Teessen Consulting

Elsabe Vermaak

Teessen Consulting

07/2020




Teessen Consulting

TC Commission Administration User Guide —V11.20104.2009.8

Contents
3o T [T 4 ' T 7
(0010413 0T o T TR 1 Lo U o U 7
COMMISSION LIFECYCIR ...t e s s rree e e s e ras e s s rras e s e e s assessesnsssssennsssssennsssssennsssssennsssssennsssnnennnnns 8
R =TT A T T I o T N 9
Manage Your USEr detailS.......cccceuuieiiiieieiiiieeeiietiserrenaneeeeennsesrennsseseennssessenssssseenssssseensssssennsssssennsssssennssssnennn 9
HOME LIiSE VIEW c.uiiiiiiiiiiiiiiiiiiiiiiiiiiiiieiiniiiieesinsesienessnnsssirasssiasssssssssrsssssssnssssasssssssssssssssenssssanssssanssns 11
(00T 0} 2= ot A 1Y/ =T 0 = T =T 0 01T £ N 12
Create @ NEW RECOIM ......iiiiiiiieiiiiiiiiiiiiresins s e s s e s s s e s s e e s e s s s s e e e s nassssssssssneesnnssssssssssnenns 12
L =T = Yo Ty I =Y oo T o U 12
CHENT DETAIIS. ... ettt ettt ettt ettt et et s bt sbeesb e e bt et e e a bt e bt e ebe e b e e b e e et e s abesheesbeenb e e bt em bt eat e eateebeeab e e b e e beenbeennesneenaes 13
(@5 oI D =Y =Y | £ SRR 15
AAITIONA] INFOIMAION ...ttt st sb e s bt et e bt e st e e et e s be e s b e e beeabesasesmeesaeesbeenbeenseensens 16
TASK ettt ettt ettt h e bttt ettt e h e b e h e bt et ea b e b e e sh e e b e e eb e e b e e Rt e e R et e Rt ek e e b e e R e e R b e e bt e bt sheeeheesheenh e et e e Rt e en b e ehaenheenbeenbean 17
PV o LT DY = | SRR 17
[Ty v | I @oTe [l WoTo) (U o PSSR 18
2] 1 o olo 10 1o ¥ £ PSSR 18
REIGLIONSIIPS ...ttt ettt ettt ettt e bt e bt e e b et e s bt e e bt e e bt e e bt e e bb e e bt e e bt e e b et e nb e e bt e e eae e e bt e e sabeeehteesaneennns 19
(00T ) o - o TP 20
CONEIACT ROIES ..ttt ettt et et b bt b e e bt s ea e s eee s ae e s bt e et e a e e et s eae e emeesbe e be e neeanesanesanesae 20
(@17 o= W @o T o =L o 1SR 21
Convert CoNtract ROIE t0 CONTACT .....coiiiiiiiiiiieetee ettt st s s bt s e s bt e sb e e sbeesbeeebeesbeeereenane 23
3 0 =P 24
Add NOLE From INSUNE AGG-IN. ..eouiiiieiieiieree ettt st sb e st e et et eaeesbe e b e e b e e b e eabeeabesaeesaeesbeenbeenbeensenas 25
0T Yo ¥ ] o 0= o 25
SIMIS @NO SIMIS LOES . uuvteiiiutieeeeiieeeeette e e sttte e e sttt e e s e ate e e sateeeesstaeeesssseeesanaeaeesnsseeeansseaesassaeeesnsseeeanseessansseesansseeeannsseesannnnessnsseaannn 25
10 T TSP T SRR TROPRTOT 27
Re-Send and/or FOrward eXiSting @Mail.........ccccvuiiiiiiiiiiceieeeceeete ettt e te b b e etveete e beesbeebeeabesasesanesseeseenreens 29
(O LU LTy o T =11 =TT PPR PN 29
NEeW COMPANY FECOINU.......ciiieeiiiiieieeiireeeerennseerennsseseenmssessenmssessensssssssnsssssssnsssssssnssssssnnsssssssnsssssssnsssssennssssnes 30
(0707 00Y o =14 120 011 - Y| SR 30
DEPAITMENT CONTACTS .. s s s e s s s s s s s s s s e s s s s s e s e s e s s sasasasasasssssssnsssnsnsnsssnsssnsnsnsnsnsnsnnnns 31
Convert Department Contact t0 CONTACE FECOIU.......iiiiiiieiiiiiieie et e e e e e e e st e e e e e e e e e e bbareeeeeesenasebeeeaaesensnnsees 32
(8= R oY ele ] Lo 10 L= Y2 o =4 e U1 o] s =SS 33
Create @ NEW LEAd .......uueeeeemeeinininininininiieeenteeneeieeeeaeeeaeseseaesesssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnnns 33
1] VT o ] =T SRRSO 34

2|Page



Teessen Consulting

TC Commission Administration User Guide —V11.20104.2009.8

Document ManagemMENT ......cccciiiiiieiieiiieireiieiieiisieitniieiresrastasisssrestossssssesressassassssssassassassssssassassassnes 35
New Document from SYStEIM @r@a......cc...ciieeeeiirrirneieriennneereennsereennssessennssessensssssesnsssssesnsssssennsssssesnsssssennssssnes 35
From INSUre Add-in cccccviiiiiiiiiiiiiiiiiii i n e 36

INAIVIAUAT DOCUMENES ...ttt sttt ettt e ae e s b e b et e e s et e s aeesbee s bt e bt e bt ea st eseesb e e b e e s e eanesmnesmeesmeenseenneenneans 36
(Do Tol8 oo T=Y o A X o = V25U 36
TASK ATEACIMENTS ...ttt ettt et e s bt e et e s b e e e bt e s bt e e bt e s beeeabeesabeeeabeesabeeeabeesabeesnneens 36

LI T3 198V T F= =0T 4 =T 4N 37
[ T 3o o T T 37
Create @ NEW TasK .....ceeueeeeeemminieiiiniiiiieininieieieisieiieeiseseseaeaesesssssssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 37

From the NaVIBation Pan@ ........ee ittt ettt sh e et e s bt e e bt e e s bt e e bt e e s abe e bt e e sab e e bt e e sabeenbeeesabeesnteesnneennnes 39
a0 4 T T o | - o PP 40
FPOM @ CONTIACE/ POLICY c.vviiviieiieciee ettt ettt ettt ettt etee et e et e et e e tae e teeestae e beeestseetbeesseeeasbeessseesbeeasseentseesaseensseesaseensbeesaseesnas 40
From your @mail (INSUME @dd-iN)i....ui e icieeiieccee ettt see et e e stae e ta e e stee e beeessae e beeassaeenseeassaeesseassseessseassseessseennseennses 40

LI K @ e -2 40
o] T T S oY= o T T I T USRS 41
FrOM Add NOTE ACLION 1.ttt ettt ettt e b et e sh e e e bt e bt e e bt e e bt e e bt e e sase e b et e sab e e beeesane e bt e e sabeenseeesaneeneas 41
1o 1 =TSP OOORPRRRROON 42
BN e h bt ettt e h e b ekt e bt et e e Rt e sh e e sh e eh e e bt e R et e Rt e eh e e eb e e bt e bt e bt eabesheesheenbeenreenreeas 42

1o 1TSS 42
BN et b ettt e h e b ekt e h e e et e e Rt e sh e e sh e e eh e e bt e R et e R bt eh e e eb e e bt e be e bt eabesheesheenheenreenreeas 42

1] OO P PP PPPPPRPTPPPPRE 44
FrOM INSUIE AQT-IN 1.ttt et s et e sb e e s bt e s bt e e bt e e s abe e b et e s bb e e be e e smaeenba e e smneeanaeesnnesnnis 44
Re-send an @mail from taSK 108 ......eiiuiiiiiieie ettt b et e st e bt e s et e e bt e e st e e sba e s b e e nnt e e sareenanes 45
Task AttaChMENT......eeiii s s 45
0T o I T U 46
TaSK LiSE..uuuuuii s s 46

L0 LT T T4 Ty T =R 46

= T T =] | 48

AULOMAtEd PrOCESSES .. iiiiiiriuuiiiiiiiiiiiiiiiiiiee et ers s s e e s e s e e e s as s s s e s e s e s ansssssssssseneessnnns 48
AULOMALEd ProCESS QUEUE.......citeuiiieiiiieiiiteeiiieeiiieeereasisrasessnsssrssssssssessnssssnssssnssssssssssessssnsssensessnssssnssssnssssanss 49

30T o o] o 49

[T 4« 0 T4 T R 51

Data analysis & CUStOMIZAtION......ccciiiiiiiiiiiiiiiiiiiiiiiirrir s rsasessresessssnensssssssennssssssnnnses 54
LY =T o 4 T3 N 54
SOrtING Of At ... ciieeeiiiiiiiiirrc et s s e e s ren e s s s ene s s renesssseanssssseanssssseanssssseanssassranssasaennes 54

3|Page



Teessen Consulting

TC Commission Administration User Guide —V11.20104.2009.8

(T Lo TuT 1Y =d o] F- 1 - T U 55
Add or remove columns from list VIEW.........coceiiiiiiiii s 56
(0] {749 0ol T o L1= TP U OO SRR PR PROP 56

(@ o= o TN olo] [ 0 4T IRV T Lo o SRS 57

[T LY=o [} o] T T T T PP T TP T ST PPTRTPPOPPPTOT 57
Grouping Of TASK AETAI VIBW .....cciceiiii et e sttt e e s te e e e st e e e et e e e e seaaaeeesateeee e ssseeeansaeeessseeeanssseesannsaeesrnseaanan 58

The COMMISSION PrOCESS.....ciiiiueiiiiiiiniiiiieniiiiireneiiiiensieiiessiiiieesssiirensssssresssssstssssssssssssssssssensssssssnns 59
L o T 0TI o] == o N 59
(=01 | o 1= ] /U 60
RECIDIENT AETAII ..ottt ettt e b et e s bt e e bt e s bt e e bt e e bb e e bt e e sbeeeab et e se e e beeesabeenbteesaneenbteesaneennes 60

LI D =] = TSP UPR 61

(000 aa] o 1] =] o [ol I =T 4 1 =T P PPPPPPPPTPPPRE 61
(600] 01 4 = Tot £ TP PP PPPPPPPPPPPPPPPPPPRE 62
LT 801 o 5L ST 64
COMMISSION SPIIt RUIES <.ttt b et s e s bt e s be e sbeesb e e bt e st e eabeebeesb e e be e beenbeennesaeesae 65
LI T=Y oY d oY T oo o= PSSR 67

Y YTl U =Yg =T I =T 7= ot d [ ] o F- TR 68

REVOKE RETENTION RUIE ..ciniiiiie ettt e et e et e e sttt e e e st eeseaate e e saae e e e nbeeeesnseeesasseeeeansseeeeanseeesanssaeesnssenennn 69
Release Initial amount without releasing all Retained transactions ..........coceieereeiieiieiiniene e 69
EXPBNSES .ottt e et e e et e e e et e s a et e e e s s b ettt e e e s e ettt e e e s e araa e e e e e s eaaas 70
RECUITING EXPENSES oeiiiiiiiiititte et ettt e e e e e sttt et e e e sttt e et e e e sesaab et eeeessesasbateeeessesasssssaeaeesesansssnsaeeesesassssssnaeeesssssnnssnneenens 70
Yol T 3PP 71

QLI 1011 6T o 1P PP 71

] 7 110 0 =T 01 PP PPRPPN 71
CommMISSION CONTraCE......cciiiiiiiiiniiiiiiitiirii e s e e e eas s s s e s s s e e eessssssssssssnsenes 72
Create a New Commission CONIACt.....cccuuuuuuiiiiiiiitimmmnniiiiiiiiiiitieiiieiitiieieesiiiiiieteeeressssiiiisreeeressssssssssseeenes 72
(0o 491 4 1S T o TP 73
IMIATKET VAlUBS.....ceeiiieieeeet ettt et st st sae e s bt e et e et e et e r e e s r e e bt e bt esnesanesanesreesreenneenneens 73
SEALEMENT DELAIIS ...ttt st st bt st e s b e e eab e sreeearee s 74
CONEIACT LINKS ..ttt et ettt ea e s ene st e s bt e et e a e eae s eas e smeesre e ne e neeanesanesanenae 74
(00T o 4= Tot A 2o <P TP TSP PP 75
] 0 USSR 75
Bank Statement TransSactioN ........ccuciiiiiiiuiiiiiiiuiiiiiiiiiireiirrseisireasssstessssssrensssssressssssssensssssssnnsses 76
IMPOrt Bank SEatemeENt ..... oo et reeeree e e e s sne e rea e seaseseasssensssenssssansssensesensssanssssnassnnnns 76
CommMISSION STAtEMENT......cvueiiiiiiriiiiir s re s s s e s rasssssassssassssenssssenssssanssssns 78
4T oo T 4T o oY o= 78

4|Page



Teessen Consulting

TC Commission Administration User Guide —V11.20104.2009.8

[MIPOIT PrOCESS OZS «.uveiiuiieitieitie ettt ettt ettt ettt et e bt e bt e s bt e s bte e bt e e bt e e bt e e be e e bt e e sab e e bt e e sabeebe e e sab e e bt e e emneeabeeesabeenneeesaneeneas 80
Processing COMMISSION ..iuuiiiuiiiiuiiineiiinniiiieeieiiseieimmessimmsirssssinssssrssssrsssssrsssssrassssssssssssssssssssssnssssanssss 82
0] o To T I T4 - Tt 4 T T3 83
AMEN TraNSACION ....iivuuiiiiiiniiiiitiiie ittt tisaeetttssssssttssssssttsssssstesssssstesssssstesssssssesssssssensssssssnsssssssnssnss 83
APPENA FIlES cuniiiiiiiiiiiiiiiiiiiiieiiiieeiieeeseirseeeettsasesttssssestesssssstesssssstesssssstesssssstesssssssesssssssensssssssnsssssssnnssss 84
Create Broker CONTraCT........iiiieiueiiiiiiiiiiiiinniiiiiiiiinessnmsisisiiirersssssssistimmessssssssssssstmeeessssssssssssssesssssssssssssanns 85
Create TranSACTIONS. .. .ciiieuiiiiiriiiiireiis ittt trraestrraesssrsasssstrsasssssrsssssssrsssssssrsssssssrsssssssrsnsssssrsnsssssnnnes 85
(00e] 010 VI [ 4 I @] o 11 = o S PP PPPPPRRT PPt 86
COMMISSION PrOGUCT.....veiiitiiiiieciet ettt ettt ettt e sttt s b te ettt e s hbe e bt e e sbbe e beeesabeesabeesabeesabeesabeesabeesabeesataesabeesabaesabaenaseens 86

(O0e] 010 a VI [ ] o N =T 4 157 Lot o o S OO PP PPPUPPPTRRPOE 86

o o T X 3] o] L1 £ RN 88
[0 Tl 0o 01 { - [o! O T T O O T O PSP P PP PP PPPPPRPP 88
(UFoTe =Y d I - 1Y [ 4 (o o IR PR UUPRN 88

LT T a1 = TP PP T PR OPPTOPI 89

(O =TT YT = o o 1] oY= RS UPS 89
APPrOVE TraNSACIONS. ... cieeiiieiiiiiiieeiittaiitntettnsistnsisreesersasssenssssssssssssssssssssnssssnsssssssssssssssnssssnssssnssssnsssssnsssnns 91

Y T o] oV 7= = 1 =T 4 01T 41 S 94
LY T TV 1 Yo =L 94
Recipient Month-ENd ProCess .........ccciiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieiiiieieeeeeeieeeieeeieeeeeeeeeeeeeseeeeeseseessesesesee 96
0 Tq o 1= 1 -3 96
RECUITING EXPENSES ... s s e e s e s s e s e s s e s s e s s s s e s e s s s aaaasasasssssasasssssesssssssssnsssnsesesesesesnsesnsnsnsns 96
BatCh @NTriES / JOUINAIS.........iiieiiiiieeiiieiieeeeteaeeaseeiereeesssssssssesesseesssssssssssesseessssssssssssssesssssssssssssssessssnnsssnnnns 97
T T o 11T 0L A3 = 1 <] 1 =T o R 99
GeNerate ReCIPIENT STATEMEBNT ....uiiiiiii et e e e s et et e e s s e s sbateeeeesssssbssteaeesesassssseaaeesesannsnnres 100
Transactions With Retention POlICY ......ccciieiiiiuiiieeiiieeiiiteereeietencrteeerensetensereasesrasesenssesnsssrsssessnssssnsesansesens 100
Approve Recipient StatemeENnt..... ..o iieiiiiiiiiiiircrrerereres ettt teessnstenssessseseraseraserasesnssssssnsssnsssnsesnnsen 101
Pay RECIPIENT ... ittt reesereeereasstenssstassssnssstnesssensssensssensssssssssnssssensssenssssnssssnnssssnsssnnssans 101
Statement Payment BatCh.... ... oot reea e s ee e s e e e s e e na e s e s nnss s esnnsnasenassnnsenannnneennn 103

o oo T T U 4 T £ 104
(0] T 0 1T [e ] a W - A 41T L Y/ < =T PPNt 104
Print, export and e-mail Recipient Stat@mMeENts.........covveeiiiiieiiiiiiciiiireer e renese s rene s s e enessssenssasssenenes 105
AULOMALEA PrOCESS .uuuiiiieuuiiiireuiiiiirnniiiiiieniiiirenssisttrrssisimesssssstmensssssmessssssssssssssssrsnsssssrenssssssssnsssssns 105
LTy A =) =T 4 1= o 105
T3 T T3 ol N 106

5|Page



Teessen Consulting

TC Commission Administration User Guide —V11.20104.2009.8

Commission Recipient Account ManagemeNnt ........ccciieeiiieeiiieniiiiniiiieiiiniiieeieresiiessrssssssnssssnssssssssssassssnssns 106
Create RECIPIENT ACCOUNT ...ciiiiiie ittt st e s s et e s s e e e s et e e sabe e e s s b et e s e sbe s e sambbeessbaeeesnnaeesannnees 106

X olole TU Ty | PP PPPPPURPTPN 107

LI LA LT Toi A Lo g T Y/ o TIPS T P PPPTTP 107
FAXololo 10T o) S Y/ o 1= TSSO OROPTPON 107
011 T T | N 109
o TU T I I T KT Vot o o P 109
ACCOUNTS «oeeiiiiiiiiiiiiiiiiiiiniiieiieiieeiiesiiraierssiaesiasstassssssesssosssersssrsssrasstesstesstassssssssssssssssssssasssassssnsssnses 110

6|Page



Teessen Consulting

TC Commission Administration User Guide —V11.20104.2009.8

Introduction
The Commission System keeps track of all commission recipients (Financial Advisors) and their various broker
codes with Product Providers through which they earn commission and/or fees.

This system 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 provides details regarding data requirements on various system

views.

e

Short Term

— \Insurance e

Time

Qnagement | \Collections

- Contact

Financial &

Management
Extended

\Services

Integration

Credit Life eI

\ i \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.
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You will also receive commission from various Product Providers for various transaction categories/types.

Each of these set-up functionalities are described in full in the TC Desktop Application Administrator Guide on the
Help Resource page.

Commission Lifecycle
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.

8|Page
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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 logon, you need to use the User Name and Password provided by Teessen Consulting

@ Loon >

Welcome! Please enter your user name and password below,

Iser MName: |ElsabeV

Password:

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 system and your user identity is therefore important.

@ change Password — O x

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

i j below,

Old Passwaord:

New Password:

Confirm Password:

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

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

) DR BB B vipPes 0O 5 B O
[ | » = ® R
Back Forward New  Clone... Save Saveand SaveandMew = Validate ChangeMy Reset Cancel —Refresh User Open Related Show Workflow ~ Refresh  Previous NextRecord

v v v v Close v password  Password Full Name Record Record
Viens History Navigabon | Records Creation Save 1 Edit RecordEdit | Open Related Record Workfiow View | Records Navigation
Navigation €| Full Name:= Vermask Elsabe (E.) User Name:™ Eisabey
v Contact Management iling Rate: R0,00 /)15 Active

astbod My Person: Vermask Elsabe (E.) prefla® B

Contact.

Motify Email elsabe@teonsult.co.za Color: o.0.0.0

Company

Department Contact Confidentislity Level:  Level 5 Email Account: [Cutiook Mail

Person Reminder Check Time: 0 | Team: Commission

Suppler Change Password On First Logon 1s Admin

Task

Contact Group n Is System User

Not= Roles | User Groups | Notifications | Email Signatures

Document =]

M B @
Questonnare
e Title 4 | Notification Type Date Created Priority Created By URL
mai

Emai Manager Mail » TASK (TC-ADM201307-100603) Notification popup 2018/11/05 v Low PieterT

SMS.

Calendar

My Details

T CTETE
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1. Change my Password

@ change Password = O X

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

below.
A

Old Password:

New Password:

Confirm Password:

ance

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

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
Manage your account details

10| Page
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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.

Navigation Pane

This specialised toolbar gives access to the various areas within the system. The Navigation Pane can also

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

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

TC Commission Administration User Guide —V11.20104.2009.8

Home View Tools
— -
Q0 (& XARZRALU® » ¢ L o o
- Contact Listview - - Al Items - Text to search... Search
Back Forward New Create Delete Client atWORK BriaCall SMS  Email Open Related Refresh Show in Previous NextRecord Save New
- - Lead Portal ¥ - - Record Report ¥ Record Filter
Views History Navigatiol ecords Creation Edit Record Edit Open Related Record View Fiters | Wild search Ful Text Search 2
Pre-defined filters
Navigation 5 5 || Draga column header here to group by that column
Displayname 4 | Contact Type Contact Category Legal Reference Wark Number Cell Number Email Language Group Primary Record |Open Tasks Consultant
e —
Contact Management abc = = A
Dashboard RICOy TTUs = eT (Vi) o T e 2 e e
A1 Coy Trust Unknown (U.)  Orphan Engish ABC Group - Coastal 7 0
(E7 2 Filter row R "
Absa Investment Managem... Supplier Big Ben Admin Servic. | 0
dp Company adams Berje (BT) orphan 410604123410 (011) 4151585 English ABC Group - Coastal 7 0
& Department Contact Advice Group - Coastal Broker Root 0
2~ AficaFaith (F) Lead 520118123481 Englsh Ralf Gerber & Associ v 0 Teessen Pieter (P.G.)
erson
Alberts Ursula (UL) Client. 480401123487 2784719555 Afrkaans Ralf Gerber & Assodi. | 1
Tesk Alberts Ursua (U) Orphan 80401123465 Engish ABC Group - Cozstal 7 1
2 contactGrovp Algar Helen (HR) Client 371113123485 info@tconsult.co.za | Englsh ABC Group - Gauteng 7 2
& rote Algar Owen (0.7) Clent 360415123460 (021) 1234567 engish ABC Group - Gauteng v 1 Teessen Pieter (°.6.)
o
Allan Gray Supplier Big Ben Admin Servic. V| 0
[ ecument Allanson Educatonal Trust | lient 12205730 Engish ABC Group - Gauteng 7] 1
[&] questionnaire Allem Marie (MK) Client with RA 350924123487 0826549874 Engish ABC Group - Gauteng 7 1
Bl AltRisk Supplier English Root 0
& Ema .
Andersen Jonathan {1.M.) Client. 560427123487 {021) 1243655 English ABC Group - Gauteng V| 0
Arnold Zacharia (Z G M) Client: 530706123488 Afrikaans ABC Group - Gauteng v/ 0
& Contact Management Aviation Gity dlient acra7 rynerd@tconsuitco.... Afikaans Root 7 1
@ Commission Bagley Elizabeth (E A} Client 500806123482 2781048555 English ABC Group - Gauteng v/ 0
BarrattDavid O P) Client. 480830123483 Engish ABC Group - Gauteng 7 0 Gerber Ralf (R.)
) Financials Barratt Joy (1) client 450528123464 Englsh ABC Group - Gauteng v [
. Barry Redger () Client. 500220123487 Engish Ralf Gerber & Associ 7 1
& Asset Register
Barth Andreas (A E) Client 550311123485 0324451555 englsh ABC Group - Gauteng v 0
(@ Administration Barton Attomeys Product Provider Englsh Root 7 o
Bass Paul (PL) Client 80316123461 0026376555 Englsh Ralf Gerber & Assoc v 0
i Reports Batchelor Robert (R J) Clert sa0511123485 71681555 Engish ABC Group - Gauteng 5 0
# Tools 551 Broker Group Client ABC Group - Gauteng v 0 Teessen Peeter (P.6.)
BeckPeter (P M) Client. 510801123483 2781972345 bekker2@amail.com  English Ralf Gerber & Associ 7 0 =
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All records captured in the system are referred to as a Contact, whether it is a person, company, supplier etc.

Create a new Record

[ ]
primary and non-primary records.
[}
e  Person — List of person records in the system.
e  Supplier — List of Suppliers

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

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

It is important to determine what type of record you want to create before clicking the ‘New’ button.

The selected button will be highlighted on the Navigation Pane.

When you have selected Contact, you will need to select either Company or Person from the drop-down menu.

When you have selected Person or Company, that record will then automatically be created:

h

Me

-

X

Delete Bria Call

-

Client
Portal =

Rect g Company

o Person

:.1 ‘. Fons)

—

5MS

New Person record

-
© D. X 2 LE@e & B O RE o
- =
' Gt & © "l [person lstvew x u Alltens T search
Back  Forward New Delete  Clent GiaCal SMS  Emal  Workflow Show Workfow = Refresh Automated  Showin us NextRecord Save New
- - - portal + Instances Process *  Report * Filter
Views History Navigation Records Crestoll 5 Select New Record Edit Workflow View Records Navigation Filters Full Text Search
Navigation <
4 Contact Management A [sumame FistName  |DNumber | Contact Type |Work Number |Home Number | Cell Number a | Fax Number | Email Gender |Date OfBirth |Language | Employer Group Contact Cat... [OpenT... | Consuitant
Dashboard 7 [ oBc Wl Wl s sfc W Wl Wl Wl - = W W ol Wl - Wlc
zunﬁcl » [Moprse K 5108025418... Clent tan@tconsul... Male 1951/08/02  Afrikaans Bakers Insur... 0
ompany
Deporment Contact Haroun R 7508015104... Orphan tian @tconsul... Male 19750801 Afrikaans M58 Indepe 0
[ Zide s 8009015941... Orphan (073)5984491  (073)5984491 tan@tconsul... Male 1980/03/01  Afrikaans MsB Indepe. 3
Suppler \ Sooysen H (CANCELL... _5401145083... Orphan (041)4611370 (041)4811370 tian@tconsul... Male 18540114 Afrikaans MSE Indepe... [}
Task I 1. Select Person from the Navigation panel l Orphan tian@tconsul... | Male Afrikaans MSB Indepe 0
CEEery 00819... Orphan tan@tconsul.. Female  1959/11/30  Afrikaans MSE Indepe... 1
Hote Hanekom Sunette Consultant tian @tconsul... Male Afrikaans Bakers Insur 0
Document
Malan jan 9104125213... Lead tian@tconsul... Male Afrikaans Lead 0 Administrator
Questionnaire
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On the Navigation Pane, go to ‘Person’ and then click on the ‘New’ button to open the new person dialog box.
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Client Details
Da HE B vea 22 Uge o} ia B R E O O B

New  Clone...

Records Creation

Save Saveand SaveandNew Validate Cancel

Close Portal v
Save Edit
Details | Office | Additional Information

Workflow Show Workflow | Refresh Automated Showin | Previous NextRecord — Close
Process v Report | Record

Client  atWORK Bria Call  SMS  Email Open Related

Record Edit Open Related Record Workflow View Records Navigation  Close.

Displayniame:
Surname:*
First Name: =
Second Name
CallName: =

Initials:*

oll]
o[
o

Select Validate to highlight all the required fields I ] [ Primary Record

| Date ofBirth [ -]

| pate Deceased:

O

| Age 0

]

|| mnumber: [

Titer= [<]]

- ‘ Language

Work Number:

Gender:
]

[Female

CellNumber: [ -~ x| FaxMumber [ - x

Home Number: | - x| Emaik [

Open Tasks: 0

Tasks | Addresses | Bank Accounts Contracts | C Notes | Documents | SMS | Email | Phone Logs | Questionnaires | Propertyshests

DRERECAOC:- -

| raskruumber

X|& -8 -

= [contect [rvwe

MR 4 B aL [ | soninReport ~ | @ @ | [MyTasks Y -

[ subject |pate created |startDate [oue pate Status Priority Assigned To Percentage Complete

T - = W0 = = = = = - -

e  All compulsory fields are marked with @

e The
pre-populated list.

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

Fieldname Description Required
Displayname Automatically created from the surname, first name and [+
initials once they have been captured.
Surname Person surname will form part of the display name. The ()
combination of first name, surname and date of birth
must be unique
First Name First name. The first letter will be used in initials @
Second Name Second name only used as part of the initials
Call Name Default from the first name and can be changed ()]
Initials Based on first and second names and can be changed ()
Title Selected from a list. List can be maintained by a user ()]

Work Number
Cell Number
Home Number
Primary Record
Date of Birth
Date Deceased
Age

ID Number
Language

Gender

Fax Number
Email
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with the appropriate rights.

Telephone number at work

Cell phone number is used for SMS services

Telephone number at home

Select if the record is a client or person you mostly deal
with and not just a contact.

It is recommended to select the date of birth. This date
will be used for default birthday filters.

Enter deceased date of the client. This date is directly
linked to a Funeral Policy. A deceased person record will
be displayed as a “strike-out” record.

Calculated from the date of birth

Identification number of the person.

Select from a list. This is important if you want to
communicate to your client in their preferred language.
Defaults from the selected title if possible. Else select
the appropriate title of Male or Female.

Fax number for the person

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

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

R EHE H se23 00 0 M4 B
[C2] A
O fa B B 2= 2 = b
New Clone... Save Saveand SaveandNew Validate Cancel Client  atWORK Briz Call SMS Email Open Related Workflow Show Wor
- - Close ~ ortal v - - Record nstanc
Records Creation Save Edit Record Edit Open Related Record Workflow
Detais | Office | Additional Infarmation
Displayname: Vermaak Eisabe (E.)
Surname:® Vermaak
First Name:™ Elsabe Date Of Birth:
Second Name: Date Deceases
Title can be selected from a
Call Name:* Elsabe pre-defined list Age:
Initials: * E h IDNumber:
Title:* Mrs. x |=| Language:
Work Number: Type:  Title =
Ced Number: Find:  |Textto search... Search| | Fax Number:
Home Number: Available records: Email:=
Open Tasks:
Title Description | Gender "
Tasks | Addresses || Ve vale 2l heets
o a Messrs Male
Miss Female
Task Number Miss. Female Ftart Date
T |0 b Male =
» | TCEVXX201806-] Mr. Male
TC-EVXX201906- Mrs Female P019/06/11
TC-SA201907-% |+ s, Female
Ms Female -

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

Details |Office | Additional Information
Displayname: Vermaak Elsabe (E.)
Surname:* Vermazk ~|Primary Record
First Name: ™ Elsabe Date Of Birth: 1970/03/05
Second Name: Date Deceased:
Call Name:* Elsabe Age:
Initials:® E. IDNumber: 7003050300083
e e ICIl(kun the ellipsis button to add or edit a telephone number l =] Langusge: .
Work Number: (021) 9753366 . x| Genders Female
Cell Number: 0328533342 < x| FaxNumber:
Home flmber: 1 %, (021) 9753366 - Contact Number - u} X
4 country:*  [South Africa Tx -
Tasks | Addresses | Bank Accounts | Relationships | Contracts | Contract Roles | Notes | Documents | M | Email | Phone Logs | Quef
Dailing Code: 27

0 A QD - X v oG- - s B ot [  showinReport - (4] T —

Task Number + |contract Type Subject ;

umber [ 021
T e = = *0e 9753366,
b | TC-EVXX201906-2 Vermazk Cornelius (C.J.) ... New Business New Once-OFf Cover 018, —
Extension:
TC-EVXX201806-3 Vermaak Elsabe (E.) (San... Policy Amenciment Policy changes 13,
TC-SA201907-34 Vermaak Elsabe (E) (... New Business Recipient Commissio... 2019

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

Click on the ‘Office’ tab to complete relevant information.
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Office Details
ContactType:*  [clent - | employer: 1-2-3 Marksting Corporation cc
ClentNumber: 123554367 | nationaity: = | south african -|
Reference Number: | | ocaupaton: | Comission Assistant [ -]
Source: [ -| Passport umber: | |
Marital Status: | Married - | AT Humber: [ |
Date Married: |2018/05/21 - | e number: [ |
Maiden Name: | van der Merwe | EthnicGroun: [ white -|
Dependants: [ 0 2| Fscanumber: | |
Salutation: [ | consuitant: [Niel Booysen -]
Group:= [ MS8 Independent Brokers -| contact category: | -]
Religion: [ - | NextReview Date: [2021/03/08 -|
Fieldname Description Required
Contact Type Select from the available list. This value will determine ©

Client number

Reference Number

Source

Marital Status

Date Married
Maiden name

Dependants
Salutation

Group

Religion
Employer

Nationality
Occupation
Passport Number

VAT Number
Tax Number
Ethnic Group
FSCA Number

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.

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

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

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

Capture date married

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

Enter the number of dependants for this person
record.

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

One of the most important fields in the application. It
will determine the group that the person is allocated
to. This field is related to security and the groups that
individual users are assigned to. The list of groups that
you can choose from depends on your user access.
Select from a pre-populated list

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

Select from the list of nationalities

Select from a list of occupations.

Enter the Passport number. No validation checking
performed.

Enter VAT number if relevant

Enter Tax number if relevant

Select from a list.

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

Contact Category
Next Review Date

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

Use this field to categorise clients

Capture clients next review date

Group is the mechanism used within the system 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 system.

Groups will have a direct impact on who will be able to access which records.

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

Additional Information

Details | Office | Additional Information

Noimage data

Additional Email: elsabe @amail. com
Additional Contact Number:
Twitter:

Facebook:

Qualification: Professional

Monthly Salary:

RO,00 T

Smoker Status: Smoker
Special Needs: No
Credit Score:
Credit Score Date: 2020/01/08
b
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 an additional email address for
your client. The field is hyper-linked to allow you to send
an email directly from your default email application,
but this field will not be used when you send emails
using the email button in the application.

