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Section 1: Preliminaries

Copyright and Confidentiality Notice

This manual © 2004-2011, Lumley Finance (N.Z.) Limited.

This work is copyright. No part of this work may be reproduced in any form, electronic, manual, or
otherwise, without the prior written consent of Lumley Finance (N.Z.) Limited.

The contents of this work are Commercial-in-Confidence. Staff members and external users must keep
confidential all of the information that they have or may gain concerning the business activities of Lumley
Finance (N.Z.) Limited. This includes all the information contained in this manual.

Confidential information includes, but is not limited to, all computer packages, mainframe applications,
presentations, quotations or services together with all documentation (whether in a readable form or
otherwise).

Every effort has been made to ensure that only non-Client-specific or dummy data has been used when
illustrating computer screen configurations and system concepts in this manual. However, all information
contained within, whether text or forming part of the illustrations, should be treated as strictly confidential.

Internet Explorer is a registered trademark of Microsoft Corporation.
Acrobat is a registered trademark of Adobe Corporation.

Lumley Finance (N.Z.) Limited
Head Office,
88 Shortland Street
P O Box 2426, Auckland, 1140
Ph 0800 438 634

Christchurch
21 Mandeville Street
P O Box 9322, Tower Junction,
Christchurch, 8149
Ph 03 344 7769

Wellington
3-11 Hunter Street
P O Box 3544, Wellington, 6140
Ph 04 496 1950
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Section 1: Purpose and Scope

1: Purpose and Scope

1.1 Purpose

This document is intended for users of the Lumley Finance Select Quoting System. It describes the
procedures for creating, printing, emailing and submitting a Premium Funding Quote to an existing or
prospective client.

The Guide also explains how to adjust default settings within the Quoting System.
1.2 Scope

This Guide describes the Select Quoting system only

1.3 Printing/Adobe

The quote documents will be created as PDF files. Acrobat Reader will open in a separate window, to
display the documents.

If you don’t have Acrobat Reader installed on your PC, it can be downloaded free from the Adobe
website at http://get.adobe.com/reader/
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2: Using the web interface

2.1 The web interface
The Select Quoting System may be accessed directly from a web browser such as Internet Explorer.
2.2 Logging in

To log in via the web, open the Lumley Finance home page at www.lumley.co.nz/finance and follow the
links to the Online Quote System.

Please note: Before being able to use the Select system you must be set up as a user. To do this
please refer to section 3: Administration Functions.

Want to access the WI Premium Funding Quote System’
Ente fuil il adc : [ogin and ent
i L Fundinig

Login
Exarnple - jo.smmithirmyco. com.au

Password - [TTTT

Careful - passwords are case sensitive
I Sign In

Forgot your password 7
Complete the log th wour email addres:

button and the p will be sent to your email acd

I Email Password

@Dune é ﬂ Internet

Your login name is your full email address.

Your password will be provided by Lumley Finance or your site administrator.
Click Sign In.

The main options screen will appear.
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2.3 The main options screen

| https:fhwww. lumleyfinance.co.nz - Lumley Finance Select - Microsoft Internet Explorer

Lumley Finance Select | LogOff
Loans Enquiry © Reports @ Mgmt Reports @ I Enquiry
MNew Quote I New Quote

Search for Quotes Show my Quotes (]

Show ALL quotes for my organisation ®

crien N | Search
My Settings I My Settings

Last updated : user.nam .Mz Z011 1:12PM

@ Dane S B Internst

2.4 Loan enquiries and reports

The first row of the Main Screen allows you to make enquiries, generate reports and generate
management reports.

The button at the right of the Loans line changes caption to reflect the current selection i.e. Enquiry,
Reports, or Mgmt Reports.
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2.4.1 Loan enquiry

To enquire into the status of a particular loan, click Enquiry, and then click the Enquiry button. The
Loan Enquiry screen appears.

| https:fhwww. lumleyfinance.co.nz - Lumley Finance Select - Microsoft Internet Explorer

Enguiry Screen =1y NS Payments

Loan Enquiry

Loan Mumber
- stalment Amount
Loan Skatus
First Payment Due
Clienk Marme

Loan Due Date COrverdue Amounk

talment Date

MNumber of Instalments

Print Last updated : user.name@ .C0.NZ 011 1:12 PM

@ Dane é a Inkternet

Enter the Loan Number for the loan you wish to enquire upon, and click Go. The current status
information appears:

The current status of the loan

The client name

Details of any overdue instalments

The instalment amount

The date the first payment is (or was) due
The date the last payment is due

The payment method selected

The date the next instalment is due

The total number of instalments on the loan
The current outstanding balance

Status i.e. Current, Pending, Clearance etc

To view transaction details for the displayed loan, click the Transactions tab, or click Next>.
To view payment details for the displayed loan, click the Payments tab.

To print the displayed status details as a PDF file, click Print. This generates a Loan Enquiry report,
which shows status, transaction, and payment details.

If you are unsure of a loan number or need to search for details of another loan, click Search. This will
take you to the following screen.
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2.4.1.1 Loan enquiry search screen

| https:/hwww. lumleyfinance.co.nz - Lumley Finance Select - Microsoft Internet Explorer,

h Loan Murnber
Display all Loans
Loan Number Client Name Inception Amount
- Finalised -
000000500074 Lumley Meeting Pnateec | 11/07/2005 $16,500.00
Finalised -
000000400023 Quartarly TEst Analesrl 17/05/2005 $15,000.00
000000099998 Chalotte Devereausx Finalised - 5/07/2007 712,13
Terminated
000000099997 Janine Smith Finalised - 10942007 $5,000.00
Terminated
000000044097 Mr Tames Rogers Finalised - 1802/2008 422,047, 76
Terminated
000000044096 Mr Peter B Cook Finalised - 23}10j2007 $10,000.00
Terminated —
00000040031 Cammercial Standard Finalised - 24j0512005 $1,800.00
Terminated
000000040030 Cammercial Standard Finalised - 24j0512005 $48,651,00
Terminated
000000040029 Half vearly Test Finalised - 24/05)2005 $£5,000.00
Terminated
Finalised -
000000040028 Quartarly TEst Analesrl 24/05{2005 $20,000.00
. Finalised -
000000040027 Deposit Test Monthly Anateetl 24/05/2005 $15,500.00
000000040026 Test 1 - Standard Finalised - 24/05)2005 $100,000,00
Terminated
Finalised -
000000040022 Barney Gumble Analesrl 16/05/2005 $1,850.00 =
&] Done S @ Internet

To search for a client by loan number, enter the loan number in the Search Loan Number box then click
Go.

To search for a client by name, enter the clients name in the Search Loan Client box then click Go.
To view client details click on the loan number highlighted in red.

To return to the Main Screen, click Exit.
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2.4.1.2 The transactions tab

| hitps:fhwww. lumleyfinance.co.nz - Lumley Finance Select - Microsoft Internet Explorer

000000044096
Mr Peker B Cook,

Finalised - Terminated

Description
Prermium

$10,000,00

Credit

Balance
$10,000,00

Credit Charge

$733.10

$10,733.10

Loan Fes

£20,00

$10,753.10

Terminate Instal,

$10,733.10

£20,00

Terminate Feeas

Lask updated : user.name@b

$20.00

$0.00

€]

E & Internst

This tab shows details of all current transactions for the selected loan.

