FIE§XIBROKER Training Handouts: Claims

Loading a New claim Accounts check Message from webpage. ﬁ
e New Claims Entry Screen — Risk Class / Item @ o owmang s
. Do you wish to continue?
Claim Search Section \
Alt-U l —— l e Click on Risk Class to View Iltems loaded
e Search for relevant policy — ONLY ACTIVE POLICIES Homs Gl Tok b
raand '
Quick Find
Wide Tree
Narrow Tree -
Lo lom — RikClss lnsuror
PG’Pu\icy and Client Information
(] HOUGMOO4 Houghton-Budde Mrs... 1 Weston Und
;E 0001 700 Zurich Dom... SAEDOMM
‘E 0002 99830...Renasa MMa... RENMM3M (Qu
£5) 0003 700  Zurich Dom... (Lov
g o com e Find & Tick the risk item I
4g) 0006 701 Zurich Dom... SAEDOMA .. . . .
Bowr 1 znoem.  stooma e Flexi inserts the Full Amount insured — adjust as required
Afooos 706 Zurich Fle... SA GRP 000...
(4 HOUGPOOL  Hbcdef Mrs PM The Building 1 e |Insert Excess
o e Select additional risk item if required — additional Claim reference
Previous 12 Next 12

registered per Section, risk loss values totaled, except Motor
Vehicles — each vehicle on separate claim.

New Clai . . . .
ew ~iain e Terminated items displayed in yellow at the bottom
O r Item R-Isk Class Insurer Claim Loss Excess
e Search for relevant policy - ONLY ACTIVE POLICIES :
e Policy Context menu — D — New Claim e - -

e Click CONFIRM
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. .
Note: Warnings messages Claims Loss Entry Screen
e Item Not Currently Covered N
a2
Message from web)
I ~Y This risk is not currently covered. =
A Do you wish to continue? % -
=
- 3|
i
a =
. . S| = %
e Item Not Covered at The Date of Loss — Security Access Rights z |
s [
o = < -
BE 2
= 2 2
0 The fallowing Risk ltem(s) were not covered on This Date: = 2 S
Special Accident i & 8
gl |: g
Do you wish to continue? 3 2 o S
[=3] T g =
T2y g
Cancel 535 & o
g a
. | o] g
%
e Claim More than 30 days old z g E
o) 2 5 E
5] = -
Date more than 30 days old 2 3 =
| H E :
"y = i §
I &) You have entered a loss date which is more than 30 days old = S 2
Do you wish to continue? | n:: E
il E I g
Sflx @
g af 2 =
£ = =
o £ 5
<4 3 = 3
= K= s =
L2 H &~ [
:E N EE
4 N H
e Where loss exceeds the Sum Insured B EHE P
= EHE EEEE
sl zl g s FE
M from 2l 2 « HE B B
e = B H b ufl FPE| S
BEE NEEEE
=] E N H EEH BB
The loss amount (R 8000.00) exceeds the Sum Insured value of R ) e IS S 2 HEEEE
gﬂ:goxlfmiscweu a !\'!‘ Your Claim total exceeds the Sum Insured at Date of Loss. ] 8 ] g % § % E £ ;
Otherwise Click Cancel g 2 & E 2 =
g S K3 B E N EHE
) 5 =
o) o E 2
E
z
5]
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Automatic Diary Entries

Mr S Abcdef

5 . Claim | Policy
Diary Details Due Date Diary?
Awaiting Claim Documentation 28/03/2012 ]

Awaiting Assessors Report 28/03/2012 |
Update Claim Free Group 26/03/2012

Enter action to diarise

e Main Menu - O Maintenance, M Diary Code Maintenance
e Select / Add Dairy code — tick Default for New
e Choose Default letter if required

SavelExit | Exit

Print list

Select a Diary Type from the drop down menu

e Setup Diary Codes e.g. Phone Client regarding proposal form
e Move Diary when Staff on leave M

Main Menu - M Communications, C Diary Transfer

Automatic SMS's

il Prepare SMS

SMS Tasks

Claim registered

<

Your claim has been  ~
registered.