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

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

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

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

Capture salary when applicable

Select status applicable

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

Date last score was calculated
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The lower group of tabs on the Client Details screen, will help you to expand on your client’s personal details and

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

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

Tasks Addresses Bank Accounts Relationships Contracts Contract Roles Notes Documents SMS Email Phone Logs Questionnaires Proper Action Bar
[} A O -~ | X &8 <% B o' showinReport ~ © |Aliems - £}

o Clag i b o HeCreRen Teerroae Due Date Status Priority Assigned To Percentage Coml.
| Be = = o = = = = - - =
¥ | TC-EVXX201803-1 Mzalwana T (TR) (Old Mu... Admin Change vehide reg nr 2018/03/15 2018/03/15 [ mProgress * Normal Maxine 20.00%

TC-5A201803-7 Vermaak Elsabe (E.) (... E-Mail Email Tool - MIS 2018/03/22 2018/03/22 2018/11/09 [ mProgress A High Hanlie Lazare 0.00%
Task
Please refer to the section on how to create a task
Address Details
Call Name:* Elsabe aalies
e ft © 0O B Bf « - 5296thsteet, Eftyt TAMA UIT 2, PRE...
s E Google Maps
Title: Mrs. File Home Tools
a 3 m71) 7 Savi
Work Mumber (021) 9?5336: O ave  Validate "&._. r. G m
Cell Mumber: 0828533342 S save and Close T i |
1 m. Cancel | #h Open Relate Workflow - Close
Home Mumber: u B save and New = Record o e
Records.. Save Edit View R.. Close -
1 Postal Code lookup -k
Taskd ank Accounts Type of Address:* |Home -
oE- X 2 F‘@ ) Address:® 529 6th street [
s Type Eftyhias Village nr 28
+ | Hol | suburb: MONTANA UIT 2 [
City: PRETORIA
Country:® South Africa -
Postal Code:® 0182
Province: Gauteng Region: City Of Tshwane
| Main + | Use For Correspondence
Latitude: Longetude:
User:ElsabeV

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.
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Postal Code Lookup
R5A Postal Code — O >
Drag a column header here to group by that column }3
Suburb T | Postal Code Region Pravince

A montana uit 2

Montana Uit 2 0132 Pretoria City Of Tshwane Gauteng
Montana Uit 23 0182 Pretoria v City Of Tshwane Gauteng
» || | Suburb Contains montana uit 2 Edit Filter

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
First Name:* Elsabe —~ o
T & 0 0 B B +« - standardBank C
Call Name:= Elsabe Fle  Home Tools
Tnitials:™ E. . Save o o
Title:® Mrs. e 5 Save and Close v e o ?.Ihed ok c\m
[ — pen Relaf Workflow 5 lose
Work Number: {021) 9753365 = Ef save andNew o Record v &
el Number: e Records. Save Edit Open Related Record R Close &
Home Number: Bank Mame: = 'Standard Bank iX -
Branch Name: Montana
Branch Code:* 051001
MRS T
Account Number:* | 25698854
fauk e Account Holder: | Elsabe Vermaak
Standard Bank
| Active ACB Checked
Statements | Statement Transactions
D - B R
Drag a column header here to group by that column
Statement Reference 4. |From Date To Date
T ol = =
User: SysAdmin
Fieldname Description Required
Bank Name Select the appropriate bank name for this account from &
a predefined list in the system.
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 be populated if captured &
by your system administrator.
Type of Account Select from a predefined list, e.g. Cheque, Current, (]

Savings, etc.
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Account Number
Account Holder

Capture the bank account number.
Provide the registered name for this bank account.

Active Select if this bank account is Active
ACB Checked When selected, the account details captured will be
checked for correctness via the validation service. This
service will be launched in a future release.
Relationships

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

Personal- and Business relationships.

O

New
Records Creation
Detals | Office
Displayname:
Surname: =

First Name:=
Second Name:
Call Name: =
Initials:*

Title:=

Work Number:
Cell Number:

Home Number:

ODf&- X
Related Party
b |NelEina (0.6

T; Adcresses

Teessen Pieter (.
1-2-3 Marketing Corporation cc

Eﬂ

save Saveand SaveandNew
save

Additional Contact Information

Vermaak Elsabe (E.)

vermaak

Elsabe

Eisabe

E

Mirs

(021) 9753366
0828533342

Create a new relationship
Bank Accounts | Relationships | fiContracts

BR

clent Briacal sMs

Remove relationship

.'-!_ \‘ Ed ¢

Email

Record Edit

Notes  Documents

Relationship
Famly Member
Business Associate

Employer

e  The list displays basic contact information of the party to whom it is related and the definition of the
relationship.

e Youcan:

browse directly to the person or company record from this view

create a new relationship by clicking ‘New’ and completing the wizard steps.

[ ]
e update the relationship by clicking on the record
[}

& Contact Relationship = m] %

Step 1of 2

party

Linked To:
As:
On:

User: ElsabeV

Select contact and how this coptadtis elote 2
Search Related party from Contact list

Related Party: |Mel Elna (J.E.)
ermaak Elsabe (E.)
Family Member

1970/05/03

l Search Relationship in pre-defined list l
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All fields are required.

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

Related parties can be a person or a company.

If you can’t find the party in the Search list, then use the ‘New’ button (depending on your user permissions)
to create the related person or company. Note that a person or company not available in the Search list,

might be listed in a group that you do not have access to. The system will however warn you if you are
trying to create a duplicate record.

& Contact Relationship = ] B3

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

Current Party: | Vermaak Elsabe (E.)

Linked To: Mel Elna (1.E.)
As: Family Member A
on: 1870/05/03 -

Finish to complete the process

< Back Cancel

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

Tasks | () Addresses | ¢ Bank Accounts | & Relationships I 2] contracts F,cmzm Roles | &9 Notes | [ Documents | [ SMS | ¢ Email | [] Phone Logs | [£] Questionnaires | [ Propertysheets
[« (@ (8 X & ClentPortsl ~ @ Y |m- 8-
Product Provider Name: Product Type | Contract Number Inception Date Contract Vaiue Premium Status Consultant Intermedary
T b anc anc = = = = = =
¥ iStrategic Investment Service Commission Contract POL2006206201717 2011/09/01 RO,00 RO,00 Active
Strategic Investment Service Commission Contract POL2006206208003 2011/08/01 RO,00 RO,00 Active
Strategic [nvestment Service Commission Contract POL2006206201716 2011/09/01 RO,00 RO,00 Active
Strategic Investment Service Commission Contract POL2006206207275 2011/09/01 RO,00 RO,00 Active

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

9] Tasks | (P Addresses | ¢ Bank Accounts | & Relationships Jf (1] Contracts |l Contract Roles | &% Notes | [E] Documents SMS | 3 Email | [*] Phone Logs | [£] Questionnaires Propertysheets
& & =]

O~ BB X &Cjtrotl - FIS AR

5] Commission Contract Product Type « | Contract Number Inception Date Contract Value Premium Status Consultant Intermediary
Y e abe e = = = = = =
» iStrategic Investment Service Commission Contract POL2005206201717 2011/09/01 RD,00 R0,00 Active

Strategic Investment Service Comission Contract POL2005206208003 2011/09/01 RD,00 R0,00 Active

Strategic Investment Service Commission Contract POL2006206201716 2011/09f01 RO,00 RO,00 Active

Strategic Investment Service Commission Contract POL2006206207275 2011f08f01 RO,00 RO,00 Active

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

Contract Roles

a- X

Tasks | (i Addresses | 2 Bank Accounts | & Relationships Qc.mndsl & Contract Roles I;S, Notes | [ Documents | =) SMS | ¢ Email | ] Phone Logs | [2] Questionnaires | [ Propertysheets

Product Type Contract Info Role Percentage Share
T abe abe = =
»  Commission Contract 515 tailored portfolio - Strategic Investment Service(POL2005223211465) Co-Insured

Y @-B-

0.00%
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Each contract has roles, whether it is a short-term policy, an investment or a project. Roles can include co-
insured, beneficiary, project manager. When these roles are created on a contract and the parties are assigned to
the roles, you will be able to track which role a specific individual or company is performing in the various
business areas within your organisation.

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

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

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

Q00 YN E « - Vermaak Elsabe (E.) - Linked Contract Role

File Home Tools

B save X Delete
D 9 r. 3 Refresh | ) 4
S Save and Close " Validate ah
MNew Convert To Open Related Warkfow 6 links ﬂ Close
~ B save andNew v | 4= Cancel Contact Record =
Records Creation Save Edit Record Edit Open Related Record View R. Close -
Contract: |.ﬁ.d0nisi Timothy (T M) (Investec - 15062020) -
Party:* |1.-'errnaak Elsabe (E.) -

Legal Reference:

Person Date Of Birth: | 1970,/03,/05 -
Age: 50
Role:* | Benefidary -
Percentage Share:® | 30.00% -
Start Date: ™ | 2020/06/15 + | End Date: * Active

em timestamp: User who last updated this

record as well as date and time of last update

User:ElsabeV  Updated by: ElsabeV on 2020/08/15 11:18:56

Fieldname Description Required
Contract Link relevant policy to this client record &
Party Pre-populated with current record @J
Legal Reference Selected party’s legal reference will auto populate
Person date of birth Selected party’s date of birth will auto populate
Age Selected party’s age will auto populate
Role Select the Role, from pre-defined list, of this party on
the linked policy. e
Percentage Share Enter percentage share when applicable as specified on
selected role
Start date Defaults to current date but can be altered to date ()
when this relationship commenced
End date Enter date when this relationship ends
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From Policy

|4 Company Contract Role 4 Legal Reference Person Date Of Brth
@ Linked Contract Role
8 Person Contract Role

Percentage Share

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:

B 0O0CHK«~ -

File Home Tools

Spray & Stripe Contractors - Company Contract Role

User:ElsabeV  Updated by: ElsabeV on 2020/03/17 13:50: 58

ser who last updated this

5 date and time of last update

B save X Delete ~
D BS save and Close | o Validate & r. b
MNew ol Convert To Open Related Workflow e ks~ ,o Close
Ef Save and New 4= Cancel Contact Record S
Records Creation Save Edit Record Edit Open Related Record View R.. Close
Registration Name:™* |S|:|ray & Stripe Contractors |
Trading Name: |S|:uray & Stripe Contractors |
Registration Number: | 1954/125489/58 |
VAT Number: 4522698 |
Role:* |Keyman -
Percentage Share: ® | 50.00% -
Display Name: Spray & Stripe Contractors
Start Date:™ ~| EndDate: Active

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

2. Linked contract role — as above

3. Person contract role — Any other person related to this policy which is not an active client. This record is not

linked to Contact Management. Capture relevant details:
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File Home Tools

D B save

5 save and Close o Validate

¥ Delete

& r. 3 Refresh | ©

Percentage Share:™

e D save and New =, Cancel C‘E’:r::;el;tc-tro ODT;E;RUE:StEd W0r5ﬁ0W Qs ~ | O Cose
Records Creation Save Edit Record Edit Open Related Record View .. Close -
First Name:™ | Joggie |
Surname:= |Nel |
ID Number: [s4bsz15120082 |
Date Of Birth: [1364/08/21 -]
Spedal Needs: |No - |
Age: 1)
Role:* |Dependant - |
0.00%

Start Date:* 2020/09/17 - | EndDate: L Active

User:ElsabeV  Updated by: ElsabeV on 2020/09/17 13:54:44

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

Contract roles (Product roles) are setup on each Product within the system by your System Administrator.

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

Detail | Account | Commission

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

Contract Number: * @
Reference Number:

Source:

Inception Date: m
Maturity Date: S
Maturity Age:

Anniversary Date: 2020/06/01

Benefits ' Tasks  Claims | ContractRoles | Con
o o- X RH 00))

|Disp\ay’ Mame

¥ | George Wolhuter
Wolhuter Charlene {C.)
1990/125698,/4596 556599 885566621000

P00CHH« -

Mew

Records Creation
First Name: =
Surname:®
ID Number:

Date Of Birth:
Age:
Role:™

Percentage Share:™

Start Date:™

Tools

% Save X Delete
I Save and Close o Validate

r. O Refresh | @

ConvertTo Open Related Workflow Qs ~ O Close

D save and New 4=, Cancel Record 4

Save Edit Open Related Record View R Close

|
|Wn\huher |
|
|

| 9008255005082

[ 1990/08/25 -

|Beneﬁdary - |
0.00% Birth

Complete all the compulsory fields on the converting Person or Company record.
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X 0 -Person - | X

Details | Office | Additional Information

Displayname:

Surname:™ ‘ Wolhuter | [ Primary Record

First Name:* | Date Of Birth: | 1990/08/25 -

Second Name: ‘ | Date Deceased: | -

Call Name: * ‘George | Age: 30

Initials:™ e | DNumber: 3008255005082 |

Title: * ‘ - | Language: |Eng\ish -
Gender: Femal -

Work Number: | x| CEMeEr [Female

Cell Number: ‘ - | Fax Number: | - X |

Home Number: ‘ - | Email: * | |
Open Tasks: [i]

Tasks | Addresses Bank Accounts | Relationships | Contracts | ContractRoles  Motes  Documents  SMS | Email | Phone Logs = Questionnaires | Propertysheets

O |:§l [ & - X B -\ mE| F Mt [O  ShowinReport -~ ) @ | T MyTasks - Y E? - [Q

|Task Mumber - |Cnnha(t |Ty'pE |5LlhjEEt |DatE Created |5tart Date ‘DLIE Date |Stat_|s |Prinrity' |Ass\gn5d To Percents... |Reminder Date
T b - - Wl - - - - - - - -
Notes

Notes can be added in various areas in the application.

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

Initials:™ [
Titie:* [vrs.
WorkNumber: | (021) 9753366 -
cell number: 0828533342 |
Fre e I Hew = - Open Related Workflow View Close [
= Record - - =
Records Creation Save Open Related Record R.. Close @
Tasks  Addresses  BankAccounts  Relationships  Contracts  Confract Roles u Owner: | vermaak Elsabe (£.) [=]
E] Tite:* [My hote |
Subject:* [cenera -]
o |

]

Confidentiality Level: |None

[= Insert Template

B I U =

OB -« & X, X

A & - || Times NewRoman

Ca

[] [z [~ Y

This is a cool note [ Full editor with various formatting options ]

Desgn | Himi

User: ElsabeV

Fieldname Description Required
Owner The owner of the note is either a contact &
(person/company) or a contract. When you create a
new note from a person record, the owner will default
to that person.
Title Provide a meaningful title to index the note for easy @
retrieval. The title is displayed in all list views.
Subject Select from a pre-defined list. This allows you to @

categorise notes into subject areas.
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Confidentiality Level

Note / Text

Set the confidentiality level required by a user to access

this note.

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

©
@

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

Navigate to ‘Notes’ from the Navigation Pane.

(] | X Ca B < 4]
| © ~ Text to search Search
Back Forward New Delete Cpen Related Show Workflow | Refresh NextRecord  Save New
- - - Record Instances Re Fiter
Views History Navigation Records Creation Edit | OpenRelated Record Workflow View Records Navigation Filters Full Text Search
Navigation <
4 Contact Management Owner Tite Subject Last Updated ~ [Updated By

Dashboard ol e — - o
Contact

. » | Vermask Elszbe (€.} My note General 2013/06/06 ElsabeV
ompany .

e RHTAXTS Compliance documents General 019/04/01 Shamielzh]
Foer Trump Denald (.) Menthly meting Projects Progress re... | 2019/03/27 PetroT
Supplier Flynn Harry {H.J.) Application Form Process Application | 2019/03/22 PetroT
Task Munnick E (E) (Clarendon Transport Under - 6/157168) | Application Form General 2018/06/11 MaxineD
salackicaun 365 TRANSPORT SOLUTIONS Applcation Form Process Application | 2013/06/06 PetroT

[N (N reyeve—Th NewTask Gerersl 28155 vasmeD
S L TAXI New Task Banks 2018/08/08 SysAdmin
Emai 365 TRANSPORT SOLUTIONS Hollard (35369) Warring: message 1RHHo-000%KY-7i delayed 24 hours Redpient delayed 2018/06/05 PetroT
Email Manager Mail Van Deventer Maxine (M.) (African Bark - 12345) Mew Task General 2018/06/04 MaxineD
0 Deventer Mavine () (8ian Back - 1234 blews Tacke L n1ANANS Maxinan

Add Note from 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:

-
D Bl M /2B ES 4 B SR &
New Save Saveand SaveandNew  Validate Concel  Clent tWORK BriaCal SMS_ Emal Open Related Workflow Show Wiorkfiow | Refresh Automated Showin | Previous NextRecord
v Close v Portal v v Record Instan Process ¥ Reportv | Record
Records Creation save Edit Record Edit -m Workflow View Records Navigation
Details | Office | Additional Contact Information
Displayname Rayners IR ()
Surname:™ Rayners /] primary Record
Frst Name: = R Date Of Birth; 1581/04/28
Second Name: Date Deceased:
Call Name: R Age:
Initals:= f IDhumber: 104295124087
Tite:* e -] Language: Afrkazns
Work Mumber: ] Gender: ek
Cell Number: 0se4283255 ~ x| FaxNumber:
Home Number: - x| Emaii
Open Tasks:
Tasks | Addresses | Bank Accounts | Relationships | Contracts | Contract Roles | Notes Da(umervfsa\\ Phone Logs P
B = 3 ) B- R List of sms already send to this contact
) 01/11/14 Renenal of policy 27844283255
208/11/20 Funds mesting 27844283255
2018/11/14 Renenal of policy 27844283255
2015/02/28 Folow Up 27844283255
2018/11/20 Funds mesting 27894283255
201502/28 Folow Up 27344283255
2018/11/14 Renewal of polcy 27844283255

Close

Close

~ |Deivery Date

Wednesday, 14

Tuesday, 20 No.
Thursday, 28 Fe
Wednesday, 14

Status Description |Last Updated

DELIVERED -DE.. 2018/11/1%

208/11/20
DELIVERED -DE... | 2038/14/14

2013/02/28
DELIVERED -DE... | 2018/11/23
DELIVERED -DE... | 20130228
DELIVERED -DE... | 2018/11/14

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

for the contact.

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

Fo

Check Re-Send
Status

Records Creation

Contact:

Subject:*

Message:*

Status Description:

Error Description:

Tools
® (4]
® L4
Show Workflow | Refresh | Previous MNextRecord
Instances Record
Workflow View

Records Navigation

SMS | Conversation

Rayners IR {I)

Cellphone Number:* 27844283255

Renewal of palicy

Message Status:™ Sent
Date Sent: 2018/11/14
Dear mr Rayners
Please contact us regarding your new policy.
Use Delay Delivery Date:

DELIVERED - DELIVERED

Status from the Network

Close

Close

b 2018/11/14
2018/11/14

Fie  Home Tools

= gl |
B m B o
l__‘o [ ] @ L=
Check Re-Send Validate Cancel Open Related Show Workflow = Refresh = Previous NextRecord
Status Record Instances Record
Records Creation Edit Open Related Record Workflow View Records Navigation
SMS
Parent Message:
Replies:

g = F@ [+ ] e - Q@ Replies from client

Date Sent Message

Thank you. I will contact you next week Rayners.

I would like to schedule a meeting for tomorrow at 10:30 AM

Close

Close

Contact
Rayners IR (I}
Rayners IR (I}

e You can query the status of the message from the network.

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:
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File Home Tools
L 2 &
(i) v & 2 2
Query SendSMS  Validate Cancel = Show Workflow — Refresh@Add Redpient Remove QPrevious MextRecord Close
Balance Instances Recipient [ Record
Records Creation Edit Workflow View Records Navigation Close -~
-
To
= LN
Name 4 | Number
» Rayners IR () 27844283255
Subject:* [x]
Use Delay
Delivery Date:
Character Count: o
Message: ™
User: SysAdmin
Fieldname Description Required
To List the contacts to receive this SMS. You can link them (v

from the SMS form or by selecting multiple contacts
from the contact list.

Subject Provide a title/subject to the message. Although not @
sent as part of the message, it can be used for improved
referencing.

Use Delay When selected you will be allowed to specify a Delivery
Date.
Delivery Date Select the date and time that this SMS should be

delivered to the handset of the contact. When you send
the message, the SMS will be delivered to the network,
but will only be send to the handset on the specified
date and time.
Character count Counts the characters of the message as you type.
Message The text that will be send to the product provider. (]

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

configured for your implementation.

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

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

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

27| Page



Teessen Consulting

TC Commission Administration User Guide —V11.20104.2009.8

-
D B O e 2Cpe o B S @ ]
New Save Saveand SaveandMew Vaidate Cancel  Cient Biacal sMs  Email op Workfon showWorkfow | Refresh Automated  Shown P ord | Close
- Close - portal - Instances Process = Report ™
Records Creation save it Record Edit ‘ Open Related Record Viorkfow View Records Navigaton  Close. &
Detals | Office  Additonal Contact Information Create new email
Displayname: [ ) ‘
Surname: [vermaak ] Primary Record
First Name:* [Esabe | Date ofirth:  [1970/03/05 [~]
secondare: | | Oste Deceased: | T
Call Name:= [Bsabe | age: [ o]
Initials: = B | oNumber: [ ]
Title:™ [pars [+] Language: [Afrkaans I~
e [ L S e |
Cell Number: (0828533392 [-+[¢] Fax Mumber: [ [-[¢]
Home Narber: | ] emi= e ]
Open Tasts: — 5]
Toss  Addesses  BorkAcconts  Reitirshps Contracts  ContactRdes  Notes  Documents SMS Phnne logs  Questomy
5 5|e 2 Bloo B
Subject [ Message status [ Priority Signature External List Delivery Notifications
» | Contact Detais Sent « Normal Client Services
F: Contact Details Outbox * Normal Esabe Vemask
Please update your record Sent “ Normal Client Services
RE: Update personalinformation Sent “ Normal Client Services
test Draft “ Normal Elscbe Vermask
st Draft “ Normal Elscbe Vermask
Update personalinformation Sent “ Normal Client Services

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

o E v e 1 X

Send Re-Send Forward Save  Save and Validate Cancel Ope
Close Rex

Show Workflow Refresh Pr
Instances

Next Record Close

pve Edit Open Related Record Waorkflow View Records Navigation Close &

To Bco  Attachments
# ¥ X | ¥ Clent Pona‘ < [B  showinReport ~ @
Displayname + | Email Legal Reference | Language Consuitant
(g [ Add Attachments from document library ! | < a8
» |vErmaakE\sahe E) elsabe@tconsult... 7003050300083  Afrikaans
Subject:* [ || priority: [+ wormal [~]
Message Status:® |Draf’t ‘ Signature:® | | - |
Dati“t Address List "] Read Receipt [ Delivery Receipt

[= Insert Template Select to protect the recipient list

B 7 U s = Imes Mew Roman 3 - | |mMormal -
¥0o @ e x x| E

Design Html

User: Elsabev

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

system.
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 Defaults to draft but will automatically be set when the message is sent. (@)

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

28| Page



Teessen Consulting

TC Commission Administration User Guide —V11.20104.2009.8

The email system can only send emails. Use an email client like Outlook
to receive emails.
Signature You must select an email signature from the list. It is recommended that @
you set up generic signatures, e.g. Support or Accounts. The signature
will be added to the bottom of the message when send.
Protect Address List 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.
Read Receipt Select to receive a read receipt in Outcook.
Delivery Receipt Select to receive a delivery report in Outlook.
Body 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.

4 M se2BLEe G 4B OCREOOR
] HE B &= |~ B u s wo W Im
New Save Saveand SaveandNew Validate Cancel Client atWORK Bria Cal SMS  Emai Open Related Workflow Show Workflow Refresh Automated Showin  Previous NextRecord Close
N Close - Portal v - - Record Instances Process ¥ Report v Record
Records Creation Save Edit Record Edit Open Related Record Workfow View Records Navigation Close
Details |Office  Additional Contact Information
Displayrame: Vermazk Elsabe (E.) | e _tome ook
Surname: = Vermaak
LS o E EE  Vaiidate r © Previous Record m L
First Name: Elsabe L] i
Send BRe-Send Forward Save Saveand Open Related Workfiow View Close [
S veand | 4 Cancel - i = © NextRecord i
Cal Name:* Elsabe Records Creation Save Edt Open Related Record Records Navigation | Close |~
Initials:* E.
To |cc | ec | Attadments E
Tite:® s 5 0
S8 CientPortal ~ | (3 &4 B ShowinRepot - @ @ B - @ =
WorkNumber:  [(021) 5753366 Displayname « |emai Legal Refere..Language [ Consultent | |-
el Number: 0828533342 » {Vermaak Eksabe (£ elssbe@tcon 7003050300 . Afrikaans i
Home Number L
Subject:= Update personal information Priority: * Normal
Message Status:* | Sent Sgnature:* Clent Services H
Tasks | Addresses | Bank Accounts | Relationships | Contracts | Contract Roles | Notes | Dozuments | swidl Emai | fJlhone] N
Protect Address List Read ey L
— - = cad Receipt Delivery Receipt
| 2 x o B OO | - - R
Subject Insert Template
Contact Detais [
Dear Mrs Vermaak x
»  Updste personal information Please confirm that you personal information has not changed and update where necessary
Email - elsabe(@tconsult co.za
Cell - 082 8533 342 v
Design | Html
User: SysAdmin

© D B C 0 O
© ot [ Al Rems gl extosench..  [semh|
Back  Forward New  send fResend Forward f oclete ed Show Workfow | Refresh | Previous  NextRecord Save New
- - - Instances Record Fiter
Views Hstory Navigation Record Creation Edt | OpenRelatedRecord Workflom View Record Navigation Filters Full Text Search
Navigation <
4 ContactManagement Subject « [priority Message Status | LastUpdated | Updated By Sanature [ External ist Delivery Nofificati
Dashboard v e - - - e - e -
::‘::Y Certfeate + omsl Outbox 20181003 PieterT Clent Services
e Clamreceived * Nommal oraft 2013/05/03 Sysadmin Esabe Vermazk
person » | Contact Detaiks + Normal Sent 18/03/22 Sysadmin Cient services
Supplier Demo * Nommal Draft 20150328 PetroT Cient Services
Task FW: Contact Detaiis * Normal Outbox 2018/07/26 EisabeV’ Eisabe Vermaak.
ErEEiEets FW: Update personal information * Nomal sent. 218/05/07 SysAdmin Client Servics
e Meeting confirmation * Normal Outbox 2019/03/20 PetraT Clent Services
Document
. Mew Quote Reguest + Nommal Sent 20180323 MaxneD Maxine
Order contract to sign + MNommal Draft 2015/03/27 PetroT Cient Services
T Please update your record * Nommal Sent 2015/06/06 Eisabey Cient services
sws Project pianring * Nommal Draft 2019/03/29 petroT Ten
Calendar Re Credit Life replacement, Policy (CL-DB-11527), Mrs. Stacy Watkins, ., 1D 9910200045083 + Nomal Sent 2017/03/06 cLsuser Tian OLD MUTUAL FIN... | On falure
:“V“g;:“’s” Re Credit e replocemen, Polcy (CL-DB~L1527), Mrs. Stacy Watkin, 5., ID S910200045083 + Nomal Sent 0170306 Lstser Tian Bruma Finence(t... On fallre
o Sy Re Credit Life replacement, Policy (CL-DB-11527), Mrs. Stacy Watkins, S., ID 9910200045083 + Nommal Sent 2017/03/06 CLSUser Ten Bayport Finandal .. On failre
) shortTern Re Credit Life replacement, Polcy (CL-DB-L1528), Mrs. Stacy Watkins, S., ID 9910200045083 * Nommal Sent 201703106 cususer Ten OLD MUTUALFIN... | On fare
b Credtufe Re Credit Life replacement, Polcy (CL-DB-L1538), Mrs. Stacy Watns, 5., ID 9910200045083 + Nommal Sent 2017/03/06 CLsuser Ten Bayport Finandal .. On failre

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

Please refer to the section on Questionnaires.

29| Page



New Company record

Teessen Consulting

TC Commission Administration User Guide —V11.20104.2009.8

‘ . . ’ . ‘ ’
e  On the ‘Navigation’ bar select Company and click the ‘New’ button, or
F list vi lick the d fthe ‘New’ b d select ‘C g
L rom any list view, click the down arrow of the ‘New’ button and select ‘Company'.
o ) [ ~ B
° D X -t \ = e © R [ Company Listvien - | AllTteme - Sezrch
Back  Fo New Delete: Clent  BriaCall  SMS Email Show Werkflow Refresh Show in Next Record Save New
- A - ortal ~ Report ~ R Filter
Views History Navigation Records Creatior Record Edit Workfiow View Records Navigation Filters Full Text Search R
Navigation <
4 Contact Management Displayname Type Of Contact Contact Category | Type OF Company | Registration Number | Work Number Fax Number Email Web Address Primary Rec... | Open Tasks | Consuitant
Dashboard v | Dc 3 e e e 3 3 e e 0 = e 1
E”““‘ y [1Taa xclent Sole Proprietor test1234 % o
D:::t:vyent o THE BUSINESS ZONE 1833... Client Close Corporation tian@tconsult.co.za V1 [}
rern b= OEN 85T Crent Company @451 tanonst oz % o
Supplier fNERS Client Sole Proprietor ] 0
Task POWER TECH TRUCKING  Client Company tian@teonsuit.co.za % 0
EmEziER ‘Smiths Insurance Client Company 1
g"m . Renasa Suppiier Company tian@tconsult.co.za % 0
gt Dacwery e e compmny o
Emal MAHLAWE BUS SERVICES  Client Sole Froprietor tian@teonsult.co.za ] 0
Email Manager Mail Peony's Maintanance &Elec... Client (Unknawn) tian@tconsult.co.za V1 1
SMS CEU Supplier Company tian@tconsult.co.za % 0
G CHRIS TRANSPORT Clent Sole Proprietor tian@teonsult.co.za ] o
&““Dﬁ(:‘”” Eavesdrop Trading cc {ca... Orphan Close Corporation | 200505371823 fian@tconsult.co.za o 0
F‘L;n"zﬂa Spotiight Orphan Company (086)0339898 tian@tconsult.co.za 0
| X 3= % .
Mew ate Delete Client atWORK Bria C
v ead Portal ~ v v
by Company ]
o Person
e  This will open the new Company dialog.
e  The Company detail view is very similar to the Person detail view. Ensure you have read and understood the

sections relevant to Person.

Company Detail

il B s Ae 2B # Ok OO0 B
Y [ s 1
O BHE E i &= > > IS
New Save Saveand SaveandNew Validate Change Cancel Client  atWORK Bria Call 5MS Email Open Related Show Workflow ~ Refresh Showin Previous Next Record Close
- - State ortal ¥ - - Instances Report ¥ Recort
Records Creation Save Edit Record Edit Open Related Record Workflow View Records Navigation Close

Detail | Office | Additional Contact Information

Displayname

Registration Name:*

Trading Name:=

1-2-3 Marketing Corporation cc

1-2-3 Marketing Corporation cc

1-2-3 Marketing Corporation c

Country Of Registration:* | South Africa

Registration Number:

Type Of Company:= Close Corporation -| Language: Afrkzans

Nature Of Business: /]Primary Record

Emai:* info@marketing.co.za Work Number. (078)1161164

Web Address: Fax Number (041)3345185

Open Tasks: 3 | CellNumber 00716765742

Tasks | Addresses | Bank Accounts | Department Contacts | Relationships | Coniracts | Contract Roles | Notes | Documents | 5MS | Emai | Phone Logs | Questionnaies | Propertyshests

o L Q@ - < e = - & B aL | shownReport - O [AiTesks - - Q
Task Number a | contract Type Subject Date Created StartDate Due Date Status Priority Assigned To

T i@ - - o - - - - - -

» |TCMD201805-19 1-2-3Marketing Corporati... Admin Warning: message 1fNHH... 2018/05/30 2018/05/31 [F] Notstarted v Low Maxine
TC-HB2018041 1-2-3 Marketing Corporati... Service Creating Cients and Cont... 2018/04/03 (] Notstarted * Normal Teessen Pieter (P.G.)
TC-5A201811-20 1-2-3 Marketing Corp... Lead Second trigger test12  2018/11/06 2018/11/06 2018/11/08 [2 mProgress ~ Low Administrator

Percentage Complete
0,00%

0,00%

40,00%

Fieldname

Description

Required

Displayname

Registration Name
Trading Name

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.

©

©
©
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Type of Company
Nature of Business
Email

Web Address

Open Tasks
Country of Registration
Registration Number

Language

Primary Record

Work Number
Fax Number
Cell Number

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
system. Note that an email address can also be set up
within Department Contacts.

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

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

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

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

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

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

Company telephone number.

Fax number for the company.

Cell phone number is used for SMS services.

©

@ ©

e  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:

Nature Of Business: [

Email:* hai@tconsult.co.za

Web Address: [

Open Tasks: [

Tasks. Addresses Bank Accounts. Department Contacts elationshil
Bl - X % AN e s | g

ent | Contact | oca

v = =
Create new Department Contact ]_‘_7
» | Mark Marl

= B/« 2 UE § C@ O O H
0 B ES . (5> B G
New Save Saveand Save andNew Validate Cancel Clent  Bria Call  SMS Email Open Related Show Workfiow Refresh  Showin Previous  Next Record Close
A Close - Portal ~ - Record Instances Report ~ Record
Records Creation save Edit Record Edit Open Related Record Workflow View Records Navigation Close
Detal | Office  Additional Contact Information
Displayname: | 1-2-3 Marketing Corporation = |
Name:* [ 1-2-3 Marksting Corperation cc | country of [ south Africa [~]
Trading Name: * | 1-2-3 Marketing Corporation cc | Registration humber: | |
Type Of Company:* [ wnknown) || tanguage: | afrikaans [+]

- - Record o
B - Edit - R

ted Workflow View Close

Records...  Save Open Re|
[ Free text field - this Contact is not saved in your Contact list ]

" 4 | Email

General Information

Active

| comment

Contact® | o

Ocaupation: | [
[

Department:* |

|
| | e=te1Beo
|
|

Comment: |

Active

Contact Information

Wark Number: | [-+[3] cenmumber: | []<]
El

|
Fax Number: | x| emai: [ |

User: ElsabeV

(m]
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Fieldname Description

Required

Contact

contact record in
Occupation Select from a pre
Department Select from a pre
Comment This is a free text
Active Select if this reco

Capture the name of the contact. This will not create a

©
the database.

defined list of occupations.

defined list of departments.

field to enter applicable comments.
rd is Active or untick when record

@)

becomes in-active

Work Number Telephone numb

er of the person.

Fax Number Fax number of the person.
Cell Number Cell number of the person.
Email

and will start the

Email address of the person. This field is hyper-linked

default email client when selected.

Easy access to all Department Contacts from the Navigation Pane:

<

~

Navigation
Contact
o

David Mduii

4 Contact Management.
Dashboard
Contact

Company
v |
» | waterwise

Department
o

m

Short Term

Occupation
o

IT Technician
cmean

Department Contact

Insurance Co Johan Roets

LA ‘Admin Johan Pieterse Admin Assistant

Supplier Browns Financials Short Term Petrus Schosman Manager
Task

Contact Group
Note
Document
Questionnaire

Email

Claims
Marketing

Browns Finandials
1-2-3 Marketing Corpora

Andrea Verwey
Gert Aggenbach

Email Manager Mail
sMs

Calendar
Notification

My Details

Filter Criteria

Financial Planner

Claims Consultant

Marketing Manager

Emal
o

david@waterwise.co.za
Toh

Cell Humber
oBe

Active Comment.

Fax Number

Work Number
o
(018) 2695589

(054) 2654735 Finandal Advisor

0.23

(011) 5698541 x 560 0721231234 General Manager all Procu
(011) 5598541 x 569

(087) 5125569

petrus@10L.co.z
daims@101.co.za Commercial Claims

gert®@123.co.7a

KK R]R] R [

0812343876

Convert Department Contact to Contact record
Use ‘Convert to Person’ action should a Departmen
of recapturing your information.

