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Introduction
The Insure-1V Suite is a complete practice management solution for Financial Services and consists of a
selection of modules:

. Contact Management (CRM)

. Short Term

. Credit Life

o Assurance

o Investments

. Medical Aid

. Funeral

. Will and Estate

. Commission tracking
. Financials

A central customer database shared by all the modules to provide you with a single view of your client.

The purpose of this document is to provide a high-level overview of the basic functionalities provided by
each module.

This guide will describe how to perform certain actions and will provide details regarding the data
requirements on the various list views.

Contact Management

Tasgk

Management Com m iSSion

Document
Management

Financials & Collections

Assurance
and Credit Life Medical Aid
Investment

Reporting &
Automation

Integration &
Workflow
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Security and Login

When you start the application, you will be presented by a logon screen. The application requires both a

username and a password.

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

BE LogIn

Iser Mame: |ElsabeV

Password:

Welcome! Please enter your user name and password below,

Cancel

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

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

numeric values and special characters e.g., P@sswOrd1

8 Change Password = O be

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

Old Password: |

New Password:

Confirm Password: |

Manage your user details

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

your Reminder check time if permitted by the Administrator.

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

o D mE e e« o B Co

Back Forward New Save Saveand SaveandMew  Validate Change My Cancel Refresh User Open Related Show Workflow = Refresh Links Previous NextRecord
- lose Password Full Name Record Instances N
Views Histary Navigation Records Creation Save Edit Record Edit Open Related Record Workflow View Records Navigation
Navigation < Full Name:® Vermaak Elsabe (E.) User Mame:* Elsabel!
v Contact Management ) Eiling Rate: RO,00 Is Active Is Admin
Cadbosd My Person: Vermazk Elsabe (E) R
Contact Prefix: EVX
2 [ Notify Email elsabe @tronsult.co.za
Company Color: [C10.0.0.0
Confidentiality Level: |Level 5
Department Contact 5 Wemai account Elscbe Vermaak
2 Reminder Check Time:
= Team: Comission
Supplier Force Passwerd Change

Task Registration chm 1e0c-7064-4872-a%F-7262d6 10353 EEE i

Note

Somment Roles | User Groups | Notifications | Emai Signatures | Task Assign Criteria

Questionnaire. Eo‘ © - QR

Emai Titie ~ | Notification Type Date Created Priority Created By URL

Email Manager Mal »  Automated Wizard Info 2020/06/11 + MNormal Elsabev

sMS Automated Wizard Info 2020/06/19 + Normal ElsabeV

Calendar Automated Wizard Info 2020/06/19 + Normal Elsabev

System Notification Automated Wizard Info 2020/06/19 + Normal ElsabeV
Automated Wizard Info 2020/06/19 + Normal Elsabev

CETLAEnS Automated Wizard Info 2020/06/19 + Normal ElsabeV

1. Change my Password

B8 Change Password — O x

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

Old Password:
Mew Password:

Confirm Password: |

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

2. Notify Email
Application notifications will be send to this email address
Leave empty if you prefer to not receive application notifications via email

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

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

5.  Email Account
Manage your account details

The ‘Win’” and ‘Web’ tick boxes indicate to which application you have access.
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1.

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

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

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

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

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

—
X 8 e B C [
Ca Contact Listview - All Contacts
Delete  Clent BriaCal SMS Workfow  Show Workflow  Refresh Automated  Showin
portal v~ Instances Process < Report~
Views History Navigation Edit Record Edit Fiters
\avigation Pre-defined filters Wild search
4 Contact Management Dispiayname + [ Contact Type LegalReference | Work Number Cel Number Email Group en Tasks | Consultant
Dashboard — — — — — — ~
E""Ed Jent (apsEEE 00716765742 2} @tconsult.co.za M5B Indepengent & v 3
ompany
Bepertment Contact Clent 8307047614119 00170806957 MphoLabuschagne. Bakers Insurance B. % 0
e Cient 7706140165080 0798837962 fian@teonsult.co.za MSB Independent B % o
Suppler T Cient 8302200203083 MSB Independent B % 0
Task Abrahams Mark (M.) Broker 5110206086083 | (021)9042263 0798537362 fian@tconsult.co.za MSB Independent B % 0
CristEe ACTS TRANSPORT &LOGL. | Client 0798837962 ian@teonsuit.co.za Bakers Insurance B ] 0
g”"e . Adam Mark (M.C.) Cient 8309145175085 0798337962 fian@tconsult.co.za MSB Independent B % 0
ocumen
Adams H (H3) Chent 5405125083085 0798537362 fian@tconsult.co.za MSB Independent B % 10
Questionnaire
Email Admiral Suppiier fian@teonsult.co.za Roat % 0
Email Manager Mail Admiral Progressive Supplier fian@tconsult.co.za Root % 0
Ms ADONIS 5 (5 P) Chent 8001016657089 0798537362 fian@tconsult.co.za Bakers Insurance . % 0
Gy Adorisi Timothy (T M) Client 5704275448084 (041)4645369 0798337362 tian@tconsult.co.za MSB Independent & v 4
:”"s(:‘”” Ahmed N (N) Client 5509215156088 0798837362 tian@tconsult.co.za MSB Independent B v 0
l Detais .
o AG Supplier fian@teonsult.co.za Root % 0
» ShortTerm AIMS Supplier Root Q
» Creditiife ALBY'S DISTRIBUTORS Cient 0798337962 fian@tconsult.co.za MSB Independent B % 0
» Assurance Alcock € (€ D) Chent 7301085133083 0798537362 fian@tconsult.co.za MSB Independent B % 1
b Dz ALDADRI 223 PTY Client 0798837962 an@tconsult.co.za Bakers Insurance 6. 0
b F=r= ] Alan Gray Suppier 124579 Root 1
» Funeral
Alied Insurance Brokers - .. | Brokerage (0437262472 0798537562 Bakers Insurance . 0

12| Page




Teessen Consulting
TC Insure-1V Suite Win User Guide V11.22204.2320.0

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

Create a new Record

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

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

e Person — List of person records in the application.

e Supplier — List of Suppliers/Product Providers

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

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

0 X £ Q@

—

Nen’ Delete Client BriacCal SMS
v Portal = -

Rect 87 Company

¥
am Person

New Person record
© D, X 2 Cge 4 B O 2 O

Person Listview

Back Fornard New Delete | Cient GriaCal SMS  Emal | Workfow ShowWorkflow  Refresh Automated  Showin | Previous NextRecord Savelew
- - - Portal ~ - Instances Process > Report v Record Filter
Views History Navigation Records Creatioll 5 Sejact New Record Edit Wworkflow View Records Navigation Fiters Full Text Search
Navigation <

Search

4 Contact Management ~| [sumame FirstNeme  |DNumber | ContactType |Workhumber |Home Number |Cel Number a |Fax Number | Email Gender | Date OFEirth |Language  |Employer Growp Contact Cat... |OpenT... | Consultant
BRI 7 | e e e e e o0 o0 o0 o - - e e o0 o - o
zz?ﬂt:;:y + |MoDISE K 5108025418.. Client fan@tconsul . Male 195108/02  Afrkaans Bakers Insur 0
Department Contact Haroun R 7508015104... | Orphan tian@tconsul... Male 750801 Afrkaans MSE Indepe.. [}

Person Zide H 8003015941... Orphan (073)5484451 (735484451 fian@tconsul... Male 1980/03/01  Afrkaans M58 Indepe 3
Supplier \ Bogysen H (CANCELL.. 5401145088... Orphan (041)4811370  (041)4811370 tian@tconsul... Male 1954/01/14  Afrkaans MSB Indepe. 0
Task [ 1. Select Person from the Navigation panel Orphan tian@tconsul... Male Afrikaans MS8 Indepe. )
Contact Group 00513... | Orphan fan@tronsul.. Female | 1959/11/30)  Afrkaans M58 Indepe 1
e Hangkom | Sunette Consultant tan@tconsul.. Male Afrkaans Bakers Insur. 0
Malan jan 9104125213 Lead fian@tconsul.. Male Afrkaans Lead 0 Administrator

Questionnaire

e  Onthe Navigation Pane, go to ‘Person’ and then click on the ‘New’ button to open the new person dialog
box.
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File Home Tools
REE H /ef3lEs 5 4R CREOOH
Dfa HE i vearglpese S 4 B R G X
New Clone.. — Save Saveand SaveandMew Valdate Cancel Cient atWORK BriaCal SMs  Emai Open Related Workfow Show Workfion | Refiesh Automated Showin  Previous NextRecord  Close
v Close v v Process v Report © | Record
Recards Creation save Edit Record Edit Open Related Record Workfiow view Records Navigaton  Close
Detals | Office | Additonal Information
Dispiayname:
o] Select Validate to highlight all the required fields i | [JPrimery Recoed
o] | Date Of Birth: [ -]
Second Name: | Date Deceased [ -
Call Name:= <]} | Age 0
Initials:* (<]} | oNumber: [ |
Tite:= (<]} -| Lenguage: [ |
e ] Gerder: [Female ]
Cell Numbers [ - x| Faxnumber: [ ]
Home [ - | Emal:* [ |
Open Tasks: 0
Tasks | Addresses | Bank Accounts Contracts | Contract Roles | Notes | Documents | sMS | Email | Phone Logs | @
DEGAOG®- -S| X/W-8-\0/d @[ Q sownreport ~| @ O | [MyTasks Y E - @
| asicNumber ~ | contract | Tvpe |subject |pate Created |start Date [pue Date status Prioity Assigned To Percentage Complete
T oo = = s = - = = = = -
[ ]

. TheE

All compulsory fields are marked with @

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

populated list.

Fieldname

Description

Required

Displayname

Surname

First Name
Second Name
Call Name
Initials

Title

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

ID Number
Language

Gender

Fax Number
Email

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

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

First name. The first letter will be used in initials
Second name only used as part of the initials

Default from the first name and can be changed

Based on first and second names and can be changed
Selected from a list. List can be maintained by a user
with the appropriate rights.

Telephone number at work

Cell phone number is used for SMS services

Telephone number at home

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

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

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

Calculated from the date of birth

Identification number of the person.

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

Fax number for the person

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

(@]

eee @8 ©
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Open Tasks Displays the total number of open tasks linked to this
record.

L = 20l v ot L E o Ly,
el A
LM B ES 2= b | &
New Clone... Save Saveand SaveandNew  Validate Cancel Client atWORK Bria Cal SMS Email Open Related Workflow Show Wor|
v v Close v Portal ~ v v
Records Creation Save Edit Record Edit Open Related Record Workflon
Detais | Office | Additional Information
Displayname: Vermaak Elsabe (£.)
Surname:* Vermaak
First Name:* Eiscbe Date Of Birth:
Second Name: Date Decease|
Title can be se
Call Name:* Elsabe pre-defined list o
Initials: E. IDNumber:
Title:® Mrs. x || Language:
Work Number: Type:  Tite E=rt=n
Cell Number: Find:  |Texttosearch search| | Fax Number:
Home Number: Avalable records: Emai:*
Open Tasks:
Tite Desaiption » | Gender "
Tasks | Addresses || e Vale 2l beets
D A Messrs Male .
Miss Female
Task Number Miss. Female ptart Date
T B M Mae =
b TCEVNKZ01906-] . Maie
TC-EVXX201906-] Mrs. Female R019/06/11
TC-SA201907-] b iMrs. Female
Ms Female hd

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

Detais | Office | Additional Information
Displayname: Vermaak Elsabe (E.)
Surname:® Vermask | Primary Record
First Name: > Elsabe Date Of Birth: 1970/03/05
Second Name: Date Deceased:
Cal Name:* Eisabe Age:
Tnitials:® E. IDNumber: 7003050300083
S - [ Click on the ellipsis button to add or edit a telephone number ] 7] Lenouage: P
Viork Number: (021) 8753366 xS x| Gender: Female
Cell Number: 0828533342 ~ x| FaxNumber:
fame Humiber: | % (021) 9753366 - Contact Number - u] X |
Country:* | South Africa X -
Tasks | Addresses | Bark Accounts | Relationships | Contracts | ConfractRoles | Notes | Documents | SMS | Email | Phone Logs | Que
Dailing Code: 27
0 CNNCIRAL DRI SN W - & B a' [3 ShowinReport - (] " obde mmber
Task Number - |Contract Type Subject .
Select for mobile number 021
T O = - s .
b TCEVXX201306-2 Vermaak Cornelius (C.J.) ... New Business New Once-Off Cover 2013, =
Extension:
TCEVXX201806-3 Vermaak Elsabe (E.) (San...  Policy Amendment Policy changes 2019
TC-5A201907-34 Vermaak Elsabe (E.) (... New Business Recipient Commiissio... 2018
e

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

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

Office Details

ContactType:*  [client - | Employer: 1-2-3 Marketing Corporation cc

ClentNumber:  |CL23554367 Nationity:™ South African -
Reference Number: Ocaupation: Commission Assistant % -
Source: ~| Passport number:

Marital Status: Married < VAT Number

Date Married: 018/03/21 = | TaxHumber:

Maiden Name: van der Merwe Ethnic Group: White -
Dependants: 0 | FSCANumber:

Salutation: Consuleant: Niel Baoysen -
Group:™ MSB Independent Brokers -| contact Category: -
Reigion: ~| NextReview Date: [2021/03/08 -
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Fieldname

Description

Required

Contact Type

Client number

Reference Number

Source

Marital Status

Date Married
Maiden name

Dependants
Salutation

Group

Religion
Employer

Nationality
Occupation
Passport Number

VAT Number
Tax Number

Ethnic Group
FSCA Number

Consultant

Contact Category
Next Review Date

Select from the available list. This value will determine
if a record form part of the supplier list or not. This
field also determines the display colour of this record
on list views. More detail on the colour later in this
document.

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

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

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

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

Capture date married

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

Enter the number of dependants for this person
record.

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

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

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

Select from the list of nationalities

Select from a list of occupations.

Enter the Passport number. No validation checking
performed.

Enter VAT number if relevant

Enter Tax number if relevant

Select from a list.

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

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

Use this field to categorise clients

Capture clients next review date

©

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

Each client is defined individually and may belong to separate Groups within the application.

Groups will have a direct impact on who will be able to access which records.
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A list of Groups, as defined by your System Administrator, will be available for selection.

Additional Information

Details | Office

No image data

Additional Email:

Additional Contact Number:

Twitter:

Facebook:

Qualification:

Monthly Salary:

Smoker Status: Non-Smoker

Spedial Needs: No

Credit Score:

Credit Score Date:

Risk Rating:
Fieldname Description Required
Image Add a photo of the person

Additional Email

Additional contact number

Twitter

Facebook

Qualification

Monthly Salary
Smoker Status
Special Needs
Credit score

Credit score date
Risk Rating

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

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

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

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

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

Capture salary when applicable

Select status applicable

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

Date last score was calculated

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

The lower group of tabs on the Client Details screen, will help you to expand on your client’s personal
details and to manage relationships, roles, policies, documents etc. and access all client related tasks.

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

Tasks | Addresses _ Bank Accounts __Relationships _ Contracts __ ContractRoles _MNotes  Doauments _ SMS__Email _PhoneLogs _ Questionnaires _Propertl , o
50 - X BN S B 4 SwwnReet - O O &
Rleiia s | o ! e | b5iiie g ! 5t o ! o1 ani ‘ Due Date ‘ Status Priority Assigned To Percentage Compl.
v [ = = e = = = = = = =
» | TeEw0 18031 Mzalwana T {T R) (Old Mu... Admin Change vehidle reg e 2018/03/15 2018/03/15 [E mProgress Normal Maine: 20.00%
TC-SA201803-7 Vermaak Elsabe (E) (... E-Mail Email Tool - MIS 2018/03/22 2018/03/22 2018/11/09 [# Progress ~ High Hanlie Lazare 0.00%
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Task
Please refer to the section on how to create a task

Address Details
Call Name:* Elsabe =
s #f © O B B € - 5296thstrest, Eftyt TANA ULT 2, PRE...
= E 3 Google Maps
Title: Mrs. ] File Home Tools
I : Sau )
Work Mumber 021) 9?5336: o ave o Validate '.e r. C m
Cell Mumber: 0328533342 I Save and Close Lot - I
[ L Cancel M Open Relate: Workflow - Close
Home Mumber: u E‘E' Save and New - Record o e
Records... Save Edit View R. Close -
L Postal Code lookup N s
Taskd ank Accounts]  TYPE of Address:™ |Home -
MR- X g F@ ) Address:® 529 6th street
ccs Type Eftyhias Vilage nr 28
Hol | suburb: MONTANA UIT 2 [
New Address
City: PRETORIA
Country:* South Africa -
Postal Code:™ 0182
Province: Gauteng Region: City Of Tshwane
| Main | Use For Correspondence
Latitude: Longetude:
User:ElsabeV

e The application allows you to capture multiple addresses.

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

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

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

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

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

Postal Code Lookup

R5A Postal Code = [ =
Drag a column header here to group by that column )3
Suburb T |postal Code Region Province

Afc montana uit 2

Montana Uit 2 0132 Pretoria City Of Tshwane Gauteng
Montana Uit 23 0132 Pretoria J City Of Tshwane Gauteng
® |v| | Suburb Contains mentana uit 2 Edit Filter

e  The postal code lookup table is periodically updated.
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e  You can use this detail view like any other detail view within the application and filter on any column

or combination of columns.

e  Select the required record to use by double-clicking the row or by clicking the row and the ‘OK’ button.

e  The filter of your last search will remain active, so always check the status bar for active filters before

you start your search.

Bank Accounts
Displayname: Vermaak Elsabe (E.)
Standard Bank, Current / Cheque account, 25698854, Elsabe Vermaak - Bank Account
Surname:* Vermaak
First Neme: ™ Elsabe Fie Home  Todls
Second Name: [} S saveand Close 2§ o Validate B B O refresh @lnks v &
== Esabe | BankName:®  Standard Bank
ez E | Branch Name: Montana
e mrs. Branch Code:* 051001
Work Number: (021) 9753366 Type of Account:® Current / Cheque account
Cell Number: 0825331899 Account Number:* 25698854
Home Number: | AccountHolder:  Elsabe Vermaak
Active
0 x B o o0 Tl =
Yo Statements | Statement Transactions
Bank Name Branch Name
D - T - @@
b Standard Bank Montana
Statement Reference = FromDate To Date
7 ol = -
Fieldname Description Required
Bank Name List of banks defined in the application. Select the @

Branch Name

Branch Code

Type of Account
Account Number

Account Holder

Active
ACB Checked

Validation Reason

appropriate bank for this account.

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

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

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

The account number must be correct when using for
collections.

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

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

Applicable for debit order mandate. Refer to Mandate

(@]

(S]]

Relationships

Relationships define the inner connections between the various parties within the database. This area allows
you to build a network between your clients and to understand how they are inter- related. It allows you to
specify Personal- and Business relationships.
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LI} L1d} V4 S WD
0O B ES ] 2
New save Saveand SaveandMew  Vaidate Cancel  Clent EriaCal SMs  Emal
- - Portal = -
Records Creation save Edit Record Edit
Detals | Office  Additional Cantact Information
Displayname: Vermazk Elsabe (E.)
Surname: vermask
First Name: = Elsabe
Second Name:
Cal Name: ™ Elsabe
Initials:* E
Title:* Mrs.
Work Number (021) 9753366
Cell Number: 0328533342
Home Number:
Create a new relationship
4 Addresses  Bank Accounts | Relationships |fContracts  ConbractRoles  Notes  Documents  SMS
0Of&-|x |G &8 O q
Related Party Client Number Relationship
+ | NelEina (1E.) _ Famiy Member
Teessen pieter (p.d|_REMove relationship I, Business Assodiate
1-2-3 Marketing Corporation cc Employer

o}

Open Related

Open Related Record

Email  Phone Logs

Cell Number
0824135062
0823055043
00716765742

-
< B R G [X]
wWorkflow Show Workfow  Refresh  Automated  Showin Close
Process - Report ~ d
workfiow View Records Navigation Close
] Primary Record
Date Of Birth; 1570/03/05
Date Deceased:
Age:
DNumber: 7003050300083
~| Language: Afrikaans
Tac| Gender Female
+[x| Fax Number;
- || Email:* elsabe @toonsult.co.za
Open Tasks:

Questiornaires

Propertysheets

Work Number Consultant

(087) 5501427
(078)1161164

Maxine

Contact Type
Client
Client
Client

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

relationship.
e Youcan:

e browse directly to the person or company record from this view

e update the relationship by clicking on the record

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

& Contact Relationship = O x

Step 1of 2
Select contact and how this coptact

party
Search Related party from Contact list

Related Party: |Nel Elna (1.E.)

Linked To: Vermask Elzabe (E.)
As; Family Member -
on: 1870/05/03 \ &

l Search Relationship in pre-defined list '

Next >

User: ElsabeV

o Allfields are required.

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

the 2 parties.

e Related parties can be a person or a company.

e If you cannot find the party in the Search list, then use the ‘New’ button (depending on your user

permissions) to create the related person or company. Note that a person or company not available

in the Search list, might be listed in a group that you do not have access to. The application will

however warn you if you are trying to create a duplicate record.
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& Contact Relationship - [m] ES

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

Current Party: |Vermaak Elsabe (E.)

Linked To: Nel Elna (J.E.}

As: Family Member -
On: 1970/05/03 -

Finish to complete the process

< Back Cancel

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

Tasks Addresses Bank Accounts Relshunsh\usl Contracts Iunﬁa:l Roles  MNotes Documents SMS Email = Phone Logs = Questionnaires = Propertysheets

D-M =~ & & X LdentPotal - & (1] S|
Product Provider Name Product Type 4 | contract Number Inception Date Contract Value Premium Status Consultant Last Updated Updated By

T A o0 o0 - - = - - - e

»  Discovery Assurance Policy 180508 2018/06/01 R500 000 000,00 R2659,52 Submitted Van Deventer Maxine (M.) Friday, 20 July 2018 16:16:11  Elsabev
Big Apple Insurance Company Credit Life Policy 21032018 2018/04/21 R150 000,00 R250,00 Pending Wednesday, 21 March 2018 1...  SysAdmin
African Bank Credit Life Policy 20180710CL1 2018/07/01 RS50 000,00 R256,58 In Progress Tuesday, 10 July 2018 17:02:57 ElsabeV
Discovery Investment Policy DD2134234234533456 2018/08/01 R250 000,00 R365,25 In Progress Teessen Pieter (P.G.) Tuesday, 30 October 2018 09: . PieterT
Auvto & General Insurance Short Term Polcy EV2203 20180401 RO,00 RE59,65 Cancefled Thursday, 22 March 2018 11: SysAdirin
Auto & General nsurance Skort Term Polcy AG2203 2018009/30 RO,00 R2035,00 Actve vermaak Heabe (£) Thursday, 15 November 2016 ... ElsabeV’

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

Taks  Addresses  Bank Accounts  Relationships [f Contracts | JfcontractRoles  Notes  Documents  SMS  Emal  Phonelogs  Questionnaires  Propertysheets
Do~ P 2 X | cCientportal ~ 5 o [@

[E] Assurance Policy roduct Type [ Contract Mumber Inception Date Contract Value Premium Status Consutant Last Updated Updated By
E] Commission Contract - *Be = = = = = = *Be

B Credit Life Policy fassurance Policy 180508 2018/06/01 R500 000 000,00 R2659,52 Submitted Van Deventer Maxine (M.) Friday, 20 July 2018 16:16:11  ElsabeV

. . fcredit Life Policy 21032015 2018/04/21 R150 000,00 R250,00 Cancelled Manday, 27 May 2019 16:01:00  Elsabev
% Funeral Group Policy

fcredit Life Policy 20180710CL 2018/07/01 R50 000,00 R256,58 InProgress Tuesday, 10 July 2018 17:0%:57 ElsabeV

EJ Funeral Policy DD21 2018/08/01 R250 000,00 R365,25 In Progress Teessen Pieter (P.G.) Tuesday, 30 October 2013 09: . PieterT
[ Investment Policy art Term Policy Ev2a03 0180401 RO,00 R859,65 Cancelled Thursday, 22March 2018 11:... | SysAdmin
[El Medical Aid Pelicy ort Term Polcy AG2203 2018/0%/30 RG,00 R2035,00 Actve vermaak Elsabe () Thursday, 15 November 2018 ... | Elsabe’
[E  Short Term Policy

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

Contract Roles

Tasks  Addresses ' Bank Accounts | Relationships Cnntra(tsl Contract Roles Ilutes Documents | SMS | Email | Phone Logs | Questionnaires | Propertysheets
0D-&- X & E - [Q
Product Type Contract Info Role Percentage Share
T e o = -
+ Short Term Policy Auto & General Insurance - Auto & General Personal Policy (4G2203) Co-Insured 0,00%

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

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

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

From Client Record
Link relevant Policy on which this

OO0OCHE+ -

client record plays a role

Vermaak Elsabe (E.) - Linked Contract Role

File Home Tools
2 5 Delete
D B save X Dele | r. 3 Refresh @
5’ save and Close ' Validate ah
Mew Convert To Open Related Workflow 6 links 0‘ Close
v ES Save and Mew ~ | = Cancel Contact Record v
Records Creation Save Edit Record Edit Open Related Record View R.. Close
Contract: |Adonisi Timothy (T M) (Investec - 15062020) -
Party:* |\a'ermaak Elzabe (E.) -
Legal Reference:
Person Date Of Birth: | 1970/03/05 -
Age: 50
Role:* | Benefidary -
Percentage Share: ™ | 30.00% -
Start Date:™ |202[]f06f15 ~| End Date: - Active
tem timestamp: User who last updated this
record as well as date and time of last update

User:ElsabeV  Updated by: ElsabeV on 2020/06/15 11:18:56
Fieldname Description Required
Contract Link relevant policy to this client record (@)
Party Pre-populated with current record @

Legal Reference
Person date of birth
Age

Role

Percentage Share

Start date

End date

Selected party’s legal reference will auto populate
Selected party’s date of birth will auto populate
Selected party’s age will auto populate

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

Enter percentage share when applicable as specified on
selected role

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

Enter date when this relationship ends

From Policy

oo B~
& | Legal Reference

gTos 5
] 4 E

| & Company Centract Role

@ Linked Contract Role

& Person Contract Role

Person Date Of Brth

Consultant

Status

Percentage Share

There are 3 types of contract roles to select from:

1. Company contract role for company details that is not an existing company record in the database:
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h o o G = Eﬁ - - Spray & Stripe Contractors - Company Contract Role

File Home Tools

B save X Delete ~
D ; 9 | .I 3 Refresh | @ x
25 Save and Close | o Validate o
Mew Convert To Open Related Workflow @ links ~ o Close
ES save and New = Cancel Contact Record v
Records Creation Save Edit Record Edit Open Related Record View R. Close

Registration Mame:™* |5|:|ray & Stripe Contractors

Trading Mame: |5|:uray & Stripe Contractors

Registration Mumber: | 1994/125483/58

VAT Number: 4522698

Role:* |Keyman -
Percentage Share:* | 50.00% -
Display Mame: Spray & Stripe Contractors

Start Date:™

~| End Date: - Active

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

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

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

2. Linked contract role —as above
3. Person contract role — Any other person related to this policy which is not an active client. This record
is not linked to Contact Management. Capture relevant details:
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Jogaie Mel - Person Contract

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

Convert Contract Role to Contact

File Home Tools
= ] Delete
D B save ¥ Dele ) r. O pefiesh | ©
S save and Close | o Validate ah
Mew Convert To Open Related Workflow 0 links o Close
ES Save and Mew s Cancel Contact Record 4
Records Creation Save Edit Record Edit Open Related Record View R.. Close
First Mame:* |Joggie |
sSurname:® |Ne| |
ID Number: |54ps215120082 |
Date OF Birth: | 1964/08/21
Special Needs: |No
Age: 56
Role:* | Dependant
Percentage Share;® 0.00%
Start Date: ™ | 2020/08/17 ~ | End Date: - Active
System timestamp: User who last updated this
record as well as date and time of last update
User:ElsabeV  Updated by: ElsabeV on 2020/09/17 13:54:44

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

Detail | Account | Commission

[] A pay em .
Owner:* Nel Elna (1.E.) - o o (S
Product:® Life Plan-Discovery File Home Tools
Product Provider: Discovery D 12 save % Delete r £ refesh o x
. L%
Contract Number: 120619 IS Saveand Close | o Validate ||
MNew Convert To Open Related Workflow Close
Reference Number: B save and New =, Cancel Record 4 Qv O
Source: Records Creation Save Edit Open Related Record View R Close -
Inception Date: 2019/08/01
First Mame: = m ‘
Maturity Date: 2024/06/01
Surname: = | Wolhuter ‘
Maturity Age:
D Number: 008255005082 |
Anniversary Date: 2020/08/01
Date OfBirth: | 1990/08/25 -
Benefits | Tasks | Claims | ConfractReles | Con| age: 30
B - X jor ] @ 0 0O 7 rdke= |EenEﬁdary - ‘
|Disulav Name Percentage Share:® 0.00%
¥ | George Wolhuter .
Start Date:™ 2020/06/23 -| EndDate: A Active
Wolhuter Charlene {C.)
1990/125698/4596556539 885566621000

rth

Complete all the compulsory fields on the converting Person or Company record.
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2 0-Person - m| h S
Detsils | Office = Additional Information
Displayname:
Surname:* |W0|huter ‘ []Primary Record
First Name: | Date Of Birth: [ 1330/08/25 N
Second Name: | ‘ Date Deceased: | -
Call Name:* |Ge0rge ‘ Age: 30
Initials: ™ |G. ‘ IDMumber: |9008255005082 ‘
Title:*® | « | Language: |Eng||sh -
Gender: Femal -
Wark Number: | x‘ Ender | emals
Cell Number: | x‘ Fanx Number: | . x‘
Home Number: | x‘ Email:* | ‘
Open Tasks: 1]
Tasks |Addresses = Bank Accounts | Relationships = Contracts  Contract Roles  Motes Documents  5MS | Email | Phone Logs | Questionnaires = Propertysheets
DEG A - x|B - B a3 showinReport v | @ © [T MyTasks - T B -]
|Task Mumber - ‘Contract |Type |subject |DatE Created |Start Date |Dua Date |5tatus ‘Pr\oriry' |Assigned To Percenta... |Reminder Date
T o = = o = = = = = = = =
Notes

Notes can be added in various areas in the application.

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

T
Initials: ™ [e

Tite: = [bars.
Work Number: 021 9753386 y -
Cell Number: 0828533342 D li v m ||
Home humber: | New lf; - Open Related Workflow View Close 1
- E - Record - - =
Records Creation  Save Open Related Record R Close o [

Tasks  Addresses  BankAccounts  Relationships  Contracts cnnumnn\asn Owner: | vermaak Elsabe (£.) [+

|

& Tithe: = [my Note ]

Subject:* [seneral I=]

7 | AOe c Levek: [None I=]

[= Insert Templat=

B 7 U s

¥0OB «~» 2 |x X ¢

[T

A & - | TimesNew Roman -] [3 I~] v

E 0.

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

Design | Himl

User: ElsabeV

Fieldname Description Required

Owner The owner of the note is either a contact &
(person/company) or a contract. When you create a
new note from a person record, the owner will default
to that person.

Title Provide a meaningful title to index the note for easy
retrieval. The title is displayed in all list views.

Subject Select from a pre-defined list. This allows you to

categorise notes into subject areas.

Set the confidentiality level required by a user to access

this note.

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

can apply formatting using the controls at the top of the

note area. You can also paste data into this area.

Confidentiality Level

@ 6 @ ©

Note / Text
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Navigate to ‘Notes’ from the Navigation Pane.

© O X & B C (4]
Search
Back Forward New Delete Open Related Show Workflow  Refresh < MNextRecord  Save New
- - Record Instances Filter
Views History Navigation Records Creation Edt  Open Relsted Record Workflow View Records Navigation Fiters Full Text Search
Navigation <
4 ContactManagement Oumer Title Subject Last Updated | Updated By
Dashboard = - e _ _ e
Contact
& » | vermaak Elsabe (€. My note General 2019/06/06 ElsabeV
ompany -
Department Contact RHTAXI'S Compliance documents General 2019/04/01 Shamielah]
I Trump Denald (D.) Monthly meeting Projects Progressre .. | 2019/03/27 petmoT
supplier Fiynn Harry (H.2.) Application Form Frocess Application | 2018/03/22 FetraT
Task Munnick E (E) (Clarendon Transport Under - 6/157168) | Application Form General 2018/06/11 MaxineD
365 TRANSPORT SOLUTIONS Appiication Form Process Application | 2018/06/08 PetraT
ICEN [ ——— NewTask Genera w1 Mo
e — LTAX New Task Barks 2018/06/06 SysAdmin
Emai 365 TRANSPORT SOLUTIONS Hollard (3536%) Warning: message 1NHHo-0004<Y-71 delayed 24 hours Recipient delayed 2018/06/05 PetraT
Emai Manager Mail Van Deventer Maxine (M.) (African Bank - 12345) New Task General 2018/06/04 MaxineD
o Neventer Mavne 1Y [firan Barl 1330 Mo Tacle . 01208 0a Mainen

Add Note from Insure Add-in

Refer to TC Insure Add-in Quick Guide

Documents

Refer to the Document Management section in this manual

SMS and SMS Logs

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

— L BTN BF Q& %]
] 5 B v 2% . > “ B CR &G
New Save Saveand SaveandNew Validate Cancel Client  atWORK Bria Call SMS . Email Open Related Workflow Show Workflow — Refresh Automated Showin Previous Next Record Close
- Close v Portal v v Record Instances Process ¥ Report ¥ Record
Records Creation Save Edit Record Edit pord Workflow View Records Navigation Close

Detais | Offce | Additional Contact Information

Displayname: Rayners IR (1)
Sumame:* Rayners
FirstName™ R

Second Name:

Call Name:* ®

Iniials: * f

Tite: e

Work Number:

Cell Number: 0344283255

Home Number:

[ 21} o D -
Date Sent Subject
b 2018/11/14 Renewal of policy
2018/1/20 Funds meeting
2018/11/14 Renewal of policy
2019/02/28 Follow Up
018/11/20 Funds meeting
2019/02/28 Follow Up
2018/11/14 Renewal of policy

Select to send sms

Tasks | Addresses | Bank Accounts | Relationships | Contracts | Contract Roles | Notes Dncumemsm\ Phone Logs | Questionnaires | Propertysheets
@

Use Delay

Date Of Birth:

/]primary Record

1381/04/28

Date Deceased

Age:
DNumber:

Language:
Gender:
x

Fax Number:

x

Email:*

x

Open Tasks:

Cell Number
27844283255
27844283255
27844283255
27844283255
27844283255
27844283255
27834283255

8104295 124087
Afriaans

Male

hal@tconsuit.co.za

List of sms already send to this contact

o |Delivery Date

Wednesday, 14

Tuesday, 20N
Thursday, 28 Fe.
Wednesday, 14

Status Desaription
-DE

DELIVERED

DELIVERED

DELIVERED

DELIVERED
DELIVERED

-0E

-oe
-0E
-DE

Last Updated
018/11/14
2018/11/20
Wi8/11/14
019/02/28
01811/23
2018/02/28
018/11/14

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

captured for the contact.

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

Home Tools

o =

v/ - B < (4
| | @ L
Check Re-Send . N . Show Workfiow | Refresh  Previous MextRecord
Status Conversation or list of replies Instnces Record
Records Creation a Open Reates necard Workflow View

Records Navigation
SMS | Conversation

Contact: Rayners IR (T) Cellphone Number:* | 27844283255
Subject:* Renewal of policy Message Status:®  Sent
Date Sent: 2013/11/14
Dear mr Rayners
Message:™® .
Please contact us regarding your new policy.
Use Delay Delivery Date:

Status Description:  DELIVERED - DELIVERED

Status from the Network

Error Description:

Close

Close

Fle  Home Tools
= L ]

ar sms / r E. o
Eo = B

Check Re-Send Validate Cancel Open Related Show Workflow ~ Refresh | Previous MextRecord
Status Record Instances Record
Records Creation Edit Open Related Record Workflow View Records Mavigation
SMS

Parent Message:

Replies:

Eg = E.‘, [+] E? - [@ Replies from client

Date Sent Message

20181114
2018/11/14

Thank you, I will contact you next week Rayners.

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

Close

Close

Contact
Rayners IR (I)
Rayners TR (T)

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

e  You can also resend the message directly from the log.

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

O = v ) a A B

Query SendSMS  Validate Cancel = Show Workflow —RefreshAdd Recipient Remove Frevious Next Record Close

Balance Instances Recpient [ Recor

Records Creation Edit Workflow View Records Navigation Close -

To
Name 4. |Number
» RaynersIR () 27844283255
Subject:® Q
Use Delay

Delivery Date:

Character Count: 0

Message:®

User: SysAdmin

Fieldname Description Required

To List the contacts to receive this SMS. You can link them &
from the SMS form or by selecting multiple contacts
from the contact list.

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

Use Delay When selected you will be allowed to specify a Delivery
Date.

Delivery Date Select the date and time that this SMS should be
delivered to the handset of the contact. When you send
the message, the SMS will be delivered to the network,
but will only be send to the handset on the specified
date and time.

Character count Counts the characters of the message as you type.

Message The text that will be send to the product provider. @'

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

configured for your implementation.

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

SMS to contacts.

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

Email

Sending an email from the application works on the same principle as the SMS service. You must have an
email account configured for sending emails and the contact must have a valid email address captured:
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a
D B B v 2L Ee M B 2R G X1
New Save Saveand SaveandNew Voldate Concel  clent BriaGal SM5  Emal workflow ~show Workfon | Refresh  Automated  Showin extRecord | Close
- Clase ~ Portal -~ Instances Process = Repart =
Recards Creation Save Edt Record Edit ‘ Open Related Record Warkflow vien RecordsNavigation  Close. &
Detais | Office  Additional Contact Information Create new email
Displayname: | &) ]
Surmame:= [vermaak ] Primary Record
First Name:™ [Eisabe | psteofeitn:  [1970/03/05 I=]
Second Name: | | DateDeceased: | [~
Call Name: = [Eisabe | Age: [ 5]
Tnitals:* [e ] number: [ ]
Tite:* [Mrs. [-] Language: [Afikaans [=]
WorkNumber: [ (021) 975336 [1]3x] Gender [remie [-]
el Number (0828533342 [-3¢] FaxNumber: [ [-[x]
Fome Number: | <[] cmais+ I ]
Open Tasks: [ 5]
Tsks  Addhesses  BarkAccounts  Relaborships  Conbracts  ContractRoks  Notes  Doaments  SMS Phnnelugs Questonn
5 5] 2 @loo B
| subgect + | Message status [priority Signature External List Delivery Notifications
» | contact Detais Sent « Nomal Clent Services
F: Contact Detais Outbox * Nomal Eksabe Vermask
Plesse update your record Sent * Nomal Clent Services
RE: Update personal information Sent * Nomal Clent Services
test Draft + Nomal Esabe Vermask
st Draft + Nomal Esabe Vermask
Update personal information Sent + Nomal Clent Services

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

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

L] (==

File Home Tools
TR ] B

H / &

Save ) Show Workflow | Refresh P

Close Instances

Saveand  Validate Cancel

Next Record Close

Bve Edit Open Related Record Waorkfiow View Records Mavigation Close @

To Bco  Attachments
F 2 X | M Clent Porta‘ < [  showinReport - E
Displayname 4 [ Email Legal Reference | Language Consultant
[Dsper ! Add Attachments from document library ! | g a0
v |ll'ermaak Elsabe (E.) elsabe@tconsult... 7003050300083  Afrikaans
Subject:* [ | priority: [+ mormal [~]
Message Status:® ‘Draft ‘ Signature:™® | |' ‘
DP"“‘E‘t Address List [ Read Receipt ["] Delivery Receipt

[= Insert Template Select to protect the recipient list

B 7 D s E mestiew Roman |~ | [3 [=] [vormal — ~]
¥D @ @ |x, x| U s
Design Htmi

User: ElsabeV/

Fieldname Description Required

To, CC, Bcc List of contacts to receive this email. You can link them from the email form or @
by selecting multiple contacts from the contact list. The CC and Bcc lists are
optional, but work on the same principle as any email application.

Attachments You can add any number of documents from the document library as
attachments to this email.

Subject Subject line on the email. @

Priority Priority can be set for Normal, Low or High. @

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

Options are:

e Draft —not yet send

e Outbox —Saved but not send

e Send —delivered to email server
The email application can only send emails. Use an email client like Outlook to
receive emails.
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Signature You must select an email sighature from the list. It is recommended that you &
set up generic signatures, e.g., Support or Accounts. The signature will be
added to the bottom of the message when send.

Protect Address  If you are sending an email to multiple recipients and you do not want those

List recipients to see the email addresses of the other recipients, then select this
option to protect the address list.

Read Receipt Select to receive a read receipt in Outlook.

Delivery Receipt  Select to receive a delivery report in Outlook.

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

Re-Send and/or Forward existing email
Re-send and/or forward any existing email from within the client record (Email list view) or click Email on
the Navigation Pane to view the list.

D BHE B ve L2l e L 4 B 2R @2 00 H

New Save Saveand SaveandNew Validate Cancel  Cllent atWORK BriaCall SMS  Emal Open Related Workflow Show Workflow | Reffesh Automated Showin  Previous NextRecord  Close
= v s v v

Close Process ¥ Report™ | Record
Records Creation Save Edt Record Edit Open Related Record Workfiow vien RecordsNavigation | Close
Detais | Office | Additional Contact Information AO0O0OCH B« -
Displayname: Vermaak Elsabe (.) Fle  Home Tooks
1
Surname:* Vermaak
S| * E En  Validate r Q) Previous Record m
FirstName:* Esabe o
4 send Jre-send Forward | sove  saveand OpenRelated Workfion | view Close:
P eveand | 4 Cancel P i W | @) NextRecord
Call Name:* Elszbe ) Records Creation Save Edit Open Related Record Records Navigation Close -
Initisls:™ E 1
o [ o [ec [ Bec | Attadments
Tite:~ s o0
| 8t cientportal ~ [ &4 B showinReport - © O - Q&
Work Number: (021) 9753366 1 Displayname NES Legal Refere..Langusge | Consuitant
Cell Number: 0828533342 [ Vermaak Eisabe £ elsabe@tcon . 7003050300 . Afrikaans
Home Number: 1
Subject: Update personal information Priorty: + Normal
| Message Status:* Sent Signature:* Clent Services
B = ead Receipt Delivery Receipt
R X EE O O |[Aem - H- R
Subject Insert Template
Contact Detais 1
F Dear Mrs Vermaak A
RE: nforma
»  Update personal information Please confirm that you personal information has not changed and update where necessary
Email : elsabe/@tconsult.co.za
Cell - 082 8533 342 7]
Design [Html
Users SysAdmin

© D R 20 O
© ot [ miems [~] Text to seard [Search]
Bock  Formard New  Send flReSend Forward [ oclete ShowWorkfow | Refesh | Previous NextRecord Save New

- Instances Record Fiter
Views History Navigation Records Creaton Edt  OpenRelatedRecord Workfow view Records Navigation Fiters Ful Text Search
Navigation <
4 Contact Management Subject & [priority Message Status | LastUpdated | Updated By Signature [ External st Delivery Notificat
Dashboard ol - - - s - 3 -
Contact
oy Certfcate * Nomal Qutbox 018/10/03 PreterT Cient Services
e Claim received + Normal Draft 2018/05/03 Sysadmin Esabe Vernask
e » | Contact Detais * Normal sent 018/03/22 Sysadnin CientServices
Suppler Demo o Nomal Draft 019/03/28 PetroT Cient Services
Task FW: Contact Detals * Normal Outbox 2018/07/26 Elsabey Ekabe Vernask
EolEeD F\/: Update personal information * Normal sent 18005007 Sysadmin Cient Services
[ Meeting confirmation + Normal Outbox 01903/28 PetaT Clent Services
New Quote Request * Nomal sent 016/03/23 MaxineD Maxine

Order contract to sign * Normal Draft 2019/03/27 PetroT Client Services
Please updste your record + Normal Sent 2015/05/05 Elsabel Client Services
Project planring + Normal Oraft 1903/23 PetraT Tian
e Re CreditLifi replacement, Policy (CL-DB-11527), Mrs. Stacy Watkins, ., ID 9910200045083  Normal Sent 21710306 Clsuser Tian OLDMUTUALFIN... On failre
g:“s;:;” Re CreditLife replacement, Polcy (CL-DB-11527), M. Stacy Watkins, 5., ID 3910200045083 * Normal sent 2017003006 Lstser Tian fruma Finance(ta... on falure
Filter Criteria Re Credit Life replacement, Policy (CL-DB-11527), Mrs. Stacy Watkins, S., ID 9910200045083 * Normal Sent 2017/03/06 CLSUser Tian BayportFinancial ... On failure
) ShortTemn Re CreditLife replacement, Policy {CL-DB-11528), Mrs. Stacy Watkins, 5., ID 9310200045083 * Normal Sent 017/03/05 CLSUser Tan OLDMUTUAL FIN... On faiure
» Creditiife Re Credit Life replacement, Policy (CL-DB-11528), Mrs. Stacy Watkins, S., ID 9910200045083 + Normal Sent 2017/03/06 CLSUser Tian Bayport Financial ... | On failure

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

Please refer to the section on Questionnaires.
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New Company record

‘ . H ’ . ‘ ’
e On the ‘Navigation’ bar select Company and click the ‘New’ button, or
F list vi lick the d fthe ‘New’ b d select ‘'C !
. rom any list view, click the down arrow of the ‘New’ button and select ‘Company’.
o Bel B o :
° D X - “ (= = © R [Company Lstview - u Al Ttems - Search
Back New Delete Clent  BriaCall SMS Email Show Workflow Refresh Show in Next Record Save New
- - Portal * Report + Filter
Views History Navigation Records Creatio Record Edit Workfiow view Records Navigation Filters Full Text Search A
Navigation <
4 Contact Management Displayname Type Of Contact Contact Category Type Of Company Registration Number | Work Number Fax Number Email Web Address. Primary Rec. Open Tasks Consultant
Dashboard 7 | el ol o ol oflc ol o o ol u = e
E””‘m b [ 17axt X-Client Sole Propristar test1234 ~ 0
— b= DEN &.5T...| Client Company (041)4631916 tian@tconsult.co.za ¥ 0
Supplier INERS Client Sole Proprietor (039)2550840 (039)2550842 fan@teonsult.co.za ¥ 0
Task POWER TECH TRUCKING | Client Company tian@tconsuilt.co.za % 0
EriRTiTay Smiths Insurance Client Company 1
g”'ﬁ . Renasa Suppler Company an@teonsuit.co.za =@ o
Email MAHLAWE BUS SERVICES | Client. Sole Proprietor tian@teonsult.co.za % 0
Emai Manager Mail Pony's Maintanance & Elec... | Client. (Unknown) fian@tconsult.co.za & 1
SMs CEU Supplier Company tian@tconsult.co.za vl 0
Calendar (CHRIS TRANSPORT Client Sole Propristar fian@tconsult.co.za Z 0
:UT‘::H Eavesdrop Trading cc (ca... | Orphan Close Corporation 200505871823 tan@tconsuit.co.za ] 0
F\\Lrecr\Zr\s Spotlight Orphan Company (086)0339838 tian@tconsult.co.za 0
Mew ate Celete Client atWORK Bria C
d ead Partal ~ d d
fy Company ]
o Person
e  This will open the new Company dialog.
e  The Company detail view is very similar to the Person detail view. Ensure you have read and understood

the sections relevant to Person.

Company Detail

D

New

B

Records Creation Save Edit
Detail | Offce | Additional Contact Information

Displayname: 1-2-3 Marketing Corporation cc

Registration Name:™ 1-2-3 Marketing Corporation cc

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

Type Of Company:* Close Corperation

Nature Of Business:

Emal:= info@marketing.co.za

Web Address

Open Tasks:

Tasks | Addresses  Bank Accounts  Department Contacts  Relationships

Save Saveand SaveandNew Validate Change Cancel
v State

ortal ¥

Ve N e

Client  atWORK Bria Call  SMS

Email

Record Edit

Contracts | Contract Roles | Notes | Documents | SMS | Email | Phone Logs

El [
© J
Cpen Related Show Workflow | Refresh Show in
Instances Report ¥
Open Related Record Workfiow View

Country Of Registration:* |South Africa

Registration Number:

~ | Language: Afrikaans
] Primary Record
Work Number: (078) 1161164
Fax Number: (0413945195
3 Cell Number: 00716765742

Questionnaires | Propertysheets

n A @ - C X S - - & B ab  showinReport - © [ATasks - E - Q
Task Number 4 |Contract Type Subject Date Created Start Date Due Date

T b = = ofJc = = =

» | TC-MD201805-13 1-2-3Marketing Corporati... Admin Warning: message 1fNHH... 2018/05/30 2018/05/31
TCNB201804-1 1-2-3 Marketing Corporati... Service Creating Clients and Cont... 2018/04/03
TC-SA201811-20 1-2-3 Marketing Corp... Lead Second trigger test12  2018/11/06 2018/11/06 2018/11/08

Records Navigation

L+ I I

Previous NextRecord

Close

Close

Status

[®] Notstarted
[®) NotStarted
[2 mProgress

Priority
v Low
+ Normal
v Low

Assigned To
Maxine

Teessen Pieter (P.G.)
Administrator

Percentage Complete

0,00%
0,00%
40,00%

Fieldname

Description

Required

Displayname

Registration Name
Trading Name

Type of Company
Nature of Business
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The same as the Trading name and will automatically be
populated from the Trading name.
Company registration name.

Name used for trading. It will default to the Registration

name.

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

Web Address

Open Tasks
Country of Registration
Registration Number

Language

Primary Record

Work Number
Fax Number
Cell Number

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

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

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

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

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

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

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

Company telephone number.

Fax number for the company.

Cell phone number is used for SMS services.

e ©

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

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

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

Department Contacts

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

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

D B e v
saveand SaveandNew = Valdate Cancel

New save
- Close. Portal

Records Creation Save Edit

Detal | Office  Additional Contact Information

A W 5 =

clent Eracal sMs  Emai

Record Edit

B C B O %]

show Workflow |~ Refresh Showin  Previous NextRecord  Close
Instances Report~ | Record

Open Relsted Record Workflow View Records Navigation Close

Displayname:

Trading Name:=

Nature Of Business:

Email:=
Web Address:

Cpen Tasks:

B -

Registration Name: *

Type Of Company:*

[1-2-3 Marketing Corporation cc

[ 1-2-3 Marketing Corporaton cc

| country of

[ 1-2-3 Marketing Corporation cc

| Registration Number:

[ wnknown)

[+] tanguage:

hai@tconsult.co.za

Tasks Addresses Bank Accounts
X%\

| contact

Department Contacts | [Relationshil
== " | Lo

| ocaf

ent
v = =
Create new Department Contact l‘.i
» | Mark Mari

- Record

3 Workflow View
EF - Edit * ~ -

[south africa

[afrikzans

Close

Records Save

CpenRe|
l Free text field - this Contact is not saved in your Contact list l

General Information

[ 4

Contact:= |

| Emai

Active

| cComment

Occupation: |

Department:= |

Comment: [

Active

Contact Information

Work Number: | [-+[>¢| et number: |

Fax Number: | [-+[>¢] Emai:= [

User: ElsabeV

gert@i23.co.za

]| |
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Fieldname

Description Required

Contact

Occupation
Department
Comment
Active

Work Number
Fax Number
Cell Number
Email

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

Select from a predefined list of occupations.

Select from a predefined list of departments.

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

Telephone number of the person.

Fax number of the person.

Cell number of the person.

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

©

©

Easy access to all Department Contacts from the Navigation Pane:

Navigation <
4 Contact Management ~| [ company Department
Dashboard | e o
Contact v |watervise I
Insurance Co Short Term
LT Adrmin
Suppler Bronns Finandials Short Term
Task Eronns Finandials Claims
Contact Group 1-2-3 Marketing Corpora... | Marketing
Note
Document
Questionnaire
Emai
Emai Manager Mail
S
Calendar
Notification
My Details
Filter Criteria

Contact Ocaupation Work Number Fax Number Cell Number Emal Active
e o e A e o

David Mduli IT Technican (018) 2695589 david@waterwise.co.za

Johan Roets Finandial Planner (054) 2654785 Joh 023

Johan Pieterse Admin Assistant.

Petrus Schoeman Manager (011) 5698541 x 560 0721231234 petrus@101.co.za

Andrea Verwey Claims Consultant (011) 5698541 x 563 daims@101.co.z

Gert Aggenbach Marketing Manager (087) 5125569 0812349876 gert@123.co.za

KKK K KR @

Comment

o

Financial Advisor

General Manager all Produ

Commercial Claims

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

instead of recapturing your information.

