
   

 

 
297 Nelson St. W.  P.O. Box 639, Virden, MB, R0M 2C0  thebrokersworkstation.com 

Tel: 204-748-4800  Toll-free: 1-888-291-3588  Fax: 204-748-4806 

 

 

 
 
 
 
24 May 2017 
 
 
 

To:  Users of The Broker’s Workstation and/or The Underwriter’s Workstation 
 
Dear Valued Client: 

Re: The Broker’s Workstation and The Underwriter’s Workstation – 
Important Releases and Changes 

Custom Software Solutions Inc. (CSSI) is pleased to announce the release of the following enhancements 
and newest features to The Broker’s Workstation (TBW) and The Underwriter’s Workstation (TUW): 

Contents 

1. Underwriting Details Report included in Persisted Auto IQ – When an Auto IntelliQuote is 

persisted, an underwriting details report will now be included in the persisted document. 

2. VIN Lookup Functionality for Mopeds – VIN lookup functionality is now available in 

IntelliQuote for Moped vehicle types.  

3. Prompt to Save CASL Email Consent Details – The CASL Email Consent Form has been 

improved with a prompt asking if you would like to save consent details before closing the 

form.  

4. Timestamp Column added to User Activity Report – The User Activity Report has been 

enhanced with a “Timestamp” column, which will display the time the corresponding 

document was created. 

5. Automatic Removal of Non-Enabled Fees – When a transaction billing type is changed to 

Direct or MAC Bill from another type, any added fees that are not enabled for Direct or 

MAC Bill will now be removed automatically from the transaction.  
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6. Additional Credit Card Options in Cash Drawer System – A number of additional credit card 

types are available for selection in TBW/TUW’s Cash Drawer system. 

7. Negative-Value Receipts Permitted in Client Folders for Certain Payment Types – In cases 

where the payment type is EFT, debit card, or credit card and an amount is refunded to the 

customer, a negative receipt or negative Instaposit can be transacted on a Client folder. 

8. Insta-Posit Option for Direct Bill Receipts – The Insta-Posit button has been added to the 

Receipt form for Direct Bill Flow-Through Receipts. 

9. Apply User Rights for a Selected Feature to All ABDs – TBW/TUW User Rights have been 

improved with a time-saving option that allows user rights for a target feature to be applied 

to all Agencies/Branches/Departments at one time. 

1. Underwriting Details Report included in Persisted Auto IQ 

When a Habitational IntelliQuote is persisted (saved in PDF format) in TBW/TUW, the last page of 
that persisted document provides the underwriting details of the risk. In response to requests from 
our users, the persisted Auto IQ has been improved to include the same type of underwriting details 
report.  

To persist a new or existing Auto IntelliQuote, simply click the PDF Snapshot button on the IQ 
toolbar (see Figure 1.1). Adjust the document name in the Get Doc Name window as needed, and 
click OK. 

(Figure 1.1) 

 

The newly created persisted document will display in the Desktop Tree, identified with a PDF  
icon. Double-click the persisted document to open it in the Document Window, or right-click the 
document and select Open in External Viewer to view it in its own window (see Figure 1.2).  
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(Figure 1.2) 

 

In the PDF document, scroll to view details for the Auto IQ, noting the new underwriting details 
report on the last page of the document (see Figure 1.3).  

 Information regarding drivers, date licensed, marital status, business km per year, annual 
distance, and other important details are displayed in this report.  

(Figure 1.3) 

 

Return to Contents 
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2. VIN Lookup Functionality for Mopeds  

VIN lookup functionality is now available in IntelliQuote for Moped vehicle types. Now, when you 
are adding a Moped to an IQ, enter the VIN and click the Find Vehicle button to populate additional 
information about the Moped automatically in the Coverage Item Wizard.  

To view this enhancement while creating or modifying an IQ, click Moped in the list of Vehicles in 
the Optional Coverages window, and then click the Add button (see Figure 2.1). 

(Figure 2.1) 

 

Enter information about the Moped with the help of the Coverage Item Wizard. In Step 2 of the 
Wizard, enter the VIN and then click the Find Vehicle button (see Figure 2.2). Additional details 
about the Moped will automatically populate in the Wizard.  

(Figure 2.2) 
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Complete the Coverage Item Wizard and the IntelliQuote in the usual manner.  

Return to Contents 
 

3. Prompt to Save CASL Email Consent Details  

TBW/TUW’s Email Consent Form has been updated with a prompt asking if you would like to save 
consent details before closing the dialog.  

