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Introductions
The purpose of this document is to provide a high-level overview of the full administrative functionalities.

Automation, System configurations and drop-down menus are managed and populated by the System
Administrator.

This functionality is controlled by user permissions and will therefore not be visible to a non-administrative

user.
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Security and Login
Teessen Consulting Support team will register and create the users on your company’s database according
to the roles, relevant permissions and securities as determined by the business during initial setup.

Teessen Consulting uses an online form process for User license requests and the user login details will be
provided via email.

License Renewal
Should the application prompt you to renew your product license, then please email the relevant
information to support@tconsult.co.za

WELCOME TO
INSURE-IV.WIN
Please call the codes department
on 087 550 1427 for your spedal
unlock code.

teesser

Online | Manual | Serial Number | Proxy Settings
PC Name: IDM-CT-DT86
Surname:

Order #:

Proxy Settings Enabled Cancel

Reset User Passwords
As System Administrator you have access to reset or change user passwords.

Navigate to Permission User on the Navigation Pane

© D B o
© ~ Text to seard Search
Back  Forward New  Clone. Show Workflow = Refresh Next Record Save New
A A A - Instances Filter
Views History Navigation Records Creation Record Edit Open Related Record Workflow View Records Navigation Filters Full Text Search L
Navigation <| [Furneme | User Name Prefic BllingR | MyPerson | Notify Email | Confidentisli.. | Color Is Admin | Email Account
v |0 ol Wl = = o = = 0 =
» Commission ~
» | Administrator Admin ADM RO,00 Level 5 . 255. 0. 0 vl
}_Finandals
CLS User CLSUser CLs RO,00 Level 5 —o.0.0. vl CreditLifeEmail
ao Dane Bouwer Dane8 DBX RO,00 None o.0.0.
» Auditing Evaluation User Account Test NiellTest NBT RO,00 niell@tconsul .. None: Jo.o.0.
b Crinelen HAT Nel (M) HAJ HA RD,00 HAJNel (V) | haj@tconsult... Level 5 Jo.o.0 ]
Bank
=" Harlie Lazare HarlieL HLX RO,00 one oo
Bank Account Type
Company Type Louise Geel LouiseG Lex RO,00 Nene oo 0.

» Compiance Maxine MaxineD MD RO,00 nicholas@teo. .| Level 5 Jo.o.0 vl outlook Mail
Contact Category Niell Booysen NiellB NB RO,00 niel@tconsul .. | Level 3 o.0.0. vl TC Services -
Contact Type Petro Teessen PetroT PT RO,00 petro@tcons... Level 5 o.o.0. vl Outlook Mail
Erriy Shamielah Jacobs Sharmielah] Bl RD,00 shamielsh@t.. Level 5 [Jo.o.0 ]

Document Type
ol Tesssen Pieter (7.G.) FisterT ar RO,00 TeessenPiet. . peter@toon. . Level 5 o.o.0 ] outookMsi
epartmen

» Emal Test Test m RO,00 Level 5 oo 0. v
Ethnic Group Tian van der Westhuizen Tianwi ™w RO,00 Level 5 CJo.0.0 ¥l outlook Mail
Formula Vermaak Blsabe (E.) ElsabeV EVX RO,00 | Vermazk Elsa... elsabe@tron... Level 5 —o.0.0. Qutiook Mail

» ImportExport
Language Type
Lead Source
Marital Status
Nationaiity
Note Subject
Occupation
Payment Type

» Product
Property Category
Relationship Type
Religion

4 Security

User Activity Log
Calendar Resource
Permission Role
| e —|
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Select the user and choose Reset Password

..4; 00 BHE « - Vermaak Elsabe (E.) - Permission User

File Home Tools

Validate
D Em Eg x — O 3 Refresh Previous Record m
Zp Reset Password
Mew Save Saveand Save andMew — Delets Refresh User Open Related Waorkfiow 6 Links w MNext Record Close
Close Cancel Full Name Record S
Records Creation Save Edit Record Edit Open Related Record View Records Navigation Close i
Full Name:* User Name:™* ElsabeV
Biling Rate: RO00 2| 1715 Active Is Admin
My Person: Vermaak Elsabe (E.) -
Prefia® EVX
Notify Email: elsabe @tconsult.co.za
Calor: 10.0.0.0 -

Confidentiality Level: |Level 5 -
Email Account: Elsabe Vermaak -

Reminder Check! (L
Team; Commission -

Force Password Change

o
Registration Code: | 5d40 1e0c-7064-4872-a9af-7262d6 10353a IR Sdftr

Is Box User v|Web
Roles |User Groups = Motifications = Email Signatures = Task Assign Criteria
Pun 2 x B - R
MName 4 |[s Administrative | Can Edit Model

b | Administrator (User)

The application will auto generate a password and select the ‘Force Password Change’. The user will be
prompted to create a new password on first login.

Users on the application are allocated to a collection of groups and are performing one or more roles
within the application.

User Roles
Users can perform multiple roles within a company and the application will combine the various rights
available within these roles into a single security profile for the user.

User Permission Roles are set up and managed by Teessen Consulting and cannot be changed by neither
user nor System Administrator.

User Groups

e A user can be linked to multiple groups, giving the user access to the company- and person records
within those groups.

e Groups provide a segmentation mechanism with user-controlled access.

e User Groups is a direct link to Contact Group. Please remember to link users when a new Contact Group
has been created.
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File Home View Tools

© D B X g2 & 0 0

Text to search...

Back Forward MNew Save Saveand Delete Cancel =~ Show Workflow | Refresh Links Previous NextRecord | Save New
& Close Instances o Record Filter
Views History Navigation Records Creation Save Edit Workflow View Records Navigation Filters Full Text Search
i & Name -
Navigation < Mame:* External referrals|
T a0
~ Contact Management - External ID:
Dashboard Able Makelaars
Contact Allabout Insurance Brokers Contacts | System Users
Company Allied Insurance Brokers é) Link & E\@ o I;'_? B a
Department Contact Anchor Shart term Insurance Brokers Ful Name & |User Name
Person Bakers Insurance Brokers T e W
Suppli Carl Greeves Brokers PTY (Ltd)
uppler b System Administrator SysAdmin
Task » | External referrals
Vermaak Elsabe (E.) ElsabeV
Contact Group FFG
Note Fortune Insurance Consultants
Document Funeral Members
Questionnaire Imported
Email

flian Insurance Brokers
Email Manager Mai

SMS

Lead
Mark Abrahams Brokers

(Ceodn MSE Independent Brokers
System Notification MV Brokers cc
My Details

Newmansky Consultants
Filter Criteria

Dexus

Confidentiality level

e This could be anything from ‘None’ to ‘Level 5’ and provide a further method of restrictions within the
application.

e Confidentiality can be applied to documents, notes and tasks within the application.

A user with ‘Level 3’ access will only be able to access information with a confidentiality setting of ‘Level 3’
and lower.

Email Account
Email Account should be linked to the user record to enable the user to send emails from the application.
Please refer to ‘Email’ within the ‘Administration’ section of this guide.

Teams
Users are grouped into Teams and will be restricted to only use Task types, Task log types, Reports and
Automated processes which have been allocated to that specific Team.

A user has limited access to his/her own user profile to perform updates, e.g., Notification email, Reminder
check time, Email Account and to change their own password.
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Administration
All drop-down menus in the application are managed by the System Administrator by using the
Administration tools.

The completeness of these fields highly determines the accuracy and uniformity of your data.

Some functionalities like Distribution lists, automation, compliance, importers, etc. will improve proficiency
and allow timeous communication with less effort.

State machine and workflows enable you to dictate and automate process flows.

Fie Home View Tools
-
© D X ftgoe o B C [Q N
e Contact Listview - Al Ttems - Texttosearch...  Search|
Back Forward New Delete | Cient SMS  Emal  Workflow Show Workfow ~Refresh Automated Showin | Previous NextRecord Save Nen
v v v Partal v Instances Process ¥ Report™ | Recard Filter
Views History Navigation | Records Creation | Edit Record Edit Workfom view Records Navigation Fiters Ful Text Search 2
Navigation < | Drag a column header here to group by that column
> {Contact Management 12 |Dsplayname Contact Category |Legal Reference Work Number Cell Number Emal Language Group Primary Record [OpenTasks | Consultant
> ShortTerm T o 0 o 0 e 0 0 o0 0 - o0 -
b Eatiiz b | 1-2-3 Marketing Corporatio...  Clent 731161164 00716765742 hai@tconsult.co.za  Affikaans MSB Independent Br. v 3
D (=Ter= 224 On North Guest Hous... Cient 00716765742 hajtconsult.co.za  Afiikaans Able Makelaars v B
> Investment
”':5 ‘ E;' 24/7 TAXI SERVICES Cent (0214444444434 0798837362 haj@teonsult.coza  Afikaans Vi-Group 7 0
> MedicalAi
365 TRANSPORT SOLUTIONS Clent 7101120064083 (021)8220385 0798837962 Afikaans vi-Growp v 4 Tian van der Westhi
]
> Funera
. SLabuschagne Mpho (M.F)  Clent 8307047614119 00170806857 MphoL sbuschagne@... English Bakers Insurance Br v o
ommission
P 50 CENTS TOURS Cient (021}4082230 0798837952 tan@teonsult.co.za  Afiikaans Vi-Group % 0
A&DTransport Services  Clent (0215772116 0798837952 ton@teonsult.co.za  Afiikaans v1-Group v 0
— ADPONITAXI Cent 0798837952 ten@tconsult.co.za  Afiikaans vi-Grop v L
& AG Andrews tfas Defensiv. . Clint (0215919180 0708837952 tan@tconsultco.za | Afiikaans Vi-Grop v i
N ALAREY GSONTRUCKING  Client (012)2520356 0798837952 ton@teonsult.co.za  Afiikaans v1-Group % 0
Bank A.G. JACOBS tfas WATERF .. Clint (021)5317718 0798837962 ton@tconsult.co.za  Afiikaans vi-Growp v o
B s AATOURS Clent 0708837952 tan@tconsult.co.za  Afiikaans vi-Grop % o
Company Type ABASS Shehaam (5) Cent 7706140155080 0798837952 tan@teonsult.co.za  Afiikaans M5B Independent ... % 0
> Compliance AbclulaD () Client 4703185108086 (0414817322 0798837962 ton@tconsult.co.za  Afiikaans Able Makelaars v 3
Contact Category AbclilaMs (M5) Cent 5207165095023 (04139655521 0798837952 ten@tconsult.co.za  Afiikaans Able Makelaars v L
Contact Type AbdulaR. R) Cient 7011195154083 0798837952 tan@teonsult.co.za  Afiikaans Able Makelazrs v 3
Country ABDULLAH Essack (E) Client 6502035200087 ton@teonsult.co.za  Afiikaans v1-Group v 0
Document Type ABDULLAH Orhan (0) Client 7507015178087 (021)5922817 tian@tconsult.co.zs  Afrikaans Vi-Group v 0
Department Abdurahman Riefqzh () Clent 8302200203083 Engish S8 Independent Br v o
» E=] Abdurahman Tougeeda (T)  Client 7406170219085 tian@tconsult.co.za | Afikaans V1-Group 7 0
Ei=Een ABED IMRAAN () Client 8102135174080 0798837962 tian@tconsult.co.za | Affikaans V1-Group v ]
fezmrs eELs C{CS) Clent 6607055205088 0738837962 tian@tconsult.co.za | Afrkaans Vi-Group 7] o
> Import Export
mport Exper Abels G (6) Orphan 6910305169082 tian@tconsult.co.za  Afiikaans Vi-Growp z 0
Language Type
j o= v AEELS 6 (G) Cient 6910305163082 0798837952 ton@teonsult.co.za  Afiikaans V1-Group % o
Lead Source
o ABELS M (W) Cent 6208225088087 0798837952 ten@tconsult.co.za  Afiikaans vi-Grop v o
artal Status
e Aboose Service Station CC  Orphan 0708837952 tan@tconsult.co.za  Afiikaans Able Makelaars v o
ationa
A— ABRAHAMS A, Cient (02136920171 0798837952 ton@teonsult.co.za  Afiikaans v1-Group v 0 -

Drop-down menus
Set up drop-down menus for each of the below data fields, according to your Company’s requirements:

e Address Type
e Bank
e Bank Account Type
e Company Type
o Contact Category
e Contact Type
o Select Product Provider if this type is used to identify Product Providers. These records will be
grouped in the Supplier list view.
e Country
o Department
e Document Category
e Document Type
e Ethnic Group
e Formula
e Language Type
e Lead Source
e Marital Status
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e Nationality

e Note Subject
e QOccupation

e Payment Type
e Qualification
e Relationship Type
e Religion

e Task Type

e Task Log Type
e Text Template
o Title

Automation

Automated Reports, -Email, -SMS or -Files can be set up to improve proficiency, uniformity and timeous

communication with less effort.

These automated processes can be launched manually or via a workflow process.

You will notice the Automated Process icon on the Action bar of a List view if automation was set up for that

specific view of data and linked to the specific user Team.

-
) D 2oe 4 B o EJE
x a® tad © Bs [personLstiew - X L)
Back Farward New Delete | Clent 5MS  Emal  Workflow ShowWorkfiow Refresh Automated ffshowin  Previous NextRecord
v v - Portal v Instances Process v [Report ¥ Record

All Ttems

Views Hstory Navigation | Records Creation Edit Record Edit Workflow View Records Navigation Filters

Save New
Filter

Text to search...

Full Text Search

Search

On the Navigation Pane, expand the Automation menu item to view all options:

“w  Automation
Automated Email
Automated File
Automated Procedure
Automated Process Log
Automated Process Queue
Automated Reports
Automated SMS

Automated Report
Set up a standardised email body with linked reports.
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Automated Report Setup

OO0CHE- - Automated Report

File Home Tools

DS HBE B Xve 3 E & 0 O H

Mew Clone... Save Saveand Save andMew — Delete Validate Cancel Open Related Show Workflow | Refresh  Links Previous Mext Record Close
Close Record Instances S Record
Records Creation Save Edit Open Related Record Workflow View Records Navigation Close
Automated Report Setup | Message Body | Definition = Teams
Setup
System Area:® |§(n0ne) R

MName:* |

Status: | Development -

|
|
Email Account: | - |
|
|

Execution Type: | Disabled -

Selecting "Automatic” or "Both™ will cause the process to run every time a record with the system area is saved, make sure this is required before choosing these options, otherwise choose
"Manual”.

Default Queue: | - |

Criteria:
Use Temp Folder
Work Folder:*

Recipient Name: | - |

Recipient Address: | - |

Error Reporting Name:* | - |

Attach Document
[ attach Output [ Log Email To Redipient

Attachment Property:*

Reference: | -

Attachments

DX R R 00| -

|Display Mame 4. |Export Format Secured Document Cate...|Document Type | Attach Out...

User:ElsabeV  Updated by: ElsabeV on 0001/01/01 00:00:00

Fieldname Description Required

System Area Select the system area on which this process should be applicable (]

Name Provide a unique name for the automated report process (@]

Email Account Specify email account to be used for this process.

Status Status will default to Development and only be an active field for users ()
once in Production

Execution Type Selecting “Automatic” or “Both” will cause the process to run every

time a record with the system area is saved, make sure this is required
before choosing these options, otherwise choose “Manual”

Default Queue Select default queue for this process

Criteria Apply specific filter criteria to this process if applicable

Use Temp Folder You may select to save the attachments of this process in a temp folder
instead of saving it in your documents folder.

Work Folder If not selected to Use Temp Folder, then select location where a copy of (]
the attachments needs to be saved.

Recipient Name Select the required field from the drop-down menu. (]

Recipient Address Select the email address of the recipient. @

Display Name Typically, the same as Recipient Name

Attach Output Select if these documents should be saved to the client record

Log Email to Recipient  Select if email should be saved on the client record

Attachment Property Select from drop down menu. Typical Document Category

Reference Specify document type.
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Attachments
Automated Report Setup | Message Body | Definition
Setup " .
LOOZHE® - Client Portfolio (Astute) - Automated Report Attachment
System Area:® Person Fie T T
Name:™ Client Partfal - B s .
i . e Previous Record
Eﬂ'.\ﬂl‘ Tic:uunt. TC Services D I E? i 2 e I . ‘m
Criteria: — N%A lee.‘. D Save andNew v 4 Cancel OD?E?&S‘E \iorv low V\sh Next Record Close
Iy
HE Records Creation Save Edit Open Related Record Records Navigation Close -~
Use Temp
Wark Folder:* V\tesvroo2ls] Report:™® Client Portfolio {Astute) -
Recipient Name: Displayname| Export Format: Pdf -
Recipient Address: Email Document Type:= Risk Profile -
Document Category:™® Life Cover -
Error reporting name Attach Qutput ] Attach Output
Cisplay|Name: & Displayname Secured Add Merge fields to Password:
Attach Document Passwaord:
| Attach Output Use External Attachment Add Merge Fields to Attachment File Name: =
Attachment Property:™ |Documents | g papme:= Client Portfolio - < <Title. TileDescription’s » < <CallName> >  <<Surname: >
IDMumber
Attachments
D -
Display Namg]
User: ElsabeV
Fieldname Description Required
Report Select report from drop down menu &
Export format Select the required format for the attachment from (]
the drop-down menu.
Document Type Select document type from drop down menu @
Document Category Select document category from drop down menu &
Attach output Select if report must be saved on client record
Secured Select to use password security.
Password Optionally enter a password for protection.
Use External Attachment Select to use external attachment instead of system
report
File Name Enter the file name. You may also select to use merge @

fields in the file name, e.g., Statement number

Message Body
Create the email body. Use merge fields to personalize the message to each Recipient:

" EH # co0om

O s B B XV LIS

New Clone... Save Saveand SaveandNew Delete Validate Cancel Open Related Show Workflow = Refresh  Previous NextRecord Close
- - - Instances

Records Creation Save Edit Open Related Record Workfiow View | RecordsNavigation | Close
Automated Report Setup | Message Body | Definition
Add Merge Field to Email Subject: =
Email Subject:* Client Portfolio : <<FirstName>> <<Surname>>

‘Add Merge Field to E-mail Body: S Add Values from Questionnaires =

Times New Roman HEE -] [vormal

0.

W e R 2 x, X =

Dear <<FirstName>>
Attached please find your latest Portfolio for save keeping

Regards

Note that the drop-down selection options on the merge fields depend on the system area you have
selected for this process.
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Definition
Use the Definition tab to describe the purpose and/or layout of this process:

L 0 0 C B E? - - e t for personal information - Automated Email

File Home Tools

) B E B XV e B Z 0 0 B

New Clone... Save Saveand Saveand Mew  Delete Valdate Cancel Open Related Show Workflow =~ Refresh | Previous MextRecord Close
S S Close S Record Instances Record
Records Creation Save Edit Open Related Record Workflow View Records Navigation Close

Setup = Email Body | Definition
Send quarterly to all Contacts with incomplete personal information

Teams

Link the process to the applicable Team(s). Please keep in mind that the process will not be available to
users if they are not linked to the Team.

Automated Report Setup = Message Body | Definition | Teams
& R 2 L] [

MName  |Last Assigned
b | Back Office

Brokers

Commission

Compliance

The Test Team Teessen Pieter (P.G.)

Automated email
Automated emails can be used to automate and standardise regular emails where no document
attachment is required.

This feature can also be used to distribute marketing- or other information where an image can be inserted
onto the email body with or without a normal text message.
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est for personal information - Automated Email

File Home Tools
2 S Delete
D F. H save X Dele r. © Previous Record
ES saveand Close o Validate
Mew  Clone... COpen Related Workflow View Next Record Close
e ES save and New = Cancel Record e e e
Records Creation Save Edit Open Related Record Records Mavigation Close
Setup | Email Body Teams = Definition
Setup Errer reporting name
System Area: |Person - Display Mame:* Displayname -
Mame:*® |Request for personal information |
Status: | Production .
Criteria: | |
|7 Inplace Process Email Account: Elsabe Vermaak -
|7_ Log Email To Recipient
Redipient Name: |Displayname -
Recipient Address: |Ernai| -
Fieldname Description Required

System Area

Name
Status

Criteria
In-place Process

Email account
Log email to Recipient

Recipient Name
Recipient Address
Display Name

Select relevant system area. Criteria for Recipient Name and
merged fields in email body are dependent on selected system
area.

Descriptive name for email.

Status will default to Development and only be an active field for
users once in Production

Enter specific filter criteria applicable to this process

Always select this to make the automated process available on
relevant views based on the selected system area.

Select the email account to be used for this email

The Sent email will be saved within each contact to which it was
emailed.

Select the required field from the drop-down menu.

Select the email address of the recipient.

Same as Recipient name.

(@]

©

e O ©
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2002 H K« - Time for Action - Marketing mai - Automated Email

File Home Tools

D & B B X B 0 0 B

Mew  Clone... Save Saveand Save and Mew | Delete Validate Cancel Open Related Show Workflow  Refresh  Previous MNextRecord Cloze
&4 Close Record Instances Record
Records Creation Save Edit Open Related Record Workflow View Records MNavigation Close -~

Setup | Email Body |Teams = Definition

Email Properties

Add Merge Field to Email Subject: |:—
Time for Action .... Insure-IV Suite. .. what does it offer?
Email Subject:*

Signature:® Client Services
Priority: + Normal -
Delivery Receipt Read Receipt
Add Merge Field to E-Mail Body: = Add Values from Questionnaires: =
B 7 U E = = E AN - |TimesNewRoman - |3 ~| | Normal -
0@ @ x X =B E 0N

teessen

< >
Design | Html

CTRL +SHIFT +EMD selects everything below the cursor and DELETE removes the selected text

Please make sure that images used in an email body are saved within a public folder i.e.,
http://www.domain.co.za/downloads/resources/Image.jpg.

Do not copy and paste image onto email body

Add Merge Field to E-Mail Body: Add Values from Questionnaires: K

B 7 U abs

OB - @ X, X' == iEE FE

A M -~ | TimesNew Roman - 3 = | [mMormal -

=| Picture

Ficture Source: |hﬂp:,-",-"www.domain.co.zaf"downltXH Browse... | | ok |
Altemate Tt | | Cancel

Layout Spacing

Mgrment orzorta: [ |
Border Thickness: I:I Vertical: l:l

<
Design | Html

Refer to Automated Report section for details on Email body, Teams and Definition
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Automated SMS

Sending standardized bulk SMS with pre-populated script:

BEoOolH E « - Happy Birthday - Automate:
File Home Tools
D F. H save X Delete | .I € Previous Record
B save and Close | o validate
Mew  Clone... Open Related Workflow View Cloze
- ES Save and New = Cancel Record - - g
Records Creation Save Edit COpen Related Record Records Navigation Close -
Setup | Teams Definition
System Area: |§Person P | Error reporting name
AR LT |Happy Birthday | Display Mame: * Displayname -
Happy Birthday
Description:™®
Status: |Produu:tinn - |
Criteria: | |
[«]Inplace Process
Recipient:® Qid
Redpient Mumber: | CellMumber, CellMumber - |
Add Merge Field to Sms Body: Add Values from Questionnaires:
Dear <<Firsthame=> , Try and take it a litte easier today. After all, it's your spedal day! Happy Birthday. M5B Brokers
Fieldname Description Required
System Area Select criteria needed to set up merged fields. &
SMS Subject Provide a relevant name. This name will display on the drop-down (]
menu of the automated process.
Description Describe the purpose of the SMS. (]
Status Status will default to Development and only be an active field for
users once in Production
Criteria Apply specific criteria to this process

In-place Process
Recipient

Recipient number
Display Name

Always select this to make the automated process available on
relevant views based on the selected system area.

Recipient will either be a Person, Contact or Owner depending on the
application used.

Select cell number.

Same as Recipient name.

0 @ ©

Add Merge Field to Sms Body:

Add Values from Questionnaires:

Dear Client, Your daim number is <<ClaimNo ==
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Remember to keep your SMS short. Once the set up has been completed, this Automated SMS process will
appear as an ‘Automated Process’ for the relevant list views.

Refer to Automated Report section for details on Teams and Definition

Automated File
Use automated file to save a standardized file to your computer without having to browse reports or
analyses.

This process is like Automated Reports with the difference that the file is saved and not emailed:

= O0O0OTHH«

Setup |Definition = Teams

Report Data:

System Area:

MName:*

Status:

Description: *

Criteria:
| Inplace Process

File Path:

Attach Document

Attachment Property:*

Document Type:™

- Credit Life Credit Control Cancelation Report - Automated File

File Home Tools
L = B X o g X
O "= =] [ FoS (&
MNew Clone... Save Saveand SaveandMew Delete Validate Cancel Open Related Show Workflow | Refresh | Previous MextRecord Close
e Close Record Instances Record
Records Creation Save Edit Open Related Record Workflow View Records Navigation Close

Credit Life Credit Control Cancelation Report = | Export Format: pdf

Credit Life Policy Secured Add Merge fields to Password:

Credit Life Credit Control Cancelation Report

Production ~ | Password:

Credit Life Credit Control Cancelation Report Single File Add Merge Field To Filename: =
-| Filename: Credit life cancellation report

C:WUsers\TCSUPWO3\Onelrive - Teessen Consulting\Documents\TC

Error Reporting name

| Attach Qutput Display Name:* CancelDate
Owner.Documents

Estate Planning — Last Will & Testament

Document Category: ™ Bond Cover -
Reference: ContractNumber -
Fieldname Description Required
Report data Select from drop-down the required criteria to &
generate the automated report.
Name Give your process a unique name. @
Status Status will default to Development and only be an
active field for users once in Production
Description Describe the outcome of the process. @
Criteria Specify specific criteria applicable to this file
e

In-place Process
File path
Export format

Secured
Password

Always select this to make the automated process
available on relevant views based on the selected
report data.

