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Introduction

Policy Tracking is used to create and update key information in policy records such as Premium,
Basic Face Amount, Net Death Benefit and Cash Values. Insurance types include Life, Disability,
Annuity, Long Term Care, Medical, Homeowner, Critical Iliness, Auto, Umbrella and Other. The
design and logic used in E-Z Data, Inc.’s Policy Tracking module has made it the program of
choice for leading insurance companies worldwide. Policy Tracking handles numerous Product
Types including Permanent Life (Whole Life), Term Life, Universal Life, and Variable Universal
Life.

The Policy module consists of the following sections:

e Summary

e Basic Information

o Benefits or Coverage

e Misc Information (customizable)

e Additional Information (available only with Annuity policies)

e Subaccount (available only with Variable Annuity and Variable Life policies)
e Additional Properties/Articles (available only with Homeowner policies)

e Policy Transactions

e Policy Claims (available only with Auto, Homeowner, and Umbrella policies)
o Vehicles/Drivers (available only with Auto policies)

e Letters/Documents

Business Logic and/or Workflow

An insurance carrier can have multiple insurance products and an insurance product can have
multiple policies. In order to select a policy, an insurance carrier must be selected first. Then, a
product must be selected before a policy can be designated.

. f'-r.c-:duct Product

Policy Poliey Poliey ‘ Policy Policy ‘ Policy ‘
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To Access the Policy Module

Access the Policy Module using any of the following options:

e From the Quick Add/Search section, select Policy — Individual from the drop-down list and
then click Go

e Select Policy — Individual from the Policy menu

e From an open Contact record, click the Policy button

e From an open Pending Case record, click the Policy button

e From an open Individual Product record, select the Individual Policy tab
e From the Insurance Carrier module, select the Ind. Policy tab

e From the Advisor module, select the Ind. Policy tab

e From the Household module, select the Individual Policy tab

Module Setup

To set up user rights to Policy Tracking:
1. Select User Preferences from the User Setup menu.
2. From the User Preferences window, select the Policy/Investment tab.

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

Show Policy Types

Select &l Clear All
¥ Lite

W o

v Annuity
WLt

¥ nedical

¥ Homeowner
WV 2o

W Umbrella

¥ ciher

W Critical liness
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Policy Search Window

Select Policy — Individual from the Policy menu to open the Search Individual Policy dialog
box.

3 ECP -- Web Page Dialog

Search Indnadual Policies

Policy # |

Last, First Mame |

Frimary Contact |

Frimany Insured |

Frimarny Advisaor |

Hausehald |

Carrier |

Flan Hame |

Plan Type |41

Inzurance Type |.ﬂ-.||

Folicy Stage [Active

1L NN R

Policy Status |4

Show Group Cedificates I_

Filter |

| Search | | Add | | Close |

e From the Search Individual Policy dialog box, click the Search button without entering any
search criteria to display the summary spreadsheet for all policies in an Active stage.

= Todisplay a summary based on specified criteria, type those parameters into the appropriate
fields (e.g., Policy#, Plan Type, Insurance Type) before clicking the Search button.
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Summary Tab
Select multiple policies by marking the checkboxes next to the policy record(s).

Global Individual Policy Summary  Insurance Type 21 | Poticy stage | Active A+ aTE BE»
Summary || Basic Information || Benefts |[ Misc Information || Policy Transactions |
Contact Hame Type Policy Ho Product Hame Plan Type Policy Date  Paid To Status Annual
I~ Arrietas, Michse! Life 2564 Total Coverage WL 04091992 01409/2002  Inforce 954.00 =
[~ Farmer, Eileen Life 841112453 American Level 20 Term 01064 999 Inforce 216000
I~ Artiets, Michsel Life 900342134 Designer Plan Life L 09/ EM 993 Infarce 1,200.00
I~ Artieta, Michsel Life 5545734 Conrertible Plus Term 111058992 Infarce 16,440.00 T
I~ Adcock, Martin Life 0341 2341 LML 10 Term Term 0500141993 05012002 Inforce 1,450,000
T Adcock, Martin Life 920312341 Agsurance Option YL 0705 995 0200102000 Inforce 5,000.00 il
Previous Page E Mext Page  Total: 51+ (Click here to list ally

Basic Information Tab

Policy specific information such as Policy#, Carrier, Plan Name, Plan Type, Advisor Information,
Premium, and Mode are entered on this tab along with Premium and Interested Party information.

Life - Michael J. Arrieta - Total Coverage - ABC Life QOo+o 0 7% »

Summary Basic Information || Subaccounts || Benefits || izc Information || Paolicy Transactions |

Basic Pullcy Information Policy Insured Summary + 1 A ‘ E EIJ

Folicy# 2564 Role Contact Hame Issued Class
Camiar ABC Life [~ Primary Insured  Arrieta, Michael Al Classes

Flan Hame Total Coverage

Flan Code 101
Plan Type VUL Sub Type F'l:lll[:y Relatlunshms + im' & . E

State lssue Age 3T Contact Hame
Palicy Date 04109/1992 Renewal D ate - F‘nmary Contact Arrigta, Michael o
Frimary Advisor Anderson, Philip J ™ Owener Artieta, Michael
[~ Parvor Arricta, Michael -

Premium Information Key Information

Basic Face Amount 150,000

Source of Data Manually Entered In Agency
Rider Death Benefit

Furpose Keymords
Maodal Prem §2.00 Prem Mode Monthhy Loan Amt 5,000
Statuss Inforce Fay Method Caszh Surrender Value 10,000
Annualized Prem 98400 Comm Annlzd
Excess Frem Frem To Date 9,594.00
F+'C Renewal Comm
Last walidation 110552002 Paid to Date 01/09/2002

SmartOffice v3.0 — Policy Tracking
Revised: 01-13-04
Page 4



Basic Policy Information Section

The Basic Policy Information section is used to track the same basic information for all types of
insurance. This includes the Carrier, Plan Name (Product), and Policy Date. The Basic Policy
Information section displays only the Primary Advisor. However, additional Advisors can be
added to the policy by using the Selection button.