Select the relevant Department Contact and naviga

t Contact become a client, dependant, beneficiary, etc instead

te to the Tools tab to access the ‘Convert to Person’ action:

Fie  Home  View  Took
E A0 O &

EasyTest Convert General Hande Synchromise Help Resources ResetView
Recorder v ToPerson Import Fie Logfile

Tools
Navigation < | Drag a column header here to group by that column
v Contact Management Company Department Contact Occupation Work Number Fax Number Cell Number Email Active Comment
Dashboard Y i e e e e alc Al Al 0 #Bc
ot Wateritise ™ David Mdul T Techrician (018) 2685553 david@watervise.co.za v
Corpan, Insurance Co Short Term Johan Rosts Financial Planner (054) 2654785 03778577830 Johan Roets@demo.co.za = Finandial Advisor
Department Contact b | 1-2-3 Marketing Corpara... Marketing Gert Aggenbach Marketing Manager (087) 5125569 0812349876 gert@123.co.2a v
Pereon
Supplier

Make sure you complete the additional compulsory fields for this record to be created.
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2 Gert - Convert Department Contact Process — O b4
Details
Surname: * Aggenbach Is Primary
First Name:™ Gert IDMumber:
Second Name: Language: Afrikaans -
Call Name:* Gert Gender: Male -
Initials:™ G
Work Number: (087) 5125569 -
Fax Mumber: -
Office

Contact Type:* o Client - - 1-2-3 Marketing Corparation cc

ari - i = Q| south African
Group:* MSE Independent Brokers ~ | Occupation: Marketing Manager -
Maiden Name: Ethnic Group: -
Religion: - | Consultant: -
Qualification: ~| Contact Categaory: -
Smoker Status: MNon-Smoker ~| Passport Number:

Cancel

Use of colour and grouping
e Inthe system, 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

~ -
(+] ] X £ CEpe B [ 97 ‘m
Cd = © Company Listview - Al Ttems [Search
Back Forward New Delete Client BriaCal sMs Email Show Workflow Refresh Show in Save New
- - - Portal ~ In: Report ~ Filter
Views History Navigation Records Creation Edit Record Edit Workflow View Records Navigation Filters Full Text Search
Navigation <
4 Contact Management Displayname. Type Of Contact ype Of Company | Registration Number | Waork Number Fax Number Email Web Address Primary Rec... |OpenTasks | Consultant
Dashboard -
cﬂsm"j' ¥ |0 L3 Black - Active Client o L3 e L3 L3 e O = e
C“” < KLEYNHANS Client. of Corporation (021)3962540 (021)3961812 tian @tconsult. co. 22 7 0
ompany
7
Department Contact BALENILH Client. Sole Proprietor tian@tconsult.co.za 0
Person QENGEBA NONZABA TRAD.... Clent Company (047)5370330 tian@tconsult.co.za 7 0
Supplier MALAN § Client Blue - Supplier [ Sele Propristar tian@tconsult.co.za ] 0
Task MBINGWA COACHES Client Company tian@tconsult.co.za ] 0
EofEsitery Hollard Supglier Company tian@tconsult.co.za 7] [
= fe=t) Supplier Company tian@tconsult.co.za < 0
Decument.
DANBER FEED SERVICES CC | Client Close Corperation (046)6225354 (046)6361459 tian@tconsult.co.za V] 3
Questionnaire
Ermail KINGER INVESTMENTS Client Sole Proprietor tian@tconsult.co.za v 0
Email Manager Mail VS DRIVING SCHOOL Cient Sole Proprietor tian@tconsult.co.za 7 0
) CHRIS TRANSPORT Cient prictor tan@tconsult. 0.z & 0
s Green background - Lead “
aiendar WAGGIE CLEARING &FOR... Clent prietor (021)7065202 tian@tconsult.co.za i [}
:“SE‘:‘D” € &ZBUS TOURS Client Sole Proprietor tian@tconsult.co.za % 0
ly Details
» COMMUNITY TRANSPORT Lead Sole Proprietor tian@tconsult.co.za | 0
Filter Criteria Purple - Orphan Record
b T ©.D. MHLAMEI t/as 0.0, BU _ Client Company 1035 tian@tconsult.co.za 7 0
» Creditife B WIESE TAXI DIENSTE Client. Company tian@tconsult.co.za ] 0
» Assurance Eavesdrop Trading cc (ca. Orphan Close Corporation 200505871823 tian@tconsult.co.za & 0
b e P J du Plooy Brokers Brokerage Sole Froprietor (044)6982151 (044)6982151 tian@tconsult.co.za ] 0
' :'Ed‘[a""“d Smpson Consulting (Pty) Ltd  Brokerage Public Company tan@teonsult.co.za 7 0
» Funeral

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:

File Home View Tools
. =
0o pfXlxs2zCoe B o % 0 O
+0 | aa G © Company Listizw - Alltems - Texttosearch...  Search
Back Forward New fcreate || Delete Change  Client atWORK Briacal SMs  Emal  ShowWorkfow | Refresh Showin | Previous NextRecord Save New
v o v Led State | Portalv v v Instances Report”  Record Fier
Views History Navigation | Records Creation Edit Record Edit Workfiow vien Records Navigation Filters Full Text Search
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2 newLead

Current Contact:

Source:®
Company/Person:
Company Mame:*
Title:®

First Name:*
IDMNumber:

Home Area Code:
Work Area Code:

Cell Number:

Assign To:™

Comment: ™

Person
B I U
¥ O [E
Design | Himl

Phone Number:

Work Number:

¥
[
il
L

0 il
-
=]

- | Group:®
Department:

- | Gender:
Surname: ™
Email:

*| TaskType:*

Al -

Lead

Female

Times New Roman

= @

Create Lead

Cancel

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

green for ease of reference.

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

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

Supplier

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

Easy access to all Suppliers via the Navigation Pane:

’

-

Back

Views History Navigation
Navigation
4 Contact Management
Dashboard
Contact
Company
Department Contact

Contact Group
Note
Document
Questionnaire
Email

Emal Manager Mail
SMS

Calendar
Notification
My Details
Filter Criteria

O

new

Records Creation

<

Suppier

® L)
x ..." Rl E
Delete. dlient SMS Email
Portal =

Edit Record Edit

Displayname

o

Renasa

Discovery Life

Hollard

[==1)

AIMS

Momentum Wealth

Auto Trade Underaritting Managers
Truck and General

Constantia Insurance Company Ltd
Associated Marine

VENSHAW INSURANCE BROKERS
CLARENDON UNDERWRITERS
Liberty

Baronscourt

Open Related Record

Work Number

(0860) 102725

I w

workfiow  Show Workflow

Workfiow

Cell Number

< [
[ & L |
Refresh Automated  Showin

Process = Report =

View

‘m (4]

Records Navigation

Emal
o
tan@teonsult.co.za

tian @teonsult.co.za

fian @teonsult.co.za

tian @teonsult.co.za
fian @teonsult.co.za
info@santam.co.za
tian @teonsult.co.za

tian@teonsult.co.za

fian @teonsult.co.za

Next Record

All Contacts

Language

Englsh

Afrikaans
Afrikaans

Englsh
Afrkaans
Afrkaans
Afrikaans
Engish

Afrkaans
Afrkaans
Englsh

Afrikaans

Filters

save New

Full Text Search

Primary Record
O
%

~
¥

N

<

search|

Open Tasks

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

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

Tasks | Addresses | Bank Accounts | Relationships | Contracts | Contract Roles NuteleDEumEr\'s EMS Email | Phone Logs | Questiomaires | Propertysheets

b B PR X 0O = B ° - RE]
Title 4 |Reference Date Created key Words Document Type Created By Confidentislity Level | Category

T e e = e = e = o

» | Brolink 2,839.90.xsx TC-5A201803-7 2018/04/04 utilty Bil - Proof of Ad... SysAdmin None Task Attachment
Brolink 2,339.90.xdsx TC-SA201803-7 2018/04/04 FNA -Financial Needs ... SysAdmin None Life Cover
Cadz 710.14 2018/03/19 Client Authorization | SysAdmin None CreditLife Cover
Cannot attach mail to a task - Although the task gets reated - also since last week 2018/04/04 Broker Appointment | SysAdmin None Life Cover
Untitied 2018/03/19 Default SysAdmin None un-allocatted

Select from the Action bar:

P B &£ R X Q = & (4] By - [

Add from file which will open your File explorer

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

[l Document File Attachment Process - O X
Document Type:* Not Spedified fu -
Reference:
Key Words:

Confidentiality Level: Mone -

Category: -

OK Cancel

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

Link file from the Document Library

Unlink file from Client record
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O

Convert document to selected document type

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

Change document affiliations

Open selected document

Export document list in various formats

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

Individual Documents
Documents attached to an email can be saved individually by following these steps:

Right click on the attachment and scroll to Insure add-in

File Home Send / Receive Folder Wiew Developer Help atWORK Attachments
55 X B R |lo e HB|E q
Open Quick Remove Save Save All Upload Select Copy Show b
Print  Attachment As  Attachments = All Message
Adtions Save to Computer Save to Cloud Selection Message ~
< g
5 Unread ByDate v T _ _
P Al y Gapgo (Pty) Ltd - MDEOO6 - ...
Last Week
Inbox v Lastived Admir S(E |||
Sent Items Admin - Gapgo Pty Ltd 1] Thu 04/30
Clutt Gapgo (Pty) Ltd - MDEDOE - Statement Thu 04/30
L Good day Sir /Madam.  Please find attached the account | MDEQOG pe
Drafts 338 KB b
Deleted ltems Dreview +
Goo -
= Open
E21 Quick Print
Plez atement
inP [Jl—j‘y Save As
|T§] Save All Attachments...
g Upload >
> Remoye Attachment
o o
= Jog . Kinc
(@ copy hd
Items: 4 All folders are up to date. Updating address book.  Connected to: Microsoft Exchange [# Display Settings + 100%
= T [ER Select All _—
] @ TC Outlook Addin > Add to Document Library
w
] [ Add to Task Attachments
IS

Select to save this document to either:

Document Library
Refer to TC Insure Add-in guide

Task Attachments
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 system 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 default view when you log onto the system.
All tasks assigned to you are summarised and accessible on this view:

Eoban o |MyTasks s ' RER ot | [wyTass S FRCHE
4 Contact Management
Dashboard 10
Contact TaskNumber | [ Status &
Company 180
Department Contact Contact.D... & || NotStarted InProgress Grand Total
Person 150 A D PONI TAXI 1 1 ~
ey Centrol Lake Tra. 2 2
I 120 Gomes Andrade . 1 1
Contact Group
ke @ MASANGWENI M 1 1
Born MASAWED (D T) 1 1
Questionnaire 0 MASELA BARRY (B), 1 1
Email MASETIT (T) 1 1
Emal Manager Mail =0 MASHEGO J0SEP. 1 1
SMs . ! MASI TRANSPCR. 1 1
Calendar NotStarted InProgress [ 2T 1 L v
Notification
o= n AO-®m-[xa-lB- ZEB|[C M R sowinreprt - | © O | [MyTods = RER
» shortTerm
» Creditlife
b ferere= Task Number Contact Contract Type Subject »|StartDate  [DueDate |Status Priority | Assigned To Percentage Complete
» Investment * | Dc = = = o = = = = = - ~
b Medicaltid TC-ADM201307-102488  Xhoko S (S) Follow Up Imported [X] MotStarted + Normal Vermaak Elsabe (E.) 0.00%
D F“”E’_ﬂ‘ » | TC-ADM201307-12399  MBONIWA N (N) Follow Up Tmported [“] HotStarted + Normal Vermaak Elsabe (E.) 0.00%
: EIZ';"::‘:'” TC-ADM201307-11862 | MBAMBO ANDILE (A C) Follow Up Imported [] notStarted * Normal Vermaak Elsabe (E.) 0.00%
b rrEr TC-ADM201307-101086 | van Vuuren Wyndham (W P G) Follow Up Imported [¥] HotStarted + Normal Vermaak Elsabe (E.) 0.00%
} Reports TC-ADM201307-11479 | MAYEPUT (TJ) Follow Up Imported [¥] HotStarted + Normal Vermaak Elsabe (E.) 0.00%
» Tools TC-ADM201307-11626  Mbadla Mzoxelo (M) Follow Up Imported [*] notsStarted + Normal Vermaak Elsabe (E.) 0.00%
TC-ADM201307-10156 | MASELA BARRY (B) Follow Up Imported [¥] HotStarted + Normal Vermaak Elsabe (E.) 0.00%
TC-ADM201307-10407  MASIZA LUNGELO (L) Follow Up Imported [Z] notsStarted + Normal Vermaak Elsabe (E.) 0.00%
TC-ADM201307-10699 | MATHIBE S (S) Follow Up Imported [¥] HotStarted + Normal Vermaak Elsabe (E.) 0.00%
TC-ADM201307-12330  MBOLOMPO F (FA) Follow Up Imported [Z] notsStarted + Normal Vermaak Elsabe (E.) 0.00%
TC-ADM201307-102641 | Yoyo A (A) Follow Up Imported [¥] HotStarted + Normal Vermaak Elsabe (E.) 0.00%

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

Filter Action

My Tasks Will display all tasks of the current user signed in.

My Due Tasks Will display all due tasks of the current user signed in.

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

Create a New Task
Tasks can be created from 4 separate areas in the application:

Navigation Pane

Contact detail view

Policy / Contract detail view
Email

Eal o

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

When using Insure Add-in, the detail is populated via the wizard:

File m Tools
D B [2 6o aen Ao - o =y ;: a
v Task Mg Clone... ~ Ef saveandNew v < Cancel Record a ~
Records Creation Save Edit Rec... Open Related Record View R.. Close -
| TackDetail | Attachments | Logs | Task Links
Contact:* I -]
Contract: [ - | suppier: [ -]
Task Number: Assigned To:* [ -]
Type:® [ - Priority:* [+ Normal -|
Subject:* [ | Confidentiality Level: [None -]
Start Date: [ - | Percentage Complets: | 0,00% |
Due Date: I *] ClRemind e Reminder Date:*
:‘::rst:e‘dﬁvz ‘@ Nofstarted - Date Created: 2019,'05./03
Created By: SysAdmin
B /7 U = = = = A% - [TimesNewRoman -] [3 -] [Normal
YOBR «rcex @ ==l z=6F®
MHM\
User: SysAdmin
Fieldname Description Required
Contact A task must always be linked to a contact or owner. &
Tasks are performed for a client.
Contract You can optionally link a task to a contract, e.g. if you
need to perform a task pertaining to a specific short
term policy, then you can select that specific short term
policy.
Task Number Auto generated using abbreviations as defined on the (]
user setup. Task numbers are useful for references to
other parties.
Type Select from a predefined list of Task types. The (]
administrator can amend this list.
Subject Specify descriptive and relevant subject for the task. (]
Start Date This date is automatically populated when the status of
this task changes from open to in-progress.
Due Date The expected date when this task should be completed.
Status Task status will default to Not Started. Other statuses

Reported By

Supplier

are: In Progress, Deferred, Waiting for someone else
and Completed. When changing the status of a Task, the
system 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 for a task
to be generated

Supplier will auto populate when Contract is linked
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Assigned To

Priority
Confidentiality Level
Percentage Complete
Remind Me
Reminder Date

Date Created

Created By

Task Body

Attachments

©

A task can only be assigned to a user on the system. 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 for
reporting purposes.

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

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

Set to the user that created the task

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

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

From the Navigation Pane

Task

Note

Document
Questionnaire
Email

Email Manager Mal
S

Calendar
Netification

My Details

Filter Criteria

. -
o D A0 R XS o & B ow R G o
Back  Forward New FleTask UrFie Foward Schedde Clone.. | Delete Change  Addiote Open Related Workflon  show Workfion | Refresh  Analyse Automated  Showin  Previous NextRecord  Fiters Fl Text
- - - sk Task - State - - rocess  Report - = - Search ~
Views History Navigaton Records Creation Edit RecordEdit | Open Related Record Workow View Records Navigation
Navigation <
4 ContactManagement Task Number + [ contact [ contract [Type Subject |Datecrezted [strtpate [ouepate  [staws Priority AssgnedTo | Percent... |Reported By
Dashboard ? | alc = Vermaak Elsabe (E.) = = Al = = = = = - = =
E:::::W » | Te-EWx201803-1 Vermaak Elsabe (E.) Mzalwana T (... Admin Change vehid... 2018/03/15  2018/03/15  2019/06/28 [ InProgress * Normal Maxine 20.00% Van Deventer Ma.
S TC-SA201803-7 Vermaak Elsabe (E.) Vermaak El... E-Mail Email Tool -... 2018/03/22  2018/03/22 | 2018/11/09 [3 InProgr.. ~ High Hanlic Lazare  0.00%
e TC-SA201806-18 Vermaak Elsabe (E) VermaakEl.. FollowUp | FW:URL 2018/06/19 2019/06/07 [7] NotStar... + Normal  Administra...  0.00%
oy TC ) Lead Mew Lead:... 2019/06/07 2019/06/11 [“] NotStar... + Normal niell Booysen  0.00%
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From a Contact

Details | Office  Additional Contact Information
Displayname: vermazk Elsabe (E.)
Surname:= | Primary Record
First Name:* |Bisabe | pate oferth: [ -]
secondName: | | Date Decessec: | -]
Call Name:* |Esabe | Age: 0
Initials: |e | pumber. [ ]
Title:= [wrs. -] Language: | Afriazns -]
WorkNumber: [ (021) 9753365 - x| Ee [Female -]
Cell Number: |0828533342 - x| FaxNumber: [ x|
Home Number: | -~ x| Emal: elsabe @teonsult.co.za |
Open Tasks: 3
Wues Bank Accounts Contracts | C Notes | Documents | SMS | Email | Phone Logs | Questionnaires | Propertysheets
DD A0 -%- X&- % -H- G &F & sownkeport - O O [AITess Y@
| sk Number ~ | contract |rvee |subrect |pate Created |startpate |Due pate | status Priority Assigned To Percentage Complet
T ol - - o - - = - - - -
b TCEVKXZ01803-1 Mzalwana T (T R) (Oid Mu... Admin Chenge vehideregnr  2018/03/15 2018/03/15 (& InProgress * Normal Maxine 20,00
Tcs*y/ Vermaak Elsabe (E.) (... E-Mail Email Tool - MIS. 2018/03/22 2018/03/22 2018/11/09 (& InProgress A High Hanlie Lazare 0,00
TC-SA201806-18 Vermaak Elsabe (E.) (... Follow Up FW: URL 2018/06/19 [Z] notstarted + Normal Administrator 0,00%

From a Contract/ Policy

Fle  Home Tools
o
D |:|m Save X Delete |I'; Apply Formula r. "!A e 0
&' Save and Close  validate 8% ClientPortal v
Niw Ef saveandNew ~ 4= Cancel 2| ReSync DDeRHeE::erI:hEd R &|lo cos
Records Creation Save Edit Record Edit Open Related Record R.. Close -
m‘ Account | Commission
Owner:* Vermaak Elsabe (E.) - | Policy Value: ‘ R500 000 000,00 2 |
Product:* Life Plan-Discovery Premium: ‘ R2659,52 - |
Product Provider: Discovery Contribution Frequency: ‘Manthlv - |
Contract Mumber:* | 180508 ‘ Annual Escalation: ‘ 0,00% 2 |
Reference Number: | ‘ Intermediary: ‘MSB Independent Broker Group (Pty) Ltd - |
Source: | ~| Consultant: ‘Van Deventer Maxine (M.} - |
Inception Date: |2018J\36JDJ - | Maturity Age: 1]
Maturity Date: | = | Cancel Date:* -
Anniversary Date: | = | Cancel Reason:™
Status:® |Suhm\thed - ‘

Benefits

ontract Roles = ContractLinks  Motes  Documents = Questionnaires = Propertysheets | History

O & [/ & - x| W-B- @304 E‘ Ml | showinReport ~ | @ O =
hlumber - ‘Subject ‘T\;De |5tart . |Due D...|Stab.|s |Pr\or\t\; |PEr...|Assig . |Creat.. |Dar.e |Renort..
T b o = = = = = - [ = o - =

User: SysAdmin

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, i.e. 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:
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From Task Log on Task
OO HE« -
File Home Tools
— ¢ UnFile Task 2| Save Fo]
D ; T B« ° E
I . A, Forward Task E5 save and Close oo . @ ~ ,
New File Tasl - Open Relate . Close
v (© schedule Task ~ Y Save and New ~ | = Record Ll g ~ o
Records Creation Save Edit Rec... Open Related Record View .. Close -
Task Detall  Attachmentd ask Links |
Peport & O |.-'-\Illogs '| T B - [Q
Date Logged - |Created By |Log Type |C0nﬁdenﬁalit’y Lewvel Minutes Spent
31 July 2015 04:23 PM Shamielahl Assignment MNone 0
k
00 HE+- - 907-5 - Task Log
File Home Tools o
A= slo
D& v ! oo B
MNew - Re-zend Email Open Related Workflow =1 o Close
v IE_? hd From Tasklog Record ~ U
Records Creation Save Record Edit Open Related Record R. Close -~ El
User:
Date Logged: * 2019-08-15 -
Log Type:™® °| - |
Subject: | |
Confidentiality Level: |N0ne - |
Minutes Spent: | o |
Created By: PetraT 0707
10708
= B 7 U3 =E E EE Al -~ |'I'|mes Mew Roman - | 3 - | |N0rmal - 06-26
WEB «sre . EE|EdE 0 @ 06-20 20
| : = E|EE @
= 06-20 20
ol
3 v IR
Design |Hh11|
Fieldname Description Required
Date Logged Auto generated based on current date
Log Type Select from the list of task types. ()]
Subject Enter a relevant subject to be used as easy reference to the
body of the task log
Confidentiality Level This level sets the control of user access to the log entry.
Minutes Spent Can be used to track time spent as the task progresses.
Created By Auto filled with user name that creates the log
Message Body Free text field to capture information relevant to this log entry. &
From Add Note Action

In the Task list view, you can create a task log on an existing task, using ‘Add note’.

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

Back Forward

Viewss History Navigation
Navigation

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

A O &
— [ |
e Forward Schedule Clone.
Task Task ~ -

O

New  File Tas

Records Creation

Task Number

7| e

» | TCEVXX201803-1
TC-SA201803-7
TC-SA201806-18
TC-SAX201906-1

®
X
+8
Delete change f| AddHote
State * M
Edit Record Edit

[ contact
— Vermazk Elsabe (E)
Vermazk Elsabe (E.)
Vermaak Elsabe (E)
Vermaak Elsabe (E)
Vermaak Elsabe (E)

= .

Open Related
Record
Open Related Record
7 | Contract Type
MzalwanaT (.. Admin
vermaak El... E-Mail
Vermaak El... Follow Up
Lead

&’

Workfiow  Show Workflow

Instances
Workfiow

Subject

ol

Change vehi.
Email Tool -...
FW: URL

New Lead: ...

el
L %4

Date Created

2018/03/15

2018/03/22
2018/06/19
2019/06/07

-
a2 Fa
Refresh Anslyse Automated  Showin
Process  Report ~
View

Start Date Due Date
WI803/15  2019/08/28
2018/03/22  2018/11/09
2019/06/07
2019/06/11

o

U NextRecord

Records Navigation

Status Priority

[& InProgress
[2 Progr... ~ High

[¥] NotStar... + Normal
[] wotstar...

+ Normal

*+ Normal

Fiters Ful Text
- Search *
AssignedTo | Percent . | Reported By
Maxine 0.00% Van Deventer Ms
Hanlie Lazare  0.00%
Administra...  0.00%
micll Booysen  0.00%

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

Task Number | Contact | Contract Type Subject
Al = Vermaak Elsabe (E.) = = W
TC-EVXX201803-1 Vermaak Elsabj = > — Change vehid
New Crl+N ¥

TC-S5A201803-7 Vermaak Els| I Email Tool -..,
TC-SA201806-18 Vermaak Els| §Up FW: URL
TC-SAX201906-1 Vermaak Els = Hew Lead: ...

A, Forward Task

Schedule Task 3

fa Clone.. »

X Delete Ctrl+D

24 Change State b

l Add Note ] et

[R Open Relsted Record  Ctrl+Shift+0 @ E-Mail

[3 Page Setup.. e SMS

i Print... Ctrl+P

[Q Print Preview...

3 Refresh F5

b Analyse

[& Autornated Process

B Copy Cell Value Ctrl+Shift+C

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

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

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

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

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

Email address defaults to the email address captured for the selected Contact and Subject defaults to Task’s
subject line. Both can be edited.
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(&4 TC-EVXX202004-7 : Additional risks added - Send E-Mail from Task = [} hs
Tos* ermask Cornelius (C.J.)(elsabe @tconsult.co.za) - M
cc: x
BCC: - X
Log Type: ™ = | Priority: + Mormal -
Signature:® - | Minutes Spent: (1
Subject:* TC-EVXX202004-7 : Additional risks added
Confidentiality Level: |None -
Attachment: X
Read Receipt Delivery Receipt
[= Insert Template
B 7 U abs A f - | Times New Roman - 3 - | | Normal -
' & o W
Design | Himl
CTRL+SHIFT+END selects everything below the cursor and DELETE removes the selected text
Send Cancel
Attach any document saved on the Task, or
‘ Attachment:
D A C") Em 1of] , 0 p— 2 =1 M T
e TC-EVXX202004-7 : Additional risks added - Send E-Mail from Task
New FileTask UnFile Forward Schedule = Sawve Sawes
Task Task  Task v Clos,
To:*® Wermaak Comnelius (C.1.)(glsabe @tconsult.co.za) - %
Records Creation g
CcC: - X
Task Detail bas | TaskLinks o T
0o o= ]
Log Type:* ~ | Priority: + Normal -
Title
Signature: * ~| Minutes Spent: =
b | 1-2-3 Marketing Corporation cc - Contact info
Appointment Letter Subject:® TC-EVEX202004-7 : Additional risks added
Broker Note Confidentiality Level: [None -
Credit life notes Attachment: s
Link Relationship to Company Record | Document - [m} X
Read Receipt
Vavement Codes _ Title 4 |Date Cre... | Created By | Confiden...
[= Insert Template - o _
B I U e 1-2-3 Marketing Corporation cc - Cantactinfa 2017/07... SysAdmin  MNaone
Appointment Letter 2019/07... | Marka Mane
Broker Note 2020/04... | Elsabev None
Credit life notes 2020/04... | ElsabeV None
Link Relationship to Company Record 2020/04... | ElsabeV Mone
Movement Codes 2020/04... | ElsabeV Mone

Attach document from your Computer

Attachment:

First select the applicable document type, then browse to your computer by selecting OK.
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[l select Document Type = O X

Document Type:® | Default -

OK Cancel

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

w2 TC-EVKX202004-7 ; Additional risks added - Send SMS from Task - O K

Send To: ™ | Y
Subject:*® TC-EVXX202004-7 : Additional risks added

Log Type:® -
Confidentiality Level: |Mone -
Minutes Spent: (1
Character Count: 0 SMS5 Count: o

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.

00«

o ~

AQ g 2 o Vaidale Y Eracal v ! & | *oRefieh © Frevious Record

|5 save and Close. % Change statz ~ [31 Automated Process
New FieTask UnFle Formard Schedule Clone... 5 Open Related Close
- Task Taskv - Ef saveandNew v < Cancel B Addete Record B | & sowin Report v Witz
Records Creation Save Edit Record Edit OpenRelstedRecord . View Records Navigation | Close -~
Tag Task Links
B © O |[Algs - YBR[
Lsisect |Log Type Creatediy Minutes Spent
Re-send Email From Tasklog Assignment Elsabev

Re-send an email from the selected taskiog

 Viermaak Eisabe (E.) The task assignment was changed from Vermaak Elsabe (E.) to Hanlie Lazare

Wednesday, 07 November 2018 13:51 New Client ElsabeV/ 0
New dient
iFriday, 06 July 2018 16:29 TC-5A201803-7 : Emai Tool - MIS Instruction ElsabeV 0

To ; Vermask Elsabe {E.)(elsabe@tconsult.co.22)CC : BCC : Attachments : Best Elsabe U PERSOONLIKE POLISDOKUMENT POLISNOMMER : AG2203 Baie dankie vir die vertrous wat uin FFG gestel het met die rikobestuur van
ubates. Hierby ingesluit, vind asseblief u polisdokument. Hierdie is ' belangrike dokument en moet in velige bewaring gehou word. Die intreedatum was met effek 30/04/20 18 Die Maandpremie beloop R 145

hernuwingsdatum is 30/04/2019 Die eerste premie word in Januzrie gehef. Die bdrag is R, vir dekking vanaf tot Let ash op die volgende Beveiigings Voorwaardes watin
plek most wees ens ens ens ens Groete Elsabe Vermask Accounts Executive

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

0

vermaak Elsabe (E.)(elsabe@tconsult.co.za)CC : BCC : Attachments : Beste Elsabe U PERSOONLIKE POLISDOKUMENT POLISNOMMER : AG2203 Baie dankie vir die vertroue wat u in FFG gestel het met die rikobestuur van
ubates, Hierby ingesluit, vind asseblief u polisdokument. Hierdie is 'n belangrike dokument en moet in velige bewaring gehou word. Die intreedatum was met effek 300420 18 Die Maandpremie beloop 14550000 Die
hermuningsdatum is 2018/04/30 12:00:00 AM Die eerste premie word in Januarie gehef. Die bdrag s R. vir deking vanaf tot Let asb op die volgende Beveligings
Voorwaardes watin plek moet wees ens ens ens ens Groete Elsabe Vermaak Accounts Executive

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

To : Vermaak Elsabe (E.)(elsabe@tronsult.co.za)CC : BCC : Attachments : Beste Elsabe U PERSOONLIKE POLISDOKUMENT POLISNOMMER: : 21032018 Baie dankie vir die vertroue wat u in FFG gestel het met die rikobestuur
van u bates, Hierby |r|geslu\t vind asseblief u polisdokument. Hierdie is 'n belangrike dokument en moet in veilige bewaring gehou word. Die intresdatum was met effek 21042018 Die Maandpremie beloop

Contract is Contract PolicyRenewalDate Die eerste premie word in Januarie gehef. Die bdrag is R250.36 vir dekking vanaf 1 Januarie 2018 tot 31 December 2018 Let b op die volgende:
Beveligings ruur.\‘aardes vt plek moet wees ens ens ens ens Groete Elsabe Vermaak Accounts Executive

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

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

— [m] x
Toi* [
ES [
BCC: [
Signatur [ <] Priority: + Normal
Subject:*  [RE: TC-5A201803-7 : Email Tool - MIS |
Attachment: | x|
[ |Read Receipt [ pelivery Receipt
B 7 U s = A & - |Timeshew Roman HRE [ Mormal -
OB «» @ %X |EE 4 FoOE
On Friday. 06 July 2018, at 16:29:14, ElsabeV wrote: ~
To : Vermaak Elsabe (E )(elsabe @tconsult co za)
CcC:
BCC:

v

Attachments :
Design |Himl

Task Attachment
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:

295 uB ol .23 I

» | TCsA201803.7 X Bfeapa aewsinajes . Mgh  Masbelasare  0f

TC s201806-18 2019/06/07 (5 Htst. ormal  Adeuietra.
TC-SAX201906-1 \scrisan 2019/06/11 (] MotStar.. - Mormal  MeliBooysen  0.00%

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

A O K T o B Ccat Q @ O O
O 0O — m X 3 ] . "'!é x 2 L]
Bak Forward Mew FleTask UnFie Forward Schedue Clone.. Delete Change Open Related Workflow Show Workfiow  Refresh Analyse Automated Showin  Previous NextRecord | Filters Ful Text
| - - - Task  Task - State ~ Process  Report-  Record - Search ~
| Views History Navigation Records Creation Edit RecordEdit  Open Related Record Workfiow View Records Navigation
| Navigation <
| 4 ContactManagement Task Number ] contact Contract Type Subject Date Created | StartDate | DueDate Status Pnnmtv’ Al Tasi H. =z
| ~ My Tas Ly
Dashboard - - e
css;:r Mk = = o0 = My Due Tasks ™=
entee » | TC-PT201903-12 Lead New Lead: mmnurz{ Select one of these filters for a more refined list 1| My Team Tasks
Company Filter or Search for a specific task Al Tasks
Department Contact WA T £i= = el = mal o) e Tasks
r— TC-PT201903-14 Shepherd Susan (5.) Lead Newlead:  2019/03/28 (] motStar... + Mormal | AlFiled Tasks
== TC-PT201903-15 abe Lead Newlead:  3019/03/29 [*] NotStar... + Mormal | My TasksReminders for Today v
Task. TC-PT201903-4 ADAMS LUXLINERS Claims pro... 2019/03/27 | 2019/03/27 2019/04/11 [5] NotStar... ~ Low QSsUser 50.00% Devine Shaun .
o TC-PT201903-6 Bowers Abdullah (A D) Green background - tasks Order Cont... 2019/03/27 2019/03/27 2019/03/27 [I] NotStar.. + Normal  CLSUser 0.00%
Note
D” . TC-PT201903-7 Bowers Abdullah (AD) Riteraton  rest 2019/03/27 (5] NotStar... + Normal  Administra...  0.00%
ocumen
— TC-PT201903-8 Bowers Abdulah (A D) Alteration TEST 019/03/27 (5] NotStarted | + Normal  PetoTeessen | 0.00%
Email TC-5A201706-2 Ncapo Nd (N.) Testing TC-TWX20...  2017/06/21 [E wotstar... + mormal  Tianvand... 0.00%
Email Manager Mail TC-5A201803-7 Vermaak Elsabe (E.) Vermaak El...  E-Mail Email Tool ... 2018/03/22 2018/03/22 2018/11/09 [ InProgr.. ~ High Hanlie Laza...  0.00%
sMs 2 . F %
TC-SA201803-8 Insurance Co Red - Overdue tasks Update Co... 2018/03/27 |2018/03/27 2018/03/31 [Z} InProgr.. + formal  Maxine 10.00%
Calendar TC-5A201804-10 van der Tian (T.) Pre... Unpaid Pre... 2018/04/10 (] notstar... + Normal  Test 0.00%
Notificati
M” n(; ‘”” TC-5A201804-0 van der Westhuizen Tian (T.) vander We... Unpaid Pre... Unpaid Pre... 2018/04/10 [F] NotStar... + Normal  Test 0.00%
ly Details
e TC-5A201806-12 Bowers Abdullah (A D) Johnson M... E-Mail FW:NTLC- ... 2018/06/06 [] Motstar... v Low Administra...  0.00% Bowers Abdull...

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

O O O O

Questionnaires
Questionnaires are typically a list of requirements or questions relevant to a specific topic on a record and

accessible throughout the system, e.g. Client Needs Analysis.

