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Introduction

The SmartCaseManager module is used to create and update the pre-inforce policies that are in
the Underwriting stage. The user can track stages, statuses, dates, basic policy and premium
information, advisor information, important contacts, policy relationships, underwriting
information, underwriting requirement activity, delivery requirements and delivery policy
information.

The SmartCaseManager module consists of the following sections:
e PCM (Pending Case Management)

e Follow-Up
e Team
e Doctor

o Medical Facility
e Service Provider
e E-mail Case Status

Pending Case Management Section

The PCM section consists of the following tabs:
e Summary
e Detail

e Informal Application (available only for cases with an Informal Application status or Closed
Trial status)

e Additional Pending Cases (available only for MultiLife cases)
e Underwriting

o Delivery

e Advisor Requests

e Riders/Reinsurance

e Activity/Mail

e Subaccounts (available only for Variable life and Annuities)

o Letters/Documents

e Policy Transactions

e Policy Custom

e <<l|nsurance Type>> Custom (available from the PCM Detail page)
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Accessing Pending Case Management

SmartCaseManager can be accessed through any of the following methods:

e Inthe Quick Add/Search section, select Pending Case from the drop-down list and then click
the GO button.

e Select PCM Search from the expanded Pending Case menu.

e From the Contact module, click the PCM button.

e From the SmartPolicies module, click the PCM button.

e From the Carrier module, under the Ind. Policy tab (pending cases are highlighted in pink).
e From the Product module, under the Ind. Policy tab (pending cases are highlighted in pink).

e From the Advisor/Agency module, under the Ind. Policy tab (pending cases are highlighted
in pink).

e From the Household module, under the Ind. Policy tab (pending cases are highlighted in
pink).

User Management and Roles

SmartCaseManager (Pending Case Management) is a user-specific module in the suite of
SmartOffice products. Access to SmartCaseManager requires the setup of specific rights and
licenses from the User Setup menu. SmartCaseManager can be set up with full rights to add,
modify and delete data or read-only rights to enable only the viewing of pending case
information. Without the SmartCase Manager user role, SmartCaseManager is not available from
the side menu. In addition, depending on the user roles, the policy types can be restricted through
the setup on the User Preferences — Policy/Investment tab as covered in the Module Setup
section. For more detailed explanations of user management roles and licenses, refer to the
SmartOffice v5.1 — Smart Security User Guide document.

Module Setup

To set up user rights for SmartCaseManager:

1. Click the User Setup menu item and then select User Preferences from the expanded list to
open the User Preferences Basic Info tab.

2. Click the Policy/Investment tab.

3. Inthe Show Policy Types section, click the All button to display all policy types. Clearing
these checkboxes prevents the user from viewing the respective policy type(s).

& =

I Life

Iv o

v Annuity

v LTC

v Medical

v Homeowener
v auta

v Umbarelia

v Cther

4. If any changes are made, click the Save button to save the new settings.
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PCM Search Dialog Box

Select the Pending Case menu item and then choose PCM Search from the expanded menu to
open the Search Pending Cases dialog box. The Underwriting_All stage includes the Proposed,
Await Approval, Approved, Issued and Underwriting stages.

3 SmartOffice

Search Pending Cases

Last Hame, First Hame |

Caze # |

Caze Unique Ik |

Caze Manager |

Frimary Contact |

Frimary Insured |

Frimary Advisor |

Houzehald |

Policy # |

Carriar |

Flan Hame |

Flan Type |8

Insurance Type |,ﬂq||

Policy Stage [Uncerwriting_a
Policy Status 2]

Priority Al

] A A

Filterl
| Search | | Add | | Close |
http:/i192.168.2,77/modal. htm @ Internet v

e Todisplay a summary for all cases in the stages in Underwriting_All, click the Search button
without entering any search criteria.

e The default Pending Case Stage that the search will display can be changed in the Master
Setup List.

e Todisplay a summary based on specific criteria, enter a specific policy #, plan type,
insurance type, etc.
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Pending Case Summary
Select multiple pending cases by marking the checkboxes next to the Pending Case record(s).

Ingurance Type IA" vl Policy Stage IUnderwr'rting_AII vI

Pending Case Summary

+ S0

TXESETRAEEY /OEES x>

summary |[ Detail () || Underwriting |[ Delivery (5) || Advisor Requests || RidersReinsurance |[ ActivityMail () |[ LettersDocumerts |[ ==

' Policy # Contact Hame Product Hame Policy Type Status Benefit Annualized
Premium

[~ 1228325 Buy, Jennifer Medical Application Signed 300000 |

[T 321354312 Soraton, Rokert L. Universal Coverage Life Submitted 500,000 1,348.00

[~ 42385 “ick, James Alan Freferred Life Life Submitted 500,000 260000 _

[~ 458896 Lockwood, Dennis Preferred Life Life Deliversd 500,000 2,800.00

[T 345784M Rogers, Caleh Market Rate Annuity Annuity Submitted 20000000

Previous Page (1 | MextPage Total Records: 51+ (Click here to list ally

Case Manager Reassignment Button

The Case Manager Reassignment button is used to mass reassign a new Case Manager or
Requirement Manager for selected pending cases.

After tagging multiple cases on the Pending Case Summary, click the Case Manager

Reassignment button from the expanded More Features list. The Available Users from Office
dialog box displays, listing all users with a PCM License and a checkbox at the top that is

selected

by default.

<3 SmartOffice

Select the Case Manager for reassighinent from the follawing jist.

Uzer Hame Uzer Type

Adam Jones ProducerManager
Admin ProducerManager
Chriz Bartlett Produceranager
Craniel Crolell ProducerManager
Elaine Warnings ProducerManager
Greq Laymen Ztaff

John Smith ProducerManager
Joyce Lee Staft

Mark Paladian ProducerManager
Michael L. Ashoroft ProducerManager
Fam Jones Produceranager
Paula Thompson Staff

Shwveta Vishwakarma ProducerManager
Wigndy Truman Ztaff

The Assign Req. Manager as selected Case Manager option is selected by default and reassigns

the Requirement Manager to the selected Case Manager..

SmartOffice® v5.1 — SmartCaseManager User Guide
Revised: 03-10-06

Page 4




To reassign the Requirement Manager to another SmartOffice user, clear the Assign Req.
Manager as selected Case Manager option and then click the first column in the dialog box to
reassign the Case Manager. After the Case Manager is selected, a second dialog box opens, listing
all users with a PCM license. Select an available user by clicking on the first column hyperlink
which will assign the user as the Requirement Manager.

3 SmartDffice
Available Users from Sarabjeet Office

B X

Select the Requirement Manager fram the foffowng
Nst.
Uzer Hame User Type
holam Jones ProducerManager
Admin ProducerManager
Chriz Bartlett ProducerManager
Caniel Qdell ProducerManager
Elaine Warnings ProducerManager
Greg Laymen Staff
John Smith ProducerManager
Joyee Lee Staff
Mark Paladian ProducerManager
Michael L. Ashcroft ProducerManager
Shweeta Vishwakarma  ProducerManager
Wiendy Truman Staft

Note: With Enterprise View: On, during Case Manager Reassignment, SmartOffice users will
only be available from the current office, not from any other office in the hierarchy.

Adding a Formal Pending Case

Pending cases can be added through the following methods:

e Inthe Quick Add/Search section, select the Pending Case option and then click the Add
button.

e From the Search Pending Cases dialog box, click the Add button.

e From the Pending Case Summary, click the Add button.

After clicking the Add button, the first Pending Case Add dialog box opens, displaying the

Application Type, Product Options and Miscellaneous sections.

The initial step in entering a new pending case is to select an Application type. The available

choices in the Application Type section are the Formal or Informal Applications. The default

selection is the Formal Application.

The Product Options section consists of two options used to select whether the new pending case

is for a VVariable Product or a Second Insured Product.
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The drop-down menu in the Miscellaneous section is used to select the Insurance Type for the
new pending case.

3 SmartOffice

Application Type

f* Formal Applicstion
" Informal Application

Product Options

I- Wariable Froduct
I_ Second Insured

Miscellaneous

Insurance Type |LifE F

[olest ] | cancel |

Click the Next button to open the second Pending Case Add dialog box. It is mandatory that
information is added in the following fields:

e Carrier Name: Basic Policy Information section, Formal Application

e Plan Name: Basic Policy Information section, only for Formal Application
e Last Name: Insured —1 section

e Last Name: Insured — 2 section, only for Second Insured product

e Primary Contact’s Last Name

e Primary Advisor: Advisor Information section
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The Insured — 2 section is editable only if the selected product is a second insured product.

< SmartOffice

Basic Policy Information Premium Information

Policy # I:I Caze # fodal Premium I:I Frem hode
Carrier | Fay Method Annlzd Prem
Flan Nam= | Target Excess Pram
Status |Pending = Status Date [09/05/2005 [ Lump Sum 1035
State = Cash Received |0.00 FvC ,—| Renewal li
Priority e Replacemant r Advizor Role Primary Advisor % (100
Face Amount | | Advisar | |ROIe |Referral Advisor Fl% |
hiultiLife Paolicy I Advizor | |Ro|e |Referral Advisor Fl% |
saur e e paor 121
Case Manager |Danie| Olell Team

Undenwriter HO Rep

Last Name Lookup Last Name Lookup
First Hame Add | || FistHame
OB Age BErEE |: LoB Age Gendar
L | stete 5|  ss# Lis# State 558
Frigk Class | Lookup | Fate Rigk Class M et
= |
Primary Contact Lookup = E I:I l:l Add
onner (o — - ]
Payor Lookup = M ] [ ][ A
Beneficiary Lookup = M ] [ ][ Aaa
E Lookup B M | [ ][ A
= Lookup 5 M ] [ ][ Aaa
Cancel

Advisor License/Contract/Appointment/E&O Verification

If the Advisor entered on the new pending case does not have a
License/Contract/Appointment/E&O for the selected LOB, State and Carrier, and Prompt to Case
Manager is set on the PCM Options tab of the selected Carrier, the Advisor
License/Contract/Appointment/E&O Verification dialog box displays after clicking the Finish
button. Note that the Variable License/Contract/Appointment option will be available only if the
selected product is a Variable product.

/2 Smart0ffice E
Mark Adams

Add Activity | Add Request | Add New

License - Mo License found ta el in the state ' i
Wariahle Licenze - Mo Yariahle Licenze found to zell in this state ' ' i
wariable Contract - Mo Yarisble Contract found with this Carrier ' ' i
Appointment - Mo Appoirtment found with this carrier in this State i i i*
Watiable Appoirttnent - Mo Variable Appointment found swith this ' i 0
cartier in this State.

E & O - Mo Errors and Omizsions found. i ' i
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o Add New: When the Add New option is selected, the Add dialog box for the
License/Contract/Appointment/E&O opens.

¢ Add Request: When the Add Request option is selected, an Advisor Request is added on the
Advisor Request tab of the Pending Case.

e Add Activity: When the Add Activity option is selected, the new Activity dialog box opens.

When no requirements populate on the Underwriting tab due to missing information, a dialog box

opens stating the reason.