To go back to the Enquiry screen, click the Enquiry Screen tab, or click < Previous.

To go to the Payments screen, click the Payments tab, or click Next >.
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Section 2: Web Interface

2.4.1.3 The payments tab

| https:/hwww. lumleyfinance.co.nz - Lumley Finance Select - Microsoft Internet Explorer

Engu

Loan Payments
Loan Mumber 000000044096

it Mame IMr Peter R Cook,

Loan Skakus Finalised - Terminated

Amount
$10,000,00|1/07 /2008

Date Paid

$100.00(1/07/2005

-$10,000.00|1/07/2005

1072005

Last updated ; user.name

@ jarvascript:vaid{rull) é # Internet

This tab shows all payments made by type Premium and Commission.
To go back to the Enquiry screen click the Enquiry Screen tab.

To go to the Transactions screen click the Transactions tab, or click < Previous.
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Section 2: Web Interface

2.4.2 Loan reports

To open the Loan Reports screen, click Reports on the Loans line of the Main screen, and then click
the Reports button.

The Reports List screen opens.

| https:{hwww.lumleyfinance.co.nz - Lumley Finance Select - Microsoft Internet Explorer,

Lumley Finance Select

List of Reports

© Loan Renewal List
@ Cancellation Report
@ Arrears Report

@ Loan List

Yiew Report Selected I Loan Renewal List

I Exit Last updated : user.name@broker . co.nz 15/05/2011 1:12 PM

&] pone 2 @ mternet

To launch the Loan Renewal List report, click Loan Renewal List, and then click the button marked
Loan Renewal List.

To launch the Loan List, click Loan List, and then click the button marked Loan List.
To launch the Arrears report, click Arrears Report, and then click the button marked Arrears Report.
To return to the Main screen, click Exit.
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2.4.2.1 Loan renewal list

| https:{fwww. lumleyfinance.co.nz - Lumley Finance Select - Microsoft Internet Explorer,

Reports

Loan Renewal List

h Criteria
1j01/2011

31/12/2011

Debtor Mame Loans Inception Date Premium
Found Matching Your Search

Last updated : user.name@br 011 1:12 PM Adobe POE @ M5 | @ Print PDF

&] Dore S Internet

The Loan Renewal List displays all loans with an Inception Date between the values you specify i.e. the
insurance policy inception date

Enter an Earliest Inception Date and a Latest Inception Date, and click GO. A list of all loans meeting
the entered criteria appears.

The report lists for each displayed loan:

e The Loan number

o The Debtor Name

e The Inception Date

e The amount of Premium being funded

Entries in the Loan number column are hyperlinked. This means that to see full detail on any listed loan
you can click on the Loan number. This opens the Loan Enquiry window for that loan.

In the Loan Enquiry window a Back button is provided to enable you to return to the Loan Renewal List.
Otherwise the Loan Enquiry screen is as described in Section 2.4.1: Loan Enquiry on page 8.
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Exporting
You can also export the displayed details.

To export as a PDF file click Adobe PDF and then click the Print PDF button. The system generates the
report in PDF format for display using Adobe Acrobat.

Before the PDF report can be downloaded to your computer a File Download prompt may appear.

File Download X

Do you want to open or save this file?

m?: Mame: RenewallistReport.pdf
o Type: Adobe Acrobak Document, 1.34 KB
From: v, lumleyvfinance.co.nz

Open ][ Save ]l Cancel |

harm yaur cormputer. If you da nat tust the gource, do not open or

@ YWhile fles from the Internet can be useful, some filez can potentially
zave thig file. What's the righ?

To open the PDF report now, click Open.

To save the report for viewing later, click Save, and then nominate the location on your computer where
you want the report saved.

To export the Loan Renewal List data to Excel as a .CSV file, click MS Excel, and then click the Print
CSV button.

The same File Download prompt may appear. To open the CSV data file now in Excel, click Open; to
save it to your computer for later use, click Save.

CONTROLLED DOCUMENT - No Unauthorised Copying Date Printed: 3-Oct-11 LU"gilnaenZ%i
DOCUMENT VERSION 2.10 Page 14



User Guide: Lumley Finance Select Quoting System
Section 2: Web Interface

2.4.2.2 Cancellation Report

| https:{fwww. lumleyfinance.co.nz - Lumley Finance Select - Microsoft Internet Explorer,

Reports

Cancellation Loans

Clienk Marme Zancel Date Loan Balance

- Mo Rex

Last updated : user.named f2011 1:12 PM Adobe POF © [ L ] Print PDF

&] Dore S Internet

Please note that although this report is available for use the cancellation status is not currently used by
Lumley Finance (N.Z.) Limited. This will result in having No Records to Display.
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Section 2: Web Interface

2.4.2.3 Loan list

& | https:{haww. lumleyfinance.co.nz - Lumley Finance Select - Microsoft Internet Explorer

Reports

Loan List
arch Criteria
1otz

Latest Inception Date 31/1zf2011

Loan Client Mame Inception Amount  Outskanding Term

011 1112 PM

&) oone S @ mbernet

This report lists all current loans for the specified date range. For each loan the following data is
displayed:

The Loan number

The Client/Debtor Name

The Inception date

The Premium

Any Outstanding payments
The Term

The Loan Status

The actual Settlement date
The expected Settlement date

Like the Loan Renewal List, entries in the Loan number column are hyperlinked. Click on the red Loan
number to launch the Loan Enquiry screen for that loan (see page 8 for more details).

Also like the Loan Renewal List, the generated data can be exported as either a .PDF document, or in
.CSV format for analysis in MS Excel.
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2.4.2.4 Arrears report
3 https:Ifwww. lumleyfinance.co.nz - Lumley Finance Select - Microsoft Internet Fxplorer,
Reports

Arrears Loans

Dehtor

Last updated : user.named Adobe PCF © MS | @ Print PDF

&] Dore S Internet

This report lists all loans with instalments currently overdue. For each overdue loan the following data is
displayed:

The Loan number

The Debtor name

The Date Overdue
The Total amount overdue for payment.

Once again entries in the Loan number column are hyperlinked. Click on the red Loan number to launch
the Loan Enquiry screen for that loan (see page 8 for more details).

Also like the Loan Renewal List, the generated data can be exported as either a .PDF document, or in
.CSV format for analysis in MS Excel (refer page 14).

To return to the Main screen, click Exit.
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2.4.3 Management reports

To access management reports, click Mgmt Reports on the Loans line of the Main screen, and then
click the Mgmt Reports button. The Management Reports List screen appears; select the desired
report, and click the launch button (marked Settlements/Commission or Broker Summary as
appropriate) to launch the selected report screen.

