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Topics Covered in this Manual:

1. Managing Accounts

2. Account Funding Details



Managing Accounts
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Managing Accounts

1. Login to First Insite - User Name and Password

2. Using the tabs at the top, select Accounts, and click on the Account #
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3. Once in account profile,
brokers have ability to
submit:

(A) Additional Premium
Request

(B) Return Premium Request

(C) Change address

(D) Update Banking info

(E) Print Account Summary

(F) Review Policy Details
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A) Managing Accounts | AP Request

d (A) Additional Premium Request

« To request additional premium,
enter the endorsement details
and click Submit Request
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B) Managing Accounts | RP Request

B

(B) Return Premium Request

 To request a negative

endorsement, enter the
endorsement details and click
Submit Request
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C) Managing Accounts | Address Change

(C) Address Change

e e To change a client’s contact
details, enter the updated
information and click Save
Insured Details
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D) Managing Accounts | Banking Info

(D) Update Banking Info

« To change a client’s banking
information, enter the
updated information and
upload a void cheque by
clicking Browse. Once
complete, click on Banking
Information Change

Note: banking changes will
take effect approx. 24 hours
after submission



E) Managing Accounts | Account Summary

(E) Account Summary

e To print an Account Summary, click on
Account Summary and either open or
save a PDF summary
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F) Managing Accounts | Policy Details

(F) Policy Details

« To review client’s policy,
click Policy Detail




Account Funding Details
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Account Funding Details

1. Login to First Insite - User Name and Password

2. In the Summary Dashboard screen, click on Search Account
Funding Details
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L
Account Funding Details

3. Search for account funding details by Funding Status, Portfolio,
Start and End dates, or Company Name and click View




L
Account Funding Details

4. A list will appear below based on your search criteria. Click Export
Account Funding Details to open and save details in Excel format
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1 [Account#| 1D Company Name A t | Expected Funding Date
2 ?35?] 11641|Jennifer's Flower Shop | 520,750.00 10-Oct-14|
3 7360| 11637|Jennifer's Flower Shop | $16,600.00 10-Oct-14
4 7359| 11655|5h II's Shoe Store | $16,568.00 10-Oct-14
5 7361| 116305 ts Barbershop 518,011.00 10-Oct-14
6 6675| 11635|Al Service $3,306.48 10-Oct-14
7 6574| 11650|Adventure Cycling $4,409.84 10-Oct-14]
8 7362| 11634 |Jacks Auto 5$18,011.00 10-Oct-14
9 7356| 11639|Jennifer's Flower Shop | 520,000.00 22-0ct-14|
10 6346 11652|Specialized Car Sales | $10,250.00 22-0Oct-14
11 6499| 11656|Care Car $4,720.64 22-Oct-14
12 6693 llSlOIBDF Industries $3,000.00 22-Oct-14
13 6637 11638|AAA Plumbing $5,000.00 22-Oct-14
14 7353| 11644|Jennifer's Flower Shop | $20,000.00 22-0Oct-14|
15 7352| 11654|Central Taxi Co $20,100.00 22-Oct-14
16 7355| 11640|Care Car $20,000.00 22-Oct-14
17 6621| 11649 |Exploration Travel $6,993.76 27-Oct-14




Contact Us

Contact a member of your dedicated service and support team with any
questions or you can reach us at:

clientservices@firstinsurancefunding.ca

1 888 232 2238
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