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Chapter 2: Installing CanList

Opening Last Client Automatically

The last client that was worked on can be automatically opened by setting it in the Tools; Options window. If it is desirable to have the last client opened automatically check the Open Last Client on Startup box or if it is not leave it unchecked.

Chapter 3: Setting  Up Clients

1. Entering Client Information
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A new client can be added at any time by using the File; Open Client command or pressing the  button.  A screen will come up with a list of previous clients. Press the New Client button at the bottom of the screen, and CanList will ask for the Client’s name and claim date. The date defaults to the current date, however if the    button is pressed, a calendar appears. The months can be scrolled though with the forward and back arrows and the year may be quickly changed by first clicking the mouse on the year. Up and Down arrows will appear and the years can easily be scrolled though.
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After entering the date the client will be added to the list of clients on the Choose Client window. If a different client is already open CanList will ask if you want to close the current client and open the new client that was just entered. When the client is opened the CanList Naviagator window will appear. This window contains the program functions on tabs along the side including Client Info, Rooms/Cat. Inventory, Depreciation, Replacement and Reports.

To continue entering personal information on the client, choose the Client Info tab to enter the rest of his/her information.

2. Moving Between Clients

[image: image29.png]"\ CanList 2001 - Erin Cancade[]

Si=IE3

2| 9|

[ CanList Navigator

[

Caundy

Laundy
Liing
Mas

=i




CanList will keep only one client active at a time. To switch to a different client at any time press File; Open Client on the toolbar or use  the  button.  Double click on the client you want, or hightlight the client with the mouse a press the Choose Client button. CanList will ask you if you want to switch from the current client to the new client. Click Yes. The information from the previous client is automatically saved. 

3. Hiding/Showing Inactive Clients
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Once a claim has been completed and a file will not be in use, it is possible to inactivate the client so they are removed from the clients list in the Choose Client window. To inactivate a client go to the Client Info tab of the CanList Navigator and unclick the Active Client Box. In the future this client will be hidden and will not appear on the client list, however this client has not been deleted. If you want to show these inactive files go to the Choose Client window by pressing File; Open Client on the toolbar or using  the  button. Click the Advanced >> box and click the Show Inactive Clients box. See Figure .All files will then appear to be viewed. 
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4. Deleting Clients

Clients may be deleted by going to the Choose Client window by pressing  File; Open Client on the [image: image32.png]=1 E3
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toolbar or using  the  button. Click the Advanced>> box then highlight the client to be deleted by clicking on the name with the mouse. Press Delete Selected Client. A box will appear asking if you are sure you want to delete that client. Press Yes.  

Chapter 4: Setting up Rooms and Categories
On the CanList Navigator window select the Rooms/Cat. tab. Two tabs will appear at the top, one for Rooms and one for Categories. CanList defaults to the Rooms tab first. To change to the Categories window, click on the Categories tab.

1. Choosing Custom Rooms 

Under the Rooms tab on the left is a default list of the Global Rooms that can be selected to describe the house of any client. On the right is the Custom Rooms list that will hold all rooms that apply to the specific client currently in use. In the middle are there are 4 buttons. 
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 button moves the highlighted room from the Global List to the Custom list on the right.
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 button moves the whole Global Rooms list over to the Custom Rooms List on the right. 
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 button removes the highlighted room from the Custom Rooms list. 
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 button removes all rooms on the Custom Rooms list.

The Global Rooms may also be moved to the Custom Rooms list by double clicking the highlighted room. Double clicking a room on the Custom Rooms list deletes the room. 

To make the Custom Rooms list that applies to the client, double click the appropriate room on the Global Rooms list or  highlight the room with one click of the mouse then press the [image: image5.png]"\ CanList 2001 - Erin Cancade[]
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 button.  If most of the Global Rooms apply it may be easier to press the [image: image6.png]"\ CanList 2001 - Erin Cancade[]
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 button to remove any rooms that do not apply. 
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i. Adding New Global and Custom Rooms

New Global Rooms can be added by typing the name in the Add New Global Room box and pressing Add… This category will now appear in ALL new files.  A  new Custom Room can also be added by typing the room name in the Add New Custom Room box and pressing Add… This room will ONLY appear in this clients file and will not alter the Global Rooms for future clients. 

ii. Renaming Custom Rooms

Rooms can be renamed by right clicking the room with the mouse and typing the preferred name. 

iii. Deleting Global and Custom Rooms

Rooms from the Global List can be deleted by highlighting the room with the mouse then pressing the Delete Suggested Room button. This will delete the room PERMENTLY from the Global Rooms list. To Delete a Custom Room the [image: image8.png]"\ CanList 2001 - Erin Cancade[]
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 button is used. 

