Number:

[#] Tasks | W Addresses
[J New | Yy Clone...

Address Type

[& Home

X Delete

Vermaak

Elsabe

~ Primary Record

Date Of Birth|

Elsabe
[ Use the binoculars to search for title in pre-defined list l
E.

Mrs.
(021) 9753366
0828533342

NfA

% Bank Accounts | & Relationships
[# Edit | [H Bxportto ~
[ | Address Line 1

529 6th street

g Title @x
Date Deceas)
~
Age:
g8 [ New. | [Text to search... Search
IDNumber:
* &  Language: - -
Title Description = |» Gender vl
& x| Gender:
[Z | (UNKNOWN) Both
& x Fax Number; @ N
Adv Bot
&% Email:®
&  Adv. Female
Open Tasks:
[# Doctor Both
& or Male
v
[2] contracts =~ @y Contract Roles &% Notes 2 D Male
< >
I~ | Address Line 2 v} | siom T T PUSTE CUTE

T Main

Eftyhias Village nr 28 MONTANA UIT 2 PRETORIA 0182

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.
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Title:*
Work Number:
Cell Number:

Home Humber:

IN/A [ 2]x
/A |2]x

B2 Contact Number

Country:*® |'|ﬂ|§|
Dailing Code: |
Maoile Number
Area Code: | |
Numter:® | |
Extersion: | |
oK Cancel

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

punctuation.

e Usethe EH to clear or remove the contact number.

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

Office Details

& Details ‘B additional Information

Contact Type:* N/A @ # Employer: N/A
Client Number: Nationality:* South Africa @ |F
Reference Number: Occupation: N/a - |||
Source: N/A v [| & Passport Number:
Marital Status: N/A I ~ [/ VAT Number:
Date Married: ~ | Tax Number:
Maiden Name: Ethnic Group: N/A - || &
Dependants: 0 % | FSCA Number:
Salutation: Consultant: N/A & F
Group:* N/A ~ |[]|# Contact Category: N/& ~||#
Religion: N/A ~ |[]|# Next Review Date: -
Fieldname Description Required
Contact Type Select from the available list. This value will determine (]

Client number

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.

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.
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Reference Number 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.

Source 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.

Marital Status List of options to choose from. Can be maintained in
the application.
Date Married Capture date married
Maiden name In the case of a married female you can record her
maiden name in this field.
Dependants Enter the number of dependants for this person
record.
Salutation This field can be used in your communication directly
to this person.
Group One of the most important fields in the application. It (]

will determine the group that the person is allocated
to. This field is related to security and the groups that
individual users are assigned to. The list of groups that
you can choose from depends on your user access.

Religion Select from a pre-populated list

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

Nationality Select from the list of nationalities

Occupation Select from a list of occupations.

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

VAT Number Enter VAT number if relevant

Tax Number Enter Tax number if relevant

Ethnic Group Select from a list.

FSCA Number Financial Sector Conduct Authority number allocated
to this person if he or she is a broker.

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

a specific person/consultant within your business,
helps to determine client responsibility.

Contact Category Use this field to categorise clients

Next Review Date Capture clients next review date

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

Each client is defined individually and may belong to separate Groups within the application.
Groups will have a direct impact on who will be able to access specific records.

A list of Groups as defined by your Systems Administrator will be available for selection.
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Additional Information

Browse... | Additional Email:
I’\\’ Additienal Contact Number: N/A &x

Twitter Handle:
Facebook:
Qualification: N/A - |2
Monthly Salary: R 0.00 v
Smaoker Status: Non-Smoker A
Special Meeds: No A
Credit Score: 0 2
Credit Score Date: -

Fieldname Description Required

Image Add a photo of the person

Additional Email

Additional contact number

Twitter

Facebook

Qualification

Monthly Salary
Smoker Status
Special Needs
Credit score

Credit score date

Use this field to capture the second email address of 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

The lower group of tabs on the Client Details screen, will help you to expand on your client’s personal details

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

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

Tasks | 9 Addresses | (.’ Bank Accounts | & Relationships | [] contracts ‘ & Contract Roles ‘ 3 Notes | [] Documents. ‘ - SMS ‘ . Email ‘ 2] Questionnaires. | [ Propertysheets ®
— — — —
of (A S, Forward Task Schedule Task ¥ | 4§ Add Mote ¥ Show in Report ™ | Bxportto v | Filter |All Tasks - Action bar
Task . . Date Start - Percentage
Number ¥ | Contract T |Type ¥ | Subject Created Date ¥ |Due Date ¥ | Status ¥ | Priority ssigned To ¥ Complete ¥
| | I I | =] = [=]] = [zl I H
Van Der Merwe Teessen
¥  TC-201711-2  Elsabe (E.) (Auto & Appointment  Appointment 2017-11-16 [*] MotStarted - Normal Pister (P.) 0.00%
General - 071117) perenle
Van Der Merwe Elsabe . ; = Van Der Merwe
» - -11- NotStarted 007
TC-201711-3 (E(3956) Claim Claim 2017-11-16 ] arte: + Normal Elsabe (E.) 0.00%
Van Der Merwe TC-EMX201711-1975 : Van Der
TC-201711-4 Elsabe (E.) (Santam Appointment Statement Duplication - 2017-11-16 [] NotStarted . Normal Merwe Elsabe 0.00%
(Pty) Ltd - 20171106) old Mutual N1711/073 (E.)
Page 1 of 1 (3 items) Page size:
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Task
Please refer to the section on how to create a task

Address Details

ﬁs&s i Addresses I < Bank Accounts 2_ Relationships |-;-| Contracts &Cnntract Roles = Motes [l pocuments SMS {4 Email (] Phane Logs |-;-| Questionnaires

New - v X A

(¥ 529 6th street, Eftyhias Village nr 28, MONTANA UIT 2, PRETORIA, South Africa, 0182 - Address o x

Address Type | A
[d | Home 5 % Postal Code Lookup | | % Clone... ~
Page 1 of 1 (1 items) 1
Type of Address:*  Home i
Address:® 529 Gth street ve an

Eftyhias Village nr 28

Suburb: MONTANA UIT 2
City: PRETORIA
Country:= South Africa ~ ([]( 2
Postal Code:™ nig2
Province: Region:
| Main v/ Use For Correspondence
Latitude: Longitude:

e  The system 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 if ‘Use for
Correspondence’ is selected.

Postal Code Lookup
(if0 RSA Postal Code
L) New ~ Search
Postal Last
Suburb ™ Code Area ~| | Is Box |»| Region ~| Province v Updated
" City Of

[¢ Eersterus Uit2 0022 Silverton ! Tehwane Gauteng 2020-06-18
Wonderkop Uit Bojanala

4 2 0317 Rustenburg ! Platinum North West 2020-06-18

@ MweoumBL g Witbank vl Nkangala Mpumalanga | 2020-06-18
Corporate Post

[ Office 0074 Pretoria v Gauteng 2020-06-18

City Of e
[¢& Fairlands 2195 Johannesburg v Johanneshurg Gauteng 2020-06-18
[¢ Zakariyapark | 1813 Eldoradopark v City Of Gauteng 2020-06-18
Johannesburg

[# Madadeni 2951 Madadeni v Amajuba E:‘t‘?l“'“' 2020-06-18

[ Palokwane Utt | 5599 Polokwane v Capricon Limpopo 2020-06-18

[& Kameelboom 0340 Rustenburg v North West 2020-06-18

%  Wianini 2052 Osizweni v Amajuba E:;ZI“'“' 2020-06-18

[&t | Casteel 1370 Acornhoek v Ehlanzeni Mpumalanga | 2020-06-18
Alexandra Fase City Of

[ 1 2090 Johannesburg v Johanneshurg Gauteng 2020-06-18

Northemn
[&  Happy Valley 7000 De Aar Pixley Ka Seme Cape 2020-06-18
r#  Kwadlangezwa | 3886 - v Eastern Cape | 2020-06-18
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e  The postal code lookup table is periodically updated.

e  You can use this detail view like any other detail view within the system and filter on any column or
combination of columns.

e  Select the required record 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 you
start your search.

Bank Accounts
g
] Mew [ " Valid [H Export to
‘ Bank Name ¥ | Branch Name ® |
= s .
£ Bank Account = £

Page 1 o
Bank Name:= [n/a |2
Branch Name: | |
Branch Code:* | |
Type of Account:* | N/A I~[0]#|
Account Number:* | |
Account Holder: | |

7| Active ACB Checked

J 8] statements ‘ EjSEtementTransactinns ‘
L] new | X [ @ Exportto ™

Drag a column header here to group by that column

| ‘ Statement Reference - ¥ ‘ From Date ¥ |To Date ¥

No data to display

Fieldname Description Required

Bank Name List of banks defined in the application. Select the &
appropriate bank for this account.

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

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

Type of Account Select from a list: Cheque, Current, Savings, etc. @

Account Number The account number must be correct when using for ()]
collections.

Account Holder The registered name for this account at the bank.

Active Select if the bank account is Active

ACB Checked If box selected, 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.
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to build a network between your clients and to understand how they are inter- related. It allows you to specify

Personal- and Business relationships.

| #T @Addresses | % Bank Accounts I &.;.Relationships I
[ new | X I [H Exportto ~
| | Related Party ¥ | Client Number A
&5 Contact Relationship = 22
Current Related
Current Party:™ | ( |
Related Party:* |ABC Brokers ﬁl 1
Related As:* |Emplwee |v | &
Date Linked:* |2017-12-01 [~
OK Cancel
Click ‘binocular icon’ to search for an existing client in the database or to create a new record:
Contact = £3
,-j.'p Company
8 Dependant
ip b4 | Displayname - ¥ ‘Legal Reference ¥
& Person
Mo data to display
Cancel

Click ‘Related’ tab to show the reverse relationship between the parties:
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& Contact Relationship = 2

N

Related Party:™* | |

Current Party:™ |

|
Related As:* | Employer ' | - | r'l | §|

Date Linked:*  |2017-12-01 [~]

0K Cancel

To remove/break the relationship, delete the relationship record. This action will not delete the actual client
record.

Tasks | (¥ Addresses | ¢BankAccounts | & Relationships | [L] Contracts | @p Contract Roles | 49 Notes Documents | = SMS ¢ Email = [*|Phonelogs [ Questionnaires = [4Pn >
L} NewEdil [A Bwortto ~
Related Party [~ client Number [/ Relationship [~ | cell Number [~ Wark Number [~ Consultant [~ Contact Type [~
[#  Teessen Pieter (P.G.) P34567 Business Associate 0829058049 087) 5501427 Maxine Client
[  1-2-3 Marketing Corparation cc Employer 00716765742 {078)1161164 Client
Contracts

All policies/contracts of which the selected Contact is the Owner will be displayed in this area:

| ElTesks | @haddresses | 2Benk Accounts | & Relationships || [£] contracts [| GhContractRoles | 9 Notes | 5] Documents | - sMs | . Email | [|Phone Logs | (L] Questionnaires | ®
&2 2 l:? Reset View Settings El Re-allocate Consultant | |[H Exportto ~
E‘r:ni:‘:t Provider ¥ | Product Type < ¥ | Contract Mumber ¥ | Inception Date ¥ | Contract Value ¥ | Premium ¥ | Status ¥ | Consultant % | Intermediary ¥
Discovery E:nmt:;i:t“" TC20150805-1 2019-08-01 R 0.00 R5000.00 In Progress Gerber Ralf (R.}
Page 1 of 1 (1 items) Page size:

Select New to create a new commission contract:

| Tasks | (f Addresses | 4 Bank Accounts | &5 Relationships i Contracts '&Cmtral:t Roles ‘ % Notes ‘ Documents ‘ -~ SMS | | Email | ("] Phone Logs | 2] Questionnaires | ®
Mew @ Link o X [t .ﬁ v Reset View Settings E Re-allocate Consultant @ Exportto ~
Ei::‘:':t Provider ¥ | Product Type + ¥ ﬁzrr‘r?li[rt ¥ | Inception Date ¥ | Contract Value ¥ | Premium ¥ | Status ¥ | Consultant ¥ | Intermediary ¥
[# Discovery g;:t'g:i“" TC20150805-1 2018-08-01 R 0.00 R5000.00 In Progress Gerber Ralf (R.)
Page 1 of 1 (1 items) Page size:
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Contract Roles

| Tasks | [mAddresses ‘ % Bank Accounts | E.;.Rﬂlationships | ECnntmcts 5

[ ] Mew | X [t [H Exportta +
| | Product Type ¥ | Contract Info ¥ ‘ Raole
| | |
&= Van Der Merwe Elsabe (E.) - Linked Contract Role [=]
Party:™* |‘\."ar1 Der Merwe Elsabe (E.) |f§|§| !
Role: * |NJ’A |'|;|

Percentage Share:™ | |

Ok Cancel

Each contract has roles. 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.

Tasks & Dependants @ Contract Links 5] Documents 4 MNotes |£| Questionnaires El Propertysheets 3; History
[ New ~ X [A efortto ~
s Company Contract Role « [¥| | Legal Reference [~|  Role [~ | Consultant [~ Status [~ Percentage Share ~|
& Linked Contract Role
& Person Contract Role No data to display

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

Contract: Adonisi Timothy (T M) (Investec - 15062020) & |F

Party:* Vermaak Elsabe (E.) & F

Legal Reference:

Person Date Of Birth:

Age:

Role:* Beneficiary @ F

Percentage Share:*

Start Date:* 2020-06-15 ~ | End Date: - v Active

Last Updated: Updated By:

oK Cancel

Fieldname Description Required
Contract Link relevant policy to this client record &

Party

Legal Reference
Person date of birth
Age

Role

Percentage Share
Start date
End date

Last Updated
Updated By

©

Pre-populated with current record

Selected party’s legal reference will auto populate

Selected party’s date of birth will auto populate

Selected party’s age will auto populate

Select the Role, from pre-defined list, of this party on the linked
policy.

Enter percentage share when applicable as specified on selected
role

Defaults to current date but can be altered to date when this
relationship commenced

Enter date when this relationship ends

System creates a timestamp of last record update

System auto populates user details who last updated this record

From Policy

|5 Benefits Tasks @ Claims |~ & Contract Roles | [=|Contract Links =~ & Notes  [5] Documents | [°] Questionnaires  [2| Propertysheets | 3= History
O New ~ X & [A Exportto ~
#p Company Contract Role [+ Legal Reference [~! | Role [ Person Date OF Birth [~  Age [~  Active [>| | Percentage Share
@ Linked Contract Role (0 ) Beneficiary 1968-08-21 52 v
& Person Contract Role Beneficiary 1968-09-26 52 -

Page size: 20

[~

0.00%

0.00%

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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g Company Contract Role

Registration Name;™
Trading Mame:
Registration Number:
VAT Number:

Role:* N/A
Percentage Share:™
Display Name:
Start Date:*

Last Updated:

2020-06-23 | =

End Date: -

Updated By:

=\

+ Active

Cancel

Bl

Fieldname

Description

Required

Display Name
Registration name
Trading name
Registration number
VAT number

Role

Percentage Share
Start date

End date
Active

Last Updated
Updated By

Display name will auto populate as data is captured
Enter Company’s registration name

Enter Company’s trading name

Capture Company’s registration number

Capture Company’s VAT number

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

Enter percentage share when applicable as specified on
selected role

Defaults to current date but can be altered to date
when this relationship commenced

Enter date when this relationship ends

Record will automatically change to in-active when end
date is captured

System creates a timestamp of last record update
System auto populates user details who last updated
this record

(@]
©

©

©

2. Linked contract role, as above

3. Person contract role — Any other person related to this policy which is not an active client. This record is not
linked to Contact Management:
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£, - Person Contract Role (3] (x|
First Name:*
Surname:*
1D Mumber:
Date Of Birth: -
Age: =
Role:* N/A (0] E
Percentage Share:*  0.00% =
Start Date:™ 2020-06-23 |~ End Date: - + Active
Last Updated: 2020-06-23 ~  Updated By: ElsabeV

0K Cancel

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

Commission Contract - Vermeulen Aletta (A C) (Sanlam Life Insurance Limited - 12438723) @ @

Task / Department Contact / Department Contact / Commission Contract / Vermeulen Aletta (A C) (Sanlam...

H Save H Save and Close |‘ﬁﬁ Save and New "7 Cancel

Owner: [vermeulen aletta (a ) |@|2| contribution: [r0.00 2]
Commission Product: [clacier spe |@[#| contribution Frequency: [/ [~[al=|
Product Provider: [ | Annual Escalation: [0.00% 1]
Contract Number: [12438723 | market value: [ |
Reference Number: | | Initial Commission: | R 3.56 ‘ . |
Source: |NJA |v ‘ [I‘§| Second Year Commission: |R 0.00 ‘ . |
Inception Date: [2011-09-01 [~ comment: [ vermeulen |
Status: [Active [-1#| Last statement Date: [ |
Cancel Date: [ b | current commission: [ |

|

Cancel Resson: [ | Total commission: [

Consultant: |Gerber Ralf (R.} "ﬁ‘!l Created By: l:l Date Created: l:l

Template: [saniam Template [=][a]=|

28] Commissions ‘ %MadﬂetValua | @StfentDetails ‘ Cnntlactljnks I &ContractRoles I Tasks | @Nm | Dncumants | Quesﬁonnairﬁ | EPmpertysheet | 3§Histnry ‘
[ Mew ~ 3 Delete [ Edit (& Convert To Contact | 7 Reset View Settings

= ‘ | |Display Name -~ ¥ | Role ® |Lega| Reference 7 ‘Peroentage Share ® |5tartDate T |End Date ¥ |Active 7 ‘Age 4 ‘LastUpdated T |Updahed By ¥

v Q ,g Fast Tracking Beneficiary 1994/1256638/08 0 2001-09-10 V| 0 2020-09-10 ElsabeV

Page 1 of 1 (1 items) Page size:

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

25| Page



Teessen Consulting

TC Commission Administration Web App Guide V11.20104.2009.8

& () - Company

&3 Clone...
l

J i Detail ‘ [ office | B Additional Contact Information
Displayname: [ ]
Registration Name: | Fast Tracking | country of | south africa [-[a]2|
Trading Name: | Fast Tracking ‘ Registration Number: | 1994/1256698/08 ‘
Type Of Company: [ra [~]d#] vanguage: |frikaans [-[al2)
Nature Of Business: | ‘ L Primary Record
Email: [ | work Humber: [ [2]
Web Address: [ | Fax Number: [ 12]
Open Tasks: [ | cell humber: [ [2]

‘ [ Tasks | (¥ Addresses ‘ % Bank Accounts ‘ & Department Contacts ‘ & Relationships ‘ [2] contracts ‘ & Contract Roles ‘ Y Notes | Documents ‘ 1= SMS ‘ i Email ‘ ] Phone Logs | 2] Questionnaires. ‘ [2Propert |

[ New | 2 X %] el [ Reset View Settings
| | ‘ Department A ‘ Contact A ‘ ‘Occupation A ‘ Work Number A ‘ Fax Number hd ‘ Cell Number A ‘ Email A ‘ Active ¥ | Comment Al
\ I I I I I I I [l
No data to display
Notes

Notes can be added in various areas in the application.

Add a note to a contact by selecting the ‘Notes’ tab and click on ‘New’.

| [¥] Tasks | (% Addresses | % Bank Accounts | &5 Relationships | 2] contracts | & Contract Roles e
O new | X [ [H Exportto ~
| Title - F | Subject ¥ | Last Updated
| | |
4 Note =] £3
~
Owner: [ivan Der Merwe Elsabe (E.) =E]
Title:* | |
Subject:* [/ =gl
Confidentiality Level: | None [-]
[ Insert Template
OB B ¥ Xl e E e . E B R
[=Z]
[normal [=] [arial || [tFontsize) [~]| B I U &
= =G~ A ~
v
Fieldname Description Required
Owner The owner of the note is either a contact (person/company) or &
other objects like contracts. When you create a new note from a
person the owner will default to that record.
Title This is free text field and used to index the note for easy retrieval. @
The title is displayed in all list views.
Subject Select from a pre-defined list. This allows you to categorise notes ()]

into subject areas.
Set the confidentiality level required by a user to access this note.

(<]

Confidentiality Level
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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 from other windows applications like
Word, Email and many others.

Navigate to ‘Notes’ from the Navigation Pane.

& My Details Log OFf
Quick create ~ @ - |search|
v & Contact Management [ wew | X (2 ecit | @ Refresh | [ Bxportto ~
Dashboard
[ contaet ‘%5? Note
Parker Imrasn (1) (67042751860... / Postal Code / Person / Yan Der Merwe Elsabe (E)) () / Note
i (D) (s | Cod dsabe (E.) ()
& Department Contact
i Company Drag a column header here to group by that column
Owner v | Title ~ % | Subject | Last Update ¥ | Updated By v
& Person - o e
et [ I I I ]
Claim(aad3 d-b2b 3 Claim General 2015-08-18 Admin
2 Cunta% I ( )
e Strydom Jannie (3. Japie Genera 2012-02-07 Admin
s d 0) | d
[ Document [&  Teessen Pister (P.) My Note General 2011-12-13 Admin
[£] Questionnaire [@  Teessen Consulting Test Information 20110926 Admin
e Teessen Picter (P.) (Sanlam - SAN234234 Test Note Genera 2015-08-19 Admin
£ Email feter (P.) (San ) I dmi
L SMS [#  Teessen Consulting Win SMS Balance Information 2011-03-25 Admin
Calendar
Page 1 of 1 (g items) |1 Page size:
(@ Notification & ¢ ) . 5
& My Details
Y Filter criteria

Add Note from the Insure Add-in
Refer to TC Insure Add-in 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:

-
[] New ~ | [ Edit |88 Client Portal - sms | &5 Email [f& Automated Process ™ Refresh | Show in Report
[g Person - Van Der Merwe ElsaBag(E.)L() DO
Parker Imraan (1) (67042751860... / Postal Code / Note / Persl Use action buttons o send sms and email l
J B Details | [ Office ‘ B Additional Contact ]anmaﬁcﬂ
Displayname: Van Der Merwe Elsabe (E.}
Surname: Van Der Merwe
First Name: Eisabe Date Of Birth: 1870-03-05
Second Name: Age: u
call Name: Elsabe IDNumber:
Initials: E Language: Afrikaans
Title: Miss Gender: Female
Work Number: WA Fax Number: wa
Cell Number: L Email: elsabe@tconsult.co.za
Home Number: [7y Open Tasks: 5
| Tasks ‘ $ Addresses | % Bank Accounts | &5 Relationships ‘ %] contracts | & contract Roles ‘ Y Notes | [£) pocuments | - sms | Email | [£] Questionnaires ‘ [ ®
g - A Exportto +
‘ Date Sent 3 | Subject 3 | Use Delay - ‘ Cellphone Number ¥ ‘Dalivery Date - |5taftus Description ¥ | Last Updated -
No data to display

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:
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‘ [7] Tasks | (i Addresses ‘ % Bank Accounts. | & Relationships | [2] contracts ‘ & contract Roles ‘ Y Notes. | [ pocuments | 12 SMS gmail ‘ Questionnaires | [ h ®

EY @ Exportto ~
Date Sent ¥ | Subject ¥ | Use Delay E:I::S:rne « % | Delivery Date ¥ | Status Description ¥ | Last Updated Ad
| [ I ] | [ | [=]
2011-03-24 SMS to 10 I 27829058049 :.Fale:av«ra:caer:tcipient - Confirmation of receipt on the handset 55,4 0315

Page 1 of 1 (1 items) Page size:

o 27829058049 - SM5 5 &3

I@ Check Status | | = Re-Send

List of replies on this sms
J 2 SMS ‘ = Conversation

Contact: Strydom Jannie (3. Cellphone Mumber: 27829058049
Subject: SMS to 1O Message Status: Sent

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

Delivery Date:

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

Error Description:

OK Cancel

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

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

@ Query Balance | ™ Send sMs ll validate | (% & Add Recipient | & Remove Recipient

Send SMS @D

SMS / Send SMS / Person / Van Der Merwe Elsabe (E. / Send SMS

Save Save and Close | %) Cancel

a To
4 [H Exportto ~
| Name Recipient defaults to person record l 4+ ¥ | Number £y
| I[ |
[#4  Wvan Der Merwe Elsabe (E.) 27828533342
Page 1 of 1 (1 items) Page size:
Subject:* [ |
Use Delay
Delivery Date: | |
Character Count: | |
Message:™
Save Save and Close | %) Cancel
Fieldname Description Required
To List of contacts to receive this SMS. You can link them from the SMS &
form or by selecting multiple contacts from the contact list.
Subject Provide a title/subject to the message. Although not sent as part of the ()

message, it can be used for improved referencing.
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Use Delay When selected you will be allowed to specify a Delivery Date.
Delivery Date Select the date and time that this SMS should be delivered to the
handset of the contact. When you send the message, the SMS will be
delivered to the network, but will only be send to the handset on the
specified date and time.
Character count Counts the characters of the message as you type.
Message The text that will be send to the product provider. @

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

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

All replies from your client will reflect in the Conversations tab. You will receive an email informing you of any
replies if this option was selected with setup.

Email
Sending an email from the application works on the same principle as the SMS service. You must have an email
account configured for sending emails and the contact must have a valid email address captured:

[ New | [ Edit | & Client Portal ~ | = SMS | (3 Email | [§) Automated Process | (3 Refresh | Show in Report =

Person - Van Der Merwe Elsk (E) O ()5

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

J 8 Dpetails ‘ | office ‘ B} Additional Contact Information ‘

Displayname: Van Der Merwe Elsabe (E.)