Microsoft Internet Explorer B3

The Linderwriting Requirements cannot be generated due to the Following missing information @ Risk Class , Skandard
L Requirements

PCM Preferred Add Setup

1. Using the Preferred Add Setup, the PCM Add workflow can be customized to select an
application type, product options, insurance type and even a specific carrier that will be
automatically attached to each new case that is added. The workflow preferences are
determined in the Master Setup List and can be turned off or re-configured for a specific
office from an Admin user.

/3 Smart0ffice

Master Setup List

PCM Preferred Add Setup
%

G Formal Application

e Informal Application

Product Options

p Wariable Product
I- Second Insured

Insurance Type |Annui‘t5~' Fl
Camier [BVWN Financial |

Close |

PCM Preferred Add

Click the PCM Preferred Add button on the Pending Case Summary/Detail tab toolbar to open
the Pending Case Preferred Add dialog box. The PCM Preferred Add button is available only if
the user has selected options in the PCM Preferred Add Setup.
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The Carrier field in the Basic Policy Information section defaults to the Carrier set in the PCM
Preferred Add Setup. Select the Plan Name hyperlink to search for the appropriate product. The

Product Summary opens listing only those products that satisfy the conditions set in the PCM
Preferred Add Setup.

<23 Smart0ffice
Basic Policy Information Premium Information
Carriar [EWWR Financial Fay Methad [ Annlzd Prem
Flan Name | Target Excezz Pream
Status [Pending = Status Date (09052005 [ Lump Sum |:| 1035
State = Cash Received |0.00 FvEC Renewal
Inforee Request |: Alternate Folicy # Advisor Information
Friority FlE FReplacement I_

Adwizor Fole Primary Advisor % (100

Tax Type |NDn—QuaIified = Advizor Role [Referral &cvisor [¥|%
Important Contacts Advisar Role [Referral Advisor [=]%
Case Manager |Daniel Odell Team HAdiizen | |R°|e |R3fe”'a| Avisor F|% |

| rto wormaten

Last Name Lookup Risit Class | | _Lookup |
First Name Add Rate | |
LoB M Age Gender =
Licd | state =] S5
—oes e [resvame [ toon Jconder [008 [ ae] weeton__J o
Primary Contac I [ ] | ][ Ada
Owner | I | e — [
Payor Lookup E M ] [ ][ Ada
| =] Lookup = W[ ] [ ][ Ada
| ]| | |[Lookup [  [-]] M| | [ ][ A
I Finish i | Cancel |

Informal Application

To add a case that can be shopped to multiple carriers, select the Informal Application option in
the Application Type section.
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Adding an Informal Application

Click the Add button on the Pending Case Summary toolbar to open the first Pending Case Add
dialog box. Select Informal Application in the Application Type section and then click the Next
button to open the second Pending Case Add dialog box.

<3 SmartOffice
Application Type

= Formal Application
f* Informal Application

Product Options

I_ Wariable Product
I_ Second Insured

Miscellaneous

Inzurance Type |LifE F

et ] | Cancel |

The following options are available in the Status drop-down for Informal Applications:

o Informal Application

o Closed Trial

Closed Declined

Closed Formalized

e Quote Received

Once an Informal Application is entered, an additional Informal Application tab displays that can
be used to track Child cases that are sub-cases being shopped to different carriers. While adding
an Informal Application, if both Carrier and Product are selected in the second PCM Add dialog
box, then this information will be saved with the first Child case and not with the Parent case. The
Child cases that are tracked on the Informal Applications tab can be formalized at which point
they are removed from the Informal Application tab. All sub-tabs of the Informal Application are
the same as the Formal Application tabs. An Informal Application cannot be deleted if there are
child cases attached to it. The User will receive a prompt that instructs them to first delete the
child cases and then the parent case.

Informal Application - 6736744 - Life - Apple Ackle 0 0 & ¥ % fard »
| Summary Dretail (B Informal Application || Uncerwriting || Delivery (G || Advisor Regquests || Riders/Reinsurance || Activity Mdail (Z) | Bl
Informal Application

+ I TR ESETEEY /OEFS % F>»

Summary || Detail () || Underwriting |[ Delivery () || Advisor Requests || RidersReinsurance || ActivityMail (2) || LettersDocuments |[ ==

u Benefit | Carrier llame [ Status Date I
I , 20th Century Life Insurance 052452005
I , Beneficial Life Insurance Company 03/24/2005

Records Shown: 2 Total Records: 2
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Adding a Child Case on the Informal Application Tab

Click the Add button to open the Send Application to Additional Carriers dialog box. Select the
appropriate Carrier hyperlink, enter the Face Amount and then click the Next button to open the

second dialog box.

3 SmartOffice

Send Application to Additional Carrier

Carriar |

Face Amount |

| Hext

I | Cancel

3 SmartOffice

Primary Contact Joseph M. Ackerman
Carrier ABC Life

Inzurance Type Life
State

Face Amount 400,000

Product |American Lewel 10

| Hext Cancel

Select a Product from the corresponding drop-down list and then click the Next button to open

the Class dialog box.

<3 Smart0ffice

Send Application to Additional Carrier

I

Class |

Finizh

Cancel

Select a Class and then click the Finish button to open the Underwriting tab of the Child case.
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Quick Summary Button

To see the quick information of a case such as the Status, Policy Insured, Underwriting
information, Delivery Requirement, Submitted Information and Delivery Information of a child
case, click the Quick Summary button on the Informal Application Summary sub-tab toolbar.

2} smartoffice

Status and Dates Submitted Information

Status/Status Date 03/24:2005 Paolicy #/Casze # 9898
Signed B Submitted = Carier 20th Century Life Insurance
All Req In E’ Approved E’ Flan Mame Preferred Life
Modal PremiumiPrem hode
Issued Deliverad
E’ E’ Annlzd PremeF ace Amount 000
lnffegers O Case hanager Daniel Odell
Policy Insured Summary fil 2| Deltvered Information
T¢ | Contact Hame [ Role | |Modal Premiumeannizd Frem
[T Ackle, Apple Primary Insured Delivery Mode/Balance
Office Deliveny Expiration

ILYBBREABDEOS

Insured Follow-Up Desgcription Status i Status Completed
Date
Delivery Requirement Summary i < 7 E B §Y Sy @ Wi
Insured Description Follow-Up  Status Status Completed ‘
Date

Close

Formalized Button

To convert a Child case from Informal to Formal, click the Formalized button. After formalizing
a Child case of an Informal Application, the initial Parent Case can either remain open or be
closed. Closing the Parent Case changes its status to Closed Trial.
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Pending Case Detail Tab

Policy-specific information such as Policy #, Carrier, Plan Name, Plan Type, Premium and Mode
are entered on this tab along with Advisor Information, Important Contacts (Underwriter,
HORep, Team, Agency Rep) and Policy Relationships.

Submitted - 235658 - Life - Clifford Peter - American Level 10 - ABC Life

O+oWLWIEESARY /EERE»

summary || Detail (B || Underwriing || Delivery (G) || Advisgr Requests || RidersReinsurance || sctivityMai (21 || Subsccourts || ==

Status and Dates

Premium Information

StatusiStatuz Date Submitted 11/30/2004
Signad 11232004 B Submitted 11/30/2004 B
All Req In O Approved O
Issued O Delivered O
Infarce O

Basic Policy Information

Policy # 235658
Case Unique I 660541584
Carrier ABC Life
Flan Hame American Level 10
Flan Type Term

Case #

Sub-Type TOYRT

State CA Cash Received 0.00
Inforce Request Alternate Policy #
Friority Replacement
MultiLife Policy

Face Amount 500,000 Undenwritten amt 500,000

Important Contacts

Undenwriter Jessica Lee
HO Rep Pricilla Parkinson
Team Central Team
Contact Clifford Peter

Caze Manager Adam Jones

Madal Premium 450,00 Prem tdode Guarterly
Pay Method EFT Annlzd Prem 1,800.00
Target 600,00 Esxcess Prem 100,00
Lump Sum 200.00 1035 250,00
Comm hodal 450.00 Comm Annlzd 1,800.00
Frvc 150.00 Renewal 300.00

I Bole Advisor Interest
[T Primary Acvisor Alexander, Sherman 10000
Policy Insured Summary + [ E "91
I Contact Hame Role
[T Peter, Clifford Primary Insured

R + © & B

[~ Role Contact Hame

[ Primary Contact Peter, Clifford =
[ Cwvner Peter, Clifford

[ Payor Peter, Clifford =

Await Approval Workflow

When the Await Approval workflow is triggered (see the Policy and PCM Setup documentation
for details on how the workflow can be triggered), an Await Approval Underwriting Requirement
is automatically added to the Underwriting tab and the case status changes according to the

workflow setup.
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Approval Received Workflow

When the Approval Received workflow is triggered (see the Policy and PCM Setup
documentation for details on how the workflow can be triggered), the Policy Relationship dialog
box opens. Any changes between applied for and approved Primary Insured information are
entered here.

<3 Smart0ffice E

Policy Relationship

Contact |[Joseph M. Ackerman |
Address !1 44 Wilzhire Blvd., Suite 250, Los .ﬂ-]l
Class | Fl

R ating | |

lzzue Age 54

Rale Primary Insured

=

oK | Cancel |

Delivered

When the Delivered workflow is triggered (see the Policy and PCM Setup documentation for
details on how the workflow can be triggered), the Pending Case dialog box opens. Any changes
between applied for and delivered policy information, such as insured class and pay method, are
entered here. The information carries over to the Delivery tab.

Submitted - 235658 - Life - Clifford Peter - American Level 10 - ABC Life
OOMNESKELS/ ETE»

Summary || Detail (P) || Underwriting || Delivery (53 || Advisor Requests || RidersReinsurance || ActivityMail (2) ][ Subaccounts |[ ==

Premium Information Miscellaneous Information

todal Premium 150,00 Delivery Mode Monthly Policy # 235658
Pay Method PAC PAC Draw Day 2 Policy Date 11232004
Initial Cash 0.00 Addl Cash Received 250.00 FPay To Date
Received Delivery State CA
Balance Excess Paid 100.00 Desision Date 01/06/2005
Target 600.00 Excess Prem 100.00 Carrier Delivery Expiration 010622015
Lump Sum 10,000.00 1035 25.00 Office Deliveny Expiration
FyC 50.00 Renewal 300.00
Comm Modal 15000 Comm Annlzd 1,800.00

1,800.00
LN PIEm Policy Insured Summary + i BY
Policy Relationships + 0 5 [~  Role Contact Hame
[~ PRole

Contact Hame - -
[ Primary Insured Clitford Peter

[T Primary Contact Peter, Clifford

[~ Owner Peter, Cliffard

[ Payor Peter, Clifford

" . =

Delivery Requirement Summary + {7 Y E Ty % ﬁ E‘ﬁ] @ Wi
I Insured Description Follow-Up Status Status Date  Completed

[~ Peter, Clifford Delivery Receipt 030312005 Outstanding - Carrier 03/28/2005
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Status and Dates Section

The Status and Dates section is used to track the current status, status date and status history.
When a new case is added to the SmartCaseManager module, the Status defaults to the status
stated in the SmartCaseManager initial workflow (e.g., submitted). For more information, see the
Policy and PCM Setup document. The Status and Date fields reflect the current status and its
associated date. The rest of the section displays key statuses that offer the associated dates in
read-only mode. Selecting a status checkbox will update the case status and date as well as
populate the read-only date field next to the status with the current date. The associated Stage
Date is populated in the Policy History Summary dialog box. If the checkbox is already selected
with a previous date when clicked, the date will refresh with the current date. However, if the
checkbox is already selected with today’s date and then selected, the user has the option to delete
the date from the read-only display and from the history. Please note that only today’s date can be
deleted in this manner.

