30 September 2015

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. Check Out Multiple Documents from the Client Folder – Save time by selecting and checking
out multiple documents at one time from the Documents tab in Folder Details.
2. Save a TBW/TUW Word Processor Document in PDF Format – Documents can now be saved
in PDF format in the TBW/TUW Word Processor and then emailed directly from the Desktop
Tree.
3. TBW/TUW Word Processing Custom Inserts Enhancement – Updates to the word
processing Custom Inserts feature include a Custom Inserts sidebar, the ability to modify
and delete Custom Inserts, Tag identifiers, and more.
4. Enhancements to the Production Report – The Production Report has been updated with
multi-select controls and numerous additional filter and reporting options.
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5. Generate a Commercial Vehicle Supplement for an Auto Application – When an Auto
Application is being created, the user can choose to generate a Commercial Vehicle
Supplement, if required, for any individually rated commercial vehicles in the Auto
IntelliQuote.
6. Enhanced Open Items View on Ledger Card – The Open Items view has been enhanced with
the ability to expand or collapse all transactions with one click. Also, the Open Items view
will now automatically open with all transactions closed/collapsed.
7. Accounting Attachments – To support the paperless initiative, TBW now offers the ability to
attach one or more documents to a variety of accounting transactions, including cheques,
receipts, and journal entries.
8. Void an Existing Receipt – Use the Void Receipt feature to cancel a receipt that is not
required or was entered incorrectly. A voided receipt is removed from the accounting
system, but an audit trail for the voided receipt is maintained.
9. ”About” Feature in Deposits List – Right-click an item in the Current or Closed Periods
Deposits list and select “About” to view additional details about that deposit.
10. Multi-ABD Account Cloning in Chart of Accounts – The Multi-ABD account cloning feature
allows the TBW/TUW user to create a new account for all or selected ABDs, as required, in
one quick, efficient step.
11. Modify Description of Open Pending Payment – Make changes to the description of an open
Pending Payment, if required.
12. Enhanced “Shell Only” Pending Payment – The Date Range and Exclusions can now be
selected when the “Shell Only” option is applied in a Pending Payment.

1. Check Out Multiple Documents from the Client Fol der
Until now, only one document on the Documents tab in the client’s Folder Details could be checked
out at one time. Now, the TBW/TUW user can save time and improve efficiency by selecting and
checking out multiple documents at once.
To check out multiple documents, first open the client’s Folder Details by double-clicking Folder
Details in the Desktop Tree (see Figure 1.1).
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(Figure 1.1)

On the Documents tab in Folder Details, select multiple documents to check out (use Ctrl+click to
select multiple non-sequential documents, or use Shift+click to select multiple sequential
documents).
Once the documents have been selected, either click the Place on Desktop button, or right-click one
of the selected documents and click Check Out in the right-click menu (see Figure 1.2). The selected
documents will be checked out to the Desktop.
(Figure 1.2)

Please note the following when working with this feature:
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The ability to check out multiple documents at one time is available only when the ‘All
Documents – Relational’ filter is applied on the Documents tab (see Figure 1.3).
(Figure 1.3)



This feature is available only when working online, and only for Client folders (not for Group
Folders).
Return to Contents

2. Save a TBW/TUW Word Processor Document in PDF Format
In response to requests from our clients, documents can now be saved in PDF format in the
TBW/TUW Word Processor, and the PDF document can then be emailed to a client or another
contact directly from the Desktop Tree, if required.
To save a word processing document in PDF format, first create the document in the usual manner,
by dragging the letter template from the Letters Tray and dropping it on the appropriate Client
folder or document in the Desktop Tree (see Figure 2.1).
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(Figure 2.1)

Once any required changes have been made to the document in the TBW/TUW word processing
window, click File, Save As, TBW PDF (see Figure 2.2).
(Figure 2.2)

In the Word Processor dialog, enter a descriptive name for the PDF document, and click OK (see
Figure 2.3).
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(Figure 2.3)

Click File, Close to return to the TBW/TUW window. In the Attention window, click Yes to also save
the document as a TBW/TUW word processing document in the Client folder, or click No to close the
document without saving in this format (see Figure 2.4).
 Please note: Whether or not the document is saved as a word processing document in this
step, the PDF copy of the document saved previously will still be available.
(Figure 2.4)