Basic Policy Information

Policy# (2564

Carier [ABC Life

Plan Name |Total Coverage

Plan Code 1041
Flan Type WUL

Frimany Adwizor Anderson, Philip

Sub Type
lssue fge 37

From the Basic Policy Information section, click the Selection button to open the Policy Advisor
Summary list. This list is used to display, add, modify, and delete Advisors.

EEIrrr i + © 686 X ¥

First Last Hame

Interest

[~ Philip &ncetzon

F'rlrnar':.f Acvizor

100.00

Policy Insured and Policy Relationships Summaries

The Policy Insured section is used to define the Insured for the Policy.

poicymsueasumay NIV

Contact Hame

Izzued Class

r F'rlmarf.-' Inzured  Arrieta, Michael

Al Clazzes

Additional roles such as Owner, Payor, Beneficiary, Annuitant, Loss Payee, Collateral Assignee,
and/or Absolute Assignee for the Policy are tracked in the Policy Relationships section.

[potcy Rotatonshivs |V

Role Contact Hame
[T Primary Contact Arrigta, Michasl
[T Cwener Arrieta, Michsel
[ Payor Arrieta, Michasl -
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Upon saving a new policy record, the Interested Parties window automatically displays with the
current contact as the Insured, Owner and Payor. Role assignments can be modified and the
contact for the Second Insured can be created at this time.

3 ECP
Interested Parties

Primary Insured |Joseph b, Ackerman

Insured |

Owiner !.Jn:-ser:nh M. Ackerman

Fayar !dnseph M. Ackerman

Beneficiany |

OK | Cancel

Additional roles can be entered after saving the policy record. The Contact field refers to the
person with whom the case has a relationship. 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 and 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.

a ECP -- Web Page Dialog

Policy Relationship

Contact |Ackerman, Joseph

Address |

Clazs |Preferred Mon-Stmoker [=
Rating |

Relation |Son |

Role Primary Insured

fs0f | [
Expiration [ ate | m
Perc [100.00 |

=
=)
=

b S

4
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To view, add, modify, or delete policy ratings for a particular insured contact, click the Rating
hyperlink in the Policy Relationship window to open the Policy Rating Information window.

a ECP -- Web Page Dialog

Policy Rating Information

Folicy # PE23490

Insured |Jnseph Ackerman

Fate |

Rale |F‘rimary Inzured

Rate Reason |Chewing Tobacco |:|E
Rating % |

Flat Rating |

ADB Rating |

DI Rating |

Temp Rating |

Temp Rating R |

=
o
=

b A

OK | | Cancel
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Premium Information Section

The Premium Information section displays details regarding premium costs and payments. The
Annlzd Prem (Annualized Premium) equals the Modal Premium times the number of payments
the specified mode makes in a year. If the Prem Mode or Modal Premium is changed, the Annual
Premium will recalculate.

Premium Information

Source of Data Manually Entered In Agency

S I e
hodal Premium |200.00 Frem Mode |onthly =
Status |Submitted [= Fay Method |Direct Bil =

Annlzd Prem 2,400.00 Comm Annlzd 2,400.00
Exizess Pram FPrem Tao Date |:
FrC Renewal Comm IK

Last validation PaidtoDate [ [Hj|

To view or modify premium breakdown information, click the Modal Premium hyperlink to
open the Premium Breakdown dialog box. These fields are populated using the settings in the
Product Fee Information and Product Fee Commissionable sections in the Product module
and the Modal Premium and Premium Mode fields in the Policy module.

On initial entry of a policy -- enter the Premium, Premium Mode, and Payment Method. When
the policy information is saved, the following actions occur:

= Policy Fee and Non-Commissionable Fee are calculated from the Product Fee Information
and Product Fee Commissionable sections of the Product Module and the Premium Mode
and Payment Method of the policy.

= Base Commissionable Premium is calculated as Premium minus the Policy Fee, Non
Commissionable Fee and Flat Extra Premium.

=  Comm Annlzd field is calculated as Base Commissionable Premium times the number of
payments in a year.

When modifying the policy, the following rules are used:
If the Premium field is modified:

e Base Commissionable Premium is recalculated to equal the Premium minus the Policy
Fee, Non Commissionable Fee and Flat Extra Premium.

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

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

e Base Commissionable Premium is recalculated.

e Comm Annlzd (Commissionable Annualized) is recalculated.

If the Face Amount is modified:

SmartOffice v3.0 — Policy Tracking
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o Policy Fee and Non Commissionable Fee are recalculated using the modal factor of the new
mode/method. If there is not a modal factor listed for that mode/method combination, the
Policy Fee and Non Commissionable Fee will equal 0.

e Base Commissionable Premium is recalculated (Premium minus the Policy Fee, Non
Commissionable Fee and Flat Extra Premium).

e Comm Annlzd (Commissionable Annualized) is recalculated.

If the Base Commissionable Premium is modified:

=  Modal Premium will be recalculated as follows: Base Commissionable Premium plus
Policy Fee, Non-Commissionable Fee, and Flat Extra.

= Annlzd Prem (Annualized Premium) will be recalculated as follows: Modal Premium
times the number of payments per year.

=  Comm Annlzd (Commissionable Annualized) will be recalculated.
) ECP

Premium Breakdown

I

Modal Values

Base Commissionable Pramium |

Faolicy Fee |

Mon Commissionable Fee |

Flat Extra Premium |

Additional Premium

Lump Sum Fremium |

1035 Exchange Premium |

Target Amount

Target Amount |

OK | Cancel |
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To view the policy status history, open the Pending Case History Summary by clicking on the
Status hyperlink located in the Premium Information Section.

