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DESCRIPTION SALES MODULE AND PROJECT MANAGEMENT PROGRAMS SECTION Il

CHAPTER 2 —SALES MODULE AND PROJECT MANAGEMENT
ADVANCED FUNCTIONS

Congratulations! You have successfully completed your initial exploration of Sales Module and
Project Management. If you followed the step by step procedures of chapter 1, you were able to
generate your first RFP as well as produce a simple, summary and detailed analysis. The whole
process should have been carried out with very little effort and you should now have a good
understanding of the Sales Module and Project Management logistics.

As professional, you probably would like to expand further the delivery of your products and
services. Sales Module and Project Management offers several additional functionalities that
will allow you to generate more sophisticated documents and analysis.

Functionalities

When we created your first project, we
accepted the default value of: One (1) division
and one (1) class. Sales Module and Project
Management makes it possible for you to
manage sponsor with more than 200,000
members. Consequently, this basic module
will enable you to manage as many divisions
and classes that can be required.
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: % o | Each division will insure proper capture of all
il e the needed specific information including the
tax configuration and addresses.

It is important to know that although it is simple to create a substantial number of divisions and
classes; subsequent managements (assignment of the benefits, employer contribution, etc) will
preserve their simplified approach.

Thus, all the management will rest on Enterprise
the concepts of inheriting from the
higher level.

As presented in the graph, the green
boxes indicate that particu|ar Division # Division # Division # Division # Division #

assignments were allotted to: the
sponsor, 1 division and 2 classes (in \
). All other Divisions or Classes ‘ Class ? ‘ Class ? ‘ Class ? ‘ ‘ Class ? ‘ ‘ Class ?
ray) will inherit the assignments of
Eﬁe %i)gher level, which if noq[ assigned, [ Ciase® | G| [
will inherit the assignments of the — [[Class? | Class? |
Enterprise.
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SECTION Il DESCRIPTION SALES MODULE AND PROJECT MANAGEMENT PROGRAMS

Thus, we can easily create at the Enterprise level, the generic configuration for the majority of the
participants and then assign exception
cases distinct conditions. Using this
powerful logistic you can limit the

Pliyhler |E inan - Pit 8 FSZEI—A - ABC Company Inc -
VOX «- BB B

Division )/ Giass{es) 1

Erly e configuration obligation, while insuring
FUSEHNESHE | Classe: 001,01 Eenonion - Exectve specific assignment to each group of

Classe: 001,02 Edmonton - Sales . o . . . .

Coverage Classe: 001,03 Eddmonton - Warehous individual n reSpeCt with collective

e e e agreements or employers' policies.

Erme ISR Classe: 002,02 Yancouver - Sales

Minimum of insurance Classe: 002,03 Yancouver - Warehouse . .

smiadeic RN _| Matching our graphic colors, when we

Motmumwtn i) Cise: 05,02 iz -Saes assign particular conditions to the sponsor
Classe 003,03 Montresl - Yarehouse . e .

Envolmen - el erk 01, 00+ T or to one of the exceptions (Division or

fmiver of Premiums (clay Classe: 004,01 Toronto - Executive . .

T chn 017 T Class), the system will display them as

B e e vs the heirs who will remain in

pites . 4 gray’.

Ratess [ g T

All the subsequent processes (calculations or printout) will automatically reflect these particular
states. This will ensure precise results as well as structured and optimized reports improving on
your professional image.

Employer contribution

In the pure Sales Module and Project Management module, the Company Contribution is
informational only. The information will be included in the RFP report to keep the carrier posted
on the sponsor position. The % of premium and fixed amount options are included automatically.
More advanced configurations are available as options.

The “C-surance.ca Virtual Calculation I” module is available as an option for those who need
employer/employee contribution reports.

Company Contribution {by pay period) - AAA - data demo - |Of =
- data demo User  Richard Sirois
Benefitl % of Salary % of Premium I Fired amountl Status |

Contribution based on percentage of premium Contribution | O ptimization i |

12 3

* of Premium Status M aximum LIFE ¥ ¥ 7

= [N $ P I i

: DEF ¥ ¥

% of Salary STD MV =

LD W v &

Max wolume Life Add EHC W ¥ =

FD |2l i

EC |l i

DC |2 i

(2] M B 2 i
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DESCRIPTION SALES MODULE AND PROJECT MANAGEMENT PROGRAMS

SECTION lli

Bank plan and benefits - Maintenance — Update

In collaboration with carriers and
partners, MDI insures the creation

records

Group Plan request for proposal

Search value
- ¢ Current project

™ Exact sesrch " Praject history

Search field

@ Extended search

and update of the various standard & 5 & &[5

o

benefits and plans offered by your carriers.
selecting the “Lists of projects” module.

