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Main Menu

H Main Menu E‘

 The Main Menu provides

categories for incoming CceninTracs® o | i |
Ce rtificates . TR o I Current User |SQLAdm|n

« Each category contains available
menu items for operating the
program.

Logged In Since |2.-"1 5/2006 3:05:58 PM

Available Menu ltems:

Scan Certificates
Certificate Tracking
Communication
Reports

Safety Meetings




Set up

This screen holds menu items
important to the initial setup
and routine maintenance of
the program.

From these Available Menu
ltems, you can add data that
can be accessed from drop
lists as you enter certificates.

You can also establish
requirements that the program
will use to evaluate the
certificates that are entered.

B Main Menu

(caninilracs®

Select a Category:

Incoming
1

Scan Certificates
Certificate Tracking
Communication
Reports

Safety Meetings

About.. I Quit

X]
|

Current User IS GLAdmin

Logged In Since 12.‘1 52006 2:05:58 PM

Available Menu ltems:

Maintain User Accounts

Maintain Insured Type
Maintain Producers

Maintain Insurance Companies
Maintain Bonding Companies
Maintain Properties

Maintain Projects

Maintain Endorsements

Local Area Code

Maintain Risk Profiles

Company Standard Limits

Maintain Web Users




Maintain Users

From this screen, you can easily
add, edit, and/or delete the names
of all your licensed users.

B User Accounts

Passwords are available but not Matching: | ]
required.
Uszer ID
Passwords can be changed by |
each user by clicking the Change User Name
Password button. |
Administrator [
Active -
il A e
Add Save Change Exit

Pazsword

3

Click here to change your password /




Maintain Insured Types

B Maintain Insured Type

Insured Type

Find: | -

Insured Type

o] w| -] B

Add Save Delete Exit

From this screen you can create, add, edit and/or delete insured types like
‘Contractor’ or ‘Electrical’.

Each record will have an Insured Type.
All Letters and Reports are generated by user-defined Insured Types.



Maintain Producers

From this screen you can
quickly add, edit, and/or
delete Producer information.

Producers entered here are
available to assign to
certificate records from a drop
list in Certificate Tracking.

You will start to notice that the
buttons at the bottom of most
of the screens are consistent
and easy to use.

E Maintain Producers

Find:

Search Producers by
Name, City or State

Producer Mame j

Producers already

added can be
selected here.

Matching:
Company:
Address 1:
Address 2:

City/StatesZip:
Phone:
Fax:

Contact:

4}‘ ?.:r‘

=/

L

&Td Save

Delete

Exit

’

Click this button to add a new producer



Maintain Insurance Companies

From this screen you can add,
edit and/or delete insurance
company information.

Use the Import Button to
automatically import all
insurance companies and their
ratings from the AMBest ratings
CD. This can be purchased for

a nominal amount from AMBest.

Insurance company names can
be associated with a certificate
from a drop list in the certificate
entry screens, which you will
see later.

B Maintain Insurance Companies @

Insurance Companies

Eind: |Insurance MHame -

[Find next -] Q|

Matching: | |

-

Company: |

Address:

|
City/StateSZip: |
Phone: |
|

Fax:

Contact: |

Best Rate: I_EI ok ‘
Add

&y

=/

W =

Save

Delete Exit Import




Maintain Bonding Companies

B2 Maintain Bonding Companies

Bonding Companies

|B|:|n|:| Mame |
M atching: | j
Mame: |
Addrezs 1: |
Address 2: |
City/State/Zip: | |
Contact: |
Phone: |
= = *
Fax: | i ‘ ad | El_ ‘

Add

Save

Delete

Exit

From this screen you can add,
edit, and/or delete the name,
address, and contact
information for bonding
companies.

Bonding companies entered
here are available to assign to
certificate records on the
project screens when a bond
is required.

Letters can be generated to
these companies to verify the
bond amount and request
bond increases.