The PDF document will be available in the Desktop Tree and on the Documents tab in Folder Details.
To email the PDF document to the client or another contact, drag and drop the Email icon from the
Tray onto the document or right-click the PDF document and select Send (see Figure 2.5).
(Figure 2.5)
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The PDF document will automatically be added as an attachment to the Email Message (see Figure
2.6). Complete and send the message in the usual manner.
(Figure 2.6)

Return to Contents

3. TBW/TUW Word Processing Custom Inserts Enhancement
Recent enhancements to the TBW/TUW word processing Custom Inserts feature include a Custom
Inserts sidebar, the ability to modify and delete Custom Inserts, Tag identifiers, and more.
Custom Inserts are used to save commonly used data and insert it into word processing documents
quickly and easily. Rather than retyping frequently used information (such as a closing signature, a
document header, or office contact information) over and over again in new documents, the
TBW/TUW user can create a number of different reusable Custom Inserts, and then choose the
appropriate option to add to a particular template or document whenever necessary.

Create a Custom Insert
To create and save a new Custom Insert in the TBW/TUW word processor, enter and format the
information to be used as a Custom Insert, and then select the data (see Figure 3.1).
 Custom Inserts can include text, graphics, tables, data fields, or any combination of these.
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(Figure 3.1)

Then, to save the selected data as a reusable Custom Insert, click Tools, Inserts, Create Custom
Insert (see Figure 3.2).
(Figure 3.2)

In the Custom Insert dialog that displays,
a. Enter a meaningful Name for the Custom Insert.
b. In the Tag field, enter or select a Tag for the Custom Insert.
 The Tag is a category identifier for the Custom Insert. Custom Inserts are organized by
Tag in the Custom Inserts Sidebar and in the main Custom Inserts dialog.
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Any Tag that is entered in this dialog will be available for selection in the Tag drop-down
menu when future Custom Inserts are created (see Figure 3.3).
(Figure 3.3)




Tags can be renamed or deleted, as required. Click here for more information.
If no Tag is assigned to a Custom Insert, the Custom Insert will display in the Untagged
Category in the Custom Inserts Sidebar and the Custom Inserts dialog. A Tag can be
assigned to the Custom Insert at a later time, as required.
c. Add a meaningful Description for the Custom Insert.
 Custom Insert Descriptions display in the Custom Inserts Sidebar and the main Custom
Inserts dialog, and are particularly useful in identifying a target item in a large list of
Custom Inserts.
d. Click OK (see Figure 3.4).
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(Figure 3.4)

Insert a Custom Insert
Once a Custom Insert has been created, it will be immediately available for insertion into a
document or template. You can add a Custom Insert using the menu bar or with the help of the new
Custom Inserts Sidebar.
 Please remember, a data field in a word processing template will not pull data from a Client
folder or document unless the template has been dropped on that folder or document. As
such, if a Custom Insert contains one or more data fields, that Custom Insert should be
inserted in word processing templates (not word processing documents).

Insert a Custom Insert using the Menu Bar
To add a Custom Insert to a document or template using the menu bar, click in the document where
the Custom Insert will be placed, and then click Tools, Inserts, Custom Inserts. In the Custom Inserts
dialog, simply select the appropriate Custom Insert in the Existing Inserts list, and click the Insert
button (see Figure 3.5).
 Existing Custom Inserts are sorted alphabetically by their assigned Tag. Click the plus (+) sign
beside a Tag to open that category and view the list of available Custom Inserts assigned to
that Tag.
4
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Select a Custom Insert in the Existing Inserts list to view the Custom Insert content and
description in the Text and Description boxes.
(Figure 3.5)



Use the Filter option in the Custom Inserts dialog to find a target item more quickly. Enter a
word or a few characters in the Filter box, and the list of Existing Inserts will reload to
display only those items containing the target text (see Figure 3.6).
(Figure 3.6)
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Insert a Custom Insert using the Custom Inserts Sidebar
You can also insert Custom Inserts with the help of the new Custom Inserts Sidebar. This option is
especially helpful when multiple Custom Inserts will be added to a document or template.
To open the Custom Inserts Sidebar, either click Tools, Inserts, Show Custom Insert Sidebar, or
right-click the document and select Show Custom Insert Sidebar (see Figure 3.7).
(Figure 3.7)