Select the folder where this file needs to be saved.
Select the required format for the attachment from
the drop-down menu.

Select if you want to password protect this document.
Optionally enter a password.

(<] <]
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Single File

File name
Attach output

Attachment Property
Document Type
Document Category
Reference

Display Name

Enter the file name. You may also select to use merge &
fields in the file name, e.g., Statement number.

Capture file name

Select if you want to save the document to the

application.

Select where the document needs to be saved.

Specify document type.

Specify document category.

Enter a document reference.

The name you want to display in case of an error. (]

Refer to Automated Report section for details on Teams and Definition

This automated file process will appear as an ‘Automated Process’ on the relevant list views.

Automated Process Log

The Automated Process Log keeps record of all automated processes performed:

(] X B C o
@ o AlLogs - Text to search. Search
Back  Forward Delete Gpen Related Show Workfiow | Refresh | Previous NextRecord S
Views History Navigation  Edt | OpenRelated Record Workfiow View | Records Mavigation Fiters Ful Text Search
Navigation ¢ | Drag a column header here to group by that column
> Commission <] |LogDate | Automated Process Import Log Type System Lser Log Message
> Finandials Y - - - o o
v Administration ) {2017-08-29 11:29:31.5630 AM Test PolicyCreditor Information System Administrator Mail was send successfully to Plessis Johannes (J.P.).
Address Type 2017-08-29 11:29:31.5630 AM TestCLP Information System Administrator Mail was send successfuly to Plessis Johannes (1.1,
> Auditng 2017-08-29 11:28:45.7800 AM Credit LifePolicy Test Information System Administrator Mail was send successfully to Mangoale Mosa {M.1.)(ti
v Automation 2017-08-29 11:22:36.2900 AM Credit LifePolicy Test Error System Administrator tem, Exception: System,Exception: System.Except.
Automated Reports 2017-06-29 11:22:35.8870 AM Credit LifePolicy Test Error System Administrator Meail sending to Desai Shilon Bianca Lesan Si-ane (5.8
Automated Email 2017-06-29 11:22:35.7300 AM Credit LifePolicy Test Error System Administrator Retrieving the COM dlass factory for component with
Automated SMS 2017-08-29 11:15:22.7630 AM Credit LifePalicy Test Error System Administratar tem. Exception: System Exception: System.Except.
Automated Fie 2017-08-29 11:15:22.4200 AM Credit LifePolicy Test Error System Administrator Ml sending to Desai Shilon Bianca Lesan Si-ane (5.5.
Automated Procedure 2017-08-20 11:15:22.2000 AM Credit LifePolicy Test Error System Administrator Retrieving the COM dlass factory for component with
Automated Process Log 2017-08-29 11:12:34.7470 AM TestCLP Error System Administrator tem, Exception: System Exception: System.Except
Automated Process Qu 3017-08-29 11:12:34.7470 AM Test PolicyCreditor Error System Administrator tem, Exception: System Exception: System Except.
Pl 2017-08-29 11:12:34.4930 AM TestClP Error System Administrator Errar messag: System Exczptin; System, Exception.
Bank Account Type 2017-08-29 11:12:34.4930 AM Test PolicyCreditor Error System Administrator Error message: System Exception: System. Exception.
Cepe 2017-08-29 11:12:34.4330 AM Test PolicyCreditor Error System Administrator Mail sending to Pelwane Gerald (G.) (san @tconsul.co.
> Complance 2017-08-29 11:12:34.4830 AM TestCLP Error System Administrator Mail sending to Pelwane Gerald (G.) (san @tconsut.co.
Contact Category 2017-06-29 11:12:34.3530 AM Test PolicyCreditor Error System Administrator Mail sending to Pelwane Gerald {G.) (tian @tconsult. co.
Contact Type 20170829 11:12:34.3530 AM TestCLP Error System Adminstrator Mai sending to Pelwane Gerad (G.) (tan @tconsult.co.
Country 2017-08-29 11:12:34.2070 AM Test PolicyCreditor Error System Administrator Retrieving the CGM dass factory for companent with
DoceEpe 3017-08-29 11:12:34.2070 AM TestCLP Error System Administrator Rerieving the COM dass factory for component with
Department 2017-08-29 11:09:20.4230 AM Credit LifePolcy Test Error System Administrator tem. Exception: System Exception: System Except

Open a specific log to view error message.

File Home Tools

System User: System Administrator

Log Message:®

B v o

Save Saveand = Validate Cancel Open Related Show Workflow | Refresh  Previous Next Record Close
Close Record Instances Record
Save Edit Open Related Record Workflow View Records Navigation Close -
Automated Process:* | Credit LifePolicy Test Log Date: * 2017-08-29 11:15:22,4200 AM -

Mail sending to Desai Shilon Bianca Lesan Si-ane (5.B.L.5.0.)(fan@tconsult. co.za) failed

g C 0 0 H

Import Log Type: Error
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Automated Process Queue
Automated processes can be added to a queue to be distributed at a specified date and time.

QOO0 H E« - Distribute P

File Home Tools

Da HE B Xve B T 0 0 H

Mew Clone... Save Saveand SaveandMew — Delete Validate Cancel = Show Workflow — Refresh = Previous MextRecord Cloze

~ Close Instances Record

Records Creation Save Edit Workflow View Records Mavigation Close -~

Setup | Queue Items

Mame:* Distribute Policy documents |

[v] Active Max Per Operation: | 5 :|

["Recurring

Date Last Run: |Sunday, 23 February 2020 14:02 ~| Date Next Run: |Monday, 24 February 2020 14:00 -

Recurrence: [every day from 14:00 to 15:00 -]

Distributing poicy documents

Description:
Fieldname Description Required
Name Assign a unique name to the queue @
Active Only active queues will be available to users for selection
Max per Operation Select a maximum number of retries per operation should

the initial email fail to send
Recurring Select when the same item needs to be resent multiple
times

Date Last Run Displays when last the process was executed
Date Next Run Displays when process will be executed next
Recurrence Set the recurrence detail (]
Description Enter a detailed description for this process (]
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Set Recurrence details

@’ Appointment Recurrence x
Appointment Time
Start: 14:00:00 -
End: 15:00:00
Duration: |1 hour -

Recurrence Pattern

®) Daily ®) Every 1 7 |day(s)
Weekly Every weekday
Monthly
‘early
Range of Recurrence
Start: |2019/11/15 - End by: 2019/11/24 -
End after: 10 7 |ocourrences
#) No end date

Remove Recurrence Cancel

View queue items

File Home Tools

D & B B XV & O H

New  Clone... Save Saveand SaveandMNew Delete Validate Cancel = Show Workflow = Refresh | Previous NextRecord Close
i Close Instances Record
Records Creation Save Edit Workflow View Records Navigation Close -~

Setup | Queue Items

X & @

Drag a column header here to group by that column }3
Display Name Automated Process Date Processed Retries Status A |Email Sent

T o - - - — »

b iMSB Independ... Send Account Statement 0 Ready

Compliance
Questionnaires can be used to compile information in standardised data sheets.

This information can be used in standard forms and reporting.

Navigation < Name 4 | Assessment ID Assessment Type Active
> Commission gL o0 = 0
> Finandials » {Bussiness Details [ Notes on Person v
N Commission Spit - Assurance CommRA Compiance - Assurance v
I —— Commission Spitt - Investments Commlny Compiiance - Investment v
& (e Competence Register - Class of Business comcos Compiance
> Automation Competence Register - Complete Form FFGCRR Competency Representative R v
- Compliance - Investment (Individual) Compltt Compiance - Investment =
ok Aot Type Complance - Risk Assurance {Individual) CompRAT Compiance -Assurance =
Company Type Personal Lines ASIN MNotes on Persan v
Validation date for cover \otes on Persan
Ascessment
Assessment Type
Question Category
Questionnare Status
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Assessment Type

Assessment type is linked to an object type which will determine where this type of Assessment will be

applied in the application, e.g., Compliance linked to a Commission Contract.

Question Category

Questionnaire Status
Contact Category
Contact Type

Na\rigation < Description
Competef
> Commission -
» | Compliang
> Finandials comni
omplian
~ Administration - File Home Tools
PP Complian
iress Type
vl O G BB ES
> Auditing
Vehide In
> Automation New Clone... Save Saveand Save and New
N hd Close 4
Bank
Bank Account Type Records Creation Save
Company Type Description:* | Compliance
v EmrErE Object Type:* | TC.CommSplitLib. CommissionContract
Assessment
Allow Duplicates
Assessment Type

Use As Property sheet
Complete For Active Contract

Compliance

X vV &

Delete Validate Cancel

Edit

nt Type

B

Show Workflow

Instances

Workflow

< O O

Previous Next Record

Refresh

View

Record

Records Navigation

Close

Close

Assessment

Once assessment types have been set up, you can formulate the actual questions for the questionnaire.

Badk Fornard New Clore.. | Fl& ~ Home — Tools
[ ] okl of]
Views History Navigation | Records Creation D [ ] h b X /
Navigation < Mame| Mew Clome..  Save Saveand SaveandNew  Delete Valdate Cancel
v v Close v
T Al
Y Emrsm Bussy] Records Creation Save Edit
> Finandals
« Administration Comm) ame:* Compliance -Risk Assurance {Individual)
C
Address Type O AssessmentID: | ComplRAT
Comp:
> Auditing Comp Assessment Type:* | Compliance - Assurance
> Automation ol Ml
Bank
Bank Account Type » Cempl [ Guestions
Persol
Company Type u] - [E}
Validal
v Compliance Sequence  |Question
| = o
} v Category: 1. FICA (Count=4
Question Categary eoon: g )
Questionnaire Status 11|ID - ID Card
o 19 Proof of Banking Details
Contact Type 24 Tax certificate / IRP5 /1T 3
Gy 3| Utlity Bil - Proof of Address
Document Type ~ (Category: 2. FAIS (Count=7)
Department 22| Advice Record
> Emal 20| Broker Appointment
Er=Eary 25/ Client Authorization
R 9 Clent Need Instruction
Import Export
> Import Expor 10| FNA - Financial Needs Analysis
Language Type
auase YR 17 Relationship Agreement
Lead Source
7 Statutory Notice
Marital Status
Nationaity ~ Category: 3. Beneficiary (Count=1)
Note Subject 23 Benefidary ID
Occupation ~ Category: 4. New Business Forms (Count=3)
Payment Type 21 Application Form
> Product
- User: ElsabeV

I:E

Re-Sequence

=)
Export Import

Assessment Assessment

Record Edit

& |Type Of Answer

Yesno
Yesno
Yesno
Yesno

Yesno
Yesno
Yesno
Yesno
Yesno
Yesno

Yesno
Yesno

Yesno

Open Rela
Record

GCpen Related

Required

ted

Record

Proof Requi

Workflow

Question ID
e

CompliD

ComplPED
ComplsTN
ComplPOA

ComplaR
ComplEA
ComplCA
ComplCNI
ComplFNA
ComplRA
ComplsN

ComplEID

ComplaF

View

© Previous Record m

@ NextRecord

Records Navigation

Active

Date Format

“Oc

Close

Close
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A list of all Items linked to this questionnaire is visible on the Questionnaires tab.

Fie  Home Tools
D F. E Em Eg x J * E E- [E r. © Previous Record .
New Clone... Save Saveand SaveandNew Delete Validate Cancel Export Import  Re-Sequence Open Related Workfiow View @ NextRecord Close
= o Close = Assessment Assessment Record = 4
Records Creation Save Edit Record Edit Open Related Record Records Navigation Close
Name:* ‘Cumpliance - Risk Assurance (Individual) ‘
Assessment ID: ‘CDWD'RAI ‘
Assessment Type: ™ ‘Cumpliance - Assurance
Active
Questions
B Xz “ B o0 T [
|O',\'ner ‘Referenca Status Total Questions Completed Questio |Last Updated ‘Updated By
T = W0 = = = - WOe
b |Legal Wise (Momentum - 12345) In Progress 15 0 2018/05/08 Admin
Flynn Harry (H.1.) {(FMI - MMI 362053) In Progress 15 0)2019/01f22 Admin
Flynn Harry (H.1.) (Momentum Life - MMI 36524) In Progress 15 0)2019/01f22 Admin
365 TRANSPORT SOLUTIONS (1-2-3 Marketing Co. In Progress 15 0| 2018/05/08 Admin
ABELS C (C 5) (Hollard - 201803153) In Progress 15 0| 2018/05/08 Admin
Meyer Ashley (A.) (Discovery - DISC983) In Progress 15 0| 2018/05/08 Admin
Insurance Co (Momentum - LFES9745) In Progress 15 0| 2018/05/08 Admin
Vermaak Elsabe (E.) {Discovery - 180508) Complete 15 15 2018/05/14 System Administrator
Nginata 1 (7) {Discovery - 201803154) In Progress 15 0| 2018/05/08 Admin

Formulate Questions

File Home Tools

D% 85 B B
New Clone... Save Saveand Saveand New

Records Creation save

Edit

XV e B

Delete Valdate Cancel = Export

Assessment Assessment

5 ] &

@0 0 B

Import  Re-Sequence Open Related Show Workfiow ~ Reffesh Links | Previous NextRecord — Close
Record Instances v Record
Record Edit Open Related Record Workfiow view Records Navigation | Close

Name compiiance - Investment (Individual)

Assessment ID

[ Compirt

Assessment Type:

tions | Questionnaires T2 [ED3 TS
Ofx av = B ©0| 7T £ D B save X Dkt |\ woveln r. Drefish | @
Sequence | question — Heeaien: o e - HoveDoun Open Related worfon | @i | @ | Cose |active |pate Format | use As Reference |Has Score
¥ = o [0 saveandNew = Cancel Record < O] 0 0] 0] B
« Category: 1. FICA (Count=4) Records Creation Save Edit Record Edit Open Related Record View R Close -~
) 1 D-IDCard Question:* | 0 0
3 Proof of Banking Detais Sequence: [ 12| questonid:  [compln | O O
4 Tax certficate IRPS /1T 3 Type Of Answer:™ |Yes no -] [/ Active ] O
2| Utiity Bil - Proof of Address Specification List:= [Juse &s Reference ] ]
v Category: 2. FATS (Count=10) Category:® [1 Frca -] Defauit value: [ -]
8 Advice Record Date Formatr= | [JHas Score ] ]
13 Broker Appontment []Proof Requred Formula:® [ | =] =]
12 Cient Autherization Proof Crteriz; | -] ] ]
11 Client Need Instruction [/|Required O O
14 Client Risk Rating [} [}
5 FNA -Finandial Needs Analysis [m} [m}
10 Fund fact sheet / performance sheet [m} [m}
7 Relationship Agresment O O
9 Risk Profile O O
6 Statutory Notice [} [} ]
~ Category: 3. Benefidiary (Count=1)
15 Beneficary ID O O
v Category: 4. New Business Forms (Count=4)
User:ElsabeV
17 Annication Form. [] 1 1 h

Fieldname

Description

Required

Question
Sequence

Type of answer

Specification list
Category

The question that needs to be answered

Sequence in which this question must appear on

questionnaire

©

Determines the data type of the answer, i.e., text,

numeric, date etc.

You can set up a list of possible answers to select from

Categorise questions

©
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Date Format Enter your preferred date format, e.g., dd/MM/yyyy

Required Select if an answer is required

Proof Required Select if relevant documentation for this question
needs to be attached

Proof Criteria Add specific criteria to this document to limit the type
of document that can be attached e.g., Document type
= Copy of ID

Question ID Assign a unique Question ID for reporting purposes

Active Choose to activate question or not

Use as reference System use only

Default value System use only

Has Score Tick box will apply score specified on the Specification
list to this question/answer

Formula System use only

Specification list
Select a pre-setup list from the drop-down menu or set up a new list:

File Home Tools

B B save X Delete A Movelp r o
125 Save and Close & Validate L

nr IS Save andNew v | < Cancel ¥ Movelonn OD?&S;r‘StEd WD"&ﬂOW \"“E'W ° cose
Records... Save Edit Record Edit Open Related Record R.. Cloge -
Question:™ 0‘ |
Sequence: | % 7 | [ ] Proof Required
Type Of Answer:* |List - stion ID: | |
Spedfication List:* | ’ [ Active
Category:® Type: Specification List
Date Format:™ Find: ‘ | Search|

Available records:

|T|He a |
All Risk - Property - Valustion Receved E
Borker Code

Broker House

Building - Type of Cover

Building Security D
Caravan [ Trailer - Property - Overnight Parking

Caravan [ Trailer - Property - Registered Owner Relationship

Caravan [ Trailer - Property - Vehide Usage

Caravan [ Trailer - Type of Cover E

User: ElsabeV New Clone...

toarus Blo LT LT FCoamnlChl

File Home Tools
4H B v« B COO O M
New Save Saveand SaveandMew  Validate Cancel =~ Show Workflow | Refresh Links Previous NextRecord Close
Close Instances < Record
Records Creation Save Edit Workflow Wiew Records Mavigation Close -

Title:™ |SErvi:E Rating

Is System List

D)X 2 BRO0OO|T |E-[Q

|Description Score A ‘ Translation 1 |Translahon 2
T o - e "B
* Click here to add a new row
Mot Easy 1 MNotEasy Mot Easy
We can do better 3 We candobet..  We can dobett..
» ;Easy 5 Easy Easy
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Apply a score per answer to calculate an overall score on questionnaire.

B OOTHBE+ -

Records Creation

Title:® | Service Rating

Tools

Save Saveand Save and New
Close

5 e v

Save Edit

¥ 00T E« -

Validate Cancel

ification List

7

Show Workflow
Instances

Workfiow

<~ O

Refresh Links

Previous Mext Record Close

Record

Specification List Value

Is System List File Home Tools
— o
o x & D B save & validats Refresh Previous Record m
uEl
- Save and Close
Description - B -
New - < Cancel Open Related Workfiow | @ Links ~ C=ameed Close
e BS save and Mew Record o
Records Creation Save Edit Open Related Record View Records Navigation Close 2
Not Easy Specification List Value
We can do better
Description: * | Translation 2:
» | Eas
v IScore: | [ | I Proof Required
Translation 1: | Report Template:

Proof required can be set on question or on answer or on both.

save

Investments

X Delete

Type OF Answer:* [List
Spedification List:* |Required / Not Required / Done
Category:® 5. Class of Business

Date Format:®

D~ A Movelp r. [+] m
25’ save and Close ' Validate |
L o w MoveDour Open Related Workflow  View Close
= § save and New Cancel auesenn Record v v °
Records Save Edit Record Edit Open Related Record R Close -~
Question: Investments
Sequence: Proof Required

Required -

Required New Clone..  Save Saveand Savean|
| Require < - Close ~| Fle  Home Tools
Records Creation save D Inl Ium Iuﬂ / L—H ~
the: = d d 2 "~
Title:™ | Required | Not Required f Dane Mew Clore..  Save Saveand SaveandNew  Validate Cancel Show Workfow — Refrd
Is System List v v Close Instances
Records Creation Save Edit Viorkflow Vie
DM~ X B o
Description:® |Required
Description
Translation 1: [Required
T b
Translation 2: |Required
Done +| Proof Required
Mot Required
} Required

User: ElssbeV/

Questionnaire Status
Set up the questionnaire statuses which will be available for the user to select.

When ‘Use as default’ is selected, this status will display by default once the questionnaire is opened.
When ‘Can Edit’ is selected, the user will be able to change the status of this questionnaire when needed.

Questionnaire status can be controlled by use of State Machine i.e., status cannot be changed to
‘Completed’ if all required questions have not been answered.

Please refer to State Machine section in this document.
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Claim

All Claims must have a Category, Cause for Claim as well as Claim Status.

Claim Category

Create claim categories relevant to the specific area on which this category is applicable

Claim Category

Fle  Home Tools
D By save  Validate Previous Record m
Y save and Close
New F_g N 4= Cancel ODiLSS‘StEd \"mrbﬁnw ViS'A' Next Record Close
Records Creation Save Edit Open Related Record Records Navigation Close -~
Description: * |
Claim Type: ®
Default Template:
Category Code:
& - Q@
Description 4 |Catastrophe |Police Infor
T B ] ]
User:SysAdmin
Fieldname Description Required
Description Category unique description &
Claim Type Select system area on which this category is applicable i.e., (]

Default Template

short term, credit life, assurance or funeral
Apply default text template if applicable

Enter a category specific code which can be used to auto
populate claim number.
Link cause of claim applicable to this claim category

Category Code

Cause of claim

Please note: you may have more than one Category Description, but linked to different Claim types i.e.,
Category name = Death + Claim type = TC.Contact.ExtendedServices.AssuranceClaim and Category name =
Death + Claim type = TC.Funeral.FuneralClaim

Claim Category must be linked to at least 1 cause of claim and thus it is important to capture cause of claim
first.

Cause of Claim
Create a list of claim causes linked to a specific claim’s category.

Select Catastrophe and/or Police Information required where applicable.

These fields will not be available when registering a new claim if not specifically applied on the cause of
claim.
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Tools

File Home

D B save

5 save and Close

MNew C |
S Save and New “ Cnced

v valdate Previous Record
Cpen Related

Next Record
Record

Workflow View

Records Creation Save Edit Open Related Record Records Mavigation

Description: |
Category:
Catastrophe

Police Information Required

Close

Close

Claim Status
Each claim has a start and end status with specific rules and reasons attached to it.

Create a list of claim statuses to be selected when administering a claim.

‘Is Final State’ means that the claim is finalised and should not be altered thereafter i.e., Cancelled,

withdrawn, rejected, suspended etc.

A specific reason per claim status can be applied i.e., Rejection reason = no cover

= 0O0CHHE®~ -

File Home Tools

D B save

E5 save and Close

New C |
ED save and New NEE

v Validate

Previous Record m

Close

Open Related Workflow View Mext Record

Record v

Records Creation Save Edit Open Related Record Records Navigation Close

Description:®
Is Final State
Reason Required

Reason Code:™

Document

Each document saved onto the application must be linked to a category and document type.

Users can only select document categories and document types that have already been set up.

Take care in creating your document hierarchy as this will determine how efficient a document can be

searched.

Document types and categories are also linked to automated processes.
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Document Category

To create Document Categories, navigate to Contact Management > Documents:

© 0 & B E - 0 0
[ x © s Texttosearch...  Search
Back Fornard ew Cone.. | Save Saveand Delete Cancel ShowWorkfow | Refiesh | Previous NextRecord  SaveNew
v v v v Close Instances Record Fiter
Views History Navigation | Records Creation Save Edt Workfiow Vien | Recordsavigaton | Flters Full Text Search
iqati Description -
Navigation < B Desdription:™ Bond Cover Confidentiality Level: None
Attzchment
v Cantact Management . =
Dashboard b |t B eRIXF 2 (] &
CreditLife Cover
Contact Tite « [Reference Key Words DocumentType  [Date Created | Created By Category
. Email Attachment
ompany T ol o o - - o e
Estate Planning o a o o o
Depiney Becact Frca b | 1-2-3 Marketing Corporation cc - Contact info contactinfo upd... Credit Control C... 2017/07/04 Sysadmin Bond Cover
Feezn Funeral Cover 2018-05-29_1529.png test2 Default 2018/06/06 SysAdmin Bond Cover
Supplier Ufe Cover 201805-25_1529.png AdvieRecord | 2018/06/06 | MaxineD Bord Cover
=S Orphan Creating Clients and Contracts test Cancellation &R .| 2018/0403 | NielE Bond Cover, Tas
Contact Group
Payment File
Note
Policy Scheduies
ROA
Questomare
Task Attachment
Email
Un-allocatted
Email Manager Mal
sMs
Calendar
Notfication
My Detais
Fiter Criteria

A document should always be linked to a contact or contract or both, a task or claim.

Confidentiality levels can be set per category or document.

Document type

Document type further defines a document.

Document Type
New Record Workflow e - Close
ES | & Edit v v
_ _ N
Description: * 0l
Save Location:*  Database v
Default Category: v
Filter:
[:] Allow For Upload
| Use As Default
Active
Expire Months: 60 C
| Is System
Fieldname Description Required
Description Describe the document type (]

Save Location

Default Category
Filter

Allow for Upload
Use as default
Active

Select location as either Database, Network, SharePoint
or Azure

Assign a default category per document type

Filter specifies the format in which a document must be
saved to select this document type i.e., xIsl can only be
used for Excel documents.

To make document available for upload to Client Portal
Set as default document type

Not visible to users when Active is disabled
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Expire Months Add expire months to this document to indicate age
analysis on list views. Expiry date is calculated from the
date the document was created

Is System Cannot be selected by user. Used for workflow
purposes.

Email
Set up standardised distribution lists.

Manage Email accounts to be used throughout the application in various processes.

Set up email signatures.

~ Administration

Address Type

> Auditing

» Automation
Bank
Bank Account Type
Company Type

> Compliance
Contact Category
Contact Type
Country

Document Type

Department

Email
Distribution List
Email Account
Email Signature
Email Send Log
Email Tracking Info

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

This functionality does not replace the automated process of sending bulk emails or reports but work in
conjunction with it.
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Click on ‘Distribution List’ and on ‘New’ from the menu bar to create a new distribution list.

TO00CTH B« -

Distribution List

User; ElsabeV

Fie  Home Tools
'] [ 1X] o] / E| m
| HE B * ©
New Clone... Save Saveand SawveandMew | Delete Validate Cancel = Show Workflow = Refresh | Previous NextRecord — Close
i i Close i Instances Record
Records Creation Save Edit Workflow View Records Navigation Close -~
Mame:* Date Last Updated: 2019/06/14 -
Active Updated By: Vermaak Elsabe (E.)
Member Count: 0
Distribution List Members
] TP @
Recipient & |Email Date Added Added By
T = B - ol

Give the list a unique and proper name for users to easily identify. Add members from the database to a
Distribution List or select to link members from an existing Distribution list. Note that when you link a

member from one Distribution list to another, the member will be removed from the list where it currently

exists. Mark the Distribution List as ‘Active’ if it should be available to use.