Surname: Van Der Merwe

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

Second Name: Age: 47

Call Name: Elsabe IDNumber:

Initials: E. Language: Afrikaans

Title: Miss, Gender: Female

Work Number: N/A Fax Number: N/A

Cell Number: 0828533342 Email: elsabe@tconsult.co.za
Home Number: N/A Open Tasks: 3

‘ [¥] Tasks | (¥ Addresses ‘ < Bank Accounts | &5 Relationships | |%] Contracts | &b Contract Roles | Y Notes | [ pocuments | isms ff & Email 2] Questionnaires | (& ®
[H Exportto ~ | Filter All Ttems [+
Subject P ‘Mmaga Status ¥ |Priority v |S\gnature ¥ ‘ External List * | Delivery Notifications -
Testing Insure-IV Web Sent + Mormal Client Services OnSuccess, OnFailure
Page 1 of 1 (1 items) e

e A new email can be created directly from the contact detail view or form the list of contacts.
e  Tosendthe same email to multiple contacts, select them from the contact list and then click the email button.
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] Mew

& Validate

c

! Email

Task Dashboard / Person / Van Der Merwe Elsabe (E.) {1/ Email

QW

> e

Save Save and Close & Save and New | ) Cancel

| Attachments

I Add attachments from the document library ]

[@ Link | [ X (4 == | & ~ | [H export to = | Filter [All tems =
‘ Displayname -7 |Email ¥ | Legal Reference ¥ | Language ¥ | Consultant ¥
[ I I I I \
4+ Van Der Merwe Elsabe (E.) elsabe@tconsult.co.za Afrikaans
Page 1 of 1 (1 items) Page size:
Subject:* \ | Priority: \ + Mormal |v‘
Message Status:* | | signature:* [/a [-]a[=|
[ Protect Address List Read Receipt Delivery Receipt
[ Insert Template
X 0B & T EREE
[normal [+] [arial [+] [Fontsize) [-] B I U s[=]|= = @~ A ~
Fieldname Description Required
To, CC, Bcc List of contacts to receive this email. You can link them from the email &
form or by selecting multiple contacts from the contact list. The CC and
Bcc lists are optional, but work on the same principle as any email
application.
Attachments You can add any number of documents from the document library as
attachments to this email.
Subject Subject line on the email. &
Priority Priority can be set for Normal, Low or High. @

Message Status

Signature

Protect Address List

Read Receipt
Delivery Receipt
Body

(4]

Default to draft, but will automatically be set when the message is sent.
e Draft —not yet send
e Qutbox —Saved but not send
e Send - delivered to email server
The email application can only send emails. Use an email client like
Outlook to receive emails.
You must select an email signature from the list. It is recommended that
you set up signatures that are more generic e.g. support or accounts
department. The signature will be added to the bottom of the message
when send.
If you are sending an email to multiple recipients and you do not want
those recipients to see the email addresses of the other recipients, then
select this option to protect the address list.
Receive a read receipt in outlook when selected
Receive a delivery report in outlook when selected
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.
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- RE: Update personal information - Email al x|

N
" Re-Send | " Forward

To cC Bee | [E) Attachments

(D ~ (A Exportto ~

. = ; — Legal
Displayname {>|  Email b Reference

~| Language [~| Consultant 2

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

Page 1 of 1 (1 items) 1 Page size: 20 |~
Subject: RE: Update personal information Priority: + Normal

Message Status:  Sent Signature: dient Services

=

Dear Mrs Vermaak

Please confirm that you personal information has not changed and update where necessary

Email : elsabe@tconsult.co.za

Cell : 082 8533 342

Address : 529 6th street, Montana, Pretoria

Thank you kindly v

[ & Contact Management ] New l “ Re-Send | Forward I)( [ Edit (@ Refresh [ Exportto v Filter All Items ~
Dashboard
Contact ==} Email
& Department Contact Momentur Life (198103 Broker C... / Supplier / Person [ Vermaak Eisabe (E) () / Email
d company
&, person - - - - - — T oekvery -
Supplier Subject ~ [ | priority ¥l | LastUpdated  [~) UpdatedBy vl Signature [l Extemal List B ethcioms v
Task = = =
£, Contact Group 7] Y Contact Details + Normal 2018-03-22 SysAdmin Client Services OnSuccess, OnFailure
SV Note m ) : Update personal information - Normal 2018-05-07 SysAdmin Client Services OnSuccess, OnFailure
=] Document
g %3 ] ® New Quote Request + Normal 2018-03-23 MaxineD Test Maxine OnSuccess, OnFailure
Re Credit Life replacement, Policy (CL-DB-11527), OLD MUTUAL FINANCE (PTY) LTD ’
[£] Mrs. Stacy Watkins, S., ID 9910200045083 Gl Narmal 2017-03-06 CLsUser Tian (tian@tconsult.co.za) On failure
5 @ ﬁemc's‘i"a‘&”ﬁaﬁ’nf‘?"‘?'5"9'3“1‘6?’05355%%3”527)’ + Normal 2017-03-06 CLSUser Tian Bruma Finance(tian@tconsult.co.za) | On failure
Calendar . o
3 Re Credit Life replacement, Policy (CL-DB-11527), | ] Bayport Finandial Services .
2 Notfication @ Mrs. Stacy Watkins, 5., ID 0910200045083 Hormal 2017-03-06 Clsuser Tian (tian@tconsult.co.za) On faiure
My Details
Re Credit Life replacement, Policy (CL-DB-11528), OLD MUTUAL FINANCE (PTY) LTD .
F Filter Criteria @ Mrs. Stacy Watkins, S., ID 9910200045083 * Normal 2017-03-06 (LsUser Tian (tian@tconsult.co.za) On failure

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

& My Details Log Off
Quick create + | @ [ |search|
v & contact Management [] New | & creats Lead | X (4 & - @ refresh | [ Export to ™ | Filter [All 1tems [+]

Dashboard

Contact d‘ﬂ Company

& Department cont Tesk Dashboord / Person / Van Der Merwe Elsabe (E.) () / Company
Drag a column header here to group by that calumn

&, person f= P— -

. voe Of Contact Type of Registration Work ! Primary Open

supplier Displayname ¥ | oonot Category | | Company ' | Number Number ¥ | Number 7 | 5™l T |Webaddress T | pocord T |Tasks T | Consultant ¥
7] Tack [ Il Il I[ I[ i i I I I B El

- :
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[=] & Contact Management

L] New ele
Dashboard &g Company
Contact tad

& Person shbog
[ﬂ Department Contact -
i Company Drag a column head
& Person

e This will open the new Company dialog.

e  The Company detail view is very similar to the Person detail view. Ensure you have read and understood the

sections relevant to Person.

Company Detail

[] New | ¥ validate | 8§ Client Portal | [ SMS | (3 Email | (3

Li}" Company - ()

Person / Wan Der Merwe Elsabe (E.

/ Contact / Company / ()

€ X5

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

J i Detail ‘ | Office. ‘ ‘B Additional Contact Information
Displayname: [ |
Registration Name:* I | country Of Registration:*  [South Africa =ld]Z]
Trading Name:* I | Registration Number: [ |
Type OF Company:= [wa [=]1[2] Langusge: [vea [0
Nature Of Business: I | | Primary Record
Email:* I | work number: [rwra [2]«
Web Address: \ | Fax number: [wia [2]x]
Open Tasks: I | cell mumber: [wa [2]+
‘ [¥] Tasks | (i Addresses ‘ % Bank Accounts | A& Department Contacts ‘ & Relationships | [2] contracts ‘ &b Contract Roles ‘ % Notes ‘ [£) pocuments ‘ -~ SMS ‘ - Email ‘ 2] Questionr | (&)
(] new | X L2 sf = 5MS | g2 Email | [ Exportto ~
‘ |Depaﬂmer|t ® ‘Cnnta:’c ® ‘Dccupatmn ® ‘WnrkNumher ® ‘Fax Number L |Cell Number L |Email ® ‘Active L |Comment ®
\ I I I I I I |
No data to display

Fieldname

Description Required

Displayname

Registration Name
Trading Name

Type of Company

Nature of Business
Email

Web Address

©

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.

© 006
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Open Tasks
Country of Registration
Registration Number

Language

Primary Record

Work Number
Fax Number
Cell Number

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

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

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

Department Contacts

Use this data to capture contact information for people working at a company without having to capture a person

record and setting up a relationship of employer/employee between the company and the person:

Trading Name:* [ | megistration Number: [ | |
Type Of Company:* [hia & Department Contact Bl 53
Nature Of Business: ‘
Email:* \ General Information
Web Address: ‘ Contact:* | |
Open Tasks: ‘ Occupation: [ N/A [BEE]
Department:* | n/a [-[a[=]
| Ta (fi Addresses | 4 Bank Accounts I (&, Department Contacts ! Comment: [ |
] Mes (4 8] 2 SMS | 4 Email ¥ Active
‘ | Department ¥ |Cnntact ¥ ‘ Occupation ¥
| Il Il Contact Information
Work Number: ‘NJ’A |.)| Cell Number: |N,'A ‘.?‘
Fax Number: | N/A [2] Email:= [
OK Cancel
Fieldname Description Required
Contact This is a free text field to enter the name of the contact. It will not create a @

contact record in the database.

Occupation Select from a list of occupations. Occupations can be added if they do not
exist in the list.

Department Select from a list of departments. Departments can be added if they do not (@)
exist in the list.

Comment This is a free text field to enter applicable comments.

Active Select if this record is Active or unselect when record becomes in-active

Work Number Telephone number of the person.

Fax Number Fax number of the person.

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

Easy access to all Department Contacts from the Navigation Pane:

Quick create v @ - Search
=) & Contact Management ] New | X (2 S - sMS o Email | (¥ Refresh [H Bportto v Fiter All ltems -
Dashboard )
E Department Contact
Task Dashboard / Contact / Vermaak Elsabe (E.) () / Task / Department Contact
& person - - — - - - - - — -
& ’ Company ~ [ Department  |~| Contact [> | Occupation I~ Work Number |~| FaxNumber vl Cell Number [~/ Email [>l Adive I~ | Comment 2]
2] Supplier
Task —
a 1-2-3 Marketing
£, Contact Group 12 | Corporation cc. m Gert Aggenbach | Programmer (087) 5125569 gert@123.c0.2a v
¥ ot (011) 5698541 x General Manager all
& poament [@ Company 101 Short Term Petrus Schoeman | Manager S0 petrus@101.co.2 o e
£] Questionnaire Company 101 Claims AndreaVerwey | Claims Consuitant  (0L1) 696541 x dlaims@101.co.za v Commerdial Claims
569
& Email
s (@ Company 101 Short Term Nadia Grobelaar | Admin Assistant (061 5692548 nadia@101.co.za v Personal lines
Calendar m Insurance Co Sales Johan Roets Financial Planning (053) 2654789 0728952598 Jjohan@inco.co.za v Finandial Advisor
@ Notification (@ WaterWise m David Mduli Programmer (018) 2695589 85065803 i jse.co.za v

Convert Department Contact to Contact record
Use Convert to Person action should a Department Contact become a client, dependant, beneficiary, etc instead
of recapturing your information.

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

= & Contact Management [ New & Clone.. v X Delete (& Edit S] Add to Distribution List - SMS (- Email (¥ Refresh @ Links ~ [ Bxportto ~  Filter All Items -
Dashboard .
Contact E Department Contact
TR Assurance Policy / Nel Elna (J.E.) (Discovery - 1... / Company / Legal Wise (0000123) / Department Contact
& Company
8, person . - . — Twork . . . o o -
supplier Company vl Department [¥| Contact vl Occupation vl N:mhﬂ I~| | FaxNumber [ | Cell Number v/ | Email [ Active I»|  comment 2]
[ Task =
A% Contact Group (@ = | & FlowersIndustries Sales Gino Flowers | Claims Consultant | 0720335066 0720335066 0720335066 gino@tconsult.co.za v Selling of flowers
& Note @ o & FliesTous Finance Desmond Fillies  Manager desmondratelkomsa.net =
£ Document
g @ @ RH TAXI'S Admin Johan Pietersen  Admin Assistant v
2] Questionnaire
@ Innovative and g Lauren Brown R Manager 2 Contact her to i
e Email = Creative arrange meetings
Email Manager Mail @ | & Fabio's Company | T Piee IT Manger = Team 3 manager
5Ms . N
- Innovative and Tobie van der Referral from Johan
Calendar @ o Creative: Marketing Laan =
(@ System Notification 2z i Aviation City Admin Annie Hearing Officer v
B My Details @ = & 1ma Admin Johan Pieterse  Admin Assistant shamelah@tconsult.co.za v
. (011) 5698541 x General Manager all
. @ | & €5 Browns Financials = Short Term Petrus Schoeman | Manager S50 0721231234 petrus@101.co.2a = rodcts
Q = RH TAXT'S Admin June Petersen Admin Assistant v
— \ @ & Browns Financials  Claims Andrea Verwey | Claims Consultant | (011) 5698541 x aims@101.co.za = Commerdial Claims
[} eset View ings o
vl 4 2 o LegalWise Legal Nadia Grobelaar ~ Admin Assistant  (061) 5692548 nadia@101.co.za v

Make sure you complete the additional compulsory fields for this record to be created.
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& Nadia - Convert Department Contact Process =1

Details
Surname:* Grobelaar Is Primary
First Mame:* Nadia IDNumber:
Second Name: Language: English - ||
Call Name:* Madia Gender: Female -
Initials:* N. Email: nadia@101.co.za
Work Number: (061) 5692548 & 2 B Title:* N/& - 0| # I
Fax Mumber: & |2 Cell Number: | F

Office

r Contact Type:* & & WNEmployer: Legal Wise =4
Marital Status: NfA - []/2# QN Nationality:* & |F I
Group:* Sean Steyn = 1|2 Occupation: Admin Assistant -
Maiden Name: Ethnic Group: N/A - ||
Religion: NfA = []/# Consultant: & |F
Qualification: MfA - [ & Contact Category: N/& - ||
Smoker Status: Non-Smoker *  Passport Mumber:
Set Relationship
0K Cancel

Use of colour and grouping
o 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
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Adami Jacqueline (J " (011) - Global Teessen Picter
@ 5 Client 6810200172085 2oL English p v o 5y
Van Der
) ) ’ ABC Group
(&  Adams Janine (1)} Purple : Orphan record N/A English Clients. 0 :IEe;we Elsabe
[  Adamson Craiglc) OrPhan 7502265167088 N/A 0724736000  craig.realty@gmail.com English Orphan W 0
9 Record 9 gmail o Clients
11) ) ! ) First
(&  Afrirent (Pty) Ltd  Client 2003023485007 (0L wa paulrich.1@gmail.com English Company v 1
Group
Van Der
[#  Allcock Sabrina (S)  Client Black : Active client Who7gps  (011) 0828066846  s.allcock@holidayholdings.co.za | English ABC Group = 0 Merwe Elsabe
4874222 Clients P
Almeida Jose (J E ) {o11) . ABC Group
@ W client s201z0s5200007 (D 0s3zs07030  zac@coronacafe.coza English i 54 1
First !
(@ Annendale Okdert ooy 4804085092088 N/A 0742391300 ockie.a@mtnloaded.co.za English Company W 0 I:T‘se" Pieter
Group -
(o11) ' ABC Group
[# AnticMladen (M)  Client seoarsisetst  (O1D. o 0833076116  theantics@sacl.com English e ar v 1
(@ Apeclaryn aletha (A 5 First -
¥ jent 4908250088087 /A 0833831957  alet.appelgryn@astrazeneca.com  English Company 0
Group
Armstrong . I (o11) ' ' ABC Group
@ omantha (5) client Blue:Supplier fBoszt01s1083 [V 0836426085  ssammyra@gmail.com English Chenty v 4
) - N ' Insurance
[# Associatted Marine  Supplier N/A N/A English Companies ]
) . First
74 ‘(“J”:;‘“" Jacqueline | cyieny 8101280229087  N/A N/A English Company = 0
Group

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:

o~ | @< ||
) ..:ct:::mt O new - J& cremts oms ¢ L e | & . @ @ Refresh | [ xportto <] riter Al 1tems &l
B | SIEEIRC e et 00 o o

&5 New Lead = 2
Current Contact: | N/A @2
Source:* /A |~ |2
Company/Person: | Person || Group:* |Lead RfEIE]
Company Name:* | | Department: | |
Title:* WA ~10|2| Gender: Female I~
First Name:* | | surname:* | |
IDNumber: | |
Home Area Code: |____ | Phone Number: | |
Work Area Code:  |____ | Work Number: | |
Cell Number: | | Email: | |
Assign To:* (N/A ||| 2| Task Type:* [N/A BIRIE]
Comment:*

Create Lead  Cancel

Once captured, the application will automatically add the person detail to your contact list and colour code the

record green for ease of reference.
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Please note that the ‘Assign to’ on a new Lead will also generate the Consultant record on the Contact.
The application will also generate a Task to the person to whom this lead is assigned to take further action.

Supplier
Supplier shows all records which have been captured on Company or Person with the contact type specified as
Supplier.

Easy access to all Suppliers via the Navigation Pane:

Quick create @~ Search
[ & Contact Management [ New ~ &oCreataiead X . 5} v (@ Refresh [H Exportto ~  Filter All Contacts -

Dashboard
5 contact 2 Supplier
& Department Contact Associated Marine (439) / Clarendon Transport Under () / Auto & General Insurance () / Momentum Life (198103 Broker C... / Supplier
& Company
. percon —

Displayname 1 Work Number & Email > Language ~]  Primary Record ~} | Open Tasks =
(=) Supplier
pEs - s
2 contact Group (&  Associated Marine (0860) 102725 i c0.za English [
& Note [  Spotight Interactive (0860339898 tian@tconsult.co.za Afrikaans [
[E Document (&  Clarendon Transport Under (011)2741300 info@ctu.co.za Afrikaans [
2] Questionnaire [#  Auto & General Insurance (011) 6946694 dientservices@autogenlife.co.za Afrikaans [
& Email [Z  Momentum Life (011) 6718911 0. Afrikaans 0

SMS

o (& Old Mutual (0415024111 tian@tconsult.co.za Afrikaans v [
Calendar
@ Notification Page 1 of 1 (6 items 1 Pagesizer 20 |-

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

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

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

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

Tasks Gj Addresses . Bank Accounts E.: Relationships Q Contracts &Contract Roles =Y Notes SMS |-+ Email g Questionnaires [ Propertysheets ':_’:'

[@ Link [ Unlink =X Delete | [.# [@ pownload | [H Expertto ~

i Title + ¥ | Reference ¥ | Date Created ¥ | Key Words ¥  Document Type ¥ | Created By ¥ | Confidentiality Level ¥ | Category ¥
3 I [The job succeeded.] SQL . T Broker - e
v ] e Lﬂ Server Job System Pieter 2014-02-12 sql Appointment Admin None E-Mail, FICA

Page 1 of 1 (1 items) Page size: [20 | =

Select from the Action bar:
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Tasks Gﬁ Addresses 4 Bank Accounts. 2_, Relationships |-;-| Contracts & Contract Roles 54 Notes SMS. - Email |’_°| Phone Logs |-;-| Questionnaires [APn >

I "] [ Link Eé‘"?nlink X Delste [ Edit [ Download ~Convert Document ||-E| Export to ~

Title a |w | Reference ~| | Key Words | Archived v .%?;smm | | Date Created | Created By [v| | Category v
v vl LA 201806 - Application Form.doox Application Farm Application, Maxine Application Form 2018-06-06 PetroT Task Attachment
] [ Marketing artide 4912175025081 Marketing Quotation 2019-07-31 PetroT Task Attachment
[ 4 [& | NTLC Quotation - Body of email.doox Default 2018-06-06 SysAdmin Task Attachment
[ & L'ﬂ Policy Schedule Wording. pdf Default 2018-06-06 SysAdmin Task Attachment
L TC Report Requirement Spec -

A g Lﬂ download to Templates folder Default 2016-08-05 Admin

@A [ B | TesT 4912175025081 Marketing, Email Application Form 2018-07-31 PetroT Task Attachment

]

Create a new record with the selected file attached

Complete the relevant information on the Document file attachment process. Saved document will automatically
be linked to either Contact, Contract or Task depending from which are you are creating the document.

[*] Document File Attachment Process ol |x

Document Type:™ % & |F
File:*® Browse...

Title:*

Reference:

Key Words:

Confidentiality Level: None -

Category: a4

oK Cancel

[@ Link

Link file from the Document Library

Lo Unlink

Unlink file from Client record

[ Edit

Edit document

ﬂﬁ Download

Download to PC

Convert Document

Convert document to selected document type

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

d

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

(@ Link [ unlink | X Delete | [ Edit | [ pownload | [H Bxportta
‘ | ‘ |Tit|a + % | Reference v ‘ Date Created v ‘ Key Words ¥ | Document Type v | Created By ¥ | Confidentiality Level ¥ | Category v
| I I [l I I I =]
[The job ~
29 suteacted [Pieter | e | -0 [[one B
SQL Server Job ¥ vy
Page 1 of 1 (1 items) Broker Appointment T
Nat Specified

]

Edit

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

[ Cadiz 710.14 - Document Link @ x|
Title:* Cadiz 710.14
Reference: Document Type:™ Root Network folder LaralE
Key Words: Date Created:™
Confidentiality Level: None v Created By:

Filer* 51561874-b769-4511-8e314763ablcib71xds | @ | @ File Size:

[ categories ||/ Owners
(@ Lnk (g b4 L (A eportto ~
Description [
[& | Credit Life Cover

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

0K Cancel

=1 Save As to save file to your local computer

From Insure Add-in
Refer to TC Insure Add-in guide

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

Refer to TC Insure Add-in 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.

Dashboard

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

[E: Organize Dashboard | (¥ Refresh | View [Team Tasks [~
Team Tasks
System Administrator / System User / Insure test team / Team / Team Tasks
[} Mew | (™ Refresh | [ Exportto ~ | Filter |All Tasks ‘v‘ | ‘ [} Mew | (™ Refresh | [ Export to_= & My Team Tasks
50
Pre-defined filters
40 a—
2
30
15
20
1
10
05
0 1 0
InPragress NotStarted Completed InProgress NotStarted
[ wew | [ (2 N 5 | X 2 g - | @ Refresh - [A Bxport to ~ | Filter |All Tasks [+]
Drag a column header here to group by that column
. . .  Date Start Due L . Percentage
Task Number ¥ | Contact ¥ | contract ¥ | Tyee ¥ | subject T Crogted T |Date T |Date T Staus ¥ |Prierity ¥ |AssignedTo v | GoreltROS ¢
, ‘The job
g g Strydom Jannie (1.) [
@ GohPMa0na0z f}')"dm Jennie  (santam (Pty) Ltd - Claim Sheceeded ]SO 20140212 [] MotStarted  « Normsl  Administrator 0.00%
. 50234234) Erver Jo
System
g . Botha Johann (1 M) e o6
(@ TC-ADM201306- BothaJohann (1 FOIR TRAIR LD policy AGAHPLaptop oo o oc oo 201306-  2013-06- ot Combleted o Normal | Administrator 100.00%
47 M) by Amendment Model HP1234 03

You can change the data required by using the pre-defined filter drop-down boxes:

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

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

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

Navigation Pane

Contact detail view

Policy / Contract detail view
Email

PWNPE

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.

Task Detail
When creating a task, except from the Insure Add-in, you will have to enter all relevant details to the task.
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When using the Insure Add-in, the detail is populated via the wizard:

Task

Insure test team / Team / Team Tasks / Task / Task

J [%] Task Detail ‘ [) Attachments | ] Logs | ©2 Task Links

Q9

Save Save and Close &Y Save and New | ¥ Cancel

Contact:™ [hwra (@2
Contract: [mia [-]2] suppiier: [ha [«|2|
Task Number: [ | Assigned To:= [wra [-]2]
Type:* [wra [-]c]#] eriority: [+ normal I=]
Subject:* [ | confidentiality Level:  [None [+]
Start Date: [ [ =] Ppercentage complete: [0 Izl
Due Date: [ [=] 17 remind me Reminder Date:* |
Status:® | ) notstarted [=] pate created: [ |
Reported By: [mra [@[#] created By: [ |
[= Insert Template
0B & S SlEEle e EBE-R
[Normal [~] [arial [+] [(Fontsize) [-] B I U s E = =@ - A~

Fieldname Description Required

Contact A task must always be linked to a contact or owner. Tasks are performed @

for a client.
Contract You can optionally link a task to a contract, e.g. if you need to perform a

Task Number
Type

Subject
Start Date

Due Date
Status

Reported By

Supplier
Assigned To

Priority
Confidentiality Level

Percentage Complete
Remind Me
Reminder Date

Date Created

task pertaining to a specific short term policy, then you can select that
specific short term policy.

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

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

Specify the subject of the task for easy reading and display in list views.
This date is automatically populated when the status of this task changes
from open to in-progress.

The expected date when this task should be completed.

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.

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

Supplier will auto populate when Contract is linked

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

There are three priorities: Low, Normal, High

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 on reporting.

This allows 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. Note that there is no reminder
pop-up window on web

Automated to the date and time when the task was created

© @ ©
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Created By Set to the user that created the task

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

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

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

From the Navigation Pane

hd & Contact Management El MNew | Lo [t
Dashboard
=
Contact fE Task
System User / Insure te|
& Department Conta
ka Company Drag a column header here tq
& Person Task R
Suppli Mumber
|
E-A Contact Group
& Note L [# TC-201711-3
H Document
Questionnaire
& Email E [&4 Tc-201711-3
o 5MS
=) calendar
= 3 | axr anazaa
From a Contact
[ New ~ | & validate | 88 Client Portal ¥ | i SMS | 3 Email | (@ Automated Process | @ Refresh -
& Person - Van Der Merwe Elsabe (E.) () (Y5
Team Tasks / Task / Contact / Person / Van Der Merwe Elsabe (E.) ()
Save [ Save and Close &% Save and New ~ | 9) cancel
J & oetaile | [Foffics | EY Additional Contact Information
Displayname: [ |
Surname:* |Van Der Merwe ‘ | Primary Record
First Name:* [Etsabe | Date of Birth: [1570-03-05 [+]
Second Name: | ‘ Age: ‘ ‘
call Name:* [Etsabe | 1DNumber: \ |
Initials:= [ | Language: | afrikaans [~]al#
Title:® [miss [-]i[#] eender: [Female =
Work Number: [wra [#]x] Fax Number: [na (2[4
Cell Number: [0828533342 [2]x] email:* [elsabe@tconsult.co.za |
Home Number: [mia [2]x open Tasks: I |
J [3 Tasks | dAddressE ‘ 4 Bank Accounts ‘ &5 Relationships ‘ 12| contracts | (& Contract Roles ‘ Y Notes | [E] Documents | - SMS ‘ .-+ Email | 2] Questionnaires | (2 [©]
] new | (3 riffrect | (2 5 @) -1 % 7) Y - ~ | B Export to ~ | Filter [All Tasks [-]
O i i N:mber + % | Contract + | Type ¢ | subject Dated T |oet s | DU ¢ | staws ¢ | Priority ¥ | Assigned To ¥ "Cz';"’)'l":?ege +
\ I I | | [=] [ | I [ I H
Van Der Merwe } 7 = Teessen
(4 Tc-201711-2 ;l:::aﬁa ]-,:41\::; )a Appointment  Appointment 2017-11-16 otstarted + Normal  [eCeeeT 0.00%
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From a Contract/ Policy

Commission Contract - Vermeulen Aletta (A C) (Sanlam Life Insurance Limited - 12438723)

&%

Department Contact /

Department Contact / Commission Contract / Vermeulen Aletta (A C) (Sanlam...

X5

Save Save and Close % Save and New ") Cancel

Owner: |Vermeu|en Aletta (A C) |@‘§| Contribution: |R 0.00 | . |
Commission Product: |Gla::ier SeP C\? |@‘§| Contribution Frequency: |WA ‘v | ﬂ‘!l
Product Provider: | | Annual Escalation: |0.00% |: |
Contract Number: [12438723 | Market value: [ |
Reference Number: | | Initial Commission: |R 3.56 | . |
Source: |NJ'A ‘ - | ﬂ‘§| Second Year Commission: |R 0.00 | : |
Inception Date: | 2011-09-01 | hd | Comment: |A Vermeulen |
Status: |Acﬁve | - ‘!l Last Statement Date: | |
Cancel Date: | | Current Commission: | |

|

Cancel Reason:

| Total Commission:

) B3] cremsion R T
Template: |San|amTamp\ate "||‘_'|‘§|
:_{c-‘ussmns ‘ (# Market Values ‘ Gstabamentoetauls | [z] contract Links | &Cuntractnclesl ETasls I % Notes | [] Documents ‘ |2 questionnaires ‘ [2] Propertysheet | = History |
[ Mew | [ 4 i 0] x (4 EOT | o Add = | T Reset view Settings r Fllter‘MyTasks ‘v|
Task . = Start Due 0 Percentage Assigned Created Date Reminder Reported
Number | EhliE=E RS Date ¥ |pate T |StEtus ¥ | Prionty ¥ oo lete ¥t ¥ |sy ¥ | Created T | Date T | ey W

Mo data to display

From your email (Insure Add-in):
Refer to TC Insure Add-in 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 is re-assigned.
Task logs can be created by selecting Logs > New or Add Note or using Insure Add-in:

From Task Log on Task

] new | [& = A, Forward Task | [ Schedule Task ~ | & Validate [} Add Note ~ i Refresh -

. Task - TC-201711-3

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

Q0

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

[¥] Add Note on Task - TC-201711-3 E 27

@fﬁﬂ ‘ [5] Attachments lﬂmgs IﬁTad(ljnlm ‘
[ NeW™| (4 [H Exportto ~ | Filter |Alllogs ||

‘ | Date Logged Log Type:* |N/A ‘ - ‘ [I‘!‘ L3
[# 16 November 2017 02:54 PM Subject: [ | 0

Task created for Van Der Merwe Elsabe (£.) by Sysadmin with Normal pri Minutes Spent: [0 E
[# 16 November 2017 03:50 PM L= insert Template 0

Schedule appointment

Page 1 of 1 (2 items)

OK Cancel
<) Cancel

Fieldname Description Required
Log Type Select from the list of task types. (]
Subject Enter a subject as easy reference to the body of the task log

Minutes Spent

Can be used to track time spent as the task progresses.