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

action:

Fie  Home View Tools

R A0 O &

EasyTest Convert General Handle Synchronise HelpResources Reset View

Suppler

Recorder ¥ ToPerson Import File Logfie v ettings
Tools
Navigation < | Drag a column header here to group by that column
v Contact Management Company Department Contact Occupation Work Number Fax Number Cell Number Emai Active

Dashboard ¥ b o e 3 3 o o o
Contact, WaterlWise m David Mduli T Technidan (018) 2695588 david@waterwise.co.za
Soman Insurance Co Short Term Johan Roets Finandial Planner (054) 2654785 0RTTEETTEA0 JohanRoetsiBdemo.co 2
s an b | 1-2-3 Marketing Corpora .. Marketing Gert Aggenbach Marketing Manager (087) 5125569 0812349876 gert@123..2
Perean

JEEm

Comment

Financial Advisr

Make sure you complete the additional compulsory fields for this record to be created.
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2 Gert - Convert Department Contact Process = O *

[«]

Details m

Surname: * | Aggenbach | []1s Primary

First Name:* |Gert | IDNumber: | |

Second Name: | | Language: |Afrikaans - |

Call Name: = |Gert | Gender: |Male - |

Initials:® |G. |

Work Number: | (087) 5125562 - [ Title:® [x] | Mr. - |

Fax Number: | - | Cel Number: 70 o

Office

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

ar

Group:* |MSB Independent Brokers '| Occupation: [ Marketi

Maiden Mame: | | Ethnic Group: | - |
Religion: | - | Consultant: | - |
Qualification: | - | Contact Category: | - |
Smoker Status: - | Passport Number: | |

Set Relationship

Use of colour and grouping
e In the application, certain elements are presented using distinct colours and contact type is one of them:
e Purple — Orphan record
e Green—Llead
e Black — Active client
e  Blue — Supplier

- =
© D X &2 Cpe B O g
- e\ E
aa = = © R’ [company Listven Lo Al tems -] Texttosearch... _ [Search]
Back  Forward New Delete | Cient BriaCal SMS Emai | ShowWorkfow  Refresh Showin | Previous NextRecord Save New
- - - Partal * Instances Report ™ Record Filter
Views History Navigaon  Records Creation | Edit Record Edit Workflow View Records Navigation Filters Ful Text Search
Navigation <
4 ContactManagement Displayname | Tvpe of contact__| coniagicatagene [ Tvpe Of Company | Registration Number | Wark Number [ Fax Number [Emai [ web Address [primary Rec... [openTasks | Consultant
2“"‘::"‘ v [ o | oo activecient I L3 L3 L L L m = L
C“” KLEVNHANS Clent > s Corporation (021)3962540 (021)3361812 fian@teonsuit.co.za 0
ompany ' 4 i :
e BALENT LH Clent Sole Proprietor fian@tconsult.co.za 0
e QENGEBA NONZABA TRAD... Client Company (047)5370330 tian@tconsult.co.za 0
Suppiier MALAN S Clent Blue - Supp Sole Proprietor fian@tconsult.co.za 0
Task MEINGWA COACHES Clent Company tian@tconsult.co.za 0
Contact Group Hollard Supplier Company tian@tconsult. co.za 0
tate ceu Supplier Company tian@tconsult.co.2a 0
Doaument
DANBER FEED SERVICES CC | Clent Close Corporation (046)5225354 (046)5361458 fion@tconsult.co.za 3
Questonnare
= KINGER IWVESTMENTS | Clent Sole Proprietor tian@tconsult.co.za 0
Emai Manager Mail V'S DRIVING SCHOOL Clent Sole Proprictor fion@tconsult.co.za 0
SMS CHRIS TRANSPORT Client prictor tian@teonsult. co.za 0
o Green background - Lead @
Alendar WAGGIE CLEARING &FOR.... | Client prictor (021)7066202 tian@tconsult.co.za 0
:wgﬁ;:r” C &ZBUS TORS Clent Sale Proprietor “ian@tconsult.co.2a 0
ty Details
o g + | COMMUNITY TRANSPORT  Lead Sole Proprictor p—— fian@tconsult.co.za 0
s S 0.0, MHLAME tfas 0.0 BU | Client Company 1035 tian@tconsult.co.za 0
b Creditife BWIESETAXIDIENSTE | Client Company tian@tconsuit.co.za 0
¥ Assurance Eavesdrop Trading cc (ca... | Orphean Close Corporation 200505671823 tian@tconsult.co.za 0
» Investment P 1du Plooy Brokers Brokerage Sole Proprietor (044)5982151 (044)6982151 tian@tconsult.co.za 0
b :E"‘G‘I‘“d Simpson Consulting (Pty) Ltd | Brokerage Public Company tian@teonsult.co.za 0
» Funerdl
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Create a New Lead

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

Fie  Home View Tools

» O | ) -
© D X AT “ 00
aa x 46 | A bl R [ Company Listview L] Text to search...
Back Forward New N Create Delete  Change Client atWORK BriaCall SMS Show Workflow = Refresh Previous Next Record
~ v ~ | Lead State  Portalv v v Record
Views History Navigation | Records Creation Edit Record Edit View Records Navigation Ful Text Search
2 Newlead =
Current Contact: :
Source:™®
Company,/Ferson: | Person = | Group:®
Company Name:* Department:
Title: = - | Gender:
First Name: * Surname:™
IDNumber:
Home Area Code: Phone Mumber:
Work Area Code: Wark Number:
Cell Number: Email:
Assign To: ® ~ | Task Type:®
B I Use == == AH - |7 0
® 0O E @ TEE EE re]
Comment: *
Design | Himl
Create Lead

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

this record green for ease of reference.

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

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

Supplier

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

Easy access to all Suppliers via the Navigation Pane:
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©

Back  Forna
Views History Navigation
Navigation

4 Contact Management
Dashboard
Contact
Company
Department Contact

Contact Group
Note

Document
Questionnaire
Email

Email Manager Mai
S

Calendar
Netification

My Details

Fiter Criteria

b

Mew

Records Creation

<

A e
X = >
Delete  Clent  SMS  Email
Portal -
Edit Record Edit

Displayname

ide

Renasa

Discovery Life

Holard

CEU

AIMS

Momentum Wealth

Auto Trade Underwritting Managers
Truck and General

Constantia Insurance Company Ltd
Associated Marine

VENSHAW INSURANCE BROKERS
CLARENDON LINDERWRITERS
Lberty

Baronscourt

Open Related Record

Work Number
ok

(0860) 102725

Workflow  Show Workfiow
Instances

B C QR G

Workfiow

el Number
o

Refresh Automated  Showin
Process *  Report =

View

Emeail
o

tan@teonsult.co.za

tan@teonsult.co.za

tan@teonsult.co.za

tan@teonsult.co.za
tHan@teonsult.co.za
info@santam.co.za
tan@teonsult.co.za

fan@teonsult.co.za

tHan@teonsult.co.za

cvious  NextRecord

Records Navigation

All Contacts

Save New

Filters

Language

English

Afrikaans
Afrikaans

Engish
Afrikaans
Afrikaans
Afrikaans
Engish
Afrikaans
Afrikaans
Engish
Afrikaans

Search

Ful Text Search

Primary Record
u|

%

~
%

Cpen Tasks

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

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

New Document from system area

You can add a new document from any area in the application using the action items where the Documents

tab is available or by using the Insure Add-in on Outlook.

e use the various action buttons on the Action bar or,

e select to drag and drop a file directly from your computer onto the document area or,

e create a new document from the document library or,

Title

T e

»  Broiink 2,839.90.xkx
Brolink 2,839.90.xisx
Cadiz 710,14

Untitied

=

moo T E-

Cannot attach mail to a task - Although the task gets created - also since last week

Tasks | Addresses | Bank Accounts | Relationships | Contracts | Contract Roles Numslnucuments ';Ms Emal | Phone Logs | Questionnaires | Propertysheets
B PLPEX X O

« |Reference
o
TC-SAZ0 18037
TC-5A201803-7

Date Created
= e
MD18/04/04
2018/04/04
D18/03418
2018/04/04
M18/03/18

Key Words

Document Type
= o

Utiity Bl - Proof of Ad... Syshdmin
FNA - Financial Needs ... SysAdmin

Client Authorization | Syshdmin
Broker Appointment  SysAdmin
Default SysAdmin

Created By

Confidentiity Level
None
None
None
None

None

Category
o

Task Attachment
Life Cover

Credit Life Cover
Life Cover
Un-Allocatted

Select from the Action bar:

(]

& R

X Q

B

(4]

EY - [a

@ Add from file which will open your File explorer

Complete the relevant information on the Document file attachment process.

The saved document will automatically be linked to Contact, Contract and/or Task depending on where you

create the document.
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[l Document File Attachment Process - O X
Document Type: * Mot Spedfied R
Reference:
Key Words:

Confidentiality Level: Mone -

Category: -

CK Cancel

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

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

Unlink file from Client record

O

Convert document to selected document type

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

Change document affiliations

Open selected document

m[] -
Export document list in various formats

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

Individual Documents
Documents attached to an email can be saved individually

Refer to TC Insure Add-in Quick Guide
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Task Management

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

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

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

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

Dashboard

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

Reiraton Sl o | My Tasks 5 I RE R ot | [y Tess S RER
4 Contact Management
Dashboard 210
Contact TaskNumber | [ Status &
Company 180
Department Contact Contact.D... & || NotStarted InProgress Grand Total
Person 150 A D PONI TAXI 1 1 ~
Suppker Centrol Lake Tra. 2 2
I 120 Gomes Andrade .. 1 1
Contact Group
e @ MASANGWENT M 1 1
Document MASAWED (D T) 1 q
Questionnaire 0 MASELA BARRY (B)| 1 1
Email MASETI T (T) 1 1
Email Manager Mai 30 MASHEGO JOSEP 1 1
S ) ! MASI TRANSPOR. 1 1
Calendar Infrogress MASIQHAVE TR.. 1 1 -
Notification
e D A 0-%-|xa-|B- LB MR Sovnreot - | @ O | [ = Re R
+ Short Term
b Creditife
e Task Number Contact Contract Type Subject +[startbate  [DueDate |[Status Priority | Assigned To Percentage Complete
» Investment % [ Be = = = o = = = = = - ~
b Medicalaid TC-ADM201307-102488 Xhoko S (S) Follow Up Imported [=] NotStarted + Normal Vermaak Elsabe (E.) 0.00%
+ Funeral » | TC-ADM201307-12399 MBONWIWA N (N) Follow Up Tmported [¥] NotStarted + Normal Vermaak Elsabe (E.) 0.00%
: :‘:‘:::;:” TC-ADM201307-11862  MBAMBO ANDILE (A C) Follow Up Imported [¥] motstarted + Normal Vermaak Elsabe (E.) 0.00%
b (ot TC-ADM201307-101086  van Vuuren Wyndham (W P G) Follow Up | Imported [¥] NotStarted + Normal Vermaak Elsabe (E.) 0.00%
b Reports TC-ADM201307-11479  MAYEPUT (T 1) Follow Up | Imported [¥] MotStarted + Normal Vermaak Elsabe (E.) 0.00%
» Tools TC-ADM201307-11626  Mbadla Mzoxole (M) Follow Up  Imported [] notStarted + Normal Vermaak Elsabe (E.) 0.00%
TC-ADM201307-10156  MASELA BARRY (B) Follow Up Imported [¥] MotStarted + Normal Vermaak Elsabe (E.) 0.00%
TC-ADM201307-10407  MASIZA LUNGELO (L) Follow Up Imported [] notStarted + Normal Vermaak Elsabe (E.) 0.00%
TC-ADM201307-10699  MATHIBE S (S) Follow Up Imported [¥] MotStarted + Normal Vermaak Elsabe (E.) 0.00%
TC-ADM201307-12330  MBOLOMPO F (F A) Follow Up Imported [] notStarted * Normal Vermaak Elsabe (E.) 0.00%
TC-ADM201307-102641 Yoyo A (A) Follow Up | Imported [¥] Motstarted + Normal Vermaak Elsabe (E.) 0.00%

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

Filter Action

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

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

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

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

1. Navigation Pane

2. Contact detail view

3. Policy / Contract detail view
4. Email

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

Task Detail

When creating a task, you need to enter all relevant details to the task, but when you use Insure Add-in,

the detail is populated via the wizard:

File Home Tools

O New A, Forward Task B % Refresh
(X & ®« o
[ FleTask g Clone... B v r- @ Links ~ m
= Open Related @ 15 (4] Close
[# unFile Task (@ Schedule Task v | BY s Record [3 Automated Process
Records Creation Edit Rec Open Related Record View R.. Close -~
TaskDetail | Attachments | Logs = Task Links
Contact:*
Contract: s % | Supplier:
Task Number: Assigned To:*
Type:® ~ | Priority:* + Mormal
Subject:* Confidentiality Level: |None
Start Date: 2021f04/26 ~ | Percentage Complete: 0.00% =
Due Date: Remind Me Reminder Date: =
Status:* [‘;3 InProgress
Date Created: 20210426
Reported By:
Created By: ElsabeV
[= Insert Template
B I U s E = = E A - TmesNewRoman ~| |3 ~| | Normal
HORB «»2 XX EC|EEFPE
A
Design | Himl
User:ElsabeV  Updated by: ElsabeV on 2021/04/26 15:51:3%
Fieldname Description Required
Contact A task must always be linked to a contact or owner. @
Tasks are performed for a client.
Contract You can optionally link a task to a contract, e.g., if you

Task Number

Type

Subject
Start Date

Due Date
Status
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need to perform a task pertaining to a specific short
term policy, then you can select that specific short term
policy.

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

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

Specify descriptive and relevant subject for the task.
This date is automatically populated when the status of
this task changes from open to in-progress.

The expected date when this task should be completed.
Task status will default to Not Started. Other statuses
are: In Progress, Deferred, Waiting for someone else
and Completed. When changing the status of a Task, the
application will automatically create a change log
indicating the change of status. When a task has been
completed, the task will automatically be re-assigned to
the creator of the task who will then receive a
notification that the task has been completed. The
creator is the only person that can then ‘file’ the task.
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Reported By
Supplier

Assigned To

Priority
Confidentiality Level
Percentage Complete
Remind Me
Reminder Date

Date Created

Created By

Task Body

Attachments

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

Supplier will auto populate when Contract is linked

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

There are three priorities: Low, Normal, High

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

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

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

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

Set to the user that created the task

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

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

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

" O B K

ve
Close

ToskDetai | Attachments  Logs | Task Links

Contact:* Vermaak Eisabe (E.)

Eg

Save

vV e« H

and SaveandNew Vaidate Change Ca
State v

Edt

“ B COR ® & 0 0 B

Workflo Show Workfiow _ Refresh Links  Automated Dashboards Showin | Previous NextRecord — Close
Process Report ¥ | Record

el Bria Call Add Note

Record Edt [(ESLERS  Select ellipsis to invoke Add Task

Contract Process

view Records Navigation  Close

Contract:

Task Number: TCEVX202012-18
Admin

Fi: TC-EMX202004-3652 - Datab:

Start Date:

Due Date:

Status:* [ Notstarted

ail manger - mal address in cc

?
Contract:

Cont
Contract Number:
~| Percd
Inceton Date: Select existing =
= Product Status:

0.00%

Reportad By: [Abrahams Mark (M.)

Testing send confination email

Date

Crea)

New... |~ oK Cancel
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From the Navigation Pane
© D AO0m X & Ca o B xR G 4]

Back Forward New FieTask UnFle Forward Schedule Clone... = Delete Change Add Note Open Related Workflow Show Workflow ~ Refresh Analyse Automated Showin | Previous NextRecord  Filters Ful Text
N - - T Task  Task -+ M State ~ - Recard Instances Process  Report+ | Record ° Search ~
Views History Navigation Records Creation Edit Record Edit Open Related Record Workfiow View Records Navigation )

Navigation <

4 Contact Management Task Number a | Contact ¥ contract ‘Type ‘Subjad ‘Dat& Created |S|avtDate ‘Due Date ‘Stams Priority Assigned To |Pevcent |Reported By

Dashboard A = Vermask Elsabe () = = e = = = -
E“"‘m TCEVX018031 Vermssk Eisabe (£.) MzawanaT( . Admn Changevehid . 2018/03/15 0180315  201908/28  [5 InProgress + Nomal  Mawine 20.00% Van Deventer Ma
.ompany

Department Contact, TC-5A201803-7 Vermaak Elsabe (E.) VermaakEl... E-Mail Email Tool -... 2018/03/22 | 2018/03/22 2018/11/09 [ InProgr... ~ High Hanlie Lazare|  0.00%
[ TC-SA201806-18 vermaak Elsabe (E.) VermaakEl... FollowUp  FW:URL 2018/06/19 2019/06/07 [7] Wotstar.. + Wormal  Administra.. — 0.00%

et TC ) Lead New Lead:... 2019/06/07 2019/06/11 [7] HotStar.. + Normal  NiellBooysen  0.00%
Task

Note
Document
Questionnaire
Email

Email Manager Mal
sMs

Calendar
Notification

My Details

Filter Criteria

From a Contact

Details | Office | Additional Contact Information
Displayname Vermaak Eszbe (E.)
Surname:® | []Primary Record
First Name: ™ [Eisabe | pateofBirt | -
Second Name: | | Date peceased: | -]
Call Name: = [Eisabe | 4ge 0
Initials:™ [ | mrumber: [ |
Tite:* [bars. -] Language: [Afikaans -
workNumber: [ (021) 9753386 ] Gender [Fende -]
Cell Number. (0828533342 x| FaxNumber: [ - x|
Home Number: | x| Emai:® elssbe Gteonsult.co.za ]
Open Tasks: 3
WSSES Bank Accounts ips | Contracts | ContractRoles | Notes | Documents | SMS | Emal | Phonelogs | Questionnaires | Propertyshests
D" A Q- -f- X &~ N~ H- @ & F o shownReport ~ @ @ |AlTasks Y B R
‘Task MNumber 4 | Contract [Type | subject |Date Created |stert Date |bue Date |status Priority Assigned To Percentage Complef
T e - - o = = = = - - -
b TC-EVO(201803-1 Mzalwana T (T R) (Old Mu... Admin Change vehideregnr  2018/03/15 20180315 [2 mrogress + Normal Maxine 20,00
rcrs?/ Vermaak Elsabe (E) (... E-Mail Email Tool - MIS 2018/03/22 2018/03/22 2018/11/09 [& mProgress ~ High Hanlie Lazare 0,00%
TC-SA201806-18 Vermaak Elsabe (E.) (... Follow Up FW: URL 2018/06/19 [5] NotStarted + Normal Administrator 0,009

From a Contract/ Policy

File Home Tools

" aL
D B save X Delete 1L Apply Formula r. 4 ol 0
©

25 save and Close + validate L ClientPortal

Anniversary Date: |

‘

Cancel Reason: *

NEW Ef saveandMew v 4= Cancel | 43 Re-Sync DDeRneE:":Ed B close
Records Creation Save Edit Record Edit Open Related Record - . R.. Close -~
m‘ Account | Commission
Owner:* |\~'ermaak Elsabe (E.) - | Policy Value: | R500 000 000,00 =
Product:® Life Plan-Discovery Premium: | R2859,52 =
Product Provider: Discovery Contribution Frequency: |Monﬂ1\\; -
Contract Number: = |180508 | Annual Escalation: | 0,00% -
Reference Number: | | Intermediary: |MSE Independent Broker Group (Pty) Ltd -
Source: | - | Consultant: |\l'ar| Deventer Maxine (M.} -
Inception Date: [2018/08/01 - | Maturity Age: 0
Maturity Date: | - | Cancel Date: ® -
|
|

Status:® [ submitted -

Benefits | ontract Roles | ContractLinks = Notes  Documents = Questionnaires = Propertysheets | History

(] /s 5 - X W -8B R B showinreport - | QO @ -
Number - |Subject |Type ‘Start... ‘Due D. ‘StaDJs |Priority |Per.. |Assig.. |Creat. . |Dahe - |Report..
T b "0 = = = = = - [ = ol - =

User: SysAdmin

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

Task logs are used to track the progress of a task from inception to completion. Some of the log entries are

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

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

From Task log on Task

UOOCHE« -

File

Home Tools

UnFile Task Save

O

New

A, Forward Task B save and Close

© schedule Task v

4 |Created By

File Task

Records Creation Save

Tack Detail | Attachments

Al logs
te Logged

31 July 2019 04:23PM Shamielah]

]

00CHH+

B save and New v

7 ~
. m %° o[
B~ Open Related |_§| E‘a ’ ° Close
Record ® | g v
Edit Rec Open Related Record View R. Close -
- B - [@
Log Type Confidentiality Level Minutes Spent

Assignment Mone 1]

File Home Tools
b |5 |7 & X |
Eﬂ
New - Re-send Email Open Related Workflow Close
v E‘? v From Tasklog Record v
Records Creation Save Record Edit Open Related Record R.. Close - -
User: |
Date Logged:* 2019-08-15 -
Log Type:* 0 -
Subject:
Confidentiality Level: |None -
Minutes Spent: [
Created By: PetroT [07-07
H7-08
[= Insert Template 1-07-12
B 7 U E = E E A% =~ | TimesNewRoman - |3 «| | mormal - [06-26
o ﬁ [J-gl elx x|i= === @ @ E He-20 20
i— — = = =
® [ 2 - = (EE W loe20 |20
A 07-31
- v NAR-N
Design | Himl
Fieldname Description Required
Date Logged Auto generated based on current date
Log Type Select from the drop-down list of task types. ()
Subject Enter a subject as easy reference to the body of the
task log
Confidentiality Level This level sets the control of user access to the log.
Minutes Spent Can be used to track time spent as the task progresses.
Created By Set to the user that creates the log
Message Body Free text field to capture information or a progress @
message.
From Add Note Action

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

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

Back Forward

Views History Navigation
Navigation

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

New

A [ X
Ay

—_ G) [ | X 2 H
T: UnFile  Forward Schedule Clone... Delete  Change Add Note

Task Task Task ~ A State ~ A

Records Creation Edit Record Edit

<
Task Number | Contact
v — Vermaak Elabe (£.)

» | TC-EVXX201803-1
TC-5A201803-7

TC-SA201806-18
TC-5AX201906-1

Vermaak Elsabe (E.)

Vermaak Elsabe (E.)
Vermaak Elsabe (E.)
Vermaak Elsabe (E)

-
&= A S
Open Related Workflow Show Workflow Refresh Analyss Automated  Showin
Record nstances rocess  Report =
Open Related Record Workflow View
¥ contract Type Subject Date Created | Start Date Due Date
- = o = =
Mzalwana (.. Admin Change vehid . 2018/03/15  2018/03/15  2019/06/28
Vermaak El... E-Mail Email Tool -... 2018/03/22 2018/03/22 | 2018/11/09
Vermaak El... Follow Up FW: URL 2018/06/19 2019/06/07
Lead New Lead: ... 2019/06/07 2019/06/11

o

s MNextRecord

Recards Navigation

Status Priority
[ mProgress  + Normal
[& InProgr... ~ High

[©] notstar... + Normal
[©] NotStar... + Normal

Fiters Ful Text
3 Search +
AssignedTo [ percent... [Reported By
Maxine 20.00% Van Deventer Ma

Hanlie Lazare
Administra...
Niell Booysen

0.00%
0.00%
0.00%

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

Task Number « | contact | Contract Type Subject
wlc = Vermaak Elsabe (E.) = = offc
TC-EVXX201803-1 Vermaak Elsab= S — Change vehid.

O New Cil+N »
TC-SA201803-7 Vermaak Els, Email Tool .|
TC-SA201806-18 Vermaak Els| iup FW: URL
TC-SAX201906-1 Vermaak Els - New Lead: ...

A, Forward Task

Schedule Task »

fa Clone.. »

X Delete Ctrl+D

s%;  Change State »

l Add Mote » I Note

[ OpenRelated Record  Ctrl+Shift+0 @& E-Mail

[3 Page Setup.. izl SMS

i Print.. Ctrl+P

[& Print Preview...

3 Refresh s

' Analyse

[8 Autemated Process

Bfy Copy Cell Value Ctrl+Shift+C

Note

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

Email

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

Email address defaults to the email address captured for the selected Contact and Subject defaults to
Task’s subject line. Both can be edited.
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fed TC-EVXX202004-7 : Additional risks added - Send E-Mail from Task - [m] X
To:® Vermaak Cornelius (C.].)(elsabe @tconsult.co.za) %
cc -
BCC: x
Log Type:* ~ | Priority: + Normal -
Signature:® = | Minutes Spent: o2
Subject:* TC-EVXX202004-7 : Additional risks added
Confidentiality Level: |Mone -
Attachment: - X+
Read Receipt Delivery Receipt
[= Insert Template
B 7 U abs A &y - | Times New Roman ~| |3 = | | Mormal -
¥ 0 = & €
Design | Himl
CTRL +SHIFT+END selects everything below the cursor and DELETE removes the selected text
Send Cancel
Attach any document saved on the Task, or
‘ Attachment:
0 A G) Et:i o] 2 0 p— 2 =] M=
gt TC-EVXX202004-7 : Additional risks added - Send E-Mail from Task X
il | risks added d il fr k a
New FileTask UnFile Forward Schedule Save Savei
Task  Task Task v Clos|
To:= Vermask Cornelius (C. 1.)(elsabe @tconsult.co.za) - x
Records Creation i
cC: - X
Task Detail gs | Task Links Eesy Cx
U= oF )
Log Type:*® ~ | Priority: + Normal -
Tide
Signature:= ~| Minutes Spent: 0=
»  1-2-3 Marketing Corparation cc - Contact info
Appointment Letter Subject:* TC-EVXX202004-7 : Additional risks added
Broker Note Confidentiality Level; | None -
Credit life notes . -
Link Relationship ta Company Record E| Brr=h _ =] X
Read Receipt
M it Cod
ouEmentLenes — Title 4 |Date Cre... |Created By | Confiden...
[= Insert Templat= T — o -
B I U e 1-2-3 Marketing Corporation cc - Contact info 2017/07... SysAdmin  Mone
Appointment Letter 2015/07...  MarkA Mone
Broker Note 2020/04... Elsabev Mone |
Credit life notes 2020/04... Elsabev Mone
Link Relationship to Company Record 2020/04... ElsabeV  Mone
Movement Codes 2020/04...  ElsabeV None

Attach document from your Computer

Attachment:

First select the applicable document type, then browse to your computer by selecting OK.
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ﬂ| Select Document Type

Document Type:* |Default

OK

Cancel

SMS

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

w2 TC-EVXX202004-7 : Additional risks added - Send SMS from Task

Send To:* |

Subject:* TC-EVXX202004-7 ¢ Additional risks added
Log Type:®

Confidentiality Level: | None

Minutes Spent:
Character Count: 0 SMS Count:

Message:™

Send

Cancel

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

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

Fle  Home Tools

o ~
DEGAQOR &2 i N emacal v o &y | & Refiesh © Prevous Recerd
- 25 sSave and Close 2% Change State v [3 Automated Process
New File Task UnFile Forward Schedule Clone.. . Open Related Close
v Task  Task Taskv > S SaveandNew v 4~ Cancel =] Gt Record B S o | R
Records Creation Save Edit Record Edit Open Related Record View Records Navigation | Close i
Ta Attachments | Logs | TaskLinks
B © © |[abs T E-|[Q
leubiact |Log Type Created By Minutes Spent
Re-send Email From Tasklog Assignment Eeabev
Re-send an email from the selected tasklog
y Vermaak Elsabe (E.) The task assignment was changed from Vermaak Elsabe (E.) to Hanlie Lazare
Wednesday, 07 November 2018 13:51 New Client Elsabe 0
New dient
Friday, 06 July 2018 16:28 TC-5A201803-7 ; Email Tool - MIS Instruction Elsabe [
To : Vermaak Elsabe (E.)(elsabe @tconsult.co. za)CC : BCC : Attachments : Beste Elsabe U PERSOONLIKE POLISDOKUMENT POLISNOMMER : AG2203 Baie dankie vir die vertroue wat uin FFG gestel het met die rukuhestuur van
* | ubates. Hierby ingeskit, vind asseblief u polisdokument, Hierdie is n belangrke dokument en moet in veiige bewaring gehou word. Die maadamm was met effek 30/04/2018 Die Maandpremie beloop R 1455, L

hernuwingsdatum is 30/04/2019 Die eerste premie word in Januarie gehef. Die bdrag is R vir dekking vanaf

Let asb op die volgende Beveiligings ;aar,\-aardas wat in
plek moet wees ens ens ens ens Groete Elsabe Vermaak Accounts Executive

Friday, 06 July 2018 16:27 TC-5A201803-7 : Email Tool - MIS Instruction ElsabeV o
Ta : Vermaak Eisabe (E.)(elsabe @tconsult.co.za)CC : BCC : Attachments : Beste Elsabe U PERSOONLIKE POLISDOKUMENT POLISNOMMER : AG2203 Baie dankie virdie verlroue wat uin FFG gestel het met die rikobestuur van
u bates. Hierby ingeskit, vind asseblief u poiisdokument. Hiercie is n belangrke dokument en muet in »elhge bewaring gehou word. Die intreedatum was mel effvek 30042018 Die Maandurem\e beloop 1455.0000 Die
hernuwingsdatum is 2013/04/30 12:00:00 AM Die eerste premie word in Januarie gehef. Die bara

ir dekking vanaf Let asb op die volgende Beveiligings
Voorwaardes wat in plek moet wees ens ens ens ens Groete Elsabe Vermaak Accounts ExE(uh\«E

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

To : Vermaak Elsabe (E.)(elsabe @tconsult.co.za)CC : BCC : Attachments : Beste Elsabe U PERSOONLIKE POLISDOKIUMENT POLISNOMMER : 21032018 Baie dankie vir die vertroue wat u in FFG gestel het met die rikobestuur
van u bates. Hierby ingesiut, vind asseblief u polisdokument. Hierdie is 'n belangrike dokument en moet in veiige bewaring gehou word. Die intreedatum was met effek 21042018 Die Maandpremie beloop

Contract.TotalPremium Die is Contract.Polic W ite Die eerste premie word in Januarie gehef. Die bdrag is R250.38 vir dekking vanaf 1 Januarie 2018 tot 31 December 2018 Let ash op die volgende
Beveiligings Voorwaardes wat in plek moet wees ens ens ens ens Groete Elsabe Vermaak Accounts Executive

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

{4 RE: TC-5A201803-7 : Email Tool - MIS - Send E-Mail from Task. = a X

o= [

o [

BCC: [

Sgnature:* | - | Priority: [+ Normal

Subject:* [RE:TC-5A201803-7 : Email Tool - MIS |

attachment: |

[ Read Receipt [ | pelivery Receipt

B 7 U e

YO B «»e | x x

A % - [ TimesNew Roman -

-] [normal -

On Friday, 06 July 2018, at 16:29:14, ElsabeV' wrot

To : Vermaak Elsabe (E.){(elsabe@tconsult co.za)
cC:
BCC:

v
Attachments -

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

Refer to TC Insure Add-in Quick Guide

Forward Task
A task can be forwarded to any person at any given time:

© D ZI0 "

Back Hew Fiter FlText
Views Hatory Nawgaton Open Reatod Recerd
Navigaton <

*] Conract Tive Subyect DuteCrested |StwtDate  |OveDste  |Satis Sronty AewedTo [Percert.. | ReportedBy

031 vermaak e Midscazl A o 031 3
» | Tc-saz01803-7 ver| 2 Forward Task Process = O X bey: aewsjujes

TC-sA201806-18 Ven 2019/06/07 Adeinistra...  0.00%
TCSaG01906-1 i == O 3 Aemand e 2019/06/11 (] Motstar.. - Normal WelBooysen  0.00%
Log Types*
Desgn |

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

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

Link Task

Link relevant tasks to one another for easier reference.

EOoOOCHE+« - 019115 - Task

File Home Tools

D ALROHE B e\ B 4 B R @ (+ O+ I |

New FieTask UnFle Forward Clone... Schedie  Save Saveand SaveandNew | Validate Change Cancel | BriaCall AddNote Open Related Workfow show Workfow | Refresh Unks Automated Dashboards Showin  Previous NextRecord  Close
Task v Close State v N - Record Instances - Process Report Record
Records Creatic Save Edit Record Edit Open Related Record Weorkflow View Records Navigation Close -
Task Detal | Attachments lugsJ Taskumﬁl
A Q@ PR X SN - & B L @ @ ShowinReport - - R
Task Number Contact Contract Type Subject 4 |Date Created  |Start Date Due Date Status Priority Assigned To Percenta... | Reminder Date |Reported By
+ TCEVK2D200.. VermaakEka... VermackEsa.. Lead Extended ffe cover W205/12  2020/05/12 [ rProgress + Normal  VermaskElsa 0.00%

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

Task - Insure-IV

o D A x| P n & SOt R
Back Forward New FieTask UnFle Forward Clone... Sthedule Delete | LinkTasks i Call AddNote Open Related Workflow Show Workfiow | Refresh Links Analyse Automated Dashboards Showin | Previous NextRecord Fifters Full Text
v k Record Instances ~ Process eport v | Recor v Search ~
Views History Navigation Records Creation Edit Record Edit Open Related Record Workfiow view Records Navigation o
Navigation < | Drag a column header here to group by that column pel
~ Contact Management 2] |contact | Task Number Contract - |Type Subject  |Date Cre..|StartDate |DueDate |Status  |Priority  |Assigned...|Perc... |Reminde... |Reported By
Dashboard T = Vermaak Elsabe (E.) | o = o = = = = = = = |= = -
Contact Vermaak Elsabe (E) | TC-EVX201907-2 Vermaak Elsabe (E.} (Hollard - 160718) Policy Amendment  Hollard... 2019/... [ Not... + Mor... Tomay...| 0.0... Wedne...
;Z::;ZM Contact Vermaak Elsabe (E)  TC-EVX202005-12 Vermaak Eisabe (E.) (Holard Insurance - 190701) Lead Extende .. 2020/05.. 2020/05. [Z mpr.. + Normal vVermazk.. 0.00%
R Vermaak Elsabe (E)  TC-EVXX202009-17 Vermaak Elsabe (E.) (Hollard Insurance - 190701) Alteration Please ... 2020/... 2020/... [Z mP... + Nor.. NiellBo... 0.0...
Supplier Vvermaak Elsabe (E)  TC-EVXX201911-5 Vermaak Elsabe (E.) (Hollard Insurance - 190701) Confirmation of C... Confir... 2019/... [£ mot... + mor.. Verma.. 0.0...
Task » {Vermaak Elsabe (E) TC-SA201810-152 Vermaak Elsabe (E.) (Hollard Insurance - 190701)  Alteration Other .. 2019/... [¥] Not.. ~ High Verma.. 0.0...
Contact Group Vermaak Elsabe (E.) TC-EVX202011-17 Vermaak Elsabe (E.) {(Loyds - Quote) Lead Insured.. 2020/11. 2020/11 [E mPr.. + Normal Vermask.. 0.00%
fete Vermaak Elsabe (E) | TC-SA201908-107 Vermaak Elsabe (E) (Momentum Life - ML85412)  Alteration NTLCU... 2019/... [] mot... ~ High Verma... 0.0...
Zz:;:'::;m Vermaak Elsabe (E) | TC-EVX202006-13 Vermazk Eisabe (E.) (Momentum Life - M85412) Alteration Alterato... | 2020006 (] Mot.. + Normal | vermazk..|0.00%
Emal Vermaak Elsabe (E.) TC-EVX201908-5 WVermazk Elsabe (E.) (Momentum Life - ML85412) Compliance Documents  FWW: FSP... 2019/08... [F] Met.. |~ High | Vermazk... 0.00%
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Task List

: A e e

‘ Y = o O

: —_ G X +8 o “ Ho Lo |

§ Forward Schedule Clone...  Delete Change Open Related Workflow  Show Workflow ~ Refresh Analyse Automated  Show in Previous  Next Record Filters. Full Text

: Task - State - Record Instances rocess  Report~ | Record - Search -

| Views History Navigation Records Creation Edit Record Edit | Open Related Record Workfiow view Records Navigation

| Mavigation <

i AllTasks -

| 4 ContactManagement Task Number | Contact Contract Type subject DateCreated |StartDate | Due Date Status Prmrv = i

: My Tas ~

f Dashboard e _ — e _ it

: :s;:' | = = 0 = My Du Tasks ad

i ontas » | TC-PT201903-12 New Lead: zmgrnsu{ Select one of these filters for a more refined | My Team Tasks

: Comeany TC-PT201903-13 New Lead: AlTasks

1 Department Contact All Due Tasks

i Person TC-PT201903-14 Newlead:  2019/03/28 Normal | Al Filed Tasks

_ TC-PT201903-15 Newlead:  2019/03/29 R s Reminders o oty

1 Task TC-PT201903-4 ADAMS LUXLINERS Claims pro...  2019/03/27 2019/03/27 20190411 Low CLS User 50.00% Devine Shaun ...
i =i TC-PT201903-6 Bowers Abdullah (A D) Green background - tasks Order Cont... 2019/03/27 2019/03/27 2019/03/27 Normal  CLSuser 0.00%

: Note

: D” . TC-PT201903-7 Bowers Abdullah (A D) Ayeers rest 2019/03/27 . * Normal | Administra...  0.00%

: ocument

: TC-PT2019038 Bowers Abdulh (A D) Alteraton | TEST 219/0327 Normal | PeoTeessen  0.00%

: Questonnaire

§ B TC-5A201706-2 Nicapo Nd (1) Testing TC-TWX20... | 2017/06/21 & Normal  Tianvand... 0.00%

Email Manager Mal TC-5A201803-7 Vermaak Elsabe (E.) Vermaak El ail Email Tool ... |2018/03/22 2018/03/22 2018/11/09 [3 InProg High Hanlie Laza...  0.00%

: SMS - . B 9%

: TC-SA201803-8 Insurance Co Red - Overdue tasks 7 Update Co... | 2018/03/27 2018/03/27 2018/03/31 (3 InProgr... + Normal | Maxine 10.00%

: (= TC-5A201804-10 van der Tian (1.) id Pre... Unpaid Pre...  2018/04/10 [] wotstar.. * Normal  Test 0.00%

: Notificati

f M” DE;;’” TC-5A201804-9 van der Westhuizen Tian (T.) van der We... Unpaid Pre... Unpaid Pre... 2018/04/10 [¥] NotStar... + Normal  Test 0.00%

: y Detals

: il TC-5A201806-12 Bowers Abdullah (A D) Johnson M... E-Mail FW:NTLC - .. | 2018/06/06 ] Notstar... v Low Administra...  0.00% Bowers Abdull...
3 ¥ Short Term TC-5A201806-13 Bowers Abdullah (A D) Admin FW: TC-MD... | 2018/06/06 ] motstar... v Low Administra...  0.00% Bowers Abdull...
P b Creditife TC-5A201806-14 220d On North Guest House Hollard Alteration  Warning: m... 2018/06/06 [ NotStar... v Low Dane Bouwer  0.00%

|+ Assurance TC 15 o Alteration  NewTask  2018/06/06 ] Notstar... v Low Administra...  0.00% Insurance Co
§ D D= T 16 o Alteration  NewTask | 2018/06/06 [] motStar... v Low Administra...  0.00% Insurance Co
| b Medicaltid

L FE “I ; Tc 17 o Alteration  NewTask | 2018/06/06 [¥] NotStar... v Low Administra...  0.00% Insurance Co
| b Funeral

L) Commason TC-SA201806-18 Vermaak Elsabe (E.) VermaakEl... FollowUp  FW:URL 2018/06/13 2018/06/07 7] MotStar... + Normal | Administra.. 0.00%

i P TC-GA201811-19 A G Andrews t/as Defensive Drivin. Admin TestTaske.. 2018/11/06 3018/11/07  3018/11/08 [*] Netctar.. v tow Mavine. 50.00%

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

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

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

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

O O O O
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Questionnaires

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

Questionnaires will be setup by the System Administrator.

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

z ~
© ] X | 2 < 0
sack Hew  Questornsre Ddete Cwmx  Resm Openreteted Refresh NextRecord  Save New
- - e Record Fiter
Vs sty Novgaten Recorts Creston 4t Recodfst  OpenRelsted Record Worbfon jon  RecordsNowgston Fiters Pl Text Search
Navigation <

4 Contact Management sote Crested

Dechbosrd

Franads
Adnnstration

D Eﬂ Eg x / .|| ...z £ r. RS Previous Record m
New Save Saveand SaveandNew | Delete Validate Cancel Apply Cient ReSync OpenRelated L e — Close
v B Formua Portal ¥ Record
Records Creation Save Edit Record Edit Open Related Record Records Navigation  Close 2
Detail | Account | Commission
Owneri® Vermask Elsabe (£.) - | policy value: R500000000,00 -
Product:* Life Plan-Discovery Premium: R2659,52 -
Product Provider: Discovery Contribution Frequency: [Monthly -
Confract Number = 130508 Annual Escalation: 0,00% =
Reference Number: Intermediary: M8 Independent Broker Group (Pty) Ltd -
Source: -] consuitant: Van Deventer Maxine (M.) -
Inception Date: 2018/08/01 -] Maturity Age: o
Maturity Date: -] cancel Date: -
Anniversary Date: -| cancel Reason:=
Status:= Submitted -
ts | Tasks | Contract Roles | Contract Links | Notes | Documen ets | History
DE & -X 2 m «4F (]
Assessment a |Reference status Date Created  |crested By LastUpdated | Updated By Total Ques... | Completed ...
» Commission Split - Assurance Complete 2018/05/14 Admin 2018/05/14 System Admiristr... 7 7
Commission Split - Assurance In Progress 2018/05/22 System Administr... 2018/05/22 System Administr 7 0
Compance - Risk Assurance (Individual) Complete 2018/05/14 Admin 2015/05/14 System Administr 5 15
User: Sysadmin
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{‘}ve V' Validate

5’ save and Close

2% Change State

Client Risk Rating - Questionnaire

() Refresh References

o

! Calaulate Score

& | £ Refresh

ew S save and New Cancel £ Re-Sync OD%I":E;R:JSEd E“’ @ ks ~ cese
Records Creation Save Edit Record Edit Open Related Record View R Close

Questionnaire

Owner:* Teessen Pieter (P.G.) (P34567) = | Total Questions: 10

Assessment:* Client Risk Rating Completed Questions: 10

Reference: Total Score: 5

Status:* In Progress Date Created: 2020/07/30

Created By: Teessen Pieter (P.G.)

Answers

X @ Refresh References il CalculateScore 3 B © @ EF - @

Se... & |Question Value Score Comment Required Last Updated | Updated By

1| Nature of the Product / Transaction Trust 1 v 2020/07/30  Teessen Pie
2 Durantion of Relationship Ongoing 0 ¥ 2020/07/30  Teessen Pie...
3 Delivery Channel Face to Face 0 v 2020/07/30  Teessen Fie...
4 Complex, unusually large, suspicious /unusual transaction Mo 0 " 2020/07/30  Teessen Pie...
5 Clientis a PIP or dose assodate Mo 0 ¥ 2020/07/30  Teessen Pie...

2 6 | Clientis on UN sanctions list Mo 0 v 2020/07/30 Teessen Pie...
7 Jurisdiction Local 0 “ 2020/07/30 | Teessen Pie...
8| CDD documents Doubts ab 2 W 2020/07/30  Teessen Pie
9 Source of funds Salary/Pro 0 v 2020/07/30  Teessen Pie

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

Bria Call

Bria Call is only available to users using the Bria softphone solution.

Please note that no task logs are automatically saved in the application yet.

Contact your client using ‘Bria Call’ from specific areas within the application:

Contact

Company

Person

Task

Department Contacts

Simply click and dial:
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oration cc () - Company

Fle  Home Tools

L] -
D L1x] o] / Py .& a \ £ ¢ = e H m
h hl +8 - 103 s [ |
New Sawe Saveand SaveandNew Validate Change Cancel Client atwORKEBRaCal sMs  Emai Open Reldied Show Workflow ~ Refresh Showin  Previous NextRecord Close.
- - State tal v - Recor Instances Report ¥ Record
Records Creation save Edit B% Work Number: (078)1161164  JRecord Workflow View Records Navigation Close
Detail | Office = Additional Contact Information B8 Cell Number: 00716765742
Displayname: 1-2-3 Marketing Corporation cc
Registration Name:* 1-2-3 Marketing Corporation cc Country Of Registration: * | South Africa
Trading Name:* 1-2-3 Marketing Corporation cc Registration Number:
Type Of Company:* (Unknown) ~| Language: Afrikaans
Nature Of Business: | Primary Record
Email: = hai@tconsult.co.za Work Number: (078)1161164 -
\Web Address: Fax Number: (041)3945195 B}
Open Tasks: 3 Cell Number: 00716765742 -

Tasks | Addresses | Bank Accounts | Department Contacts | Relationships | Contracts | Contract Roles | Notes | Documents | SMS | Email | Phone Logs | Questonnaires | Propertysheets

DR~ X % EEE ["?a - R

Department Work Number: (087) 5125569 Occupation Work Number Fax Number Cell Number Email Active Comment
T = Cell Number. 0812343876 - o -8 o o = o
b [Marketing Marketing Manager (087) 5125568 0812349875 Gert@123.co.za ~

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

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

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

vermaak Elsabe (E.) (GL23554367) - Person

Fle  Home Took
= B /e 2BAE 4 8 [ = 0 0o|lm
(€] A g
0 B Lk 2 = 5 | Ew
New Save Saveand SaveandMNew | Valdate Concel — Cient atWORK BriaCall SMS  Emal Open Related Workflow Show Workflon | Refresh Alitomated| Showin  Previous NextRecord ] Close
v v ol v v - Record Instances Process ¥ Report v Record
Records Creation save Edit Record Edit Open Related Record Workfiow 2! Client Portfolio Close
Details | Office | Additional Contact Information & Request for personal information
Displayname: Vermaak Eisabe (E.)
Surname: * Vermazk 7] Primary Record
First Name:= Eisabe Date Of Birth:
Second Name: Date Deceased:
Cal Name:= Eisabe Age: 0
Initials:® E IDNumber: 7003050300083
Title:* brs, - Language: Afrikaans
Work Number: (021) 9753365 g === Femele
Cell Number 0828533342 | Fax Number: -
Home Number: ]| Email: elsabe @tconsuit.co.za
Gpen Tasks: 3

Select the automated process and follow the Wizard.

Automated Process queue

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

Select the applicable queue item on the wizard when initiating the automated process:
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Eﬂ Automated Report Process

Automated Report Wizard
Merge Results

laims Recurring - Account

. Distribute Policy documents

Reports

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

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

Fle Home View  Toos
© O X 8Edes i [5 (97 E‘\
s Cad © Person Listvien - AllTiems Texttosearch...  Search
Back Forward New Chne.. Delete clent SMs Emal  Workfow Show Workfiow ~Refiesh Automated Frevious Next Record Save Nen
v v v v Portal Instances Process Record Fiter
Viens Hstory Navigation | Records Creation | Edit Record Edit Workflow View T Pemle Contacts l Fiters Full Text Search
Navigation < Drag a column header here to aroup by that column “m Birthday List
v Contact Management Suneme |FistName |DNumber | Contact Type | Work humber [Home Numb. | Cellu..._ 4 [Fax Number |Ema i Client Portfolio (Astute) ge  [Employer  |Group Contact Ca... |OpenT...| Created By |Date re... 7| Consultan]
Dashboard T afc e slc A e slc A e 0 5y DSA A W 3 = W = A
oAz » [Petersen James Client (021) 4860 07814569835 Jame |5 Person List Lead 1 Shamielah]  Wednesday. . Shamielah
Company Pocle Chane Cient (044) 8509 07856 19085 shat [ Pieter 2 Alied Insur 0 Shamielah] | Wednesday.
Smpson  Dricky 510112002...| Client (012) 394... 0832774180 . Portfolio Schedule Rockfin) ™ FFG spotight 0|ElabeV | Tuesday, 1
w Welcome Letter
a Welcome Letter 2
CelEEary ' Wemer Report
Note
Document
Questionnaire
Fie Home View Tools
© D% ; B © B 0
X L/ © ~ Q Texttoscarch..  Search
Back  Forward New  Clone. Delete Edit  Show Workfow | Refresh CopyFredefined Show Report Execute  Previous NextRecord | Save New
~ ~ v v Instances Report Designer  Report | Record Filter
Views History Navigation | Records Creation Edit Workfion view Records Navigation | Fiters Full Text Search “
Navigation < | brag a column header here to group by that column
> Contact Management Display Name ~ |pataType Status s Inplace Report
> shortTerm T I - 0
> Creditiife + {Adviser Commission Statement Production v
D Ererm Adviser Suspense Report Recpient Production v
> Investment Adviser Suspense Report 2 Recpient Production
> Medicaltid Birthday List Person Production %
> Funeral Cient Portfolio (Astute) Person Production v
> Commission Commission Spit Control Report Commssion Statement Development
> Finandals Company Portfolio Company Production v
> Admiristration Portfol Schedule (Rodkin) person Production 5
v Reports Producton Report Production
Analysis Receipt report Commissian Statement Production
Recpient Transaction Report (Detailed) Recpient Statement Production v
N o
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Print, export or email a report in various formats as per the drop-down menus.

3 o
BA = s B aQ Q B |= Q
1 B E B0 & D a0 - - B
Open Save Print  Quick Parameters Scale Margins Orientation  Size Find Thumbnais Bookmarks Editing First  Previous Next Last Many Pages Zoom Out Zoom ZoomIn Page Color Watermark WENBORE| E-Mail Close
v v v v Fields = Page Page Page Page v v To¥ | As™
Document Print Page Setup ] Navigation Zoam Page Background &5 PoF Fie
7 dobe Portable Document Format
HTML File
LI web Page

MHT File
L single File Web Page

@ RTF File
Rich Text Format

@ DOCX File
Microsoft Word 2007 Document

xS File
[ Microsoft Excel 2000-2003 Workbook

ALSX File
Vicrosoft Excel 2007 Workbook

CSV File

L' Comma-Separated Values Text
TextFie

L piain Text

mage File
BV, GIF, JPEG, PNG, TIFF, EMF, WMF

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

PDF Export Options >

Page range:

Don't embed these fonts:

| Export editing fields to AcroForms

v | Convert images to JPEG
Image guality: Highest -

PDF /A compatibility:

Password security: (Mane)

Digital signature: {none)

Application:
Author:
Keywaords:
Subject:

Title:

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

Image Quality

PDF/A compatibility
Password Security
Digital Signature

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

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

This feature is not currently available

You can complete the fields for Application, Author, Keywords, Subject and Title. These fields specify the

Document properties of the pdf file.

Password security options

Password Security

;—Q'Require a password to open the document:

Document Open Password:

Permissions

Change Permissions Password:
Printing Allowed:

Changes Allowed:

[| Restrict editing and printing of the document

Enable copying of text, images and other content

Enable text access for screen reader devices for the visually impaired

Encryption Level: 128-hit AES

0K Cancel

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

A distribution list provides the option to create a custom group of recipients with the purpose to

distribute/send the same information to each recipient, e.g., Newsletters to your clients.

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

"T00CHH+« -

File Home Tools

D EE KB Xv« B 20 0H

MNew Save Saveand SaveandMew | Delete Validate Cancel = Show Workflow = Refresh  Previous MextRecord = Close
© Close © Instances Record
Records Creation Save Edit Workflow View Records Navigation Close -~
Name:* Annual Medical Aid Renewsl Date Last Updated: | 2019/07/18
¥ | Active Updated By: Vermaak Elsabe (E.)
Member Count: 5

Distribution List Members

D £ x O EHR- 0O - Q

Redipient A (Email Date Added Added By
T = g = g
Abrahams Alice (A.5.) AliceAbrahams@demo.co.za 2013/07/18 Vermaak Elsabe (E.)
Brown TracyLynn (T.K.) TracyLynnBrown@demo.co.za 2019/07/15 Vermaak Elsabe (E.)
Crouw Chantal (C.P.) chantal @auba.co.za 018/07/13 Vermazk Elsabe (E.)
» |Flynn Harry (H.2.) flynnharry @gmail. com 2018/11/14 Shamielah Jacobs
Vermaak Elsabe (E.) elsabe@tconsult.co.za 20139/06/18 Vermaak Elsabe (E.)

Members can be added directly from the Distribution list,

"0 HH+« -

Fle  Home Tooks
1] aff] ]
D B E X/ B C
B ez S‘EC‘E:E Distribution List Member
Records Creation sd Fle Home Tools
Name: Annual Medical A\_ D Iu I Iuﬂ Iuﬂ Delete Previous Record m
| Active v Validate
New Save Saveand SaveandNew Open Related Workfiow = NextRecord Close
Member Count: - Close - 4~ Cancel e - B} lext Recore
Distribution List Members Records Creation Save Edit Open Related Record -~ s = Close -
£ 2% m F‘@ Rediplent:* [ Search member from Contacts .
edpient Distribution List: | Type:  Email Recipient
T = Date Added: Find:  |Text to search... Search
Abrahams Alice (A.S. 9
(?.5) Added By: Available records:
Brown TracyLynn {T.K.)
Crouw Chantal (C.P.) User: ElsabeV Mame & |Email
b Flynn Harry (H.3.) .l 1-2-3 Marketing Corporation cc 123@me.co.za -l [T
Vermask Elsabe (E.) 22Nd On North Guest House info@22north.co.za
3Labuschagne Mpho (M.F.) Mpholsbuschagne @d
e » {50 CENTS TOURS info@tours.co.za f
Abrahams Alice (A.5.) AliceAbrahams @demo...
ACE &BASE ace.base @yahoo.com
Alfino And Gelderblom Patricia (P) XX @K CO.28

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

selecting the action from the Tools menu.
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Fle  Home [Took |
o X
o B0 .0

Help Resaurces

Addio  Database Hande Rese ew
DatbutionList Bachp  Loghie Setings
Tooks

Detals | Offce | Additonal Cantact Infarmaton

Displayname: rermask Eisabe (E.)

Date Of Brth

Date Deceased:

Age.