2.4.3.1 Settlement/commission

hitps:fwww. lumleyfinance.co.nz - Lumley Finance Select - Microsoft Internet Explorer,

Settlements/Commission Oukstanding ~

Loan Client Mame Due Datke Type Arnount
000000060106 Aaron Whiteman Monumental 30/06/2011
0000000&00%7 Caro Gatley 30/06/2011
000000080078 Ms T Carley & Mr W Aitken 30/06/2011
000000080065 P & D Haulage Ltd 30/06/2011
000000060057 James Topine Patricia Mitchell 30/06/2011
000000060016 Mobile Accounting Services (1994) Limited 30/06/2011
000000059992 Tailored Environments Lkd 30/06/2011
000000059951 Philip & Charlotte Holland 30/06/2011
000000059949 Rachael Mckeagg 30/06/2011
000000059945 Izaac Allen 30/06/2011
000000059942 Sarah Chambers 30/06/2011
Q00000059900 Mr M Johnston 30/06/2011
000000059516 Interport Ship Supplies Limited 30/06/2011
000000059802 A &K King 30/06/2011
000000059740 LWy & CM Harris 30/06/2011
000000059707 Lordco Cwha Likd 30/06/2011
000000059650 Maui Ocean Products Lid 30/06/2011
000000059590 ‘anguard Investments Lkd 30/06/2011
000000059556 Tania Beetson 30/06/2011
000000059560 Dave Ankon 30/06/2011
0000000594 29 M5 & SM Beattie 30/06/2011
000000059365 Grantham Law Limited 30/06/2011
000000059275 Yolumex Lkd 30/06/2011
000000059274 Beaver Properties Ltd 30/06/2011
000000059273 Olean Holdings Ltd 30/06/2011

&] Done S @ ntermet

Q|| |(o(o|o|o|o|o|C|o|2 || |(o (oo |C|2|2 |2 |2

This report shows settlement and commission details for selected loans.

Use the drop down box to display all outstanding, loans paid in the last 30 days, or loans paid in the last
90 days.

Like Loan Reports (section 2.4.2 of this guide), the resulting data can be exported in either .PDF format,
or .CSV format for importing into MS Excel. See the section on Exporting commencing on page 14 for
details on how to do this.
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2.4.3.2 Direct Credit Remittances

umley Finance Select - Microsoft Internet Explorer

@ Done

Direct Credit Remittances

Dake
wednesday, 16 May 2011

LFL_201105151450478570

PDF Dacurment Mame

Thursday, 24 February 2011

LFL_2011022405614228530

Tuesday, 22 February 2011

LFL_201102220735300100

Wednesday, 9 February 2011

LFL_201102091324131570

Fridaw, 4 February 2011

LFL_Z01102040519501130

Thursday, 16 December 2010

LFL_201012161045286930

Fridaw, 3 December 2010

LFL_201012031501113270

Tuesday, 23 November 2010

LFL_Z01011231241072270

Tuesday, 16 November 2010

LFL_201011160645416370

Thursday, ¢ Movember 2010

LFL_201011041311464570

Wednesday, 3 November 2010

LFL_201011030541422100

Tuesday, 2 November 2010

LFL_201011020746540900

wednesday, 27 QOctober 2010

LFL_201010270717595370

Monday, 18 October 2010

LFL_201010180611 2835870

Monday, 11 Qctober 2010

LFL_201010111217564000

Tuesday, 21 September 2010

LFL_Z010092 10000000000

Thursday, 2 September 2010

LFL_201009020646061000

Tuesday, 31 August 2010

LFL_201005310723317630

Thursday, 29 July 2010

LFL_201007 290000000000

Wednesday, 21 July 2010

LFL_201007210000000000

wednesday, 21 July 2010

LFL_201007 210000000000

wednesday, 21 July 2010

LFL_201007210000000000

wednesday, 21 July 2010

LFL_201007210000000000

o] le](e] o] ¢llelle]ele/le]le]e]elelelelele/e]e]elele]C

wednesday, 21 July 2010

LFL_Z01007210000000000

‘:g Local intranet

The direct credit remittances that we send you are now also stored here for easy access. You are now
able to view and print the remittances at your own convenience.

To view a remittance, highlight the circle next to the day that you require and click View

2.4.3.3 Broker summary report
The Broker Summary report lists details of all received loans by month, number of loans and loan

volume. This report may be exported in .PDF format, as described in Exporting commencing on page

14.
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User Guide: Lumley Finance Select Quoting System
Section 2: Web Interface

2.5 Generating a new Quote

To generate a new quote, click New Quote.

2.5.1 Loan data tab

hitps:{fwww. lumleyfinance.co.nz - Lumley Finance Select - Microsoft Internet Explorer, |

Loan Data Client Data

2

Add;Edit Loan Data

B e Felect User
- Quiote Calculation Result
Loan Tvpe Commercial | =

ation Mumber

=
=

[.00] Total Premium

18/05/2011

MONTHLY
0
0.0% v

Amaunt *

Arinual Rake
27082011 Annual Rate

Flat Rate

Last updated : ne@braker Calculate

@Done é ﬁ Internet

To move between the tabs, either click the tab (e.g. Loan Data, Client Data) or click the Next > button
at the bottom of the screen to jump to the next tab in sequence.

The Loan data tab displays:

Your user name will default in the Broker name field

Loan type: select Commercial or Consumer (Domestic)

Total Premium(financed): to be financed split into cancellable and non cancellable premium
Less Deposit: $ or % paid if any

Inception Date: policy inception date
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o Payment frequency: monthly, quarterly or half yearly (Note: quarterly and half yearly options are
available for commercial loans only)

e Number of Payments: from your saved default settings or use the drop down arrow to select a
different payment term.

¢ Commission rate: from your saved default settings or use the drop down arrow to select a different
commission rate.

¢ Settlement days: from your saved default settings or use the drop down arrow to manually adjust the
settlement days. Adjusting the Days amount will automatically update the Date value in the Settlement
grid below.

¢ Settlement: The Settlement date is calculated using the settlement days as per above. Split
settlements can also be arranged using the extra fields available in the settlement area by specifying the
date and amount of the next settlement required.

For information on altering the saved default settings used, please refer to section 2.9, My Settings, on
page 44 of this User Guide.

If any deposit premium is to be paid, enter the amount of the deposit into the Less Deposit field. The
deposit may be specified as either a dollar or a percentage amount by using the drop down arrow
provided and is due when the loan is submitted to Lumley Finance.

Where required, the default values in the Number of Payments and Commission Rate fields may be
altered using the drop downs arrows.

Once all the required values have been entered, click Calculate. The Quote system calculates charges,
instalment amounts, total amount financed, total to be repaid and the annual interest rate, in the Quote
Calculation Result panel.

Some fields on this tab are mandatory, i.e. information must be manually input. These fields are marked
with an asterisk

If any information required to calculate the quote has not been entered, a warning message will appear
asking you to provide the missing data.

To move to the next step, click Next >.
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2.5.2 Client data tab

hitps:fhwww. lumleyfinance.co.nz - Lumley nce Select - Microsoft Internet Explorer,
Print

Sample Ca Limited
Trading Marme Samples R s Hurnber

Postal Address 123 Sampleton Street

091231231

Suburb wellington
P

Sample Lser

Street Address * 123 Sampleton Street

Suburb * wellington

Renewal Loan

heck Auto Renewal -

Last updated : user.narm 0 111 1:34 PM

@ Dane é ﬂ Inkternet

All fields are on this tab are editable.

Fields marked with an asterisk are mandatory. The quote cannot be generated unless these fields
contain information.