While in edit mode, the user can change the contents of the Status and Date fields. The Status
field lists all available statuses for selection. When a selection is first made in the Status field, the
associated date checkbox becomes selected and the respective date is noted or updated. When the
Status is selected, the Date field is also populated with today’s date. This date can be changed
before saving. The case must be saved before the logic connected with the Status field will take
effect.

Status and Dates

StatusGtatus Date [Delivered | |01mez00s [
Signed O Submitted 01/30/2003 [
All Reg In O Approved 08MF2004 E’
lsued 09062004 [ Delivered 0106:2005 [
Infarce O

To see a history of the status and the dates associated with those statuses, click on the Status
hyperlink to open the Policy Status History Summary dialog box. The Delete button in the Policy
Status History Summary is only available for Pending Case & Policy Setup Admin users.

<3 Smart0ffice E
Inforce - 98503562 - Life - Lawrence Jackson - ARTerm - ABC
Life

Status and Dates
Fropozed ||:|E."3|:I."2|:II:IS |'=E| Infarmal Application ||:|E,|‘15,|‘2|:||:|5 [
Undenariting (07/31/2005 ¥ Await Approval |08/05/2005 i
Approved [08/10/2005 | lssued |05/20/2005 [
Active |05/25/2005 [ Infctive | Wi
Policy Status History Summary + i E
| Date it Status User Hame
[T 075312005 Submitted Daniel Ol
[T 08252005 Inforce Daniel Odell
6K || Close
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Additional statuses along with their associated dates can be added in the Policy Status History
Summary dialog box. Doing so will not modify the current status, but will add the statuses to the
history. The Status and Dates section in the Policy Status History dialog box displays the Stage
changes. Changing of a case status automatically populates these fields and is automatically
overridden each time a case is moved into the particular stage.

Basic Policy Information Section

In the Basic Policy Information section, the same basic information for all types of insurance is
tracked. Each pending case is given its own unique ID number (Case Unique ID). This number is
different than the other pending cases’ Case Unique ID. SmartOffice automatically creates the
Case Unique ID. An alternate case can be linked to the current case through the Alternate Policy
# field. This is a copy of an original case with some modifications.

If the Underwritten Amt hyperlink is selected, it will be recalculated. Click the OK button to
accept the new calculation, click Close to reject it. Please see the Product Module documentation
for details on how the Underwritten Amt is calculated.

Basic Policy Information
Folicy # |S523490 Case #

Case Unique I 66939-1486
Carrier [4BC Life

Flan Hame |.ﬂ-.meri|:an Lewel 10

Flan Type Term Sub-Type 10¥RT

State Cash Receivad 150,00

Inforce Request Alternate Paolicy #
Friarity Replacement I_

hultiLife Foliey |

Face Amount 100,000 Undenuwritten Amt 100,000

Cash Received (money accepted with the application) is stored as a policy transaction. The dollar
amount is displayed as a read-only field in the Basic Information section. To see more Cash
Received information, click the Cash Received hyperlink to open the Policy Transaction dialog
box. This policy transaction is also displayed on the Policy Transactions and Delivery tabs. In the
example below, the amount of $160 was accepted on 1/10/2004 in the form of the check and the
check number was 1255.

/2§ smart0Office E

Policy Transaction

Tvpe Cazh With Application
Date |01/ 052004 i
Amaunt [160.00
Fayment Method |Check =
Transaction # |1 255
Remarks K

Cash Received with Application

m
=]

¥l

14

| OK | | Cancel |
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To view or modify exchange information, click the Inforce Request hyperlink in the Basic
Policy Information section to open the Exchange Information Summary. This area tracks the
movement of funds. If the Owner chooses to close a policy and open a new one, they can transfer
the cash value of the closed policy to the new policy.

<} smartOffice E

Exchange Information Summary

+ T E&B X

r Company City

Processor

Status

[ Mstional Insurance Company Columbus

Trizha

Open

To add an entry, click the Add button to open the Exchange Information dialog box. Information
on the origin, status and date of an exchange can be found in the Exchange Information section.

3 SmartOffice Ed

Exchange Information

Exchange Information Exchange Policy Information [ | R 4 4 E

Poliy # 98503562

r Exc Policy £

Fund Date

Fund Amit

Company |Natiu:unal Insurance Company

CitgrState |[Columbus | [hio

Frocessar |Tri3ha
Last Action (04/08/2002 | [Open =
OnfStatus

OpeniClose |0408/2002  [f| | E
bT.

Motes1

MotesZ

[ 98303232

0551 2005

30000

[0k

1 | Cancel

To note the amount of the fund along with when it was received, click the Add button to enter
additional information. The Processor field automatically populates the Processor’s name from
the previous window. The Amt. Rcvd (Amount Received) field must be populated in order to

save this information.

<3 SmartOffice

Exchange Policy Information

Fracessar |Trisha

Exc Policy# [44874589

Funds Rewd. |I:I4.l'3l:l.l'2l:||:|2

Amt, Revd. |1 3264 75

Falicy Motes

| OK | | Cancel
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Important Contact Section

The important Contact section displays the Underwriter, Home Office Representative, Team,
Case Manager and Primary Contact.

Important Contacts

Undenuriter |Jessica Lee

HO Rep |F'riu:i||a Parkinzon

Team [#estern Region Fol Case Manager Peter Stevens

Contact Joseph M. Ackerman

Premium Information Section

The Premium Information section stores the proposed premium information. Annlzd Prem is the
Modal Premium multiplied by the number of payments the specified Prem Mode (Premium
Mode) makes in a year. If the Prem Mode or Modal Premium is changed, the Annualized
Premium will re-calculate. The SmartCaseManager module automatically populates this field.
Comm Modal is equal to Base Commissionable Premium in the Premium Breakdown dialog box.

Premium Information

hodal Fremium Frem hdode (Morthly =
Fay hethod |Direct Bil [*]  Annlzd Prem 1,500.00
Target Excess Prem |1EIEI.EIEI
Lump Sum 1025 [200.00
Comm hadal 150,00 Comm Annlzd 1,500.00
Fv'C IW‘ Renewal |5|:||:|.|:||:|

To view or modify premium breakdown information, click the Modal Premium hyperlink to
open the Premium Breakdown dialog box.

3 SmartDffice E

Premium Breakdown
Modal Values

Base Commissionable Fremium |141 B4

Policy Fee |5.54

Mon Commissionable Fee |2.81

Flat Extra Premium |

Migive Policy Fee I_

| OK || Cancel |
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On initial entry of a pending case when the Premium, Premium Mode and Payment Method

values are entered and the information is saved, the following calculations occur:

e Policy Fee:
Commissionable Fee | X | Modal Factor Policy Fee
Product Product PCM

0 The Commissionable Fee is found in the Product Fee Summary spreadsheet on the Detail
tab in the Product module.

0 The Modal Factor is found in the Modal Fee Information spreadsheet on the Detail tab in

the Product module.
e Non-Commissionable Fee:

Non-Commissionable Fee

X | Modal Factor

= | Non Commissionable Fee

Product

Product

Policy

0 The Non Commissionable Fee (Product) is found in the Product Fee Summary
spreadsheet on the Detail tab in the Product module.

0 The Modal Factor is found in the Modal Fee Information spreadsheet on the Detail tab in

the Product module.

e Base Commissionable Premium:

Premium| -

Non-Comm. Fee |-

Flat Extra Premium |-

Policy Fee

= | Base Comm.
Premium

Policy Policy

Policy

e Comm Modal (Commissionable Modal Premium):

Base =
Commissionable
Premium

Comm. Modal

e Comm Annlzd (Commissionable Annualized):

Base X
Commissionable
Premium

Premium Mode

Comm. Annlzd

When modifying the case, the following calculations occur and overwrite the current values:

If the Premium field is modified:

e The Base Commissionable Premium:;

Premium| -

Non-Comm. Fee |-

Flat Extra Premium |-

Policy Fee

= | Base Comm.
Premium

Policy Policy

Policy

e Comm Annlzd is recalculated.
If the Prem Mode (Premium Mode) or Pay Method (Payment Method) fields are modified:

e The Policy Fee and Non Commissionable Fee are recalculated using the modal factor of the

new mode/method.

o If the Waive Policy Fee checkbox is selected, Policy Fee and Non Commissionable Fee

will equal 0.
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o If there is not a modal factor listed for that mode/method combination, the Policy Fee and
Non Commissionable Fee values will equal 0.

e Base Commissionable Premium is recalculated.
e Comm Annlzd (Commissionable Annualized) is recalculated.
If the Face Amount is modified:

e The Policy Fee and Non Commissionable Fee are recalculated using the modal factor of the
new mode/method.
o If the Waive Policy Fee checkbox is selected, Policy Fee and Non Commissionable Fee
will equal 0.
o If there is not a modal factor listed for that mode/method combination, the Policy Fee and
Non Commissionable Fee values will equal 0.

e Base Commissionable Premium is recalculated.
e Comm Annlzd (Commissionable Annualized) is recalculated.

e |f the Base Commissionable Premium is modified:
o Modal Premium:

Base + | Policy | + | Non + | Flat Extra = Modal
Comm. Fee Commissionable Premium Premium
Premium Fee

o Annlzd Prem (Annualized Premium):

Modal X | Premium Mode = Annlzd Prem
Premium
Number of payments in a Annualized Premium
year

o0 Comm Annlzd (Commissionable Annualized) will be recalculated.
o Comm Modal Premium will be recalculated.

If the Calculate Policy Fee button (located on the Pending Case Summary under More
Features) is clicked, the Policy Fee and the Non-Commissionable Fee are recalculated. This is
useful if the settings in the Product Fee Information section or the Product Fee Commissionable
section in the Product module have changed and you would like to update the Policy Fee and
Non-Commissionable Fee accordingly.

Policy Advisor Summary Section
The Policy Advisor Summary lists the Advisor information for the pending case.

+ 0 S EYG)

[ Role Advisor Interest

[T Primary Advizor Sherman Alexander 100.00
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To add an Advisor, click the Add button to open the Policy Advisor Information dialog box.

<3 Smart0ffice

Policy Advisor Information

Advisor |Philip &nderson

Relation |

Rale |Servicing Advizor

Split Percant |?5.|:||:|

A5 of Date |

Expiratian Crate |

Maketing Manager |

Region Code |Eas‘tern Region

Office Code |

[ oK

1 | Cancel |

Policy Relationships Section
The Policy Relationships section can be used to define the Owner, Payor, Beneficiary,

Beneficiary 2, Co-Owner, Co-Payor, Contingent Beneficiary, Loss Payee, Collateral Assignee
and/or Absolute Assignee for the policy.