The Custom Inserts Sidebar will open on the left side of the word processing window, with available
Custom Inserts organized alphabetically in Tag categories.
To insert a Custom Insert from the sidebar, simply click in the document where the Custom Insert
will be placed, and then double-click the target Custom Insert in the sidebar or right-click the
Custom Insert and select Insert (see Figure 3.8).
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(Figure 3.8)



If additional information is needed about a Custom Insert in the sidebar, click the item once
and view its Description in the Description box (see Figure 3.9).
(Figure 3.9)

Note that Data Fields can be accessed in this Sidebar, as well, by selecting the Data Fields tab (see
Figure 3.10).
 When you open the list of data fields by clicking the Insert Field
button on the word
processing toolbar or clicking Insert, Field, simply select the Custom Inserts tab on the
Sidebar if you need to access Custom Inserts.
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(Figure 3.10)

Once a Custom Insert has been added to a document or template, the content can be modified or
deleted, if necessary.
 If the Custom Insert contains one or more data fields that must be removed from the
document, please remember that they must be deleted in the usual manner for data fields
(i.e. right-click the data field and select Delete Data Field or click the data field and then
click Ctrl+D on your keyboard).

Modify a Custom Insert
Existing Custom Inserts can be modified, if required. For example, you may want to make changes to
the content of a Custom Insert, add additional details to a Description, or assign Tags to Custom
Inserts currently located in the Untagged category.
To make changes to an existing Custom Insert, choose one of the following options:
 Click Tools, Inserts, Custom Inserts. Then, in the Custom Inserts dialog, select the Custom
Insert to be modified, and click the Edit button (see Figure 3.11).
(Figure 3.11)



4

Right-click the Custom Insert in the Custom Inserts Sidebar, and select Edit (see Figure 3.12).
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(Figure 3.12)

In the Custom Insert box that displays, make changes to the Custom Insert details and content, as
required, and click OK.
 When modifying the Custom Insert content in this dialog, text can be added, modified, or
deleted, and the Ctrl+V option can be used to paste copied content (such as text, data fields,
or tables) into the Text box.
 If more significant changes to a Custom Insert are required (such as inserting or removing a
graphic or making changes to or deleting data fields in the Custom Insert), create a new
Custom Insert, instead. The original Custom Insert can then be deleted, if desired.

Delete a Custom Insert and Restore a Deleted Custom Insert
An existing Custom Insert can be deleted, if it is no longer needed or relevant. When a Custom Insert
is deleted, it will be removed from the list of available Custom Inserts – however, rather than being
deleted permanently, this item will be archived (hidden) and can be restored to the list of Custom
Inserts at a later time, if required.
To delete (hide) a Custom Insert, click Tools, Inserts, Custom Inserts in the word processing window.
In the Existing Inserts area in the Custom Inserts window, select the Custom Insert to be deleted,
and click the Delete button (see Figure 3.13).
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(Figure 3.13)

Click Yes in the Attention box (see Figure 3.14), and the Custom Insert will be removed from the list.
(Figure 3.14)

To restore a deleted (archived) Custom Insert, click Tools, Inserts, Create Custom Insert. In the
Custom Insert dialog, enter the exact name of the deleted item in the Name field, and click OK. In
the Attention box, click Yes to restore details from the previously deleted Custom Insert (see Figure
3.15).
 Note that any current details in the Custom Inserts dialog will be overwritten with details
from the restored Custom Insert.
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(Figure 3.15)

Make any required changes to the details or content for the restored Custom Insert, and click OK.

Rename and Delete Custom Insert Tags
Custom Insert Tags allow the TBW/TUW user to organize Custom Inserts into user-defined
categories. The Tag feature is particularly helpful in managing a large list of Custom Inserts and
when the user must find a target Custom Insert in a long list of available options.
Tags are created and assigned to Custom Inserts when Custom Inserts are being created or edited.
Once a Tag has been created, its name can be changed, if required. To modify a Tag name, right-click
the Tag in the Custom Inserts Sidebar and select Rename (see Figure 3.16). Then, in the Rename Tag
box, enter the new name for the Tag, and click OK.
(Figure 3.16)