Base project
Project copy

Project option  History
Actual program

These options are available when

Taking advantage of the Collaborative C-surance.ca mode, the new and improved plan can be

easily updated into your user resources by a simple click on the tools button

, and select

“Bank Import” to ensure that you access to the most recent information. Warning: this action
integrates and updates an important mass of information and will take some time. It is important

to be patient.

RFP or sales tool?

Extended health care - Policy # : Home12583 - ABC Company Inc -
Rediscover information copied into your project # =~ @ == BRm SE S Een H 5"”_1
when you assigned a carrier plan from the bank N E—
of plans. Eifective dte [aposio1io1 | Reason  [cortract emission =] s [Rohara Sirs
Coverage Deductible Grouped Co-Insurance
. . Without DEP With DEP
The “Remarks” and “Options” sections of each  cuumowe wo [ ww o [
benefit provide you with useful additional te== * el W]
. . . . Paramecical  [F F
information which can be of an unquestionable ... - o ww g [m
interest. To fully appreciate and view the et wsingpemacen [ o
content, position your mouse in the field and ZE R = o
click on the right button. Select then the “Edit”  comnus [ e your it et E
. Edit
option. e
Couple 1056 Sopy
Paste
Single parert 11056
Font
Family 11056 Bullet Style
Remarcues (frangais) |R5marquas (anglsis) | Options de Ja garantie (francais) | Cpti :i:;mph 3]
Bxtendad health bensfits are reimbursed based on amount imvoice Find 9 KIFRLHE,
B edit Rich Text B =
File Edit Wiew Insert Format | th ti th MDI
n ese sections, e

D& M| LBR|o o -

: — profgssmnals, partners, users or
| Times New Fioman iz = B F u g “g carriers can incorporate the principal
R R R R N R T Sl characteristics of the benefit or in

al the second block, list the available
ﬁxief@d@dkeafﬁk be;fzeﬁ.ﬁsare.reimbursedbasedo.lz amannt options available. These are free
invoiced up to specified maximums. format text. The French samples

In accordance with the basic offers of your carriers, you will find for example: various insurances
limits, reductions and terminations formulas, as well as all the other options suggested by your

carrier.
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SECTION Il DESCRIPTION SALES MODULE AND PROJECT MANAGEMENT PROGRAMS

This information, just like the promotional information of the plan, is offered to you by Sales
Module and Project Management to simplify your document management.

. . = . . .
Thus you will be able to prepare and print your RFP (“Lists of projects” module) with the
objective Of Visiting g Suue Pl eguestorproposal =S

RFP print options records 0 Project hist
hoi 5 q roject history

i your customer with T Gt coe

v Brokers brokerage certer information Projectoopy Aot program

¥ DivisionsiCiasses information the proposed plan as

)
gr; LT . Company Name #||carier name Progosal 2 [Froposal e
Ui well as the various .
Mo et

,I; !::;e}:\g;:yee nemes aval | ab | e o0 ptl ons. TO  se-sacen i CSRAGASCE Cople e Prajet de base | nouvea
¥ Rating history . A - data deno OreatWest CSRBBASCH Cope el ds bacs

¥ Envioyer corirkaion get this extra .. s Betna Cana (Achusl progran)  CSREBASCE Actuslprogram

¥ Benefs ogtions | nf orm at| on y ou W| I I ABA - data demo Croix-Blee (Actual program) CSRBBASCE Current plan

nclude ting histry siee a2 = “ : . ”

only need to check “Benefit Options” when you ask for a
Inchide Premium history since B | . .

printout of your project.
& View &, Print Close:

We |nV|te you to Consult the [ Group Plan Projest - New EXPAT Inc f<||l|rln|-‘nr||n
: Documertation - et | Propsal | e 1) | oret 2] vt tns Dorumertoon | o mertato g |
“Documentation” | section

of your projects. Group Life and Disability Insurance Plan
Underwritten by:
X i : Universal ,-\cc_jdml .5-._ H_e-.ﬂth
When available, you will be able to find R

under this section, the contents of the Contants Page

1 Elglilliny 4
2

promotional booklets of the carriers. 3

ment of Liabillty / Notlfication 4

ayment 10
clation of Claims | Payments of insied Bl 11

Our objective is to ensuring that you will
have access all the promotional
booklets of your carriers at the relevant
time, while eliminating the needs for
paper management.