1 ER
[ Role

Conmtact Hame

Primary Contact

Crwvner

anan

Payar

Jackson, Lawrence
Jackzon, Lawrence

Jackson, Lawrence
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To add a policy relationship, click the Add button to open the Policy Relationship dialog box.
The Contact field refers to the person with whom the case has a relationship. Address is the
address associated with the case. It is not necessarily the contact’s primary address. To select an
address to populate this field, click the Address hyperlink. Relation refers to the relationship the
contact has with the primary insured of the policy. Role refers to the contact’s relationship to the
case. As Of is when the contact became associated with the case; Expiration Date is when the
contact is no longer connected with the case. Perc is the amount the contact is related to the case.
For example, the Perc of a beneficiary determines the percent of the benefit the associated contact
will receive.

<3 SmartOffice

Policy Relationship

Contact |Jennifer Buy
Address !EIBTE Holding Street, Los Angeles, ©8 95762 USA

Relatian | |

Rale |Dwner F|

Az 0f | i
Expiration Date | Wi
Per [100.00 |

I 0K I | Cancel |

Policy Insured Summary
The Policy Insured Summary lists the Primary Insured and the other insured contacts for that
policy.

Policy Insured Summary o+ ﬁl]' E ‘;’[
[~  Contact Hame Role

[T Jackson, Lawrence Pritmary Insured
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Select an insured contact and then click the Impairments button to open the Impairments dialog
box. Impairment information will carry over for all policies and pending cases for the contact.

<} smartOffice
Miscellaneous Information Miscellaneous Information
Inzured Hame Jackson, Lawrence Maiden Hame |
Height (58" Birth Flace |Pitsburgh
Nieight |'1 35 Coauntry |L|S.ﬂ-.
Last Seen By Doctor |05/ 42003 state [P =

S + 1 & &

r Impairments Diagnosis Date Cure Date Medication Details

[ Asthma 024061 954 Inhaler Asthama acts up during
Vigorous exercize

I 0K || cCancel |

To add an insured contact, click the Add button in the Policy Insured Summary to open the
Policy Relationship dialog box.

3 SmartDffice

Policy Relationship

Contact |.ﬂ-.|:kerman, Hathleen h. |

Addreszs |488 . Dakland Avenue, F‘asadena,|
Class | Fl

Rating | |

Izsue Age 50

Role Ingured

<&

| 0K | | Cancel |
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To view, add, modify, or delete policy ratings for a particular insured contact, click the Rating
hyperlink to open the Policy Rating Information dialog box.

3 SmartOffice

Policy Rating Information

Falicy # 0792234
Insurad P;"-IDHDH, Peter
Rate |

Role [Primary Insured

Fate Reason |O|:|:upatil:|r| FlE
Rating % |

Flat Rating |

ADB Rating |

DI Rating |

Temp Rating |

Temp Rating v'R |

=
=]
[ar )

(3] I

14

I OK I | Cancel |

During PCM Add, if the user selects the Second Insured option in the first PCM Add dialog box
Product Options section, then an additional Insured-2 section will be available on the second
PCM Add dialog box. During the PCM Add, the Second Insured is treated the same as the
Primary Insured. Requirements are populated from the Underwriting guidelines for the
appropriate Age, Gender, Risk Class and Face Amount.

Last Hame |Ackerman | | Clear |

First Name [£rne | Edit |

DOB (01/030958 Age |47 Gender [Female
Lic# [TESTS6353 | State |:| 55 # [550-76-3111
Rish Clazs |S‘tandard Nu:un-Smu:ukel Clear | Rate Table &
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Only one Second Insured can be added to the Policy Insured Summary. Any additional contacts
added to this section will be listed as Insured. The Second Insured role will only be available for
those cases linked to a product that is identified as a Second Insured product. To add a Second
Insured for a pending case, click the Add button in the Policy Insured Summary to open the

Policy Relationship dialog box.

) SmartOffice

Policy Relationship

Contact | |
Address | |
Class | Fl
lssue Age
Fiole |Seu:u:und Inzured Fl

<

|

oK | Cancel |

Policy Annuitant Summary

The Policy Annuitant Summary section is used to define the Annuitant Contact for the Annuity
Insurance type. This section is available only for Annuity pending cases. To Add an Annuitant,
click the Add button in the Policy Annuitant Summary to open the Policy Relationship dialog

box.

<3 Smart0ffice E

Policy Relationship

Contact | |
Address | |
Class | Fl
lssue Age
Role [Annuitart E

e
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Basic Policy Information and Benefit Sections

Disability (DI)

Class is a product-specific field and is directly linked to the Product module. The user can choose
an option from a list of previously set risk classes. Benefit Amount is the most money the client
can receive per accident/sickness. Benefit Period is how long the benefit will pay out. Elimination
is the number of days that the client has to be injured or ill before the benefit will pay out. Rating
refers to an additional rating on a class.

Basic Policy Information
Policy # |D-900376 Case #

Case Unique I 66939-1458
Carmier [ABC Life
Flan Hame |Inu:u:umeF‘rnteu:tu:urP'Ius

Flan Type Disability Sub-Type

State Cash Received 0L00
Inforce Request Alternate Policy #
Friority (Important FlE Replacemeant I_

bultiLife Falicy |

Occup. Rate |4P FlE

Class |.E~II Clazses

Benefit Amount (10,000.00 | [7,000.00
Benefit Period |5 ||5
Elimination ||:| ||5

LumpSum Benefit |

Total Buyout Cow |

|
|
|
Rating [Tahle B |
|
|
|

Buyout Funding |ann Paymerit =
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Medical

PPO and Non-PPO information can be tracked using this insurance type. Deductible is the
amount the client has to pay before the insurance will begin covering costs. Co-Payment is the
amount of out-of-pocket money the client will pay per doctor visit. Life Time Max is the
maximum amount the client will have to pay in a lifetime.

Basic Policy Information
Falicy # |M-1244643 Casze #

Casze Unique ID 66939-1493
Carriar |North American Medical

Flan Hame |E|EI'|E-MEI.‘;1

Flan Type Sub-Type

State U Cazh Received 0.00
Inforce Request Alternate Policy #
Friority Replacement I_

MultiLife Foliey [

Class |.&II Claszes

Dedustible [SO0 ||

Cao-Payment [15 | |
Life Time hiax |5,000 000

LTC (Long Term Care)

Coverage Selection specifies the type of coverage carried by the client. Benefit Length is the
amount of time the benefit will pay out. If the Tax Type is qualified, the policy is not taxed and if
the Tax Type is non-qualified, then the policy is taxed. Max Lifetime Benefit is the maximum
amount the policy will pay to the client in a lifetime. Max Daily Benefit is the maximum amount
the policy will pay to the client in a day. Elimination Period is the number of days the client has

to be injured or ill before the policy will pay out.

Basic Policy Information
Paolicy # (91231-0024L0 Case #

Case Unique I 66939-1492
Carier [ABC Life
Flan Name [Sentinel 100

Flan Type LTC Sub-Type
State |&F = Cash Received 0.00

Inforce Request Alternate Policy #
Pricrity Replacement I_

hultiLite Foliey |

Class |AII Claszes

Coverage Selection |Comprehen3ive 100 % =

Benefit Length (ris) |:| Tax Type [on-Qualified =

b Lifetime [160,00000 |Unlimited | Unlimited [

Benefit
bz Monthly [140.00 Unlimited [ I:lUnIimited r
Benefit
Max Daily Benefit [50.00 Unlimited [ I:IUnIimited r
Feriod
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Annuity

If the Tax Type is qualified, the policy is not taxed and if the Tax Type is non-qualified then the
policy is taxed.

Basic Policy Information
Folicy # |4-30101 Case #

Case Unique I 66939-1462
Carier [2BC Life

Plan Name [&merican Annuity |

Flan Type EIR& Sub-Type 10¥RT
State |Ca, = Cash Received 0,00

Inforce Request |: Alternate Palicy #
Friarity Feplacement I_

MultiLife Palicy T

Tax Type |N|:un-@ualified F
Class |AII Clazzes

Other
Other can be used to track any other type of insurance not previously listed.

Basic Policy Information
Folicy # |MLO19S777E Casze # |

Case Unique I G6939-1491
Carier [4BC Life

Flan Mame |NEW Harizon 60

Flan Type Multiple Sub-Type
State (&7 Cash Received 0,00

Infarce Request l: Alternate Palicy # |
Friarity Replacement I_

MultiLife Palicy |

ITl

Class |.E-.II Classes
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Policy Warnings

Button

To view, add, modify, or delete policy warnings, click the Policy Warnings button to open the
Policy Warning Summary.

<Y SmartDffice

Policy Warning Summary

+ 1S HEEX

[ Warning Date

Warning Megzage

The palicy will expire if the requirements are not
received by next week,

To enter a new warning, click the Add button to open the Policy Warning dialog box.

3 SmartOffice E
Policy Warning

Policy # (57562341 |
Date 020182004 i
Status |Dpen F|

i LEC
Warning s

received by n

The policy will expire if the requirements are not

ext week.

| oK

| | Cancel |

To change the warning status to Closed, select the warning in the Warning Summary and then
click the Close Warning button. When a case has a warning with an Open status, the Policy
Warnings button will blink as a reminder that something important needs to be addressed on this
case. Policy Warnings can also be viewed from the SmartPolicies module.

Policy Notes Button
To add or view notes on the policy, click the Policy Notes button to open the Policy Notes dialog

box.

/2§ smartOffice E

Policy Notes - Policy No. - 856974 - Erin Basinger

I- Show Manual Entries Only

R+m%0 2 TZSEE X

" Memo Memo Type Hotes Keywords Created By Open Link
Dat Time
i 04:42PM Policy Type: Life Admin E

Plan Hame: Preferred Life
Status: |zzued
Pol# 856974

Records Shown: 1

Total Records: 1

SmartOffice® v5.1- SmartCaseManager User Guide
Revised: 03-10-06
Page 29



To add a new policy note, click the Add button to open the Policy Notes Detail dialog box.

New SmartPad Entry - Policy Motes - Policy No. - 856974

L BRREBEMmAAIB 7 UTEES

1l
i
-
111
[T
ke
i
(Tl
m

Fo—F %

Memo Date/Time |12/ 62006 | [05:44PM [ By Admin

Keywwords | I:|E
Linked With Pending Case Management

I_ Frivate- Select multiple users for limited access
I_ Send thiz note az an Alert to other Usenz)

[ 6k | | Link | | cancel |

Policy Notes can also be viewed from the SmartPolicies module.
Policy Summary Button

Click the Policy Summary button to go to the current case’s record in the SmartPolicies module.
Click the SmartPolicies PCM button to return to SmartCaseManager.

Premium Calculation Report Button

Click the Premium Calculation Report button from the expanded More Features menu to
generate a Premium Calculation Report on the basis of entries in the Product module. On the
initial entry of a pending case when the Premium, Premium Mode and Payment Method values
are entered and the information is saved, the calculations are based on the entries in the Modal
Fee section of the Product module.