Click Next > to move to the Insurance Data tab.
If you need to return to the Loan Data tab, click < Previous.
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2.5.3 Insurance data tab

| https:fhwww. lumleyfinance.co.nz - Lumley Finance Select - Microsoft Internet Explorer

Loan Data Client Data Insurance Data

nce Pullc',r Added Successfully

Insurer *

Insurance Pl:l'il:? Data

Insurer

Iru eption *

I O 2 ) T

Inception

Print

Amaounk *

Total Premium: $1,000.00

Arnounk

Amercian Home Insurance Hastin  |18/05/2011 13;‘05;‘2012 $1,000,00 4@.

Total $1,

La:'-t updated ! user.name@broker.co.nz 181

@ Done

é ﬂ Inkternet

The Insurance Data tab displays details of the policies for which premium funding is being quoted.

Policies to be included in the quote may be entered on this tab. To include a policy use the drop down
menu (Class, Policy Number, Insurer, Inception Date, Expiry Date, and Premium Amount.) Once all
required details have been entered, click Add. The policy details transfer to the Insurance/Invoice Data
section.

To delete a listed policy, click Delete to the right of the policy.

To edit a listed policy, click Edit to the right of the policy.

As with the other tabs, fields marked with an asterisk are mandatory.

Click Next > to move to the Notes/Files tab or Save> to move directly to the Print tab

If you need to return to the Client Data tab, click < Previous.

Lumley%‘

Finance
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2.5.4 Notes/Files tab

| hitps:fhwww. lumleyfinance.co.nz - Lumley Finance Select - Microsoft Internet Explorer,

Loan Data Client Data Insurance Data ! Files Primt

Add Notes/Files
Mote

Artachrent

Existing Notes/Files
File Date MNote

. Quote created by user.name@broker.co.nz

@ Dane é ﬁ Internet

To add a note type a sentence into the notes field and click the Save button in the middle of the screen.
The note will be saved in the Existing Notes/Files field below.

To add an attachment you must first create a note, eg: Direct Debit attached. Click Browse and select
the file you wish to attach. The file name should now show in the Attachment area, click the Save button
in the middle of the screen to save both the note and attachment to the quote.

Click Save > to move to the Print tab.

If you need to return to the Insurance Data tab, click < Previous.
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2.5.5 Print tab

hitps:fhwww. lumleyfinance.co.nz - Lumley Finance Select - Microsoft Internet Explorer

Loan Data Client Data Insurance Data f Files Print

Quote Calculated And Saved Quote Yersions: JILEETANNS I New Yersion

Print Options [ view/print

Client Letter

Direct Debit Authority

N | User name@broker.co.nz I Email

To: *
Cc:
13y i Lumley Premium Funding Quate for 'Sample Co Limited'

el Cuoke #104447-1 Sample Co Limited, pdf

Plzase find attached a Lumley Premium Funding Quote

Body :

I Exit Last updated ; user.name .Mz 0520 13 P I MNew Quote DElEtE Quote

@Done é t Internet

The final tab is the Print tab. The loan documents are generated from this tab.
2.5.5.1 Validation

The minimum information required to create a quote, is indicated by those fields marked as mandatory
with an *. A quote cannot be generated until all these fields are completed.

Also, before a valid quote can be prepared:
e The total premiums to be funded must total at least $200.00
e The sum of all premiums must match the entered Total Premium amount

If you attempt to navigate to the Print tab while mandatory information is missing, a message will appear
at the top of the window, advising what fields still need to be completed. Fill in the missing information,
and then return to the Print tab.
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2.5.5.2 Printing options
Four separate loan documents can be created:

The quote, containing a summary of the terms to be offered;

A covering letter to the client

The loan contract document

Direct Debit authority form

You can print any or all of these documents. Click the box next to each document that you want to print
(shows as a tick). By default, the Client Contract and Direct Debit options are automatically selected.

2.5.5.3 Printing the quote
To print the checked documents (or to generate and view the documents for emailing), click View/Print.

The loan documents will be created as PDF files. Acrobat Reader will open in a separate window to
display the documents.

If you don’t have Acrobat Reader installed on your PC it can be downloaded free from the Adobe website
at:

http://get.adobe.com/reader/

Once the documents you want to print have been ticked and View/Print is selected the documents will
appear on screen as follows:
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i Quote _104447-1 Samples R Us[1]. pdf - Adobe Reader =13
*

File Edit Wiew Document Tools  window  Help
B éw]: o0 | P [~ |
Y
w ¥ fyy Lumley Fina.ncf (M.Z.} Limited
28 Shertland 5t, PO Box 2428, Auckland
L %’ I
u m Iey Fagsimile 03 308 1113
Freephons: 0300 438 634
FI nance Email: Iuleﬁ:aEi:;@?ﬁlﬁI:ignﬁE
OFFER TO BORROW MONEY TO FUND INSURANCE PREMIUMS
{Contract for business or commercial purposes)
If this offer is accepred by Lumley Finance (N.Z.) Limited {"Lumiey”). a legally binding contract ("Conitract”) will be immediarely formed
berween you and Lumley on the terms and conditions ser out below {"Details™) and in the amached rerms and conditions (“"General Terms
and Conditions™). Please read the Derails and the General Terms and Conditions carefully and make sure you understand them.
BORROWER DETAILS Box 1
Name: Sample Co Limited trading as Samples R Us ["Borrower™)
Address: 123 Sampleton Street Wellington
(far the purpose of recelving disclosure)
Telephone Ma: 2123123 Facsimile Mo: Maobile No:
Contact Name: Sample User Email:
GST Number: Nature Of Business:
INSURANCES [or as shown on copy closings attached) Box 2
Underwriter Policy Type Policy Humber Inception Date Expiry Date Premium
1 Amercian Home cC 18/052011 180572012 §1.000.00
Insurance
Borrower's Broker (“Intermediary™): Lumley Finance (M.Z.]) Limited TOTAL §1.000.00
PREMIUM AND BEORROWER'S CONTRIBUTION Box 3
Total Premium: $1.000.00
Less Deposit (if applicable): $0.00
Amount Financed: $1.000.00 104447-1:27/06/2011:1000.00:0.00:40:
REPAYMENT DETAILS Box 4
if & Deposit is paid, the amount of the Deposif will be applied on Commencement Date 55 5 part prepayment
of the Tofal Fremium.  Thereaffer, or if no Deposit is paid, the following instalmenis must be made.
Humber of Instalments: 4 Initial Instalment: £287.90
Amount of Instalment: F267.90 (imzluges the Estabizshrent Fee)
Date of First Instalment: 12052011 Date of Last Instalment: 18/0212012 w

From this window, the loan document may be saved and/or printed. Click Save a Copy and select the
location you wish to save the loan documents to on your hard drive. Click Print to print the quote
documents to your local printer.

Note: If the Adobe Acrobat window does not appear you may have Pop Up’s blocked. For information on
how to resolve this problem please refer to section 4: Troubleshooting which can be found on page 54.

2.5.5.4 Emailing the documents

The newly prepared documents can be emailed. You will need to select View/Print first to select the
documents and generate copies in PDF format prior to emailing.

To email the documents, complete the To: field with the email address to which the documents are to be
sent. If required, a CC: address may also be entered. The subject line is pre-filled by default, and the
new quote documents are automatically attached. If required additional text can also be added in the
Message box. When you have entered the desired email address(es), click Email to send the
documents.