1. ELIGIBILITY

Additional information (ADD, Ancillary medical, Hospital fees, Other
expenses)

To select in the Bank of services:

The banks of plans, benefits as well as the additional information banks, enable you quickly “To

assign” benefit as well as
defining the insured limits. YO X B D & e
Division(s) /Class(es)  an.0 - data demo j
Ertry cate Flan name IAIphaPlus 25$iS0%/100% State |

To access information directly, you need only to

click on one of the dedicated buttons Bes D
which you will find under the Extended Health
Care, ADD, or Dental Care benefits. The
management of this information is identical for
each one of them. Here thus important suggestion
on how to best handle these information.

Sales Module and Project Management
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DESCRIPTION SALES MODULE AND PROJECT MANAGEMENT PROGRAMS SECTION Il

The various services plans were created by MDI and their partners in order to simplify your
management of the services.

o3| ok | % &l

By clicking on the EI button you will be able to get an | E A N ——
update of the various available plans. Thus, following a | [ua Name SR
carrier's change of services, it will be possible for you to

»

__| 2E7HMDI ETFS E=PAT ADD additional ir
obtain their most recent services suggestions. The Gun’ o o= AR
process does not require any human intervention. It will F&ie’ e Ol
however be necessary to be patient since all of your bank  350ei  oeeis ADDI el
of information will be updated. B;ts7CemEa  Ton CPa ADD codiiorat

_|14MD1 Industrielle Alliance ADD additional ir

_|2MD1 Industriellz Alliance - spécializé ADD additional ir

. . __|BEMDI Salution Plus - Industriglle Alliance ADD additional ir

The _I button will enable you to pick and choose from |13t S e de bose DTzl
the bank of services, the products which will best respond e Z5am D sekitorat
to your needs. e e
_|1198C5R28 TestCP4 DC additional infc

_|113MD1 Solution Plus de base DC additional infc

S0k D1 Croix Bleue DC additional infc

By selecting from the bank of plans, your file will
automatically inherit of a certified copy of your selection.
Customize your services:

C-surance.ca enables you to customize each service to ensure that you will present the
SPECIFIC of your project or contract.

The Ql button will enable you to manage the list of
the items which will be posted on your file. = ‘ %
| MNon vwewshle senice Yiewshile sarnice
[ G i
. . . . Ehm:iplTaEIDr 8 ><£|ay Bh\rlnplaclur
The J button will make it possible to update the list . [ b o Homosretty s
. . . . . . Homeopathy - =-Ray Massotherapist
of the available services. Should you identify missing  iizerems ™ Noegat
services, you are invited to email to MDI the missing §:§;§“:n,egenmﬁl . £ Eﬁ;ﬂi‘?ﬁ"a‘?t%h]am..mmerm.
items and the professionals will make sure to quickly . gerees il
add the necessary services. B | PPt P
it (A
Pedmma ™
Psychoanalyst
, > <« . o
By using the arrows and you will be able  sertnes
to transfer the services towards the right side or the

left.

WARNING, as a protection, it will not be possible to remove a visible service if this service is
active. It will thus be needed to first deactivate the service.

The data can be processed individually or by regrouping. Grouping = 2ervices |

Two (2) important tabs are available to enable you to configure your various services. :
» Regrouping
» Services

The “Services” section enables you to manage each service individually. You will be able to add,
remove or modify the various services which are available in your project or your contract.
Sales Module and Project Management
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DESCRIPTION SALES MODULE AND PROJECT MANAGEMENT PROGRAMS

: Chiropractar

_| Dietician
_|Homeaopathy - fees
_|Massatherapist
Maturopath
Qccupational therapist

1pk

Option 2;
b ax 4003 'ear;0ption 2;
b ax 4003 'ear;0ption 2;
& 4003 ear;0ption 2;
b & 4003 'ear;0ption 2;
b & 4003 v'ear;0ption 2;
bl ax 4003 v'ear;0ption 2;

To modify a service, you will first need to select the service to
be modified then to activate the “Edit the service”

Button = @ v .

