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28 February 2018 
 
 
 

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. Additional Right-Click Options on Documents Tab – Right-click a document on the 

Documents tab in Folder Details to rename the document and, for word processing 

documents, to lock the document. Word processing documents can now also be locked 

from the Desktop Tree.  

2. Abeyance Type on Folder Details Abeyance Tab – New to the Abeyance tab in Folder Details 

is the “Type” column, which will display the kind of Abeyance.  

3. Abeyance Option in Right-Click Menu on Desktop – The right-click menu on the TBW/TUW 

Desktop has been improved with an Abeyance option, allowing you to create an Abeyance 

for the target document quickly and easily.  

4. Reorganized Vehicle/Trailer Display in Change Memo – Improvements have been made to 

the way towing vehicle and trailer details display in Company and Client Change Memos.  

5. Additional Filters and Columns in Claims File Report – A number of additional filter options 

and display columns, including Description, Pertains To, Policy Type, and more, have been 

added to the Claims File Report. 
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6. Enhancements to Mass Producer Change Feature – The Mass Producer Change feature now 

includes the ability to change Producers for Group folders, as well as the option to adjust 

Producer selection directly in the report window before applying Producer changes. 

7. View Client Reconciliations on The Accountant’s Desktop – On The Accountant’s Desktop, 

client Reconciliations will display alongside G/L Reconciliations in the Current and Closed 

Periods Reconciliations lists. 

8. Void a Direct Bill Receipt – The Void Receipt option is now available for Direct Bill receipts in 

Client folders. 

1. Additional Right-Click Options on Documents Tab 

Additional document options are available through the right-click menu on the Documents Tab in 
Folder Details. Now, using the right-click menu, you can rename a document and, for word 
processing documents, you can lock a document.  

To view the additional right-click options, first open Folder Details by double-clicking Folder Details 
in the Desktop Tree (see Figure 1.1). 

(Figure 1.1) 

 

On the Documents tab in the Folder Details window, right-click the target document. To change the 
document name, select Rename in the right-click menu (see Figure 1.2).  

 Please note that policy documents cannot be renamed on the Documents tab.  

http://www.cssionline.com/
http://www.cssionline.com/
http://www.cssionline.com/


       
 

 

3 

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

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

 

(Figure 1.2) 

 

In the Attention box, enter the new name for the document, and click OK (see Figure 1.3).  

(Figure 1.3) 

 

For word processing documents, the right-click menu on the Documents tab also provides the 
option to Lock the document (see Figure 1.4).  

 Use the Lock feature to prevent future modification of a word processing document. Please 
remember, the Lock option cannot be reversed once applied, and locked documents cannot 
be deleted from the File Cabinet.   

http://www.cssionline.com/
http://www.cssionline.com/
http://www.cssionline.com/


       
 

 

4 

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

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

 

(Figure 1.4) 

 

After you click Lock in the right-click menu, an Attention box will display, reminding you that locking 
the word processing document will prevent further edits, and that locking a document is 
irreversible. Click Yes to proceed with the lock (see Figure 1.5).  

(Figure 1.5) 

 

A locked document can be identified in the Desktop Tree and on the Documents tab in Folder 
Details by the Locked Document icon (see Figure 1.6). 

(Figure 1.6) 

 

Please note, for word processing documents already checked out from the File Cabinet, the Lock 
option is now also available on the Desktop Tree. Simply right-click the document and select Lock in 
the right-click menu (see Figure 1.7). Then, click Yes in the Attention box to proceed with locking the 
document.  
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(Figure 1.7) 

 

Return to Contents 
 

2. Abeyance Type on Folder Details Abeyance Tab 

The Abeyance tab in Folder Details has been updated with a “Type” column, which will indicate the 
kind of Abeyance. To view the new Abeyance Type column, first double-click Folder Details in the 
Desktop Tree (see Figure 2.1). 
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(Figure 2.1) 

 

On the Abeyance tab in the Folder Details window, note the Type column displaying the kind of 
Abeyance (see Figure 2.2). 