<3 SmartOffice

Modal Premium Summary

Premium ‘Payment Modal Annlzd
Mode Method Premium Prem

& nnually Direct Bl |1,724.14 1,724.14
Marthily Pac [150.00 1,500.00
[Guarterly  [DirectBil  |455.52 1 862,07
|Semi-Annually Direct Bill  |896.55 11,793.10

Link to Existing Case Button

This button is available on the Detail tab only for cases that are not linked to any Parent Case and
are not MultiLife Cases. From the expanded More Features menu, click the Link to Existing
Case button to open the Search Pending Cases dialog box. Click the Search button to display the
Pending Case Summary listing all Multilife cases. Specify a pending case as the Parent Case. The
Pending Case becomes a Child case and is listed on the Additional Pending Case tab of the Parent
Case.
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Show Parent Policy Button

This button is available on the Detail tab for all cases. To open the Parent pending case
information, click the Show Parent Policy button from the expanded More Features menu. If
the case is linked to a MultiLife case then the Parent Pending Case information opens. The “No
parent case is associated with this record” message displays.

Submitted - L-124697 - Life - Lucy S. Tarumoto - Convertible Plus - ABC Life

QOXTESARVY / EETZE»

Detail (B) || Additional Pending Cases || Undepwriting || Delivery (G) || Advisgr Reguests || RidersiReinsurance || ActivityMail (2) || ==

Status and Dates Premium Information

Status/Status Date Submitted 11/01,2004 Modal Premium 1_5“-“" _ Prem Mode Monthhe
Signed 1072772004 7 Submitted 11012004 R’ Fay Method Direct Bill Annlzd Prem 1,800.00

Target Excess Pram

All Req In O FApproved O Lump Sum s
Iszuzd | Delivered O Comm Modal 150.00 Comm Annlzd 1,800.00

Inforce O Renewal

Basic Policy Information

Fv'C
1 BB,

Faolicy# L-124697
Case Unique Ib Case-66054-1443
Carier ABC Life
Plan Hame Convertible Plus
Plan Type Term
State WY
Infarce Request Hone
Friority
MultiLife Policy ¥

Case #

Sub-Type
Cash Received 0.00
Alternate Policy #
Feplacement l_

[~ Fuole Advisor Interest
[~ Primary Advizor Elaine Warnings 100.00 ;I
[ Referral Advizor Michael L. Ashcroft 000 :I

oy moweaswmay _——_[RNETER

r | Contact Hame | Role

Face Amount 500,000

Undenuritten Amt 500,000

[T Tarumoto, Lucy 5. Pritnary Insured

186

Undenwriter Jessica Lee
HO Rep Pricilla Parkinson

Contact Luey 5. Tarumoto

Important Contacts

Team Case Manager Preter Stevens

r | Role | Contact Hame |
[ Primary Cortact Tarumoto, Lucy . 1=
[ Cowner Tarumoto, Lucy 5.

[T Payor Tarumoto, Lucy 5. =

Unlink Case Button

This button is available on the Detail tab only for Child cases that are linked to a Parent pending
case. To unlink a Child case from a Parent case, click the Unlink Case button from the More
Features expanded menu. After unlinking, the case is no longer linked to the MultiLife pending

case.
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Additional Pending Cases Tab

The Additional Pending Case tab is only accessible when the MultiLife Policy option is selected
on the Detail tab of a pending case. The Additional Pending Cases tab tracks multiple cases under
a single case and enables the user to process the Underwriting and Delivery Requirements on the
Parent level of the pending case. When the user selects the Additional Pending Cases tab, Child
cases are displayed in a sub-system that is similar to the existing SmartCaseManager system. The
functionality of the sub-tabs under the Parent PCM tabs is the same as that of the main
SmartCaseManager system.

Application Signed - 1226325 - Medical - Jennifer Buy - Bene-PPO - North American Medical

ooEERZ

summary |[ Detail () |[ Additional Pencing Cases || Underwriting |[ Delivery (&) || Advisor Requests || RidersReinsurance |[ ActivityMail () |[ ==

Additional Pending Cases

Policy $tage [Lnderwiitng ] +QITXEETR J OEFS 5 »

Summary || Detail (73 || Underwriting |[ Defivery (3) || Advisor Requests || RidersReinsurance |[ ActivityMail () ][ LettersDocuments || ==

r Policy # Contact Hame Product Hame Policy Type Status Benefit Annualized
Premium

[~ 2455312 Stnith, Robert Bene-FPC Medical Pending 540.00

Records Shown: 1 Total Records: 1

Click the Add button to open the Add Linked (Child) Policy dialog box displaying the Link

Existing Policy as a Child Policy and Create a New Policy Record options. An existing case can
be linked, or a new policy can be created.

3 SmartOffice E
Add Linked (Child) Policy

* Link existing Policy as a Child Policy

Thiz oplion iz wsed o zeamh thhmough the databaze for 3 padicular policy amnd
ther link that policy 25 8 Child policy to the cument Parent golicy.

" Create a new Policy Record

Thiz oplion allows you fo cregte 3 mew policy ecomd aad then lick that policy
2= 3 child-policy to the curment parentpolicy.

| OK || Cancel |

Tag a case and then click the Unlink Policy button from the expanded More Features menu to

unlink the Child policy from the Parent policy. After unlinking the Child case, it is no longer
linked to any other case.
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To see the Underwriting/Delivery requirements of the Parent Case/Child Case, click the Show
Requirements button from the expanded More Features menu.

2} Smartoffice
Underwriting Information f Important Dates

Select IUnderwri‘ting Reuirements LI 57, ? E 5§ S @ S XK

m Insured Follow-Up Description Status i Status Date Completed

r 06072005 Application & Mon Med Part 11 Cancelled - G& OEO7 2005

[~ Smith, Robert OE/2252005 Avigtion Ricer Outstanding - GA M7 2005

[~ Smith, Robert 06 02005 Child Rider &pp Supplement Outstanding - GA M7 2005

|- Smith, Robert OEM V2005 Awigtion Exclusion Cutstanding - GA QM7 2005

I~ Smith, Robert O6M 2005 Application & Mon-kied Part Il Cutstanding - GA 06072005

[~ Smith, Robert OEM 02005 Appplication Supplement (other) Outstanding - G4 OO /2005

Underwriting Tab
Underwriting information is located on the Underwriting tab.

Underwriting Information / Important Dates

Underwriting requirements are automatically populated by SmartOffice based on underwriting
guidelines created in the Product module. For further information, see the Product Module
documentation. The follow-up date is automatically determined based upon settings for the
carrier. Please refer to the Carrier Module documentation for further information. Requirements
with a follow-up date the same as the current date or earlier will display on the Case Manager and
Requirement Manager’s Global Follow-Up Summaries. Please refer to the Follow-Up Sub-Menu
section for more information.

Underwriting Information / Important Dates + [l 7 %7 E R @ i»
[~ | Insured Follow-Up Description Status Status Date | Completed
[T Smith, Rokbert 06 052005 Application & Mon Med Part |l Cancelled - GA OB07 2005

[T Smith, Rokbert 062202005 Avistion Ricer Cutstanding - GA 06772005

[T Smith, Rokert 0 Dr2005 Child Rider App Supplement Outstanding - G& 072005

[T Smith, Rokbert 06 0F2005 Aviation Exclusion Outstanding - GA O80T /2005

[T Smith, Rokbert 06 052005 Application & Mon-hed Part I Cutstanding - GA 06772005

[T Smith, Rokert 0 Dr2005 Appplication Supplement (other) Outstanding - G& 072005

To designate an additional underwriting requirement, click the Add button to open the Select
Requirement Type dialog box.

<3 SmartOffice

Select Requirement Type

Acdvizor &

Approval
hlanual
Motor Yehicle Report

Paramedical Requirement -
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Select a requirement type (other than Manual) to open the Select Requirement(s) spreadsheet.
This spreadsheet will list only those requirements related to the selected requirement type. The
listed requirements are created in PCM Setup. If the Manual type is selected, the Select
Requirement(s) spreadsheet will be skipped and the Underwriting Requirement Detail dialog box
will open directly with no description entered. The description is to be entered manually.

3 smart0ffice

Select Requirement(s)

&R
u | Agency Codel Description | Requirement Type Priority | Code |
[~ Trial &Applicstion Trial &pplication Underwriting Reguirements =
[~ Trial &pplication Trial &pplication Underwriting Reguirements
[~ Schedule Pages Schedule Pages Underwriting Reguirements
[T Schedule Pages Schedule Pages Underwriting Reguirements
[~ Part Il Medical Exam Part Il Medical Exam Underwriting Reguiremerts
[~ Partll Medical Exam Part | Medical Exam Underwriting Reguirements o
| I\"Ion-Medic:aI - Detailz of Mon-Medical - Detailz of Answers Underwriting Requirements -

Select a requirement and then click the OK button to display the Underwriting Requirement
Details dialog box. The description (read-only if not Manual) is automatically populated. If more
than one requirement is selected, their descriptions (read-only if not Manual) will be separated by
a comma. When the Underwriting Requirement Detail dialog box is closed, the two requirements
will save as two stand-alone requirement entries with their own descriptions. For entering
multiple Manual requirements, the description must be separated by two hyphens ‘--’ (e.g., for a
Manual requirement, enter the description as ‘Blood Profile -- HO”). When the Underwriting
Requirement dialog box is closed, the requirements will save as two stand-alone requirement
entries with their own descriptions. Medical Facility handles the requirement. For example, if the
case requires a blood sample and St. Jude is performing the blood test, that facility will be listed
in the Medical Facility field. This dialog box also opens when a requirement is modified. When
the Completed Date is entered, the Follow-Up Date is automatically deleted. The user can enter a
new Follow-Up date if necessary.

/4 Smart0Office

Underwriting Requirements

| Palicy # 245512 Type Underwriting Requirements |
Select Insured Contact(s) =L E

[ | Contact Hame |

I~ Smith, Robert

Underwriting Requirements Dates

Service Prowider [EMS! Droctar Dgh‘lwssica
Medical Facility |=t. Jude Req. tdanager |Daniel Odel
Status |Cutstanding = Statuz Date 0201 /2005 [
Required of |54, |: Friarity |:
Follon-Up [08M042005 [ Completed Date [
Form | _wiew Linked Form

p\.’isible to 'SmarWiew for Advisor users

Description
|npplicatiun & Hon-Med Part Il

Remarks

Cancel

<&
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Change Date/Status Button

Select a requirement and then click the Change Date/Status button to open the Requirement
Dates dialog box. Here the requirement’s Status, Status Date, Required Of, Follow-Up Date and
Completed Date can be updated.

2} SmartOffice
Requirement Dates

Status | =
Status Date | i
Required of | FlE
FollowUp | i
Completed Date | [m

I oK I | Cancel |

Reset Follow-Up Date Button

Select a record and then click the Reset Follow-Up Date button to renew the Follow-Up date
based upon the current date. The calculation used is entered in the Carrier module.

Recreate Underwriting Requirement Button

To recreate the underwriting requirements from a product’s guidelines, click the More Features
button on the Underwriting tab toolbar and then select Recreate Underwriting Requirement
from the drop-down list. A prompt will confirm deletion of the existing underwriting
requirements.

2} Confirmation

e Delete the existing underwriting requirement(s) for this paolicy?

Mo | Cancel |

To append any new underwriting requirements, click the No button to reject the deletion. To
remove the current requirements (except for the Await Approval and Replacement requirements
created by PCM Workflows) for a pending case and replace those with all applicable
requirements (defined in the product module) click the Yes button.
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A Recreate Underwriting Requirements dialog box opens to confirm a successful update.

