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Clients

Search clients:

· Click the clients link after you log on the data tracker system.

· Type the account number/name into search for box with Acct No/Name chosen in the box following as. You can also search by FEIN/State/Zip by typing the corresponding information you get.

· Click - > button.

Add Clients:

· Click + client link in clients page.
· Type the name of client in Name box.

· Select the state of client in drop down list.

· Type in the Web URL of the client in Web URL box.

· Type in FEIN number.

· Check Is Master Client? box if the client to be added is a master of a group.

· Check OFAC Compliance? box if the client to be added is not on OFAC list by judging with method below:

· Search Dept. of Treasury list at http://www.treas.gov/offices/enforcement/ofac/sdn/
· Click on SDN List (in PDF format) under Specially Designated National List (SDN) section.

· Take note of the report date of Last Updated.

· Click Ctrl+ F to open search function.

· Search all of the names of client (client names, Dabs) and owner’s name.

· If on OFAC list, stop entry and notify the corresponding person.

· If not on the list, check OFAC Compliance box and enter the date of list in OFAC Publication box.

· Click Submit button.

+ Client Information

· + Phone Numbers

· Click + phone.

· Select Type from the drop down list.
· Enter the number with 000-000-000 formats into Number box.

· Enter the extension number into Ext box if any.

· Click Submit button.

· + dba

· Click + dba.

· Type in the name.

· Click Submit button.

· Repeat the steps above if there are more than one dba.

· + Address

· Click + address.
· Select Type from the drop down list.
· Check Mailing Address? box if it is a mailing address.

· Type in address, from Line 1 to Line 3.
· Type in City, State, Zip and Country (Default is United States).
· Click Submit button.
· + Broker

· Click +broker.
· Select broker from the drop down list (Obtain from Broker Code of Producer).

· Type in reserve date in box Reserved On.
· Check box Active if the broker is active.
· Click Submit button. 
· + NAICS

· Click +naics.
· Select naics from the drop down list.

· Click Submit button.
+ General

· + Affiliates

· Click affiliates.
· Click +/- master.
· Select Master Client from the drop down list.

· Click Update button.
· + Contacts

· Click contacts.
· Click + contact.
· Type in Fist Name, MI (middle name), Last Name.
· Select Title from the drop down list.

· Type in Email.
· Click Submit button.
· Click +phone, +address, +other ref to add contact information.
· Click +tracker ref, check Client and type in Acc# of the client you have set up. (Very important reference information).
· + Notes

· Click notes.

· Click + note.
· Type in note description and click Submit button. The ID and Create/Date will show automatically.

· + Franchises

· Click franchises.
· Click + franchise.
· Select Franchise from the drop down list.

· Click Submit button.
· Repeat the steps above if there are more than one franchise.
· + Employees

· + Employee
· Click employees.
· Click + employee.

· Type in First Name, MI (middle name), Last Name.
· Select Employee Type form the drop down list.

· Type in DOB (year/month/day).

· Type in DL#.
· Select DL State from the drop down list.

· Select DL Status from the drop down list.

· Select a Job Title from the drop down list.

· Select a Class Code from the drop down list.

· Select Employee Status from the drop down list.

· Check Part-time? box, if employee is part-time.

· Check Demo? box, if employee is furnished with demo.

· Type in hire date in the box of Hired.
· Type in Dismissed date in the box of Dismissed if employee has been dismissed.

· Check box Restricted? if employee has been restricted to drive.

· Type in Signature Date if a signed suspension of driving privileges letter has been received.

· Click Submit button.
· + notes

· Click notes on the top left of employee page.

· Click +note
· Type the note you want to add in the note box.

· Click Submit button. The note you added will show in tracker with automatically assigned id and created date.

· + tasks( Not available)
· reassign

· Click reassign on the top left of employee page.

· Type in the New client ID into the pop up dialog box.
· Click Submit button. The employee will be re-assigned to the new client.
· MVR Reviews: 

· You can review employee’s MVR here if the MVR has been ordered successfully and the Rep Stat is received.

· Add MVR (if you have the employee’s MVR at hand):

· Click + mvr.

· Type in MVR Date (year/month/day).

· Click Submit button.

· If there is an action, click + action, type in Incident Date, Location and Incident Description. Click Submit button. Repeat the steps if there are more than one action.

· If there is a moving violation, click + viol, type in Incident Date, Location and Incident Description. Click Submit button. Repeat the steps if there are more than one violation.

· If there is an accident, click + accd, type in Incident Date, Location and Incident Description. Click Submit button. Repeat the steps if there are more than one accident.

