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Chapter 1 - Introductory

Before you Begin

To ensure all your browser settings are correct there are a few things you should check before you
begin to use bais.

Changing Regional Settings

To ensure the dates are displayed in Australian format it may be necessary to alter the Regional
settings on your computer.

Go into Control Panel. This can be done by clicking on the “Start” button then Clicking on Control
Panel. See image below.
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If this is your 1st time in Control Panel, then it will most likely look like the following (Windows XP
only). Click “Switch to Classic View” as it’s easier to navigate.
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B Control Panel

File Edt Wew Favorites Tools Help

@Ea:k . e - L—@ pSear;’h {EJ Folders

Address Q, Control Panel

Contral Panel = ‘

i [ Switch ko Classic View I

See Also

Pick a category

\T_'@Q Appearance and Themes
L =

& Windons Update
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3 Othier Cortrol Panel
Options’

y Sounds, Speech, and Audio Devices

T_d Performance and Maintenance

User Accounts

Date, Time, Language, and Regional
Dptions

Accessibility Options

Security Center

Once this is done, the Control Panel will look like the picture below (this is standard on all operating
systems besides Windows XP). Here we click on “Regional and Language Settings”.
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Custarnize: the Start Menu and the taskbar, such as the bype:
displayed and how they should appear.
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This will open up a new window. Here you select both the options under “Regional Options” and
change them so the 1st one is set to “English (Australia)” and the 2nd one to “your location”. Then
click Apply, and your regional settings will be changed.

Regional and Language Options

Fegional Options M anguages | Advanced |

Standards and formats

Thiz option affects how sorme programs farmat numbeérs, currencies,
| dates, and time.

Select an item to match its preferences, or click Customize to choose
Ll TPTEEE

w ! Customize. ..

Samples

| | Huiber [123.456.785.00
Currency: |$‘| 23.456,789.00
Tirne: hnq F:25 A

Short date: [ 24,05./2006
Lonadate:  |wednesday, 24 May 2005

LSS I §

Location

To help zervices provide pou with local information, such as news and
weather, zelect pour prezent location:

|
uztralia ‘ e I

Ok C | Appl 1]
| (ool K[t )

Click on the “Customize” button which will show the following window. Click on the Date tab to open
this screen.

Customize Regional Options E]E]

Mumbers | Currency | Time -I Date |

Calendar
WWhen a two-digit year is entered, interpret it a3 a year between:

| ~
>

Short date
Short date sample: | 04/10/06

Shart date farmat: n u:I.-"I-.-1 I-.-i.-"l,l V-;«-
Dateseparator: |/ () Where the “Short date format” and “Long
e date format” are, make sure they are in
Long date sample: E\-\-"ednesday, 4 October 2006 | Australian format: day/month/year as
shown here.
T — r
Laong date format: Edddd, d MMM gy w k

I 0K l[ Cancel ] Apply

Click on Apply and then click OK to close all the windows.
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Adding the Ibais site to “Trusted Sites”

The Ibais site https://designbais.bais.com.au (for Bureau users) or the IP address you use to access

bais (for Standalone users) needs to be added to the Trusted Site zone to function correctly. If it

is not in this zone, security will stop certain functions from working correctly and, by default, pop up
screens will be blocked.

The following explains the correct settings and how to add a site into the “Trusted Sites” in Internet
Explorer 6 and 7.

Open Internet Explorer and click on “Tools”. Select “Internet Options”. This will display the window
below. Click on the “Security” tab.

Internet Options

| Gengral | Security | Privacy | Conbent | Comnections | Programs | Advanced

Select a zone to view or change security settings.

@ VI/10

Click on the “Trusted

Internet Local intranet | Trusted sites ﬁes!:ricted ‘ sites” icon.
| sites
Trusted sites The “Security level for this
ites "
ﬁ This zone conkains websites that you = zone” should be set to
W trust pot ko damage vour computer or Low”.

wour Files,

vou have websites in this zone, In Internet Explorer 6 this
is the default level, so if
not set to low it can easily
be changed by clicking on

the “Default level” button.

Security level For this zone

Allowed levels Far this zone; Al

Low
- Minimal safeguards and warnin
- Maost content is downloaded a
- All active content can run
- Appropriate For sites that

rompks are provided

3 In Internet Explorer 7 this
run withalt prompks

is not the default level so it

i abeliben ik will need to be changed.