This activation will make it possible to access detailed
information of the selected service. The
< @

activation will make active the Quit and
Accept buttons. It will be essential to

_|Dsteopath Max 4008 /vear.Dption 2; select one of these buttons to be able to alter another service.

Phpsical rehabilitation ther bMax 4008 'ear;0ption 2;

_| Podiatrist (1] b ax 4003 'ear;0ption 2; Service settings |

_|Papchiatrist b ax 4003 'ear;0ption 2; Coverage Ird Grouping : Option 2
Pspchologist b @ 4003 ear;Option 2; —Period

7 Speech pathologist taw 4003/ 'ear:Option 2; Type m

. Mumber 12

Amount by period $400.00
You will be able to adapt some 14 fields of information t0 “Evem
configure them to your specifications. Number of everts perperiod 0%
Armnount by event $20.00
~HRoom
[ 3 Acupunchurist i ax 400%, vear:0ption 2; Paid type _ M
M aximurn daily amoLnt $0.00
. . .. Mawimurn number of daps covered 031
The services can be managed individually or, they can be ———
grouped. For example, professional services including: Appicabe =] Masimum =
Deductible $0.00 Co-lnzurance 0z

chiropractor, audiologist, masseur and others can belong to
a group which you can call “Pro”. The limit will then be [
regarded as common and cumulative. In this case, it will be
easier to modify the “Grouping” instead of each service.

Englizh

If you modify one individual item belonging to a GROUP, information in non conformity will be
posted in red in the section “Services Parameter”.

The “Regrouping” section enables you to manage the same information as those of the services
except that we add an ASSOCIATION option.

Grouping | Services I

B KDV

Settings | Associations

u Option 2

M ax 4003 French name  Dption 2

English name Option 2

Thus it will be possible for you to create a new or
modify an existing regrouping.

[Mscrces ptormner W=
% L

In each case, you will have additional “Associations” tab which
will give you the option to regroup services. As for the services
screen selection, it will be easy to assign or not a service to a

group.

Sales Module and Project Management X
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DESCRIPTION SALES MODULE AND PROJECT MANAGEMENT PROGRAMS SECTION Il

» <

By using the arrows , you will be able to transfer the services towards the right-hand

side or the left.

For the user in mode XPRO, three (3) additional buttons will allow him to manage its own banks

o &y . of information. Thus he will be able to create new items or,
—'I to modify them.

Current plan and options creation

When you send your RFP to your carrier including the terms and conditions wished for the
renewal, you might want to send them the details of the current plan. By the same token, if you
wish to propose various options to your customer, you will need to create options.

To do so, C-surance.ca offers simple and effective tools to you. However, we highly
recommend that you plan this work to avoid useless wastes of time.

During the creation of the initial project, we suggest that you first input the current plan
information. If you are renewing a current C-surance.ca administered plan you will simply need
to import the current plan from your administration module into your sale module and name it
Basic Project.

Current plan creation

Group Plan Project - AAA - data demo - - Copie de Basic project : Basic project - complete-2006-2007
Informations IProposaI info I Cont'd (12 I Cont'd (2] I Benefits I Motes I Documentation I Documentation (anglais) I

iformation Project request printing configurstion

Project type Project for Include rating history since : j
Company AAL - data demo Include experience history since © j
Proposal name Current plan|

Proposal date 200611527 j p, ace s %
Dt reguired 2006:11/30 = Total employess &

Effective date 20061530 d Total dizabled 1

Structure type DivigioniClass j

Production language j Creake project option

Current Plan Template I Blan kemplate

Project option | Synchronized projects LI

If your current project information corresponds to your current plan, you can ask Sales Module
and Project Management to make a copy of your project as a current

el e e plan. On the “Information” portion of your project screen, a mouse right

Plan template

click will provide with a small two (2) options ez
Svnchronized projecks menu. th
ﬂ_

american Home
Assurances REC
Auto-assureur
e Assurances
Canaua-vie

By selecting “Current plan model”, the system will then propose you
to identify the current carrier and then will automatically make a copy
of the project.

Cigna Life insurance Co of Canada
Citadelle Cie dhassurance-Vie
Clarica

Croic-Bleue

Crown-vie

Desjareling Sécurité Financire

If you accept, you will have integral copy of your basic project which —

will now become a completely distinct version.