Maintain Properties
From this screen you can add,

edit, and/or delete Properties Pmperties
for which you track certificates. — FropergName =]
Properties entered here are [Matching: ]

available to associate with
certificate records from a drop
list.

Mame:

Addressz 1:

|
|
|
Address 2: |
Here, you can also keep the City/State/Zip: | |
name and address information Manager |
for any property manager. Phane: |
Property managers can Fax. |
automatically be sent emailed Contact: |
copies of deficiency letters. Phone: : & ‘ N ‘ = ﬂ-‘

Fax: -
You may also send property Add Save Delete Ext

managers emailed reports for
each property.




Maintain Projects

+ From this screen you can quickly
add_, edit, and/or delete Projects.
] « Projects entered here are
S| | — available to associate with
Matching: | contracts and Risk Profiles in
Name: | Certificate Tracking.
e : * You can keep the name and
—— —r— address information for any
Monoger | project manager or supervisor
Phone/Fax: | | here '
Email: | * Project managers can receive
emailed copies of deficiency
¢ & =| W4 letters associated with their
Add Save Delete Exit p rOJeCtS .

* You may also send project
managers emailed reports sorted
by project name.



Maintain Endorsements

This screen allows you to create,
add, edit, and/or delete the required
Additional Insured and Waiver of el I £t

Subrogation names.

These names are available from a Create Endorsement

) ) o . b ddington Properties
drop Ilst N the Certlflcate TraCklng ézpen Square Management, Inc . and itz Owned and/or Controlled Subsidiz
section of the software.

Coaztal Walley Serv.

b all Shoppes, Inc.

vy . Mecklenburg County

All additional insured names or a Matel &
. Priceton Pierce, Inc.

subset of names will be used to

display the Additional Insured and

Waiver of Subrogation requirements

for a particular insured.

Frinceton M anagement, Inc. itz
"r'ellow Roadway Corporation

Any names required for a certain

insured but omitted from the

certificate will be requested in the

deficiency letter to that insured.

Record: 14 | 1 e ]ex|en]rr ] of o
o




Maintain Local Area Code

* You have the capability to fax each

producer for whom you have entered E

a fax number. The fax process needs Area Code _ Dial Area Code =™

to know which local area codes for - v !
which you do not have to dial a “1” * '

before making the calls. |

* If you need to dial the area code for
local calls, check “Dial Area Code”
check box.

Record: 14| 4 | 1 b |l ek B




Maintain Risk Profiles

Limits
Button

A Risk Profile allows you to require
different limits for different groups of

& Maintain Risk Profiles

. -
Insureds' Hizk Profile Hame Profile Ho. Limjts
. . spen Squard A5Z A
On this screen you can easily add, Custorer - Basic Feb -
edit, and/or delete Risk Profiles. e o ——
Shopes B asic Subcontractor BS01 w [ |
You can add any notes that you S Fopics P —
. . . Subcontractor - Ervironmen SEO03
want to display when this Risk Terie t o =
Profile is associated with an insured |.f—== . -

in Certificate Tracking.

After you have named the Risk
Profile and given it a Profile No., Notes

you want to set up the actual limits. e
Click on the limits button. cecord: WL [ » ot [plealpr | o 5 =




Set Risk Profile Limits

[v Commercial General Liability Eachill s leps $500.000 :lv

Fire Damage $£300,000 ~
¥ Claims Made

Medical Expense $0 -
¥ Occurrence .. i

Personal & Advertizing Injur $1.000.000 ~

[v Dwner's/Contactor’s Prot. General Agoregate $1.000.000

[+ Per Project Products-Completed Operations | $1.000.000

Use this screen to set your required limits for each risk profile.
Select the limits you want from the drop lists and edit if needed.
Each profile can have a set of unique limits.

As you can see, the program is set up to track General Liability, Automobile,
Excess, WC/Employer, Professional, and Property/Environment.

There are two user defined coverages named Liability 1 and 2. You can name
these coverages and your requirements for each coverage. These can then
be associated with various insureds.