· Click CNA (carrier) type and update the code according to the CNA (carrier) type description.

·  MVR Profile (Customization required for this service)

· Click employees to get into the employees page, and find out mvr profile: active prospect rating units.
· Click active: it shows all the mvrs of active employees.

· Click prospect: it shows all the mvrs of prospect employees.

· Click rating units: it shows a report of rating units.
· + Tasks  (Not Available)
+ Underwriting

· + Tracking Sheets

·  + Tracking sheet
· Click tracking sheets on client page.

· Click + tracking.

· Select Received date and Proposed date from the pop-up dialog box. (The received date and the proposed date will show automatically after the applications have been entered.)

· Click Submit button, you will see a new tracking sheet has been added with an assigned Id on tracking sheets page.

· Update tracking sheet

· Click the tracking sheet you have set up.

· Click the right Transaction to be updated.

· Enter Completed date (year/month/day).

· Select User from the drop down list.

· Enter Comment if necessary.

· Click Submit button.

· + Transaction (if the transaction to be updated is not listed automatically on the tracking sheet)
· Click + transaction on right top.

· Select Transaction form the drop down list.

· Enter Completed date (year/month/day).

· Select User from the drop down list.

· Enter Comment if necessary.

· Click Submit button.
· + Applications

· + Applications

· Click applications on client page.

· Click + application on top right of the page.
· Select Policy Type from the drop down list.

· Enter Proposed Effective date (year/month/day).

· Enter Received date and Released date (year/month/day).

· Select Broker from the drop down list (Obtain from Broker Code of Producer).

· Select N/R (new or renewal).

· Select Status from the drop down list.

· Select assigned Underwriter from the drop down list.

· Click Submit button.

· + Submissions

· Click + submission on application page.

· Select Company from the drop down list.

· Select Wholesaler from the drop down list.
· Enter Date Sent and Date Received (year/month/day).
· Select Status from the drop down list.
· Click Submit button.
· +Quotes

· Click + quote on application page.

· Select Company from the drop down list.

· Select Wholesaler from the drop down list.

· Select Status from the drop down list.

· Enter Premium, Released date and Comment.

· Click Submit button.
· + Locations

· + Locations

· Click locations on client page.

· Click + location.

· Enter Loc No (location number, start with 1, then 2, etc.)

· Change State if necessary. (It shows automatically with the default state of client).

· Enter PPC, Terr and Area Identifier (Metro, Special, Suburban, Rural and Urban).

· Click Submit button.

· + Buildings

· Click + building on location page.

· Enter Bld No (building number).

· Select Occupancy from the drop down list.

· Select Construction from the drop down list.

· Enter address in Address Line 1/2 box.

· Enter City. (State is showing automatically).

· Enter Zip, Adjacent Exposure; Build Year, Last Renovtd (renovated), Sq Ft (square feet) and Height.
· Check or uncheck the boxes Active ?, Stat Alarm, Guard/Cameras, Boiler and Sprinkler according to the building information.
· Click Submit button.
· Repeat the above steps if there are more than one building.
+ Accounting
· + Policies

· Click policies on client page.

· Click + policy.

· Select a Policy Type from the drop down list in the pop-up dialog box.
· Type in Policy Number.

· Select Bill Type form the drop down list.

· Type in Effective and Expire date (in the format of year/month/day).

· Type in premium.

· Type in Gross %.

· Select a Company from the drop down list.

· Select a Wholesaler from the drop down list.

· Check Reporting? box, (in which case it should be checked?)
· Type in Reporting Min.

· Click Submit button.
· Repeat the above steps if there are more than one policy.
· + Policy Information

· + Split

· Click split on policy page.
· Click +split (show up “CNE CREATE TEMPORARY TABLE IF NOT EXISTS psp_tmp SELECT client_id,earning_pct,billing_pct FROM policy_split WHERE policy_id = '10336' GROUP BY client_id” in the pop up  dialog box). – Do not know how to add.

· + Reporting (do not know how to add)
· + Endorsements

· Click endorsements on policy page.

· Click +endorsement.

· Select Endorsement Type from the drop down list in the pop-up dialog box.

· Type in End. No.
· Select Bill Type from the drop down list.

· Type in Received, Effective and Expire date (in the format of year/month/day)

· Check Rate Adjustment? box, (in which case should this box be checked?).
· Type in Written Premium.

· Click Submit button.

· Repeat the above steps if there are more than one endorsement.

· + Expire

· Click expire on policy page.
· Click +expire.

· Select Expiration Type from the drop down list in the pop-up dialog box. 

· Type in New Expiration Date (in the format of year/month/day).

