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20 December 2016 
 
 
 

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. Set Default Area Code by TBW/TUW User – The Default Area Code in TBW/TUW is now set 

and managed by each individual user, rather than controlled with a system-wide setting. 

2. Retain Column Width in File Cabinet – When columns in the Open a File dialog are adjusted 

to the desired width, this setting will now remain in place until changed by the user. 

3. Additional Statement Output Options from Ledger Card – Additional one-off output options 

for statements, including PDF to folder and PDF to email, are now available on client and 

broker Ledger Cards. 

4. Toggle Button in TBW/TUW Word Processor – The new Toggle button, which keeps the 

word processing window in place above the main TBW/TUW window, will be particularly 

useful when additional TBW/TUW files must be attached to a word processing document 

before emailing. 

5. Portage Mutual Insurance New Business Upload – CSSI’s TBW and IQ are connected with 

Portage Mutual Insurance’s new business upload web service. This integration allows 

brokers to upload both Personal Lines Automobile and Habitational new business policies in 

the various regions where Portage Mutual conducts business. 
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6. Attach Additional TBW Documents when Emailing Change Memos – When Company and/or 

Client Change Memos are emailed, additional TBW documents can be attached to the email 

message, if required. 

7. Email included in Closed Day Report – Any email message that has been moved to a Client 

folder will now be included in the TBW/TUW Closed Day Report.  

8. Search Current Receipts – The new search interface allows the TBW/TUW user to search the 

Current Receipts List quickly and easily, targeting one or more specific receipts. 

9. Additional Details for Zero-Amount Opening Balance in GL Inquiry – The GL Inquiry has been 

improved to display the account name and the description “Opening Balance” for zero as 

well as non-zero amounts. 

10. Additional Invoice Due Date Options in Demographics (TUW) – For our TUW users, three 

additional invoice due date options have been added to the Invoices tab in Demographics. 

1. Set Default Area Code by TBW/TUW User 

Previously, the Default Area Code was a global setting that was managed on the General tab in the 
Options dialog (through Tools, Options) (see Figure 1.1). As such, once the default area code was set 
in Options, it applied system-wide to all TBW/TUW users.  

(Figure 1.1) 

 

Now, the Default Area Code is no longer a global setting, but is instead a machine-specific setting 
that can be applied and managed by each individual TBW/TUW user. This improvement will be 
particularly convenient in organizations with multiple offices spanning more than one area code.  
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The Default Area Code for your machine can be set when you are creating a new folder. Enter the 
applicable 3-digit area code in the Home Phone, Business Phone, Fax, and Cell Phone fields in the 
first step of the New File Wizard. Click the Set Defaults button to apply this area code as your 
default (see Figure 1.2).  

 Please remember, the default City, Province, and Postal Code settings are also controlled 
with the Set Defaults button in this step.  

(Figure 1.2) 

 

Once you have set your default area code, simply enter the seven-digit phone number in the 
appropriate field, and, when you click or tab away from the field, the default area code will 
automatically populate (see Figure 1.3). This is applicable when you are creating a new folder or 
modifying an existing folder.  

(Figure 1.3) 

 

 To use an area code other than the default, type that area code, along with the seven-digit 
phone number, in the applicable field.  
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If, at any time, you need to change your default area code, simply enter the appropriate area code 
in these fields in the New File Wizard (as described above) and click the Set Defaults button to apply 
the new default area code.  

Please note, with this enhancement, the global Default Area Code setting has been removed from 
the General tab in the Options dialog (see Figure 1.1).  

Return to Contents 
 

2. Retain Column Width in File Cabinet  

Once the TBW/TUW user has adjusted columns in the Open a File dialog to the desired width, this 
setting will now remain in place until changed by the user. This enhancement will speed up the 
folder search process by allowing the user to set as default his/her preferred column widths (e.g. 
widen columns that frequently require more display room and narrow columns that he/she seldom 
uses).  

To open the File Cabinet, double-click File Cabinet in the Desktop Tree or click the Open  button 
on the TBW/TUW toolbar (see Figure 2.1).  

(Figure 2.1) 

 

Make applicable selections in the Search Type and Search On menus. Then, to adjust column width 
in the Folder List for this Search Type/Search On combination, hover your mouse between column 
headings until the pointer changes to a double-sided arrow. Click and drag to the desired width (see 
Figure 2.2). Repeat to adjust the width for additional columns for this Search Type/Search On 
combination, as needed. 