Open Tasks:

Tashs | Addesses | Bank Accounts | Aelsiorshins | Contracts | Contract Roles | Notes | Documents | 5 | Emad | Phone Logs | Questionnaires | Propertyshests

Annual Medical Aid Renewal

+ Wieekly Email

A member can belong to multiple distribution lists.

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

by your System Administrator.

Depending on your user permission rights you can send communication to distribution list members using a

pre-setup automated process.

o PR x a @R o - Q@
p3ass; (087) 5501427 " Gient
O78)1161164 Chent
[Eb select Distribution list - [m] X
Distribution List: -
Name -

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

Fie  Home View Tools

() D X B C 0 0

Back Forward New Delete  Show Workflow ~Refresh | Previous NextRecord | Save New
© & tances Eecord e

Text to search. Search

Views History Navigation | Records Creation | _ Edit Workfiow

‘Annual Medical Aid Renewal

istribution List

Email Tracking Info

Navigation ¢ e x ] Fle Home  Tools
3 Comeson |+ Annual Medeal AdRenenal ==
h ofl  paf]
e wasky el | B E X =
Aocctncoiic New Save Saveand SaveandNew Delete Vaidate Cancel ShowWorkflom | Refresh | Previous NextRecord  Cose
- Close " Record
Administration
PT—— Records Creation Save Edit Workflow Records Navigation | Close.
> Auditng Name:™ Date Last Updated: | 2019/07/18
Automati
© (i Updated By: Vermaak Elsabe (E.)
Bank
Member Count:
Bank Account Type
Company Type Distrbution Lit Members
> Compliance D £ x o BIE- () B -
Contact Category = 3 i s
ecipent P ate Adde Added By
—— p " Update your membership
Country r= 5 Send Email Invite = o
Decument Tyne » | Abrahams Alice (4.5.) .23 2019/07/18 Vermaak Elsabe (E.)
Department Brown TracyLynn (T.K.) TracyLynnBrown@demo.co.za 2019/07/18 Vermazk Elsabe (E.)
] Crouw Chantal (C.P.) chantal@cuba.co. 72 2013/07/18 Vermask Elsabe (£.)
— Flynn Hirr‘v (:.J.) ﬁ‘ynr;harrv@gm‘aﬂ.mm 018/13/14 Sham\e\ihlla:]nhs
— Vermask Eisabe (£.) elsabe@tconsuit.co.za 2019/06/18 Vermask Elsabe (£.)
Email Signature
Email Send Log User: ElsabeV

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

wizard to complete the process.
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Data analysis & Customization

A ~
o D X 2= e s o R’ [Contact Listview - D\ L o All Contacts
Back  Forward New Delete  Cient  SMS  Emal | Workflow Refresh Automated  Show in Next Record Save New
- - portal ~ ocess * Report * d Filter
Views History Navigation  Records Creation _ Edit Record Edit l Header row i Secdallevigation Filters
Navigation Search row
4 Contact Management Displayname 4 | Contact Type Legal ReferenCe Work Number Cel Numhw Language Group ¥ | Primary Rec
Dashboard 0 o W W0 o o0 o = Able Makeloars 0
Contact s 77y e e RETE TIeReEars 3
Company
Department Contact Abdula D (D) Ciient 4703185108086 (041)4817322 0798837962 fizn@teonsult.co.2a | Afrikaans Able Mekelzars % 3
Person Abdula MS (M S) Ciient 527165095023 (041)3%655521 0798837962 fian@tronsult.co.za | Afrikaans Able Makelaars % 1
Suppler AbdulaR (R) Ciient 7011195154083 0798837962 fizn@teonsult.co.2a | Afrikaans Able Mekelzars % 5
Task Abrahams Alice (A.5.) Client 5702251937195 00530343960 AliceAbrahams @d... Engish Able Mokelaars % 0
Ermiers Abrahams M (M 2) Client 6908065122085 (041)4574202 0798837962 tian@tconsult.co.za | Afrikaans Able Mekelzars v 4
gzimm Abrahams MN (M) Client 6001065208085 0798837962 fian@tronsult.co.za | Afiikaans Able Mokelaars % 0
Questonnaie ABRAHAMS TRANSPORT Unknow... | Cient 0798837962 tan@tconsult.co.2a | Afrikaans Able Makelzars % 0
Email Adam 6T (6T) Client 77032500760082 0798837962 fian@tronsult.co.za | Afiikaans Able Mokelaars % 0
Email Manager Mail BAKKER H (H) Client: 3907045064088 (021)6917630 0798837962 tian@tconsult.co.za | Affikaans Able Makelaars & 0
M5 Bowers Abdullh (A D) Client 4912175025081 (041)4813071 johan@tconsult.af .. Afiikaans Able Mokelaars % 7
e Catalyst Group srckerage 0798837962 tan@tconsult.co.2a | Afrikaans Able Makelaars % 0
:3”;2‘:;” Cooper Sheidon (5.) Contact 7012100080609 Able Mokeloars 0
o e De Beer Job (1.A.) Ciient 9904128235196 00641841088 JoblacobusDeBee... Engish Able Makelzars % 0
+ Short Term DIE LIBERTAS TRUST (Unknown) Able Mokelaars 0
b Crediife EMZINI RESTAURANT Ciient 0798837962 tan@tconsult.co.2a | Afrikaans Able Makelzars % 0
b Assurance Ernstzen Nolitha (N.Y.) Client 5707241106184 00370316743 NolithaErnstzen@... | Engish Able Mokelaars % 0
b =l GCWABE M, Cient 0798837962 tan@tconsult.co.za | Affikaans Able Makelzars v 0
: :j::r:m GLONET SIX T/As [KAMVA TRANS. . Client (021)3324422 0798837962 fian@tconsult.co.za | Afrikaans Able Makelsars v 1
b G GORILLA TRANSPORT cc Ciient 0798837962 tan@tconsult.co.2a | Afrikaans Able Makelzars % 0
b Finandaks Hanekom Jacques (1) Consutant fian@tronsult.co.za  Afrikaans Able Mokelaars % 0
» Administration HIAKANANG TRANSPORT Ciient (0132433306 tan@tconsult.co.2a | Afrikaans Able Makelzars % 0
» Reports INDIGO TOLRS Client (021)3043269 0798837962 fian@tronsult.co.za  Afrikaans Able Mokelaars % 0
b JaneDegenaar Togeda (T.N.) Client 0304053429187 00598180386 TogedalaneDegen... Englsh Able Makelzars %] [}
JHR Transport Client 76767653 pieter @tconsult.c Able Mokelaars 0
IRKcc Ciient 02195221 tiang Afiikaans Able Makelzars % 0

Search Row

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

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

"
= Equals
Does not equal

ifc Contains

ae Does not contain
e s like

e s not like

s Begins with

mf Ends with

> Is greater than

% |s greater than or equal to
< Islessthan
<

Is less than or equal to

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

Right click on the header bar to show customize options:

4] Sort Ascending

Z] SortDescending

Clear All Sorting
Group By This Column
4" Hide Group By Box

Hide This Column

Column Chooser
+a+ Best Fit

Best Fit (all columns)
Y Filter Editor...
Show Find Panel
Hide Aute Filter Row
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Sorting of data
You can sort any column in Ascending or Descending order.

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

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

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

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

ContactType &
od Surmame  [FirstName  [IDNumber  |Work Number |Home Num. .. |Cell Number |Fax Number |Email Gender |Date Of Birth [Language  [Employer  [Group Contact Ca... [Open T__| Consultant
Ti= W W o o e e e e = = o o o o = W

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

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

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

> Contact Type: Brokerage (Count=1)

> Contact Type: Client (Count=5284)

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

> Contact Type: Dependant (Count=1)

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

> Contact Type: Orphan (Count=1319)

> Contact Type: Staff (Count=1)

> Contact Type: Supplier (Count=1)

> Contact Type: User (Count=1)

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

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

ContactType

T———— Gender -
—— [lnguage. ~
oid Surname | First Name: IDNumber Work Number |Home Mumber | Cell Number Fax Number | Email Date Of Birth  |Employer Group Contact Cate...| Open Ta...| Consultant
T = e o o e o o o e - e o o - @

> Contact Type: (Unknown) (Count=2)
> Contact Type: Administrator (Count=1)
> Contact Type: Assesor (Count=2)
~ Contact Type: Beneficiary (Count=16)
> Gender: Female (Count=6)
v Gender: Male (Count=10)
> Language: (Count=10)
> Contact Type: Broker (Count=16)
> Contact Type: Brokerage (Count=1)
> Contact Type: Client (Count=5284)
> Contact Type: Consultant (Count=18)
> Contact Type: Contact (Count=3)
> Contact Type: Dependant (Count=1)
> Contact Type: Intermediary (Count=1)
> Contact Type: Lead (Count=5)
> Contact Type: Orphan (Count=1319)
> Contact Type: Staff (Count=1)
> Contact Type: Supplier (Count=1)

> Contact Type: User (Count=1)

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

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

= Full Expand
T language 4
3= Full Collapse
Oid Surname  |FirstName | DNumber el Number  |Fax Number  |Email Date Of Birth | Employer Group Contact Cate...| Open Ta...| Consultant
a" Clear Grouping
T = o ol o . o o B = ol o W = W
47 Hide Group By Box

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

> Contact Type: Administrator (Count=1)

> Contact Type: Assesor (Count=2)

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

~ Gender: Male (Count=10)

» > Language: (Count=10)

> Contact Type: Broker (Count=16)

> Contact Type: Brokerage (Count=1)

> Contact Type: Client (Count=5284)

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

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

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

retrieved when you select Column chooser.

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

Customization: Person x
Search for a column... P
P Additional Contact Number =

Additional Email

| Age
App SEtt;m]s

|Base Information OhJE(lT‘,/D.E.
Call Name
Change Indicator
Client Number

| Company

.Cmtext Type
Corrospondance Address
Corrospondance Address String =

Add...

Remove

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

You can customize your List view even further by selecting ‘Add’ on the ‘Column Chooser’. This allows you to

select any field which is available for the current List view:

BB Object Model X
| Person -
> || Additional Contact Number
Additional Email
Age
> | AppsSettings

> /| Base Information Object Type
Call Name

> Cell Number

Change Indicator

Client Number

> /| Company

>

>

> | Contact Type
Context Type

» | Corospondance Address

Corrospondance Address String

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

columns).

You can also drag-size any column width:

Surname

Afc

First Mame
Afc

IDMumber

| Work Mumber

e

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

Filter Editor X

Visual | Text

And @
[Gender] Equals Male €

Cancel

Apply

T | Fig Filter row umber ‘Work Number | Home Number | Cell Number Fax Number Email Date Of Birth Employer Group Contact Categ...| Open Ta... |Consultant
o o o Wl e e - o Wl A - o

“ Contact Type: Beneficiary (Count=5)

Surname

B vermaak

v Gender: Male (Count=5)

> Language: (Count=5)

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

Contact Type

a

———— Gender & T

Surname

——— Language

T | First Name

IDNumber

Woark Mumber

Home Number

Cell Mumber

Fax Mumber

Email

Date Of Birth

Employer

Group

Contact Categ...|Open Ta...

Consultant

T | sflc vermaak L L k-3 o0 o0 e e = L o0 o0 = o
“ Contact Type: Beneficiary (Count=5)
w Gender: Male (Count=5)
> Llanguage: (Count=5})

> Contact Type: Client (Count=1)

N

Edit Filter

% |v| [Gender] ='Male' And Contains([Surname], 'vermaak’) ~
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Grouping of Task detail view
The below example shows how you can manage tasks within your section or division:

Assigned To &
———statis -

Task Number 4 |contact Cantract Type Subject Date Created Start Date Due Date Priority Percentage ... |Reported By
T = = = e = = = =

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

> Assigned To: Dane Bouwer (Count=1)

> Assigned To: HAJ Nel (W) (Count=1)

> Assigned To: Hanlie Lazare (Count=1)

v

Assigned To: Louise Geel (Count=1)

b} i v Assigned To: Maxine (Count=46)

> Status: [ NotStarted (Count=35)

> Status: [ InProgress (Count=11)

v

Assigned To: Niell Booysen (Count=58)

v

Assigned To: Petro Teessen (Count=78)

~

Assigned To: Shamielah Jacobs (Count=2)

~

Assigned To: System Administrator (Count=1)

~

Assigned To: Teessen Pieter (P.G.) (Count=45)

v

Assigned To: Test (Count=13)

v

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

v

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

Together with the Financial- and Collection module, the Short Term module forms an integrated Policy
Administration solution that can be used by the Short Term Broker, Administration House and Underwriter
for both Personal- and Commercial Products.

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

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

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

Fle  Home View Tools
00 B C
2
B K e
Back Forward Crganize | Refresh
v v Dashboard
Views History Navigation Edit View
igati < " = o =
Navigation 2 ab | [MyTass - E-R 8RR O b [ My Team Tasks - E-RQaR
v Contact Management
Dashboard . 80 B Notstarted
Contact . Il 1Frogress
Company Il waitingForSomeoneEse
Department Contact 08 50
person
50
Supplier 05
Task 40
Contact Grou
= 04 30
Note
Document 20
N 02
Questionnaire: 10
Email
Email Manager Mail o o p—
s WaitingForSomeonefise Niells PetroT PleterT  MaxineD  Shamielah)  SysAdmin
Calendar - A - . 2 ~ - .
Netification DEDAO-&- Xa- % = @ & ot [@ showinRepot - @ © |[MyTasks - H- R38R
My Details Drag a column header here to group by that column
fer Criteria
Task Number | Contact Contract Type Subject  |Start Date Due Date Status Priority Assigned To | Percentage
> ShortTerm
—— T i@ - - - o - - - - - -
® fzrem » |TC-201511-1  JADAN (N} JADAN (W) (A... Enhancember  Update risk 20151113 B waitngFo... + Normal System Admini.. 50.00%
> Investment
> Medicalaid
> Funeral
> Commission
> Finandals
> Asset Register
> Administration
> Reports
> Tools

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

e  Short Term Product

e  Payment Frequency

e  Area List

e  (Claim Categories

e  Cause for claims

e  Claims estimate categories
e  Claims status

e  Recovery

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

All sections, risk types, sasria tables, discounts, fees etc. relating to the product are determined and setup
by your System Administrator.
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New Short Term Policy
A new short term policy can be created from 2 different places:

e Short term policy list view, or

Fie  Home View Tools
- ~
© O XA ot & E] R B CEH Q@ 0 0 . ‘
Back Fornard New Delete Change ~Apply Clent Authorize Change  Reinstate UndoPoicy Cancel ReCalcuzte | Show Workflow  Refresh Policy Automated Showin  Previous NextRecord Save New Ful Text
v v v State | Formula Portal ¥ Changes Poicy Owner  Policy  Changes  Policy Instar Schedule  Process Report™  Record Filter Search
Views History Navigation  Records Creation Edit Record Edit Workflow View Records Navigation Filters
Navigation New (Ctri+N) eader here to group by that column
> Contact Management e Short Tem Poley Intermediary Product Product Provider Contract Number | Anniversary Month | Inception Date status Premium Ex... | VAT Premium Fees Total Premi... | Commission | Open Tasks
v 5 T e aflc o o = = ol = = = = = =
St e Rolkcy Johnson MC (MC)  Bonsure Finandial... Taxi Policy Clarendon Transpo. .. 2/151378 February 2017/02/10 Re-Instated 70,00 R0,00 R0,00 R0,00 R0,00 R0,00
i » {Kamies Ruan (R.A.) MieMe Insurance . TAXT - New Whee. . SA Eagle TRS08/5544 Apri 2010/04/07 Tmported RB842,96 R126,44  R969,40 R400,33  R1368,79 R157,30
e e MAPHOSAK (KZ) | MieMie Insurance... | TAXI -New Whee... SA Eagle 7T302/026 February 2013/02/01 Imported R1002,50  R141,58 R1152,87 R44,85| R1152,87 R0,00
frea it MAN ON WHEELS | MigMie Insurance.... Marine Policy Assocated Marie | EOS137 January 20050561 Cancefed R0,00 RO,00 RO,00 R0,00 A0,00 RO,00
Zz’::::i":" Liebenberg CJ (C)  Bonsure Finandial... Santam Multiplex ... Santem Inswrance .. 74720333802 January 2012/01/01 Imported R140,8% R19,81  RI62,14 RO,00  R162,14 R0,00
o Uncedo Service T... Bonsure Finandial... Santam Commerd... Santam Insurance .. 63120329799 August 2011/08/23 Imported RSS%5,43  R12489  R98490 RO,00 R1015,98 R0,00
e — JULIES 3 () MieMie Insurance... New Wheels UMA .. SA Eagle LTAR103/263 March 2011/03/17 Cancelled RO,00 R0,00 RO,00 RO,00 RO,00 R0,00
- Tose BG (B) Bonsure Finandial.. Taxi Policy Clarendon Transpo... 2/ July 2011/07/08 Imported RLDSS,26  Ri45,46  R1217,00 RO,00  R1217,00 R0,00
S KM Electric Bonsure Financial... Santam Commerdi... Santam Insurance ... 631/19350348  May 2010/05/20 Imported 785,95 R12,14 R98,34 R0,00 R8,84 R0,00
Risk Type TUKANIZ (Z5)  MieMie Insurance... TAXI -New Whee.. SA Eagle TROD7/719 July 2010/07/01 Imported R937,62  RI32,42 R1078,25 RIT0 176,30 R1078,26 R0,00
M Vehicle Lookup STOFILE SIBONG... MieMe Insurance... VUM - TAXI PROD... SANTAM 075 December 012/12/07 Imported RL811,25  R255,80 R208294 RI0521796 R2082,94 R0,00
3 Credtlife Abdut R (7) Bonsure Finandisl... Taxi Foicy Clsrendon Trans... | /106201 August 2016/08/65 Cancelled 0,00 #0,00 R0,60 0,00 0,00 #0,00
> Assurance GCINANI{JM)  MieMie Insurance... VUM - TAXI PROD... SANTAM 00232 June 2011/06/01 Imported R737,83  RI0420  R848,50 R4279,5%  R84,50 R0,00
> Investment Magobiyana G () Bansure Finandl. . Tax Folcy Clarendon Trans... | 6/159202 ay 012/5/10 Canceled RO,00 R0,00 RO,00 0,00 0,00 R0O,00
> Medicaltid Sebastian Majo (M) Eonsure Finandial... Taxi Policy Clarendon Transpo... 2/143032 April 2011/04/14 Imported RL11435  RiS7,45 R1282,08 R364020,57 R1282,08 R0,00
> Funeral RICH VINCENT (V... MieMie Insurance... VUM Passenger Li_. VUM Underwriters 2131612 April 2010/04/30 Imported R1121,74  RIS3,42 R1290,00 R174530,94 R1290,00 R0,00
> Commission LouwF (F) MigMie Insurance... | VUM - TAXTPRO... | SANTAM 00357 October 2011/10/01 Cancelled RO,00 RG,00 RO,00 R0,00 0,00 RG,00
e From a client’s profile
~
] B B veRZLpe “d B CRE O [X]
New Save Saveand SaveandNew Validate Cancel = Clent abWORK EriaCal SMS  Emal Open Relatzd Workflow Show Workflow ~ Refresh Automated Showin | Previous NextRecord  Close
~ Close v Portal v v Record ocess © Report v | Record
Reecords Creation Save Edit Record Edit Open Related Record Workfiow View Records Navigation | Close
Details | Office | Additional Contact Information
Displayname: Vermaak Elsabe (E.)
Surname:= vermazk 7] Primary Record
First Name: * Elsabe Date Of Birth: 1570/03/05
Second Hame: Date Deceased:
Call Name:* Elsabe Age: “
Initials:™ E IDNumber. 7003050300083
Titie:® Mrs, -] Language: Afrikaans
WorkNumber: | {021) 9753366 | Gender: Femele
Cell Number: 0825533342 x| Fax Number:
Home Number: x| Email:* elsabe @tconsult.co.za
Open Tasks 4
Tasks | Addresses | Bank Accounts | Relationshi ontract Roles | Notes | Documents | SMS | Email | Phone Logs | Questionnaires | Propertysheets
O - PR X - 2% ClientPortal 5 o E - @
[ Assurance Policy roduct Type 2 |contract Number Inception Date Contract Value Premium Status Consuitant Last Updated Updated By
[E Commission Contract o "2 = = = = = = "
=) CreditLite Policy ssurance Policy 180508 2018/06/01 R500 000 000,00 R2 659,52 Active Van Deventer Maxine (M.)  Thursday, 06 June 2019 16:39... ElsabeV
& Funeral Group Policy redit Life Policy 21032018 01804721 R150 000,00 R250,00 Canceled Monday, 27 May 2019 16:01:00 ElsabeV
redit Life Policy 20180710CLT 2018/07/01 RS0 000,00 R256,58 In Progress Tuesday, 10 1uly 2018 17:02:57  Elsabev
B Funeral Policy nvestment Policy DD2134234234533456 018/08/01 R250 000,00 R385,25 In Progress Teessen Pieter (P.G.) Tuesday, 30 October 2018 09:.. PieterT
B investment Policy khort Tem Poley £v2203 201500401 R0,00 R855,65 | Cancelied Thursday, 22 March 2018 11:... | SysAdmia
[E Medical Aid Policy As/mre Term Folicy AG2205 2018/04/30 RO,00 R2035,00 Active Vermaak Ssabe (E.) Thursday, 15 November 2016 ... Esabel’
[E]_Short Term Policy

There are various tabs where specific information pertaining to this policy is contained. The level of
required information is determined by the setup of the specific product selected.
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Status:*

[In Progress

- | Premium Status: = [ -]

Intermediary:

|
Address Information
|
|
|

-| consutant: [ -]

Account Information

File  Home Tools
g M sed2 IEYXE B B CERGOOM
O HE B iy 2. v ¢ 4 n LS al Lm X
New Save Saveand SaveandMew Validate Cancel Apply Client Change Reinstate Cancel Re-Calculate Open Related Show Workflow ~ Refresh  Policy  Automated Show in Previous Next Record Close
v v Formula Portal ¥ Policy Owner  Policy  Policy Record Instances Schedule Process Report | Record
Records Creation Save Edit Record Edit Open Related Record Workflow View Records Navigation Close
Short Term Policy | Polcy Fees | Locations | Policy Wording | Ricks | Claims | Linked Folies | Contract Roles | Commission | Tasks | Documents | Notes | Questionnaires | History |
General Information Premium Summary
Onner:* Q| | | premum: R0,00
Product:= ‘Santam Commercial Poiicy B vat: RO,00
Policy Number:= [ Reference Number: | ||| EEmE= E2.00
Fees {Ind. vat): RO,00
Insured: [ |
SASRIA (Ind. vat): RO,00
Source: [ ]
Total Premium: RD,00
Inception Date: [ - | anniversary Month:= [January ] [ Commissionable
Contribution Frequency: |Monthly - | Policy Renewal Date: | 2020/01/01 Commissions 000
Status:® [InProgress -| Premium Status:* [ -]
Intermediary: [ -| consutant: [ -]
Address Information Account Information
Risk Address: [ <] PaymentType:= [ ot applicabie)
Postal Address: [ | | BankAccount:
Area:* [ -]
Short Term Policy | Poli Policy Wording | Claims | Lirked Polices | Contract Roles | Commission | Tasks | Documents | Notes | Questionnaires | History £~
2.
General Information - Premium Summary u
Owner:* Q| | premium: [ RO,00 -
Product:* [ | Vat: R0,00
Policy Number:* [ Reference Number: | | | R R2:00
Fees (Ind. vat): RO,00
Insured: [ |
SASRIA (Ind. vat): [ RO,00 -
Source: [ ]
Total Premium: RD,00
Inception Date: [ -| anniversary Month:= [ January ] [e——
Contribution Frequency: Monthly - | Policy Renewal Date: | 2020/01/01 Commission: R0,00

Risk Address: -] Payment Type:* [ ot Applicable)
Postal Address: | | sankAccount:
arears -] | movoice To:=

Debit Order Account: *

Actount Balance: Journal Balance:

64 |

1. General Information

Fieldname

Description

Required

Owner

Product
Policy Number
Reference Number

Select the owner of this policy from the drop-down menu as
captured or create a new record

Select relevant Product from drop-down menu

Capture the unique policy number

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

©

©
@

Insured Insured field will default to the display name as selected on Owner (]
field but may be changed as this is a free capture field.

Source Select the Source from a pre-defined list

Inception date Inception date of policy

Contribution Select frequency from drop-down menu

Frequency

Status Select policy status from drop-down menu

Intermediary Select intermediary from drop-down menu

Anniversary month

Policy Renewal Date

Premium status
Consultant

Anniversary month will pre-populate from information provided on
inception date and payment frequency. You can select a different
anniversary month.

Policy renewal date will pre-populate from information provided on
inception date and payment frequency.

Select premium status from drop-down menu.

Select consultant from drop-down menu or create new.
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2. Premium Summary
These fields are automatically updated when risks are being captured on a Tier 2 or 3 Product and
cannot be edited. You will be able to capture and edit a premium on a Tier 1 product.

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

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

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

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

Policy Fees

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

o
O - B save W Validate | .I Previous Record m
5! save and Close
= Open Related Workflow View Next Racord Close
29 Save and New  ~ L Record o = T
Records.. Save Edit Open Related Record Records Navigation Close &

Fee Type:® | Broker Fee -

Is Cost: Cost h
Fee Value: 50 =
Fee (Ex Vat): R43,48
VAT: R&6,52
Total Fee : R.50,00
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Location
Select the address details captured on Client Contact detail view:

Tools

o - B save X Delete m

125’ Save and Close " Validate

- Workflow View Close
S save and MNew - s Cancel cord - -
Records... Save Edit Open Related Record Records Mavigation Close @
Location
Description: Roof Construction: * -
Address: ~ | Wall Construction:*® -
Area: b
Policy Wording

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

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

shortTermPolicy  Policy Fees  Locations  Policy Wording Jams  LrkedPoicdes  ContractRoles  Commission  Tacks  Documents  Netes  Questionnaires History
All Risks - Q
Secton =
Product Risk Type =
Item SeqNo 4 | Item Description Reference ExternalR... |InceptionDate | Cancel Date Extension ... | Accessory .. | Total Insur... | Total Exten...| Total Premi... | Total SASRIA | Total Commis
¢ = o o = = = = = - - - - -
» | 4 section: House Contents (Count=1)
4 Product Risk Type: Domestic Contents (Count=1)
1| Contents 0 2019/08/01 0 RO,00| R180000,00 RD,00|  R355,96 R20,00 RO,00

Capturing a new Risk
Once you have captured all client details and saved your record, you will notice an additional button on the
action bar for ‘New Risk’ provided that the product selected was setup as Tier 2 or 3 as mentioned above.

File Tools

= ] o ]
] | B B v il
New NEWREK] save  Saveand SaveandNew  Vaidate Chlfhge Cancel | Apply
- - Close - Stele Formula  C
Eean House Contents  » | Domestic Contents gt
»
short] Sedan Vehicle weations  Policy Wording ~ Risksl|  Claims  Linked Polides
Al Risk »
Gel ;
Building »
Ol Personal Liability » |E:)
Pr
Policy Number: * 100619 Ry
Insured: Nel Ena (1.E.)
Source:
Inrentinn Nate: n19ina/N1 = A

The drop-down menu for ‘New Risk’ will show all the relevant Sections and Risk Types which were created
during the Product setup process. Select the risk type you need to capture. Each risk type detail view looks
different as defined in the product setup.
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Each risk detail view has the following standard fields:

General Information

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

on the Insurer’s policy document
Effective Date Effective Date will default to Inception date but can be changed (]
Premium Risk premium (]
Premium Discount Discount when applicable

Location Information

Location information tab will be active if ‘Specify Risk Location” was selected when the Product

information was created.

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

B« -
Tools
o - B save X Delete Erm s i m
125" save and Close v Validate
- Workflow View Mext Record Close
D Save and New - s Cancel o =
Records.. Save Edit Open Related Record Records Navigation Cloze
Risk Location
[ use As Default Roof Construction: | |
Location: | | v | Wall Construction: | |
Location Description: | | Area: |Gauheng |

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

Extensions

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

BOE e« s
File Home Tools
o mEl of] Fd m
0O H B ES v 5
New  Clone... Save Saveand SaveandMew = Validate Cancel Jpen d Show Workflow | Refresh Next Record Close
< & Close & Instances

Records Creation Save Edit Open Related Record Workflow View Records Navigation Close *
General Information  Translation

Extension: [ [ ] Excess:= [ Ro,00
Linked Date:* [ || Excess Percentage: [ A=
Last Day: ‘ ‘ - ‘ Additional Info Display: ‘ ‘
Reference: ‘ ‘ Additional Info Text: ‘ ‘
Cover:* [ R0,00 5 Additional Info List: I |
Premium: [ R0,00

SASRIA: I R0,00 - |
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5. Security List

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

o - B save " Validate Previous Record m

5’ save and Close

- B9 Save and New - 4 Cancel Workflow View Mext Record Close
Records.. Save Edit Open Related Record Records MNavigation Close &
Risk Security List
Security List:* ~ | Addl Info Display Translation 1:
Additional Info Display: Addl Info Display Translation 2:

Additional Info Text:
Additional Info List:

6. Re-Insurance
When a portion of the insured amount is re-insured elsewhere, e.g., Sport motors will be insured up to
a certain maximum amount at a local Insurance company and the remainder with Lloyds of London.

General Information  Location Information  HouseHolders ~ Underwriting Criteria Excess Information  Extensions SEmntyustlne—lnsuran(e IPererhEs Item History
Re-Insurance Information

Re Insurer:

Re Insurance Date:*

Re Insurance Percentage: | 0.00%
Tnsured Amount: [ R180 000,00 =
Re-Insured Amount: R0,00

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

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

structured.

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

General Information  Location Information  HouseHolders  Underwriting Criteria  Excess Information  Extensions  Seauritylist  Re-Insurance  Properties [§ Item History

B © | [Alnt=ms - @
Period | Period Raised | Effective Date Inception Date Cancel Date Total Insure. . | SASRIA Total Premium | Commission | 1s ProRata | History Type Total Extens... | Total Comi... | Gross Premium | History Payment ... | Updated By Last Update
» 01506 0 219/06/01 015/06/01 R180 000,00 RO000  R3B6 70,00 Current 70,00 RO,00  R3%5,3 Current Sysadmin 2019/08/10
01506 0 219/08/01 2018/06/01 R150 000,00 R7S0  R2Z6% R0,00 ] Prorata initial R0,00 RO00  R2754 None Sysadmin 2019/06/10

Claims
All claims related to this policy will be summarized on this tab:

D B B v at B R Ca B CE R RO O B

New save Saveand SaveandMew Validate Change Cancel  Apply  Change Cancel Re-Calaulate Open Related showWorkfiow ~ Refresh  Policy  Automated Showin  Previous NextRecord | Close
- Close ~ State - Formula  Policy Owner oy Policy Record Instances edue  Process Report~  Record
Records Creation save Edit Record Edit Open Related Record Workfiow View Records Navigation Close &

shwrmpu\iw Policy Fees  Policy Wording | Clsims JllinkedPolices  ContractRoles  Commission  Tacks  Documents  Notes  Questionnaires  History

oo x [E | showinReport ~ All Claims - @&

Claim No Insurer Claim No Date Of Loss Date Reported Reportzd By Category Cause For Claim Claim Status Finalised Date Recovery Assessar Name Consultant
¥ [0 o8 - - "B - - - - - s -
» |06102018 Monday, 03 June 2013 . 2013/06/04 Insured Glass Damage Accidental Damage Payment 2019/06/06 No Recovery

You can also register a new claim directly from here.

68| Page



Teessen Consulting
TC Insure-IV Suite Win User Guide V11.22204.2320.0

Registering a new claim
You can also register a claim directly from the Navigation Pane:

(<) O X B O g O
e s A Em [cans = Textto search, o]
Back  Forward New Delete en Show Workflow | Refresh  Automated  Show in s NextRecord Save New
- - - Instances Process  Report Filter
Views History Navigation Records Creation Edit Open Related Record Workflow View Records Navigation Filters Full Text Search
Navigation <
» Contact Management Claim No | Insurer ClaimNo | Displayname. | Date Of Loss Date Reported | Reported By Category Cause For Claim | Claim Status Finalised Date Recovery \ Assessor Name

4 Short Term

AreaList
Claim Category

Cause For Claim

Claim Estimate Category
Claim Status

Premium Status
Recovery

Risk Type

MM Vehide Lookup

w.» TRED7/058/004
Claim

Insured

NNAGZ47/001 NNE747/0

2/87035/001 Magobele Moteno . | 2010/01/13 010/01/14 Insured General Loss/Da
06102019 Vermaak Elsabe (£.) | 2019/06/03 2019/06/04 Insured Glass Damage

Motor vehicle acc. .. Processing Attorney File

Accidental Damage | Payment 2019/06/05 No Recovery

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

When selecting to register a Claim from the Navigation Pane you need to search and select the relevant

policy. When registering a claim directly from the policy, the policy details are already selected.

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

Claim Detail

=7 0 o 3 = | Eﬁ - - Claim
File Home Tools
O B Save  validate o - m
BS' save and Close
<~ Cancel Pay Claim Open Related Workflow  Refresh Close
ES save and New Record b
Records. .. Save Edit Record Edit Open Related Record View R.. Close
Claim Detail | Description Of Event = Additional Detail = Tasks  Motes Documents  Questionnaires | Propertysheet  History
General Information Claim Report Information
Policy:* - Administrator: -
Claim Mo:* Insurer Claim Mo: Consultant: N
Recovery: -
Pal=aglos: 4 - Total Estimate: R0,00
Date Reported:® | 2020/06,23 = | Reported By: Policy Premium: RO,00
Claim Account: -
Claim Status:* Registered = | Reasonm:™
Balance: Journal Balance:
Category: * = | Cause For Claim:* -
Finalised Date: ™ -
Catastrophe
General Information
Fieldname Description Required
Policy Select policy relevant to this claim &
Claim No Application automated number (]

Insurer Claim No
Date of Loss
Date Reported

Capture claim number as provided by Insurer for ease of reference

Select date of loss
Select date reported

©
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Reported By
Claim status
Reason
Category
Cause for Claim
Finalise date
Catastrophe

Capture details of person who reported the claim

Select claim status from drop-down menu

Select status reason form drop-down menu if applicable
Select relevant claim category

Select cause of claim from drop-down menu

Capture finalise date when claim is finalized

Select if applicable

e ©

Claim Report Information

Fieldname Description Required
Administrator Select Claims Administrator from drop-down menu
Consultant Select Policy Consultant from drop-down menu
Category Select relevant claims category from drop-down menu
Recovery Select type of recovery from drop-down menu

Total Estimate
Policy Premium
Claim Account
Balance
Journal Balance

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

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

Journal balance will auto populate from claim account

Description of event

Free text field to describe the event.

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

D Iul Ium Iuﬂ #, « r 5 Refresh m
L © [3) Automated Process
New Save Saveand SaveandMew  Validste Cancel Open Related Show Workflow . Close
- - Record Instances Show inReport ~
Records Creation Save Edit Open Related Record Workflow View Records Navigation Cose | &
s Detal mmmmmﬂ Tosks fotes  pocments
[= Insert Template
B 7/ Uae == =5 A% v [meshewfoman || [3 [=] [Mormal —— T~]
W OB @ X, X ==
Vebhicle Information
Fleet no
Driver details:
Name:
License code -
Design  Himl

You can capture more detail regarding the claim:

e (Claimant

e Record must be linked to policy on Contract Role to be selected on claim when applicable

e  Third party information

e Free text field
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e Assessor Information
e Assessor does not have to be an active record in the application. You can capture the Assessor
detail.
e  Police report information:
e Police reference no
e Date of report
e Station address

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

Claim Items

[3 Automated Process

D E B v o B ™ ome O

New Save Saveand SaveandNew @ Validate Cancel Open Related Show Workflow - lext Record Close
- Close - Record Instances “m ShowinReport -
Records Creation Save Edit Open Related Record Workflow View Records Navigation Close (]
Clavil Description Of Event Additional Detail Claim Ttems Tasks Notes Documents
D & [
Risk a | Insure Claim A... | Total E... | CurrentRis... | Total E... | Total A_.. | Variance | Extension Claim Status

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

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

Claim Item

a
0O - B save " Validatz
5 save and Close
- Workflow View
emmemiies o o0 e - -
Records. Save Edit Open Related Record Records Navigation Close @&
Claim Ttem Address Details Ttem History
W risk:= > |l insured Amount: = RO,00
Extension: Ltem Desaription =) R0,00
Claim Status:* + | Cantents | R, 00 =
Supplier:
Description:
Estimates
[} =
Claim Estimate Type fimate | Actual Variance | Date Paid
New |+| Clone

After selecting the relevant Risk, the Insured Amount and Total excess amount will be auto populated,
provided this information was captured on the policy.
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On Tier 1 policies this information can be captured manually.

o
O - B save o Validate r. m
5’ save and Close
- Open Related Workflow View MNext Record Close
ES save andNew - Rl Record - - et fecore
Records... Save Edit Open Related Record Records Navigation Close &

Claim Item Address Details Item History

Risk:= [Contents [+ msured Amount:* | R180000,00 |
Extension: | | i | Claim Amount: | RO,00 |
Claim Status:* | [+] Total Excess: | R0,00 [
Supplier: | | - |
Description: | |
Estimates
] S E|

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

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

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

Estimates

D S E

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

Select New estimate:

B O . -
Tools
o
O - B save o Validate Previous Record m
5’ save and Close ]
- B Save and New - 4= Cancel C':'E:: e Warkfiow = Next Record Close
Records... Save Edit Open Related Record Records Mavigation Close @
Claim Estimate Type:* | | M |
Estimate: | R0,00 |+|
Actual: | RO,00 H
Wariance: | RO,00 |
Date Paid: * | ]

Select estimate type from drop-down menu and capture the estimate amount.
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Notice that the Claim Amount on the Claim Item detail view has now been populated:

Tools
o
0O - B save ' Validate | .I Previous Record m
2§ Save and Close
- Open Related Workflow View et Record Close
ES save and Mew - G Record - - R
Records... Save Edit Open Related Record Records Navigation Close &
Claim Item Address Details Item History
Risk:*® [ contents [+] msured Amount:= | R150 000,00 |
Extension: | [+ claim Amount: | R25000,00 _ |
Claim Status:* | | > | Total Excess: | RO,00 H
Supplier: | | - |
Description: | |
Estimates
0O - x @R |
| Claim Estimate Type - | Estimate Actual Variance Date Paid
» | Accidental damage R25 000,00 RO,00 R25 000,00

Tasks

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

4 o i -
File Home Tools
D 5 K v o B &
L @ [3] Automated Process
New Save  Saveand Save and New validate Cancel Open Related Show Workflow =
- Close - Record Instances @ ShowinReport -
Records Creation Save Edit Open Related Record Workflow View Records Navigation Close @
Claim Detail Description Of Event Additional Detail Claim Items Tasks MNotes Documents
0O - - - ol ShowinReport - My Tasks - @
| Task Number - ‘ Subject ‘ Type | Start Date ‘ Due Date | Status | Priority ‘ Perc ‘ Assigne | Created ‘ Date Cr... | Reported
v | aflc o - - - - — - - e - —

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

Note that the Contract on Task now refers to the claim and not the policy and will therefore not be visible
on the Short Term Policy Task tab:
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orward Task & save v r r m
(@ schedule Task = |2 Save and Close Ext u &
Add MNote Open Related |_E\ Close
- B SaveandMew ~ 4= = Record “ -
Records Creation Save Edit Record Edit Open Related Record View R Close £
Task Detail Attachments Logs Task Links
Contact:® Nel Elna (1.E.) v
lContract: Nel Elna (1.E.) (Santam Insurance Company - 100619) 'I Supplier: v
Task Number: Assigned To: -
Type:® Priority:* + Normal -
Subject: Confidentiality Level: |Mone -
Start Date: Percentage Complete: 0.00% =
e Remind Me Reminder Date:= -
Status: = [*] Notstarted
Date Created: 2019/06f11 -
Reported By:
Created By: ElsabeV
EE Insert Template
B I U abs = A & ~ | TimesNew Roman 3 - | |Mormal -
¥0o @ 2 X% X = g«
Design Html
User: ElsabeV

Linked Policies

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

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

. a
D B B v @t [ = B CB X & 606 0 B
»e o o s | L]
New Sove Saveand SaveandMew  Validate Change Cancel  Apply  Change Open Related ShowWorkfow ~ Refresh  Policy  Automated Showin  Previous NextRecord | Close
- Close: - State * Formula  Policy Owner Instances Schedide  Process  Report® | Recor
Records Creation Save Edit Open Related Record Workfiow View Records Navigation Close
ShortTerm Poicy  Poiicy Fees  Policy Wording  Claims ContractRoles  Commission Documents  Notes  Questonnaires History
f- % B R = 8 B - © Bl
Owner Intermediary Product Contract Number Inception Date Status PremumExVat | Vat Premium Fees TotalPremum | Commission Open Tasks
» | NelElna (1E.) BEC Fin Services (Pty) Ltd  Santam Limited 100619 InProgress R0,00 R0,00 R0,00 RS50,00 RS0,00 R0,00 1
Nel Eina (JE.) BEC Fin Services (Pty) Ltd | Santam Limited 10061944 Cancelled RO,00 RD,00 RO,00 RO,00 RD,00 R0,00 [}
4 BB R B R o B B R © O B
A
] HE B v =2 ol o< n LS S
New e Save Saveand SaveandNew Vaidste Change Cancel  Appy Cancel Re-Calauat Open Related showWorkflow | Refresh  Policy  Automated Previous NextRecord  Close
- Close - State * Formula Policy Onner policy Record Instances Schedule  Process Record
Records Creation Save Edit Record Edit Open Related Record Workfiow view Records Navigation Close | &
ShortTermPolicy  PolicyFees  locations  Policy Wording  Risks  Claims  LinkedPoicies  Coniract Roles Tasks  Doaments Notes  Questiomnaies History
Contribution: R408,95 | Comment
Annual Escalation: 0.00% 3 Expected Commission: RO,00
] Use Template Current Commission: R0,00
Templater® ‘Abrahams Generic 1@~ | Total Commission: RO,00
Last Statement Date: ~
Commissions | Statement Details
0 = [
Effective Date

| Transaction Category

Commission Value

Expected Commission Spit Total

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

application permission).
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Fieldname

Description

Contribution

Annual Escalation
Use Template
Template

Comment

Expected Commission
Current Commission
Total Commission
Last Statement date
Commissions tab

Statement Details tab

Contribution as captured on policy will auto populate this field

Auto populate when captured where applicable

For Commission Administrator use only

Determines commission split between parties. For use of Commission Administrator only
Any comments generated when commission is processed

Expected commission as determined by Tier 3 policy captured

Displays last commission received as per Last statement date

Calculates all commission processed since inception

Date when last commission was received

Displays different commission agreements when applicable. For Commission
Administrator use only

Shows individual commission transactions as and when received

Tasks

Summary of all tasks related to this policy.

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

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

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

Questionnaires
Please refer to the section on Questionnaires

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

ShortTermPolicy  Policy Fees  Policy Wording  Claims  Linked Polides  ContractRoles  Commission  Tasks

B o [El

Log Date -

Documents  Notes  Questionnaires

User Name Status Contract Value

1= e - -

» | Monday, 10 June 2019 15:01 ElsabeV
Monday, 10 June 2019 15:00 ElsabeV
Monday, 10 June 2019 15:00
Monday, 10 June 2019 14:54

Menday, 10 June 2019 14:52

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

InProgress
InProgress
Eisabey In Progress
EisabeV InProgress

Elsabev InProgress

Contract Premium

R50,00
R50,00
RS0,00
R50,00

RO,00

Contract Commission

R15,00
R15,00
R1S5,00
R15,00

RO,00

Note the completely different action bar pertaining to short term insurance. These buttons allow you to

manage your policy more efficiently:

Apply A
Formulz  C!

O

New

©

Back Forward

X

Delete  Change
State ~

El R

Change  Reins
Policy Owner Pl

2

Cancel Re-Calciate | Show Workflow
Policy Instances

< B [ Fa

Refresh  Policy  Automated  Showin
Schedule  Process

Views History Navigation Records Creation Edit Record Edit Workflow View

o O

Previous Next Record
Report=  Record

Records Navigation

Filters

Full Text
Search =

Authorizing changes
Only available when ‘Enable Collections on Product’ was selected.

When capturing risks, you will notice that the items captured are displayed in blue italic font.
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0O BEo B B v ! |G | B « o B CE R A O O H

New MNewRisk  Save Saveand SaveandNew | Validate Change Cancel  Apply Jauthorize [ Chance enstate UndoPolicy Cancel Re-Calculate Open Related show Workflow  Refresh  Policy  Automated Showin  Previous NextRecord = Close
~ ~ - State - Formula Jf Changes ~[Policy Owner P Changes s Recor Instances Schedule  Process Report> | Record
Records Creation save Edit Record Edit Open Related Record Werkfiow view Records Navigation Chose | &)

ShortTerm Policy  Policy Fees  Locations  Policy Wording | Risks = Claims  Linked Polides  ContractRoles ~ Commission  Tasks  Documents  Notes  Questionnaires  History
x % R B o Al Risks - &

Section  +
Product RiskType v

Item SeqNo | Ttem Description Reference ExtemalR . |InceptionDate | Cancel Date Extension .. | Accessory ... | Total Insur._. | Total Exten...| Total Premi... | Total SASRIA | Total Commis
el = A a0 - - - - - - - - - -

4 Section: House Contents (Count=1)

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

1 Contents 0| 2019/06/01 2018/06/11 0 R0,00 R180 000,00 RO00 R3S 230,00 20,00
4 Section: All Risk (Count=1)
4 ProductRiskTvnE:CEIIularnvun(:])
» 1 Samsung 510 0 2019601 o RO,00 R250006,00 RO,00 R268,56 Ro,00 RO,00

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

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

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

It is important to note that a policy in the temporary blue italic state will not be considered during the
month-end process. Ensure that all changes have been authorized.

Undo Policy or Risk Changes
Any policy or risk change can be undone whilst in the unapproved (blue italic) state:

D B (=T = G [ - o B 8 Q - 0 O H

New  New Risk Save Saveand Save and New validate Change Cancel Apply  Autherize Change enstate Jundo Policy fiCance e-Calculate Open Related Show Workflow Refresh Policy Automated  Show in Previous  Next Record Close
- - - State ~ Formula Changes Policy Owner P Changes q Recorc Instances Schedule  Process  Report =

Records Creation Save Edit Record Open Related Record Workflow View Records Navigation Close ®
ShortTermPolicy ~ Policy Fees  Locations  Policy Wording | Risks = Claims  Linked Polides ~ ContractRoles  Commisson  Tasks ~ Documents  Notes  Questionnaires  History

X % Ee,? [+ All Risks - &

Section v

ProductRisk Type
ItemSeqNo | Item Description Reference External R | Inception Date Cancel Date Extension ... | Accessory ... | Total Insur... | Total Exten... | Total Premi... | Total SASRIA | Total Commis

v = Al Wl = = = = = = = - - -

4 Section: House Contents (Count=1)

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

1 Contents 0 201570601 2019/06/11 0 R0,00| R180 000,00 RO0D R3S RI000 R0,00
4 Section: All Risk (Count=1)
4 Product Risk Type: Cellular phn?\ml:])
» 1 Samsung S10 0 2019601 0 R6,00 R25000,00 RO,00  R268,56 RO,00 RG,00

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

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

Please take note of the 2 different action bars:
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D & B e v ! El % o
=0 4 [ ]
New  New Risk saveand SaveandMew Valdate Change Apply Change Cancel Open Related
- - Close - State Formuia Policy Owner Policy Record
Records Creation Save Edit Record Edit Open Related Record

Short TermPolicy  Policy Fees  Locations  Policy Wording | Risks | Claims  Linked Polices ~ ContractRoles  Commission  Tasks  Documents  Notes  Questionnaires  History
x 2 =y O Al Risks - @

Section Cancel Risk
oL

ItemSeqNo - | [tem Description Reference ExternalR... |InceptionDate | Cancel Date
v = o o = = -
4 Section: House Contents (Count=1)
4 Product Risk Type: Domestic Contents (Count=1)
1 Contents 0 2018/06/01 2018/06/11
4 Section: All Risk (Count=1)

4 Product Risk Type: Cellular phone (Count=1)

B <& = [X|
® L9 |
Show Workflow Refresh Policy Automated  Show in Close

Instances

Workflow

Extension ... | Accessory ...

0 RO,00 | R180000,00

edule  Process  Report ™

Records Navigation Close

Total Insur... | Total Exten...| Total Premi... | Total SASRIA | Total Commis

R0,00 R358,36 RS0,00 RO,

» 1 Samsung 510 0 2018/06/01

[ RO,00 R25000,00

R0,00 R268,56 R0,00 RO,

Cancel a Risk Item

When cancelling a risk item, a pro-rata premium will be calculated from effective date to cancellation date

and will be considered on your next month-end.

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

&% Cancel Policy Ttem Process

Cancel Date:* | 2019/08/11

— O

Cancel Reason:™ |

o4

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

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

Premium status should be changed to ‘cancelled’ before you select to cancel the policy.

The ‘Cancel Policy Item Process’ detail view will display. Enter the cancellation date and reason.

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

end process.

Reinstate Policy

A policy can be reinstated after cancellation by using the Reinstate Policy icon on the Action Bar.

There are 2 options for Reinstating a policy:

1. Reinstate with new date
Select the tick box on the Reinstatement process wizard:
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% Re Instatement Policy Process — O X

Re Instate With New Date =

Re Instatement Date:* | 2019/06/11 -

Create History For Unpaid Periods

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

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

2. Reinstate with original date
When you reinstate the policy from original date, the inception date of the policy and risks will not
change.
Only risks where the cancellation date is the same as the policy cancellation date will be reinstated.
Risk Item history will now be reset to show the actual entry before cancellation.
Policy status will now display as Reinstated.

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

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

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

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

You will find the Policy Schedule icon on the action bar.
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Address Information
Risk Address:
Postal Address:

Area:® Gauteng

Account Information

- Payment Type:= Debit Order
- Bank Account:
hd Inveice To:™ Nel Ena (J.E.)

Debit Order Account:*

Account Balance:

Nel Eina {1.E.) (ACC-5A201906-26)

= )
D B B B v & ! El R Ca
= +6 = |
New  New Risk = Saveand SaveandNew Vaidate Change Cancel  Apply A = Change cy Cancel Re-C Cpen Related
- - Close - State © Formula Policy Owner Policy
Records Creation save Edit Record Edit Open Related Record
ShortTermPolicy | PoicyFees  Locations  Policy Wordng  Risks  Claims  LinkedPolides  ContractRoles  Commission  Tasks  Documents  Notes  Questionnares  History
General Information
Owner:= fielEna (1.E.) Q-
Product:* Santam Liited
Policy Number:* 100619 Reference Number: AnsSE
Insured: Nel Ela (J.E.)
Source: -
Inception Date: 2019/06/01 v | Anniversary Month:* | June hd
Contrbution Frequency: |Annually ~| Policy Renenal Date:  [2020/08/01 -~
Status:= In Progress Premium Status: = Paid -
Intermedary: BEC Fin Services (Pty) Ltd v | Consuitant: hd

RO,00

& by
@ J
Show Workflow  Refresh
Instances
Workfiow

Premium Summary
Premium:

Vat:

Premium (Exd. vat):
Fees (Ind. vat)

Total Premium:

Commission

Journal Balance:

E

Policy

N = O O B

putomated  Showin  Previous NextRecord  Close

fscheduie | Process  Report+ | Record

Records Navigation Close

R268,56
R35,03
R233,53
RS0,00
R318,56
Commissionzble

R0,00

RO,00

The Policy Schedule Wizard provides 3 options:

e Printing a full policy schedule which includes:

Product wording
Policy wording
Policy summary page

Section wording
Risk wording
Premium summary

o 0O O O O O O O

Sasria summary

Detailed policy information

e  Printing only a selection e.g., Policy summary page

e  Month End Schedule

[E] Policy Shedule Wizard

1+ Print Complete Schedule

|| Show Bank Details
[] Month End Schedule
History Date: [2019/06/11

[] Calculate First Addition Or Refund Premium

[] Show First Addition Or Refund Premium

Policy Summary Page

‘Calculate first addition or refund premium’ will calculate all pro-rata premiums and will show on the policy

summary page when ‘Show first addition or refund premium’ tick box has been checked.
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IThe Insured: Nel Elna (1.E) Insurer Policy Number: 100619

POLICY SUMMARY

Pro-rata — Normal
Section Inforce . additional .
Premium ! Premium
Premium

House Contents

R268,96

R268,96

R0,00

Sedan Vehide

RO,00

R0,00

RO,00

all Risk

R.0,00

R268,56

R268,56

Building

RO,00

R0,00

RO,00

Personal Liahility

3

RO,00

RO,00

RO,00

Total Premium Excluding Fees (VAT Included):

R268,90

R537,52

R268,50

Broker Fee

R50,00

R50,00

Total Premium Payable (Includes R0,00 Commission):

R587,52

R318,56

Notes:

VAT atthe rate of 15.00% isincluded in thetotal premium.