A Tag can also be deleted if it is no longer needed. To delete a Custom Insert Tag, first assign each
Custom Insert currently in that Tag category to another Tag category. Once all of its Custom Inserts
have been reassigned, the original Tag category will automatically be deleted.
 To assign a Custom Insert to a new Tag category, right-click the Custom Insert in the Custom
Inserts Sidebar and select Edit. In the Custom Insert dialog that displays, select or enter a
different Tag, and then click OK (see Figure 3.17).
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(Figure 3.17)

Custom Inserts Management & User Rights
Please note that the updated Custom Inserts feature is managed by User Rights. To manage User
Rights, click Tools, Administrative, User Manager, Rights in the TBW/TUW window. Word Processing
User Rights are found on the General tab (see Figure 3.18).
 In the Word Processor Custom Inserts row, the ‘View’ right is required to view and insert
Custom Inserts, the ‘New’ right is required to create a new Custom Insert, and the ‘Delete’
right is required to delete (archive) a Custom Insert.
(Figure 3.18)

Return to Contents
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4. Enhancements to the Production Report
We are pleased to announce that the Production Report has been updated and optimized with the
following new options and features:
 Increased report flexibility with multi-select controls
 Filter report by producer assignment on the transaction or the folder
 Filter report by one or more broker provinces and client provinces
 Group report results by month and year in the selected date range
 Compare the previous year in the report results
 A new Presets button to save and reuse commonly used report parameters
To create a Production Report, click Reports, Production Report (see Figure 4.1).
(Figure 4.1)

In the Production Report form, enter required report parameters and options. In addition to the
newly enhanced appearance of the Production Report form, please also note the following updates
to the report options:
 Some existing report parameters have been modified, and new report parameters have
been added.
o For example, rather than selecting the Agency, Branch, and Department separately (as
in the previous Production Report form), you can now use the Reporting Level menu to
select the applicable Agency/Branch/Department parameters.
 Previously, only All or one item could be selected from the parameter drop-down menus
(e.g. only All or a particular company could be selected from the Company Code menu).
Now, you can leave the selection at All or click the Browse
button to open the
applicable Parameters box and select one or more applicable filters (see Figure 4.2).
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(Figure 4.2)



If Producers are included in filtering and reporting, you are able to select whether the report
will be based on the Producer assignment on the Transaction or the Folder (see Figure 4.3).
(Figure 4.3)



4

One or more Broker Provinces and Client Provinces can be included in the report (see
Figure 4.4). Click the Browse button to make applicable selections.
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(Figure 4.4)



If required, report results can be Grouped by Month/Year within the date range selected in
the Production Report form (see Figure 4.5).
(Figure 4.5)



Report Options now include the ability to Compare the Previous Year in the report results
(see Figure 4.6).
(Figure 4.6)

o

4

Note that the selected date range under Date Options must not exceed one year when
using the Compare Previous Year option. A reminder prompt will display if the selected
dates span more than one year when this comparison option is selected (see Figure 4.7).
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(Figure 4.7)



Use the Presets button to save and reuse commonly used report parameters in the
Production Report form.
o To save a new preset, enter report parameters as required, and then click the Presets
button (see Figure 4.8). In the Parameter Presets box, enter a name for the new preset
and click Save (see Figure 4.9).
(Figure 4.8)

(Figure 4.9)

o

4

To load saved parameters in the Production Report form, click the Presets button and,
in the Parameter Presets box, select the target preset from the drop-down menu and
click Open (see Figure 4.10). Parameters can then be adjusted for the current report, if
required.
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(Figure 4.10)

o

When a particular preset is selected and loaded in the Production Report form, the
name of the selected preset will display next to the Presets button (see Figure 4.11).
(Figure 4.11)

o

To delete an existing preset that is no longer needed, click the Presets button, select the
target preset from the menu, and click the Delete button. Click OK in the Deleting
Preset box (see Figure 4.12).
(Figure 4.12)

Once all parameters and options have been selected in the Production Report form, click the View
button to create the report. To export the report to Microsoft Excel for additional use and analysis,
click Tools, Export, Excel. To print a copy of the report, click the Print
button on the TBW/TUW
toolbar. Parameters that have been selected in the Production Report form will display at the top of
the printed report (see Figure 4.13).
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(Figure 4.13)

