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1. Document Purpose 
The purpose of this document is to define the work instructions on using ZStreamXpress for the processing of renewals. 
 

2. Renewal Functionality 
Renewal is a function available within ZStreamXpress that allows users (both internal and Brokers) to review, accept or 
decline the next term of a policy.  
 
The steps in this document are looking at the process from a Broker’s view. We have selected Winbeat as a starting 
point so as users have an understanding of how the Broker Management System (in this example Winbeat) interacts 
with ZstreamXpress and the Renewal process. 
 

2.1 Workers Compensation Screen Shot Example 
The following is an example of how of how a Broker is able to transact a renewal from the Winbeat system.  
It is important to note that when a renewal is ‘new’ (this can be either the first time the renewal is available to the 
Broker on eBix or if Zurich have sent it back to eBix) the renewal will be in the IMPORT section of eBix.  
 

 

 
 

 

Select the policy from the list 
and click “OK”. 

 

Click “OK” 

 



 Xpress Work Instructions  

Commercial in Confidence  Page 3 of 13 

 

 
 

 
 

Review the Client details vs Insured details by clicking between the tabs in this screen. Then, answer Yes or No based 
on whether you wish to apply the details from the Client screen to the Insured details screen for this policy.  
Note: the client details come from the master client in the broking system. 

 
 

Select the client code and click “OK” 

 

Select the product and click “OK”. 
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If you say yes to updating the insurers system, you will get an additional confirmation screen, if you say no, it will 
be launched into the insurers screen, for Zurich this is Xpress. 
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Review details and make updates, if 
necessary. Click “Next”. 

 

Review details and make updates, if 
necessary. Click “Next”. 
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Review details and make updates, if 
necessary. Click “Next”. 

 

Review details and make updates, if 
necessary. Click “Next”. 
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This will take the user back to their BMS (in our example the Winbeat system) 
 
 
 

 
 
 
The renewal import has now been processed successfully. 

When ready Click “Done” 

Click “Confirm” 

 

If renewal invitation is required, ensure 
response to “Close now” question remains as 
“No”. (this is the default). If you choose this 
option, the renewal is not closed and you will 
need to go back in and close it when ready. 
Please refer to section 2.1.1 for instructions. 
If the renewal schedule is required change the 
response to “Yes”.  
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2.1.1 How to close a renewal if “No” was selected to the “Close Now” question 
To close a policy in renewal unclosed status (i.e. a renewal invitation): 

 
 
ZstreamXpress is then launched.  

Select Close transaction and Client code, 
then click “Show”. The renewal invitation 
should appear in the list. Select the policy 
and click “Process Transaction”.  
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At this point, the user is in the policy 
information. Using the navigation tree, 
select “Complete” to skip over the other 
screens and proceed to close. 
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The renewal import has now been successfully closed and the policy is renewed. 
 

Select Renewal Schedule PDF, if required, 
and click on “Done” button to complete 
the closing. 

 

Back in the Broker Management System, 
eg Winbeat, Click the “Confirm” button to 
finalise the transaction. 
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2.1.2 How to complete wage adjustments for a renewal 
The following steps are if the estimated wages that were imported into the renewal need to be adjusted: 
 

 
 

 

Update the Estimated Wages and no. of 
employees as required. 
 

 

Once policy is open, in Business Details, 
double click on the occupation line. 
 

 

Update any other required details such as 
occupation questions or sub contractors. 
 

 

Click ‘Save’ 
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The Business Details page will be updated 
in Est. wages $ field. 
Total Est. Wages $ field will have old 
figure until you click “Calculate” 
 
 

Click “Calculate” 
 

 

Both the Est. wages $ field and the Total 
Est. Wages $ field will have the new 
updated figure. 
 
 



 Xpress Work Instructions  

Commercial in Confidence  Page 13 of 13 

 

 
 
 
 
 
 

Using the left navigation tree, click 
“Complete” and check all details 
 

 

When ready Click “Done” 

If renewal invitation is required, ensure 
response to “Close now” question remains as 
“No”. (this is the default). If you choose this 
option, the renewal is not closed and you will 
need to go back in and close it when ready. 
Please refer to section 2.1.1 for instructions. 
If the renewal schedule is required change the 
response to “Yes”.  
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