3 ECP -- Web Page Dialog

Pending Case History Summary + E X

Status Date User
[T Submitted 04/30M 935 Peter
[ &l Reguirements Done 05121995 Peter
[T AlForms In 03415995 Peter
[T Inforce 05471995 Peter

Key Information Section

The Key Information field names vary based on Insurance Type and/or Plan Type. For more
detailed information, refer to the Benefits/Coverage Tab section.

Key Information

Basicz Face Amount |

Rider Death Benefit |

Loan Amt |

Cazh Surrender Walue |

PCM Button

To open the current case record in the Pending Case Management module, click the PCM button.
To return to the Policy module, click the Policy Summary button.

SmartOffice v3.0 — Policy Tracking
Revised: 01-13-04
Page 10



Policy Merge Button

To merge two policies, click the More Features button and then select Policy Merge from the
drop-down list. The current policy is the target policy. The Source Policy Search dialog box is
used to specify the source policy.

<} ECP

Source Policy Search

Falicy No |

Contact |

Hausehaold |

Froduct Hame |
Flan Type |.ﬂ~|| =

Carrier |

Frimarny Adwvisor |
Haolding Type Life

Filter |

Search | Add | Close |

The Policy Merge dialog box opens to confirm the source and target policies. Click the OK
button to extract the data from the source policy record and enter it into the target policy record.
The program prompts before deleting the source record. All information is replaced except the
data in the Basic Policy Information section, which includes Policy Number, Carrier Name, and
Plan Name. The Interested Parties and Subaccounts are copied, but do not replace the existing
entries.

Policy Notes Button

To open the Policy Notes list, click the More Features button and then select Policy Notes from
the drop-down list.

PolicyNotes eI
Date

Hotes Type
[ 089M8/2002 11:2280  Rec. s call from the advisor stating that he needs the status on this case. His client Motes

iz calling him. | gave him the status and informed him that we wauld be sending out

the status report on Friday.

[ 09432002 10:4880  Type: Life - Plan MName © 20 ¥RT - Status  Submitted - Pol# © =none= Palicy
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From the Policy Notes window, click the Add button to open the New SmartPad Entry — Policy
Notes dialog box.

/3 ECP - Web Page Dialog

Hew SmartPad Entry - Policy Notes

™ Rich Text(HTML Editar)

HE
Hotes s
s

Recieved a call from the pritnary cortact for thiz policy. He wanted ta knowe wwhen his premium was paid up to.

ixl

| KN

Kewymards F|E| Private [ |

OK | | Cancel |

Policy Notes can also be viewed from the Pending Case Management module. Any changes or
additions from the PCM module can be viewed through the Policy module.

Benefits Tab/Coverage Tab

The Life, DI, Annuity, Umbrella, and Other insurance types display a Benefits tab. The LTC,
Medical, Homeowner, and Auto insurance types display a Coverage tab. These tabs track
information on policy payouts and client deductibles.

- - - | =T
Life - Joseph M. Ackerman - Convertible Plus - ABC Life < N o/ >
Summary || Basic Information || Benefits || Mizc Information || Policy Transactions || Letters/Documents |
Term Life Premium
Basic Face Amount 275,000 Renewal Comm INcreasing
Dividend Option Term Insurance Initial Period &
Add'l Death Benefit Years Guarantesd 8
Rider Death Benefit 25,000 Convertible ¥

Total Death Benetfit S00,000
Death Benefit Option Lewvel

CE + 6 S B

Rider Hame Status  Expiration Premium Thiz iz Joseph Ackerman's main palicy. -
[T Premium Waiver Inforce  03/25:2010 30,00

SmartOffice v3.0 — Policy Tracking
Revised: 01-13-04
Page 12



Product-Specific Sections

For Calculations of Benefit and Cash Value, refer to the Calculations document. For further field
definitions, refer to the Policy Field Definitions document.

Life - Term

Term Life Section

The Death Benefit Option field designates how the death benefit will calculate. For example, if
the Death Benefit Option is decreasing, the basic death benefit decreases over time.

Basic Face Amount |1 0,000

Dividend Option |

Add'l Death Benefit |

Rider Death Benefit |

Total Death Benefit (1,000,000

Death Benefit Option |

Premium Section

The Renewal field represents the period as either Increasing or Level after the initial period. The
Convertible checkbox indicates whether or not the case is convertible.

Renewal |

=]

Initial Period |

“ears Guaranteed |

Converdible

SmartOffice v3.0 — Policy Tracking
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Life — Universal Life/Variable Universal Life

Universal Life Section

The DB Option (Death Benefit Option) field specifies how the death benefit will calculate. For
example, if the DB Option is decreasing, the basic death benefit decreases over time. If the DB
Option is increasing, the Cash Value is included with the basic death benefit.

Universal Life

Basic Face Amount |1 50,000

DB Option | =
Add'l Death Benefit |

Rider Death Benefit |

Net Death Benefit [150 000

Target/MEC Fremium | I |

GdeSngle/MinGuarFrem | I |

Cash Value Section

Surrender Charge is a fee charged to a policy owner when a life insurance policy or annuity is
surrendered for its cash value. Loan Amt is the amount of a loan taken against the cash value.
Cash Surrender Value is the amount the policy owner is entitled to receive from the insurance
company upon surrendering a life insurance policy with cash value. Current Interest Rate is the
current interest rate on the Loan Amount.

Cash Yalue

zross Cash Walue |

Cash Walue |

Surrender Charge |

Loan Amtfint |

Cash Surrender Value |2EI,?2EI

Current Interest Rate |
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Life — Whole Life

Whole Life Section
The Dividend Option field defines the method of handling policyholder dividends.