(< < T < T < < |

4]
a

| sendsms | Exit

Save/Exit Cancel

Cell Number

¢ Main Menu - M Communications, O SMS Tasks

e Click Send SMS & Show Preview if required

e NEW - Change of Claim Status

e Newish — Claims paid — Insured / Service Provider / Third Party /
Other

e Templates - M Communications, P SMS Templates

| Previous | Next Save Save/Exit Exit

| Amend | Delete | Pintiist |

03/10/2008 — 16:15:00.
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Communications

Notes

T—
E E"IAAROSOM I Mr S Abcdef I
16/03/2012 |Add this note from the Accounts screen

[

Delete

All for Client

Defaults Notes, SMS sent, Letters printed, E-mails sent

Security / Access Rights

Diary
m HOUGMO04-0005 I Mrs M Houghton-Budde

Diary Details | Due Date
1810412016

| Completed | Action By

D Docs required

| 7]19042016 [FLEXIMarge

sove W sovereit M cancel |

e
LEXI-Marge H
||

New Entry | Amend Delete

| Show Completed || Al for Client |

e System Startup Diary — Broker Setup
e Newish — Double Click to open that Diary entry

e Action By — send on to another user
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Docs Letters

Enter desired letter paramaters

(o]
CLAIM - BANK DEPOSIT: Claim Settieme - Pt
Claim Settlement Bank Deposit
s Lete 2 I

Client [islile 4 [l Houghton-Budde

Claim Documents

File

Policy # Title Comment Date Created Status

Confirmation of ID BE -
HOUGMO004/0008 docs letter to Mrs ID Docs of Mrs Fritz ! 2

Fritz

21/03/2012 %

~11:33:52 ACIVE

B I Um =5

Font

(¢
[Postalz]
[Postal3]
[Postald]
[PostaiCode] [LetterDate]

General Documents

Dear [Addresses]

Title Comment Date Created

[ClaimRef)

With reference to the abovementioned claim | confirm having received a cheque In the amount of [ClaimPayment] from your Insurers, in |~
full and final sattiement.

. |FAIS NEEDS )
ANALYSIS IMandatory for all New Clients 15/03/2012 -- 19:52:39

Task Sheet IBasic Task Sheet 2 05/03/2012 -- 15:03:20

This amount has been deposited into your bank account, and | enclose a copy of the daposit slip for your information.

Kindly acknowledge racaipt of this payment.

Kind Regards,

05/03/2012 -- 12:07:01

Print Exit

Formatting Tools
The following tools are available on the Toolbars for formatting
88 <o |H[8 I u~[EE 5 Ex2a[Blon T DA A
1 23 45 6 7 89 1011 1213 14 1516 17 18 19 20 21 22 23
1 Cut 6 Redo 11 | Strike Through 16 | LeftAligned 21  FontSize
. Insert/ Remove
° Add|ng Documents 2 | Copy 7 | SelectAll 12| imbered List 17 | Centred 22 TextColour
. . Insert / Remove . . Background
e General Documents — Security Access Rights 3 Paste 8  Bold 13 | o eted List 18 | RightAligned 23 209"
[} Edltlng Comments 4 :::tte as Plain 9 | Italic 14 | DecreaseIndent 19 | Image
5 Undo 10 | Underline 15 | Increase Indent 20 | FontName

e Letters stored under DOCS button
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Subject | Client - Documents Required

E-mails Viewing E-mails
=0 = e Email LOG or Flexibroker Main Menu
From : | margehb@flexibroker.co.za ‘ M - Communications MenU, L - Email LOg
To: margehb@mweb.co.za ‘
(Cc. : ‘
Bee - ‘
\

Attach :

Send Read Receipt with this email [_|

e Search
Nots to ofany not be saved or sent with this emai, . . .

P e Click on View Email
T EEEE N I EILEE e NEWish - Forward message as required — now Forward
Arial s E = A =
Dear Mrs Budde A
Whe havetpleasLtlfe in (l;gﬁr;nilsg re(feitp': nfhthe jo} chumedn; of (Entz Na‘ma erre) anddtpmuf of residence d%Tuerentatmn asdrequ%'ted. Please note that if there is any —_— F orwa rd E‘d e-ma ||
change at any tme in e future o e above menbone locuments, please Torward to us as soon as possibie for our records. . .

Please check the detals carefully and advise if any changes are necessary. [Should any further information or assistance be required please do not hesitate to make F rom:. ma rg Eh b@'ﬂ eXl b‘rﬂ‘ker. co.za .
contact. To: margehbf@mweb.co.za; trevori@gmail.co.za
Kind Reegards Date Sent: Friday, February 13, 2015 02:12:00 PM

Subject: Statement
Marge Houghton-Budde 1 )

m: +27 82 822 2212 : +27 31003 3130 f: p: Office 29 Regis Business Centre, 18 The Boulevard, Westway
Office Park, Westville, 3610

4 Erniing Lo e Flease find attached Statements for your attention. This is a manually types message.
; s —— = End of Forwarded e-mail