Sales Module and Project Management
n-2-8
CHAPTER 2 — ADVANCED FUNCTIONS

NOTE : ANY PRINTED COPY IS NOT CONTROLLED



SECTION lli

DESCRIPTION SALES MODULE AND PROJECT MANAGEMENT PROGRAMS

Confirm

@ wyank ko open new project 7

Once copied, C-surance.ca will propose to open the new project.

The name of the project will be automatically assigned as “Current Plan”.

trmations | Broposl ra | Corta (1) | Cone (21 | Berares | rioine | Documareation | Document

aton (g |

If you produced your current plan
starting from the bank of plan or

— o o e benefits, it is possible that the
g e — 3 et ' unneeded comments in the
Seuchae ee ovikosnss = “Remarks” section of each benefit.
e This information should be removed.
FPropct option - =

You can also add the rates and
units or any other relevant
information.

If you carry out the renewal of a file coming from the Sales Module and Project Management or
C-surance.ca data base, your file should already be in conformity and not require any human
handling.

Once your “Current Plan” as been edited, you are invited to open your “basic Project” again to
modify your project in accordance with the customer expectation. To validate your customer
requirements, you can print your RFP and analyze the contents with the customer. (See
preceding section).

To help you guide your customer, remember that you can find option details in the note portion of
each benefit.

Options creation

Once you have completed your project specification in accordance with the renewal specification,
you will be able to generate copies of project by

Group Plan Project - AAA - data demo - - OPTION 1 : Current plan
using the “Create Options project” selection.

Infarmations |Proposa| into | Cort'd (1) | Cort'e (2) | Berefits | Motes | Docu

nfarmation |

Again, you can ask Sales Module and Project
Management to make a copy of your project as
an option in the same manner as when you
created you current plan. On the “Information”

Project type

Company

Propozal name

Project for
280 - data demo

bPTION 2 Basic project copy Mo vision care

: ) ! Proposal date j
portion of your project screen, a mouse rlght Dste required j
click will provide with small two (2) OptionsS  ciective dats T -
menu. Structure type DivisioniClass j

Production language F j

Create project opkion Current Plan Template i

Plan template Project option v

Svnchronized projects
Sales Module and Project Management
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DESCRIPTION SALES MODULE AND PROJECT MANAGEMENT PROGRAMS SECTION Il

Once copied, we suggest you change the Option name of your project to clearly identify your
option and then to confirm your renaming while clicking on the Ok button ¥ .

When you will proceed in generating copy of your project for your various carriers, Sales Module
and Project Management will automatically copy the basic plan as well as each option. During
the transmission to the carrier, the system will send to each carrier a copy of the current plan, in
addition to the project and its options.

In your list of projects, you will be able to identify the various categories of projects based color as
well as specific descriptions.

Search field Search value

Group Plan request for proposal

ﬁ rECDrI:iS 4 prop j {* Currert proje

{* Extended search {" Exact zearch " Praject histor
B Baze project Project option Histomy

b= H | | & | ﬂ ﬂ | Project copy Actual program

Campany Mame %l Carrier name Propozal #  |Proposal title H

Ann . data demao Great-WWest CERS5ASCT Capie de Projet de base | complet

Ann o data demo La Capitale CERS3ASCT . Copie de Projet de base | complet

Ann - data demo Great-WWest CSRE5ASCZOPTION 1 © Copie de Projet de bas:

A00 - data demo Aetna Canada (Actual program) CERESASCI Actual program

Sales Module and Project Management makes it possible to manage several years of projects.
You can thus select the criteria of display for your projects Searchfiid Search value
according to current projects' or including the projects in hd =

history. You can also define according to specific values in - dended search Exact search
search fields. Explore these options.

Processing carriers offers

You will receive the answers of your carriers in various formats.

Remember that the system created individual copies of your projects for each carrier. Thus if the
offer of service of your carrier respects your RFP, you need only to supplement the rating section
by using the module available from your analysis

Insurance rate chart
management tool.

If your carrier proposes you their own equivalent standard package, which will present divergence
from your request, you will have various choices:

» Use the banks of benefits of these carriers; S Assigning benefts usig tempste

» Use the banks of plans [
and/or

» Replace each distinctive elements;
Sales Module and Project Management
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SECTION Il DESCRIPTION SALES MODULE AND PROJECT MANAGEMENT PROGRAMS

That is available to replace the project options by those of your carrier. Follow the same
procedures as those described in chapter 2, section “Banks of benefits”.