The Email Consent Form can assist users in staying compliant with CASL (Canada’s anti-spam 
legislation). This form can be used to record details regarding the types of email communications a 
client or another individual has consented or declined to receive from your organization. You can 
access the Email Consent Form wherever an email address can be entered in TBW/TUW.  

To open the form, click the Email Consent Form  button. In the CASL Consent Form dialog, click 
the Add New button to add information about a new consent. Enter details in the Consent Details 
area of the form, and click Save to save this consent. Once all consent information has been 
entered, click OK to close the form.  

Now, if you enter consent details and then attempt to close the form without saving, a prompt will 
display, asking if you would like to save consent details before leaving the form (see Figure 3.1). In 
the Attention box, click Yes to save the consent details just entered and automatically close the 
form, or click No to close the form without saving consent details.  

(Figure 3.1) 

 

Return to Contents 
 

4. Timestamp Column added to User Activity Report  

The User Activity Report enables the TBW/TUW user to view a list of all documents created or 
transacted by one or more users within a target date range. This report provides a basic overview of 
document activity for the selected user(s) and date range, including the date, activity type, folder, 
description, and more, for each document.  

Now, the User Activity Report has been updated with a Timestamp column that displays the time 
the corresponding document was created.  
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To create a User Activity Report, click Reports, User Activity Report (see Figure 4.1). 

(Figure 4.1) 

 

In the User Activity Report form, select the target user(s), select/enter the applicable date range 
(see Figure 4.2), and then click OK.  

(Figure 4.2) 

 

All user activity for the selected parameters will display in the report results. Note that a Timestamp 
column has been added to the report results (see Figure 4.3). 

 If the Timestamp field is empty for a particular document, no time value is available for that 
item.  
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(Figure 4.3) 

 

Please note the following when working with the User Activity Report: 

 Click a column heading to sort report results by that category.  

 To adjust which columns will display when the report is viewed or printed, click the Columns 
button. Adjust selections in the Column Selection dialog as needed (see Figure 4.4). 

(Figure 4.4) 

 

 Click the Print button to print a copy of the report results; click Export to export a copy of 
the report to Microsoft Excel for additional use and analysis.  

Return to Contents 
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5. Automatic Removal of Non-Enabled Fees  

When a policy billing type is changed to Direct or MAC Bill from another type, any fees that are not 
enabled for Direct or MAC Bill will now be removed automatically from the transaction.  

For example, if you have an Agency Bill policy with a retained fee that has not been enabled for 
Direct/MAC Bill, and you then change that transaction to Direct Bill, the fee will be removed. Or, if 
an Agency Bill policy with a non-enabled retained fee is changed to MAC Bill at renewal time, the fee 
will be dropped.  

In this type of situation, a notice will display to remind you the fee is not permitted on Direct or MAC 
Bill policies and will be removed from the transaction, and ask if you would like to continue with the 
adjustment (see Figure 5.1).  

 Click Yes in the Attention box to proceed with changing the billing type and removing the 
non-enabled fee, or click No to return to the transaction without making the changes.   

(Figure 5.1) 

 

Return to Contents 
 

6. Additional Credit Card Options in Cash Drawer System 

A number of additional credit card types are now available for selection in the TBW/TUW Cash 
Drawer System.  

To manage Cash Drawers for your organization, click Tools, Accounting Tools, Cash Drawer 
Management in the TBW/TUW window. On the Payment Types tab, note that additional credit card 
types have been added to the list of available Payment Methods (see Figure 6.1).   

 The newly added credit card options include Diners Club, Discover, JCB, and Union Pay.  

http://www.thebrokersworkstation.com/


  
 

4 

 

9 

297 Nelson St. W.  P.O. Box 639, Virden, MB, R0M 2C0  thebrokersworkstation.com 

Tel: 204-748-4800  Toll-free: 1-888-291-3588  Fax: 204-748-4806 

 

(Figure 6.1) 

 

Please note, each of the new payment types will automatically be set to “Disabled” for each of your 
Cash Drawers. If you would like to use one or more of these new payment types in your 
organization, please ensure that the Disabled setting is deselected where applicable (see Figure 6.2) 
and that appropriate Deposit Rules are set up.  
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(Figure 6.2) 

 

The additional credit card types (unless disabled in Cash Drawer Management) will be available for 
selection in receipts of payment (see Figure 6.3).  

(Figure 6.3) 

 

Return to Contents 
 

http://www.thebrokersworkstation.com/


  
 

4 

 

11 

297 Nelson St. W.  P.O. Box 639, Virden, MB, R0M 2C0  thebrokersworkstation.com 

Tel: 204-748-4800  Toll-free: 1-888-291-3588  Fax: 204-748-4806 

 

7. Negative-Value Receipts Permitted in Client Folders for 
Certain Payment Types 

Recently, the ability to transact a negative receipt on a Client folder was removed from TBW/TUW. 
However, this change has been adjusted to allow for certain situations where a negative receipt is a 
required action.  