After the quote has been printed and/or emailed, click Exit to close the window.
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2.6 Generating a renewal contract
To generate a renewal quote click on Enquiry in the main screen.

2.6.1 Enquiry Screen

umley Finance Select - Microsoft Internet Explorer,

Engu 1 Transactions

Loan Enquiry

Loan Number N00NN0S9NES

Instalment Amount $109.41
Loan Status

First Payment Dug 20f11j2010
Clienk Marme Select User

ayment Due 20082011
Loan Oue Crate ue Amount
Payment Method
i stalment Date 20/05/z2011

Mumber of Instalments

Balance Outstanding $328.29

@ Dane ‘ﬁ Local intranet

Enter the current loan number and click GO

If the current loan number is unknown you can perform a search by clicking Search

To renew the loan click on Renew
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2.6.2 Loan data tab

| https:{fwww. lumleyfinance.co.nz - Lumley Finance Select - Microsoft Internet Explorer,

Loan Data Client Data Insurance Data ! iles Print

Felect User
Commercial | v

Add/Edit Loan Data

15052011

MCHTHLY

ent Amaount

Admin Fee
Settlernent Amounk *
&nnual Rate

Flak Rate

Last updated : user,

@ Done é a Internet

To move between the tabs, either click the tab (e.g. Loan Data, Client Data etc) or click the Next >
button at the bottom of the screen to jump to the next tab in sequence.

The Loan data tab displays:

Your user name will default in the Broker name field

Loan type, select Commercial or Consumer (Domestic)

Total premium to be financed split into cancellable and non cancellable premium
Deposit paid if any

Policy inception date

Payment frequency, monthly, quarterly or half yearly (Note: Quarterly and Half Yearly options are

available for commercial loans only)

Proposed number of instalments, from your saved default settings or use the drop down arrow to

select a different payment term.

C
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e Commission rate, also from your saved default settings or use the drop down arrow to select a
different commission rate.

¢ Settlement days from your saved default settings or use the drop down arrow to manually adjust the
settlement days. Adjusting the Days amount will automatically update the Date value in the Settlement
grid below.

¢ The Settlement date. Calculated using the settlement days as per above. Split settlements can also
be arranged using the extra fields available in the settlement area by specifying the date and amount of
the next settlement required.

For information on altering the saved default settings used, please refer to section 2.9, My Settings, on
page 44 of this User Guide.

If any deposit premium is to be paid, enter the amount of the deposit into the Less Deposit field. The
deposit may be specified as either a dollar or a percentage amount, by using the drop down arrow and is
due when the loan is submitted to Lumley Finance.

Where required, the default values in the Number of Payments and Commission Rate fields may be
altered using the drop downs arrows.

Once all the required values have been entered, click Calculate. The Quote system calculates charges,
instalment amounts, total amount financed, total to be repaid and the annual interest rate, in the Quote
Calculation Result panel.

Some fields on this tab are mandatory, i.e. information must be manually input. These fields are marked
with an asterisk.

If any information required to calculate the quote has not been entered, a warning message will appear
asking you to provide the missing data.

To move to the next step, click Next >.
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2.6.3 Client data tab

umley Finance Select - Microsoft Internet Explorer

Loan Data Client Data Insurance Data ! Print

Add/Edit Client Data

Select User

Trading Mame

Postal Adr

091231234

Seleck User|

123 Sampleton Street Emai

Auto Rene
wellington Re o 000000059058

eck Auto Renewal -

Last updated ; lumleyfinanceHO@Iumley z 19 4 P

@ Done \-_-J Local intranet

All fields are on this tab are editable.

Fields marked with an asterisk are mandatory. The quote cannot be generated unless these fields
contain information.

Ensure that the Auto Renewal box is checked and that the Renewal loan field is completed with the
current loan number. If the Auto Renewal box is not checked enter the current loan number into the
Renewal loan field and click Check Auto Renewal.

Click Next > to move to the Insurance Data tab.
If you need to return to the Loan Data tab, click < Previous.
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2.6.4 Insurance data tab

Update the insurance data as per the renewal premium.

‘A Lumley Finance Select - Microsoft Internet Explorer

Print

Irll eption * Amount *

I 3 1 R

Insurance Policy Data Total Premium: $1,100.00

Palicy Mo, Insurer Incepkion Expiry Amaunk

-_ TEST - Lumley General Insuranc  |20/05/2011  [20/05¢2012  [$1,00000 |0 DR

Takal $1,

@ Cone ‘:J Local intranet

The Insurance Data tab displays details of the policies for which premium funding is being quoted.

Policies to be included in the quote may be entered on this tab. To include a policy use the drop down
menu (Class, Policy Number, Insurer, Inception Date, Expiry Date, and Premium Amount.) Once all
required details have been entered, click Add. The policy details transfer to the Insurance/Invoice Data
section.

To delete a listed policy, click Delete to the right of the policy.

To edit a listed policy, click Edit to the right of the policy.

As with the other tabs, fields marked with an asterisk are mandatory.

Click Next > to move to the Notes/Files tab or Save> to move directly to the Print tab

If you need to return to the Client Data tab, click < Previous.
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2.6.5 Notes/Files tab

Add any notes that are required for Lumley Finance to action on approval of loan.

| https:fhwww. lumleyfinance.co.nz - Lumley Finance Select - Microsoft Internet Explorer

Loan Data Client Data Insurance Data Motes / Files

Add Notes/Files
Make

Abtachment Browse...

Existing Notes/Files
File Date Moke

. Quote created by user.name@broker.co.nz

@ Done é ﬂ Inkternet

To add a note, type a sentence into the notes field and click the Save button in the middle of the screen.
The note will be saved in the Existing Notes/Files field below.

To add an attachment you must first create a note, eg: Direct Debit attached. Click Browse and select
the file you wish to attach. The file name should now show in the Attachment area, click the Save button
in the middle of the screen to save both the note and attachment to the quote.

Click Save > to move to the Print tab.

If you need to return to the Insurance Data tab, click < Previous.
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2.6.6 Print tab

Lumley Finance Select - Microsoft Internet Explorer |

Loan Data Clignt Data

Quote Calculated And Saved Quote Yersions: JLEEESEES | New Yersion

Print Options [ viewprint
Submit Contract To Lumley

Client Letter

Direct Debit Authority

A lumnleyfinanceHO@lumley co.nz I Email

To: *
CC:
T3y (e Lumley Premiunn Funding Quate Far 'Select User!

e Al Cuake #103122-1 Select User,pdf

Please find attached a Lumlew Premium Funding Quaote

Body :

I Exit Last updated : lumleyfinanceHo@lumle: z 19 0 I New Quote Delete Quote

@ Dane ‘a Laocal intraret

If you wish to submit the contract electronically go to 2.6.6.5 Submitting a Contract to Lumley
(Page37)

2.6.6.1 Validation

The minimum information required to create a quote is indicated by those fields marked as mandatory
with an *. A quote cannot be generated until all these fields are completed.

Also, before a valid quote can be prepared:
¢ The total premiums to be funded must total at least $200.00
e The sum of all premiums must match the entered Total Premium amount

If you attempt to navigate to the Print tab while mandatory information is missing, a message will appear
at the top of the window, advising what fields still need to be completed. Fill in the missing information,
and then return to the Print tab.
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2.6.6.2 Printing options
Four separate loan documents can be created:

The quote, containing a summary of the terms to be offered;

A covering letter to the client

The loan contract document

Direct Debit authority form

You can print any or all of these documents. Click the box next to each document that you want to print
(shows as a tick). By default, the Client Contract and Direct Debit options are automatically selected.