2. Choosing Custom Categories

The Categories that apply to the client must now be chosen, so switch to the Categories window by clicking on the Categories tab.

A list of Global Categories that can be used to describe the categories of any client will appear on the left. The list of Custom Categories that applies to the specific client currently in use will appear on the right. In the middle there are 4 buttons. 
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 button moves the highlighted category from the Global Category List  to the Custom 

Category list on the right.
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 button moves the whole Global Categories list over to Custom Categories on the right. 
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 button removes the highlighted category on the Custom Categories list.
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 button removes all rooms on the Custom categories list.

The Global Categories may also be moved to the Custom Categories list by double clicking the highlighted category. Double clicking a category on the Custom Categories list deletes the category. 

To make the Custom Categories list that applies to the client, double click the appropriate category on the Global Categories list or highlight the category with one click of the mouse then press the [image: image13.png]"\ CanList 2001 - Erin Cancade[]
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 button.  If most of the Global Categories apply it may be easier to press the [image: image14.png]"\ CanList 2001 - Erin Cancade[]
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 button to remove any rooms that do not apply. 
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i. Adding new Global and Custom Categories

A new Global Category can be added by typing the name in the Add New Global Category box and pressing Add… This category will now appear in ALL future files. A  new Custom Category can also be added by typing the category name in the Add New Custom Category box and pressing Add… This Category will ONLY appear in this clients file and will not appear in the Global Categories for future clients.

ii. Renaming Custom Categories

Custom Categories can be renamed by right clicking the Category with the mouse and typing the preferred name. 

iii. Deleting Global or Custom Categories

 Categories can also be deleted from the Global List by highlighting the unwanted category by clicking once with the mouse and pressing the Delete Suggested Category button. This category with be PERMENTLY deleted and will not appear in any other clients files. A custom category is deleted by pressing the [image: image16.png]"\ CanList 2001 - Erin Cancade[]
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 button. 

Chapter 5: Claim Inventory

To enter damaged items go to the Inventory tab of the CanList Navigator window. Two tabs appear at the top: Inventory List and Details… The Inventory List is a list of all items entered with the Item #, Description, Quantity, Total Cost and Total ERC (Estimated Replacement Cost). The Details…  tab shows all information about one item. Items are entered into the Details… tab. 

1. Adding New Items
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 To add new items press the Add New Item button and a screen requiring all the information about the item will appear. To go between information boxes, use the [Tab] key.

· Item: Enter general description of the damaged item eg. Vacuum

· Description: Enter the brand – name, serial #  or  any other descriptive terms to distinguish the item

· Room: Choose the room from the pull down list. The rooms can be scrolled through using the up and down arrows on the keyboard, or by typing in the first letter of the room and then using the up and down arrows on the keyboard.  This list is the Custom Rooms list that was created previously under the Rooms/Cat. window.  If it a room was mistakenly not added, the room may be typed in and it will automatically appear in the pull down list.???DOESN’T DO  THIS YET. Another option is returning to the Rooms/Cat window and adding the missing room in the Custom Rooms list. Upon returning to the Claim Inventory window the Refresh button must be pressed to add the missing room. 

· Category: Choose the category that applies from the pull down list. The categories can be scrolled through using the up and down arrows on the keyboard, or by typing in the first letter of the category and then using the up and down arrows on the keyboard.   This list is the Custom Categories list that was created in the Rooms/Cat. window. .  If it a Category was mistakenly not added, the category may be typed in the box and it will automatically appear in the pull down list???DOESN’T DO  THIS YET.  Another option is returning to the Rooms/Cat window and adding the missing room in the Custom Categories list. Upon returning to the Claim Inventory window the Refresh button must be pressed to add the missing room. 

· Purchased At: Where the item was purchased

· Quantity: Number of similar items

· Original Price per Item: the price originally paid for the item. 

· Estimated Replacement Cost: the price required to replace item with a similar item

· Original Purchase Date: If this is unknown continue to the next box: Approximate Age (in years). If the Original Purchase date is known, the date can be entered in several forms:

1. Using MM/DD/YYYY form 
2. Typing the month and year (June 1999)
3. Using the calender by pressing the [image: image17.png]"\ CanList 2001 - Erin Cancade[] =1 E3
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 button. The months can be scrolled though with the forward and back arrows and the year may be quickly changed by first clicking the mouse on the year. Up and Down arrows will appear and the year can easily scrolled though.