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

Month-end Process

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

D B e R &l
[ FoS

New  Clone... Saveand Save and New validate Cancel Show Workfiow Refresh Close

- - Close he Risk. Instances
Records Creation Save Edit Record Edit Open Related Record Workflow View Records Navigation Close
General Information All Risk Underwriting Criteria Re-Insurance Properties

B Al Ttems - R

Period a |Period Raised | Effective Date Inception Date Cancel Date Total Insure. SASRIA Total Premium | Commission Is Pro Rata History Type Total Extens... | Total Commi Gross Premium | History Payment T. Updated By Last Update

» 201 906 0 2018/06/01 2019/06/01 R25 000,00 RO,00 R268,56 RO,00 Current RO,00 RO,00 R268,56 Current ElsabeV 2018/06/11
201906 0 2013/06/01 2019/06/01 R25 000,00 RO,00 R258,5 RO,00 ] Prorata initial RO,00 RO,00 R258,56  None ElsabeV 2019/08/11

The month-end process runs on Short Term Product and all history items of all authorized changes and

active policies are being calculated.

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

0 1

Back New  Clone... Process  Manth Show Werkflow  Refresh
- - - Debit  End Instances
Views History Navigation Records Creation Eit Record Edit Open Related Record Workflow View
Navigation <
» ContactManagement Name
4 ShortTerm v e

Shert Term Policy

Records Navigation

NextRecord  Save New

Filter

4 | Product Provider

Filters

Full Text Search

Short Term Product

Claim Category

Cause For Claim

Claim Estimate Category
Claim Status

Premium Status
Recovery

Risk Type

MM Vehicle Lookup

» |A &G Commerdal
ABSOLUTE MOTOR UNDERWRITER
AIG Personal
GENLIB - NETCARE 911
Santam Commercial Policy
Santam Limited
Veticare (Pet -1 - Care)

Auto and General
Uoyds

AIG Insurance
5A Eaale

Santam Insuran
Santam Insuran
Teessen Consul.

Product T... |MinimumP...

- = %
Commercal  R1025,00 ¥
Commercial R0,00 ¥
Fersonal Li RO,00 %
Commercial RO,00 v
Commercial R0,00 ¥
Personal Li... RO,00 ¥
Personal Li RO,00 v

IsActive T |LastMonthEnd | Minimum Premiu..

2018/05/31

Insurer

AIG Insurance

Santam Insuran.

Santam Insuran

AreaList External Code

A &G Commerdal
ABSOLUTE MOT

GENLIB -NETCA.
Santam Commer.

Santam Multile..

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

ess

Month End Date: |

Month End Period:

Contribution Frequency:

Month-end in Progress

T Cancel

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

Fle Home  View  Tools
© D B C O
© ~ Texttosearch...  Search
Back Forward New Clore. Delete OpenRelated Show Workflow | Refresh | Previous NextRecord | Save New
- v Record Instances Record Fiter
Views History Navigation | RecordsCreafion | Edit | OpenRelatedRecord  Workfow View | RecordsNavigation  Fiters Full Text Search
Navigation < Draga column header here to group by that column
> ContactManagement Name + 7 |product Provider Desaripton product...|inimum pr. | 1s Ac.. [l ast Month End
v short Tem ™ - 0 - - of =
By ) REMASA-PASSENGER LIABILITY | RENASA INSURANCECO... RENASA -PASSENGER LIABILITY Commer R0,00 [/
cam RENASA / SELKIRK PASSENGER LIAB... RENASA INSURANCE CO... RENASA / SELKIRK PASSENGER LIABILITY PROD...  Commer. R0,00 [
Short Term Product Renasa Personal Renzsa Renasa Personal personal Ro,00 [/
arealist
e RENASA TAXT RENASA INSLRANCE CO... RENASA TAXI Commer. Ro,00 [/
lam Categor
e RENASA TAXI PASSENGER LIABILITY | RENASA INSURANCE CO... RENASA TAYI PASSENGER LIABILITY Cammer 000 [
[ SA Eagle Commeraal Polcy sa Eagle SA Eagle Commercial Policy Commer Ro,00 [
lam Estimate Category
pv—— 54 Eagle Personal Poiicy 54 Eagle 54 Eagle Personal Poiicy Personal Ro,00 [/
eremom Status SA Underuriters Polcy SA Underuiters SA Underwiters Palicy Personal Ro,00 [
fa— Santam Agricuttre Polcy Santam Insurance Comp... | Santam Agriculture Polcy Commer Ro,00 [
Risk Type Santam Commercil Policy Santam Insurance Comp... | Santam Commercial Polcy Commer R,00 [
MM Vehide Lookup Santam Hospitaity Policy Santam Insurance Comp... | Santam Hospitaity Policy Commer Ro,00 [/
> Creditife Santam Linited Santam Insurance Comp... | Santam MultplexcTier 3 Personal ro00 [/ feossjos/an
> assurance Santam Motor Alone Poicy Santam Insurance Comp... | Santam Motor Alone Policy Personal R,00 [
> Investment Santam Multiplex Policy Santam Insurance Comp... | Santam Multiplex Policy Personal Ro,00 [

tinimum Premium.

Insurer

Holard

Sentam Insurance

Santam Insurance

re List

External Co.

RENASA - PASSENGER LIABILL
RENASA / SELKIRK PASSENGE

South Africa
RENASA TAXI

123456789

RENASA TAXI PASSENGER LIA.

54 Eagle Commercial Policy

54 Eagle Personal Policy

A Underwriters Policy

Regent Passenger Lisbity

Santam Commer il Poiicy
Santam Hospitality Policy

Santem Multiplex Policy

Santam Multiplex Policy

The next step will be to generate debit transactions.

Process Debit
The Process Debit

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

Clore.

©

Back

O

New

Views History Navigation Records Creation

Navigation <

» Contact Management.
4 Short Term v
Short Term Policy
Claim
Short Term Product
AreaList

Claim Category

Cause For Claim

Claim Estimate Category
Claim Status

Fremium Status
Recovery

Risk Type

MM Vehidle Lookup

~ F ~ o
> H@ X
Process lonth « Show Workflow  Refresh s NextRecord = Save New
Debit End Instances
Edit Open Related Record Workflow View Records Navigation Filters
Name a | Product Provider
o -

A 8.G Commercial

ABSOLUTE MOTOR UNDERWRITER
AIG Personal

GENLIB - NETCARE 511

Santam Commerdal Policy

Santam Limited

Veticare (Pet -1 - Care)

Auto and General
Uoyds

AIG Insurance
SA Eagle

Santam Insuran
Santam Insuran

Teessen Consul.

Ful Text Search

Product T.

Commercial
Commercial
Personal Li
Commercial
Commercial
Personal Li

Personal Li

Vinimum P.
R1025,00
RO,00
R0,00
RO,00
RO,00
R0,00
RO,00

Search

Is Active T | Last Month End

v

%
7
7
7
7
7
7

2018/05/31

Minimum Premiu.

Insurer

AIG Insurance

Santam Insuran

Santam Insuran

AreaList
= e
A8 Commerdial
ABSOLUTE MOT.

External Code

GENLIB - NETCA.
Santam Commer.

Santam Multiple

You need to ensure that all the relevant journals required for the process, have been created.

the Financials sect
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terz Ful Text Search

The purpose of a journal is two-fold:

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

e it allows you to take note of all cash payments during a month or money that needs to be credited to
the clients.

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

B Journal Process X

General

Journal:* Month end -
Journal Balance: R5 207,53
Transaction Date:* | 2020/06/23 -
Description: * June 2020

Reference:

To

Transaction Type:* | Debit Order *

cance

Review and post Journal Entries

Browse to Financials and open the relevant Journal to review the entries:

All premiums to be collected will now reflect within the ‘Collections’ Journal:
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*$00C =

File Home Tools
" — - = B TR O O H
O "= B B X =0 > ks Lm
New  Clone... Save  Saveand SaveandNew — Delete Validate Cancel Post Journal Show Workflow |~ Refresh  Showin | Previous NextRecord Close
- - Close - Instances Report Record

Records Creation Save Edit Record Edit Workflow View Records Navigation Close &
Name:* |Mom:h end | [ Recurring
Balance: | R485,25 | Last Processed Date: | | - |

D&~ X & LY [a
Transaction Date | Account | Transaction Type |Reference | Description | Debit Amount | Credit Amount | VAT Type | Amount Include VAT | VAT Total | Posted

¢l = - = o W0 - = = - - O]

» | 2019/05/31 247 TAXI SERVICES (35000/00133) Dehit Order fsa May 2019 RO,00 RO,00 VAT RO,00 rRo00 [ ]
2019/05/31 van der Westhuizen Tian (T.) (ACC-ADM201612-2) | Debit Order TC-5YS20170... May 2019 RO,00 R0O,00 | VAT R0O,00 R0O,00 O
2019/05/31 22Nd On North Guest House Hollard (ACC-EVX20... | Debit Order test2 May 2019 RO,00 RO,00 | VAT RO,00 RO,00 O
2019/05/31 van der Westhuizen Tian (T.) (ACC-ADM201612-2) | Debit Order TC-5Y520170... May 2019 (ProR... R150,00 RO,00 | VAT 19,57 R150,00 O
2019/05/31 247 TAXI SERVICES (35000/00133) Debit Qrder fsa May 2013 (ProR... R135,25 RO,00 | VAT R24,16 R185,25 O
2019/05/31 22Nd On North Guest House Hollard (ACC-EVX20... | Debit Order test2 May 2013 (ProR... R150,00 RO,00 | VAT 19,57 R150,00 O

® ]
l:l SUM=R485... SUM=R0,00 SUM=-RE3. SUM=R485...

User: ElsabeV

You can open any of the entries to view the details. The entry information was collected from the Item
History as referred to in ‘Month-end process’.
*00C =] S

File Home Tools
5
O - o v B | .I © Previous Record m
25’ Save and Close " Validate
o= Open Related Workflow View Close
u Eg Save and New - Cancel pRecord - - © NextRecord
Records... Save Edit Open Related Record Records Mavigation Close &
B [+] El
Description Amount Exd VAT | VAT ‘ Amount | Date Raised | Period Raised
¥ | Passenger Accident - R5 000 / Passenger - Max R40 000 / event - Passanger ... R130,43 R19,57 R150,00 2015/05/31 201905
Passenger Accident - R5 000 f Passenger - Max R40 000 [ event - Passanger... RO,00 RO,00 RO,00 201970531 201905

If and when a premium was incorrectly calculated, you can delete the particular journal entry, make the
necessary changes to the relevant policy and redo the process starting from Month-end Calculation. You
will then add this corrected entry to the Journal.
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Take note: DO NOT delete the Journal; only the specific journal entry:
0 0C

O 0 H

B

New  Clone Saveand Save and New Postloumal | ShowWorkflow = Refresh Showin | Previus NextRecord — Close
Close - Instances Report | Record
Records Creation Save Warkfiow View Records Navigation Close &
Name:= [Month end | [ | Recurring
Balance: [ R485,25 | LastProcessed Date: | [=]

D& - R 00 B
Transaction Date + ‘Trar\sacﬁnnTypE |Reference ‘Desmphon - ‘DehitAmount |Cremt Amount | VAT Type |Amnunt Include VAT \ VAT Total ‘Poshed

7l = Delete Journal entries l = L= A = = = = = L1

201905731 5) Debit Order fia May 2019 R0,00 RO,00 VAT R0,00 Ro,00 [
2019/05/31 van der Westhuizen Tian (T.) (ACC-ADM201612-2) | Debit Order TC-SYS20170... May 2019 R0,00 RO,00 VAT R0,00 R0 [
2019/05/31 22Nd On North Guest House Hollard (ACC-EVX20...  Debit Order test2 May 2019 R0,00 RO,00 VAT R0,00 ro,00 [

» | 2019/05/31 van der Westhuizen Tian (T.) (ACC-ADM201612-2)  Debit Order TC-SYS20170... May 2018 (Pro ... R150,00 RO,00 VAT R19,57 Ris0,00 [
2019/05/31 24/7 TAXI SERVICES (35000/00133) Debit Order fia May 2019 (Pro R... R185,25 RO,00 | VAT 724,16 R8s,2s [
2019/05/31 22Nd On North Guest House Hollard (ACC-EVX20. Debit Order test2 May 2019 (Pro R. R150,00 RO,00 VAT R19,57 R150,00 D

* =

& SUM=R485... SUM=R0,00 SUM=R63... || SUM=R485...

User: ElsabeV

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

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

-
D "= B B X v B ChwE O O H
New  Clone... Save Saveand SaveandMew — Delete Validate Post Journal Show Workflow ~ Refresh Showin | Previous MextRecord Close
b b Close b Instances Report Record
Records Creation Save Edit Record Edit Workflow View Records Navigation Close &
Name:* |Mﬂnth end ‘ ] Recurring
Balance: | R485,25 ‘ Last Processed Date: | | - ‘
DA "X &R 00 [a
Transaction Date | Account Transaction Type | Reference |Desmptun - | Debit Amount |CI'Ed\t Amount | VAT Type |Amuunt Indude YAT ‘ VAT Total |Pusted
7= = = o0 o0 = = = [m] = = [m]
2019/05/31 247 TAX] SERVICES (35000/00133) Debit Qrder fsa May 2019 RO,00 R0,00 VAT RO,00 RO,00 O
2019/05/31 van der Westhuizen Tian (T.) (ACC-ADM201612-2) | Debit Order TC-5Y520170... |May 2019 RO,00 R0,00 VAT RO,00 RO,00 O
2019/05/31 22Nd On North Guest House Hollard (ACC-EVX20... | Debit Order test2 May 2019 RO,00 R0,00 VAT RO,00 RO,00 O
» [ 2019/05/31 van der Westhuizen Tian (T.) (ACC-ADM201612-2) | Debit Order TC-5Y520170... May 2019 (ProR R150,00 R0,00 VAT R19,57 R150,00 ]
2019/05/31 247 TAX] SERVICES (35000/00133) Debit Qrder fsa May 2019 (ProR R185,25 R0,00 VAT R24,16 R185,25 O
2019/05/31 22Nd On North Guest House Hollard (ACC-EVX20... | Debit Order test2 May 2019 (ProR R150,00 R0,00 VAT 19,57 R150,00 O
* ]
[
User: ElsabeV

Refer to the Financials module for Debit Order Collections
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[ S & B 2 )
o O [ | X E!‘) + oS J
Back Forward New Clone..  Delete  Create  Clear  ShowWorkflow Refresh | Previous NextRecord  Save New
- - - - DebitOrder Account  Instances Record Filter
Views History Navigaton | Records Creation | Edit Record Edit Workflow View Records Navigation Fiters Full Text Search
Navigation <
» Contact Management | Owner - \ ‘Account Number \ Account Type Journal Balance Debit Order Amount | Balance Collection Day Is Active ¥|Reference
4 shortTerm - | Al W allc - - - -
:‘mwm Foliey ﬂ 22d On North Guest House Holl.. ACC-EVX201506-9 Debit Order R0,00 R150,00 R150,00 1
isim
N 2417 TAXI SERVICE BRE11/332
Arealist Abdula D (D) AIG201801
Claim Category Abdula M S (M 5) Tools
Cause For Claim
ADAMS BUS SERV] abl uf] X elet= | e i E405/001
Claim Estimate Category AdamsH (H 1) E Previous Record o
Claim Status o et
Adams Jeweson Seve  Saveand Saveand New K3 Cpen Related Workflow | View | @) NextRecord Close LOA1001/227
Premium Status Close E e B =
Recovery ALBY'S DISTRIBUTY E406/018
i &
] Arleni Zamihaya | REOTCE Creation Save Eit Open Related Record Records Navigation | Close TRo08/755
MM Vehicle Lookup ATLANTIC CHARTY  Account Number: \CC EVX201906-9) Is Active VRSE04/003
D Exfil ATLANTIC CHARTY Opiner:= [221d On North Guest House Hollard [+] collection Day: E405/002
» Assurance
[ — Auto Audio S8 p o i Typer= [Debit Order [+ Reference ] E405/003
BERRY DOINGTON E0603/210
» Medcalaid Bark Account: agsa, Debit card, te17420 [=] ournal Balance: Ro,00 |
= | Bowers Abdulah (
e Email [ | Balance: R150,00 - |
b Er=n Bowers Abdulzh (
'+ Finandials Cafe Bella Chino | VatNumber: [ | Debitorder Amount: R150,00 - | Ea03/004
e I CafeBela Cho | | 1iorcactions | Journal Transactions  Contracts Eso1j027
CAPE SPICE E410/005
[ T&le B oo 2
CEASER CHAD () LOA102/730
PaymentType DLABANE JONGU Transaction Date \ Transaction Type \ Description - \ Debit Amount | Credit Amount | Amount Include VAT VAT Total | Reconciled ANDS02/140
Transaction Type ol = _ _ _ _ _
Account Type Dlangs Mesuii (M.) — =]
. Dlanga Mosul (1) 2019/05/31 Debit Order May 2019 R0,00 R0,00 RO,00 R0,00
} Administration Dianga Mosul () 2019/05/31 Debit Order May 2019 (Pre Rata) R150,00 RO,00 R19,57 R150,00 O
» Reports Dlanga Mosuii (M.)
» Todks
Dlanga Mosul (M.) SUM=R 150,00 SUM=R0,00 SUM=R19,57 | SUM=R150,00
DLELANGA ZANDI RNCE12/759
User: Bsabev 4

Credit Life

By listing all Creditors, monthly PDA payment, first instalment date calculating Final expiry and final

instalment date from initial loan period, allows you to manage all aspects of a Credit Life policy.

New Credit Life Policy
A new credit life policy can be created from 2 different areas:

e  Credit Life policy list view, or
o) L—|= |_—| 7~
Back  For New Delete  Apply Cancel Reinstate | Workfow ShowWorklon  Refiesh  Holard  Automated  Showin NextRecord  Save New
- - - Formua  Folicy  Polcy Instances Reports ™ Process *  Report Filter
Views Hstory Navigation | Records Creation  Edit Record Edit Workfiow view Records Navigation Fiters Full Text Search
Navigation < | [owner Intermediary | Product | Product Provider | contract Mumber | inception Date |status SumInsured | Open Tasks LastPaymentDate |Last Paymen... | Monthly Paym.
v e e e o0 - i - - - - -
» Contact Management
I e—— » | Mangoale Mosa (M.... BBCFin Services (Pt.. Creditlife Forbes  Forbes P-5A-15 2016/11/16 Active R68 183,65 0 RO,00  R12500,00
4 Creditife Plessis Johannes (J.... BBC Fin Senvices (Pt.. CreditLife Forbes  Forbes P51 017/04/13 Re-Instated RS9 417,97 0 R0,00 RS 450,00
CreditLife Polcy Plessis Johannes (J.... BBC Fin Services (PL.. Creditlife Forbes  Forbes PSS 2017/04/13 Active RS9 417,97 0 R0,00 RS 450,00
Verwey Marina (MV)  BBC Fin Services (Pt.. CreditlifeForbes  Forbes CL-DB-16593 217/03/27 Pending RS9 417,97 0 R0,00 R0,00
iy Johannes Tebogo (... | BBC Fin Services (Pt... CreditLife African U... African Unity Life PSA7 2016/10/17 Active R561L,62 [ RO,00 R3 706,00
CreditLife Cancelation R
C’:‘n‘ :”[E: on eesan 365 TRANSPORTS... BECFin Services (Pt.. CreditUifeForbes  Forbes 20161103 16/11/03 Active R17,00 0 R0,00 R0,00
redit Loan Perio
Dlasce Trhannas 1 mRr (Bt Comdiv ifa ook Eoch B 017inalt Dench gseavrg a oo psamomn
m a client’ fil
e From a client’s profile
T : f CR & 00 B
O 5 B 2% 9 B S Q@ A
New Sove Saveand SaveandNew  Valdate Cancel  Client Open Related Workfow Show Workflow ~ Refresh Automated  Showin  Previous NextRecord  Close
- Close - rial Record Instances Process *  Report® | Record
Records Creation Save Edt Record Edit Open Related Record Workiow view Records Navigation Close
Detals | Office  Additional Contact Informaton
Displayname: | EL)
Surname: [vermask ] [ primary Record
First Name: ™ =3 | pate of Birth: (19700306 4
Second Name:  [Lily | DateDeceasec: | H
Call Name:* [Elsabe | Age: [ -
Initials:™ [eL. | mNumber [
Title:™ [vss ~| Language: [afrikazns 4
Work humber: | ] Gender: [Female 5
Cell Number: 0828533342 [ =[] Fax number: [
Home Number: | []x] Emai:= elsabeBtconsult.co 2
Open Tasks: 0
Tasfddresses Bork Accounts  Relationships ContractRoles  Notes Documents SMS  Emal  Phonelogs  Questomates  Propertysheets
oo R ol
[ AssurancePolicy Product Type + | contract Number Inception Date Contract Vaue Premium Status Consultant LastUpdated [ updated By
[J Commission Contract | "0 o = = = = = = "0
5 Credit Life Policy
[E  Funeral Policy
[El Investment Policy
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Credit Life Product, List of Creditors, Cancellation reasons and Loan Periods are set up by your System
Administrator.

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

5 B ' R R Fs 94 B TR EO0 O H
M = X v il < B ] o rr Al Im
New Save Saveand SaveandNew — Delete Validate Cancel Apply  Cancel Reinstate Open Related Workflow  Show Workflow ~ Refresh  Automated Showin  Previous NextRecord Close
- Close - Formula Policy  Policy Record Instances Process - Report  Record
Records Creation Save Edit Record Edit Open Related Record Waorkfiow View Records Navigation Close

The detail view is divided into 4 sections:
1. Policy Information

2. Record of Advice Information
3. Cancellation Information
4. Banking Information
D B B Ef vV o« ‘PFE‘) [ B

Workfow  Show Workflon  Refresh  Automated ~ Showin

e Save Saveand SaveandNew Delete Validste Cancel  Apply  C
- - Instances Process »  Report

Close Formula P

Close

Records Creation save Edit Record Edit Open Related Record Wiorkfiow view Records Navigation Close &

IGenevaI Credtors  Commisson  Inswred Benefits  ContractRoles  Tasks  Notes  Documents  Questionnaires  History  Warnings and Errors I

Credit Life Policy

e I e I =
Product:* G [ [~] meurer: [ -1

Cancel Date:™

Conbacthumberz> R R —— T —_— —
—_— e —— seondimredsamaner [ | wewweoseamene [ wwp]
Inception Date: FististalmentDate:* [ || SeondiswedFrstNames [ | FinalBxpiry Dates [ |
p— —— . T eondvmmdmmmbe[ ] om0
. T Pragrese Fl
Record of Advice Information Banking mrmannn
Marketing Date Time: [ [+] || paymentType:= [premium collected by the Insurer I=]
Marketing Reference: | | mveiceTo:= [ I-]
3 Debit Order Account:* [ -]
Cancelation lnfurmahnno
[

General

1. Policy Information

Fieldname Description Required
Owner Select the owner of this policy from the drop-down menu as (]
captured or create a new record
Product Select relevant Product from drop-down menu (@)
Contract Number Capture the unique contract number &
Reference Number You may select to have a reference number in addition to the
contract number.
Source Select source from pre-defined list
Inception date Inception date of policy @
Loan Period Select from drop-down menu as prepopulated by your System
Administrator
Status Select policy status from drop-down menu
Contribution Frequency Select frequency from drop-down menu
First Instalment date Date on which first instalment is to be paid
Consultant Select Consultant from drop-down menu or create new
Intermediary Select intermediary from drop-down menu @
Insurer Select Insurer relevant to this Product
Sum Insured Sum insured will be calculated from list of Creditors. If no
Creditors are listed sum insured should be captured
Premium Enter premium of credit life policy.
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Second Insured Surname A second insured person can be specified on the policy without
being an actual client in the database. Capture the Surname.

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

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

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

5 B v "HEIR & B QR &% O0 O B
O (=] ES X ul © ! Py 5@ K/ Ol Fm
New Save  Saveand Save and New Delete  Validate Cancel Apply Cancel einstate Open Related Workflow  Show Workflow Refresh  Automated Showin Previous  Mext Record Close

Close - Formulal§ Policy [ Policy record Instances Process ~  Report  Record

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

&R Cancel Credit Life Policy Process — (] Es

Cancel Date:* | ERSEJRIIER =

Cancel Reason:® |

[+ Email Documents

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

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

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

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

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

The necessary Creditors will be setup by your System Administrator for selection.
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General Cumm\ss\un Insured Benefits Contract Roles Tasks Notes Documents Questionnaires History Warnings and Errors
D% - X [ @ B (] B
|Creditcr
» | Direct Axis 0l Unsecured
Jet o - Save X Delete C Unsecured
|25 Save and Close ' Validate r- m
B EO saveandew < . Paid Up Du;r;g.:rlsted \'\furljﬂuw B- O Close
Records Save Edit Record Edit Open Related Record View R Close @
Creditor:* [ Direct Axis [~] createdBy: [Elsabev |
Sub Policy Number: | 201807 10CL1-1 | pate crested: | Tuesday, 10 July 2018 16:33 =]
Account Number: = ‘5649887 | Email Sent: ‘ |
Type Of Debit:* | Unseaured [~] cancel Emai: [ |
Sum Insured: [ R50 000,00 |5 Updated By: = |
Premium: [ R985,48 5| LastUpdated: | Tuesday, 10 July 2018 16:40 I~]
Paid Up
Fieldname Description Required
Creditor Select from the drop-down menu ®
Sub Policy Number Autogenerated combining contract number with total Policy
creditors
Account Number Enter client’s account number with this Creditor &
Type of Debit Select from drop-down menu
Sum Insured Enter outstanding balance to this creditor. This amount will
calculate to the General policy detail view
Premium Premium due to this Creditor

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

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

o - Save X Delete r. o m
S save and Close « validate -

L 0 Save and New ~ e Paid Up OpeRlﬁe?Derlzted \'\u'nrljﬂnw Q- O Close
Records... Save Edit Record Edit Open Related Record View R... Close &
Creditor:* |Direct Axis | v ‘ Created By: ‘Elsabe\u' |
Sub Poiicy Number: | 20180710CLI-1 | DateCreated: | Tuesday, 10 July 2018 16:39 [~]
Account Number: = |564‘3887 ‘ Email Sent: ‘ |
Type Of Debit: * |Unsecurad | v ‘ Cancel Email: ‘ |
Sum Insured: | RS0 000,00 l%{ Updated By: ‘Elsabe\f |
Premium: [ R985,48 || LastUpdated: | Tuesday, 10 July 2015 16:40 [~]

Paid Up
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Last Statement date
Market Value

Annual Escalation
Expected Commission

5 "2 B o @ C5 W00
O B ES X v it K [ o 28 v X CEm
New Save Saveand Save and New Delete  Validate Cancel Apply  Cancel Reinstate Open Related Workflow  Shew Workflow Refresh Automated Shewin Previous Next Record Close
- Close M Formula ~ Policy Policy Record Instances Process *  Report Record
Records Creation Save Edit Record Edit Open Related Record Workflow View Records Navigation Close LA
General Creditors r\sured Benefits Contract Roles Tasks. MNotes Documents Questionnaires History Warnings and Errors
[] Use Template Expected Commission [ R0,00 [
Template:* [ | Second Year Commission: | Ro,00 (5]
Market Value: [ R0,00 | Current Commission: [ RO00 |
Annual Escalation: [ 0.00% 3 Total Commission: [ RO00 |
Last Statement Date [ =]
Commissions Market Values Statement Details
&) @
| Effectve Date ~ | Transaction Category Commission Value Expected Commission Spiit Total
Fieldname Description
Use Template For Commission Administrator use only
Template Determines commission Sp|lt between parties. For use of Commission

Administrator only

Date when last commission was received
Not applicable

Not applicable

Capture expected commission

Second Year commission
Current Commission
Total Commission
Commissions tab

Capture when and if applicable

Displays last commission received as per Last statement date

Calculates all commission processed since inception

Displays different commission agreements when applicable. For Commission
Administrator use only

Statement Details tab Shows individual commission transactions as and when received

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

Da BHE B Xved 2XE @B 4 B CRE O O

New Clone... Save Saveand SaveandNew = Delete Validate Cancel  Apply Client Cancel Reinstate Open Related Workflow Show Workflow | Refresh Automated Showin  Previous NextRecord
- Close Formula Portal ¥ Policy  Policy Record Instances Process ¥ Report™ | Record
Records Creation Save Edit Record Edit Open Related Record Workflow View Records Navigation

General | Creditors Cummlss\unllnsuredﬁenéﬁfs I:\a\ms ContractRoles | Tasks | Notes | Documents | Questionnaires | History | Warnings and Errors
G E o0 TR

|Descriphun

b Main Insured
Second Insured ‘

File Home Tools
4 B X« B 2 0 0 H
O H At X
New Save Saveand SaveandNew | Delete Cancel =~ Show Workflow = Refresh | Previous MextRecord Close
Close Instances Record
Records Creation Save Edit Worlflow View Records Navigation Close -
Description:  Main Insured
Benefits
EE 00 T R
Credit Life Benefit a [Taken [Max cover [cover [Number OF Clzim  |Last Claim Date |Cancel Date | Cancel Reason |Last Updated | Updated By l
» " Deal =3 W, nstalmen 0
Dread Disease Yes R0,00 Installment 0
Permanent Disability Yes R0,00 Installment 0
Retrenchment Yes R0,00 Installment 0
Temporary Disabiity Yes R0,00 Installment 0
User:ElsabeV

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

Please refer to this section in Contact Management.
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Tasks

Summary of all tasks related to this policy.

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

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

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

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

i B B X

Genersl | Creditors  Commission  Insured Benefits  Contract Roles

Credit Life Poicy

New Save Saveand SaveandNew | Delete Validste Cancel
- Close -
Records Creation Save Edit

Tasks

! ® o} G
apply  Carcsl [ Reinstate Open Related
Formula  Polic Policy Record Instances Process ~  Report

Record Edit Open Related Record Workflow View

<

Notes  Documents  Questonnares  History  Wamings and Erors

Record of Advice Information
Marketing Date Time:
Marketing Reference:
Cancellaion Information

Cancel Date:™ 2018/05/01

Cancel Reason: ™ Cancelled

Owner:® maak Bsbe () Intermedary: MSB Independent Broker Group (Pty) Ltd
Product:* Yovo Smple sure Insurer:

Contract Number:* 21032018 Reference Number: Sum nsured:

Source: Contribution Frequency:  |Monthly Second Insured Surname:

Inception Date: 2018/04/21 ~| Frstinstalmentate:*  [2018/05/01 ~ | second Insured First Name:

Loan Period: 50 Consultant: Second Insured ID Number:

Status: Cancelled

Banking information
Payment Type:* Premium collected by the Insurer
Invokce To:® Vermazk Esabe (E.)

Debit Order Account:*

Account Balance:

"0 O H

Workflow Show Workfiow  Refresh Automated Showin | Previous NextRecord — Close

Records Navigation Close

Fremium;

Monthly PDA Payment:

Final Expiry Date:

Final Instalment Date:

Journal Balance:

R250,00
R280,00
0230421
2023/05/01

Re Instatement Date:* | 2019/06/11

Status:= [Re-Instated

B Re Instatement Credit Life Policy Process

[] Re Instate With New Date =

| Email Documents

Letter

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

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

Cancel Policy

Cancel Credit Life policy by selecting the Cancel Policy action.

90| Page




Teessen Consulting
TC Insure-IV Suite Win User Guide V11.22204.2320.0

File Home View Took
- ol > | e |
‘b ER 9.
D x =0 ol = KX i! H@ ~ X Text to search...
Back Forward New Clne.. | Delete Change Apply Cientl] Cancel finstate Open Related Workflow Show Workflow | Refresh Links  Holerd  Automated Showin | Previous NextRecord | Save New
v v State | Formua Portal f Poicy [Jpolicy Record tances ¥ Reports™ Process Report™ | Record Fiter
Views History Navigation  Records Creation Edit RecOTEmTT Open Related Record workflow View Records Navigation Fiters Ful Text Search
Navigation 2 Onrer Product Provider Product Contract Number Incepton Date Status SumiInsured  |Monthly Paym... |Last Payment ...|Last PaymentDate | Consultant
> Contact Management T= o o = = = = = =
N — » | Mangoale Mosa (M.)) | Forbes Creditlife Forbes  IPSA-LS 016/11/16 Active R63 188,65  R12500,00 R0,00
© Creditife Plessis Johannes (J.... | Forbes CreditLife Forbes  IPCLS-16 0170413 Re-Instated RS941797  R5450,00 R0,00
CreditLife Policy Plessis Johannes (1.... | Forbes CreditLife Forbes  PCLS-5 B1704/13 Active 5341787 R5450,00 R0,00
@R Em Verwey Marina (M) | Forbes CreditLife Forbes | CL-OB-16593 017/03/27 Pending RS9 417,97 R0,00 R0,00
@S Johannes Tebogo (T | African Unity Life CreditLife African U | 1P-5A-7 2016/10/17 Active RS611,62 R3 706,00 RO,00
Creditor
) 365 TRANSPORT SO... | Forbes CreditLife Forbes 20151103 2016/11/03 Active R17,00 R0,00 R0,00
Creditife Cancellation Reason
p——— Filles Desmend (D.4.) | African Bank CreditLife Insurance | CLASB76541 2020/07/01 Pendng 20,00 R0,00 R0,00 ABASS Shehsam (5)

Capture cancel date and select cancel reason.

&R Cancel Credit Life Policy Process — [m] i
Cancel Date:™ -
Cancel Reason:* -

Email Documents

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

Cancel

Email documents is reserved for a back-end process which can be ignored unless this process has been
implemented on request and according to your business rules.

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

Credit Life Cancellation Reason

Credit Life Policy

<

Cancellation Information

Cancel Date:=

Fancel Dezenn:®

Debit Order Account:™

Account Balance:

Journal Balance:

Fle  Home View Tools
o X g 4B CAREGOO
O s P e > K7 2 Cm -
Back Forward New Clone. Delete. Apply client Cancel Reinstate Open Related Workflow Show Workflow =~ Refresh Hollard  Automated Showin Previous NextRecord = Save New
v v Formuia Portal ¥ Polcy  Policy Record Instances Reports ¥ Process ¥ Report”  Recor Filter
Views History Navigation Records Creation Edit Recorg Full
Navigation < Owner 7| Product Last
A T = Vermsskehabe ) 1D Fie Home  Took =
> ShortTerm ¥ Vermaak Elsabe (E.) AIG o Save X Delete I 2 denteortal v r -
v Creditife Vermask Eisabe £.) | Big Apls |5 save and Close o Validate 2 Canesl Polcy u .
[ Py Open Related = Close
Credit Life Polic Ll S save and New cancel | Formula [ Reinstate Policy Record &8 ~ O
Records. Save Edit Record Edit Open Related Record View R Close -
Creditor General | Creditors | Commission | Insured Benefits antract Roles | Tasks | Notes | Documents | Questionnaires | History | Warnings and Errers

Credit Loan Period
> Assurance Owner:* Vermaak Elsabe (E.) - | Intermediary: -
D Io=h= Product:* AIG Credit - | mnsurer: AlG -
> MedicalAid
> Funeral Contract Number:* AIG3563| Reference Number: Sum Insured: RO,0C | Premium: R98,E 1
> Commission Source: De.. -| ContributionFrequency:  |[Mo.. -| Second Insured Surname: Monthly PDA Payment: R175, -
> Financials Inception Date: 2019 ~| First Instaliment Date:* 2019) - | Second Insured First Name: Final Expiry Date: 2024/ ~
> AssetRegister
Loan Period: 60 -| consltant: - | second mnsured 1D number: Final Installment Date: 2024/ -
> Administration
» Reparts Status: n. -
> Tools
Record of Advice Information Banking information
Marketing Date Time: - Payment Type:™ Premium collected by the Insurer -
Marketing Reference: Invoice Ta:™ -

User:SysAdmin

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

Create new claim on applicable policy will default the policy on the claim
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Credit Life Claim
File Home Tools
y g g f C 00 M
[ HE B XV« Ca B | * X
Mew Save Saveand SaveandMew —Delete Validate Cancel Open Related Show Workflow = Refresh | Previous MextRecord Close
Close Record Instances Record
Records Creation Save Edit Open Related Record Workflow View Records Navigation Close -~
ClaimDetail | Description Of Event  Additional Detail | Tasks  MNotes Documents = Questionnaires = Propertysheets
General Information Claim Repart Information
Palicy:® [Vermasak Elsabe (E.) (AIG - AIG3565) -] Admiristrator: | -]

Insured Benefit: * ‘ - |
Date Of Loss: = | - |

Policy Benefit: = ‘ - |
Date Reported: ® Reported By:

Estimate: [ R0,00 :|
demstaws:® [ <] Resson:® [ =] PolicyPremum: R98,56
Einalised Date:* | - | Account Balance: Journal Balance:

Claim Detail

General Information

Fieldname Description Required
Policy Select applicable policy &
Claim No Enter claim number for internal reference or claim number will

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

Category
Cause of Claim

Finalised Date

auto populate if set up on credit life product

Enter insurer claim number if applicable

Select date of loss

Select relevant date the claim was reported

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

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

Select Claim Category from drop-down menu

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

Enter finalised date when claim status is in a final state

©
©
(@]

(<<

Claim Report information

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

Insured Benefit
Policy Benefit
Estimate

Policy Premium
Claim Account

(<]

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

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

Claim estimate will auto populate if a formula was applied on this
specific benefit, if not, estimate can be captured

Policy premium will auto populate from policy selected

Create a claim account to manage payments on this specific claim

(<]
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Account Balance Account balance will auto populate from claims account
Journal balance Journal balance will auto populate from claims account

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

) o o e [} E? - - Credit Life Claim

File Home Tools

D HE B Xve G E Z 0 0 H

New Save Saveand Saveand New | Delete Validate Cancel Open Related Show Workflow | Refresh | Previous MNextRecord Close
Close Record Instances Record
Records Creation Save Edit Open Related Record Workflow View Records Navigation Close
ClaimDetail fDescription Of Event QAdditional Detail = Tasks = Motes  Documents = Questionnaires | Propertysheets
B 7 U3 =E = = E A% =~ |TimesNewRoman - 3 ~| | Normal -

W EHE e.» @ X X = E

EF P
Wife slipped on stairs and broke hip.

Unfit for work for period of 6 months
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Additional Information

-~ 00T BHE« - Credit Lifee Claim
File Home Tools
D BHE B X</« L B
H ®
Mew Save Saveand Save and Mew  Delete Validate Cancel Open Related Show Workflow = Refresh | Previous MextRecord Close
Close Record Instances Record
Records Creation Save Edit Open Related Record Workflow View Records Navigation Close -

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

Claimant: -
Claimant Age: 1]
Assessor: -
Assessor Name:

Police Report Information

Police Ref No:* Date Of Report:® -

Station Address:®

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

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

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

Tasks
Summary of all tasks related to this claim

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

Note
Summary of all notes related to this claim

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

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

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

Manage Assurance policies with their own unique benefit structures.

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

e Assurance policy list view, or
Fle Home Vew  Toos
. -
[~ ) DR XO ot & Ca ‘2 I_E‘o cCO0@E 0 0 7
Back Forward New Clone... Delete Change  Apply Re-Sync Open Related Workflow Show Workfiow = Refresh Liks Showin | Previous NextRecord = SaveNew
- - Stat ul Record Instances " Report Record Filter
Views History Navigation®  Records Creation Edit Record Edit Open Related Record Workfiow View Records Navigation Filters. Full Text Search Sl
Navigation < | [ower |contract humber | nception Date _|Product Pravider Product  status |Policy value | Anmiversary Date|Maturity Date |consutant
> Contact Management e Al - bl - - - - - -
S Frem Adam Mark (M.C.) | 5131226366 2020/06/10 Hollard Disabity and Impairment-+ollard | Active R0,00 Wednesday, 103 Adam Merk (M.C.)
> Credittife PETER WM (WM) | ACS855 2020/05/01 Hollard Disability and Impairment-Hollard Pending RO,00 2042/05/01
v Assurance | Fillies Desmond (... | AS5236541 2020/07/01 Hollard Disability and Impairment-Hollard Pending R750 000,00 2054/05/30 Hollard Insurance
Loy Filies Desmond (... | ASS852147 2020/06/18 Hollard Disability and Impairment-Hollard Active RSO0 000,00 Sunday, 18 July ... | 2027/07/01
s ABELSC(CS) | 201803153 2018/04/01 Holard Disabilty and Impairment-+ollard ~ Active RS00 000,00 Monday, 01 Apri .| 2020/04/01
Assurance Product
P Marais Perre (P.) | ALTCOD1 2020/06/17 P Life Cover InFrogress R1500000... Thursday, 17 Jun...| 2021/06/15 AeELs C (C5)
Cover Type 3Labuschagne M... 551505 2014/03/14 FML Life Cover Imported RO,00
> Investment Insurance Co LFES9745 2018/04/01 Momentum Life Cover Provider- Momentum Active R1000 000... Monday, 01 Apri .. 2013/04/01 Abdulla Joe (1.)
> Medicaltid Nel Elna (J.E.) MMI2304 2020/04/01 Momentum Life Comprehensive Disability- Myriad Pending RO,00 ‘Abrahams Mark (M.)
> Funeral Flynn Harry (H.3.) | MMI 36524 2019/01/01 Momentum Life Comprehensive Disability- Myriad Active R1200000... Tuesday, 31Dec 2022/11/01 Abrahams Mark (M.)
> Commission Nel Ruan (&.) MMI042020 2020/04/01 Momentum Life Comprehensive Disabilty- Myriad Fending RS0 000,00
: :i;i”f:;m Flynn Harry (H.0) | MMI 362053 2038/1201 M Disabiity Cover- FMI Actve R5000 000.. 1971201 Abrahams Mark (M.)
Adam Mark (M.C.) | 5131226306 2020/06/10 Discovery Life Discovery Life Active R0,00 Wednesday, 10 J. Adam Mark (M.C.)
e  From a client’s profile
] B B v rEpe “ B TR & 0 [X]
New Save Saveand Save and New Validate  Cancel Client SMS. Email Open Related Workflow  Show Workflow Refresh  Automated ~ Showin Previous Next Record Close
M Close - Portal - Record Instances Process ~ port ~ Record
Records Creation Save Edit Record Edit Open Related Record Workflow View Records Navigation Close
Details Office. Additional Contact Information
Displayname: [ €)
Sumame:* [vermaak ] imary Record
First Name:™ [Esabe | pateofsrth:  [1970/03/05 [~
Second Name: | | Date Decessed: | [
Cal Name:* [Esabe | Age: [ “
Tnitols:* [e | humber: | 7002050300083
Title:™ [rs. [+] tanguage: | afrikazns [~
Work Number: | (021) 6753386 ] Gender [Fendle [
el umber: (0828533342 +[] Fax Number [
Home Nurber: | [--[¢] Emai= [
Open Tasks: [ B
Tasks. Addresses Bank Accounts Relationships Contract Roles Notes Documents SMS. Email Phone Logs Questionnaires Propertysheets
O-% - &£ R X B la
[E Assurance Policy roduct Type + [ contract Number [ inception Date Contract Value Premium Status Consultant [ Last Updated [ peatedy
v 0 = = = = = = Qe
E Credit Life Policy Assurance Policy 180508 2018/06/01 R500 000 000,00 R2659,52 Active Van Deventer Maxine (M.) Thursday, 06 June 2019 16:33... ElsabeV
2 Fumers Group Poley Credt Life Policy 21052018 D18/04/21 R 150 000,00 #250,00 | Cancelled Monday, 27 My 2013 16:01:00 EkabeV
Credit Life Policy 20180710CLT 2013/07/01 RS0 000,00 R256,58 | In Progress Tuesday, 10 July 2018 17:02:57 ElsabeV!
] Funeral Policy y D213+ 2018/08/01 R250 000,00 R35,25 In Progress Teessen Pizter (P.G.) Tuesday, 30 October 2018 09:... PieterT
[E]_Investment Policy Short Term Policv AIG1006 2019/06/01 RO.00 R52.50 In Proaress Mondav. 10 June 2019 14:54:26 ElsabeV'
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Assurance Policy

File Home Tools

Cancel Reason:™

2] Save " Validate £ Refresh
n |H X at Ca o o kS
' save and Close % Change State v D Links ~
] Delete Fy, Open Related N Close
a ES save and MNew o, Cancel z) Record B [Eg Show in Report °
Records... Save Edit Open Related Record View R.. Close -
Detal | Account = Commission
Owner:* | i = | Policy Value: | RO,00 - |
Product:* | = | Premium: | RO,00 :|
Product Provider: Contribution Frequency: |M0nﬁ1ly - |
Contract Number: ® | | Annual Escalation: | 0.00% :|
Reference Mumber: | | Intermediary: | - |
Source: | ~| Consultant: | - |
Inception Date: | = | Maturity Date: | - |
Status:™® In Progress Maturity Age: [u]
Cancel Date: * = | Anniversary Date: | - |

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

| Benefit Type

DX R B O0O|Y - Q

|C0verType A | Amount Premium |LastUpdated |Updated By Priority

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

Fieldname Description Required
Owner Select relevant owner from Contact database. &
Product Select relevant product. All products with their unique benefit

Product Provider
Contract Number
Reference Number
Source

Inception Date
Status

Cancel Date
Cancel Reason
Policy Value
Premium

Contribution Frequency

Annual Escalation
Intermediary
Consultant
Maturity Date
Maturity Age
Anniversary date

structures will be setup by your System Administrator

Defaults to Product Provider as setup on Product

Capture unique policy number as provided by the Product Provider
Free text field to be used at own discretion

Select source from pre-defined list

Enter date from when policy is effective

Select from drop-down menu

Enter date from when policy needs to be cancelled

Select cancel reason from pre-defined list

Enter policy sum insured

Capture agreed premium

Select from drop-down menu

Capture escalation percentage if applicable

Select Intermediary from drop-down menu

Select Consultant responsible for this policy

Enter maturity date

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

©

Benefits

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

Product on this policy.
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Tasks Contract Roles Contract Links Notes Documents Questionnaires Propertysheets
Dfa- x G &8 L] Bl
Benefit Type
» | Bond Cover
Life Cover
Permanent Disability
Dread Disease
Income Replacement
Medical premium waiver
Global Health Protector

History

Cover Type
Bond

Death

Disabilty

Dread Disease
Income Replacement
Income Replacement
Income Replacement

[ Amount Premium Last Updated Updated By Priority
R1500 000,00 RO,00 2018/07/20 Elsabev 1
R2000 000,00 RO,00 | 2018/07/20 ElsabeV 1
R2.000 000,00 RD,00 | 2018/07/20 ElsabeV 1
R1 500 000,00 RO,00 | 2018/07/20 ElsabeV L
R0,00 R0,00 | 2018/05/08 SysAdnin 1
RO,00 RO,00 | 2018/05/08 SysAdmin L
R0,00 RO,00 | 2018/05/08 Sysadmin 1

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

Save X Delete
D - o]
|5 Save and Close « Validate
= - ~ COpen Related Wiorkflow View
[EF Save andNew - Cancel Record E <
Records... Save Edit Open Related Record

Benefit Type:™ |Life Cover
Cover Type:® |Death
Amount:

Premium:

Comment:

User: ElsabeV/

© Previous Record
@ NextRecord

Recards Navigaton

Close

Close: Ll

R2 000 000,00 5
RO,00

Tasks
Summary of all task related to this policy.

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

Claims

Create new claim from policy or Navigation panel.
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Fie ~ Home View Tools
R L2 o B O OO
O O "m il 2. b E@ s Cm
Back Forward New ient__Re-Sw how lordiomw. . Refiesh Showin . Preuio exi Re
Views History Navigation Records
o File Home Tools
Navigation < i . L
Save X Delete It Apply Formula
» Contact Management 0O . | "] oo © Previous Record
» Short Term B save and Close o Validate | 8% ClientPortal ~ Il
F. - Open Related F ;=. v ° Next Record Close
> Credittife S Save and New Cancel 7| Re-Sync Record E:3 |
~ Assurance Records... Save Edit Record Edit Open Related Record View Records Navigation Close ~
Assurance Policy
- Detail | Account | Commission
Assurance Frodud Owner:* Vermaak Elsabe (E.) - | Policy Value: R3000000,00 2
Assurance Type Product:* Life Plan-Discovery Premium: R550,00 -
Cover Type
Product Provider: Discovery Contribution Frequency: |Monthly -
> Investment
> Medicaltid Contract Mumber: = 180508 Annual Escalation: 5.00%
> Funeral Reference Number: Intermediary: M38 Independent Broker Group (Pty) Ltd -
> Commission Source: * | Consultant: Abrahams Mark (M.) -
P Feih Inception Date: 2018/06/01 -| status:* Active -
> AssetRegister
Maturity Date: ~| Cancel Date:® -
> Administration
% Reports Maturity Age: 0 Cancel Reason:*
» Tools Anniversary Date: 2019/06/27 -
Benefits Tasksnnh'actRn\es Contract Links = Motes = Documents = Questionnaires = Propertysheets  History
o 7 Ef - @
Displayname Contract Mum... | Claim No Insurer Claim... | Date Of Loss  |Category Cause For Cl... (Claim Status | Consultant
User:SysAdmin  Updated by: SysAdmin on 2019/10,24 15:34:45
Refer to Assurance Claim on how to create and manage Assurance claims
Contract Roles
Contract roles manage the relationship of a contact with his contracts.
Please refer to this section in Contact Management.
Contract Links
To link a contract with any other Contract in the database to which it might be related:
Benefits  Tasks  ContractRoles | Contractlinks | o
\ [E Commission Contract - 0 X
& o |
= Type:  Commission Contract staty
Find: wvermaak elsa |Search
Available records:
Owner Product Provider Name Commission Product Contract Number
Vermazk Esabe (E.) Auto & General Insurance Auto & General Personal Policy EV2203 A
Vermazk Esabe (E,) Auto & General Insurance Auto & General Personal Policy AG2203
Vermaak Elsabe (E.) Santam Insurance Company Santam Limited W10062019
Vermaak Elsabe (E.) Big Apple Insurance Company Yoo Simple Sure 21032018
Vermazk Elsabe (E.) AIG Insurancs AIG Personal AIG1006
» | Vermask Elsabe (E.) Discovery Dsicovery External Insvestment Fund DD2134234234533456
Vermaak Elsabe (E.) African Bank Credit Life Insurance 20180710CL v
New |- Cancel

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

You will typically link 2 contracts when there is a financial relevance between the contracts, e.g., Key man

Policies.

Documents

Use the Documents tab to add a new document onto the application.
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Please refer to Documents section on how to add or create a new document.

Account

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

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

Commission

Detail Accuuncl Commission I

| Use Template

Template: * Abrahams Generic

Market Value:

Last Statement Date: 2019/06/25
Commissions | Statement Details | Market Values

BooO T -0
Transaction Date v |Statement

= -

Expected Commission: R0,00 *
~ | Second vear Commission R0,00 ©
R0,00 Current Commission: RAL043,15
- Total Commission: R41043,15

Ercker Transaction Type Amount (Exdl VAT) VAT Amount Market Value Processed Approved Is Split Correct

» 2019/06/25 Discovery Abrahams Mark (M.) (6987) Anniversary R1347,30 R202,09 R1549,39 RO,00 M ™ v
2019/06/25 Discovery Abrahams Mark (M.) (6987) New Business R39 695,85 R5954,38 R45 650,23 RO,00 v v v
Fieldname Description
Use Template For Commission Administrator use only
Template Determines commission split between parties. For use of Commission

Market Value

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

Statement Details tab
Market Values tab

Administrator only

Capture when and if applicable

When last commission was received

Capture expected commission

Capture when and if applicable

Displays last commission received as per Last statement date
Calculates all commission processed since inception

Displays different commission agreements when applicable. For Commission
Administrator use only

Shows individual commission transactions as and when received
Displays history transactions of market values
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Assurance

New Claim

Claim

-~ Q00T HHE+ -
Fie ~ Home Tools
o 11X I:Iﬂ i BREE ) Previous Record
D H b d bd G r.I d kAl {
MNew Save Saveand Sawve and New Open Relate Workflow View Close
Close =~ Cancel Record = = iz
Records Creation Save Edit Open Related Record Records Navigation Close -
Base Claim | Description Of Event = Additional Detail | Tasks = Motes  Documents = Questionnaires = Propertysheet
General Information Claim Report Information
Policy:* |Vermaak Elzabe (E.) (Discovery - 180508) - | Administrator: | - |
damNos [ | mewerdamno: | | | Consdnt | -]
Benefit:* | - |
Date Of Loss:* | - |
Estimate: | RO,00 %]
Palicy Premium: R550,00
Claim Status: * I:I Reason:® l:l Claim Account: | - |
Category:® I:I Cause For Claim:* l:l Account Balance: Journal Balance:
Finalised Date: ™ | - |
Claim Detail
General Information
Fieldname Description Required
Policy Select applicable policy
Claim No Enter claim number for internal reference or claim number will
auto populate if set up on credit life product
Insurer Claim No Enter insurer claim number if applicable

Date of Loss

Date Reported

Reported By
Claim status
Reason

Category

Cause of Claim

Finalised Date

Select date of loss

Select relevant date the claim was reported

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

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

Select Claim Category from drop-down menu

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

Enter finalised date when claim status is in a final state

e © ©6 ©0©

Claim Report information
Fieldname Description Required
Administrator Select Claims Administrator from drop-down menu
Consultant Select relevant Consultant from drop-down menu
Benefit Select applicable benefit linked to policy on which claim is &
registered i.e., Life Cover
Estimate Capture claim estimate amount

Policy Premium
Claim Account
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Account Balance Account balance will auto populate from claims account
Journal balance Journal balance will auto populate from claims account

Description of event

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

~00CHHE® - Credit Life Claim

File Home Tools

D BHE B X Ve | K

MNew Save Saveand SaveandMew  Delete Validate Cancel Open Related Show Workflow =~ Refresh | Previous MextRecord Close
Close Record Instances Record
Records Creation Save Edit Open Related Record Workflow View Records Navigation Close -~
ClaimDetail [jDescription Of Event WAdditional Detail = Tasks | Motes  Documents | Questionnaires = Propertysheets
B 7 U3 E = =E E A% -~ |TimesNewRoman - 3 ~| | Normal -

W EmE e 2 X, X E = i

i—

EEFPF N
Wife slipped on stairs and broke hip.