New Member
Select a new member from the database.

e To tosTopumeT
Distribution List 3 2018/05/28
File Home Tools
O H 5 E v « [ X
H o
New Clone... Save Saveand SaveandMew Delete Validate Cancel —Show Workflow | Refresh | Previous MextRecord | Close
< = Close < Instances Record
Records Creation Save Edit Workflow Wiew Records Navigation Close -
MName:™ O Date Last Updated: | 2019/06/14 -
Active Updated By: Vermaak Elsabe (E.)
Member Count: 0
Distribution List Members A Distribution List Member = [1 X 1 |
0 - | Redipient. Name & Distribution List Member = [m] he
Redipient b 1-2-3 Marketing Corporation cc ]
T = 22Nd On Morth Guest House REETEE -
Flynn Harry (H..) Distribution List: | Type:  Email Recipient
Date Added: Find: Search
Added By: Available records:
MName 4 |Emai T
b 1-2-3 Marketing Corporation cc 123@mc.co.za -
22Nd On North Guest House info@22north.co.za
SLabuschagne Mpho (M.F.) Mphol abuschagne @demo.co. ..
50 CENTS TOLURS info@tours.co.za
Abrahams Alice (A.5.) AliceAbrahams@demo.co.za
Andrea Verwey daims@101.co.za
1 Assodated Marine info@santam.co.za -
User: ElsabeV | S, Ry 1 A Bt Te rall 1efTEpn i) s cile

Users can also directly add a record from Contact, Company, Person or Department Contact to a

Distribution list.
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Create / Add information
To use an ‘Automated Email’ to be send to members of a Distribution list, the system area for the
automated email needs to be ‘Distribution list member’.

200 HE« - Send Email Invite - Automated Email

File Home Tools

O HE e X e B 2 0 0 H

MNew Clone... Save Saveand SaveandMew  Delete Validate Cancel Open Related Show Workflow ~ Refresh  Previous NextRecord Close
v hd Cloze v Record Instances Record
Records Creation Save Edit Open Related Record Workflow View Records Navigation Close i

Setup | Email Body = Definition

Setup Error reporting name
I System Area: Distribution List Member l - Display Name: * Redpient.DisplayName -
Name:* Send Email Invite
Criteria:
| Inplace Process Email Account: Outlock Mail -

| Log Email To Redpient

Recipient Name: Redpient. DisplayMame -

Redpient Address: |Redpient.Email -

Please note that you are not limited to only use Merge Fields and values from Questionnaires in the email

body.

Images saved in a shared public folder i.e., https://url/Folder/file can also be used as an email body, e.g.,
Newsletter.jpg

] 0 ° C =] Iu:? - - Request for personal information - Automated Email

File Home Tools

) HE B X e E Z 0 O B

New Clone... Save Saveand SaveandMew  Delete Validate Cancel Open Related Show Workflow  Refresh | Previous NextRecord Close
T E Close o Record Instances Record
Records Creation Save Edit Open Related Record Warkflow View Records Navigation Close

Setup  Email Body
Send quarterly to allContacts with incomplete personal information

Send information via a distribution list
Open the relevant distribution list and select all the recipients to be included in the auto-email process.

Click the ‘Automated Process icon’ and select the specific Automated email process from the drop-down
list and follow the wizard:
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File Home Tools

Records Creation

Name:*

| Active

Member Count:

Distribution List Members

0D R X O
Recpient

T =

Abrahams Alice (A.5.)

Brown TracyLynn (T.K.)

Crouw Chantal (C.P.)

Flynn Harry (H.1.)

Vermaak Elsabe (E.)

User: ElsabeV/

New Save Saveand Save and New

B B XV

Save Edit

Delete Validate Cancel

Annual Medical Aid Renewal - Distribution List

2

Show Workflow
Instances

Wiorkflow

BE - [+]
- Update your membership
@ Send Email Invite

3 Update Personal Information

Ef - [

Jbrahams @demo.co.z2

nnBrown@demo. co.za

chantal@cuba.co.za
fiynnharry @gmail.com

elsabe @tconsult.co.za

e
Lo

Refresh | Previous NextRecord

View

Records Navigation

O KB

Close

Close

Date Last Updated: | 2018/07/18
Updated By:

Date Added

2018/07/18
018/07/18
2018/07/18
018/11/14
2018/06/18

Vermaak Elsabe (E.)

Added By

Wl

Vermaak Elsabe (.)
Vermaak Elsabe (£.)
Vermasak Elsabe (E.)
Shamielah Jacobs
Vermaak Blsabe (E.)

Email account

Each user should have an email account linked to his/her user profile. This account will be used to send

emails from the application.

Various email types can be configured. It is advisable to Test the email settings for authenticity.

OO HHE+ -

Email Account

User: ElsabeV

Fie  Home Tools
DR OB e
New Clone... Save Saveand SaveandMew Delete
4 4 Close
Records Creation Save
Mame:* |
Email Type: SMTPMail
Host:
Port:
User Mame:
Password:
Enable 550
BCC Email:
Service Point Max Idle Time:
Active

" Validate
4 Test Email Settings
= Cancel

Edit

Warkflow

Previous Record
ViE“" Next Record

Records Navigation

Close

Close

A

SMTP and/or Web Mail

Simple Mail Transfer Protocol (SMTP) is a protocol used for sending email messages between servers.

Both SMTP and Web Mail use this protocol which should be obtained from your IT department or Service

Provider.

Typically used outside of your Company’s network.
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Outlook Mail

When selected the application will use the settings from your outlook account provided you are on your
Company’s network.

Database mail

Database mail is used to send bulk emails, i.e., Marketing material or Newsletters and is being set up in
conjunction with Teessen Consulting.

Email signature

An email signature is mandatory for sending emails from the application. A user can be linked to multiple
email signatures.

Add a default cc email address to which an email will be sent automatically when this signature is used.

= Clie ces - Email Signature

File Home Tools

D [ | [11X] o] / = — m
[ | h hl ® K/
Mew  Clone... Save Saveand SaveandMew | Validate Cancel = Show Workflow | Refresh | Previous MextRecord Close
4 Close Instances Record
Records Creation Save Edit Workflow Wiew Records Mavigation Close -~
Detail | Users
Name:* Client Services

From Email Address:* | support@tconsult.co.za

Ce:

Logo Image:

B 7
O

Kind Regards ~

Body:™ Client Services
Teessen Consulting CC

Direct: 0828523342 I e-Mail: support@itconsult oo ZSI Waebsite: v tconsult.coza | Office: +27 0875501427

W

Design | Html

User:ElsabeV
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Right click to load your company banner as the logo image:

Email Signature

File Home Tools

DE HE B ve E X

New Clone... Save Saveand SaveandMew Validate Cancel =~ Show Workflow = Refresh | Previous MNextRecord Close
Close Instances Record
Records Creation Save Edit Workflow View Records Navigation Close -~
Detail |Users

Name:* Q

From Email Address:*

Ca:
C“t
go Image: [ No image data
Copy
. Paste
B 7 U & = = Times Mew Roman -| |3 - | | Mormal -
Delete
O @ 7] = EFO N
Load
Save
Body:*

Design | Himl

User:ElsabeV

Then use the image icon on Body section to insert this image in the required space:

Contact Management - Time Managem ent
Document Management - Practice Management
Short Term Insurance - Comm ion - Worlkflow Services
Logo Image: - ; i
|5 Picture X
Picture Sourcqe [cid ogoimage| x|[ Bowse.. | [0k ]
Spacing
B I Aignment: Honzontal: [ |
¥ 5 BoderThickness: | | Vet [ |
Kind Regards ATTT
Body:* Client Services
Teessen Consulting CC
Direct: | e-mait: It cozs| Website: | Office: +27 0875501427
i
Design | Html
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Import / Export
This functionality enables you to import bulk records from a spreadsheet or 3™ party applications by
mapping the data fields to a system import map.

Importing plays a vital role in commission processing.

Excel XMLMap
Excel XMLMap is a standard mapping tool which allows users to set up their own importing maps according
to a simple spreadsheet of information.

Specialised Import Maps are pre-setup system maps based on a set of rules which applies to the format of
a commission statement.

s Impaort Export
Excel XML Maps
Spedalised Maps
Import Status

Various map types, specifying the area in which you want to import, are available to choose to import
selected data.

Specifications on all import types are available on request.

o0 H - - Excel XML Map

Fie  Home Tools
= Delet:
B Save e Previous Record )
o . |_ Header Row Co.
2§’ Save and Close v Validate
Mew Open Related Workflow WView Next Record Close =
v ) save and New v | 4 Cancel Record © ©
]
Records Creation Save Edit Open Related Record Records Navigation Close -~ a
Map Details | File Culture !
31
Map Name:™* o Map Type:* - N
Header Row Count:™ 0 - | Internal Processor: TCImportinterface. AssuranceCrediti ifePolicyImparter, TCImportinterface |+
Has Column Headers MR TCImportinterface. CreditlifePolicyCreditorImporter, TCImportInterface

TCImportinterface. Creditl ifePolicyPaymentImporter, TCImportinterface
TCImportinterface. EscapeUnmetImporter, TCImportInterface
TCImportinterface.MedicalAidPolicylmporter, TCImportInterface

Import To Temp Tables TCImportinterface. CommissionContractImporter, TCImportInterface
TCImportinterface. CommissionImporter, TCImportInterface -

Generate Error File

Validate On Import Specification:

0

Properties | Configuration Properties a

o~ % - El 1

Property Name Data Type Required |Property Type | Source Dest... 4 |Column Head...|Error Message 11

1]

11

1

10

1]

2

0

Map Details
Fieldname Description Required
Map Name Provide a unique name to identify the import map &
Header Row Count Some data spreadsheets may have headers with various

information and logos. These rows are not considered
when importing.
Has Column Headers Should be selected when statement has column headers.
Generate Error file Recommended to always select this option to enable the
application to create an error file should the import fail.
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Validate on Import Recommended to always select this option as the layout
of the file may change without notice.
Import to temp tables Imports data into temp tables to be assessed before final
import into database. Refer to Tools in this guide.
Map Type Select relevant map type @
Internal Processor Option to select between Excel or Document server as

internal processor. The application is not dependent on
Microsoft Office application to process data.

Map Reference Free text field

Specification Link the file used to set up this map for future reference
as the layout might change from time to time

File Culture
Txt files can also be imported with this feature, but the file culture is different from that of an excel or csv.

You can indicate the specific file culture on this tab.

E 00 HEK« - Test - Excel XML Map

File Home Tooks

2 5 Delet —_— )
] H save SEE E— Refresh Previous Record m
BS' save and Close = o Validate
[ ] Auto Populate Open Related Workflow Links Mext Record Close
u B Save and Mew 4 Cancel Properties Record & I e
Records... Save Edit Record Edit Open Related Record View Records Navigation Close -
Map Details| File Culture
File List Separator: [ L\\?

File Date Format:

File Decimal Seperator:

Properties
Auto Populate Properties to populate all required properties when only Column Properties are being used:
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File Home Tools

B - Save X Delete == o m
I save and Close " Validate
[ Auto Populate Open Related Workflow View o Close
E? Save and Mew v Cancel Properties Record v v
Records Cr... Save Edit Record Edit Open Related Record R.. Close -~

Map Details | File Culture

Map Name:* Map Type:= TCImportinterface, Contactimporter, TCImp... =
Header Row Count:® 0 | Internal Processor: Document Server -
+|Has Column Headers Map Reference:
+| Generate Error File Is Active
+ | Validate On Import Spedification:

+ | Import To Temp Tables
Populate Column Headers

onfiguration Properties

) o B - @

Property Name Data Type Reguired |Property Ty...|Source Des... & |ColumnHea... |Error Message
¥ |BENTITY STRING v Excel XML C 1 -
CLIENT CODE STRING v Excel XML C... 2
CLIENT CHECK INTEGER v Escel XML C... 3
CONTACT TYPE STRING Excel XML C 4
GROUP STRING Excel XML C 5
[

SURNAME [ REGISTRATION NAME STRING Y Excel XML C...

Alternatively select the New Property button to select each property field individually to indicate the
Property Type required.

Each property Source must be linked to the data spreadsheet.

File Home Tools

o
D B save X Delete © Previous Record m

[ save and Close ' Validate

New Clone... Open Related Workflow View Next R d Close
~ ~ ES saveand New ~ < Cancel Record ~ ~ DlEs =
Records Creation Save Edit Open Related Record Records Navigation Close i
Property Name:® FIRST MAME / TRADING NAME -
Data Type: STRING Required
Property Type: Excel XML Column Property
{8
Source:

Column Header Name:

Destination Index: 7
| Trim Data

Expression:

Far a person record this will be the persons first name, for Company this will be the company's Trading Name.

Property Description:

User: Elsabe¥

Please use the property description as guidance.

Only after all properties have been selected, will you be able activate this map
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Map Details | File Culture

Map Name:* dministratin Plus Client list| | Map Type:® |TCImportInterface.Contacttmporher, TCImportinterface - |
Header Row Count:™® | 0 - | Internal Processor: |Document Server - |
Has Column Headers Map Reference: |
Generate Error File
Validate On Import Specification: Administratin Plus Client list.xdsx |
Import To Temp Tables

Populate Column Headers |

Click the elipsis button to link the file used to create this map:

—

Specification: |.ﬂ.dministratin Plus Client list.xlsx a_‘

Once the file has been linked, you can populate the column headers from the file to match the Properties

where you have entered the details:

Populate Column Headers

You are provided with an overview of your selections. These can be edited if necessary:

Properties | Configuration Properties
D-&- X 5B 00T [
|Propert‘y’ Name Data Type ‘Requ\red |Property Type |Snurce Destina... AI Column Header N... lrrnr Message
b |ENTITY STRING Excel XML Colum... PERSON -
CLIENT CODE STRING Excel XML Colum... | {D} Contact.Legal Ref ...
CLIENT CHECK INTEGER Excel XML Colum... |1
CONTACT TYPE STRING I:‘ Excel XML Colum
GROUP STRING O Excel XML Colum...
SURMAME / REGISTRATION NAME STRING Excel XML Colum... | {A} surname
FIRST NAME f TRADING NAME STRING Excel XML Colum... | {B} First name
SECOMND MNAME STRING D Excel XML Colum...
CALL NAME STRING I:‘ Excel XML Colum
INITIALS STRIMNG I:‘ Excel XML Colum... 1
TITLE STRING I:‘ Excel XML Colum... | {AF} 1 Title
DATE OF BIRTH DATE I:‘ Excel XML Colum.... 1
TYPE OF COMPANY STRING I:‘ Excel XML Colum... 1 |z|
Configuration Properties
Properties | Configuration Properties
Property Category: Brolink Map Properties -
IsInvestmentStatement
IsVatAdded [v]

Configuration Properties: . . .
Indicate if thi

Statement and,
the Commissio
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Importing data
The ‘General import file’ option is available on almost all the system areas to which you can import. The
data will be imported directly into the database.

Fie  Home View Tooks
B |E|®O B0 O £
Add to pplication Datzbase Hande Synchronise HelpResources Clent Reset View
Distrioution L Settngs  Backup  Logfile ¥ Import  Settings
Tools
Navigation < | Draga column header here to group by that column
v Contact Management - Displayname: 4 |contact Type Contact Category | Legal Reference  |Work Number Cell Number Email Language Group Primary Re...|Updated By Last Updated Open Tasks | Consultant
T e o0 e o o o o o o O - - o

b | 1-2-3 Marketing Corperation cc | Client O7)1161164 00716765742 123@mccoza  Afrikaans MSB Independe.. /| Ekabev 2019/06/14 3

ompany 22vd OnNorth GuestHouse | Client 00716765792 info@2znorth.c... |Afiikaans ble Makelars 7] Hsabey 2019/08/18 5

Department Contact 24/7 TAXI SERVICES Cient (021)4444444344 0798337562 Afrikaans V1 -Group 7] Elsabev 2013/06/14 [
::::hlr 365 TRANSPORT SOLUTIONS | Cient 7101120064083 | (021)8220365 | 0798837962 Afrikeans V1 -Group 7] | Shamiclah) 019/04/24 5 Tian van der Westhi

o 3labuschagne Mpho (MF.) | Client 8307047614119 00170806957 MphoLabuschag... English Bakers Insuranc 7] MaxneD 2018/03/19 0

e — 50 CENTS TOURS Clent (021)4082200 0798837962 infotowrs.co.za | Afiikaans v1-Group 7] sabev 2019/08/14 0

Note A &D Transport Services Client (0205772116 0798837962 Afrikaans V1 -Group v]  Esabey 2013/06/14 [

S 4D PONI TAXI Cient 0798837362 Afrkaans V1-Group /] Esabey 2019/06/14 1

Questionnaire A G Andrews tfas Defensive . Ciient 0205919160 0798837962 Afrkaans V1-Group /| Esabev 2019/06/14 1

o ALAREY 8 SONTRUCKING | Clent 0122520356 0798837962 Afrikaans v1-Group 7] Elsabev 2019/08/14 [l

Emai Manager Mal .G JACOBS t/as WATERFR... | Client 0205317718 0798837962 Afrikaans V1 -Group 7] Admin 2013/07/08 [

Ms AATOURS Cient 0798837362 Afrkaans V1-Group 7] Admin 2013/07/09 0

Calendar ABASS Shehaam (5) Gient 7706140165080 0798837962 Afrkaans M5B Independe 7] |sysadmin 2018/05/05 0

Notification Abdulla D {0) Client 4703185108086 | {041)4817322 0798837962 Afrikaans Able Makelaars v MaxineD 2018/03/19 3

My Details Abdula M 5 (M 5) Client 5207165085023 | (04139655521 0798337962 Afrikaans Able Mekelzars 7] MaxineD 2018/03/13 1

Filter Criteria Abdulla R R) Cient 011195154083 0798837362 Afrkaans Able Makeloars 7] MaxineD 2018/03/13 6

The wizard will guide you through the process:

[ General File Import Process o O X
Impert Fle Wizard
Flease select the file and map you wish to import
File:
Base Import Map: -
< Back Cancel
User: ElsabeV

Alternatively, especially when temp tables are selected, you will find the specific importers on Tools.

Navigation < | Drag a column header here to group by that column
> Commsson =] [ospayname « |ContactType | Contact Category |Legal Reference |Wiork humber | Cellumber | Email Language Growp Privary Re.. |Updated By |LastUpdated  |Open Tasks |Consuitant
> Financals v o o o o o o o O - - o
¥ (R b |1-2-3 Marketing Corporation cc | Client 781161164 00716765742 123@mcco.za  Afrikaans MSB Independe. 7] Hsabev 2019/06/14 3
AddressType 220 On Nerth GuestHouse | Client 0716765742 | info@2znarthic... Afrikazns Al Makelaars 7] Esabev 219706114 5
& g 24/7 TAXI SERVICES Client (0214499444444 0798837962 Afrikazns V1-Growp 7] Esabev 2019/06/14 0
> hutemation 365 TRANSPORT SOLUTIONS  Client 7101120064083 | (021)8220365 0798837962 Afikazns V1-Graup 7| shameleh 201504124 5| Tian van der Westhi..
:::: P 3Labuschagne Mpho (MF.)  Client 80747614119 00170806957 | Mpholabuschag... Engish Bakers Insuranc., 7 Mained 21803718 0
Company T 50 CENTS TOURS Clent (0204082290 079883792 nfoBtours.co.za  Afrkaans VL-Growp 7 Esabev 201500814 0
S @ A&DTransportServices | Cient (025772116 0798837962 Affikaans V1-Grop 7 |Esabey 201500614 0
Contact Category AD PONLTAXL Clent 078837962 Affikaans V1-Grop 7 |Esabey 201500614 1
R — AG Andrews t/es Defensive .. Cient (021)5919160 0798837962 Affikaans V1-Growp 7 |Eiabey 2019/06/14 1
e ALAREY &SONTRUCKING  Cent (012252035 0798837962 Affikaans V1-Growp 7 |Eiabey 2019/06/14 0
e Lt A.G. JACOBS t/as WATERFR...  Cient (020)5317718 0798837962 Affikaans V1-Growp 7 admin 21307408 0
R — AATOURS Clent 078837962 Affikaans V1-Growp 7 admin 21307408 0
> Emai ABASS Shehaam (5) Clent 7706140165080 078837962 Affikaans VS8 Independe 7] [sysadmin 2018/05/05 0
Cigccon AbdullaD (0) Clent 4703185108086 | (041)817322 0798837962 Affikaans Able Makelaars 7 Maxined 201803419 3
v Tools AbdullaR (R) Clent 7011195154083 078837962 Affikaans Able Makelaars 7 Maxined 201803419 5
Import Process ABDULLAH Essack (E Y) Clent 5502035200087 Affikaans V1-Growp 7 admin 21307408 0
v Import/Export ABDULLAH Orhan (0) Clent 7SO7I5176087 | (021)5522817 Afiikaans Vi-Grop 2 admin 201307403 0
G Abdurahman Riefozh (R.) Client. 8302200203083 Engish MSB Independe. v/ Sysadmin 2018/05/05 0
= Abdurahman Tougeeda (T) Client 7406170213085 Affikaans V1i-Group V] ‘Admin 2013/07/03 0
Eon =l ABED IMRAAN (1) Client 5102135174080 0738837962 Afrikaans Vi-Group v]  Admin 213/07/09 0
B ABELS C(C 5) Client 6607055205083 0738837862 Afiikaans Vi-Grop vl admin 201307403 0
Cr e s Abels G (6) Orphen 8510305163082 Afiicaans Vi-Gowp 2| Admin 201307708 o
posurence ABELS G (G) Client 6510305165082 0738837862 Afiikaans Vi-Grop vl admin 201307403 0
Z:E";f;:zzw ABELS M (M) Clent 5209225038087 0738837862 Afiikaans Vi-Grop 2| Admin 201307403 0
e Aboose Service Station €€ Orphen o7Es37862 Afiikaans Able Makelaars 2 Maxined 201803413 0
e ABRAHAMS A Clent (0208520171 0798837362 Afiikaans Vi-Grop 2| Admin 201307403 0
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Specialised Import Maps
These import maps are system maps which have been pre-setup based on a set of rules which applies to
the format of a commission statement.

Please contact us should you require a specialised map.

Link Group
Set up web links directly in applications which give users the ability to branch directly out to the web using
a URL.

Create a new Link Group

Online Forms - Link Group

File Home Tools

D B B X g2 89 0 0 H

New Save Saveand SaveandNew Delete Validate Cancel =~ Show Workflow = Refresh Links Previous NextRecord Close
Close Instances 4 Record
Records Creation Save Edit Workflow View Records Navigation Close -

Group Name:* | Online Forms

Sort Order:* 0z
| Active

Links

D & X B o E - @
Link Name < |URL Sort Order Push Data System Area Active

b | Client Contact Form https: ffwww.cognitofo 0 v Person "
Client Needs Analysis https: ffwww.cognitofo... 1} v Person v
Request for Quate - Medical Aid [ Insurance https: ffwww.cognitofo... 2 v Medical Aid Policy v

User:ElsabeV

Assign a unique Group Name to the link which will group all the links below when navigating to the Links
action in the Action bar.

File Home View Tools
e’ -
° D & F. x : b i! F'@ R [oerson Listview - e B\ -H o All Ttems
Back Forward New Create Clone... Delete SM5  Emal | Workflow Show Workflow —Refresh Links  Putomated Showin | Previous MextRecord
~ ead ~ Instances % |process ¥ Report~  Record
Views History Navigation Records Creation Edit Record Edit Wiorkflow View General » Records Navigation Filters
Navigation € | Drag a column header here to group by that column Online Forms » Client Contact Ferm
~ Contact Management - Surname T | First Name IDMumber Contact Type | Work Number Home Number | Cell Number & Client Needs Analysis OfBirth  |Language
Dashboard T sl vermaak #lc =] L = L #e L = = sHlc
f°:“3‘: b Vermagk Johan 110315 Benefidary Male 2011/03/16

Create a new Link
Link or change Group to which this Link will be applicable

Capture a unique Link Name to easily identify what this link is for, e.g., browse to Discovery Website.
Enter the relevant URL.