Whole Life

Basic Face Amount |5EII:I,EIEIEI

Kl
I | |

Dividend Option |Matured
Faid Up Additions |

Other Dividend DB |

Rider Death Benefit |

Net Death Benafit 500,000

Cash Value Section

Cash Yalue

Basic Cash Walue |32,l325

Dividend Cash Walue |

Gross Account Walue |

Laoan Amtint | ||

Cash Surrander Walue |38,3T5

Dividend Paid |

DI (Disability)

Benefits Section

Benefit Amount is the maximum amount of money the client can receive per accident/illness.
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. Policy Residual is how extra money
in the policy is paid. The Assigned checkbox is selected if the benefits are assigned to someone
else (e.g., the employer).

Benefits

Benefit Amount |2,000.00 4,000.00

Benefit Periad |1III Years ||2 Y ear |
Elimination |6 |12 |
Puoliey Residual |Eler|e.-fit I:| ﬁsgignedl-

LumpSum Benefit | |

Total Buyout Cow | |

Oeeup, Rate FE Buyout Funding F
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Premium Section

The Step Rated field is a rating due to the client’s occupation that can be removed at a later date
specified in the second field on this line. ER/EE Split refers to an employer and employee split.
The Waivers field specifies if there are any waivers on the policy. Class Rating refers to an
additional rating on a class. If a client wants to be billed a nonstandard number of months per
year, select Flex Bill. For example, a teacher might want to be billed nine months out of the year
rather than twelve, due to a teaching schedule.

Step Rated |

ER/EE Split |

M aivers |

Rating |.ﬂ-.

Flexmill [

Critical lllness

Critical IlIness Section

Critical lliness

Basic Face Amount |

Fayout Amt |

Net Face Amount |

Fay. Opt. |

Issue Class |

Fating Amount |

Exclusions Section

Here is where the exclusions are listed. For example, if the Cancer Related checkbox is selected,
the client will not receive benefits if their critical illness is cancer. Other is where other types of
exclusions, such as HIV, can be specified.

Heart Related I- Cancer Related I- Other
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Annuity

Coverage Section

Cost is the total benefit of the annuity. Current Date is the date the current rate was verified.
Surrender Value is the current amount paid out to the annuitant if the policy is closed. Load
Amount is the amount taken out against annuity for a loan. Rate is the rate on the loan. If
Quialified is selected, the money used for the annuity has not been taxed. Periodic Amt is the
additional periodic amount paid to annuity. Payments/Year is the number of payments made in a
year. Annual Inc equals the Periodic payment multiplied by the number of payments in a year.
Withdrawals/Yr is the total withdraws for the current year. The Withdrawals field is the
amount of the last withdrawal. Pen Phase End is the date when the benefit payments stop being
paid to the annuitant. Maturity Date is the date the Annuity becomes annuitized. EE
Contribution is the employee contribution to annuity while ER Contribution is the employer
contribution to annuity. EE Value is the employee value while ER Value is the employer value.
88 Def Value is the premium the employee paid for the annuity while 86 Def Value is the
premium the employer paid for the annuity.

Furchasze Date | [m Feriodic Amt tl aturity Crate |
Cost |25,DDU.DD Faymentsirear o aturity Value |
Current D ate | A Annual Ine : EE/ER Contribution | I |
Current Rate | Payaout Amt I: EE/ER “alus | I |
Current Value [27 564.00 Withdrawalsoyr |: B8/56 Def Value | | |
Surrender Yalue |5|:||:|.Dl:l Wlfithdrawals I: Emplower |
Load AmtiRate | I | Fen Phase End Aiii Annuity Farm |
Qualified |

LTC (Long Term Care)

Nursing Home Benefits Section

Max Lifetime Benefit is the maximum amount the policy will pay for nursing facility care in a
lifetime. Max Daily Benefit is the maximum amount the policy will pay for nursing facility care
in a day. Elimination Period is the number of days that the client has to be invalid before the
benefit will distribute.

Hursing Home Benefits

Max Lifetime Benefit |

Max Daily Benefit |

Elimination Periad |
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Home Care Benefits Section

Max Lifetime Benefit is the maximum amount the policy will pay for home care in a lifetime.
Max Daily Benefit is the maximum amount the policy will pay for home care in a day.
Elimination is the number of days that the client has to be invalid before the benefit will
distribute.

Home Care Benefits

Max Lifetime Benefit |

Max Daily Berefit |

Elimination Period |

Coverage Section

Benefit Length (Years) is the amount of time the benefit will distribute. If the Tax Type is
qualified then the policy is not taxed. If the Tax Type is hon-qualified then the policy is taxed.

Coverage

Benefit Length(r'e ars) |

Coverage Selection |.-'3«I:'ti'-.-'E

H[=1

Tax Type [Mon-Qualified
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Medical

Coverage Section

Deductible is the amount the client has to pay before the insurance will cover costs. Co-Payment
is the amount of out-of-pocket money the client will pay per doctor visit. Family Ded Max is the
maximum deductible for the insured family. Life Amount is the face amount of life insurance for
the medical policy.

Covrage |

Deductible 500 | 1,000
Co-Payment |5|:I | |1 uln}
Out Of Pocket (2,000 | [2,000

Waiting Period |

Life Time Max |5,000,000
Life Amount (2,000,000
Stop Loss |2,5|:||:|

|
|
|
|
Family Ded Max 4,000 |
|
|
|

Group Information Section

If your office has not purchased the Group Policy module, use the Group Information section to
track basic group medical information. ER Contrib (Employer Contribution) is the amount the
employer will pay for coverage while Dep Contrib (Dependent Contribution) is the amount the
dependent will pay for coverage. Group Size is the number of people covered by the group
policy. Rates: EE displays rates for the employee only, Rates: +1 displays rates for the employee
plus one person, and Rates: +2 displays rates for the employee plus two people. Ded
(Deductible) is the amount the client has to pay before the insurance will begin paying costs.
Office Visit is the amount of money the client will pay per doctor visit.