43| Page




Teessen Consulting

TC Commission Administration Web App Guide V11.20104.2009.8

Insert Template Various templates can be setup to auto generate when a specific
task log type is selected. Please discuss your requirements with the
System Administrator
Message Body Free text field to capture the action or log a progress message ()]

From Add Note Action
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

A [ o e | =
'y . E
Q 0 o @ m X 3 | “ ""(‘9 ko ol 2 [ ]
Back Forward New FieTask UnFile Forward Schedule Clone. Delete  Change Add Note Open Related Workflow  Show Workflow Refresh Analyse Automated  Showin s NextRecord Filters Full Text
- A - T Task Task = A State ~ - Record Instances Process Report = M Search ~
Views History Navigation Records Creation Edit Record Edit Open Related Record Workflow View Records Navigation @

Navigation <

4 Contact Management Task Number & | Contact ¥ Contract Type Subject Date Created | Start Date Due Date Status Priority Assigned To Percent. Reported By
Dashboard v e
Contact

— Vermazk Elsabe (E.) - - o - - - - - - - -
T » | e-Evixan1g03-1 Vermaak Elsabe (E.) Mzainana T(.. Adnin Change vehid... 2018/03/45  2018/03/15  2019/06/28 [ InProgress = Nomal  Maxine 20.00% Van Deventer Ma.
Department Contact TC-SA201803-7 Vermaak Elsabe (E.) Vermaak El... E-Mail Email Tool -... 2018/03/22 2018/03/22 2018/11/09 [ﬂ InProgr... ~ High Hanlie Lazare 0.00%

Person TC-5A201806-18 Vermaak Elsabe (E.) Vermaak El... Follow Up FW: URL 2018/06/19 2019/06/07 El NotStar... + Normal Administra... 0.00%

Supplier TC-SAX201906-1 Vermaak Elsabe (E.) Lead New Lead: ... 2019/06/07 2019/06/11 [ NotStar.. * HNormal  NiellBooysen  0.00%

Task

Contact Group

Note

Document

Questionnaire

Email

Email Manager Mail

SMS

Calendar

Notification

My Details

Filter Criteria

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

Task Number « | Contact *[ Contract Type Subject
wlc = Vermaak Elsabe (E.) = = offc
TCEVXX201803-1 Vermask Elsabi — S Change vehid

O MNew Ctrl+N »
TC-5A201803-7 Vermaak Els, 1 Email Tool -..
TC-SA201806-18 Vermaak Els. He e rup FW: URL
TC SAX201906-1 Vermaak Els Tas New Lead: ...

A, Forward Task

Schedule Task 3

B Clone.. »

X Delete Ctrl+D

s Change State 3

l Add Note d B

B2 Open Related Record  Cirl+Shift+ O & E-Mail

[3 Page Setup... izl SMS

= Print.. Ctrl+P

[2 Print Preview...

¥ Refresh Fs

il Analyse

[31 Automated Process

FL Copy CellValue Ctrls Shift+C

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

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

Email address defaults to the email address captured for the selected Contact and Subject defaults to Task’s
subject line. Both can be edited.
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1= TC-EVX$202004-7 : Additional risks added - Send E-Mail from Task [ x|
~
To:™* Vermaak Cornelius (C.J.)(elsabe@tconsult.co.za) &|x
cc &\x
BCC: &x
Log Type:* ' & Priority: + Normal -
Signature:™ NJA ~ | [1/# Minutes Spent: 1] =
Subject:™ TC-EVXX202004-7 : Additional risks added
Confidentiality Level: None o
Attachment: N/A @ ||x|+
Read Receipt Delivery Receipt

[= Insert Template

B & = E @& & B A @
Normal > Aral > (FontSze) '+ B I U & = = = @ ~

Attach any document saved on Task, or

Attachment: M/A +
@ Task - TC-EVXX202004-7
S S it 1 1Y 1Y 7 Taek [T B e g ~
Task Type / Task Log Type / Vermaak Cornelius (C.1.) () / Task [ TC-EViXX202004 [} Document =
Task Detail [l attachments Lﬂ Logs | == Task Links
5 Search
=]
Title + [v| Reference ~
il + [¥| Date Created [*] | Created [ | confidentiality Level (]
[ | 1-2-3 Marketing Corporation cc - Contact info oe - e e i i i i
|ﬂ Appointment Letter Appointment = =
[@  Broker Note TC-EVX202004-7 2 @ }'Czéﬁ,;‘;rmng Comporation €€ 5017.g7-04 SysAdmin None
@ | credit life notes TCEVI202004-7) [@ [® | appointment Letter 2019-07-09 Marka None
[@  Link Relationship to Company Record TC-EVIG202004-7] [@ [B® erokerNote 2020-04-07 Elsabev MNone
[@  Movement Cades TCEV202004 2 [® creditlife notes 2020-04-07 Elsabev None
@ [@ LnkRelationship to Company 05904 g7 ElsabaV None
[2 [® Movement Codes 2020-04-07 ElsabeV None
Page 1 of 1 (6 items) 1 Page size: 20 |-

Attach document from your Computer

Attachment: N/A& &

First select the applicable document type, then browse your computer for document to be attached.
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("] Select Document Type o [x
Document Type:®  Default @ F
File:* Browse...
0K Cancel
SMS

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

TC-EVXX202004-7 : Additional risks added - Send SMS from Task o [x
Send To:™ 27828533342 & x
Subject:* TC-EVXX202004-7 : Additional risks added
Log Type:* & F
Confidentiality Level: None -

Minutes Spent: 0 =
Character Count: SMS Count:
Message:™

Send Cancel

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

From Insure Add-in

Refer to TC Insure Add-in 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.

) Task - TC-5A201803-7 ‘_ (< J5)

Vermaak Elsabe (E.) () / Email / TC-EVX0(201803-1 / Task / TC-5A20

[E] save [ Save and Close &% Save and New %) Cancel

Task Detail ~ [5]) Attachments  [*] Logs | &= Task Links

['] Mew [t Edit | ™ Send Email From Taskdog [§Show in Report [} Exportto ~ Filter All logs -

Date Logged a || | Subject [~ | Created By [~  Log Type [>|  Minutes Spent >l
(%4 * | 22 March 2018 03:27 PM SysAdmin Assignment 0
Task created for Elsabe Vermaak by SysAdmin with Normal priority and 0% completion.
4 | 22 March 2018 04:17 PM SysAdmin Updated 0
The task status was changed from NotStarted to InProgress
v (4 DZ March 2018 04:18 PM Check email tool SysAdmin Review 0

From: Elsabe Vermaak Sent: Thursday, 22 March 2018 2:36 PM To: African Eagle Insurance Brokers Subject: RE: TC-EMX2(01803-2306 : Upgrade Insure - IV 9.17206.1810.0 Hi Connie Yes we need Team Viewer access to your
server please You can send this through to us beforehand Cameron will make contact with you to make sure he can access the server to continue with the upgrade at 16:00 Kind Regards Elsabe Vermaak Accounts Executive
Teessen Consulting & 087550 1427 0828533342  elsabe@tconsult.co.za  www.tconsult.co.za  Gauteng Warning:Any unauthorised use or interception of this email is illegal. If this email is not intended for you, you may not
copy, distribute or disclose the contents to anyone, Save for bona fide company matters, Teessen Consulting CC does not accept any respensibility for the opinions expressed in this email.

(%4 | 22 March 2018 04:56 PM SysAdmin Updated 0

The task status was changed from NotStarted to InProgress

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

& RE: Chack email tool - Send E-Mail from Task @ x|
To* Zx
cc: & x
BCC: & x
Signature:™ NfA ~ [ # Ppriority: + Mormal -
Subject:® RE: Check email tool
Attachment: N/A

Read Receipt Delivery Receipt
B & =z E & [ R W

Normal ~ | Al ~||(FontSze) |~[ B I U & = = = @ ~
A v

On 22 March 2018, at 04.18:40 PM, SysAdmin wrote ~

From: Elsabe Vermaak

Sent: Thursday, 22 March 2018 2:36 PM

To: “African Eagle Insurance Brokers'

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

Hi Connie

‘Yes we need Team Viewer access 1o your server please v}

< >

Design HTML Preview

Send Cancel

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

Refer to TC Insure Add-in guide
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Forward Task
A task can be forwarded to any person at any given time:

& My Details @ vLog off
Quick create ~ @ ~ Search
v & contact Management ] new | [ 4 2, Forward Task | [5 Schedule Task + | X Delete | [# Edit | & Add Note ~ | (3 Refresh | [ Exportto ~ | ShowinReport v | Filter [All Tasks -
Dashboard
5 Contact Q Task , oy - =
- ) Clairn / contact / Person / ToB01711-3| L) Mew | (& £, Forward Task Schedule Task ~ | o Validate | &5 Add Note ~ | (C* Refresh
& Department Contact e
& Company Drag a column header here to group by that M Task - TC-201711-2
8 persen = Contact / Person / TC-201711-3 / Task / TC-201711-2
Task
ber * T | Contact = .

[ Supplier Number (&) save &
2. Contact Group g :

[#] Task Detail 3 Attachments | [*] Logs | @ Task Links
e Van Der Me| !
& note - - -
) pocument Contact:™ Van Der Merwe Elsabe (E.)
[2] questionnaire

@ tcootzirs | VenDerMen Contract: Van Der Merwe Elsabe (E.) (Auto & General - 071117) ~|# supplier: Auto & General
& Email Elsabe (E.)
sMS Task Number: Assigned To:=

Calendar Van Der Me| Type: Appointment w1 Priority: * Normal
_ @ Tcp0171t-a S ST
(@ Notification g Subject:*® Appointment Confidentiality Level: | None
B mv petails

Start Date: ~| Percentage Complete: 0

Due Date: - Remind Me Reminder Date:*

Status:® (5] notstarted ~| Date Created

Reported By: N/A & & Created By:

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

Please note: ‘Remind me’ and ‘Reminder date’ fields are relevant to the person this task is assigned to and not to

the person assigning the task or task log.

Task List

-
& My Details @ vLog off
Quick create + @ - search
v & contact Management ] Mew | [a8 s (6] X (® Refresh | [H Exportto ~ Filter -
Dashboard | My Tasks I
~
[ Contact Q Task S My Due Tasks
2 Task Dashboard / Task All Tasks
& Department Contact
- All Due Tasks
& Company Drag a column header here to group by that column All Filed Tasks
& person | Al items ]
Task Date Start Due § v, | Reported
[ ker = 7 | contact ¥ |contract  * | Type v | Subject ol o= et e T |Status v porty W o 4 P v
., Contact Group Van Der
Merwe Elsabe 11 9 .
& Note (# Tca01711-2 Vam Der Merwe (E-) (Auto & Appointment  Appointment 201711 + Normal J€essen Pieter 0.00%
8 Elsabe (E.) Pt NotStarted P
Document S
[2] questionnaire Van Der Merwe
Van Der Merwe = van Der Merwe .
& Email @ Te207m13 LSRN Elsabe (E.) Claim Claim 2017-11-16 nstaed ¢ Mormal  [An DM 0.00%
sMs
= Van Der TC-EMX201711-
{3 calendar Merwe Elsabe 1975 : Statement 1 - Van Der
- (& TC201711-a ‘E’f":eEE")eme (E.) (Santa Appointment  Duplication - Old i:” 11 + Normal Merwe Elsabe 0.00%
@ notification sabe (E. (Pty) Ltd - Mutual Notstarted (E)
8wy Details 20171106) N1711/073
¥ Filter Criteria @ | Aowzo1103- {;epssen Pe affairs Imported 1105-  2010- B ey Mormat Tesssen Pieter 0.00%
> % short Term 10 i b
s ] Creditiife Tax Affairs - s g - Van Der
L‘j [# ADM201103- wall Michael (M) Annual Imported T e o InProgress | MO™Mal  Merwe Elsabe 0.00%
> 8] Assurance 11 Submission (E)
> ¢ Investment TC- il 03 - S
» 13 edealnid [# ADM201103- va‘]‘f,')“““" willie Tax Affairs Imported 201103~ | 2010 | 2010 D ctorteq | Mormal  Administrator 0.00%
edicalAi 12
> [ Funeral TC- -
+ [ Commission (# ADM201103- :::nsﬁ')“"“""" Tax Affairs Imported ixn’"} ::}:5' Ioprogress | * Mormal  Administrator 0.00%
13

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

O O O O

48| Page

Select multiple rows and choose to print one of the task reports.
Use the Analysis tool for further reporting / analysis of tasks.
Use the export functionality to export to Excel or other applications.

Group, sort and filter tasks based on pre-set filters or by using the filter row.
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Questionnaires
Questionnaires are typically a list of requirements or questions relevant to a specific topic on a record and
accessible throughout the application, e.g. Client Needs Analysis.

Questionnaires will be setup by the Systems Administrator.

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

Questionnaire

Page 1 of 1 (11 items)

Sequence [+  Question

[E Category: Risk Screening (Count=10)

1

Owner: Teessen Pieter (P.G.) (P34567 Total Questions: 10
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
[ Boortto ~

2 [ value

8 CDD documents Doubts about veracity/suspicious changes to dient record 2 b 2020-07-30 Teessen Pieter (P.G.)
5 | Client is a PIP or close assodate No 1] ! 2020-07-30 Teessen Pieter (P.G.)
6  Client is on UN sanctions list No 0 o 2020-07-30 Teessen Pieter (P.G.)
4 | Complex, unusually large, suspicious/unusual transaction | No [1] v 2020-07-30 Teessen Pieter (P.G.)
3 Delivery Channel Face to Face [1] v 2020-07-30 Teessen Pieter (P.G.)
2 Durantion of Relationship 0Ongoing [} b 2020-07-30 Teessen Pieter (P.G.)
7 | Jurisdiction Local 1] ! 2020-07-30 Teessen Pieter (P.G.)
10 Nature of payment Cash/Cross Border Flow/Same name payments 2 o 2020-07-30 Teessen Pieter (P.G.)
1 Nature of the Product / Transaction Trust 1 v 2020-07-30 Teessen Pieter (P.G.)
9 Source of funds Salary/Provident Fund/RAfinheritance [1] v 2020-07-30 Teessen Pieter (P.G.)

(2]

|~ Score [»| Comment [+ Required [~/  LastUpdated || Updated By

Pagesize: 20 =
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Quick create ~ | @ | search|
» & contact Management [] New L b4 4 &) @ Refresh | [H Bxport to ~
Dashboard i i
5 Contact Questionnaire
—' Task Dashboard / Task / Questionnaire
& Department Contact
4 Company Drag a column header here to group by that column
& person Owner ¥ | Assessment < ¥ | Reference ¥ | Status ¥ | Date Created ¥ | Created By ¥ | Last Updated ¥ | Updated By ¥ | Total Questions ¥ jCompuicted ¥
(5] Supplier Questions
1 Task [ I[ I[ Il I 5] I[ E]] I[ Bl [z
= Contact Group
‘$ Note No data to display
5] bocument
© Email
[] Mew | & validate | &g client Portal ~ | () SMS | €3 Email | 3 Refresh v
@Company - Company 1 () DD
Task Dashboard / Task / Questit ire / Contact / Company 1 ()
(S save [& save and Close ®3 save and New | ¥) Cancel
| dpoetail | Fofice | B additional Contact Information
Displayname: |company 1 |
Registration Name:* |company 1 | country of Registration:* [South africa [-]c]2]
Trading Name:* [company 1 | registration number: [123456 |
Type Of Company:* |company [-][#| vLanguage: [ [-[al=]
Nature OF Business: [Financial | Primary Record
Email:= [company1@gmail.com | work Number: [ta [«
Web Address: I | Fax number: [wea [2]«
Open Tasks: I | cetl number: [ra [2]4
o Ad s ‘ <5 Bank Accounts. | (& Department Contacts ‘ &5 Relationships ‘ 2] contracts ‘ {2 Contract Roles | (Y Notes | [l pocuments ‘ -~ SMS | o Email I [2] Questionnaires I z11010]
(] new | 2] 2 £ [H Export to ~
‘ Assessment . ¥ ‘ Reference ¥ ‘ Status ¥ | Date Created ¥ | CreatedBy ¥ ‘ Last Updated - ‘ Updated By ¥ | Total Questions ¥ | Completed Questions -
No data to display
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Score will calculate automatically if a value is applied to the question.

Automated Processes

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

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

These processes will be setup by your Systems Administrator.

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

Quick create @ -
[) Mew +| & Create Lead | X Delete | [ Edit | 8§ Client Portal ~ sMS | & Email [f (@ Automated Process ~ | (¥ Refresh LlExport to v | ShowinReport = |  Filter |All Ttems =
P Happy Birthday
erson 3
ek Dashbosrd / Person Confirmation of contact details
Drag a column header here to group by that column
- p— 5 | Contact _ | Work Home cell .o |Fax o |lzeT S P g?‘e o |l - olle o | Contact _ | Open . |
isplayname umber Type Number T | Number ¥ | Number Number mal BEar sy | B nguage mployer TOUP ¥ | Category T | Tasks
van der merwe - - -
(@ VUsnDerMerwe o icresessoso Client (017) (o17) 0764864268 N/A Mal 1855~ english Elm 0
Vincent (V) ten! 7124681 7124681 ale 06-26 nglis G:;‘fpa“y
Van Der Merwe 1970-
7 | @ ey Staff N/A N/A 0828533342 N/A elsabe@tconsult.co.za Female 3’0 Afrikaans Root 4
Page 1 of 1 (2 items) Page
¥| ¢ Begins with([Displayname], "van der merwe")

Select the automated process and follow the Wizard.

Automated process queue

An automated process can be queued in order to action the process and distribute its content in batch mode,
i.e. at a more convenient and effective time. The process queue can also be setup as a recurring instance.
Automated processes and queues will be setup by your System Administrator.

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

[ Automated Report Process olx

Step 1 - Recipient List Step 2 - Process Detail

Automated Report Process
Queue: | R

Subject:®

Claims Recurring - Account

Signature: =

Distribute Policy documents
Prigrity: * MNormal v
BCC:

Attachment: Browse... (V]
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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.

Quick create @ .
£l & Contact Management [] New # Clone.. ~ X Delte (#Edit (- SMS ¢ Email (@ Automated Process ~ (®Refresh  View Person Listview ~| B Ewortto vl showinReport ~ J Fiter All ltems -
Dashboard T irthdoy Lt
& Contact (% Person B certificate of Insurance
& Degartment Contact Analysis / Client Demoaraphics / Portfolio Schedule (Rfin) / Report / Person :
epartment tonta I3 Client Portfolio (Astute)
& Company L Portfolio Schedule (Rfin)
-
=) Supplier sumame o) | RIS ) Dnumber [ | COMR gy Work o rHome o Cell L R ) g ~| | Gender [~ g?te ~| Language [/ Employer [v] | Group [v oMY
PP Name Type Number ™ | Number ™' | Number Number i L L J Category
Task
2 Contact Group s s
365
3 .
< Note v [ Bowers Abdullsh 4912175025081 Client @y LU A johan@tconsultafica  Male 9% pfikasns  TRanseoRT ADIE
. E akalaars
[Z] Document SOLUTIONS
2] questionnaire (@ wana E 8009265580087  Client e B |wa N/A Male g% Afiiaans V1 - Group
& Email
Atties Marius 7703305153083 Client N/A N/A N/A N/A male 1977 pfiikasns V1 - Group
(2] Email Manager Mail 0330
SMs (#  LuBBE JOHN Orphan N/A /A N/A NJA Male Afrikaans V1 - Group
& Contact Management Cnew X 4 cdt @ Refresh [ Bxportto + @
= short Term .
B Report
Analysis / nographics / Portfolio Sct (Rfin) / Pers: eport
5] rseurance Analysis / Client Demographics / Portfolio Schedule (Rfin) / Person / Repor
% Investment
i3 Medicalaid
& . Display Name « v/ Data Type v/ Status v/ Is Inplace Report v
Funeral
(5] Commission = .
T Finandials Adviser Commission Statement Recipient Statement Production
(@ Administration Adviser Suspense Report Recipient Production
= ¥ Reports Adviser Suspense Report 2 Recipient Production
3L Analysis Birthday List Person Production v
) Report Client Portfolio (Astute) person Production =
‘Tools Commission Split Control Report Commission Statement Development
Tools Company Portfolio Company Production v
Partfolio Schedule (Rfin) Person Production =
7 Reset View Settings Production Report Production
Receipt report Commission Statement Production
Recipient Transaction Report (Detailed) Redipient Statement Production v
Pag 11 items) 1 Pagesize: 20 |~

Print or export a report in various formats as per the drop-down menus:

[Z]) Birthday List
& P Y Page 1 > of 1 = -
Birthday List
Client HTML Ref nr Email Cell nr
Booysen H (CANCELLED) (H)ff T&xt 419
ot csv
Image

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

$f Distribution List - Annual Medical Aid Renewal QO

Task Dashboard / Distribution List / Annual Medical Aid Renewal

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

Member Count: 5

& Distribution List Members

2 ~ g eportto ~
Recipient a || Email ~|  Date Added ~|  Added By v
Abrahams Alice (A.S.) AliceAbrahams@demo.co.za 2019-07-18 Vermaak Elsabe (E.)
Brown TracyLynn (T.K.) TracyLynnBrown@demo.co.za 2019-07-18 Vermaak Elsabe (E.)
Crouw Chantal (C.P.) chantal@cuba.co.za 2019-07-18 Vermaak Elsabe (E.)
Flynn Harry (H.J.) flynnharry@gmail.com 2018-11-14 Shamielah Jacobs
Vermaak Elsabe (E.) elsabe@tconsult.co.za 2019-06-18 Vermaak Elsabe (E.)

Members can be added directly from the Distribution list,

§ Distribution List - Annual Medical Aid Renewal QO

Task Dashboard / Distribution List / Annual Medical Aid Renewal
(S save [ Saveand Close &% Saveand New 9 Cancel

Name:* Annual Medical Aid Renawal Date Last Updated:
v Active Updated By:

Member Count:

& Distribution List Members & Distribution List Member Search member from Cantacts CES
[@ Unk (o x #
Recipient Recipient:* w P =
Distribution List: ~ Annual Medical Aid Renewal =02
[# | Abrahams Alice (A5.) Date Added: [ 9, Email Recipient EES
[& | Brown TracyLynn (T.K.) Added By: A
[& | Crouw Chantal (C.P.) Search
[& | Flynn Harry (H.J.)
[&#  vermaak Elsabe (E.) N « [~ | Email =
of 1 (5 items) 1 1-2-3 Marketing Corporation cc 123@mc.co.za e
22Nd On North Guest House info@22north.co.za
3Labuschagne Mpho (M.F.) MphoLabuschagne@demo.co.za Incel
50 CENTS TOURS info@tours.co.za
Abrahams Alice (A.S.) AliceAbrahams@demo.co.za V|

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

& Contact Management [ New & Clone... ([ Edit SMS 5 Email (@ Automated Process v (& Refresh Show in Report v
+ short Term

Crediie [% Person - Makunyane Koketso (K.E.) (5605090563095 QO
b ;

Dashhoard / Distribution List / Annual Medical Aid Renewal / Person / Makunyane Koketso (K.E.)

SS[ Assurance

5 Investment .
3 Medicalaid & Dewais | [Foffice & Additional Information

(7 Funeral Displayname: Makunyane Koketso (K.E.)
5] Commission Surname: Makunyane
% Financials First Name: Koketso Date Of Birth: 1956-05-09
b Asset Register Second Name: Elzaan Date Deceased:
(@ Administration Call Name: Koketso Age: 6
1} Reports Initials: KE. IDNumber: 5605000563005
& i Tools | Tile: s Language: English
Work Number; Gender: Female
Tools Cell Number: 00097319705 Fax Number:
Home Number: Email: KoketsoMakunyane@demo.ce.za
I Add to Distribution List Open Tasks: 0
7 Reset View Settings
Tasks (W Addresses | ¢%Bank Accounts g Relationships (2] Contracts B ContractRoles =~ &9 Notes  [5] Documents SMs | (o Emal [ Phonelogs | [%]Questionnaires = [Pn >
(A E@ortto v
Address Type ~!  Address Line 1 ] | Address Line 2 | | Suburb | city > Postal Code > Main 2
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[ Select Distribution list =
Distribution List: | [ ~[[2]
N/A
~
Annual Medical Aid Renewal
v
Weekly Email
OK Cancel

A member can belong to multiple distribution lists.

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

Depending on your user permission rights you can send communication to distribution list members using a pre-
setup automated process.