3 SmartOffice
Result
Case Information
Policy # 01-14-03 AA Wiirite State CA
Undenuritten Amt S00000.0 Caze Manager Admin
Product Name American Level 10 ¢ per ABC Life
Insured Information
Hame Ackerman, Joseph k. Gender hilale
Age 53 Class Preferred Smoker
Requirements

Type Sub-Type Lrescription
nderweriting Paramedical HOS

Fequirement
Underweriting Paramedical Paramedical Exam

Requirement
nderweriting Paramedical Blood Profile

Fequirement
Delivery Basic Delivery Receipt
Undersweriting Cther llu=tration

Advisor Information
Name Andersan, Philip | Type | Primary &dvisor
Requirements
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Delivery Tab

The Delivery tab has five sections: Premium Information, Miscellaneous Information, Policy
Relationships, Policy Insured Summary and Delivery Requirements Summary.

Submitted - L-124697 - Life - Lucy S. Tarumoto - Convertible Plus - ABC Life
BEOO0O%EB &RV / ETE»
SUmmary || Detail (P || Additional Pending Cazes || Underwriting || Delivery (5] || Advizor Requests || Riderz/Reinsurance ”T‘
todal Premium M Deliven Mode Folicy #
P ay hMethod W PALC Draw Oay E i
Initial Cash 000 Add| Cash Receivad [7,00000 | Fay Ta Date [
R;:::: Excess Paid [6,850.00 peliven State "
Target (G00.00 Ewxcess Frem [200.00 Besision Bate @l
Lump Sum [250.00 1035 [300.00 Canier Delivery Expitaion 31072005
Fve [350.00 Ranewsl [100.00 Office Delivery Expiration M
Comm Modal 160.00 Comm Annizs 16000 + T EEY
Annlzd Prem 150,00 m
L m E [T Primary Insured Lucy Tarumoto
ﬁm
[T Primary Contact Tarumaoto, Lucy =,
[~ Owner Tarumoto, Lucy 5.
[T Payor Tarumoto, Lucy S
+ IV ESEBE GG ES S
il | Insured | Description | Follow-Up | Status | Status Date —,anpleted |
[T Tarumota, Lucy S. Additionsl Money 09,04,2005 Outstanding - GA 0901 2005

Premium Information Section

In the Premium Information section, the Pay Method represents the client’s method of payment.
The options are Bank Draft, Check, Collection Institution, Combined Billing, Credit Card, Direct
Bill, EFT (Electric Fund Transfer), Gov Allotment (Government Allotment), Irregular Billing,
List Bill, Other, Paid In Advance, Payroll Deductions, Premium Deposit Fund, Regular Billing,
Special Discounts, Suspended Billing and PAC (Pre-Authorized Check). Additional Cash
Received is the money paid after the Initial Cash Received. For example, if the client paid $150
on an application and then paid a further $25 after the case was issued, the Initial Cash Received
is $150 and the Additional Cash Received is $25. SmartCaseManger automatically calculates
Balance and Excess Paid using the values in the Premium, Initial Cash Received and Additional
Cash Received fields. Balance is equal to how much the client still needs to pay to meet the first
premium payment. Excess Paid is equal to how much the client has paid minus the first premium
payment.

hadal Fremium |150.00 Deliveny Mode [hdanthly [=
Fay bethod [PAC FAC Draw Day |:
Initial Cash 150.00 Addl Cash Received @

Recaived
Balance Excess Paid @
Target (10.00 Excezz Frem @
Lump Sum [30.00 1035 @
F+C |60.00 Renawal @

Comm hiodal 150.00 Comm Annlzd 1,800.00
Annlzd Prem  3,600.00

!

il
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Miscellaneous Information Section

Important dates and the delivery state are located in the Miscellaneous Information section.
Decision Date and Carrier Delivery Expiration are Approved case dates. When the case status is
marked as Issued, the Application State information transfers to the Delivery State.

Miscellaneous Information

Policy # |91231-0028L1 |

Policy Date [01/12/2005 [

FPay To Date | [m

Delivery State (47 E

Decizion [ate |D1 M 202005 [

Carrier Delivery Expiration |I:|1.|"|2.l‘2I:IEIS m
Office Delivery Expiration | Niii

Policy Relationships Section

The Policy Relationships section can be used to define the Owner, Payor, Beneficiary,
Beneficiary 2, Co-Owner, Co-Payor, Contingent Beneficiary, Loss Payee, Collateral Assignee
and/or Absolute Assignee for the policy.

+ 1B
I | Role | Contact Hame
[T Primary Cortact Baszinger, Erin
[T Owener Basinger, Erin
[T Payor Basinger, Erin

Policy Insured Summary
The Policy Insured Summary contains delivery information on insured contacts for the case.

+ml@?

[~ Role ' Contact Hame
[T Primary Insured Erin Bazinger

Delivery Requirements Summary

Any requirements to be fulfilled before a case goes inforce are tracked in the Delivery
Requirements Summary. Delivery requirements are automatically populated by
SmartCaseManager based on age and face bandings.

A RA- TR B,
[ | nsured | Description | Follow-Up | Status [ Status Date | Completed |
[~ Basinger, Etin Sevait Policy 040352005 Outstanding - Carrier 03/29,2005
[T Basinger, Erin Auvait Policy 04/Follow-up/Due-Date expiredartier 03/29/2005
[~ Basinger, Erin Additional Money 050552005 Outstanding - GA 05/02/2005
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To designate an additional delivery requirement, click the Add button to open the Select
Requirement Type dialog box.

<3 Smart0ffice

Select Requirement Type

Amendment
Ayvait Palicy
Basic

L Davevnilozed
Forms
Manusl

Cither

Select a requirement type (other than Manual) to open the Select Requirement(s) spreadsheet.
This spreadsheet will list only the requirements related to the selected requirement type. The
listed requirements are created in PCM Setup. If the Manual type is selected, the Select
Requirement(s) spreadsheet will be skipped and the Delivery Requirement Detail dialog box will
open directly with no description entered. The description is to be entered manually.

<} SmartDffice
Select Requirement(s)
=1

[ | Description Agency Coded
[T RESALMG RESALMG I~
[T Hesith Statemert Health Statement
[T Clarification Clarification

Amendment Amendment
[T Clarification Clarification

Amendment Amendment
[T =p= aps
[T Amendment Amendment
[ Agency Del Anency Del -
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Select a requirement and then click the OK button to open the Delivery Requirements dialog box.

<3 Smart0ffice

Delivery Requirements

Folicy# 856974

Select Insured Contact(s)
[ | Contact Hame
[+ Bazinger, Erin

[
- |E3

Delvery Requirement Dates

E Status Date [09/02/2005 T
Req. Manager |Dal‘|iE| Oddell

Status |Outstanding
Fequired of |GA F|
FallowsUp |09/09/2005

| Yiewy Linked Farm

Farm |

|7 Wisible to "SmartWiew for Advisor users

Description

BEC
W

Remarks

oK || Cancel |

Advisor Requests Tab
The Advisor Requests tab displays all of the advisor requests that are linked to the case. The
requests are divided into two spreadsheets: Product Advisor Requests and Advisor Requests.

Pending - 983938 - Life - Brad Abernathy - LifeCoverage - Insurance General
QOEREL / ETE»

SUMmmary || Detail (B || Underwriting || Delivery (3] || Advizor Reguests || Riderz/Reinsurance || Activity Mail (21 || Subaccounts | ==

ZZEEILABEEER .S
[T ]Advisor ______ [Descripion  |Expiration | Stws Swtsbate |

Licensing - Agents Personal Data Form

[T Odell, Daniel 2.
[~ Qdell, Caniel &,
[T Odell, Daniel 2.

Records Shown: 3 Total Records: 3
Advisor Requests B
Follow-Up Completed Request Type
Appointment

Request RBemarks
I Addded by PCM caze 090272005

Licensing - State Appointmert
Special Broker Contract
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Product Advisor Requests Spreadsheet

The Product Advisor Requests spreadsheet lists the requirements to be completed by the Advisor
for those particular cases other than licenses, contracts, appointments and error & omissions (e.g.,
obtaining a Series 6). These are automatically populated when the pending case is added. The
requirements are entered in the Product and Carrier modules and the requirements that the
Advisor has already fulfilled are entered in the Advisor module. SmartOffice compares the
requirements in the Carrier and Product modules to the fulfilled requirements listed in the
Advisor module. Any requirements that are entered into the Product or Carrier modules that the
Advisor has not yet fulfilled are populated in the Product Advisor Requests spreadsheet. For
further information, please refer to the Product Module, Carrier Module and Advisor Module
documents.

Product Advisor Requests 7 ‘ E o ﬁ =) @ . ' Wi
Advisor Description Expiration Status Status Date

|- Dodell, Daniel A Licensing - Agents Perzonal Data Form

[~ dell, Danigl A Licenszing - State Appointment

[T Cdell, Danigl &, Special Broker Cortract

Records Shown: 3 Total Records: 3

Advisor Requests Spreadsheet

Note that this spreadsheet can only be populated by Agency Manager workflows. An Agency
Manager license is required for this.

The Advisor Request spreadsheet lists all of the requirements to be completed by the Advisor for
that particular case including Licenses, Contracts, Appointments and E&O Insurance. These are

automatically populated when the pending case is added. For further information, please refer to

the Agency Manager document.

|

o | Request RBemarks | Follow-Up | Completed | Request Type
- Added by PCM case 090272005 Appaintment

Records Shown: 3 Total Records: 3

Riders / Reinsurance Tab
The Rider/Reinsurance tab has two summaries, the Rider Summary and the Reinsurance

Summary.
Delivered - 458896 - Life - Dennis Lockwood - Preferred Life - 20th Century Life Insurance
QOEREY /ETE»
Summary || Detail (P || Unclepweriting || Delivery (3 || Advizor Requests || RiderzReinsurance || Activity Mdail (2 || LettersiDocumerts | ==
Rider Summary + lT]T E E
Rider Hame Remarks Expiration Dt Premium
I~ Disahilty Premium Wsiver This ridet is to waive the premium 090252015 100.00
+IBE
[~ [ Ordered | Delivery Method | Received Date | Carrier Hame
[ 08m22005 il 09M2r2003 ABC Life
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Rider Summary
The Rider Summary displays case-related rider information.

T TBEY

o | Rider Hame | Remarks | Expiration Dt Premium
[~ Digabilty Premium Waiver

To add a rider to a case, click the Add button to open the Policy Rider Detail dialog box. All
contacts with an Insured role (Annuitant in the case of Annuity type) in the Interested Parties
section will display in the drop-down menu under Insured Name (Annuitant Name in the case of
type Annuity).

23 SmartOFfice

Policy Rider Detail

Insurad Hame |Lu|:y =, Tarumoto =

Rider Praduct Disability Fremium yisiver
Rider Hame |Disat:uil'rty Premium Waiver =[c
Ende|
Current Amount | | Feriod I:IYear(sj
Fremium |’IEI.EIEI | Expiratian | Hiii
Fremium hode |E|i-r-.-1.:.rrth|y F| Fay Method | =
Status |Pending [*| LastuUpdated | i

Feyords | FlE

| 0K | | Cancel |

To view the list of Rider Products, click the Rider Product hyperlink.