Group Information |

ER/Dep Contrib [50 | [ron |

Froup Size | | | |

R ates: EEM 142 | | | | | |

Value s | i

Supp fAocDad |1EIEI | |5|:I

Oiffi g Wisit Matemity [500
Fre-Ex Cond (0953049939 F FreCerd™ IF

Take Ower | |
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Homeowner

Coverage Section

The Coverage section tracks coverage of dwellings, structures, personal property, liability,
property damage, and medical benefit. Loss of Use is how much the policy will pay the client for
the loss of use of the insured dwelling. For example, if a client’s house is flooded, the policy will
pay a certain amount for a hotel room.

O

Mortgagee-1 Michael J. Arrita

Mortgages-2 |
Duelling (300,000
Other Structure |2|:|,|:||:||:|
Personal Propery |1EI,EII:IEI
Loss Of Use (30,000
Liability 650,000

Property lamage |'15|:|,|:||:||:|.|:||:|

Medical Benefit [100,000
=———|

Property Description Section

The Property Description section tracks basic information on the property/structure that is
insured by the policy.

Property Description

‘ear Built 1,335
Construction |Frame |:|E
Square feet |1 G000

Frotection Class |5

Territany |EI
Roof |Shingle =[c

Floater |Jewelr§.-'

Deductibles Section

Deductible requirements are tracked in the Deductibles section.

Deductibles

Replacement Cost I_

zuaranteed Replacement I_
Alarm p
Earthquake Deductible |

Flocd Deductible |
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Auto

Coverage Per Person/Per Accident Section

The data in the Coverage Per Person/Per Accident section of an auto policy specifies the amount
of coverage the policy will distribute per person and per accident. UMBI stands for uninsured

motorist bodily injury.

Bodily Injury | || |
Froperty Damage |3EIEI,EII:IEI |
MedicalfPIP 1,000 |
UKBI |1 |1 |
|
|

Taowing |

Fental |

Coverage Section

The Coverage Section tracks whether the client holds any multi-car/multi-policy discounts.

Additional PIP 300,000

Multi Car Discount I_
Multi Policy Discount |

Umbrella

Coverage Section

In order to purchase an umbrella policy, the client must first have either an auto policy or a
homeowner policy. Credits Applied are discount credits based on multiple policies.

Cowroe |

Liability Cowarage |1 000,000

Territony |.ﬂ«

WaterCratt End |VES

Credits Applied Auto (11

Credits Applied Home |2
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Rating Information Section

The Rating Information Section tracks additional ratings for autos, homes, boats, etc.

Rating Information

Ratable Autos Amt |2 [|

Ratable Homes Amt |'1 ||

Ratable Boats Amt |1 [|

Uninsured Motarist |'1'1

“authful Criver

—_——————————————————————|

Other

The two Coverage sections are used to store additional information.

AlphaNum |1III,IZIIZIIII,EIEIEI General Lisbility

AlphaHum |5I:II:I,I:II:II:I Personal Property I
AlphaNum (250,000 Business Cortinustion |
AlphaNum (500,000 Fire |
|
|
|

Numeric |

Mumeric |

Numeric |

oo |

Humeric |

Numeric |

Humeric |

Humeric |

Numeric |

Numeric | |

Humeric |

Rider Summary Spreadsheet

Life, DI, Annuity, LTC, Medical, and Other insurance types display a Rider Summary list. The
Rider Summary is used to display, add, modify, and delete riders associated with a particular
case.

R + § 65 E

Rider Hame Statuz  Expiration Premium
[ Wiaiver OF Premium 75.00
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Additional riders can be added by clicking the Add button. In the Policy Rider Detail dialog box,
click on the Insured Name drop-down arrow to list all contacts with an Insured role in the
Interested Parties section. Each Rider can be linked to a Rider Product. Click the Rider Product

hyperlink to display a list of Rider Products.

3 ECP
Policy Rider Detail
Insured Mame |ru1i|:hael Fyan l:l
Rider Praduct |Waiver Of Premium |
Rider Name (aiver Of Premium |
Code |'INP |
Current Amount | | Feriod Year(sj
Annual Premiom |?5.|:||:| | Expiration | [
Fremium Mode | |:| Fay Method | Fl
Status | [| Lastupdated | [
Keynards | I:|E|
W
aiver Of Premium e
w

OK I Cancel |

The Product Summary opens displaying the existing rider products for the current insurance

carrier. Existing rider products are created in the product module.

Added riders can also be displayed in the PCM (Pending Case Management) module.
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Endorsement Summary Spreadsheet

Rather than a Rider Summary list, Homeowner and Auto insurance types have an Endorsement
Summary list.

Endorsement Summary + i fa E
Code Desc Premium
I STe0 Stereo EQuipment 100,00

Endorsements can be added by clicking the Add button.

<3 ECP

Endorsement Detail

Code | |

Fremium | |

inti BEL

Description s

Fy

.

0K | Cancel |

To edit an Endorsement, from the Endorsement Summary list, click the first column hyperlink
associated with the item to open the Endorsement Detail dialog box.

Remarks Section

Any remarks or comments can be entered into the Remarks section specific to the policy.

=
I

Remaks I

All correzpondence should be made by i
Meredith Anderson.

.
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Additional Information Tab

The Additional Information tab is only accessible for Annuity products.

Annuity - Joseph M. Ackerman - Market Rate Annuity - ABC Life

HOO0O%BEH./ &»

Summary || Basic Information || Subaccounts || Benefitz || Additional Infarmation || Wiz Information || Paolicy Transactions

Annhuity Premium Information Annhuity Additional Information

Paid Date |

Actual Paid |

Cumul ative Payments |

Maonthly Dump |

Last Pay |

Retirement |

¥TOContib |

Prior*ear End Cont |

Manthly Surrender Charges |

Manthly Adjustment |

Fremium Skips |

Premium Skip Starts |

High Premium |

Lovy Premium |

Last Pramium Received |

MNet Contributions |

TotRegFrem |

Additional Remarks .0.3!_3

s

Annuity Premium Information Section

The Annuity Premium Information section tracks Annuity-specific premium information.