B, Contact Management
'+ Short Term

(2] Creditiife

5[ Assurance

[JNew X Delete o Validate (¥ Refresh

sy Distribution List - Weekly Email

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

X5)

% Investment (& save [ saveand Close & SaveandNew | <) Cancel
i@ Medicaltid
H Name:* Weekly Email

[ Funeral
8] commission
% Financials
[ [2 Administration
% Address Type
& Automation
L& Bank

% Bank Account Type

~ Active
Member Count:
& Distribution List Members

[ New [@ Link [ Unlink » Delete [

v Recipient

(@ Automated Process || Exportto ~

~ v Email

Date Last Updated:

Updated By

~|  Date Added

~|  Added By
& Company Type -
 Compliance v 1-2-3 Marketing Corporation cc
(5 Contact Categary 2
£ Contact Type 2
® Country
[E] Document Categary
|=| Document Type

haj@tconsult.co.za 2016-10-27 Administrator

22Nd On North Guest House Hollard haj@tconsult.co.za 2016-10-19 System Administrator

Flynn Harry (H.J.) fiynnharry@gmail.com 2018-11-14 Shamielah Jacobs

S EBE

(3 items 1 Page size: 20 v

3 Department [El save [E Saveand Close &% SaveandNew = ) Cancel
[ERFA=IT

.51 Distribution List

TS Emal Accou

Email Signature

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

Data analysis & Customization

& My Details B Log off
Quick create + @ ~ Search
v & contact Management [] New ~| &5 Create Lead | X d < 3 (@ Refresh | [H Exportto ~ Filter |All Ttems
[ pashboard Grous by b
roup by box

5 Contact

= -

& Department Contact

Header row
4 Company Drag a column header here to group by that column
2 Search row
Person -
Displayname v | SONACE y COMACt o | o) peer il v | WOK g | Cel v | Email Language ¥ |Group v |EAMARY o | OPEM o | conguant ¥
£ supslier Record Tasks
(4] Task > -

Type Category Number HNumber
2, Contact Group

e
[# A Swanepoel Client NA 0834472420 firesky@xnets.co.za English Company v 0

Group

& Note

Search Row

The search row makes it easy to quickly find a specific record.
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Take note of the search criteria at the bottom of your screen. The criteria will change depending on your search

selection.
&7 Contact
Assessment Type [ Question Category |/ Questionnaire Status [ Assessment / Contact
~ Contact ~ Work ~ | Cell = = e ~ | Primai ~ Open  — .
Displayname = [l | 772 Start search in filter row i (=) omber @ | Nomper ) | Emai [~ Language ¥/ Group [~ Rem’;" 2] T: || Consultant [l
clien = B
%4 é'z'“)' M?rketmg Client %64 00716765742 | haj@tconsult.co.za Afrikaans ;ﬁzpendent v 3
orporation cc 1iol1bs Brokers
22Nd On North Guest . Able
& House Hollard Client N/A 00716765742 | haj@tconsult.co.za Afrikaans Makelaars Ci 5
(@ | 24/7 TAXISERVICES | Client — 0798837962 | haj@tconsult.co.za Afrikaans V1 - Group 5 0
N MSE
@ ﬁ?g“’a““a“ Rigfaah | oo 8302200203083 | N/A NA English Independent v 0
- Brokers
(g AbdurshmanTougeeda ' ¢y 7406170219085  N/A N/A tian@tconsult.co.za Afrikaans V1 - Group v 0
Criteria defaults to Begins with
Page 1 00 (6164 items) 4 5 6 7 307 308 309 |> Page size: 20 -
v| & Beains with({[Contact Type.Description], "dien” Clear
2 Contact
Assessment Type / Question Category / Questionnaire Status | Assessment / Contact
Filter from drop-down menu
+ [ Contact a - . Work - Cell = = = — Primary |, | Open — —
Displayname 2] Type i i) Reference 2] Number | Number 1| | Email I>| | Language |~ Group (2] Record | Tasks |} | Consultant [~
Client - Z
[t Elirazrraor’:ii:lknaé:g Client (1%1164 00716765742 | haj@tconsult.co.za Afrikaans ;:I'liﬂependent v 3
" _ Brokers
22Nd On North Guest y Able
& House Hollard Client N/A 00716765742 | haj@tconsult.co.za Afrikaans Makelsars v 5
(@ | 24/7 TAXISERVICES  dlient — 0798837962 | haj@tconsult.co.za Afrikaans V1 - Group v 0
N MSB
@ ’afg“’ah”‘a“ Riefazh oy 8302200203083 | N/A WA English Independent v 0
- Brokers
& Abdurahman Tougeeda Client 7406170219085 | N/A N/A tian@tconsult.co.za Afrikaans V1 - Group v 0
Filter criteria defaults to Equals
456 7 307 308 309 > Page size: 20 |~
v @ [Contact Type.Desaiption] Equals ‘Client' Clear

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

Visual || Text
Change Begins with to Contains

And ©

Description Beains with clie &
Equals

Does not equal
Is greater than

Is less than

Is between

£ b &~ A v v W

Is not between
Contains

Does not contain
Begins with

Ends with

Is like

Is not like

Is blank

Is not blank

oo Is any of

Is none of

Is greater than or egual 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:

%l Sort Ascending
El Sort Descending
= Group By This Column
= Group Panel
Hide Column
ﬂ Show Customization Chalog
B Column Chooser
@_:l, Search Panel
? Filter Builder...
Ll Filter Row
Filter Row Menu
Footer
Sorting of data

You can sort any column in Ascending or Descending order.

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

applied to the colukan

Dizplayname AT ‘

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

&b My Details Log OF
Quick create - @ - [ | search|
[] New | &5 createLead | X (4 & - (72 ® Refresh | [H Bxportta ~ ~ | Filter ‘AII Items ‘v|
- Contact
Task Dashboard / Person / Van Der Merwe Elsabe (E.) () / Contact

Displayname v | Somtact L o

Type Record

Group: (Count=1)

Contact
Category

Legal
Reference

Work . Primary
¥ Number ¥ | Cell Number ¥ | Email A

Langusge ¥ ¥

Open Tasks ¥

Consultant A

Group: ABC Group Clients (Count=52}
Group: First Company Group (Count=17)
Group: Global Group (Count=15)

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

Group: Orphan Clients (Count=1)

Group: Private Clients (Count=4)

Group: Root (Count=4)

Page 1 of 1 (9 items) Page size:

v v v v v v v v v

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

& My Details Log Off

Quick create - @ - ‘ | search|
[ New ~| &5 Create Lead | X ] b=} - (B & Refresh | [F Exportto ~ - Filter‘AII Items |v|
- Contact
Task Dashboard / Person / Van Der Merwe Elsabe (E.) {1 / Contact
| | ‘ Displayname ¥ $;;:aa iy g';{:;’fw ) 'ﬁ?fim + | Work Number ¥ | Cell Mumber ¥ | Email + | Language ¢ | Primary Record % | Open Tasks L3

> Group: (Count=1)

v Group: ABC Group Clients (Count=52)

> Consultant: (Count=47)

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

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

Page 1 of 1 (12 items) Page size:

56 | Page



Teessen Consulting

TC Commission Administration Web App Guide V11.20104.2009.8

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

&b My Details Log Off

Quick create - @ - [ | search|

[] New v | & create Lead | X 4 <) - (5} (™ Rrefresh | [H Bxportto ~ | Filter [All items [+
7= Contact
Task Dashbeard / Person / Van Der Merwe Elsabe (E.) () / Contact

]  Expand all

‘ ‘ ‘ Displayname ‘ ] collapse all :‘ tw - :ﬁience % | Work Number ¥ | Cell Number ¥ | Email ¥ | Language ¥ | Primary Record ¥ ‘ODEnTasks +

2 Clear Grouping =

\ I[ I I[ I I I[ =] | E
> Group: {Count=1) Group Panel

Group: ABC Group Clients (Count=52)
> Consultant: (Count=47)

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

> Consultant: Van Der Merwe Elsabe (E.) (Count=3)
First Company Group (Count=17)

Global Group (Count=15)

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

Orphan Clients (Count=1)

> Group:
> Group:
> Group:

> Group: Private Clients (Count=4)

> Group: Root (Count=4)

Page 1 of 1 (12 items)

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

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

Right click on the column you want to remove and select ‘Remove this column’. This column can still be
retrieved when you select Column chooser.

Column chooser

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

&b My Details Log OFf
Quick create @ - ‘ [search|
[ New ~| &5 Create Lead | X L2 - 5 @ Refresh | [ Exportto ~ ~ | Filter |All tems =
- Contact
Van Der Merwe Elsabe (E.) () / Person / Teessen Pieter (P.) () / Strydom Jannie (1.) () / Contact
Drag a column header here to group by that column
. Contact Contact Legal Work cell § Primary Open
‘ Displayname ¥ | 0 Category I roe e Number ¥ | Email ¥ |Llanguage ¥ [Group ¥ | BN ke ¥ | consultant ¥
@ van Deventer Insurance
Maxine van Administrator N/A N/A - 0
Deventer (M.) Companies
: : Global
[4  Frirst Tecnologies  Attorney N/A N/A Croup 0
(g Futurum Financial | g o eyge N/A N/A English Root o
Group (PtY)
. Insurance
[4 company1 Brokerage 123456 N/A /A company1@gmail.com Companies 0
Casey Terence (T (o11) First
[ Client 6309215794180 0829338525  tpcasey@iafrica.com English Company Ei 2
5] 4754099 =
roup
Appelaryn Aletha . First
4 (:'}) aryt Client 4908290088087  N/A 0833831957  alet.appelgryn@astrazeneca.com English Company 7| 0
Group
2 E::FJESSE” Hanlie  Cpent 6112270150086 (3%15223917 0824598848  gert.cdaassen@standardbank.co.za  Afrikaans éﬁfﬂg’““p & 0
Peacock Larry (L : larryp@nedcor.co.za ar ABC Group = N
@ Client 6308235102085 0833265450 e ton English Chente
Van Den Berg - (o11) ABC Group Column Chooser 52
@ potronella (ms)  Client 8001240153080 ot 0798753575 petrovdberg@hotmail.com Afrikaans Chont Ed
Additional
van Schalkwyk - (082) ) ABC Group 7| A
@ oon W Client 7101305154088 oo, N/A leon@scribes.co.za English Cliente ¥ Contact Number
[ Jscf:r‘:?';f)“ Sandra cyent 5200160147189 0833077160 rhinosales@rhinoofficefurniture.co.za  English éﬁfnfsm“” i Additional Email ¥
App Settings
Armstrong " (011) ABC Group
4 Somants (5) Client 6905310151083 42500 0836426085  s.sammyra@gmail.com English e £l :
Base Information |y
First Object Type
[# A swanepoel Client N/A 0834472420 firesky@xnets.co.za English Compan Ed
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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.

Filter editor

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

:{'*}-r Builder 53

Visual Text

And

Surname Begins withvermaak

(o]’ Cancel

Person

Departrirent Contact / Commission Contract / Vermeulen Aletta (A C) (Sanlam... / Recipient / Person

Drag a column header here to group by that column

Date §
First Contact Work Home cell . Contact Review
Surname e * | rype Nomber * | Number T | Number * T | Email ¥ | Gender ¥ gifﬂh? Language ¥ | Employer ¥ | Group ¥ | 20 RCL Month T | Consultant ¥
|vermazk | | I I I I I | N I | I | I
ABC
[# vVermask  MNeels Client Male English Group - ﬁf’f““‘“f
Gauteng g
Ralf
[# Vermaak Cornelius 6808215005083 Client 0720916827  neels.vermask@gmail.com Male ég—szai English Gerber & August ?lf')bE'R“"f
Associates g

Page 1 of 1 (2 items) / Page size:

W ¥ Begins with([Surname], "'vermaak"

| Clear

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

Grouping of Task detail view

@ Task

Cﬂmmil’siun Contract / Vermeulen Aletta (A C) (Sanlam... / Recipient / Person / Task

Type + ¥ || Status « ¥
Complete

v Type: Additional Investment {Count=1)

Task

Start
Number

Date

. Date P Assigned Percentage Reminder
Subject T Created ¥ | Due Date ¥ | Prionity A To A A Date A

-7 ‘Contact T ‘Contract T T

Reported
By

>  Status: MotStarted (Count=1)
v Type: Application (Count=1)
>  Status: MotStarted (Count=1)
¥ Type: Beneficiary Change (Count=1)
>  Status: InProgress (Count=1)
»  Type: Meseting - Minutes (Count=1)
> Type: Referral (Count=2)

Page 1 of 1 (8 items) Page size: H

The above example will allow you to manage tasks per type and status
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The Commission Process

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

8 contact Management v || [ new | X (4 > | ¥4 Generate Targets | (8 Refresh | =7 Reset View Settings | [H Exportto +
5| commission ~ T
3 Recipient
& Recipient Task / Recipient
B8 Recipient Statement Drag a column header here to group by that column
[ Template
Is -
5 Commission Contract Client Date Account Broker Receive Recipient Payroll Tax Directive
Contact ¥ | Number T Added " code 7 Bk T ljouce 7| Commission T Type T Number T Number T | Percentage T | AV T | Stetement
Commission Statement
) Bank Statement Transsction \ I [l I Il Il [l I B i
[ statement Payment Batch Maney 0o
[ Management 2109 | Ed Invoice 0.00% | 2015-01-29
@ Batch Pty (Ltd)
~ [ configuration @ Advice Group 2014-01- 7 BBL Broker Invoice 0.00% 7
- Coastal 01 Group
(@ Commission Produst
Venter Jan 2013-01- Money
) Commission Product Catogory @ ALG0000001 20 Management i invoice 000% @
@ product Code Pty (Ltd)
- . Money
B Transaction Type @ E?ULUED’”kE' 2109 v Management 4 Invoice 0.00% v 2016-07-28
@ Transaction Category Py (Ltd)
5| Renumeration Model _go- Money
&l 2 E';“J";m PEer  persses7y 5212 09 Management & Invoice 0.00% 5
31l Formula Pty (Ltd)
@) Commission Payment Type . o1 Money
(g Kinnear Fanie ats-on Management 4 Invoice 0.00% v 2015-03-04
[iig Performance Development ) Pty (Ltd)
[ Type of Training De Koker Jan 2013-01- Advice Group .
— : @ 2 Adviee & ¥ Invoice 0.00% v
« Financials v "
b oney
b Asset Register v @ E;KB ')"em‘ﬁ ALG0000003 5(1”2‘01 Man(agi;nent i payroll VIPO023445 156562354 15.00% V| 2015-02-12
Pty (Lt
(@ Administration v Teessen 2013-05- BBL Broker i
@ etcy 2 i 4 Invoice 0.00% v 2016-10-04
W] Reports v
Money
[@ WimottPeter porssesry 201112 Management 4 Invoice 0.00% v 2014-09-18
@ Tools - (P2} o1 ey

Note the menu items specifica

lly related to Commission.

Fieldname Description

Recipient Person or Company who will receive commission
Recipient statement Month-end statement per recipient

Template Recipient payment structure

Commission Contract
Commission Statement
Bank Statement Transaction
Statement Payment Batch
Batch

Commission Product
Commission Product Category
Product Code

Transaction Type
Transaction Category
Remuneration Model
Formula

Commission Payment Type
Performance Development
Type of Training

Import Process

Client and policy details on which commission is earned
Statement of commission received from Insurer

List of all bank transactions imported

Monthly Recipient payment batches

Summary of expenses of ad-hoc payments

Insurer product/s on which commission is earned
Insurer product categories e.g. medical, short term, etc.
Summary of all Product benefit code’s

Type of commission earned, e.g. 1% year, ongoing, etc.
Categorise transaction types into categories

Lis of Remuneration modules in use

Pre-setup commission formulas

Export document with summary of payments made to Recipients
Summary of PD rating statuses in use

Summary of Training types

Summary of all imports done

Recipient

A recipient is any person or company that receives commission.

Information captured on this screen will determine how this Recipient’s commission will be divided per Product

Provider.
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Quick creste ~ @ - [search|
B, Contact Management v ‘D New | X 4 B EY ~ | ) Generate Targets | ® Refresh | (7 Reset View Settings | [ Exportto ¥
18] commission A Recipient
& Recipient B Ta_sk/kg:\pwent
cipient Statement Drag a column header here to group by that column
[& Template
comaa v |t g e g Ot o Aoty \mer o | Sk g fehe o Sedpint o Pl o Tm e Qe v s v | Satemen
§) Bank Statement Transaction \ Il I[ I[ =l I[ =l I Tl | Tl | I Bl
2 ZZ:‘MEM Payment Bateh L [~} Et%:;:é;)mgm 52"'”9' [ ¥ Invoice 0.00% El 2015-01-29
Recipient Detail
Recipient D (£
a Dej artmEnt Contact / Commission Contract / Vermeulen Aletta (A C) (Sanlam... / / Recipient @ @
Save Save and Close &Y Save and New 9 cancel
| & reapient petail | [iTax betails | [] CompetenlgRegisters |
Contact: [ [@[Z| ] Active
Account Code: | ‘ Recipient Type: ‘Invoice |'|
[ 1s Broker House Broker House: [mra |~/1/#| Bank Account: [w/a [-|2|
[ Receive Commissi Default Commi [ | Payroll Humber: I |
Date Added: l:E Termination Date: [ [+] Bookvalue: ‘ |
PD Rating: [mra [z Batene=: \ |
Comment: | ‘ Last Statement Date: ‘ |
Last Commission Date: | |
J [%] contracts | [ Templates | {2 Retention Policies ‘ (& Expenses ‘ 1) Targets | = | @& i | 5 |
[ New | &4 X (& = Reset View Settings
‘ |FmdudevidEr v ‘Bmker Number v ‘Start Date . ‘Defau]t Commission . ‘Active s
\ I I [=] | [=]
No data to display
Save Save and Close &9 Save and New 9 cancel
Fieldname Description Required
Contact The contact that is defined as a recipient. User can create a new contact if (]
not already in the database.
Account Code Application generated code which is the unique identifier when importing
journal entries using the Batch import process.
Is Broker House Indicates if the current recipient is a Broker House.
Broker House Select the Broker House for this recipient. @
Receive Commission Default to true. If not selected, no commission can be processed against
this record
Default Commission When specified it is used as a default for all commission contracts set-up

between the broker/recipient and the product provider. It is also used
when commission needs to be split without pre-defined splitting rules or

templates.

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

Termination Date Date on which Broker terminated his/her services. Commission will still be
processed against this record until the Last Commission Date

PD Rating Select PD rating applicable (Performance Development)

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

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

Recipient Type Determines whether Broker is paid via payroll or invoiced

Bank Account If commission is paid into a bank account, then select the bank account to

use form the list of bank accounts on the contact record.
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Payroll Number If the recipient type is payroll, then this property is required. It is also used
as output in the payment process.

Book Value Summary of Market Value of all Contracts linked to this recipient.

Balance Displays the amount still due to the recipient. This is the total of non-paid
transactions.

Last Statement Date Generated by the application during the month-end process.

Last Commission Date This will be the last date on which commission is processed against this
record

Select the relevant Recipient by clicking the ‘binocular button’ in the Contact field.

If the contact details do not exist, you can capture the new record on Contact Manager using the new button to

create a new company/person to use as the recipient.

Tax Details

| 8 Recipient Detail | [ Tax Details |IE| Competence Registers
Tax Number: ‘ | VAT Mumber: |
Directive Percentage: | 0.00% 1z] Is Vat Vendor
Specifying a tax percentage will result in the withholding of tax for this recipient Dimension: |
Directive: Browse...
General Ledger Code: |
Directive Date: ‘ A
Fieldname Description
Tax Number Use this property for the tax number or for the tax directive reference number.

Directive Percentage = When this percentage is greater than zero the application will generate a transaction
to withhold tax at the specified rate. This occur at the approval of the recipient
commission statement. Tax is calculated on the income before expenses.

Directive Attach Tax Directive document.

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

VAT Number When Recipient is a VAT Vendor this detail must be captured when creating the client
record on Contact Management. It will then automatically display in this field.

Is Vat Vendor Select if applicable

Dimension Free text field

General Ledger Code  Enter relevant general ledger code if applicable

Competence Registers
Broker accreditations can be controlled and with that link the Broker Contract with the specific Product
Categories for which he/she is accredited to sell.

Link qualifications/training events to a specific class of business for Competence Register purposes.
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2 Recipient - Gerber Ralf (R.) (€X5]

Task [ User Activity Log / Redpient / Gerber Ralf (R.)

& Recipient Detail [ Tax Details |Z] Competence Registers

7 Reset View Settings [ Exportto ~

Training Date [l | Institution [>! ' Type OF Training [>| | Class Of Business [»| ' Description =¥l
2010-01-01 Moonstone Regulatory Examination - Representative (RE 5) Securities & Investments RES Advanced
2010-01-01 Moonst| || RE5 Advanced - Competence Register [ f3¢] ped
Page 1 of 1 (2 items) 1 Page size: 20 -
Training Date: 2010-01-01 A
[%| Contracts | [# Templates 2 Retention Palicies Institution: Moonstane & P
7 Reset View Settings [ Bxportto ~ Type Of Training: Regulatory Examination - Representative (RE 5) SaaE
Product Provider Description: RES Advanced [l
Class Of Business: | Securities & Investments @ & -
Absa Investment Management Services Certification: RES Certification Ldtd v
0ld Mutual Investment Administrators !
Strategic Investment Service IAC 0K Cancel )
Strategic Investment Service v
Investec Guernsey - v
Fieldname Description Required
Training date Enter date of this specific training (]
Institution Select from Contact list @
Type of training Select from pre-defined list &
Description Free text field to enter easy reference
Class of Business Select from pre-defined list @
Certification Add supporting document (]
Contracts

You can define the ralationship between the Broker/Recipient and the Product provider via 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.
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cg Recipient - Gerber Ralf (R.) Y5
Task / User Activity Log / Redpient / Gerber Ralf (R.)
& Recipient Detail || ¥ Tax Details =~ =] Competence Registers
7 Reset View Settings [ Exportto ~
Training Date [> Institution [ | Type Of Training [ | Class OF Business [ | Description = [
2010-01-01 Moon: - ———ced
%] Gerber Ralf (R.) (501022) - Broker Contract @
2010-01-01 Moon: ced
o ~ .
Beaasisnfghi@kems) i Recipient: Gerber Ralf (R. Product Provider: Momentum Bameisizag) 70 |~
Broker Number: 501022 v
g Templates = Retention Policies Start Date: 2012-00-28 Created By: Date Created:
Contract Document: NA
et Vi e rtto v Updated By: ElsabeV Last Updated: 2019-
P R Default Commission: ~ 0.00% ast Update 07-04
Product Provider ]
| [ Class OF Businesses l [ Comment. -
Absa Investment Management Services Reset View Settings | Exportte ~ ]
0ld Mutual Investment Administrators Class Of Business ~ [ Accredited [l )
Strategic Investment Service IAC Long Term Insurance o —
Strategic Investment Service Securities & Investments 2 5
Investec Guemsey Page 1 of 1 (2 items) < |1 Page size: 20 |- v
Discovery
Investec [~
v
RECM OK Cancel 7
Fieldname Description Required
Recipient Auto generates from Recipient detail screen
Broker Number Unique Broker number issued by Product Provider (]
Start Date Date from when this Contract number is valid (]

Contract Document
Default Commission

Product Provider

Attach Broker contract with Product Provider.
Default commission will auto fill as specified on Recipient detail
screen but can be changed if necessary.

Select product provider as pre-setup or create new

©

Active Commission will not be calculated if this record is not active.
Class of Business Link relevant Class of Business
Comment Free text field

Templates

Templates are used as default rule sets for splitting commission on a transaction basis to the Broker House,

Broker and any other 3" party

| =] contracts I [ Templates Ie Retention Folicies | (& Expenses ‘ ¥/ Targets | - Accounts | (@ Transactions ‘ i Statements
[ New | &y X [t %l Apply Formula | 27 [T Reset View Settings | [ Exportto +
Apply To Contract Contract Annual Annual
Name < ¥ IGS v ::"’d,‘ft ¥ | all ¥ | Product ¥ g? Aft L3 s”é“;“em‘"" ¥ | Start ¥ ;“"‘t’:‘t < | End ¥ g“?'z‘"tee Guarantee ¥ | Target ¥ |Target ¥
enene revider Products au ode Date onths Date e Year 1 Year 2
Absa
& Absa Investment =4 0 o R 0.00 R 0.00 R 0.00
Template Management
Services
g ?z;‘;hta g?‘iuimke' 7 0 o R0.00 R 0.00 R 0.00
Allan Gray Allan Gray
@ Template Allan Gray Unit Troet 0 0 R 0.00 R 0.00 R 0.00
0Old Mutual
Investment
& romplate Administrators d 0 o RO.00 R 000 R0.00
BOE Funds
%3 g:::la;t':" Coronation = 0 o R 0.00 R 0.00 R 0.00
(@ Element &
Template Element 0 0 R0.00 R 0.00 R 0.00
EnR

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.
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e  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
o Apply default Template
o Apply Template where Product Provider and Product are specified
o Apply split rule where no Template is available
e It is highly recommended that you specify at least one template for every Broker record for every Product
Provider.
e Should a Broker receive the same remuneration structure for all transactions on all Product Providers a
Generic template will apply as default.
e  Each template should have its own unique name

You can access templates directly from the Recipient detail view or from the navigation pane.

|2,| contracts {2 Retention Policies | (& Expenses = 1Y Targets = - Accounts = (@ Transactions |13 Statements

%1l Apply Formula | 27, [T Reset View Settings | [ Bxportto ¥
Name « % | Product Provider % | Product % | Apply To All Products % | Is Generic % | Use As Default L3
Absa Template v "
Acsis Template BEL Broker Group v
Allan Gray Template Allan Gray Allan Gray Unit Trust
BOE Template 0Old Mutual Investment Administrators BOE Funds RAF
Coronation Template Coronation 7
Element Template Element v
FNB Template FMB - Insurance Brokers v
Gerber (Generic) v v 74

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 to update 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.
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or specify relevant criteria

Transaction Category:

Criterion:

) New X

Effective Date: *  Commission Value: 0 .

Formula: ~ | [[|# Expected Commission: 0 =
v Apply To All Transactions Broker:

For specific split rules either select a transaction category Broker Percentage: 0.3 -

[fg) Exportto ~
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E!SSJ

Broker House:
) Broker House Percentage: 0.7 =

Split Total:

¥ | Comment ¥ | Split Percentage ¥ | Commission Value v

No data to display

OK Cancel

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.

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 wrt
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 as
per below section.

5] Template Commission = 23
'-fj Clone...
Effective Date: 2011-09-01 Commission Value: R 0.00
Formula: Expected Commission: R 0.00
Broker: Gerber Ralf (R.)
Broker Percentage: 50.00%

For specific split rules_ eit_her select a transaction category

. Broker H H M M. it Ltd
or specify relevant criteria roker House oney Management Pty (Ltd)

Broker House Percentage:  40.00%

Transaction Category: First Year
Criterion: Split Total: 100.00%
DEJ Reset View Settings @ Exportto ~
Recipient ¥ | Comment ¥ | Split Percentage ¥ | Commission Value ¥
Teessen Pieter (P.G.) 10.00% R 0.00
Page 1 of 1 (1 items) Page size:

OK Cancel

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.

e Retention Policy =1 E2
MName: |Genera| Retainment Rule ~
Effective Date: [2001-01-01 =

First Payment Date: |2001-DE-30

Payout Terms: |l2

v fa

| i

Initial Amount: |R 5 000.00

Active

And

Criteria:
Transaction TypeEqualsNew Business

Amountls greater thanR 15 000.00
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Fieldname

Description

Name
Effective Date
First Payment date

Pay out Terms
Initial Amount

Unique name for this retention policy

Date from which 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

Required
©

Active
Criteria

Policy will only apply when 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 or equal to R15 000.00, an initial amount (excl VAT) of R5 000.00 will be paid to this Recipient during

the month-end process.

The remainder of will be allocated in 12 equal monthly payments during the month-end process.

The initial rule will, by default, apply on the selected criteria starting from the effective date, but a different rule

may apply to another scenario on the Broker split which can be selected when processing commission.

You will only notice the effect of the rule on Recipient transactions, once the transactions have been approved.

The rule will only apply when Recipient Statement is generated. Please refer to Recipient Statement.

lﬁj Contracts [ Templates E Retention Policies lfﬂ- Expenses k“_%] Targets =/ Accounts. lfdr Transactions \29 Statements
A [ Move Transaction [ L) [/ exportto ~
Transaction Date |  Description  |v| Reference w| Transaction Type |v| Vat Due | Amount Due ~|  Approved v
- = = -
B 20190625 Commission (Discovery) Bester Jaco (1) (5130087291) New Business R 0.00 R 12 347.93 -
Manage Retained Transactions
Select the retained transaction to see the transaction movement.
L@ Commission (Discovery) - Transaction a x|
Transaction
Recipient: Abrahams Mark (M.}
Description: Commission (Discovery) Total: R 22 825.11
Reference: Bester Jaco (J) (5130087291) Date Approved: 2019-07-04
Transaction Type:  New Business Retention Policy:  General Retainment Rule
Transaction Date:  2019-06-25 Captured By: ElsabeV
Amount: R 19 847.93 Date Captured: 04 July 2019 04:35:40 PM
VAT R2977.19 Approved By: ElsabeV
& Statement Transactions
(9 Exportto +
Description « |~ Recipient /| | Reference ~| Transaction Type | Transaction Date ~|  Amount |  Date Paid hd
Commission (Discovery) Abrahams Mark (M.) Bester Jaco (J) (5130087291) New Business 2019-06-25 R 2 500.00
Commission (Discovery) Abrahams Mark (M.) Bester Jaco (J) (5130087291) News Business 2019-06-25 R 5 000.00
Page 1 of 1 (2 items) 1 Page size: 20 -
0K Cancel
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Revoke Retention Rule

The balance of the retained amount may be released at any time by adding an Ad Hoc Payment for the remaining

balance.

