1. Set up your agency information in the Producer Data Base. In Tracker Agency Firms or Brokerage Firms are called Producers and Agents, Solicitors and Brokers are all referred to as Brokers. Individual producers are called Brokers.
2. After you have set up your agency information, then set up all of your Producers. Note: If you split commissions with another agency on some accounts set them up as additional Producers along with their “Brokers.”

+ Producer

 

· Code – Assign a producer code for the producer by using the combination of 3 initial letters in the Name, go back to the Producer screen and search by Producer code to verify if the code has already existed in Tracker, if not exist, write down the code for use. If already existing, then change the code until getting the one not used in Tracker.  For example: Brown & Brown Insurance can be BNB. 

 

· Enter the code in Code Box.

 

· Name – Enter the producer name 

· Web URL - put in whole format as http://www.XXX.com, If no web site identified, try google search using the company name, or website following the email address.

 

· FEIN – TAX ID # Producer Info form. If none, send email/letter to request it.
 

· Is Master Producer – check box if this is a master for a group (refer to New Application Set up Procedure to check how to verify a master)

 

· OFAC Compliance – If all names not found on the SDN list, check the box

· OFAC Publication – Enter the SDN Last Updated date with the format of Y-M-D.

 

· Skip Cancelled ? and Date Cancelled Box.

 

· Submit or update.

· Click on web site address to make sure a link was established.  

 

+Phone:

 

· The order for the numbers should be: Toll free number->Phone number ->Fax number:

· Select Business Phone

· Enter phone #. 

· Click +phone again.

· Select Business Fax

· Enter Fax #
 

 

+Address 

 

· If it is physical address, choose Business, and check Mailing Address box, enter mailing address, 

· If there is a postal address PO Box provided in addition to the business address, always mark the postal address as the producer’s mailing address. 

 

Note: Check the business address on Internet (google it) to make sure the address and contact details are correct, if any spelling mistakes found, correct it.  Ensure that only one address (if there are multiple) is marked as the ‘mailing address’ to avoid duplicated reporting and reduce confusion as to where to send correspondence.  If there is a P. O. Box listed this should always be used as the mailing address and the other address as the business address
 

+DBA

(   Enter all DBA’s if applicable, check all business licenses for DBA received. 

  

+Contact: 

 

In most cases, the contact person is office manager and account manager provided on the producer info form. 

· First Name   

· Last Name

· Title 

· Email Address 

· Submit

· Enter the following for each contact:
· +Tracker ref & enter the Producer # in first box.

· +address – enter the Producer company address if not provided

· +phone – business phone & business fax, if not provided, enter the Producer company phone.

 

3. Set up the “Wholesalers” you deal with. You should set up as Wholesaler any company you pay premiums to. For instance, if you deal with the California State Fund, Set it up as a Wholesaler and as a Company. In each Wholesaler, set up the appropriate Contacts associated with that Wholesaler.  Use same steps as for a producer set up.
4. Set up the Insurance Companies you deal with.  Use same steps as for a producer set up.
5. Now set up your Clients. Clients includes current policy holders, prospects and if you want to maintain there data, previous policyholders. After a Client is set up you can enter that clients policy information, if any, applications and quotes in progress. Be sure to set up in the Contacts information, any contacts at the Client.
+client (found on Search screen)

· Name – Name of Dealership from ARM application or Named Insured from an Acord

· State – use state of domicile – state from mailing address or location #1

· URL – Click on web site address to make sure a link was established.  Try to fix by adjusting format – i.e. http or www.  If no web site identified on app try a quick search using the company name as used in the email address
· FEIN(Federal Employer Identification Number) – TAX ID # from application (use dash)

· Master – check box if this is a master for a group

· OFAC (Y or N) & OFAC Date

· Search Dept of Treasury list at http://www.treas.gov.offices.enforcement/ofac/sdn/index.html
· Click on Specially Designated Nationals (SDN) List

· Take note of the report date in the PDF file.

· Click Control & F to open search function.