[ gﬂnm level, . ][ Default level ]

[ Reset all zones ko default level ]

[ oK H Zancel H Apply ]

Now click on the “Sites” button above which will bring up the following window.
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Trusted sites E|

& You canadd and remove websites From this zone, All websites in
v 4 this zone will use the zone's security settings.

To add a new site simply type in the web
R S T T T address in the space provided next to the
7 5 ; Add button. Once you have typed it and
double checked the spelling click on Add.

i https:,l',l'lglesign-bais.bais.com.au

Websites:
http:jf192, 163,199,124 [ [ memove Remember:
hitp:/ fbaisdex if you are a Standalone user this will not be

WSS DR the address shown here — substitute the IP

address you were given to access

L > ° .
[]require server verification (htkps:) for all sites in this zone bQ|S,

Close

You may or may not already have sites listed. Close this window and apply the settings on the
previous window.

Deselecting the Re-Use Windows Option

After setting Trusted Sites and returning to the Internet Options screen, click on the Advanced tab as
shown below.

Internet Options

(dn]

|a

=
']
“h

Enasble offline iters to be spnchranized on a scheduls =
Enable page transitions T
Enable Personalized Favorites Menu

E nable third-party browser extenzions [requires restart] |

Enable visual styles on buttons and controls in web pages
Force offscreen compositing even under Terminal Server [requ

e ey T Ensure that the option highlighted here is
Reuze windows for launching shortcuts < NOT selected/ticked.

S biaedl UT T aoy coasc oo
Show friendly URLs ‘
|| Show Go button in Address bar

=] Underline links

('3 Alvaaps
é Harver
Mever

|

|

a)

<TIKCT KIS IKIE] 4

| [ Use infine AutaCamplete
|8 | ¥

Bestore Defaults

I_ QK l[ Cancel ] Soply

[

To ensure these changes take effect immediately, it is suggested that you close the current Browser
and start a new one.
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Allowing Sites for Pop Ups

Open Internet Explorer and go to the Tools Menu. Select Pop Up Blocker and Pop Up Blocker
Settings from the menu.

Pop-up Blocker Settings

Exceptiong

Pop-ups are currently blocked. You can allow pop-ups from specific
| #!| websites by adding the site to the list below,

Addrezs of webaite to allow:

Add

Allowed zites:

it
[ *.naw. govw.au Ermova

Remowve all...

Motifications and filker level
Play a zound when a pop-up iz blocked.
Shiow Information B ar when a pop-up iz blocked.

Filter lewvel:

| Mediur: Block most automatic pop-ups w

Pop-up Blocker FAQ

As shown above in the “Address of website to allow”, add the following:
For Bureau users: *.bais.com.au
For Standalone users: The IP address you were given for accessing bais

Click Add and the entry should be moved into the Allowed Sites section.

Click Close. Close your browser screen completely and open a new one to allow these new settings
to take effect.
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How to Access the Ibais System

bbais is an internet based system and therefore access is via the Internet Explorer Browser.

Call up Internet Explorer (you will need Version 6 or later) and type in the internet address
www.designbais.com/baweb, if you are a Bureau user, or the IP address provided to you if you are
a Standalone site.

8 2] ) [z B

=

o &

File Edit View Favorites Tools Help

W [?BAIS—HDME

‘ ﬁ" @‘@Pagev-@ﬁolsv

&

BAIS BAlnsurance Systerns Welcome fo BAIS Cnline.

¥ ABOUTUS »» ARODUCTS  »» SUAADRT »r BUREAU » COHTRCT

welcome

Aewa oge i GE‘T CONNECTED

to the BAIS bureau

A COST EFFECTIVE WAY TO ENJOY THE
BEHEFITS OF BAIS SOFTWARE

@ MORE >

& Copyright 2005 B A Insurance Systems

Save the address as a Favourite and it will always be easily available.

Ibais does not have a continuous connection to your server and we advise you to open a session in
the morning and leave it minimised — then when you need it you can simply maximise the browser and
start entering details.

°
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Logging In

When you browse to the bbais home page, you will be required to enter your User name and
Password.

Connect to designbais. bais.com.au E|E|
=
A

designbais. bais. com.au

Lser narne: Lﬂ | w |

Password: | |

[Jremember my password

[ oK ] l Cancel

Enter the UserID and password you were provided with. Bureau users will be prompted (when you log
in for the first time) to change your password on the following screen:

Input your Old password

first and then the New one.