Use Push data to specify the system area in which this link must be available and to add Data criteria to be
used, e.g., in Online forms.
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File Home Tools

D E Bm Eg x / ﬁ E‘O 4 Refresh | @) Previous Record m

New Save
FHOOCTHH+
Records Creation File Home Tools

Group Mame:® | Commission 21 Sav Delete
D F. B save X Dele r. 3 Refresh | @) Previous Record m

Sort Order: S Save and Close | o Validate

. New Clone... Open Related Workflow i Close
| Active ~ ES Save andMew | = Cancel Record = B
Links Records Creation Save Edit Open Related Record View Records Navigation Close -
[} FI - X | B @ Group:™® Commission -
Link Name Link Name:* Discovery
Allan Gray URL:* https:/fid. discovery. co. za/Account/Login?ReturnUrl =% 2Fconnect % 2F authorize % 2F callback % 3Fresponse_type
» Discovery Sort Order:* 0
Momentum Commission
| Active Is Admin
Medgroup
+|Push Data Embed
Old Mutual Links will only be displayed as embedded web pages on the web application
One Comm
System Area:™® Bank Statement Transaction -
Stanlib
Tic Add Merge Field: = Add Values from Questionnaires: =
Topsure

Data:

User:ElsabeV

tegory

Type
User:ElsabeV  Updated by: ElsabeV on 2020/06/26 11:30:27

Embedded links will only display as embedded web pages on the web application:

File Home Tools

D BHE B Xve B T80 0 R

New Save Saveand SaveandMew | Delete Validate Cancel = Show Workflow = Refresh Links Previous Mext Record Close
Close Instances @ Record
Records Creation Save Edit Workflow Wiew Records Navigation Close -~

Group Name:* | Online Forms

Sort Order:*

= File Home Took
E -
D %W~ X D F. E Bm Eg x J < |5-® % Refresh | @) Previous Record m
Link Name
— New Clone... Save Saveand SaveandMew — Delete Valdate Cancel = Show Workflow @ links v @ NextRecord Close
Client Contd o Close Instances
b ClientNeedd Records Creation Save Edit Workflow WView Records Navigation Close ™
Request for Link Name: * Elient Needs Analysis
URL:™ https: /fwww.cognitoforms. com/TeessenConsulting /ClientNeedsAnalysis
| Active Sort Order:* 0 -
User:ElsabeV 1 | Push Data &
System Area:® Person -

Add Merge Field:

Add Values from Questionnaires: =

Pentry={"Name":{"Prefix™: "« «Title. TileDescription = *, "First™: "< <Firstame > >", Middle™"
«<SecondMame = >", Last™ "< <Surname > >"}}

Please contact us to set up Data criteria.

The link will be available on all system areas if push data is not selected.
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Product

Set up Cancellation Reasons, Contract Roles and Product Statuses that can be selected throughout the

application.

Cancellation Reason

Set up various cancellation reasons per Contract Type which can be selected when Contract status is in

Final state i.e., Cancelled.

=E Q00T HE+ -

No Longer Required - Cancellation Re

File Home Tools
D Il:lEZi I|:||‘_'|
New Save Saveand Save and New
Close
Records Creation Sawve

Reason Description:* | Mo Longer Reguired
Reason Code:

Contract Type:™® TC.Contact.Core.BaseContract

v E C 0 0 H
®
Validate Cancel = Show Workflow =~ Refresh | Previous MextRecord Close
Instances Record
Edit Workflow View Records Navigation Close -

Add a Reason Code to differentiate between same descriptions for different system areas as well as for

reporting purposes.

Contract Roles

Specific Contract roles needs to be set up on each Product within the application. Users can then select the

appropriate role when capturing a new Contract.

This is especially applicable to Funeral and Medical Aid where Dependents and/or Beneficiaries are linked.

Product Status

Set up various product statuses with specific control specifications. Statuses can be used in conjunction

with one another

Product Status

File Home Tools
D HE B /e
New Clore... Save Saveand SaveandNew Valdate Cancel
4 S Close 4

Records Creation Save Edit
General Information | Translation
Description:®

Allow Biling

Process Commission

Is Final State

5

Show Workflow
Instances

Previous Next Record Close

Record

Refresh

Worlflow View Records Mavigation Close

Is Active State
Use As Default
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Fieldname

Description

Allow Billing
Process Commiss
Is Final State

Is Active State

Use as default

Required if this status is used for collection premium through month-end process

ion

cancel date and cancel reason when selected
This should not be confused with the “Active” status. Is Active state means that a
certain process can be done, e.g., process commission. Use in conjunction with

Process Commission.

At least 1 status should be selected as default

Commission can only be processed if selected in conjunction with Is Active State
Select for statuses like Cancelled, Lapse etc. The application will prompt the user for

Product statuses can be controlled by using State Machine criteria or a specific workflow setup.

Please refer to State Machine section.

Security

As Systems Administrator you have limited access to certain Security functionalities.

User Activity log
Displays user login activity:

Navigation < | Drag a column header here to group by that column
Ethric Group User Neme
Formuia T e

> Import Export » | admin
Language Type admin
Lezd Source Admin
Merital Status Admin
Nationaiity Admin
Note Subject Admin
OCcaupation Admin
Payment Type Elsabev
> Product ElsabeV
Property Category ElsabeV
Relationship Type elsabey
Religion Elsabev
v Searity ElsabeV
Elsabey
— elsabey
Permission Actian ElsabeV
Permission Role Elsabey
Permission User ElsabeV
System User Model elsabey
Team Elsabey
Security View Elsabev
Specification List ElsabeV’

+ | Application Type

o
WebApplcation
wiebspplcation
WiebApplcation
WebApplication
WebApplcation
WebApplcation
Wiebapplication
WebApplication
WebApplcation
WebApplcation
Webspplcation
WebApplication
WebApplcation
WebApplcation
Webspplcation
Web#pplication
WebApplcation
WebApplcation
Webspplcation
WebApplcation
WebApplication
WebApplcation

Source:
gc
102.250.1.47
102.250.1.107
105.246.65. 124
105.2496.,67.201
105.246,65. 124
105.246.65.124
105.246.67.201
41,144.25.31
41.246,28.202
41.246.14.100
154.119.68.14
41.246.28.296
197.228.56.51
41.144.25.31
41.148.70.27
102,250,159
102.250.1.2
102.250.87.248
102.248.7.156
197.228.56.51
102.250.1.105
41.144.25.31

Action
e

Logged On
Logged off
Failed Attempt
Logged On
Logged On
Logged Off
Logged Off
Logged On
Logged On
Logged On
Logged On
Logged On
Logged On
Failed Attempt
Logged On
Logged On
Logged Off
Logged Off
Logged On
Logged On
Logged On
Logged Off

Description
User admin has succe
User adrmin has succe

Login Failed for user A

User Admin has succe...

User Admin has succe.
User Admin has succe

User Admin has succe.

User ElsabeV has succ...

User ElsabeV has succ
User ElsabeV has succ

User ElsabeV has succ

User ElsabeV has succ...

User ElsabeV has succ
Login Faled for user E
User ElsabeV has succ

User ElsabeV has succ...

User ElsabeV has suce
User ElsabeV has succ
User ElsabeV has succ

User ElsabeV has succ

User ElsabeV has succ...

User ElsabeV has succ

Date Created

2019/06/07
2019/06/07
2018/05/30
2018/05/15
2018/05/30
2018/05/30
2018/05/15
201800720
2019/05/28
2018/07/26
2018/04/11
201900527
2018/08/08
2018/07/23
2018/08/15
2019/06/13
2019/06/07
2018/05/28
2018/08/02
2018/08/08
2019/06/06
2018/07/20

This functionality is not active by default and must be requested.

Calendar Resource
Calendar Resources must be specified in order to use Calendar in the application.

Outlook Username and Outlook Calendar are not applicable fields as the application is not integrated with

Outlook.

Records Creation
Calendar Resource

System User:
Caption:*
Colar: —

File Home Tools

0D BB B v -

New Save

Save and SaveandMew | Delete Validate Cancel
Close
Save Edit
0.0.0.0

Open Related
Record

Open Related Record

Outlook Username:

Outlook Calendar:

Show Workflow

Instances

Workflow

Refresh

D Links v

View

Records Navigation

Previous Record m

Next Record

Close

Close

~

42| Page



Teessen Consulting
TC Desktop Application - Administrator Guide

Permission User
Limited access to Permission user

Please refer to Reset User Password section.

Team
Each user must be linked to a Team.

For each Team you can define which task types, task log types, reports and automated processes can be
used by that specific Team.

Teams can also be used in workflows and importers to set up a round-robin to automatically assign tasks to
a specific Team.

200 HE+« - Claim Admin - Team
File Home Tools

— R ® < 0 O H

® L4

Save Saveand @ Validate Cancel Open Related Show Workflow = Refresh = Previous MNextRecord Close

Close Record Instances Record

Save Edit Open Related Record Workflow View Records Navigation Close &

Name:™ Claim Admin
Last Assigned: -

Members | Task Types  Reports = Automated Processes

E|
Full Name 4 |User Name Win Web

T e Afc [] []

Members (users), task types and reports can be linked individually.

State Machine
State Machine is used to apply specific control to system areas according to Business rules, i.e., Control the
transition of Contract Statuses with build-in security controls.

This functionality also allows you to apply your own Appearance rules:
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00T E K+« -

Fie  Home Took lct Type State Property Name Start State
D Save X Delete
[5 Save and Close « Validate
New
& IS Save andNew ~ Cancel | P& Home  Took
Records Creation Save Edit D Save X Delete © Frevious Recard m
. |25 save and Close:  validate
Name: Task Status New - Open Related Worldlow  View @ NextRecord Close
D [ 26 save and New Cancel Record
EEeis pe— Records Creation Save Edit Open Related Record Records Navigation Close S
Caption:™
States
" Marker: NotStarted -
0D X B oo E - @
Caption visual | Text
Cancelled ad @
Completed
Deferred
InProgress Target Object Criteria: l Task status Not Started can only Transition to Cancelled or In Progress l
» Not Started
Witing For Someane Else
Transitions | Appearance
onox B ©° B - @
Caption & |Targetstate  [Index Save And
+ | Cancelled Cancelled 1
In Progress In Progress 0
User: SysAdmin
User: SysAdmin

File Home Tooks
Savi Delete
D e e © Previous Record m
[EF Save and Close ' Validate
New Open Related Workflow | View Next Record Close
- 0 Save and New ~ Cancel Record - 3| (i
Records Creation Save Edit Open Related Record Records Navigation Close
Caption:*
Marker: Completed -
Visual | Text
And ©
[Percentage Complete] Equals 1 * @
Target Object Criteria:
[ Task status can only be changed to Completed if Percentage Complete equals 100% l
Transitions | Appearance
Completed can only Transition back to In Progress l
0D x B
Caption a | Target State Index Save And
» | InProgress In Progress 0
User: SysAdmin

You will notice a new Action Icon on the System area on which the state machine was applied.

Fie  Home View Tools
© i A O Xl s
—_ e
Back Forward New File Task UnFile Forward Schedule Clone. Deletell Change §Eria Call Add Note Open Related
N N N T Task  Task v N State ¥ N
Views History Navigation Records Creation Record Edit
Navigation < Drag a column header here to group by that column
v Contact Management Task Number | Contact
Dashboard T e —
Gaotact b |Tc-2015181 JADAN ()
Company
Depariment Contact
Person
Supplier
e Group
Note
Doaument
Questionnaire
Email
Email Manager Mail

a4 B

Workflow  Show Workfiow

Workfiow

contact[Type Subject

- = o
JADAN (N) (... Enhancember  Update risk.

Vg |
K/ !
Refresh Analyse Automated Show in

Previous NextRecord

Filters Full Text
Process Reportv | Record v Search v
View Records Navigation
Date Created [StartDate  [DueDate  [status priority assigned To  [percent|Reported By
M15/11/13  2015/11/13 (@ Waitng .+ Normal  System Admi. 50.00% 50 CENTS TO.
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Task Type, Task log type & Text Template

Task Management is a very

prominent feature within the application and therefor the setup of task types,

task log types and text templates are very important.

Task log types can be linked to a Task type ensuring that only the relevant task log types can be selected for

that specific Task Type.

Assigning these Task Types to specific Teams creates a structure and uniformity within that Team.

Note: Various processes, workflows and Management reports are dependent on this setup.

Task Type
EFEOOTHEK®« - New Business - Task Type
File Home Tools
[ 1%] of] m
0 B E v LE'@ (9 0 ﬂ
Mew Save Saveand Save andNew Validate Cancel Open Related Show Workflow = Refresh = Previous Next Record Close
Close Record Instances Record
Records Creation Save Edit Open Related Record Workflow View Records Navigation Close -
Description: ™ Mew Business Cost: RO,00 -
Code: MNBW Duration{Minutes): (1
Default Template: - 0 hours and 0 minutes.
| Active
Task Log Types | Teams
0D &£ & X & (4] [
Description 4 |Code Active Default Template Cost Duration Full Duration Is System
» | Application Submitted AS v RO,00 0 0 hours and 0 minutes.
Brokers Note BM v RO,00 0| 0 hours and 0 minutes.
New Business Issued MBI v RO,00 0| 0 hours and 0 minutes.
MNew Business Submitted MBS v MNew Business Submitted RO,00 0| 0 hours and 0 minutes.
Fieldname Description Required
Description Create a unique short description to identify the type of task @
Code Provide a code for the task type. This is optional
Default template A default template can be applied. Please refer to text template
Cost Allocate a unit cost for reporting purposes
Duration Duration is applied to determine time spent on a certain task.
Also used in conjunction with Cost for reporting purposes
Active Select to make Task Type available
Task Log Types Link applicable task log types
Teams Assign task type to relevant teams
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Task Log Type
Task logs are used for all communication with regards to the task and are date and time stamped. It also

shows the flow of actions on a Task.

File Home Tools
B save

D |25’ Save and Close ' Validate m

e EE' Save and New <= Cancel uur‘)fﬂow 0 tinks Close
Task Log Type
Task Type: v | Cost: R0O.00
Description: * Duration: 0g
Code: Full Duration: 0 hours and 0 minutes.

Active Is System

Default Template: v
Teams
& B~ @

Name = | Last Assigned

1. Task log types can be independent from a task type. These task log types are then “universal” and

available on any task type.

2. Task log types linked to a specific task type will only be available on that specific task type.
Task log type descriptions can be duplicated e.g., Confirmation of Cover but is then differentiated by
a Task log code.

Example:

Task type: New Business: Assurance
Task log type: Confirmation of cover
Task log type code: ConfCovAss
And

Task type: New Business: Short term
Task log type: Confirmation of cover
Task log type code: ConfCovST

4. Task log types can be assigned to a specific Team and will then be available only to that Team.
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Text Templates
Text Templates assist in alleviating the admin burden of communication and/or to specify certain workflow

steps that needs to be followed or even a form with fields that needs to be filled in.

Create a text template in the system area from which the template will be used. Make use of the Merge
fields from that specific system area to auto fill the required information.

F OO0 B B - - N usiness Submitted - Text Template
File Home Tools

D B B X ® < 0 0 H

@ L
New Save GSaveand Saveand Mew | Delete Validate Cancel | Show Workflow — Refresh | Previous NextRecord Close
Close Instances Record
Records Creation Save Edit Workflow View Records Navigation Close -~
MName:* Mew Business Submitted
+ | Is Active

System Area: |Task

Add Merge Fields to Template Body: [E Add Values from Questionnaires: [E
B 7 U e = = E E A M - | TimesNewRoman - |3 =| | Normal -
WS @ X, X' == iEE @6

Dear <<ReportedBy.DisplayName>>
New Business for <<Contact Displayname>> submitted as requested

Regards

By assigning a default text template to a task or task log type, the body of that task or task log will be auto
populated with the appropriate merged fields as set up.

fd TC-EVXX201906-2 : New Once-Off Cover - Send E-Mail from Task - [m] X
To:® Wermaak Elsabe (E.)(glsabe @tconsult.co.za) x
cC: x
BCC: x
Log Type:* New Business Submitted - | Priority: + MNormal

IgnATLIrE: lent Services ~| Minutes Spent: 0
Subject:* TC-EVXX201906-2 : New Once-Off Cover

Confidentiality Level: | None

Attachment:

Read Receipt Delivery Receipt
[= nsert Template

abe A & - | TimesNew Roman -| |3 | | Normal

EFo -

B I
¥ O 2 X X =

ki

1y
o

=]

Dear <<ReportedBy.DisplayName>>
New Business for <<Contact Displayname=> submitted as requested

Regards

Text Templates can be applied to both task and task log types.

47 |Page



Teessen Consulting

TC Desktop Application - Administrator Guide

Reporting

Navigation €

Contact Management
Short Term
CreditLife

Assurance

Investment
MedicalAid
Funeral
Commission
Finandals
Asset Register

Administration

[ A R Y L R LV Ve v

Reports
Analysiz
Dashboards

Report

Analysis

An analysis report can be created on any data captured in the application to effectively analyse your data.

It also provides many charting options.

To create a new Analysis report, select New from the task bar:

Analysis

File Home Tools
D Iu I IuKi Iuﬂ A <
New Clone... Save Saveand SaveandMew Delete Bind Analysis Chart\Wizard Cancel

= 4 Close: 4 Data

Records Creation Save Edit

Name:

Data Type:

Criteria:

Pivot | Chart

Drop Filter Fields Here
Drop Data Items
Here

Drop Row Fields
Here

Grand Total

Drop Column Fields Here

Grand Total

Drop Data Items

User: ElsabeV

E

Show Workflow
Instances

Workflow

Refresh  Print Print | Previous NextRecord | Close
PivotGrid Chart | Record
View Records Navigation Close “
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Provide a unique Name for the report.

Select a data type from the drop-down menu for your Analysis report. For this example, we are going to

use ‘Person’ data type.

After selecting the data type, you need to ‘Bind Analysis data’ to display all fields in the application related

to this data type.

File Home Tools
D o of of] 18] - |5| m
[
H b hl @
Mew Clone... Save Saveand SaveandNew  Delet=fl Bind Analysis hartWizard Cancel = Show Workflow =~ Refresh  Print Print Previous NextRecord Close
4 4 Close 4 Data Instances PivotGrid Chart Record
Records Creation Save Worldflow View Records Navigation Close -

Additional Email Additional Contact Number Twitter Facebook

Total Contract Commission Is Reported By Is New Validate Email

App Settings Oid

Drop Data Items
Drop Column Fields Here

Here

Drop Row Fields

Herg Grand Total
Grand Total Drop Data [tems

User: ElsabeV

o [ 1] o 14
D BB e L « B [l ]
New Clone... Save Saveand SaveandNew —Delete Unbind Chart\Wizard Cancel | Show Workflow Refresh  Print Print Previous Next Record Close
v v Cloze b Analysis Data Instances FivotGrid Chart Record
Records Creation Save Edit Workflow View Records Navigation Close -
Name: Person Contact details
Data Type: |Person -
Criteria:
Pivot | Chart
First Name Second Name Call Name Surname Initials Date Of Birth Age Home Number Title Mationality Ethnic Group Marital Status Is Male
IDNumber Passport Number Maiden Name Occupation Religion Dependants Date Deceased Employer Gender Match Title Legal Reference MName 1
Mame 2 Client Number Reference Number FSCA Number Displayname Language Group Source Work Mumber Fax Mumber Cell Number Email
Contact Type Primary Record Consultant Picture Open Tasks Person Company Is Company Corrospondance Address Corrospondance Address String
Displayname No Brackets Updated By Last Updated External ID Change Indicator Salutation VAT Number Tax Mumber Created By Date Created

Main Physical Address

Contact Category

Main Correspondence Address Total Contract Value Total Contract Premium

XMLProperty Stream Owner Description Context Type Base Information Object Type

If there are specific data fields you want to report on which are not displayed, then you can add these extra

fields using the Field list feature.

Right click anywhere in the field area and select ‘Show Field list’. An additional screen will pop-up. Click
‘Add’ and then you can select the required fields to be added from the Object Model:

Fle  Home Tools
o [1x} ] s |_—|
DG BE B X o « B
New Clone..  Save Saveand SaveandNew | Delete  Unbind  Chartwizard Cancel | Show Workfiow | Reffesh
v v v Analysis Data
Records Creation Save Edit Workfiow
Name: [Person Contact details
Data Type: |Person
Criterie
pivot | chart
Fisthame || secondName || calame  ||sumame ||mas  ||pateoferh || age || Home number
DateDeceased || Employer || GenderMatch Tite || LegalReference | name 1 |[Name2 || cient Number
ContactType || PrimaryRecord || Consultant || Picture || OpenTasks || Person || Company |15 Company
sautaton || vaTNumber || raxnumber || createdBy || Datecrested || adationalemail || additional contact
Total Contract Commission || IsReportedBy || IsNew || vaidateEmal || Contact Category || XLProperty Stream
Prop DAt IS Column Filds Here
Drop Rom Fields [ ——
Grand Total Drop Data Items

Close

[

Previous NextRecord

Prnt  Print
PivotGrid Chart | Record

View Records Navigation | Close
Te  ||Nationalty || EtnicGroup || Marital Staws || IsMale || 1DNumber Passport Number Maiden Mame || Occupation || Religion || Dependants
Reference Number FSCA Number Displayname || Language || Group || Source || work Number Fax Number Cellnumper || Email

Corrospondance Address || Corrospondance Address String || Displayname NoBrackets || UpdatedBy || LastUpdated || External 1D || Change Indicator
Twitter Facebook || Main Physical Address || Main Correspondence Address [ Total Contract value || Total Contract Premium ~
2 Reload Data

Number

Owner Description Context Type Base Information Object Type App Settings oid =) Show Fieid Liet
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PivotGrid Field List

Add...
Remove

Add To Filter Area

Cell Number. Cell Number

BE Object Model

o
v Person
> Additional Contact Number
Additional Email
Age
> App Settings
> Base Information Object Type
Call Name
> Cell Number
Change Indicator
Client Mumber
Company
Consultant

Contact Category

S

Contact Type

Context Type

» Corrospondance Address
Corrospondance Address String

Craztad By

0K Cancel

Note that some of the data fields are greyed out. These data fields are already displayed in the field area of

the analysis.

After you have selected all the required data fields to add, they will be displayed in the pop-up screen from
where you can drag-and-drop each field onto your analysis report to the column-, row- or data areas of the

report.

PivotGrid Field List

Add...
Remove

Add To Filter Area

Cell Number. Cell Number
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Name: [Clent Demographics ]
Data Type: [Person -]
] -]
Pivot |Chart

secondName  |[calname |[mtds |[Dateofmrtn |[Homerumber |[mte  |[natonaity |[etmicerou  |[Mantaistans |[Frstiame  |[monumber  |[Passporthumber |[Macentame |[occupaton |[Relgon |[Dependants || pate Deceased | [Employer |
Gendervatch Tte || LegalReference  |[Name 1 |[ame2 |[cienthumber |[Referencemurber |[FscAmumber |[Lenguage |[Group [souce |[werkmumber |[Faxnurber |[cetmumber |[mai |[contactType |[primaryRecors || consutant |

pectre |[opentass |[Diplayname |[sumame |[person |[compeny |[1s Company || corrospondznce Address || corrospondance address strng [ Dsplayname No grackets || updateasy [ Lastupdated |[Extemalm ][ chenge Indcator [ sautaton |
vaTtumber |[TaxNumber  |[createdBy || Date reated | addibonal Email || Addibonal Contact Number || Twitter | Facebook || Mein Physcal Address [ Main Correspondence Address || Total Contract Value [ Total Contract Premium || Total Contract Commisson |
IsReportedBy |[1sNew |[Contact Category || XM.Property Stream || Ouner Description | Context Type [ Base Information Object Type || App Setings |[0id |

[comosn.. & T|[Faee [Tre [ Grand Total [

Athlone » % ]
Benon 54 54

Beyers Park 62 62

Boksburg 52 52

Butlers 53 53

Cape Town 58 135 253

Centurion W “

The above analysis report shows client demographics per city. You can use the criteria field to narrow the
focus of your analysis and apply filters to your report data:

Name: [cient Demographics ]

Data Type: [Persan -

Criteriz: | -
] B8 et Crteria - o x

SecondName _|[CallName | Imtals | Gate Gfairth | Fome umber [Tt |[ie entame || ocapation |[Reigon || Dependants || Date Deceased [ Employer |
Gerder Match Tite | LegalReference | Neme 1 |[Nome2 || Glenthumber | Refere] | Visual [rext |[celimumber —|[Emai ][ contactType || Primery Record [ Consuitant |

Picre || OpenTasks || Displayname || Sumame || Person || Gompany || 1 Comp} | 74 © atedBy | LostUpdated || External I | Change Indicator | Salutation |

vaT tumber | Tax bumber |[created By |[Date Created || Additonal Email | acit Fhrlsgownal 350 | Totel contract vaive || Total Contract | Total contractc |

umber | Taxtumber || CreatedBy || Date Creat itonal Emai i ofal Contract Value || Total Contract Premium || Total Contract Commission

Is Reported By H IsNew H Contact Category ” XMLProperty Stream H ‘Owner Descriptior

[comop 2 Tedke [Troe [ sand Total [

Athlone = F™ =]
Benoni 54 54

Beyers Park 82 62

Every analysis report provides the option to create effective charts based on the data in the analysis:

Name: [Cient Demographics

DataType: [rerson -

Citeria: |

Pwlztlhavl'

Sccondeme |[CallNome || nitdls | [Date Ofirth | [HomeNumber || Tite [ Nabonality | EtricGroup | WaritalStatus || FistName || DNumber ][ Passporttumber | MaidenName || Ocapation [ Religon [ Dependents || Dote Deceased | Emplover |

Gender vatch e |[LegalReference | [Nome 1 |[Name2 || clentNumber || Referencetiumber [[Fscanumber [[Language  |[sroun [[source ][ workniumber |[Faxtiumber |[colitumber  |[emal|[contactType | [primary Record [ consuitent |

pctre |[openTasts |[splayname  |[sumame |[person |[company |[15 Company || corrospandance Address [ corrospondance address string | Displayneme Norackets | pdatedy || LastUpdated | [Extemalp || change indcator || salutaton |

VAT Number Hmmumber HCrEatEdEy ”Datacreaned HAddmunalEmaM HAddmuna\Cunt&thumber ”mnzr HFachunk HMalnPhy;\caMddre;s HMalncurrespundenteAddress ”Tuta\cunn'actl/a\ue |Tu(alcuntrattPrEm\um Hruta\curm'actcumm\ssmn ‘

Srpmeisy |[venJ[ormicanory |orosetysvem|[owe besopion [t [[seseiomamoneiwe |[eosetre Jjod |

corosp.. 7 |[Fapse [T [ arend Total [

Athlone 23 23 -

Benoni 54 54

Beyers Park 52 &

Boksburg 52 52

Butlers 53 53

Cape Town B 15 253

Centurion 0 0

Chatsworth 37 37

Darling a6 a6

Durban 56 56

Pivot | Chart

220 M Felse
M True

200

180

160

140

120

100

&

&0

4

0

Chatswor rth ban Fort Beaufort Johannesburg Kensing lDH \ekteenhug Parow Valley PrElDHHNDFlh Sasolbung
R Canturion Elandsbaa Germiston Katlehong " enasiaSouth | Manerburs O Roodepoart Witbank
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Your analysis report can be exported in various formats:

-

e B O X e Jye« B CRHEO O H

aveand Saveand Mew = Delete Unbind ChartWizard Cancel = Show Workflow = Refresh  Print Print | Previous NextRecord Close
Close e Analysis Data Instances PivotGrid Chart Record

-

Clone...