Questionnaires will be setup by the System Administrator.
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You may select to complete a new questionnaire from the Navigation Pane or directly from the relevant area:

. =
© n E X x| 2 B <« B o 0 i
sack New Qustoresre Oore.. Dekete Owme  Resme OpenRelted Workfow  Shom Werklow  Rehesh NextRecord  Save New
- - . Y Record Trstances Fiter
Vs sty Navigaton Records Cresten et Recodt | OpemRelsied Record Wk Vew | RecodsMevoston Rt Pl Text Sewrch
Navigaton
4 Contact Management O Assesmmant <[Reference [Sthn [Oste Greated | Crasiedty Last Updated | Lpcted By Totel Questors | Completed Questons
v+ - - < - - 0 - o - -
+ [Company 11 (1-2:3 Markeing Corperston cc - 125456) Aot 1 TnProges DUV Mawme DA Mewe 1 9
Core Pl Assesement InProgress| 201 Mawne 5 vaxre 0 0
Insurance o Asecament 2 Inrogress IEONIS  Maxne o ]
Harats 3 () @acorery Commszan Skt - Asmrance inprogress Admer ’ 0
Commeson Skt - Asmurance Inprogress Adme 7 0
o 1 rogress 2 acmn 7 o
Conmason it - Asarance InProgress ade 7 a
Commezon Skt - Asmrance InProgress| MIBUSLE Adm 7 0
Commsson Skt - Assurance InProgress 0180508 Adren 7 0
£l Marnsger ol Commesion St - Asarance InProgress IBOS0S | Adnin 7 ]
5 1238854 .. Commsson St - Asmrance InProgress| MIB0S0S Adeey ’ 0
e Commeson Skt - Asmrence Complete | 1805/14  Admn System Adrvsyator 7 7
:’;'::‘: Commsson skt - smrance I Progress 01D Systom Admrkrat X System Admeisator 7 0
vl Commazon Skt - Investments inrogress admey admn ’ a
+ ShortTem 326658)  Commesion Skt - nvestments InProgress Ay Admn ? 0
» Credufe nPeges 2190 Admey admn 7 0
+ dsmrarce Company 101 (Alon Gray - 4526555) Inrogress IBNSES  Adnn admn 7 0
P Btk Infrogresz MIBSLS Adeey s 0
kel Indrogess Ay admn 7 0
4 Inprogress Vermask Eksbe (F) Vomask Bsabe ) Bl 0
+ Frands Fyen ey 03 Competence Ragster -Conplete Fom  SP201904 I Progres Para Tesmen Petra Tesssen E) a
» Adnnstration 1:2:3 Marketng Corporation c (Cadie et Management - 1232658) InProgress hdmey Admn n 0
» Repers Vernaak Eisabe () Docovery - DO214234234 InProgrese Adme, admn » 0
P Yende Rovarre (1) Momentum -384455) InProgress WISPSEE | Adnn Dispste admn 5 [

Fie  Home Tools
0 [ E’a IE_EI X - _._{ [ & O © FreviousRecord
New Save Saveand SaveandNew Delete Validate Cancel | Apply Cient Re-Sync Open Related B © NextRrecord Close
~ Close Formula Portal * Record
Records Creation Save Edit Record Edit Open Related Record Records Navigation | Close “
[ Detail | Account | Commisson
Owner:* [vermaak Elsabe (£.) - | policy vaiue: [ R500 000 000,00 |
Product:* Life Plan-Discovery Premium: [ R28659,52 :|
Product Provider: Discovery Contrbution Frequency: | Monthly -]
ContractNumber:=  [150508 | Annual Escalation: [ 0,00% :|
Reference Number: [ | mtermedary: | MS8 Independent Broker Group (Pty) Ltd -]
Source: [ - | consuitant: [van Deventer Maxine (v.) -]
Inception Date: [2018/08/01 - | maturity Age: 0
Maturity Date: [ - | cancel Date:* -
Anniversary Date: [ -] cancel Reason:=
Status:* [ submitted -|
E‘s Tasks | ContractRoles | Contract Links | Notes Dnumemsl Questionnaires ‘npertyshaets History
DE RS- X 4 “ R 00 T | EYTE
|Assessmem  |Reference | stae |pate created | createdey |Lastupdsted  |Updated By Total Ques... |Completed ...

» | Commission Spit - Assurance Complete 2018/05/14 Admin 2018/05/14 System Administr... 7 7
Commission Spit - Assurance InProgress 2018/05/22 System Administr... 2018/05/22 System Administr 7 0
Compliance - Risk Assurance (Individual) Complete 018/05/14 admin 2018/05/14 System Administr 15 15

User: Sysadmin

(=] m\fa " validate

25 Save and Close 73 Change State

O Refresh References

Calculate Score

=]

3 Refresh | @)

tien E‘? Save and New pelet= =, Cancel | Re-Sync DpinEE:::Ed @ 8 = o Clse
Records Creation Save Edit Record Edit Open Related Record WView R.. Close B
Questionnaire
Owner:* |Teessen Pieter (P.G.) (P34567) - ‘ Total Questions: 10
Assessment:* Client Risk Rating Completed Questions: 10
Reference: | ‘ Total Score: 5
Status:* In Progress Date Created: 2020/07f30 -
Created By: Teessen Fieter (P.G.)
Answers
X | @) Refresh References CalculateScore 3 B @ @ T B - [@
‘SE - |Queshun |‘v'a|ua ‘SEUTE |Cummam |Requirad |Lasl Updated |Updaled By |
1| Nature of the Product / Transaction Trust 1 ’7 2020/07/30 | Teessen Pie... El
2 Durantion of Relationship Ongoing 1] ’7 2020/07/30 | Teessen Pi
3 Delivery Channel Face to Face a ’7 2020/07/30 | Teessen Pie...
4| Complex, unusually large, suspicous funusual transaction No a [¥] 2020/07/30 | Teessen Pie
5| Clientis a PIP or close assodate No o ]7 2020/07/30 | Teessen Pie
» & Clientis on UN sanctions list No 1] ]7 2020/07/30  Teessen Pi
7 Jurisdiction Local 1] ]7 2020/07/30 | Teessen Pie...
& CDD documents Doubts ab. 2 ’7 2020/07/30 | Teessen Pie...
9 Source of funds Salary/Pro... a ’7 2020/07/30 | Teessen Pie... El
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Bria Call

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

e Contact

e Company

e Person

e Task

e Department Contacts

Simply click and dial:

2 EY E L2 B Ch [X]
A [ Lsms) ! =
O BE B v & ® > 7 o Lm
New Save Saveand SaveandNew Validate Change Cancel Client atWORKEBRACEI svs  Email Open Relfled Show Workflow ~ Refresh  Show in Previous NextRecord Close
v v State Portalv ™ 2 Instances Report ¥ | Recor
Records Creation Save Edit BY Work Number: (078)1161164  ffecord Workflow View Records Navigation  Close
Detail | Office | Additonal Contact Information B9 Cell Number: 00716765742
Displayriame: 1-2-3 Marketing Corporation cc
Registration Name:™ 1-2-3 Marketing Corporation cc Country Of Registration:= | South Africa
Trading Name:* 1-2-3 Marketing Corporation cc Registration Number:
Type OF Company:* (Unknonn) - [ Afrikaans
Nature Of Business: | Primary Record
Email:* hai@tconsult.co.za Work Number 078)1161164 = X
Web Address: Fax Number: (041)3945195 -
Open Tasks: 3 - | CellNumber: 00716765742 —x

Tasks  Addresses | Bank Accounts | Department Contacts | Relationships | Contracts | ContractRoles Notes Documents SMS  Email | Phone Logs = Questionnaires | Propertysheets

D x sfrCe & & 8- Q

Department Work Number: (087) 5125569 Occupation Work Number Fax Number Cell Number Email Active Comment
T = I8 Cell Number: 0312340376 = "8 "0 L e = "0
» iMarketing Marketing Manager {087) 5125569 0812349876 gert@123.co.za v

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

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

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

4367) -Person

Fle  Home Tools
2 B e 2B B o[ & o o]m
6O : 5
O B ES 2= L e o B |2
New Save Saveand SaveandNew Validate Cancel Client atWORK BriaCall SMS  Email Open Related Workflow Show Workflow ~ Refresh lilitomated Show in Previous Next Record Close.
- Close - Portal ~ - ~ Record Instances Process ¥ Report v Record
Records Creation Save Edit Record Edit Open Related Record Workflow =] Client Portfolio Close
Detais | Office | Additional Contact Information & Request for personal information
Displayname: vermazk Elsabe (E.)
Surname:™ Vermaak | Primary Record
First Name: Elsabe Date Of Birth:
Second Name: Date Deceased:
Call Name: = Elsabe Age: 0
Initials:* E. IDNumber: 7003050300083
Title:* Mrs. ~| Language: Afrikaans
Work Number: (021) 9753366 x| Gender: Female
Cel Number: 0828533342 x| Fax Number: —x
Home Number: | Emai:= sabe@tconsult.co.zs
Open Tasks: 3
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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:

[Q Automated Report Process — O *

Automated Report Wizard
Merge Results

Queue: -
e _ i
- b iClaims Recurring - Account
i F
Distribute Policy documents
b | Mg

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.

Person - Insure-IV.

Fie  Home  View  Took
a
© DRa X 2o o B O & &
™ Led © Persan Listven - AlTtems - Texttosearch...  Search,
Back Fornard New Cone.. Delete Clent SMS Emal  Workfow Show Workfon  Refesh Automatediishoaing| ffPrevious NextRecord Save New
~ v ~ v Portal ¥ Instances process vl Report ¥ | lRecord Filter
Views History Navigation Records Creation Edit Record Edit Workflow View Cm oennie Contacts l Filters. Full Text Search
Navigation < Drag a column header here to group by that column %a Birthday List
v Contact Management Surname FirstName |DNumber |Contact Type | Work Number |Home Numb . |Cell Nu_. = |Fax Mumber |Ema [ Client Portfolio (Astute) oe  |Employer Group. ContactCa... |OpenT...|Created By | DateCre... T |Consuitant
Dashboard T aflc e e aflc e e aflc B & DSA e A e = A = e
(Eraist b jPetersen  James Client (021) 4360, 07814569836 jami S5 Person List Lead 1 Shamielah]  Wednesday . Shamielah
]
Eemmy Foole Chane Client (044) 8508 0786613386 shat 15 picter2 Aled Insur. 0 shamielah] | Wednesday.
Raparivent conta
Smpson  Dricky 510112002... | clent (012) 346+.. 0832774180 % PorfolioSchedule Rocki) FFG Spotight 0/Esebev  Tuesdoy, L
S Welcome Letter
Task. Ba Welcome Letter2
Contact Group B Werner Report
Note
Document
Questonnare
Fle  Home View Tools
<] DR X B < 2% [ 4]
[ ] 4 © o Qq Texttosearch...  Search
Back Forward New  Clone. Delete  Edit Show Workflow ~ Refresh Copy Predefined ShowReport Execute  Previous NextRecord — Save New
v v v v Report Designer  Report | Record Filter
Views History Navigation | Records Creation Edit Workfiow View Records Navigation Filters Full Text Search o
Navigation < | Drag a column header here to group by that column
> Contact Management Display Name  |DataType Status 1s Inplace Report
> shortTerm ¥ o e - O
> Creditlife » {Adviser Commission Statement Redpient Statement Production v
> Assurance ‘Adviser Suspense Report Recipient Production V|
> Investment Adviser Suspense Report 2 Redpient Production
> Medicalaid Birthday List Person Production V|
> Funeral Client Portfolio (Astute) Person Production |
> Commission Commission Splt Control Report Commission Statement Development
> Finandals Company Partfoie Company Production |
> Administration Portfolio Schedule (Rockfin) Person Production ]
~ Reports Production Report Production
Analysis Receipt report Commission Statement Production
Recpient Transaction Report (Detailed) Recipient Statement Production V]
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Open the required report and select to print, export or email the report in various formats as per the drop-down
menus.

3 B
ER B A 80 aaqa » B
A 8e BO B D és . 2]
Open Save | Print Quick Parameters  Scale Marging Ofientation  Size Find Thumbnals Bookmarks Editng | First Previous Next Last Many Pages ZoomOut Zoom ZoomIn | Page Color Watermark JWEBGRel £-Mal | Close
v v v v Filds | Page Page Page Page v v To¥  Asv
Document Print Page Setup ) Navigation Zoom Page Background PDF File
L7 Adobe Portable Document Format
HTML File
LT web Page

MHT File
L1 Single File Web Page

RTF File
Rich Text Format

DOCK File
Micrasoft Word 2007 Dacument

fTR) KLS File
[ Microsoft Excel 2000-2003 Workbook

LSk Fle

Microsoft Excel 2007 Workbook.
csvFle
L Comma-Separated Values Text

TextFle
L Piain Text

@ Image File
BVP, GIF, JPEG, PNG, TIFF, EMF, WMF

Please make sure to select the correct exporting options when exporting or email a report as a pdf editable
form/report.

FDF Export Options x

Page range:

Don't embed these fonts:

- | Export editing fields to AcroForms

+ | Convert images to JPEG

Image quality: Highest -

FDF/& compatibility:

Password security: (Mone)

Digital signature: (none)

Application:
Author:
Keywords:
Subject:

Title:

Fieldname Description Required
Page range Specifies the range of pages which will be included in
the resulting file. To separate page numbers, use
commas. To set page ranges, use hyphens.
Don’t embed these fonts Specifies font names which should not be embedded
into the resulting file to reduce the file size. To
separate fonts, use semi-colons.
Export editing fields to AcroForms  Select this option if you want to create a pdf editable
form/report.
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Convert Images to JPEG Specifies whether all bitmaps contained in the
document should be converted to JPEG format during
export to Pdf

Image Quality Specifies the image quality level of the document. The

higher the quality, the bigger the file, and vice versa.
PDF/A compatibility Select PDF/A-2b to export report as editable pdf form
Password Security Allow you to set security options for the pdf file
Digital Signature This feature is not currently available

You can complete the fields for Application, Author, Keywords, Subject and Title. These fields specify the
Document properties of the pdf file.

Password security options

Password Security >

Require a password to open the document

Document Cpen Password:

Permissions

Restrict editing and printing of the document
Change Permissions Passward:
Printing Allowed: Mone

Changes Allowed: Mone

Enable copying of text, images and other content

Enable text access for screen reader devices for the visually impaired

Encryption Level: 128-hit AES

oK Cancel

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

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

This functionality does not replace the automated process of sending bulk emails or reports.
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Fle  Home Tooks
D B B X B O B
2o} L=
New Save Saveand SaveandNew | Delete Validate Cancel —Show Workflow | Refresh | Previous NextRecord = Close
e Close o Instances Record
Records Creation Save Edit Workflow View Records Navigation Close -
Name:® Annual Medical Aid Renewal Date Last Updated:  2013/07/18 -
| Active Updated By: Vermaak Elsabe (E.)
Member Count: 5
Distribution List Members
DX X GRR-0O0 - [
Redpient & |Email Date Added Added By
T = i = o
Abrahams Alice (A.5.) AliceAbrahams @demo.co.za 2019/07/18 Viermaak Elsabe (E.)
Brown Tracylynn (T.K.) TracyLynnBrown@demo,co.za 2019/07/18 ‘ermaak Elsabe (E.)
Crouw Chantal (C.P.) chantal@cuba.co.za 2019/07/18 ermaak Elsabe (E.)
» FlynnHarry (H.1.) flynnharry @gmail. com 2018f11/14 Shamielah Jacobs
Vermaak Elsabe (E.) elsabe@teonsuit.co.za 2018/08/13 Vermaak Elsabe (E.)

Members can be added directly from the Distribution list,

Fle ~ Home Tools
0 ==
New Save Save al S
¥ Close: Member
Records Creation 54 Fie Home Tools
Name: Annual Medical Aid D Iu I Iuﬂ Iuﬂ Delet= Y Previous Record m
| Active " validate
New Save Saveand Save and New Open Related Workflow v MNext Record Close
Member Count: > Close S = Cancel e “ [ ext Recor
Distribution List Members Records Creation Save Edit Open Related Record o o " Close -
(? w X = E‘@ Recipient: [ ‘Search member from Contacts -
ecipient Distribution Uist: | Type:  Emal Redpient
T = Date Added: Find: | Text tosearch... Search
Abrahams Alice (A.S. :
@5 Added By: Availsble records:
Brown Tracylynn (T.K.)
Crouw Chantal (C.P.) e — = & |Email
» | FlynnHarry (.2.) ——— 1-2-3 Marketing Corporation cc 123@mc.co.za -] [T
Vermask Elsabe (E.) 22Nd On North Guest House info@22north.co.za
3Labuschagne Mpha {M.F.) Mpholabuschagne@d..
User: ElsabaV » 150 CENTS TOURS info@tours.co.za
~ Abrahams Alice (A.5.) AliceAbrahams@demo...
ACE &BASE ace.base@yahoo.com
Alfino And Gelderblom Patricia (P) o0 @HHK. 0. 78

Or from a Contact-, Company-, Person- or Department Contact record to a predefined Distribution list by selecting

the action from the Tools menu.

Tools

Detals |Cffce | Addibonal Contact Information
Disglaymame: Vermask Elssbe (=.)
Sumane:® vermesk Primery Record
First Hame: Ehcbe Date Of Brth
Secand Heme: Date Deceased:
Calliame:* Eiscbe Age: ]
it € Dtumber:
Tide: -] Language rs
e | Gender Femele
el e x| Fax tmber x
e Manider x| Emal®
Open Tasks: 3

Tasks | Addresses | Bank Accounts | Relationshios | Contracts | ContractRoles | Motes | Documents | S5 | Emad | Phone Logs | Questionnares | Propertyshests
DR-f2 xR O B- R

Teessen Piter P.G.) P34s67 082005804 Masine Clent

00716765742 (07)1L351164 Clent

123 Markstig Corporation o
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[Eb select Distribution list

Distribution List:

= [m] x
Name -
Annual Medical Aid Renewal
» [Weekly Emai
New

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.

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

Fie Home View Tools
© oD x B
Delete | Show Workfiow

Back Forward New

tances

Records Creation Edit Workflow

< Name X
— » Amual Medical Aid Renewal

Weekly Emai

Views History Navigation
Navigation
> Commission

> Financials

Address Type
> Auditing
» Automation

Bank
Bank Account Type
Company Type

Compiiance
Contact Category
ContTe
Country
Document Type
Department
v Email
Email Signature
Email Send Log
Email Tracking Info

< O
~ Texttosearch.,  Search
Refresh  Previous NextRecord | Save New
geco =
Annual Medical Ad stribution List
Uy
Fle Home  Toos 4
s =
1] of] e
] B B XV B C e
New Save Saveand SaveandNew Delete Validate Cancel Show Workflow Refresh | Previous NextRecord | Close
v Close v Recor
Records Creation save Edit Workfiow View | RecordsNavigaton | Close -
Name: Date Last Updated: | 2019/07/18
Updated By: Vermaak Elsabe (E.)
Member Count: 5
Distribution List Members
bR X o RIE- © EF - [
Recpient & Update your membership Date Added Added By
T|= & Send Email Invite = e
+ |Abrahams Alce (A.5.) o 2019/07/18 Vermask Elsabe (E.)
Brown Tracylymn (T.K.) Tracyl ymBrown@demo. co.za 013/07/18 Vermask Elsabe (E.)
Crouw Chantal (C.P.) chantal@cuba.co.za 2019/07/18 Vermask Elsabe (E)
Fiynn Harry (H.1.) fiynnharry @gmail.com 2018/11/18 Shamielah Jacobs
Vermaak Elsabe (E.) elsabe@tconsult.co.za 2019/05/18 Vermaak Elsabe (E.)
User: EisabeV

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

complete the process.
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Data analysis & Customization

-
© D X 2t@e & B T R @ 0 O
aa™ LoD @ Contact Listview - Al Contacts - Text to seard Search
Back New Delete | cient  sMs  Emal | Workflow Show Workfow  Refresh Automated  Showin | Previous NextRecord Save New
- - Portal ocess ~ Report * Filter
Viens Hitory Navigation | Records Creation _ Edit Record Edit yff Group by Box Header row Recadatlavigation Fiters Ful Text Search
Navigation < f Search row
4 Contact Management Displayname | Contact Type Contact Category | Legal Referente. | Work Number Cel Numb Email Language Group 7| Primary Rec... | Open Tasks | Consultant

Dashboard o o o ol e W = Able Makelaars Ll = e
Contact ey et TEETET -
Company
Depariment Contact Abciila D (D) Ciient 4703185108086 (041)4817322 0798837962 tan@teonsuit.co.za | Afrikaans Able Makelaars ] 3
Persan Abchila M5 (M5) Client 57165095023  (D41)39655521 0798837962 fian@teonsult.co.za | Afikaans Able Makelzars % 1
Supplier Abcila R (R) Ciient 7011195154083 0798837962 tan@tronsuit.co.za | Afrikaans Able Makelaars ] 6
Task Abrahams Aice (A.5.) Ciient 5702251837195 00550343560 AliceAbrahams@d... Engish Able Makelzars i 0
Contact Group Abrahams M (M ) Client 6908065122085 (041)4574202 0798837962 tian@tconsult.co.za | Afrikaans Able Makelaars ¥ 4
Note
D” " Abrahams MN (M) Ciient 6001065208085 0798837962 tian@tconsuit.co.2a | Afikaans Able Makelzars % 0

ocumen

ABRAHAMS TRANSPORT Unknow... | Cient 0798837962 tan@tronsuit.co.za | Afrkaans Able Makelzars ] 0

Questionnaire
emal Adam GT (6T) Ciient 77032500760082 0798837962 tian@tconsuit.co.2a | Afikaans Able Makelzars o 0
Email Manager Mail BAKKER H (H) Client 307045064088 (021)6917630 0798837962 tian@tconsult.co.za | Afiikaans Able Mokelaars 7 0
SMs Bowers Abdullah (A D) Client 4912175025081 (041)4813071 johan@tconsult.af... Afrikaans Able Makelaars ] 7
Calendar Catalyst Group Brokerage 079833762 tan@tconsult.co.za | Afrikaans Able Makelaars v 0
::wg“::‘m Cooper sheldon (5.) Contact 7012100080609 sble Makelaars 0

y Details
o De Beer Job (1.A) Client 9304128235196 00641841088 JobJacobusDeBee... Engish Able Mokelaars ¥ 0

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

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

o |

= Equals

Does not equal

Afc Contains

#s Does not contain
e s like

e |s not like

[Oec  Begins with

ml  Ends with

> |s greater than

2 s greater than or equal to

< lslessthan

£ lsless 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 system.

Right click on the header bar to show customize options:

%1 Sort Ascending
Z] Sort Descending
Clear All Sorting
Group By This Column
4~ Hide Group By Box
Hide This Column
= Column Chooser
+a+  Best Fit
Best Fit (all columns)
Y  Filter Editor...
Show Find Panel
Hide Auto Filter Row

Sorting of data
You can sort any column in Ascending or Descending order.
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Take note of the A next to the heading of the column that has been sorted. The arrow indicates the sort order
applied to the column

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

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

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

ContactType &
oid Surname  |FirstName | IDNumber Work Number | Home Num... |Cell Number | Fax Number | Email Gender |Date Of Birth |Language Employer Group ContactCa... |Open T...| Consultant
viC o o o [ o o o & — 1= o o o o R
> Contact Type: (Unknown) (Count=2)

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

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

> Contact Type: Brokerage (Count=1)

> Contact Type: Client (Count=5284)

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

> Contact Type: Dependant (Count=1)

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

> Contact Type: Orphan (Count=1319)

> Contact Type: Staff (Count=1)

> Contact Type: Supplier (Count=1)

> Contact Type: User (Count=1)

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

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

ContactType &
T Gender
——language &
od surname » |FrstMame | 1DNumber Work Number |Home Number |Cell Number | Fax Number  [Email Date OfBirth |Employer Group Contact Cate..|Open Ta.. | Consuitant
v - oD o e e o o ol o - e o0 o - e

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

> Contact Type: Administrator (Count=1)

> Contact Type: Assesor (Count=2)

' Contact Type: Beneficiary (Count=16)
> Gender: Female (Count=6)
v Gender: Male (Count=10)

» > Language: (Count=10)

> Contact Type: Broker (Count=16)

> Contact Type: Brokerage (Count=1)

> Contact Type: Client (Count=5284)

> Contact Type: Consultant (Count=18)

> Contact Type: Contact (Count=3)

> Contact Type: Dependant (Count=1)

> Contact Type: Intermediary (Count=1)

> Contact Type: Lead (Count=5)

> Contact Type: Orphan (Count=1315)

> Contact Type: Staff (Count=1)

> Contact Type: Supplier (Count=1)

> Contact Type: User (Count=1)

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

Right click in Group by area to clear, expand or collapse the data selection:
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Contact Type -
———{Gender 4 <= Full Bxpand

= lanquage ~

+= Full Collapse
od Surname  [Frsthame | IDNumber el Number | Fax Number  |Email Date OfBirth | Employer Group Contact Cate...| OpenTa..| Consuitant
a" Clear Grouping
T = ol g e s o0 = o o0 o0 = o0
a o a 4" Hide Group By Box o o o c o o

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

> Contact Type: Administrator (Count=1)

> Contact Type: Assesor (Count=2)

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

v Gender: Male (Count=10)

b {3 language: (Count=10)

> Contact Type: Broker (Count=16)
> Contact Type: Brokerage (Count=1)

> Contact Type: Client (Count=5284)

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

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

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

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

Customization: Persan X
Search for a column...

» Additional Contact Mumber
Additional Email

Age

App Sa‘thngs

Base Information Cbject Type
Call Name

Change Indicator

Client Number

Company

Context Type

Corrospondance Address
LI e

Add...

Remove

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

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

B Object Model X

~ | Person -
> || Additional Contact Number
Additional Email
Age
> [/] App Settings
> || Base Information Object Type
Call Name
> [ Cell Number
Change Indicator
Client Number
Company
Consultant
Contact Category
ype
Context Type

Conta

> Corrospondance Address

Corrospondance Address String

oK Cancel
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Change column width
Right click any column and choose best fit to change the width of that column or select best fit (all columns).

You can also drag-size any column width:

sSurname First Mame IDMumber | Work Mumber
Afc Al AElc Afc

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

Filter Editor X
Visual | Text

And @
‘... [Gender] Equals Male €

Surname |5 Filter row umber Work Number  |Home Mumber | Cell Number Fax Number Email Date Of Birth  |Employer Group Contact Categ...| Open Ta... |Consultant
Qe vermaak g Al Afc afe s Afe = e s e = e

* Contact Type: Beneficiary (Count=5)

~ Gender: Male (Count=5)

> Language: (Count=5)

TC Commission Administration User Guide —V11.20104.2009.8

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

Contact Type -
T Gender ~ T

—— Language -

Surname T | First Name IDNumber Work Number ~ |Home Mumber | Cell Number Fax Number  |Email Date Of Birth  |Employer Group Contact Cateq...| Open Ta... | Consultant
T wfe vermaak M o ofc afJc o ofc s = e o o = o
“ Contact Type: Beneficiary (Count=5)
~ Gender: Male (Count=5)
> Language: (Count=5)

> Contact Type: Client (Count=1)

N

< || [Gender] ="Male’ And Contains([Surname], ‘vermaak) ~ Edit Filter
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Grouping of Task detail view

AssignedTo &
= Status -

Task Number = | Contact Contract Type Subject Date Created Start Date Due Date Priority
T e = = = ol = = =

Percentage ...|Reported By

> Assigned To: Administrator (Count=3377)
> Assigned To: CLS User (Count=2)
> Assigned To: Dane Bouwer (Count=1)

> Assigned To: HAJ Nel (I.) (Count=1)

v

Assigned To: Hanlie Lazare (Count=1)

v

Assigned To: Louise Geel (Count=1)

b | v Assigned To: Maxine (Count=46)

> Status: [7] NotStarted (Count=35)
> status: [ InProgress (Count=11)
> Assigned To: Hiell Booysen (Count=58)
> Assigned To: Petro Teessen (Count=78)
> Assigned To: Shamielah Jacobs (Count=2)
> Assigned To: System Administrator (Count=1)
Assigned To: Teessen Pieter (P.G.) (Count=45)

>

> Assigned To: Test (Count=13)

> Assigned To: Tian van der Westhuizen (Count=2)
>

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

The above example will allow you to manage tasks within your section or division.
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The Commission Process

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

Navigaton + x d-@B@®9<4@2e/[ - vE-BIE- - BEYeZC [eees YRGS -
GO 55100 f— Drop Filter Fields Here
Commission Deshboard . Il Frocessed
& Reciient [ 2pproved
B Recpint Ststement [Product .« Jopen [ Processed Approved Grand Total [
(2 Template s ABSA R76 934,26 R76 934,26 -
Commission Contract AlG RO,00 RD,00 [
[¥] commission Statement Auto & General R4 204,92 R4 204,82 R1614,17 R10024,01
{8 Bank Statement Transaction N Bonitas R153,88 R1s3,38
[} statement Payment Batch R 20,00 e
N g:::mm : I I I N Ri1s2405 R115240
(3 mportProcess . . . . . Discovery R19 189,18 RS0 421,38 R27 706,02 R107 317,19
0 Fand1 R25 604,28 R70 359,19 R36 963,47
0 201608 201610 201701 201505 201509 201602 201604 201607 204711 = e e [+
id-% - X BEEDL2 B OB showinkpot - @@ [ 0000 | Y E-BSB-

Drag a column header here to group by that column

& Contact Management [Broker House: |ProductProvider |statementDate |Reference  [Amount Ex... [vAT Amount Transaction... |status |
o T = = = anx = - - - - -
[s] Commission b XYZBrokers Santam. 2016/08/03 508_20160805_N33318_847675. txt. RE8,28 RS,56 R7784 42 Open E
% Financials X¥Z Brokers Auto & General 2015/08/01 ARG R1614,17  R22%6,00 R184),17 0 Processed
XVZ Brokers Auto & General 2016/06/01 ABG Clone R1614,17  R22600 R1840,17 0|open
& Asset Register XMZBrokers old Mutual 201770401 Adviceworx specilised map R0,00 R0,00 R0,00 796 | Cpen
1 Administration XVZ Brokers Auto & General 2016/10/01 AG Oct R25%0,75  R362,73 R2953,48 0|open
XYZ Brokers AIG 2017/05/24 aig RO,00 RO,00 RO,00! 33 Open
¥ Reports XYZ Brokers ABSA 2015/10/14 AIMS Oct R76934,26 RI10770,76 RS7 705,02 0| Approved
XYZ Brokers Old Mutual 2016/02/19 ALG OM RO,00 RO,00 RO,00 454 Processed
& Tools X¥Z Brokers Sanlam 2016/07/20 ALG Sanlam R1085,78 R149,21 R121499 240 | Processed
XYZ Brokers Auto & General 2015/03/10 Auto & General R2 580,75 R362,73 R2953,48, 0| Processed

Note the menu items specifically related to Commission.

Fieldname Description

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

Template Recipient payment structure

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

Bank Statement Transaction List of all bank transactions imported

Statement Payment Batch Monthly Recipient payment batches

Batch Summary of expenses of ad-hoc payments

Commission Product Insurer product/s on which commission is earned
Commission Product Category Insurer product categories e.g. medical, short term, etc.
Product Code Summary of all Product benefit codes

Transaction Type Type of commission earned, e.g. 1% year, ongoing, etc.
Transaction Category Categorise transaction types into categories
Remuneration Model Lis of Remuneration modules in use

Formula Pre-setup commission formulas

Commission Payment Type Export document with summary of payments made to Recipients
Performance Development Summary of PD rating statuses in use

Type of Training Summary of Training types

Import Process Summary of all imports done
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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.
Recipient detail
File Home View Tools
— = -
(- I O 7 OB 5= B B CO0E 0 0 7
- = H
X A u B © © ~ u Text to search... B
Back Forward New Delete Generate OpenRelated Create Expense  Generate Show Workflow | Refresh Links Showin = Previous MextRecord —Save New
~ Targets Record Transactions ~ Statement ¥ Instances ~ Report = Record Filter
Views History Navigation ecords Creation Edit Record Edit Open Related Record Workflow View Records Navigation Filters Full Text Search
Navigation < Drag a column header here to group by that column
» Contact Management
> Short Term
> Credilife
» | Richards| Fie m Took
> Assrance s 5 I3 Open Related Record 3 Refresh
> Investment Jacobs § D B save o Vaidate /A £ Hpen et e e © Frevious Record
> Medicalaid Van der 2 Save and Close =i Create Expense Transactions @ Links ~
New @ Generate Workflow | _ © NextRecord Close
> Funeral MSB Indi D Save and New Targets [Ep Generate Statement v [ Show in Report
> Wil and Estate Alwahal* Records Creation Save Edit Record Edit Open Related Record View Records Navigation Close -
~ Commission HORMA
Commission Dashboard Recipient Detail | Tax Details = Competence Registers
ADOONS
Redpient 1+ F .
— Jacobsg| | Comect: f | [ Active
Redpient Statement vamdor] | Accountode: | | Recipient Type: [voice -
s Bank Account: | |
Gommission Contract Taylor Gi |_|1sBroker House  Broker House:™ ) | |
Payroll Number:*
Commission Statement Nel Davg [ Receive Commission  Default Commission: 0.00
Bank Statement Abrahan Book Value: RO,00
B e e e —
Statement Payment Batch Benjamin PD Rating: | - | Last Statement Date:
Batch
Anchord | Comment: | | Last Commission Date:*
> Configuration
Pietersel
Import Process e Contracts | Templates = Retention Polides  Expenses = Targets Accounts | Transactions | Statements
Statement Process Queue akers
- X = T OED -
> Finandals Brookfiel b & & L—‘ oo & @
S Administration WILLIAM |Pmducl Provider |ErnkEr Number Start Date Default Commission Active
> AssetRegister Filies Del T = s 3 = = ’T
> Reports
i Kane Ja
> Tools
Fillies Def
Walker 5
Adams
User:ElsabeV  Updated by: ElsabeV on 2020/09/07 13:41:01
.
Fieldname Description Required
Contact The contact that is defined as a recipient. User can create a new contact if &

Account Code
Is Broker House
Broker House

Receive Commission

Default Commission

Date Added
Termination Date

PD Rating
Comment

Active

not already in the database.

Application generated code which is the unique identifier when importing

journal entries using the Batch import process.

Indicates if the current recipient is a Broker House.

Select the Broker House for this recipient. @
Default to true. If not selected, no commission can be processed against

this record

When specified it is used as a default for all commission contracts set-up

between the broker/recipient and the product provider. It is also used

when commission needs to be split without pre-defined splitting rules or

templates.

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

Date on which Broker terminated his/her services. Commission will still be

processed against this record until the Last Commission Date

Select PD rating applicable (Performance Development)

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

more detail.

Mark the recipient as active once you have completed the configuration.
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Recipient Type
Bank Account

Payroll Number

Book Value
Balance

Last Statement Date
Last Commission Date

Determines whether Broker is paid via payroll or invoiced @
If commission is paid into a bank account, then select the bank account to
use form the list of bank accounts on the contact record.

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

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

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

Generated by the application during the month-end process.

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

Select the relevant Recipient from the Contact drop-down list. If the contact details do not exist, you can capture
the new record on Contact Manager using the new button to create a new company/person to use as the recipient.