Unfit for work for period of 6 months

Additional Information
- 00 HHK® - Credit Life Claim

File Home Tools

D BHBE B X Ve B K

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

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

Claimant:
Claimant Age: 1]
Assessor:

Assessor Name:

Police Report Information

Police Ref No:* Date Of Report:* -

Station Address:®

Claimant

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

Assessor

Link Assessor from Contact list or free text capture in ‘Assessor Name’ field if this Assessor is not a Contact
record.
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Police Report Information
Police report information fields will be active to capture if it was selected on the specific cause of claim
applicable.

Tasks
Summary of all tasks related to this claim

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

Note
Summary of all notes related to this claim

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

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

Questionnaires and PropertySheets
Please refer to Questionnaires on how to create and manage questionnaires
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Investment

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

to Investments.

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

New Investment
A new investment can be created from 2 different places:

e |nvestment list view, or
e
° 0 X ! “ [He [ &7
Back  Fornard ’New Dekete Aosly Workflo | Show Werkflow | Refresh NextRecord | Save New
- - - Formila - Instances Filter
Views History Navigation Records Creation Edit Record Edit Workflow View Records Navigation Filters Full Text Search &
Wzt < | [omner Contract Number [ Product [ Product Provider Inception Date | nvestment . a | Contributon | Contribution Frequency | Open Tasks Maturity Date Consultant
v o o W0 3 - - - e = = o0
» Contact Management.
» ShortTerm » {Walker Scott (S) CDZ0098764 2018/02/02 R0,00 R0,00 Monthly 0 Walker Scott (5)
» Creditiife Legal Wise 123456 Preservation Fund Allan Gray 2017/11/01 R20 000,00 RS0,00 Manthly 1 Holland § (5 3)
b Aceurance Legal Uise 4526558 Group Savings Retirem... | Allan Gray 2017/11/15 R80 000,00 R89,65 Monthly 1 2018/11/15
4 Investment Yende Roxanne (R.) 984456 Retirement Annuity Momentum 2018/04/01 R150 000,00 R120,00 Monthly 1 Van Deventer Maxine (.
Vermaak Elsabe (E.) DD2134234234533455  Dsicovery External Ins...  Discovery 2018/08/01 R250 000,00 R365,25 Monthly 0 2048/07/31 Teessen Pieter (P.G.)
["V i Flynn Harry .1 ™ 201811 Investec Investment .. Investec 219/01/01 RS00 000,00 R500,00 Monthly 0 203/11/01
nvestment Type
. 1-2-3Marketing Corpor... 12326658 Absolute Yield Fund C... | Cadiz 2018/03/16 R1 500 000,00 R562,36 Monthh 2 2018/03/16
m a client’ fil
e  From a client’s profile
g G R CR W0 0 M
] B B v - B e b B o W
New Sove  Saveand SaveandNew  Vaidate Cancel | Clent  SMS  Emal Open Related Workfow Show Workfon | Refresh Automated  Showin | Previous NextRecord | Close
- Close - Portal Instances Process *  Report v Record
Records Creation Save Edit Record Edit Open Related Record Workfiow View Records Navigation Close
Detais Office. Aditional Contact Information
Displayname: [vermazk Eisabe E.)
Sumame: = [vermask ] Primary Record
First Name:™ [Esabe | pate of Birth: [ 1970703705 E
SecondName: | | Date Deceased: | [
Call Name:™ [Bisabe | age: [ )
Initials: = [E | mNumbers [
Title:= [prs. [+] Language: [Afrikaans E
VorkNumber: [(021) 5753366 ] Gender: [Femaie [
Cell Number: 0828533342 [+[3¢] Fax humber: [ [
Home Number: [ [-=[] Emai:= [
Open Tasks: [ B
Tasks Addresses Bank Accounts Relationships Contract Roles Notes Documents SMS Email Phone Logs Questionnaires Propertysheets
R RS [ q
Assurance Policy Product Type 4| contract Number [ inception Date Contract Value Premium Status Consultant [ Lastupdated | Updatedy
Commission Contract o b - - - - - - o
Credit Life Policy Assurance Policy 180508 2018/08/01 R500 000 000,00 R2659,52 Active Van Deventer Maxine (M.) Wednesday, 12 June 2019 12:... ElsabeV
Credit Life Policy 21032018 20180421 R150000,00 R250,00 Cancelled Monday, 27 May 2019 16:01:00 ElsabeV
Funeral Group Policy
Credit Life Policy 20180710CLT 2018/07/01 R50000,00 R256,58 InProgress Tuesday, 10 July 2018 17:02:57 ElsabeV
Funeral Policy Policy D213+ 2018/08/01 R250000,00 R365,25 In Progress Teessen Piater (P.G.) Tuesday, 30 October 2018 09:... PieterT
Investment Policy }hmtTErm Policy AIG1008 2019/08/01 RO,00 R52,50 In Progress Monday, 10 June 2019 14:54:26 ElsabeV’
Medical Aid Policy Short Term Poicy Evem3 20150901 R0,00 R859,65 Cancefied Trursday, 22 March 2018 11:... Sysadnin
| Detail | Account | Commission |
Owner:* ~  Investment Value: R0.00 O
Product:* ~  Conftribution: RO.00 &
Brand: Contribution Frequency:  Monthly v
Product Provider: Annual Escalation: 0.00% &
Investment Number:* Intermediary: v
Reference Number: Consultant: v
Source: v Maturity Date: v
Inception Date: v Maturity Age: 0
Status:* In Progress v Anniversary Date: ~
Cancel Date:* v
Cancel Reason: *
Portfolio | Tasks | ContractRoles | Contractlinks | Notes | Documents | Questionnaires | Propertysheets | History
) T Alltems v Y| ERv \ &
Fund =  Agreement Number Value Date Units Market Value Unit Price
v |= o = = = =
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Fieldname Description Required
Owner Select relevant owner from Contact database. @
Product Select relevant product. All products with their unique benefit

structures will be setup by your System Administrator
Brand Unique Brand linked to this Product Provider

Product Provider

Investment Number

Reference Number

Source

Inception date
Status

Cancel Date
Cancel Reason
Investment Value
Contribution

Defaults to Product Provider as setup on Product

Capture unique investment number as provided by the Product
Provider

Free text field to be used at own discretion

Select source from pre-defined list

Date policy was started

Select from drop-down menu

Field will become active when Status is changed to Cancelled
Field will become active once cancel date is selected

Enter value

Capture agreed premium

Contribution Frequency
Annual Escalation
Intermediary

Select from drop-down menu
Capture when and if applicable
Select Intermediary from drop down menu

Consultant Select Consultant responsible for this policy
Maturity Date Enter Maturity date if applicable
Maturity Age Maturity age will auto calculate from client’s age and Maturity date

Anniversary Date Enter value

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

Investment Portfolio

File Ho_me Tools ~
0 I Save 5 SaveandClose I X Delete o Validate <= F‘e (", IR B
Fund:* v
Agreement Number:
Value Date:* 2023/04/25 ~
Units: 12
Unit Price: R0O.00
Market Value: R0O.00 &
Fieldname Description Required
Fund Select relevant fund from the selected product’s pre-defined list (]
Agreement Number Unique agreement number per fund where applicable
Value Date Specific date of this fund value
Units Units purchased on this fund
Unit Price Value per unit

Market Value Total value of this fund

Tasks
Summary of all task related to this policy.

Please refer to Task Management on how to create and manage tasks.
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Contract Roles
Contract roles manage the relationship of a contact with his contracts.

Please refer to this section in Contact Management.

Contract Links
To link a contract with any other Contract in the database to which it might be related:

Tasks  ContractRoles § Contractlinks [§Motes  Docur - =
F [E] Commission Contract - o X
g 2| X |t - [&
Ty Type: Commission Contract
‘ Vermaak Elsabe (E.) Find:  |vermaak elsa @search
Available records:
Owner Product Provider Name Commission Product Contract Number
b | Vermask Eisabe (E.) Auto & General Insurance Auto & General Personal Policy FV2203 ~
Vermask Blsabe (F.) Auto & General Insurance Auto & General Personal Policy AG2203
Vermaak Elsabe (E.) Santam Insurance Company Santam Limited W10062019
Vermaak Elsabe (E.) Big Apple Insurance Company Yoo Simple Sure 21032018
Wermaak Elsabe (E.) AIG Insurance AIG Personal AIG1006
Wermaak Elsabe (E.) Discovery Dsicovery External Insvestment Fund DD2134234234533456
Wermaak Elsabe (E.) African Bank Credit Life Insurance 20180710CLI v
=T =

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

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

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

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

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

Commission

Detal  Account f§  Commission

Use Template
Template:=

Expected Commission:

Second Year Commission:

R25000,00 5

R4 500,00 |5

Market Value:

R250 235,68

Current Commission: RO,00

Last Statement Date: ~ | Total Commission: RO,00

Commissions [§ Market Values [ statement Detals

D& -[X % B
Value Date | Market Value Cash Value Units Updated By Last Updated

v = - - - A -

» | 2018/08/30 2018/10/30

-

R250 235,68 R0,00 1000 PieterT

Note that a list of Market Values and other Investment related information i.e., Cash Value and Units are
also visible and updated either by manual input or imported during the commission processing process.

Fieldname Description

Use Template
Template

For Commission Administrator use only

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

Capture when and if applicable

Date when last commission was received

Capture expected commission

Capture when and if applicable

Displays last commission received as per Last statement date

Market Value

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

Statement Details tab

Calculates all commission processed since inception

Displays different commission agreements when applicable. For Commission
Administrator use only

Shows individual commission transactions as and when received
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Medical Aid

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

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

e  Medical Aid Policy list view; or

© 0D X R o
£o3 L%
Back Fornard New Delete Apply Show Workflow  Refresh | Frevious NextRecord | Save New
- - - Formula Instances Record Filter
Views History Navigation  Records Creabon  Edit  Record Edit Workfiow View Records Navigation Filters Full Text Search »
Navigation < | [owner Contract Number [ Product |ProductProvider | InceptionDate  [Loyalty Program [ Loyalty Mumber | Employer Loyalty Program ... | Has GAP C... |Late Joining Penal.. | Status Consultant
v "0 W = e e e e
} Contact Management
e — » | Flynn Harry (4.1.)  DIS 789456 Classic Core-Disc... Discovery 2018/12/01 Discoverty Vitakty 23456 Dream Catcher 2. Gold In Progress Bernamin Shaamicl
b Credituife Malan Johan (3) | 9875518 Discovery Key Ca... | Discavery 2014/06/09 Discoverty Vitaity | 1547 22N On Nerth G... | Blue Active
b Assurance NelDavid (DA) | 6443042 Coastal Saver-Di... | Discovery Health | 2019/01,04 Discoverty Vitaity Yes Active Nel David (D 4)
» Investment Meyer Ashley (4) | DISC385 Coastal Saver-Di... |Discovery Health | 2018/04/01 Discoverty Vitalty | VIT023 Blue None Active Van Deventer Maxi
4 Medold Abdulla b (0} 123456799 Medcal AdPlus | Discovery 2017/11/07 Discoverty Vitsity | 12347896 Gold Active Discovery
Loyalty Program
» Funeral
e  From the client’ fil
ro e client's protile
0 |/« 2 G Z W C Q@00 |
0O B ES o B < [ G
New save saveand SaveandNew | Vadate Cancel  Cient  sws  Emal Open Related Workfow show Workow | Refresh Automated  Showin | Previous NextRecord | Close
- Close - Portal - Record Instances rocess = Report~ | Record
Records Creation save Edit Record Edit Open Related Record Workfiow view Records Navigation Close
Detais | Office  Additional Contact Information
pms | )
Surname:* [vermask ] Primary Record
First Name:* [Eisabe | pateoferth: [ 1970/03/05 4
second Name: [ | Date Decessed [ H
Call Name:* [Eisabe | Age: [ )
Initils:= [e | mNumber: [
Title:® [wrs. [+] tanguage: [ Afrikazns H
workumber: [ (021) 9753386 [ro[<]| Gender: [Female 1
Cell Number: [os28533342 [F++]x] Fax Number: [ [
Home Number: | [-++[x¢] Emait:= elszhe Giconsult.co.za
Open Tasks: [ 3
Tasks  Addresses  Bank Accounts  Relafionships ontractRoles  Notes Documents SMS  Emal  Phonelogs  Questionnaies  Propertysheets
Orl% - | @& R X B
[l Assurance Policy | Product Type | Contract Number | Inception Date Contract Value Premium Status Consultant [ LastUpdated | Updated By
| B Commission Contract | "D i - = = = = = o
Bl Credit Life Policy Assurance Plicy 180508 2018/06/01 RS500 000 000,00 R2659,52 Active Van Deventer Maxine (M.) Wednesday, 12 June 2019 12:... ElsabeV
Credit Life Policy 21032018 2018/04/21 R150 000,00 R250,00 Cancelled Manday, 27 May 2019 16:01:00  ElsabeV
2% Funeral Group Policy
Credit Life Poicy 20180710CLT 2018/07/01 RS50000,00 R256,58  In Progress Tuesday, 10 July 2018 17:02:57 ElsabeV
El Foneral Policy Tnvestment Policy DD2134234234533456 2018/08/01 R250 000,00 R365,25 InProgress Teessen Pieter (P.G.) Tuesday, 30 October 2018 0. PieterT
[E] Investment Policy Short Term Policy AIG1006 2019/08/01 0,00 R52,50 In Progress Monday, 10 June 2019 14:54:26 Elsabel
 Short Term Poicy Evaz3 20180401 ”0,00 RE53,65 Canceled Thursday, 22 March 2018 11:... | SysAdimin
Short Term Poliey Short Term Polcy 462203 20180950 R0,00 R2035,00 Active &) Thursday, 15November 2015 .. Bssbel
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o [1X] of] 1 |__| m
D O /o« z
New Sawve Saveand SaveandMew | Delete  Validate Cancel Apply Open Related Show Workflow = Refresh | Previous NextRecord Close
- Close - Formula ecor Instances ecor
Records Creation Save Edit Record Edit Open Related Record Workflow Wiew Records Navigation Close ]
Detail Account  Commission
Owner:™ | | A ‘ Medical Contribution: | RO,00 '%'
Employer: | | - ‘ Contribution Frequency: |Munﬂ1|v | - |
Product:® | | - ‘ Loyalty Program: | |
Product Provider: ® | ‘ Loyalty Mumber: | |
Contract Number:* | ‘ Loyalty Program Status: | |
Source: | | - ‘ D Has GAP Cover
Inception Date: | | - ‘ GAP Cover Policy No: | |
Status:* [1n Progress [+] @ap cover premium: [ RO,00 |
Consultant: [ [+] tate Joining Penalty: | [-]
Cancel Date:* | | - ‘ Intermediary: | | - |
Cancel Reason:™ | ‘
Tasks Dependants Contract Links Documents Motes Questionnaires Propertysheets History
(] - - - at Show in Report  ~ n @
‘ Task Number a ‘ Subject |Ty'pe Start Date | Due Date | Status | Priority | Percentage Comp | Assigned ‘ Created | Date Creat . | Reported By
¥ | Al (=3 = = = = = = = = = =
User: ElsabeV
Fieldname Description Required
Owner Select relevant owner from Contact database. ©
Employer Client’s employer will display if setup on the Contact
relationship
Product Select relevant product. All products with their unique

Product Provider
Contract Number

Source

Inception date

Status

Consultant

Cancel Date

Cancel Reason

Medical Contribution
Contribution Frequency
Loyalty Program

Loyalty Number
Loyalty Program Status
Has GAP Cover

GAP Cover policy No
GAP Cover Premium
Late Joining Penalty
Intermediary

benefit structures will be setup by your System Administrator
Defaults to Product Provider as setup on Product
Capture unique investment number as provided by the
Product Provider

Select source from pre-defined list

Date policy was started

Select from drop-down menu

Select Consultant responsible for this policy

Field will become active when Status is changed to Cancelled
Field will become active once cancel date is selected
Capture premium for this policy

Select frequency of premium

Loyalty program will auto populate when specified on
Product

Enter the applicable number

Select relevant status

Select when applicable

Enter relevant policy number

Capture premium when applicable

Select from drop-down menu

Select Intermediary from drop-down menu

Tasks

Summary of all tasks related to this policy.

Please refer to Task Management on how to create and manage tasks.
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Dependants
Dependants play an active role on the policy and is therefore referred to as Contract Role. A Dependant
can be captured to be visible on only policy or to be part of Contacts in the database.

Company- and Person Contract Roles are only visible on the policy whereas a Linked contract role will be
visible in the database in Contact Manager.

Please refer to Contract roles in Contact Management.

Contract Links
To link a contract with any other Contract in the database to which it might be related, e.g., Gap cover.

Tasks  Dependants bocuments Mol &l commission Contract - = 3
2| x|t — @ | Tvpe:  Commisson Contract
— Find: vermaak elsa B |Search
irmaﬂk Elsabe (E.) Available records:
Owner Product Provider Name Commission Product Contract Number
Vermaak Elsabe (E.) Santam Insurance Company Santam Limited W10062019 A
Vermaak Elsabe (E.) ig Apple Insurance Company Yate Simple Sure 21032018
Vermaak Essbe (£.) AIG Tnsurance AIG Personal AIG 1006
Vermaak Essbe (£.) Discavery Health Classic Dielta Comprehensive-Discovery 130812
Vermaak Elsabe (£.) Discavery Dsicavery External Insvestment Fund  DD2134234234533456
Vermaak Elsabe (£.) African Bank Credit Life Insurance 2018071001
Vermaak Essbe (£.) Discavery Life Plan-Discavery 180508 .
New |~ Cancel

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

Documents

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

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

Account

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

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

Medical Aid Policy
Fle  Home Tools
L p X : B o a
h al | ) 2 @ Previous Recor
New save Saveand SaveandNew = Delete Valdate Cancel Apply Open Related show Workfow | [ | @ NextRecord Close
i Close: 4 Formula Record Instances
Records Creation Save Edit Record Edit Open Related Record Workflow Records Mavigation Close -~
Detail | Account | Commission
Annual Escalation: 0.00% | Expected Commission: RO,00 ©
Use Template Second Year Commission: RO,00 T
Template:* Current Commission: RO,00
Last Statement Date: ~ | Total Commission: RO,00
Commissions | Market Values | Statement Details
&) - El
Effective Date w |Transaction Category Commission Value Expected Commission Split Total
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Fieldname

Description

Annual Escalation
Use Template
Template

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

Statement Details tab

Enter escalation if applicable

For Commission Administrator use only

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

Date when last commission was received

Capture expected commission

Capture when and if applicable

Displays last commission received as per Last statement date
Calculates all commission processed since inception

Displays different commission agreements when applicable. For Commission
Administrator use only

Shows individual commission transactions as and when received
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Funeral

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

© O

Back Forward

0O

New

Views History Navigation

] el
b 4 al & Y
= L © =~ Text to search...  Search
Delete Apply Open Related Show Wiorkflow ~ Refresh | Frevious NextRecord  Save New
Formula Record Instances Record Filter
Edit Record Edit Open Related Record Workflow View Records Navigation Filters Full Text Search

cords Creation

Navigation <
¥ Contact Management
> Short Term T
> Crediiife
oD Y B ET v ; Ca E C 0 0 H
> Assurance v H h b x « lIZ =] FoS [ X
> Investment | New Save Saveand SaveandMew Delete Validate Cancel Apply Open Related Show Workflow | Refresh | Previous NextRecord = Close
5> Medcalaid v Close v Formula Record Instances Record
1
~ Funeral Records Creation save Edit RecordEdit | Open Related Record Workflow View | RecordsNavigation  Close 2
Group Scheme
Detail | Account | Commission
Funeral Plan
Funeral Benefit Type Owner:* [ -]
Member Type e I g
Funeral Group Policy
ST ContractNumber:* [ | Reference Number: | |
> Commission Inception Date: [ - | consultant: [ -]
> Finandals Status:= |1n Progress - | Contract Premium: RO,00
> Administration Cancel Date:® - Date Created: 2015/06/21
> Reparts
Cancel Reason:* Created By: ElsabeV
> Tools
Plicies | Contract Links | Contract Roles | Tasks | Notes | Documents | Qu Propertysheets | History
D X[t 2B EE| OO Atk T @&
|o-,\-ner | DNumber | Funeral Pian | Contract ... [Inception ... |First Cove... | Status |Premium | Additi .. |Famiy.. |Exten... [Parent..|validB...|Total .. |valid F...|Admini...|Commis
Y = e - o0e - - - - - - - - - - -
User: Elsabey

Before a Group Policy can be setup, the full Funeral Plan structure, Benefit Type and Member types have to
be setup and linked to a Group Scheme.

Fieldname

Description Required

Owner
Group Scheme
Contract Number

Inception Date
Status

Cancel Date
Cancel Reason

Reference Number
Consultant
Contract Premium
Date Created
Created By

Select the Owner of this Group policy from database
Select the relevant Group Scheme

Enter the unique contract (policy) number for this
Group Policy

Date from which Group Policy is active

Group policy status will determine if premium is
calculated

Field will become active when Status is set to
Cancelled

Field will become active when cancel date has been
entered

Free text field for office use

Person responsible for this client

Calculated for all active policies

Defaults to the current date and can be changed
Auto generated based on the user that created the
policy

0 000
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Account

Fie  Home Tools
o oEd o
D B E v « ] ) ]
New Save Saveand SaveandMew | Delete Validate Cancel Apply Open Related Show Workfiow | Refresh | Previous NextRecord | Clse
- Close v Formula Instances
Records Creation save Edt RecordEdit  Open Related Record Workfiow Vien | RecordsNavigaton | Close
S | =
Payment Type:™ Debit Order
Invoice To:* Spray and Stripe
Debit Order Account: = [Spray and Siripe (ACC-EVX20190¢-10) x
Balance: R0,00 | Joural Balance: R0,00

Please refer to Debit order account on Funeral policy section.

Commission

If commission is administered using the Commission Module, the information will be available on the
Commission tab:

File Home Tools
o EE o 1
0O B B E] v &« il r] kS
New Save Saveand SaveandNew Delete Validate Cancel Apply Open Related Show Workflow = Refresh = Previous NextRecord Close
~ lose ~ Formula Record Instances
Records Creation save Edit RecordEdt  Open Related Record Workflow View | RecordsNavigaton | Close
Detail = Account [ Ce
Contribution: RO,00 7| Initial Commission: RO,00 2
Contribution Frequency: | Monthly Second Year Commission: RO,00 <
Annual Escalation: 0.00% | Current Commission: RO,00
Use Template: Total Commission: RO,00
Template: = Last Statement Date: -
Commissions | Statement Details
D% - B
Effective Date ' | Transaction Category | Commission Value Expected Commission Spit Total

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

Funeral Policy

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

e  Funeral Group Policy

Fle  Home View Tools
1 ~
] ol o 7
X | > K7 Texttosad. S
Back Forward New Delete Aoply Open Related Show Workfiow  Reffesh  Previous NextRecord | Save New
Views History Navigation | Records Creation
Navigation < | Drag| File Home Tools
D HE E Xved [ B COOR
> ShortTerm = u | FoS J I
> Crediife New Save Saveand SaveandNew Delete Valdate Cancel Apply ©pen Related Show Workfiow | Refresh | Previous NextRecord  Close
~ - Formuia Record Instances Record
> Assurance )
Records Creation Save Edit RecordEdit | Open Related Record Workfow Vew | RecordsNavigaten | Close -
> Investment
> Medcalaid Detai | Account | Commssion
~ Funeral
e — Owner: WaterWise -
Funeral Plan Group Scheme:* Holard Group Scheme -
Funeral Benefit Type Contract Number:= 123455 Reference Number: 123455
Vember Tyoe
Inception Date: 2017/11/01 - | Consultant: Malan Johan {3.) -
Stats: active -] contract premium: R2098,00
> Commission Cancel Date:* - Date Created: 2017/10/20 -
> Financials Cancel Reason: CreatedBy: MaxineD
> adminstration
> Reports ontract Links | Contract Roles | Tasks | Notes | Documents | Questionnaires | Propertysheets | History
> Tools Lo B R R O [alnems - @
Owner Dumber | Funeral Plan [Contract N...[Inception .. |First Cover...|Status Premium | Additio...|Family .. |Extend.. [parent...|vaidB... | TotalP... | vaid F... | dmini. | Commiss.
T - e - e - - - - - - - - a - a - -
b AbddlaR (R) 701119515.. FortneCo.. 180514  2018/0501 2018/101 InProgress  RO,00 R2200 R28000 RO,00 RO00 || R30200 [/ R297,00  RO,00
Adams Jer.. 710625545 FortuneCo.. 8569874  2018/05002 2018/11/02 InProgress  R0,00 R2200 R280,00 RO,00 RO00 [J| R200 [/ R297,00  RO,00
AEDULLAH . 750701517.. Famiy Cov.. 563856  2018/05001 2018/11/11 InProgress  R0,00 RO,00 R1I000 RO00 RO00 || Riw00 [/  ReS00  RO00
Nyangana . |740606732.. FortuneCo.. 180568 2018/05/01 2018/11/o1 Canceled RO,00 R2200 R280,00 RO00 R000 [/] R3M200 [v] R:700 R0
User: ElsabeV
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Funeral Plan

Back Forward New  Clone. Tools
o) @@ ~
Views History N: i Rs ‘ds Creati \
pews Hatory Navigation | Records Creation e E X« O 5@ 3
Navigation < New Clone... | Save Saveand SaveandNew Delete Vaidate Cancel = Process Open Related Show Workflow  Refresh | Previous NextRecord  Close "
N - Close N Debit Record Record
> Contact Management
Records Creation Save Edit RecordEdit | OpenRelated Record Workflow View | RecordsMNevigaton | Close o
> shortTerm
> Credtife Detal | worcing
> Assurance
P — Name:* |care plan | pescription: [care plan ]
> Medicalaid Product Provider:* [0 Mutual - | Underwriter:= [0 Mutuial -]
v Funeral Product Category: * [Funeral Cover -] Group Scheme: -l
o schere Princhle Member Min Age:® | 18 2| External Code: 123456 ]
Waiting Period: [ 6 2| Prindple Member Max Age: [ m :|
PUneral Eenen Type
- StartDate:* [m01/01/01 ~| max cover amount:= [ R20000,00 %]
Funeral Group Policy End Date: [ - | Max Dependants: [ 0:]
Funeral Policy Is Active nable Collections
> Commission [ 15 vatable jalidate Contract Consultant
D FriEs ] Compiznce Change Tracking
> Administration
> Reports aeneﬁEI Folicies .amﬁl Codes | Product Roles | Notes | Documents | Questionnaires | Propertysheets
> Tods D R 243 5B 00 Y Q@
|owner | Legal Reference |ContractNum...|Inception Date |First Cover D... [Group Policy  [Status Additon... |Family C... [Extende... [ParentC... |TotalPre...|Vaid Ben. .| Commissi.. | valid Fune...
» AdamsH(HJ) 5405125083085 456789 2017/10/31 2018/04/30 Active RO,00 R0,00 R0,00 RO,00 RO,00 D RO,00
User: ElsabeV
e  Funeral Policy
Fle  Home View Tools
e O D X a2 B B 0 O Y
[l Ttems -] [Texttosearch...  search
Back Forward New Delete  Apply ReSync Recaloiatepoicy | Show Workflow | Refresh  Previous NextRecord Save New
e ~ - Premium/Commission Instances Record Filter
Views History Navigation Records Creation Edit Record Edit Workflow View Records Navigation Filters. Full Text Search
Navigation < | Drag a column header here to group by that column
> Contact Management Principle Me... | Conract Number | InceptionDate  |FuneralPlan  [ProductProvider  [GroupPolicy  [Status Additonal ... Famiy Cover |Extended F... Parent Cover | Total Premi... | Commission | Consuitant Open Tasks | Valid Funeral,
> Short Term T o = o = = = = = = ol = (=]
> credife N ol
D (ororm AbdulaR () | 180514 2018/05/01 Fortune Compre... Hollard Insurance | WaterWise (Holla..|In Progress R22,00  R280,00 R0,00 R0,00  R302,00 R0,00 1
Investment
D [w=hd Adams Jere... 8563874 w18/05/02 Fortune Compre .. Hollard Insurance | WaterWise (Hola... In Progress R22,00  R230,00 R0,00 RO,00  R302,00 R0,00 o
Medical Aid
2 b= ‘EEI ! ABDULLAH .. | 563856 018/05/01 Famiy Cover 1. Hollard Waterwise (Holla__.|In Progress RO,00  R110,00 R0,00 RO,00  R110,00 £0,00 o
v Funeral
- i Nyangana K... 180569 2018/05/01 Fortune Compre... Hollard Insurance Waterwise (Holla... Cancelled R22,00 R280,00 R0,00 RO,00 R302,00 RO,00 o
roup Scheme
Funeral Plan AbdulaM§ .. 4567894 2017/10/31 Comprehensive ... Old Mutual Active RO,00 RO,00 RO,00¢ RO,00! RO,00 RO,00 0
AdamsH (H... 456783 2017/10/31 Care Plan Old Mutual Active R0,00 RO,00 RO,00° RO,00° RO,00 RD,00 Hollard Insurance o
Funeral Benefit Type
o — Flynn Harry... MSB25459 2018/12/01 Family Cover Liberty MSEB Independen .. | Active RO,00 RO,00 RO,00 RO,00  R100,00 R0,00 Benjamin Shamiel o
Vijoen Beve... 564564576 2018/08/01 Member Only Liberty In Progress RO,00 RO,00 RO,00¢ RO,00 R180,00 RO,00 o
> Finandals
>

Client record

Fie Home Took

oy 8@ qaf] — D
DA e e v = o &
oo e | o e et | ke s | e B Bt | oot | okt et
o
Displayname: Vermaak Elsabe (E.}
Second Name: Date Deceased: .
Work Mumber (021) 9753366 x Gender Femaie -
Cal Number: 0828533342 x x|
— :

‘Open Tasks: o

Tasks Addresses  Sank Accounts | Relationshy WractRoks Motes  Documents SMS  Emad  PhoneLogs  QUESDONNGNES  Propertyshiets
o~ PR x OB @
[E] Assurance Palicy = | Contract Number tnceation Date. Contract Value Prem. s —— ast Updated Ipdated B
[E] Commission Conts o - - - - - - o
[ Credit Life Polc Assurance Pobey. MLB5412 2019/06/01 R1 500 000,00 RES4,25 In Progress Friday, 21 June 2013 08:45:14  Blsabey’
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Capture a new Funeral Policy
Select ‘New’ from the action bar on any of these screens to create a new policy:

Fle  Home  Tools
oy @ o 1 o 5 = 2 20 0 H
0 BE B X/eat g B ] o R X
New Save Saveand SaveandNew Delete Validate Cancel  Apply ReSync Recaluiate poiey Open Related Show Workflow | Refresh | Previous NextRecord | Close
v v Premium/Commission Recor Instances
Records Creation Save Edit Record Edit OpenRelatedRecord | Workfiow View | RecordsNavigaion | Close
Detai | Account | Commission
Principle Member: = [ - | Group policy; [ -] Premium; R0,00
Inception Date: [ -] FuneralPlan:= Parent Cover: 70,00
Contracthumber:= | | First cover Date: ~ | Family Cover £0,00
Source: [ - | Reference Number: [ || Extended Famiy R0,00
Status: ™ [ progress - | consuttant: [ -] Additional Benefit: #0,00
Cancel Date:™ - Date Created: 2015/08/21 - Total Premium: #0,00
Cancel Reason:™ Created 8y: Esabey Commission: #0,00
Intermedary: [ -
Benefits | Dependants | ContractLinks | Contract Roles | Tasks | Notes | Documents | Questionnaires | Propertysheets | History
D% - XEHEHOO T M@
[Benefit Funeral Benefit Type | nception Date Max Cover Amount Total Premium Commission Cost Comission Percentage | Applied Per Dependant | Cancel Date
Y- = = - = = - =

Principle Member

Inception date
Contract Number
Source

Status

Cancel Date

Cancel Reason

Intermediary
Group Policy
Funeral Plan

First Cover Date

Reference Number
Consultant

Date Created
Created By
Premium

Parent Cover
Family Cover
Extended Family
Additional Benefit
Total Premium
Commission

When creating a new policy from the Client record the
client’s details will default as Principle. Otherwise
search the appropriate record

Date on which policy was taken

Policy number

Select source from pre-defined list

Select status of policy

Cancel date will become active when status has been
changed to cancelled

Cancel reason will become active when a cancel date
has been selected

Select relevant Intermediary applicable to this record
Select Group Policy

Only Funeral plans available for Principal member’s
age group will be available for selection

Date will auto populate calculated from waiting period
as selected on Funeral Plan

Free text field to be used at own discretion
Consultant responsible for this client

Defaults to current date and can be changed

Auto generated based on user creating the policy
Premium will auto calculate as benefits and
beneficiaries are selected

Premium will auto calculate if separate premium is
applicable as per funeral plan

Auto calculated
Auto calculated if selected on funeral plan

©

@ @0

Benefits

|Beneﬁs lependams Contract Links | Contract Roles | Tasks | Notes | Documents | Questionnaires | Propertysheets | History

X GEB OO TR

oom
[penet

Funeral Benefit Type | inception Date Max Cover Amount Total Premium Commission Cost Commission Percentage

applied Per Dependant

Cancel Date

v =
» | Tombstone

Fanily Cover

RO,00
R0,00

Additional Benefit R5000,00

R20000,00

R22,00
R280,00

2018/05/01

Famiy Cover 2018/05/01

0.00% 0
0.00% O
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Benefits will auto populate if set as default on the Funeral Plan.

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

Fle  Home Tools
= - 7 B E o < O B
0 5 X il ] B o
New Save Saveand SaveandNew Delete Validate Cancel  Apply Re-Sync Recalculate policy Open Related Show Workflow ~ Refresh  Previous NextRecord  Close
v Close v Formula Premium/Commission Record Instances Recor
Records Creation Save Edit Record Edit Cpen Related Record Workflow View RecordsNavigaton  Close
Detail | Account  Commission 00T H - - Funeral Policy Benefit
Principle Member: * Abdulla R (R) File Home Tools
Inception Date: 2018/05/01 2 s Delete
i 0 D B save X Dele Previous Record m
Contract Number:* 180514 [ Save and Close  Validate
New  Clone... Open Related Workflow  View Next Record Close
Source: v v Ef saveandNew v < Cancel Record v v
Status:* In Progress Records Creation Save Edit Open Related Record Records Navigation Close. -
R =
- |
Cancel Reason: Eerere BenentTpe | |Benefit . | Minimum Age Maximum Age
Intermediary: ¥ | Additional Extended Family Max Age 43 0 48
= Additional Extended Family Max Age 75 50 75
Benefits | Dependants | Contract Links | Contract Roles | Tasks | Notes || Inception Date: v Hax g
Family Cover 0 75
- x B Cancel Date:
U El' |.—‘® o @ Parent Cover o 75
Commission:
Benefit F Tembtone o 59| pnPel
» | Tombstone A
Family Cover 4

Only Benefits created on the Funeral Plan will be available for selection.

Dependants

The application will only allow you to capture Dependants for those Member Types and ages which have
been setup on the Funeral Plan.

You will not be able to capture more Dependants as stipulated on the Funeral plan (Max dependants)

Benefits| Dependants | JlontractLinks | Contract Roles | Tasks | Notes | Documents | Questionnaires | Propertysheets | History
i} - E]

Person Age Relation Policy Benefit Max Cover Amount Premium Commission Exception Date Deceased

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

A new Dependant’s details can be captured before or during capturing of the policy.
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abdullah (A D) - Dependant

File Home Tools
D F. B save o Bz r. @) Previous Record
‘ [ Save and Close  Validate e o ‘
New Clone... Open Relate: Waorkflow View Close
v v B Save andNew v | s Cancel Record 4 4 (1) e
Records Creation Save Edit Open Related Record Records Navigation Close -~
Person: ‘Bowers Abdullah (A D) ‘
First Name:* ‘Ahdul\ah | Gender: |Ma|e - ‘
Second Name: [ David | mnumber: [4512175025081 |
Call Mame: ® ‘Ahdul\ah | Passport Mumber: | ‘
Surname:* ‘Bowers | Date Of Birth: | 1949/12/17 ‘
Initials: ‘A D | Age: 70
Title:* ‘Mr - | Date Deceased: | - ‘
Policy Benefit:® ‘ - ‘
Relation: ® ‘ - ‘
Premium: RO,00
Commission: RO,00
Role:® ‘ - ‘
Exception: ‘ - ‘
Exception Proof:* ‘ - ‘
User; ElsabeV
Fieldname Description Required
Person Select or create a new Dependant (@]

First Name, Second Name, Call
Name, Surname, Initials, Title,
Gender, ID Number, Passport

Number, Date of Birth

Date of Birth

Policy benefit

Relation

Premium & Commission

Role

Exception

Exception Proof

Age
Date Deceased

These fields will be auto populated when an existing
Dependant record is selected or after a new
Dependant record is created. These fields can be
updated from this view

Capture date of birth if not already auto populated
Select policy benefit for which this dependant is
insured

Select the relationship of this dependant with Principal
Member

Premium and Commission payable on this benefit will
auto populate as captured on Funeral Plan

As you are capturing a Dependant record, the Role will
always be Dependant

Select the applicable Exception rule which might apply
to this Dependant

Add supporting documentation to support Exception
rule

Auto calculated based on ID number

Capture the deceased date of the person
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Claims
Funeral Claim can be captured from Navigation panel or directly on Funeral policy

Fie ~ Home View Tools
(+) - L o & ) - & & [
Of X o & [ o LS | ad
Back Forward New Clone... Delete Apply Client Re-Sync Recalculate policy Open Related Show Workflow  Refresh Automated Showin = Previous NextRecord
v v Formula Portal ¥ Premium/Commission Record Instances Process Report = Record
Views Histary Mavigation Records Creation Edit}
Navigation < | Drag a column hi
g ] Fle  Home Tools L
» Contact Management Principle Md i iy
» " ~
3 Shortrem — i B Save X Delete .I| = r. 2 o m &
. sl e
Creditiife 5 save and Close | o Validate (B
» =il Claassen Tl " Apply Cpen Related Waorkflow . o Close
» Assurance Abdulla R @ Y Save and New Cancel | Formula (X Record ~ =
» Investment + VermaakElg| Records Save Edit Record Edit Open Related Record R Close -
> Medicalaid
— Nel&na 08 [ Detail | Account | Commission
) Adams H (H
Funeral Group Policy dams Jered | Principle Member:* Vermaak Elsabe (. Group Palicy: Premium: R110,00
Funeral Policy
ABDULLAH@ | Inception Date: 2019/08/01 ~ | Funeral Plan:* Applicant Only Parent Cover: RO,00
—— Nyangana Contract Number: * 31072019 First Cover Date: 2020/02/01 ~  Family Cover: RO,00
Funeral Flan Abdulla MS] | source: ~| Reference Number: Extended Family: RO,00
Funersl Benefit Type AdamsH H] | s In Progress -| consultznt: -] Additional Benefit: RD,00
Flynn Harr
Member Type Y" A | cancelDate:= - Date Created: 2019/07/31 - Total Premium: R110,00
> Commission Vitjoen Bevi
Cancel Reason: Created By: ElsabeV Commission: RO,00
> Finandials
> AssetRegister M=l -
> Administration Benefits Dependants ontractLinks = ContractRoles | Tasks Notes Documents Questionnaires  Propertysheets | History
> Reports
" D B - @
» Tools
Displayname Contract Mum... [Claim No Insurer Claim... |Date Of Loss | Category Cause For Cl... | Claim Status | Consultant
User:SysAdmin  Updated by: ElsabeV on 2019/07/31 03:55:09

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

Date Deceased

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

Tools

5 e

New Clone.. | Save Saveand SaveandNew Vi
Records Creation save
Detais | Office | Additional Contact Information

Displayname: Bowers Abdullah (A D)

Surname:® [3owers]

First Mame:™ Abullah

Second Name: David

Call Name:* Abullah

Initials:= AD

Title:= r

Viork Number: (0414813071

Cell Number:

Home Mumber: (0414813071

v

alidate  Cancel

-.-l D >

Client
Portal ~

SMS  Emai

Edit Record Edit

o B

Workflow Show Workflow

< [ I

Refresh Automated Show in
Process ¥ Report ¥

Open Related
Record

Previous Nex:
Record

Open Related Record Waorkflow View Records Mav|

| Primary Record

1943/12/17

Date Of Birth:

Age:
IDNumber: 4512175025081
-] Language: Afrikaans
| Gender: Male
- x| Fax Number:
- x| Email:= johan @teonsult.africa
Open Tasks:
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Detail |Account Commission
Principle Member: = Abdula R (R) Group Policy: WaterWise (Hollard Group Scheme - 123456) Premium: RO,00
Inception Date: 2018/05/01 ~  Funeral Plan:* Fortune Comprehensive Parent Cover: RO,00
Contract Number:* 180514 First Cover Date: 2018/11/01 ~  Family Cover: R280,00
Source: ~| Reference Number: Extended Family: R230,00
Status:® In Progress ~| Consultant: ~| Additional Benefit: R22,00
Cancel Date:* ~  Date Created: 2018/05/14 ~  Total Premium: R532,00
Cancel Reason:* Created By: SysAdmin ‘Commission: RO,00
Intermediary:

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

DR- X 3B [E| ,

Person Age Relation Policy Benefit Max Cover Amount Premium Commission Exception Date Deceased
> Bowers-abeuheh-tAB} 78 dunt Additera-Extanded-Famiy-Maxi— Rnets R238-66 Re-88 2635/06/8+
Contract Roles

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

Both Dependant- and Beneficiary details are linked to Contract Roles by default when captured on a
Funeral Policy.

Please refer to this section in Contact Management.

Fie Home Tools
1] [-1x] o] x / ] Yy’ r E le’l o m
O BHE ES <« i C ] B C
New Save Saveand SaveandNew Delets validste Cancel  Apply Re-Sync  Recalcate policy Open Related Show Workflow  Refresh | Previous NextRecord  Close
*’ ‘/ Premium/Commission Record Instances Record
Recorck Gremtion = Edt Record Edit Open Related Record Workfow Uz | s | Ges
mmgm
Payment Type:* Premium collected by the Insurer
Invoice To:™ Abdulla R (R)
Debit Order Account:*  [Abdulla R (%) (ACC_EVX20 180811 Tx
Balance: R0,00 Journal Balance: RO,00

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

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

Fieldname Description Required
Payment Type Client’s preferred method of payment &
Invoice To Default to selected client record @
Debit Order Account Debit Order Account to manage client’s premium
collection
Debit Order Account

Create a new debit order account per client. One account can be setup per client to collect premiums on
multiple policies. Refer to Financials with regards to collecting premium and setup of Debit Order Account.

Commission

Commission displays relevant premium and commission information as captured on policy. It also displays
how commission is to be paid (Template) and all records of commission received and processed by the
Commissions department.
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petail | Accountl] Commission | |

Contribution: |

R532,00 - | Expected Commission: |

RO,00

Contrbution Frequency: [Menthly

- | second Year Commission: |

RO00

Annual Escalation: [

0.00% | current Commission:

[] Use Template
Template:=

Commissions | Statement Details

Total Commission:
Last Statement Date:

Commission Product:* | Fortune Comprehensive

R0,00

R0,00

Dh-|xXBEE 060 T [
|ffectve pate

| Transaction Category Commission Value Expected Commission

Spiit Total

Funeral Claim

-~ 00CTH KN« -

File Home Tools
D B save X Delete = r 3 Refresh o
5 Save and Close | o Validate =0 u D Links v
New Pay Claim Open Related Workflow N o Close
BD saveand New | = Cancel Record e [Eg Show in Repart
Records Creation Save Edit Record Edit Open Related Record View R. Close s
Claim Detail | Description Of Event | Additional Detail = Tasks Motes  Documents = Questionnaires = Property Sheet = History
General Information Claim Report Information
Puolicy:* | - | Administrator: | - |
Claim Mo:* I:I Insurer Claim Mo: I:I Consuitant: | - |
[ Principle Member
Date Of Loss:* | - |
Dependent: * | - |
Claim Status: * Reason:™® Estimate: | RO,00 - |
Policy Premium: R0,00
Claim Account: | - |
Finalised Date: ™ -
Account Balance: Journal Balance:
Claim Detail
General Information
Fieldname Description Required
Policy Select applicable policy
Claim No Enter claim number for internal reference or claim number will

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

Category
Cause of Claim

Finalised Date

auto populate if set up on credit life product

Enter insurer claim number if applicable

Select date of loss

Select relevant date the claim was reported

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

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

Select Claim Category from drop-down menu

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

Enter finalised date when claim status is in a final state

@ © © e©
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Claim Report information

Fieldname Description Required

Administrator Select Claims Administrator from drop-down menu

Consultant Select relevant Consultant from drop-down menu

Principle Member Select if claim is for Principal Member

Dependent Select relevant dependent from policy

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

Benefit Select applicable benefit as captured on policy @

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

Policy Premium Policy premium will auto populate from policy selected

Claim Account Create a claim account to manage payments on this specific claim

Account Balance Account balance will auto populate from claims account

Journal balance Journal balance will auto populate from claims account

Description of event

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

selected on Claims Category

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

B 7 U E = E E Al - |T|mesNewRoman - |3 - |Norma| -
HOE «+¢ xx =2 §0F W
Heart attack

Additional Information

-~ 000 Y E e« - Credit Life Claim

File Home Tools

D HE B Xve G E Z 0 O H

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

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

Additional Information

Claimant: |

Claimant Age:

Assessor: |

Assessor Name: |

Police Report Information

Police Ref No:* | Date Of Report:*

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

Assessor
Link Assessor from Contact list or free text capture on Assessor Name if this Assessor is not a Contact
record

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

Tasks
Summary of all tasks related to this claim

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

Note
Summary of all notes related to this claim

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

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

Questionnaires and PropertySheets
Please refer to Questionnaires on how to create and manage questionnaires
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Commission Tracking
The Commission Application keeps track of all commission recipients (Financial Advisors) and their various
broker codes with Product Providers through which they earn commission and/or fees.

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

The purpose of this section is to assist the commission data processor with the task of commission
processing.

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

Fle  Home View Tools
= e |
= =4
Back  Forward Organize  Refiesh
v v Dashboard
Views Hstory Navigation Edt View &
igati < — = — =
Navigation D= 2 [Alstatements - R e R D B ] [s] Qe RQ
> Contact Managzment -
S — Drop Filter Fields Here [
D Erihz Amount (Ex. Status & Il Frocessed
> Assurance 5 I Approved
> Investment Product ... & Open Processed Approved Grand Total
> Medicalaid AMS R7 758,17 R7 758,17 <] |®
Jineral Alan Gray R704,23 R704,23 A
ommesion Dashboard 3
Cadiz Asset Man.. R622,93 R622,93 R1245,86
Recpient
Recpient Statement Ermw R0,00 R0,00 2
Template Discovery Health R7231,08 R7231,08
1
Commission Contract Discovery Life R52959,39 R52959,59 - - - - -
Commission Statement Tnvestec R0,00 R4651,84 R4651,84 0
Bank Statement Transaction e o mracn e on PO PR - 201803 201811 201906 201907 201805 201904 201905 201712
Statement Payment Batch
Batch DWa- XD % B R C ° - Qe R

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

Recipient
A recipient is any person or company that receives commission; being a regular commission earner or a
referrer.

The information captured for the Recipient will determine how the commission will be divided. A full
history of the percentage share for a specific period, product, product provider, transaction type and more
is saved as a Template record.

The Recipient record is also used to manage the competencies, broker codes, recurring expenses, savings
accounts, tax directives etc. of the Broker / Adviser.

This record also holds valuable management information e.g., PD Rating, termination date, etc. which can
be utilised in the remuneration model percentage share calculations.
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File Home View Tools
— = -
(- I D X 4 B = b B COEQO O 7
- = H
A u iz © @ ~ u Text to search... B
Back Forward New Delete Generate OpenRelated Create Expense  Generate Show Workflow | Refresh Links Showin | Previous NextRecord = Save New
v Targets Record Transactions — Statement ¥ Instances A Report =~ Record Filter
Views History Navigation ecords Creation Edit Record Edit Open Related Record Warkflow View Records Navigation Filters Full Text Search
Navigation < | Drag a column header here to group by that column
> Contact Management
» Short Term
Creditiife
> + Rcarad FlE Home  Tools
7 Assurence ) 5 "2 Open Related Record O Refresh
» Investment Jacobs D Ell=as  Validatz /A & Upen Reated Recor Ko Retes @) Frevious Record
> Medialaid Van der o [ Save and Close . " =iy Create Expense Transactions workfon @ Links ~ a
lew - <, Cancel enera = orkflow . @ Next Record lose
» Funeral MSE Inds E§ Save and New Targets [Eb Generate Statement v |5& Show in Report
> Wil and Estate Abfahal{ Records Creation Save Edit Record Edit Open Related Record View Records Navigation Close
~ Commission HOFMA :
Commission Dashboard Redpient Detail | Tax Details = Competence Registers
ADOONS
Redpient ¥ - it
- Jacobs g | Contect | [ Active
Redpient Statement v n— ‘ | Reciient Type: [1voice
Template o ey x
Bank A it:
Commission Contract Taylor G [ JisBroker House  Broker House:™ [ <] Berkhcon [
. Payroll Number:*=
Commission Statement Nel Dy [ | Receive Commission  Default Commission: 0.00% |
Bank Statement Abrahan Book Value: RO,00
Bank Statement Transaction adam MI Date Added:* l:l Termination Date: l:| Balance: R0,00
Statement Payment Batch Serjamin| | PD Rating: ‘ + | Last Statement Date:
Batch
y Anchor§ | Comment: ‘ ‘ Last Commission Date: ™
> Configuration
Pieterser
Import Process p— Contracts | Templates ~Retention Polides | Expenses = Targets | Accounts | Transactions | Statements
Statement Process Queue akers
B X &l A d el .
> Financials Brookfiel b & G R oo & El
> Administration WILLIAM ‘Prnduct Provider ‘Ernker Number Start Date Default Commission Active
> AssetRegister Fliesod | T = "l = = [m]
> Reports
? Kane Ja
» Tools
Fillies De
Walker 5
Acams § User:ElsabeV  Updated by: ElsabeV on 2020/09/07 13:41:01
P
Fieldname Description Required
Contact The contact that is defined as a recipient. User can create a new contact &

Account Code
Is Broker House
Broker House

Receive Commission

Default Commission

Date Added

Termination Date

if not already in the database.

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

Indicates if the current recipient is a Broker House.

Select the Broker House for this recipient.

en

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

this record

When specified it is used as a default for all commission contracts set-
up between the broker/recipient and the product provider. It is also

used when commission needs to be split without pre-defined splitti

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

ng

to

Dated on which Broker terminated his/her services. Commission will

still be processed against this record until the Last Commission Date

PD Rating Select PD rating applicable (Performance Development)

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

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

Recipient Type
Bank Account

Payroll Number

Book Value

Determines whether Broker is paid via payroll or invoiced

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

to use form the list of bank accounts on the contact record.

If the recipient type is payroll, then this property is required. It is also

used as output in the payment process.
Summary of Market Value of all Contracts linked to this recipient.
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Displays the amount still due to the recipient. This is the total of non-
paid transactions.

Application generated during the month-end process.

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

Balance

Last Statement Date
Last Commission Date

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

as the recipient.

Tax Details

1 1
Reciient Detai || Tax Detals || competence Registers

Tax Number: 98566559

VAT Number:

Tax Option: PAYE

v

Directive Percentage: ®

Specifying a tax percentage will result in the withholding of tax for this recipient

0.00% Dimension:

General Ledger Code:

Directive:

Directive Date: * v

Fieldname Description

Tax Number Use this property for the tax number or for the tax directive reference number.
Tax Option Choose between PAYE or Directive

Directive Percentage
Directive

Directive Date

VAT Number

Is Vat Vendor

Dimension
General Ledger Code

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

Attach Tax Directive document.

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

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

Select if applicable

Free text field

Enter relevant general ledger code if applicable

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

Categories he/she is accredited to sell.

Link qualifications/training events to a specific class of business for Competence Register purposes.
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8 Recipient Detail | [{f7 Tax Detais [} =] Competence Registers

(S X B8 @0 ¥ @E- 2&-
Training Date Institution
T|= = =

Type Of Training

Class Of Business Description

= abe

Competence Register

Home Tools
= [ =l X Delete = - o e,
u L-J Lﬁd l!é s <I. d @ Previous Record
3 New Save Saveand Save and New _ Open Relate View & Close
[l contracts | [ Templates | @ Retention Policies | G e Close v ) cancel Record - © textReard
0 - ) © ? @ | Records Creation Save Edit Open Related Record Records Navigation Close o
T T A "N v
Product Provider | e ‘ -
¥ = | Institution: -
Type Of Training: -
Description:
Class Of Business: -
Certification: -
Fieldname Description Required
Training date Enter date of this specific training (]
Institution Select from Contact list @
Type of training Select from pre-defined list &
Description Free text field to enter an easy reference
Class of Business Select from pre-defined list @1
Certification Add supporting document (]
Contracts

You can define the ralationship between the Broker/Recipient and the Product provider through the Broker

Contract using the Broker number as the unique identification.