Close

Save

File
m Save Edit Workflow View Records Navigation Close
=]

mEd

Save and Close

Iﬂﬂ Save and New | Initials | Date Of Birth || Home Mumber || Title || Nationality || Ethnic Group H Marital Status || First Mame H IDNumber || Passpar
El l e e [P J| Mame 2 H Client Number H Reference Mumber || FSCA Number H Language || Group H Source || Work Mumber
o : )
hl Epmind s b @ MHT File e | Person || Company || Is Company || Corrospondance Address || Corrospondance Address String || Displayname Mo
@\ Page Setup... )E LS File te Created || Additional Email || Additional Contact Number H Twitter || Facebook H Main Physical Address || Main Corre:
XMLProperty Stream || Owner Description || Context Type H Base Information Object Type || App Settings || Oid |
-
EF Print... l@! XLSX File XLSX File
Q\l Print Preview.. @ PDF File ‘ Grand Total ‘
28
. @ HTML File
Benani 54
Beyers Park @ Image File 62
Boksburg 52
—
Butlers ﬁ RTF File 53
Cape Town 5 253
Centurion @ DOCK File 40
Chatsworth = TetFil 37
ext File
Darling - 45

Customise the print layout of an analysis report by changing the options for Headers, Lines and merged
fields:

File Home Tools

DG B B X

';"ll'AﬁLElo d O O KB

New Clone... Save Saveand SaveandNew = Delete Unbind Chartwizard Cancel = Show Workflow int | Previous NextRecord Close
v v Close v Analysis Data Instances art Record
Records Creation Save Edit Workflow Records Navigation Close
(2 Preview
: File View kground

(80 an ER B8 E800E @& Qluws -|[& 44 H P-aB H-=2- -

Second Name [Call Name [Initiaks [Date OFBirth [Home Number [Title [Nationaity [Fthnic Group [Marital Status

Age Is Male

Corrospondance AgFalse True Grand Total
Athlone 28 28
Benoni 34 5
Beyers Park 62 62
Boksburg 52 52
Butlers 53 53
Cape Town 58 195 253
Centurion 40 40
Chatsworth 37 37
Darling 46 46
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Notice the difference after applying customisation to the analysis report layout:

Corrospondance AdFalse True Grand Total

Athlone 28 28
Benoni 54 54
Beyers Park 62 62
Boksburg 52 52
Butlers 53 53
Cape Town 58 195 253
Centurion 40 40
Chatswarth 37 37
Darling 46 45
Durban 56 56
Elandsbaai 40 40
Fort Beaufort 53 53
Germiston 48 48
Johannesburg 138 138
Katlehong 35 35
Kensingtan 32 32
Kliptown 36 36
Kynsna 36 36
Lenasia South 28 28
Liekteenberg 206 206

Dashboards

Dashboards provide you with a single view of your business data and overall performance.

Please contact us with your Dashboard requirements.

Standard Report
A standard report can be created and then be generated as an ‘In place report’ at any given time. Standard
reports can also be used in Automated processes.

Fie  Home View Tools
" XD B © % QO 0
o D L] o E@ 7 cll Textto search search
Back Forward New Clone.. | Delete Edt  ShowWerkfiow | Refesh CopyPredefined ShowReport Exeaute | Pravious NextRecord | SaveNew
v v v - epor Designer  Report | Record iter
Views Hstory Navigation_ Records Creation Edt Workfiow view Records Navigation | Fiters Full Text Search
Navigation < | Drag a column header here to group by that column
> ContactManagement Display Name  |DataType stats Is Inplace Report
> Short Term s o - O
> Creditife » | Advser Commission Statement Redpient Statement Production v
> Assurance Advser Suspense Report Redpient Production v
> Investment Adviser Suspense Report 2 Recipient Production
> Medcalaid Birthday List Person Production v
> Funeral Cient Partfolio (Astute) persan Praduction v
> Commission ‘Commission Spitt Control Report Commission Statement  Development
> Financials Company Portfalio Company Production v
> adminstraton Portolio Scheduie (Rockfin) Person Production v
v Reports Production Report Production
Aralysis Receipt report Commission Statement  Production

Recpient Transaction Report (Detaikd) Redpient Statement Production v

> Toos
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Create a New report. The Report Wizard will take you through a process similar to the Analysis tool:

Report Wizard X
Enter a report name and select the primary data type of the report.
Display Name: | Person Contact Details

Data Type: Person -

Report Type: | Standard -

Select the fields you want to display in the report:

Report Wizard x
@ Select one or more data members to assign to the report and its detail reports.
Choose fields to display in these reports.
Select data members: Select data fields:
v || CollectionDataSource v || CollectionDataSource -
| Addresses v |m| | Addresses
> Bark Accounts Address Line 1
Contract Roles Address Line 2
> Contracts Address Type
> Documents Change Indicator
> Email v| City
My Contacts Contact
Motes Country
Phone Logs External ID
> Properties Full Address
> Questionnaires Is valid
> SM3 Latitude
> Tasks Longetude
Main
Qid
Postal Code
Suburb
T -
Frh
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You have the option to add grouping to your report:

Report Wizard X
@ Group data in the selected reports. You can spedify one or mare fields for each group.
Select the report: | CollectionDataSource
Select group fields:
Displayname
Is Male >
Oid
>
£
A
v
Select the layout of your report:
Repart Wizard X
@ Specify report page settings.
Paper
Size: As
Unit: Inch D
Width: |8.27"
Heioht: [11.60" Portrait Landscape
Page Margins
Left: 1" Right: [1"
Top: 1" Bottom: | 1"
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Select the colour scheme you prefer for your report:

Report Wizard

@ Choose a report color scheme.

COLD GREY JEANS BLUE
MINT
n -

Create a heading for your report:

Report Wizard

@ We have all the information needed to process the repert.

Spedfy the report’s title

| Client Demographics

Next
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The report is now generated with the criteria selected in the wizard.

X| Designer | [Q) Preview (&3] Scripts

Home  layout  Page  View
'_ E‘ ﬁ [7] Add Caleulated Field cut | [Arial Narrow BE === i B iR ER AaB  ABbCcD  AaBLCDd  AaBbCcDd
Open... save saveAl |3 aqdd parameter Pastz coy BI USE.A- o v - | Extract Tite FieldCaption  Pagelnfo DataField [
Report Data Cipboard Font Alignment Borders Styles 5 2
R | s x * | Field List P
1 2 3 [ 5 5 7 g s ) "
— L] v [E collectionDatasource 1 -
A - > B Additional Contact Number
- Additonal Emai
D v [F report rBand1 [on > % Addresses
. " Age
- Birthday List > [ tpp Setings
> [ Bank Accounts
EI Broker: [Consultant My Person Displayl? » B Base Information Object Type:
Cal Name
|:| > [ Cel Number
Refnr Email Cellnr DoB Age [ change Indicator
- =— Client Number
S [} ] @ [} o o > [ Company
[Displayname] [Reference Number] [Email] [Cell Number Cell Number] [ate Of Birth] @ [Age] » I Consultant
> BB Contact Category
> [ Contact Type
\, Context Type
P > = Contract Roles
(] + [ Detail > B Contracts
[Conactiné] B (inception Dae] O] [Status. Descriio] (Consatant Displaynamdd) > [ Corrospondance Address
1 g Corrospondance Address string
v ER
| I Group and Sort 2 0x
@ I§ AddaGroup~ Y AddaSortr X Delete @ MoveUp @ Move Down
Field Name Sort Order Show Header Show Footer
"
> [ poauments
Email
D= -] -

B Repor.. E=Fiddl. Eerope.. [ Repo

By Groupand Sort | [€3) Scripts Errors

You can add more detail to your report or improve the ‘look’ of your report, e.g., Logo, colour coding etc.

To view your final report, click on Print Preview.

* oo »
ML aaa »
s - Lest | ManyPages ZoomOul Zoom ZoomIn PaoeCoke Walsrmak Eipert E-Mai
- o e A : g et
Doament - Page sehp . Norioton 00m Page Baciground Expont
vty Lat®
Birthday List
Broker.
Client Refar Email Cellar DoB Age
Labuschagae Mpho (5) MphoLabuschaguegdemo com  211708068ST P »
Comaci o
/ABASS Shehaam (8} VENDOM 2798837962 19770614 2
20180821 Kane J4l)
20180 Kane J4l)
Abdulta D (D) PL46I (1329 MIEEITIEL AMTOVE ”
Comactiat
Canceled Lememer Kanen (K)
Ao Ducovery
Imponed Morer Elze E)
Avdunams us) u e w520 w
Comactian

To make this report available as an ‘In Place report’, click the ‘Edit’ icon on the toolbar and select ‘Is Inplace
Report’. The report will be available on specific data views based on the selected data type.

Link the relevant Group/s to which this report applies.

File Home View Tools
© D % I BC A [ O
Il B 2
. s @ R q Text to search... Search
Back Forward New  Clone... Deletell  Edit how Workflow | Refresh CopyPredefined Show Report Execute | Previous NextRecord | Save New
e o e e Instances Report Designer Report Record Filter
Views History Mavigation Records Creation Edit Workflow View Records Navigation Filters Full Text Search
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Teams '
& R

Name

2

b | Commission
The Test Team

(4]

Fle ~ Home Tools
[ ar]
O 'm B B XV |
Mew Clone... Save Saveand SaveandMew Delete Validate Cancel = Show Workfl
v v Close v Instances
Records Creation Save Edit Warkflow
Display Mame: &
Data Type: Person
Parameters Cbject Type: |(none)
Status: Production

ow

Refresh | Previous MextRecord Close
Record
View Records Navigation Close

< 0 O

A |Last Assigned

Teessen Pieter (P.G.)

You will now be able to generate this report directly from the Person screen on Contact Management.

Contact Group
Note

Document

Questionnaire

Welcome Letter

Welcome Letter 2

Werner Report

Fle  Home View Tools
M
(<] 0O X |8 e % [5@ [ 97 a|
ot Person Listview - Al Ttems - Textto search, Search
Back Forward New  Clone... Delete Client SMs  Email Workflow Show Workflow — Refresh Automated Previous Next Record Save New
- N - e Portal ¥ nces Process V] Record Fiter
Viens History Mavigation Records Creation Edit Record Edit Workflow View PERe Contacts , Filters Ful Text Search
Navigation < | Drag a column header here to group by that column Birthday List
~ Contact Management Surname FirstName  |IDNumber | Contact Type | Work Number | Home Numb...| Cell Nu.. & |Fax Number |Ema Client Portfolio (Astute) ge  |Employer Group Contact Ca... |OpenT...|Created By [Date Cre... 7| Consultant]
Dashboard T e o e e o e o DsA e e o S - o
Contact » [PetersenJames Ciient (021) 4860.. 07814569835 Person List Lead 1 shamielah]  Wednesday. . Shamilah
Company Padle Chane Client. (044) 8509.. 0786619985 Pieter 2 Al Ingur .. 0 Shamiglah]  Wednesday...
Simpsan Dricky 510112002, Client (012) 3464... 0832774180 Portfolio Schedule (Rockfin) s FFG Spotight 0| Elsabev Tuesday, 1
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Tools

Import Process

Import Process list view will display all imports done in the application with a detailed log with possible

errors and explanation thereof.

Fle Home  View  Took
© b X [2 o B 0
Text to search... Search
Back Forward New Delete Import. Open Related Show Workflow ~ Refresh  Previous NextRecord = Save New
e e Process Record Instances Record Filter
Views History Navigation Records Creation Edit Record Edit Open Related Record Workfiow View Records Navigation Filters Full Text Search
Navigation < Draga column header here to group by that column
> Contact Management: Impart Map File Import Status Date Created Created By Last Updated
¥ ShortTerm Y = L3 = = L3 =
P Gl b Allan Gray (Aper) Adviser Fee Statement June 20... Import with Errors 2019/07/01 ElsabeV 20190701
¥ Assurance Allan Gray (Appr) Adviser Fee Statement D3634 A... Import with Errors 2019/07/17 ElsabeV 0190717
> Investment FFG Kontak FFG Kontak MIS. xlsx Successfully Imported 2018/05/03 Sysadmin 018/05/03
> Medicalaid Cadiz Commission Map Cadiz Statement.xis Submitted 2018/02/21 MaxineD 018/03/07
> Funeral Alan Grey Adviser Fee Statement June 20_.. | Successfully Imported 018/07/01 ElsabeV 19/07/01
> Commission 0180328, xdsx  Successully Imported 2018/05/07 Elszbey 18/05/07
b FErEs Discovery Health csv Disc Health June 2013(1).csv Successfully Imported 2013/08/25 ElsabeV 2013/06/23
D (edlEiEts Admiistratin Plus Client list Administratin Plus Client list.xlsx | Import with Errors 2018/05/03 Sysadmin 2018/05/03
et Debit order unmet Debit order rejection fle.csy  Import with Errors 2018/05/08 Syshdnin 2018/05/08
7 s Bank Statement Bankstatement 20171231.xsx | Impart with Errors 2018/02/23 MaxineD 18/02/23
Analysis Discovery Life Disc Life 52959.98(2).csv Import with Errors 2018/05/08 Sysadmin 2018/05/08
Repart. Discovery Life Disc Life 52 959.98(2).csv Successfully Imported 2018/05/08 Sysadmin 2018/05/08
© s vedical ad Medical Aid import. xisx Successfully Imported 2013/05/30 Elszbey 013/05/30
Discovery Life Discovery 53 463.86.xds Import with Errors. 2018/03/17 ElsabeV 2018/03/17
(CIMS Short term policies XSure import. csv Successfully Imported 2017/07/08 SysAdmin 2018/01/23
Coact Bank Statement Bankstatement 20171231 xisx  Successfully Imported 2018/03/16 ElsabeV 2018/03/16
Task Bank Statement Bankstatement 201906.xlsx Successfully Imported 2019/06/28 ElsabeV 2019/06/28
ErrrmTETEs Allan Gray Market Value Adviser Fee Statement D3534 A... Impart with Errors 2019/06/24 Sysadmin 19/06/24
Shart Term Policy FFG Kontak. FFG Kontak MIS. xdsx Import with Errors 2018/05/03 Sysadmin 2018/05/03
Short Term Poicy Risk. Short Term Risk. Cellphone Insurance.xdsx Successfully Imported 2016/11/08 SysAdmin 2016/11/08
Assurance Discovery Life Disc Life 52 959.98.csv Import with Errors 2018/05/07 ElsabeV 2018/05/07
FIeEiE 20171231dsx  Import with Errars 2018/02/26 MaxineD 2018/02/26
O Ry Cadz Commission Map Cadiz 710, 14,15 Import with Errors 2018/03/16 ElsabeV 2018/03/16
Ra=elRtsy ‘Adin + Cellohone Insurance C1...| Administratin Plus Client ist.xlsx  Import with Errors 2016/11/07 Syshdnin 2016/11/07
(Rechcal Bl Bulc Bank Statement Bankstatement 20171231 sx | Import with Errors 2018/02/21 MaxineD 218/02/21
Account Cadiz Commission Map Cadiz Statement.xds Submitted 2018/02/20 MaxineD 2018/02/20
Transacton Bank Statement Bankstatement 20171231.xsx  Import with Errors 2018/03/16 ElsabeV 2018/05/07
RSA Postal Code Approach Discovery Health creditor-recon-pack-report-201... | Import with Errors 2018/05/09 Sysadmin 019/05/08
Import Map 1 Successfully Imported 2018/05/23 shamielzh) 19/05/23

Updated By
o
ElsabeV.
Eszbey
SysAdmin
MaxineD
Elssbey
Elsabev
EisabeV
SysAdmin
SysAdmin
MaxineD
SysAdmin
SysAdmin
Elssbey
EisabeV
MaxineD
EsabeV
Eszbey
SysAdmin
SysAdmin
Sysadmin
Elssbey
MaxineD
EisabeV
SysAdmin
MaxineD
MaxineD
Eiszbey
Sysadmin
shamielsh)

Import Type

Import Commission Statement Pr...
Import Commission Statement Pr..
Import Contact Process

Import Commission Statement Pr
Import Commission Statement Pr
Import Bank Statement Process
Import Commission Statement Pr
Import Contact Process

Import Generdl Process

Import Bank Statement Process
Import Commission tatement Pr
Import Commission Statement Pr
Import General Process

Import Commission Statement Pr
Import General Process

Import Bank Statement Process
Import Bank Statement Process
Import Commission Statement Pr..
Import Contact Process

Import General Process

Import Commission Statement Pr
Import Bank Statement Process
Import Commission Statement Pr
Import Contact Process

Import Bank Statement Process
Import Commission Statement Pr
Import Bank Statement Process
Import Commission tatement Pr

Import General Frocess

File w Tools
Lix] m 7~
D B e X R c O B
New Save Saveand Save and New Delete Validate Cancel Import. Open Related Show Workflow = Refresh  Previous NextRecord Close
- Close V Process Record Instances Record

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

Impor|

x & ] D - @
Log Date: | Import Log Type Log Message

T = e

»  2018-07-0108:19:32.5800 AM Information Create backup file - C:\Users \TCSURPWO3\OneDr -Te C '10.18208. 19 16\Back.

2019-07-01 08:19:32.6670 AM Information Start processing file C:\Users\TCSUPWO3\OneDrive - Teessen iting\De tsTC V10.18208. 1916\Advis.
2019-07-01 08:19:32.6670 AM Information Initialising Allan Gray (Appr)(TCImpor tinterface.Commissionlmporter) processor with C:\Users\TCSUPW/03\OneDrive - Teessen Consulting\Docu.
2019-07-01 08:19:32.7200 AM Information Check if: Broker Allan Gray Multiple
2019-07-0108:19:32.7500 AM Information for Broker House D d with Reference Allan Gray Multiple
2019-07-0108:19:32.7670 AM Information EXECTC_C tie tTransaction ='D3634, ='MsB Group (Pty) Ltd,
2019-07-0108:19:32.8200 AM Information EXEC TC_C tTransaction ='D3634, ='MSB
2019-07-0108:19:32.8500 AM Information EXEC TC_C tTransaction ='D3634, ='MSB
2019-07-01 08:19:32.3030 AM Information EXEC TC_C et s tTransaction ='D3634, ='M3B ker Group (Phy) Ltd',
2019-07-01 08:19:33.0030 AM Error This data is missing in file : Benefit Type, Policy Number..
2018-07-01 08:19:33.0500 AM Error This data is missing in file : Benefit Type, Policy Number.
2019-07-01 08: 19: 33.0500 AM Error Column {A} Row 40 in the file cannot be converted to type DATE
2019-07-01 08:19:33.0670 AM Information File moved to C:\Jsers \TCSUPWO3\OneDrive - Teessen V10.18208. 1916 \pr d
2019-07-01 08:19:33.0670 AM Information File moved to C:YJsers\TCSUPWO03\OneDrive - Teessen V10.18208. 1916 \Processed
2019-07-0108:19:33.1030 AM Information Process completed with pracessing 40 rows and -26 transactions.
2019-07-0108:19:33.1200 AM Information Successfully processed Allan Gray (Appr) file C: Wsers\TCSUPWO 3\OneDr -Teessen iting\Dx 1S\ Suite\insurel...
2019-07-0108:19:33.1200 AM Information The CommissionStatement was imported successfully.

New imports into the Temporary Tables are also done from this view.

Select Import process and the relevant importer to import your data, e.g., Import Contact Process:
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File Home View Tools

& Da X

Back Forward Mew  Clone. .. Delete Import e/
4 = = = Process

Views History Navigation [# Import Bank Statement Process
Navigation
Marital Status
Mationality
Mote Subject

Occupation

Import Commission Contract Process
Import Commission Statement Process
Import Contact Process

Import General Process

Import Recipient Process
Payment Type

> Product
Property Category

Import Task Process

DE RV RN R IR RN

Import Transaction Batch Process
Relationship Type
Religion

> Security
Specification List

> State Machine
Task Type
Text Template
Title

> Sync Services

> Workflow

> Reports

~ Tools

Import Process

Select the appropriate map and file to be imported. Save your record and use Import Process action to
import the data to the temp tables.

00 H N Import Contact Process

File Home Tools

D B save Delete |__\ m
"3
5’ save and Close ' Validate ¢

MNew Import Open Related Workflow View Cloze
v E‘? Save and New v | = Cancel Process Record - e

Records Creation Save Edit Record Edit Open Related Record R.. Cloze -

Import | Logs

Import Map: * | Administratin Plus Client list -

File:* Recipient & Contact im)

User: ElsabeV

All the data have now been imported into the temp tables from where it can be altered, imported
individually or in bulk.
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Fie Home View Tools
© D X &% & B O O
0 @ ~ Al ltems - Text to search. Search
Back Fornard New Cone.. Delete | SetStatus Import | Wrkfow Show Workflow = Refresh | Previous NextRecord Save New
~ ~ ~ - - Record Fiter
Views History Navigation | Records Creafin | Edit Record Edit Workflow View | Records Navigation Filters Full Text Search
Navigation < | Drag a column header here to group by that column
Marital Status 2] [sumeme First Name | initias Legal Reference Import Status Import Attempts Imported Error Message s Latest
Nationality T e o o A = = ] #c 0
Note Subject S 2007/016938/07 New [ %
Eemd simpson sF 5101120026084 New 0 %
e vanzyl 317 4203025014081 New o %
> Product
1t4487/08 New 0 7
Property Category
2001/017003/23 New 0 7
Relationship Type
1t 7688/01 New 0 7
Relgion
Christodoulou cA 6101215002080 New 0 %
> searty
Spedification List 1T 2012/08 tew o s
S 1987/04301/07 New 0 5
TaskType Dippenaar R3 6507175126083 New o %
Text Template 2008/006298/07 New 0 7
Tite Tha New 0 %
> Sync Services Bosman 6205260030084 New 0 %
> Workflow 2005/034163/07 New 0 %
> Reports Wollies Auto F 6205165175083 New o %
v Toos It 1210/2000 New o %
Import Process 2004/031067/07 New 0 7
~ Import/Export 1T 2895/01 New 0 %
Robert s&d 8109105213087 New 0 %
= 1992/001639/06 New 0 v
EmSEles Paulsen bwn 6911175017088 New o %
Short Term Policy pre—— New o =

Each record will show Import information to indicate possible discrepancies in the data to be amended or
completed before second attempt of import.

Data can be imported multiple times until it is successful.

Import Information

Error Message:

Imported
Import Status: Imported successfully
Date Created: Thursday, 15 February 2018 12:49 -
Import Attempts: 3
Date Last Imported: Tuesday, 18 June 2019 10:50 -
Is Latest

Data can be imported into the temp tables from 3™ party applications using Questionnaires and Property
sheets. Specific procedures and/or workflows will be used to import this data into your database.

00T HE+~ -

Fie Home Tools

D EE B X« AN d B 200 H

New Clone.. | Save Saveand SaveandMew Delete Cancel SetStatus Import  Workflow ShowWorkflow | Refresh Previous NextRecord | Close
v lose - v ontac nstances
Records Creation Save Edit Record Edit Workflow View | RecordsMavigaon | Close

Contact | Properties

0O % 8 o - QR

Property D sheet D  |category Name Data Type Value Uistame
» Client reference ChRef Info Text NHIgs78

Current Insurance currlns Info Text o

Total Value Totval Info Money 250000

Please discuss your requirements with our Consulting team.
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Import / Export Temporary tables
View, amend or capture new info in the Temporary tables before importing it into the database.