· Approximate Age (in years): If the original purchase date is unknown the approximate age can be entered in years. Partially years may be entered (2.5 years). If the approximate age can not be estimated enter 0 in the approximate age. If the Original Purchase Date was known, then this box does not need to be filled in. 

· Is item restorable? If it is, check the box, otherwise leave it blank. If the box is checked, this item will not be able to be replaced, and the client will not receive the ACV for it. It can be unchecked at a later time. 

· Does item have salvage vaule?: if it does check box , if not leave blank. 

When all information is completed and a new item is to be entered click the Save & Add New button. If that was the last item click Save button. 

2. Editing Inventory List

The items can be scrolled though using the buttons at the bottom. The [image: image18.png]"\ CanList 2001 - Erin Cancade[]
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 goes to the last record. If the number of a specific item is known it can be entered in the Go To Item #  box. The information can be altered by retyping the information then pressing Save. A new item can be added at any time by pressing Add New Item. 
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To see a list of all items go to the Inventory List tab at the top on the screen. The Total Cost and Total Estimated Replacement Cost appear at the bottom of the screen. To see the details of specific item double click item with the mouse.

i. Deleting Items

Items can be deleted by going to the Details… tab, and going to the item number that is not wanted. Press Delete Item. This item will disappear along with the item number.

Chaper 6: Depreciation/Actual Cash Value

1. Choosing Rate of Depreciation

Depreciation can be calculated in three ways, using: Single-Rate Depreciation,  Depreciation by Category, and Item Depreciation.

Single Rate Depreciation depreciates all items at the same percentage. Depreciation by Category depreciates all items of the same Category at the same rate. Item Depreciation allows each item to be depreciated at a different rate. Combinations of the above are also possible.

2. Single-Rate Depreciation

To depreciate all items at the same rate use the Single-Rate Depreciation Tab, of the Depreciation screen. Depreciation (%), Depreciate each Year, Depreciation to a Max of, and Depreciation Unknown age all must be filled it. 

· Depreciation (%): The annual depreciation percentage.

· Depreciate each Year: check the box if the item depreciates every year, or do not check it if depreciation occurs only in the first year.  

· Depreciation to a Max of: Enter the maximum depreciation amount 

· Depreciation Unknown Age: If the age was unknown in the claim inventory, this is the amount it should be depreciated.

To apply the depreciation click Apply Single Rate Depreciation to all items. At the bottom of the screen appears the totals for the Total Replacement Cost of All Items, Total Depreciation Calculated  and the Actual Cash Value. Total Depreciation Calculated  and the Actual Cash Value amounts can be changed by altering the rate at which items are depreciated, or using Depreciation by Category or Item Depreciation. 

Checking the Override Manual Depreciation Entries box will override the manually entered rates in Item Depreciation with the rate specified in Single Rate Depreciation. If the user wants to retain the manual entries, the box can be left unchecked.

3. Depreciation by Category
Depreciation by Category allows each category to be depreciated at a different rate. These standard rates were entered when CanList was installed.

 These percentages may be changed by double clicking the category. An Edit Depreciation By Category box will appear, where Depreciation (%), Depreciate each Year, Depreciate to a Max of, and Unknown Depreciation must be entered. These changes will only be reflected in this client and will not change the default rates for future clients.
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When the rates are established depreciation must be applied by clicking the Apply Depreciation by Category button. At the bottom of the screen appears the totals for the Total Total Depreciation Calculated  and the Actual Cash Value.  Total Depreciation Calculated  and the Actual Cash Value amounts can be changed by changing the rate of depreciation by category or applying the Single Rate, or Item Depreciation

Checking the Override Manual Depreciation Entries box will override the manually entered rates in Item Depreciation with the rate specified in Depreciation by Category. If the user wants to retain the manual entries, the box can be left unchecked.

i. Restoring Defaults

The depreciation rates may be restored to the default percentages at anytime by pressing Restore Default. 

ii. Changing Defaults

To change the defaults go to Tools; Edit Depreciation by Category. These changes are permently recorded and will be the new defaults in future files. 

