
Insurance And Other Vendor Expirations

As explained in the Help Document about setting up Vendors, there are fields available to trigger the program to track
and report on General Liability Insurance, Worker’s Comp Insurance, and other user-defined expirations.  If check
marks are placed in the appropriate boxes AND other appropriate fields are filled in,  the program will pop up alerts
about expirations and ‘under-insured’ vendors while posting bills to pay the vendor.  See Help Documents about
posting bills to pay vendors.

IN ADDITION, the program can produce Audit and Expiration reports for the
vendors.  Continue to the next pages for information on those reports.



General Liability Insurance Audit Reports

The quickest way to open the window for printing Insurance Audit Reports is to start typing
‘ Insurance Audit Reports’ in the Index field on the Navigation/Home window.  Then press the
‘Enter’ key on your keyboard.

On the window that opens, enter dates that represent the appropriate policy audit period.  These
dates should be supplied to you by your insurance agent or auditor.    Continue to the next page for
reports.



General Liability Insurance Audit Reports - continued

After selecting the range of dates for the policy period as shown on the previous page, use the button labeled  “Audit Report For Policy Pe-
riod ” to open a report that is very useful for preparing for a General Liability Insurance Audit.  We have heard from many builders that their
insurance auditor was thrilled to receive this report and went away quickly!

There are three sections on the report:
1)  Insured - Vendor’s Liability amount is equal to or greater than the minimum required.  Insurance has not expired as of the end of the policy
period.  Payments were made to the Vendor during the policy period.
2)  Currently Uninsured  - Vendor’s Liability insurance has expired by the end of the policy period OR Vendor does not have Liability insur-
ance.  Payments were made to the Vendor during the policy period.
3)  Under Insured- Vendor’s Liability amount is less than the minimum required.  Payments were made to the Vendor during the policy period.

This is the FIRST page.  Go to next page of this document for the SECOND page.



Below is the SECOND page of the ‘Liability Insurance Audit Report’.

NOTE:  The ‘Required Liability Amount’ by your Insurance Company should be entered on the Company Master
window.  (CM in Navigation/Home window Index)

General Liability Insurance Audit Reports - continued



General Liability Insurance Audit Reports - continued

To view the invoice detail behind the totals on the Insurance Audit
report, use the button labeled ‘Vendor Ledger for Policy Period’.

Notice the General Liability Insurance Expiration Date for each
vendor is shown on the report.



General Liability Insurance Audit Reports - continued

As explained in the Help Document about ‘Setting Up And Using Cost
Types’, vendor invoices can be marked with a Cost Type category.  Cost
Type Categories can be set up by you.  They might be categories like
‘Labor’, ‘Materials’, ‘Turnkey’, etc.   Marking vendor invoices with the
appropriate Cost Type can be very handy when producing a report like
the one shown here for the insurance auditor.



General Liability Insurance Audit Reports - continued

Using the button labeled ‘Vendor Payments Grouped by Job’ to open the
report shown below can be handy for ‘management review’ or insurance
reasons.



General Liability Expirations List

To print a List of Vendors With Liability Insurance THAT HAS EXPIRED as of the ending date selected
for the policy period, use the button labeled ‘Liability Expirations As Of Ending Date ’.  It is located
on the right side of the window we’ve been discussing.



Worker’s Comp Vendor Ledger

If Vendors have been marked that they are required to have Worker’s Comp
Insurance, a report of the invoices Paid to Vendors during a Policy Period
can be printed.  Use the button shown to the left.



Worker’s Comp Expirations List

To print a List of Vendors With Worker’s Comp Insurance THAT HAS EXPIRED as of the ending date
selected for the policy period, use the button labeled ‘Work Comp Expirations As Of Ending Date’.  It
is located on the right side of the window we’ve been discussing.



List of ALL Vendor Expirations

To print a report of ALL Expirations for Vendors, use the button labeled ‘All Expirations by
Vendor’ to open the ‘Vendor Lists’ window shown below.  The button is located on the right
side of the window we have been discussing.

Click the button on the toolbar at the top of the ‘Vendor Lists’
window labeled ‘Vendor Expirations List ’ and a report of all
expirations for vendors will open.

NOTE!  All of the ones in our example display the word ‘EX-
PIRED!’ because our demo data is from the year 2002 and this
document is being prepared in 2007.