Now, in cases where the payment type is EFT (electronic funds transfer), debit card, or credit card 
and an amount is refunded to the customer, a negative receipt or negative Instaposit can be 
transacted on a Client folder.  

 Please note, this modification is applicable for Receipts of Payment only, and is not currently 
applicable for Direct Bill Receipts.   

Negative-value receipts are still not permitted for any other payment type and, if you attempt to 
create a negative receipt on another payment type, a prompt will display to remind you that a 
negative receipt is not allowed in this case (see Figure 7.1).  

(Figure 7.1) 

 

 For other situations where you may previously have used a negative-value receipt (e.g. 
reversing an incorrect receipt or managing a non-sufficient funds transaction), please use 
the Void Receipt feature or the Returned Payment feature, as applicable.  

If you have any questions about negative-value receipts or the Returned Payment or Void Receipt 
feature, please contact Client Services for assistance.  

Return to Contents 
 

8. Insta-Posit Option for Direct Bill Receipts 

The Insta-Posit feature, which permits a user to take a receipt directly to a deposit while saving a 
number of steps, streamlines the processing of an individual receipt that will be the sole receipt in a 
deposit. In response to requests from our users, the Insta-Posit option is now available for Direct Bill 
Flow-Through Receipts.  

To Insta-Posit a single client Direct Bill Flow-Through receipt, drag and drop the Direct Bill Receipt 
icon from the Policy Transactions Tray onto the Client folder or document in the Desktop Tree (see 
Figure 8.1). 
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(Figure 8.1) 

 

In the Direct Bill Receipt form, select Flowthrough Broker. Enter additional receipt details in the 
usual way, and then click the Insta-Posit button (see Figure 8.2).  

 Note that the Insta-Posit button will not display in the form until the Flowthrough Broker 
option has been selected.  

(Figure 8.2) 

 

In the Attention box that displays, click Yes to print a copy of the receipt, or click No to proceed 
without printing the receipt (see Figure 8.3).  
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(Figure 8.3) 

 

In the Insta-Posit dialog, enter requested details in the Insta-Posit Particulars area, and then click 
OK to save the receipt and post the deposit (see Figure 8.4).  

(Figure 8.4) 

 

Return to Contents 
 

9. Apply User Rights for a Selected Feature to All ABDs  

TBW/TUW User Rights have been enhanced with a time-saving option that allows user rights for a 
target feature to be applied to all Agencies/Branches/Departments (ABDs) at one time.  
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Rather than having to assign an individual’s user rights for a particular feature for the first ABD, and 
then repeat the process for the second and each subsequent applicable ABD, now user rights can be 
set for the feature and then immediately applied to all ABDs, if desired. This option will be 
convenient not only for new features, but when changes to user rights for existing features are 
required, as well.  

To set user rights, click Tools, Administrative, User Manager in the TBW/TUW window (see Figure 
9.1).  

(Figure 9.1) 

 

In the User Level Access Rights dialog, select the User Name, and then click the Rights button (see 
Figure 9.2).  

(Figure 9.2) 

 

The User Access Rights dialog will display. For the target feature, select the appropriate actions 
(New, Edit, Delete, etc.). To apply the selections for this user right to all Agencies/Branches/ 
Departments for this user, right-click the cell at the very end of the row, and select Apply to All in 
the right-click menu (see Figure 9.3).  
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(Figure 9.3) 

 

Click Yes in the Attention box to copy this user right to all ABDs for this user (see Figure 9.4). 

(Figure 9.4) 

 

An Attention box will display to inform you when this user right has been copied to all ABDs for this 
user (see Figure 9.5).  
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(Figure 9.5) 

 

Repeat these steps, as required, for additional features and user rights, or click Close to leave the 
User Access Rights dialog.  

Return to Contents 
 
 

Please share this information with the appropriate TBW and TUW users in your office(s). Once you have 
reviewed this document, if you have any questions regarding these features or need further assistance 
in their usage, please contact our Client Services Team at clientservices@cssionline.com (email) or 
1-888-291-3588 (toll-free telephone).   

Thank you for using The Broker’s Workstation and The Underwriter’s Workstation.   

 

Yours sincerely, 

Custom Software Solutions Inc. 

 

To unsubscribe from our email notifications and updates, please contact us at info@cssionline.com or 
reply to this email.  
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