C-surance.ca format

The majority of the carriers, responding to the request of their advisers, can reply in C-
surance.ca format. MDI offers a carrier equivalent C-surance.ca solution. It is already agreed
with the majority of these carriers that the adoption of a universal standard will be beneficial for
them; this is why the usage of the projects management module is financed by MDI and the
latter.

Before investing in an electronic reply, the carriers will want to be assured that the advisors will
transmit complete projects requiring little or no human intervention. The user community will
assume exclusive responsibility to make their representation to their carriers.

Carrier Format

Even if you do not receive your reply in the ideal C-surance.ca format, Sales Module and
Project Management allows you, of easily and effectively, input the divergences between what
you asked in your specifications.

Employees Management

There are several tools available to ensure the input as well as the maintenance of the
employees list.

We explored in chapter 1 “From the creation to the analysis”, the employees importation
procedure from an Excel file. This method is the simplest and most natural for the uninitiated
Sales Module and Project Management user to input the new employees in the data base.

Two other tools are available to make it possible to input the new employees or, to make
modifications. Mass employee changes is a very particular activity associated the management of
employees in group insurance. MDI thus created tools specialized to simplify and optimize with a
minimum of effort, the specific operations to this profession.

Individual employees edit

Click on the D button to individually create each new employee file. An “Employee File”
screen will then be displayed to enable the input of information. This screen will allow a maximum
of control on the contents of the each field to be inputted. The red boxes represent compulsory
fields needed to insure integrity of processes and calculation. The yellow boxes are optional but
strongly recommended fields.

Sales Module and Project Management
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DESCRIPTION SALES MODULE AND PROJECT MANAGEMENT PROGRAMS SECTION lli
B employee file (CSREBEMP521) - AAA - data demo -, =] E3
Last Name Cedificate # Address
First Mame Employes # City

! Birth date - o] rment # Prowi w | Postal cod

! J epartmel rovince QC J 'oztal cocde
Hiring date j =) Tel(resfbus) [ ) - [ -

Gender j InsLrance status j Fan L o-
WWEIB coverage j Hold-back factor 1 . E-mail
. Language j Aboriginal groug H Job title

? Plan Details ISpouse I Children I Beneficiaties | Motes | Infartmation (other) I

il Informations [ Ben Jaam] Status Jfvidencedfrandfather|  Flexible | hul S units [ State
e 0  E E
Change # System message % [apD | = - j -
stete Al =
Ertry t.:ia‘te ﬁ ~ : j T
Effective date = — —
Uzer LT | ¥ 1= j |
Reason j AT || = L L
Division j 2 || = hd I
Class j EC 7 i I~
o |7 - =
Job status | oM | Il = I
Insured salary _I
Real zalary _I
Smaker j
Auto. eligibility [

The input fields are contextual with the preceding inputs. For example: only the benefits activated
in the project or the contracts will be available for status input in the employee file. When a file is
created, you can access the file directly by double-clicking on the selected employee from the
“List of the employees”.

Employees Editor

Click on the button to access a specialized module

and allow the massive edit of employees. The employee
editor was created to respond to particular maintenance
issues related to managing group insurance.

Search field Search value

Employee file

@ Exendedsearch " Evact search

&0 [&(dERE

Employes #t £ ||Last Name First Name. Division |Class  [SM

444494 444 Ay
B85 888
FITTITTITT AbA - data dem
333333333 ARA, - data dem
2222222 AMA- data dem

a7 Mortsgne
a7 Mortsgne
33 Denis
3% Letour

Richard oot L}
Claide jusi} Ll
Claude: oot [
Claude oot L}

Opening a work session - Client : ABC Company Inc

Select source of employees st
totransfert into your working session

The employee editor is a utility tool that allows block of

employees’ data to be changed. When you call this editor, the
=g " system will propose to import the list of the employees of the
@‘ principal and active base into the editor.

& Take all employees from C-surance.ca

" Open an empty work session

A screen of selection will propose various options of
importation but will suggest by default, the importation of
“Table of employees from C-surance.ca”.

Nest >> Cancel

It will then need only to click on “Next”.
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The employee files information will be transferred in the Editor module.

The list of employees Editor offers a series of tools and functionalities which are important to

discover.

First, since the system can save (according to active options and the selected level of power) the
history of the changes, it is necessary to identify the type of changes. By the same token make

sure to check the input and effective dates.