Limits Drop List



Company Standard Limits

B Company Standard Limits

¥ Commercial General Liability Each Dccurrence $1.000.000 ~
™ Claims Made Fire Damage $300,000 ~
Medical Expensze $5.000 ~
W Occumrence
Personal & Advertising Injur $2.000,000 -~
[ Owner's/Contactor’s Prot. General Aggregate ’—_,$3,I]I]l],lll]l] =
[ Per Project Products-Completed Operations $0 -

LE

 Use this screen to record your company’s most often required coverages and
limits.

* This data will be available at the click of the AutoLimits button as a short cut
when entering certificates.



Scanning Certificates

([_HIIHTM](.,.'E' offers users of the

program the ability to scan, save
images, and import certain
certificate data used from original
Acord 25-S and standard Marsh
certificates.

Data imported into the program
includes Insured names and
addresses, Insurance company
names, Producers, Policy
information for General Liability,
Automobile, Excess, Worker’s
Comp., Property and Professional
Scanning imports Policy numbers,
Effective and Expiration dates,
and Limits. It verifies Primary
Additional Insured and the 30-day
notice of cancellation.

B Main Menu

Cearinlracs®

Select a Category:

Incoming
Setup

Scan Certificates

Certificate Tracking
Communication
Reports

Safety Meetings

sbout. | our |
Current User |SQLAdmin
Logged In Since |2f’1 5/2008 3:05:58 Pk
Available Menu ltems:
Scan Certificates

Review Scanned Certificates
Link Certificates to Insured




Scan Certificates

w. Scan Certificates g@@

"}

=

From File Sc:an E xit

[ Multi-Page Certificates

| Image Only

All certificates should be scanned.
In addition to importing the data,
an image of each certificate will be

saved in the database.
Certificates that are not submitted
on Acord or Marsh forms can be
scanned and their images saved
for easy viewing from the
database.

If certificates have been received
electronically via fax or email,
save them into a folder and use
From File button.

You can scan up to 50 certificates
at a time using the Automatic Data
Feeder (ADF) on the scanner.



Review Scanned Certificates

After you scan certificates,
original Acord 25-S and
standard Marsh
certificates, enter a
temporary file until the
user imports the data into
the database.

Use the Review Scanned
Certificates screen to
review the data and make
any needed changes.
After reviewing the data,
click a button to create a
new record or replace a
certificate.

B Review Scanned Certificates

Izzue Date

PRODUCER [ 572804 Company &
ame: ]Biddle % Company, Inc. Company B:
Address 1 |3850 Winding "Way Ste 200 Company
Address 2 | Cormpany 0t
City, State, Zip: |Newt0wn Square ’Wﬂ 9073- Company E:
Phane: |[484] 427-8900 Faw: |[484] 4278923

Adtr [

Find Scanned Certificate

[Find re_J Q]
ing: '

Select Insurance Company

Find Insured in Database

COMPAHIES AFFORDING COVERAGE

]Cincinnati Insurance Compary

|S L. Paul Companies

l

ChECE R

l

Matching. M atching: -
INSURED |Stephanie and Campany Mameinzured ID | |

Address 1; |SSD Kings Highway Address 1 |

Address 2 ] Address 2 ]

Cityr=tatesTip: ]Punta Gorda [RE |33893- Cityi=tatesZip: | | | Reject

W pion Owwned Autos

Copy GL Dates

LTR TYPE OF INSURAHCE POLICY HUMBER EFFECTIVE DATE EXPIRATION DATE LIMITS
General Liability |CITY CPPO72E100 | 5 /25/04 | 5 /25405 Each Decunence $1.000,000 -
IT 4 Cormmercial General Liahility Fire D amage $500,000 -
r Claims Made v Qcour Med Exp $10000 -
™ Froject Perz. & Adv Injury $1.000,000 -
General Aggregate $2.000000 -
Products-Comp $1.000000 -
Automobile Liability |EAP5482201 5 /25/04 5 /25/08 Combined Single Limit  {$1.000,000
IB_ 3 Ay Ao
Bodily [rjury 50 B
™ all owned Autos [Per Perzon)
™ Scheduled Autos Eodily Injury 0 .
2l [Per Accident]
Allfe s Property Damage $0: B

Fepiace BB




Link Certificates to Insured

E Link Cerfdicale lages io Insured

» Certificate data that cannot be
imported into the database from
the scanner, will enter a separate
temporary file. e - .