1st Floor, Lacey Oak House, Ballyoaks Office Park, 35 Ballyclare Dr, Bryanston, 2194 |ocate on map

f \ .7 in/ PROUDLY FUELLING THE INSURANCE INDUSTRY
NS #Collections | #Finance | Fechnology | #PeopielBrandParinerships | #Treasury | #CaptalFundiog

e e - presents with a Forward email header i
e Flexi Uniformity — Standard letters/templates for communication e NEW - Resend - to simply resend the message
e Attach - Attaching Docs oA using the prior email details
® Formatting Tools -~ same as above e NEW - EXTRACT - prepares an XL document containing all
* NEWish -E-mail banners ~ Maintenance - . the column see on the LOG screen — for detailed searches etc.
Administrator Admin User

e NEWish - Bulk Emailing - Communications — Letter printing —
add attachments from General documents to emails

e NEW - Send read Receipt with this email- check outlook for < We
receipt m .l e Add FB or Twitter URL's with
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SMS’s - www.smsportal.co.za

¥ - Prepare SMS - Webpage Dialog |

Prepare SMS

eFormatting & Management — Main Menu

M — Communication

oP - Templates
Please advse your ¢0 - SMS Tasks / Default SMS's — Birthday
:g,tN@i:py; message to clients — see below
or 0866186645 .R _ Bu”( SMS,S

oS — SMS log report — must be checked
daily to follow up on SMS replies

eNEWisg — Username, Date and time added

-m to SMS message

SMS Tasks — Menu H - P - NEW

e | e s

<,

(< I < < I~ < I~
< T <. T <. <. A< T < <.

4|
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FLEXIBROKER

Training Handouts: Claims

Q&A Screen

< |

<

< |

|

<]

< |

< |

<

< |

< |

< |

< |

<

< |

e Answers can be defaulted from the Policy Q&A — speak to your
SuperUser or Flexi Consultant

Other parties
L A | ther parties | 1

Amend Previous Next Save Save/Exit Exit
Add Risk Item (4) Delete (3) Delete ALL Menu

Postal Code

Entry number 1 of 2 [ Transactions H

e Third Party Details - Claim search on 3™ party name & registration

fields

e Property Damage Details

e Witness Details
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Financial Claim Items
Claim Puli:y (LG I Houghton-Budde Mrs M

el VAoV Zurich Insurance Company South Africa 2NV SA GRP 0000000 LRETE Zurich FlexiFligh
(M= Motor DI S&G - Front windows broken & cell phone stols

L & |o [ inancial |Claim 1

(4ETL I HOUGM004-0005 IS8 0007 [LET L Budde Enterprises
ILETTED TNl Zurich Insurance Company South Africal Pol No _ LMY TS 2 rich Dom esti
Class P58 Hous e Robbery & All Risks Claim

[E35000.00]

1500000 T

T T

e To update values of estimates originally entered
e To remove items originally linked to the claim — when multiple

_2500.00 etails (3) . .
items have been entered
e NEW - Flexi now reflects the ‘Total Sum Insured at date of
loss’
e Warning:
Message from web
Amend Previous Next Save Save/Exit
Enlry number 1 of 2 Transactions Add Risk Item (4) Delete (3) Delete ALL l\& You can not delete ALL claim items that are grouped to this
=% daim
Own Damage I
e Top section increase cost of claims — bottom section decreases

e Enter Recovery Values if required & Add 3" Party damage here
e Where figures do not balance — Flexi posts a Warning

Message from webpag

o Total LESS Excess LESS Paid does not EQUAL Outstanding
I h_‘- Please check financial values

e Flexi will auto correct balance as per the following formula
TOTAL LESS EXCESS LESS PAID - OUTSTANDING
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Claim Search

Multiple search fields
Quick Find

Claims Menu Bar

Amend | I Previous I l Next I l Save ] ’ Save/Exit I Exit

Transactions Add Risk Item (4) Menu
_____________________________________________________________________|

Add Risk Item (4) — link additional Risk items to claim
New Risk class - new claim

Entry number 10f2 | 4icator bottom of screen

Use Next & Previous buttons to access these claims or the Tree
view to the Left
Transaction — see below
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.
Transactions
e New Transaction
21/03/2012 Payment - Insurer v
4500.00 eft 25/03/12 Item Payment v
Insured v v
v
Houghton-Budde Mrs M
Full settlement
| 552.63
5000.00 5000.00 0.00
500.00 0.00 0.00
IN FORCE A 4500.00

e Enter Date

e Transaction Type- Payment - increases cost of claim (but reduces
outstanding)

e Paid By field — Insurer/ Broker / Agg Excess / Other

e (Category — as added under claims maintenance

Recovery Transaction — figures entered bottom section

Discuss

Reversing Transactions

Credit Order Claim payments & Reversals thereof

.@ Is this claim settled in full
\ OK=settled in full, Cancel=NOT settled in full

Message from webpa u

oo | I Cancel

[
Message from webpa

'@ MUST CLAIM BE FINALISED?