Employee list — Working session

Compary
Input date
Effective date

200651116
2006 1M B

&85 data demo

=
=]

Search field

Search value

Import
Export

=

“igeable columns

[l =<]
g &

(CSRESCLIET]

E Code changs FYey =1 Auto-insert |
I + =W @B L] = & i & TR @ = 5
x First name | Birts cate | s2san | Genver] vab status | Divisian # | Ciass # | riring ate | Efrective wate | Pravince| Lo stat = |
¥ i michara 19700350 FEE,544.00 1 1001 o1 Zo0ZmoE ac I~
2 Clauce 19700330 FE5,544.00 hd 1 oot o1 20020301 ac ~
H Sylvain 1930/06/26 $23,443.00 na 4 oot o 200240301 @ e
1 Andre 19568830 $35,444.00 2 oo o1 20020z ac e
Serge 1349m5/30 F55,432.00 ™ 1 oo o1 ZoozoEo @ ~
Clauce 19500350 $45,000.00 na 1 oot o1 ZoozmoEo ac ~
Claude 197009550 $53,000.00 na 1 oot o 200240301 @ e
EN | _>l_I
[ [ [7 Records [ =

By default, the system will define the list of the fields which are displayed for this edit function.
The benefits selected in the project or the contract will automatically define the fields of benefits
which will be displayed.

Wieswable columns

A simple screen makes it possible to select each needed field.

Field display settings

<=| | | =| | [CSRascLn

[~ Status
LIF status

[~ Informations

[ Postal code

[ Telephone

[ Business tel
Fax

H E-mail
Hold-back factor
[ Transit ] OLD

[ Access level
[ Aboriginal group

EC status

OLM status
L1 DDD status
[ EAF status
L[] OLS status
L] ODM status

I CTS status

I~ Multiples
L] OLM mult
] Multiple 0D
1 OLS mult

[~ Eligible
Admissible

CICTS el

Spouse multiple 0DC
[ Child multiple 0D D

| Private

[~ Other
[ LIF evidence
[ LIF grandiather
ADM evidence
] ADM grandfather
[ STD evidence
(] 5TD grandfather
[ LTD evidence
[ LTD grandfathes
[ OLT evidence
(] OLT grandfather
[ OLM evidence
[ OLM grandfather
[ OLS evidence
[ OLS grandiather
[ Applicant smoker
(] CodeChg

[ Previous job status
] Ending date of previous job status
[ Starting date of pravious job status

Sales Module and Project Management

L]
s
L
H
g
H
H

Spause name
Spause fitst name
SIN spouse
Spouse bith date
Spose gender
Spouse policy #
Spause certificate #

Comman law date
Spouse sligibility date
Spause smoker

Spause bensfit coord
Spause termination date

Child  Mumber of :H\h:lD =]

Mame child # 1
st name child # 1

N child # 1
Birth date child # 1

Gender child # 1

Status Child # 1

Benefit coordination child # 1
Evidence child # 1

Eligibiliy date child # 1
Temination date child # 1

00000000007

X Canc
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The option gives the operator the liberty of selecting the list of the fields
needed for his particular task.

The right-hand side button

| will make it

possible to import from the
C-surance.ca bank the
most recent standard
“templates” to facilitate the
automatic  selection of
viewable fields.
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The operator can sort (in ascending or decreasing order) the list according to any field available
by clicking on the title.

p— -

Code change Ak j Auto-insert o
+ K v @ By @ 2B @ FiE R @G 8 D

Flrst nemel Birth date |Sa.l’s'ry | Genderi Job status |D.l'w's.fon # | Class# |Hs'r.l'ng clabe |Eﬁ‘ect.l've cate |Prow'nce| LIF sta
Richard 1970003550 FE66, 544 .00 b 1001 o1 200203501 [eiles 3

To add new employees:

EXCEL IMPORTATION

To add new employees, it is possible to import from external file a list of employees. An import

Y Import . . i .
menu ke will be displayed to select the file to be imported. If an Excel “template”

need to be used, it will be possible to import it on its local disc while clicking on the button
MANUAL INPUT

To add new employees on the list, there are 2 methods:

1. To use the + before ¥ LS/ each addition or

Avto-inzert . ; ;
2. Check the ooinse ™ option which will automate the process.

To delete an employee, button X should be used + X v @

N.B.: An employee who was imported from the active data base cannot be removed. He will be
eliminated from the list in the editor but not in the active list. Only a new employee created in the
current work session can be deleted.