Tax Details

Tax Number:

Directive Percentage:

Directive:

Directive Date:

& Recipent Detill] (5 Tax Details [[E] competence Registers

Specifying a tax percentage wil resuit in the withholding of tax for this recipient Dimension:

VAT Number:

0.00% % Is Vat Vendor

| General Ledger Gode:

Fieldname

Description

Tax Number
Directive Percentage

Directive
Directive Date
VAT Number
Is Vat Vendor

Dimension
General Ledger Code

Use this property for the tax number or for the tax directive reference number.
When this percentage is greater than zero the system will generate a transaction to
withhold tax at the specified rate. This occurs at the approval of the recipient
commission statement. Tax is calculated on the income before expenses.

Attach Tax Directive document.

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

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

Free text field

Enter relevant general ledger code if applicable

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

he/she is accredited to sell.

Link qualifications/training events to a specific class of business for Competence Register purposes.
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& Recpient Detail | [{ Tax Details
(P X B2 @@ ¥ B- & -
Training Date Institution Type Of Training Class Of Business Description
r|= = = = abe
Competence Register
E- Home Tools
=0 [ =l ¥ Delete - (T
@ Previous Record
| O @@ & J5. ) _
;| New Save Saveand Save and New Open Related View @ NextRecord Close F
[3] Contracts | [# Templates | & Retention Poiices | G N v ) cancel Fecord -
Ll . EY ? @ | Records Creation Save Edit Open Related Record Records Navigation Close ~N
A ) 9 M
Product Provider | Traiming Date: | |
¥ = 1 Institution: - T
Type Of Training:
Description:
Class Of Business:
Certification:
Fieldname Description Required
Training date Enter date of specific training (]
Institution Select from Contact list (]
Type of training Select from pre-defined list (]
Description Free text field to enter an easy reference
Class of Business Select from pre-defined list (]
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.

5] Contracts | [ Templates | 3 Retenton Pelides | G Expenses | i Torgets | 59 Accounts | G Transactions | [ Statements
0-% - X8 @0 Y &~ B&-

Product Provider a [Broker Number Start Date Defauit Commission active

T = e = = u

» ABSA 00158027 2008/01/01 0.00%
Auto &.General BIS7L 2008/01/01 0.00%
Auto &General PI603 2008/01/01 0.00%
Bonitas 500759 2008/01/01 0.00%
Discovery 1031586678 2008/01/01 60.00%
Echelon Shortterm Ecress 2008/01/01 0.00%
Fandl FIRM/BED/000312/1 2015/08/04 0.00%
Fechealth 05057/01 2008/01/01 0.00%
Glacier 123411 2008/01/01 0.00%
Momentum 480002 2008/01/01 0.00%
MuA 87596 2010/01/01 0.00%
Sanlam 738573 2016/06/01 0.00%
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Abrahams

File Home Tools

D F. B save v Vvalidate r. © Previous Record m

: ' save and Close o . I
New Clone... Open Relate Workfow View Close
= B save and New ~ <, Cancel S - = ) NextRecord

Records Creation Save Edit Open Related Record Records Mavigation Close -~
Recipient: * Abrahams Mark (M.) ~ | Product Provider:* -
Braker Number:* Active
Start Date:™ 2019/08/28 "] Created By: SysAdmin Date Created: 2019/08/28 ~
Contract Document: Updated By: SysAdmin Last Updated: 2019/08/28 -
Default Commission: * 50,00% -

Class Of Businesses | Comment

O & X =R 00 Y- @

Class Of Business 4 | Accredited
Fieldname Description Required
Recipient Auto generates from Recipient detail screen
Broker Number Unique Broker number issued by Product Provider @
Start Date Date when this Contract number became valid &

Contract Document
Default Commission

Product Provider

Active

Class of Business
Comment

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

Link relevant Class of Business

Free text field

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

not accredited for that specific Class of Business.
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8 Redipient Detail | [{ Tax Detaild
- x AEICE
Training Date Institution Type Of Training Class Of Business pescription
T = = = = -
» 2006/01/01 Moonstane RES Long Term Insurance E5 Advanced
BEREEY"e e - Gibbs Abby (A.) (00158027) - Broker Contract
Home Tools
(S Contracts | [ Templates | @ Retention Polices | (@ Expenses | kY Targets | &/ Accounts | @ Tran [ I% ﬁ =l v @ @
| < MR Q@ Y B~ 8- New Clone..  Save Saveand SaveandNew  Validate Cancel Open Related Refresh | Previous NextRecord  Close
v v Close v Record Recor
Product Provider 4 | Broker Number
vi= - Records Creation Save Edit Open Related Record view Records Navigation Close =
»  ABSA 00158027 Recipient: Gibbs Abby (A.) ~ | ProductProvider: | ABSA iof
Auto & General BIS71 Sroker Number: 00158027 | Active o
Auto & General PI603 . o
o fubenerd Start Date: 2008/01/01 " | createdBy: Date Created:
Bonitas 500759 . o
Contract Document: | Updated By: Last Updated:
Discovery 1031586578 o
Default Commission: 0.00% -
Echelon Shortterm ECH356 of
FandI FIRM/BED /0003121 [&1] Class Of Businesses | [ > Comment o
Fedhealth 05957/01 - 0|
- ke X & Y B- -
Glacier 1236411 o
Momentum 430902 Class Of Business a | Acaredited o
MUA 87595 »  Long Term Insurance J o
Sanlam 738573 o

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

Broker and any 3 party.

[ contracts | [ Templates | &2 Retention Polides | @ Expenses | k7] Targets | = Accounts | @ Transactions | [ Statements
a - X u @Y |- 8-
Name a |Is Generic Product Provider Apply To All P___|Product Use As Default |Renumeration Model |Contract StartDate | Contract Mon... | Contract EndDate | Guarantee Pe... | Guarantee Anrwal Targe... | Annual Target
» | Abby Gibbs Discovery Discovery v 0 o RO,00 RO,00 RO,00
Abby Gibbs Generic v v v 0 o RO,00 RO,00 R0,00
Abby Momentum Momentum v 0 o RO,00 RO,00 R0,00
. Templates can be created to apply to all products from a specific product provider or for a specific product
depending on the Broker’s remuneration agreement.
. The template selection rule when processing commission is based on transaction date and template
effective date. When processing commission the system will search which template satisfies all criteria
. Apply default Template
. Apply Template where Product Provider and Product are specified
. Apply split rule where no Template is available
. It is highly recommended that you specify at least one template for every Broker record for every product

provider. Use the cloning functionality to copy a specific template to another Broker House.

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

. Each template should have its own unique name.

You can access templates directly from the Recipient detail view or from the navigation bar.
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ERRE-Cee - Template
Home Tools
[ iE @ vow
New Clone... Save Saveand Save and New  Validate Cancel Apply Generate Open Related Refresh  Previous MextRecord Close
A ~ Close ~ Formula Targeis Record Record
Records Creation Save Edit Record Edit Open Related Record Wiew Records Navigation Close I
Template
Redpient: = | Renumeration Model:
Name: Contract Start Date:
Is Generic Use As Default Contract Months: o

Contract End Date:
Product Provider: -

Guarantee Period: 0
| Apply To All Products  Product:

o roduc Guarantee: R0,00

Annual Target Year 1: RO,00

Annual Target Year 2: R0O,00

8 Commissions | k) Targets
0-%- Y@E- -
Effective Date w |Transaction Category Commission Value Expected Commission Broker House Percenta... | Broker Percentage Split Total

Commission Split Rules

A template consists out of a collection of splitting rules that the system will apply in the processing of the
commission based on the effective date of the rule.

Always add a new rule when the remuneration structure of a Broker changes rather than updating an existing
rule. This will ensure an accurate history on commission received which is imperative should a lapse occur.

For each template there needs to be at least one split rule that applies to all transactions. This ensures that all the
transaction types received in the commission file can be processed.

Commission can be split amongst any number of parties if the overall total adds up to 100%. There are two fixed
rules that the split can use. The Broker and Broker House are both determined by the Recipient record. Should the
Recipient move between Broker Houses, the template split rules will adapt to the new Broker House.
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Template Commission

Tools

Eﬁﬁ%

Save Saveand Save and New

v 9

Validate Cancel

Refresh

Open Related Previous NextRecord Close

S S Close S Record Record
Records Creation Save Edit Open Related Record View Records Navigation Close -
Effective Date: | - | Commission Value: | RO,00 7 |
Formula: | - | Expected Commission: | RO,00 2 |

Apply To All Transactions

category or spedfy relevant criteria

Transaction Category:

For spedific split rules either select a transaction

Broker:

Broker Percentage: | 0.00% - |

Broker House:

Broker House Percentage: | 0.00% |

Criterion: - Split Total: 0.00%
0-%- X Bloee|7E-|B-

‘ Redpient | Comment Split Percentage Commission Value
Fieldname Description Required
Effective Date Date from when this rule applies. (]
Formula Formulas can be used for calculations, e.g. to calculate

Apply to all transactions

Transaction Category

Criterion

Commission Value
Expected Commission
Broker

Broker Percentage

Broker House

Broker House Percentage

Split Total

fees from Investment Market values. See section 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.

System will default to the selected Broker.

System 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%.

If a third-party recipient receives a share of the 100% commission split, you will have to enter those details as per

below section:
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Template Commission

E- Home  Took

(% B & v 9 = 29 ©

aBhCe _AoR

New Clone... Save Saveand Save andNew Validate Cancel Open Related Refresh | Previous MNextRecord Close
= 4 Close 4 Record Record
Records Creation Save Edit Open Related Record View Records Navigation Close &
Effective Date: [x] - | Commission Value: RO,00 Refresh
Formula: ~ | Expected Commission: RO,00 2
= rd View
| Apply To Al Transactions Broker Percentage: 0.00% -
For specdific split rules either select a transaction
category or specify relevant criteria Broker House: del:
Transaction Category: Broker House Percentage: 0.00% = e
Criterion: | Split Total: 0.00%

¢ =
- IXBE @0 Y B @-
Reapient Comment Split Percentage Commission Value i

Home  Tools
S @@ & v9 ) 29 O

New Clone... Save Saveand SaveandMew  Validate Cancel Open Related Refresh | Previous NextRecord Close
= E Close E Record Record
User:FlsabeV/ Records Creation Save Edit Open Related Recard View Records Navigation Close -~
Redpient:
Comment:
Split Percentage: 0.00% =
Commission Value: RO,00

Select the relevant recipient and enter the percentage share.

The rule structure set-up on templates will determine how commissions are calculated during the processing of
commission statements.

Retention Policies
It may be necessary to apply retention rules on transactions where certain criteria are specified.

These rules are set up on Recipient and will apply to all transactions processed.

General Retainment Rule - Retention Policy

E- Home Tools

[ E@&@ 8 Xv9 C o O

New Save Saveand SaveandMew | Delete Validate Cancel | Refresh | Previous NextRecord = Close
4 Close 4 Record
Records Creation Save Edit View Records Navigation Close -
Name: General Retainment Rule
Effective Date: 2001/01/01 -

First Payment Date: | 2001/06/30 -

Payout Terms: 12 2
Tnitial Amount: R5000,00 7
| Active
Visual | Text
And

+- [Transaction Type.Description] Equals New Business
‘. [Amount] Is greater than R15 000,00

Criteria:

User:ElsabeV
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Fieldname

Name
Effective Date
First Payment date

Payout Terms
Initial Amount
Active

Criteria

Description Required
Unique name for this retention policy @
Date from when this policy applies

Specify from when the first monthly payment should be

released

Number of months over which the amount must be split

Initial amount (excl VAT) which will be released

Policy will only apply once selected as active

Enter criteria which should apply

As per the above example, the retention rule will apply as follows:

When the Transaction Type of a transaction is New Business and the amount (excl VAT) due to the Recipient is
greater than R15 000.00, an initial amount (excl VAT) of R5 000.00 will be paid to this Recipient during the month-

end process.

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

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

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

You will only notice the effect of the rule on Recipient transactions, once the transactions have been approved. The
rule will only apply when Recipient Statement is generated. Please refer to Recipient Statement.

Contracts | Templates | Retention Policies  Expenses | Targets | Accounts | Transactions | Statements

[E} Move Transaction ¢ [ ) E-Q

n Date

Y =
2019/06/17
2019/08/17

« |Reference Transaction Type VatDue Amount Due Approved
o0 - - -
Abrahams Mark (M.) (AGLP730329) Fees R0,00 R213,27
Abrahams Mark (M.) (AGLP730329) Fees R0,00 R82,47

» fa018/06/25

Bester Jaco (J) (5130087291) New Business R0,00 R18 547,33

2019/06/25

Bester Jaco (J) (5130087291) Anniversar Y R0,00 R673,65

Manage Retained Transactions

Double click the retained transaction to see the transaction movement.
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OO0 HBE« -
File Home Tools

Dfa BHE B Xv B < X

New Clone... Save Saveand SaveandMew Delete Validate Cancel Ad Hoc Open Related Show Workflow = Refresh = Previous MextRecord Close
~ e Close v Payment Record Instances Record

Records Creation Save Edit Record Edit Open Related Record Workflow View Records Navigation Close -~
Transaction
Transaction Date:* | 2019/06/25 - Amount? R19 847,93
Redpient:* Abrahams Mark (M.) VAT: R2 977,19
Description:® Commission (Discovery) Total: R22825,11
Reference: * Bester Jaco (J) (5130087291) Retention Policy: General Retainment Rule
Transaction Type:* | New Business Remaining Amount: R14847,93
Date Captured: Thursday, 04 July 2019 16: = Captured By: Date Approved: 2019/07/04 ~ | Approved By: ElsabeV

nt Tran
= E‘@ Transactions processed
Description 4 | Redpient Transaction Type Transaction Date Amount Retention Policy Date Paid

3 EComm\ssion (Discovery) Abrahams Mark (M.} New Business 2019/06/25 R5000,00 General Retainment Rule

User: ElsabeV

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

Open the transaction to make an Ad Hoc Payment

D E B v g & B B C&h 0 O B

New Save Saveand SaveandNew  Validate Cancel  Generate | OpenRelated CreateExpense Generate  Show Workflow | Refresh Showin | Previous NextRecord | Close
v v Targets Record  Transactions Statement>  Instances Report ¥ | Record
Records Creation save Edit Record Edit Open Related Record Workflow Vien Records Navigation | Close

RecpientDetal | TaxDetais | Competence Registers

Contact:* brahams Mark (M.)
Account Code: 256998

oe o af] v |__|5 ~ m

1s roker House [ ] B EBS o KIS
New  Clone Save Saveand SaveandNew | Delete Valdate Cancel | Adroc OpenRelated Show workflow | Refresh | Previous NextRecord | Close
/| Receive Commission v v Close v Payment Record Instances Recor
R0,00

Records Creation Save Edit Record Edit | Open Related Record Workfiow View | RecordsMavigaton | Cose |
Date Added: ™ 017/11/01 e
PD Rating: Transaction
Er=rs Transaction Date:™ |20 13/06/25 - | Amount: R19 847,93

Recpient: Abrahams Mark (4.) vaT: R2077,19
Contracts | Templates | Retention Polices | Expenses | Targe]
[8b Hove Transacton < B Description: Commission (Discovery) Total: R22825,11

Reference: Bester Jaco (1) (5130087291, Retention Pol General Retainment Rul

Transaction Date Description Sferenes =Tt J = e Approved

Y= e Transaction Type:* |New Business Remaining Amount: R14847,93 5
b 2019/06/25 Commission (O | Date Captured: | Thursday, 04 July 2019 16: = | Captured By: Elsabey Date Approved: | 2018/07/04 - | Approved By: Elsabey R14847,93 v

Statement Transactions

B B -
Description + [Recpient Transaction Type Transaction Date Amount Retention Poicy Date Paid
» Commission (Discovery) Abrahams Mark (M.) New Business 2019/06/25 R5 000,00 General Retainment Rule
User: ElsabeV

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.
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Em Statement Transaction Ad Hoc Payment Process — O x

Payment Type: Ad-Hoc Payment

Amount:® R2 500,00
VAT: R375,00
Total: R2875,00 -

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

Contracts Templates Retention Polices Expenses Targets Accounts Transactions  Statements
= [ | showinReport ~ [+] - QR
Statement Number Statement Date w | Amount VAT Total Taxable Income | Tax Amount Expense Approved Payment Date Payment Reference Advance Amount
halll: — — — — — — — O — g —
STM-EVXX201907-9 2019/07/19 R2 500,00 RO,00 R2 500,00 R2 500,00 R625,00 RO,00 RO,00
T T e T
STM-SAX201906-8 2019/06/28 R4012,99 R499,53 R4512,62 R3 762,99 RO,00 R250,00 v 2018/03/31 Historic Transactions RO,00
STM-SAX201805-4 2018/05/05 R34,79 R13,27| R108,06 R94,79 RO,00 R0,00 v 2017/12/31 Dec 2017 RO,00
Expenses

A Recipient may be liable for some expenses. These expenses may be once-off or occur over a period of months.
Recurring expenses will be captured on the Expenses tab.

Recurring Expenses

eERE-""Te @ - Desk Fee - Redpient Expense
Home  Toos

U Ei[] ‘Jﬂ I_‘:,Ii-T o= _l @ Previous Record

& Validate .

Nn\alw Save Sagis:end Save ajd New 9 Conce Opi-lEE{DErISlEd V\S'N @ MNextRecord Close
Records Creation Save Edit Open Related Record Records Navigation Close -~
Fee Transaction: |Desk Fee - | External Code:
Description: Desk Fee Quantity: 12
Reference: Desk Fee Unit Cost: R1000,00

| Active Amount: R1000,00

Exdude From: - Include VAT
Exdude To: ~| VAT: RO,00
Captured By: SysAdmin Total: R1000,00
Date Captured: | 2017/07/12 -

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 Enter the date from when expense should be
excluded.
Exclude to Enter the date until when expense should be excluded.
Captured by Auto filled field defaults to user login details.
Date Captured Defaults to current date.
External code Auto filled to General ledger code as specified on Fee

transaction.
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Quantity Enter the quantity of expense.

Unit cost Enter the unit cost of expense.

Amount Auto calculate quantity multiplied by unit cost
Include VAT VAT will be calculated if selected.

VAT VAT portion of expense if selected.

Total Total Income / Expense

After all expenses have been allocated, these transactions need to be processed in order 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.

L:—;| Contracts Q Templates e Retention Polides Lﬁ' Expenses lﬁ] Targets =/ Accounts Statements
@ Mave Transaction g <% -] - @9 ? @ - g -
Transaction ... |Description 4 |Reference Transaction Type Vat Due Amount Due In Retention Approved
T = abe abe = = = 1 1 -
b 2016/10/21 Advance Advance Advance RO,00 -R.20 000,00 W,
20160720 Commission (ALG Sanlam) Flinstone Fred (F.1.) ... Commission RO,12 R1,02
20160720 Commission (ALG Sanlam) Flinstone Fred (F.1.) ... Commission R28,73 R217,69
2016/03/01 Commission (Disc Vitality) Longhorn Jim (1.) {51... New Business on R219,46 R1787,04 ¥
2015/03/01 Commission (Disc Vitalitv) Flinstone Fred (F.J.) ... | New Business on R.249,53 R2031.84 ¥ -
Statements

Summary of all statements paid and/or due for payment

@ Contracts Q Templates e Retention Policies Lfa' Expenses lﬁ] Targets | =/ Accounts Lﬁr Transactions @ Statements
» B [ B ShowinRepot -~ @ @  Alltems - Y B - & -

Statement Mumber a |StatementDate |Amount |VAT |Total Taxable Income | Tax Amount |Expense |Approved |PaymentDate |PaymentReference |Advance Amount

T abc = = = = = = = u = abe = -
STM-ADM201511-5 2015/11/20 R5 770,81 R0,00| R5770,81 R5770,81 RO,00 R0O,00 o 2015/10/30 Oct 2015 RO,00

b STM-ADM201604-12 2016/04/25 R6 919,70 RO,00 RE6919,70 R6 919,70 RO,00 R0O,00 J 2016/04/15 Retention test RO,00
STM-ADM2016804-13 2016/04/25 R3 281,25 RO,00 R3 281,25 R3 281,25 R0O,00 RO,00 ol RO,00
STM-ADM2016805-15 2016,/05/10 R30 066... RO,00| R30065... R30 066,44 RO,00 RO,00 o 2016/04/15 Retention test RO,00
STM-ADM201611-17 2016/11/21 R23412... R0.00 R23412... R23 412,98 RO.00 R0O.00 v 2017/07/18 Batch testing RO.00 LT

Refer to Recipient Month-End Process
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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 system 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 Bar, then select New from the action bar.

Home  View  Tools
D = z = 3 3
QO [J @ B X uWwl & ¢ 3 o O
N N All Commission Contracts  ~ Text to search... Search
Back Forward New Create Commission Clone... Delete Apply  Client Workflow Refresh Automated Show in Previous NextRecord Save New
v v ’ ~ 1 v Formula Portal ~ v Process ™ Reportv | Record Filter
Views History Navigation Records Creation Edit Record Edit Workflow View Records Navigation Filters Ful Text Search
Navigation X% BEE-Cee - Commission Contract
Commission e Home  Tools [
Commission Dashboard » L =1 [ =l [i7 Z = S E"3 Genel
O% & = v 9 ‘] @ ¢ 0 B <
& Redpient - > - - eneri
@ R it Statement New Clone. Save Saveand SaveandNew  Validate Cancel Apply  Client Open Related Workflow Refresh Automated Show in Previous NextRecord Close
[ Redpient men v v v Formula Portal v Record v Process v Reportv | Record eneri
= Records Creation Save Edit Record Edit Open Related Record Workflow View Records Navigation Close G il
o e Owner: -| Contribution: RO,00
eneri
[8) Bark statement Transaction Commission Product: ~| Contribution Frequency: | Monthly Genel
%mﬁmgm Payment Batch Product Provider: Annual Escalations 0.00% | | [feer
Batch
- Contract Number: Market Value: RO,00 [neric|
> g Configuration
(3 importProcess Reference Number: Expected Commission: RO,00 2 =ner
Source: +| Second vear Commission: Rooo 3| |
ereri
Inception Date: ~| Comment:
Gener|
Status: New Business ~ | Last Statement Date:
Geng
Cancel Date: - | Current Commission: RO,00 eneri
Cancel Reason: Total Commission: RO,00 beneric
Consultant:
& Contact Management Use Template e
- Template: Cener
[s] Commission eneri
— = 8] commissions | @ Market Vaiues | (8] Statement Detals | (5] ContractLinks | @ ContractRoles | [] Tasks | & Notes | [F] Documents | [£] Questionnaires | [£] Propertysheet | £= History Geng
) Financials
| = X Bee vYmE-B- fneric
ini i Eneric|
 Administration Effective Date v | Transaction Category Commission Value Expected Commission plit Total
eneri
W Reports e neri
< Gengl
7 Tools User:FlsabeV  Updated by: BsabeV on 2019/06/25 08:45:29 o

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 via the commission
process, the product will be selected based on the matching of
the Benefit Type column in the transaction column with the
Benefit code property of the product.

Product Provider Display field only based on the selected product.

Contract Number 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 to enter a value
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Source

Inception Date
Status

Cancel Date

Cancel Reason
Consultant

Use Template

Template

Contribution
Contribution Frequency

Annual Escalation
Market Value

Expected Commission
Second Year Commission
Comment

Last statement date
Current commission
Total Commission

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

The date the policy was submitted.

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

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

Provide a reason for setting a cancel date.

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

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

Must select a template if you choose to use templates.
Changes to the splitting rules of a template will affect the splits
on contracts using that template.

Monthly contribution if applicable.

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

Percentage escalation of the contribution.

Auto populate when imported. Market Value can be updated
on the Market Value tab. When imported the system will track
the value as per the value date on the import

Capture First year expected commission

Capture second year expected commission

Free text field

Last commission statement processed for this contract.

Last commission earned as per last statement processed.

All commissions earned on this specific contract since
inception.

@
©

©

Commissions

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

only.

Market Values

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

Statements.

Market values can also be captured manually.
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Use Template

Template:
[E- Home Tools

8] Commissions La Market Values Statement Oy

B X |- U lliﬂtﬂ L‘-El%} X ¥ 9 @ @

Date New Save Saveand SaveandNew | Delete Validate Cancel = Refresh | Previous MextRecord — Close

— &4 Close S Record
Ti= Records Creation Save Edit View Records Navigation Close -~
Value Date: -
Market Value: RO,00 -
Cash Value: RO,00
Units: 0

Updated By: | ElsabeV
Last Updated: | 2013/06/25 -

User:ElsabeV  Updated by: ElsabeV on 2019/06/25 09:17:24

Statement Details
A summary of all transactions processed on this specific contract.

8] Commissions L%Marmlvaluesl (8] Statement Details F Contract Links | @ ContractRoles | (3] Tasks | & Notes | [£] Documents | ] Questionnaires | ] Propertysheet | $= History
2% B2/ 00T © -
Transaction Date - |Statement Broker Transaction Type Amount (Exd VAT) VAT Amount Market Value Processed Approved s Spit Correct
T = = = = = = = = O 0 0
b 2016/06/01 Disc Longhorn Jim (1.) (107554... Renewal Commission (Anniversary) R37,89 R5,30 R43,19 R0,00
2016/03/16 Test doc attachment. Longhorn Jim (1.) (107554... | Renewal Commission (Anniversary) R37,88 R5,30 R43,19 k0,00 v v v
2015/11/01 Discovery 123 Longhorn Jim (1.) (107554. .| Renewal Commission {Anniversary) R37,38 R5,30 R43,15 R0,00 v v
2015/10/1% Discovery 8708 Longhorn Jim {1.) (107554...|Renewal Commission {Anniversary) R37,88 RS5,30 R43,19 R0,00 v 7 7
2015/10/01 Discovery Health R11253.51  |Longhorn Jim (J.) (107554... Renewal Commission (Anniversary) R37,89 RS5,30 R43,19 R0,00 v v v
2015/08/01 Discovery Health R11253.51  |Longhorn Jim (J.) (107554... | Renewal Commission (Anniversary) R37,89 RS5,30 R43,19 R0,00

Double click a transaction to view more detailed information, e.g commisission split applied.

E- Home Tools

d @ v 49 , G 9 O @

Save Saveand = \Valdate Cancel Clear Update Open Related Refresh  Previous MextRecord Close
Close Warning Transaction Record Record
Save Edit Record Edit Open Related Record View Records MNavigation Close -
Transaction Date: | 2015/11/01 = Transaction Type: | Renewal Commission (Anniversary)
Broker: Longharn Jim (3.) (1075546042) Amount (Exd VAT): R37,89
Contract: Botha Johaghum (3.M.J) 3102551 VAT: R5,30
Comment: Amount: R43,19
Market Value: RO,00 Processed Is Split Correct
Contribution: RO,00
Message:
@ Transactions
2% B E- 00 Y @ |B-
Transacti Recipient |Description & |Reference Transaction Type Percentag... | Amount |Incud VAT Total Approv.
b 2015{11f01 Longhor... Commission {Di... Botha Johaghum (J.... Renewal Commissio... 80.00% R30,31 v R4,24 R34,56 v
2015/11f01 XYZ Bro...  Commission (Di... Botha Johaghum (J.... Renewal Commissio... 20.00%  R7,58 o R1,06 RB,64
SUM.. SUM...  5UM...

Contract Links

Link any number of contracts to one another. This feature is useful to determine the value of a client based on all
business generated through the connection i.e. Business policy linked to personal policies or Spouses individual
policies linked to each other.
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%8] Commissions | @ Market Values | (8] Statement Details | (] ContractLinks | g Contract Roles | [¥] Tasks | & Notes | [5] Documents | [£] Questionnaires | [&] Propertysheet | §= History
s S

Vermaak Elszbe (E.) Livanni R1 500 000,00 R1 352,68 Monthly

@ @ X %l 3 ClentPortal - B - ShowinReport - @ Y B- -
Cuiner Commission Product Warket Value Contribution Contribution Frequency Annual Escalation Consultant
» Vermaak Elsabe (E.) Echelon Private Client Insurance RO,00 R985,35 Monthly 0.00% Gibbs Abby (A.)

0.00% Alleman Jan (2.)

Contract Roles

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

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

History
Keep record of the status history of this contract.

8] Commissions | (@ Market Vakes | 8] Statement Details | 5] Contract Links | @y ContractRoles | [7] Tasks | & Notes | [£] Documents | [£] Questionnaires meperwshee

@Y |- 2-
Log Date & |User Name Status Contract Value Contract Premium
T = - = = =
» Wednesday, 26 June 2019 13:55 Esabey Inported R0,00
Wednesday, 26 June 2019 14:24 ElsabeV Active RO,00

Contract Commission

RO,00
RO,00

R0,00
RO,00
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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

Home  View  Tooks
@ ::) x M J @ "I\) @ ? Text to search... Search
Back Forward Delete Import Bank Open Related Refresh  Previous NextRecord =~ Save New
- - statement Record Record Filter
Views History Navigation Edit ‘Record Edit Open Related Record View Records Navigation Filters Full Text Search
Navigation P % Drag a column header here to group by that column
Transaction Date - | Description Reference Bank Statement Debit Amount Credit Amount
Commission T = abe abc = = =
Commission Dashboard »  2016/01/02 PREMIUMCOLRF02723704COMM 000 Jan 2016 R0,00 R702,52 R702,52|
B Redipient 2016/01/02 HOLLARD ETAG1512310372263767 Jan 2016 R0,00 R3081,50 R3 031,50
[® Redpient Statement 2016/01f02 HOLLARD ETAG1512310971268768 Jan 2016 R0,00 R750,02 R750,02|
[& Template 2016/01/02 HOLLARD ETAG1512310370268763 Jan 2016 RO,00 R10 696,47 R10 696,47
] Commission Contract 016/01/04 MF PAYO000_20455405 Jan 2016 R0,00 R16 549,55 R0,00)
9 2016/01/04 FMNB OB PMT PROV SIS DOMMCOMM Jan 2016 R0,00 R33 249,95 RO,00|
2016/01/05 DISCLIFE 1116055250-87864055 Jan 2016 RO,00 R4914,18 R4514, 13|
2016/01/05 FNB OB PMT KING PRICE INSURANCE Jan 2016 RO,00 R989,44 R989,44|
- 2016/01/05 DISC COMM 1116055250-87866792 Jan 2016 RO,00 R19 684,39 R19 684,39
> 5 Confguration D16/01/05 TUMPREM RFO2730347IUMINZ Jan 2016 R0,00 RS 477,04 RS 477,04
Q Import Frocess 2016/01/05 LIBERTY047 Jan 2016 R0,00 R2 400,11 R2 400, 11
[gt Import Bank Statement Process = ] X
Eﬁ Import ﬂ| Logs
Import Map: o
File:
Contact: o
Bank Account: -
Use Existing Bank Statement
Bank Statement Reference:
From Date: -
To Date: -
Conc
Fieldname Description Required
Import Map Select the Bank statement import map (]
File Attach bank statement file @'
Contact Defaults to Brokerhouse &
Bank Account Defaults to Bank account details
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 (v
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.

Drag a column header here to group by that column
Transaction Date . |Description Reference Bank Statement Debit Amount Credit Amount Credit Amount Available

T = abc abe = = = = 4

» 20150102 PREMIUMCOLRF02723704COMM 000 Jan 2016 RO,00 R702,52 R702,52
2015/01/02 HOLLARD ETAG1512310972268767 Jan 2016 RO,00 R3081,50 R3081,50
2015/01/02 HOLLARD ETAG1512310971268768 Jan 2016 RO,00 R750,02 R750,02
2015/01/02 HOLLARD ETAG1512310970268769 Jan 2016 RO,00 R10 896,47 R10 896,47
016/01/04 MF PAY0DD0_20433403 Jan 2016 RD,00 R15543,5 RO,00
2016/01/04 FNB OB PMT PROV SIS DOMMCOMM Jan 2016 RO,00 R33 248,95 RO,00
2016/01/05 DISCLIFE 1116055250-87864055 Jan 2016 RO,00 R4314,18 R4314,18
2016/01f05 FNB OB PMT KING PRICE INSURANCE Jan 2016 RO,00 RS83,44 RE83,44
2016/01/05 DISC COMM 1116055250-87866792 Jan 2016 RO,00 R19 684,39 R19 684,39
2016/01/05 IUMPREM RFO2730947IUMINZ Jan 2016 RO,00 R5 477,04 R5 477,04
2016/01/05 LIBERTYD47 Jan 2016 RO,00 R2400,11 R2 400,11
2016/01/05 LEGACY KOMM Jan 2016 RD,00 R4000,29 R4000,29
2016/01/05 KERN DEKKEUMIT 24 PALMSIG/KERN Jan 2016 RO,00 R400,00 R400,00
2016/01/06 SANTAM  06915140/0509267 Jan 2016 RO,00 RB1,05 RB1,05
2016/01/06 ABSA BANK VD Westhuizen huur Jan 2016 RO,00 R4 200,00 R4 200,00
2016/01/06 BROLINK WEBSBROCOMOS35T 1F13 Jan 2016 RO,00 R30 232,51 R30 232,51
2016/01/06 SANTAM  06913617/0503088 Jan 2016 RO,00 R75 254,61 R75 254,61
2016/01/06 BROLINK TIAL COMM 01201T1GIL Jan 2016 RO,00 R16 592,31 R16 592,31
2015/01/07 LIBERTYD47 Jan 2016 RO,00 R6 854,79 R6 854,79
2016/01/07 UNITYINS Jan 2016 RO,00 RE0,00 RE0,00
2016/01/07 ISSCOMMISS Jan 2016 RO,00 R1172,00 R1172,00
2016/01/07 FFWCOMM Jan 2016 RO,00 RS28,27 RS828,27
2015/01/07 FFWINS Jan 2016 RO,00 R50,00 R50,00
2015/01/07 AZGCOMM Jan 2016 RO,00 R57,24 R57,24
2015/01/07 AZGCOMM Jan 2016 RO,00 R3692,74 R3692,74
2015/01/07 FFWCOMM Jan 2016 RO,00 R236,73 R236,73
016/01/07 ABGCOMM Jan 2016 RD,00 R5044,50 R5044,50
2016/01/07 ISSCOMMISS Jan 2016 RO,00 R50,00 R50,00

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:

Home Tools

U 1] ‘.Iﬁ I‘I:%} V _,f &] e @ Previous Record

Mew Save Saveand SaveandMew | Validate Cancel Generate Open Related Create Expense  Generate | - @ MextRecord Close
~ Close ~ Targets Record Transactions  Statement ¥
Records Creation Save Edit Record Edit Open Related Record View Records Navigation Close ™

3 Redpient Detail @3 Tax Details Q Competence Registers

Contact: ¥YZ Brokers - | Active
Account Code: 6 Redipient Type: Invoice -
7] s Broker House Broker House: - Bank Account: First National Bank, Cheque Account, 62335838225, XYZ ... -
+| Receive Commigsion  Default Commission: 20.00% -
Book Value: RO,00
Date Added: 1580/01/01 ~| Balance: R63 191,03
PD Rating: | LastStatementDate:  2015/08/22 =

Comment:
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Commission Statement
The commission file import process caters for a variety of file formats for importing of commission data into the
system for processing. These files are processed manually by a user selecting the file from a file location.

For the system to calculate commissions imported, the Commissions Administrator needs to set up a map
between the commission file and the system. Please refer to the TC Desktop Application Administrator Guide.