E 0K l [ Cancel

Auto SMS

Update Values as required
Change Claim Status — SETTLED

Message from webpa

'@ Do you wish to update financial values?

. Finalise Screen — Diaries auto deleted
e or Recovery - reduces cost of claim
e Paid By field - Insurer / Agg Excess / Client
e Category Field — as added under claims maintenance
Update Status Codes
Update Category Codes O - Maintenance, K - Claim Code - Status - Add
¢ O - Maintenance, K - Claim Code - Transaction Category — Add
Training Handout — Claims — April 2016 Page 11
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Context Menu
ﬁcm Menu -- Webpage Dialog L3
-

@& http://marge-tosh/Flexebroker/ContextMenu

- Claim Menu -
A - Finalise

E - Letter Printing
C - Client

D - Policy

F - Memo

G - Client Account

H - Claim Report
I - Claim Activity Report
- Delete Claim -
J - Delete this claim

K - Mead & McGrouther
UL - List/View snapshots

e NEWish - List/View Snapshots
Finalise Claim

e OQutstanding Diary entries display
e Enter date & update status
e Finalise date on Loss entry screen

Un-Finalise Claim

e Delete Date on Finalise Screen

Memos - Communication with Insurance Company

Memo Text Date |

Loaded
CLAIM MEMO
DATE :© 27/03/2012
TO o Zurich Insurance Company Soum Africa Limiad
ATT  © Mkhale Smith
Clalm Ref. MITCMDD1-0001 Clisnt Mitchley
Palicy No. SA GRP 00DD000/0404 Renswal Phone (031) 765 4828
Dats of Losa 0112010 Description 5&G - Front windows broken & cell phone stolen
Insurancs Co Zurich Insurance Inzurer Raf. Rizk Class Motor Private Type Vehicles
Company South Africa Contact Michelle Smith
Lirnited
Loss Details
Reportsd On 15032012 How e-mail By Mirs Budde
Area DUREAN Cause smash and grab Languags English
Detalls Insured stopped at robot in Durban. Front left window was smashed and cell phone was stoben from vehicle.
List of Items 2011 TOYOTA FORTUNER 4.0 V& RB AT 60054406 Loas 23,000.00 Excess  1.500.00
Adminkstrator Mrs Frankie Sourgen Agzsssor Mike Johnson Clisntz Own Raf.
Police Statlon Durban Casa No 548712/03
AN
Basic Excess. R1500
Car Hire YES
status SETTLED
Other Pamy Detalls
Name Mrs B Jones Telephona 0834567485 Inaurer M&F
Address £5 North Drive, Durban, Pallcy 54TBA51457/0025 Rag. No ND12245
4001
Motaz Notes of the 3rd Party
Financials
Clalm Valus R 23,000.00 Own Damags R 18,000.00 Third Party R 5,000.00
Excaza R 1,500.00 Clent Recovery R 1,000.00 Apg. Excess RO.00
Pald R 10,000.00 nsursr Recovery R 1.000.00 Ap. Balance RO.00
outstanding R 11.500.00 Agg. Recovery R 0.00 Agg. Contribution R 0.00
Total Recovery R 2.000.00
MEMO DETAILS
Documents. - Please find herewith the following documents;
Claim Registratin form
3 x Repair quotations.
BANK DETAILS
Bank Branch Cods Branch
STANDARD BANK 051001 ELECTRONIC PAYMENTS
Account Nama Account Description Account Humber
ABC SHOE STORE Current 548720588514
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Client Account

DISCUSS
» Claim Activity Report
Duban | e Delete this claim

-500.00 24,181.20 661.39 8,826.29 500.00 14,693.52 ° Mead & MCG rOUther
0.00 0.00 0.00 0.00 14,693.52 0.00

e Reports

Account enquiry

a 1 Marge (031) 765 4895

OUGM004/0008/002-C1203 31/03/2012

OUGMO004/0008/001-C1203 31/03/2012 -546.80
OUGM004/0008/***-D1203 31/03/2012 2,621.50
OUGMO004/0007/***-10047 05/03/2012 2,877.00

OUGMO004/0006/001-10048 08/03/2012 14,716.52 14 693.52

OUGMO004/0005/***-D1203 31/03/2012 2,118.62 0.0
OUGMO004/0001/***-D1203 31/03/2012 1,747.56 0.0

I Previous l I Next ] l Show all ] l Menu ‘ [ Exit ‘
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