Return to Contents

5. Generate a Commercial Vehicle Supplement for an Auto

Application
When you are creating an Auto Application, you can now choose to generate a Commercial Vehicle
Supplement, if required, for any individually rated commercial vehicles in the Auto IntelliQuote. The
Commercial Vehicle Supplement, which will display details for each commercial vehicle in the Auto
IQ, will be included as part of the completed Application document.
Create an Auto Application by dragging and dropping the Application icon from the Insurance Tray
onto the Auto IQ in the Desktop Tree (see Figure 5.1).
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(Figure 5.1)

Enter Application details as requested. If the IntelliQuote includes one or more commercial vehicles,
the Commercial Vehicle Supplement Attention box will display during the workflow. Click Yes to
include the Commercial Vehicle Supplement in the Application document, or click No to create the
Application without a Commercial Vehicle Supplement (see Figure 5.2).
(Figure 5.2)

If Yes is selected, the Commercial Vehicle Supplement will be generated and included in the PDF
Application document (see Figure 5.3). Note that only details for commercial vehicles (not private
passenger vehicles) will be included in the Commercial Vehicle Supplement.

4
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(Figure 5.3)

Return to Contents

6. Enhanced Open Items View on Ledger Card
The Open Items view on the Ledger Card has been enhanced with the ability to expand or collapse
all transactions with one click. In addition, the Open Items view will now automatically open with all
transactions closed/collapsed, allowing the TBW/TUW user to locate target transactions quickly and
easily.
To view this enhanced feature, double-click Folder Details in the Desktop Tree (see Figure 6.1).

4

297 Nelson St. W.  P.O. Box 639, Virden, MB, R0M 2C0  thebrokersworkstation.com
Tel: 204-748-4800  Toll-free: 1-888-291-3588  Fax: 204-748-4806

27

(Figure 6.1)

Click the Ledger Card tab in the Folder Details dialog, and select the Open Items view (see Figure
6.2).
(Figure 6.2)

In Open Items view, note that all transactions are initially closed/collapsed, allowing you to scroll
through the list and locate target items quickly. To view the closing item(s) for a particular
transaction, simply click the plus (+) sign next to the transaction to expand details for that item (see
Figure 6.3).
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(Figure 6.3)

All transactions in Open Items view can be expanded at one time by clicking the Expand All button
in the lower right-hand corner of the screen (see Figure 6.4).
 Once all transaction items have been expanded, the Expand All button will automatically
change to a Collapse All button. Click the Collapse All button to close/collapse all items in
Open Items view at once.
(Figure 6.4)

Return to Contents

7. Accounting Attachments
To support the paperless initiative, TBW now offers the ability to attach documents to a variety of
accounting transactions, including cheques, receipts, and journal entries. No more paper, no more
filing!
One or more files can be attached to an accounting transaction when the transaction is first created
or anytime afterwards. To attach a document to a new GL transaction, create the transaction in the
usual manner. Once details for the transaction have been entered, click the Attach button (see
Figure 7.1).
 Cheque attachments will be displayed in the following examples.
4
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(Figure 7.1)

In the File Attachments dialog that displays, choose one of the following options:
 Drag and drop one or more files from the Windows desktop onto the File Attachments
window, or
 Click the Add button (see Figure 7.2). Next, in the Select File… dialog, find and double-click
the target document to add it to the File Attachments list. Repeat to add additional
attachments to the list for this transaction, if required.
(Figure 7.2)

Then, in the File Attachments window, click Close (see Figure 7.3).

4
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(Figure 7.3)

Click OK to post the transaction with the attachment(s).
If the target document is open, you will be reminded to close the file before attaching it to the
transaction (see Figure 7.4).
(Figure 7.4)

Attached documents are saved in the TBW Images directory and, if the name of a selected
attachment is already in use in the Images directory, you will be prompted to rename the document.
Click Yes in the Attention box (see Figure 7.5), and enter a new name for the file in the New File
Name box (see Figure 7.6).
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(Figure 7.5)

(Figure 7.6)

The number of documents currently attached to an accounting transaction is shown in the
Attachments column in the Current or Closed Periods List (see Figure 7.7).
(Figure 7.7)

To view, add, or delete attachments for a current transaction, simply right-click the transaction in
the List, and select the File Attachment option in the right-click menu (see Figure 7.8) to open the
File Attachments dialog.
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(Figure 7.8)