4. Item Depreciation

Any item may be depreciated separately by using the Item Depreciation window. [image: image23.png]inventory
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Each item may be depreciated at a separate rate by double clicking the item and filling in the Edit Item Depreciation box. Depreciation (%), Depreciate each Year, Depreciate to a Max of, and Unknown Depreciation must be entered.  The Total Deprecation and Actual Cash Value for that item can be checked by pressing the Check Now button. [image: image24.png]"\ CanList 2001 - Erin Cancade(]
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This method of depreciation would be usually by used in combination with either Single Rate or Depreciation by Category as entering the depreciation rate for each item separately would be very tedious. Normally Single Rate, or Depreciation by Category would be applied first, then a few items would be changed individually in item depreciation. 

5. Locking Depreciation Values

Once depreciation rates have been accepted and the user does not want to further alter them, the rates may be locked by pressing the Lock Depreciation Rates box. A padlock will appear near the item number. These rates would be locked after the Actual Cash Value (ACV) has been approved by  the insurer and the insured and a cheque has been issued so no further changes will be made. CanList assumes that a cheque has been issued for the ACV and uses that number is futher calculations.

These items can be unlocked by pressing Unlock Depreciation Values as long as a session has not been started.

Chapter 7: Item Replacement

When items have been replaced by the insured, these purchases are tracked though the Replacement Tab. To begin replacing items a session must be opened by clicking Started New Session and View Session. To replace the item click the Add New Item Replacement Detail box. A screen will appear where the details of the purchase are entered. 

· Quantity: If in the inventory several items were listed together (eg. 3 t-shirts), it is possible to replace them separately or in groups. Enter the number of items replaced in the Quantity box. CanList defaults to one item being replaced. 

· Price per Item: the price paid per item is entered and PST and GST will be added. It is also possible to skip this step and use the Total button.

· Total: If the price per item is not known, but the total price is, this number can be entered and CanList will calculate what the original price was and the tax paid. 

· PST & GST: are set at 7% each by default however they may be changed by entering the new percentage. For example, PST is not applied to books, so 0 would be typed in the PST box and the total price will reflect that change.

· Total Betterment: If the insured has elected to …. an amount may be entered in the total betterment box, and the Net amount claimed will subtract this amount.

· Multiple items replaced: If the insured has replaced several items with one purchase, it may be reflected by checking the Multiple Items Replaced box. This would be useful when a couch and a loveseat were listed separately (items 2 &3) but then the insured buys a sectional to replace both items.  The  user would go to item 2 and type in the total price for the sectional then click Multiple Item Replacement. In the Add Item to replace box  3 would be entered, and the information for item 3 will be added. Now it has replaced items 2 & 3 with one receipt. 

· When using Multiple Item Replacement on an item that has a quantity of more than one, each item must be entered separately since CanList does not assume that all items of the same type are replaced at once. For example if the insured lists a pair of pants as item 4 and five t-shirts as item 5 and then bought a pair of pants and 2 shirts on one receipt each shirt would be entered separately. The user would go to item 4, press Add New Item Replacement Detail, enter in the total of the receipt, and then click Multiple Item Replacement. In the Add item to replace box 5 would be entered and one t-shirt would be entered, this action must be repeated, so 2 of the 5 shirts are replaced. 

1. Replacing Items without a Receipt

If the insured has decided to take the cash settlement and not replace several items, Mark Replaced Items is a useful function. To do this go to the Replacement tab and press the Mark Replaced Items button.  By pressing this button a list of all unreplaced items appear. Then by checking the box these items will be marked as replaced and will no longer appear on an Items not Replaced report.

 To reverse this action if an item was accidentally replaced without receipt, but now a receipt has been received, go to this item number in the Session Info window and unclick the Item Replacement Complete, and continue to enter information in Add New Item Replacement Detail.

Closing a Session

When a session is complete use the Close current session button. When a session is closed all items entered will be locked. The category, estimated replacement cost, age, and depreciation rate will not be able to be changed since these characteristics all affect the ACV value which is assumed to be advanced. It is only  possible to unlock these characteristics by deleting the session(s) that locked the items. In the Depreciation tab press the Unlock Depreciation Values button. Now these items may be changed. 

2. Deleting Sessions

To delete a session click on the Replacement tab and Press Delete All Sessions.  

Chapter 8: Reports

Client Reports

Client Information: 

Statement of Account:

Claim Reports

Claim - Inventory by Room: shows the inventory items with the ----- listed by room, then category, then in alphabetical order.

Claim - Inventory by Category: shows the inventory items wit h --- listed by category, then by room, then in alphabetical order.

Claim - Inventory: Summery of Rooms: Shows the ----- totals by room
Claim - Inventory: Summery of Categories: Shows the ----- totals by category