Importing Process
To start the Import Statement process, select ‘Commission Statement’ from the ‘Navigation bar’ and select
‘Import Statement’ from the ‘Action bar’:

Home View Tools
G A : @ 2 c 7
2 - Commission Statement _ ~ » Al Statements - Text to search Search
Back Forward New Clone Delete | 2.Calculate 3.Process 4. Approve 5. Approve 1.Import — Refresh Automated  Show in Previous NextRecord Save New
- - - - Splits Transactions Statement Statement Process v Report ¥ Record Filter
Views History Navigation Records Creation Edit Record Edit View Records Navigation Filters Full Text Search -
Navigation 5 x| Dragacoumn header here to group by that column
Broker House Statement Date Product Provider Broker House Contract |Reference  [status Amount (Exdl V. Amount Bank Statemen. . Transactions I.
Commission T b = abe abc abe = = = = = = <
Commission Dashboard XYZ Brokers 2016/09/08 Santam. 8801 508_20160805_033318_847678. txt Open R68,28 R8,56 R77,84 RO,00 42
& Redpient XY2 Brokers 2015/08/01 Auto & General FSB43665 ARG Processed R1614,17 R226,00 R1840,17 RO,00 0
[ Redpient Statement XYZ Brokers 2016/06/01 Auto & General F5B43665 ABG Clone: Open R1614,17 R226,00 R1840,17 RO,00 0
[ Template Lynmar Brokerage 016/10/01 ABSA 954789462 ABSA Oct 2016 Approved RS0,00 RO,00 RS0,00 RO,00. 0
XYZ Brokers 2017/04f01 Old Mutual 607260 Adviceworx specialised map Open R0,00 RO,00 RO,00 RO,00 796
XY2 Brokers 2016/10/01 Auto & General FSB43665 AG Oct Open R2 580,75 R352,73 R2953,48 RO,00 0
8] Bark Statement Transaction XYZ Brokers 017/05/24 alg p102 aig Cpen RO,00 RO,00 R0,00 RO,00 3
% Statement Payment Batch X2 Brokers 2015/10/14 aBsA BestL AIMS Oct approved R7693425| RI0770,76  RB770502  R87 705,02 o
Lg Batch XY2 Brokers 20160213 Old Mutual 607260 ALG OM Processed RO,00 RO,00 RO,00 RO,00 454
> I configuration XYZ Brokers 2016/07/20 Sanlam 00892948 ALG Sanlam Processed R1065,78, R145,21 R1214,99 R160 680,77 240
[@ Import Process
¥ |XYZ Brokers 2019/06/01 Allan Gray D3634 Allan Gray lxs Processed R221,85 RO,00 R221,85 R9E3,490. 15
XYZ Brokers 2015/09/10 Auto & General F5B43665 Auto & General Processed R2 580,75 R362,73 R2953,48 RO,00 0
XYZ Brokers 2015/09/04 Bonitas 800459 Bonitas Completed R522,62 R73,16 R585,78 RO,00 0
XYZ Brokers 2016/06/03 Bonitas 800469 Bonitas May 2016 Processed R153,88. RO,12 R154,00 RO,00 0
X1z Brokers 2015/10/30 Santam Santzm BV/ise fee test Approved R3 126,03 RI12264  R3248,67 R0,00 0
XYZ Brokers 2017/05/24 CIA P103 da Open RO,00 RO,00 RO,00 RO,00 11
XY2 Brokers 2017/01/18 Discovery 10048035731 ‘Comment Open R9 317,68 R1304,48 R10 622,16 RO,00 0
& Contact Managemenl XYZ Brokers 017/02/28 c cTu CTU 13 593.43.x5 Processed R11924,06 R1689,37 R13 593,43 R13 593,43 0
X1z Brokers 0 16/05/01 Discovery 10048035731 Disc Open R 871,50 R138201  RI1L253,51  R10000,00 0
[s] Commission Verwey Marina (M) 017/02/23 Discovery DiscH Disc Product Open R1975,22 RO,00 R1975,22 RO,00 0
—- - XYZ Brokers 2016/03/01 Discovery 10048035731 Disc Vitality Approved R9 317,67 R1304,49 R10 622,16 RO,00 0
* Finandals XYZ Brokers 2017/09/18 Discovery 10048035731 DISCLIFE 1110045059-117019493 Open RO,00 RO,00 R0,00 R11253,51 340
@ Administration X1z Brokers 018/03/13 Discovery 10048035731 DISCLIFE 1116055250-85240375 Processed R4868,47 RE8L74  RSS551,21 RS 551,21 0
XYZ Brokers 2015/11/01 Discovery 10048035731 Discovery 123 Processed R8 663,10, R1212,83 R9 875,93 RO,00 0
¥ Reports XYZ Brokers 2015/10/14 Discovery 10048035731 Discovery 9709 Approved R8 516,85 R1192,36 R 709,21 RS 709,00 0
k? Tooals XYZ Brokers 2019/06/01 Discovery 10048035731 Discovery Health csv Processed R511,22 R83,95 RS585,17 R103 437,97 1723
XYZ Brokers 2015/10/01 Discovery 10048035731 Discovery Health R11253.51 Approved RS9 871,50 R1382,01 R11 253,51 R11253,51 0+
Ensure you apply the correct filter to see the imported file in the list view:
Home  View  Took
QO [ ' @ 4 & O 7
! - Commission Statement | = » Al Statements - Text tosearch...  Search
Back  Forward New Clone... | Delete | 2 Caluiate 3.Process 4. Approve 5.Approve 1Import | Refrest utomated  Showin | Previous NextRecord Save New
~ ~ v v Fees Splits  Transactions Statement Statement Commissien Statement rocess ¥ Report ¥ | Record Filter
Views History Navigation | Records Creation | Edit Record Edit [rvestment Statem Records Navigation Filters Ful Text Search
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This will launch the import process.

[ # Import Commission Statement Process = O X

Import |Logs

Import Map: °| - |

Statement Type: Commission statement

File:* | |

" Validate Map

Product Provider: | - |

[ | Multiple Broker House Contracts
Broker House Confract:™®

Statement Date:* | - |

Reference:*
Use Bank Statement
Bank Account:™ | - |
Bank Statement Transaction:* | - |
Bank Statement Amount: | RO.00 2 |
Mumber Of Transactions: | o |
| 0K, | | Cancel |

Select the relevant import map that matches the file you want to import. Each statement received from the
product providers requires a specific map.

The selection of available maps is a combination of system 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 system 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 system will not be
able to process the file if the incorrect map was chosen.

Validate Map When selected, the system will check if the selected map matches
the file layout which is being imported.

Product Provider Select the Product Provider as per the statement you are
processing.
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Multiple Broker House  Select this option when the statement is a summary of transactions

Contracts

for various Broker Houses.

Broker House Contract  Select the appropriate contract that the Broker House has with the &

Statement Date

Reference

Use Bank Statement

Bank Account
Bank Statement
Transaction
Bank Statement
Amount
Number of
transactions

product provider of the file you want to process.

The statement date is important. Various validation rules for the @
broker and broker contracts depend on this date. This date will also

be used to generate the transactions.

Reference number for a statement is unique. This field will auto &
populate from the Bank Statement Description field when you

choose to use the Bank Statement transaction.

Select when Bank Statement Transactions must be linked to

Commission statement.

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

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

Bank Statement Amount will auto populate from your selection
made on Bank Statement Amount.
May be used for record purposes.

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

[% Import ﬂ Logs

[ Import Commission Statement Process — O X

Import Map:
Statement Type:
File:

o Valdate Map

Product Provider:

Broker House Contract:
Statement Date:

Reference:

Bank Account:

Mumber Of Transactions:

G -]

Commission statement

| AIG 72 527.52.x05% -]

G -]

[ Multiple Broker House Contracts
| XYZ Brokers (P102) -]
|2019/08/12 -

AIG 72 527.52
Use Bark Statement
First National Bank, Chegue Account, 62385838225, XYZ Brokers -

Fjos/24 CIA
Fio1/1s Discovery
Fjozf2s CTu
606,01 Discovery
Ffoz/23 Discovery
Bf03/01 Discovery

Find: | 5earch|
Available records: —
|Transacti0n Date w |Credit Amount Available Description | :I
T = = abe E .
2019/06/10 R755,38 OMI
2019/06/10 R121,46 Cadiz
2015/06/10 R164,14 Alan Gray
2019/06/10 R2 649,02 Sanlam l
b 2019/06/10 R75 527,52 AlG
2017/03/28 R3 997,34 LIBERTYD47,GRP,526627,1

Import process logs
The system keeps record of each item imported and this process log can then be consulted when an import failed
or was imported with errors.
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Import Process logs can be accessed from the Navigation Bar from Commission or Tools menu:

Home View Tools
Qo 0 X 4 ¢ o O
o o All Ttems. - Text to search... Search
Back Forward New Delete Import Open Related Refresh  Previous NextRecord Save New
v - v Process Record Filter
Views History Navigation Records Creation Edit Record Edit Open Related Record View Records Navigation Filters Full Text Search
Navigation 7 x |Draga column header here to group by that column
Import Map File Import Status Created By Date Created Updated By Last Updated Import Type
Commission ¥ = ™ = ™ = abe = b
Commission Dashboard AIG AIG 72 527.52.:dsx. Import with Errors. ElsabeV 2019/06/26 Elsabev 2019/06/26 TC.Commspiit.Module. Imp.
& Recipient ’ Bank Statement 201906 . xdsx Successfully Imported ElsabeV 2019/06/26 Elsabev 2019/06/26 TC.CommSpiit.Module. Imp.
|® Redipient Statement Allan Gray Market Values Adviser Fee Statement D3634 Account Market Value.xisx Import with Errors. ElsabeV 2019/06/24 ElsabeV 2013/06/24 TC.CommSpiit.Module. Imp.
[ Template Allan Gray Market Values Adviser Fee Statement D3634 Account Market Value.xisx Import with Errors. ElsabeV 2019/06/24 ElsabeV 2013/06/24 TC.CommSpiit.Module. Imp.
@ Commission Contract. Santam et Santam 646 699.13.txt Import with Erors. ElsabeV 2019/06/24 ElsabeV 2019/06/24 TC.CommSpiit.Module. Imp.
Commission Statement Santam txt Santam 646 699.13.txt Import with Errors ElsabeV/ 2019/06/24 ElsabeV' 2019/06/24 TC.CommSplit.Module. Imp.
[8) Bark Statement Transaction Discovery Health csv Disc Health 1018.csv Successfully Imported ElsabeV/ 2019/06/24 ElsabeV' 2019/06/24 TC.CommSplit.Module. Imp.
[E} statement Payment Batch Allan Gray {Appr) Adviser Fee Statement D3634 Account. xisx Import with Errors ElsabeV/ 2019/06/24 ElsabeV 2019/06/24 TC.CommSplit.Module. Imp.
Allan Gray {Appr) Adviser Fee Statement D3634 Account. xisx Import with Errors ElsabeV/ 2019/06/24 ElsabeV' 2019/06/24 TC.CommSplit.Module. Imp.
Allan Gray (Appr) Adviser Fee Statement D3634 Account. xlsx Import with Errors ElsabeV 2019/06/24 ElsabeV 2019/06/24 TC.CommSplit. Moduie. Imp.
Allan Gray (Appr) Adviser Fee Statement D3634 Account Level for the period ... Import with Errors ElsabeV 2019/06/24 Elsabev 2019/06/24 TC.CommSplit.Module. Imp.

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

Each line item imported will be recorded.

Home Tools
T =y =i (5 3 L
[ A E@ B v & C 0 ¢
New Save Saveand SaveandMew | Validate Cancel Import Open Related Refresh = Previous MextRecord Close
S Close S Process Record Record
Records Creation Save Edit Record Edit Open Related Record View Records Navigation Close -~
% Import m Logs
X B @ Y \@- -
Log Date 4 | ImportLog T Log Message
Y = = abe -
b | 2019-06-26 01:27:34.4530 PM  Information Create badkup file - C:\Users\TCSUPWO3\OneDrive - Teessen Consulting\Documents{TC\Testing\CommSplit Test ...
2019-06-26 01:27:34.5000 PM  Information Initialising AIG{TCImpartInterface. CommissionImporter) processor with C:\Users{TCSUPWO3\0OneDrive - Teessen ...
2019-06-26 01:27:34.5600 PM  Information Start processing file C:\Users{TTCSUPWO3\OneDrive - Teessen Consulting\Documents\TC Testing\CommSplit Test..
2019-06-26 01:27:34.6100 PM  Information Start Processing line.

2019-06-26 01:27:34.6600 FM  Error Column {N} Row 12 in the file cannot be converted to type DECIMAL

2019-06-26 01:27:34.6300 PM  Information Start Processing line.

2019-06-26 01:27:34. 7000 PM  Information StringList to process in ProcessStringlist P102,XYZ Brokers,P102,,AIG985469,Renier Kruger,AIG,34.88,30. 596499
2019-06-26 01:27:34.7230 PM  Information Check if statement for Broker House P102 exist with Reference AIG

2019-06-26 01:27:34.8300 PM  Information Commissionstatement for Broker House P102 created with Reference AIG

2019-06-26 01:27:34.8430 PM  Information Stringlist to process in ImportCommissionTransactionDetails: P102,%YZ Brokers, P 102,,A1G385463, Renier Kruger, ...
2019-06-26 01:27:35.0430 PM  Information EXEC TC_CreateCommissionImportTransaction @BrokerHouseMo = 'P102', @BrokerHouseName = 'XYZ Brokers', ...
2019-06-26 01:27:35.0700 PM  Information Start Processing line.

2019-06-26 01:27:35. 1170 PM  Information StringList to process in ProcessStringlList P102,XYZ Brokers,P102,,AIG985470,C Lourens,AIG, 199.06,174.614035..
2019-06-26 01:27:35. 1370 PM  Information Stringlist to process in ImportCommissionTransactionDetails: P 102,%YZ Brokers, P 102,,A1G385470,C Lourens, AL
2019-06-26 01:27:35. 1900 PM  Information EXEC TC_CreateCommissionImpor tTransaction @BrokerHouseMo = 'P102', @BrokerHouseName = "XYZ Brokers', -

User:ElsabeV  Updated by: ElsabeV on 2019/06/26 13:27:37
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Processing Commission
Your newly imported statement will display in red. This indicates that some actions still need to be performed on
the statement. Open the newly imported statement.

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

Home Took
' =l = — = A E =
Ue @@ & v ko 55 @ © & Cld o O
New Clone Seve Saveand SaveandNew  Vaidate Cancel | 1. Import 2. Cslauate 3.Process 4. Approve 5. Approve Open Related Refresh Automated Showin | Previous NextRecord = Close
v - - Transactons  Fees Spits  Transactions Statement Record Process v Report™ | Record
Records Creation save Edit Record Edit Open Related Record View Records Navigation  Close “
Broker House: XVZ Brokers -| Statement Type: Commission statement
Product Provider. AIG -] status: Opn
Brokerhouse Contract: | XYZ Brokers (P102) - | [ransactons Not Imported: 7
Statement Date: 2019/06/12 "
Reference: Al Amount (Exd VAT): R0,00
Bank Statement Amount: R75527,52 | Number OF Transactions: o o | VAT: R0,00
Date Captured: 2019/06/26 -| Capturedsy: Ekabey Amount: R0,00
Date Processed: - Date Approved:
[#fl statement Entries | [] statement Fies
X 20 ¥ &\ - -
Transaction Date Broker Contract Comment Status Transaction Type Category Amount (Exd V... |VAT Amount Market Value  [Is Spitt Correct |Processed Approved
T = = = anc = = = = = = = 0 0 0

The ‘Transactions Not Imported’ property indicates the total number of records.

The file you selected on import will be saved automatically on the Statement File tab:

8] statement| Enme
O-X 8900y |- &-

Fle a |Statement Date Bank Statement Amount | Imported Amount Number Of Transactions | Import=d Number OF Trans. .| Bark Statement Transaction
Field Description Required
File File name as saved on PC
Map Name Map name used for the Import can be added to the
display selection
Statement Date Defaults to Statement Date selected
Bank Statement Amount Amount selected from Bank Statement
Imported Amount Amount imported from import file
Number of Transactions Free capture field will display number of transactions as
captured
Imported Number of Transactions ~ Number of transactions calculated from import file
Bank Statement Transaction Bank description field

Five steps are required to complete the imported statement to a status where the commission is either split or
divided and ready for payment or the investment values calculated.

Each step will become available once the previous step has been completed.
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A o B 4

1. Import 2. Calculate 3. Process 4. Approve 5. Approve
Transactions Fees Splits Transactions Statement

Import Transactions
Select the Import Transactions option to access 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.

Home Tools
X @ 5 & @0 o 4
-~ v i Texttosearch...  Search
Delete | Create  CreatzBroker Amend  Append Open Related Refiesh  Frevious NextRecord  Clos= | Save New
Transactons  Confract  Transaction Record ccor Fiter

Edit Record Edit OpenRelatedRecord  View | RecordsNavigaton | Clse | Filters Ful Text Search
Transaction Date | Broker House Name Broker House No | Broker Name | Broker No | Policy Name PolicyNo | Commission Amount Ex VAT | VAT Commission Amount |Account Cd | Market Value |Contribution |Sub Product Provider |Message |

T[= abe abe abe abe abe abe = = = abe = = abe abe

) 2019/06/12 Xz Brokers P102 P102 Petrus Hamman AIGIB5492 R5219,25 R730,70 R5949,95 Commission R0,00 R0,00
2019/06/12 Xz Brokers P102 P102 Anneke Fourie AIGIB5481 788,11 R110,34 R898,45 Commission R0,00 R0,00
019/06/12 X2 Brokers P10z P10z Hendik de Jager AIGI8548T R3 655,49 R371,77 R3 027,25 Commission R0,00 R0,00
219/06/12 XY2 Brokers 102 102 Neel Vermaas AIGS85475 R6033,39 R844,68 RE 678,07 Commission R0,00 R0,00
2019/06/12 X2 Brokers P102 P102 M Samodien AIGO85488 R2655,40 R371,77 R3 027,25 Commission R0,00 R0,00
2019/06/12 X2 Brokers Pi02 Pi02 Gerhard Detimer AIG985493 R839,41 R117,52 R956,33 Commission R0,00 R0,00
2019/06/12 xvz Brokers P102 P102 Johanmes van Dyk AIGIB5483 R1507,51 R211,05 R1718,56 Commission R0,00 R0,00
2019/06/12 vz Brokers P102 P102 Wilem Venter AIGIB5472 321,86 R45,06 R366,92 Commission R0,00 R0,00
2019/06/12 X2 Brokers P102 P102 Juandre Loubser AIGIB5473 R17645,73 R2 470,41 R20 116,20 Commission R0,00 R0,00
019/06/12 X2 Brokers P10z P10z Hettie Burger AIGI85471 R310,79 R43,51 R354,30 Commission R0,00 R0,00
2019/06/12 X2 Brokers P10z P10z 5 Visser AIGS35495 R1251,42 R176,60 R1 439,02 Commission R0,00 R0,00
2019/06/12 X2 Brokers P102 P102 ASnyman AIG985479 R2465,08 R345,11 R2810,13 | Commission R0,00 R0,00
2019/06/12 xvz Brokers P102 P102 Comnelius el AIGIB547T R871,05 R121,95 -R993,00| Commission R0,00 R0,00
2019/06/12 xvz Brokers P102 P102 Gerhard Hoffman AIGIB5474 R329,91 R%6,19 R376,10 Commission R0,00 R0,00
2019/06/12 Xz Brokers P102 P102 Corne Burrows AIGIB5486 R1505,58 R210,78 R1 716,35 Commission R0,00 R0,00
2019/06/12 X2 Brokers P102 P102 Pieter van Niekerk AIGIB5490 RE80, 76 R95,31 R776,07 Commission R0,00 R0,00
019/06/12 X2 Brokers P10z P10z Shaun Maree AIGIB5489 R595,23 R83,33 R678,56 Commission R0,00 0,00
2019/06/12 X2 Brokers P10z P10z Leon van Wyk AIGS65452 R738,11 R110,34 R338,45 Commission RD,00 R0,00
2019/06/12 X2 Brokers P102 P102 € Lourens AIGO85470 R174,61 R24,45 R199,06 Commission R0,00 R0,00
2019/06/12 xvz Brokers P102 P102 Christiaan Bevkes AIGIB5478 -R56,38 R7,89 -R64,27 Commission R0,00 R0,00
2019/06/12 xvz Brokers P102 P102 Elizabeth Edwards AIGIB5491 R1048,25 R146,75 R1 195,00 Commission R0,00 R0,00
2019/06/12 Xz Brokers P102 P102 Sepo Diukwana AIGIB5485 R1505,58 R210,78 R1 716,35 Commission R0,00 R0,00
2019/06/12 X2 Brokers P102 P102 Sias Buys AIGIB5494 R106,70 R14,94 R121,64 Commission R0,00 R0,00
019/06/12 X2 Brokers P10z P10z Renier Kruger AIGIB5469 R30,60 R4, R34,88 | Commission R0,00 0,00
2019/06/12 X2 Brokers P10z P10z Jehaghium Batha AIGSE5454 R1505,58 R210,78 R1 716,36 Commission RD,00 R0,00
2019/06/12 X2 Brokers P102 P102 Mari Bests AIG985480 R17519,70 R2452,76 R19 972,46 Commission R0,00 R0,00
2019/06/12 xvz Brokers P102 P102 Waldo de Lange AIGIB5475 R29%,16 R412,% -R3 358,62 | Commission R0,00 R0,00

27 SUM=R63 620,63 SUM=RB 906,89  SUM=R72 527,52

From the import screen, you can edit the imported records:

e

Create Create Broker  Amend  Append
Transactions Contract Transaction

T

Recaord Edit

Amend Transaction
Select one or more records and then choose to amend transaction. Only broker number and the account cd
(transaction type) data can be amended through this process.
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ﬁ Flinstone Fred (F.1.) - Import Transaction Amend Process

Broker Number: Flinstone Fred (F.1.) (P5698)
Broker Mame: Flinstone Fred (F.1.)
Account CD:

Transaction Category:

Transaction Date:

= O x

Append Files

In the event of receiving more than one statement per bank payment, these files can be appended and processed
together as one payment. You may append files to any event depending on the circumstance.

[ Import Commission Statement Process = O X
[ﬂlmport ﬂLogs
Impart Map: -
Statement Type: Commission statement
File:
o Validate Map
Use Bank Statement
Bank Statement Amount: RO,00 7
Number Of Transactions: 1
Field Description Required
Import Map A very critical selection where you inform the system &
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 system will not be able to process the file if
the incorrect map was chosen.

Validate Map When selected, the system will check if the selected
map matches the file layout which is being imported.

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

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

Number of transactions May be used for record purposes.
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Notice that all files appended show on the Statement Files tab on the Commission Statement screen:

i8] SIalEmEntErvtﬂEsI [E] statement Files I

0-XB Y lB- [@-
File

T ebc

4 |statement Date

Bank Statement Amount | Imported Amounit

Mumber OF Transac

Imported Number Of Tran... | Bank Statement Transaction

[ 4

Append

b 120170202 OLD MUTUAL R38160.92. xlsx

2017/04/01

R0,00

R38 160,82 0 796

Create Broker Contract

LT.3—| Broker Contract

Redipient:

Broker Number: P5698

Start Date: 2019/08/26
Contract Document:

Default Commission:

Created By:

Updated By:
0.00% -

i = | Product Provider:

[=] Class Of Businesses
- &

Class Of Business

[ Comment

ALG
Active

ElsabeV

ElzabeV

Date Created:

Last Updated:

201908/ ~

019/08) =

4 | Accredited

Cancel

Create a Broker Contract if a transaction is imported for a new Broker where the Broker Contract has not yet been
set up (provided this action is allowed by your Commission Administrator).

Create Transactions

The ‘Create Transactions’ action is one of the most important steps in the process where most of the validation
will be performed. The ‘Broker House No’, ‘Broker No’ and ‘Policy No’ columns will be used to validate, find and
automatically create commission contracts within the system.

The ‘Commission Amount Ex VAT’-, ‘VAT’-, ‘Commission Amount’- and ‘Account CD’ columns will be used to
create new transaction types and transactions.
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[¢# Commission Statement Detail Process = O X

Commission Confract

Create Contract
Default Owner: Broker

Mew Contract Status:

Use Template

Commission Product

Auto Create Product

Default Commission Product Catogary:

Commission Transaction

| Auto Create Transaction Type
Merge Similar Transactions

Update Contract Contribution

There might be new Client or Product records or even transaction types on the imported file which have not yet
been captured in the system. The Commission Statement Detail Process allows you to auto create these details
from the import process.

Commission Contract
If a new commission contract should exist on the import file, the system 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
system 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.

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

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

Home Tools
(1% @@ & v o 5 @ « @ s © @
New Clone...  Save Saveand SaveandNew | Validate Cancel — 1.Import 2. Calculate 3.Process 4. Approve 5. Approve Open Related Refresh Automated Showin | Previous NextRecord  Close
v v v Transactions  Fees Spits  Transactions Statement Record Process~ Reportv | Record
Records Creation save Edit Record Edit Open Related Record view RecordsNavigation | Close
Broker House: XYZ Brakers - | statement Type: Commission statement
Product Provider: AIG For a successful import the totals should again correspond with the Status: Open
Brokerhouse Contract: XYZ Brokers (P102) fotals of the import file and the Transactions not imported should be Transactions Not Imported: o
Statement Date: 2019/06/12 ::::mnt should also be the same as Bank statement amount Total Market Value: R0,00
Reference: AIG Amount (Exd VAT): R63 620,63
Bark Statement Amount: R75 527,52 Immber Of Transactions: o - fuAm RS 906,89
StE Coptren PLLIIEL == Coptured By: Elsabey Amount: R72527,52
Transactions are now allocated to the Broker contract Date Processed: ~ | Date Approved:
and the commisison contract where the split rules are
8] statement Bl defined
X g
Transaction Date Toker Contract Comment Status Transaction Tyoe = | Category Amount (Exd V... |VAT Amount Market Value  |Is Spiit Correct  [Processed Approved
T = = = ase = = = = = = = 0 0 0 -
2019/06/12 Flinstone Fred (F.J.) (. |Loubser Juandre (3.8.)... Juandre Loubser Imported New Business 1st Year commission R17645,79 R2 470,41 R20 116,20 R0,00
2019/06/12 Finstone Fred (F.J Finstone Fred (F.J. Neel Vermaas Imported New Business 15t Year commission R6 033,39 R344,68 R 878,07 R0,00
Finstone Fred Fiinstone Fred Petrus Hamman Imported New Business st Year commission RS 219,25 R730,70 R5949,95 R0,00
Alleman Jan (1.) (P4521) Bests Mari (M. Mari Beets Imported New Business 15t Year commission R17 518,70 R2452,76  R1397%,46 R0,00
2019/06/12 Finstone Fred . van Dyk Johannes (J.F... Johannes van Dyk Active Renewal Commission (... | 2nd Year commission R1507,51 R211,05 Rl 718,56 RO,00
2019/06/12 Alleman Jan (3.) (P4521) Botha Johaghum (.M. .. Johaghium Botha Active Renewal Commission (... 2nd Year commission R1505,58 R210,78 R1716,35 RO,00
2019/06/12 Allemzn Jar ) Snyman A (A, Asnyman Active Renewal Commission (.. 2nd Year commission R2 455,08 R345,11 R2810,19 R0,00
2 Alleman Jar ) Burrows Corne Corne Burrows Active Renewal Commission (... 2nd Year commission R1505,53 R210,78 R1716,36 R0,00
2019/06/12 Alleman Jar ) Dlukwana Sep Sepo Dikwana Active Renewal Commission (... 2nd Year commission R1505,53 R210,78 R1716,36 R0,00
2019/06/12 Finstone Fred le Jager Hendrik {H.J.... Hendrk de Jager Active Renewal Commission (... 2nd Year commission R2655,43 R371,77 R3027,26 RO,00
2019/06/12 Finstone Fred 5 Visser Active Renewal Commission (... 2nd Year commission R1251,42 R176,60 A1 435,02 R0,00
2019/06/12 Alleman Jan (3. Eizabeth Edwards Active Renewal Commission (.. 2nd Year commission R1048,25 R146,75 R1195,00 R0,00
2 Finstone Fred M Samodien Active Renewal Commission (... 2nd Year commission R2 655,49 R371,77 R3027,25 R0,00
2019/06/12 Alleman Jan (. Gerhard Hoffman Active Short termmonthly  Short term monthly 7329,51 R46,19 R376,10 R0,00
219/06/12 Alleman Jan (1.) (P4521) Maree Shaun (5.) (AIG... Shaun Maree Active Short termmonthly  Short term menthly R505,23 R33,33 RE73,56 RO,00 -

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

A negative transaction, possibly a Lapse, where a retention rule applies, will now display in blue on the
transaction list warning you to pay close attention to this transaction because of the retention rule that applies.

You might choose to revoke the retention rule to absorb this Lapse

8] Statement Entries | [5] Statement Files
a-|X &l @ Y |- &-
Transaction Date Broker Contract Comment Status Transaction Type Category Amount (Exd V... |VAT Amount Market Value Is Split Correct | Processed Approved
T|= = abe = = = = = = = 0 0 0
Ciick here to add anew rou
ll 2017/03/01 Gibbs Abby (A.) (FIRM... Gibbs Abby (A.)PO13.. EOH Security and Buildin... Active Lapse Lapse -R3256,48 -R455,91 R3712,39 RO,00
s s r 4 Ll . " " "
2017/03/01 Gibbs Abby {A.) (FIRM... Gibbs Abby (A.) F014... African Dynamics Invest... Ne case info found Short term Unknown R315,51 R44,17 R355,60 R0,00
2017/03/01 Gibbs Abby {A.) (FIRM... Gibbs Abby (A.) PD13... ECH Security and Buidin.. Active Short term Unknown R24708,49 R3459,33 R 168,82 RD,00
2017/03/01 Gibbs Abby (A.) (FIRM... | Gibbs Abby (A.)PO14... African Dynamics Invest . Active Short term Unknown R301,76 R42,25 R344,01 RO,00
2017/03/01 Gibbs Abby (A.) (FIRM... | Gibbs Abby (A.) PO14... African Dynamics Invest... No case info found Short term Unknown R257,76 R36,09 R293,85 RD,00
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Process Splits

A-Z 71
1. Import 2. Calculatqll 3. Process [ Approve 5. Approve
Transactions Fees Splits ansactions Statement

Record Edit

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

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

Final changes can be made to a record after it has been imported.

8] Statement Entries | [E] Statement Files

Transaction Date .Bru:uker Contract

Edit Contract
It is sometimes necessary to make changes to a contract, e.g. to allocate a different template. This is now possible
from the Commission Statement detail view:

LI - -

Effective Date

¥ B - &-

w | Transaction Category

Commission Value

Expected Commission

Split Total

Cancel

[&] commission Contract = O X
Owner: L oubser Juandre (1.6.) % | Contribution: RO,00 *
Commission Product: AIG ~ | Contribution Frequency: |Manthly -
Product Provider: AIG Annual Escalation: 0.00%
Contract Mumber: AIGS85473 Market Value: RO,00
Reference Number: Expected Commission: RO,00
Source: - | Second Year Commission: RO,00
Inception Date: 2019/06/12 ~| Comment: Juandre Loubser
Status: Imported = | LastStatement Date: 2019/05/12 -
Cancel Date: = Current Commission: R17 645,79
Cancel Reason: Totzl Commission: R17 645,79
Consultant: Flinstone Fred (F.1.) -
+|Use Template

Template: Fred Flinstone Generic -

8] Commissions Lf'é Market Values | 8] Statement Details I_j Contract Links & Contract Roles Tasks | & Notes | [5] Documents |£| Quest -

Update Transaction

Transaction type on a specific record can be changed by clicking the update transaction icon.
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Update Transaction

Yes Mo

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

Amend transaction date or transaction type or both:

% Commission Statement Detail Append Process

Transaction Date: ||

Transaction Type:

Cancel

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

refer to the section on Reset Statement.

Warnings

Two warnings may occur during the process procedure. In both instances you will be able to rectify the record

from the current detail view.

1st Year commission
st Year commission
1st Year commission
1st Year commission
2nd Year commission
2nd Year commission
2nd Year commission
2nd Year commission
2nd Year commission

2nd Year commission

[8] Statement Entries | [5] Statement Files
X H% B Q0 Y @ [B-
Transaction Date Eroker Contract Comment Status Transaction Type [ Category
T = = = abe = = =
» | 2019/06/12 Finstone Fred (F.1.) ... Loubser Juandre {1B... Juandre Loubser Imported New Business
2010/06/12 Finstone Fred (.1.) ... Flinstone Fred (F.1.) ... Neel Vermaas Imported New Business
2019/06/12 Finstone Fred Flinstone Fr petru an Imported New Business
2018/06/12 Alleman Jan (1 Beats Mari (M.) { Mari Beets Imported New Business
2019/05/12 Finstone Fred van Dyk Johannes (J... Johannes van Dyk Active Renewal Commission
2019/06/12 Alleman Jan (1 Botha Johaghum (J.... | Johaghium Botha Active Renewal Commission
2019/06/12 A Snyman Active Renewal Commission
2019/06/12 Corne Burrows Active Renewal Commission
2019/08/12 Sepo Dlukwana Active Renewal Commission .
2019/06/12 Finstone Fred (F.J.) ... de Jager Hendrik (H.... Hendrk de Jager Active Renewal Commission

Amount (Exd ... |VAT Amount Market Value |15 Spitt Correct |Processed Approved
= = = = u = = 0 <~
R17645,79 R2470,41 R0 116,20 R0,00
RE 033,39 RB44,68 RE 573,07 R0,00
RS 219,25 R730,70 R5949,95 R0,00
R17513,70 R2452,76  RISG7Z4% R0,00
R1507,51 R211,05 R1718,56 R0,00 7 v v
R1505,55 R210,78 R1716,36 R0,00 v -
R2 465,08 R345,11 R2810,19 R0,00 7 v
R1505,58 R210,78 R1716,36 R0,00 v 7
R1505,58 R210,78 R1716,36 R0,00 v v
R2 655,49 R371,77 R3027,26 R0,00 v 7

1.

When a commission split rule was not found to create

red with a warning message ‘No effective commission

Clear Warning

a transaction, the system will flag this transaction in
record found’. The transaction won't be processed.