(Figure 2.2) 

 

If you would like to adjust which columns display on the Abeyance tab and in the printed report, 
please click the Columns button to open the Column Selection box (see Figure 2.3). 
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(Figure 2.3) 

 

Return to Contents 
 

3. Abeyance Option in Right-Click Menu on Desktop 

When you right-click a document in the TBW/TUW Desktop Tree, the right-click menu that displays 
provides you with the ability to complete various common tasks quickly and easily. Now, the 
Desktop right-click menu has been improved with an Abeyance option (see Figure 3.1) that allows 
you to create an Abeyance for the selected document. 
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(Figure 3.1) 

 

To create an Abeyance for a document in the Desktop Tree, right-click the document and select 
Abeyance in the right-click menu. Then, enter Abeyance details on the New Abeyance tab in the 
Activities dialog, and click OK (see Figure 3.2). 

 Note that certain document details will automatically populate on the New Abeyance tab. 
Make adjustments to these details as required.  
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(Figure 3.2) 

 

Return to Contents 
 

4. Reorganized Vehicle/Trailer Display in Change Memo 

Improvements have been made to the way towing vehicle and trailer details display in Company and 
Client Change Memos. Previously, when a Policy document included one or more towing vehicles 
and trailers, trailer details were included within the vehicle section in Change Memos. Now, trailer 
details will display in a separate section immediately following vehicle details, making the 
information easier to read and comprehend.  

To view this change, create a yellow Request document in the usual way, making additions and/or 
changes, as required, for the towing vehicle and trailer. Then, when the new Request document is 
open in the Document Window, click either the Company Memo or the Client Memo tab at the 
bottom of the window (see Figure 4.1).  
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(Figure 4.1) 

 

Scroll to view applicable vehicle and trailer details. Note that trailer information will display in a 
separation section immediately following the vehicle information (see Figure 4.2).  

(Figure 4.2) 

 

Return to Contents 
 

5. Additional Filters and Columns in Claims File Report  

The Claims File Report has been improved with a number of additional filter options and display 
columns, including Description, Pertains To, Policy Type, and more.  

To create a new Claims File Report, double-click Claims File in the Desktop Tree (see Figure 5.1). 
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(Figure 5.1) 

 

In the Claims File window, click the Filter button. In the Filter dialog that displays, enter applicable 
target parameters for the Claims File search (see Figure 5.2), and then click OK to generate the 
report.  

 Note the new Filter options available, including City, Province, Postal Code, Policy Type, 
Description, Pertains To, and Sub Brokers.  

(Figure 5.2) 
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All items matching the selected search parameters will load in the Claims File window. Scroll to view 
the additional columns that have been added to the report results (i.e. City, Province, Postal Code, 
Policy Type, Description, Pertains To, and Sub Broker) (see Figure 5.3). 

(Figure 5.3) 

 

 To sort search results, click a column heading to sort the list by that category (see Figure 
5.4). Click the column heading again to sort the list in reverse order.  

(Figure 5.4) 

 

To adjust which columns will display in the Claims File window, click the Columns button. In the 
Column Selection window, ensure appropriate columns are selected (see Figure 5.5) and click OK.  

 Note that this selection will apply until changed by the user. 

(Figure 5.5) 

 

http://www.cssionline.com/
http://www.cssionline.com/
http://www.cssionline.com/


       
 

 

13 

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

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

 

Return to Contents 
 

6. Enhancements to Mass Producer Change Feature 

With the Mass Producer Change feature, the TBW/TUW user can simultaneously update Producer 
assignments for a range of folders meeting specified parameters. The Mass Producer Change feature 
has been updated with a number of improvements, including the ability to change Producers for 
Group folders, as well as the option to adjust Producer selection directly in the report window 
before applying Producer changes.  

To perform a mass producer change, click Tools, Mass Producer Change (see Figure 6.1).  

(Figure 6.1) 

 

In the Mass Producer Change form, enter parameters to determine which folders will be updated as 
follows: 

a. Select All or the applicable ABD (Agency/Branch/Department). 

b. If applicable, select the Client Classification. 

c. To select a range of folder codes, enter the starting code letter(s) in the From box and the 
ending code letter(s) in the To box (see Figure 6.2). 
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(Figure 6.2) 

 

d. For the Producer being replaced, select the Producer Type, Level, and Code. 

e. Next, select the New Producer Code (for the replacing Producer) to assign to folders with 
the selected parameters.  

f. If desired, click to select the Change Open Abeyances checkbox to update applicable open 
folder Abeyances with the new Producer information, as well (see Figure 6.3). 