Create a password that is

Change Your Password unique and not easy for

others to guess. Avoid

G psdvand ] names of family members

— and try to use a

NI |—! combination of alpha and

] | numeric.  This is your

secure access to the

system, so treat it as you
would a pin number.

Confirm new password

[ Change Password ]

Click on the Change Password button to continue.
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When the password is successfully changed the following screen is displayed:

Password changed

Your password has been changed. Please click here to enter the site.

a

Click here to continue into
the web enquiry system.

Once you have successfully passed the security check, you will be presented with the first b ais form.

When this screen is displayed, you can use F11 to remove the unnecessary toolbars and make the
system full screen. (Pressing F11 again reverses this, if required.)

“Accaynt Selection Changn Password  ILogout

®
SINGAPORE

INSURANCE SOFTWARE

Welcome: Jim Armstrong

BA Insurance Systams

*

Eavourites

Task Management Insurance |

Focess all of your i P ing functions and i client and
ingurer ehquiry rtines.  Premium Funding is also avaiable here,

Manage all of your business contacts and activitles from within Task
Management. The system can generate bissiness related tasks &g upcoming
renewals and you can enter tashs

M Insurance

T Efmne:

Focess a fully integrated sulte of financial and admanistrative processes
inchuding receipting, payments, cheque wite backs and joumals_ Aiso enquine on

Enter and enquire on all claims related matters: claims registration, establishment
and management of reserves, payments 1o paries invohied in the clsim, cisims
s and

Links are provided to. system ion and to the g

This is 3 restricted zone! Maintenance of the BAsystem files and user security
management portal. Links e also provided to the BA domnload anea for selected
BA sonuane

is undertalen here. Al rates tables ane updated from within this zone.

Email : support@®bais.com.au
Phone : +612 99341888 Fax : 461299341889

Powered by %
DesignBais™

°
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How to Drive Ibais

The system is driven through the bbais Home Page (shown above).

The page has a number of topic panels with links to the panel’s relevant functions.

The bbais Security system only enables access to panels and functions that you are allowed.

There is also a icon which lets you incorporate your most used functions in one place.

Favourites

There are a number of navigation rules for the new system:

1. The TAB key replaces the Enter key.
The TAB key submits the data to the browser for processing.

2. Underlined words are hyperlinks.
Any underlined word can be clicked to activate a new function.

3. Shaded boxes in data on forms lets you drill down into the underlying data.

4. The at the top of the browser form dismisses the form.

5. Clicking on the ':1' button closes the current form and does not

save data entered on that form.
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Tips

The Ibais system allows you to open several sessions on the one computer with one licence. In the
morning, when you first log in, use Ctrl-N to open an additional session which you can then navigate
to with Alt-Tab if you need to enquire on something while processing.

F1 By pressing F1 in any of the drop down menus or fields you can access a Help Screen.
This prompts you for the information required in the drop down menu or field you are
trying to input data.

F7 By pressing F7 in any of the input fields you can spell check on the data input.

Ctrl F On screens where you are searching through a listing of data (i.e. Items to allocate
against in a cash receipt) you may use Ctrl F to search or find the required data as
highlighted below.

Bctaiinn Saleaticn || Char

- : —
Subrmit Clear =
Biank Account 050 Mame of Bank Currency AUD
Banking Location | Selsct -- =1
Type of Cash Receipt IDablor Receipt he
Debtor [-1+] Armount to Contact Person
Debtor Code B allocate Telephone 02 9955 9955
ﬁ@ SUB-MET Met Paying Sub Agent | Business
| Terms 45
| Ewecutive
| Outstanding Amt FEEEE0.98
|
|
Tanger Tz [ chea EIT—— 2]
Date [taritsor BUD AUSTRALIAN DOLLARS ]
Find what: lsmilh
Amount I 5
Bank MAE T Matchiwhile word only e Cancel |
Branch Name [EvDnEY ™ Match case Cillo & Down
Drawer Inardvark Enterprises
Chegue Mumber
Met Paying Sub Agent Allocation 1 of 1 (SUB-NET)
Freils Hext I Ftin sllocate Tatal Tendered .|
- ~ Amount to Allocate 0.00 :
S e ) | R - e Original -Outstanding Allocated Partial  Full
Document  Reference Source  Insured tesl e bl Amount  Amount Amount Payrisnt Payment
114 05100013 Broking  Googly Bear Toys and Gifts Pey Ltd PBI 15/08/2005 1,062.60 1,062,560 -
115 05100014 Broking Googly Bear Toys and Gifts Py Led PHH 19/08/2004 TI6.66 TI6.66
135 05100014 Broking  JGoogly Bear Teys and Gifts Pty Ltd PHH 19/08/2005 910,85 210,25
183 0s030001 Broking PMY 30/06/2007 830,16 530,16
IeE DE070001 Braking Chlap ZEfOS/2006 708255 ¥.082.55 e