Make sure to select the contract information and then select ‘Open Related Record’ from the transaction’s

menu bar:

80 Statement Entries | [Z] statement Files

X B © Y 8- [&-
Broker Contract Comment status Transaction Type &
T = = = abe = =
» Z015/06/12 Flinstone Fred (F.1.) .. Loubser Juandre (1B... Juandre Loubser Imported ew Business
ﬂ[\ 19/08/12 Flinstone Fred (F.1.) .. Finstone Fred (F.1.) ... | Neel Vermaas Imported New Business
019/06/12 Flinstone Fred (F.J.) .. Finstone Fred (F. 1) ... |Petrus Hamman Imported New Business
2015/06/12 Aleman Jan {2.) (P45...|Beets Mari {M.) (ALG . | Mari Beets Imported New Business
2019/06/12 Flinstone Fred (F.J.) ... vanDyk Johannes (... ' Johannes van Dyk Active Renewal Commission
019/06/12 Aleman Jan {1.) (P45... Botha Johaghum {1.... | Johaghium Botha Active Renewal Commission

Category
15t Year commission
15t Year commission
15t Year commission
15t Year commission
2nd Year commission

2nd Year commission

Amount (Exd . [vAT Amount MarketVaue |15 splitComrect [Processed | Approved Has Warnings
RI764578  RI4M41  RID 16,20 70,00
R 033,39 R844,68  RE878,07 70,00
R5 219,25 R70,D  R5949,95 70,00
RI7519,70  R2452,75  R19972,% RD,00
R1507,51 R21L05  R1718,5% 70,00 v v =
R1505,58 R2I078  R1716,3 R0,00 z 7

This action will now open the relevant Contract detail view allowing you to amend the commission split rule.

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

commission for the change to take effect. The record should now be processed.
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2. When the Broker record on the import file is different from the Consultant allocated to this contract, the
system will highlight this record in blue with a warning “WARNING: The Broker is not the same as the
Consultant on the contract’. The transaction will be processed but you will not be able to approve this
transaction until the warning has been cleared.

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

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

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

(8] Statement Entries | ] statement Fies
% 2B 00 FE- -
Transaction Date Broker Contract Comment Status TransactionType & |Category |Amount (Exd /AT | Amount Market Value | Is Spit Correct | Processed | Approved Has Warnings.
= - - - - - - - - - .
2018/06/12 Flinstone Fred (F.J.) ... |Loubser Juandre (J.5... Juandre Loubser Imported New Business. 1st Year commission R17 645,79 R2470,41 R20 116,20 R0,00
M18/06/12 Flinstone Fred (F.1.) . Flinstone Fred (F.3.) . Neel Vermaas Imported New Business 1st Vear commission R6 033,39 RB44,68. R6 875,07 R0,00
2019/06/12 Flinstone Fred (F.J.) ... |Flinstone Fred (F.J.) ... Petrus Hamman Imported New Business. 1st Year commission RS 219,25 R730,70 R5949,95 R0,00
2019/06/12 Alleman Jan (1.) (P45... | Beets Mari (M.) (AIG ... | Mari Beets Imported New Business. 1st Year commission R17 519,70 R2452,76 R19972,46 R0,00 I
> 2019/06/12 Flinstone Fred (F.J.) ... vanDyk Johannes (J... Johannes van Dyk Active Renewal Commission ... 2nd Year commission R1507,51 R211,05 R1718,56 R0,00 v v
019/06/12 Alleman Jan (1.) (P45... Botha Johaghum (1....  Johaghium Botha Active Renewal Commission .. 2nd Year commission R1 505,58 R210,78) R1716,36 R0,00 /]

You will notice that each transaction processed successfully has been marked as ‘Processed’ and ‘Is Split Correct’.

Double-click any of the transactions to view how the split was processed:

AIG - Commission Statement Detail

GREE9C" &6 -

Home Tools
- = v ) ¢ o O
New Save Saveand SaveandNew | Validate Cancel Clear Update Open Related Refresh  Previous MextRecord Close
v Close - Warning Transaction Record Record
Records Creation Save Edit Record Edit Open Related Record View Records Navigation Close
Transaction Date:  2019/06/12 ~  Transaction Type: Renewal Commission (Anniversary)
Broker: Alleman Jan (1) (P4521) Amount (Exd VAT): R2 465,08
Contract: Snyman A (A.M.) (AIG - AIGI85479) VAT: R345,11
Comment: Amount: R2810,19
Market Value: R0,00 Processed Is Split Correct
Contribution: R0,00
Message:
@& Transactions
< @ - @ Y @~ [&-
Transaction Da... | Recipient Description 4 |Reference Transaction Type Percentage Sha...| Amount Include VAT |VAT Total Approved
»  2019/06/12 Alleman Jan ... Commission (AIG) Snyman A (A.M.) (AIG9854... Renewal Commission (Anniv... 70.00% R1725,56 v R241,58 R1967,13
2019/06/12 XYZ Brokers | Commission (AIG) Snyman A (AM.) (AIG9854... Renewal Commission (Anniv... 30.00% R739,52 v R103,53  R&43,06
SUM=R2 SUM=R. SUM=R2
User:ElsabeV

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

You can also utilize the Commission Split Control Report to verify all splits on this commission statement:
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[ % E & v el 3 C 3 Q
Mew Clone... Save Saveand SaveandMew | Validate Cancel 1 Import 2. Calculate 3. Process 4. Approve 5. Approve Open Related Refresh Automatef | Shewin ~ Previous NextRecord Close
4 i Close T Transactions Fees Splits Transactions Statement Record Process Report >~ Record
Records Creation Save Edit Record Edit Open Related Record View EL Commission Processed
[Broker House: XYZ Brokers [ Type: cop Bh Commission Split Control Repart
Product Provider: AIG ~| Status: Processed

Go to the last page of the report and check that the totals match. If they match, then all commissions received on

this statement were correctly split to the allocated recipients.

| @ LY I 5 g d < KR 0D @ @ @ B0 5 mYy my ﬁ
=H 29 o L = L] ee g7 K4 3 @ e & Z i
Open Save  Print Quick Parameters  Scale Margins Orientation  Size Find Thumbnais Bookmarks Editng =~ First Previous Next Last Many Pages ZoomOut Zoom ZoomIn & Page Color Watermark Export E-Mal  Close

i = = = = Fields Page Page Page Page @ - M M
Document Print. Page Setup Ir] Navigation Zoom Page Background Export Close
Transaction Splits
XYZ Beokas Commission (AIG) 7000 R713TT RI0273 R83630
Allzman Jan (1) Commission (AIG) 30.00% R31447 R4403 R335850
Splits Totak 104528 RL467E]  RI19500
Flinstone Fred (F.1) (P5698) Samodien M (M.S) (AIG - Renewal Commisson 263549 R37177  R302726
AIGO85488) (Anniversary)
Transaction Splits:
Flinstona Frad (FI) Commission (AIG) 80.00% R212439 R29742 R242181
XVI Beokars Commission (A1G) 20,00 RSILI RT3 R80545
SplitsTotak | R:ﬁss_ay‘ RSTI,TI‘ RJCI’.‘?,’.'ﬁl
IMPORTANT. 1. Total from transaction splits [ R63 62043 RS 906,89] R7252748
The totals from (1) and (2)must b same forthis
statement to be comect 2. Total from Commission Statement | R63 62053‘ RS 905,59| R72 5215:.|

Approve Transactions

Ko )l

1. Import 2. Calculate 3. Processll 4. Approve [B. Approve
Transactions Fees Splits Transactions gEtatement
Record Edit

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

A transaction 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:
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Ongoing - Transaction Type

[E- Home Tools

u LI:[J ‘:ﬁ =Ir piEREE @ Previous Record

& Validate v
New Save Save and Save and New Open Related View @ Mext Record Close
v Close v 9 cancel Record v
Records Creation Save Edit Open Related Record Records Navigation Close -~
Transaction Type
Description: Ongoing IncomeExpense: | Income -
Short Description: | Ongoing External Code:
System Type: Mo Category: On-going -
| Auto Approve Default Unit Cost: RO,00

2. Approve transactions individually. This can be done by the Recipient or Administrator by selecting one or
more transactions from the Recipient detail view. This option is normally used in combination with option

one where new business type transactions will be approved using this method and the on-going transaction
types will be auto-approved.

Home  Took
T =l = = A o e
[ == v kg 5 GG © ©
New Save Saveand SaveandNew Vaidate Cancel  Gemerate  OpenRelated CrestsExpense Gemerste  Refresh Showin  Previous NextRecord  Close
v Close v Targets Record Transackons  Statement v Report v
Records Creation save Edit Record Edit Open Related Record View Records Navigation Close
& Recpient Detail | ({7 Tax Detais | [E] Competence Registers
Contact: Flinstone Fred (F.1) <] Active
Account Code: ADVAS001 Recipient Type: Invoice
Is Broker House Broker House: XYZ Brokers <] Bank Account:
Payroll Number:
/]Receive Commission Defeuit Commission: 50.00% *
Book Value: R0,00
Date Added: 2008/01/01 | Balance: RE4 745,56
BolRattx | lastStatement Date: | 2016/02/17
Comment:
5] Contracts | [ Tenpiates | @3 Retention Poides | G Expenses | ) Targets | &) Accounts | @ Transactons | [ Statements
8 Move Transaction @- 00 ¥ @ -
Transaction Date Description  [Reference Transaction Type vatDue Amount Due Approved
T = b abe = O =
2016/10/21 Advance Advance Advance RO,00 -R20 000,00 v
> 2018/06/12 Commision (A16) Loubser Juandre (1.6.) (.. New Business R1976,33 R16092,96
2019/08/12 Commission (AIG) Fourie Anneke (A.) (AIGS... |Short term menthly R88,27 R718,76
019/06/12 Commision (A16) Visser S (5.H.1) (AIGS854... | Renewal Commission (A R141,28 R1150,42
2019/08/12 Commission (AIG) Venter Willem (W.) (ALGS... |Short term meonthly R36,05 R293,54
019/06/12 Commision (A16) Burger et (H.) (AIGSS...|hort term monthly R34,81 R283,44
2019/08/12 Commission (AIG) Hamman Pieter (P.1.) {AL.. |New Business R584,56 R4 758,96
019/06/12 Commision (A16) Vermass Nes! (C.) (AIGS. . New Business R675,74 RS 502,46
Commission (AIG) Samodien M (M.S.) (ALGS... |Renewal Commission (Ann.. R297,42 R2 421,81
Commission (A15) Dettmer Gerhard (6.) (AL .. | Short term monthly Rs4,01 R765,54
7 de Taier Henddk (H 1810 “ 07 4 29181

3. You are also able to approve individual transactions on the Commission Statement. Double click any
transaction to display the split rule:
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Home Tools
Llﬁ IIy o Validate | £ = @ Previous Record
New Save Saveand SaveandNew | &y cancql Open Related View @ Next Record Close
v Close v 9 % Record v @
Records Creation Save Edit Open Related Record Records Navigation Close -~
Transaction Date: | epkefiaTak ~ | Transaction Type:  Short term monthly
Broker: Alleman Jan (J.) (P4521) Amount (Exd VAT): R329,91
Contract: Hoffman Gerhard (G.].) (AIG - AIG925474) VAT: R45,19
Comment: Amount: R376,10
Market Value: RO,00 Processed Is Split Correct
Contribution: RO,00
Message:
Lg' Transactions
_. - ’ \_)l a ? @ ’ |'§ i
Transactio... |Recipient |Descri... & |Reference Transaction...| Percentage ...| Amount Indude ...|VAT Total Approved
b 2019/06/12 XYZ Brok... Commissi... Hoffman Gerhard (G.J.... Short term ... 30.00% R98,97 v R13,86 R112,83
2019/06/12  Alleman ... |Commissi... 'Hoffman Gerhard (G.J.... | Short term ... 70.00% R230,94 v R32,33 R263,27
SUM=R.... SUM=.. SUM=R..
User:ElsabeV

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

Home  Tools
(% B@ & v9 o 5 @ 5 Ced oo @
New Cone.. —Save Saveand SaveandNew Valdate Cancel  LImport 2. Caloate 3. Processl 4, Approve [ Approve Cpen Related Refresh Automated Showin  Previous NextRecord | Close
v v Close v Transactions  Fees pits [ Transactions [ftatement Record rocess v Report¥ | Record
Records Creation Save Edit Record Edi Open Related Record View Records Navigation | Close “
Broker House: /2 Brokers -] statement Type: Commission statement
Product Provider: G -| status: Processed
Brokerhouse Contract: ¥YZ Brokers (P 107) ~ | Transactions Not Imported: [}
Statement Date: 2019/06/12 - | Total Market value: 70,00
Reference: MG Amount (Excl VAT): R63 620,63
Bank Statement Amount: R75527,52 - | Mumber Of Transactions: o 2| T BE906-2
Date Captured: 2013/08/26 - Capturedsy: Esabey (s EASTE
Date Processed: 2019/06/26 - | Date Approved: -
8] Statement Entries | [5] Statement Fies
X E% %500 Y B -
Transaction Date Broker Contract Comment Status Transaction Type Category Amount (Exel V... | VAT Amount Marketvaiue  [Is Spit Comect |Processed Approved
¥ = = = ane = = = = = = = 0 0 0 -
2019/06/12 Finstone Fred (F.J) (.. Loubser Juandre (J.6.)... Juandre Loubser Active New Eusiness st Year commission R17645,79 R2470,41  R20 116,20 RO,00 v v
» 213/06/12 Alleman 3an (1.) (P4521) Hoffinan Gerhard (G.J.... Gerhard Hoffman Active Short termmonthly  Short term monthly R323,51 R46,13 R376,10 R0,00 v v
19/06/12 Alleman Jan (1.) (P4521) Maree Shaun (5.) (AIG... Shaun Maree Active Short termmonthly | Short term monthly R535,23 R83,33 RE78,56 RO,00 v v
2019/06/12 Finstone Fred (F.J) (.. Fourie Anneke (A.) (AL.. Anneke Fourie Active Short termmonthly  Short term monthy R788,11 110,34 R395,45 RO,00 7 7
219/06/12 Finstone Fred (F.J.) (... van Dy Johannes (3.F... Johannes van Dyk Active Renewal Commission (... 2nd Year commission R1507,51 R211,05 R1718,5 RO,00 v v
2019/06/12 Alleman Jan (1.) (P4521) Botha Johaghum (J.M.... Johaghium Botha Active Renenal Commission (... 2nd Year commission R1505,58 R210,78 R1716,36 RD,00 v v
2019/06/12 Finstone Fred (F.1) (.. Vermaas Neel (C.J) (AL Neel Vermazs Active New Business st Year commission A6 033,39 R844,68 R6878,07 R0,00 v 7
2019/06/12 Alleman Jan (1.) (P4521) Beukes Chris (C.) (AIG... Christiaan BeLkes Active Short termmonthly  Short term monthy R56,38 R7,89 R64,27 RO,00 7 7
219/06/12 Finstone Fred (F.J) (.. Hamman Pieter (.).) (... Peirus Hamman Active New Eusiness st Year commission R5219,25 R730,70 594,95 RO,00 v 7
2019/06/12 Alleman Jan (1.) (P4521) van Wyk Leon (L) (AL.. Leon van Wyk Active Short termmonthly | Short term monthly R788, 11 R1ID,34 R355,45 RD,00 v v
2019/06/12 Alleman Jan (1) (P4521) Smyman A (A.M.) (AIG... A Snyman Active Renewal Commission (... | 2nd Year commission R2 465,08 R345,11 R2810,19/ RO,00 v v
20190612 Alleman Jan (1) (P4521) | Burrows Corne (C.) {A... Corne Burrows Active Renewal Commission (... | 2nd Year commission R1505,58 R210,78 R1716,36 RO,00 v v
22019/06/12 Alleman Jan (1) (P4521) LOURENS C (C.) (AIG -... C Lourens Active short term monthly shart term monthly R174,61 R24,45 R199,06 RO,00 v v
2019/06/12 Aleman Jan (1.) (P4521) Bests Mari (M.) (AIG - .. Mari Beets Active New Business st Year commission R17 518,70 R245276  RIO7Z4 RD,00 v v
2019/06/12 Alleman Jan (1.) (P4521) van Niekerk Pieter (P.)... Pieter van Niekerk Active Short termmonthly | Short term monthly REBD,76 795,31 R776,07 RO,00 v 7 -

Commission can only be processed to a payment file once it has been approved.

You will notice that a transaction will change colour when a retention rule is applied to the criteria of that
transaction. Please refer to the section on Retention Policies.

This transaction will now also display with a blue background.
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8] Statement Entries | [5] Statement Files
0-xag RACREE
Transaction Date Broker Contract Comment Status Transaction Type Category Amount (Exd V.. VAT Amount MarketValue | Is Split Corect | Processed Approved
T = = = ase = = = = = = = 0 0 0
Click here to add a new roy
» 2017/03/01 Gibbs Abby (A.) (FIRM... Gibbs Abby (A.) PO13... EOH Security and Buidin... Active Lapse Lapse R3 256,48 455,91 R3712,3 RD,00 v v v
2017/03/01 Gibbs Abby (A.) (FIRM... | Gibbs Abby (A.) PO14... | EOH Security &Building ... Active short term Unknown R1019,76 R142,77 R1162,53 RO,00 v v v
301 Gibbs Abby (A.) (FIRM... | Gibbs Abby (A.) P01 4... | African Dynamics Invest... No case info found Short term Unknown R315,51 R44,17 R355,68 RD,00
2017/03/01 Gibbs Abby (A.) (FIRM . Gibbs Abby (A.) PO13.. EOH Security and Buidin... Active Short term Unknown R24709,49 R3459,33 R28 168,82 RD,00 v v v
2017/03/01 Gibbs Abby (A.) (FIRM. . | Gibbs Abby (A.) PO14... | African Dynamics Invest... Active short term Unknown R301,76 R42,25 R344,01 RO,00 v v v
2017/03/01 Gibbs Abby (A.) (FIRM... | Gibbs Abby (A.) P01 4... |African Dynamics Invest... No case info found short term Unknown R257,76 R36,08 R253,35 RD,00

Approve Statement
This is the final action on the income side of the commission. Approve a statement to finalise it and not allow any
further changes to any of the data on this statement.

The split transactions on this commission statement can now be added to a Recipient statement ready for
approval and payment to the recipient.

o L

1. Impart 2. Calculate 3. Process 4. Approve
Transactions Fees Splits Transactons

Recaord Edit

Manual Process
You may receive commission statements in formats which cannot be directly imported into the system, 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:

Took
T =] == = .
# v B 5 4 5 GO OO
2 B & o 3 C = [ %
Save Saveand Saveand Mew Validate Cancel 1. Import 2. Calculate 3. Process 4. Approve 5. Approve Open Related Refresh Automated Show in Previous MextRecord Close
Close ~ Transactions Fees Splits Transactions Statement Record Process ¥ Report ¥ Record
Records Creation Save Edit Record Edit Open Related Record View Records Navigation Close

Note that the fields for Statement date, Reference, Bank Statement amount and Transaction date are all empty:
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Home  Took
— o = . - . %
C
=) & v 9 , B = & a
New Clne.. — Save Saveand SaveandNew | Valdate Cancel 1 Import 2 Caliate 3.Process 4. Approve 5. Approve Open Related Reffesh Auomated Showin | Previous NextRecord | Close
- - lose: - Transactions Fees splits Transactions Statement Record Process ¥ Repart v Record
Records Creation Save Edit Record Edit Open Related Record View Records Navigation Close
Broker House: 47 Brokers % -| Statement Type: Commission statement -
Product Provider: AIG ~| Status: Open
Brokerhouse Contract: XYZ Brokers (P103) ~ | Transactions Not Imported: o
Statement Date: ~ | fiTotal Market Value: RO,00
[Reference: Jamount (Exd vAT): R63620,63
fnk Statement Amount: R0,00 - | Number O Transactions: o o[ R8 506,89
Bate Captorer s} LT ST Hemey : R72 527,52
Date Processed: ~ | Date Approved: -

8] statement Entries | [Z] Statement Files

O-|X Q@ ¥ B- -
Transaction Date Broker Contract Comment Status Transaction Type Category Amount Exd V... VAT Amount MarketValuz  [Is Split Correct  |Processed Appraved
¥ = = = ane = = = = = = = " " O -
Click here to add a new roy
» Flinstone Fred (F.J.) (... Loubser Juandre (16.)... Juandre Loubser Active New Business st Year commission R17 645,79 R247,41  R20 116,20 R0,00
Alleman Jan (1.) (P4521) Hoffman Gerhard (G.1.... Gerhard Hoffinan Active Short term monthly | Short term monthly R323,51 R4, 15 R376,10 R0,00
Alleman Jan (1.) (P4521) Maree Shaun (5.) (AIG... Shaun Maree Active Short termmonthly | Short term monthiy. R535,23 R33,33 R678, 55 R0,00
Flinstone Fred (F.1.) (... Fourie Anneke (A.) (AL.. Anneke Fourie Active Short termmonthly | Short term monthiy. R788, 11 R110,34 R85, 45 R0,00
Flinstone Fred (F.J.) (... van Dyk Johannes (1.F... Johannes van Dyk Active Renenal Commission (... | 2nd Year commission R1507,51 R211,05 R1718,5 R0,00
Alleman Jan (1.) (P4521) Botha Johaghum (1M.... Johaghium Botha Active Renenal Commission (... |2nd Year commission R1 505,58 R210,78 R1716,36 R0,00
Fiinstone Fred {F.1.) (.. | Vermaas Nee! (C.J) (AL.. Neel Vermaas Active MNew Business 1st Year commission R6 033,33 RB44,68 R6 878,07 RO,00
Aleman Jan (1.) (P4521) Bekes Chris (C.) (AIG... Christiaan Beukes Active Short termmonthly | Short term monthly RS, 3B R7,89 R427 R0,00
Flinstone Fred (F.J.) (.. Hamman Pieter (°.1.) (... Petrus Hamman Active New Business 15t Year commission RS 219,25 R730,70 RS 949,95 R0,00
Alleman Jan (1.) (P4521) van WykLeon (L Leon van Vivk Active Short term monthly | Short term monthly R788,11 RL10,34) R85, 45 R0,00
Alleman Jan (1) (P4521) Snyman A (A.M. ASnyman Active Renenal Commission (... | 2nd Year commission R2 465,08 R345,11 R2810,19 R0,00
(P4521) Burrows Corne ( Corne Burrows Active Renewal Commission (... | 2nd Year commission R1505,58 R210,78 R176,% R0,00
(P4521) LOURENS C (¢ CLourens Active Short termmonthly | Short term monthly R174,61 R24,95 R199,06 R0,00
(P4521) Beets Mari (M.) (AIG - .. Mari Beels Active Mew Business st Year commission R17519,70 R2452,76  RI3972,% R0,00 -

Enter the statement date, reference and bank statement amount and save the cloned statement to auto generate
the transaction dates which will default to the statement date.

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

Open a transaction to edit it. Always capture the amount including VAT. The VAT- and Commission Excl VAT fields
will be auto calculated.

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

Select New on the Statement Files tab to add the original file as well as link this statement to the bank statement
transactions.

8] Statement Entries | [£]

[ Y B - &-

New (Ctrl+N)
MNew Commission Statement File
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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.

Recurring Expenses

e
Q (] X| & 3 |C Q@ 7
Text to search. Search
Back Forward New Delete Generate Open Related [Create Expense  Generate Refresh  Previous NextRecord =~ SaveNew
e - Targets Record Transactions ~ Statement ¥ Record Filter
Views History Navigation Records Creation Edit Record Edit View Re Filters Full Text Search
Navigation 2 x |Draga column header here to group by that column
Contact 4 |Client Number Reference Number |Date Added Account Code IsBroker H... | Broker House Receive C... |Redpient Type Payroll Number Tax Number Directive P_.. | Active Last Statement Date:
Commission Y = abe ae = abe = = 0 = abe abe = O =
Qg board + Advice Group - Coastal 20140101 2 ] BBLBroker Group Invoice 000% [
BBL Broker Group 2011/03/01 v Money Manage. v Invoice 0.00% V| 2019/07/04
my atement Block Tom (T.) 2016/06/28 1 BBL Broker Group v Invoice 0.00% V|
[& Template De Koker Jan (1.) 013/01/01 Advice Group - % Invoice 0.00% % 2013/08/27
(5] Commission Contract Gerber Ralf (R.) ALGO000003 012/01/01 ALGO000003-3 Money Manage. % Payroll VIPOD23445 156562354 15.00% ] 2018/07/19
Commission Statement Kinnear Fanie (F.) 20150101 Money Manage. 7 Imvoce 0.00% [4] 201503004
8] Bank statement Transacton Money Management Pty (Ltd) 2011/05/01 4 - % Invoice 0.00% % 2015/01/29
% Statement Payment Batch Teessen Pieter (P.G.) 20130501 BBL Broker Group 7 Imvoce 0.00% [4]  2016/10/04
L‘i’ Bateh Venter Jan (1.) ALG0000001 2013/01/01 Money Manage... v Invoice 0.00% M
. 5 f:::i“:::e; WimottPeter (P 3) PeTSSEE77 20120921 Money Manage... 7 Invoce 000w [ 219/07/04
Wiimett Peter (P 1) PGTS56677 2011/12/01 Money Manage... v Invoice 0.00% d 2014/09/18
& Contact Management
1] Commission
% Financials

Select the ‘Create Expense Transactions’ action to allocate these transactions to a payment batch.

eEE""@@ - July 2019 Expenses - Batch
Home Tooks
= E B v9 <
Mew Clone... Save Saveand SaveandMew Validate Cancel = Approve Un-Approve | Refresh | Previous MextRecord Close
o Close o Record

Records Creation Save Edit Record Edit View Records Navigation Close -
Bank Reference: | July 2019 Expenszes Approved
Batch Date: 20190730 ~ | Batch Total: RO,00
Comment:

L& Transactions

0-%-|X|B X ANCE
Transactio... |Redpi... |Description 4 (Refer... |Transaction...|Amount |Indude ...|VAT Total Approv...

SUM=... SUM=.. SUM=_.

User:ElsabeVv

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 bar and select the relevant batch:
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@ . u b x @ G . a i Text to search Search
Back Fornard New  Clone. Delete | Approve Un-Approve  Refiesh | Previous NextRecord | Save New
~ ~ ~ Fiter
Views History Navigation | Records Creation  Edit Record Edit View | RecordsMavigaton  Filters Full Text Search o
Navigati . Bark Reference Batch Date ~ | Approved Batch Total
L]
avigation a0 = =
Commission » | July 2015 Expenses 2018/07/30 R1150,00
BNK234 R114,00
Commission Dashboard
. PT20150316 R0,00)
A& Redpient [— Home  Took 000
[ Recipient Statement = - -
i e (1% @ @ v 4% G0 0
empla - }
= . PGT38535 : R0,00
[&] commission Contract New Clone Save Saveand SaveandNew  Validate Cancel = Approve Un-Approve = Refresh  Previous NextRecord — Close
Commission Statement peTeEsE N - Close - Record R0,00
8] Bank Statement Transaction PGT768585 Records Creation save Edit Record Edit View Records Navigation Close. » RO,00
DDF435345 R0,00
: Appraved
PaTass Bark Reference: | July 2019 Expenses Appr 70,00
oy EXP32332 Batch Date: 2019/07/30 -] eatch Total: R1150,00 40,00
(2 mport Process BNK20140115 Comment: 70,00
PT00345 C 9 70,00
PT200815 R0,00
COM20130731 O-%- X B4 @ Y B - @8- R0,00]
TransactionDate  |Redpient Desiption  |Reference | Transaction Type Amount Include VAT |VAT Total Approved
» 2019/07/30 Gerber Ralf (R.)  Monthly pre paid support | PT002 IT Fees -Monthly R500,00 v R75,00 RS75,00
& Contact Management 2019/07/30 Gerber Ralf (R.) | Software Usage per user | PTO01 Software License Fees R500,00 v R75,00 575,00
. 0 0
[s] Commission
% Fnandial SUM=-R1000,00 SUM=R150,00  SUM=R1 150,00
« Financials
<P Asset Register ———
[ Administration

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

Batch entries / Journals

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

Q & X = = ¢ @ 7
. . ’ . Text to search Search
Back Forward Mew Clone..  Delete  AutoPopulate Export Import Open Related Refresh | Frevious NextRecord  SaveNew
v v Properties  Map  Map Record Record Filter
Views History Navigation | Records Creation it Record Edit CpenRelatedRecord | View | Records Navigation Fiters Full Text Search
L N Map Name + |Map Type Wap Reference Header Row Count | Import To Temp Tables |Has Column Headers | s Active
Navigation ® x -
T a abe anc = . 0 0
d o fo tch
Frofn v ter, l v
Administration ) 2d Hoc Expenses TClmportinter face. TransactionBatchlmporter, TCL 0
Allan Gray TCImportinter face. CommissionImporter, TCImport 33 v 7
> B Compliance -
Allan Gray Market Value TCImportinterface CommissionImporter, TCIMportl... 33 v 7
{5 Contact Categary
Altrisk AR - Correct TCCommSpiitimport. CommissionImporter, TCComm 1 v
& Contact Type
Alrisk AR (HEM) TCCommSpiitimport. CommissionImporter, TCComm 1 v 7
= Contribution Frequency
© Countrr Bankstatement TCImportinterface Bankstatementimporter, TCImp. 0 v 7
8 Deozriment Contact Importer - Test TCImportinter face Contactimporter, TCImpartinte. 0 ¥
5] Document Type Contact Importer Test 2 TClmportinter face Contactimporter, TCImportinte. o v
> B Enai Coronation TCCommSplitimport. CommissionImporter, TCComm... |PTO01 0 v 7
& EtricGroup Discovery Life TCImportinter face CommissionImporter, TCImport! 0 v 7
v Echelon TCImportinterface CommissionImporter, TCIMportl... 0
Echelon Short Term TCCommSplitimport, CommissionImparter, TCComm... 16 v
ap General Commission Import Map TCCommSpiitimport. CommissionImporter 0 7
£, Import Status Keyhealth TCCommSplitimport. CommissionImparter 9 v
> (@ e Libberty Med TCCommSplitimport, Commissionimpar ter 10 v
W Language Type Map with Expression T t.TaskImporter, T¢ it 0
— Map1 TCCommSplitimport. CommissionContractimporter, 0
& Contact Management Momentum -Excel TCCommSpiitimport, CommissionImporter, TCComm 7 v
My Commission Contracts TCCommspiitimport, CommissionContractimporter, 0
[s] Commission My Contacts T t, ter, TCCommsiit, )
. e MyNewTasks T t Taskimporter, T it 0
« Finandials
OMFees TCCommSpitimport. CommissionImporter, TCComm... | Advicewors: OM Fess 0 v
< Asset Register Recipient Importer TCCommsplitimport.Redpientimporter, TCCommspl 0
Skybound TCCommSplitimport, CommissionImparter, TCComm... L]
(o Administration Test TCCommSplitimport. ContactImporter, TCCommSplit 0 "
W] Reports Transaction Import TCImportinterface Transactionlmporter, TCImport. 0

Select ‘New’ to create a new importer map using TCCommSplit.Batchimporter, TCCommSplitimport Map Type
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© a

New Clone.. | Save Saveand SaveandMew Delete Vaidate Cancel — AutoPopulate Open Related Refresh | Previous MextRecord | Close
~ v Properties Record
Records Creation save Edit RecordEdit  OpenRelatedRecord | View  RecordsNavigaton  Close
Map Detais | File Culture
Map Name: Map Type: TClmportinterface. TransactionBatchlmpor ter, TCImpor tinterface
Header Row Count: 0 % mnteral Processor:  |Excel
7] Hes Column Headers Map Reference:
| Generate Error File Is Active
/] Validate On Import Specification:
Import To Temp Tables
[E] Properties. | Configuration Properties
- X B @0 Y B~ ©B-
Property Name Data Type Required Property Type Source Destination Index - | Column Header Name
»  TRANSACTION DATE DATE - Excel XM_ Column Property 1
ACCOUNT CODE STRING v Excel XML Column Property 2
DESCRIPTICN STRING Excel XML Column Property 3
REFERENCE STRING v Excel XML Column Froperty 4
TRANSACTICN TYPE STRING 5 Excel XML Column Property 5
AMOUNT DECIMAL v Excel XML Column Property 6
var DECIMAL Excel XML Column Property 7

Populate Column Headers

Error Message

Property name

Description

Required

Transaction Date
Account code
Description
Reference
Transaction type
Amount (excl VAT)
VAT

Transaction date as per source file

The unique code used on a Recipient record
Transaction description

Payment or transaction reference

Select the type from drop-down menu

The Importer requires an amount excluding VAT.
Specify the VAT if this transaction requires it.

000086l

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

Home View Tools

Back Forward New  Clone...

Views History Navigation  Records Creation | Edit

Bark Reference

Navigation = x|

Commission » | July 2018 Expenses

BNK234

Commission Dashboard

8 et PT20150316

ecpien

PGT201503

[ Recpient Statement

3 rerpite PTZ0150212

empla

PGTESES

[Z] commission Contract

Commission Statement FoTS6S3

8] Bank Statement Transaction PT768585

C coip : DDF435345
PGT993

—— £P32332

[& Import Process BNK20140115
PTO0345
PT200815
comz0130731

& Contact Management

s] Commission

% Financials

(1% X &

Record Edit View

e o0 Y

Texttosearch...  Search|

Delete | Approve Un-Approve  Refresh | Previous NextRecord | SaveNew

Filter
Records Navigation | Fiters Ful Text Search

Batch Date ~ | Approved

= =
2019/07/30
2015/04/13
215/03/16
2015/03/04
215/02/12
2015/03/22
2014/11/13
2014/10/14
2014/09/18
2014/09/15
2014/08/02
2014/01/15
213/10/07
2013/08/29
20130731

Batch Total

R1150,00
R114,00
RO,00
RO,00
RO,00
RO,00
RO,00
RO,00
RO,00
RO,00
R1490,00
RO,00
R0,00
RO,00
R0,00

Select the General Import File on the Tools menu.

E- Home

(&

Import

I_I%

General
mport File

View

ansaction Batch Logfile v

Tools

[

Handle

Y 9
[ 4=
Synchronise Help Resources Reset View
Settings

N

Show Workflow
Instances

Tools

Follow the Wizard to import the batch entries.
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Home View Tools
© U% X|4& 4|¢ 0 0 T
Back Forward New Cone...  Delete [lapprove Un-approve | Refresh  Previous NextRecord  SaveNew
v v v Filter
Views History Navigation Records Creation Edit Record Edit View Records Navigation Filters Full Text Search -
. - Bark Reference Baich Date v | Approved Baich Total
Navigation — * x = i =
Commission ¥ |duly 2019 Expenses 2019/07/30 R1150,00
BNK234 2015/04/13 R114,00
Commission Dashboard S o153 0,00
‘@ :::D:::: Statement PGT201503 2015/03/04 RO,00|
@ rgm;m PTa0150212 015/02/12 R0,00
5] commission Contract PeTEEsEs 215/01/22 R0,00
Commission Statement peTSEss 214/11/13 R0,00
8) Bank Statement Transaction PeT76e53s 214/10/14 Ro,00
[ statement Payment Batch DDF435345 2014/09/18 RO,00
@ Batch PGT99s 2012/09/15 RD,00/
> g Configuration EXP32332 2014/08/02 R1480,00
[2 Import Process BNK20140115 2014/01/15 RO,00]
PT00345 2013/10/07 RO,00|
FT200815 2013/08/23 R0,00
COM20130731 2013/07/31 R0,00|
& Contact Management
(8] Commission
% Finandials
Open batch to approve individual transactions.
CRARESC®
[E- Home Tools
T = = (9
(e E & v e o O
MNew Clone... Save Saveand SaveandMew | Validate Cancel | Approve Un-Approve | Refresh | Previous MNextRecord Close
< < Close < Record
Records Creation Save Edit Record Edit View Records Mavigation Close -
Bank Reference: | July 2019 Expenses Approved
Batch Date: 2019/07/30 ~ | Batch Total: A1 150,00
Comment:
k@' Transactions
LI'“fi'X. >0 ¥ @- -
1
Transaction Date Recipient Description 4 |Reference Transaction Type Amount Indude VAT VAT Total Approved
b | 2019/07/30 Gerber Ralf (R.) Monthly pre paid support  PTO02 IT Fees - Monthly -R500,00 ..r R75,00 -R575,00
2019/07/30 Gerber Ralf (R.) |Software Usage per user  FTO01 Software License Fees -R500,00 v /75,00 -R575,00
] ]
SUM=-R.1 000,00 SUM=-R150,00 SUM=-1 150,00
User:ElsabeV
Once the batch has been approved, these entries will be on the individual Recipients Transaction list.
[Z] contracts | [ Templates | & Retention Polides | @@ Expenses | ] Targets | = Accounts IE '\EJ Statements
[ Move Transaction 5« 2@ Y &~ & -
Transaction Date v |Description Reference Transaction Type VatDue ‘Amount Due Approved
T = o Y = = = B =
2018/07/30 Software Usage per user PTO01 Software License Fees R75,00 R575,00
2019/07/30 Monthly pre paid support PTO02 IT Fees - Monthly R75,00 575,00
DR EomeSon Deovery T G e (A D) C 000 5D Ten Baness 000 CeE v
2016/10/04 Commission (COR 2016 1004) Trethewey Mark (M R) (66780) Trailer Fee R0,00 RO,31
2016/10/04 Commission (COR20161004) Louw Lesle (L 4) (53260) Traller Fee R0,00 R13,13
2016/10i0 Commission [COR 1A I00Y Lowuw | eclie (1 A) (53060 Traller Fee RO.OO R1R.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.

