[bookmark: _GoBack]
Risk Management Insurance
Created on 1/31/2017 11:37:00 AM



Table of Contents
Risk Management Insurance	1
Risk Management Insurance	1
Building Insurance Records	1
Maintain Building Insurance Records	1


	Training Guide
	

	Risk Management Insurance
	



	
	Training Guide

	
	Risk Management Insurance





	Page ii



	Page iii



[bookmark: _Toc473625971]Risk Management Insurance
[bookmark: _Toc473625972]Risk Management Insurance
[bookmark: _Toc473625973]Building Insurance Records
All Buildings owned by the State require building insurance coverage.  The agency is responsible determining if the building will be insured for the current Replacement Cost or for different amount (Insurance Value).
 
 
[bookmark: _Toc473625974]Maintain Building Insurance Records
Procedure

This training guide provides instructions on maintaining and submitting individual records for insurance coverage.

If there are records that have been submitted previously and there are no changes to the records, including insurance coverage option, these select records can be submitted through the Mass Update functionality.

Reference "Insurance Coverage Mass Submission" Training Guide for instructions on the Mass Update functionality.


	Step
	Action

	1. [bookmark: T4_F3]
	Click the Navigator menu.


	1. [bookmark: T4_F5]
	Click the STATE OF NEBRASKA menu.


	1. [bookmark: T4_F7]
	Click the Risk Management - Insurance menu.


	1. [bookmark: T4_F9]
	Click the Insurance Review/Submission menu.






	Step
	Action

	1. [bookmark: T4_F112]
	Use the fields in the screen header and/or the Query by Example,“QBE”, line to filter your search for records.

All Buildings owned by the State are Item Code 12.

	1. [bookmark: T4_F13]
	Enter "12" into the Item Code field. 

	1. [bookmark: T4_F15]
	Click the Find button.






	Step
	Action

	1. [bookmark: T4_F17]
	Select the row(s) containing the Building Insurance record(s) you want to update or click the Select all fetched records option.

Click the Checkbox option.


	1. [bookmark: T4_F19]
	Click the Select button.






	Step
	Action

	1. [bookmark: T4_F115]
	Required Building Insurance information includes:

o Type of Insurance
o Usage Type
o Alarm
o Flood Plain Information
o Sprinkler
o Number of Floors
o Number of Occupants
o State Occupancy Only
o City and County
o Address Number
o Replacement Cost (This value is maintained by Administrative Services, State Building Division.)
o Insurance Value (if agency wants insurance coverage other than the Replacement Cost)

	1. [bookmark: T4_F157]
	If code is not known for a specific field, use the Visual Assist tool to find the appropriate code.

	1. [bookmark: T4_F118]
	Insurance field

Review the code in this field and update if needed.  If there is not a code in this field, enter the appropriate code for the type of Building Insurance coverage needed into the Insurance field. 

Building Insurance coverage has two options:

o     BLI = BUILDING - INSURANCE VALUE
o     BLR = BUILDING - REPLACEMENT COST

Note: The agency must determine the desired coverage for a building.  The coverage can change between the two options.  If the change occurs during a "Non-Coverage Submission" period.  Coordinate with the State Risk Manager.

	1. [bookmark: T4_F120]
	Sub-Item Code field

Construction Type of Building (e.g. LD BRY MASONRY WALL AND WOOD).

If this information is blank or incorrect, it must be updated in either Asset Master Revisions or Equipment Master Revisions.

* This field is required for Insurance purposes.  Be sure to provide this information.

	1. [bookmark: T4_F122]
	Usage Type field

Building - (e.g. RESIDENT = Residential)

	1. [bookmark: T4_F124]
	Alarm field

Used to indicate a building has an alarm system.

	1. [bookmark: T4_F126]
	Flood Plain field

Used to indicate the Flood Zone

	1. [bookmark: T4_F128]
	Sprinkler field

Used to indicate a building has a sprinkler system.

	1. [bookmark: T4_F130]
	# of Floors field

Number of floors in a building.

	1. [bookmark: T4_F132]
	# of Occupants field

Maximum number of occupants in a building.

	1. [bookmark: T4_F134]
	State Occupancy Only field

(e.g. Y = Yes, only occupied by State; N = the State and/or other entities occupy the building.)

	1. [bookmark: T4_F136]
	Location: Building/Room/Comments field

The agency can use these fields to further define the location of the building being covered. 

	1. [bookmark: T4_F138]
	City and County fields

The city is used in conjunction with other reported data to determine requirements/costs for the insured building.

	1. [bookmark: T4_F140]
	Address Number field

Enter the "Facility" (Search Type "F") Address Book number that best represents the physical location of where the vehicle is garaged in the Address Number field.

If the vehicle is assigned to a specific employee who works in a home office, contact the State Risk Manager for guidance on data entry.

Use the Visual Assist tool if necessary.

	1. [bookmark: T4_F142]
	The address information that is displayed comes from the Address Book record.  This information can be updated through the Address Book change request process. 

The information is used by the insurance company.





	Step
	Action

	1. [bookmark: T4_F171]
	Insurance Value, Replacement Cost, and Last Years Replacement Cost fields

If insuring the building for a value other than the Building Replacement Cost, Insurance Value field is required.

If Insurance = BLR is selected, the Replacement Cost will be used for insurance purposes.

AS State Building Division is responsible for maintaining Replacement Cost and Last Years Replacement Cost.

	1. [bookmark: T4_F173]
	Original Qty/Gross Area field

This information indicates the square footage of a building.

	1. [bookmark: T4_F183]
	Your Risk Management role determines your security to work with insurance records. 

o Agency Insurance Inquiry (RM10): View only access. 
o Agency Insurance Preparer (RM20): Able to change insurance information and add/edit attachments.
o Agency Risk Manager Insurance Contact (RM30): Able to change insurance information, add/edit attachments and submit insurance coverage requirements.

	1. [bookmark: T4_F194]
	SAVE button

Any changes made to the contents insurance data will be saved when the SAVE button is clicked. 

Saving this information also updates the fixed asset record. 

	1. [bookmark: T4_F205]
	SUBMIT button

Any changes made to the contents insurance data will be saved when the SUBMIT button is clicked. 

A record of the submission is created and this information will be used by the State Risk Manager for Contents Insurance coverage. 

	1. [bookmark: T4_F216]
	The Reviewed/Verified field will populate with the User ID, date, and time of submission when the SUBMIT button is clicked. 

A record can be submitted multiple times; however, the State Risk Manager will use the most recent submission of the record based on the due date of the submission.

Example: 
o Record submitted on 3/1/2017.
o Due date is 3/30/2017. 
o Record is revised and re-submitted on 4/15/2017.
o The State Risk Manager will use the 3/30/2017 date.  

If a record is updated after the due date of the insurance renewal, the State Risk Manager must be contacted immediately.  

	1. [bookmark: T4_F227]
	Once the record has been updated and saved or submitted, click the Cancel button.

If multiple records were selected in the grid, the next selected record will be available for revision.  Once all selected records are complete, you will return to the Work With Risk Management screen.






	Step
	Action

	1. [bookmark: T4_F71]
	Continue to update records as needed.  Click the Close button.


	1. [bookmark: T4_F2]
	
End of Procedure.
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