Annuity Premium Information |

Paid Date |

Actual Paid |

Cumulative Payments |

hanthly Dump |

Manthly Surrender Charges |

Manthly Adjustment |

Fremium Skips |

Premium Skip Starts |

High Fremium |

Lawy Premium |

Last Premium Received |

Met Contributions |

TotRegPrem |
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Annuity Additional Information Section

The Annuity Additional Information section tracks other Annuity-specific information.

Annuity Additional Information

Last Fay

Retirement |

Y TDContrib | |

Frior“ear End Cont

Additional Remarks

Any remarks or comments specific to the annuity can be entered into the Additional Remarks
section.

E
W

Larl

Additional Remarks

T S

3

Vehicles/Drivers Tab

The Vehicles/Drivers tab is only accessible for Auto products.

Auto - Michael J. Arrieta - Preferred Driver 0 0 WS

Summary || Baszic Information || Coverage || Mizc Infarmation || Palicy Tranzactions || Policy Claims || “YehiclesiDrivers

e + 1 fa &

Driver Driver's License State
[ Betty D?IEIE.H 930 M349520989
[T Mike 04/30M 978 N903482909

VehiclesSummary KRN VIS

Make Model Year Vin
[ wzZB 1995 w0OczB8wz0cos

Drivers Summary Spreadsheet

The Drivers Summary tracks all the drivers covered by the policy.

+m&l@

DOriver Driver's License
[T Betty EI?J'IZIEJ"I 930  M349520939
[ Mike 045301978 MO03482909
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Click the Add button to enter a driver. The Surcharge Tickets field displays the number of
traffic tickets the driver has had and the Surcharge Accidents field displays the number of
accidents the driver has had. Major Citations is the number of major citations (e.g., DUI) and
Minor Citations is the number of minor citations (e.g., parking ticket). If Good Student is
selected, a good student discount has been applied to the policy and if Good Driver is selected, a

good driver discount has been applied to the policy.

Name | |

DOE | ¥ Age | |

Gender | l:| i arital | F|E|

Drivers License Ma. | | State | Fl

Rating Points

R ating |

Surcharge Tickets |

Surcharge Accidents |

hajor Citations |

Minar Citations |

Good Student [
Good Driver I_

=
m
o

[ I

4

ox ]

Cancel |

Vehicles Summary Spreadsheet

The Vehicles Summary sheet tracks all the vehicles covered by the policy.

N + 0 S E

Make Model Year Vin

[ mzZe 1993 w0cz98vzOcos

SmartOffice v3.0 — Policy Tracking

Revised: 01-13-04
Page 27



Click the Add button to enter a vehicle. Comprehensive (Deductible) is the amount the
policyholder has to pay before comprehensive coverage assumes costs (e.g., rock damaging
window). Collision (Deductible) is the amount the policyholder has to pay before collision
coverage assumes costs (i.e., auto accident). Comprehensive (Premium) is the premium paid to
enable comprehensive coverage. Collision (Premium) is the premium paid to have collision
coverage. Towing is the maximum towing cost covered if the insured vehicle needs to be towed
while Rental is the maximum rental cost covered if the insured vehicle is out of commission. If
UMPD (Uninsured Motorist Property Damage) is selected, the vehicle is covered if damage
occurs while it is parked (e.g., hit and run in a parking lot).

<} ECP

Makedhodel | ||

“ear |

Lien Halder |

|
|
Cost | |
|
|

Win |

Mo Faut [

Comprehensive | ||

|
|
Taowing | |
|

Collision |

Fental |

umen T

OK | Cancel

Subaccounts Tab

The Subaccount tab is only accessible for Variable Products. Only Life and Annuity products
can be variable.

When the Variable Product option is selected in the Product record, the Subaccount tab
becomes available.

The Subaccount tab has three sub-tabs, Summary, Detail, and Subaccount Transaction.
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Subaccounts Summary Tab

Subaccounts for the current policy can be viewed, modified, deleted, and added from the
Subaccounts Summary list.

Life - Joseph M. Ackerman - Total Coverage - ABC Life o 0 B g %' »
Summary || Basic Information || Subaccounts || Benefits || Mizc Information || Policy Transactions || LettersiDocuments |
Subaccounts Summary - Total Coverage + 1 E EE =
Summary || Detail || Transaction |
Product Hame Purchase Share Cost VYalue Actual
[T Performer 121072002 40.750000 S00.00 143750
[ Growth 121072002 39.970000 1,000.00 635 .56
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To add a Subaccount, click the Add button on the Subaccounts Summary spreadsheet to open
the Quick Add PolicySubAcct dialog box. Trade Date is a user-specified date, but defaults to
the current date. It may be the date of the first purchase of a summarized transaction. It can also
be the same date as the Purchase Date. Transaction Amt (Transaction Amount) is the amount
of money exchanged in the transaction. Load is the sales charge paid by an investor who buys
shares in a load mutual fund or annuity. Price Factor defaults to a value of 1 for all transaction
types except Bonds, where the default is .01. Bonds are priced in hundreds, not thousands. For
example, if a bond with a $1000 face (or par) value is purchased at a discount for $935, the price
is entered into the purchase window as $93.5. The Price Factor defaults can also be modified to
match that of a transaction downloading service. Transfer indicates whether money is being
transferred into or out of the investment by this transaction.

a ECP -- Web Page Dialog

Position - Subaccount

Subaccount Details

Subaccount |Performer

NN

Rallup Transactions |R|:|||up everything

Purchaze Date 12M72002
CostiTax
Sharesf[rate
FricesD ate

Walue

Twotal Wiithdraveal

Initial Cost
Desired/fctual Alloc | |

Initial Purchase

Trade Date |'1 2M 72002

Transaction Amount |

Load |

Number of Shares |

Frice Far Share |

Price Factar 1.0

Fund Source |

Transfer I_
Cancelled/Revarsed I-

I 0K I | Cancel
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Subaccounts Detail Tab
The Subaccounts Detail tab maintains detailed information specific to the selected subaccount.