2.6.6.3 Printing the quote
To print the checked documents (or to generate and view the documents for emailing), click View/Print.

The loan documents will be created as PDF files. Acrobat Reader will open in a separate window to
display the documents.

If you don’t have Acrobat Reader installed on your PC it can be downloaded free from the Adobe website
at:

http://get.adobe.com/reader/

Once the documents you want to print have been ticked and View/Print is selected the documents will
appear on screen as follows:

el Quote _104447-1 Samples R Us[1]. pdf - Adobe Reader

File Edit Wiew Document Tools ‘window Help *®
el
o 3 - Lumley Finsnce {N.Z.} Limitzd
£E& Shorfland St. PO Box 2428, Auckland
L % LR e 0 15
u m Iey Faecsimile 09 308 1113
Freephons: 0200 438 634
FI nance Email: Iuml:;;ﬁaii:;@?ﬁlﬁlzignﬁ_ﬁg
OFFER TO BORROW MONEY TO FUND INSURANCE PREMIUMS
{Contract for business or commercial purposes)
If this offer is accepred by Lumley Finance (N.Z.] Limited {"Lumiey”). a legally binding contract {"Contract”) will be immediarely formed
berween you and Lumley on the terms and conditions set out below ("Details™) and in the amached rerms and conditions ("General Terms
and Conditions™). Please read the Derails and the General Terms and Conditrions carefully and make sure you understand them.
BORROWER DETAILS Box 1
Name: EBample Co Limited trading as Samples R Us ["Borrower™)
Address: 123 Sampleton Strest Wellington
(far e pUrpose of recelving tisCAsUne)
Telephone Mo: 021231231 Facsimile No: Mobile No:
Contact Name: Sample User Email:
GST Number: Nature Of Business:
INSURAMNCES (or as shown on copy closings attached) Box 2
Underwriter FPolicy Type Paolicy Mumber Inception Date Expiry Date Premium
1 Armercian Home cC 18/052011 18/05/2012 §1.000.00
Insurance
Borrower's Broker ("Intermediary™): Lumley Finance {N.Z.) Limited TOTAL 51.000.00
FREMIUM AND ECRROWER'S CONTRIBUTION Box 3
Total Premium: ¥1.000.00
Less Deposit (if applicable): $0.00
Amount Financed: $1,000.00 104447-1:27/06/2011;1000.00:0.00;40:
REPAYMENT DETAILS Box &
I 3 Deposit is paid, the amount of the Deposit will be applied on Commencement Date 55 5 part prepayment
of the Tofal Premium. Thereafter, or if no Deposit is paid, the following instalmenis musf be made.
Number of Instalments: 4 Initial Instalment: £237.90
Amount of Instalment: F267.00 (includes the Estabishment Fee)
Drate of First Instalment: 18052011 Date of Last Instalment: 18/02/2012 b
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From this window, the quote may be saved and/or printed. Click Save a Copy and select the location
you wish to save the quote documents to on your hard drive. Click Print to print the quote documents to
your local printer.

Note: If the Adobe Acrobat window does not appear you may have Pop Up’s blocked. For information on
how to resolve this problem please refer to section 4: Troubleshooting which can be found on page 54.

2.6.6.4 Emailing the documents

The newly prepared documents can be emailed. You will need to select View/Print first to select the
documents and generate copies in PDF format prior to emailing.

To email the documents: complete the To: field with the email address to which the documents are to be
sent. If required, a CC: address may also be entered. The subject line is pre-filled by default, and the
new quote documents are automatically attached. If required additional text can also be added in the
Message box. When you have entered the desired email address(es), click Email to send the
documents.

After the quote has been printed and/or emailed, click Exit to jump to the Quote System Main Menu
screen.
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2.6.6.5 Submitting a contract to Lumley
Renewal contracts can now be submitted to Lumley Finance electronically.

To submit a contract click Submit Contract To Lumley.

You will then be asked to verify that the payment details are correct.

A Untitled Page -- Web Page Dialog

Payment Details

Payment Type

unk Marne

E 12-3123

Account Mo 1231231

If the Direct Debit details are incorrect you can amend them here (Note: In order for Lumley Finance to
debit a clients account you must hold the original signed Direct Debit authority or forward this to Lumley
Finance). Other payment options available in the drop down menu are as follows:

¢ Automatic Payment
o Cheque

e Direct Credit

When payment details are correct click Ok to complete submission of contract, once completed a line
will appear beneath the View/Print button advising Contract Submitted to Lumley.

Date Printed: 3-Oct-11 Lumley%‘
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2.7 Generating an Endorsement
To generate an endorsement click on Enquiry in the main screen.

2.7.1 Enquiry Screen

umley Finance Select - Microsoft Internet Explorer,

Enguir

Loan Enquiry

Loan Number N00NN0S9NES

= Instalment Amount
Loan Status
Client Name Select User —

Loan Oue Crate ue Amaount

$109.41
20/11/2010
20f08/2011

20/05)2011

$328,25

Last updated : lurle . I

@ Daone

‘ﬁ Local intranet

Enter the current loan number and click GO.

If the current loan number is unknown you can perform a search by clicking Search.

To endorse the loan click on Endorse.

CONTROLLED DOCUMENT - No Unauthorised Copying
DOCUMENT VERSION 2.10

Date Printed: 3-Oct-11
Page 38

Lumley@

Finance



User Guide: Lumley Finance Select Quoting System

Section 2: Web Interface

2.7.2 Endorsement data tab

umley Finance Select - Microsoft Internet Explorer

Endo ment Data | Ins

Quote Calculated

Loan Type

iunn (Financed)

Settlermnent

Submit

umlery Finance
Commercial |

$250,00
$0.00
W

0.50 %

Date *

Armounk *

11 1:54 PM

Erict ent Calculation

End nt Quate Mumber

Loan ta Ende
Rermaining Fepayments
Additional Premiurm
Additional Charges
Additional ko be Repaid
0ld Repayment Amount
Add. Repavment Arount
T 1= enk Amounkt

Admin Fee

Calculate

My
000000059055

$250,00

$256.02
$109,41

66,01
$195.42

@ Done

‘:J Local intranet

Enter the amount of the endorsement into the Cancellable or Non Cancellable field and click Calculate.

The Endorsement data screen will now show the New Repayment Amount.

The interest rate and commission are both calculated at a pro rata amount of the original interest and
commission rates. These fields are not editable.

To move to the next step, click Next >.
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2.7.3 Insurance data tab

- Lumley Finance Select - Windows Internet Explorer provided by Lumley General Insurance NZ Ltd

Endorsement Data Insurance Data Notes [ Files Submit

Add an Insurance Policy
Class *  Policy Mo. Insurer * Inception * Expiry * Amount *

I S | I

Insurance Policy Data Total Premium: $250.00
Class Policy Mo. Insurer Inception Expiry Amount

Total £0.00

Mo Insurance Policies Added Yet. .. ]

Last updated : lumleyfinanceHO@lumley.co.nz 30/05/2011 1:18 PM

% Local intranet #3 -

E100% T

The Insurance Data tab displays details of the policies for which the endorsement is to be added.