& o g e Rt e = T R T [T e a— Aarilncl by (e ORCHL Cihink b DIy iy
J [: ] [ b
e g TR SO o sl i 0 S e m.:ﬁ:: s k. gy |-$ e v G L hm'l‘n’!“ [y
I—E:"lu. L__LI- LIS O, ek i oy 4 ol v pobN : : y ! 5

 The user will create the record for e - R e
the insured using the keyboard S
and link the image of the ot i
certificate to the record for easy

LeEt P R BT T T S —

Edrmy- L

| Drweeoy Lol O

e p L i
Vel ) 22 DL D W cmrgis kb 30 Wy 00 D bl Bl podirind ' W 0

T TR i L 0 e e B

viewing. A g e

«  Once the record has been created, | | | T e s
all subsequent certificates can be | || &z 777 T T EEST %E
easily and quickly linked to the S B
record. T oo ey Py £



Certificate Tracking

Once you have everything set

up in the program you can start
to enter and track your Coaniolac?® ot | |

certificates with a few clicks of Cunent User [FATAG
your mouse.

The program will evaluate each
CertlflCate aCCordlng tO the user Select a Category: Available Menu ltems:
requirements you have entered. Ingaming ;

Setup

Deficiencies will be noted in red Sean Conticates

on the Certificate Overview Tab Communication

Reports

for each insured. BOIEY MECHNGS

Deficiencies will be brought to
the attention of the insured and
added to one or more of the
many reports.

Logged In Since I2.n"1 R42006 30558 PM

T o T




Insured Entry

l—_[lnsure I Name = g Date Activated
Date Closed
Stop Pay r r=]
Insured Type Insured ID Contact
- | |
Insured Title
| Phone Fax
Address | Click this
| E-mail Send by button and
| _ | Postal | you can type
City State Zip Notes a letter to the
| | | subcontractor
that is

Safety Program [ Agreement [ selected

Date Received D ate Received '

| | 8 ¢ =] =| N

Copy Paste Type Letter Skip Add Delete Save Exit

This is where all the information from the subcontractor’s certificate is displayed.
You can add, edit, or delete insureds from this screen.

There are fields for contact information as well as a notes section to record any
additional information needed.

Use the Type Letter button to send a custom letter to the selected insured. This
letter can be saved and viewed from the Letter History screen.



Producers/Insurance Co.

Certificate lzsue Date | 94272005 e
|Pmducer I |Insurance Company

Mame |Wnrth Inzurance Agency, [nc. j |I:inn::innati [nzurance Coz j
Address |'I 26 Marth |zabella Street | |F". 0. Box 444 |F'.EI. Box 145436

City/5tate/Zip |5ylvester |I3.-'1'« |31 - |I:inn::innati |EIH |4525IJ-54E|E
Phone/Fax | | [513-670-2000 |

Contact | [lohn.J_ Schiff..Jr AMBest [+ [15

Aszign Coverages Aszzign Coverages H‘?
| =l J | B J

This screen has fields for the certificate issue date, the producer, and the
insurance companies.

All the producers and insurance companies that you set up in the Maintain
Producer and Maintain Insurance Companies can be accessed through the
drop lists.



Limits and Coverage

This is where insurance information on the certificate is entered.

The copy dates feature automatically transfers the dates from the
General Liability screen to other coverages.

The Replace button will automatically advance the dates one year when
you enter a renewal certificate.