Fie  Home View Tools
© Dfa X A% 44 B © o
i © <) Al Ttems - Texttosearch...  Search
Back Forward New Clone.. | Dekte  SetStatus Import Workfow ShowWorkflow Refiesh Previous NextRecord Save New
v v v v Contact Tnstances Record Filter
Views History Navigation  @lfRecords Creation | Edit Record Edit Workdiom View | Records Navigation Filters Ful Text Search
Navigation ¢ | Drag a column header here to group by that column
> ContactManagement Surname First Neme « | nitils Legal Reference Group Import Status Tmport Attemps [ Tmported Error Message Is Latest Extemal ID
> ShortTerm T ol o0 = = u o0 u o0
» G » 2007/016939/07  FFG New 0 % EGFFLF76-AECS-4E.
i Vvan zyl PIW 4203025014081  FFG New 0 v C21F09EB-9C32-46...
> Investment
Tt a487/08 Trustees for the ... New 0 % 6ASESCAG-D413-4.
> Medicaltid
) ‘ 2001/017003/23  Trustees for theF... New 0 v AD043087-2353-4...
Funera
1t 7688/01 Trustees for the Fu.. New 0 % 1639C867-2505-
> Commission
Christodoulou @ 6101215002080  FFG New [} v 57C28BED9-0DE2-
> Financals
> AssetRegister 172012/08 FrG New 0 v 78336C75-C429-4...
& (= 1987/04301/07  FFG New 0 v BCT7ABIE-6330-4...
« Reports Dippenaar 3] 6507175126083 FFG New 0 7 495C87C7-752F-4F...
s 2008/006298/07  FFG New 0 v 8DF17128-708D-4...
. Tha FFG New 0 v EGA32E3D-084E-4E...
© T Bosman 6205260030088 FFG New 0 v SBBEASD0-ACB3-4...
Import Process 2005/034163/07  Trustees for the F... New 0 v AEADCAC2-CDBO-4...
SR e a—— Wollies Auto F 6205165175083 FFG New 0 % 7D122685-AC15-4...
Contact 1t 1210/2000 Trustees for the F... New 0 v 74BF7881-3A2C-4...
Task 2004/031067/07  Trustees for the F... New 0 % 533BBE9E-3074-48...
Commission Contract 1T 2895/01 Trustees for the F... New 0 v AABSESE-5C2A-4...
Shart Term Palicy Robert s&J 8109105213087 X-Clients. New 0 v 9330475D-FO5B-4...
Short Term Policy Risk 1992/001639/06  FFG New o v FBE3D237-ABD3-4...
(erer=s Paulsen pwn 6911175017088 FFG New 0 % J1ABESAS-6948-4...
Eolui®n 1t8967/04 FFG New 0 v 748117B2-2FA4-4...
Err Ry 1593/05 Trustees for the F... New [ v 13DF433A-173D-4...
Funeral Polcy Meyer w 7808035050086 FFG New 0 v £2449384-0F29-4C...
Medical Aid Policy
ot Booysen [ 8107105063080  FFG New 0 7 631DEC7A-0134-4...
cou
2006/152280/23  FFG New 0 % 31998894-84A8-4...
Transaction
FFG New 0 v AB6961F5-0226-4...
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Short term

A product must be set up in the application before any policies can be captured.

The amount of information captured on a product will determine on which level (Tier 1, 2 or 3) a policy will

be administered.

Only basic product information is needed for a Tier 1 policy whereas full information will be required for

both Tier 2 and 3 policies.

Short term Product

You will find both a Commercial Multi-Mark Il Template and a Personal Lines Template already available in

the application:

Fie  Home View Tools

Shottemprodict B et (et -1-Core)
Claim Category

Cause For Claim

Claim Estimate Category

Claim Status

Premium Status

Recovery

Risk Type

MM Vehicle Lookup

© DA X B < 0
© Texttosearch..,  Search
Back Forward New  Clone. Delete Open Related Show Workflow | Refresh | Previous NextRecord  SaveNew
v v ~ v Recor Instances Record Fiter
ViewsHstory Navigation | Records Creation  Edt | Open Related Record Workfiow View | RecordsMavigaton | Fiters Full Text Search i
Navigation ¢ Drag a column header here to group by that column
> Contact Management. Name 4 |ProductProvider T |Product Type | Minimum Pre... |Is Active Last Month End Minimum Premium Fr... | Insurer Area List External Code
~ Short Term T = - - 0 - - - - o
Short Term Policy » | Commercial Multi-Mark ITI Template Teessen Consulting . Commercial Ro,00
S Personal Lines Template Teessen Consulting ... Personal Lines RO,00

Teessen Consulting ... Personal Lines RO,00 v Santam Insurance €

For ease of creating a new Short Term Product, these templates can be cloned (copied) and modified for

your own purposes.

1. Open either one of the templates and click on the Clone button on the top left of the screen:
File Home View
B e
o x DO e o Text to search. .. Search
Back Forward Delete Open Related Show Workflow |~ Refresh = Previous MextRecord = Save Mew
= S Record Instances Record Filter
Views History MNavigation Records Creation Edit Open Related Record Workflow View Records Navigation Filters Ful Text Search

2. Rename the template to your required Product and Save
3.  You are now setting up your own Product and need to enter the following General Information:

Fieldname Description Required
Name Name of the Product you are creating @
Product Provider Select the Provider details from your Contact list (]
Description Simplified description of the Product

Product Type Select the product type from the drop-down menu

Minimum Premium
Minimum Premium Frequency

Insurer

External Scheme Code
Discount Rate

Area List

External Code

Capture a minimum premium value (if applicable)

Field will become available if minimum premium was
captured. Selection Monthly / Annually

Select Insurer details from your Contact list

Enter your external scheme code (if applicable)

Enter discount rate

Select Area List from drop-down menu or create new if
not existing

Capture external code if applicable
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Start Date Enter date from when this product is active

End Date Enter End date if Product is no longer in use

Commission Calculated Before Select when applicable

VAT

Is Active Product will be set as active when start date is entered
and made inactive by default when end date is
entered

Compliance Change Tracking Compliance Change Tracking will prompt you to enter
details of changes made to any policy

Enable Collection Transaction history and pro-rata premiums will be

generated when selected. All changes on Risk as well
as policy must be authorized before collection of
premiums. (Tier 2 & 3)

Is Vatable Select if Vat is applicable for manual commission
transactions
Validate Contract Consultant Applicable to Commission processing. The application

will warn the Commission Administrator if the
Consultant to receive commission is different from the
Consultant linked to the Policy.

4. Create the content of your product

Sections [Mees Sasria Groups  Benifit Codes Polides ProductRoles Estimate Types Notes Documents

L IEAR S 1} o [
Description 4 | Priority Sasria Group Translation 1 Translation 2

T afc = = e a0

» Al Risks 2A Alle Riskio All Rigks
Building 3)a Geboue Building
Caravan / Trailer 7C Karavaan [ Sleepwa Caravan [ Trailer
Computer Equipment 0 Rekenaar toerusting Computer Equipment
Death Benefit Plan 8 Death Benefit Plan Death Benefit Plan
Electronic Equipment 0 Elektroniese toerusting Electronic Equipment
Extended Personal Legal Liabiiity 6 Liitgebreide Persoonlike Regsaanspreekikheid Extended Personal Legal Lisbility
Extended Personal Liability 0 Uitgebreide Persoonlike aanspreeklikheid Extended Personal Liability
Home Qwners 0 Huiseienaars Home Owners
House Contents. 0 Huisinhoud House Contents
Householders 1A Huisbewoners Householders
Legal Access 9 Legal Access Legal Access

Sections

The basic sections for Personal Lines policies, as well as for Commercial Lines, have already been created
on the template.

Customize your product using the pre-set sections as well as adding or deleting sections to your requirement.
The set-up will depend on the level of detail you require (Tier 1 —3).

Create a new Section by selecting the ‘New’ button:

64|Page



Teessen Consulting
TC Desktop Application - Administrator Guide

Fie ~ Home Tools
D B save v Validate Previous Record m
5 save and Close
NE"“ CID'?IE"' 20 Save and New ~ 4= Cancel Op';l?;‘gte‘j \“"0"5%"" \"isw Mext Record Close
Records Creation Save Edit Open Related Record Records Navigation Close i
Product Section | Wording = Translation
Description: ™
Priority: (o
Sasria Group: -
Risk Types:
] S b, [
Description 4 |Risk Type Minimu... |Defaul... [Maxim... |Defaul... |Active |Use Ra...|Manda... |Priority |Exdud... |Allow M...
Description - e.g. All Risks
Priority - Specify the sequence of your Sections
Sasria Group - Link section to appropriate Sasria Group as defined on Short Term Product

View (if applicable)

Risk type

Create Risk Types with full detail i.e., Excess structure, Accessories etc. applicable to this Section:

Fle  Home Tools
Y 5:
O B save  Validate Previous Record m
[25' save and Close
New Clone... Open Related Warkflow View Close
= " 20 Save and New ~ <= Cancel = - < @ Next Record
Records Creation Save
Product Section | Wording = Translation Fle —
m 1] L]
Description:* | Public Liability D H h hg / « 50 C) 1 m
Priority: New Clone... Save Saveand SaveandNew Validate Cancel Open Related Show Workflow | Refresh Convert TestRates = Previous MextRecord Close
i v v Close v Record Instances Risk Type Record
Sasria Group:
Records Creation Save Edit Open Related Record Workflow View Records Navigation Close -
Risk Types:
Product Risk Type | Property Lists | Wording | Rate Maintenance | Translation
~ |Ris} Risk Type:* -
Description: ® Allow Discount  Maximum Discount: 0.00%
Ttem Definition List: - Allow Loading  Maximum Loading: 0.00%
Calculate Sasria - .
Active Mandatory Sasria Mandatory
Auto Complete Description Is Extension Sasria Value: 0
Apply Sasria As: Percentage
Max Occurrences: 0 el d
—1 Sasria Commission %: 0.00%
Priority: 0
Commission: 0.00% -
Supplier: -
1] Class Code:
Default Insured Amount: RO,00 Allow Zero Insured Amount 5 B
Cessionary Details
User: ElsabeV Minimum Insured Amount: RO,00 7 Inflation Escalation Details
8 Maximum Insured Amount: RO,00 Allow Lifespan Option
9 Default Premium: RO,00 2
10 N . N N N
Spedfy Risk Location Allow Multiple Locations Print Location
11
wald Excesses | Accessories | Extensions | Security Lists | Endorsements | Properties | Linked Risk Types -
User: ElsabeV
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Fieldname Description Required
Risk Type Choose from various templates created with more

specific detail relevant to a Risk Type
Description Auto populated from Risk Type description, but can be (]

Item Definition List

Active
Auto Complete Description

Mandatory
Is Extension
Max Occurrences

Priority

Supplier

Default Insured Amount
Minimum Insured Amount
Allow Zero Insured Amount
Maximum Insured Amount
Default Premium

Allow Discount

Allow Loading

Calculate Sasria

Sasria Mandatory
Sasria Value

Apply Sasria as

Sasria Commission %
Commission

Class Code

Cessionary Details
Inflation Escalation Details
Allow Lifespan Options
Specify Risk Location

Allow Multiple location
Print Location

changed manually

Various specification lists have already been set-up for
selection or create a new unique list to choose from.
Must be selected in order to capture details.

As the description of the Risk Type and the description
of the item may differ, the application allows you to
enter a different value in this field. By selecting this
option, the application will default to Risk Type
Description entered.

Select when applicable

Select when applicable

Enter maximum occurrences as per underwriting
criteria

Prioritise the sequence in which the Risk Types will
display

Select supplier where applicable

Enter when applicable

Enter when applicable as per underwriting criteria
Select when insured amount does not apply to this risk
Enter when applicable as per underwriting criteria
Enter when applicable

Select when applicable to enter the Maximum
Discount value percentage

Select when applicable to enter the Maximum Loading
percentage

Select when applicable to activate Sasria fields

Select when applicable

Enter value

Select either percentage or cost

Enter value

Enter commission value as per product specifications
Enter when applicable

Select when applicable

Select when applicable

Select when applicable

Select when you require the risk address to be
selected on this specific risk

Select when applicable

When selected, the risk address will appear on the
policy schedule
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Example of risk template (Motor view):

General Information | Motor | Underwriting Criteria | Excess Information | Accessories | Re-Insurance | Properties | Item History

General Information Reguiar Driver Details
Registered Owner: - Reguiar Driver:

Registered Owner Relationship: | - Regular Driver Relationship:
Legal Entity - Driver License Date [ssued:
Type Of Cover; - Driver License Code:
Vehicle Use:

Overnight Parking:

FleetNumber:

Vehide Details Premium Information
Mead & McGrouther: No Claim Bonus:
Manufactured Year: 02

Make:

Model:

Regstration Number:
Vin Niumber.

Engine Mumber:
Colour:

Mumber Of Seats: 0:

To complete the Risk Type details, you need to capture the complete Risk structure
e Excess structure
e Accessories (when applicable)
e Extensions

e Security List
e Endorsements
e Properties (when applicable)

e Linked Risk Types (when applicable)

Excesses | Accessories | Extensions | Security Lists | Endorsements | Properties | Linked Risk Types
D = [

Desaription |15 Voluntary Exc... |Default Amount | Default Percenta. .| Mandatory Editable Translation 1 Translation 2

To capture this information, select ‘New’ on each tab individually, complete the relevant information which
is self-explanatory

: please note that each view has a Wording and Translation tab where you need to capture the specific wording and translation

) of that wording applicable to that specific view

Product Linked Risk:

The linked risk types are used for those risks where another risk is insured seperately, but is part of the
original risk item. An example of this is a watercraft (motorboat) where the engins are insured seperately,
but are also part of the craft. Each engin is therefore a risk in its own right.

Rate Maintenance
Complete the Rate structure applicable to your Risk Type:

Fle Home  Took

D& B e v B 20 4 x|

New  Clone... Save Saveand SaveandNew  Valdate Cancel Open Related ShowWorkfiow ~Refresh Convert TestRates Previous NextRecord | Close
v v Close v Record ok T Record

Records Creation save Edit Open Related Record Workfiow View Records Navigation | Close
Product Risk Type | Property Lists Wurmngranslanun
Use Rate Calcuiator
Rate style: Range Rate Effective Date: ™
Rate Structures
[E}
Drag a column header here to group by that column

Area alue Limit Rate Type Annual Rate (Vat Indl.) Rate Previey Last Update
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Risk premium will automatically be calculated once the rate structure is active.

You will notice a new icon on the policy view when the rate has been changed — ‘Re-Calculate’ — which will
recalculate all risk premiums to the new rate selected.

Fle Home View Tools

o oD x El B CE R @ O O

AlPolicies - Text to search... Search
Back Forward New Delete  Apply Authorize Change  Reinstate UndoPoicy CancefJReCalcuist= fshow Workflow | Refresh Poicy Automated Showin | Previous NextRecord Save New
~ ~ ~ Formula Chenges Policy Owner  Policy  Changes  Policy Instances Schedule  Process  Report~ | Record Fiter
Views History Navigation Records Creation Edit Record Edit Workflow View Records Navigation Filters Full Text Search

Use the ‘Save’ and ‘New’ options to capture the next Risk Type applicable to your Product and repeat the
same procedure until the Product layout is complete.

Once all Sections and Risk Types have been created, the Fee structure and Claims Estimate types can be
defined and then policies can be captured against this product.

Sechunsw Fees | Sasria Groups | Benifit Codes | Polides | Product Roles | Estimate Types lntes Documents

ul a0 T
Description Priority & |sasria Group Transiation 1 Translation 2

T i - = e e
Caravan / Trailer 7¢C Karavaan / Sleepwa Caravan [Trailer
Death Benefit Plan s Death Benefit Plan Death Benefit Plan
Legal Access s Legal Access Legal Access

Benefit Codes
Each product has a unique benefit code which is used by the Commissions module for processing
commission, e.g., Santam Multiplex etc.

Commission processing will fail if this is not specified.

Product Roles

Each type of policy has its own unique product role(s) to be used when another person or entity has an
interest on the specific policy, e.g., Short term product role may be Co-Insured. Please refer to the TC
Insure-IV Suite User Guide > Contract Roles section.

Estimate Types

Claim Estimate Types are compulsory during the Claims process and won’t be available unless specified on
the product.

Claims Category is set up on the Claim Estimate type screen or the Navigation Panel:

Fle Home  View  Tooks
; B CE R @O0 O
(<] 0 X o El 5 kS A Em
Back Forward New Delete  Ap = = = = - sea = - - =
~ v ~ i - 002 e« - Claim Estimate Type ) o X
Views History Navigation | Records Creation | Edit
[l Fie  Home Tools
Navigation < | Dragacol —
L Fie B Save
 vaiidate Previous Record
> Contact Management Oune o
2§ Save and Close
v ShortTerm T D New Clone. <« Concel OpenRelated Workfiow  View e — Close
- - Y Save and New ~ Re - -
Short Term Folicy ol
Claim Y Records creation Save Edit OpenRelated Record RecordsNavigation | Close A
Short Term Product T e —— )
Area List o -
one ategory:™
"Clim Category b
SHILE Description -
Case o o vl | [
Clim Estimate Category ©one
pv— Huel Non-Prapartional Rensurance Recovery
S JonA Propertional Reinsurance Recovery
— mam || Recoveries
i M + [Saivages
MM Vehide Lookup NTEN
> Creditiife NTSH
> Assurznce noLE
> Investment e | | 4
> Medicalaid » | son|
> Funeral Mon
> Commission NeED
> Financals Prsc
> Administration e | S
Analysis =Y
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All fields captured during product creation will be available on the policy view as drop-down lists or
selections.

You may want to attach the master policy to your documents to be available as reference when capturing a
policy or registering a claim.
Short term Claims

Required drop-down menus for registering a claim must be set up before any claim can be registered

Refer to Claim for Category, Cause of Claim and claim status drop-down menus.

File Home View Tools

© Da X B R

Back Forward Mew  Clore... Delete Open Related Show Workflow = Refresh Automated Show in
i b Record Instances Process  Report ¥

Views History Navigation Records Creation Edit Open Related Record Workflow View
Navigation < | Drag a column header here to group by that column
2 Contact Management Claim Mo Qid a |[Displayname Insurer Claim ... | Contract Mumber |Date

~ Short Term T ofc = e e e =
Short Term Policy

Claim

Short Term Product
Area List

Claim Estimate Category
Premium Status
Recovery

Risk Type

MM Vehide Lookup

W

Assurance

00006 017c7587-acS... ADPONITAXI | Test 15/19679 2018

P TR911/504/001 01e4d550-b7... SAMBANE FAN... COM/AUX/710.. TR911/504 2011

MedicalAid

Funeral

Commission

Finandals

Asset Register 000001 02fad011-923... KHOBOCWANA... | 7433 TR907/489 2013
Administration

Reports

VOWOW W W W W W W

Tools

Create lists for the following items to be selected when a new claim is registered.

e Claim Estimate Category
e Recovery
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Credit Life

Credit Life Product

A product must be set up in the application before any policies can be captured.

Fle  Home View Tools
D& Fa g C 0 O
© o m X = o K Y
Back Forward Mew Clone... Delete Process Open Related Show Workflow Refresh Previous NextRecord Save New
Views History Navigation Records Creation
Navigation | | 2 [enE TEss i
> Contact Management D [ E Eﬂ Eg J - r |_—| ~ o 0 .
> shortTerm . X u Fc;) x
New Clone.. Save Saveand SaveandNew | Delete Validate Cancel Process Open Related Show Workflow ~Refresh  Previous NextRecord Close
v Creditife - v - Debit Record Instances
e Records Creation Save Edit Record Edit Open Related Record Workflow View Records Navigation Close i
Tea CreditLife Product | Translaton
Credit Life Cancellation Reason -
Name: I ]
Credit Loan Period
» Investment Product Provider:* [ -]
> Medicaltid Credit Life Manager Signature: * | -]
> Funeral . .
Commission Percentage:* | 0.00% :| Binder Fee: [ 0.00% 3|
> Commission
3 Finands Max Monthly PDA Payment: | R0,00 | DefaultLoan Period: [ -]
> Administration Product Category: [ - | Extemal Code: [ |
~ Reports Start Date:® [2015/08/20 -| endDate: [ -]
Analysis [[]1s vatable Validate Contract Consultant
B3 Is Active []Enable Collections
> Tools
Benefits | Benifit Codes | Policies | Reports | Notes | ProductRoles | Documents | Q
DfRa-XxXRE OO0 T Q
|pesaiption ~ | Default value
User: ElsabeV'
Detail
Fieldname Description Required
Name Name of the Product you are creating &
Description Simplified description of the Product

Product Provider

Credit Life Manager Signature

Commission percentage
Max monthly PDA Payment
Product Category

Start Date

Is Vatable
Is Active

Binder Fee
Default loan period

External code

End Date
Validate Contract Consultant

Enable Collections

Select the Provider details from your Contact list
Select a default signature to be used with automated
processes

Provide the percentage which will automatically be
calculated when policy is generated

Provide the max value. The application will not allow a
value higher than this specified value to be captured
for this product.

Identifies the product

Enter the date from which this Product is active.
Select if applicable

Only active products will be available on Credit Life
policy for selection. Automatically Active when start
date is entered and no end date is captured. Product
will become in-active once end date is captured
Enter value when applicable

Create a list of default values applicable to this
product

Can be used as an internal reference e.g., Pastel codes
for reporting

Enter date from which this product is in-active
Commission process will validate Consultant on
Contract with Consultant receiving commission.
Select when premium is collected on this product

©

(<] <]
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Translation
Contract and Claim number can be automated using specific criteria and back-end processes on the New
Contract and New Claim Number format fields.

Please contact Teessen Consulting to discuss and implement your specific requirements.

Credit Life Product | Transiation
Translation 1: CreditLife Underwritten by AIG
Translation 2: Credit Life Underwritten by AIG
New Contract Number Farmat:
New Claim Number Format:
Reinstate Email Cancel Email
Client Reinstate Emai: = - Client Cancel Email:*

Creditor Reinstate Email:* - Creditor Cancel Emal: =

Benefits
Capture a list of Benefits applicable to this product. These benefits will auto populate on the policy.

=00 HE+ - Death - Credit Life Benefit

File Home Tools
Saw Delete
D ave X Dele Previous Record m
ES save and Close | o Validate
Mew Open Related Workflow View Next R d Close
B save and New Cancel Record - - L+ L
Records Creation Save Edit Open Related Record Records Navigation Close -
Credit Life Benefit
Description: ® Death Installments Per Claim: o -
v | Default Value Max Cover: RO00 2
Cancel Reason: i Balance To Insured
Cover:® Installment ~ | Claim Formula: -

Apply product specific benefit structure which will be supportive to the claims process and claim estimate
calculations.

Benefit Codes
Each product has a unique benefit code which is used by the Commissions module for processing
commission e.g., Sanlam Credit life etc.

Commission processing will fail if this is not specified.

Reports
Reports can be send automatically using a backend process specifically set up for your business
requirements.

This needs to be set up on Credit Life settings in conjunction with Teessen Consulting.
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File Home View Tools
J of] (55 A\ «
g B0 © & @
EditModel Convert Commission General  Handle Synchronise Help Resources CreditLife Reset View
Product Action ImportFile Logfile ¥ ’SEttlrvgs Settings
Tools
Navigation < Name 4 |Product Provider Binder Fee | Commission ... | Credit Life Manage... | Default Loar
3 Contact Management T e @ creditLife Settings _ o % —
> Short Term b |AIG Credtt 50
« Creditife CreditLife AfricanU| | CreditLife Settings
Credit Life Policy CreditLife fen Product: -| PaymentType: - &
Credit Life Forbes 84
Credtuife nmwance | TS - | Premium Frequency: Single - w
Credit Lifie Cancellation Reason Liberty Credit Lifs Ry - | Second Insured First Name: .
Credit Loan Period YoYo Simple Sure Automation Required
> Assurance
> Investment
> Medicalaid
> Funeral
> Commission
> Finandals
> AssetRegster
> Administration
> Reports Cancel
> Tools

If Automation Required is selected, the compulsory fields on the Translation tab also needs to be
completed.

Link specific reports relevant to this product to be used in automated processes:

Benefits  Benifit Codes  Police: Jotes | Product Roles | Documents | Questionnaires
D x @R o - @
Report 4 | Description Creditor Client Attach To Cont... |Is Active Is Imported Document Type Internal Email
+ [Credt U Cacaiion st Reiacamert oF G e L rawrance = = e i
Credi Uit Gredi Conva Concdlation Report = T Conted et contel concla
Creditife Holard olcy Worcing = v 0 mparied  Greditbie ol Words
Credit Life NCR Form 22 V] v V] Imported Credit Life NCR Form
Credit Life NCR Form 23 v v v/ Imported Credit Life NCR Form
Credit Life Policy Cancellation Notice: v v v/ Cancelled Credit Life Cancelation ... tianvdwest@gmai.com
Credit Life Policy Schedule v V] v ¥ Imported Credit Life Policy Sched.... tianvdwest@gmai.com
Creditiife Record OF Advice 5 5 U mpoed  Recordofsiwe
CrediLife istome Letter 5 5 U mpowd  Crditufe viekoneLs

Creditors are linked to the specific report:

File Home Tools
5 g = B co0oo0mR
O B ES X n 5@ K
New Save Saveand SaveandNew = Delete Validate Cancel Open Related Show Workflow | Refresh | Previous NextRecord — Close
~ Close ~ Record Instances
Records Creation Save Edit Open Related Record Workflow View Records Navigation | Close -~
Report:* Credit Life Cancellation and Replacement of Credit Life insurance -
Desaription:
Apply to process: | Imported ~| [#]1s Active
Document Type:™ | Replacement of Insurance ~| || Attach To Contracts
Internal Emai: E=z
| Creditor
Creditors

F R X [ © EY - @

Name & |Email Campany RIDTrader  |Address NCR Registra... |Active | Hyphen Desc... |Hyphen Creditor ...

»  Bayport Finandl Services info@baypor... ADONISITAX... 12345678 ZONEBNO 3... 54321 v

Bruma Finance info@bruma.... ADONISITAX... 12345679 ZONEBNO 3... 54321 v

CAPITEC BANK LIMITED info@capitec... 50 CENTSTO... -1 P.0. BOX 600... 1234 v

Direct Axis info@directa. 50 CENTSTO... 2003156 17 ZIQHAMO 123456 v

Direct Axis Wesbank Only 5454XXX5334 info@directa. 50 CENTSTO... 01234567 P.O. BOX 600... 1234 v

DIRECT AXIS/WESBANK info@directa. ADONISI TAX... 2003748 ZONEBNO 3 54321 v

Edgars Credit Card (Standard Bank) info@edgars.... 50CENTSTO... -1 P.0. BOX 600... 1234 v

FNB info@fb.co.za 50 CENTSTO... 01234567  P.O.BOX 600.. 1234 v

Jet info@nedbac... ADONISITAX... 2004363 ZONEBNO 3... 54321 v

Nedbank Credit Card info@nedban . 50 CENTSTO... 2004333 P.O. BOX 600... 12345 v

Nedbank Credit Card info@nedban... 22Nd On Nort... 123456789 22 Nort Stree... 1995 v

Product Roles
Each type of policy has its own unique product role(s) to be used when another person or entity has an
interest on the specific policy e.g., Negotiator, Representative etc.