Policies to be included in the endorsement may be entered on this tab. To include a policy use the drop
down menu (Class, Policy Number, Insurer, Inception Date, Expiry Date, and Premium Amount.)

Once all required details have been entered, click Add. The policy details transfer to the
Insurance/lnvoice Data section.

Please note the inception date of the endorsement defaults to the next business day. The expiry date of

the endorsement defaults to the expiry date of the actual loan.

To delete a listed policy, click Delete to the right of the policy.

To edit a listed policy, click Edit to the right of the policy.

As with the other tabs, fields marked with an asterisk are mandatory.
Click Next > to move to the Notes/Files tab.

If you need to return to the Client Data tab, click < Previous.
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2.7.4 Notes/Files tab

Add any notes that are required for Lumley Finance to action on approval of loan

= Lumley Finance Select - Windows Internet Explorer provided by Lumley General Insurance NZ Lid

Endorsement Data  Insurance Data MNotes [ Files
Add Notes/Files

Note

Attachment

[ save [ Wew

Existing Notes/Files
File Date Mote

30,/05/2011 Quote created by lumleyfinanceHO@lumley.co.nz

Browse.

| Edit ] Delete

30/05/2011

Quote created as Endorsement for Loan 000000059083,

as ated : lumleyfinanceHO e z 3 2 "

| Edit ]| Delete

Dane

%J Local intranet dg v w00 -

To add a note type a sentence into the notes field and click the Save button in the middle of the screen.
The note will be saved in the Existing Notes/Files field below.

To add an attachment you must first create a note, eg: Direct Debit attached. Click Browse and select
the file you wish to attach. The file name should now show in the Attachment area, click the Save button

in the middle of the screen to save both the note and attachment to the quote.

Click Save > to move to the Submit tab.

If you need to return to the Insurance Data tab, click < Previous.
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2.7.5 Submit tab

Lumley Finance Select - Microsoft Internet Explorer

Ercie ent Data g iles Subirnit
Quote Calculated And Saved Endorse Yersions: RUEIEEREES I New Version

Endorsement Submit Endorsement To Lumley

I Exit Last updated : lumleyFinanc & 11 1:54 PM I < Previous I Save

@ Done ‘d Local intranet

Endorsements can be submitted to Lumley Finance electronically.
To submit an endorsement click Submit Endorsement To Lumley.

When the endorsement has been submitted successfully the Submit Endorsement To Lumley button will
be replaced with the message “Endorsement has been submitted”.
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2.8 Quote search

From the main screen, you can:

¢ Enquire on a specific loan, run User Reports or run Management Reports.
o Create another new quote.

e Search for and view all quotes you have created.

e Search for and view all quotes created by other users of your organisation.

¢ View and change your default settings.

2 https:{fwww. lumleyfinance.co.nz - Lumley Finance Select - Microsoft Internet Explorer

Lumley Finance Select | LogOff
Loans Enquiry © Reports @ Mgmt Reports @ I Enquiry
MNew Quote I New Quote

Search for Quotes Show my Quotes (]

Show ALL quotes for my organisation o

cliert I carch
My Settings I My Settings

Last updated : lumleyfinanceHO@lunley, z 20J05)2011 1:01 PM

@ Done S & nternet

2.8.1 My quotes

To search for quotes you have previously prepared, click Show My Quotes. You can search for quotes
for a specific client by typing part of the client’s name in the Client field, and then clicking Search.

If you click Search without entering any criteria in the Client field, all quotes you have prepared will
appear in the search results list.

The search results list displays all quotes that match the criteria you entered. For each quote, the
Insured/Legal name, Class, Quote Number, Inception date, Amount, and Status are displayed.

If the list is too long to appear on one page, click Next > to view the next page of results.

Click Exit to return to the main screen.
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2.8.2 My organisation’s quotes

To search for all quotes belonging to your organisation, click Show ALL Quotes for my organisation.
You can search for quotes for a specific client by typing part of the client’'s name in the Client field, and
then clicking Search.

If you click Search without entering any criteria in the Client field, all your organisation’s quotes will
appear in the search results list.

The search results list displays all quotes which match the criteria you entered. For each quote the
Insured/Legal name, Class, Quote Number, Inception date, Amount, and Status are displayed.

If the list is too long to appear on one page, click Next > to view the next page of results.

Click Exit to return to the main screen.

2.9 My settings

The Lumley Finance Online Quoting System stores various default values that it uses to calculate your
quotes. These values may be altered from the My Settings screen.

To view this screen, click My Settings from the main screen.

2N https:/hwww. lumleyfinance.co.nz - Lumley Finance Select - Microsoft Internet Explorer

Telephane Contart Number
Lurnlery Finance (M.Z.) Limited I Contact Fax

Contack * Broker Contack
PO Biox 2246 Emnail * Broker email address

Suburb Auckland

ult Quote Settings
de 1140

0.0%

et Address 88 Shortland Street

Suburb Auckland
P de 1140

Change Password

@ Dane é ﬂ Inkternet

You can edit any of the displayed default settings as required. To save your changes, click Save. To
return to the main screen, click Exit.
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2.10 Logging off

Once you have completed your work, you should always log off the system. This helps keep your login
secure.

To log off, click Logoff on the main screen. A confirmation window will appear to confirm that you have
successfully logged off the system.
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3: Administration functions

Administration functions are provided to enable authorised users to:
e Add new user accounts to the system
¢ Modify existing user’s details
e Change or reset user’s access passwords
e Delete user accounts
¢ Modify the wording or page layout of Client Quote Letters

¢ Obtain access to the Management Reporting functions

Only users who have administrator privileges can perform these tasks. Special admin logins are
provided for this purpose.

To perform administrative functions, log in to the Online Quoting System using the administrator login for
your office. You will be provided with the Logon and password. Once you have logged in as an
administrator the main admin screen will appear.

‘2 https:/fwww. lumleyfinance.co.nz - Lumley Finance Select - Microsoft Internet Fxplorer

Lumley Finance Select | LogOff

Administration

Staff Access - Edit User Settings/Create New Users I Staff Access

Client Letter - Edit Quote Client Letter Text I Client Letter

Last updated : admin@|fl.co.n 2011 12:48 PM

&] Dane S & Internet

To view or alter user access settings, or to add a new user, click Staff Access.

To alter the standard text used when generating a Client Quote Letter, or to change the print margins of
Client Letters to accommodate a particular pre-printed letterhead, click Client Letter.
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3.1 Staff access
The Staff Access screen appears below.

umley Finance 5elect - Windows Internet Explorer. provided by Lumley General Insurance NZ Ltd

Staff Access Broker Settings Search for Broker

Current User Selected

Broker M/ - Please select a broker...

Staff Member Email /User ID User Type User Access Last Access
O Administrator admin@ifl.co.nz

O select User user.name @broker.co.nz

(Records 1 to 2 : Total 2)

I Pravious I iR I Bxit

Done € Local intranet dgy v Hioow -
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3.1.1 Adding a new User
To add a new user to the system, click Add New User.
The Broker Settings tab will open.