DEFAULT VALUES:

The operator can input individually each field of information or better, use the automatic default
values creator.

Two options are available:

1. @ Allows for selection of a line of information as default value.

2. The selection of the middle button of the following series B 2 @ il make it possible to
: access a list of the default values which are
available to activate the required values.

Sale
Al o - 14
T oagdsce asinting vahse by s s nadnchnd dabacit vidia o Tnstis | 3 Dieatle
CHAPTER Z — ADVANCED FUNCTIONS

NOTE : ANY PRINTED COPY IS NOT CONTROLLED



SECTION Il DESCRIPTION SALES MODULE AND PROJECT MANAGEMENT PROGRAMS

MDI provides default values automatically for each of the five (5) the basic status. It will thus be
enough to select the desired plan and to click on the activate button.

If the suggested values are not appropriate to you, you can at will modify them by editing directly
in this table the values necessary.

You can create your own default values banks and add them to the current list. To do so, you
must input in the various fields the default values of the selected employees then press on the

first button of the series & 5 &

SUPPLEMENT INCOMPLETE FILES:

When one import data, from an external files; it is possible that the imported information might not
contain all the needed data. For example: benefit status, Division, Class, Employment starting

Date, etc

You can:
1. Manually input the redundant information or,

2. Use the default values functions which were defined in the preceding operation.

To use the default values and to apply them to existing files, you — _. @@ B
will be able to then capitalize on the series of following buttons: + i

By clicking on the first
ompany LA, - data demo ) Import H

Input cete 200814 | Search field 7| By en bUttonv' you activate the
Effective dels wsnine | Search value P — (CSRERCLIH) “Insertion of default value
. = in the empty fields"
+Xv® BO WO w#eEwO0E ¢ B & function.

|Wame  |Firsiname| sithaete  |Setary | Gender|uob status | Bivision# |ciess # |iring dete | Erective date | Provinee] LiF s(a(zﬁ‘

Automatically, you will note that various buttons are deactivated whereas the four (4) others of the
series are activated.

vi@ D @ g

Now that the option is activated, you can select the targeted employees:
1. Manually and individually. It will be necessary to keep the Ctrl key pressed and to
click on the target files.
i@ T @ g
2. By using the second button vi® S @

files while the third will unselect them all.

of the series to select ALL the

After having identified the files, you will need only to click on the last button

@y " =
vi® el @ so that the module fills the empty fields with the values defined in
your default bank of values.

H @0 @S

To deactivate the function, the fourth button will have to be used.

Sales Module and Project Management
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Caution: it will be necessary to be careful during the use of this automatic functionality.
Remember that the system will fill all the empty fields with each selected file. The
changes will be made without distinction or human judgement. If you have very precise
fields to fill, ensure you to create the specific values.

You can use the sorting of the fields to facilitate the targeting of your files.
Display

% @ You can use the “Lock” button to fix the first display fields which will be locked in
place while you move to the farther right fields.

Print

B
By selecting the “Print” button, the system will enable you to print relevant information.

Export
'Work session transfer - Client : AAA - data demo
The Export button will give you various export select oot o eloecss st
options:
B ¥ Inte C-surance
i Eh " 1n an Excel file vith all fields (Exportable Format)
> I nto C'SU rance. — <‘| £ Inan Excel file with only displayed fields
€ In an Acrobat {,PDF) file with anly displayed Fields

» Export your improved information back in
the active data base and create an event
changes.

Mest>» Cancel

» In Excel files:
e Only posted Information

e All available Information

> In a PDF Acrobat file

When you export the data back into Allegroupe, a validation module make sure to sort out files
that could represent special situations:

Work session transfer - Client : Corpo EXPAT

Checking needed fields and integrity
Checking with C-surance.ca employees fles

Transter wiorking session in C-surance.ca

B Delete work sesion fr s clent » where information are similar or
- 7 identical to an already existing file;
*g-«l » will present the files for which a

movement was recorded;

» - 16
ANCED FUNCTIONS

W Fermner |a fenétre lorsque terming <<Previous Process »> | Cancel |
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» will present the new files which will be added.

To consult the legend with the bottom of the screen to identify the actions that will be taken.

A report of evolution will make it [EorEEEm
possible to obtain the results of the
process.

or of evolution will make it possible to
obtain the results of the process.

e o =
o Dot A e Nk £ 0r | % amief
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