This is particularly important for claims purposes.
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Creditor
Create a list of Creditors to be linked to the policy as well as reports, with their own unique information for
reporting purposes.

B o
X > R =
Dick | ComPuid | ShowiWorkiow | Refet | o

I ==

Edt  Open Related Record Workfow View

Credit Loan Period

HCR Regstration Number

B Cheue,Ove... CP100000000087

Hyphen Crehtor Link:

Credt Lfe Reports

;o MUTUAL FINANCE LD
& B
Nedark Credi . CoOOmO00002251
reak T D
s ey

Create lists for the following items to be selected when capturing or cancelling a policy:

Navigation <
» Contact Management
> Short Term
~ Creditlife
Credit Life Policy
Credit Life Product
: Creditor

Credit Life Cancellation Reason
Credit Loan Period

AssUrance
Investment
Medicalaid

Funeral

>

>

>

>

> Commission
» Finandals
> Administration
> Reports
>

Tools

e Credit life cancellation reason
e Credit loan period
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Assurance

Assurance Product
A product must be set up in the application before any policies can be captured.

Fie  Home View Tools
© " O
D o B o
] . @ ~ Text to search...  Search
Back Forward lew  Clone... Delete Process Open Related Show Workflow =~ Refresh  Previous MextRecord —Save New
> v v Debit Record Instances Record Filter
Views History Navigation | Records Creation Edt  RecordEdit  Open Related Record Workflow View Records Navigation Filters Full Text Search
Navigation < Hame -
T
» Contact Management L
3 Short Term + Disabiity SRR+ I+ TS = N Assurance Product
Discover
P @i Fle Home  Took
v Assurance Enterpris e
Assurance Policy Fixed Ing D B save Ezzz Previous Record m
Future Fi I’ save and Close  Validate
L i TS - New Clone... Process Open Related Workflow | View T Close
SN R Life Covel - B Save and New ~ 4= Cancel Debit Record < v
Cover Type Life Cov&l  pecords Creation Save Edit RecordEdit | Open Related Record Records Navigation Close &
> Investment Lifee Plan
> Medicaltid Lump suq | GEneral | Translation
> Funeral Comprehel Name:*®
Commission
> Critical Tin Description:
> Finandals bty § | -
ssurance Type:
> AssetRegister Fr— =
Product Provider:=
> Administration Hollard CH
> Reports Hollard Liff | Product Categary:*
> Tools
Hollard Liff | External Code: Is Active Is Vatable
Lberty Ul | oot poe.s 2019/07/23 | validate Contract Consultant Enable Collections
Momentui
End Date:
Momentui
Sanlam Li
Temporar| | BEnefits | Benifit Codes | Polices | Product Roles | Notes | Documents | Questionnaires
Whole ifd | 1 EY - 3
Hame + |Required | Stand Alone | Cover Type Friority
0 0
User: ElsabeV/
Name Name of the Product you are creating &

Description

Simplified description of the Product

Assurance Type
Product Provider
Product Category
External Code

Specify the type of assurance product

Select the Provider details from your Contact list
Identifies the product

Can be used as an internal reference e.g., Pastel codes

Start Date
End Date
Is Active

Is Vatable

Validate Contract Consultant

Enable Collections

for reporting

Enter date from when this Product is active

Enter date from when this Product is in-active

Only active products will be available on Assurance
Policy for selection. Automatically Active once start
date is entered and no end date is captured. Product
will become in-active once end date is captured.
Select when applicable

Commission process will validate Consultant on
Contract with Consultant receiving commission.
Select when premium is collected on this product

e 6060

Translation

Contract and Claim number can be automated using specific criteria and back-end processes on the New

Contract and New Claim Number format fields.
Please contact Teessen Consulting to discuss and implement your specific requirements.
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1000 B « - Disability and Impairment-Hollard - Assurance Product

File Home Tools

Save Delete
: | X
¥ save and Close | o Validate

F. - Process Open Related Workflow View o Close
S Save and New Cancel Debit Record > >
Records... Save Edit Record Edit Open Related Record R.. Close -

General | Translation

Translation 1: Disability and Impairment Hellard
Translation 2: Dizability and Impairment Hollard
Mew Contract Mumber Format:

Mew Claim Number Format:

Benefits
Capture a list of benefits unique to this product which will be auto populated on the policy once created.

Specify cover type per benefit to allow reporting on grouped information per Benefit type.

Fie  Home Tools

D F. Eﬂ Eg x / Fie  Home Tooks

New Clne..  Save Saveand SaveandNew Delete Vaidate Cancel | Process | = X ekt |y = & m
v v Close v Debit § Save and Close: « Validate u
Records Creation Save Edit Record Edit e 0 5 .z Open Related B Ve Cese
[26) Save and New Cancel
General | Trangiation Records Creation Save Edit Gpen Related Record R Close
Name:™ Momentum Life Detail | Account | Commission
Desarption: Owner:* [WermaskEsabe B T x - | Poicy Values R1500000,00 -
Assurance Type:* Ufe Insurance Product:* Momentum Life Premium: R854,25
Product Provider: * Momentum Life Product Provider: Momentum Life Contribution Frequency: | Monthly
Product Category:* Long Term Insurance Contract Number:* Ma5412 Annua Escalation: 0.00% -
External Code: Reference Number: Intermediary: WSB Independent Eroker Group (Pty) Lid_~
Start Date:™ 20010821 Source: -| consutant:
End Date: Inception Date: 2013/06/01 - | Maturity Age: 54
Maturity Date: 2024/06/01 -| cancelDate:=

Anniversary Date 2021/05/01 -] Cancel Resson:=
enifit Codes | Polices | Product Roles | Notes | Documents | Questionnares - i .
O m - | X B oo B =
Benefits | Jbsks | Contract Roles | Coniract Links | Notes | Documents | Questionnaires | Propertysheets | Histor
Name Cover Type eexul] & paty D Priority
e

» [Death Death X &8 E-'“’ o £}

p— R Benefit Type Cover Type Amount premium Comment
Critea flnes Income Replacement » DreadDisease Dread Disease R750000,00 R0,00
Critical Tines Income Replacement R750 000,00 RO,00
Death Death R1 500 000,00 RO,00|Benefidary listed - Eina Nel

Benefit Codes
Each product has a unique benefit code which is used by the Commissions module for processing
commission, e.g., Discovery Life, etc.

Commission processing will fail if this is not specified.

Product Roles
Each type of policy has its own unique product role(s) to be used when another person or entity has an
interest on the specific policy, e.g., Keyman, Co-Insured etc.

This is particularly important for claims purposes.

Assurance Type
Create a list of assurance types which can be selected when creating a new assurance product.
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Investment

Investment Product

A product must have been set up in the application before any policies can be captured.

Investment Product - Insure-1V

d workflow
B Save and Ne: &~ Cancel v Is Active
3 e
b General | Translation a
]
Name:™ ol
Desaription: :
Inacimart Ty - —
Product Provider:* v .
Brand: - -
Lo Product Category:* v '
’ Extemal Code: ]
> Commission -
> Financials Start Date:* 2023/05/05 v EndDate: e ’
7 psthemns (89 vaidate Contract Consultant (]
»  Admrsstration
s Vatable Enable Collections: ]
> Reports
> Tools -
Investments | Benifit Codes | Funds | ProductRoles | Notes | Documents | Questionnares ¥ (]
o & ot TI®-. B =]
Owmer Investment Number Incepton Maturi Anniversar Maturity D. InvestmentVal.. = Contri Contribution Frequency Status Consultant -
= — - - - - - - _ - - ]
| User: Elsabe¥ m
Fieldname Description Required
Name Name of the Product you are creating (]
Description Simplified description of the Product

Investment Type
Product Provider
Brand

Product Category
External Code

Start Date

End Date
Is Active

Is Vatable
Validate Contract Consultant

Enable collections

Specify the type of investment product

Select the Provider details from your Contact list
Select the relevant Investment Brand listed on the
Product Provider

Identifies the product

Can be used as an internal reference e.g., Pastel codes
for reporting

Enter date from when this Product is active

Enter date from when this Product is in-active

Only active products will be available on Investment
Policy for selection. Product is automatically Active
when start date is entered and no end date is
captured. Product will become in-active once end date
is captured.

Select when applicable

Commission process will validate Consultant on
Contract with Consultant receiving commission.
Select when premium is collected on this Product

©
©
©
©

Benefit Codes

Each product has a unique benefit code which is used by the Commissions module for processing

commission, e.g., AIMS etc.

Commission processing will fail if this is not specified.
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Funds
Link all Funds related to this Product to build the client’s portfolio.

Product Roles
Each type of policy has its own unique product role(s) to be used when another person or entity has an
interest on the specific policy e.g., Insured life etc.

Investment Type
Create a list of investment types which can be selected when creating a new Investment product.

Fund
Create a list of Funds with fund codes which can be linked to various Investment Products.

Investment Brand
Create various Brand’s per Product Provider which van be linked to a specific Investment Product
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Medical Aid Product
A product must be set up in the application before any policies can be captured.
Fle ~ Home View Tools
n B Z 0 O
0O Dfa X Ca o R M
Back Forward New Clone... Delete Process Open Related Show Workflow = Refresh  Previous NextRecord —Save New
< o < < Debit Record Instances Record Filter
Views History Navigation ’{ecords Creation Edit Record Edit Open Related Record Waorkflow View Records Mavigation Filters Full Text Search
Navigation ¢ [ame
T o
» Contact Management
» ShortTerm + [Bon IOl - -
> Creditlife fen
3 Assurance cay Fle  Home Tools
3 Investment Clag I Save X Delete
o - 0
v Medicalaid Clag [ Save and Close ' Validate r.
NedclAd ok i I e Ef Save andNew ~ | s Cancel PE)D;E:S Opilas:rl;‘eci eréﬁuw V‘Ew o s
T Disc Records Save Edit Record Edit Open Related Record R Close -
> Funeral Extg H‘Translahnn
» Commission Incq
> Financials Ma: Hame:= | |
> Administration My | Product Provider:> [ -
> Reports Med | Description: | |
> Tools Loyalty Program: | -|
External Code: | |
Product Category:™ [ -
Start Date:™ [2019/08/21 ~| EndDate: [ -
[]1s vatable Validate Contract Consultant
Is Active []Enable Collections
Medical Aid Policies | Benifit Codes | ProductRoles | Documents | MNotes | Questionnaires
D & Xt G EOOT R
‘0',\'ner |Cnmract N |Incepﬁnn |Lny'alty Pro |Late Joinin ‘mealty Nu. ‘Emplﬂyer Loyalty Pro |HasG |Status Consultant
T = o = oe = Wl - - m | = -
User: ElsabeV
Fieldname Description Required
Name Name of the Product you are creating &
Product Provider Select the Provider details from your Contact list ()
Description Simplified description of the Product

Loyalty Program
External Code

Select the loyalty program relevant to this product
Can be used as an internal reference, e.g., Pastel codes
for reporting

Product Category Identifies the product category &
Start Date Enter date from when this Product is active &
End Date Enter date from when this Product is in-active
Is Vatable Select if applicable
Is Active Only active products will be available on Medical Aid

Policy for selection. Automatically Active when start

date is entered and no end date is captured. Product

will become in-active once end date is captured
Validate Contract Consultant Commission process will validate Consultant on

Enable collections

Contract with Consultant on which commission is
received
Select when premium is collected on this Product

Loyalty Program

Set up a list of Loyalty Programs which needs to be linked to the Medical Aid Product.
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Medical Aid Policy
Medical Aid Product

Commission

Finandials

Administration

Reports

Vv v v v

Tooks

Fie Home View Tools

Back Forward New  Clane...
Views History Navigation | Records Creaion | Edit,
Navigation < Name

Y e

> Contact Management. o
> ShortTern Bon Classic
> Creditife Bon Save- Boritas
3 Assurance Classic Core- Discover
> Investment + Classic Delta Compreh
v Medialaid Classic Pricrity- Discay

Coastal Saver- Discov
Custom Option-Momel
Discovery Key Care Pl
Extender Option- Mor
Incentive -Momentum,
Maxima Core- FedHea|
Maxima Stanard- Fed|
Medical Aid Plus

Fle  Home Tools
Save Dekete
Bl v
2§ save and Close  Validate
[ Process
S Save and New v Cancel Debit
Records Save Edit Record Edit

Detail | Translation
MName:*
Product Provider: =

Description:

Classic Delts Comprehensive- Discovery
Discovery Health

Classic Delta Comprehensive- Discovery

Discoverty Vitality 1

l Loyalty Program:
External Code:
Product Category: =

Start Date: ™

—
2687623

Health Services Benefits
2015/05/09

/]1s vatable

Is Active

o}

Open Rela]
Record

OpenRelated

|

~| EndDal

Medical Aid Policies | Benifit Codes | Product Roles | Documents | Notes | Questionnai

0D PR Xtz R E|
Owner [Contract N...[inception .. |Loyalty Pro... |Late Joinin.
T = i

User: ElsabeV

Loyalty nu
o

fovider

Loyalty Program

External Code:
o

Is Active

Fie Home Tools
Saw Delete
o omy Ees e o) —
12§ Save and Close:  Validate
New Clone... Open Related workflow | view NextRecord Close
v ¥ [E6) save and ew ~ Cancel Record v v
1 Records creation Save Edit Cpen Related Record Records Navigation | Close 2
1
Provider:* Discovery. £
1
Program Name: | Discoverty Vitality
1
Loyalty Program Statuses
D&~ X B o [@
Description A [Sort Order
» Blue 1
Bronse 2
Gold 4
Silver 3

Loyalty Program will auto populate on Policy when specified on Product.

Benefit Codes
Each product has a unique benefit code which is used by the Commissions module for processing
commission, e.g., Medihelp etc.

Commission processing will fail if this is not specified.

Product Roles
Each type of policy has its own unique product role(s) to be used when another person or entity has an
interest on the specific policy, e.g., Dependent etc.

79| Page



Teessen Consulting
TC Desktop Application - Administrator Guide

Funeral

Group Scheme
Policies for both Group Scheme and Individual Funeral plans can be administered within the Funeral
Module.

Each Group Scheme will consist of various Funeral plans; each with their own unique criteria.

Create new Group Scheme
Select Group Scheme from the Navigation Pane:

Fle  Home View Tools

() D& X = B C o

Text to search Search
Back Forward New  Clone... Delete Process Open Related Show Workflow ~ Refresh = Previous NextRecord = Save New
~ - - - Debit Record Instances Record Filter
Views History Navigation ords Creaton | Edit | RecordEdt | Open Related Record Workfiow Vew | RecordsMavigaton | Fiters Full Text Search &
NaVigﬁtiOn < Name 4. | Product Provider Administrator Max Cover Limit Is Active
T - - = [
> Contact Management 0
P — » | group scheme a Bokers Insurance Birokers - Group 1-2-3 Marketing Corporation cc R40000,00 v
> creditife Group scheme € Mutual & Federal Insuranc Mutual & Federal Insuranc R100 000,00 7
3 Assurance Holard Group Stheme Holard Holard RS0 000,00 7
> Investment Liberty Camprehensive Lberty MSB Independent Broker Group (Pty) Ltd RS0 000,00 v
> Medicaldid Regent Funeral Scheme Regent MSB Independent Broker Group (Pty) Ltd RS50000,00 v
« Funeral TC Comprehensive Cover Liberty Liberty R50000,00 %

Group Scheme

Unera Pan
Funeral Benefit Type
Member Type

Funeral Group Policy

Funeral Policy

00T H K« -

File Home Tools

D B e v -« ) X

New Clone... Sawe Saveand SaveandMew Delete Validate Cancel Process Open Related Show Workflow | Refresh | Previous MextRecord Close
= Close = Debit Record Instances Record
Records Creation Save Edit Record Edit Open Related Record Worlflow Wiew Records Navigation Close -~

Detail | Translation

Name:* Description:
Product Provider: ™ ~ | Administrator:®
Product Category:® = | External Code:
Start Date: ™ 2019/08/01 = | Max Cover Limit:* R0,00 2
End Date: -
Is Active

Policdes |Plans  Motes Documents = Questionnaires

(] | P Al ClientPortal = Show in Report Al Items - Bl - @
Owner 4 |Legal Reference Contract Mumber Contribution Frequency Inception Date Status Consultant
T = o W0 = = - -

User; ElsabeV

Fieldname Description Required
Name Create a unique name for this Group Scheme &
Product Provider Select Product Provider from database (]
Product Category Select Funeral Category &
Start Date Enter Date from when this Group Scheme is active &
End Date Enter Date from when this Group Scheme is in-active

Is Active Only active products will be available on Funeral policy

for selection. Product is automatically Active when
start date is entered and no end date is captured.
Product will become in-active once end date is

captured.
Description Add description for this Group Scheme
Administrator Select Administrator from database (]
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External Code Capture external code if applicable
Max Cover Limit Enter overall max cover limit (]
Translation

Both Contract and Claim number can be automated using specific criteria and back-end processes on the
New Claim Number format field.

Please contact Teessen Consulting to discuss and implement your specific requirements.

OO0 HEe« - Applicant Only R 15 000 - Funeral Plan

File Home Tools

Saw Delet
0 e SEtE - 3 Refresh m
S save and Close | o validate

m . Process Open Related Warkflow links Close

u ES save and New Cancel Debit Record e @ L o
Records... Save Edit Record Edit Open Related Record WVigw R.. Close -

Detail Wording | Translation

Translation 1: Applicant Only
Translation 2: Applicant Only
New Contract Mumber Format:

Mew Claim Number Format:

Funeral Plans

Funeral Plan can be seen as the mandate from the Product Provider (Insurer) on the agreed Group Scheme
which determines the Benefit Type, the members to be insured on the specific Type of cover and also the
benefit structure of the Type of Cover.

Example:

Benefit Type - Family Cover

Members (dependents) to be insured on Family Cover — Spouse & Child
Benefit structure of Family Cover i.e., 1 + 5 Ages 6 -21 R10 000 cover

Funeral Plans can be set up directly from the Group Scheme or separately when not part of a Group
Scheme
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O

Back Forward New

Views History Navigation | Recort

Navigation
> Contact Management

Short Term

Creditiife

Assurance
Investment
Medicalaid

Funeral

< v v v v v

Group Scheme
Uneral Genent T ype
Member Type
Funeral Group Policy
Funeral Policy
Commission
Financials
Administration
Reports

Tools

Vv v v v

0O

Tools
" X o B C 0 O
[ | | FoS /
Clone... Delete Process Open Relatzd Show Workflow  Refresh | Previous NextRecord
N Debit Record Instances
ds Creation Edit Record Fd Op

00CHE K+«

MName

o0

<

Y

Save New
Filter

Text to search. Search

Fie  Home Tools
group schy —_—
Delete
Group schf D F. E Eﬂ EE' X Dele r- © Frevious Record
Hollard G o vaidate
New Clone... | Save Saveand SaveandNew Process Open Related Workflon | View @) NextRecord Close
b |Liberty C ¥ 4 Close v 4= Cancel Debit Record v v
Regent F{ Records Creation Save Edit RecordEdit  Open Related Record Records Navigaton  Close
TC Compr
Detal | Translation
Name:= uiberty Comprenensive | pescription: [ |
Product Provider:® [Liberty - | Administrator:* M58 Independent roker Group (Pty) Ltd -
Product Category:* [Funeral Cover -| ExtemalCode: | |
Start Date:® [2001/01/01 - | Max Cover Limit:= | R50000,00 |
End Date: [ -
Is Active
Puhuel Plans mtes Documents = Questionnaires
0O s~ RIX|oBROO T Q
[Name 4 |underwriter | Max Cover .| Max Depen... |Enable Col... |Vaiid Benifits [Princple e...|Prindple Me...[IsActve |LastUpdated | Updated By
T ol = = = [w] (=] = = [w] = -3
b Extended Fa.. MSB Independent . RS0 000,00 9 65 0 2018/08/08 Elsabev
User: ElsabeV

Funeral Plan

["] compliance Change Tracking

Benefits | Polices = Benifit Codes  ProductRoles Motes Documents  Questionnaires = Propertysheets

File Home Tools
D& BHE B Xv/e G B C 00
Mew  Clone... Save Saveand SaveandMew  Delete Validate Cancel Process Open Related Show Workflow | Refresh | Previous MextRecord Close

& w Close e Dehit Record Instances Record

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

Detail | Wording
Mame:™* | | Description: | |
Product Provider: = | - | Underwriter:* | - |
Product Category: | - | Group Scheme: |L\berty' Comprehensive - |
Principle Member Min Age:® | (1 - | External Code: | |
Waiting Period: | o | Principle Member Max Age:* | o |
Start Date:™ [2019/08/21 - | Max cover Amount:* [ RO,00 3|
End Date: | - | Max Dependants: | o |

Is Active | |Enable Collections
[]1s vatable Validate Contract Consultant

O

X |G

BlOoOo T @

‘Beneﬁt - |M\nimum Age |Apply Min Age As |Maximum Age | Apply Max Age As |Max Co.. |Under.. ‘Adminis... ‘ Commis. .|Commis. .|Tota\ P. |Apphed... |Max De.. |Defau|t |Active
User: ElsabeV
Fieldname Description Required
Name Select a unique name for this Plan (]

Product Provider
Product Category

Principle Member Min Age
Waiting Period

Start Date

End Date

Is Active

Default to Product Provider specified on Group
Scheme but can be edited if not the same

Default to Product Category selected on Group
Scheme

Enter minimum age

Waiting period applicable to this Plan

Enter Date from when this Group Scheme is active
Enter Date from when this Group Scheme is in-active
Only active plans will be available on Funeral policy for
selection. Plan is automatically Active when start date

©
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Is Vatable
Compliance change tracking

Description
Underwriter
Group Scheme

External Code

Principle Member Max Age
Max Cover amount

Max Dependants

Enable Collection

Validate Contract Consultant
Wording

is entered and no end date is captured. Plan will
become in-active once end date is captured.
Select if VAT applies to this product

The application will prompt you to either create or
select a task with the instruction for change

Enter a more explanatory description

Select Underwriter from database

Default to Group Scheme from which plan is created.
Not available when Plan type is Individual

Unique external code when applicable

Enter maximum age

Maximum cover amount for this Plan

Maximum dependants applicable to this Plan
Collection premium on behalf of Insurer

Select this option if validation is required

Enter policy wording

(<)<

Benefits

Each Funeral Plan has its own unique benefit structure.
Family Cover, for example, may have a different structure per Group Scheme and even on Individual cover.
Each Funeral plan should have at least 1 benefit structure linked to a Funeral Benefit Type i.e.

1+5Ages 6-21 R10 000 cover
1+5Ages 22 —-45 R20 000 cover

Exception rules regarding Students and/or Handicapped dependants must be specified on benefit:

IO CH K« -

Funeral Plan

Fie  Home Tools

D% BB B X/w B! B
= | @

New Clone... Save Saveand SaveandNew = Delete Validate Cancel Process Open Related Show Workflow | Refresh | Previous NextRecord Close

4 4 Close & Debit Record Instances Record

Records Creation Save Edit Record Edit Open Related Record Workflow Wiew Records Mavigation Close -
Detail | wording

Name:* [x] Description:

Product Provider: = ~ | Underwriter:®

Product Category:® ~| Group Scheme: Liberty Comprehensive

Principle Member Min Age:® 0 .| External Code:

Waiting Period: 0 7| Principle Member Max Age:™ 0

Start Date:® 2019/06/21 ~| Max Cover Amount:* RD,00 %

End Date: = | Max Dependants:

Is Active Enable Collections
Is Vatable | validate Contract Consultant

Compliance Change Tracking

icies | Benifit Codes | ProductRoles  Notes Documents = Questionnaires = Propertysheets
- E

Apply Min Age As

Benefit & |Minimum Age Maximum Age Apply Max Age As Max Co... [Underwr...| Administ... | Commiss...| Commiss...| Total Pr... |Applied ... |[Max De... |Default Active
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Funeral Benefit

Fie Home Took

" EHE HE Xv/e 5 B C0O0R
D's B BE B X " s | r X
Mew  Clone... Save Saveand Saveand New  Delete Validate Cancel Open Related Show Workflow =~ Refresh | Previous MextRecord Close

o S Close S Record Instances Record

Records Creation Save Edit Open Related Record Workflow View Records Navigation Close “
Funeral Benifit | Exceptions

Benefit:*

Funeral Benefit Type:

Max Dependants:

Apply Min Age As: Years

Minimum Age:

Apply Max Age As: Years

Priority:

Max Cowver Amount:

Underwriting Premium:

RO,00

\
\
\
\
Maximum Age: ‘
\
\
\
Administrator Premium: ‘

RO,00 -

RO,00

Total Premium:

RO,00

Apply Commission As: ‘Cost

Commission Percentage:

0.00%

Commission Cost: ‘

Ro,00 :|

D Active |:| Default |:| Applied Per Dependant
Fieldname Description Required
Benefit Create a unique name for this benefit (]

Funeral Benefit Type

Max Dependants
Apply Min Age As
Minimum Age
Apply Max Age As
Maximum Age
Priority

Max Cover Amount

Underwriting Premium
Administrator Premium
Total Premium

Apply Commission As
Commission Percentage
Commission Cost
Active

Default
Applied per dependant

Benefit type is linked to Member types which are

©

relevant to this specific Funeral plan

Enter maximum dependants allowed on this benefit
Minimum age can be shown as months or years
Minimum age of person to be covered

Maximum age can be shown as months or years
Maximum age of person to be covered

Select a priority for this benefit

Maximum cover amount any person can be covered
for (if applicable)
Underwriting Premium for this benefit (if applicable)
Administrator Premium for this benefit (if applicable)
Total premium on which commission will be calculated
if commission is specified as percentage

Select either cost or percentage

Enter percentage applicable

Enter commission value
Select ‘Active’ for this benefit to be available for user

selection

Select if applicable
Select if benefit is applicable per beneficiary.
Underwriting- and Administrator premiums should be
entered if cost is applicable per dependant
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Exceptions
Exceptions will apply on age of Dependant if dependant is older than 21, but still a Student or a
Handicapped person.