In the File Attachments dialog, click the Add button to find and select a document to attach to the
transaction in the manner described above.
Any files attached to a transaction can also be viewed from the File Attachments dialog. To preview
an attachment, select the document in the File Attachments window, and then click View (see
Figure 7.9). The attachment will open in an external window.
 To preview multiple attachments, select the applicable documents and click the View
button. The Ctrl+A feature can be used to select all attachments at once.
(Figure 7.9)

Attachments can be removed from a transaction in the File Attachments dialog, as well. To remove
an attachment, simply select the attachment and click the Delete button (see Figure 7.10).
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(Figure 7.10)

Click Yes in the Attention box to remove the attachment from the transaction (see Figure 7.11).
(Figure 7.11)

The number and name of any files attached to a transaction are also available through the ‘About’
feature. Right-click the transaction in the Current or Closed Periods List and select About in the
right-click menu to view details about the transaction (see Figure 7.12).
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(Figure 7.12)

The Transaction Details window will display additional information about the transaction, including
details about any File Attachments (Figure 7.13).
(Figure 7.13)

Please note the following when working with the Accounting Attachments feature:
 Attachments can be any type of file that supports the transaction, including images, PDFs,
emails, audio recordings, Excel worksheets, Word documents, etc.
 Attached documents will be saved as ‘read only’ to maintain the integrity of the relationship
of the attachment content and the corresponding transaction.
 When an existing transaction is copied to create a new transaction, the attachments from
the original transaction will not copy over to the new transaction. Any applicable documents
can be attached to the new transaction, as required.
 If an accounting transaction is deleted, its attachments will be deleted, as well.
 Attachments are also accessible via the Accounting Drilldown process.
Return to Contents
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8. Void an Existing Receipt
With the convenience of the Void Cheque feature, our users have asked for the ability to void an
existing Receipt, as well. We are pleased to announce that TBW/TUW users can now use the Void
Receipt feature to cancel a receipt that is not required or was entered incorrectly. When a receipt is
voided, it will be removed from the accounting system, but an audit trail for the voided receipt will
be maintained in the system.
A client or non-client receipt that has been posted but not deposited can be voided. Non-client
receipts are voided on The Accountant’s Desktop, while client receipts are voided on The Broker’s
Desktop.

Void a Receipt on The Accountant’s Desktop
Choose one of the following options to void a non-client receipt on The Accountant’s Desktop:


Find and select the applicable receipt in the Current or Closed Periods Receipts list, and
then click the Void button on the Receipts toolbar (see Figure 8.1).
(Figure 8.1)



4

Find and double-click the applicable receipt in the Current or Closed Periods Receipts list. In
the GL Receipt dialog that displays, click the Void Receipt button (see Figure 8.2).
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(Figure 8.2)

Then, 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)

Finally, click OK in the Attention box (see Figure 8.4).
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(Figure 8.4)

Refresh the Receipts list to view the Void Number and Void Date for the voided receipt (see Figure
8.5).
(Figure 8.5)

Void a Client Receipt
A client receipt that has been posted but not deposited can be voided on The Broker’s Desktop, as
required. To void a client receipt, first double-click the client’s Folder Details in the Desktop Tree
(see Figure 8.6).
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(Figure 8.6)

In Balance Forward view on the Ledger Card tab in Folder Details, choose one of the following
options:
 Right-click the receipt to be voided, and select Void Receipt in the right-click menu (see
Figure 8.7).
(Figure 8.7)



4

Select the receipt to be voided, click the Transactions button and, in the dialog that displays,
select the Void Receipt option and then click OK (see Figure 8.8).
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(Figure 8.8)

In the Void Receipt dialog, adjust details for the receipt to be voided, as required, and click OK (see
Figure 8.9).
 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 8.9)

Then, click OK in the Attention box (see Figure 8.10).
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(Figure 8.10)

The void receipt will display on the Ledger Card, marked with a blue Void
‘Void Receipt’ in the Trans. Type column (see Figure 8.11).

icon and labeled as a

(Figure 8.11)

About Voiding Receipts
A receipt that is not required or was entered incorrectly can be voided from three different locations
in TBW/TUW: the Current or Closed Periods Receipts list, the Receipts form, or the Ledger Card (in
the case of a folder receipt). When a receipt is voided, the history of the original receipt is left intact
for the purposes of maintaining receipt-number continuity and internal control.
While non-client receipts can be voided on The Accountant’s Desktop in the Receipts list or on the
Receipts form, a client receipt must be voided on the Ledger Card. If you try to void a client receipt
on The Accountant’s Desktop, you will be reminded that only non-client receipts can be voided here
(see Figure 8.12).
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(Figure 8.12)