Eeneral Automobile \ Excess l Employer I Professional I En¥ironment \ Liability 1 Liability 2 I .CheCk the Keep Dates
box to replace a
e L [wme L [mE L, N certificate without
Policy Humber Producer |W'Dlth Insurance Agency, Inc. Cancel Date reneWI ng It'
CPPO737EIG Ins. Company |Cincinnati Insurance Comparies = .AlSO nOtICe that some Of
ommercial General Liabih Each Occurrence IWI
3 Eo Oy S o the more freq.uent doI_Iar
I Medical Expense [ ssom <] amounts are in drop lists.
[ Dwner's/Contactor's Prot. Perzonal & Advertizing Injur IW[
™ Per Project General Aggregate IW[
Productz-Completed Operations IW[

5| o

[~ Keep Dates Replace\_Auto-Limits Exit

Replace Button
Keep dates checkbox



Compliance

« This screen allows you to note any basic compliance issues on the
certificate.

The following are required on all Certificates.
Box to be checked if HOT provided.

:Certificate Received

J0-Day Notice of Cancellation
Onginal and/or Signed Certificate
Primary Insurance

Certificate Holder

Stop Gap

-
-
-
-
-
-
-
-
-




ASS|gn Risk Proflles

Risk Profile Job Order Type Contract Mo. Active Project Property Endorsem. Limit
Customer - Bas . v =l = =l J
b ] - S B I R

lszue Date Closing Date  Contract Motes Frofile Motes

Use the drop list to assign Risk Profiles to an insured from the Risk Profiles that
you set up in the Maintain Risk Profile screen.

You may enter several different Risk Profiles for different contracts, or the same
Risk Profile for different contracts for the same insured.

Use the Buttons to assign Projects and Properties for each Risk Profile as
required.

Assign Endorsement requirements here.
Enter any notes about the contract here.



Risk Profile Limits & Coverage

& Limits - Customer - Basic E]

General Automobile ] Excess l E mployer ] Profezsional l Envimnment] Liability 1 l Liability 2 ]

..........................................

¥ Commercial General Liability Each Occurrence | $1.000.000 j
5 Claims Made Fire Damage | $100,000 j

Medical Expenze | $10.000 j
e Personal & Advertising Injur [$1.000.000 -]
[+ Owner's/Contactor's Prot. General Aggregate | $1.000.000 j
¥ Per Project Products-Completed Operations | $1.000,000 j

=

Exit

You can also review the limits that were previously set up in Maintain Risk
Profiles by clicking the Limits button on the assign Risk Profile tab. These can
not be altered from this screen.



B Project Assigned to Contract

YWhite's Lumber More ﬂ!
Contract No_: Exit
Project Ho/Name Prey. Contract Amt.
[9053 =1 | 30
Contract Amt. C/0 Amt Completion D ate

| 30| $0 |

Final Payment Made [ Final Payment Date

Paid To Date Retention Held

| 0| $0
Bond
Bonding Companies
|| | Required [
Bond Ho. Bond Amt. Send by
| | $0 |F"n:ustal - |
Izsue Date Attorney In Fact

Bequest For Increase [
Status Inguiry - job completed [
Status Inguiry - job in progress [

ETNCT

Bond Letter Unmark Emergency
Hiztory Letters

* Here, you can assign

one or more projects for
this insured from the
drop list.

Assign one or more
bond requirements for
this insured on this
project.

Track the Bonding
Company effective and

expiration dates for each
bond.

Track the bond amount
for each required bond.



Property

B2 Property Assigned to Contract

Yhite's Lumber More

Contract No_:
Property:

« Use this screen to associate your chosen designation —
properties, locations, sales offices, departments, etc.--
with each insured’s record for each Risk Profile or
contract.

* Reports can be generated sorted by each designation.