Life - Joseph M. Ackerman - Total Coverage - ABC Life 0 0 A g ﬁ »
Summary || Basic Information |[ Subaccourts || Benefits |[ Misc Infarmation || Palicy Transactions || LettersDocuments |
Position - Subaccount - Performer QO+ 0 =
SUmmary || Detail || Transaction |
Subaccount Information Additional Options
Paolicy # P325166 Ruollup Transactions Rollup everything
Subaccount Performer Tax Defered I-
CUsIP 23049823 Source of Data Manually Entered In Agency

Wi Name Total Coverage

Purchase Information Current Values

Furchaze Date 12072002 Share/Date 40.750000 12/M0/2002
Initial Cost 500.00 Frice/Date 35.25
Tax Cost S00.00 Current Yalue 1,437.50
Purchase Cost S00.00 Desireditctual Alloc

Subaccount Information Section

The Subaccount information section tracks the policy date, Subaccount name, CUSIP, and the
subaccount product name.

Subaccount Information

Policy # PI25166
Subaccount |Perfu:urmer
CusiF 23049823
i Hame Total Coverage

Additional Options Section

The Additional Options section tracks whether the tax is deferred and how the subaccount was
entered. If an option in the Rollup Transactions field is specified, all of the transactions for this

subaccount will be rolled-up.

Additional Options

Rollup Transactions [Rollup ewverything E3

Tax Deferrad I_
Source of Data Manually Entered In Agency
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Purchase Information Section

The Purchase Information section tracks the purchase details such as Purchase Date, Initial Cost,
Tax Cost, and Purchase Cost.

Purchase Information

Purchasze Date 12M0/2002
Initial Cost S00.00
Tax Cost S00.00
Furchaze Cost S00.00

Current Values Section

The Current Values section tracks information such as the number of shares, the price, the price
date, and the current value.

Current Yalues

Shares/Date 40750000 12M0/2002
Price/Date 35.25
Current Walue 1,437.50
DesiredfActual Alloc

Subaccount Transaction Tab

The Subaccount Transaction tab becomes accessible only after the Subaccount tab is displayed
and a subaccount is selected. Once accessible, click the Subaccount Transactions tab to display
the transactions for the selected subaccount.

Life - Joseph M. Ackerman - Total Coverage - ABC Life o0 v Ry »
SUmmary || Biasic Information || Subaccounts || Benefits || Mizc Infarmation || Palicy Transactions || Letters/Documents |
Transaction + 1 fa E E?,E ‘SB :
SUmmary Dretail Tranzaction |
Date Type Share CumlShare Price Value CumliCost CumliTax

[T 12M0i2002  Buy 40750000 40750000 1226 500.00 500 500

[T 12n0i2002  Buy 17 320000 58.100000 1155 200.00 T00 T00

[~ 12n0i2002  Sel 145.000000 43100000 1421 21315 487 216

Records Shown: 3 Total Records: 3
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Additional subaccount transactions can be added by clicking the Add button to open the Select
Transaction Type dialog box. The transaction type is selected by clicking the appropriate
hyperlink. This will open the Quick Add Transaction dialog box, where new subaccount

transaction information is entered.

a ECP -- Web Page Dialog

Select Transaction Type

Acljust Cost I
Adjust Tax
By
Deduction
Distribution
Diiviclenc

Fee

Initial Po=ition
Interest

LTCG
Ligquidlate
Miscellaneous
Principal
STCG

Sell

Buy Button

Another way to add a Buy transaction is to click the Buy button on the Subaccount
Transactions tab to open the Buy Investment Transaction dialog box.

/3 ECP -- Web Page Dialog

Inwest HName Total Coverage-Performer

Investment Transaction

Trade Date |1 2M 72002

Transaction Amaunt |

Load |

Mumber of Shares

Price Par Share

Price Factar |1 A

Fund Source |

Transter |
Cancelled/Reversed I-
v
a
w
I 0K I | Cancel
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Sell Button

If there are any listings on the Subaccount Transactions tab, the Sell button becomes available.
Click the Sell button to open the Sell Investment Transaction dialog box.

<3 ECP -- Weh Page Dialog

Sell Transaction

Inwest Hame Total Coverage-Performer
Trade Date |1 201 7/2002

Transaction Amount |

Load |

Number of Shares |

Frice Per Share |

Frice Factor |1 ]

Fund Source |

Transfer I_
Cancelled/Revarsad I_
W

b

Sell Options

&  FFo Most Gain
T LUro & Least ain
r Porerage Cost r Choose

I 0K I | Cancel

Liquidate Current Position Button

If there are any listings on the Subaccount Transactions tab, the Liquidate Current Position
button becomes available. Click this button to liquidate the current position.
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Misc (Miscellaneous) Information Tab

The Misc Information tab is customizable.

Life - Martin Adcock - Variable Plus - Bankers United Life

Summary || Basic Information ][ Subaccourts || Benefits || Misc Information || Policy Transactions |

HOO%EED / B>

Application

Custom Fields

Init Prem I
|

l=sue |

Crelivens

Dovunload

To adjust field names, click the Customize Labels button to open the SmartOffice window. Enter
new field names in the respective fields and then click the OK button to save the changes.