Receipts that have already been deposited cannot be voided, and, if you attempt to void a receipt
that has been included in a deposit, a prompt will display to remind you that this receipt cannot be
voided (see Figure 8.13).
(Figure 8.13)

Also, if a receipt is to be voided and is already the target or allocation in an AR or AP Reconciliation
or included in an AP Pending Payment, you will be reminded to remove the receipt from the
reconciliation or pending payment before proceeding.
If a client or non-client receipt that has been voided is printed, it will be clearly marked with the text
‘VOID’ (see Figure 8.14).
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(Figure 8.14)

Once a client or non-client receipt has been voided, the receipt cannot be modified or deleted. If
you attempt to edit or delete a voided receipt, an Attention prompt will display to remind you that
this action is not allowed (see Figure 8.15).
(Figure 8.15)

Please note that the Void Receipts feature is managed by User Rights (through Tools,
Administrative, User Manager, Rights). The rights option for Void Receipts is found on the
Accounting tab in the User Access Rights dialog (see Figure 8.16).
 Click in the cell at the very end of the row to select or deselect all items in the row.
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(Figure 8.16)

About Current and Closed Period Void Receipts
Once a client or non-client receipt has been voided, the applicable Void Number and Void Date can
be viewed in the Current or Closed Periods Receipts list on The Accountant’s Desktop (see Figure
8.17).
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(Figure 8.17)

A list of current client and non-client void receipts can be viewed by double-clicking Void Receipts in
the Current Tree in the Accounting Tree (see Figure 8.18).
(Figure 8.18)



A list of void receipts in a Current or Closed Period can be exported to Microsoft Excel for
additional use or analysis. To export the list to Excel, click Tools, Export, Excel. In the Save
As dialog, enter a File Name for the document, select the Location to save the file, and click
Save.

After a month has been closed in the system, applicable Current Void Receipts will be moved to the
Closed Periods Void Receipts list. Void receipts in the Closed Periods list can be viewed by double-
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clicking Void Receipts in the Closed Periods Tree in the Accounting Tree, and then entering filter
details in the Closed Period Query dialog to locate target void receipt(s).
Double-click a void receipt in the Current or Closed Period Void Receipts list to view additional
details in the Void Receipt dialog (see Figure 8.19).
 Click the View Details button in the Void Receipt dialog to view additional details about the
selected Receipt Line Item.
(Figure 8.19)



4

Click the Print button in the Void Receipt dialog to open the Print dialog and print details
about the void receipt, or to save these details in PDF format (see Figure 8.20).

297 Nelson St. W.  P.O. Box 639, Virden, MB, R0M 2C0  thebrokersworkstation.com
Tel: 204-748-4800  Toll-free: 1-888-291-3588  Fax: 204-748-4806

46

(Figure 8.20)

If, after voiding a receipt, you determine that the void was done in error, the void receipt can be
deleted. Non-client void receipts are deleted on The Accountant’s Desktop, and client void receipts
are deleted on the Documents tab in the client’s Folder Details. Remember, a void receipt can only
be deleted if it is in an open accounting month and is not in an AR or AP Reconciliation.
 To delete a non-client void receipt on The Accountant’s Desktop, double-click Void Receipts
in the Current Tree. Find and select the void receipt, and click the Delete button on the
toolbar (see Figure 8.21). Click Yes in the Attention box to delete the item.
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(Figure 8.21)



To delete a void receipt on The Broker’s Desktop, open the client’s Folder Details on the
Desktop Tree. On the Documents tab in Folder Details, find and right-click the void receipt,
and click Delete in the right-click menu (see Figure 8.22). Click Yes in the Attention box to
delete the item.
(Figure 8.22)

Return to Contents

9. “About” Feature in Deposits List
The “About” feature is now available in the Deposits list on The Accountant’s Desktop. To view
additional details about a particular deposit, simply right-click the item, and then select “About” in
the right-click menu to view information about the deposit.
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To view this feature, open the Current or Closed Periods Deposits list in the usual manner. Rightclick the target deposit in the list and select About (see Figure 9.1).
(Figure 9.1)