<X https:fhwww. lumleyfinance.co.nz - Lumley Finance Select - Microsoft Internet Explorer E|g|

Add New User's Settings and Press Save...

Broker *

Office Name *

Postal Address

Subn
P de

Street Address

Subn L gement Report Access
Disabled »

User Lagin ]

Stakus * Allowed v

Save

@ Done é t Internet

Complete the details for the new user to be added. Note that:
¢ Fields marked with an asterisk are mandatory.
e The email address entered for the new user will become their login User ID.

e You must specify settings for Commission, Payments, and Settlement Days using the drop downs
arrows.

¢ You must specify whether Management Report Access is allowed for this user.

¢ You must specify whether User Login Access is allowed for this user (i.e. whether the user’s login is
enabled or disabled.)

Once you have completed all the required fields, click Save.

¢ You must now allocate a user password as per 3.1.3 Resetting a user password (Page 49)

3.1.2 Changing existing User details

To change stored details for any user (such as a change of contact telephone or fax number for
example):
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¢ On the Staff Access tab select the user whose details you wish to alter by checking the button to the
left of the listed details for that user.

¢ Click on Change User. The Broker Settings tab will open showing the details stored for the selected
user.

¢ Make the required changes on the Broker Settings tab.
¢ Click Save.

3.1.3 Resetting a user password

To change or allocate a password for a user:

¢ On the Staff Access tab select the user whose password you wish to change by clicking the radio
button to the left of the listed details for that user.

¢ A confirmation prompt will appear.

Microsoft Internet Explorer x|

@ Cro you wish to enter a new password for user user.name@iumley.co.nz ?

Click OK.

¢ A dialog box will appear to enable you to specify the new password.

Explorer User Prompt

Script Prompt:

Please enter the passward for user name@umley oo nz
Cancel

\_H
Ix

type password hera

Type the new password, and click OK.

¢ A confirmation dialog will appear.

Explorer User Prompt

Script Prompt: 0K

Cancel

4
Please re-enter the password for user.namai@lumley.co nz |

type same passward here

Retype the new password, and click OK.
Note that only letters or numbers may be used in passwords. Spaces are not allowed.
The password is now changed.
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3.1.4 Deleting a user account

To delete an existing user from the system, from the Staff Access tab, select the user you wish to
delete, by clicking the radio button to the left of the listed details for that user.

Click Delete User. A confirmation dialog will appear.

Microsoft Internet Explorer

(o] Cancel

To delete the user, click OK. To cancel the deletion and return to the Staff Access tab, click Cancel.
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3.2 Client letter wording alteration

To alter the standard wording used when generating a Client Quote Letter, click Client Letter from the
Main Admin screen.

The Edit Client Letter Parameters screen appears.

| hitps:/fwww. lumleyfinance.co.nz - Lumley Finance Select - Microsoft Internet Explorer

Edit Client Letter Parameters
Inkro

RE : ALTERNATIVE PAYMENT METHOD

As one of our valued customers, we would like to bring to wour attention an additional service we are able to provide to wou through Lumley
Finance Limited,

The service is Premium Funding, which is Fast becoming the preferred method of payment For Insurance Premiums by many custoners bath
large and small,

Pos

Shiould wou wish ko bake advantage of this Faciliby, please complete the documents attached and return to this office,

Left: Margin {cm) Tap Margin {cm) . Right Margin (cr)

Margins appls lienk Letter when printed without other POFs

Last updated : admir@Ifl.ci

@ Done é a Internet

The text, which appears on the letter after the Client’s name and address details, appears in the Intro
Text box.

You can edit this text as desired.

The text, which appears on the letter after the client-specific calculations and figures, appears in the
Post Text box.

You can also edit this text as desired. In the first instance you may have to select reset text to view the
text to view the text that can be changed.

To preview your changes, click Preview Text. A pop up window appears showing you your edited text
as it would appear in a Client Quote letter. To close the preview window, click OK.

CONTROLLED DOCUMENT - No Unauthorised Copying Date Printed: 3-Oct-11 Lun]ilnggg%‘

DOCUMENT VERSION 2.10 Page 51



User Guide: Lumley Finance Select Quoting System
Section 3: Administration

Microsoft Internet Explorer x|
A e
LEGAL_MAME

FOSTAL _ADDRESS
SLBURE, STATE. POSTCODE

Drear CLIEMT COMTACT MNAME
Re: Alternative Fayment Method

As one of our valued customers we would like to bring vour attention to an addiional
service we are able to provide to you through Lumley Finance Limited.

The service is Premium Funding which is fast becoming the preferred metod of pay ments
for insurance premiums by mary customers both large and small.

It allows wou to pay your insurance premiums monthly rather than by one upfront
payment thus creating more benifits for you such as more efficiant cashflow management
and better use of your working capital. The paperwaork is very easy and the credit charges
are tax deductble.

To help you evaluate the service we have calculated the cost o fund your premium of
FREMIUM_AMOUNT at MOMNTHLY _FAYMENT _AMOUNT per month for

MOMNTHLY _PAYMENT_MNUMBER. months. The repayments are morthly commencing on
INCEFTION DATE and may be made by bank transfer.

Should wou wish to take advantage of this faciity, please complete the documents
attached and refurn to this office,

Yours faitfiilly,
COMTACT_MNAME

When you are satisfied with your text, click Save to commit your changes. To abandon your changes
and return to the standard text, click Reset Text.

The changes will take effect from the next Client Quote Letter generated.

Click Exit to return to the main Admin screen.
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3.3 Client letter margin adjustment

To accommodate pre-printed letterheads of different formats you can alter the standard margins of Client
Quote letters.

To alter the standard margins used when generating a Client Quote Letter, click Client Letter from the
Main Admin screen.

The Edit Client Letter Parameters screen appears.

Use the drop down arrows provided to adjust the Left, Top and Right margins. You can set the default
margins from 0 to 5 cm, in 0.5 cm increments.

You must generate a letter to see the new margin settings. (The Preview Text button shows the actual
text only, not the actual page layout.)

Click Save to save the new settings.
Click Exit to return to the main screen.

CONTROLLED DOCUMENT - No Unauthorised Copying Date Printed: 3-Oct-11 Lu"gilnaeng@
DOCUMENT VERSION 2.10 Page 53



User Guide: Lumley Finance Select Quoting System
Section 4: Troubleshooting

4: Troubleshooting

4.1 Password difficulties

If you forget your password to access the Online Quoting System a facility is available to allow you to
retrieve it.

To recover a forgotten password, type your email address into the Login field, and then click Email
Password. Your password will be emailed to your email address.

4.2 User support

If you experience any other difficulty in using the Online Quoting System, you should contact Lumley
Finance on 0800 438 634, or send an email to finance@lumley.co.nz

4.3 Printing/Adobe

The quote documents will be created as PDF files. Acrobat Reader will open in a separate window to
display the documents.

If you don’t have Acrobat Reader installed on your PC, it can be downloaded free from the Adobe
website at :

http://get.adobe.com/reader/

NB: Some internal operating systems will not allow pop ups on certain web sites. If this is the case with
your system you will need to manually activate the pop ups option for the Lumley Finance online system.

For hints and tips on how this can be done you may wish to refer to the Microsoft web site by following
the address below:

http://support.microsoft.com/
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