Short Cuts for Date Fields

In all date fields in bbais you can use the following shortcuts:

T Inserts today's date
-n Subtracts n days from today’s date (e.g if today is the 15" inputting -1 will insert 14™ of the

current month automatically
+n  Adds n days to today’s date (e.g if today is the 15" inputting +1 will insert 16™ of the current
month automatically

Also It is not necessary to input the year if the date you are inputting is in the current year. If you
input 15/6 or 15 6 the system will automatically insert 15/06/08 in the date field for you.
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Colour Assistance

The bbais system allows for easy recognition of the status of transactions by providing a variety of

colours to denote certain information.

Red on a dollar amount denotes an overdue debt.

Client Orig Clisnt 045
A Amt
4688.98 4638.98

Mema Mo ‘= Type Class  Risk Description Policy Nurnber L St Start End Invoice

FEI Bluzs Road, Sydney To Be Aduised ROvYAL A L510/07 15/10/06 S

Creditor

Crig Amt

4325.18

Criditor
045 Amt
4328.18

Pink on a dollar amount denotes that the debtor is different to the insured and that another

is responsible for payment (e.g. A third party broker/subagent)

debtor

: ; Client Orig [Client OFS Creditor  Creditor
Mernao Mo < Type EndMo Reason Policy Mumber Ly St Start End Invoice At Aokl o BE| DS A
Pol 07000 Mew Business/Existing € To Be Aduised ALLIANZ A 01/10/07 01/10/08 1T16.66  1606.66  1606.66
Purple Transaction Type denotes a Quoted Premium Funding loan.
: 2 Client Orig Client 045 Creditor  Creditor
Merma Mo < Wrype §EndMo  Reason Palicy Mumber LAy St Start End Invaoice Amit Amt  Orig Amt 073 Amt
ol ¢ JO7000 TEST PHDODOOSE ROYAL A 01/07/07 30/06/08 QiESERE 1957.60 0.00 1759.60 0.00
Blue Transaction Type and Invoice Number denotes a Converted Premium Funding loan.
i : lient Orig Client O/5  Creditor  Creditor
Mermo Mo = QTypel] EndMo Reason Policy Mumber LI St Start End nvaice Amt At Orig Amt O/ Amt
End Fjl 07006 Existing Mew Business b PHDOOOO41 ROYAL A 01/04/07 31/03/08 1957.60 1957.60 1759.60 175960
- .
Memo Number denotes a transaction Suspended in [bais.
: 3 . 5 : = Cliznt Grig Client @/S Creditor Creditor
Merma Mo < Type Endbo Reason Palicy NJ..Imher LA Bt Start End Invoice ey Bt OFG Bk OFS At
07110031 EPOI 07000 HewBuziness Renewable ToBe Advised et ciE] A 14011007 1411008 §8 226,50 926.50 81&.50 216,50
Orange Memo Number denotes a transaction Suspended in SBClient.
) i r e : . B i : Client Org Client 05 Creditor  Creditar
= T}rpa class  Risk Description Bolicy Number HEFAS St Start End Invoice Amit Bk, Ofg At .O/S Arot
End AN FEST 12345 ALLIAMZ & 01ft0f07 01/10/08 .00 0.o0 .00 0.00
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Favourites

Favourites allow you to group together your most used functions into an easily accessible icon.
There are two modes in this form — Display Favourites and Display All.

The Display All / Favourites button, in “Display All” mode, shows all of the functions that the user is
allowed to access.

Clicking on the Yes/No field enables or disables the function as a Favourite.

Type Category and Sub Category dropdowns allow you to select the items that appear on the
Favourites report.

Home Accau ction  Change Passwort Logout
Available Forms and Reports
T¥pe |select Type | Category | select Category v Sub Category | Select Sub Category (v
Favorites
Type Category Sub Categary Form/Report (Click to Run) Irmage Favorites
Administration Users and Security User Administration [ |
Braking Processing client Enquiry and Palicy Pracessing fes 1]
Task Management Processing Tasks and Motes Entey o
Refine by Deseription [ Refine
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