Select the in-line action on the relevant transaction to make an Ad Hoc Payment

lj Contracts [ Templates g Retention Policies kﬂr Expenses l;ﬁ] Targets =/ Accounts l\'ﬁ Transactions [\ Statements
A L% Move Transaction L2 Q’ LE] Exportto v
Transaction Date | Description 4 |w Reference

w| Transaction Type || Vat Due | Amount Due

This will create a new Statement Transaction | .

Commission (Discovery) Bester Jaco (J) (5130087291) New Business R 0.00

Page 1 of 1 (1 items) 1

/| Approved

R 12 347.93

Page size: 20

Release Initial amount without releasing all Retained transactions

As retained transactions are generally released once a month, you will use the Generate Statement with
Retention for this purpose BUT a new retainment for a Recipient with already retained transactions, may occur
during the course of 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.

(& Statement Transaction Ad Hoc Payment Process

Payment Type:

Amount:* R 2 500.00 =
VAT:

Total: R 2 875.00 0

0K Cancel

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

statements are approved.

l:‘.;:l Contracts [ Templates 2 Retention Policies Lﬁ' Expenses 7] Targets = Accounts L@'Traruiacti.nns 1 Statements

i) = - Lﬁ Exportto ~
Statement Statement Taxable . Payment Payment Advance
Number | Date ) i == VAT = Totl > | Income o Umeianils s o = Approved | Date )| Reference Amount

- T s < T s < - - s

ST 2019-07-19 R 2 500.00 R 0.00 R 2 500.00 R 2 500.00 R 625.00 R 0.00 R 0.00
EVXX201907-9 I . B : . } i B
5,:\)(27(]130574 2018-05-05 R 94.79 R13.27 R 108.06 R 94.79 R 0.00 R 0.00 v 2017-12-31 Dec 2017 R 0.00
STM-
EVX0Q01907-7 2019-07-19 R 4 477.04 R 0.00 R4 477.04 R 5969.39 R 1492.35 R-1492.35 v R 0.00
STM- Historic
SAX201006-0 2019-06-28 R 4012.99 R 499.63 R4 512.62 R 3762.99 R 0.00 R 250.00 v 2018-03-31 Transactions R 0.00

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

(& Desk Fee - Recipient Expense = =2

Fee Transaction: | Monthly Service Fee |-0]#] exernal code: | |

Description: |Desk Fee | quantity: 1 1zl

Reference: | Desk Fee | unit cost: | 1 000.00 [z]

7| Active Amount: | |

Exclude From: | [=] Include VAT

Exclude To: | [+] var: | |

Captured By: | | Total: | |

Date Captured: | |

oK Cancel
Fieldname Description Required
Fee Transaction Select fee transaction from a pre-defined list
Description Describe the expense record (]
Reference Enter a unique reference which will appear on the @
Recipient Statement.

Active Select active when applicable.

Exclude from

Exclude to
Captured by
Date Captured
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 to reflect on the Recipient

statement.

Accounts

Accounts can be linked to a recipient in 4 capacities.

Refer to Financials section

Transactions

Each transaction that has been processed will be displayed on this tab. During the month-end process these
transactions are approved and paid to the Recipient.
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l‘j Contracts [ Templates =2 Retention Policies La' Expenses kﬂ] Targets = Accounts [ Statements
A FE [Fh Move Transaction | & ] Reset View Settings | || Exportto ~
Transaction Date ¥ | Description « ¥ | Reference hd Rap':a(tm“ ¥ | Vat Due ¥ | Amount Due ¥ | Approved ¥ | In Retention A

@ oiegsos g (e 010000 snd e 0 s

@ oiedsas | gamien (s 0140000 porks el (1) s

@ rorer | G hoi DAL iy o

] 2013-09-12 Commission (AIMS 20130912) F"Lﬁ]'ffuiggfu()s M) ggfﬂ""gsim R0.00 R 30.96

7] 2013-09-12 Commission (AIMS 20130912) ?&;’a‘;;‘;g‘;;zgp" g;&“{;’:gﬁm R 0.00 R 10.86

# 2013-08-12 Commission (AIMS 20130512) E"L‘A%‘ggi‘sitjj’;"e O} g;i‘::"gsim R 0.00 R 323.98

& 2013-09-12 Commission {AIMS 20130912) (Bgr['l‘:l['g‘[‘g;zgm Initial Commission R 0.00 R0.75

@ oo SmmenGMSRINSI Moo o,

7] 2012-03-01 gg;“zrggsg;;&?ms R1,306.28 (ng%okzhoyggaz()m Initial Commission R 0.00 R1.50

Statements
Summary of all statements paid and/or due for payment
|z Contracts | [fTemplates | {2 Retention Policies | (& Expenses = K Targets | - /Accounts (& Transactions
X g =] A =7 Reset View Settings | | [A Exportto ~ | Filter |All Items -

ot g [Smoment o [ v [ vt [ o o gme v moves v pUTC o pmmec g [
S om01200-3 2012-09-12 R 286.58 R 0.00 R 286.58 R 286.58 R 42.99 R 0.00 7 2012-02-15 PT001 R0.00
A DM201305-4 2013-05-24 R 186 332.57 R0.00 R186332.97 R219215.25 R 32882.29 R-32 882.29 v 2013-05-25 PT002 R0.00
i:':r_zmsos-s 2013-08-18 R 623.25 R-140.00 R 483.25 R 1509.70 R 286.46 R-1286.46 v 2015-03-16 PAY20150312 R 0.00
A DM201309-6 2013-09-18 R 360.05 R 0.00 R 360.05 R 423.58 R 63.54 R-63.54 4 2015-03-16 PAY20150312 R0.00
o O1310-7 2013-10-08 R 250 770.59 R-140.00 R 250 630.59 R 296407.06 R 44461.06  R-45 636.46 i 2015-03-16 PAY20150312 R 0.00
STM-ADM201404- 5514 04-03 R-510.96 R-420.00 R-930.96 R 2 928.28 R 439.24 R-3 439.24 v 2015-03-16 PAY20150312 R0.00
STM-ADMZ01405-  3514-09-18 R-1 586.28 R-280.00 R-1666.28 R 589.91 R 88.49 R-2 176.19 v 2015-03-04 PAY123 R0.00
STM-ADM201409- 5014.09-19 R 244.05 R 0.00 R 244.05 R 287.11 R 43.07 R-43.07 v 2015-02-12 PS4 R 0.00

Refer to Recipient Month-End Process

Commission Contract
Commission contract is the record of the policy on which commission is earned.

Commission Contract can be created in 3 different ways:

e  (Created manually at the time the policy is sold by the Broker allowing the application to match the
commission to the contract when the commission is received from the Product Provider.

e  Auto created during the commission statement import process and then certain default assumptions will be
made based on the data received on the commission transaction data file.

e Imported using the Contract Importer

Create a New Commission Contract
Select Commission Contract from the Navigation pane, then select New from the action bar.
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TR e

& contact Management M| [ New iy Clone.. & validate j] Apply Formula | B8 Client Portal + [ Automated Process v (3 Refresh (7 Reset View Settings (2] Re-allocate Consultant  Show in Report

[

[8] commission L. ;
= | Commission Contract
& Redipient @ Task / Commission Contract / Commission Contract @ @

[ Redipient Statement [El save [Hsaveand Close &% SaveandNew <) Cancel

[4 Template
Commission Contract owner: WA @\ 2| contribution: R0.00 5
SLemet Commission Product: N/A |2 | Contribution Frequency: NiA S
8] Bank Statement Transaction .
Product Provider: Annusl Escalation: 0.00% S
[E, statement Payment Batch
@ gatch Contract Number: Market Value: R 0.00 £
{3 Configuration Reference Number: Expected Commission: R 0.00 <
T Fnanals = Source: N/A v (1/# second Year commission: R 0.00 =
$ Asset Register = Inception Date: - | Comment:
(3 Administration = Status: In Progress v |02 Last Statement Date: -
W Reports =1 Cancel Date: ~ | Current Commission: 5
@@ Tools 2 Cancel Reason: njA = | Total Commissien: <
Consultant: /A @@ Created By: Date Created: =
i Use Template Updated By: Last Updated: =

${ Add to Distribution List Template: A =

Re-allocate Consultant - =
& 8] Commissions || @ Market Values | ] Statement Details Contract Links =~ &b ContractRoles ~ [¥] Tasks &Y Notes Documents | (2] Questionnaires  [2] Propertysheet | £ History
#o  Change Status

o [l New %y Clone.. 3 Delete (A Edit 7 Reset View Settings (| Exportto ~
e Effective Date (¥ Transaction Category [~/ Commission Value [~ Expected Commission 1 split Total ~
Fieldname Description Required
Owner The owner of a commission contract can be the client that the policy &

was sold to, the Broker House or the broker. The owner can be
changed at any point. To select the owner, you need a contact record
in the database. Refer to 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.
Commission Product Select the product that this contract is based on. When creating the
contract automatically through the commission process the product
will be selected based on the matching of the Benefit Type column in
the transaction column to the Benefit code property of the product.

Product Provider Display field only based on the selected product.
Contract Number This is the policy number that uniquely identifies the contract. It is (]
matched with the policy number from the commission transaction
file.
Reference Number Free text field
Source Select source from pre-defined list. Where did this Contract originate
from
Inception Date The date the policy was submitted. @
Status Commission will only be accepted for contracts in the active state. (]
Cancel Date Provide a date when the policy is set to a cancel state. It will not stop
the processing of commission.
Cancel Reason Provide a reason for setting a cancel date.
Consultant Use to allocate contracts to internal business Consultants. This is

assigned to the Recipient/Broker when the contract is created
through the import process.

Use Template Select this if a template applies. Alternatively create a unique
commission split rule applicable to this contract. Refer to
Commissions tab.

Template 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.

Contribution Monthly contribution if applicable.
Contribution Frequency Select the frequency applicable to this specific policy. Monthly is the &
default.
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Annual Escalation
Market Value

Expected Commission
Second Year Commission
Comment

Last statement date
Current commission
Total Commission

Percentage the contribution will escalate to.

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

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.

Market values can also be captured manually.

5] Commissions J§ @ Market Values || 8] Statement Details = (=] Contract Links | @5 Contract Roles Tasks Y Notes  [J) Documents = %] Questionnaires (%] Propertysheet %= History
New X [ H Exportto -
Value Date = [w]| | Market Value [~ | cash value [w] | Units [+] | Updated By [+ | Last Updated =
- % % % 2
A [&  2019-06-04 R 0.00 R 0.00 0 SysAdmin 2019-05-09
Page 1 of 1 (1 items) 1 Page size: 20 ~
Statement Details
A summary of all transactions applicable to this specific contract:
5] Commissions | @Marhet Values I @ﬂ Statement Details “@ Contract Links | &Contract Roles ‘ Tasks | 5 Notes | E] Documents | E Questionnaires El Propertysheet ‘ 3; History @
£) 7 Reset View Settings | [ Export to ~
Transaction Transaction Amount (Exdl Market 1s split
Date ¥ ¥ | Statement ¥ | Broker ¥ Type ¥ VAT) ¥ | VAT ¥ | Amount ¥ Vel ¥  Processed ¥ | Approved Ad ey ¥
09 Licence Group Fees Gerber Ralf (R.) .
2012-02-01 Py e rtatined Ongaing R 216.13 R 30.26 R 246.3% R 0.00
Gerber Ralf (R.
2012-01-01 Acsis R683183.03 (lEDrZiagfl*Dl]( } QOngoing R 252.40 R 35.34 R 287.74 R 0.00 il | |
acsis R486,919.95 Gerber Ralf (R.)
2011-12-01 20111229_459 (102-24-01) Ongoing R 182.52 R 25.55 R 208.07 R0.00 W |
acsis_448_2011-11- Gerber Ralf (R.)
2011-11-01 23.cov (102-24-01) Ongoing R 204.46 R 28.62 R 233.08 R0.00 o il il
e Gerber Ralf (R.)
2011-10-01 Acsis R573523.63 (102-24-01) Ongoing R 218.50 R 30.59 R 249.09 R0.00 W il 'l
_na. Gerber Ralf (R.)
2011-08-01 S150903 (102-24-01) Ongoing R 208.92 R 25.25 R 238.17 R0.00 o il il

Select a transaction to view more detailed information, e.g commisison split applied.
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8] acsis R486,919.95 20111229 _459 - Commission Statement Detail Gl 88
Transaction Date:  2011-12-01 Transaction Type:  Ongoing
Broker: Gerber Ralf (R.) (102-24-01) Amount (Excl VAT): R 182.52
Contract: WAT: R 25.55
Comment: Amount: R 208.07
Market Value: R0.00
Contribution: R0.00
Message:

@ Transactions

B <4 =7 Reset View Settings | [ Exportto ~
Transaction . . . Transaction Percentage Include
o ¥ | Recipient ¥ | Description ¥ | Reference T | Tyee * | chare + | Amount T var T | vaT v | Total + | Approved T
Commission
Jo11-12.01  GerberRalf  (acsis Ea“ﬁ""a” Hyman (H o .
-12- ngoing 50.00% RS1.26 £ R12.78 R 104.04 W
(R) R486,919.95
0111226 450)  (POL2006206200152)
Money (C:c’;g"ss'm Kauffman Hyman (H
2011-12-01 RABE 515,55 ) Ongoing 50.00% R81.26 v R12.78 R 104.04
Pty (Ltd) 20111229_459) (POL: 182)
Sum=R 182.52 Sum=R 25.55 Sum=R 208.07
Page 1 of 1 (2 items) Page size: [20 |+
oK Cancel

Contract Links

Link any number of contracts to one another. This feature is useful to determine the value of a client based on all
business generated through the connection i.e. Business policy linked to personal policies or Spouses individual
policies linked to each other.

51 Commissions @Market Values Ll_'] Statement Details Lj Contract Links & Contract Roles Tasks 5 Notes 5] Documents |-;-| Questionnaires |ﬂ Propertysheet 3: History

Link (o X A il Apply Formula " [H Bxportto v
Owner ~| | Contract Info ~| | Consultant ~| | Status 2
[& | Vermaak Elsabe (E.) Discovery Health - Classic Delta Comprehensive- Discovery (150612) In Progress
1 Page size: 20 ~

Contract Roles

Each contract has roles, whether it is a short term policy, an investment or a project. Roles can include co-
insured, beneficiary, project manager. When these roles are created on a contract and the parties are assigned
to the roles, you will be able to track which role a specific individual or company is performing in the various
business areas within your organisation.

Contract roles manage the relationships between a contact and his contracts.
Contract roles are specified on the specific Product by your System Administrator

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

5[ Commissions. \&Market Values Llj Statement Details LT_;l Contract Links & Contract Roles Tasks 5 Notes [E) Documents \ﬂ Questionnaires |ﬂ Propertysheet

(A Bxportto ~

Log Date « |v| User Name w/|  Status | | Contract Value | Contract Premium | Contract Commission |
24 June 2019 09:00 AM SysAdmin Active R 0.00 R 0.00 R 0.00
24 June 2019 09:00 AM SysAdmin Active R 0.00 R 0.00 R 0.00
21 June 2019 03:00 PM SysAdmin Active R 0.00 R 0.00 R 0.00
21 June 2019 03:00 PM SysAdmin Active R 0.00 R 0.00 R 0.00
21 June 2019 02:59 PM SysAdmin Active R 0.00 R 0.00 R 0.00
21 June 2019 02:59 PM SysAdmin Active R 0.00 R 0.00 R 0.00
21 June 2019 02:37 PM SysAdmin Active R 0.00 R 0.00 R 0.00
21 June 2019 02:33 PM SysAdmin Active R 0.00 R 0.00 R 0.00
12 June 2019 06:00 PM ElsabeV Active R 0.00 R 0.00 R 0.00

73| Page



Teessen Consulting

TC Commission Administration Web App Guide V11.20104.2009.8

Bank Statement
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

Import the Bank Statement from the Bank Statement Transaction list view

qickarcate ~ | @ - ==
& Ccontact Management v || X =] [ tmport Bank statement | (3 Refresh | [ Reset view Settings | [ Exportto ~
s “"’“"““‘f‘” 1| [s) Bank S#&tement Transaction
& Recipient Task / Commission Contract / Excel XML Map / Bank Statement Transaction
12 Recient sttt DR A B ERaT
Tele [ [rovstontss = v [oecrpson [ Roterene ¥ [ oot | et amume + [ rose amount [ e Ao et
T [ B | ] I H [l El
Se———
> (@ Configurati
[t Import Bank Statement Process E 3
&% tmport | [*] Logs
Import Map: |NJ’A |'|§‘
File: | Browse...
Contact: | 2E]
Bank Account: [m/a |~|c|2
Use Existing Bank Statement
Bank Statement Reference: | ‘
From e | B
To Date: | |V‘
OK Cancel
Fieldname Description Required
Import Map Select the Bank statement import map &
File Attach bank statement file (]
Contact Brokerhouse will default @
Bank Account Bank account details will default
Use Existing Bank Statement You may add daily transactions to the same bank (]
statement import
Bank statement reference Use a reference to identify this statement @
From Date Select the date from when transactions must be &
considered for commission reconciliation
To Date Select the date until when transactions must be @

considered for commission reconciliation
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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.

s Bank Statement Transaction
Task Dashboard / Commission Contract / Commission Contract / Bank Statement Transaction
Transaction Date 4 || | Description | Reference ~|  Bank Statement |v| Debit Amount ~| | Credit Amount ha g‘rz;i;hé‘\;nmm |  Comment ha
[ 2017-12-04 Investec MAGTAPE CREDIT Dec 2017 R0.00 R5302.10 R 5303.10
& | 2017-12-05 AIG MAGTAPE CREDIT Dec 2017 R0.00 R 75527.52 R 75527.52
& | 2017-12-06 OoMI MAGTAPE CREDIT Dec 2017 R0.00 R 20 964.62 R 20 964.62
[ 2017-12-07 Investec MAGTAPE CREDIT Dec 2017 RO.00 R 5303.10 R 0.00
[ 2017-12-08 Merx MAGTAPE CREDIT Dec 2017 R0.00 R5083.98 R 5 083.98
& | 2017-12-09 Autotrade MAGTAPE CREDIT Dec 2017 R0.00 R 2120.55 R 2120.55
& 2017-12-10 Brolink MAGTAPE CREDIT Dec 2017 R0.00 R 8438.34 R 8 438.34
[ 20171211 Hallard MAGTAPE CREDIT Dec 2017 R0.00 R 3 206.96 R 3 206.96
[ | 2017-12-12 Sanlam MAGTAPE CREDIT Dec 2017 R0.00 R 65313.68 R 65313.68
& | 2017-12-13 Discovery MAGTAPE CREDIT Dec 2017 R0.00 R 2 357.96 R 2 357.96
& 2017-12-14 Discovery MAGTAPE CREDIT Dec 2017 R0.00 R 59 463.86 R 59 463.86
[ | 2017-12-15 FMIL MAGTAPE CREDIT Dec 2017 R0.00 R 2 863.62 R 2 863.62
[ 2017-12-16 Momentum MAGTAPE CREDIT Dec 2017 R0.00 R 9194.62 R9194.63
& 2017-12-17 Allan Gray MAGTAPE CREDIT Dec 2017 R0.00 R 25.55 R 25.55
[& 2017-12-18 Cadiz MAGTAPE CREDIT Dec 2017 R0.00 R710.14 R 0.00
(@ 20180311 LIBERTY047,GRP,526627,1 S EAIRD pARTY March 2018 R 0.00 R3007.34 R399734

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:

ﬁ Recipient - MSB Independent Broker Group (Pty) Ltd QO

Commission Contract / Commission Contract / Bank Statement Transaction / Recipient / MSB Independent Broker Group (...

& Recipient Detail || [{ Tax Details = =] Competence Registers

Contact: MSB Independent Broker Group (Pty) Ltd
Account Code: 11521 Recipient Type: Invoice
Broker House: Bank Account: Standard Bank, Cheque Account, 080144365, Msb Independent Brok
Default Commission: ~ 0.00% Payroll Number:
Date Added: 2018-02-13 Book Value: R 0.00
PD Rating: Balance: R 41954.71
Last Statement Date:
Comment:

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 a user selecting the file from a file location.

For the application to calculate commissions imported, a map between the commission file and the application
needs to be set-up.

Please refer to the TC Desktop Application Administrator Guide.
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Importing Process
To start the Import Statement process, select ‘Commission’ from the ‘Navigation pane’ and select ‘Import
Statement’ from the ‘Action bar’:

Quick create + @ - ‘sﬁmh‘ ‘
NGO MRy e w || [ New | 25 x 2 [# 1. Import Statement | [ @ Refresh | = Reset View Settings | View |Commission Statement |+ | [H Exportto |  Filter Al Statements Izl
$| Commission ~ feci
sl g Commission Statem
& Recipient 88L Broker Group / Advice Group - Coastal / Recipient / Money Management Pty (Ltd) / Commission Statement
B Redi
2 Recipient Statement Drag a column header here to group by that column
[& Template
Broker Bank
Broker House ¥ gme""“t ¥ | Product Provider ¥ | House ¥ | Reference + ¥ | Status 7 | pmount ¥ | vaT ¥ | Amount ¢ | Statement | lransschons g
a Contract (Excl VAT) e Not Imported
G statement Payment Batch g‘?;ui”’k” 2013-01-31 Momentum 112233 836666 Completed R 42 862,67 R 6 000.69 R 48 863.36 R0.00 0
@& Batch
- Money Absa Investment
» [ Configuration Management Pty  2017-12-01 Management 00200038 ABSA 01122017 Open R 168.36 R23.71 R 193.07 R0.00 o
= (Ltd) Services
< Financials v
Money Absa Investment
3 Register . (@ ManagementPty  2014-08-08 Management 00200038 Absa 20140808 Open R0.00 R0.00 R0.00 R0.00 3
(Ltd) Services
(g Administration v Maney Absa Investment
[ ManagementPty  2014-08-08 Management 00200038 Absa 20140808 fix  Processed R169.36 R23.71 R193.07 R0.00 0
W Reports . (Ltd) Services
. Money Absa Investment
[ Tools v [@ Management Pty | 2014-09-02 Management 00200038 ABSA20140902 Open R2070.99 R 289.94 R2360.93 R0.00 54
(Ltd) Services
Quick create ~ @ - | search|

[ Mew | = * 4 (& 1. Import Statement | (& ™ Refresh | 7 Reset View Settings | Vie

[ Exportto ~|  Filter | All Statements =

n Statement]
Commission Statement

Investment Statement

;| Commission Statement

BEL Broker Group / Advice Group - Coastal / Recipient / Money Management Pty (Ltd) / Commission Statement

This will launch the import process.

[ Tmport Commission Statement Process =14
~
¥ 1mport
Import Map:* NfA 4
Statement Type:
File:* Browse...

" Validate Map
Product Provider: AE 4
Multiple Broker House Contracts
Broker House Contract:®
Statement Date:* -
Reference:*

| Use Bank Statement

Bank Account:* N/A - ||
Bank Statement Transaction:™ N/A > ||
Bank Statement Amount: R 0.00 =
Number Of Transactions: 0 =

Select the relevant import map that matches the file you want to import. Each statement received from the
product providers requires a specific map.
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The selection of available maps is a combination of application defined maps and user-defined maps. Maps, as
being used within this application, can be defined as a blueprint for the application on how to import data from

an Excel- or CSV file.

Field Description Required
Import Map This is a critical selection of informing the application of &
the file format to expect when processing the data file.
You can select from a list of active maps already
configured.
Statement Type Defaults to the criteria specified on Property
Configuration
File Select your data file from the local or network drive. &
Make sure that the file you select matches the Import
Map. The application will not be able to process the file
if the incorrect map was chosen.
Validate Map When selected, the application will check if the selected

Product Provider
Multiple Broker House Contracts

Broker House Contract

Statement Date

Reference

Use Bank Statement

Bank Account

Bank Statement Transaction
Bank Statement Amount

Number of transactions

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.

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.
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When selecting to Use Bank Statement, you will see all transactions from the Bank statement import.

[# Import Commi Statement Process = =22
~
J ['iﬁ Import | ﬂ Logs |
Import Map: | Discovery Vitality | - |§|
Statement Type: | |
File: Disc Vitality .cav | & | &
& validate Map |
Product Providar: |Discr:\.rer\,-r |'59|§|
Multiple Broker House Contracts
Broker House Contract: |)nrz Brokers (10048035731) |v | ﬂ|§|
Statement Date: | 2016/02/09 |V|
Reference: | |
¥ Use Bank Statement
Bank Account: | First National Bank, Cheque, 45269875145, XYZ Brokers | hd | il | §|
Bank Statement: |Feb 2016 [-[a]=
Bank Statement Transaction: | NfA |l§9| §|
Bank Statement Amount: | ] | : |
Number Of Transactions: | i} | . | by
Li_ﬂ Bank Statement Transaction = &3
~
[l New | |Search|
‘ ‘ Transaction Date - ¥ ‘ Credit Amount Available ¥ ‘ Description ¥
| = Bl
B 2016/02/03 R 5 408.32 ZURICHINSU649045895A02COMMISSIO
@ 2018/02/03 R 84.41 EPIC3 FDMDORENASA/FDMUGIGS
B 2016/02/03 R 1171.33 BROLINEK BROLINK M5 HOLLUE1YZ
B 2016/02/03 R 390.23 CASHFOCUS FSPCOMMIANLG
@ 2016/02/03 R 453,20 CASHFOCUS BESTHMED
B 2016/02/03 R 1035.09 BROLINK BROLINK M5 CIA UIUNO
@ 2018/02/03 R 823.58 MOMENTUM 038477 6535L0
B 2016/02/03 R 1145.42 FSP 219245178 UC54C
B 2016/02/03 R 401.568 CASHFOCUS FSP VUM JAN1G
@ 2016/02/06 R 1 895,11 PP5 INS COPPS SHORT TERM INSUR
B 2016/02/06 R 30 415.36 INSURE COM1116055250-88759308

Import process logs
The application keeps record of each item imported and this process log can then be consulted when an import
failed or was imported with errors.

Import Process logs can be accessed from the Tools menu:
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Quick create ~ @ - ‘sgmh‘ ‘
8 contact v || Onew ~| X 2 2 Q Refresh | [ Reset View Settings | [f Exportto ~
| commission -
0 [ Import Process
& Recipient Advice Group - Coastal / Recipient / Money Management Pty (Ltd) / Commission Statement / Import Process
3 Recipient Statement Drag a column header here to group by that column
[ Template
&) Commission Contract ‘ ‘ ‘ ImportMap T ‘F\\e v ‘ Import Status ¥ ‘ Date Created v | Created By ® |L.ast Updated v ‘ UpdatedBy T ‘ Import Type )
Commission Ststement [ I I[ I[ =] I[ =] I[
8] Bank statement Transaction (@ (4 Ccoronation Coronation 20151201 xlsx Successfully 2016-02-09 Admin 2016-02-10 admin Import Commission Statement
- Imported Process
[} Statement Payment Batch Succesetul ot € Stotement
@ Batch (@ (4 coronation Coronation 20151202 .xlsx Imported 2016-02-09 Admin 2016-02-10 Admin Prepae ommisston Statemen
> [ configuration [# [# Coronation Coronation 20160101 .xlsx Import with Errors  2016-03-08 Admin 2016-03-08 Admin fmport Commission Statemant
s Financials - Immort G tatement
- (@ (& coronation Coronation 20151230 xlsx Import with Errors  2016-02-10 Admin 2016-02-10 Admin p"";‘;s ommission Statement
Asset Register v
(@ [# Coronation Coronation 20130731 - Masterxlsx  Import with Errors  2016-10-04 Admin 2016-10-04 Admin Import Commission Statement
(@ Administration - Process
2 . Suecessfully Import Commission Statement
W) reports v (@ (4 coronation Coronation 20151101 xlsx Tmporied 2016-02-09 Admin 2016-02-10 Admin Bl
[F Todls B [@ (& Coronation Coronation 20160501 xlsx Import with Errors  2016-07-28 Admin 2016-07-28 admin Prport, Commission Statement
[# Import Process y " N Import Commission Statement
@ [#  coronation Coronation 20160601 .xlsx Import with Errors  2016-09-12 Admin 2016-09-12 Admin H
a oetaT Code rocess
Imnast G tatement

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

Each line item imported will be recorded.