Policy Transactions Tab

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

e Address Change

o 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

Life - Joseph M. Ackerman - Total Coverage - ABC Life

QOEER /B E»

Summary || Basic Information || Subaccourts || Benefits || Misc Information || Palicy Transactions || Letters/Documents |

Poiyasacton——————————————— Ry,

Transaction Type Transaction Date Remarks Amount
[~ Premium Change 10001 /2002 Premium changed 2,000.00
[~ Premiumn Change 100032001 Premium changed 1,000.00
[T Beneficiary Change 0562542002 arianne iz now a joint beneficiary .
[T Premium Paymert 11012001 Premium paid in full 1,000.00
[~ Premium Payment 110152002 Premium paid in full 2,000.00

Records Thown: 3 Total Records: 5
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Policy Transactions are added by clicking the Add button to open the Policy Transaction dialog

box.

<3 ECP -- Weh Page Dialog

Policy Transaction

Transaction Type |.ﬂ-.ddress Change

Transaction D ate |

Amount |

OK | | Cancel

Policy Claims Tab
The Umbrella, Homeowner, and Auto insurance types use the Policy Claims tab to track policy

claims.

Auto - Michael J. Arrieta - Preferred Driver - Great Republic o 0 0 .4 »

Summary || Biasic Information || Coverage || izc Informstion || Policyy Transactionz || Policy Claims || “Wehicles/Drivers || Letter=/Documents |

+ a7 7SE
Fault Remarks

Incident Date Claim Paid Date  Amount Claimed Actual Amount
[ 0952002 00252002 S00 S00 Yes The driver did not stop in time st & red light and rear
ended the car stopped in front of him.

Records Showmn: 1 Total Records: 1
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Policy claims can be added by clicking the Add button. The individual or business that made the
claim is located by using the Contact Search Options dialog box. If a third party who does not
have a contact record makes the claim, select the radio button for the Do not search for this

name in the database option.

<3 ECP -- Web Page Dialog

Contact Search Options

v Search Individual Contacts
i Search Business Contacts
i Do not search for this name in the database

Last, First Hame |

I Search I | Close |

Policy Claim details are then entered in the Policy Claim dialog box.

<3 ECP -- Web Page Dialog

Policy Claim

Claimed Requested By |I'-.-1iu:hae| J. Arrieta

Raola |Driver

Incident Date ||:|9r1 s12002

Paid Date [10/02/2002

Amount Paid |5|:||:|

Amount Claimed |5I:I|:I

Adjuster Mr. Chen

Fault |+

RBEC
o

The driver did not stop in time at a red light and rear ended
the car stopped in front of him.

.

OK Cancel
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Additional Properties/Articles Tab

The Homeowner insurance type uses the Additional Properties/Articles tab to add any insured
items or properties to the policy.

Homeowner - Michael J. Arrieta - Full Coverage - United Community Life &

Accident 0 0 !\\i EET™ ot »

Summary || Basic Information |[ Coverage ][ Additional Propertiesiarticles |[ Policy Transactions || Policy Claims || LettersiDocumerts |

Additional Properties/Articles + 0 8
Description Coverage Amount Annual Premium

[T “acation Home 250,000 150,00

[T Dismond Mecklace 3,000 15.00

Acticles or properties can be added by clicking the Add button.

<3 ECP -- Weh Page Dialog

Additional Propertiesiirticles Detail

Ende|

Description |Vacatiu:un Horme:

Cowverage Type |
Insured Amount |25|:|,|:||:||:|
Annual Fremium |1 50.00

AEL

Remarks s
Fy

w

0K I | Cancel
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Letters/Documents Tab

The Letters/Documents tab contains sent letters and uploaded documents.

Letter Log

The Letter Log spreadsheet lists all letters that were sent to an advisor. These records include
mailed, e-mailed, and faxed letters.

Letter Log + i & E;ﬂ., =
Contact Hame Created On Letter Title Open Letter

[ Ackerman, Jozegph 121972002 1 0:0940 Appointment Confirmation Letter @

[~ ABC Life 12M9/2002 10:10AM Carrier - Policy Correction Reguested

A sent letter can be viewed in detail by clicking on the application icon, located in the Open
column.

September 04, 2001
Monma Peterson

946 Dunford 5t
Jacksonville, FL 322M
Diear Monma,

Since on Octaber 07 yau are having a hithday, | was justwriting to find aut ifl
wlld soon be receiving an invitation to your pary?

It's been atough and lonely vear for me atthe insurance agency. Hopefully yvou
will Brighten up my year by inviting me to your home pethaps for dinner and
soime birthday cake?

Bestwishes, Momma, for a wonderful and productive yearl

Sincerely,

Dianiel Qdell, LU
General Agent
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An additional letter can be sent to the selected advisor by clicking the Add button.

3 ECP -- Web Page Dialog

| Please select one or more entries from the following list to send letter to. |

Related Contacts i R
Contact Hame Role

r Ackerman, Joseph Primary Contact

r Ackerman, Kenneth Beneficiary

r Ackerman, Marianne Beneficiary

r Ackerman, Kathleen Absohte Assignee

r Anderson, Philip Primary Advisor

I aBc Life Carrier

r Odell, Daniel Advisor's Supervisor

Letter Printing Options

¥ Print Form Letter
. Frint Envelope
" Print Label

|7 Use default letter printing options.

| OK | | Cancel

Document Summary

The user can attach a file to an advisor. This file can be a document, a picture, or any other type
of file. To add a file, click the Add button to open the Document Detail dialog box.

bocumensummary T Py

Description Created On Open Document.

[~ Policy Needs 121972002 1001 52M @
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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 ECP -- Weh Page Dialog

Document Detail

Contact Hame Philip Anderson

Crescription |

Fewymord | FlE
P'rixratel-

Document Type

v Upload the document to the server

Local File Path I Browse...

= Link with & Document on my local file system.

Local File Path I Browse...

A

Save a link to the document (the document will remain on the
internetintranet)

URL |

| OK | | Cancel
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