By adding class of business to this contract you can control the type of business that can be sold under a

specific Broker number. This provides more control over the accreditation of a Kl or representative

providing the service.

The Broker number is imperative when processing commission transactions and must be unique per

Product Provider for all Broker contracts.

5] Contracts | [ Templates | 3 Retenton Poices | @ Expenses | I Tergets | 59 Accounts | @ Transad
0-% - XE00 Y @B k-
Product Provider ~ [Broker Number
T = abe
» [aBsA 00158027
Auto & General B1571
Auto & General P1603
Bonitas s00758
Dscovery 1031586678
Echelon Shortterm EcHBs6
Fandl FIRM/BED/000312/1
Fedhealth 0s057/01
Gacer 1236411
Momentum 450802
Mua 87596
Sarlan 738573

tons | ) Statements

StartDate. Defavit Commission

2008/01/01
2008/01/01
2008/01/01
2008/01/01
2008/01/01
2008/01/01
201508404
2008/01/01
2008/01/01
2008/01/01
2010/01/01
2016/06/01

0.00%
0.00%.
0.00%,
0.00%.
60.00%
0.00%.
0.00%
0.00%,
0.00%,
0.00%.
0.00%.
0.00%.

Active

RNERNEEEER-REERE

125 | Page



Teessen Consulting
TC Insure-IV Suite Win User Guide V11.22204.2320.0

File Home Tools

D F. =] == & Validate r ﬂ Previous Record m

125 Save and Close u
New Clone... Open Related Workflow View Close
= B Save and New v = Cancel Record -« = © NextRecord

Records Creation Save Edit Open Related Record Records Navigation Close -
Recipient: ® Abrahams Mark (M.) = | Product Provider:* -
Broker Mumber:= Active
Start Date:™ 2015/08/23 Created By: Sysadmin Date Created: 2019/08/28 -
Contract Document: Updated By: SysAdmin Last Updated: 2019/08/28 ~
Default Commission: * 50.00%

Class Of Businesses | Comment

D & X & E o0 E - [

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

Contract Document
Default Commission

Product Provider

Active

Class of Business
Comment

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

Select product provider as pre-setup or create new
Commission will not be calculated if this record is not
active.

Link relevant Class of Business

Free text field for comments

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

processing if not accredited for that specific Class of Business.

& rRecpentDetal | [ Tax Detais

O- X8

(5 Contracts | [ Templates | 2 Retention Poices | Gl Expenses | 1 Targets | = Accaunts | @ Tren =]y S F
& L = v 4 T X
O-%- X )0 Y B- - Mew Clone Save Saveand SaveandMew  vabate Cance Open related Refresh | Frevous NextRecord | Chose
- Gose - Record
—= - Records Creation save eat OpenveatedRecd  Wew | RecordsNavoaton | Chse
» 0015802 Reoplent: Globs Abby {A.) - | Product Provider: ABEe
81571 Broker Number. 00158027 s
P20 2008/01/01 *| CreatedBy: ¥
0
Updated By s
Defauit Commission: 0.00% o
. 03121 I Class Of Businesses | [ Comment 5
d 0- @6 X 3 o V|- -
MUA .
Sanlam ¥

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

House, Broker and any 3" party.
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&) contracts
o -

Mame

Abby Gbbs Discovery
Abby Gbbs Generic v v v 0 0
Abby Momentum

(4 Templates

X

{2 Retention Poiides | (@ Expanses | 4 Targets
© Y B - 8-

a |1 Generic

=) Accounts | @ Transactions | [ 1B Statements

Product Provider Apply To AllP...| Product Use As Default |Renumeration Model |Contract Start Date | Contract Mon...[ContractEnd Date  |Guarantee Pe. |Guarantes  |Annual Targe. . | Annual Target

R0,00/
R0,00)
R0,00/

Discovery 2 [ [ RO,00
RO,00

RO,00

R0,00
R0,00

Mamentum v 0 0 R0,00

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

The template selection rule when processing commission is based on transaction date and template
effective date. When processing commission the application will search which template satisfies all
criteria

] Apply default Template

. Apply Template where Product Provider and Product are specified

. Apply split rule where no Template is available

It is highly recommended that you specify at least one template for every Broker record for every
product provider. Use the cloning functionality to copy a specific template to another Broker House.
Should a Broker receive the same remuneration structure for all transactions on all Product
Providers, a Generic template will apply as default.

Each template should have its own unique name.

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

Template bod
[E- Home Took
=0 =] . ==
[ = E ® v - =
Mew Clone... Save Saveand SaveandMew  Validate Cancel Apply  Generate Open Related Refresh  Previous MextRecord Close
- ~ Close ~ Formula Targets Record Record
Records Creation Save Edit Record Edit Open Related Record Wiew Records Navigation Close “I
Template
Recipient: = | Renumeration Model:
Name: Contract Start Date:
Is Generic Use As Default CRiEcHahe o
Contract End Date:
Product Provider:
Guarantee Period: 0
+| Apply To All Products 2
S iodic: Guarantee: R0,00
Annual Target Year 1: R0O,00
Annual Target Year 2: R0O,00
8] Commissions | KZ) Targets
0-%- YE- -
Effective Date w |Transaction Category Commission Value Expected Commission Broker House Percenta... | Broker Percentage Split Total

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

Always add a new rule when the remuneration structure of a Broker changes rather than updating an

existing rule. This will ensure an accurate history on commission received which is imperative should a

lapse occur.

For each template there needs to be at least one split rule that applies to all transactions. This ensures that

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

House.

E~ Home Tools

Formula:

by B @ =
New Clone... Save Saveand Save and New
v v Close v
Records Creation Save
Effective Date:

+ | Apply To All Transactions

Template Commission

\57' < = ) ¢ I
V = - \1_9) '\‘__I_?)
Validate Cancel Open Related Refresh  Previous MextRecord
Record Record
Edit Open Related Record View Records Navigation

- | Commission Value:

- | Expected Commission:
Broker:
Broker Percentage:

For specific split rules either select a transaction
category or specify relevant criteria

Broker House:

Close

Close

RO,00

RO,00 7

0.00% -

Transaction Category: Broker House Percentage: 0.00% -
Criterion: - Split Total: 0.00%:
O0-%- - X5 0@ Y hmH-0B-
Redpient Comment Split Percentage Commission Value
Fieldname Description Required
Effective Date Date from when this rule applies. &
Formula Formulas can be used for calculations, e.g., to calculate

Apply to all transactions

Transaction Category

Criterion
Commission Value
Expected Commission

Broker
Broker Percentage

Broker House

Broker House Percentage

Split Total

fees from Investment Market values. See section wrt

Formulas.

When selected, the rule will apply to all transactions

for this specific Product Provider or all Product

Providers in case of Generic template.

It is difficult to group transaction types only on their
transaction descriptions, because they are mainly
determined by the data received on the commission

file from the various product providers. The

transaction category will group transaction types and

allow you to specify splitting rules based on this

category.

Specific criterion may be used to define the rule.

A fixed commission value may sometimes apply.

Expected commission may be entered for reporting

purposes but have no effect on the split rule.
Application will default to the selected Broker.

Application will default to the default commission
percentage as set-up on Recipient detail screen. This

percentage can be changed.

Broker House will default as set-up on Recipient detail

screen.

Percentage will default to percentage as set-up on

Recipient detail screen. This percentage can be

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

Template Commission

E- Home Tools

(% EBE & v 9 5 29 O

aBRbCe _AaR

Mew Clone... Sawve Saveand SaveandMew Validate Cancel Open Related Refresh | Previous MextRecord Close
w o Close o Record Record
Records Creation Save Edit Open Related Record iew Records Navigation Close &
Effective Date: [x] - | Commission Value: RO,00 Relresh
Formula: - | Expected Commission: RO,00 2
B rd View
~| Apply To All Transactions Broker Percentage: 0,00% -
Far spedific split rules either select a transaction
category or specify relevant criteria Broker House: del:
Transaction Category: Broker House Percentage: 0,00% 2 ke
Criterion; - Split Total: 0,00%

'x"”“?@'@'
Redpient Comment Split Percentage Commission Value i

% B @ & v 9 =t * 9 ©

New Clone... Save Saveand Save andNew Validate Cancel Open Related Refresh = Previous NextRecord Close
E 4 Close 4 Record Record
User:ElsabeV/ Records Creation Save Edit Open Related Record View Records Navigation Close i
Recipient: ] P
Comment:
Split Percentage: 0.00% -
Commission Value: RO,00

Select the relevant recipient and enter the percentage share.

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

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

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

General Retainment Rule - Retention Policy

Home Tools

] B @ & Xv9 Q¢ 6 O

New Save Saveand SaveandMew Delete Validate Cancel =~ Refresh | Previous MextRecord — Close
4 Close 4 Record

Records Creation Save Edit View Records Navigation Close -~

Name: General Retainment Rule

Effective Date: 2001/01/01

First Payment Date: | 2001/05/30

Payout Terms: 12 7

Initial Amount: R5000,00 7
| Active
Visual | Text
And

» [Transaction Type.Description] Equals New Business
. [Amount] Is greater than R 15 000,00

Criteria:

User:ElsabeV
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Fieldname Description Required
Name Unique name for this retention policy @
Effective Date Date from when this policy applies
First Payment date Specify from when the first monthly payment should be
released
Payout Terms Number of months over which the amount must be split
Initial Amount Initial amount (excl VAT) which will be released
Active Policy will only apply once selected as active
Criteria Enter criteria which should apply

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

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

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

The initial rule will, by default, apply on the selected criteria starting from the effective date, but a different
rule may apply to another scenario on the Broker split which can be selected when processing commission.

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

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

@Cuntacﬁ [ Templates | &2 Retention Policies L.f':ﬁ_'ExpEnsEs lﬁ]Tﬂrgais = Accounts Lf':ﬂ_'Transacﬁons |1§ Statements

@MoveTransaction ﬁ = - @ @ ? @ - g -

Transaction ... |Description & |Reference Transaction Type Vat Due Amount Due In Retention Approved
T = abe abe — — — u L] -
b 2015/06/01 Commission (Bonitas May 2016) Marais Jurie (1.G.) (4... Adjustment RO,00 R107,71
2015/11/01 Commission {Discovery 123) Valentine Ettienne (E....| Renewal Commission .. RO,00 R25,01
2016/07/01 Commission (Momentum July 2016) Loubser Juandre (1.B... | As And When RO,00 RE,52 "
2016/04f01 Commission (Rentention test 25042018) Gibbs Abby (A.) (513... Mew Business RO,00 R1233,33 v v
2017/03/15 Commission (Retainment process - scenario 31 Gibbs Abbv (.1 (P01 .../ Short term RO.00 R131.06 -

Manage Retained Transactions
Double click the retained transaction to see the movement on this retained transaction:

Home  Tools

(% BF & Xwv 2 ¢ Q9 O @

New Cone... | Save Saveand SaveandMew | Deicte Vidate Cancel | AdHoc Open Related Workfow | Refresh | Previous NextRecord  Close
- v lose v Payment Record v Record

Records Creation save Edit RecordEdit | OpenRelatedRecord | Workfow | View | RecordsNavigaton | Close
Transaction
Transaction Date: | ERNGREIGH ~_ Amount: R15000,00
Recipient: Gibbs Abby (A.) VAT: RO,00
Description: Commission (Rentention test 25042016) Amount Retained Total: R15 000,00
Reference: Gibbs Abby (A.) (5130708990) Retention Policy: | General Retention rule

Transaction Type: | New Business Remaining Amount: R1233,33
Date Captured: | Monday, 25 Apri 2016 19:10:54 -| capturedBy: Admin Curent balance Date Approved: | 2016/04/25 ~| ApprovedBy: SysAdmin

@ statement Transactions

senirtor 10 0% 8|8 -

Description ~ |Reapient Ryl Transacton Type | TransactonDate  [Amount  [VAT  |IncludevaT  |Total Retention Policy Commission Statement Detal  [Batch  [DatePaid  |CapwredBy  |pate Captured
» Commission (Rentention test 25042016)  Giobs Abby (A) GIBDs Abby (A.) (5130708930)  New Business 2016/04/01 R833,33 R0,00 R833,33 General Retention rule  Rentention test 25042015 Admin 2016/04/25
Commission (Rentention test 25042016)  Gibbs Abby (A.)  Gibbs Abby (A.) (51307089%0)  New Business 2016/04/01 R833,33 R0,00 RB33,33 General Retention rule  Rentention test 25042016 Admin 2016/04/25
Commission (Rentention test 25042015)  Gibbs Abby (A.) Gibbs Abby (A.) (5130708990)  New Business 2016/04/01 R2000,00 R0,00 R2000,00 General Retention rule  Rentention test 25042016 2017/07/18  SysAdmin 2017/07/11
Commission (Rentention test 25042015)  Gibbs Abby (A.) Gibbs Abby (A.) (5130708950)  New Business 2016/04/01 R5000,00 R0,00 R5000,00 General Retentionrule  Rentention test 25042016 2016/04/15  Admin 2016/04/25
Commission (Rentention test 25042016)  Gibbs Abby (A)  Gibbs Abby (A.) (5130708990)  New Business 2016/04f01 R500,00 RO,00 R500,00 General Retention rule  Rentention test 25042016 Admin 2016/04/26
Commission (Rentention test 25042016)  Gibbs Abby (A)  Gibbs Abby (A.) (5130708990)  New Business 2016/04f01 R3600,00 RO,00 R3600,00 General Retention rule  Rentention test 25042016 2016/04/15  Admin 2016/05/18
Commission (Rentention test 25042016)  Gibbs Abby (A)  Gibbs Abby (A.) (5130708990)  New Business 2016/04f01 R1000,00 RO,00 R1000,00 General Retention rule  Rentention test 25042016 2017/07/18  SysAdmin 2017f07/12
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Revoke Retention Rule

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

% B @ B Xwv 2 @0 O O

New Clone... Save Saveand SaveandNew | Delete Validate Cancel Ad Hoc Open Related Workflow Refresh

Previous Mext Record Close
Close v Payment Record Record

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

Release Initial amount without releasing all Retained transactions

As retained transactions are generally released once a month, you will use the Generate Statement with
Retention for this purpose BUT a new retainment for a Recipient with already retained transactions, may
occur during the course of the month and then you need to generate a normal Statement without

Retention AND release the initial amount of the new retained transaction using the Ad Hoc Payment
Process.

K Statement Transaction Ad Hoc Payment Process e O *
Payment Type: | Ad-Hoc Payment

Amount: * R2 500,00
VAT: R375,00
Total: R2875,00

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

Contracts | Templates  Retention Policies  Expenses ' Targets Accounts  Transactions | Statements
B | showinRepart ~ o B - @
Statement Number Statement Date v | Amount VAT Total Taxable Income | Tax Amount Expense Approved Payment Date Payment Reference Advance Amount
T = = = = = = O = ﬂ =
STM-EVXX201907-9 2019/07/13 R2 500,00 R0,00 R2 500,00 R2 500,00 R625,00 RO,00° RO,00
¥ STM-EVXX201907-7 m? 19 R4477,04 %.DD RQH,U‘? m,i? R1492,35 R1492,35 v RO,00
STM-SAX201906-3 2019/06/28 R4012,99 R499,63 R4512,62 R3762,99 RO,00 R250,00 v 2018/03/31 Historic Transactions RO,00
STM-5AX201505-4 2018/05/05 R94,79 R13,27 R108,06 R94,79 RO,00 RO,00° % 2017/12/31 Dec 2017 RO,00
Expenses

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

Recurring expenses will be captured on the Expenses tab.
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Recurring Expenses

Desk Fee - Recipient Expense

BE- Home Tools
u U:J;‘ Mﬁ U:Ji—l‘ L e T-_I @ Previous Record
o validate )
Nniw Save Sagigsind Save aEd Mew “-') - Opinescnlarlgted "."IE'N @ nextRecord Close
Records Creation Save Edit Open Related Record Records MNavigation Close -
Fee Transaction: | Desk Fee - | External Code:
Description: Desk Fee Quantity: 12
Reference: Desk Fee Unit Cost: R1000,00
+ | Active Amount: R1 000,00
Exdude From: - Indude VAT
Exdude To: - | VAT: RO,00
Captured By: SysAdmin Total: R1 000,00
Date Captured: | 2017/07f12 -
Fieldname Description Required
Fee Transaction Select fee transaction from a pre-defined list
Description Describe the expense record @
Reference Enter a unique reference which will appear on the @l
Recipient Statement.
Active Select active when applicable.

Exclude from

Exclude to
Captured by
Date Captured
External code

Quantity
Unit cost
Amount
Include VAT
VAT

Total

Enter the date from when expense should be
excluded.

Enter the date until when expense should be excluded.
Auto filled field defaults to user login details.
Defaults to current date.

Auto filled to General ledger code as specified on Fee
transaction.

Enter the quantity of expense.

Enter the unit cost of expense.

Auto calculate quantity multiplied by unit cost

VAT will be calculated if selected.

VAT portion of expense if selected.

Total Income / Expense

After all expenses have been allocated, these transactions need to be processed in order to reflect on the

Recipient statement.

Refer to Recipient Month-End Process

Accounts

Accounts can be linked to a recipient in 4 capacities

Refer to Financials section

Transactions

Each transaction that has been processed will be displayed on this tab. During the month-end process

these transactions are approved and paid to the Recipient.
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L:—;| Confracts u’ Templates @ Retention Policies Lﬂ' Expenses IQ] Targets =/ Accounts Statements
@ Mowe Transaction T M ) 9 ? @ T I,QJ N
Transaction ... |Description . |Reference Transaction Type Vat Due Amount Due In Retention Approved
T = abe abc = = = ] ]
b |2016/10/21 Advance Advance Advance RO,00 -R.20 000,00 v
2016/07/20 Commission (ALG Sanlam) Flinstone Fred (F.1.) ...  Commission RO, 12 R1,02
2016/07/20 Commission (ALG Sanlam) Flinstone Fred (F.1.) ...  Commission R26,73 R217,69
2016/03/01 Commission (Disc Vitality) Longhorn Jim (1.) {51... | Mew Business on R219,46 R1737,04 v
2016/03/01 Commission (Disc Vitalitv) Flinstone Fred {F.1.) ... | New Business on R249.53 R2031.34 ..r
Statements

Summary of all statements paid and/or due for payment

I:—;l Contracts Q Templates g Retention Polides Lﬁ' Expenses lﬁ] Targets | &7 Accounts Lﬁ' Transactions
A e ShowinReport =~ @ @ |Alltems - ? @ - @ -

Statement Mumber & |Statement Date |Amount VAT |Total Taxable Income | Tax Amount |Expense |Approved |PaymentDate |PaymentReference |Advance Amount

T abc = = = = = = = [} = ahe = -
STM-ADM201511-5 2015/11/20 R5770,81 RO,00 R5770,81 R5 770,81 RO,00 RO,00 v 2015/10/30 Oct 2015 RO,00

b |STM-ADM201604-12 2016/04/25 R6919,70 RO,00 R6919,70 R& 919,70 R0O,00 R0O,00 v 2016/04/15 Retention test R0,00
STM-ADM201604-13 2016/04/25 R3 281,25 R0O,00| R3 281,25 R3 281,25 RO,00 R0,00 v R0O,00
STM-ADM201605-15 2016/05(10 R30066.. RO,00 R30066... R30 066,44 RO,00 RO,00 v 2015,/04f15 Retention test RO,00
STM-ADM201611-17 2016/11/21 R23412 . |R0.00/ R23412.. R23412.98 R0.00 R0O.00 ¥ 2017/07/18 Batch testing RO.00 LT

Refer to Recipient Month-End Process

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

Commission Contract can be created in 3 different ways:

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

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

e Imported using the Contract Importer

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

Back Forward Commission Contract
¥ a
Views History Navigation
g q = I
Navigation 0O ~ Ellea= o validate | ol% | .I © Previous Record
L E? Save and Close
Notification F. 4~ Cancel s - Open Related Workflow View o Next Record Close
My Details ES save and New ~ Record e e
Filter Criteria Records ... Save Edit Rec... Open Related Record Records Mavigation Close -
Short T -
© S Owner:™ | -| Contribution: | R 0.00 -|
> Creditlife
3 Assurance Commission Product:® | - | Contribution Frequency: |M0nﬁ1ly - |
3 Investment Product Provider: Annual Escalation: | 0.00% :|
> Medicalaid Contract Number:* | | Market Value: R 0.00
> Funeral Reference Mumber: | | Initial Commission: | RO.00 2 |
C issi -
v emmissien Source: | - | Second Year Commission: | RO.00 |
Commission Dashboard
L Inception Date: | - | Comment: | |
Redpient
Redpient Statement Status:* | In Progress - | Last Statement Date: -
Template Cancel Date:® ~ | Current Commission: R 0.00
Commission Contract Cancel Reason: ® Total Commission: R0.00
Commission Statement Consultant: | .
Bank Statement Transaction
[ Juse Template
Statement Payment Batch
Batch Template:®
> Configuration - > . . . "
Commissions | Market Values = Statement Details = ContractLinks = Contract Roles  Tasks Motes Documents  Questionnaires  Propertysheet History
Import Process =
- DA X B R OO Y| -
» Finandals
> AssetRegister |Ef'fechve Date - |Transach0n Category Commission Value Expected Commission Split Total
> Administration
Fieldname Description Required
Owner The owner of a commission contract can be the client &

Commission Product

Product Provider
Contract Number

Reference Number
Source

Inception Date
Status

Cancel Date

Cancel Reason
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that the policy was sold to, the Broker House or the
broker. The owner can be changed at any point. To
select the owner, you need a contact record in the
database. Refer to Create a new Record for details on
how to create this contact record. It is recommended
that you use the correct owner record to improve the
reporting experience.

Select the product that this contract is based on. When
creating the contract automatically via the commission
process, the product will be selected based on the
matching of the Benefit Type column in the
transaction column with the Benefit code property of
the product.

Display field only based on the selected product.

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

Free text field to enter a value

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

The date the policy was submitted.

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

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

Provide a reason for setting a cancel date.

@]
©
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Consultant

Use Template

Template

Contribution

Contribution Frequency

Annual Escalation
Market Value

Initial Commission
Second Year Commission
Comment

Last statement date

Current commission

Total Commission

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

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

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

Monthly contribution if applicable.

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

Percentage escalation of the contribution.

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

Capture First year expected commission

Capture second year expected commission

Free text field

Last commission statement processed for this
contract.

Last commission earned as per last statement
processed.

All commissions earned on this specific contract since
inception.

Commissions

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

Contract only.

Market Values

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

Investment Statements:

Market Values

‘00T HE«

User: Pet] D E Bm

Ad v

Lot Records Creation

Value Date:™

Market Value:

aq Cash value:

Rid Units:

Col UpdatedBy:  PetroT

Last Updated:  2013-08-15
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btatement Details = Contract Links = Contract Roles Tasks | Motes | Documents | Questionnaires  Propertysheet  History

File Home Tools

B Xve B o [X]

Mew Save Saveand Save andNew | Delete Validate Cancel | Show Workflow | Refresh | Previous MextRecord Close
- Instances Record
Edit Workflow View Records Mavigation Close -~

0 - Commission Contract Market Value

R 0.00

R 0.00
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Statement Details
A summary of all transactions processed on this specific contract.

[0 Comiere | . victioies BTl B cortacilic | ¢ Covacioes | =4 hopaiies | 1 Tako | & Noie | W bocmens.

R % EB|looT -]l

| Tperiod Statement Date Statement Broker 4| Amount VAT Amount (Exd VAT) | Mark... | Transaction Date 4 | Message Transaction Type | Comment Processed | Approved | Is Spit Correct

[

s mw —E-_--
201509 04-09-2015 Pioneer testd... Toker Anthony (4.) (377. RO.01 R0.00 RO0.01 R30.18 04-09-2015 FOF
201509 07-09-2015 Pioneer testd... Toker Anthony (4.) (377. RO.01 R0.00 RO0.01 R30.18 07-09-2015 FOF

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

GEREEYr Discovery 123 - Commission Statement Detail
E- Home Tools

2 | 4@ B @0 O B

. + E
= ‘.ﬂ v / 4l = X
Save Saveand Validate Cancel Clear Update Open Related Refresh  Previous MextRecord Close
Close Warning Transaction Record Record
Save Edit Record Edit Open Related Record View Records Navigation Close -~

Transaction Date: | 2015/11f01 = Transaction Type: |Renewal Commission {Anniversary)
Broker: Longhorn Jim (1.) (1075546042) Amount (Exc VAT): R37,89
Contract: Botha Johaghum (3.M.7) 3102551 VAT: R35,30
Comment: Amount: R43,19
Market Value: R0,00 Processed Is Split Correct
Contribution: RO,00
Message:
L'?Transachons

24 ER22-00|Y @ &-

Transacti... |Redpient |Descripion & |Reference Transaction Type Percentag... |Amount |Indud... |VAT Total Approv...
b 2015{11f01 Longher... Commission {Di... Botha Johaghum (J.... Renewal Commissio... 80.00% R30,31 v R4,24 R34,56 v
2015/11/01  X¥YZ Bro... Commission (Di... | Botha Johaghum (1. ... Renewal Commissio... 20,00% R7,58 v R1,06| RS54
SUM... SUM...  SUM..
Contract Links

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

individual policies linked to each other.

[0 Comesons | #, tarkebvaues | 1 Sitement Dol I . Convactfles | i Foperes | & Tass | & Nots | 8 Doament |
R BIX I E R Lo 0T @-]kE-

|| Owner Description 4| Market value Contribution Contribution Fraquency Annual Escalation | Expected Commission | Product Comment Use Template Template Last Statement Date
| AJCoy Trust (nvestec - 109... R0.00 R.0.00 | Monthly 0.00% RINJUNE |ACoyTmst | m [mvestecTempate 11052015

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

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

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

the various business areas within your organisation.
Contract roles manage the relationships between a contact and his contracts.

Contract roles are specified on the specific Product by your System Administrator.
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History
Keep record of the status history of this contract.

8] Commissions | (@ Market Values 8] Statement Details | 5] Contract Links | G ContractRoles | [¥] Tesks | &9 Notes | [£] Documents | [2] Questionnaires \Epmpertyshee
2 20 |Y|E |2 -

Log Date = |user Name Status Contract Value Contract Premium Contract Commission

T = abe = = = =

b Wednesday, 26 June 2019 13:55 ElsabeV Imported R0,00 R0,00 RO,00
Wednesday, 26 June 2019 14:24 ElsabeV Active RD,00 RD,00 RD,00

Bank Statement Transaction

The Broker House bank statement can be imported to allocate transactions to commission statements as
received.

Ensure that the Broker House banking details are captured on the Contact record.

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

Select Bank statement transaction from the Navigation Pane:

— -
E C00 - Bank Statement Transaction - Insure-IV
b 0,
e
@O X Al © | 7
5 5 |C Q@ O —
Back Refresh fimport Bank Save New
- - Statement Filter
\Views History Navigation | _Edit Workflow || View [§ Defout || JRecords Navigation || Filters Ful Text Search 2

Drag 2 column header here to group by that column

& contactManagement Transaction Date 4 | Description Reference Bark Statement Debit Amount Credit Amount Credit Amount Available
* Short Term o = 0 0 _ _ _ _

[5] credit Life

8] Assurance

@ Investment

i@ Medical Aid

{3 Funeral

[8] commission

22| Commission Dashboard
Commission Statement
A& Rredpient

[ Recipient Statement

[Z] Commission Contract
[ Template 4
7 | Bank Statement Transaction
[E statement Payment Batch
& Batch
- Commission Product
@ Commission Product Catogory
P Product Code
-3 Contract Type
{7 Transaction Type
() Transaction Category
- Commission Payment Type
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Q Import Bank Statement Process -+ - B X

iy mport [TNEEE

Import Map:* o -

File:*

Contact:® x -

Bank Account:® X -

Use Existing Bark Statement

Bank Statement Reference:®

From Date:* -

To Date:* -

|- oK | | Cancel

Fieldname Description Required
Import Map Select the Bank statement import map
File Attach bank statement file
Contact Defaults to Brokerhouse

Bank Account
Use Existing Bank Statement

Bank statement reference
From Date

To Date

Defaults to Bank account details

You may add daily transactions to the same bank
statement import

Use a reference to identify this statement

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

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

© 66 €@ 0060

A bank statement can be imported on a daily or monthly basis to reflect payments received. When
imported more frequently than once a month, you need to select ‘Use Existing Bank Statement’ to add
additional transactions for the period.

Monitor all commissions processed on the Bank Statement Transaction list view.

Statement Reference: | Jan 2016

From Date: 2015/01/01
To Date; 2016/01/31
Fie: Bank Statement Jan 2016.csv

) Trensactons

O x|Ble el TiE e -

Drag 2 column header here to group by that column

Transaction Date Description
7
2016001711 CASHFOCUS CSURE/COMM BFEE/IANL
2015/01/05 DISCLIFE 1116055250-87864055
2016/01/07 ABGCOMM
20160113 DISCLIFE 1116055250 83240375
20150128 ZURICHINSUE4304895 A02COMMISSIO
2016/01/05 IUMPREM RF02730947IUMIN2
2016/01/27 MULTID FOR SANLAMBEM 000953984
2015/01/08 FNBOBPMT  HOLLARD SEN20161
2016/01/07 LIBERTY047
22016/01/14 FNB OB PMT GAPSCOMM 60203
2016/01/02 HOLLARD ETAG1512310970268769
2016/01/21 CASHFOCUS COMM 00068
2016/01/18 SANTAM  06328845/55V
2016/01/25 FNE OB PMT 1530 Q5 BROK COMM 14
2016/01/04 MF PAY0000_20439403
2016/01/06 BROLINK TIAL COMM 012017161
201500105 DISC COMM 1116055250-87866792
016001718 MFRF ONE OWD4487535

& | Credit Amount Used

Credit Amount Avaiable

Reference Debit Amount Credit Amount

R0.00 R4 468.79 R0.00 R4468.79
R0.00 R4914.18 R0.00 R4914.18
R0.00 RS 044,50 R0.00 R5044.50
R0.00 RS 065.07 RS 065.07 R0.00
R0.00 RS 408.32 R0.00 RS 408.32
R0.00 RS 477.04 R0.00 R5477.04,
RO.00 R6 248,72 R0.00 RE 24872,
RO.00 R 456,05 R0.00 R 45605
R0.00 R6 854,79 R0.00 R6 854,79
R0.00 RS 38,38 R0.00 RS 358,38
R0.00 R10 696,47 R0.00 R10 696.47|
R0.00 R11550.65 R0.00 R11550.65
R0.00 R12373.44 R0.00 R12373.44]
R0.00 R13886.73 R0.00 R13886.73]
R0.00 R16 549.56 R0.00 R16 549.56
R0.00 R16592.31 R0.00 R16 592,31
R0.00 R19 684,33 R0.00 R19684.39
R0.00 R20 568.71 R0.00 R20 568.71 |

| SUM=R618 47170 | SUM=RS 55121
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Please ensure that the banking details of the Brokerhouse Recipient record is also selected on the Recipient
record to link transactions when capturing a manual commission statement:

XYZ Brokers - Recipient

El~ Home Tools

u 1] ‘.lﬂ Ili]ﬁ} V ,-9 @] e (@ Previous Record

MNew Save Saveand Save and New | Valdate Cancel Generate Open Related Create Expense  Generate E v @ Mext Record Close
~ Close ~ Targets Record Transactions  Statement ¥
Records Creation Save Edit Record Edit Open Related Record View Records Navigation Close -~

E Redpient Detail Iﬁ:' Tax Details |;| Competence Registers

Contact: ¥YZ Brokers - | Active

Account Code: [} Redpient Type: Invoice -

7| 1= Broker House Broker House: - Bank Account: First National Bank, Cheque Account, 62385838225, XYZ ... ~

+|Receive Commission  Default Commission: 20.00%

Book Value: RO,00
Date Added: 1980/01/01 " | Balance: R63 191,03
FD Rating: 7| Last Statement Date: | 2016/08,/22 -

Comment:

Commission Statement

The commission file import process caters for a variety of file formats for importing of commission data
into the application for processing. These files are processed manually by selecting the file from a file
location.

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

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

E= ceo - Commission Statement - Insure-IV “° = - om

Home | WView  Tooks
@ iD U % x @ e Q @ e QF) \“7) Al Statements - ? search

Back New Clone...  Delete 3. Process 4. Approve Tmport Show Workflow || Refresh Save New

M Splits  Transactions Statement Instances Filter
\Views History Mavigation | Records Creation || Edit Record Edit Workflow View Records Navigation Filters Full Text Search
Drag a column header here to group by that column
- Contact Management Eroker House Statement Date Product Provider Broker House Contract | Reference A | Status Amount (Exd ... | VAT Amount Bank Stateme... | Transactions N...
4+ Short Term o i _ o o o — - - - - -
[Z)] credt Life
¢ Investment
33 Medical Aid
@ Funeral

[8] commission

-[Z5] Commission Dashboard
Commission Statement

& Recpient
+~[If) Recipient Statement
[Z] commission Contract
i [ Template
[8) Bank Statement Transaction
[E} Statement Payment Batch
o Batch
(P Commission Product
(@) Commission Product Catogary
P Product Code
[ Contract Type
[ Transaction Type
[ Transaction Category
@} Commission Payment Type

Ensure you apply the correct filter to see the imported file in the list view:
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[E- Home View Tools
\ | N/ | tA-Z] ] = < \ \ “lf
@ y -y K [, é 3 ' f 1 ) )
i - N u Commisgion Statement | = ul o 2l Al Statements - Texttosearch...  Search
Back Forward New Clone...  Delete | 2 Calalale 3.Process 4. Approve 5.Approve LImport | Refred jutomated Showin | Previous NextRecord Save New
v v v v Splits  Transactions Statement Statement Commission Statement rocess ¥ Report ¥ | Record Filter
Investment Statement

Views History Navigation  Records Creation  Edit Record Edit nvestmen ment Records Navigation Fiters Full Text Search

This will launch the import process:

D Import Commission Statement Process = (| e

Import | Logs

Import Map: ™ O -
Statement Type: Commission statement
File:*
& Validate Map
Product Provider: -

Multiple Broker House Contracts
Broker House Confract:™®
Statement Date:® -
Reference:*

| Use Bank Statement

Bank Account:™ -
Bank Statement Transaction:* -
Bank Statement Amount: R0O.00 2

Mumber Of Transactions: 0

Cance

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

The selection of available maps is a combination of application defined maps and user-defined maps. Maps,
as being used within this application, can be defined as a blueprint for the application on how to import
data from an Excel- or CSV file.

Field Description Required
Import Map This is a critical selection of informing the application of &
the file format to expect when processing the data file.
You can select from a list of active maps already

configured.
Statement Type Defaults to the criteria specified on Property
Configuration
File Select your data file from the local or network drive. @

Make sure that the file you select matches the Import
Map. The application will not be able to process the file
if the incorrect map was chosen.
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Validate Map

Product Provider

Multiple Broker House Contracts

Broker House Contract

Statement Date

Reference

Use Bank Statement

Bank Account

Bank Statement Transaction

Bank Statement Amount

Number of transactions

When selected, the application will check if the selected
map matches the file layout which is being imported.
Select the Product Provider as per the statement you
are processing.

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

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

The statement date is important. Various validation
rules for the broker and broker contracts depend on this
date. This date will also be used to generate the
transactions.

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

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

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

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

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

May be used for record purposes.

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

S

Import Map:
Statement Type:

File:

4 Validate Map

Product Provider:

Broker House Contract:
Statement Date:

Reference:

Bank Account:

Bank Statement:

Bank Statement Transaction:
Bank Statement Amount:

Number Of Transactions:

Q Import Commission Statement Process

- B X4
R
Discovery Health X v 92
Commission statement -
Discovery25, xlsx W
14
Discovery X - 14
Multiple Broker House Contracts 22|
¥Y¥Z Brokers (10048035731) X -
2016/06/01 - 12
Discowvery 52
Use Bank Statement
First National Bank, Cheque Account, 45269875145, XYZ Brokers X -
June 2016 X -
X =
Transaction... & | Credit Amount Availa. .. | Description ]
¥ [~
b 2015/06/03
2016/06/03 R251.71 ALLAM GRAYD4328 IFA FEES
2016/06/03 R1425.11 A AIMS 00250375Commis...
2016/06/03 R34.20 ALLAM GRAYD3543 IFA FEES B
2016/06/03 R22 115,00 CASHFOCUS SANLAM/PDV 1
2016/06/03 RE6820.95 ALLAN GRAYD3845 IFA FEES
2016/06/06 R181.17 ASHEURTON AMWUAL ADY
2016/06/09 R99.69 ASHBURTON-101680
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Import process logs
The application keeps record of each item imported and this process log can then be consulted when an
import failed or was imported with errors.

Import Process logs can be accessed from the Navigation Pane from Commission or Tools menu:

Home View Tools
S ,\
@ W u x M @ © @ Al Ttems - Texttosearch..  Search
Back Forward New Delete Import Open Related Refresh  Previous NextRecord Save New
- ~ - Process Record Record Filter
Views History Navigation Records Creation Edit Record Edit Open Related Record View Records Navigation Filters Full Text Search
Navigation 2 x || Draga colmn header here to group by that column
Import Map File Import Status Created By Date Created ~ T |Updated By Last Updated Import Type
Commission T = abe = abe = abe = abe
Commission Dashboard AIG AIG 72 527.52.xl5% Import with Errors Elsabev 2013/05/26 ElsabeV 2019/06/26 TC.Commsplit.Module. Imp.
& Recpient ’ Bark Statement Bankstatement 201906, xlsx Successfully Imported ElsabeV 2019/06/26 ElsabeV 2019/06/26 TC. Comméplit, Module. Imp
[ Reciient Statement Alan Gray Market Values Adviser Fee Statement D3634 Account Market Value xisx Import with Errors ElsabeV 2019/08/24 EisabeV 2019/06/24 TC. Comméplit, Module. Imp
(@ Template Alan Gray Market Values Adviser Fee Statement D3634 Account Market Value xlsx Import with Errors Elsabey 2019/08/24 ElsabeV 2019/08/24 TC.Comméplit, Module. Imp...
[&] commission Contract Santam bxt Santam 646 639, 13.txt Import with Errors Elsabey 2019/06/24 Eisabe 2019/06/24 TC. Commspit Module. Imp...
Commission Statement Santam bxt Santam 646 639, 13.txt Import with Errors Elsabey 2019/06/24 Eisabe 019/06/24 TC.Commsplit, Module. Imp...
[8) Bank Statement Transaction Discavery Health csv Disc Health 1018.csv Successfully Imported Elsabey 2019/05/24 ElsabeV 019/06/24 TC. Commsplit, Module. Imp...
[ Statement Payment Batch Allan Gray (Appr) Adviser Fee Statement D3534 Account.xdsx Import with Errors ElsabeV 2019/06/24 ElsabeV/ 2018/06/24 TC.CommSplit. Module. Imp.
@ Batch Allan Gray (Appr) Adviser Fee Statement D3534 Account.xdsx ElsabeV 2019/06/24 ElsabeV/ 2018/06/24 TC.CommSplit. Module. Imp.
Allan Gray (Appr) Adviser Fee Statement D3534 Account.xdsx ElsabeV 2019/06/24 ElsabeV/ 2013/06/24 TC.CommSplit. Module. Imp.
Allan Gray (Appr) Adviser Fee Statement D3534 Account Level for the period 0... | Import with Errors. ElsabeV 2019/06/24 ElsabeV/ 2013/06/24 TC.CommSplit. Module. Imp.

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

Each line item imported will be recorded.

Home Tools

] E@ & v9 4 ¢ o @

Mew Save Saveand SaveandMNew  Validate Cancel Import Open Related Refresh | Frevious MNextRecord Close
4 Close 4 Process Record Record
Records Creation Save Edit Record Edit Open Related Record View Records Navigation Close -

ﬁﬁ Impart El Logs
X 2 @00 Y B [&-

Log Date 4 |ImportLogT... |Log Message

T = — abe -

b 2019-06-26 01:27:34.4530 PM  Information Create backup file - C:\Users\TCSUPWO3\OneDrive - Teessen Consulting\DocumentsiTC Testing\CommSplit Testi. ..
2019-06-25 01:27:34.5000 PM | Information Initialising AIG(TCImpartInterface. CommissionImporter) processor with C:\Users{TCSUPWO03\OneDrive - Teessen ...
2019-06-25 01:27:34.5600 PM | Information Start processing file C:\Users{TCSUPWO3\OneDrive - Teessen Consulting\DocumentsTCTesting\CommSplit Test...
2019-06-25 01:27:34.6100 PM | Information Start Processing line.
2019-06-26 01:27:34.6600 PM | Error Column {M} Row 12 in the file cannot be converted to type DECIMAL
2019-06-26 01:27:34.6800 PM | Information Start Processing line.
2015-06-26 01:27:34.7000 FM | Information StringList to process in ProcessStringlist P102,XYZ Brokers,P 102,,AIG385469,Renier Kruger,AIG,34.68,30.59649...
2019-06-26 01:27:34.7230 PM | Information Chedk if statement for Broker House P102 exist with Reference AIG
2019-06-26 01:27:34.8300 PM | Information Commissionstatement for Broker House P102 created with Reference AIG
2019-06-26 01:27:34.8430 PM | Information Stringlist to process in ImportCommissionTransactionDetails: P102,XYZ Brokers,P102,,AIG985463,Renier Kruger, ...
2019-06-26 01:27:35.0430 PM | Information EXEC TC_CreateCommissionImportTransaction @BrokerHouseMo = 'P102', @BrokerHouseMame = "XYZ Brokers', ...
2019-06-25 01:27:35.0700 PM | Information Start Processing line.
2019-06-25 01:27:35.1170 PM | Information StringList to process in ProcessStringlist P102,XYZ Brokers,P102, AIG985470,C Lourens,AIG, 199.05,174.614035...
2019-06-25 01:27:35.1370 PM | Information Stringlist to process in ImportCommissionTransactionDetails: P102,XYZ Brokers,P102,,AIG385470,C Lourens,AIG, ...
2019-06-26 01:27:35. 1900 PM | Information EXEC TC_CreateCommissionImportTransaction @BrokerHouseMa = 'P102', @BrokerHouseMame = "XYZ Brokers', .. [«

User:ElsabeV  Updated by: ElsabeV on 2013/06/26 13:27:37
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Processing Commission

Your newly imported statement will display in red. This indicates that some actions still need to be performed

on the statement. Open the newly imported statement.

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

temporary holding file.

Home  Tooks
T =

e @@ & v Kol 5
New  Clone. Save Saveand SaveandNew Valdate Cancel

~ ~ ~ Transactions  Fees
Records Creation Save Edit
Broker House: XVZ Brokers
Product Provider: Al
Brokerhouse Contract XVZ Brokers (P102)
Statement Date: 2015/06/12
Reference MG
Bank Statement Amount: R75 527,52
Date Captured: 2019/06/26 - | coptured By

[8) Statement Entries | [Z] Statement Files

X » ¥ B~ B

Transaction Date Broker Contract Comment
T = = = ane

1Import 2 Caladate 3.Process 4. Approve

@ o @3 o o
5. Approve Open Related Refresh Automated Showin | Previous NextRecord | Close
splits  Transactions Statement Record Process ¥ Report™  Record
Record Edit Cpen Related Record view Records Navigation | Close:
- | statement Type: Commission statement
- | stus: Zgen
- | fransactions Not Imported: 27
Amount (Exd VAT): RD,00

VAT: R0,00

Number Of Transactions: 0

Amount: RO,00

ElsabeV

Date Processed - | Date Approved:

Status Transaction Type Categary Amount (Exd V... |vAT Amount Marketvalue |15 SpitCorrect  [Processed Approved

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

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

8] Statement Enme
O0-X®B 00 Y 1\ - [&-

File
T sbe
b AIG 72 527.52.xsx

~ |statement Date Bank Statement Amount | Imported Amount Number Of Transactions | Imported Number Of Trans... | Bank Statement Transaction

019/06/12 R75 527,52 R72 527,52 0 27 AIG

Field Description Required
File File name as saved on PC
Map Name Map name used for the Import can be added to the

Statement Date

Bank Statement Amount
Imported Amount
Number of Transactions

Imported Number of Transactions
Bank Statement Transaction

display selection

Defaults to Statement Date selected

Amount selected from Bank Statement

Amount imported from import file

Free capture field will display number of transactions as
captured

Number of transactions calculated from import file
Bank description field

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

Each step will become available once the previous step has been completed.

Ko

1. Import
Transactions

4

2. Caloulate 3. Process
Fees Splits

Lo

4, Approve 5, Approve
Transactons Statement
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Import Transactions
Select the Import Transactions option to access he data that was imported for this statement. This option
provides a view of a copy of the data that was imported from the file.

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

Home  Tools
X & & BE ¢ o O L4
= o Texttosearch...  Search
Delete Create Create Broker ~ Amend Append Open Related Refresh  Previous NextRecord Close Save New
Transactions  Contract  Transaction Record Record Filter
Edit Record Edit OpenRelatedRecord | View  RecordsNavigaton | Close | Filters Full Text Search 4

Transaction Date | Broker House Mame Broker House No | Broker Name | Broker No | Policy Name: Policy No Commission Amount Ex VAT VAT Commission Amount | Account Cd  |Market Value | Contribution | Sub Product Provider |Message |

¥ = abe abe b abe b abe = = = abe = = abe abe

> 2019/06/12 XYZ Brokers P102 P102 Petrus Hamman AIGI85492 R5218,25 R730,70 R5949,95 Commission RO,00 RO,00
2019/06/12 XYZ Brokers P102 P102 Anneke Fourie AIGIB5481 R788,11 R110,34 R898,45 Commission RO,00 RO,00
2019/06/12 XYZ Brokers P102 P102 Hendrik de Jager AIGIB5487 R2655,48 R371,77 R3027,26 Commission RO,00 RO,00
2019/06/12 VZ Brokers P02 P02 Neel Vermaas AIGEE5476 RS 033,39 344,68 R6 878,07 Commission RD,00 R0,00
2019/06/12 XYZ Brokers P102 P102 M Samodien AIGIB5488 R2655,43 R37L,77 R3027,26 Commission RO,00 R0,00
2019/06/12 XYZ Brokers P102 P102 Gerhard Dettmer AIG385493 R&39,41 R117,52 R856,93 Commission RO,00 RO,00
2019/06/12 XYZ Brokers P102 P102 Johannes van Dyk AIGIB5483 R1507,51 R211,05 R1718,56 Commission RO,00 RO,00
2019/06/12 XYZ Brokers P102 P102 Willem Venter AIGIB5472 R321,86 R45,06 R366,92 Commission RO,00 RO,00
2019/06/12 XVZ Erokers Pi02 Pi02 Juandre Loubser AIGE55473 R17645,73 R2470,41 R20 116,20 Commission R0,00 R0,00
2019/06/12 XYZ Brokers P102 P102 Hettie Burger AIGIB5471 R310,79 R43,51 R354,30  Commission RO,00 R0,00
2019/06/12 XYZ Brokers P102 P102 S Visser AIGIB5495 R1261,42 R176,60 R1438,02 Commission RO,00 RO,00
2019/06/12 XYZ Brokers P102 P102 A Snyman AIGIB5473 R2 465,08 R345,11 R2810,19 Commission RO,00 RO,00
2019/06/12 XYZ Brokers P102 P102 Cornelius Nel AIGIB5477 R871,05 121,85 993,00 Commission RO,00 RO,00
2019/06/12 XYZ Brokers P102 P102 Gerhard Hoffman AIGIB5474 R329,91 R46,19 R376,10 Commission RO,00 RO,00
2019/06/12 XYZ Brokers P102 P102 Corne Burrows AIGIB5486 R1505,58 R210,78 R1716,36 Commission RO,00 RO,00
2019/06/12 XYZ Brokers P102 P102 Pieter van Niekerk AIG385490 R68O,76 R85,31 R776,07 Commission RO,00 RO,00
2019/06/12 XVZ Brokers P102 P102 Shaun Maree AIGIB5483 RS595,23 R83,33 R678,56  Commission RO,00 R0,00
2019/06/12 XYZ Brokers P102 P102 Leon van Wyk AIGIB5482 R788,11 R110,34 R898,45 Commission RO,00 RO,00
2019/06/12 XYZ Brokers P102 P102 C Lourens AIGIB5470 R174,61 R24,45 R199,06 Commission RO,00 RO,00
2019/06/12 XYZ Brokers P102 P102 Christizan Beukes AIGIB5478 56,38 R7,89 -R64,27 Commission RO,00 R0,00
2019/06/12 XYZ Brokers P102 P102 Elizabeth Edwards AIG385491 R1048,25 R146,75 R1 185,00 Commission RO,00 RO,00
2019/06/12 XYZ Brokers P102 P102 Sepo Diukwana AIGIB5485 R1505,58 R210,78 R1716,36 Commission RO,00 R0,00
2019/06/12 XYZ Brokers P102 P102 Sias Buys AIGIB5494 R106,70 R14,54 R121,64 Commission RO,00 RO,00
2019/06/12 XYZ Brokers P102 P102 Renier Kruger AIGIB5969 R30,60 R4,28 R34,88 Commission RO,00 RO,00
2019/06/12 XYZ Brokers P102 P102 Johaghium Botha AIGIB5484 R1505,58 R210,78 R1716,36 Commission RO,00 RO,00
2019/06/12 XYZ Brokers P102 P102 Mari Beets AIGI85480 R17 518,70 R2452,76 R18 872,46 Commission RO,00 RO,00
2019/06/12 XYZ Brokers P102 P102 Waldo de Lange AIGIB5475 R2946,16 R412,96 -R3 358,62 Commission RO,00 R0,00

27 SUM=R63 620,63 SUM=R8 906,89  SUM=R72 527,52

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

& G

Create Create Broker  Amend  Append
Transactions Confract Transaction

1

Record Edit

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

fj' Flinstone Fred (F.1.) - Import Transaction Amend Process — O >
Broker Number: Flinstone Fred (F.1.) (P5638) -
Broker Name: Flinstone Fred (F.1.)

Account CD: -

Transaction Category:

Transaction Date: -

Cancel
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Append Files

In the event of receiving more than one statement per bank payment, these files can be appended and

processed together as one payment. You may append files to any event depending on the circumstance.

Q Import Commission Statement Process

['ﬁﬁ Import ﬂ| Logs

Import Map:
Statement Type: Commission statement

File:
«# Validate Map

Use Bank Statement
Bank Statement Amount:

Mumber Of Transactions:

- O X

R0,00

Cancel

Field

Description Required

Import Map

Statement Type

File

Validate Map

Use Bank Statement
Bank Statement Amount

Number of transactions

©

A very critical selection where you inform the
application of the file format to expect when
processing the data file. You can select from a list of
active maps already configured.

Defaults to the criteria specified on Property
Configuration.

Select your data file from the local or network drive.
Make sure that the file you select matches the Import
Map. The application will not be able to process the
file if the incorrect map was chosen.

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

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

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

May be used for record purposes.

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

(8] Statement Entriesl] [5] Statement Fies

a- X &8

Fie

@ O

T b

+ |Statement Date: Bank Statement Amount | Imported Amount Number Of Transactions | Imported Number OF Tran... | Bank Statement Transaction | Append.

» 120170202 OLD MUTUAL R38160.92. xlsx

2017/04/01 RO,00 R33 160,32 0 796 ] ]
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Create Broker Contract

L:—.;:| Broker Contract

= O hd
Recipient: i = | Product Provider: AIG -
Broker Number: P5&38 Active
Start Date: 2019/06/26 " | Created By: ElsabeV Date Created: 2019/08) -
Contract Document: Updated By: Elsabey Last Updated: 201908, ~

Default Commission: 0.00% -
2] Class Of Businesses D Comment

0 - (@ (€ Y @8- &~

Class Of Business 4 | Accredited

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

Create Transactions

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

The ‘Commission Amount Ex VAT’-, ‘VAT’-, ‘Commission Amount’- and ‘Account CD’ columns will be used to
create new transaction types and transactions.

[ Commission Statement Detail Process = O hd

Commission Contract

Create Contract

Default Owner: Broker

Mew 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

Cancs

There might be new Client or Product records or even transaction types on the imported file which have not

yet been captured in the application. The Commission Statement Detail Process allows you to auto create
these details from the import process.
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Commission Contract
If a new commission contract should exist on the import file, the application will automatically create this
record when you select to ‘Create Contract’.

The contract will then be created to the default owner, i.e., either Broker or Broker House.

New Contract Status should always be ‘Imported’. This will allow you to filter on these Contracts and
allocate them to the correct owner.

You may choose to select either or both ‘Use Template’ or ‘Use Default % when template is not found’
option to indicate how this transaction should be split.

Remember to change the Contract Status to ‘Active’ in order to process the transaction.

Commission Product
This option allows one to auto create a product onto the database when a new Product has been specified
on the import file.

Commission Transaction

Product Providers do not always notify you in advance when their transaction description has changed or
when they have added a new description. This option allows you to auto create this transaction type to
process the transaction.

Use the Merge similar transactions option to combine transactions with the same contract number instead
of having multiple transactions per contract.