Endorsements Received

White's Lumber More E
Contract No.: E it
Endorsemen t AlLGL Al AL WS GL W5 AL W5 WC

&ddington Propertied - v v I [ I
[ [ [ | [

*|w

« Use this screen to assign endorsements to each Risk
Profile/Contract. Check corresponding check boxes to
set up requirements for Additional Insured for general
and/or auto liabilities and Waiver of Subrogation for
general, auto or/and workers compensation liabilities.



Problems

D ate Attention Problems Reszolved

-

Responze

« This screen allows you note any problems you have had with the
insured.

* |If Internet Reports are included, problems posted here will be

automatically published on the Internet for a specific person’s review
and response.



Certificate Overview

« On this screen you are able to see all the information about the certificate that was
entered. ltems that show up red are deficient, black are compliant.

» Use the Eyeglasses icon to view details about deficiencies.
« Use the Overrides check boxes to excuse any given insured from a requirement.
« If the scanning is included, view certificate images from the View Certificate Button.

Inzured Inzured 1D Address
|White's Lumber & Maore |W’LM1 23 |E|?E Trade 5t

Second Hame City State Zip
| |Da_l,ltu:un |SD |F"EEBE|

|Insurance Types ' |A.HBest Inz Aating Deficiency ' Eyeg|aSS button

Mo Certificate
General Liability |Hissing Certifi nformation i

Automobile Liability

Mo 30-Day Motice of Cancel.

Mo Ong. andfor Signed Cert.

|Hissing Additional Insured '

Mo Primary Insurance Exceszs Liahility

Certificate Holder Employer Liability

|Hissing Waiver OF Subrogation '

Stop Gap

Safety Program [~ Agreement

B O A A B

View Certificates
button




Certificate History

. ([—FITIHTMIH'E' automatically creates a history of all the renewed or replaced
certificates.

» View compliance problems and limits and coverage for each certificate that
has been renewed or replaced.

« Select the certificate to view from the radial buttons on the right of the screen.

Compliance/Endorsements

General l Automobile l Excess l Employer ]

Renewal Date 4] 4 I 1 of 1 | | H
& ARS2008 | : | |

| Cert. DID MOT provide the following: i

30-Day Notice of Cancellation
Original andfor Signed Certificate
Prmary Insurance

Certificate Holder

171 1T 1

Stop Gap




Communication

« Use this screen to create and
generate standard deficiency (eaninlaacs® sor. | ma |

letters to your insureds. Current User [F00AT

« All standard letters use
templates that you can
customize to reflect corporate

Logged In Since |2e"1 B/2006 10:37:43 Ak

Select a Category: Available Menu ltems:
style. InEag
H Setu Letter Design
* The program IS Set up to SCL!II_DCEI‘H“CEHES_ Edtiltiur Selgec:led Insureds
automatically generate T Generate Letlers
renewal’ no Certlflcate’ and gsfi:a?:i‘leelings BU'I;[L:I—ET;TH Design

deﬂClency |etterS Generate Bond Letters




Letter Design

You can customize almost any
part of the text in the Deficiency
and Renewal Letters.

Your company logo can
automatically be inserted at the
top of each letter.

The software will automatically
select paragraphs appropriate to
each insured and include your
customized text for that problem
in the insured’s deficiency letters.

The introduction changes for
each letter level sent. All problem
paragraphs remain the same for
each letter.

B | etter Design

Insured Type

-

Deficiency Letters |

Deficiencies ]Nu Certificate Letters Renewal Letter

[l

Exit

| E-mail To Manager |

Re: |Eertificale of Insurance Compliance Problems]

Introduction For
First Del. Letter:

Introduction for

Sec. Def. Letter:

Introduction For

Third Def. Letter:

Intro For Fourth

Def. Letter:

Incormect

Limits/Coverages:

AMBest
Rating:

Mizzing Info:

Address:

Clozing:

Signature: 1Y0ur Hame

A5 an approved [our Company] Subcontractor, certain insurance and/or reply-requested documentation
must be supplied for the services being provided by wour company.  The following information containg
deficiencies identified in meeting all the requirements autlined in the executed contract(z] or P/0(s]) listed