(Figure 6.3) 

 

g. Once parameters have been entered, click the View button to view a list of folders that will 
be affected by the change.  

In the Mass Producer Change Grid dialog, a list of folders matching the selected criteria will display.  

 Note that applicable Group folders will also display in the list (see Figure 6.4).  
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(Figure 6.4) 

 

 To sort the list by a particular category, click the corresponding column heading (see Figure 
6.5). Click the heading again to sort the list in reverse order.  

(Figure 6.5) 

 

 The Producer selection can be adjusted for a single folder, if required, directly from the 
report window. Click the current entry in the New Producer column, and select the 
appropriate Producer from the drop-down menu (see Figure 6.6).  
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(Figure 6.6) 

 

 The Producer selection can also be adjusted for multiple selected folders at once in the 
report window. Select the target rows, and then select the appropriate person in the 
Producer Name menu at the top of the grid. Click the Apply button to make the change (see 
Figure 6.7).  
o Multiple rows can be selected using Shift+click (for consecutive rows) or Ctrl+click (for 

non-consecutive rows).  

(Figure 6.7) 

 

When all report selections are as desired, click the Run & Report button to apply these Producer 
changes to the folders in the list (see Figure 6.8).  

(Figure 6.8) 

 

In the Attention box that displays, click Yes to proceed with the changes (see Figure 6.9). 
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(Figure 6.9) 

 

An Attention box will display to notify you when the records have been updated (see Figure 6.10). 
Click Yes to print a list of the changes just made, or click No to proceed without printing the report.  

 It is recommended to print a copy of the change results for your records. 

 If Yes is selected and Print Preview is enabled (through Tools, Options, Printing), first 
preview and then print or save a PDF copy of the Updated Mass Producer Change Report.  

(Figure 6.10) 

 

Click Close to exit the Mass Producer Change Grid window, and click Close to exit the Mass Producer 
Change form.  

Changes to Producer assignments can be viewed and managed on the Client Info tab in applicable 
Client folders or the Group Info tab in corresponding Group folders, as needed. 

Note that the Mass Producer Change feature is managed by User Rights (through Tools, 
Administrative, User Manager, Rights). In the User Access Rights dialog, the Mass Producer Change 
User Right is found on the General tab in the Settings section (see Figure 6.11). Please ensure only 
appropriate administrative staff has access to this feature. 
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(Figure 6.11) 

 

Return to Contents 
 

7. View Client Reconciliations on The Accountant’s Desktop  

Client Reconciliations will now display alongside G/L Reconciliations in the Current and Closed 
Periods Reconciliations lists on The Accountant’s Desktop.  

To view this feature, move to The Accountant’s Desktop and double-click Reconciliations in the 
Current or Closed Periods list (see Figure 7.1).  
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(Figure 7.1) 

 

 For the Closed Periods list, the Closed Period Query form will display, allowing you to enter 
filtering details. Note that you can select Clients as the search Target, and filter folder 
results by letter or number. If desired, choose a target folder in the ID drop-down menu, 
which will load with folder codes starting with the selected character (see Figure 7.2).   

(Figure 7.2) 
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Applicable client and G/L reconciliations will display in the Reconciliations list.  

To view additional information about a client Reconciliation, right-click the item in the list and select 
About in the right-click menu. The Transaction Details dialog will open, providing additional details 
about the Reconciliation, including Creator, Transaction Type, Accounting Date, and more (see 
Figure 7.3).  

(Figure 7.3) 

 

Related attachments can be managed for client Reconciliations from the Reconciliations list, as well. 
Right-click the item in the list, and select File Attachment in the right-click menu to open the File 
Attachments box (see Figure 7.4).  

 To add an attachment to the Reconciliation, click the Add button, and then find and double-
click the target file to attach it to the Reconciliation.   