· Search all of the client company (dealership, DBAs) & owner names.

· If on OFAC list, stop entry & notify supervisor.

· If not found,  check OFAC Compliance box & enter date of list in the date box.

· Click Submit or Update.

· Take note of the Client #.

 

+dba (found on Client screen)

· Type in the name 

· Click Ok

· Repeat for each name

 

If a name is entered as an affiliate, do not repeat it under the master dba.

 

+phone (found on Client screen)

· Select Business Phone

· Enter phone #.

· Click +phone again.

· Select Business Fax

· Enter Fax #

 

+address (found on Client screen)

· Business Address – enter mailing address, check box.

· If the application shows a street & PO Box, enter select Postal as the type of address.  Then enter the business address separately.
· If the mailing address is not on application – you can use the 1st location.

· Do not enter other locations.

 

 

+broker (found on Client screen)

· Select broker code.

· Enter current date in Reserved On Date.
· Click on Active box (indicates that this is the current broker for the account)

· Click to see if various fields (address pre-filled, if not enter the information.

 

+naics (found on Client screen)

· Select category that most closely matches the operations of the Insured (“441110 – new car dealers” will be frequently used code).

· Click Submit

· If no naic could match, and could not judge the operation type from the named insured neither, set up a note in Tracker to show the operation type. Then choose 00000 – Unknown.
 

+franchise (found in Franchises screen)

· if the Named Insured & dba names include the names of the big car companies then complete this section.

· Select the franchise name from list (big car companies).

· Click Submit and repeat for each franchise name.

 

+contacts (found in Contacts screen)

· First Name   (enter the General Manager, Inspection, Accounting, majority Owner and all active Owners etc)

· Last Name

· Title (ok to leave blank if none)

· Email Address (ok to leave blank if none)

· Submit

· Enter the following for each contact:

· +trk ref & enter the Client # in first box.

· +address – enter from application 

· +phone – business phone & business fax

 

Note:  Very important to connect to a client # - if you do not then you lose the client info you just entered.

+Location  ( found in Location screen ) 

1. Click “Locations” on Underwriting line on client page.

2. Click “+Location”.

3. “Loc” start with 1, then 2, etc.

4. “State” – should already be selected.

5. “PPC” – leave this blank

6. “Terr” – leave this blank

7. “Area Ident” – leave this blank

8. Click “Submit”

9. Click “+Bldg” – all building with the same zip code will be under the same location.  A new location should be set up for every zipcode and all buildings with that same zipcode should be added to that location.

10. “Bldg” – start with 1, then 2, etc.

11. “Occupancy” – choose from drop down menu.  If not provided, leave blank.

12. “Construction” – choose from drop down menu.  If not provided, leave blank.

13. “Address 1” – type in the address listed on the app

14. “Address 2” – use if necessary for suite numbers, po box, etc

15. “city” – type in city

16. “state” – use state abbreviation

17. “Adj exposure” – leave blank

18. “Active” – box should be checked.  If not, check.

19. “Build Year”- type in the year built

20. “Last Renovtd” – type in last date renovated if information provided

21. “Sq Ft” – type in square footage

22. “height” – type in number of stories, ie 1, 2 or 3, etc

23. “Stat/Alarm” – check if building is alarmed

24. “Guard/Cameras” – check if building is protected by guard or cameras

25. “Boiler” – check if building has boiler

26. “Sprinklers” – check if building has sprinklers.

27. Click “Submit” when done

28. Repeat steps 9 through 27 for all buildings associated with that particular building.

29. If new zipcode, start at step 2 and repeat.

6. Set up any Contacts not associated with a Client, Company, Wholesaler or Vendor.

+contacts (found in Contacts screen)

· First Name   (enter the title of person)

· Last Name

· Title (ok to leave blank if none)

· Email Address (ok to leave blank if none)

· Submit

· Enter the following for each contact:

· +address – enter from application 

· +phone – business phone & business fax

7. Set up your Vendors and their associated Contacts. Use same process as for setting up a producer.