99| Page



Teessen Consulting

TC Commission Administration User Guide —V11.20104.2009.8

You have 2 options when generating the recipient statement:

1.
2.

Generate Recipient Statement

Generate Statement WITH Retention - to release monthly commission retained

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

Q L X v B

] C o

Text to search...

Search

Back Forward New Delete Generate Open Related Create Expensefl Generate Refresh  Previous NextRecord S New
~ - Targets Record Transactions @Statement ¥ Record lter
Views History Navigation Records Creation Edit Record Edit Open Related Recdl (5 Generate Statement WITHOUT Retention Jrers Full Text Search
PR . aga a y that col B Generate Statement WITH Retention
Navigation g x | DPragacolumn header here togroup by that column ES
Contact + | Client Number rf P Generate Guarantee Transaction s Broker H...|Broker House  |Receive C.. |Recipient Type | PayrollNumber | Tax Number Directive P... | Active Last Statement D
Commission T = ahe abe = a0 0 = 0 = ahe abe = 0 -
Commission Dashboard » | Advice Group - Coastal 014/01/01 2 | BBL Broker Group Tnvoice 0.00% v
& Recipient BBL Broker Group 2011/09/01 v Money Manage. v Invoice 0.00% v 2019/07/04
[ Recipient Statement Block Tom (T.) 015/05/28 1 BBL Broker Group 7] Invoice 000% [~
[ Template De Koker Jan (1.) 2013/01/01 Advice Group 7] Invoice 0.00%  [Z]  2019/06/27
] Commission Contract Gerber Ralf (R.) ALGODODOD3 012/01/01 ALGODOD003-3 Money Manage. v Payrol VIPD023445 156562354 15.00% v 2019/07/13
Commission Statement Kinnear Fanie (F.) 2015/01/01 Money Manage... v Invoice 0.00% - 2015/03/04
{g Bark Statement Transaction Money Management Pty (Ltd) 2011/09/01 4 v v Invoice 0.00% v 2015/01/29
L} Statement Payment Batch Teessen Pister (P.G.) 2013/05/01 BEL Broker Group v Tnvoice 0.00% v 2016/10/04
P
& gatch Venter Jan (1) ALGODOO0D1 013/01/01 Money Manage v Invoice 0.00% v
> kg Configuration - .
Wilmatt Peter (7 ) PGTS56677 012/08/01 Money Manage... 7] Iwoice 0.00% [ 2019/07/04
(@ tmport Process ~ o
wiilmott Peter (P 3) PGTSS6677 2011/12/01 Money Manage. v Invoice 0.00% v 2014/09/18

This action will add the approved transactions as well as apply all retention rules (Generate statement with

Retention) on this recipient to a new recipient statement. If 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:

[ E@ & v e B ¢ @ ©
New Save Saveand SaveandMew Valdate Cancel  Generate  OpenRelated CreateExpense Generate | Refresh Previous NextRecord — Close
~ Close v Targets Transactions  Statement
Records Creation Save Edit Record Edit Open Related Record View | RecordsMavigaon | Close

& Recpient Detsil | [} Tax Detais | 5] Competence Registers

Contact: Gerber Ralf (R.) | Active

Account Code: ALGODDDOD3-3 Recipient Type: Payrol

Is Broker House Broker House: Money Management Pty (Ltd) Berl Account
Payroll Number: VIP023445
/|Receive Commission Default Commission: D00% C| e

Date Added 2012/01/01 -] Balance

PD Rating: ~| Laststatementpate: | 2019/07/19

Comment:

[] contracts | [ Templates | & Retention Polidies | (& Expenses | kg Targets | 5 Accounts | @ Transactions

x & @ - @ [anitems -l Y B @

Statement Number Statement Date Amount AT Total Taxable Income | Tax Amount Expense Approved & |Payment Date

T e = = = = = = = 0 =

b |STM-EVX201907-5 019/07/19 R306,53 R0,00 R306,53 RI06,53 R135,98 R0,00
STM-EVK2D1807-4 2019/07/19 R4 250,00 RO,00 R4 250,00 RS 000,00 R750,00 R750,00 7
STM-ADM201209-3 2012/09/12 R286,58 R0,00 R286,58 R286,58 42,99 R0,00 7 2012/02/15
STM-ADM201305-4 2013/05/24 R186 332,97 RO,00  RISE332,97  R21921525 RI2362,29  R32882,29 7 2013/05/25
STM-ADM20 140410 2014/04/03 R510,96 -R420,00 /930,96 R2928,28 R433,24 R3439,24 7 2015/03/15
STM-ADM201309-6 2013/09/18 R360,05 R0,00 R360,05 R423,58 RE3,54 63,54 7 2015/03/15
STM-ADM201410-19 W14/10/15 243,43 R0,00 248,49 292,34 743,85 R43,85 7 2015/02/12
STM-ADM201308-5 2013/08/18 RE23,25 R140,00 R483,25 R1909,70 R286,46 R1285,% 7 2015/03/15
STM-ADM201310-7 2013/10/08 R250 770,59 RI40,00  RIOEI,5  RI9E 407,06 R4446106  R45636,46 7 2015/03/15
STM-ADM201411-20 2014/11/13 R751,51 R140,00 891,51 R292,34 743,85 R1043,85 7 2014/11/14
STM-ADM201502-26 2015/02/12 R3 775,48 R140,00 R3635,40 R5 621,76 R343,26 R1843,26 7 2015/06/30
STM-ADM201409-16 2014/09/18 R1586,28 -R280,00 R1866,28 R589,91 R88,49 R2 175,19 7 2015/03/04
STM-ADM20 140818 2014/08/18 R244,05 RO,00 R244,05 R287,11 R43,07 R43,07 v 2015/02/12
STM-ADM201501-23 1501129 R227.22 RO.00 R227.22 R267.32 R40.10 R40.10 " 201501730

Payment Reference

abe

PTO01
PTO02

PAY20150312
PAY20150312

PTS4

PAY20150312
PAY20150312
FFT3523

Close OFf Statements
PAY123

FT54

Comm201501

Advance Amount

R9 913 000,00

R12291,22

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

It might happen that when a statement is generated, the sum of the amounts on the statement is negative. This is

possible if the expenses approved for the statement are more than the actual commission earned.
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Approve Recipient Statement
Approve a recipient statement when you are ready to do a payment run. To perform this action for multiple

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

Home  Vew  Toos
@ x @ @ [{ﬁ @ Al statements - \? Text to search Search
Back Forward Delete  Pay Statemenf] Approve [| Refresh Automated | Previous NextRecord Save New
v rocess ¥ : Filter
Views History Navigaton | Edit Record Edit view Records Navigation Fiters Full Text Search
Navigation 2 x ||Draga column header here to group by that column
Statement Number Recpient Statement Date Amount AT Total Taxable Income |Tax Amount | Expense Approved & |PaymentDate PaymentReference | Advance Amount
Commission ¥ abc e = = = = = = = = = abe =
Commission Dashboard » STMEVX2019075 Gerber Ralf (R.) 2019/07/19 R306,53 R0,00 R306,53 R306,53 R135,98 R0,00 R0,00
STM-ADM201408-14 BEL Broker Group 014/09/03 RS 426,00 R0,00 RS 426,00 RS 426,00 R0,00 R0,00 v 2015/03/04 PAY123 R0,00
STM-ADM201501-22 8L Broker Group 2015/01/29 R35,04 R0,00 R35,04 R35,04 R0,00 R0,00 v 2015/01/30 Comm201501 R0,00
STMEVX201907-4 Gerber Ralf (R.) 2019/07/19 R4 250,00 RO,00 R4 250,00 RS 000,00 R750,00 /750,00 v RO,00
Commission Contract STM-ADM201501-21 Money Management P... 2015/01/29 R2 145,83 R300,56 R2 447,33 R2 145,83 RO,00 RO,00 v 2015/01/30 Comm201501 RO,00
Commission Statement STM-ADM201501-24 Teessen Pieter (P.G.) | 2015/01/29 R4 169,55 RD,00 R4 169,55 R4 169,55 R0,00 R0,00 v 2015/01/30 Commz201501 RD,00
8] Bark Statement Transaction STM-ADM201209-3 Gerber Ralf (R.) 012/09/12 R236,58 RO,00 R286,58 R286,58 R42,99 RO,00 v 2012/02/15 PTO01 R0,00
@ satch STM-ADM201408-13 EEL Broker Group 2014/08/06 R306,00 RO,00 R306,00 R306,00 RO,00 RO,00 v 2015/03/04 PAY12E RO,00
> I3 Configuration STM-EVX201906-1 De Keker Jan (1) 2019/06/27 R12858,78 RO,00| R12858,78  R12858,78 RO,00 RO,00 v 2019/06/30 Close OFf Statements RO,00
R STM-ADM201305-4 Gerber Ralf (R.) 2013/05/24 R186 332,97 RO,00 RIB633297 R21921525  R32862,20  R32882,29 v 2013/05/25 PTO02 RO,00
STMEVX201807-2 BEL Broker Group 019/07/04 R30 130,40 RO,00  R3DI0A RI0130,40 R0,00 R0,00 v 2019/06/30 Close Off Statements R0,00
STM-ADM201404-10 Gerber Ralf (R.) 2014/04/03 /510,96 -R420,00 -R930,96 R2928,28 Re39,24  R3439,24 v 2015/03/15 PAY20150312 R0,00
STM-ADM201502-25 BEL Broker Group 2015/02/12 R315,32 R0,00 R315,32 R315,32 R,00 R,00 v 2016/02/26 COM201602 R0,00
STM-ADM201408-15 wimottPeter (1) | 2014/03/03 £33 200,99 R4597,14|  R37898,13  R33550,99 R0,00 -R350,00 v 2014/11/20 com2342 R0,00

In the event where you have approved a transaction and the transaction should not be paid in this month-end run,
you may delete the transaction from the Recipient Statement which will then unlink the transaction from the
payment process and move it back to the Recipient Transactions tab. This needs to be done before the approval of
the Recipient Statement.

T = S p
- v & B C Qo
Save Saveand | Validate Cancel | Pay Statement Approve Open Related Refresh Automated = Previous NextRecord — Close
Close Record Process ¥ Recor
Save Edit Record Edit Open Related Record View Records Navigation | Close
Recipient: Gerber Ralf (R.) Taxable Income: R906,53
Statement Number: | STM-EVX201307-5 Tax Amount: R135,98
Statement Date: 019/07/19 - Expense: R0,00
Statement Vat Number: Advance Amount: RO,00
Approved - Amount: R906,53
Payment Date: ~ | Payment Reference: VAT: RO,00
Payment Batch: Total R905,53
Message:
[+3 Statemei‘ﬁansacmns
X All Ttems -l ¥iE- B -
Transaction Date Description « |Reference Transaction Type Vat Due Amount Due
T = abe abe = = =
+ {2019/08/12 Commission (Discovery) Barth Andreas (AE) (5130087291)  New Business RD,00 R906,53

Pay Recipient
The pay statement process will not only allocate the statement for payment but will also generate additional
transactions for the recipient if the recipient has a valid tax directive or any accounts set-up.
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Home View Tools
@0 X NI I 7
. . Al Statements M Text to search. Search
Back Forward Delete WPay Statement [Boprove | Refresh Automated | Previous NextRecord Save New
~ Process ¥ Recor Filter
Views History Navigation | Edit Record Edit View Records Navigation Filters Ful Text Search
Navigation 2 x| Dragacolumn header here to group by that column
Statement Number Redipient Statement Date v | Amount VAT Total Taxable Income | Tax Amount
Commission T b abe = = = = = =
Commission Dashboard »  STM-EVX201907-5 Gerber Ralf (R.) 2019/07/19 R770,55 RO,00 R770,55 R906,53 R135,98
STMEVX201307-4 Gerber Ralf (R.) 219/07/18 R4 250,00 R0,00 R4 250,00 RS5 000,00 R750,00
STM-EVX201307-3 Wilmott Peter (P 1) 2019/07/04 R114,00 RO,00 R114,00 R114,00 RO,00
STM-EVX201307-2 BBL Broker Group 2019/07/04 R30 130,40 RO,00 R30 130,40 R30 130,40 RO,00
Commission Contract STM-EVX201906-1 De Koker Jan (0.) 2019/06/27 R12858,78 RO,00|  R1285,78  RI1285,78 RO,00
Commission Statement STM-ADM201610-29 Teessen Pieter (P.G.)  2016/10/04 R305,39 RO,00 R305,39 R305,32 RO,00
(8] Benk Statement Transsction STM-ADM201607-28 BBL Broker Group 2016/07/28 RI05,11 RO,00 R105,11 R105,11 RO,00
B statement Payment Eatch STM-ADM201503-27 Kinnear Farie (F.) 215/03/04 R424,26 RD,00 R424,26 R1424,26 RO,00
@ seten STM-ADM201502-26 Gerber Ralf (R.) 015/02/12 R3 778,49 R140,00 R3638,4 R5621,76 R843,26
4 lia Configuration STM-ADM201502-25 BBL Broker Group 2015/02/12 R315,32 RO,00 R315,32 R315,32 RO,00
u fmport Frocess STM-ADM201501-24 Teessen Pieter (P.G.)  2015/01/29 R4 169,55 RO,00 R4 168,55 R4 168,55 RO,00
STM-ADM201501-23 Gerber Ralf (R.) 215/01/29 R227,22 R0,00 R227,22 R267,32 R40,10
STM-ADM201501-22 BBL Broker Group 2015/01/29 R35,04 RO,00 R35,04 R35,04 RO,00
STM-ADM201501-21 Money Management P... 2015/01/29 R2 145,83 R300,56 R2447,33 R2 146,83 RO,00
STM-ADM201411-20 Gerber Ralf (R.) 214/14/13 R751,51 R 140,00 R391,51 292,34 R43,85

Expense

R135,98
R750,00
RO,00
RO,00
RO,00
RO,00
RO,00
1000,00
R1843,26
RO,00
RO,00
R40,10
RO,00
RO,00
£1043,35

Approved

Payment Date

2019/06/30
2019/06/30
2019/06/30
2016/07/26
2016/09/12
2016/11/08
2019/06/30
2016/02/26
2015/01/30
2015/01/30
2015/01/30
2015/01/30
201411114

Payment Reference

abe

Close Off Statements
Close Off Statements
Close Off Statements
1235

PP345134
PGT20161108

Close Off Statements
COM201602
Comm201501
Comm201501
Comm201501
Comm201501
FFT3523

Advance Amount

RO,00
RO,00
RO,00
RO,00
RO,00
RO,00
RO,00
RO,00
RO,00
RO,00
RO,00
RO,00
RO,00
RO,00
RO,00

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

F Statement Payment Process - O x

Payment Batch: |;

Journal:

Cancel

Select an existing Payment batch or create a new batch for this payment.

Create a new Payment Batch.

Tools
|l save

Statement Number

T abe

User:ElsabeV

K Delet=

Redpient Account Code

= abe

Updated by: ElsabeV on 2019/07/22 14:05:54

IH Create Payment File

StatementD... |Amount

VAT

[E save and Close « validate | & Close Batch et
New Open Related View
v &% saveandNew v %) Cancel | @ Finalise Batch Record b
Records Creation Save Edit Record Edit Open Related Record
Batch Reference: Amount:
Payment Date: 2019/07/22 - Batch Closed
Payment Transaction Type: - Batch Finalised
Payment Type: -
/B Redipient Statements | & Notes | [5] Documents
o : & B @ - & | |Alltems i AN AR

Total Tax

° B

(%) Close

R. Close -
RO,00

4 |Expense |Advance ...
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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 in the Navigation Bar to see all Recipient statements added for payment.

Home  View  Took

QO

Navigation x %

0 X @< =

abe

e ®© O

Al Payment Batches - Textto search...  Search|
Back  Forward New Delete | Close Finaise Open Related Refresh | Previous Next Record Save New
& S Filter
ViesHistory Navigation | RecordsCreation | Edt | RecordEdit | OpenRelatedRecod  View  Records Navigation Fiters Full Text Search
Payment Date ~ |Batch Reference Payment Transaction Type Amount Payment Type Batch Closed

Commission » MW7t 20y 013 Commission Payment R4 884,57 General Payment File
B 6 m -~ @ ®
c Dashboard BRA o -
ommision Dashboart D
& recpent sz Home  Took
B Redpient Statement
5 reniee 16/07/28 [ B sove X oekte | B CreatePayment e = °
2] Commssion Contract 2016/07/26 [#saveandClose | o Validate | & Close Batch t
New Iy OpenRelated vew | @ Cos
v & saveandNew v | %) cancel | & Finalise Batch v
Records Creation save Edt Record Edit Open Related Record R.  Cose -
Batch Reference: Amount: R4884,57
> kg Confiouraton Payment Date: 20190731 Batch Closed
(2 tmportProcess Payment Transaction Type: | Commissi Batch Finaised
Payment Type: General
B Recient Statements | & Notes | (3 Douments
BE® BB - 00 e Yy @-B-
Statement Number Redpient  [AccountCode [StatementD.. [Amount [VAT  [Total  |Tax.. = [Expense [Advance
& Contact Management T e = e = = = = = = =
8] Commission > STMEN201907-5 Gerber Ralf(.. ALGODDOODS3 2019/07/19  R63457  RO00 R63457 RI13598 R7LI6  RO,00
STME2D1907-4 Gerber Ralf (. ALGODD00D33  2019/07/19  R4250,00  RO,00 R4250,00 R750,00 R7S0,00  R0,00
) Financials
&b Asset Register
@ Administration
Wi Reports
@ Tools User:ElsabeV  Updated by: ElsabeV on 2019/07/22 14:07:55

Batch Finaiised

Last Updated

W19/07/22
19/07/04
216/11/08
2016/03/12
016/07/28
216/07/26

Updated By
e
Eisabey
elsabey
Admin
Admin
Admin
Admin

Create the Payment File to finalise the payment process.
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The payment file is now available on the Document’s tab.

July 2019 - Statement Payment Batch
EBE- Home Tools

(1 @@ & XvH

Mew Save Saveand SaveandMew Delete Validate Cancel Create Close  Finalise Open Related Refresh = Previous MextRecord Close
~ Close v PaymentFile §Batch  Batch Record Record
Records Creation Save Edit d Edit Open Related Record View Records Navigation Close &
Batch Reference: July 2013 Amount: R4 834,57
Payment Date: 2019/07/31 - Batch Closed
Payment Transaction Type: | Commission Payment - Batch Finalised
Fayment Type: General Payment File -
[t Recipient Statements | & Notes
¢ BB XeFBE @0 Y @ B-
Title 4 |Reference Date Created |Key Words Document Ty... |Created By Confidentialit... | Category
T abe abe = abe = abe = abe
b | duly 2019 July 2019 2018/07/22 General Pay... ElsabeV MNone Payment File

User:Elsabe  Updated by: ElsabeV on 2019/07/22 14:07:55

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

EEEY " &88 - July 2019 - Statement Payment Batch

d Home Tools

Ll = ‘.Iﬂ “:%} X v ) [ﬁ % v 3 @ W @

New Save Saveand SaveandNew  Delete Validate Cancel Create Close Finalise Open Related Refresh  Previous NextRecord Close
v Close v Payment Fiigl Batch EBatch Record Record
Records Creation Save Edit Record Edit Open Related Record View Records Navigation Close -

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

Home View Tools

@O [ X3l © 7

Texttosearch..  Search
Back Forward New Delete || Postiounal [Refresh | Previous NextRecord  Save New

B3 v Filter
Views History Navigation | Records Creation Edit [ RecordEcit J view Records Navigation Filters Ful Text Search S
Navigati Name  |Balance Recurring Last Processed Date

avigation X
9 *umm\ssmn Payable R0,00
eserve

Finandials

 Journal

&) Account

R120,75

[EL Debit Order Batch
& PaymentType
[ Transaction Type
[ Account Type

[ Collection Type

Commission Payment Type

The Commission Payment Type is a system 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:
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o e . e

File Edit Format View Help

"#HEND##", "21734981"

TRANSACTIONDATE ,REFERENCE , ACCOUNTID,ACCOUNTNAME , TRANSACTIONTYPE ,DESCRIPTION, AMOUNT , VAT, TOTAL
"2013/07/31","COM20130731", "VIP0023445" ,"Gerber Ralf (R.)","310/300","Commission”, 28658","4012","32670"
"2013/07/31","COM20130731", "VIPO023445" ,"Gerber Rralf (R.)","310/300","Commission”,"18633297","3069014","21702310"

Print, export and e-mail Recipient Statements
Recipient statements can be printed, exported or emailed from the system using a manual or automated process.

Automated process

An automated process will be setup by your System Administrator.

Select the relevant automated process to distribute multiple Recipient Statements simultaneously

Home  View  Took
. = =1 = ; - ¢
@ @ x = o e @ @ O - ? Texttosearch...  Search
Back Forward Delete  PayStatement Approve | RefreshWAUitomated| Previous NextRecord Save New
v Process ¥ | Recor Fiter
Views History Navigation | Edit Record Edit [E Autornated Recipient Statement Fiters Ful Text Search
e i —
Statement Number Recipient Statement Date | Amount VAT Total Taxable Income | Tax Amount | Expense Approved Payment Date Payment Reference
Commission T abe abe = = = = 0 = abe
Commission Dashboard STM-EVX201807-5 Gerber Ralf (R.) 2018/07/18 R770,55 RD,00 R770,55 R906,53 R135,98 R135,38 -
& Recpient STM-EVX201907-4 Gerber Ralf (1.) 20130719 R4250,00 R0,00 R4250,00 R5 000,00 R750,00 750,00 v
STM-EVX201907-3 Wilmott Peter (P 1) 2019/07/04 R114,00 RO,00 R114,00 R114,00 RO,00 R0,00 v 2019/06/30 Close Off Statements
emplate STM-EVX201907-2 BBL Broker Group 2019/07/04 R30 130,90 RO,00 R30 130,90 R30 130,40 RO,00 R0,00 v 2019/06/30 Close Off Statements
5] Commission Contract ) ISTM-EVX201906-1 De Koker Jan (1.} 2018/06/27 R12853,78 RD,00 R12853,78 R12858,78 RO,00 R0,00 v 2018/06/30 Close OFf Statements
Commission Statement STM-ADM201610-29 Teessen Pieter (P.G.) | 2016/10/04 R305,39 RO,00 R305,39 R305,39 RO,00 R0,00 v 2016/07/26 1235
8) Bank Statement Transaction STM-ADM201607-28 BBL Broker Group 2016/07/28 R105,11 RD,00 R105,11 R105,11 RO,00 R0,00 v 2016/09/12 PP345134
B statementPayment satch STM-ADM201503-27 Kinnear Farie () 2015/03/04 R429,26 R0,00 R424,25 R1424,26 RO,00  R1000,00 v 2016/11/03 PGT20161108
& e STM-ADM201502-26 Gerber Ralf (R.) 2015/02/12 R3 778,48 R140,00 R3 638,40 R5621,76 RE43,36  R1843,26 - 2015/06/30 Close OFf Statements
> g, cenfiauraon STM-ADM201502-25 BBL Broker Group 2015/02/12 R315,32 RD,00 R315,32 R315,32 R0,00 R0,00 v 2016/02/26 CcoM201502
(8 tmportProcess STM-ADM201501-24 Teessen Pieter (P.G.) | 2015/01/29 R# 169,55 RO,00 R4 169,55 R4 169,55 RO,00 R0,00 v 2015/01/30 Comm201501
STM-ADM201501-23 Gerber Ralf () 2015/01/29 R227,22 RD,00 R227,22 R267,32 R40,10 R40,10 v 2015/01/30 Comm201501
STM-ADM201501-22 BBL Broker Group 2015/01/29 R35,04 RD,00 735,04 R35,04 RD,00 R0,00 - 2015/01/30 Commz201501
STM-ADM201501-21 Money Management P...| 2015/01/23 R2 146,83 R300,56 247,39 R2 146,83 R0,00 R0,00 v 2015/01/30 Comm201501
STM-ADM201411-20 Gerber Ralf (.) 2013/11/13 R751,51 R140.00 R891,51 £292.34 R43,85  R104385 v 2014/11/14 FFT3523

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.

T Pe » @

alclate Handle Help Resources Reset View Show Workflow

tatement ot Logfie Settngs  Instances
Tooks
Recipient: Gerber Ralf (R.) Taxable Income: R306,53
Statement Number: | STMEVX201907-5 Tax Amount: R135,98
Statement Date: 19/07/15 - Expense: R0,00
Statement Vat Number: Advance Amaunt: Ro,00
Approved Amount: R906,53

Payment Date - PaymentReference: vaT: R0,00
Payment Batch: Total; R906,53
Message:

@ Statement Transactions

X B @ @[ Y @a- B

Transaction Date Deserption + |Reference Transaction Type VatDue Amount Due
Y = ax e = = =
» 196112 Commission (Discovery) Barth Andreas (AE) (5130097291)  New Business R0,00 R906,53
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In the event where a Commission Statement needs to be reset, but some transactions have already been paid on

a Recipient Statement, the Recipient Statement needs to be reset first.

Financials

Commission Recipient Account Management

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

account etc.

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

Commission Transaction Processing

Import Process Pay

Somision |
Transaction }

TR - ¢

r— Split Transaction ]
Product

o TR
‘5{ SplitTransacticn ]— g Pa‘;ﬂ:m
\ / =
\—//
Provider

Smtement ’

Spiit Transaction ],_,.-

Create Recipient Account
Accounts are accessible from the Recipient detail view:

: Reserve
/ Transaction
Commission
Transaction )
‘ ’ N
— SplitTransaction ] Acconnt
/ General Provision
/ Transaction

Post

Account

= v ' — ’ 7 7 Tz
[ E@ & v 9 4 = e o O
New Save Saveand SaveandMew  Validate Cencel  Generate  OpenRelated CreateExpense Generate  Refresh  Previous NextRecord  Close
- Close - Targets Record Transactions  Statement + Recor
Records Creation Save Edit Record Edit Gpen Related Record View Records Navigation Close a
B RecpientDetail | [ TaxDetais  [=] Competence Registers
Contact: | Gerber Ralf () [=] ] Active
Account Code: [aLGoo00003-3 | Recpient Type: [Payrol [-]
1s Broker House Broker House: Money Management Pty - =
s Brokes o D Bank Account: [ [~]
Payrol Number: |vPo0z3445 |
Receive Commission Default Commission: | 40.00% [+
Book Value: [ R9513000,00 |
Date Added: (201200101 [~] Batance: [ R5057,40 |
PD Rating | [] . Date: [2015/02/12 [-]
Comment: [ |
Contracts [ Templates {2 Retention Polices (@ Expenses kY Targets @ Transactions [ Statements
0-|XB @@ Y|(E-|@Bv
\ Account | Balance | Transaction Type \ Account Type Monthly Reserve Max Balance \ Last Updated \ Updated By
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Gerber Ralf (R.) - Commission Account

D H EETR x Ez2= |j—§| @ Previous Record
[E save and Close # Validate ) .

NEW [ save andNew - ) cancel Opz;?:l!gted \I'IEW [ e Close
Records Creation Save Edit Open Related Record Records Navigation Close &
Account: | | hd |
Balance: | |
Transaction Type: | |V|
Account Type: |Reserve account | - |
Monthly Reserve: | 0.00% '%'
Max Balance: | R0O,00 '%'

Account

Refer to Account section in this document

Transaction Type

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

Account Type

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

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

Account Type Usage
Commission Account Use this account to pay the balance of the Recipient statement. This account is
optional

Reserve Account

VAT Account

Tax Account

Transfer a portion (%) of the Nett Commission into this account. You can setup
multiple reserve accounts if the total percentage for the reserve stays below
100%

Transfer the VAT portion of the commission into a central VAT account. When
the Recipient is not registered for VAT the VAT will be transferred to this
central account

Central account to record the tax amounts withheld for each of the Recipients
with a Tax Certificate. The % specified on the Tax Directive is used to calculate
this amount
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Select from a pre-set list of Account Types:

Gerber Ralf (R.) - Commission Account
Tools
=] | (o
r:| o X Delete @ Previous Record
Save and Close # Validate
Mew - Open Related View @ 1 Close
= [ saveandNew - ) cancel Record = © nNextRecord
Records Creation Save Edit Open Related Record Records Mavigation Cloge @D
Account: Q| | - |
Balance: | |

Transaction Type: | - |

Account Type: Reserve account

Reserve account
Commission account
Max Balance: Tax account

Monthly Reserve:

Vat 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.

Account Structure

JOURNAL LEDGER
Read/Write /De lete Read-only

Transaction
(DR/CR)

Transaction
(DR/CR)
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Journal

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

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

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

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

File Home View Toolks
= -
(] Dfa X & B Ch o
u =0 © s EHl Text tosearch...  Search
Back Forward lew  Clone. Delete Post Journal Show Workflow ~ Refresh Showin Previous NextRecord = Save New
v v v v Report | Record Fiter
Views History Navigation Records Creation Edit Record Edit ‘Workflow View Records Navigation Filters. Full Text Search
Navigation < p=—=
» | Adjustments
> Contact Management
—— Cash Deposits
] oy pn - —
> Creditife 00 HHE+ Journal
P e Fle  Home  Tools
> Investment — - f
o o o ;
> Medcalaid D H h b S - = Previous Rezord m
> Funeral ©
New Clone..  Save Saveand SaveandNew  Delete Vaidate Cancel = PostJounal | Show Workfiow NextRecord Close
> Commission v v - tances
v Finandale Records Creation Save Edit Record Edit Workflow Records Navigation Close. -
e Recurring
TAccount fame <
e Balance: RO,00 - | LastProcessed Date:
PaymentType
Transaction Type D - @
Account Type Transactio. .| Account Transactio. |Refer | Description a |Debit Am _ |credit A |VATT. | Amountind.. |vaT Total Posted
Collection Type v = - = A - - - [ - - [
> Administration ] ]
> Reports
> Tools
o SUM=R. SUM=R. SUM=R. SUM=R.
User: Elsabel’

Journal Transaction
$00CHE«

Journal Trans

Fle ~ Home Tools
2] s Delete
D B save g =R | .I Previous Record m
2 Save and Close " Validate
New Clone... Open Related Workflow View Mext Record Close
v v B save andMew ~ | 4= Cancel Record v v
Records Creation Save Edit Open Related Record Records Mavigation Close
Detail
Journal:® = | Transaction Type:* -
Account:® - | Credit Amount: RO00 2
Transaction Date:* | 2019/06/21 ~ | Debit Amount: RO00 2
Reference: VAT Type: VAT - Amount Indude VAT
Description: ®
VAT: RO,00
Date Captured: 2019/06/21 -
Total: RO,00
Captured By: ElsabeV
Posted
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Fieldname Description Required
Journal This will default to the selected Journal @
Account Select the Account this transaction applies to @

Transaction Date

Reference

Description
Date Captured
Captured By

Transaction type

Credit amount

Debit amount

VAT type
Amount Incl VAT
VAT

Total
Posted

Defaults to current date. Select the relevant date for the transaction.
For recurring batches, the transaction date will automatically adjust
using the month or the day the batch is posted.

Any information relevant to this transaction. This could be a policy
number or any information suitable for cross referencing the specific
transaction.

Describe the purpose if this transaction

Defaults to current date. Cannot edit this field.

Auto populated with the name of the user logged onto the
application. Cannot edit this field.

Select from a list of pre-defined transaction types. The transaction
type determines if the transaction is a credit or debit.

Field will become active if a Credit transaction type was selected. This
is the amount the selected account needs to be credited with. The
amount can be inclusive or exclusive of VAT.

Field will become active if a Debit transaction type was selected. This
is the amount the selected account needs to be debited with. The
amount can be inclusive or exclusive of VAT.

Determine if VAT is applied or not

Determine if the Credit/Debit amount is VAT inclusive or not

VAT is calculated based on the transaction date and the VAT % for the
default Country specified for the application.

Calculated as Credit/Debit amount plus VAT

Indicates whether transaction has already been posted to the Ledger.

©

e ©

Journal transactions are not only captured manually but can also be generated via system processes or via import

functions.

Accounts

The Financial Module allows for a flexible structure where you can create multiple ledger accounts for an owner

with refence to one or more contracts (Policies).

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

Owner

Person/Company

File Home Tools
Delete
D% (B B[ = 0 e
" Validate
New Clone Save Saveand Save and New Open Related Workflow View © Next Record Close
- - Close v = Cancel Record ~ ¥
Records Creation Save Edit Open Related Record Records Navigation Close -
Account Number: []1s Active
Owner:® ol - | Collection Day: | 12 |
Account Type:™® | -| Reference: | |
Bank Account: | -| Journal Balance: RO,00
Email: | | Balance: R0,00
Vat Mumber: Debit Order Amount: R0,00
Transactions | Journal Transactions = Contracts
| =0 X AR AR
|Transach'0... - |Reference |Transact...|Desu'ipﬁon Debit Am... |Credit A... |Am0unt |\I'ATType VAT Total |Rec0ndled
T | = a3 = Aflc = = [m] = = = [m]
SUM=R... SUM=R.. SUM=R.. SUM=R..
User: ElsabeV
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Fieldname Description
Owner Select owner of the account from the drop-down menu
Account Type Select from predefined drop-down menu

Bank Account
Email
Is Active

Collection day

Reference

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

Capture email address if applicable

Select if Account is Active

Select the day on which premium will be collected. This is a compulsory field
and needs to be filled even if no collection will be done.

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