[ aImport Commission Statement Process @ @
Mone: Pty (Ltd) / Ce tatement / Import Commission Statement Pr... / Import Process / Import Commission Statement Pr...
% Import
7 Reset View Settings Exportto
. Import Log
Log Date ? | Type ¥ | Log Message [
2016-02-09
Information Create backup file - D:\Data\Documents\Temp\Comm\Backup\Coronation 20151101.xlsx
2016-02-09
02:06:40.3000 Information Initialising Coronation{TCCommSplitimport.CommissionImporter) processor with D:\Data\Documents\Temp\Comm\Coronation 20151101.xlsx
PM
2016-02-09
:40. Information Start processing file D:\Data\Decuments\Temp\Comm\Corenation 20151101.xlsx
2016-02-09
02:06:49.7600 Information Start Processing line.
M

2016-02-09
02:06:50.3100 Information StringList to process in ProcessStringList 5324874, Money Management, 6012939 ,Ralf Gerber,47059,Mrs PM Khumalo,CAA,16.74,2.06, Trailer Fee,,,,
PM
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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.

(] Hew | [ Edit | ¥ 1. Import Transactions | [ =] &g @ @ Refresh | Show in Report
7| Commission Statement - Discovery Life 486.13 @ @
Dashboard / Commission Statement / Discovery Life 486.13
Broker House: XYZ Brokers Statement Type: ‘Commission statement
Product Provider: Discovery Status: Open
Brokerhouse Contract: XYZ Brokers (10048035731 Transactions Not Imported: 7
Statement Date: 2016/03/01 Total Market Value: R 0,00
Reference: Discovery Life 486.13 Amount (Excl VAT): R 0,00
Bank Statement Amount: R 0,00 Number Of Transactions: 0 VAT: R 0,00
Date Captured: 30 March 2016 02:35:31 PM Captured By: Elsabe Amount: R 0,00
Date Processed: Date Approved
J [8] Statement Entries | || Statement Files
2| Update Transaction Date‘ ‘ (il Export to +
Transaction Date ¥ | Broker ¥ | Contract ¥ l’vj"f“““" ¥ ‘ Amount (Excl VAT) ¥ ‘ VAT ¥ ‘ Amount % | Market Value ¥ |IsSplitCorrect ¥ | Processed ¥ | Approved ¥
\ I I I I =] Ll Ll E] = [ [l
No data to display
Count=0 Sum=R 0,00 Sum=R 0,00
. . , -
The ‘Transactions Not Imported’ property indicates the total number of records.
The file you selected on import will be saved automatically on the Statement File tab:
|s] Statement Entries | [5] Statement Files |
(i) Export to ~
File L ‘ Statement Date ¥ | Bank Statement Amount A4 ‘ Imported Amount # | Number Of Transactions A ‘ Imported Number Of Transactions A | Bank Statement Transaction A4
[ I = =] Bl =] Ell |
Discovery Life 486.13.dsx 2016/03/30 R 0,00 R 488,14 0 7
Page 1 of 1 (1 items) Page size:
Field Description Required
File File name as saved on PC

Statement Date

Bank Statement Amount
Imported Amount
Number of Transactions

Imported Number of Transactions
Bank Statement Transaction

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.

K# 1. Import Transactions | 5

= )

53
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Import Transactions
Select the Import Transactions option to get access to the data that was imported for this statement. This option
provides a view of a copy of the data that was imported from the file.

This is also the first verification point where one needs to verify that the correct number of records was
imported and that the totals as provided in the imported file match the totals after the import.

X Delete | [@ Amend Transaction | ] Create Transactions | (= Append | (¥ Refresh | (] Exportto ~
Import Commission Transaction
Dashboard / C: ion Statement / Discovery Life 486.13 / Import Commission Transaction
@ | [romwadion o A Broker o ¥ B % BrokerNo ¥ | Policy Name ¥ | PolicyNo ¥ mowtex - v |var ¢ | Commission ¢ | Account ¢ | Market 5 | contribution ¥ Is’::,dyct % | Message ¢
Name VAT Provider
¥ 2016/03/01 XYZ Brokers 10048035731 A’”)Ema" Jan 1000204717 COETZEE,),DS 5130829097 R 292,10 R 40,89 R 332,99 COMM R 0,00 R 0,00
2016/03/01 XYZ Brokers 10048035731 ?,”)E"“” 0 1000204717 | COETZEELDS 5130820097 R75,95 R 10,63 R 86,58 COMM R 0,00 R 0,00
2016/03/01 XYZ Brokers 10048035731 (A]”)Em” Jan 1000204717 COETZEE,DS 5130829087 R 58,40 RB,18 R 66,57 COMM R 0,00 R 0,00
2016/03/01 XYZ Brokers 10048035731 ‘(“]”)Ema” %3N 1000204717 | BOTHAJMCMNR 5130585892 R 0,07 R 0,01 RO,09 COMM R 0,00 R 0,00
2016/03/01 XYZ Brokers 10048035731 A]”)Ema" Jan 1000204717 BOTHAJMCMNR 5130585892 R-0,03 R 0,00 R-0,03 COMM R 0,00 R 0,00
2016/03/01 XYZ Brokers | 10045035731 ?,”)E"“” B0 1000204717 BOTHAJMCMNR 5130385892 R-0,03 R 0,00 R-0,03 COMM R 0,00 R 0,00
2016/03/01 XYZ Brokers 10048035731 ?]”)Em“"‘ Jan 1000204717 BOTHAJMCMNR 5130585892 70,03 R 0,00 R-0,03 COMM R 0,00 R 0,00
Count=7 Sum=R 426,44 Sum=R 59,70 Sum=R 486,14
Page 1 of 1 (7 items) Page size: [20 |+

From the import screen you are able to edit the imported records:

2| Create Broker Contract @ Amend Transaction ﬁ Create Transactions EE Append

Amend Transaction
Select one or more records and then choose to amend transaction. Only broker number and the account cd
(transaction type) data can be amended through this process.

Lj Flinstone Fred (F.) - Import Transaction Amend Process = £2

Broker Number: Flinstone Fred (F.) (1066657360) | F
Broker Name:

Account CD: N/A [E4
Transaction Category:

Transaction Date: b

OK Cancel

Append Files
In the event of receiving more than one statement per bank payment, these files can be appended and
processed together as one payment. You may append files to any event depending on the circumstance.
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[+ Import Commission Statement Process El £3
e
Import Map: ‘n/a [~][7]
Statement Type: ‘ |
" validate Map |
|| Use Bank Statement
Bank Statement Amount: ‘u |:|
Number OF Transactions: o 1z
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.
Validate Map When selected, the application will check if the

Use Bank Statement

Bank Account

Bank Statement

Bank Statement Transaction

Bank Statement Amount

Number of transactions

selected map matches the file layout which is being
imported.

Select when Bank Statement Transactions has to be
linked to Commission statement

Broker House selected on Broker House Contract bank
account details will be listed for selection

All Bank Statements saved for this Broker House will
be listed for selection

All Transactions on the selected Bank Statement will
be listed

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

May be used for record purposes.

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

8] Statement Entries | [ Statement Files ‘

7 Reset View Settings. Exportto

File ¥

Statement Date

Bank Statement Amount ¥ ‘ Imported Amount

L4 ‘ Number Of Transactions ¥ ‘ Imported Number OF Ty ions ¥ | Bank T

® ‘ Append Process ®

Stratum Benefits 26 021.xls  2016/09/27

Stratum Benefits 26 326.xs

Page 1 of 1 (2 items)

2016/10/05

R 0.00 R 26 021.00 0 521

R 0.00 R 26 326.00 0 528

I &
W

e—
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Create Broker Contract

'-Tj Broker Contract = 28
4
Recipient: M/A - |[]|## Product Provider: Stratum Benefits | F
Broker Number: 4699 Default Commission: |0
Contract Type: N/A ~ || # Active
Start Date: 2016/10/05 7| Contract Document: Browse...
Comment:
i E E @ ERR:=: R g W
Normal ~ | | Arial ~||(Fontsize) |[v| B I U §& |E = = B~ A ~
Design HTML Preview
Cancel

Create a Broker Contract in the event that a transaction is imported for a new Broker where the Broker Contract
has not yet been set up.

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’, ‘Account CD’ columns will be used to create
new transaction types and transactions.
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[ Commission Statement Detail Process E R

Commission Contract
Create Contract
Default Owner:
New Contract Status:

Use Template Use Default % When Template Not Found

Commission Product
Auto Create Product

Default Commission Product Catogory:

Commission Transaction
| Auto Create Transaction Type

Merge Similar Transactions

oK 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.

You may interpret the screen as: ‘How the application reacts when a record has not been found’

Commission Contract
If a new commission contract could 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 now 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 in order 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.
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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 in order to process the transaction.

When all the transactions have been successfully imported, the Import Commission screen will be blank and all
transactions will have been allocated to the correct contracts based on the policy number. The commission will
be split according to a template that was attached to the contract.

Return to the Commission Statement by selecting it from the “foot print”

Import Commmsmlejlre-ﬁ-s-ael;wg
Dashboard / Commission Statement{ Discovery Life 486.13 JImport Commission Transaction
S —— —

[l New | [ Edit | ¥l 1. Import Transactions | [ & 3. Process splits | ) L] (¥ Refresh | Show in Report
Eﬂ Commission Statement - Discovery Life 486.13 @D
Dashboard / Ci it tatement / Import Cc Transaction / Discovery Life 486.13
Broker House: XYZ Brokers Statement Type: Commission statement
Product Provider: Discovery Status: Open
Brokerhouse Contract: XYZ Brokers (10048035731 Transactions Not Imported: [1]
Statement Date: 2016/03/01 Total Market Value: R 0,00
Reference: Discovery Life 486.13 Amount (Excl VAT): R 426,44
Bank Statement Amount: R 0,00 Number Of Transactions: [1] VAT: R 59,70
Date Captured: 30 March 2016 02:35:31 PM Captured By: Elsabe Amount: R 486,14
Date Processed: Date Approved:

8] Statement Entries | |=| Statement Files

€ Update Transaction Date [l Export to
Transaction Date ¥ | Broker v | contract 12 l;l’;sa“‘“" 3 :}’.‘"1?)““‘ Exd o | var ¥ | Amount ¥ |Marketvalue v | IsSplit Correct ¥ | Processed ¥ | Approved 3
2016/03/01 ?JISEIEZ'EI‘J‘:”U[;') ‘7“?{;332];;5%) (Discovery  cormission R 58,40 R 8,18 R 66,57 R 0,00
2016/03/01 ’(‘J';E’I'E;’E“J‘?,'h(;" f'éi’;gg;:s”g%’ (Discovery  commission R-0,03 R 0,00 R-0,03 R 0,00
2016/03/01 ?{IUEG“UBZ'E‘J'B?”U(;') f'éi’;gg;:gg%’ (Discovery  cornmission R 0,07 R 0,01 R 0,09 R 0,00
2016/03/01 ?{IUEG“UBZ'EE”H(;" ‘_Méal'gggsjsagg%) (Discovery  cornmission R-0,03 R 0,00 R-0,03 R 0,00
2016/03/01 ?{'56“052'53'3'17(;" _Aléi’;sg;;gg%’ (Discovery  commission R 75,95 R 10,63 R 86,58 R 0,00
2016/03/01 ?{Inegnnaz%i:q;;') f'éel"s*gg;;;g%’ (Discovery  commission R-0,03 R 0,00 R-0,03 R 0,00
2016/03/01 ?J'gg“n;'gi:q;;" f'éi"s”;;;;n”g%’ (DISCOVery  cornmission R 292,10 R 40,89 R 332,99 R 0,00
Count=7 Sum=R 59,70 Sum=R 486,14
Page 1 of 1 (7 items) Page size: [20 |+

The newly created commission transactions have now been created against the correct policy (commission
contract) and are also linked to the broker. The commission contract is either a new contract if the commission
was imported for the first time or an existing contract if already created previously or through a different
process.

Process Splits

The next step in the commission process, depending on whether you are processing an Investment or Commission
statement, is to apply the splitting rules defined on the various commission contracts. This process will create the
split transactions for the relevant portion of the commission to each of the recipients.

This action can be repeated multiple times as you have the option to adjust splits before re-generating the
transactions.

Final changes can be made to a record after it has been imported.
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J 8] Statement Entries | || statement Files |
X Delete | [ Edit |QZ] Clear Warning | |2 Edit Contract | & Update Trarsal:linnl 5 Reset View Settings | (i) Exportto ~
= Amount
(5] TELZEE o (g % | contract % | Comment ¢ |Status ¥ |TEMSEON o | Cotegory ¥ | (Exd + % VAT ¥ | Amount o | G IsSplit o | pocessed ¥ | Approved ¥
Dats Type VAT) Value Correct
Money Money Management
= Management Pty (Ltd) (Santam  SAMODIEN . Commission } _ g
(@ & zoei10/01 ol A e o Active son Unknown R-522.40 R-73.14 R-595.54 R 0.00 Ed v
(8801) 54500008549)
Money Money Management
= Management Pty (Ltd) (Santam  SAMODIEN . Commission
v @ & 201611001 Pty (Lhd) sy e Active = Unknown R1517.70 R 212.48 R 1730.18 R 0.00 i i
(8801) 54500032305)
Count=2 SUM=R 139.34  Sum=R 1134.64
A @EES, R—

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 screen:

2] commissian Contract
&
Ouner: Money Management Pty (Ltd) @& Predua: Debit Order - Santam Limited el
Contract Humber 54500032308 Product Provider:
Inception Date: 2016/10/01 + Contribution o
Market Value: Cantribution Frequency: | Monthly
Expected Commission: [0 2| annusl Escalation: 0
Status: actave ~Cl# comment: SAMODIEN MS Mr
Cancel Date: Consuliant: Gerber Ralf (R.) |9
Cancel Reason: Last Statement Date:
# Use Template Current Cor
Template: 3an de Koker Generic BECRT
Created By Date Created:
Updated By Last Updated:
i Commissions | \PMarket values 8 statement Details o] Contract Links | (] Tasks | Gycomtractoles | ¥ wotes | [ ocuments  |*]Questionnaires | [ Propertysheets

7] £ Reset View Settings | [ Expert to +

ransaction Date = atement . roker |t e . mount . tarket Value ¥ | Processes rev s Split Corredt

Tronsaction Date = ¥ | Stotement ok Jrons v [ 4m vaT * | amount Market Val * | Processed + | Approved * | s Split Correct ¥

zo1s/10/01 santamager  OYMAMBSTON T Commission P R1517.70 R 21249 R 173039 ®0.00 ® -
Page 1 0f 1 {1 items) 1 Page size: (20 |

Update Transaction
Transaction type on a specific record can be changed by using the update transaction icon:

hs

Are you sure you want to update the Transacton dates and/or Type of
the selected records

QK Cancel

Amend either transaction date or transaction type or both:

) Commission Statement Detail Append Process = 23
Transaction Date: | |"
Transaction Type: |NfA |@|§‘

Cancel
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Once a split transaction is approved it cannot be re-processed unless you reset the complete statement. Please

refer to the section on Reset Statement.

Warnings
Two warnings may occur during the process procedure.

¥ | Market Value

8] Statement Entries | |=| Statement Files
&) Update Transaction Date [l Export to +
Transaction Date v | Broker ¥ | Contract L] E:’;““""" v | Amount (Bl o | yur + | Amount
2016/03/01 'E‘if&;’gj‘;r;?{i ?2;?;2"9?9”7)[” (Discovery = commission R 58,40 R 8,18 R 66,57
Alleman Jan (2.) van der Merwe Elsabe (E.)
2016/03/01 (1000302513) e van) Commission R 233,67 R 32,71 R 266,38
alleman Jan (1.) Alleman Jan (J.) (Discovery - . §
2016/03/01 (1000204717) 5130585892) Commission R-0,03 R 0,00 R-0,03
Alleman Jan (1.) Alleman Jan (J.) (Discovery - o
2016/03/01 (1000204717) S130585800) Commission R 0,07 R 0,01 R 0,08
Alleman Jan (1.) Alleman Jan (J.) (Discovery - y y
2016/03/01 tloonanan ) Shenshant Commission R-0,03 R 0,00 R-0,03
2016/03/01 ?1‘5%’2“0;‘;"17(; ;‘2;?;2";;;7)(” (Discovery = commission R 75,95 R 10,63 R 88,58
Alleman Jan (3.) Alleman Jan (J.) (Discovery - o . .
2016/03/01 (1000204717) 5130565592) Commission R-0,03 R 0,00 R-0,03
2016/03/01 'E‘if&;’gj‘;r;?{i ?2;?;2"9?9”7)[” (Discovery = commission R 292,10 R 40,89 R 332,99
Count=8 Sum=R 92,41 Sum=R 752,52
Page 1 of 1 (8 items)

R 0,00
R0,00 7
70,00 i
R 0,00 Ed
R0,00 7
R0,00
R 0,00 i
R 0,00

< | Is Split Correct ¥ | Processed

¥ | Approved v

Page size: |20 |~

1. When a commission split rule was not found to create a transaction, the application will flag this

transaction in red with a warning message ‘No effective commission record found’. The transaction

won’t be processed.

Clear Warning

You will have to return to the specific commission contract to rectify this error.

After amending the commission split rule, you have to save the Commission Statement and re-process

commission in order for the change to take effect. The record should now be processed.

2. When the Broker record on the import file is different from the Consultant allocated to this contract, the
application will highlight this record in blue with a warning “WARNING: The Broker is not the same as the
Consultant on the contract’. The transaction will be processed but you will not be able to approve this

transaction until the warning has been cleared.

Clear Warning

If you are satisfied that the record is correct, you can clear the warning by using the ‘Clear Warning’ icon

on the transaction action bar.

If the record however is incorrect, you need to follow the same procedure as above.

This warning will recur every time you process the statement until this specific record has been approved.

0 nt Entries | || Statement Files
< £l Clear Warning ate Transaction Date +| Q| [ Exportto -
Transaction Amount (Excl
(n] Transaction Date ¥ | Broker ¥ | Contract A Type A VAT) ¥ | VAT ¥ | Amount
P Alleman Jan (1.) Alleman Jan (1.) (Discovery -
2016/03/01 (1000204717) 5130829097) Commission R 58,40 R 8,18
Alleman Jan (1.) van der Merwe Elsabe (E.) .

¥|  2016/03/01 (1000204717) (Discovery - 2585741) Commission R 233,67 R 32,71

% | Market Value

R 66,57

R 266,38

% | Is Split Correct ¥ | Processed

R 0,00

R 0,00 4 v

5 | Approved L]

Click any of the transactions to view how the split was processed:

87|Page




Teessen Consulting

TC Commission Administration Web App Guide V11.20104.2009.8

Transaction Date:  2016/03/01 Transaction Type:  Commission
Broker: Alleman Jan (J.) {1000204717) Amount (Excl VAT): R 233,67
Contract: van der Merwe Elsabe (E.) (Discovery - 2569741} VAT: R32,71
Comment: Amount; R 266,38
Market Value: R 0,00
Message:
(@ Transactions
L) (i) Export to =
Transaction Date ¥ | Recipient ¥ | Description < ¥ | Reference ¥ | Transaction Type ¥ |Percentage Share ¥ | Amount ¥ | Include VAT ¥ | VAT ¥ | Total ¥ | Approved ¥
2016/03/01 X¥Z Brokers Commission (Discovery Life 486.13)  van der Merwe Elsabe (E.) (2589741)  Commission 30.00% R 70,10 v R 9,81 R 79,92
2016/03/01 Flinstone Fred (F.) Commission (Discovery Life 486.13)  van der Merwe Elsabe (E.) (2589741)  Commission 70.00% R 163,57 v R 22,90 R 186,47
Sum=R 233,67 Sum=R 32,71 Sum=R 266,38
Page 1 of 1 (2 items) Page size: |20 |~

The received commission amount has now been split according to the rules that are currently active on the
commission contract that this transaction is associated with. These splitting rules will apply for all the transactions
on this commission contract until replaced with another definition.

Approve Transactions

The fourth step is to approve the imported transactions. When approving a commission split transaction, you
approve how the original commission amount has been divided between the various parties (recipients) sharing
in that 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:

t) 'Lrhahr:gactlon Type - New Business @ \5)

tatement / Discovery Life 486.13 / Transaction Type / New Business

[ save [ save and Close & Save and New | ©) Cancel

Deseription: New Business Income/Expense: | Income -

Short Description: | New Business Default Unit Cost:

System Type: Category: First Year Ml
‘ Auto Approve ’ External Code:

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.
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Recipient - Gerber Ralf (R.)

g Discovery Life 486.13 / Transaction Type / New Business / Recipient / Gerber Ralf (R.) @ @

J & Redcipient Detail | [{f Tax Details ‘

Contact:

Gerber Ralf (R.

Recipient Type: Payrall
Account Code: AT001-7 Bank Account: na

Broker House: BEL Broker Group Payroll Number: VIPO023445
Book Value: R 0,00
Balance: R 476 496,76

Default Commission: ~ 40.00%
Comment:

Date Added: 201z/01/01 Last Statement Date:  2013/05/24

Templates | i Retention Policies

port to ¥

(@ Expenses | (@ Transactions ‘ 1% Statements ‘

.7 ‘ Description 7 ‘ Reference ¥ | Transaction Type ¥ ‘ Vat Due ] | Amount Due ¥ ‘ Approved In Retention *
| [=]] I I I El [ [unchecked k| =]
. Diar Amrat (A) 2
W
2012/01/01 Commission (Acsis R683183.03) (POL2010208234314) ©Ongoing R 0,00 R 211,79
2012/02/01 Commission (Coronation 20120117 Louw Leslie (L A) (53260) Advice Fees R 0,00 R 31,27
766.41.c5v)
2012/02/01 Commission {Coronation 20120117 Duffy Gerrard () (54400) Advice Fees R 0,00 R32,12
766.41.csv)
Commission (AIMS R1,397.01 5
2012/02/01 20120210.35) Algar Helen (H R) (LA00022783) Ongoing Commission R 0,00 R 4,32
Commission (AIMS R1,367.01 .
2012/02/01 0TS0 10 o) Moeko Sello (S M) (LADOD19941)  Gngoing Commissien R 0,00 R19,10
Commission (AIMS R1,367.01 -
2012/02/01 20120210.c5v) Brand Rhyna (R) (RAD0D020392) ‘Ongoing Commission R 0,00 R 4,98

3.

You are also able to approve individual transactions on the Commission Statement. Select any transaction

to display the split rule:

Transaction Date:  2016/03/01 Transaction Type:  Commission
Broker: Alleman Jan ().) (1000204717} Amount (Excl VAT): R 233,67
Contract: van der Merwe Elsabe (E.) (Discovery - 2585741) VAT: R32,71
Comment: Amount: R 266,38
Market Value: R 0,00
Message:
<
44 Approve/Un-Approve Exportto ¥
? ¥ | Recipient # | Description + % | Reference ¥ | Transaction Type ¥ | Percentage Share ¥ | Amount ¥ | Include VAT ¥ | VAT # | Total + | Approved ¥
2016/03/01 XYZ Brokers Commission (Discovery Life 486.13)  van der Merwe Elsabe (E.} (2565741)  Commission 30.00% R 70,10 4 R 9,81 R 79,92
¥ 2016/03/01 Flinstone Fred (F.) Commission (Discovery Life 486.13)  van der Merwe Elsabe (E.) (2569741)  Commission 70.00% R 163,57 v R 22,90 R 186,47
Sum=R 233,67 Sum=R 32,71 Sum=R 266,38
Page 1 of 1 (2 items) Page size:

4.

The fourth method is a batch method that will approve all the split transactions per commission statement:

_— —
) New | [ Edit | ¥ 1. Import Transactions | [ 3. Process sm(@ 4. Approve Transactions (® Refresh | Show in Report
7] Commission Statement - Discovery Life 486. e Y5
Transaction Type / New Business / Recipient / Gerber Ralf (R.) / Discovery Life 456,13
Broker House: XVZ Brokers Statement Type: Commission statement
Product Provider: Discovery Status: Processed
Brokerhouse Contract: X¥Z Brokers (10048035731) Transactions Not Imperted: 0
Statement Date: 2016/03/01 Total Market Value: R 0,00
Reference: Discovery Life 486,13 Amount (Excl VAT): R 660,11
Bank Statement Amount: R 0,00 Number Of Transactions: 0 VAT: R 92,41
Date Captured: 30 March 2016 02:35:31 PM  Captured By: Elsabe Amount: R 752,52
Date Processed: 30 March 2016 03:18:38 PM Date Approved:
J 8] Statement Entries | || statement Files ‘
& Update Transaction Date‘ ‘-|%‘ (@) Export to +
[ | Transaction Date ¥ | Broker ¢ | Contract i3 E‘:;:“ﬁ“" v |Amount (Exd o |y % | Amount ¢ | Market value ¢ | Is Split Correct ¥ | Processed v | Approved b3
Alleman Jan (1.) Alleman Jan (1.) (Discovery - 5
2016/03/01 (1000204717) 5130820007) Commission R 58,40 R8,18 R 66,57 R 0,00
Alleman Jan (1.) wvan der Merwe Elsabe (E.} 3
¥ 2016/03/01 {1000204717) {Drsaucry - 2586741) Commission R 233,67 R32,71 R 266,38 R 0,00 El v
Alleman Jan (1.) Alleman Jan (3.} (Discovery - i L -
2016/03/01 (1000204717) S130565m02) Commissien R-0,03 R 0,00 R-0,03 R 0,00 i v
Alleman Jan (1.) Alleman Jan (1.) (Discovery - 5
2016/03/01 {1000204717) 5130585892) Commission R 0,07 R 0,01 R 0,08 0,00 El v
Alleman Jan (1.) Alleman Jan (1.} (Discovery - i » -
2016/03/01 11000204717} 5130585862) Commission R-0,03 R 0,00 R-0,03 RO,00 i v
Alleman Jan (1.) Alleman Jan (1.) (Discovery - .
2016/03/01 (10002047153 1308250073 Commission R 75,95 R 10,63 R 86,58 R 0,00

Commission can only be processed to a payment file once it has been approved.
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You will notice that a transaction will change colour when a retention rule is applied to the criteria of that
transaction. Please refer to Retention Policies

This transaction will now also display with a blue background.