In the Transaction Details window, view information about the deposit, including Creator, Cleared
Bank (Yes/No), Bank Account Number, and more (see Figure 9.2).
(Figure 9.2)
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Click the Print button to print the information in the Transaction Details dialog, if required. When
you are ready to return to the Deposits list, simply click Cancel or close the Transaction Details
window.
Return to Contents

10. Multi-ABD Account Cloning in Chart of Accounts
Until now, creating a new account in the TBW/TUW Chart of Accounts meant manually creating the
new account for each Agency/Branch/Department (ABD) combination that existed in the company
structure. Now, the program has been enhanced with a multi-ABD account cloning feature that
allows the TBW/TUW user to create the new account for all or selected ABDs, as required, in one
quick, efficient step.
To view this feature, create a new account on The Accountant’s Desktop in the usual manner by
double-clicking Chart of Accounts in the Accounting Tree, and then clicking the Add a New Record
button on the Chart of Accounts toolbar (see Figure 10.1).
(Figure 10.1)

In the G/L Chart of Accounts dialog, click the Browse
Levels (see Figure 10.2).

button to select the appropriate Reporting

(Figure 10.2)

Then, in the Reporting Levels dialog, select All or the applicable ABDs, and click OK (see Figure 10.3).
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(Figure 10.3)

Enter additional account details in the G/L Chart of Accounts dialog, and click OK.
Please note the following about the Multi-ABD account cloning feature:
 If you create a new account and select All in the Reporting Levels dialog, a new account will
be created for every ABD combination in the system, with the exception of ABDs that
already have that account. No duplicate accounts will be created if that account already
exists for one or more ABDs.
 The Chart of Accounts is controlled by User Rights (Tools, Administrative, User Manager,
Rights). As such, if a user does not have access to a particular ABD, he or she cannot create a
new account for that ABD.
 When an account is edited, the Agency/Branch/Department selections are read-only and
cannot be modified.
Return to Contents

11. Modify Description of Open Pending Payment
The Pending Payment feature has been updated with the ability to modify the description of an
open Pending Payment after the Payment Tools are pulled, if required.
If you would like to edit the Description of a Pending Payment, move to The Accountant’s Desktop
and double-click Accounts Payable in the Accounting Tree (see Figure 11.1).
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(Figure 11.1)

On the Payment Tools (Working) tab, double-click the target Pending Payment (see Figure 11.2).
(Figure 11.2)

In the Pending Payment window, modify the Description, as required, and click OK (see Figure
11.3).

4

297 Nelson St. W.  P.O. Box 639, Virden, MB, R0M 2C0  thebrokersworkstation.com
Tel: 204-748-4800  Toll-free: 1-888-291-3588  Fax: 204-748-4806

52

(Figure 11.3)

Click the Payment Tools (Working) tab again to refresh the list and view the updated Description in
the list of open Pending Payments.
Please note that the description of a closed Pending Payment is read-only and cannot be modified.
Return to Contents

12. Enhanced “Shell Only” Pending Payment
The Shell Only, No Selections checkbox in the Pending Payments dialog allows a user to make a
completely custom Pending Payment based on user selections of transactions. Now, this feature has
been enhanced with the ability to select the Date Range and Exclusions when the “Shell Only”
option is applied.
To view this feature, move to The Accountant’s Desktop and double-click Accounts Payable in the
Accounting Tree (see Figure 12.1).

4

297 Nelson St. W.  P.O. Box 639, Virden, MB, R0M 2C0  thebrokersworkstation.com
Tel: 204-748-4800  Toll-free: 1-888-291-3588  Fax: 204-748-4806

53

(Figure 12.1)

On the Payment Tools (Working) tab, click the New Pending Payment
Figure 12.2).

button on the toolbar (see

(Figure 12.2)

In the Pending Payments dialog, enter details for the Pending Payment in the usual manner, either
by making new selections or using an existing template. When the Shell Only, No Selections
checkbox is selected, note that the applicable Date Range and Exclusions can be selected, as
required (see Figure 12.3).
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(Figure 12.3)

Return to Contents

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

Yours sincerely,
Custom Software Solutions Inc.

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

4

297 Nelson St. W.  P.O. Box 639, Virden, MB, R0M 2C0  thebrokersworkstation.com
Tel: 204-748-4800  Toll-free: 1-888-291-3588  Fax: 204-748-4806