 Column width can be adjusted before or after a search is performed.  
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(Figure 2.2) 

 

If desired, select another Search Type/Search On combination and adjust columns to the preferred 
width. Please note, column widths must be adjusted separately for each Search Type/Search On 
combination (e.g. set column width for Client Folders/Account Number, then for Client 
Folders/Policy Number, and so on).  

Once column widths have been adjusted for a particular Search Type/Search On combination, those 
settings will remain in place for future File Cabinet searches until changed by the user.   

Return to Contents 
 

3. Additional Statement Output Options from Ledger Card  

Until now, a one-off statement could be printed from the client or broker Ledger Card simply by 
right-clicking a transaction on the Ledger Card, selecting Print Statement in the right-click menu, 
and adjusting statement details in the Print AR Statement dialog. In response to requests from our 
clients, additional one-off statement output options, including PDF to folder and PDF to email, are 
now available on the Ledger Card.  

To access the Ledger Card, first double-click Folder Details in the Desktop Tree (see Figure 3.1). 
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(Figure 3.1) 

 

In the Folder Details window, select the Ledger Card tab. Right-click a transaction and, in the right-
click menu, select Print Statement (see Figure 3.2). 

(Figure 3.2) 
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In the Print Accounts Receivable Statement dialog, adjust statement details as needed, and then 
select the output option:  PDF to Folder, PDF to Email, or Print (see Figure 3.3).  

(Figure 3.3) 

 

 Select Print to print a copy of the statement. If Print Preview is enabled (through Tools, 
Options, Printing), first preview and then print the statement. 

 Select PDF to folder to save a PDF copy of the statement to the client or broker folder. 
Adjust the document name, if necessary, in the Get Doc Name box, and click OK (see Figure 
3.4).  

(Figure 3.4) 

 

o The document name will default to “Account Statement <Folder Code> at <Statement 
Effective Date from Form>,” but this can be changed, as required.  
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o The PDF statement will display in the folder in the Desktop Tree and will be available on 
the Documents tab in Folder Details. 

 Select PDF to email to attach a PDF copy of the statement to a new email message. First, 
adjust the document name, as required, in the Get Doc Name box. Then, in the Email 
Message dialog, complete and send the email message in the usual way (see Figure 3.5).  

(Figure 3.5) 

 

o A copy of the email message will be saved to the client or broker folder. In the Attention 
box, adjust the descriptive name for the email message, if necessary, and click OK (see 
Figure 3.6).  

(Figure 3.6) 

 

Return to Contents 
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4. Toggle Button in TBW/TUW Word Processor 

A new Toggle button has been added to the TBW/TUW Word Processor toolbar (see Figure 4.1). 
Simply click this button when you need the word processing window to remain in place above the 
main TBW/TUW window (and other windows on your computer desktop).  

(Figure 4.1) 

 

This feature will be particularly useful when additional TBW/TUW files must be attached to a word 
processing document before emailing. For example, if you are ready to email a document from the 
word processor, but need to attach one or more additional TBW/TUW files to the email message 
first, click the Toggle button to ensure the word processing window remains above the main 
TBW/TUW window. Then, drag and drop the additional files from the Desktop Tree to the 
Attachments box in the word processing window (see Figure 4.2). Complete and send the email 
message in the usual way. 
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(Figure 4.2) 

 

Deselect the Toggle button when you no longer need the word processing window to display above 
other windows on your desktop.  

Return to Contents 
 

5. Portage Mutual Insurance New Business Upload  

CSSI’s TBW and IQ are connected with Portage Mutual Insurance’s new business upload web service. 
This integration allows brokers to upload both Personal Lines Automobile and Habitational new 
business policies in the various regions where Portage Mutual conducts business.  

If your organization has not previously been set up for Portage upload, please contact your Portage 
Mutual Personal Lines representative for assistance with enabling the feature. Also, please contact 
CSSI Client Services for help with the one-time feature setup that must be completed in TBW before 
the functionality can be used.  

Return to Contents 
 

6. Attach Additional TBW Documents when Emailing Change 
Memos 

Until now, only documents outside TBW/TUW could be added as email attachments when a Change 
Memo was emailed. Now, when Company and/or Client Change Memos are emailed, additional 
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TBW documents can also be attached to the email message, if required. This enhancement will be 
particularly useful when other TBW files, such as photographs or ownership or registration 
documents, must be sent with the Change Memo.  

To email a Change Memo, drag and drop the Email icon from the Tray onto the request document in 
the Desktop Tree (see Figure 6.1). 

(Figure 6.1) 

 

In the Attach TBW Document(s) dialog, select the document(s) to attach to the email message, and 
click OK (see Figure 6.2). 