Reinsurance Summary

Reinsurance is a form of insurance that insurance companies buy for their own protection, “a
sharing of insurance.” The reinsured reduces its possible maximum loss on either an individual
risk or a large number of risks by giving a portion of its liability to another insurance company.

Reinsurance Summary + fi E
[ Ordered | Delivery Method | Received Date | Carrier Hame
[ o&nzzo0s Wil 091 202005 8B Lite
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To add reinsurance information, click the Add button.

<3 Smart0ffice

Reinsurance Information

Folicy# 01-14-03 AA
Carrier |M
Ordered [10/02/2002 Wi
Delivery Method s =
Received Date [10/04/2002 i

| OK | | Cancel

Activity/Mail Tab

The Activity/Mail tab tracks case-related activities and case-related sent e-mail.
Delivered - 458896 - Life - Dennis Lockwood - Preferred Life - 20th Century Life Insurance

QOEARY /ETE»

SUmmary || Detail (B || Underwriting || Delivery (51 || Advizor Reguests || Riders/Reinsurance || A ctivity Mail (21 || LettersiDocuments | ==
Pending Case Activity Summary + ]j‘]] 7 Y E
Contact Hame Date it Time Type Sub-Type Reason | Status I

[~ Lockwood, Dennis 09072005 10:0080 Call Annual Review: Dizcuss aternate options. Active

E-mail Information il <7 y E
[ | SentDate | Sender | Recipient | Subject [Post |
[~ 09022005 Draniel Odell Denniz Lockwood=demof@ezdata.com=  Re: Denniz Lockwood, 20th Century Life Insurance; &

03:15PM EE054-1597; 455596

Activity Summary
The Pending Case Activity Summary tracks case-related activities.

+ 0 ZZEE

Contact Hame Date 1 Time Type Sub-Type Reason | Status
[ Lockwood, Dennis 09072005 A0:002M Call Annual Review Dizcuss alternate options. Active
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To add an activity for a case, click the Add button to open the Related Contacts dialog box.
Select a Contact link to open the New Activity dialog box.

/3 smartoffice (x|

Activity Pattern
Name Joseph M. Ackerman DaterTime |01 M 2/2005 Il Friority {Mormal [=
Created By admin Remind Before Status (A ctive [=
Created On  01/12/2005 11:31AM Duratienelinit [50 | Iinutes Trackad
Bartict " @ % m E Place Frivate l_
_ icipants + &
T Type/Sub-Type |Call = [€] [spproschivew Seen [w[€ Bue Date |J112/2005 &
: inrd Track
T admin Keywords [Palicy# 5523490 ] "
Subject [
R > 4 A° 8 7 U T 05 B Y

| OK b | Save | | Calendar | | Policy | | Cancel

E-mail Information Summary

The E-mail Information summary tracks case-related activities and e-mail messages. The user can
Compose, Forward, Reply, or Reply All to e-mail messages.

E-mail Information R4 E
[~ | SentDate | Sender | Recipient | Subject [ Post
[T 09mzr2005 Daniel Odell Dennis Lockwood=demao@ezdata.com=  Re: Denniz Lockwaood, 20th Century Life Insurance; &
03:18PM BE054-1:397; 455596

Letters/Documents Tab

The Letters/Documents tab displays sent letters and uploaded documents.
Delivered - 458896 - Life - Dennis Lockwood - Preferred Life - 20th Century Life Insurance

QOEBRELA / EZ2E»

Summary || Detail (P || Undepwriting || Delivery (5 || Advizor Requests || RidersReinsurance || ActivityMail () || LettersiDocuments

+ 08 B i

[ | Letter Title & [Open | Keyword | Created On | Created By I
[T Address Change Letter @ Address - Stay in touch 090272005 04:04PM Draniel Colell
+ 05
I~ | Description & [Open | Keyword | Created On
[T Heatth Relsted Documents @ Detailz Of Inzured 0902520035 04:05PM
Letter Log
The Letter Log spreadsheet lists case-specific letters.
Letter Log
[ Letter Title ¢ | Open | Keyword | Created On | Created By
[T &ddress Change Letter @ Address - Stay intouch 090272005 04: 04Pw Draniel Odell
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A sent letter can be viewed in detail by clicking on the application icon, located in the Open

column.
September 04, 2001

monmma Peterson

946 Dunford St
Jacksonville, FL 32201
Dear Monma,

Since on October OF you are having a hithday, | was justwriting to find aut ifl
wolld soon be receiving an invitation to yaur pary?

[t's heen a tough and lonely year for me atthe insurance agency. Hopefully you
will brighten up my year by inviting me toyaur home pethaps for dinner and
some birthday cake?

Bestwishes, Momma, for a wonderful and productive year!

Sincerely,

Dianiel Qdell, CLLU
General Agent

An additional letter can be sent by clicking the Add button. Contacts related to the case will be

listed in the Related Contacts section.

<3 Smart0ffice

The contacts listed below are related to the curvent Case/Policy. Select the contacts to
Wharn o workd ke to send a letter.

Case Information

Caze Office Kandace
Faolicy # 01-14-03 AA Caze # AA

Flan Name American Level 10

YT

Contact Hame Role
[T Ackerman, Jozeph M. Primary Contact
[ ABCLife Catrier
[T Anderson, Philip Primary Advizar

Letter Printing Options

fe Frint Farm Letter
 Print Envelope
™ Print Label

IF Use default letter printing options

OK | | Cancel
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Document Summary

The user can attach a file to the case. This file can be a document, picture, or any other type of
file. To add a file, click the Add button to open the Related Contacts dialog box. Select a Contact
link to open the Document Detail dialog box.

+ im.l@mlti

I | Description i | Open | Keyword | Created On
[T Health Relsted Documents @ Details Of Insured 090272005 04: 03P

The Upload the Document to the Server option places a copy of the file in the SmartOffice
database. The Link with a Document on my Local File System option does not create a copy, but
adds a link to the file on your computer. Only people with access to your computer drive will be
able to open the file. The Save a Link to the Document option creates a link to a file on the
Internet (or intranet).

<3 SmartOffice

Document Detail

Contact Hame Joseph M. Ackerman

Crescription |
Categony | FlE
Fewmord | FE

Document Type

v Upload the document to the server and specify where the document iz
nowy stared locally.

Local File Path | Browse. .. |

Limk weith a document on the local file system and specify whete the
document iz stored locally.

Local File Path I Browse... |

¢~ Save alink to an InternetAntranct document and specify the URL (the
document will remain on the internetintranet).

um_|

I OK | | Cancel
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Policy Transactions Tab

The Policy Transaction tab is used to enter policy related transactions such as:

e Address Change

e Beneficiary Change

e Premium Change

e Benefit Paid

e Loan Interest Repayment

e Loan Repayment

e Premium Payment

e Partial Surrender

e Total Surrender

e Policy Loan

e Other

e Cash with Application

e Policy Dividend

Note that Cash with Application type transactions can only be added through the Cash Received
field on the PCM Add dialog box, the Cash Received field on the Detail tab, or the Initial Cash

Received field on the Delivery tab.
Application Signed - 1226325 - Medical - Jennifer Buy - Bene-PPO - North American Medical

QOB KB/ EvE>»
Summary || Detail (P) |[ Additional Pending Cases || Undepwriting |[ Delivery (3] |[ Advisor Requests |[ RidersReinsurance || ActivityMtal (Z) |[ == |
t 0T IBE
Transaction Date it Remarks Amount | Transaction Ho I
[ 10i2772004 Cash Received with Spplication S00.00
[T 09022005 Received cash for Address 200.00

Change

Records Shown: 2 Total Records: 2

Policy Transactions are added by clicking the Add button to open the Policy Transaction dialog
box.

=3 SmartOffice

Policy Transaction

Type |.ﬂ-.ddress Change [=
Date | i

Amount |

Fayment Method | F

Transaction # |

OK | | Cancel |
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Policy Custom Tab

The Policy Custom tab is module-specific, accessible from the Pending Case Summary, and
consists of customizable Alphanumeric, Numeric, Integer, Date, Lookup and Checkbox fields.

Delivered - 87562341 - Life - Sherman Alexander - Economizer - Nations Life Insurance

HOOREEFLA /FOEE»

Summary || Detail (P || Underwriting || Delivery (&) || Advisor Requests || Riders/Reinsurance || ActivityMail (2 || Letters/Documents | e

Alphanumeric Fields (NumericFiels [l DateFields
Concerns |:|EI zross Death Benefit I Last Verification | |&§
Integer Fields Check Boxes

# Of Failed Regs Qualified I-
Lookup Fields
Level FIE

The field names can be edited by clicking the Customize Label button. Enter new field labels
into the appropriate fields. Only the altered fields are displayed on the Custom tab.

43 smartOffice

Custom Information

Alphanumeric Field Labels Mumeric Field Labels Date Field Labels
AlphaHum1 |C0nc:erns Num1 |Gross Desth Benefit Dated |Last Yerification

AlphaHumz Humz L ateZ
AlphaHum3 Hum3 L ate3
AlphaHumg Numg L ated
AlphaHums Mum5 L ateS

#lphalums | Num& Dated
Alphatum? | Integer Field Labels weiie
Alphatiums | Int1 [# OF Failed Regs pates [ |

Hphatiume me [ | petee
Hphatium? mal | S
iyttt 2 Ints Check Box Field Labels

AlphaNum13 |

AlphaNumd 4| Lookup Field Labels esMod (Gualified
phaMum

Laokup ||_BVB|— esMo2
AlphaNumis | ez

resHod
Lookup3 il

Alphalum17? | “resHas
Alphalum12 LOe “resHab
Alphablum19 Lodpe esHay
Alphabumzi resHod

[k ;|| Close
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Life Custom Tab

The Life Custom tab is Insurance Type-specific and accessible from the Pending Case Detail tab.
It consists of customizable Alphanumeric, Numeric, Integer, Date, Lookup and Checkbox fields.
Delivered - 87562341 - Life - Sherman Alexander - Economizer - Nations Life Insurance

HOORBEELA / FOEEE
Summary || Detail (P || Underwriting || Delivery (&) || Advisor Requests || Riders/Reinsurance || ActivityMail (2 || Letters/Documents HT‘
americriows
[ conems[  ®E| ]m Last Verifieation I

# Of Failed Reqs Qualified I_
Lookup Fields
Level I:IE

The field names can be edited by clicking the Customize Label button. Enter new field labels
into the appropriate fields. Only the altered fields are displayed on the Custom tab.

=3 smart0ffice E

Custom Information

Alphabumi [Concerns Num 1 ﬁ Dated ﬁ
Alphatumz | Numz I: Datez |:
AlphaNum3 | Numa |: Dated |:
Alphalumd | Muméh |: Datedt |:

AlphaHums Hum3 L atef5

AlphaMumG NumG L atef

okl Integer Field Labels Dai=Er

phatums | Int1 [# Of Failed Regs e

Alphabum1 | nta Datet

Alphatum1z | Ints ol Check Box Field Labels
Lookup Field Labels TesHol |Gualified
Alphabum14 eetian
Lookup1 |Lewvel
Alphabum15 Cectias
AlphaNum16 Lookup2

eshod
Alphatium17 | R I

“esHod
Alphabumig | Leaiis

“esNol

Alphabum20 | eehas ,—

| oK | | Close |
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Follow-Up Sub-Menu

To display the global Follow-Up spreadsheet, select Pending Case from the side menu and then
choose Follow-Up from the expanded list to open the Search Follow-Ups dialog box. Click the
Search button in the Search Follow-Ups dialog box. All PCM Requirements with a Follow-Up
date equal to the current date are displayed here. Use the Select drop-down list to choose from

Underwriting Requirements, Delivery Requirements, Case-Related Advisor Requests (not
including license, contract, appointment, and E&O), Activities, Policy Owner Service
Requirements and Auto-Updated Requirements.