8] Statement Entries | |=| Statement Files

4 Update Transaction Date (i) Export to +
Transaction Date ¢ | Broker % | contract v ?yz":"t'”” ¥ C;”I"J“"t (Bxd o | yar % | Amount % | Market value ¢ | Is Split Correct ¥ | Processed v | Approved v
2016/03/01 G;E'gg‘;fd‘f (R) f;;h;gg:';g:f (Discovery  anniversary R 2 052,28 R 287,32 R 2 339,60 R 0,00 Ed Ed
2016/03/01 (G;E';g;?aw (R) F;";O'?ias':;:‘j) (Biscovery  anniversary R4270,12 R 597,82 R4 867,94 R 0,00 £l E4
2016/03/01 (G;E'gg;;‘a‘f (R ?gg";gg:';g';‘s] (Discovery  iversary R 1 623,53 R 227,29 R 1850,82 R 0,00 £l W]
2016/03/01 G;E';;)Ra‘f (R) FE;ZEO'UE';;%) (Discovery  niversary R 4 004,58 R 560,64 R 4 565,23 R 0,00 £d Ed
2016/03/01 ?;ggg;;a‘f (R Fg;‘fgﬂg‘ggﬂs] (Discovery  pnniversary R 1359,12 R 190,28 R 1 549,39 R 0,00 Ed Fd
2016/03/01 G;E';g;)na‘f (R) F;’f;g;z';j:i) (Discovery  anniversary R7 793,47 R1091,09 R 8 884,56 R 0,00 7 El
2016/03/01 ?;g:g;?aw (R) f;;b;&z:';%) (Discovery ) niversary R7 225,12 R1011,66 R8 237,78 R 0,00 Fd El
2016/03/01 G;E';;)Ra‘f (R) FEE%E';:; (Discovery  pnniversary R4 971,49 R 696,01 R 5 667,50 R 0,00 Ed Ed
2016/03/01 (Gseggg;)wf (R) Fg%%%:';égi) (Discovery ey Business R 21 929,82 R3 070,18 R 25 000,00 R 0,00 W W
2016/03/01 f;gg:;;a‘f (R F;gﬂ;ﬂ'gtsgl (Discovery  niversary R 5 327,27 R 1 305,82 R 10 633,00 R 0,00 £l W]

Count=10 Sum=R 9 038,09 Sum=R 73 595,91
Page 1 of 1 (10 items) Page size: (20 | ¥

When you open this transaction, you will notice that the retention rule only applies to the Recipient portion of
the transaction:

Transaction Date:  2016/03/01 Transaction Type:  New Business
Broker: Gerber Ralf (R.) (56987) Amount (Excl VAT): R 21 929,82
Contract: Gerber Ralf (R.) (Discovery - 5130708390) VAT: R 3 070,18
Comment: Amount: R 25 000,00
Market Value: R 0,00

Message:

@ Transactions

o [ig) Export to =
Transaction Date ¥ | Recipient ¥ | Description ~ % | Reference ¥ | Transaction Type ¥ | Percentage Share ¥ | Amount * | Include VAT ¥ | VAT + | Total ¥ | Approved ¥
2016/03/01 BBL Broker Group  Commission (Retention test)  Gerber Ralf (R.) (5130708990)  New Business 40.00% R 8 771,93 E R 1228,07 R 10 000,00
2016/03/01 Gerber Ralf (R.)  Commission (Retention test)  Gerber Ralf (R.) (5130708990)  Mew Business 60.00% R 13 157,89 £l R1842,11 R 15 000,00 £l

Sum=R 21 529,82 Sum=R 3 070,18  Sum=R 25 000,00

Page 1 of 1 (2 items) Page size: (20 |~

To see which Retention rule has been applied or to select a new rule, you have to open the portion of the
transaction on which the rule applies.
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@ Commission (Retention test) - Transaction [E 22
~
Transaction Date: 2016/03/01 Source Amount: R 21 929,82
Recipient: Gerber Ralf (R. Amount: R 13 157,89
Description: Commission (Retention test)
Reference: Gerber Ralf (R.} (5130708550) VAT: R 184211
Transaction Type: New Business Total: R 15 000,00
. Gerber Ralf {R.) (Discovery - . .

Contract: 5130708990) Remaining Amount: R 13 157,89
Date Captured: 30 March 2016 11:22:11 AM VIO

. Ralph Gerber
Captured By: Elsabe Ralph Gerber

@ Statement Transactions
E‘;,'] Exportto ™
Transaction = Transaction Amount Retention Date
Date +« % | Description ¥ | Reference ¥ Type ¥ | Vat Due ¥ B Policy Paid
| Il I | | = Ll |[[
Mo data to display
Sum=R 0,00 Sum=R 0,00
Cancel
< >

Approve Statement

This is the last action on the income side of the commission. Approve a statement to finalise it and not allow

any further changes to any of the data on this statement.

The split transactions on this commission statement can now be added to a Recipient statement ready for

approval and payment to the recipient.

— —
[] Mew | [ Edit | ¥ 1. Import Transactions | [ B 3. Process splits | & ( & 5. Approve Statement) Refresh | Show in Report
/] Commission Statement - 836666 DO
Gerber Ralf (R.) / Discovery Life 436.13 / Retention test / Commi: tatement / 836666
Broker House: BBL Broker Group Statement Type: Commission statement
Product Provider: Momentum Status: Completed
Brokerhouse Contract: BBL Broker Group (112233’ Transactions Not Imported: 0
Statement Date: 2013/01/31 Total Market Value: R 0,00
Reference: 836666 Amount (Excl VAT): R 42 862,67
Bank Statement Amount: R 0,00 Number Of Transactions: o VAT: R 6 000,69
Date Captured: 06 May 2013 11:35:03 AM Captured By: Admin Amount: R 48 863,36
Date Processed: 08 May 2013 11:41:28 AM Date Approved:
J 8] Statement Entries ‘ | statement Files |
& Update Transaction Date | (i) Export to ~
Transaction Date ¥ | Broker 13 | Contract 13 I;::s““" 12 s}’.\"ﬁ““‘ Exd s | var * | Amount % |MarketValue ¥ |Is Split Correct ¥ | Processed 13 | Approved 13
De Koker Jan (1.} De Koker Jan (1.} (Momentum = Ongoing-Advisory
2013/01/31 (861325) PP 023725786) o R 102,41 R 14,33 R 116,74 R 0,00 £ i
De Koker Jan (1.} De Koker Jan (J.) (Momentum  Initial-Trail 7 7
2013/01/31 (561225) 51 005887577 Commioaion RO43 R 0,06 R 049 R 0,00
De Koker Jan (J.)  Du Plessis Susan (S) Ongoing-Advisory = =
2013/01/31 (551225) (Momentum - PP 023643430) | Fee R 236,86 R33,16 R 270,02 R 0,00
De Koker Jan (J.)  De Koker Jan (J.) (Momentum = Ongoing-Advisory
2013/01/31 (661225) PP 023731487 Fee R 52,36 R 7,33 R 59,69 R 0,00 £l El
De Koker Jan (J.)  De Koker Jan (J.) (Momentum .y
2013/01/31 (661225) - 091109748) Initial-CPT R 247,36 R 34,63 R 281,99 R 0,00 v/ v/
De Koker Jan (J.)  De Koker Jan (J.) (Momentum = Ongoing-Advisory
2013/01/31 (661225) ~ PP 023790915) Fee R 87,11 R 12,19 R 99,30 R 0,00 Il Il
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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:

[} Mew [§ %3 Clone... Delete | [ Edit | [ 1. Import Statement | (@ Automated Process | (3 Refresh | £ Reset View Settings | View | Commission Statement |~ | | [Hl Exportto ~ | Show in Report | Filter | All Statements

] Commission Statement

Person / Arthur Nicola (N.) () / Recipient / Gerber Ralf (R.) / Commission Statement

Drag a column header here to group by that column

Broker House Amount (Excl Bank Statement 5 Transacti

Broker House ¥ | StatementDate ¥ | Product Provider ¥ | Coier U + | Reference ~ ¥ | Status ke ® |var ¥ | Amount L it e
¥ [#4 BBLEBroker Group  2013-01-31 Momentum 112233 836666 Completed R 42 862.67 R 6 000.69 R 48 863.36 R 0.00
’ Monsy, Absa Investment
[# MansgementPty  2017-12-01 Management Services | 00200038 ABSA 01122017 Processed R 169.36 R23.71 R 183.07 R 0.00
(Ltd)
Money
[# ManagementPty  2014-08-08 :iiiaaég‘:::arggtvims 00200038 Absa 20140808 fix Processed R 169.36 R23.71 R 193.07 R 0.00
(Ltd)
Money Strategic Investment acsis R20,768.67
(# Management Pty  2011-12-01 Pl 102-24-00 oiiio1y ass Open R 18 218.13 R 2 550.54 R 20 768.67 R 0.00
(Ltd) =

Note that the fields for Statement date, Reference, Bank Statement amount and Transaction date are all empty:

;] Commission Statement (€ NG ]

Dashboard / Commission Statement / Commission Statement

[ save [& save and Close & Save and New | %) Cancel

Broker House: XYZ Brokers v [/ #| statement Type: Commission statement -
Product Provider: Discovery ~ || & status:
Brokerhouse Contract: X¥Z Brokers (10048035731) v ]| #| Transactions Not Imported:

1

Statement Date: Total Market Value:

Reference: Amount (Excl VAT):

Bank Statement AmodEr 0 < | Number Of Transactions: 0 S| VAT:

Date Captured: Captured By: Amount:
Date Processed: Date Approved:
8] Statement Entries _Nstatement Files
[ new | X | Update Transaction Date [ Reset View Settings | (] Export to ~
ransaction Transaction Amount Market Is Split
% | Broker ¥ | Contract v Status ¢ | e T | (Exdvany 7 | VAT ¥ | Amount * | valug T |Gty 7 |Processed v | Approved ¥
Al Jan(y) | Vilieen Dafne (D.C.)
el @ & (lsu"‘uaz"‘mg'{?)‘ (Discovery - Active New Business R 49 122,81 R & 877.19 R 56 000.00 R 0.00
5130708857)
Count=1 Sum=R 6 877.19  Sum=R 56 000.00
Page 1 of 1 (1 items) Page size: [20 |+

[ save [ save and Close &% save and New | 9 cancel

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.
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You can edit the cloned transactions should the amounts and contracts be different from the previous

statement:
J 8] Statement Entries ‘ || Statement Files ‘
[ new | X 2 £ =l Updiate Transaction Date || £ Reset view Settings | (i Export to +
‘ | g;‘i’:mi"” % | Broker % | Contract v | Status ¥ I:Jlsmi“" v ?E"}‘:‘“\':;n % | vaT % | Amount L3 "",‘;:‘:t ¥ ]Csnfs; ¥ | Processed ¥ | Approved ¥
| =l I J I J Ell Bl Ell [l [=]] =l [=]
[ca]=; @ 2016/05/01 '(“:':;"naz“n;’l‘g) E;{EE;;E&; e Active New Business R 49 122,81 R 6 877.19 R 56 000.00 R0.00

Select the edit button to open the transaction to be edited:

[s) Commission Statement Detail - Discovery 56 800.000

Dashboard / C tatement / Initial amount 2 / Discovery 56 800.000 / Discovery 56 800.000

QQ

[ save [H save and Close " save and New | 9 cancel

Transaction Date: | 2016/06/01 [~ Transaction Type: | Mew Business IZE]
Broker: [alleman 1an (1.} (1000204717 [~[0[#] Amount (Exdl vaT): [49122.8070 B
Contract: |vitjoen Dafne (D.c.) (Discovery - 5130708857) [@|#] var: [s877.1530 B
Comment: [ | Amount: |s6000.0000 B
Market Value: [o B Processed Is Split Correct

Message: [ |

[ save (B save and Close [& Save and New | ) Cancel

Always capture the amount including VAT in order for the VAT and Commission Excl VAT fields to be auto
calculated.

When you clone or manually capture a statement, the commission file will not be automatically saved on the
processed statement.

Select Edit on the Commission file to add the original file as well as link this statement to the bank statement

transactions:
[ new | 2y o validate | fesl B 3. Process splits | E3 Lt @ Refresh | (7 -

@ Commission Statement - Discovery 56 800.000 5]

Dashbosard / C ion Statement | Initial smount 2 / Discovery 56 800.000 / Discovery 56 500.000
[& save [ save and Close &% save and new | %) cancel

Broker House: [%vz Brokers [~]d[2] statement Type: c statement |
Product Provider: | piscovery [~][]#] status:
Brokerhouse Contract: ‘x‘rz Brokers (10048035731) ‘v | D|§\ Not Imperted:

Statement Date:
Reference:
Bank Statement Amount:

Date Captured:

‘ZDIE/DEJ'DI

[=] Total Market value:

[ Discovery 56 800,000

| amount (Excl vaT):

56800.0000 Number Of Transactions:

8] Statement Entries

[ mew | X [

[5] statement Files ‘

Date Processed:

7 Reset view Settings | ([ Exportto ~

-7 ‘Slatement Date

L2 ‘ Bank Statement Amount

¥ ‘ Imported Amount

¥ ‘ Number Of Transactions

v | Imported Number Of Transactions v ‘ Bank Statement Transaction L2

N [ne
A

\

No data to display
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Select New on Statement Files:

|:——-| Discovery Health R11253.51(2).xlsx - Commission Statement File = £3
Statement Date: |2016/07/20 [~]
File: Discovery Health R11253.51(2).xlsx | & | &

Bank statement Amount: tmported Amount; L T
Mumber Of Transactions: Imported Number Of Transactions: l:l

Bank Statement Transaction: |N,"A |fs9|§|

Append Process

0K Cancel

Attach the original statement file and link statement to Bank Statement Transaction.

Ej Bank Statement Transaction =] EZ
~
[ mew | ‘Search|
| ‘ Transaction Date - F ‘ Credit Amount Available ¥ | Description hd
| [l Bl
Q 2016/01/02 R 10 696.47 HOLLARD ETAG1512310970263769
Q 2016/01/02 R 750.02 HOLLARD ETAG1512310971268768
Q 2016/01/02 R 702.52 PREMIUMCOLRFO2723704COMM 000
Q 2016/01/02 R 3 081.50 HOLLARD ETAG1512310972268767
Q 2016/01/04 R 33 249.95 FNB OB PMT PROV 515 DOMMCOMM
Q 2016/01/04 R 16 549.56 MF PAY0000_20495405
Q 2016/01/05 R 5477.04 IUMPREM RFO2730947IUMINZ
Q 2016/01/05 R 15 684.39 DISC COMM 1116055250-B7866792
Q 2016/01/05 R 4 000.29 LEGACY KOMM
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Recipient Month-End Process

Expenses
A Recipient may be liable for some expenses. These expenses may be once-off or occur over a period of months.

Recurring expenses will be captured on the Expenses tab.

Quick create @ . Search
& Contact Management B[ New X Delete (£ Edit E Create Expense Transactions E Generate Statement 11:_21 Generate Targets (™ Refresh 7 Reset View Settings [ Exportto ~
(8] _Commission =] ~ .
—— & Recipient
Task [ Commission Contract / Recipient
' Recipient Statement
[ Template
(2] Commission Contract Is = = Last
| Client s Reference . Date | Account ol | Broker ~ | Receive | Redpient . Payroll ., Tax ~ Directive ol o)
[9] Commission Statement Contact  I¥) mper ™ number ) added ™ code = El'ﬂ"uk:e' ™ house ™ commission ™| Type ™ umber ™ number ™ percentage ¥ Adtive v f):t‘;mm
8] Bank Statement Transaction = = = = - =
[ statement Payment Batch .
h Money
& Batch (@ | Management 20110501 4 - = Invoice 0.00% v 2015-01-29
[ [ Configuration Ply (Ltd)
[ —— = @ | Advice Croup 20140101 2 v g?sui’“k‘” Inveice 0.00% @
b Asset Register &~ Money
B ra = v [4 VenterJan()) ALGODO00OL 2013-01-01 Management = Invoice 0.00% -
Administration v Pty (Ltd)
| Reports (2] Money
= = (# |BBLBroker 2011-09-01 v Management v Invoice 0.00% v 2019-07-04
& Tool = Group
G ools i
Money
Tools @ '(’[‘,’"J")‘mme' PGTS56677 2012-09-01 Management & Invoice 0.00% v 2019-07-04
s Money
o Reset Vi Stings @ |y 2015-01-01 Management v Invoice 0.00% v 2015-03-04
Recurring Expenses
[J Create Payment Batch And Fee Process =14
Payment Batch: NfA > ||
Comment:
Batch Date: Batch Total:
0K Cancel
Select an open batch or create a new batch
(@ Batch G
~
"J
Bank Reference:  July 2019 Expenses Approved
Batch Date: 2019-07-30 ~ | Batch Total:
Comment:
@ Transactions
] New =y x (A (A o 7 Reset View Settings [{ Bxportto ~
Eg;ﬁacliun [>! | Recipient |  Description = [ Reference [/ g’;r:acliun [l Amount \l‘,T_IFUdB [l | vaT [ Total [l Approved [~
[
No data to display
Sum=R 0.00 Sum=R 0.00 Sum=R 0.00 v
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This action uses the active expense definitions on the recipient record to generate transactions for the recipient.
Expenses are unique per batch and the user determines the timing and frequency of deduction of these expenses.

This is normally an action that will be performed once a month.

Note that once-off journal entries (Expense/Ad hoc income) can also be captured as a Batch entry.

The batch needs to be approved before the recipient statement can be finalized.

Use the Batch icon on the Navigation pane and select the relevant batch.

Quick create @ - Search
& Contact Management vl | | [ New iy x K3 @ @ @ Refresh =7 Reset View Settings [} Exportto ~
(8] Commission .
71, Batch
& Recplent % Task [ Commission Confract / Redpient / Batch
[ Recipient Statement
@ Template Bank Reference ] | Batch Date ~ [v] Approved ] | Batch Total
[Z] Commission Contract A -
Commission Statement @ July 2019 Expenses 2019-07-30 R-1150.00
8] Bank Statement Transaction @ BNK234 2015-04-13 R 114.00
L coionc
3 gt Payment Batch i@ PT20150316 2015-03-16 R0.00
o, | [ Batch - July 2019 Expenses @Ol "
¢ ** Tack / Commission Contract / Redipient / Batch / July 2019 Expenses R0.00
< Financials
Bank Reference:  July 2019 Expenses R0.00
Asset Register .
Es = Batch Date: 2018-07-30 Batch Total: R-1150.00 R0.00
(3 Administration Comment:
= R0.00
W] Reports
y & Transactions oo
@ Tools =
R0.00
2 < 9 ’ -
= 5 Reset View Settings  [H Export to 01490.00
TransactonDate [ Recpient  [v] Description +[v] Reference (V| Transaction Type (v Amount ~| Indude VAT (¥ VAT V| Total >l Approved [~ R 000
(@ Import Transactio 2019-07-30 Gerber Ralf (R.) | Monthly pre paid support | PT002 IT Fees - Monthly R-500.00 v R75.00 R-575.00 2000
7 Reset View Settin 2019-07-30 Gerber Ralf (R) | Software Usage per user  PTO01 Software License Fees R-500.00 v R-75.00 R-575.00 R 0.00
Sum=R-1000.00 Sum-R-150.00  Sum-R-1 150.00 R0.00

When the batch has been approved, the transactions on the batch are ready to be added to the recipient

statement.

Batch entries / Journals

TC Commission Administration Web App Guide V11.20104.2009.8

Journal entries may occur during the month or with month-end process, e.g. Reserve Account allocation,

Advance Payments or Add-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.

Select Excel XMLMap from Administration in the Navigation Panel.

Quick create
& Contact Management M| New X [= Auto Populate Properties (& Refresh 7 Reset View Settings [ Exportto ~
[s] Commission v
- —| Excel XML Map
= Financials ! (e cion Contra Rt v 2019 B Exce Map
Commission Contract / Redipient / Batch / July 2019 E s / Excel XML Map
b Asset Register ~
rr— = Mzp Name < > Map Type ~| MapReference [~ | Header Row Count [~
% Address Type S
1eb Bank [@  Ad Hoc Expenses TCImportinterface. TransactionBatchimporter, TCImportinterface 0
@ Auditing [#  Allan Gray TCImportInterface.CommissionImporter, TCImportInterface 33
B & Automation [  Allan Gray Market Value TCImportinterface.CommissionImporter, TCImportIntarfaca 33
< Bank Account Type
(@  Alrisk AR - Correct TCCommSplitimport. Commissionlmporter, TCCommSplitimport 1
& Company Type
- (@ Altrisk AR (HFM) TCCommSplitimport. Commissionlmporter, TCCommSplitimport 1
&y compliance
9 Contact Category (@  Bankstatement TCImportinterface.BankStatementimporter, TCImportinterface 0
£ Contact Type (@ Contact Importer - Test  TCImportlnterface.Contactimporter, TCImportinterface 0
= Contribution Frequency [@ ContactImporter Test2  TCImportInterface.ContactImporter, TCImportInterface 0
ountry .oronation ommSplitimport. CommissionImporter, ommSplitimpor
© count [@  Coronat TCCommSplitlmport.Ce Importer, TCCommplitimport ~ PT001 0
3, Department (&  Discovery Life TCImportinterface.CommissionImporter, TCImportInterface [}
B B i [@ Echelon TCImportInterface.CommissionImporter, TCImportinterface ]
[ Email 5 y
[@  Echelon Short Term TCCommSplitimport. CommissionImporter, TCCommSplitimpart 16
i Ethnic Group h
o Iz aea:m Commission IMPOTt .y mepiittmport. Commissionimporter 0
Excel XML Map [#  Keyhealth TCCommSplitimport.CommissionImporter 9
D SR IO Map (@  ubberty Med TCCommSplitimport. CommissionImporter 10
A Import Status -
(@  Map with Expression TOCommSplitimport.T: TCCommsplitTmport 0

Import Te Temp
ables

| Has Column Headers [v| IsActive

< RDRDED R K

Search

9% |Page




Teessen Consulting

TC Commission Administration Web App Guide V11.20104.2009.8

Select New to create a new map using TCCommSPlit.BatchiImporter, TCCommSplitimport as Map Type.

&l

=

[] New 3 Delete «? Validate [= Auto Populate Properties (3 Refresh i

Excel XML Map - Ad Hoc Expenses

ecipient / Batch / July 2019 Expenses / Excel XML Map / Ad Hoc Expenses

Qo

[& save [& saveandClose &% save and Mew ) Cancel
Map Details File Culture
Map Name: Ad Hoc Expenses Map Type: TCImpertInterface. TransactionBatchImporter, TCImportInterface -
Header Row Count: 0 % Internal Processor: Excel -
v Has Column Headers Map Reference:
| Generate Error File Is Active
v Validate On Import Spedification: Browse...
Populate Column Headers
[5] Properties
] Mew ~ X (. 7 Reset View Settings [} Exportto ~
Property Name [~ Data Type Reguired Property Type Source Destination Index « [l column Header Name [ | Error Message >l
[Ea] [# TRANSACTION DATE DATE v Excel XML Column Property 1
@A [#  ACCOUNT CODE STRING v Excel XML Column Property 2
@ [#4 DESCRIPTION STRING Excel XML Column Property 3
] [# REFERENCE STRING v Excel XML Column Property 4
) [#  TRANSACTION TYPE STRING v Excel XML Column Property 5
e [#4  AMOUNT DECIMAL v Excel XML Column Property 6
@# # | vat DECIMAL Excel XML Column Property 7
Page 1 of 1 (7 items) 1 Page size: 20 ~
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 from drop-down menu

The Importer requires an amount excluding VAT.

00006

Specify the VAT if this transaction requires it.

Once the map has been set up you can import these transactions as a single batch entry from the Batch list

view.

[

& Contact Management
[s] commission =
& Recipient
[if Recipient Statement
[ Template
[=] Commission Contract
Commission Statement
8] Bank Statement Transaction
[ statement Payment Batch
(& Batch
[ Configuration

@) Financials >

P Asset Register 2]

[ Administration 2]

W] Reports >

@ Tools =
Tools

[# Import Transaction Batch

= Reset View Settings

L) New g Clone...
71, Batch
@ Recipient

* Recipient / July

BREERERRERRR B

X Delete [ Edit 4§ Approve <%

2019 Expenses / Excel XML Map / Ad Hoc Expenses / Batch

A A AAAAARARAR A A AR A

Bank Reference

July 2019 Expenses
BNK234
PT20150316
PGT201503
PT20150212
PGTB8585
PGT9898
PGT768585
DDF435345
PGT999
EXP32332
BNK20140115
PT00345
PT200815
COM20130731

Quick create @ . Search
(™ Refresh 7 Reset View Settings  [F Exportto ~
[~ Batch Date « [l Approved ||  Batch Total
2019-07-30 R-1150.00
2015-04-13 R 114.00
2015-03-16 R0.00
2015-03-04 R0.00
2015-02-12 R 0.00
2015-01-22 R0.00
2014-11-13 R0.00
2014-10-14 R0.00
2014-09-18 R0.00
2014-09-15 R 0.00
2014-09-02 R-1 490.00
2014-01-15 R0.00
2013-10-07 R0.00
2013-08-20 R0.00
2013-07-31 R0.00

You can approve this batch now or you can select to open the batch and approve individual transactions within.
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Select the relevant batch from the list.

Search
8, Contact Management ~ | | [ New & Clone.. X Delete [ Edit §48 Approve <% Refresh =7 Reset View Settings [ Bxportto ~
8| Commission

2 ro 7, Batch
& Recipient  Excel XML M A atdl
% Recipient / Excel XML Map / Ad Hoc Expenses / July 2019 Expenses / Batch

|5 Recipient Statement

(@ Template Bank Reference I Batch Date ~ [l | Approved | Batch Total

[%] commission Contract T T

Commission Statement v (2 % luly2019 Expenses 2019-07-30 R-1150.00

8] Bank Statement Transaction %3 BNK234 2015-04-13 R 114.00

b statement Payment Batch @ PT20150316 2015-03-16 R0.00

\B« ey @ PGT201503 2015-03-04 R0.00
3 Confiquration

L @ PT20150212 2015-02-12 R0.00
' Financials =

@ PGTE8585 2015-01-22 R0.00
P Asset Register >
@ PGT9898 2014-11-13 R0.00

(@ Administration =
— @2 PGT768585 2014-10-14 R 0.00

Open batch to approve individual transactions.

(] New &y Clone...

5" Batch - July 2019 Expenses

°¢ Recipient / Excel XML Map / Ad Hoc Expenses / Batch / July 2019 Expenses

[ Edit ﬁ Approve 4% (¥ Refresh =7 Reset View Settings

Bank Reference:  July 2019 Expenses

Batch Date: 2019-07-30

Batch Total: R-1 150.00

Comment:

@ Transactions

& Approve/Un-Approve T Reset View Settings [ Bxportto ~

O

Transaction Date  [v| Redpient | Description « |w| Reference |w| Transaction Type | Amount | Indude VAT |v| VAT ¥| Total | Approved |v
2 A 2019-07-30 Gerber Ralf (R.)  Monthly pre paid support PT002 IT Fees - Monthly R-500.00 v R-75.00 R-575.00
2019-07-30 Gerber Ralf (R.)  Software Usage per user PTOO0L Software License Fees R-500.00 v R-75.00 R-575.00
Sum=R-1 000.00 Sum=R-150.00  Sum=R-1 150.00
Page 1 of 1 (2 items) 1

Pagesize: 20 |r

Once the batch has been approved, the entries will be on the individual Recipients Transaction list for payment.

