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1. New Business

A New Business transaction has the typical lay out and functionality of all
transactions, with minor differences depending on the transaction.

1. Account Details Screen

Select agency number
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2. Situation Screen

Enter situation address.
Select SAVE

3. Workers Compensation Screen

Interested Parties General Page {0)
Clauses (1) Click b views, amend or add details,

iorkers Compensation: New Business Inception Date: 10/03, 2008  Effective Date: 10,03/ 2008 Expiry Date: 10/03/2009
Business Details Account: PELD43624

| |
AnSWer Y/N to “|S thls a Business Details Business and Claims Experience
new venture Wark Cover Murnber l:l Have you had any claims in the last 5 years?
If you answer Yes key Is ths aniew venture? e — RO el
. . X Year Insurer Wages Claims Paid Dutstanding
18] the fu” busmess ‘ear Operations Commenced l:l
description and then Current Insurance Expiry I:I@ | H—v” || || || |
click the ANZSIC link Full Business Desaripton I | | | | | |
under Occupation N [ |
Details I | I | | | |

| |

|- | | |

If you answer No you
will be required to key

in the remainder of the Occupation Details
H H ANZSIC (Click. on link to add, maodify or delete ANZSIC) Estimated Actual
BUSlneSS Detalls and ANZSIC Description MNo.Empl Wages MNo.Empl Wages

Business and Claims
Experience detall

Cancel
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4. ANZSIC Search

You must enter at
least 3 characters in
the ANZSIC search.
If your search returns
> 15 matches, a
message will ask you
to refine your search,
see screen shot.

You can select more
than one ANZSIC to
do a comparison by
selecting “compare”.

Select ANZSIC’s
displayed and select
“add”.

5. Clauses Screen

Clauses are available
from the Workers
Compensation
Screen.

If applicable, a clause
can be added by
checking the box
required and clicking
on update. Select
CLOSE
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6. Premium Breakdown Screen

Select NEXT

7. Risk Premium Screen

Select SAVE

User can check
Premium calculation,
clauses or referral
reasons or other
underwriting
information.
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8. Policy Screen

Workers Compensation: Mew Business Inception Date:02/12/2008 Effective Date: 02/ 12/ 2008 Expiry Date: 02/ 122009

Account: HOODO30001
User is returned to the | (RN ] | |
Policy Screen.

Associated Risk Action Premium
Select NEX 22 Main Road Hobart TAS 7000 Workers Compensation Mew §4377.60

Abandon Add Situation

9. Customer Screen

Key in Insured’s details
Select NEXT
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10. General Information Screen

‘irarkers Compencation: New Business Inception Date:10/03/2008 Effective Date: 10703/ 2008 Expiry Date: 10/03/ 2009
Answer General Account: PE1043624
Information Questions [ v K%
Working Directors Please complete the Following information:
and Famlly Members Are there any Working Directors or Family Mermbers to be covered under this policy?
must be noted on this
screen if ‘they wish to Are there any Contractors and Sub-Contractors ko be covered under this policy?
be covered for Workers
Compensation
Select NEXT

Abandon

=]
&
fxl
i

11. Premium Screen

Select

Complete or Refer to
Underwriter
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2. Update of Actuals

Depending on policy status and effective date chosen, endorsements or Update of
actual transaction can be processed on the following rules

Endorsements can only be processed if:

2 If policy is not in renewal status or effective date is latest policy period
2 Update of Actuals can only be processed if:

2 Effective Date is a prior period and Policy is not in renewal status or
2 Effective Date is the latest period and Policy is in renewal status

1. Transaction Type Screen

Select transaction
type. Error message
will be displayed

if your transaction
doesn’t adhere to the
rules above.

Select SAVE
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2. ANZSIC Search Screen

Please note that
Estimated Number
of employees and
Estimated Wages
fields are protected
during Update

of Actual Wages
transactions.

