To our new users of Data Tracker. Setting up your Agency Management system can be tedious and time consuming; we would like to offer some helpful suggestions when building the foundation to your data base. The following is a summary of suggested initial steps, for further detail refer to the attached document or to the online user manual. If you should have any additional questions please contact support at support@dbcache.com.

                                      Setting up and entering Agency Data into Data Tracker
1. Set up you 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.
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.”

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.
4. Set up the Insurance Companies you deal with. 

5. Now set up your Clients. Clients include current policy holders, prospects and if you want to maintain their data, previous policyholders. After a Client is set up you can enter that client’s policy information, if any, applications and quotes in progress. Be sure to set up in the Contacts information, any contacts at the Client.
6. Set up any Contacts not associated with a Client, Company, Wholesaler or Vendor.

7. Set up your Vendors and their associated Contacts.
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