SECOND REGQUEST
Fecently, a written request was made for compliance with certain requirerents contained in the
contractual instrument(s) [contracts or P/0') listed above. Orniginal documentation correcting the noted

THIRD REQUEST
fter several wiitten requests, this office haz yet to receive documentation cormecting the deficiencies
identified under the contractual instrurent(s] [contracts aor P40') nated abawve. Failure to provide

e have made three (3] previous requests for an acceptable certificate of insurance, However, as of
thiz date, we have not vet received a certificate that complies with the requirerents autlined in pour
contract, In order to remain compliant with pour contract, please send pour comected certificate

The following evidenced coverage limitz do not zatisfy the following limit requirements:

The follawing Insurance Companies indicated on the certificate of insurance pravided do not mest the
minimum required AME est rating as required by the contractural instrument(z);

You did ot provide policy nurber far the the fallwing liabiliyliss):..

“rour Company

Attr: Rigk Management
PO Bowx 21348

Charlatte, NC 12345-6733

Thank pou for pour prompt attention ta the above. |f you have insurance compliance questions ar
concemns please contact the |nsurance Compliance department at 000-000-0000,

Title: |h-1anagel, Contracts & Insurance Complianc




Insured Type

Edit for Selected Insureds

Select Letter i

Introduction For
Introduction for
Introduction For
Intro For Fourth

Incomect

AMBest

Re:

First Def. Letter:

Sec. Def. Letter:

Third Def. Letter:

Def. Letter:

Limits/Coverages:

Rating:

Mizging Info:

Address:

Closing:

Signature:

=1 |

Deficiency Letters ]

Find Insured
| |

Deficiencies

] Mo Certificate Letters ]

Exit

Henewal Letter

o

Title: |

l

You can also easily edit
letters to specific insureds.

Choose the letter and the
specific insured and edit as
needed.

The edited text will be sent
and saved to the insured’s
letter history.

Letters to this insured will
revert back to standard
wording when the next letter
is generated.



Send Letters

Once you have entered all your
certificates and designed your
letters, you are only a click away
from generating renewal and
deficiency letters.

The program will automatically
insert the appropriate paragraph
for each deficiency it finds on any
given insured’s certificate.

You may send letters by postal
mail, email, or fax.

Project managers/supervisors will
automatically receive a copy of
each letter sent to the insured
associated with their project.

Select a letter:

B Generate Letters @

B erewal Letter

Mo Certificate Letters
Letter 1
Letter 2
Deficiency Letters
Letter 1
Letter 2
Letter 3
Letter 4

Insured Type Send by

- Postal -

[ Print Labels?
[ Do Mot Send E-mail ta b anagers

Ok

Cancel




Mark Sent Letters

 When a letter is sent, it is automatically added to the list of marked letters.
This starts the clock so that the next level of letter is sent in 21 days if the
deficiencies have not been corrected.

* You can unmark one or all letters generated in a given printing if you want to
resend them for any reason.

« If a problem should occur when generating letters, you can use the
emergency button to return the data to the previous state before generating
letters and reprocess.

B Letters Marked as Printed

!

Renewal First Second First Second Third Fourth
Ho Certificate Ho Certificate Deficiency Letter Deficiency Letter Deficiency Letter Deficiency Letter
11/14/2005 1/168/2006

(Unmark Letters |

Sent by Sent by Sent by Sent by Sent by Sent by Sent by .
|F'|:|$tal v| 3{!| |F'|:|$tal v| 3{!| Postal =] 7% [Postal ~[ #Y |Postal -] 7Y [Postal -| #° |F'|:|stal v| T(-|

To unmark a letter highlight date and press backspace or delete key.

To unmark all last letters of specific type select "Sent by Postal" and click "Unmark" button. E'j'
To unmark all last e-mails of specific type select "Sent by E-mail" and click "Unmark" button. -
To unmark all last faxes of specific type select "Sent by Fax™ and click "Unmark" button. Exit




Letter History

After you have sent letters, they are automatically entered into the insured’s
Letter History screen.