 To open and view an existing attachment in its own window, select the corresponding 
checkbox for the item and click View.  

 If you would like to remove an existing attachment, select the corresponding checkbox and 
click the Delete button.  
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(Figure 7.4) 

 

You can also double-click a client Reconciliation in the Reconciliations list to open the Reconciliation 
dialog and view details about the item.  

 Please note, client Reconciliation details cannot be modified on The Accountant’s Desktop.  

 Additional information about a line item in the Reconciliation dialog can be viewed by right-
clicking the selected line, and then selecting Accounting Details in the right-click menu (see 
Figure 7.5).  

(Figure 7.5) 
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A client Reconciliation can be uncommitted and deleted from the Reconciliations list (subject to 
normal deletion and data integrity rules). To uncommit and delete a client Reconciliation from the 
Reconciliations list, follow these steps: 

a. Double-click the target Reconciliation in the Reconciliations list.  

b. In the Reconciliation dialog that displays, click the Uncommit button (see Figure 7.6).  

(Figure 7.6) 

 

c. In the Attention box, click Yes to proceed (see Figure 7.7).  

(Figure 7.7) 

 

A prompt will display to inform you that the reconciliation has been uncommitted and will be 
deleted (see Figure 7.8).  

(Figure 7.8) 
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Note that a client Reconciliation cannot be deleted directly from the Current Reconciliations list. If 

you select the Reconciliation in the list and then click the Delete  button on the Current 
Reconciliations toolbar, a prompt will display to remind you that the Reconciliation cannot be 
deleted until it is uncommitted (see Figure 7.9).  

(Figure 7.9) 

 

Return to Contents 
 

8. Void a Direct Bill Receipt 

TBW/TUW’s Void Receipt feature can be used to cancel a receipt that is not required or was entered 
incorrectly. When a receipt is voided, it is removed from the accounting system, but an audit trail for 
the voided receipt is maintained in the system. Now, the Void Receipt feature has been improved to 
allow voiding of Flowthrough Direct Bill receipts in Client folders. 

To void a Flowthrough Direct Bill receipt, first double-click the client’s Folder Details in the Desktop 
Tree (see Figure 8.1).  

(Figure 8.1) 
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Select the Ledger Card tab in the Folder Details window. In Balance Forward view on the Ledger 
Card, right-click the Direct Bill receipt to be voided, and select Void Receipt in the right-click menu 
(see Figure 8.2).  

 Please note, a Direct Bill receipt that has been deposited or is in a reconciliation or pending 
payment cannot be voided.  

(Figure 8.2) 

 

In the Void Receipt dialog, adjust details for the receipt to be voided, as required, and click OK (see 
Figure 8.3).  

 Note that the system will not allow you to backdate the void receipt to a date earlier than 
the earlier of the date of the original receipt or the last closed period (subject to the Prior 
Period Adjustments setting under Management Policies, Demographics, Options). 

(Figure 8.3) 
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Click OK in the Attention box (see Figure 8.4).  

(Figure 8.4) 

 

The void Direct Bill receipt will display on the Ledger Card, marked with a blue  Void icon and 
labeled as “Void Receipt” in the Trans. Type column.  

 To view additional information about a void receipt on the Ledger Card, right-click the item 
and select About in the right-click menu to open the Transaction Details dialog.  

On The Accountant’s Desktop, the applicable Void Number and Void Date for a voided Direct Bill 
receipt can be viewed in the Current or Closed Periods Receipts list (see Figure 8.5). 

(Figure 8.5) 

 

A list of Current or Closed Periods void receipts can be viewed by double-clicking Void Receipts 
under Current or Closed Periods in the Accounting Tree. To view additional information about a 
particular void receipt, choose one of the following options:  

 Right-click the target item in the list and select About in the right-click menu (see Figure 8.6) 
to open the Transaction Details dialog. 
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(Figure 8.6) 

 

 Double-click the target void receipt in the list to open it in its own window. Then, click the 
About button to open the Transaction Details window and view additional void receipt 
details (see Figure 8.7).  

(Figure 8.7) 

 

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 
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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.  

Connect with us on Facebook and Twitter for product updates and other news! 
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