3 SmartDffice E
Search Follow-Ups

Feq. Manager |

[ Search | | Close |
Follow-Up for: Monday January 10, 2005
Select IUnderwr'rting Reguirements ;l 0 &_,_ B b E % '{" ﬁ @ J »
—  Policy # Insured Follow-Up  Description Status Status Date  Completed? Remarks
[~ TestPoM001 Adams, Margaret J 1172502004 2nd Call To Outstanding - Service 114 8/2004 =
Applicant-MNo Provider

[~ TestPol001  Adams, Margaret J

[~ Testing Ackerman, Joseph
Requirements b,

[~ Test Ackerman, Joseph
Recuirements .
[~ Test Child Adams, Frank

Caze

11/25/2004

1003152004

1072602004

1072602004

Answer

2ndd Mzy Left For
Applicant
Medical Examination Scheduled - G4
Bry Pediatrician

[Juvenile Medical)

001 Wendar Desc

Outstanding - Service
Provider

Cancelled - G&

APS 2 Order Ordered - G4

111852004

10/ 342004

1072172004

1072672004

Previous Page |1 =

Mext Page  Total: 51+ (Click here to list ally

PCM Button

Select a requirement and then click the PCM button (only available for the Underwriting
Requirements, Delivery Requirements and Case Related Advisor Requests) to jump to the
pending case for which the requirement belongs.

Policy Button

Select a requirement and then click the Policy button (only available for the Policy Owner
Service Requirements) to jump to the policy for which the requirement belongs.

SmartOffice® v5.1 — SmartCaseManager User Guide

Revised: 03-10-06
Page 50




Change Date/Status Button

Select a requirement and then click the Change Date/Status button to open the Requirement
Dates dialog box. The requirement’s Status, Status Date, Required Of, Follow-Up date and
Completed Date can be updated here.

Note: If the Completed Date field has a value entered in this dialog box and the Follow-Up field
does not have a new value entered, the Follow-Up date for the requirement will be deleted.

3 smartOffice

Requirement Dates

Status | B3

Status [ ate | [m
Fequired of | FE
Follow-Up | [m
Completed Date | i

I OK I | Cancel |

Reset Follow-Up Date Button

Select a record and then click the Reset Follow-Up Date button to renew the Follow-Up date
based upon the current date. The calculation used is entered in the Carrier module.

Change Req. Manager Button

To assign the Requirement Manager for the requirement to another SmartOffice user, select the
requirement and then click the Change Req. Manager button.

Document Summary Button

Click the Document Summary button from the expanded More Features menu to open the
Document Summary dialog box. The Document Summary dialog box displays a list of files that
are attached to the selected requirement. Additional files can be linked to the requirement from
here.

View Linked Form Button

Click the View Linked Form button to open the form linked to the requirement. A form can be
linked to a requirement from the Requirement Detail dialog box.

Letter Writing Button
Select a requirement and then click the Letter Writing button to send a letter to a related contact.
Compose E-mail Button

Select a requirement and then click the Compose E-mail button to send an e-mail message to a
related contact.
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Teams
Team Search

To conduct a team search, select the Pending Case menu item and then choose Team from the
expanded list to open the Search Teams dialog box.

3 SmartOffice

Search Teams

Team Mame |

Filter |

I Search I | Close |

o Todisplay a summary for all teams, click the Search button without entering any search

criteria.

o Todisplay a summary based on specific criteria, enter a team name or filter.

Team Summary
The Summary tab displays a list of all teams.

PCM Team Summary + I ITESH

SummEry Dretail

H | Team Hame

| Best Time to Call I

[T ‘estern Region For Life
[T Central Team

Team Detall

The Detail tab contains basic team information such as name, a linked business, and multiple
phone numbers, addresses, e-mail addresses and Web addresses.

PCM Team Detail - Western Region For Life
HOO+% 10
Summary Detail
[ + | & &
Team Hame Western Region For Life Street City State  Unformattn Map
Business Name [Nations Coverage Insurance Campany ZIP Code
[ 289 Pasadena MD 21122 ti
Phone Numbers + 0 & E
[ Full Phone | Type | Remarks
[T (626) 488-3423:1232 Business
[T (526) 478-3423#4323 Corparate Office
E-mail\Web Addresses + 015 E
I | Type | Address
[ E-Mail wrl@ncc.com
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Doctors

Doctor Search

To search doctors, select the Pending Case menu item and then choose Doctor from the
expanded list to open the Search Doctors dialog box.

3 SmartOffice

Search Doctors

Cractor Hame | |

Filter |

I Search | | Close |

e Todisplay a summary for all doctors, click the Search button without entering any search
criteria.

e To display a summary based on specific criteria, enter a doctor name or filter.

Doctor Summary

The Summary tab displays a list of all doctors.

Doctor Summary + fi EE
Summary || Detail () || Key Relstions |
[~ | Doctor Hame | Medical Facility Name Best Time to Call [
[T =system: Langdon, Robert
[ wiright, Jessica St Jude
[T Jackson, Roger Haly Cross Medical Center
Records Shown: 3 Total Records: 3
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Doctor Detail

The Detail tab contains basic team information such as name, a linked business, Remarks and
multiple Phone Numbers, Addresses, E-mail addresses and Web addresses.

Doctor - Jackson, Roger 0 0 + {\ﬁ =
Summary Dretail (P || ey Relationz |
Personal Information Phone Numbers + [ & @
Last Hame Jackson Suffise I | Full Phone | Type | Remarks
FirstName Roger Middle r %‘?ﬁg‘;m Business
Greeting ROQer
ey | Coss HediestGenter Addresses | £
Contact Person + m E
| Street City State | Unformatts | Map
|- 34 H. Medical City Of Hope CA 90232 ‘j
Group Lane
E-mailWWeh Addresses + i £
| Type Address
[T E-Mail jroger@hcme.com

Doctor Key Relations
The Key Relations tab tracks any record of relations the doctor has with other contacts.

Doctor -Jackson, Roger 0 0
Summary Detail (P Key Relstions |
Key Relations +#B v DEBE
Relationship Contact Hame Employer | Job Title
I Partner Willzon, Sam Applied American Life
r Fellow Employee Anderson, Jerry

Medical Facilities

Medical Facility Search

To search medical facilities, select the Pending Case menu item and then choose Medical
Facility from the expanded menu to open the Search Medical Facilities dialog box.

<3 SmartOffice

Search Medical Facilities

Medical Facility Name | |

Filter |

I Search | | Close |

o Todisplay a summary for all medical facilities, click the Search button without entering any
search criteria.

e To display a summary based on specific criteria, enter a medical facility or filter name.
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Medical Summary
The Summary tab displays a list of all medical facilities.
Medical Facility Summary + 1 i

Summary || Detail (F) || Key Relations |

[ | Medical Facility Hame | Dial Humber

N ayatem; HO Medical Facility 555

- Fystem: Mew Medical Services

r St Jude 421-733-4435
Records Shown: T Total Records: T

Medical Facility Detail

The Detail tab contains basic medical facility information such as name, a primary contact and
multiple phone numbers, addresses, e-mail addresses and Web addresses.

Medical Facility - Holy Cross Medical Center BEOO+%i

summary || Detail (B || Key Relations |
eicalFacifly formato 1

Medical Facility Name |HD|’3-' Cross Medical Center T | Type | Complete Address | Map |

= [T Business 34 M. Medical Group Lane th
Frimary Contact |KE—'||5" Smith City OF Hope, CA 90232
Phone Numbers il =W E.mailWeb Addresses + 1 & E
[ Type | Full Phone | Remarks | | Type [Address
[T Business {408T) 473-287- .
5897223 [~ E-Mail ksmith@hemec.com

Medical Facility Key Relations

The Key Relations tab tracks any record of relations the medical facility has with other contacts.
Medical Facility - Holy Cross Medical Center 0 0

Summary Detail (P Key Relstions |
+ LY I AESER

e O ame O e
I Rl Contact Il Job Titl
nidervwriter Assista mi elly noerwriter Assistal
Uricd iter Azsistant Smith, Kelly L. Line iter Assistant
[T Conzuttant Ahernathy, Bracd Computer Programer
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Service Providers
Service Provider Summary

The Service Provider Summary displays a list of all service providers.

Service Provider Summary + i Ev:
= o
SUmmary || Doetail (7 || Key Relations |
| Service Provider | Best Time to Call |
'l system: Portamedic (System)
=

[ PortaMedic

Records Shown: 3 Total Records: .

Service Provider Detail

The Detail tab contains basic service provider information such as name, primary contact,
accounts with Carriers and multiple phone numbers, addresses, e-mail addresses and Web
addresses.

Service Provider - EMSI n = == sm
i i QO+ T 5EEve
Summary || Detail (B |[ Key Relations |
Service Provider Information Phone Numbers + i
Senice Frovider EMSI Type Full Phone Remarks
[T Business {598) 330-M032986

Frimany Contact

perthenae ah U5 =
resses +
Carrier Service Provider Summary + 75 E Type Complete Address Map

Carrier Hame Desecription Carrier ID [ Business 234 Foothill Blud. 1]
[T Morth American Medical MAIC Pasadena, CA 30018 USA
[ 20th Century Lire E-mailWeb Addresses
Insurance + im . E
[ aBCLife [ [ Type [ Address
[T wieh Site WY BTE . COM

[T Mations Life Insurance

Service Provider Key Relations
The Key Relation tab tracks any record of relations the service provider has with other contacts.
Service Provider - EMSI 00

Summary || Detail (P || ey Relations |

+ m@??l@l@b

™ [Role | Contact Nlame | Job Title

Accountant Adamsz, Bil Guality Azsurance Engineer
r
[~ Agent Cunningham, John Agent
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E-mail Case Status

This feature enables a user to send the Pending Case status updates by e-mail to all of the
Advisors that currently have a case in the SmartCaseManager module. Select E-mail Case Status
from the expanded Pending Case menu to open the Pending Case Status Report dialog box.

<} SmartDffice
Pending Case Status Report

Advisor

v All Advisors
[T By selected Sdvisors:

Pending Case

[+ All Pending Cases
[T By Pending Case Stage: |.E-.|| [=
[~ By zelected Pending Cazes:

| OK | | Cancel |

Specify the Advisor and Pending Case information and then click the OK button.

/) smart0ffice E
Report Status
| Advisor | EMail | PCMs |
E Success (1) 2
Anderson, Philip phildemoi@ez-data.com 2
[T7ok ] | Print |

The Report Status dialog box opens showing the successful entries for the Advisor that has
Pending Cases. An e-mail is sent to the Advisors with the pending case information and a policy
note will be logged to the Case.
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