(Figure 6.2) 
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The Email Message dialog will display, with the selected document(s) attached. To attach one or 
more additional TBW documents to the message, simply drag and drop the item(s) from the 
Desktop Tree onto the Email Message window (see Figure 6.3).  

(Figure 6.3) 

 

If you also need to attach an external (outside TBW) document to the Email Message, click the 

Attach  button on the Email Message toolbar, and then find and double-click the target 
document in the Open dialog.  

Complete and send the email message in the usual way.  

Return to Contents 
 

7. Email  included in Closed Day Report 

Any email message that has been moved to a Client folder will now be included in the TBW/TUW 
Closed Day Report.  

The Closed Day Report provides a thorough overview of daily sales activity for your organization, 
displaying all transactions created on the current System Date, organized by type. This report is a 
crucial element in your catastrophic failure procedure (i.e. in case of system failure, fire, or another 
misfortune).  

To generate a Closed Day Report, click Reports, Closed Day Report in the TBW/TUW window. In the 
Closed Day Report dialog that displays, select whether to print the report or to save it as a PDF or 
Excel file, and click OK (see Figure 7.1). 
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(Figure 7.1) 

 

In the Reporting Levels dialog, select All or the Agency/Branch/Department for which to run the 
report, and then click OK (see Figure 7.2). 

(Figure 7.2) 

 

Once the report has been generated, note that any applicable email messages will display in the 
Other Documents section in the report (see Figure 7.3). Please remember, the Closed Day Report 
will include only email messages that have been moved to a Client folder.  
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(Figure 7.3) 

 

Return to Contents 
 

8. Search Current Receipts 

All newly created G/L and client Receipts can be viewed in the Current Receipts list on The 
Accountant’s Desktop. Previously, to view the list of Current Receipts, the TBW/TUW user would 
double-click Receipts in the Current Tree, select the applicable Cash Drawer(s), and click Go to view 
the list of receipts. Now, the Current Receipts list has been enhanced with a search interface (similar 
to that in the Closed Periods Receipts list), allowing the TBW/TUW user to search the Current 
Receipts list quickly and easily, targeting one or more specific receipts.  

To view the list of Current Receipts, double-click Receipts in the Current Tree on The Accountant’s 
Desktop (see Figure 8.1). 
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(Figure 8.1) 

 

The Current GL Receipts dialog will display. Enter filtering details as required, and click OK (see 
Figure 8.2). To view a list of all Current Receipts, simply click OK without entering any filtering 
details. 

(Figure 8.2) 

 

http://www.thebrokersworkstation.com/


  
 

4 

 

16 

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 

 

A list of all Current Receipts matching the specified criteria will display in the Current Receipts list. 
To perform another search, double-click Receipts in the Current Tree again, and enter new search 
criteria.  

Return to Contents 
 

9. Additional Details for Zero-Amount Opening Balance in GL 
Inquiry 

Until now, the GL Inquiry output provided the account name, the description “Opening Balance,” 
and the appropriate amount for an account or sub-account only if it had a non-zero amount. Now, 
the GL Inquiry has been improved to show these details for a zero amount, as well. This information 
will display on the screen and in the printed output, making the inquiry results easier to read.  

To view this enhancement, move to The Accountant’s Desktop and double-click General Ledger in 
the Accounting Tree (see Figure 9.1).  

(Figure 9.1) 

 

Click the GL Inquiry tab at the bottom of the screen to open the General Ledger Account Inquiry 
dialog (see Figure 9.2). Enter parameters for the inquiry, and click View to display the results.  
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(Figure 9.2) 

 

Inquiry results will display in the Document Window. Note that the account name, the description 
“Opening Balance,” and the applicable amount will display whether the opening amount is zero or a 
non-zero value (see Figure 9.3).  

(Figure 9.3) 
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To print a copy of the inquiry results, simply click the Print  button on the TBW/TUW toolbar. 
Note that the printed results will also include the account name and the description “Opening 
Balance” for both zero and non-zero values. 

Return to Contents 
 

10. Additional Invoice Due Date Options in Demographics 
(TUW) 

For our TUW users, three additional invoice due date options have been added to the Invoices tab in 
Demographics.  

To open the Demographics dialog, move to The Accountant’s Desktop and double-click 
Demographics under Management Policies (see Figure 10.1). 

(Figure 10.1) 

 

In the Demographics window, select the Invoices tab. In the Invoice Due Date Calculation Method 
area, note the three new due date options (see Figure 10.2).  
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(Figure 10.2) 

 

 The three new options are “Due (x) days after end of month of creation,” “Due end of month 
following creation,” and “Due end of month following the later of creation date and effective 
date.” 

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.  
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