If you choose not to select any of these options and there has been a change or new record on the import
file, the application will flag this record in red with a warning message which will explain why the
transaction could not be processed. You will then have to manually alter or add that record to process the
transaction.

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

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

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

L

@ v ow %@ 5 CGH oo B

New  Clone Save Saveand SaveandNew  Validate Cancel = 1Import 2. Caauate 3.Process 4 Approve 5. Approve Open Related Refrech Automated Showin | Frevious NextRecord  Close
- v Close ~ Transactions  Fees Spits  Transactons Statement Record Process ¥ Report™ | Record
Records Creation save Edit Record Edit Open Related Record view Records Navigation  Close
Broker House: WYZ Brokers -] Statement Type: Commission statement
Product Frovider: NG For a successful impart the totals should again correspond with the Status: Open
Brokerhouse Contract: XYZ Brokers (P102) totals of the import file and the Transactions not imported should be Transactions Net Imported: [}
zero
CAETEREE 213/05/12 Amount should also be the same as Bank statement amount ot Motk e: E0.00)
Reference: AIG O Aot e VAT R63620,63
Bank Statement Amount: R7S 527,52 I‘lumber Of Transactions: o - VAT R8906,89
ez P = Captured By: Elsabey ot R72527,52
Transactions are now allocated to the Broker contract Date Processed: - | Date Approved:

and the commisison contract where the split rules are
8 Statement Ell  gefined

Transaction Date ;w&«ew Contract Comment Status Transaction Type - |Category Amount (Exd V... | VAT Amount Market Value |15 spitCorrect  [Processed Approved

T = = = abe = = = = = = = 0 0 0 B
2019/06/12 Fiinstone Fred (F.1.) (.. | Loubser Juandre (1.B.)... Juandre Loubser Imported New Business 1st Year commission R17645,79 R2470,41 R20 116,20 RO,00
N19/06/12 Flinstone Fred (F.1) (... Flinstone Fred (F.1.) (.. Neel Vermazs Imported New Business st Year commission RE 033,39 R344,68 R6 878,07 RD,00
2019/06/12 Fiinstone Fred (F.J.) (... Flinstone Fred (F.2.) (... Petrus Hamman Imported New Business Lst Year commission RS 219,25 R730,70 R5 949,95 RO,00
019/06/12 Alleman Jan (3.) (P4521) Beets Mari (M.) (AIG - .. Mari Bests Imported New Business 15t Year commission R17 518,70 R2452,76  R19972,%6 RO,00
2019/06/12 Fiinstone Fred F.J.) (... |van Dyk Johannes (1.F... Johannes van Dyk Active Renewal Commission (... | 2nd Year commission R1507,51 R211,05 R1 715,56 RD,00
2019/06/12 Alleman Jan (3.) (P4521) Botha Johaghum (1M, .. Johaghium Botha Active Renewal Commission (... | 2nd Year commission R1505,58 R210,78 R1716,36 RO,00
N19/06/12 Alleman Jan (3.) (P4521) Snyman A (A.M.) (AIG... A Snyman Active Renenal Commission (... | 2nd Year commission R2465,08 R345,11 R2810,1 RD,00
2019/06/12 Alleman Jan {2.) (P4521) Burraws Corne (C.) (A... Corne Burrows Active Renewal Commission {... | 2nd Year commission R1505,58 R210,78 R1716,36 RO,00
019/06/12 Alleman Jan (3.) (P4521) Dhukwana Sepo (S.P.) .. Sepo Diukwana Active Renewal Commission (... | nd Year commission R1505,58 R210,78 R1716,36 RO,00
2019/06/12 Fiinstone Fred F.J.) (... de Jager Hendrk (H.J.... Hendri de Jager Active Renewal Commission (... | 2nd Year commission R2655,49 R37L,77 R3027,26 RD,00
2019/06/12 Flinstone Fred (F.1.) (. Visser 5 (5.H.7) (AIG - .. 5 Visser Active Renewal Commission (... | 2nd Year commission R1261,42 R176,60 R1438,02 RO,00
N19/06/12 Alleman Jan (3.) (P4521) Edwards Eina (E.E.) (A... Elzabeth Edwards Active Renenal Commission (... | 2nd Year commission R1043,25 R146,75 R1 135,00 RD,00
2019/06/12 Flinstone Fred (F.) (... |Samodien M (M.5.) (AL.. M Samodien Active Renewal Commission {... | 2nd Year commission R2655,49 R37L,77 R3027,26 RO,00
019/06/12 Alleman Jan (3.) (P4521) Hoffman Gerhard (6. 1.... Gerhard Hoffman Active Short term monthly | Short term monthly R329,91 R46,19 R376,10 RO,00
2019/06/12 Aleman Jan (1.) (P4521) Maree Shaun (5.) (AIG... Shaun Maree Active Short termmonthly | Shert term monthly R595,23 R83,33 R673,5 RD,00 -

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

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

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

8] statement Entries | [5] Statement Fies
a-|x as 0 7 @ 5-

Transaction Date Broker Contract Comment Status Transaction Type Category Amount (Exd V... | VAT Amount Market Value |15 Split Correct | Processed Approved

T = = = abe = = = = = = = 0 w O

Cick here to add & new row
ll 2017/03/01 Gibbs Abby (A.) (FIRM... Gibbs Abby (A.) PO1 3... EOH Security and Buildin... Active Lapse Lapse -R3 256,48 -R455,91 R3712,39 R0,00 v v v
—y Y e G g " "

2017/03/01 Gibbs Abby (A.) (FIRM... Gibbs Abby (A.) P01 4... | African Dynamics Invest... |No case info found Short term Unknown R315,51 R44,17. R359,68 R0,00
017/03/01 Gbbs Abby (A.) (FIRM... Gbbs Abby (A.)P013.. EOH Security and Buildin... Active Short term Unknown R24708,45 R3453,33 R28 168,82 RD,00 - " 5
017/03/01 Ghbs Abby (A.) (FIRM... Gbbs Abby (A.) P014.. Affican Dynamics Invest. . Active Short term Unknown R30L,76 R42,25 344,01 R0,00 v 7 v
D17/03/01 Gbbs Abby (A.) (FIRM... | Gbbs Abby (A} PO14... African Dynamics Invest... |No case info found Shert term Unknown R257,76 R36,08 R253,35 RO,00

Process Splits

koA | C3

1. Import 2. Calculaifl 3. Process | Approve 5. Approve
Transactions Fees Splits ansactions Statement

Record Edit

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

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

148 |Page



Teessen Consulting
TC Insure-IV Suite Win User Guide V11.22204.2320.0

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

& ~

Transaction Date Broker Confract

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

[&] commission Contract = m} X
Owner; Loubser Juandre (1.B.) i ® ~| Contribution: RO,00 2
Commission Product: AIG ~ | Contribution Frequency: | Monthly -
Product Provider: AIG Annual Escalation: 0.00% -
Contract Number: AIGIB5473 Market Value: RO,00
Reference Mumber: Expected Commission: RO,00 7
Source: ~ | Second Year Commission: RO,00 7
Inception Date: 2019/05/12 ~| Comment: Juandre Loubser
Status: Imported - | Last Statement Date: 2019/06/12 -
Cancel Date: = Current Commission: R17 645,79
Cancel Reason: Total Commission: R17 645,79
Consultant: Flinstone Fred {F.1.) -

| Use Template

Template: Fred Flinstone Generic -

8] Commissions | Ggh Market Values | [8]] Statement Details | (] Contract Links | gy Contract Roles | [¥] Tasks | & Notes | [£] Documents | [£] Quest 1 »
H © X B Q@O |Y |- k-

Effective Date + | Transaction Category Commission Value Expected Commission Split Total

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

Update Transaction

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

Yes Mo

Amend transaction date or transaction type or both:

& Commission Statement Detail Append Process = O X
Transaction Date: | -
Transaction Type: -

Gance
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Once a split transaction is approved it cannot be re-processed unless you reset the complete statement.
Please refer to the section on Reset Statement.

Warnings
Two warnings may occur during the process procedure. In both instances you will be able to rectify the
record from the current detail view.

[8) statementEntries | 5] Statement Fies
X ag% R 00 TYE -
ction Date Broker Contract Comment Status Transaction Type 4 |Category Amount (Exd .. |VAT Amount Market Value |15 Spiit Correct |Processed Approved Has Warnings

T = = = asc = = = = = = = 0 0 0 "
» 2019/06/12 Flinstone Fred (F.J.) .. Loubser Juandre (1.B... Juandre Loubser Imported New Business 1st Year commission R17 645,79 R2470,41  R20116,20 RO,00

2019/06/12 Flinstone Fred (F.].) ... Finstone Fred (F.1.) .. Neel Vermazs Imported New Business 15t Year commission R6 033,39 R844,58 RE 878,07 RD,00

2019/06/12 Flinstone Fred (F.).) ... Flnstone Fred (F.1.) .. Petrus Hamman Imported New Business 1st Year commission RS5 219,25 R730,70 A5 949,95 RD,00

2019/06/12 Aleman Jan (1) (P45... Beets Mari (M.) (AIG ... MariBeets Imported New Business st Year commission R17513,70 R2452,76  R1S972,% RD,00

2019/06/12 Flinstone Fred {F.J.) ... van Dyk Johannes (1... Johannes van Dyk Active Renewal Commission ... 2nd Year commission R1507,51 R211,08 R1718,56 RO,00

2019/06/12 Alleman Jan (1.) (P45... Botha Johaghum (1....  Johaghium Botha Active Renewal Commission ... nd Year commission R1 505,58 R210,78 R1716,36 R0,00

2019/08/12 Alleman Jan (1) (P45... Snyman A (A.M.) (AL.. A Snyman Active Renewal Commission ... | 2nd Year commission R2465,08 R345,11 R2810,19 RO,00

2019/06/12 Alleman Jan (1.) (P45... Burrows Corne (€.) (... Come Burrows Active Renewal Commission ... nd Year commission R1 505,58 R210,78 R1716,36 R0,00

2019/08/12 Alleman Jan (1) (P45... Dlukwana Sepo (S.P.... | Sepe Dlukwana Active Renewal Commission ... | 2nd Year commission R1505,58 R210,7% R1715,36 RO,00

2019/06/12 Flinstone Fred (F.].) ... de Jager Hendrik (H....  Hendrik de Jager Active Renewal Commission ... 2nd Year commission R2655,49 R371,77  R3027,26 RD,00

1. When a commission split rule was not found to create a transaction, the application will flag this
transaction in red with a warning message ‘No effective commission record found’. The transaction
won’t be processed.

Clear Warning
Make sure to select the contract information and then select ‘Open Related Record’ from the
transaction’s menu bar:

[8) statement Entries | (] statement Fies
=] @ Y &E- &-

Broker contract Comment status Transacton Type & | Category Amount (Exd .. | vaT Amount Market Value | 1s Spit Correct [Processed Approved Has Warrings

= = b =

) .. Loubser Juandre (1.6 Imported RI764579  R2470,41 R0 116,20 R0,00
) .. Fiistone Fred (F.3.) .. Neel Imported R6033,39 84468 R6678,07 70,00,
) .| Fistone Fred (F.2.) a Imported N : RS 219,25 RTI0 594,35 R0,00
D19/05/12 Alleman Jan () {P45... Bests Mari (M.) (AIG ... MariBests Imported New Business st Year commission RI7519,70  R245276  R19972,% 70,00,
2015/06/12 Flinstone Fred (F.) .. van Dyk Johannes (1... Johannes van Dyk Active Renewal Commission ... 2nd Year commission R1507,51 R211,05  R17I8,5 RO,00
019/06/12 Alleman Jan (1) 45... Botha Johaghum (1.... | Johaghium Botha Active Renewal Commission .. 2nd Year commission R1505,58 RJ078  R17I63 70,00

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

After amending the commission split rule, you need to save the Commission Statement and re-process
commission for the change to take effect. The record should now be processed.

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

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

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

This warning will recur every time you process the statement until this specific record has been
approved.
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8] Statement Entries | [5] statementFies
xlefes s 00 y&- -

Transaction Date: Broker Contract Comment Status Transaction Type 4 |Category |Amount (Exd /AT | Amount Market Value  |Is Spit Correct |Processed Approved Has Warnings
v = - - - - - - - - - - -

2019/06/12 Fiinstone Fred (F..) ... Loubser Juandre (J.B... Juandre Loubser Imported New Business 1st Year commission R17645,79 R2470,41 R20 116,20 RO0,00

2019/06/12 Fiinstone Fred Fiinstone Fred (F.1.) ... Neel Vermaas Imported New Business 1st Year commission R6033,33 RB844,68 R6 878,07 R0,00

2019/06/12 Fiinstone Fred (F.1.) ... Flinstone Fred (F.J.) ... Petrus Hamman Imported New Business 1st Year commission R5219,25 R730,70 R5949,35 RO,00

2019/06/12 Alleman Jan (1.) (P45... Beets Mari (M.) (AIG ... MariBeets Imported New Business 1st Year commission R17 519,70 R2452,76 R19972,46 RO,00 ’
> 2019/06/12 Flinstone Fred (7.1 .. van Dyk Johannes (1... Johannes van Dyk Active R1507,51 R211,05 R1718,5 RO,00 v/ v/

2019/06/12 Alleman Jan (1.) (P45..._ Botha Johaghum (. Active R1505,58 R210,78 R1716,36 R0,00 ] ]

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

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

gEEY mission Statement Detal

Home Tools
= \ e o O
I E&@ & v9 @ ) c X
New Save Saveand Save and New  Validate Cancel Clear Update Open Related Refresh  Previous NextRecord Close
v Close v Warning Transaction Record Record

Records Creation Save Edit Record Edit Open Related Record View Records Navigation Close &
Transaction Date: | 2019/06/12 ~ Transaction Type: | Renewal Commission (Anniversary)
Broker: Alleman Jan (1.) (P4521) Amount (Exd VAT): R2 465,08
Contract: Snyman A (A.M.) (AIG - AIG385479) VAT: R345,11
Comment: Amount: R2810,19
Market Value: Ro,00 Processed Is Split Correct
Contribution: RO,00
Message:
@ Transactions

S & #-00 Y E- -

Transaction Da_.. | Recipient Description 4 |Reference Transaction Type Percentage Sha...| Amount Indude VAT |vaT Total Approved

b 2018/06/12 Alleman Jan ... Commission (AIG) Snyman A (A.M.) (AIG9854... Renewal Commission (Anniv.. 70.00% R1725,56 v R241,58 R1967,13
2015/08/12 XYZEBrokers  Commission (AIG) Snyman A (A.M.) (AIG9854... Renewal Commission (Anniv.. 30.00%  R733,52 v R103,53  RB43,06
SUM=R2 SUM=R SUM=R2

User:ElsabeV

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

You can also utilize the Commission Split Control Report to verify all splits on this commission statement:

[ =y — = = —
[(A:Z] f [ = )
% DE B v ek 5§ 2« C la| C O
New Clone... Save Saveand SaveandMNew Validate Cancel = 1.Import 2. Calauate 3.Process 4. Approve 5. Approve Open Related Refresh Automatel} JSRGWIRY FPrevious MextRecord — Close
v v Close v Transactions Fees Splits  Transactions Statement Record Process Report ¥  Record
Records Creation Save Edit Record Edit Open Related Record view § [l Commission Processed
Broker House: XYZ Brokers ix -| Statement Type: coh Gh Commission Split Contral Repart
Product Provider: AlG - | Status: Processed

Go to the last page of the report and check that the totals match. If they match, then all commissions received
on this statement were correctly split to the allocated recipients.
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o H @ = E] oy L9 g d < AN D @ @ @ ; ) = g
= = L = L & g7 4 o O Q @ @ @ IH Lx
Open  Save | Print  Quick Parameters | Scale Margins Orientaton  Size Find Thumbnalk Bookmarks Editng = First Previous Mext Last | ¢ ManyPages ZoomOut Zoom ZoomIn Page Color Watermark  Export E-Mal | Close

Print Fields Page Page Page Page

Document Print Page Setup [} Navigation Zoom Page Background Export Close

Transaction Splits:

XVZ Brokars Commission (AIG) 70.00% R73377 R10273 RE3650

Alleman Jen (T) Commissien (AIG) 30.00% R31447 Rd403 R35850

Splits Totak R104825] R146.73 RL19500

Flinstone Fred (F.J) (P3698) Samodien M (M 8) (ATG - Renewal Commisson R2 65549 R37T177 R3 02726
AIG85488) (Anniversary)

Transaction Splits:

Flinstone Frad (FI) Commission (AIG) 80.00% R212439 R29742 R242181

XYZ Brokas Commission (AIG) 20.00% RS3ILI0 R7435 R60345

Splits Totak ‘ msssas‘ mrml mozm‘

IMPORTANT: 1. Total from transaction splits \ R63 ﬁ:n,ﬁs| RS QUE,SD‘ RT2 527,92\
The totals from (1) and (2) must be same forthis

statement to be comect 2. Total from Commission Statement ‘ R63 ﬁzn,ﬁs| RS Mﬁ,ﬁ?‘ R72 51752\

Approve Transactions

kol B

1. Import 2 Calculate 3. Processl 4. Approve
Transactions Fees Splits Transactions

Record Edit

The fourth step is to approve the imported transactions. When approving a commission split transaction,
you approve how the original commission amount has been divided between the various parties
(recipients) sharing the commission. This in effect will prevent any changes or re-generation of split
transactions via the ‘Process Splits’ action.

There are 4 methods of approving a split transaction:

1. Atransaction type can be configured as ‘automatically approved’, resulting in all transactions of this
type to be approved by default during the generation. This method is also the only method that will
allow the regeneration of the split transactions:

vy EEY-"T"T8 & - Ongoing - Transaction Type

E- Home Tools

u LI:FJ ‘:ﬁ =l pBzEE @ Previous Record

# validate
MNew Save Save and Save and New i Open Related View @ Mext Record Close
v Close v ) cancel Record v
Records Creation Save Edit Open Related Record Records Navigation Close -~

Transaction Type

Description: Ongoing Income/Expense: | Income -
Short Description: | Ongoing External Code:

System Type: No Category: On-going -

+ | Auto Approve Default Unit Cost: RO,00

2. Approve transactions individually. This can be done by the Recipient or Administrator by selecting one
or more transactions from the Recipient detail view. This option is normally used in combination with
option one where new business type transactions will be approved using this method and the on-
going transaction types will be auto-approved.

152 |Page



Teessen Consulting
TC Insure-IV Suite Win User Guide V11.22204.2320.0

Home  Toobs

[ @ & v9 v & 5 B ¢4 0 ©

New Save Saveand SaveandMew Validate Cancel = Generate | OpenRelated CreateExpemse Generate  Refresh Showin  Previous NextRecord  Close
v lose v Targets Record  Transactons Statement v Report ¥
Records Creation save Edit Record Edit Open Related Record view Records Navigation | Close

& RecpientDetal | [ Tax Details | [5] Competence Registers

Contact: Flinstone Fred {F.J.) - | Active
Account Code: ADVAS001 Recipient Type: Invoice. e
s Broker House Broker House: XYZBrokers | -
Payroll Number:
| Receive Commission Default Commission: 80.00% <
Book Value: RO,00

Date Added: 2008/01/01 -] Balance: Re4 745,56
PDRating: | LastStatementDate: 2016/02/17 -
Comment:
5] Contracts | [ Templates | ¥ Retenton Polcies | @ Expenses | I Toroets | & Accounts | @ Transactons | [ Statements
[ Move Transaction s @ -0 Y B- 8-

Transaction Date Description a |Reference Transaction Type Vat Due Amount Due Approved
Y= abe abe = = = = =

2016/10/21 Advance Advance Advance RO,00 -R20 000,00 7]
» | 2019/06/12 Commission (AIG) Loubser Juandre (1.6.) (A... New Business R1976,33 R15092,36

2019/06/12 Commission (AIG) Fourie Anneke (A.) (AIG9... Short term monthly R88,27 R718,76

2019/06/12 Commission (AIG) Visser 5 (5.H.1) (AIG3854... Renewal Commission (amn. R141,28 R1150,42

2019/06/12 Commission (AIG) Venter Wilem (W.) (AIGS... Short term monthly R36,05 R293,54

2019/06/12 Commission (AIG) BLrger Hettie (H.) (AIG95... short term monthly R3481 R283,4

2019/06/12 Commission (AIG) Hamman Pieter (P.).) (AL New Business R584,56 R4759,95

2019/06/12 Commission (AIG) Vermaas Neel (C.J) (AIGS... New Business RS, 74 R5502,%6

2019/06/12 Commission (AIG) Samodien M (M.S.) (AIG9... Renewal Commission (Ann. R297,42 R2421,81

2019/06/12 Commission (AIG) Dettmer Gerhard (6.) (AL hort term monthly Ro4,01 R765,54

019611 moission (AIG) e Vaner Hend (416 ( Benews Commission (A 2974 242181

3. You are also able to approve individual transactions on the Commission Statement. Double click any
transaction to display the split rule:

Home Tools
T =l X p - .
Validate 4 Previous Record
(] E R @ v a 5 °
New Save Saveand Save and New Cancel Open Related View @ NextRecord Close
e Close s {) % Record S a
Records Creation Save Edit Open Related Record Records Navigation Close -
Transaction Date: | ENpE = Transaction Type: | Short term monthly
Broker: Alleman Jan (1.) (P4521) Amount (Exd VAT): R329,91
Contract: Hoffman Gerhard (G.1.) (AIG - AIG985474) VAT: R46,19
Comment: Amount: R376,10
Market Value: RO,00 Processed Is Split Correct
Contribution: R0O,00
Message:
UE' Transactions
€<z ocovm- -
Transactio... |Recpient |Descri.. & |Reference Transaction... | Percentage ... | Amount Indude ... |VAT Total Approved
b 2019/06/12 XYZBrok... Commissi... Hoffman Gerhard (G.].... Shortterm ... 30.00% R98,97 v R13,86 R112,83
2019/06/12 | Alleman ... Commissi... Hoffman Gerhard (G.J.... |Short term ... 70.00% RZ230,94 o R32,33| R263,27
SUM=R.... SUM=... SUM=R...
User:ElsabeV

4. The fourth method is a batch method that will approve all the split transactions per commission
statement:
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v kel f B) g Qo & o
New  Clone. Save Saveand SaveandNew  Vaidate Cancel  1.Import 2. Calculate 3.Procesdl 4. Approve | Approve Open Related Refresh Automated Showin  Previous NextRecord  Close
Close v Transactions ~ Fees Splits | Transactions [Btatement Process v ReportV | Record
Records Creation Save Edit Record Edi Cpen Related Record View Records Navigation  Close:
Broker House: XVZ Brokers -| statementType: Commission statement
Product Provider: AIG -| status Processed
Brokerhouse Contract: XYZ Brokers (P102) - | Transactions Not Imparted: ]
Statement Date: 2019/06/12 - | Total Market Value: R0,00
Reference: G Amount (sxd VAT): RE3 620,63
Bank Statement Amount: R75527,52 - | Number OF Transactions: o o E ES06:8
Date Captured: 2019/06/28 Captured By: Elscbey Amounts R72523,52
Date Processed: 2019/06/26 - | Date Approved:
[8] Statement Entries | [5] statement Fies
X % B 00 Y B~ 1B-
Transaction Date Broker Contract Comment status Transaction Type Category Amount (Exd V... [VAT Amount Market Value Processed Approved
¥ = = = abe = = = = = "
2019/06/12 Fiinstone Fred (F.J.) (.. |Loubser Juandre (1B.)... Juandre Loubser Active New Business 15t Year commission R17645,79 R2 470,41 R20 116,20 RO,00
» |2013/06/12 Aleman Jan (1.) (P4521) Hoffman Gerhard (G.1.... Gerhard Hoffman Active Short termmonthly  Short term monthly R329,91 R46,19 R376,10 R0,00
2019/06/12 Aleman Jan (1.) (P4521) Maree Shaun (5.) (ATG... ShaunMares Active Short termmonthly  Short term monthly R585,23 R83,33 RET8, 56 R0,00
2019/06/12 Flinstone Fred (F.1.) (. Fourie Ameke (A.) (AL.. Anneke Fourie Active Short term monthly  Short term monthly R788,11 R110,34 R85 45 R0,00
2019/06/12 Flinstone Fred (F.J.) (. van Dyk Johannes (1F... Johannes van Dyk Active Renewal Commission (.. 2nd Year commission R1507,51 R211,05 R1718,5 R0,00
2019/06/12 Alleman Jan (2.) (P4521) | Botha Johaghum (2.M.... | Johaghium Botha Active Renewal Commission (.. | 2nd Year commission R1505,58 R210,78 R1716,36 RO,00
2019/06/12 Flinstone Fred (F.1.) (. Vermaas Neel (C.J) (AL... Neel Vermaas Active New Business Ist Year commission R6033,38 R%4,58 R6 875,07 R0,00
2019/06/12 Alleman Jan (1.) (P4521) Beukes Chrs (C.) (AIG... Christiaan Beukes Active Short term monthly  Short term monthly R56,38 7,89 R54,27 R0,00
2019/06/12 Fiinstone Fred (F.J.) (.. |Hamman Pieter (P.3.) ... Petrus Hamman Active New Business 15t Year commission R5219,25 R730,70 R5949,95 RO,00
2019/06/12 Alleman Jan (1.) (Pa521) van Wyk Leon (L) {AL.. Leon van Wyk active Short termmonthly  Short term monthly R788, 11 R110,34 Ra98,45 R0,00
2019/06/12 Aleman Jan (1.) (P4521) Snyman A (AM.) (AIG... ASnyman Active Renewal Commission (.. 2nd Year commission R2 465,08 R345, 11 R2810,18 R0,00
2019/06/12 Alleman Jan (1.) (P4521) Burrows Corne (C.) (... Corne Burrows Active Renewal Commission (... 2nd Year commission R1505,58 R210,78 R1716,36 R0,00
2019/06/12 Aleman Jan (1.) (P4521) LOURENS C (C.) (AIG -... C Lourens Active Short term monthly  Short term monthly 174,61 R24,45 R199,06 R0,00
2019/06/12 Alleman Jan (1.) (Pa521) Beets Mari (M.) (AIG - .. Mari Beets active New Business 15t Year commission R17519,70 R2452,76  RI1997246 R0,00
2019/06/12 Alleman Jan (1.) (P4521) van Niekerk Pieter (P.)... Fister van Niskerk Active Short term monthly  Short term monthly R680,76 R25,31 R776,07 R0,00

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

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

This transaction will now also display with a blue background.

[8] Statement Entries | [Z] statement Fies
0- X 4ag )@ Y @~ &-
Transaction Date Broker Contract Comment Status Transaction Type Category Amount (Exd V Amount Market Vaiue |1 Split Correct | Processed Approved
T = = = abe = = = = = = = 0 0
Click here to add a new row
+ 2017/03/01 Ghbbs Abby (2.) (FIRM... Gibbs Abby (A.) PO13... EOH Security and Buidin... Active Lapse Lapse 325,48 455,91 R3712,39 R0,00 5 v
2017/03/01 Gbbs Abby (A.) (FIRM... Gibbs Abby (A) PO14.. |EOH Security &Buiding ... Active Shart term Unknawn R1018,76 R142,77 R1162,53 R0,00 v v
3/01 Gibbs Abby (A.) (FIRM... Gibbs Abby (A.) P014... African Dynamics Invest... No case info found Short term Unknown R315,51 R44,17 R359,68 R0,00
3/01 Gbbs Abby (A.) (FIRM... Gbbs Abby (A.) P013... EOH Security and Buidin... Active Short term Unknown R2470,48 R3459,33  RI8 168,82 R0,00 5 v
2017/03/01 Ghbs Abby (A.) (FIRM... Gibbs Abby (&) PO14...  African Dynamics Invest .. Active Short term Unknown R301,76 R42,25 344,01 R0,00 5 v
2017/03/01 Gbs Abby (A.) (FIRM... Gibbs Abby (A.) PD14.. African Dynamics Invest... No case info found Short term Unknown R257,76 R36,09 R253,85 R0,00

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

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

KaoA

1. Import
Transactions

=]

Fees

Splits

Record Edit

Il:__-\.l

2. Calculate 3. Process 4. Approve 5. Approve
Transactions

Statement
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Manual Process

You may receive commission statements in formats which cannot be directly imported into the application,
e.g., pdf.

There are a few options on how to process these statements:

e Capture manually
e  Clone previously captured statement
e  Create an Excel- or csv file for import

When cloning or manually capturing a statement, the initial process will be different than with importing.

Select to clone a previously captured statement.

Tools
¢ =] == & :
= AZ] g a (
B v Ko § 3 = @ B X
Save Saveand SaveandNew = Validste Cancel = 1.Import 2, Calculate 3.Process 4. Approve 5. Approve Open Related Refresh Automated Showin | Previous MextRecord = Close
Close v Transactions Fees Splits  Transactions Statement Record Process ¥ Report¥ = Record
Records Creation Save Edit Record Edit Open Related Record View Records Navigation Close

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

Home Tools
(% @@ @ v9 o 5 @ g @
New Clone.. | Save Saveand SaveandNew  Vaidate Cancsl L Import 2. Calciate 3.Process 4, Approve 5. Approve Open Related Refresh Automated Showin | Previous NextRecord — Cose
- N N Transactions Fees Splits Transactions Statement Record Process ¥ Report v Record
Records Creation Save Edit Record Edit Open Related Record View Records Navigation Close
Broker House: 2 Brokers tx - | Statement Type: Commission statement
Product Provider: AIG - | Status: Open
Brokerhouse Contract: |XYZ Brokers (P102) -] Transactions Not Imported: 0
fStatement Date: ~ | fTotal Market Value: RO,00
Reference: Jamount (Exd VAT): R63620,63
ark statement Amount: RO,00 | Number Of Transactions: o | R 906.89
T T L e 3 AR}
Date Processed: ~ Date Approved:
8] statement Entries | [5] Statement Fies
0- X = Q@ Y|~ -
Transaction Date Broker Contract Comment Status Transaction Type Category | Amount (Exd V VAT Amount Market Value Is Split Correct | Processed Approved
T = = = abe = = = = = = = 0 0 0
Ciick here to add a new ran
» Flinstone Fred (F.1.) (. Loubser Juandre (18.)... Juandre Loubser Active New Business 1st Year commission R17645,79 R24741  R20116,20 R0,00
Aleman Jan (1.) (P4521) | Hoffinan Gerhard (5. ... Gerhard Hoffinan Active Short term monthly  Short term monthly R328,91 Rd6,19 R376,10 R0,00
Alleman Jan {3.) (P4521)  Maree Shaun (3.) (AIG... |Shaun Maree Active Short term monthly Short term monthly R585,23 83,33 RE78,56 RO,00
Flinstone Fred (F.J. Fourie Anneke (A.) (AL.. Anneke Fourie Active Short term monthly Short term monthly R788,11 R110,34 RB898,45 RO,00
Flinstone Fred (F.J. wvan Dyk Johannes (J.F .. Johannes van Dyk Active Renewal Commission (... 2nd Year commission R1507,51 R211,05 R1718,56 RO,00
Alleman Jan (3. '4521) | Botha Johaghum (1.M. Johaghium Botha Active Renewal Commission (... 2nd Year commission R1505,58 R210,78 R1716,36 RO,00
Flinstone Fred (F.J. Vermaas Neel (C.J) (AL... Neel Vermaas Active New Business 1st Year commission R6 033,39 R844,68 R6 878,07 RO,00
Alleman Jan (3. 4521) | Beukes Chris (C. Christiaan Beukes Active Short term monthly Short term monthly 56,38 R7,89 R64,27 RO,00
Flinstone Fred (F.J. Hamman Pieter (P..) (... Petrus Hamman Active New Business 1st Year commission RS5 219,25 R730,70 R5949,35 RO,00
Alleman Jan (3. (AI... Leon van Wyk Active Short term monthly Short term monthly R788,11 R110,34 R898,45 RO,00
G... ASnyman Active Renewal Commission (...  2nd Year commission R2 465,08 R345,11 R2810,19 RO,00
(A... CorneBurrows Active Renewal Commission (... 2nd Year commission R1505,58 R210,78 R1716,36 RO,00
G C Lourens Active Short term monthly Short term monthly R174,61 R24,45 R199,06 RO,00
Alleman Jan (3.) (P4521) Beets Mari (M.) (AIG - ... Mari Beets Active New Business 1st Year commission R17 518,70 R2452,76 R19 972,46 RO,00

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

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

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

When you clone or manually capture a statement, the commission file will not be automatically saved on
the processed statement.
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Select New on the Statement Files tab to add the original file as well as link this statement to the bank
statement transactions.

[ I X J

New (Ctrl+N)

[8] Statement Entries | []

@9 Y & -

New Commission Statement File

2 -

Recipient Month-End Process

Expenses

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

months.

Recurring expenses will be captured on the Expenses tab.

Recurring Expenses

Navigation Box

Commission

[ Template

[&] Commission Contract

] Commission Statement

[#) Bank Statement Transaction
[E} statement Payment Batch
@ Batch

> g Configuration

(@ tmpart Process

& Contact Management
[s] Commission

T Financials

@ O X

Back Fornard New Delete  Generate

Targets
Views History Navigation | Records Creation | Edit | Record Edit

Contact

Advice Group - Coastal
BBL Braker Group
Block Tom (T.)

De Koker Jan (1)
Gerber Ralf (R.)

Kinnear Fanie (F.)

Money Management Pty {Ltd)

Teessen Pieter (P.G.)
Venter Jan (1.)
Wiimett Peter (P 1)
Wimott peter (7 1)

Open Related JCreate Expense _Generate

Transactions  Statement

Drag a column header here to group by that column

a | client umber Reference Number

abe e

ALGODDD0D3

ALGODD0DD1
PGTS56677
PGTSS6677

View

Date Added

20140101
011/09/01
2016/06/28
2013/01/01
01200101
2015/01/01
2011/09/01
013/05/01
2013/01/01
2012/09/01
D11/13)01

Records Navigation

Account Code

e

1

ALGO000003-3

4

Fiters

s Broker H.

v a i Texttosearch...  Search

Refresh  Previous NextRecord  Save New

Ful Text Search

Broker House

BBL Broker Group
Money Manage.
BBL Broker Group
Advice Group -
Money Manage.

Money Manage.

BBL Eroker Group
Money Manage
Money Manage

Money Manage.

K MR EREREE

Redpient Type

Tnvoice
Invoice
Invoice
Tnvoice
Payrol

Invoice
Tvoice
Invoice
Invoice
Tvoice

Invoice

K MR R E R R E

Last Statement Date

019/07/04

2019/06/27
019/07/19
2015/03/04
15/03/29
M16/10/04

219/07/04
114/09/18

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

ceEE-C"RO -

E- Home

Records Creation

Comment:

L@ Transactions

User:ElsabeV

New Clone... Save

0-%-|X

Transactio Redpi

Tools

(% @@ @

Saveand Save and New

Close

Save

Bank Reference: | July 2019 Expenses
Batch Date: 2019/07/30

2 ¢ B
Description

July 2019 Expen:

v 9 &

Validate Cancel =~ Approve Un-Approve

Edit Record Edit
~ | Batch Total:
Y |- 8-
a |Refer

View

Approved

Transaction

Refresh

T 4 ]
Previous MextRecord
Record

Records Mavigation

Amount | Indude

SUM=...

Close

Close

Total

. SUM=.
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This action uses the active expense definitions on the recipient record to generate transactions for the
recipient. Expenses are unique per batch and the user determines the timing and frequency of deduction of
these expenses. This is normally an action that will be performed once a month.

Note that once-off journal entries (Expense/Ad hoc income) can also be captured as a Batch entry.
The batch needs to be approved before the recipient statement can be finalized.

Use the Batch icon on the Navigation Pane and select the relevant batch:

QO (% X <4 (RN I I ¢

Text to search... Search
Back Forward New Clone Delet= | Approve Un-Approve = Refresh  Previous NextRecord = Save New
v v v Filter
Views History Navigation Records Creation Edit Record Edit View Records Navigation Filters Full Text Search N
. N Bank Reference Batch Date v |Approved Batch Total
Navigation X — —
T et = 0 =
- »
Commission July 2019 Expenses 2019/07/30 -R1 150,00
BNK234 R114,00
Commission Dashboard
PT20150316 RO,00]
& redpient Home Tools
PGT201503 — RO,00]
[ Recpient Statement T =] _
PT20150212 =l I§ RO,00]
[ Template -
= PGT88585 RO,00]
5] Commission Contract — New  Clone... Save Saveand SaveandMew  Vaidate Cancel =~ Approve Un-Approve = Refresh | Previous NextRecord — Close 0.0
Commission Statement s v Close - Record g
[8) Bank Statement Transaction PGT758585 Records Creation Save Edit Record Edit View Records Navigation Close A RO,00
p DDF 435345 RO,00|
3 Approved
paTese Bank Reference: | July 2019 Expenses PPt 0,00
fp— Batch Date: 2019/07/30 | Batch Total: 1 150,00 130,00
rﬁ Import Process BNK20140115 Comment: R0,00
PT00345 @ Transactions RO,00]
PT200815 RO,00|
COM20130731 O-% - X L @ ¥ B - B - RO,00]
Transaction Date Recipient Description 4 [Reference Transaction Type: Amount Indude VAT VAT Total Approved
» 2019/07/30 Gerber Ralf (R) Monthiy pre paid support | PT002 IT Fees - Monthly -R500,00 - A75,00 -R575,00
& Contact Management 2019/07/30 Gerber Ralf (R.) | Software Usage per user | PTO01 Software License Fees RS00,00 - R75,00 -R575,00
. 0 0
s Commission
P . SUM=-R1000,00 SUM=R150,00 SUM=-RL1 150,00
< Financials
& Asset Register ———

[z Administratinn

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

Batch entries / Journals

Journal entries may occur during the month or with month-end process, e.g., Reserve Account allocation,
Advance Payments or Ad-Hoc expenses, which must be posted against a Recipient before final payment.
These journal entries can now be imported via the Batch Importer process.

Please make sure you have to proper User Permission rights to import batch transactions.

Q ® X = da < Q@ 7
Texttosearch..  Search|
Back Forward New Clone.. | Delete | AutoPopulate Export Impart Open Related Refiesh | Previous NextRecord | Save New
v - Properties  Map  Map Record Record Fiter
Views History Navigation | Records Creation | Edit Record Edit OpenRelatedRecord | View | RecordsNevigation | Fiters Full Text Search
- Map Name = [Map Type Map Reference Header Row Count | Impart To Temp Tables |Has Column Headers | 1s Active
N; ti '
7
2vigEron T e o = u - 5
—
Administration +lf Ad Hoc Expenses TClmportinterface. TransactionBatchimporter, TCL 0 v
. Alan Gray TCImpartinterface. Commissionimporter, TCIMpOrtL 33 - v
> & Compliance -
g " Allan Gray Market Value TClmportinterface, Commissionlmporter, TCImportl 33 Z 5
Contact Category
B contatT altrisk AR - Correct TCCommspitimport. Commissionimporter, TCComm.. 1 v
ontact Type
p—— altrisk AR (HFM) TCCommSpitimport.Commissionlmporter, TCComm. 1 2 2
= Cantribution Frequency
© counny Bankstatement TCImportinterface Sankstatementimporter, TCImp. 0 - v
8 Deparment Contact Importer -Test TCImportinterface Contactimprter, TCImportinte 0 7
5 coaumentType Contact Importer Test 2 TCImportinterface. Contactimporter, TCImportinte... 0 7
> @ Enai Coronation TCCommSpitimport. Commissionlmporter, TCComm... PTOO1 0 12 2
&8 Ethnic Group Discovery Life TCImportinterface Commissionimporter, TCIMportr. 0 v v
« 2 Import Exzort Echelon TCImportinterface Commissionimporter, TCImportL 0
Echelon short Term TCCommspitimport. Commissionimporter, TCComm.. 15 v
- General Commission Import Map TCCommSpitimport.Commissionlmporter 0 12
£ Import status Keyhealth TCCommSpiitimport, Commissionimporter s -
> @ k1 Libberty Med TCCommSplitimport. Commissionlmporter 10 v
H3 Language Type Map with Expression T tTaskimporter, T it 0
— Map1 TCCommSplitimport. CommissionContractimporter, 0
& Contact Management Momentum - Excel TCCommspitimport.Commissionimporter, TCComm. 7 -
My Commission Contracts TCCommSpitimport. CommissionContractimporter, 0
[/ Commission My Contacts TCCommSpitimport, Contactimporter, TCCommspit o
= MyNewTasks T t TaskImporter, T it 0
Financials " i
OMFees TCCommSpitimport. CommissionImporter, TCComm... | Adviceworx OM Fees 0 -
& Asset Register Recpient Importer TCCommSpitimpor . Recipientimporter, TCCommSpl 0
Skybound TCCommspitimport. Commissionimporter, TCComm. 0
(o Administral Test TCCommSpiitimport. Contactimporter, TCCommSpit. 0 &
W Reports Transaction Import TCImportinterface Transactionimporter, TCImport. 0
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Select ‘New’ to create a new importer map using TCCommSPlit.Batchimporter, TCCommSplitimport Map
Type

e B@ & Xv9 = ¢ o O
New Clone... Save Saveand SaveandNew Delete Validate Cancel —Auto Populate Open Related Refresh  Previous NextRecord Close
- N Properties Record Recort
Records Creation Save Edit Record Edit Open Related Record View Records Navigation Close
Map Details | File Culture
Map Name: Map Type: TCImportinterface. TransactionBatchImporter, TCImportinterface
Header Row Count: 0 7| Internal Processor: Excel
| Has Column Headers Map Reference:
| Generate Error File Is Active
] Validate On Import Specification:
Import To Temp Tables
Populate Column Headers
[E] Properties | configuration Properties
O X B0 Y @B |&-
Property Name Data Type Required Property Type Source Destination Index < | Column Header Name: Error Message
» | TRANSACTION DATE DATE v Excel XML Column Property 1
ACCOUNT CODE STRING V| Excel XML Column Property 2
DESCRIPTION STRING Excel XML Column Property 3
REFERENCE STRING v Excel XML Column Property 4
TRANSACTION TYPE STRING | Excel XML Column Property 5
AMOUNT DECIMAL v Excel XML Column Property 6
VAT DECIMAL Excel XML Column Property 7

Property name Description Required

Transaction Date Transaction date as per source file @
Account code The unique code used on a Recipient record (]
Description Transaction description @
Reference Payment or transaction reference ()
Transaction type Select the type from drop-down menu &
Amount (excl VAT) The Importer requires an amount excluding VAT. (]

VAT Specify the VAT if this transaction requires it.

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

Home  View  Took
Q0 (% X4 ¢ CO0 O Y
o - Text to search. Search
Back Forward New  Clone. Delete  Approve Un-Approve = Refresh | Previous NextRecord = Save New
v v v Filter
Views History Navigation Records Creation Edit Record Edit View Records Navigation Filters Full Text Search -
e Bank Reference Batch Date ~ [approved Batch Total
x X
avigation  * = = = =
Commission »  July 2019 Expenses 2019/07/30 -R1 150,00
- Fe— BNK234 2015/04/13 R114,00
ommission Dashboar
a 2 N PT20150316 2015/03/16 RO,00
ecient
\@ REE;EH( Statement PGT201503 2015/03/04 RO,00
Q Temglate PT20150212 2015/02/12 RO,00
Ia Commission Contract PGTB8585 2015/01/22 RO,00
Commission Statement PGT9898 2014/11/13 RO,00
8] BankStatement Transaction PaT7E353S 014/10/14 R0,00
DDF435345 2014/09/18 RO,00
PGT339 2014/0315 RO,00
T onnguratol EXP32332 2014/09/02 R1490,00
Q Import Process BNK20140115 2014/01/15 RO,00
PTO0345 2013/10/07 RO,00
PT200815 2013/08/29 RO,00
COM20130731 2013/07/31 RO,00
& Contact Management
(] Commission
& Finandials

Select the General Import File on the Tools menu.

E- Home Viewr Tools

&1z 0O ¥ & &

General Import Handle Synchronise Help Resources Reset View Show Workflow
mport File Wransaction Batch Loafile ~ Settings Instances

Tools
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Follow the Wizard to import the batch entries.

You can approve this batch now or you can select to open the batch and approve individual transactions.

- Home  View  Took
Q0 1% X|4 4|0 © 7 ... -
Back Forward New Clone... Delete [ Approve Un-Approve ll Refresh  Previous NextRecord — Save New
N - N Record Filter
Views History Navigation | Records Creation Edit Record Edit View Records Navigation Filters Full Text Search 2
N . t . . Bank Reference Batch Date v | Approved Batch Total
L
avigatan T o = . =
P » July 2019 Expenses. 2018/07/30 -R1 150,00
Commission v s L
BNK234 2015/04/13 R114,00
Commission Dashboard
PT20150316 2015/03/16 R0,00
& Recpent
PGT201503 2015/03/04 RO,00
[18 Recpient Statement
QT lote PT20150212 2015/02/12 RO,00
empla
] comisson Contract PaTEBSES 215/01/22 ®0,00
E Commission Statement PGT9898 2014/13/13 RO,00
(8] Bank Statement Transaction FRTTE6555 D13/10/1% R0,00
[ statement Payment Batch DDF43sa4s 2014/09/18 R0,00
@ Batch PGTS53 2014/09/15 0,00
> \'u Configuration EXP32332 2014/09/02 -R1420,00
Q Import Process BNK20140115 2014/01/15 RO,00
PT00345 2013/10/07 RO,00
PT200815 2013/08/29 RO,00
CoMa0130731 2130731 ®0,00
& Contact Management
[s] Commission
% Financials

Open batch to approve individual transactions.

Home Tools

New Clone... Save Saveand SaveandMNew  Validate Cancel = Approve Un-Approve  Refresh  Previous NextRecord Cloze

v ~ Close v Record

Records Creation Save Edit Record Edit Wiew Records Navigation Close -~
Bank Reference: | July 2019 Expenses Approved
Batch Date: 2018/07/30 ~ | Batch Total: 1 150,00
Comment:

La Transactions

(- & - X J\y@?@vlé-
Transaction Date Redpient Description & |Reference Transaction Type Amount Indude VAT VAT Total Approved
» | 2018/07/30 Gerber Ralf (R.) Monthly pre paid support | PT002 IT Fees - Monthly 500,00 v -R75,00 R575,00
2019/07/30 Gerber Ralf (R.)  Software Usage per user  FTO01 Software License Fees -R.500,00 v -R75,00 R575,00
] ]
SUM=-R1000,00 5UM=-R150,00 SUM=-R1 150,00

User:ElsabeV

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

[Z] Contracts | [# Templates | @ Retention Polices | (@ Expenses | 4] Targets | 57 Accounts IE ' i Statements
BMoveTronsaction i@ & 5 @ @ ¥ B - (8 -
Transaction Date ~ | Description Reference Transaction Type Vat Due Amaunt Due Appraved
T = abc abc — — — "
— =
2019/07/30 Softnare Usage per user PTO01 Softiare License Fees R75,00 R575,00
2019/07/30 Manthly pre paid support PT002 IT Fees - Monthly -R75,00 -R575,00
— = =
+2019/06/12 Commission (Discovery LRGN New Business R0,00 R9 57131 -
2015/10/04 Commission (COR20161004) Trethewey Mark (M R) (56780) Trailer Fee R0,00 R0,31
2016/10/04 Commission (COR20161004) Louw Lesle (L A) (53260) Traier Fee R0,00 R18,13
015/10/4 mmission (CORIN1A10NE) Louus L eslie (1 A) (53060 Traier F enno 218 1
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Recipient Statement

The commission statement represents the inflows/income part of the process and the recipient statement
represents the outflows/expense part of the process. The recipient statement is a collection of approved

commission-, retention rules, expense- and tax transactions that are combined on a statement

representing a payment transaction to the recipient.

You have 2 options when generating the recipient statement:

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

statement

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

Generate Recipient Statement

Navigaticn % > || Dragacolumn header here to group by that coumn

=
Q X e
Back Forward New Delet=  Generste  OpenRelated Create Expensd
v v Targets Record

Views History Navigation | Records Creation | Edit | Record Edit Open Related Rec

o

Refresh | Frevious NextRecord = Saf
2 i

[@ Generate Statement WITHOUT Retention
[ Generste Statement WITH Retention

[ Generate Guarantee Transaction

b

Texttosearch..  Search

Full Text Search

Broker House  |Receive C

Redpient Type

Last Statement D:

2

BBL Broker Group

Tnvoice

Commission Statement

8] Bank Statement Transaction
[} statement Payment Batch
@ Batch

Kinear Fanie (F.)
Maniey Management Pty (Ltd)

Teessen Pieter (P.G.)

Contact 4 | Client Number
Commission v = abe
Commission Dashboard » iadvice Group - Coastal
& Rrecpient BBL Broker Group
[ Redpient Statement Block Tom (T.)
[ Template De Koker Jan (1.)
5] commission Contract Gerber Ralf (R.) ALGOD00003

Venter Jan (1.) ALGOD0OO L
» kg Configuration
= < Wimott Peter (P J) PGT556677
[ Tmport Process
Wimott Peter (P 1) PGTS56677

1

ALGO00D003-3

4

Money Manage
BBL Broker Group
Advice Group -
Money Manage

Money Manage

BBL Broker Group
Money Manage
Money Manage

Money Manage

Invoice
Invoice
Tnvaice
payrol
Invoice
Invoice
Tnvaice
Invoice
Invoice

Invoice

2019/07/04

201/06/27
2018/07/19
2015/03/04
2015/01/29
2016/10/04

2019/07/04
2014/09/18

This action will add the approved transactions as well as apply all retention rules (Generate statement with
Retention) on this recipient to a new recipient statement. If a statement for this recipient has not been

approved yet, then the approved transactions will be added to the existing statement.

Transactions with Retention Policy

Once the Recipient Statement has been generated you will notice that the transaction where a retention

policy applies will remain on your Recipient list of Transaction. The Amount Due will change after the

portion of the transaction, which has been identified by the retention rule criteria, has been released for

payment.

The newly generated statement is now on the Statements tab:
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(] E@ & v b 2 C O O
New save Saveand SaveandNew | Validate Cancel  Generate | OpenRelated CresteExpense Generate  Reffesh  Previous NextRecord  Close
- Close - Targets Record  Transactions  Statement
Records Creation Save Edit Record Edit Open Related Record View | RecordsNavigaon | Close
& Recpient Detail | [ Tax Details | [] Competence Registers
Contact: Gerber Ralf (R.) - | Active
Account Code: ALGODDD0D3-3 Reapient Type: Payrol -
Is Broker House Broker House: Money Management Pty (Ltd) | B -
Payrol Number: VIFDO23445
/|Receive Commission Default Commission 0.00% -
Book Value: R9 913 000,00
Date Added: 2012/01/01 " | Balance: R12291,22
DT " | LastStatement Date: | 2019/07/18 -
Comment:
[&] ontracts | [ Templates | g2 Retention Poiides | @& Expenses | ] Targets | =/ Accounts | @ Transactions
X & B~ @ @ [Aems -l Y BB -
Statement Number Statement Date Amount VAT Total Taxable Income | Tax Amount Expense Approved 4 |Payment Date Payment Reference Advance Amount
T b = = = = = = = 0 = ane = -
b STM-EVX201907-5 2019/07/19 RI06,53 R0,00 R906,53 R06,53 R135,98 R0,00 RO,00
STMAEVX201807-4 N18/07/15 R4 250,001 RD,00 R4 250,00 R5000,00 R750,00 R750,00 v R0,00
STM-ADIM201209-3 012/09/12 R286,58 R0,00 R2865,58 R286,58 R42,99 R0,00 v 012/02/15 PTOO0L R0,00
STM-ADM201305-4 213/05/24 R186 332,57 RO00  RIS6332,07)  R21921525 RI2EEZZ RI2EEL v 2013/05/25 PTO02 R0,00
STM-ADM201404-10 0140403 AS10,56 -R420,00 R930,36 R2928,78 439,24 7343324 v 2015/03/16 PAY20150312 R0,00
STM-ADM201309-6 213/09/18 R360,05 R0,00 R360,05 R423,58 RE3,54 63,54 v 15/03/16 PAY20150312 RO,00
STM-ADM201410-19 D1410/16 243,99 R0,00 248,49 292,34 743,85 43,85 7 2015/02/12 PTS4 R0,00
STM-ADM201308-5 213/08/18 RE23,25 R140,00 R483,25 R1909,70 R285,96 R1286,496 v 2015/03/16 PAY20150312 RO,00
STM-ADM201310-7 013/10/08 R250 770,53 RI4000  R250630,59  R2%6 407,06 R44461,06 4563646 v 2015/03/16 PAY20150312 R0,00
STM-ADIMZ01411-20 214/1113 R751,51 R140,00 R891,51 R292,34 R43,85 R1043,85 v 014/11/14 FFT3523 R0,00
STM-ADM201502-26 N15/02/12 R3 778,48 R140,00 R3635,43 R5621,76 R343,26 R1843,26 v 2019/06/30 Close OFF Statements R0,00
STM-ADMZ01403-16 2014/09/18 R1585,28 -R280,00 R1866,28 R539,91 A8, 49 /2 176,19 v 2015/03/04 PAY123 R0,00
STM-ADM201408-18 014/05/15 R244,05 RD,00 R244,05 R287,11 R43,07 43,07 v 2015/02/12 PTS4 R0,00
STM-ADM201501-23 201501429 R227.22 R0.00 R227.22 R257.32 R40,10 R40.10 " 2015/01/30 Comm201501 RO.00 LT

It might happen that when a statement is generated, the sum of the amounts on the statement is negative.
This is possible if the expenses approved for the statement are more than the actual commission earned.