This rule will allow you to capture this Dependant if the exception is selected and the required supporting
documents attached.

More Exceptions can be added if required.

Extended Family 1 - 5 - Funeral Benefit

File Home Tools

D% B BEf X v S O H
| Fo) L 97
Mew Clone... Save Saveand SaveandNew Delete Validate Cancel Open Related Show Workflow = Refresh = Previous NextRecord Close
< < Close = Record Instances Record
Records Creation Save Edit Open Related Record Workflow View Records Navigation Close -
Funeral Benifit|
& B
‘Escuphun 4 |Proof Required
Funeral Exception = [m] *
Description -
» Disabled

Student

New Clone... |~ Cancel

Member Type
Member types can be set up on the Benefit screen or via the Navigation panel.

Each Funeral Benefit type has its own list of members. Only these members specified will be available for
selection when this benefit is selected on a Funeral Policy.
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File Home View Tools
o D % B X B & O
. @ o Text to search... Search
Back Forward Mew  Clone... Save Saveand Delete Cancel = Show Workflow | Refresh | Previous MextRecord = Save New
s s e e Close Instances Record Filter
Views History Navigation Records Creation Save Edit Worldflow View Records Navigation Filters Full Text Search
Navigation < =
Wl
» Contact Management
Aunt
> Short Term 0
Brother
> Credtiife
Brother-n-aw
2 Assurance
Child
> Investment
Cousi
> Medicaltid e
Father
v Funeral
Father-n-dLaw
Group Scheme
Grandchild
Funeral Plan
Grandfather
Funeral Benefit Type
Grandmother
Member Type
Life partner
UNEral Group Policy
) Main Member
Funeral Policy
. Maother
» Commission
. Mother-indaw
» Finandials
) . Mephew
> Administration
Miece
» Reports
Sister
> Tools
Spouse
Unde
Benefit Codes

Each product has a unique benefit code which is used by the Commissions module for processing

commission, e.g., Funeral etc.

Commission processing will fail if this is not specified.

Product Roles

Product Role refers to the role of a person, other than the Principal Owner, on this specific policy.

Make sure that Beneficiary and Dependant is selected as a required role if applicable.

86|Page




Teessen Consulting
TC Desktop Application - Administrator Guide

Commission

Configuration
In this section we will discuss the configuration requirements that supports the commission process.

Commission Product
This represents each of the products that you will be receiving commission on.

You may choose to pre-populate a list of Products by using the Commission Product function from the
Navigation pane.

' 0 0 8 = | E? - - Commission Product
File Home Tools

O~ B save & Validate m

S save and Close

Cancel Process Open Related Workflow View Close
B4 Save and New “*\ Cance Debit Record e ¥
Records ... Save Edit Record Edit Open Related Record R... Close -
Detail | Translation
Product Provider:* [x] -
Mame:™
Product Category:* -
External Code: Is Active
Start Date:® 2019/07/23 - Is Vatable

End Date: +|Validate Contract Consultant

Benifit Codes | Contracts  Product Roles | Motes | Documents | Questionnaires

D - @
Benefit Code -
T ol
Click here to add a new row
Fieldname Description Required
Product Provider The company providing this product. Must be specified &

in Contact Manager as a company record with the
contact type of Supplier.
Name Unique friendly name for this product. @
Product Category Use this for segmentation of your products into (]
various market segments or compliance business
classes. (Life, Medical, Short Term, etc.)

External Code General ledger code which becomes applicable with
Pastel Integration.
Start Date Enter date from which this Product should be active &
End Date Enter date from which this Product should be in-active
Is Active Indicates if Product is active or in-active as determined
by Start and End dates
Is Vatable Determine if VAT applies for this product. If a

commission statement is captured and not imported,
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then this property will control the capturing of VAT on
the individual transactions.

Validate Contract Consultant Validates if Broker on transaction and Consultant
specified on Contract is the same

or choose to select the Auto Create Products during the commission import process:

[# Commission Statement Detail Process = [} X

Commission Contract

Default Owner:

MNew Contract Status:™

Use Template Use Default %% When Template Mot Found

Commission Product

Auto Create Product

Default Commission Product Catogory:*

Commission Transaction

+ | Auto Create Transaction Type
Merge Similar Transactions

Update Contract Contribution

The product can be created automatically using the import process and need to be checked for correctness
when created for the first time.

Your choice will be determined by how you want to structure reporting.

The product data is critical for the link between the commission statement file received from the product
provider and the application.

‘Validate Contract on Consultant’ will determine if the warning “The Broker is not the same as the
Consultant on the contract” is relevant or not. Please refer to Clear Warning

Typically, in short term the Product provider will issue a Brokerhouse code on which all commission is
released instead of individual Broker codes. In this instance, you may choose to ignore the Warning by
default.

Benefit Code
Each product has a unique benefit code which is used for processing commission, e.g., Santam Multiplex
etc.

Commission processing will fail if this is not specified.

Product Roles
Each type of policy has its own unique product role(s) to be used when another person or entity has an
interest on the specific policy e.g., Negotiator, Representative etc.

88|Page



Teessen Consulting

TC Desktop Application - Administrator Guide

Commission Product Category
Use these user defined Product Categories to group products into various market segments and/or

Compliance Business Classes e.g., Life, Short term etc. Using categories will improve your reporting.

These Categories are a direct link to the Recipient Competence Register and Broker Contract.

Product Code

Product Providers may name their Products similar referring to the same type of product. It is now possible
to group these Products by capturing the different product codes against a Product Group instead of each
Product individually e.g., Retirement Annuity vs Real Time Retirement Annuity and Investor Retirement

Annuity etc.

Each product has a unique benefit code which is used by the Commissions module for processing
commission, e.g., Santam Multiplex etc.

Commission processing will fail if this is not specified.

Fle  Home View Tools
Back  Forward New

Views History Navigation | Records Creation

Navigation
> Contact Management
> shortTerm
> Creditiife
> Assurance
> Investment
> MedicalAid
> Funeral
v Commission
Commission Dashboard
Recipient
Redpient Statement
Template
Commission Contract
Commission Statement
Bank Statement Transaction
Statement Payment Batch
Batch
v Configuration
Commission Product
Commission Product Catogory
Product Code
Transaction Type
Transaction Category
Renumeration Mode!
Formula
Commission Payment Type
Performance Development

Type Of Training

X

Delete

Edit

e ]
LS4

Ca &

Open Related

Open Related Record Workflow View

< | Drag a column header here to group by that column

Product
¥ =
Life Cover Provider- Momentum
} | Comprehensive Disability- Myriad
Custom Option- Momentum
Extender Option-Momentum
Flexible Investment Option
Growth Optimiser-Momentum
Incentive -Momentum
Investo Endownmnet

Investo Retirement Provider

Momentum Life Momentum
Momentum Personal Momentum Personal
Odyscey Retrement Annuity Plan RetrementAnnuity

Retirement Annuity
Retirement Annity

Retirement Annuity

0

Recor Filter
Records Navigation Filters
4 |Benefit Code
allc

Life cover provider
Comprehensive Disability
Custom Option

Extender Option

Flexble Investment
Growth Optimiser
Incentive

Endownment

Retirement Provider

Retirement Annuity

Real Saver Retrement Annuity

Investo Retirement Annuity

Show Werkfion | Refresh | Previous NextRecord — Save Nei

Whole Life - Myraid

Whole Life

Fle  Home Tools
o e Delete m
¥ save and Close ' validate
e rocess Open Related Wiorkflow | View Close
BT save and New v Cancel Debit Record o =
Records Save Edit RecordEdit | Open Related Record R Cose |~

General | Translation

Mame:* Retirement Annuity
Description: Retirement Annuity
Investment Type:= Annuities

Product Provider:* Momentum

Product Category:=

External Code:
Start Date:™

Is Active

| Is Vatable

investments fBeniit Codes [product Roles | Notes | Documents
o x £ o E - @

Benefit Code

¥ o

b Investo Retirement Annuity

Securities & Investments

003264

2010/05/16

Real Saver Retirement Annuity

Retirement Annuity

User: ElsabeV

- | EndDate:
| validate Contract Consultant

Enable Collections

Questionnaires

Click here to add a new row

Transaction type
Transaction type plays an important role in the setup of a commission splitting rule.

It can be manually set up or auto created during the import process.

One Product Provider may define a transaction type differently than another product provider, although it

might mean the same e.g., New Business vs Initial — New Business.

The Transaction Type- and Transaction Category sections will assist in cleaning this data to simplify

reporting:
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Transaction Type

File Home Tools
D E Eﬂ Eg 53 B r © Previous Record
« Validate |
Mew Save Saveand Save and MNew Open Related Workflow View Cloze
v Close v 4= Cancel Recard v - LS
Records Creation Save Edit Open Related Record Records MNavigation Cloze -
Transaction Type
Description: * || | Income,Expense: |Inc0me - |
Shart Description: | | External Code: | |
System Type: Mo Category:® | - |
D Auto Approve Default Unit Cost: RO,00
User: ElsabeV
Fieldname Description Required
Description Provide a user-friendly name for the transaction. It will (]

Short Description

System Type
Auto Approve

Income/Expense

External Code

Category

Default Unit Cost

be used in display and reporting.

This provides the link to the transaction type as referred
to by the product provider and you should take care
before changing this property as it will influence the
import process. As with product, transaction types can
also be generated automatically using the commission
import process.

System use only

If selected, any new transaction created with this type
will be approved automatically. The only exception is
expenses that can only be approved from the expense
batch.

Income transaction types are used for transactions
created for the commission statement. Expense
transaction types will be those transactions that you
specify as running expenses for the recipient. Fees or
services provided will be defined as expenses and
deducted from the recipient account.

You can also link a transaction to an external application
by using this property.

Categories provide a better way to group the same type
of transactions together. Splitting rules can be specified
per category. If you want to split ‘Initial’ commission
differently than e.g., ‘on-going’ commission, use
transaction category to perform this.

Only expenses allow a default cost. This will be based on
the expense definition created for the recipient.

©
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Performance Development
Set up a list of performance rating classifications according to your Business Requirements that can be
selected on Recipient record.

Type of Training
Capture a list of Training types that will be available for selection during capturing of Competence Register.

- Home View Tools

(€] [l X & ) 4

Text to search... Search
Back Forward New Delete | Refresh | Previous MextRecord =~ Sawve New
i = 4 Record Filter
Views History Navigation Records Creation Edit View Records Navigation Filters Full Text Search
. . Description
T X
Navigation k3 -

. » | Certificate of Proficiency (COP)
Commission

@ Commission Contract -
Commission Statement
@j Bank Statement Transaction
l:-& Statement Payment Batch
G Batch
v k=] Configuration
@ Commission Product
@ Commission Product Catogory
@ Product Code
E‘j’ Transaction Type
@ Transaction Category
8] Renumeration Model
%l Formula

d, Commission Payment Type
L7 Performance Development
[F IMpOrt ProCess .

Commission Payment Type
Payment type determines the format in which the payment file is generated during the month-end
process.

Please contact Teessen Consulting with your specific requirements.

Merge duplicate Contracts

Duplicate contracts can be merged provided that the Owner and Product Provider of both records are the
same.

Fields that will be merged:

e  Statement Details
e Market Values

e  Tasks

e Notes

° Documents

e  Questionnaires

e  Property Sheets
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Select the Source contract (duplicate record no longer required) from the Commission Contract list view:

Fe tome  View] 1005
- . g Ies Ry C; «
w A % [ EY ot L & O
Edit Model Convert Commissiofl Merge Commission Add to Allocate  General Re-allocate Change Handle Synchronise Help Resources Update Account ResetView
Contract ¥ Contract. iribution List Template ImportFile Consultant Status Logfie v From Simplicity  Settings
Tools.
Navigation < Drag s cokemn header here to group by that column
> Contact Management Owner Contract Number & | Commission Product | Product Provider Inception Date Market Value  |Status | consultant Last StatementDate | Use Template | Template:
D ETEER T e ol ol ol - o o = 3
> Creditife Padayachee TM (TM) | 236538854712 Discovery Life Discovery Life 2018/03/12 RD,00 Active AdemMark (M.C)  2018/05/08 7 Mark Adam Generic
e el David (D A) 2415540 Coastal Saver-Discov. . Discovery Health 2015/01/04 RO,00 Active Nel David (0 4) 2013/04/01 5 David el Generic
’ ‘”V:S"I“:"‘ Comelius Audrey (A) | 256699547854 Oiscovery Life Oiscovery Life 2018/03/12 R0,00 Active Abrahams Mark (M) | 2038/05/08 % brahams Generic
> Medcalai
A Van Vollenhoven Mad... | 256084452164 Discovery Life Discovery Life 2018/03/12 RO,00 Active Mtsweni Tracey (T.T.)  2018/05/08 ] Tracey Mtsweni Generic
> Funera
B Vindvogel RG (RG) | 256985236555 Discovery Life Discovery Life Mi8/03/12 R0,00 Actve Abrahams Mark (M) 2018/05/08 % Abrahams Generic
« Commission
Roberts Sydney (5) | 259985447628 Discovery Life Discovery Life 2018/03/12 RO,00 Active Abrahams Mark (M) 201/05/08 ] Abrahams Generic
Gommisson Dashboard
P degeer Christa (C) | 265445897558 Discovery Life Discovery Life 180312 R0,00 Actve Richardson MS (VMS)  2018/05/08 % 5 Richarcson Generic
cepint SttEment NelDavid © A) 2936014 Coastal Saver-Discov... Discovery Health 21900104 R0,00 Actve Nel Bavid 0 4) 20190301 % David Nel Generic
P Muler Caria (C) 321558974589 Discovery Life Discovery Life 2018/03/12 RO,00 Active Richardson MS (MS) | 2018/05/08 ] MS Richardson Generic
Sonjca Gys (G.A) 336589354256 Ciscovery Life Discovery Life 2018/03/12 20,00 Actve Adam Mark (4.C) __ 2018/05/08 5 Mark Adam Generic
\Commmiootin) Conact — — —
o NeID2vid © A) 503957 2050300 R0 Actve e Bavd O A) 2055/090% = DavaNe Genenc
A NelDavid (0 ) 3996123 190104 20,00 Actve Nl David (0 4) 20190401 % Davi Nel Generic
P ————— — ————— s e T—— s
Batch Nel David (D A) 2311823 Cosstal Saver-Discov... Discovery Health 2016/01/04 RO,00 Active Nel Bavid (D A) 2018/04/01 ] David Nel Generic

Select Merge Commission Contract from the Tools Menu.

Merge Commission Contract

The source Commission Contract will be deleted after the merge. Do you want to continue?

Mo

Select the Destination Contract from the dropdown menu. Only contracts where the Owner and Product
provider are the same as the Source Contract will be displayed in the dropdown:

By Merge Commission Contract Process — O s

Source Contract:® Nel David (D A) (Discovery Health - 3883457)

Destination Contract:® -

Type:  Commission Contract
Find: nel david * Search

Available records:

Owner Product Provid... | Commission Pr... |Contract Number

» ENeI David (D A) Discovery Heal... Coastal Saver-... 5008170 -
Mel David (D A)  Discovery Heal... Coastal Saver-... 1915202
Mel David (D A)  Discovery Heal... Coastal Saver-... 5056913
Mel David (D A)  Discovery Heal... Coastal Saver-... 4070660

Mel David (D A)  Discovery Heal... Coastal Saver-... 2936014

)
)
)
.

Mel David (D A)  Discovery Heal... Coastal Saver-... 1198104
Mel David (D A)  Discovery Heal... Coastal Saver-... 5303882
Mel David (D A)  Discovery Heal... Coastal Saver-... 2196053

PSS S P Bl il epemamar

New -|| Clone.. -| L
045 aver-1onE

Only the Destination Contract will now be displayed in the list view.
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Convert Commission Contract

When policies are imported via commission processing, they are automatically created as Commission
Contracts.

These commission contracts can then be converted to the specific module or product e.g., Assurance,
Medical Aid, etc.

Fle  Home View
o =y
wl ~» EErel O & O I
Edit ModefiCarVert Conmission] Merge Commission  flAdd o Alocate  General  Re-alocate Change Handle Synchromise Help Resources Update Account Reset View
Diffibution List. Template ImportFle Consultant  Status ~ Logfile ¥ From Smplicity  Settings
[El Convertto Short Term Policy Tools
Navigall E] Convertto Credit Life Policy Drag a column header here to group by that column
> contf [E] Convert to Medical Aid Policy Owner ContractNumber & | Commission Product | Product Provider Inception Date Market Value | Status T | consuitant Last Statement Date  |Use Template | Template
> Shofl [E] Convertto Assurance Policy T b e e B - e e - 0 e
> Cel ] Convert to Funeral Policy Padayachee T (TM) | 236558854712 Discovery Life Discovery Life 2018/03/12 70,00 Active AdamMark M.C)  2018/05/08 v Mark Adam Generic
> hes [E] Convertto Investment Policy Nel David (0 A) 2415540 Coastal Saver-Discov... Discovery Health 2019/01/04 RO,00 Active Nel David (D &) 2015/04/01 v David Nel Generic
: ‘"V; — Comelus Audrey (A) | 256638547854 Discovery Life Discovery Life 2018/03/12 R0,00 Active Abrahams Mark (M) 2018/05/08 v Abrahams Generic
Medicala
S : “‘ " Van Vollenhoven Mad... 258984452164 Discovery Life Discovery Life 018/03/12 RO,00 Active MesreniTracey (TT.) | 2018/05/08 7 Tracey Misweni Generic
uneral
o Windvogel R RE) 256985236556 Discovery Life Discovery Life 2018/03/12 R0,00 Active Abrahams Mark (M) 2018/05/08 v Abrahams Generic
~ Commission
Roberts Sydney (8) 259985447628 Discovery Life Discovery Life 2018/03/12 R0,00 Active Abrahams Mark (M) 2018/05/08 v Abrahams Generic
Commission Dashboard
fecient de Beer Chvista () 265445897558 Discovery Life Discovery Life 2018/03/12 R0,00 Active Richardson M (MS)  2018/05/08 v MS Richardson Generic
. Nel Bavid (0 A) 2936014 Coastal Saver-Discov... Discovery Health 2013/01/04 R0,00 Active Nel David (D &) 2019/04/01 v David Nel Generic
Template Muler Carla (€) 321558974589 Discovery Life Discovery Life 2018/03/12 R0,00 Active Richardson M (MS)  2018/05/08 v MS Richardson Generic
T Sonjca Gys (G.A) 336599854256 Discovery Life Discavery Life 2018/03/12 70,00 Active Adam Mark M.C)  2018/05/08 v Mark Adam Generic
e + el David (0 A) 383457 Coastal Saver- Discav... Discavery Health 2019/01/04 R0,00 Active Nel David (D A) 20190401 7 David Nel Generic
Bank Statement Transaction Nel David (0 A) 3896123 Coastal Saver-Discav... Discavery Health 219/01/04 70,00 Active Nel David (D &) 201970401 v David Nel Generic
Statement Payment Batch el David (0 A) 4070660 Coastal Saver-Discav... Discavery Health 2190104 R0,00 Active Nel David (0 &) 201970401 v David Nel Generic
Batch el David (0 A) 4311823 Coastal Saver-Discav... Discavery Health 2190104 R0,00 Active Nel David (0 &) 201970401 v David Nel Generic
> Configuration Legal wise 4526558 Group Savings Retre... Allan Gray 217/11/15 R0,00 Active v Taylor Gareth Generic
Import Process Adams H (H) 456789 Care Pian Old Mutual 217/10/31 R0,00 Active Hollard Insurance 7 Abrahams Generic
[E] Medical Aid Policy = O X
Detail | Account | Commission
Dwner:* Nel David (D A) = | Medical Contribution: RO,00
Employer: ~ | Contribution Frequency: |Monthly -
Product:® Coastal Saver- Discovery ~ | Loyalty Program: Discoverty Vitality
Product Provider:* Discovery Health Lovyalty Number:
Contract Number:* 3833457 Lovyalty Program Status:
Source: - Has GAP Cover
Inception Date: 2019/01/04 ~ | GAP Cover Policy No:
Status:® Active ~| GAP Cover Premium: RO,00
Consultant: Nel David (D A) - | Late Joining Penalty: -
Cancel Date:* - Intermediary: -
Cancel Reason:®
Tasks |Dependants Contractlinks Documents Notes Questionnaires = Propertyshests | History
o - - - - Show in Repart  ~ -
Task Number a |Subject |Type [Start . [DueD.|Status |Priority |Per |Assig . |Creat . |Date . |Report
T o o = = = = = = [= o = =
oK Cancel
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Financials
Configuration of the various reference tables is an important part of how the Financial module implements
business rules.

The values specified for these properties will determine how the ledger accounts and journal transactions
are validated.

Payment Type
Contracts are linked to payment types to determine how the premium or fees related to the contract will
be paid.

For short-term policy, you might want to select the “Collected by Insurer” as an option and when you are
using the collection functionality you will want to use the “Debit Order” option.

The rules related to these payment types will determine if you need to specify banking information or not.

"0 H BN« - Payment Type
File Home Tools

O B E B ve B X

MNew  Clone... Save Saveand SaveandMew  Validate Cancel | Show Workflow | Refresh | Prewvious MextRecord Close
v v Close v Instances Record
Records Creation Save Edit Workflow View Records Navigation Close -

General Information | Translation

Description:
Is Billable
Bank Account Details Required
Use As Default
Fieldname Description Required
Description Unique name for this payment type &
Is Billable When selected the contract will be included in the invoicing process

or the *Timesheet module
Bank account details  For contracts with this payment type the contract also need to have

required banking details specified. For contracts participating in collections
their payment types will have this flag set
Use as default When selected, all new contracts will be set with this type
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Transaction Type
Transaction type will determine if the transaction is a debit- or credit transaction.

Fle  Home View Took
o D X B o 0
u © = Texttosearch...  Search
Back Forward MNew Clne.. Delete ShowWorkfon = Refresh Previous NextRecord  Save New
~ > ~ ~ Rec Filte
Views History Navigation® . Records Creaion | Edit Workflow Vew | RecordsNavigaion | Fiters Ful Text Search
Navigation < Desaription « | Short Description Is Debit System Type Auto Approve
» | Adiustment AD) Credt N
> Contact Management
Credt Mo
> ShortTerm
=3 Credit Mo
> Crediife
= Debit Mo
> Asswance B - it .
o o red: o
> Investment D o oE3 of]
D Co v - 5@ Comt Debit Mo
redicala
e Def MNew Cone.. | Save Saveand SaveandNew Delete Vaidate Cancel ShowWorkfow Refresh  Previous NextRecord — Close 0o Debit Mo
uneral v - Close - nstances ecor
Det = Credt N
4 :”'"'"‘ss“ﬂ” £Fy Records Creation Save Edit Workflow View Records Navigation Close ~ e Credit Mo
v Financials
o I pescription:* Inv Debit Mo
Prel Cradt N
;E;”:;td o pre| ShortDeseription: SystemType:  No Debit o
ebit Order Bar
Pre| IsDebit: Credit - Auto Approve Debit No
paymentType
Prol - Credt Mo
Transaction Type. Code:
Prol Credt No
ACCOUT TYPE
Prol Prorata Credit Mo
Colection Type
Prol Prorat Debit Mo
> Administration
Re: Res Credt N
> Reports
Un Un Credit No
> Took
Uny un Credit Mo

Fieldname Description Required

Description Unique name for this transaction type @

Short Description Use this for codes or abbreviations of transaction types

Is Debit Identifies the transaction as either Debit or Credit transaction. It will (@]
also validate the amount captured on the transaction

System Type Pre-defined types can be added to the financial module. These are

used within system processes and cannot be altered by any user

Collection Type
The financial module include functionality to collect premiums or fees from various collection houses or
API’s.

The following is a list of pre-installed collection and payment API’s:

e  Epic

e Escape

e SAGE

° FNB

e  Other API's can be added on request
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Collection Type

File Home Tools

DA BE B Xve B 2 0 O
[ | ® (9
New Clone... Save Saveand SaveandNew | Delete Validate Cancel | Show Workflow | Refresh | Previous NextRecord Close
o v Close v Instances Record
Records Creation Save Edit Workflow View Records Navigation Close -~
Name:*® | [ Require Bank Details

Username:

| Implemented By: |Epic collection - |

| Is Payment: |Collech’0n - |

Password: |

Pin:

Unpaid Reasons

D& - X G E 00 |Y | [
|Reason Description 4 |Reason Code
T Alc Al
Fieldname Description Required
Description Unique name for this collection type (@]
Username Username for login to the selected API. Only required if the
connection to the API is direct. When generating only payment files
these details will not be required
Password Password for login to the selected API
Pin Pin for accessing the API

Require Bank Details
Implemented By
Is Payment

Unpaid Reasons

Select if banking details will be required for this specific collection
type

Select the API that will be used in generating the payment or
collection

Specify if this payment type will institute a payment or a debit order
collection

List of reason codes returned from the APl why a collection failed for
the supplied account
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