LE:| Contracts [ Templates {2 Retention Policies ké'Expensa Zﬁ] Targets =/ Accounts i} Statements
@ Move Transaction Q" ﬁ’ Reset View Settings || Exportto ~
Transaction Date « |¥| Description | Reference v!| Transaction Type v VatDue v Amount Due /|  Approved hd
? 2019-07-30 Software Usage per user PTO0L Software License Fees R-75.00 R-575.00
& 2019-07-30 Monthly pre paid support PT002 IT Fees - Monthly R-75.00 R-575.00
N N Barth Andreas (A E)
% 2019-06-12 Commission (Discovery) (5130087201) Mew Business R 0.00 R 9971.81 v
Commission , . .
2016-10-04 (COR20161004) Louw Leslie (L A) (53260) Trailer Fee R 0.00 R 18.13

Recipient Statement

The commission statement represents the inflows/income part of the process and the recipient statement
represents the outflows/expense part of the process. The recipient statement is a collection of approved
commission-, retention rules, expense- and tax transactions that are combined on a statement representing a

payment transaction to the recipient.

You have 2 options when generating the recipient statement

1. Generate Statement WITHOUT Retention - when no retained commission is being paid on this statement

2. Generate Statement WITH Retention - to release monthly commission retained
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Generate Recipient Statement

Quick create @ - Search
& Contact Management vl [ Mew X Delete [ B Create Expense Transactions [J (3 Generate Statement ~ 17| Generate Targets [ Refresh 7 Reset View Settings [ Exportto ~
[s) Commission ~ 5 Recipient [® Generate Statement WITHOUT Retention
= ecipien =
& Recipient ﬁ Tk ,Ei,wt [@ Generate Statement WITH Retention
B ReCIeN Shatement
(4 Template
T2l Commission Contract
Contact [~ | Client | Reference — Date o Account | [Bsrnker ~| Broker 5 Receive + | Redpient o | Payroll | Tax |  Directive 5 | Adive [0 ;?::Eme Ti
Commission Statement Number Number Added Code e House Commission Type Number Humber Percentage .
8 Bank Statement Transaction =
[l Statement Payment Batch
N Money
@ Batch <[4 Management 20110901 4 - 5 Invoice 0.00% 5 2015-01-29
i Ltd
[ Configuration Pty (1)
= Fivancials = || (g AddceGoup 20040101 2 m e Invoice 0o0% v
. Asset Register = Money
v [4 VenterJan(1) ALGD000001 2013-01-01 Management 5 Invoice 0.00% 5
(@ Administration v Pty (Ltd)
W Reports 02 Money
= (@ BB Broker 2011-08-01 v Management v Invaice 0.00% v 2019-07-04
B Toos = Group Pty (Ltd)
Money
Tools @ E“;"J”;‘m PR pGTss6677 2012-08-01 Management = Invoice 0.00% = 2019-07-04
Pty (Ltd)

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 there is a statement for this recipient that has not
been approved yet, then this process will add the approved transactions to this statement rather than generating
a new 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:

&, Recipient - Gerber Ralf (R.) e X5

Task / Redpient / Gerber Ralf (R.)

E Recipient Detail U?Tax Details |=| Competence Registers

Contact: Gerber Ralf (R.)
Account Code: ALGD000003-3 Recipient Type: payroll

Broker House: Money Management Pty (Ltd) Bank Account:

Default Commission: ~ 40.00% Payroll Number: VIP0023445
Date Added: 2012-01-01 Book Value: R 9 913 000.00
PD Rating: Balance: R12291.22
Comment: Last Statement Date: 2018-07-19

[=| contracts | [ Templates & Retention Policies = (& Expenses = k7 Targets =/ Accounts | (& Transactions [ [ Statements

=} 2 =7 Reset View Settings ¥ LE| Exportto ~ Filter All Items -

Statement Statement Taxable Payment Payment Advance
Number ™ | Date ¥ |»! | Amount | VAT el | Total T | | Tax Amount || | Expense | | Approved ™ | pate L CETEED

- z z z z z z - - z
STM-
EVX201907-5 2019-07-19 R 906.53 R 0.00 R 906.53 R 906.53 R 135.98 R 0.00 R 0.00
g;rf;(inLQEIF-4 2019-07-19 R 4 250.00 R 0.00 R 4 250.00 R 5 000.00 R 750.00 R-750.00 v R 0.00
STM- Close Off
ADM201502-26 2015-02-12 R3778.49 R-140.00 R 3 638.49 R 5 621.76 R 843.26 R-1843.26 v 2019-06-30 Statements R 0.00
i‘l;rléﬂ]ﬁﬂl—Z} 2015-01-29 R 227.22 R 0.00 R 227.22 R 267.32 R 40.10 R-40.10 L 2015-01-30 Comm201501 R 0.00
ADM‘ZD]411—2D 2014-11-13 R-751.51 R-140.00 R-891.51 R 292.34 R 43.85 R-1 043.85 v 2014-11-14 FFT3523 R 0.00
STH- 2014-10-16 R 248.40 R 0.00 R 248.49 R 202.34 R43.85 R-43.85 v 2015-02-12 PT54 R 0.00

ADM201410-19

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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statements at a time, you will need to navigate to the Recipient Statement list view.

Quick create

@ -

[ approve |G Automated Process (3 Refresh =7 Reset View Settings 4| Reset Statement [ Exportto v  Filter All Statements

& Contact Management ~| X Delete [ Edit
|s| Commission ..
_ T3 Recipient Statement
LR Task / Recipien er Ralf (R.) / Recipient Statement
Recipient Statement

AT

72| Commission Contract

& Statement ) pocipient [ SEEMENt o pmount ) VAT v

[%] Commission Statement Number Lz

8] Bank Statement Transaction hd S S

[ statement Payment Batch A e —— (5;')"“ R 0100719 R 906.53 R0.00

@ Batch

3 oo BBLBroker  3014-09-03 R 8 426,00 R0.00
{9 Configuration 2 | ADM201409-14  Group 0 ! !
< Financials ~ STH- BBL Broker oL

@ ADM201501-22 Group 20150129 R3304 Ro.00
b Asset Register ~
STM- Gerber Ralf
FaT—— = @ ononowa | oy 2019-07-19 R4 250,00 R0.00
Money

W Reports v .
% Repo @ ™ Management  2015-01-29 R 2 146.83 R 300.56
= ADMROIS01-21 | oredes
r ools o '

! | Approved

Tl e | Boense
R 906.53 R906.53 R135.98 R0.00
R 8 426.00 R 8426.00 R 0.00 R0.00
R35.04 R 35.04 R 0.00 R0.00
R 4250.00 R 5000.00 R750.00 R-750.00
R 2447.39 R2146.83 R 0.00 R0.00

Payment
Date

2015-03-04

2015-01-30

2015-01-30

| Payment

Search

< | Advance

Reference Amount

R 0.00
PAY123
Comm201501

RO.00

Comm201501

In the event where you have approved a transaction and the transaction should not be paid in this month-end

run, you may delete the transaction from the Recipient Statement which will then unlink the transaction from the

payment process and move it back to the Recipient Transactions tab. This needs to be done before the approval

of the Recipient Statement.

Select to edit the relevant Recipient Statement.

« Validate [ @G Approve [ Automated Process e Refresh

[, Recipient Statement - STM-EVX201907-5

Task / Recipient / Gerber Ralf (R.) / Redipient Statement / STM-E

Recipient:
Statement Mumber:
Statement Date:
Statement Vat Number:
Approved
Payment Date: Payment Reference:

Payment Batch:

Message:

@ Statement Transactions

X Delete | =7 Reset View Settings [ Exportto v Filter All Ttems -

Transaction Date |  Description « |»| Reference

4| Reset Statement

Paid

v

2019-06-12

Commission (Discovery)

Barth Andreas (A E) (5130087291)

~| Transaction Type

New Business

Taxable Income:
Tax Amount:
Expense:
Advance Amount:
Amount:

VAT:

Total:

| | Vat Due

(& save

™| | Amount Due

v

R 0.00

[ save and Close

Q@

) Cancel

v

v

R 906.53

Pay Recipient

The pay statement process will not only allocate the statement for payment but will also generate additional

transactions for the recipient if the recipient has a valid tax directive or any accounts set-up.
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& Contact Management > X 2 a [ Automated Process (3 Refresh [ Reset View Settings ) [A Bxportto ~  Filter | All Statements =
8] commission = ..
& recpint C3) Recipient Statement
= Recipient / Gerber Ralf (R.) / STM-EVX201907-5 / STM-EVX01907-4 / Recipient Statement
19 Redipient Statement
(# Template
I,j Commission Contract Statement N Statement Taxable Tax Payment Payment Advance
i e Number | Redpient Il g ! Amount Bl vAT el Totel B acome ™) Amount ) Beense I Approved I b, ! | Reference ' Amount
8] Bank Statement Transaction hd < < < < < < hd hd <
2 statement Payment Batch v (4 Pnooegrs  GerberRalf (R) 2019-07-19 R 770.55 R0.00 R770.55 R 906.53 R135.98 R-135.96 v R 0.00
@ Batch
3 configuration “ 2 Dpogignrs  CerberRalf (R) 2019-07-13 R4 250.00 RO.00  R4250.00  R5000.00 R 750.00 R-750.00 v R0.00
7 Financials v - Wilmott Peter . o Close Off
. @ Pvoosers (2 2019-07-04 R 114.00 R0.00 R 114.00 R 114.00 R0.00 R0.00 v 20190630 | LN R0.00
Asset Register ~
- BBL Broker Close Off
T — = @ Bvooser2 | arow 2019-07-04 R 30 13040 RO.00 | R3013040  R30130.40 R0.00 R0.00 v 20190630 | gl R0.00
F = - De Koker Jan 6 o Close Off
W] Reports @ fnooser | () 2019-06-27 R12858.78 RO.00 | R1285878  R12858.78 R0.00 R0.00 v 20190630 | gl R0.00
= Todls =
Ej ] STM- Teessen Pieter I01A 1004 R 205 20 BN R 05 20 R 05 30 B 000 R OO o IMANT IR 1935

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

Eg Statement Payment Process ol [x
Payment Batch: | N/A = |||
Journal: N/A - |||
0K Cancel
Select an existing Payment batch or create a new batch for this payment.
Create a new Payment Batch:
[} statement Payment Batch ol x
~
Batch Reference: Amount:
Payment Date: 2019-07-22 - Batch Closed
Payment Transaction Type: -aiF 4 Batch Finalised
Payment Type: N/A - |||

[ Recipient Statements
S A |

Statement
Number

| Recipient |»

% Motes [ Documents
A )

Account
Code

=7 Reset View Settings

Statement

Date »| | Amount

| | VAT

- ~
~

Mo data to display

&) [H Exportto ~ Filter All tems
~/| | Total v Er:(aunt = |w| Expense
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Property name

Description

Required

Batch Reference
Payment Date

Payment Transaction Type

Payment Type
Amount

Batch Closed
Batch Finalised

Use a reference name to identify this Batch
Date these transactions should be paid
Transaction type to display on VIP file
Select preferred payment type

Auto calculates as transactions are added
Refer to Payment Batch section

Refer to Payment Batch section

0o

Select the applicable Journal for account allocations.

After this statement has been selected for payment, no additional transactions can be added.

Statement Payment Batch

Open the Statement payment batch on the Commissions Navigation pane. You will now see all Recipient
statements added for payment.

& Contact Management
[8] Commission

& Recipient

[% Redipient Statement

I~

([ New X 4 & < (@ Refresh =7 Resat View Settings [ Exportto +

Statement Payment Batch

Gerber Ralf (R.) / STM-EVX201907-5 / STM-EVX201907-4 / Recipient Statement / Statement Payment Batch

Filter All Payment Batches ~

[ Template PaymentDate  ~ [vI Batch Reference [v] PN TSICON 1< amoung Payment Type [~ | Batch Closed [~ | Batch Finalised [~ | Last Updated ~ UpdatedBy [+
%] commission Contract = = = =
Commission Statement \ .
@ 2019-07-31 July 2019 Commission Payment R4884.57 General Payment File 2019-07-22 ElsabeV
5] Bank Statement Transaction
@ 2019-0630 Close Off Statements  Commission R46741.67 General Payment File 2019-07-04 ElsabeV
[} statement Payment Batch
% Batch () New X Delete [ Edit [l Create Payment File % Close Batch & @ Refresh =7 Reset View Settings
[ Configuration
7 Finanasis Statement Payment Batch - July 2019 QO
STM-EVX201907-5 / STM-EVix201907-4 / Recipient Statement / Statement Payment Batch / July 2019
P Asset Register
Batch Reference: July 2019 Amount: R4 884.57
@ Administration
Payment Date: 2019-07-31 e 20 v
% Resorts Payment Transaction Type:  Commission Payment
7 Tools Payment Type: General Payment File
4B Recipient Statements | &¥ Notes | [5] Documents.
=) ] LD 7 Reset View Settings 4| [H Bwortto v Filter All Items -
SSILEL i ~ ~ ~ ~l ~ ~ N ~ ~
Number vl Recipient | Account Code ¥/ | Statement Date >/ Amount | | VAT >l Total ™| Tax Amount ™| Expense | Advance Amount ¥/
STM-EVX201007-5 | GerberRalf (R)  ALGOOOD003-3 | 2019-07-19 R 634.57 R0.00 R634.57 R 135.98 R-27196 R 0.00
STM-EVX201007-4 | GerberRalf (R)  ALGOOOD003-3 | 2010-07-19 R4250.00 R0.00 R 4250.00 R 750.00 R750.00 R 0.00
(] new X Delete [# Edit f B Create Payment File & Close Batch 3 (™ Refresh 7 Reset View Settings
Statement Payment Batch - July 2019 QO
STM-EVX201907-5 / STM-EVX201907-4 / Recipient Statement / Statement Payment Batch / July 2019
Batch Reference: July 2019 Amount: R 4 884.57
Payment Date: 2019-07-31

Payment Transaction Type:
Payment Type:

[B Recipient Statements
&

Statement
Number

()

STM-EVX201907-5  Gerber Ralf (R.)

STM-EVX201907-4  Gerber Ralf (R.)

Page 1 of 1 (2 items)
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Commission Payment
General Payment File

5 nNotes  [5] Documents

(D = Reset View Settings ] |H Exportto ~ Filter All tems -
Recipient [~ | Account Code [~] | StatementDate | Amount [~ | vaT [~ | Total [ Tax Amount = [ | Expense
= & & & &
ALG0000003-3 2019-07-19 R 634.57 R0.00 R 634.57 R 135.98
ALG0000003-3 2019-07-19 R 4 250.00 R0.00 R 4 250.00 R 750.00

[l | Advance Amount [~

R-271.96 R 0.00
R-750.00 R 0.00
Page size: 20 ~
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The payment file is now available on the Document’s tab.

(] mew 3 Delete [# Edit [EJ Create Payment File & Close Batch (M Refresh T Reset View Settings
El Statement Payment Batch - July 2019 QO

STM-EVX201907-5 / STM-EVX201907-4 / Recipient Statement | Statement Payment Batch / July 2019

Batch Reference: July 2019 Amount: R 4 884.57

Payment Date: 2019-07-31

Payment Transaction Type: Commission Payment

Payment Type: General Payment File
[l Recipient Statements % Notes

'3 7 Reset View Settings [ Exportto ~
Title 4 |w| Reference ~|  Date Created v|  Key Words |  Document Type |  Created By /| | Confidentiality Level w|  Category 5

‘ﬂ July 2019 July 2019 2019-07-22 General Payment File ElsabeV None Payment File

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

After the payment file has been processed you can Close and Finalise the Payment Batch. No further changes
can be applied to any record after the batch has been closed.

| mew | 3 Delete | [ Edit | B create Payment File | % Close Batch | (™ Refresh

Process Journals
Process the applicable journals to allocate transactions to Recipient Accounts.

S w Search
@ Contact Management v []New 3X Delete (2 Edit |} PostJoumnal | (¥ Refresh [ Reset View Settings [H Bxportto ~
(8] Commission ~
= ‘ . Journal
© Financials “Taskc/ Journal

Journal I

Name + [»| Balance Recurring v|  Last Processed Date
=) Account
2 Commission Payable R0.00

b Debit Order Batch m & E | Ri3075

PaymentType
% Pa s Page 1 of 1 (2 items; 1 Page size: 20 |~
(@ Transaction Type
@ Account Type
i@ Collection Type

Commission Payment type

The Commission Payment Type is an application defined type and is used in the payment process of the recipient
statements. Each of the defined types represents an output format used for generating output to various payment
systems. Below is a sample of a general payment file generated during the payment process:

s My
| COMPAY20130731-001.txt - Notepad o|E ﬂ
File Edit Format View Help
TRANSACTIONDATE ,REFERENCE , ACCOUNTLD, ACCOUNTNAME , TRANSACTIONTYPE , DESCRIFTION, AMOUNT , VAT, TOTAL -

"2013/07/31","COM20130731", "VIP0023445" , "Gerber Ralf (R.)","310/300","Commission”,”28658","4012","32670"
"2013/07/31","COM20130731", "VIP0023445"  "Gerber Ralf (R.)","310/300","Conmission”,"18633207"," 3069014 ", "21702310"
THFEND##", 21734081

Print, export and e-mail Recipient Statement
Recipient statements can be printed, exported or emailed from the application using a manual or automated
process.
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Automated process
An automated process will be setup by your System Administrator.

Select the relevant automated process to distribute multiple Recipient Statements simultaneously

& Contact Management > X 3 a (@ Automated Process )% Refresh 7 Reset View Settings = 7 [H Exportto +  Filter All Statements -
8] commission = .
- T3 Recipient Statement
STM-EVX201907-4 / Statement Pavment Batch / July 2019 / Journal / Recipient Statement
12 Recipient Statement
[ Template
5] commission Contract Statement |- o ) Statement = = ~ | Taxable L Tax = = ~ Payment . Payment . Advance |
3 umber ate ncome moun ate erence moun
Commisson Satemant iy Redipient osi Amount VAT Total 0 o Expense Approved GE: Ref oy
#) Bank Statement Transaction . < < < < < < . .
G} statement payment Batch v 2 EV“X"Z’DMH Gerber Ralf (R.) 2019-07-19 R 634.57 R 0.00 R 63457 R 906.53 R135.98 R-271.96 v 20190731 July 2019 RO.0
@ Batch
3 STk ber Ralf )
Dj Configuration | & EVX201907-4 Gerber Ralf (R.) 2019-07-19 R 4 250.00 R0.00 R 4 250.00 R '5000.00 R 750.00 R-750.00 b4 2019-07-31 July 2019 R 0.0|
7 Financials v STM- Wilmott Peter y g Close Off
4 £ EVX201907-3 5 2019-07-04 R 114.00 R0.00 R 114.00 R114.00 R 0.00 R 0.00 v 2019-06-30 st ents R 0.0|
P Asset Register ~
STM- BBL Broker Close Off
T —— = 2 | pno10072 | Grous 2019-07-04 R 30 13040 RO.00 R3013040  R3013040 R0.00 R 0.00 v 0180630 goe RO.0
STM- De Koker Jan Close Off
[ rts ~ -06- -06-
W Repor 2 | ppaoi00s1 | 0) 2019-06-27 R 12 858.78 RO.00 RI285878 R 1285878 R0.00 R 0.00 v 0180630 goe RO.0
@ Tools =
STM- Teessen Pieter , o
@ Aowaoisi020 (.6 2016-10-04 R 305.39 R 0.00 R 305.3% R 305.39 R0.00 R 0.00 v 2016-07-26 1235

Reset Statements

In the event where transactions have been allocated incorrectly and needs to be un-approved, this process will
allow the reset of statements. It can only be done by a user with the appropriate security level i.e.
Administrator

[« Edit [@ Approve [ Automated Process (¥ Refresh 7 Reset View Settings Eﬁ] Reset Statement '

ik, Recipient Statement - STM-EVX201907-5 QDO

FH Task / Redipient / Gerber Ralf (R.) / Recipient Statement / STM-EVX201907-5

Recipient: Gerber Ralf (R.) Taxable Income: R 906,53
Statement Number: STM-EVX201907-5 Tax Amount: R 135.98
Statement Date: 2019-07-19 Expense: R 0.00
Statement Vat Number: Advance Amount: R 0.00

Amount: R 906.53
Payment Date: Payment Reference: VAT: R 0.00
Payment Batch: Total: R 906.53
Message:

@  Statement Transactions

7 Reset View Settings [ Exportto ~ Filter All Trems -
Transaction Date | Description a [w| Reference | Transaction Type | Vat Due | Amount Due v
2019-06-12 Commission {Discovery) Barth Andreas (A E) (5130087291) New Business R 0.00 R 906.53

In the event where a Commission Statement needs to be reset, but some transactions have already been paid
on a Recipient Statement, the Recipient Statement needs to be reset first.
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Financials

Commission Recipient Account Management

account etc.

Various accounts can also be set up from a commission management perspective e.g. Reserve Account, VAT

These accounts do not have a requirement for linked contracts and do not participate in collections

Commission Transaction Processing

Import Process

(——| SplitTransaction ]
N\

Samision |
Transaction J’

.

Pay

Product
Provider
Smtement

/
——

Split Transactica ]~
;/,'

5 ~
N
PGnTransacacr ]

o S 5 {

Split Transaction

Create Recipient Account

Accounts are accessible from the Recipient detail view:

[ New [ Edit

Create Expense Transactions

Payment
File

Account
Resene
Transaction

Accont

Transacion

mmm g Genersl Provision

[ Generate Statement ~ Generate Targets (33 Refresh 7' Reset View Settings

Recipient - Gerber Ralf (R.)

Recipient Statement / Account / Journal / Redpient / Gerber Ralf (R.}

a

& Recipient Detail | [[§ Tax Details = =] Competence Registers

Contact: Gerber Ralf (R. V| Active
Account Code: ALG0000003-3 Recipient Type: Payroll
Broker House: Money Management Pty {Ltd Bank Account: N/A
. Default Commission: 40.00% Payroll Number: VIP0023445
Date Added: 2012-01-01 Book Value: R 9913 000.00
PD Rating: NiA Balance: R 12291.22
Last Statement Date: 2019-07-19
Comment:
Contracts | [ Templates = i Retention Policies (& Expenses 7 Targets (& Transactions |5 Statements
=7 Reset View Settings [H Exportto ~

0o

Account

Page 1 of 1 {1 items)

Gerber Ralf (R.) (ACC-EVX201907-1)

[~| Balance  [+| Transaction Type [~/  Account Type [>| Monthly Reserve [/ Max Balance [*] ' Last Updated
R 0.00 | Reserve

1

Reserve account

3.00%

R 150 000.00 | 22 July 2018 02:53 PM

ElsabeV

[  Updated By 2]

Page size: 20 ~
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Account
Refer to Account section in this document

Transaction Type
Transaction type will determine if the transaction is a debit or credit transaction

Account Type
The primary role for the Account type is to differentiate between various accounts for the same owner.

Accounts can be linked to a Recipient in any of the following capacities:

Account Type Usage
Commission Account Use this account to pay the balance of the Recipient statement. This account is
optional
Reserve Account Transfer a portion (%) of the Nett Commission into this account. You can setup
multiple reserve accounts if the total percentage for the reserve stays below
100%
VAT Account Transfer the VAT portion of the commission into a central VAT account. When

the Recipient is not registered for VAT the VAT will be transferred to this
central account

Tax Account Central account to record the tax amounts withheld for each of the Recipients
with a Tax Certificate. The % specified on the Tax Directive is used to calculate
this amount

Select from a pre-set list of Account Types

Gerber Ralf (R.) - Commission Account

E:‘-I] TaE x Delete @ Previous Record
|]£ Save and Close & Validate
Mew § View W Next Record Close
- &% Save and New - ) cancel o - © NextRecors
Records Creation Save Edit Open Related Record Records Navigation Close &
Account: 0| | - |
Balance: | |
Transaction Type: | b |
Account Type: Reserve account | b
Monthly Reserve: Reserve account
Commission account
Max Balance: Tax account
Wat account

The two main areas of the Financial module are the Transaction Journals and the Accounts/Ledger.

Transactions are captured, generated or imported into a journal before they are posted to the various ledger
accounts.
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Account Structure

JOURNAL LEDGER
Read/Write /De lete Read-only

Joumal

Journal
Journals are simply a collection of financial transactions of a specific transaction type (Debit / Credit) to be
transferred to a specific Ledger account.

When journals are posted, a corresponding transaction will be created in a specific ledger account for each of
the journal transactions.

There are 2 types of Journals that can be created: “Temporary” type that is used and cleared once all
transactions have been posted and “Recurring” type that is not cleared and re-used.

Create a “Recurring” journal when you need to process the same transactions against Ledger accounts monthly.

Quick creste  « @ -~
& Contact Management [ New | 3 Delete | o Validate | (g Post Journal | (G Refresh
# Short Term
Creditiie ® Journal
B ] Assurance Task Dashboard / Journal / Journal \59 Lﬁ)

¢ Investment Save Saveand Close ¥ Save and New | ) Cancel

3 Medicalhid

& Funera Name:* Recurring
¥ uneral
[8] commis Balance: R 0.00 % Last Pracessed Date: -
+ ommission
[=] & Financials [ New X Delete | (4 Edit [ Bxportto v
Transaction Transaction Debit Credit VAT Amount
BT Dite [/ | Account T Reference Description = [l | , 0 Amount Type Indlude VAT Tatal Posted
> VAT
[EL Debit Order Batch = = = =

@ PaymentType

[ Transaction Type ”

[ Account Type No data to display

[ Collection Type
(% Administration

Count=0 SUm=R 0.00  Sum=R 0.00 Sum=R 0.00  Sum=R 0.00

Save Saveand Close 3 Save and New | <) Cancel
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Journal Transaction

' Journal Transaction @l

Detail

Journal:* * ]2 Transaction Type:® | N/A Mt

Account:® N/A @ & Credit Amount: R 0.00 2

Transaction Date:™ 2019-06-24 w | Debit Amount: R 0.00 o

Reference: VAT Type: V- Amount Indude VAT

Description:* VAT: =

Date Captured: 2019-06-24 ~ Total: =

Captured By: Elsabev Posted

0K Cancel

Fieldname Description Required
Journal This will default to the selected Journal @
Account Select the Account this transaction applies to @
Transaction Date Defaults to current date. Select the relevant date for the transaction. ()]

Reference

Description
Date Captured
Captured By

Transaction type

Credit amount

Debit amount

VAT type
Amount Incl VAT
VAT

Total
Posted

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 nor

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.
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Accounts

The Financial Module allows for a flexible structure where you can create multiple ledger accounts for an owner
with refence to one or more contracts (Policies).

The contract owner does not have to be account owner as well.

Account Structure

Owner Owner
Parson/Company Person/Company

= Account @D
Task Dashboard / Journal / Account / Account
Save Save and Close &9 Save and New | ) Cancel
Account Number: Is Active
Owner:* N/A & # Collection Day: 1 &
Account Type:* N/A ~ [| # Reference:
Bank Account: N/A ~ # Joumnal Balance: R 0.00 <
Email: Balance: R0.00 <
Vat Number: Debit Grder Amount: R 0.00 <
@ i . Joumal Tr i |2 contracts
Recondile Transaction ~ | E Exportto o
Transaction = |  Transaction - - . = - ~| Amount ol = = = o =
Date I~| | Reference || Type I¥| | Description [~ ' Debit Amount I~/ | Credit Amount | Indude VAT [~ VAT Type v VAT [>! | Total [~ Recondled 2]

< < = /A = < : =2

No data to display

Sum=R 0.00 Sum=R 0.00 Sum=R 0.00 Sum=R 0.00
Fieldname Description

Owner Select owner of the account from the drop-down menu

Account Type Select from predefined drop-down menu

Bank Account Field will become active depending on Account Type selected. Select bank
account as captured on Client Contact detail view.

Email Capture email address if applicable

Is Active Select if Account is Active

Collection day 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.

Reference Enter appropriate reference that will appear on client’s bank statement
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