Approve Recipient Statement
Approve a recipient statement when you are ready to process a payment run. To perform this action for
multiple statements, you need to navigate to the Recipient Statement list view.

Home View Tools
@ : x = E’ e [u Al Statements - \? Text to search. Search
Back Forward Delete | Fay Statemenf Approve | Refrech Automated  Previous NextRecord Save New
~ rocess ¥ Record Fiter
Views Hstory Navigaton  Edit Record Edit view Records Navigation Fiters Full Text Search
NaVigatiOn 3 X Drag a column header here to aroup by that column
Statement Number Recpient Statement Date Amount VAT Total Taxzble Income |Tax Amount | Expense Approved 4 |Payment Date PaymentReference | Advance Amount
Commission T e abe = = = = = = = a = ™ -
Commission Dashboard b STM-EVX201807-5 Gerber Ralf (R.) 2019/07/19 RS06,53 R0,00 RS06,53 R906,53 R135,98 R0,00 R0,00
STM-ADM201409-14 BEL Broker Group 2014/03/03 R8 425,00 RO,00 R8 426,00 RS 425,00 R0,00 RO,00 ] 2015/03/04 PAY123 RO,00
STM-ADM201501-22 BEL Broker Group 2015/01/29 R35,04 R0,00 735,04 R35,04 70,00 R0,00 7 2015/01/30 Comm201501 RD,00
STM-EVX201907-4 Gerber Ralf (R.) 2019/07/19 R4 250,00 RO,00 R4 250,00 RS 000,00 R750,00 750,00 V| RO,00
5] commission Contract STM-ADM201501-21 Money Management P... 2015/01/29 R2 146,83 R300,56 R2447,39 R2 146,83 R0,00 R0,00 7 2015/01/30 Comm201501 R0,00
5] comnission Ststement STM-ADM201501-24 Teessen Pieter (P.G.) 2015/01/29 R4 169,55 R0,00 R4 169,55 R4 169,55 R0,00 R0,00 7 2015/0/30 Comm201501 R0,00
(8] Banis statement Transacten STM-ADM201209-3 Gerber Ralf (R.) 2012/09/12 R286,58 RO,00 R286,58 R285,58 R42,99 RO,00 % 2012/02/15 PTO01 RO,00
% Statement Payment Satch STM-ADM201406-11 BEL Eroker Group 2014/08/09 R350,81 R0,00 R350,81 R350,81 R0,00 R0,00 7 2015/03/16 PAY20150312 R0,00
@ getch STM-ADM201408-13 BEL Broker Group 2014/08/06 R906,00 R0,00 R906,00 R905,00 R0,00 R0,00 7 2015/03/04 PAY123 R0,00
> ] Configuraton STM-EVX201906-1 De Koker Jan (1. 2019/06/27 R12858,78 RO,00 R12858,78 R12858,78 R0,00 RO,00 | 2019/08/30 Close Off statements RO,00
(2 ImportProcess STM-ADM201305-4 Gerber Ralf (R.) 2013/05/24 R185 332,97 RO,00| R18633297 R21921525  R32882,29  R32682,29 7 2013/05/25 PTO02 R0,00
STM-EVX201907-2 BEL Eroker Group 2019/07/04 R30 130,40 RD,00)  R30 130,40 R30130,40 70,00 R0,00 7 219/06/30 Close Off Statements RD,00
STM-ADM201404-10 Gerber Ralf (R.) 2014/04/03 /510,96 R420,00 -R930,96 R2928,28 R439,24  R3439,24 7 201500316 PAY20150312 R0,00
STM-ADM201502-25 BEL Eroker Group 015/02/12 R315,32 RD,00 R315,32 R315,32 R0,00 RO,00 7 016/02/25 COM201602 R0,00
STM-ADM201409-15 WimottPeter ) 2014/09/03 R33200,99 R4697,14  R37898,13  R33550,99 R0,00 R350,00 7 2014/11/20 CoM2342 R0,00

In the event where you have approved a transaction and the transaction should not be paid in this month-
end run, you may delete the transaction from the Recipient Statement which will then unlink the
transaction from the payment process and move it back to the Recipient Transactions tab. This needs to be
done before the approval of the Recipient Statement.
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- v 2 & ¢ )
save Saveand Validate Cancel | Pay Statement Approve Open Related Refresh Automated | Previous NextRecord — Close
Close rocess v | Record
Save Edit Record Edit Open Related Record View Records Mavigation  Close
Recipient: Gerber Ralf (R.) Taxable Income: RS06,53
StatementNumber: | STM-EVX201907-5 Tax Amount: R135,98
Statement Date 2019/07/19 - Expense: R0,00
Statement Vat Number: Advance Amount: RO,00
ot = Amount: RI06,53
Payment Date: ~ | Payment Reference: VAT: RO,00
Payment Batch: Total: R06,53
Message:
@ Sﬁt&mei'ﬁansachuns
X 9 @ |Airtems -l Y B~ B -
Transaction Date Desaription + |Reference Transaction Type Vat Due Amount Due:
T = ane abe = = =
» {2019/08/12 Commission (Discovery) Barth Andreas (A E) (5130087291) New Business R0,00 R906,53

Pay Recipient

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

transactions for the recipient if the recipient has a valid tax directive or any accounts set-up.

Home View Tools
@ x 4 G E{j @ Al Statements - \f
Back Farward Delete WPy Statement foprove | Refresh Automated  Previous MextRecord Save New
v rocess v | Record Fiter
Views History Navigation | Edit Record Edit View Records Navigation Filers
Navigation g x| Dragacolumn header here to group by that column
Statement Number Recipient StatementDate  w | Amount AT Total
Commission T abc abe = = = =
Commission Dashboard »  STMEWX201907-5 Gerber Ralf (R.) 019/07/19 R770,55 RO,00
STM-EVX201907-4 Gerber Ralf R.) 2019/07/19 R4 250,00 RO,00
STMEVX201907-3 WinottPeter (PJ) | 2019/07/04 R114,00 R0,00
STM-EVX201907-2 BEL Broker Group 2019/07/04 R30 130,40 RO,00
Commission Contract STMEVX201806-1 De Koker Jan (1) 2019/06/27 R12858,78 RO,00
Commissien Statement STM-ADM201610-29 Teessen Pieter P.G.) | 2016/10/04 R305,39 R0,00
(8] Bank Statement Transacton STM-ADM201507-28 BAL Broker Group 2016/07/28 R105,11 RO,00
% g?ﬁme”( Payment Batch STM-ADM201503-27 Kinnear Fanie (F.) 2015/03/04 R424,26 R0,00
o STM-ADM201502-26 Gerber Ralf R.) 215/02/12 R3 778,49 R140,00
> £ Confiuraton STM-ADM201502-25 BBL Broker Group 015/02/12 R315,32 R0,00
(2 Importprocess STM-ADM201501-24 Teessen Pieter (P.G.) | 2015/01/29 R4 169,55 RO,00
STM-ADM201501-23 Gerber Ralf (R.) 015/01/29 227,22 R0,00
STM-ADM201501-22 BBL Broker Group 2015/01/29 R35,04) RO,00
STM-ADM201501-21 Money Management P_.. 2015/01/29 R2 146,83 R300,56
STM-ADM201411-20 Gerber Ralf (R.) 01411113 R751,51 R140,00

Text to search...

Search

Full Text Search

R770,55
R4 250,00
R114,00
R30 130,40
R12858,78
R305,39
R10S,11
R424,26
R3633,49
R315,32
R4 169,55
R227,22
R35,04

R2 447,33
R891,51

Taxable Income |Tax Amount | Expense
R906,53 R135,98 R135,98
RS 000,00 R750,00 R750,00
R114,00 R0,00 R0,00.
R30 130,40 RO,00 R0,00
R12858,78 RO,00 R0,00.
R305,3% RO,00 R0,00.
R105,11 R0,00 R0,00.
R1424,26 RO,00 100,00
RS 621,76 RB43,26 R1843,2%6
R315,32 R0,00 R0,00.
R4 169,55 RO,00 R0,00
R267,32 R40,10 40,10
R35,04 RO,00 R0,00.
R2 146,83 R0,00 R0,00.
R292,34 R43,85 R1043,85

Approved

Payment Date

2019/06/30
2019/06/30
2018/06/30
2016/07/26
016/08/12
2016/11/08
2019/06/30
016/02/26
2015/01/30
2015/01/30
2015/01/30
015/01/30
201411114

Payment Reference

abe

Close OFf Statements
Close Off Statements
Close OFf Statements
1235

PP345134
PGT20161108

Close Off Statements
COM201602
Comm201501
Comm201501
Comm201501
Comm201501
FFT3523

Advance Amount

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

This process will calculate the tax to withhold on the income before expenses for this statement as well as

allocate any amounts specified in the Recipient Account to the specific Journals.

Please refer to Commission Recipient Account Management section

Statement Payment Process — O
Payment Batch: |
Journal:
Cancel

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

Create a new Payment Batch.

162 | Page




Teessen Consulting
TC Insure-IV Suite Win User Guide V11.22204.2320.0

Statement Payment Batch

[E- Home  Took

I:' B save K pelete B create PaymentFile '\% @

Save and Close o validate @ Close Batch
New . Open Related View @ Close
v &% save and New + ) cancel @ Finalise Batch Record 4

Records Creation Save Edit Record Edit Open Related Record R Close -
Batch Reference: | Amount: RO,00
Payment Date: | 2019/07/22 - Batch Closed

Payment Transaction Type: |

Payment Type: |

|
|

- | Batch Finalised
|

"B Recipient Statements | & Notes | [5] Documents

B ERRRB-00 N Y EBE-PR-

|5|atemem Mumber ‘Racwpwem

‘.‘\EEUUHICDdE ‘StalememD...lAmuum "v‘AT

|TDIaI |Tax I ‘Expanse |Advanca -

T abe = abe

User:ElsabeV  Updated by: ElsabeV on 2019/07/22 14:0

5:54

Property name

Description

Required

Batch Reference

Payment Date

Payment Transaction Type
Payment Type

Amount

Batch Closed

Batch Finalised

Provide a reference name to identify this Batch
Date transactions should be paid

Transaction type to display on VIP file

Select preferred payment type

Auto calculates as transactions are added
Refer to Payment Batch section

Refer to Payment Batch section

0eee

Select the applicable Journal for account allocations.

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

Statement Payment Batch
Open the Statement Payment Batch in the Navigation Pane to see all Recipient statements added for

payment.

[ InportProcess

Payment Transaction Type: | Commission Payment -
General Payment File -

B Recpient Statements | & Notes | [£] Documents

Payment Type:

[E- Home View  Took
a s D x % 9 ::} e o a [ArPaymentBatches -] [rextto search...  search|
Back Forward New Delete | Close Fialse Open Related Refresh | Previous NextRecord Save New
v v Batch Fiter

Views Hstory Navigation | Records Greation | Edit | RecordEdit | OpenRelatedRecord | View  RecordsNavigation Fiters Full Text Search
Navigati Payment Date ~ | Batch Reference Payment Transaction Type | Amount |Payment Type |Batch Closed |Batch Finalised |Last Updated Updated By

avigaton  #  x - - - =

g e = = = O] O] = e
Commission ) Mjo7s1 2uly 2019 Commission Payment R4 884,57 General Payment Fie =] =] 1307722 Elsabey
2019/05/20 [ x O O 2013/07/04 Elsabey
c Dashboard &R F
R”'"'"'ss“”" i 2016/11/08 O O 16f11/08 Admin
ecpien

B mzm I wieps2| B-  Home  Tools O O 1609112 Admin

[ Tempiate 2016/07/25 [ & save X velete | [ createPayment Fie L:\i ° O O 21607728 Admin

Commisaon Conract 2016/07/25 SaveandClose o Validate | & Close Batch 1 s y O [m] 216/07/26 Admin

New Open Relates view Close
~ & saveandNew ~ %) cancel | & Finalise Batch v @
Records Creation save Edit Record Edit Gpen Related Record R.. | Cose ~
Batch Reference: (s R4 884,57

> kg Configuration Payment Date: 2018/07/31 - Batch Closed

Batch Finaiised

GEER G- 00w Va6

2 Financials
&P Asset Register
(@ Administration

W Reports

[ statement tumber [Redpient  |AccountCode |StatementD... [Amount [vAT  [Total  |[Tax.. = |Expense |Advance
& Contact Management T [obe = o = = = = = = -
8] Commission » |sEvaDI9075 Gerber Ralf (. ALGODDODD33  2019/07/1  R63457 RO00 R63457 RI1ISS R271%  RO,00
STH-EV01907-4 GerberRalf (.. ALGO00O003-3 | 2019/07/19 R4250,00  RD,0D R4250,00 R750,00 R750,00  R0,00

@ Tools User:ElsabeV  Updated by: ElsabeV on 2015/07/22 14:07:55
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Create the Payment File to finalise the payment process. The payment file is now available on the
Document’s tab.

EgES "6 @ - July 2019 - Statement Payment Batch

E- Home Tools

Ll -u‘.‘ﬂ ll:[ﬁ XV )

= cC © O

Mew Save Saveand Saveand Mew | Delete Validate Cancel Create Close  Finalize Open Related Refresh = Previous MextRecord Cloge
v Close v Payment File §Batch  Batch Record Record
Records Creation Save Edit d Edit Open Related Record Wiew Records Mavigation Close s
Batch Reference: July 2015 Amount: R4 834,57
Payment Date: 2019/07/31 - Batch Clozed
Payment Transaction Type: | Commission Payment - Batch Finalised
Payment Type: General Payment File -
"% Recipient Statements =~ & Notes
¢ BER X rEcE 00T @ B-
Title 4 |Reference Date Created |Key Words Document Ty... | Created By Confidentialit... | Category
T abe abe = abe = abe = abe
b July 2018 July 2019 2019/07/22 General Pay... ElsabeV Mone Payment File

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

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

EEEY "6 - July 2019 - Statement Payment Batch

E~ Home Tools

] E 8 & XvH9 BI®C = a0 O B

New Save Saveand SaveandNew  Delete Validate Cancel Create Close Finalise Open Related Refresh | Previous MextRecord Close
¥ Close b Payment Fildl Batch Batch Record Record
Records Creation Save Edit Record Edit Open Related Record View Records Navigation Close -

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

Home View Tools

Qo 1 X|B|l¢eo o 7

Text to search. Search
Back Forward New Delete Post Journal Refresh  Previous MextRecord = Save New
- - Filter
Views History Navigation Records Creation Edit. Record Edit View Records Navigation Filters. Full Text Search
Navigati . Name  |Balance Rearring Last Processed Date
2
avigation *Dmm\ss\un Payable R0,00
Weserve

. .. R120,75
Finandials

+ Journal

&) Account
[} DebitOrder Batch
@ PaymentType
@ Transaction Type
[ Account Type

[ Collection Type

Commission Payment Type
The Commission Payment Type is an application defined type and is used in the payment process of the
recipient statements. Each of the defined types represents an output format used for generating output to

various payment applications. Below is a sample of a standard payment file generated during the payment
process:
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| COMPAY20130731-001.txt - Notep_ e

File Edit Format View Help

TRANSACTIONDATE ,REFERENCE ,ACCOUNTID, ACCOUNTNAME , TRANSACTIONTYPE , DESCRIPTION, AMOUNT VAT, TOTAL L
"2013/07/31","COM20130731", "vIP0023445", "Gerber Ralf (R.)","310/300","commission”,”28658","4012", 32670"
"2013/07,/31","COM20130731", "VIP0023445" , "Gerber Ralf (R.)","310/300","Commission”,"18633297","3069014","21702310"
"H#SEND##E", 21734081

Print, export, and e-mail Recipient Statements

Recipient statements can be printed, exported, or emailed directly from the application using a manual or
automated process.

Automated process
An automated process will be setup by your System Administrator.

Select the relevant automated process to distribute multiple Recipient Statements simultaneously

Home  View  Tooks
Q® X 5 & Cle © ©
. = % Al Stateflents - Texttosearch..  Search
Back Forward Delete  Fay Statement Approve | RefreshfiAomated] Frevious NextRecord Save New
~ process ¥ Record Filter
Views History Navigation | Edit Record Edit [E] Automated Recipient Statement Filters Full Text Search
Navigation ~ # x |°r9achum hesder here togrow S
Statement Number Redpient Statement Date v | Amount VAT Total Taxable Income | Tax Amount | Expense Approved Payment Date Payment Reference | Advance Amount
Commission Y abc abe = = = = = = = =] = abe =
Commission Dashboard STM-EVX201907-5 Gerber Ralf .) 2019/07/19 RT70,55 R0,00 R770,55 RI06,53 R135,98 135,98 " R0,0(
& Recpient STM-EVX201907-4 Gerber Ralf (R.) 2019/07/19 R4 250,00 R0,00 R4 250,00 RS5 000,00 R750,00 R750,00 v R0,0(
STM-EVX201907-3 Wilmott Peter (P J) 2019/07/04 R114,00 RO,00 R114,00 R114,00 RO,00 RO,00 | 2019/06/30 Close Off Statements R0,0(
[ Tempiatz STM-EVX201507-2 BBL Broker Group 013/0704 R30 130,40 RD,00  R30130,40  R30 130,40 RD,00 R0,00 ] 2019/06/30 Close OFf Statements R0,0(
5] commission Contract b STM-EVX201906-1 De Koker Jan (1) 2019/06/27 R12858,78 RO,00 R12858,78 R12858,78 RO,00 RO,00 V] 2019/06/30 Close Off Statements RO,0(
Commission Statement STM-ADM201610-29 Teessen Pieter (P.G.)  2016/10/04 R305,39 RO,00. R305,39 R305,39 RO,00 R0,00 | 2016/07/26 1235 Ro,0(
8] Bank Statement Transacton STM-ADM201607-28 BEL Broker Group 2016/07/28 R105,11 RD,00 R105,11 R105,11 R0,00 RD,00 7 2016/09/12 PP345134 Ro,0(
b statement Payment Batch STM-ADM201503-27 Kinnear Fanie (F.) M015/03/04 R424,26 RO,00 R424,26 R1424,36 RO,00 -R1000,00 % M016/11/08 PGT20161108 Ro,0(
@ tatch STM-ADM201502-26 Gerber Ralf [.) 2015/02/12 R3 778,49 /140,00 R3635,49 R5621,76 R4325  R1843,26 7 2019/06/30 Close OFf Statements R0,0(
> g Configuraton STM-ADM201502-25 BEL Broker Group 2015/02/12 315,32 R0,00 R315,32. R315,32. R0,00 R0,00 7 2016/02/25 coM201602 Ro,0(
(@ mportprocess STM-ADM201501-24 Teessen Pieter (P.G.) | 2015/01/29 R4 169,55 RO,00 R4 169,55 R4 169,55 RO,00 RO,00 | 2015/01/30 Comm201501 Ro,01
STM-ADM201501-23 Gerber Ralf (.) 015/01/29 R227,22 RD,00 R227,22 R267,32 R40,10 R40,10 7 015/01/30 Comm201501 R0,0(
STM-ADM201501-22 B8L Broker Group 2015/01/29 R35,04 R0,00 R35,04 R35,04 R0,00 R0,00 7 2015/01/30 Comm201501 R0,0(
STM-ADM201501-21 Money Management P... 2015/01/29 R2 196,83 R300,56 R2 447,39 R2 146,83 R0,00 70,00 7 2015/01/30 Comm201501 Ro,0(
STM-ADM201411-20 Gerber Ralf (2.) 2014/11/13 AT5L51 R140,00 RE91,51 £292,34 R43,85  RL04385 7 2014/11/14 FFT3523 RO.0

Reset Statements

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

Home

D P &

alciate Handle Help Resources Reset View Show Workflow
tatement i Totals  Logfie v sett Instances

Tools
Recpient: Gerber Ralf (R.) Taxable Income: RS06,53
Statement Number: STM-EVX201907-5 Tax Amount: R135,98
Statement Date: 2019/07/19 - Expense: RO,00
Statement Vat Number: Advance Amount: RO,00
e Paid Amount: R306,53
Payment Date: ~  Payment Reference: VAT: Ro,00
Payment Batch: Total: RS06,53
vessage:
[
X B @ 0 |[vms Y B2 -
Transaction Date Description 4 |Reference Transaction Type VatDue Amount Due
v = e e = = =
» _2019/06/12 Commission (Discovery) Barth Andreas (AE) (5130087291) New Business RO,00 R906,53

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

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

VAT account etc.

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

Commission Transaction Processing

Import

\

Commissicn \

Process

Split Transaction )

Transaction [

T ¢

Product
Provider
Smtement

N

Split Transactica }—l

N

Split Transaction }—J
/

Create Recipient Account

(=)

™
SplitTransaction
MWL A

Pay

gl Payment
File

Accounts are accessible from the Recipient detail view

Post

Account
Resene
Transaction

Accowunt

General Provision
Transaction

] EE & v 9

w B B B ¢ 0 O @

New save saveand SaveandNew  Vaidate Cancel  Generate  OpenRelated CresteExpense Generate  Reffesh  Previous NextRecod  Close
- Close: - Targets Record Transactions  Statement * Recor
Records Creation Save Edit Record Edit Open Related Record View Records Navigation Close &
& RecpientDetail | [ TaxDetails =] Competence Registers
Conttact: | Gerber Ralf (R.) -] Active
Account Code |aLGoooo003-3 | Recpient Type: [Payral I+]
Bank Account: [ [-]
[ 1s Broker House Broker House: [Money Management Pty (Ltd) |52
Payrol Number [viPonz3445 |
Receive Commission Default Commission: | 20.00% [=
Book Value: [ R9813000,00 |
Date Added: [2012/01/01 = e [ R5057,40 |
PD Rating: [ [-] \ Date: 20150212 [~
Comment: [ |
Contracts A Templates {2 Retenton Polices @ Expenses 4] Targets @ Transactions [ Statements
0-XB8/@0 ¥ B-&v
\ Account \ Balance \ Transaction Type | Account Type Monthly Reserve Max Balance \ Last Updated | Updated By
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f (R.) - Commission Account

D EETR x Ez2= I:?‘ @ Previous Record
Save and Close # Validate ) .

wa % saveandNew - %) Cancel Opi:;?:l!gted Vlsw [ Close
Records Creation Save Edit Open Related Record Records Mavigation Close &
Account: | | hd |
Balance: | |
Transaction Type: | |V|
Account Type: |Reserve account | - |
Monthly Reserve: | 0.00%: '%'
Max Balance: | RO,00 '%'

Account

Refer to Account section in this document

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

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

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

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

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

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

Select from a pre-set list of Account Types:

Gerber Ralf (R.) - Commission Account

Tools

=] 5 .
BEE x e I\T—Z‘ @ Previous Record

Save and Close « validate

Mew : COpen Related View A Next Recor Close
- [% Save and New - “") Cancel Record - © nextRecord
Records Creation Save Edit Open Related Record Records Mavigation Cloze (]
Account: Q| | - |
Balance: | |
Transaction Type: | b |

Account Type: Reserve account | -

Monthly Reserve: Reserve account

Commission account
Max Balance: Tax account

Vat account
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The two main areas of the Financial module: Transaction Journals and Accounts/Ledger.

Transactions are captured, generated or imported to a journal before they are posted to the various ledger

accounts.
Account Structure
JOURNAL LEDGER
Read/Write /Delete Read-only
Joumal
Transaction
[DR/CR)
Journal

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

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

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

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

© D

X b B COO 7 .

Back Forward lew  Clone... Delete Post Journal Show Workflow = Refresh Showin  Previous NextRecord — Save New
v ~ A ~ Instances Report Record Filter
Views History Navigation Records Creation Edit Record Edit Wiorkflow View Records Navigation Filters Full Text Search
Navigation < [neme

> Contact Management

> Short Term

> Creditife

> Assurance

> Investment

> MedicalAid

» Funeral

> Commission

v Finandais
Account
Debit Order Batch
PaymentType
Transaction Type
Account Type
Collection Type

> Administration

> Reports

> Tools

b Adjustments
Cash Deposits

File Home Toolks
| ] LI X} o] X o - =] El 2 | @ PreviousRecord .
0% B BE E =0 o 7 A
New Cone.. = Save Saveand SaveandNew Dekte Valdate Cancel = Postlourmal | ShowWorkfow | [ @ NextRecord Close
- - - Instances
Records Creation Save Edit. Record Edit Workflow Records Navigation Close -
Name:* [ [ |Recurring
B RO,00 - | LastProcessed Date:
DR - XGREROO YR
‘Transa(hu | Account |Transactio..|Refer... |Desarption  |Debit Am.|Credt A... [VATT...|Amount Ind... | VAT Totd  [Posted
v = - - o o - - - m = -
o SUM=R_ SUM=R. SUM=R_ SUM=R.
User: ElsabeV

Journal Transaction
PO00CHHE«

= Journal Trar

Fie Home Tools
F B save i B=EE © Previous Record
D . 5’ 5ave and Close ' Validate r. )
Niw Clolle. . Eg el < || e Op?e?:rlzbed \Morbﬂaw \"IE\O\' 0 Mext Record Close
Records Creation Save Edit Open Related Record Records Navigation Close
Detail
Journal:* ‘ - | Transaction Type:* | - |
Account:® ‘ -| Credit Amount: | R0,00 :|
Transaction Date:™ | 2019/06/21 -| Debit Amount: | RO,00 2|
Reference: ‘ | VAT Type: ["] Amount Indude VAT
Description:® ‘ |
VAT: RO,00
Date Captured: 2019/06/21 -
a = Total: RO,00
Captu -
aptured By sabe [Jrosted
Fieldname Description Required
Journal This will default to the selected Journal &
Account Select the Account this transaction applies to (]

Transaction Date

Reference

Description
Date Captured
Captured By

Transaction type

Credit amount

Defaults to current date. Select the relevant date for the transaction.
For recurring batches, the transaction date will automatically adjust

using the month or the day the batch is posted.

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

transaction.

Describe the purpose if this transaction

Defaults to current date. Cannot edit this field.

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

Select from a list of pre-defined transaction types. The transaction

type determines if the transaction is a credit or debit.

Field will become active if a Credit transaction type was selected. This
is the amount the selected account needs to be credited with. The

amount can be inclusive or exclusive of VAT.

©

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

VAT type Determine if VAT is applied or not

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

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

Total Calculated as Credit/Debit amount plus VAT

Posted Indicates whether transaction has already been posted to the Ledger.

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

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

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

Account Structure

Owner Owner
Person/Company Person/Company
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FOOCTHHE+ -

Fle ~Home  Tools
D '. E Eiz Eg j S::i:::e 2 r. © Previous Record

Niw Clolle... Save Sagi::end Save ajd Mew P & Opinegk‘;lshed Wortﬁow \ﬁsw o Next Record Close

Records Creation Save Edit Open Related Record Records Navigation Close -
Account Number: []1s Active

Owner: = o| - | Collection Day: | 17 |
AccountType:® | - | Reference: | |
Bank Account: | -| Journal Balance: RO,00

Emails | | Balance: RO,00

Yat Mumber: Debit Order Amount: RO,00
m‘ Journal Transactions = Contracts

| o mBlo0| T R

|Transacﬁo... - |Ref‘erence |Transact... |Descri|:m'on Debit Am...| Credit A. .. |.~‘-\mount |'u'.~‘-\T Type |VAT Total |Reconciled
T = e = e = = =] = = = (=]
SUM=R.. SUM=R... SUM=R... SUM=R...
User: ElsabeV
Fieldname Description

Owner Select owner of the account from the drop-down menu
Account Type Select from predefined drop-down menu

Bank Account Field will become active depending on Account Type selected. Select bank

account as captured on Client Contact detail view.

Email Capture email address if applicable

Is Active Select if Account is Active

Collection day Select the day on which premium will be collected. This is a compulsory field

and needs to be filled even if no collection will be done.
Reference Enter appropriate reference that will appear on client’s bank statement
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Transactions incorrectly allocated to the Account can be reversed by using the Reverse transaction action.

AccountNumber:  ACC-EVX201907-12 Is Active || Proof Required

Owner:* Abrahams Mark (M.) ~ | Collection Day: 1o
Account Type:® Savings ~  Reference:

Bank Account: Journal Balance: R0.00
Email: = Balance: -R80.59
Vat Number: Debit Order Amount: R80.59

Transactions | Journal Trapsactiogs | Contracts

v %| @ Rloo| 7| @
Transaction Date T Fravrcar T e Description = Debit Amount Credit Amount Amount Indude VAT VAT Type VAT Total Recondiled
7= Reverse Transaction 0 _ _ a _ _ _ a
2019/10/03 STM-EVXX20... | Savings Allocation Reserve (2.5%) R0.00 R23.20 VAT R3.48 R26.68
b 2019/10/03 STM-EVXX20... Savings Allocation Reserve (2.5%) R0.00 R46.88 VAT R7.03 R53.91
2023/03/23 STM-EVXX20... | Savings Allocation Reserve (2.5%) RO.00 R6 775.24 No VAT RO.00 R6775.24
2023/03/29 STM-EVXX20... | Invoice Reverse savings RE 775.24 R0.00 No VAT R0.00 R6 775.24

SUM=R6 775.24 SUM=R& 845.31 SUM=R10.51 = SUM=-R80.59

This action will reverse the selected transaction back to a Journal of your selection.

V | Reverse Transaction Process = (] X
Journal:*® Adjustments v
Journal Balance: R339.86
Transaction Date: * 2023/05/04 v
Debit Transaction Type:* Reverse transaction v
Description: * Amount incorrectly allocated|
Reference: * STM-EVXX201907-9

The reversed transaction will be visible on the specific Account’s Journal Transactions Tab until the Journal
is posted.
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AccountNumber:  ACCEVX201907-12 & s Active [ Proof Required
Owner:* Abrahams Mark (M.) ~_ Collection Day: 13
Account Type:™ Savings ~ | Reference:
Bank Account: Journal Balance: R53.91
Email:* Balance: -R80.59
Vat Number: Debit Order Amount: R80.59
Transactions Contracts |

D[x[ZTWIO 07 & -[Q

Transaction Date Journal Transaction Type Reference Descripton = | Debit Amount Credit Amount VAT Type Amount Indude VAT VAT Posted Total Recondiled ...

¥ = - - o o - - - [ - |a - -

b | 2023/05/04 Adjustme... Reverse transaction ~ STM-EVXX2.. Amountincorrec... R46.88 RO.00 VAT :\ R7.03 \:\ R53.91

a e
SUM=R45.88 SUM=R0.00 SUM=-R7.03
B (X v B O L @
faveandNew | Delete Validate Post Journal | Show Workflow | Refresh Links Showin Next Record Close
Instances v Report v
Ed kflo vie Records N . 1

Task Account Abrahams Mark (M.) (ACC-. Journal | Adjustments - Journal X | N
Name:* Adjustments | Recurring
Balance: -R285.95 Last Processed Date: ol

D|x|m|B|oO|Y | |@

Transaction Date Account Transaction Type Reference Description = Debit Amount Credit Amount VAT Type Amount Indude VAT VAT Total Posted
v|- = - o o - - = ) = = S
b 2023/05/04 "Abrahams ... Reverse transaction  STM-EVXX20... Amountincorrect R46.88 R0.00 VAT - ! R7.03 R5391 [ | |

2018/05/11 Vermaak M... Pro-rata Debit ' Joining Fee R20.00 R0.00 | VAT R2.61 R20.00 | |

2023/01/12 NDLAZI TO... | Adjustment 200704 Testing R0.00 R359.86 | No VAT B R0.00 R359.86 )

a8 E]

Once the Journal has been posted, the reversed transaction will be an entry on the Account Transactions.

AccountNumber:  ACC-EVX201907-12 @ s Active || Proof Required
Owner:* Abrahams Mark (M.) ¥ Collection Day: 13
Account Type:™ Savings v~ | Reference:
Eremrs Journal Balance: R0.00
Emal:* Balance: R26.68
Vat Number: Debit Order Amount: R26.68
Journal Transactions | Contracts |
v% a|lz|B|loo|T| 8@
Transaction Date Reference Transaction Type Description = | Debit Amount Credit Amount Amount Indude VAT VAT Type VAT Total Recondled
T = wc = Al = = (-] = = =
—
1> | 2023/05/04 STM-EVXX20... Reverse transaction Amount incorrect] R46.88 RO.00 | VAT R7.03 R53.91
2019/10/03 STM-EVXX20 Savings Allocation Reserve (2.5%) R0.00 R46.88 - VAT R7.03 R53.91
2023/03/23 "STM-EVXX20... | Savings Allocation "Reserve (2.5%) RO.00 RE 775.24 J "No VAT RO.00T  R6775.24
2019/10/03 STM-EVXX20... ' Savings Allocation Reserve (2.5%) R0.00 R23.20 o VAT R3.48 R26.68 )
2023/03/29 STM-EVXX20... | Invoice Reverse savings R6 775.24 R0.00 B No VAT R0.00 RG 775.24
SUM=R6 822.11 SUM=R5 845.31 SUM=R3.48 = SUM=-R26.68

It is important to note that this reversed amount will not be allocated back to the Recipient’s transactions,

but to a Journal instead.
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Debit Order Collections

You can collect payments from your clients via debit orders processed against their respective bank
accounts.

You need to open an account with a collection house and obtain signed mandates from your clients to
process debit orders.

Debit Order Collection

Debit Account Generate D/O Batch Collection Gateway

Account
Outstanding D/0Instruction
Balance

Debt Order
Batch

Colection

fils

Account
Outstanding

Balance

Jiy

Payment
API

There are two parts in any collection process

e  |[ssuing the instruction
e Handling of non-payments or rejections

Note the Account tab on each policy detail view. Account information for the specific policy needs to be
entered for collection or record keeping.

Detail |§ Account ission

Banking Information

Payment Type:™* o | - |

Invoice To:™ | - |

Debit Order Account: * | - |

Account Balance: Journal Balance:

Only one account is set up per client, but multiple policies can be linked, resulting in only one calculated
premium being collected from the client’s bank account.

The ‘Process Debit” action on each Module will calculate the premium to be collected.

Please refer to the individual modules for month-end processes.
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Create Debit order Instruction
Debit order instruction is issued on the outstanding balance of the ledger account.

This will take place via a journal, either captured or generated.

Select the list of accounts and create the Financial batch.

Fie Home  View  Tools
=|E cCO R @& 0 0 (%]
= B E
i X l: EO o} 5@ / A [Em Y B
New Delete Commssion Create Open Related Show Workflow Refresh Links Automated Show in Previous Next Record Save New Close
Transfer | Financial Batch| Record Instances Process Reportv | Recor Filter
INavigation < Account X
Email Manager Mal
SMS
e Owner 2 Account Number Account Type Journal Balance Debit Order Amount Balance Proof Reguired Collection Day IsActve  Reference
System Notification = o = - = - e - |8 =
My Detais AbddaMS (MS) ACCSA20180422  Debit Order R0.00 R0.00 RD.00 1 @
Filter Criteria Abdulla R (R) ACC-EVX201906-11 Debit Order RO.00 R0.00 RO.00 1
3 ShortTerm ABED IMRAAN (1) 35007/00333 Debit Crder R0.00 R4094,85 409485 1 LOA1001/185
> Creditife ABELSC (CS) 30005/00210 Debit Order RO.00 R0.00 RD.00 1 002-135082
> Assurance ABELS C(C5) 30050/01361 Debit Order R0.00 R4499.56 R4 499,56 1 TROO/717
> Investment ABELS M (M) 30053/00551 Debit Order RO.00 R3J 188.47 R3 188.47 15 3014037
? Medicaldid Aboase Service Station CC ACC-51201906-4 Debit Order RD.00 R0.00 R0.00 1 @
> Funeral b Abrahams Mark (M.) ACCEVX202303-15  Commission RD.00 R0.00 RO.00 1 @ 256998
»  Commission Abrahams Mark (M.) ACC-EVX202302-14  Tax deduction RO.00 RO.00 R0.00 1 [/]
v Fnandals Abrahams Mark (M.) ACCEVX201907-12 | Savings RO.00 R27.23 R27.23 1
St ABRAHAMS TRANSPORT ... 30001/00571 Debit Order R0.00 R11276.94 R11276.94 15 D108/528
Mandate
Accom Oral (0'S) 35007/00253 Debit Crder R0.00 R7975.86 R7976.86 1 LOA912/104
Financial Batch
ADAM A Z (A) 30059/00532 Debit Order R0.00 R1437.54 R1437.54 15 02013
> Configuration
nase & cenurrs seconmnnns Pt Pt onon nerieroe PYSPPEPN . A cmeen.

At this stage, you can still make changes to any collection amount by reversing the Journal transaction.

Fie Home View  Tods
-~ = -
= B[(e| B B CORE& OO
D X [ =0 4 "] Ho J 2 L- Y
New Delete Commission Create Clear Open Related Show Workflow Refresh Lnks Automated Shown Previous Next Record Save New
Transfer  Financial Bat: Account Rexord Instances Process  Report v Record Filter
Mavigation < Rocmurik 7%
Emai Manages Mai
™S
e Owner = Account Number Account Type Journal Balance Debit Order Amount Balance
System Notfication o ~ = = =
My Details Abdula M S (M S) AQ [f Clear Account Process - o X RO
Fiter Critera Ad Ro.(
> ShortTem B | i = R4094.{
> Credtiife 30 Journal Balance: R0.00 RO.{
> Assurance 0 Transaction Date:* v R4990.

SRS 30 Credt Transaction Type:* v R3 188,

3 Medaid Aboose Service 5tabon CC AG  ebyt Transaction Type:® Py RO

> Funeral ™)

Abrahams Merk (M.) ac R R0
> Commipsion; Abrahams Mark (M.) L [ Ro.(
4 Reference:*

v Finandals Abrahams Mark (M.) A R27.
e ABRAHAMS TRANSPORT ... 30{ R11276.
i ABRAHAM: £ 2550,
Mandate

Accom Or; 35 R797%.4
Fnancil Batch
ADAMAZ () 2 R1437.4
> Configuration
ADAMSBUS SERVICES 38 |52
> AssetRegister
ADAMS Desree (D) 0 R6 3334
> Admnstration
S Adams H (H7) AQ poamor R200.(
> Tools
o0 SMef11 64

Take note: You need to post this Journal before creating the debit order.

You will also see all relevant Policies (Contracts) on which premiums will be calculated on each account.
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File Home Tools
Delete -
DR e g = e 0 st | [
' Validate
New Clore... Save Saveand Save and New & Open Related Workflon | View | @ Next Record Close
= v Close v 4= Cancel Record v v

Records Creation Save Edit Open Related Record Records Navigation | Close i
Account Number: ACC-EVX201803-1 | Is Active
Owner:* Abdulla D (D) | Collection Day: 1
Account Type:™ Debit Order | Reference: AIG201801
Bank Account: Standard Bank, Cheque Account, 5225485455, D A... ~ | Journal Balance: R4 506,50
Email: Balance: RO,00
Vat Number: Debit Order Amount: RO,00

Transactions | Journal Transactions

OD-%- & & X L] E|

Contract Number Payment Type Invoice To Product Name Product Provider Name | Product Type
b AIG201801 Debit Order Abdulla D (D) AIG Personal Insurance  AIG Short Term Policy

Complete the steps of the Debit Order Batch Process Wizard:

=@ Debit Order Batch Process X
Batch: * Debit Order [May 2019] - EFIC(2019/06/01 00:00:00) x| = Journel balance b
Batch. .. |Descri... |Collec... |Us... |Colleti...|Exter... |Dis... |Bat..|Re... |Total |Paid |Varia...
Transaction Type:™® May .. 2019.. Ac.. ERC RO... RO.. RO,00|
Start Date:* May.. 201. Ac.. EPIC RO... RO... RO,00)
End Date:® cz. April 019 Ac.. BAC RO RO RG,060
3 201.. Ac.. EFC R2.. RO.. R2,00
|TORS 3561
ZG) 300

[TERS & TOURS 300
[TERS & TOURS 3561

urity 3561

N (D) 3561

(AD) Acq

(aD) Acd Mew Clone... |~
3361

Create a new batch for collection:

File Home  Tools
—
n o %
B v @ Close Disk [*, I
New Approve Workflow Close
EY | « | Bath v
N ~ ~ _ - - - ~
Re e | E Record E ) ted Re e Re e
Collection Type:* [x] v | Total: RO.00
Batch Number: Paid: R0O.00
Description: Variance: RO.00
Collection Date:* ~ | Date Approved: ~ l
Use Collection Date For All Transactions: Account Collection Day ~ | Approved By:
Is Payment:

External Reference:

Batch Items | Notes | Documents | Questionnaires

] [v |9 v|@
Account  Branch Code  AccountNumber  AccountType Reference  Amount Strike Date | Status  ReconDate Date Created Unpaid Reason  Created By
Y | = afc il = (3 afc - - - - = = aflc
0 SUM=R0O
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Fieldname Description
Batch Number Leave blank. Capture batch number once received from collection agency.
Description Type a relevant description for the debit order batch
Collection Date Date of collection via debit order
Use Collection Date for All Select option from drop-down list
Transactions
Collection Type Select type from drop-down list

Continue to create the Financial batch for the Debit Orders.

Leave the ‘All Transactions’ tick box selected and click on OK:

Debit Order in Progress &3

D 1% ° o
B v G Close Disk @ -
New ‘Approve Workflow Close
-1 Batch v a
Collection Type:* EPC Payment ~  Totak R12930.12
Batch Number: June2020 Pad: R0.00
Desarption: Policy batch for July and June Variance: R12830.12
Collection Date: * 2023/06/01 ~  Date Approved: hd
Use Collection Date For All Transactions: Account Collection Day ~  Approved By: Elsabey’
Is Payment: Payment
External Reference:

Batch Items | Notes Documents = Questionnares
D|x [ o T K@

Account  BranchCode  AccountMumber  AccountType  Reference Amount  StkeDate Status  ReconDate DateCreated UnpaidReason  Created By
v = o0c o o e - - - - - = L ,
b MALANS.. 632005 9120124345 Savings Acco... D803/383 RSS8.44 2020/06/01 Submit... 2023/05/10 Eisabey

] SUM=R1.

Create Debit order file
Use Create File action to generate the instruction file and to upload it to the collection gateway.

The collection file will be saved on the documents tab.

i Home Ve  Tods
D X % B
New selete | Close Fir Home  Todls
Dk e
4 X o
D % = c o
e < 2 :
tiew Unaporove workfow | Close
Enal Manager Mak & Sokch “ -
£ {
Calendar Collecton Type:* 0 Pament Totat R120%0.12
ot Batch Number: kne2020 Pad: R0.00
My Detals
Descrpton: Polcy batch for Ay and June Varance: R129%0.12
Fiter Crteria
L A Collecton Date:* 20230601 v Date Approved: 22308010 v
> Credufe Lse Collction Date For Al Transactons:  Account Colecton Day AoprovedBy: Esaver
> Assrance 1s Payment: Payment
Ve External Reference:
> Medcald
> Funeral
> Commeson
" BatchItems | Notes | Doauments | Questonnares
Journai DX ] o|T B
Account Account BranchCode  AccountMmber  AcountType  Reference Amowt  StkeOste Status  ReconDote  OoteCrested UrpadReason  Crested By
Mandate 7= o o 0 0 - - - = - - o )
MALANS. 632005 GI014M5  SevgsAco. DROYJI  RSSEH4 0200601 Sbmt 202305710 Esabet
S Confouaton
- ] SmeRt
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The policies selected for premium collection are listed as batch items and the Batch file total agrees with
the total of the Collections Journal.

If the Collection Agency informs you of an entry with incorrect bank account details, you can make the
correction and resend the collection file. When deleting the incorrect Batch item, the collection amount
will be reversed to the client’s account. After correcting the client’s banking details, you can re-submit the
account to the same debit order batch file or create a separate batch file following the same process as
from step 5.

Note that all items in the Debit Order Batch file have a status of ‘Submitted’.
Once confirmation of collection has been received from the Collection Agency, you need to enter the Batch

Number received on the Debit Order Batch File. Now you can ‘Close Disk’. No further changes to any
transaction in the Debit Order batch file will be possible.

x c
] % °
- $ o 5 Foes O+
e 2 Unapprove worlow | Close
Emal Manager Mal E Batch - a |
£
Culndar Collection Type:* EPIC Payment Total: R12920.12
St Batch Number: Jne2020 Paid R0.00
My Details
Description: Polcy batch for July and June Variance: R12930.12
Fiter Criteria
> ShortTerm Collection Date:* 2023006/01 v Date Approved: 2023/05/10 v
Y Credittife Use Collection Date For Al Transactons:  Account Collecton Day Approved By: Eisabev
> Assurance Is Payment: Payment
2 — External Reference
> Medcaid
> Funeral
> Commssion
O als Batch Items | Notes = Documents | Questonnaires
Jourmal D|x [} o\ T B+
Account Account  BranchCode  AccontNumber  AccountType Reference Amount  StrkeDate Status ReconDate DateCrested UnpaidReason  Created By
Mandate 7 |- o ! 0 o - - - - - - o i
b MALANS.. 632005 9120124345 Savings Acco. DB03/393  RSSB.44 2020/06/01 Subemit 202305/10 EisabeV
3 Configuration
2 9 SUMeR1

You can also link the Collection Agency’s file to the Documents tab.

Reconciliation process
Once the Debit Order batch has been closed, the Reconciliation icon will be active.

Debit Order Batch

File Home Tools

5 x v w[B B CO0O0 M
O = | 4 5> | kS
New Clone... Save Saveand Save and New Delete Validate Cancel Reconcile eate Debit Process Close Finalise Open Related Show Workflow Refresh Previous NextRecord Close
A A Close ~ Items rder File Credit Disk Batch Record Instances Record
Records Creation Save Edit Record Edit Open Related Record Workflow View Records Navigation Close -

All batch items are presumed ‘Paid’. When you receive the Collection Agency’s rejection file, you can
manually change the status of the applicable transactions:
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Debit Order [CLFeb2018 Credit Life Feb 2018] - EPIC(2018/02/28 12:00:00 AM) - Financial Batch

D X Delete r C Refresh o m
)
5 SaveandClose |/ Validate . @ ks ~
New Process Open Related Workflow ke o Close
ED save and New Credit % Finalise Batch Record v [ Show in Report
~
Collection Type:* EPIC Total: R280.00
Batch Number: CLFeb2018 Paid: R280.00
Description: Credit Life Feb 2018 Variance: R0.00
Collection Date:* 2018/02/28 v Date Approved: N
Use Collection Date For All Transactions: Account Collection Day Approved By:
Is Payment: Collection
External Reference:
B Notes | Documents | Questionnaires
D x|&|8 T B[R
Account Branch Code Account Number Account Type Reference Amount Strike Date Status econ Date Date Created Unpaid Reason Created By

v o= o #c W 3 = = = = = W

P | Nqumba No... /122905 222920447088 Savings Account  SI201803 R280.00 2018/02/01 Paid 2018/03/15
Batch Items |Notes | Documents | Questionnaires
DR- X B & Q2

Account Branch Code Account Number Account Type Reference Amount Strke Date Status Recon Date Unpaid Reason
T = e o o B = = = — —
# 1-2-3Marketing Corpor . 201707 201707201707 ] Test R2,00 2017/07/31 l Un paid 2019/06/21 No authority to debit I

If you change the status of a Batch Item to ‘Un paid’, you need to specify the Unpaid Reason.

Once all transactions have been reconciled, you can continue to process the credit transactions.

Create Credit Transactions
The ‘Process Credit’ action completes the Month-end Process.

Journal transactions will be created which you can review before posting the journal. When posting the
journal, credit transactions will be generated on the respective clients’ account.

Select Process Credit:

File Home  Tools
D X Delete r < Refresh ° m
S saveand Close | o Validate u D Links ~
New Process Open Related Workflow . (4] Close
ES Save and New Credit [% Finalise Batch Record v |5 Show in Report
~

Complete the fields of the Journal Process Wizard as per below.

Note: Transaction Date needs to be the actual date when the debit order was processed against the clients’
bank accounts.

‘B Journal Process X
Journal:® Month end -
Journal Balance: RO,00
Transaction Type:* | Debit Order Payment -
Is Debit: Credit
Transaction Date:* | 2019/05/31 -
Description:® Premium Paymenﬂ

Gance
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Navigate to the Collections Journal:

Fle Home Vew Toos
© DA X BE ChH O O
bock Foruard New Cone.. | et | Postdums  ShowWerdlow Rebesh Shown frevous Nextiscnd S bew
S S retances Repert e
ewrs History Mavigation | Rlecords (i, Bt RecordEdt WarkSon Ve Records Navigabon  Fiters Ful Text Search 5
3 Cantact Management | Adgstmerts
o Deposts Ra.00
Cotecton R 177,66
Conmisaon Ra.00
» Monshend Ra.00
Ra.20
R0
Ro.00
et Onder Boch
PaymentTipe
Trersactin Type
———
Colecton Type

Open the journal to review all transactions:
00 HH+«

File Home Tools
L 2 B X v R CkhO O R
D [ ] =] E5 & LS |
New Clone... Save Saveand Save and New Delete Validate Cancel Post Journal Show Workflow ~ Refresh Showin = Previous NextRecord Close
v v v Instances Report  Record
Records Creation Save Edit Record Edit Workfiow View Records Navigation Close -
Name:™ Collection Recurring
Balance: RS 177,66 | LastProcessed Dats: s
D %W - X E oo Bl
Transaction Date Account Transaction Type Reference Description 4 | Debit Amount Credit Amount VAT Type Amount Include VAT VAT Total Posted
v = - = oflc B = - = 0 = = 0
» 2018/05/31 Aabdulla D {D) (ACC-EVX201803-1) Debit Order AIG201801  Premium collection May 2018 R2 253,25 RO,00 VAT v R293,90 R2 253,25
2018/05/31 Liberty Dean (D M) (ACCEVX201803-2) | Debit Order ATM201802 | Premium collection May 2018 R335,58 RO,00 VAT v R43,77 R335,58
2018/05/31 Liberty Dean (D M) (ACC-EVX201803-2)  Debit Order ATM201802  Premium collection May 2018 (Pro Rata) R335,58 RO,00 VAT v R43,77 R335,58
2018/05/31 Abdulla D (D) (ACC-EVX201803-1) Debit Order AIG201801 Premium collection May 2018 (Pro Rata) R2 253,25 RO,00 VAT v 293,90 R2 253,25
O O
4 SUM=RS 177,66 SUM=R0,00 SUM=-R575,35 SUM=RS5 177,66
User: Elsabev

All unmet and rejected premiums will have a credit value of R0.00

Post the Journal to process the credits to the Clients’ Accounts:

00K« -
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Fle  Home Tools
R B ChOORR
B | B E XV B Im
New Clone. Save Saveand SaveandMNew | Delete Validate Cancel Post Journal Show Workflow ~ Refresh Showin  Previous NextRecord Close
v v v Instances Report  Record
Records Creation Save Edit Record Edit Workflow View Records Navigation Close -
Fle  Home Took
D F. E? X © Frevious Record m
New Clone.. | Save Saveand SaveandNew = Delete Validate Cancel Open Related Workfow | View | @ NextRecord Close
= @ Close = Record < <
Records Creation Save Edit Open Related Record Records Navigation  Close “
Account Number: |1s Active
Ouwner:* Abdulla D (D) -] Collection Day: 1
Account Type:™ Debit Order -| Reference: AIG201501
Bank Account: Standard Bank, Chegue Account, 5225485455, D Abdulla + | Journal Balance: R4 506,50
Email: Balance: RO,00
Vat Number: Debit Order Amount: RO,00
Transactions | Journal Transactions | Contracts
B L) E}
Transaction D... 4 |Reference | Transactio...| Description Debit Amo... | Credit Am ountIn...| VAT Type VAT Total Reconcied
T - ol = ol - - u - - - u
b 2018/02/28 AIG201301 Debit Order Feb 2013 Premium Collection RO,00 R0,00 v VAT RO,00 RO,00 v
2018/02/28 AIG201801 Debit Order |Feb 2018 Premium Collection (Pro Rata) R2 253,25 R0,00 v AT R276,71 R2253,25 v
2018/02/28 AIG201801 Debit Ord... Feb 2018 Payment Received RO,00] R2 253,25 v VAT R276,71| -R2 253,25 v
SUM=R2... SUM=R2. SUM=RO.. SUM=RD
User: ElsabeV
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Debit Order Batch can now be finalised:

Fie Home  Todks
D EE! E? X ? Oo r. [% c Q::‘" © Previous Record m
New Saveand SaveandNew | Delete Vaidate Process Fnsise Open Related Show Workfow ? . © textRecord Close
Close Credit Batch Record Instances @ Show in Report
o
Collection Type:* s Tota: R280.00
Batch Number: areb01s Pad: R280.00
Descrpton: Credt Ufe Feb 2018 Variance: R0.00
Collection Date:* 218002128 v Date Approved: v
Use Colecton Date For Al Transactons: | Account Collection Day Aoproved By:
Is Payment: Collcton
External Reference:
Batchltems | Notes = Documents = Questionnaires
D|x @@ T 2@
Account Branch Code Account Number Account Type Reference Amount Strike Date Status Recon Date Date Created Unpaid Reason Created By
v = o o o L3 - - - - - - o
b Noumba Nomza... 122905 222020447088 Savings Account 51201803 R280.00 201802001 Paid 22018/03/15
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