Select NEXT

Workers Compensation:  Endorsement - PE1889776GWC Inception Cate:01/ 01,2008 Effective Date: 317122007 Expiry Drate: 0170172009
Account: PE1043624

ANZSIC Search

Flease enter a keyword to search the Occupation Lisk

Keyword:

Select  ANZSIC Description

Legend: ANZSIC highlighted in W will be referred to an underwriter,

{1} ANZSIC Selected Mote: Risk will be referred if more than one ANZSIC is selected.
Enter Estimated / Actual Wages {including Working Directors, Family Members and Contractor Wages)
Estimated Actual
ANZSIC Description MNo.Empl Wages MNo.Empl Wages
51211 Fish Retailing 3 750000 sanon]

$750,000.00

Cancel

3. Premium Breakdown Screen

Actual wages and
Actual premium have
been calculated

Select NEXT

Workers Compensation:  Endorsement - PE1889776GWC Inception Cate:01/01/ 2008  Effective Date: 31712/ 2007 Expiry Date: 01,/01,/2009

Account: PE1043624
[ v Premium Breakdown

ANZSIC DESCRIPTION ESTIMATED GAZETTE AGREED | RATE AGREED ACTUAL ACTUAL
WAGES RATE | RATE ¥ARIANCE PREMIUM WAGES | PREMIUM
51211 Fish Retailing $750,000.00 3030 2,810 X $21,075.00  $500,000,00 $14,050,00

Back Cancel

10 eBusiness | Workers Compensation | external user training manual



4. Risk Premium Screen

orkers Compensation:  Endorsement - PEI889776GWC Inception Cate:01/01,/2008 Effective Date: 31/ 12/2007 Expiry Drate: 0170172009
Endorsement or fccourt: PEL043624
Actual Wages ~ .
transactions may
result in a credit on 123 TEST STREET PERTH W 6000 = &
the po||Cy Credits are Premium GST S/Duty  Extra Charges Total Comm
highlighted to user by

Workers Compensation -47,025.00 -$702.50 $0.00 -$70.25 -47,797.75 -$351.25

displaying in Red. See
screen shot

Select SAVE

-$7,797.75 -$351.25

Underwriting Information

EWICWICEE COMMON LAy LIMIT $100 MILLIOMN Wa

Back Cancel

5. Premium Screen

rorkers Compenzation: Endorsement - PEI889776GWC Inception Date:01/01/ 2008 Effective Date: 31/ 12/2007 Expiry Date: 01/01,/2009
Account: PE1043624

Select Complete

Transaction or Refer [ 4 [ 4 [ 4 m

to Underwriter Policy Premium Breakdown

Premium GST 5/Duty Extra Charges Total Comm

123 TEST STREET PERTH ' -$7,025,00 -$702.50 $0.00 -$70.25 -$7,797.75 -$351.25

Grand Total -$7,025.00 -$702.50 -$70.25 . -$351.25
Underwriting Information Premium Summary
Annual Premium: -47,797.75
Commission: -$351.25
G5T on Commission: -$35.12
Net Premi 47,411,368

Back Abandon mplete

Complete Transaction

Refer ko Underwriter %
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3. Document Printing

Schedules and documents may be printed by using the Options action within the
risk screens.

1. Customer Screen

Select Options found
at the bottom of the
screen, then select
Documents.
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2. Policy Documents Screen

Select the document
link to print.

Note that the CED clause wording can only be printed via this option as the document is created on the risk
level rather than the policy level.
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4, Helpful Hints

Following are some helpful hints that will assist with ease of processing:

Hotkeys

Hotkeys are sometimes referred to as shortcut keys because of their ability to easily trigger an action. Hotkeys
have been developed all throughout the Workers Compensation application and can be triggered anywhere from
the screen. As an example, to trigger the NEXT action at the bottom of the screen shown below, hold down the
ALT key + the first letter of the action, in this case ‘N’. This will take the user straight to the next screen. Note
that the hotkeys will trigger validation that is normally done as if the action itself is selected.

In the situation where more than one action within the same screen has the same first letter, i.e. Abandon and
Add Situation in the Policy details screen, the first letter of the second word will be used as the hotkey. In this
case, to trigger Abandon, use ALT + A, to trigger Add Situation, use ALT + S.

The hotkeys do not work if a selection from a drop-down list is further required. An example of this is the
Complete action found in the Premium Posting Screen where the user will need to select to Complete or Refer

the transaction.
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Hover Over Error Messages

Where applicable, error messages triggered by the front-end system are displayed as the symbol
the field. The actual error message does not display as pop-up screens. This can be displayed by placing the

cursor just above the symbol. See screen shot below.

in front of
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