Custom letters are also included in the insureds Letter History.

The Letter History screen provides a summary of the problems discussed in
each letter.

You can view any letter sent by moving to the letter date with the radial
buttons and clicking the View Letter Button.

Letter Date 1/18/2006 Sentbypostal M| 4 [1cf2 » | M| Deficiency Level 2

[E xpiration/Cancellation [Noncompliance/E ndorsements | ‘

_:L‘:,;_
Yiew Unmark Emergency

Original or Signed Cert. |_ Letter Letters
[Dther Deficiencies |

Expire Cancel 30-Day Cancel. Hotice v

.

General Primary Insurance

<

Automobile Certificate Holder Mo Certificate

<

Excess Stop Gap Improp_Cover

Wwild Card 1 Insuf. Limits

<1 71

Employers

< 1 71 71

Wwild Card 2 Mizzing Information

AMEBest Rating

Profeszional
Environment Wwild Card 3

Additional Insured

< 71 71 7171 71

Engineer Safety Program

Liability 2

B B A
[ A A R R R (R
11T

Wwaiver of Subrogation Agreement
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Reports

. Reports are available with a
click of the mouse in the (erinleacs® por. | g |

database. Reports can be Current User [FLEan
viewed and/or printed.

» All reports can be published
to your company

Logged In Since J2a“| B/2006 10:37:43 AM

. Selecta Cat : Available M It 2
Intranet/Internet with or i pilimils bl
Incoming

without certificate images. Setup

Scan Certificates

« Persons who have i L
permission to view reports on v

the web can be controlled
from your database.




Reports

Reports can be selected by
insured type.

Reports always reflect the latest
data entered into the database.

Many reports are sorted by
deficiency type.

In addition, some reports focus on
a particular insured.

Reports can also be sorted by
vendor, contractor, subcontractor,
etc.

Reports can be emailed to other
interested parties with a click of
the mouse.

B View/Print Reports @

Select a report to print

Imzured Listing

Inzureds by Rizk Profile

Contractz by Inzured

Summary of Certificates

Inactive Inzurads

Ewpired Certificates

Certificates E=pired in 5pecified Period
Cancellation

Improper Coverage

Inzufficient lnzurance

Improper Additional Inzured

Improper YW aiver OF Subrogation
|nzufficient AhE est B ating
Compliance Deficiencies

izzing Policies

Contractz By Inzured according to PO [zzue Date

Mo Certificate Report

Renewal Letter

First Deficiency Letter

Second Deficiencyl Letter

Third Deficiency Letter

Fourth Deficiency Letter
Ihzured By Insurance Compary
Summary Statuz for each Project
Contractor's License D eficiency
Inzured Agreement D eficiency
Owvemdes Report

Ihzured Surmmary Repart

Stop Pay Report

Summary Problems

Inzureds without Problenms
Moncompliant Insureds

Internet Problens

Bond Statuz

Bond Letters

Inzured Type
| j v Presigw? QK Cancel




Safety Meetings

You can
document Safety

and OSHA
meetings from

these menu items.

Space is provided
for documenting
meeting type,
attendees, topics
discussed,
meeting date, and
actions items.

B Main Menu

(Larielnacs®

Select a Category:

Incoming
Setup
Scan Certificates
Certificate Tracking
Communication
Reports

spout. | our |

Curren t User |SQL.-’-\dmin

Logged In Since 12.-’1 B/2006 10:37:43 Ak

Available Menu ltems:

bafety Meetings

0OSHA Meetings
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For a live, online demonstration, please contact
Emily Brown at 800-379-9055 or E-Mail us.

DaraTracPuus, i
R

8927 J. M. Keynes Drive, Suite 370
Charlotte, NC 28262
Ph: 704-549-0770 Fax: 704-503-3890

E-mail: info@datatracplus.com

Web: www.datatracplus.com