· Click Submit button.
· + Notes

· Click notes on policy page.

· Click + note.
· Type in note description and click Submit button. The ID and Create/Date of the note will show automatically.

· + Scripts (do not know how to add)

· + Rate Development (do not know how to add)
· + Period Earnings (do not know how to add)
· +Scheduled Payments (do not know how to add)
· + Period Earnings (do not know how to add)
· + Annual Premium (cannot find in the tracker)
· + Policy Managers

· Click + manager on policy page.

· Select a Policy Manager from the drop down list. 

· Select a Management type from the three options (Account Manager, Claims Administrator & CSR) in the drop down list. 

· Click Submit button.

· + Taxes & Fees

· Click + tax &fee on policy page.
· Select a Tax & Fee from the drop down list in the pop-up dialog box. 

· Select a Period Due from the drop down list.

· Type in Amount.

· Select a Retainee from the drop down list.

· Select a State (if applicable) from the drop down list.

· Check Bill Distribution? box (how to update this item?).
· Type in Dist Amt (Distribution Amount).

· Click Submit button.

· + Commissions

· Click +commission on policy page.

· Select a Broker from the drop down list in the pop-up dialog box. 

· Type in Percentage.

· Click Submit button.

· + bonds (Not Available)
· + Fees

· Click fees on client page.

· Click + fee.

· Select Fee type from the drop down list in the pop-up dialog box.
· Type in Effective date (in the format of year/month/day).

· Type in installments.

· Type in Fee Amt (fee amount).

· Check Cancelled box, if it has been cancelled. 
· Type in Cancel Date (in the format of year/month/day).

· Click Submit button.
· + Finances

· Click finances on client page.
· Click + finance on top right of the finance page.

· Type in Contract No.

· Type in Down Payment Amt.

· Type in Finance Amt.

· Type in Down Payment Date (in the format of year/month/day).

· Type Retained Amt.

· Type in Installment Amt.

· Type in APR %.

· Type in 1st Installment Date (in the format of year/month/day).

· Type in Finance Charge.

· Check Cancelled box, if it has been cancelled.
· Type in Installments.

· Type in Cancel Date (in the format of year/month/day).

· Click Submit button.
· + Invoices

· Click invoices on client page.

· Click + invoice.

· Type in Invoice Date (in the format of year/month/day).

· Type in Due Date (in the format of year/month/day).

· Click Submit button.

· + Receipts

· Click receipts on client page.

· Click + receipt (Not Available).
· + Credit Memos

· Click invoices on client page (Not Available).
· + Securities

· Click securities on client page.

· Click +security.

· Select Type (deposit or withdrawal) from the drop down list.

· Type in Date (in the format of year/month/day).

· Type in Amount.

· Type in Comment.

· Click Submit button.

+ Claims

· Claims

· +claim

· Click claims on client page.

· Click + claim on top right of the page.

· Select Loss Type from the drop down list.

· Enter Co Examiner, Loss date, Co Claim No and Reported Date.

· Select Policy from the drop down list.

· Select Status from the drop down list. If the status is Closed, type in the Date Closed in the format of year/month/day. 

· Enter Description.

· Click Submit button.

· Repeat the above steps if there are more than one claim.

· Count

· Click all/open/closed item on claims page to sort the claims by status accordingly.

· Loss Run

· Click lossrun on client page.
· Select claims by checking All/Open/Closed option to get the corresponding loss runs.

· Uncheck Show Premium, Incurred and Loss Ration calculations (the box is defaulted checked) if you want to print loss runs to the client.

· Select policy type from the drop down list if you only want to get the loss runs for some policy type.

· Select wholesaler from the drop down list if you only want to get the loss runs for the policies underwritten by some wholesaler.

· Select company from the drop down list if you only want to get the loss runs for the policies written by some company.

· Click Preview Report button, you will see the loss runs you need.

Producers

Search Producers:

· Click producers link after you log on the data tracker system.

· Type the producer name/code into search for box with Producer Name/Producer Code chosen in the box following as. You can also search by State/Zip/Broker Name by typing the corresponding information you have got.

· Click - > button.

Add a Producer:

· Assign a producer code for the producer to be added before you start to add it into tracker.

The producer code can be the combination of the first three initial letters of the producer name. For example, ARM can be the code of Automotive Risk Management & Insurance Service, Inc.
After that go back to the producer page and search by Producer code to verify if the code you assigned has already existed in Tracker. If yes, change the code until you get the one not used in Tracker yet. 
· Click + producer link on producers page.

· Enter producer Code you assigned. 
· Enter the name of producer in Name box.

· Type in the Web URL of the producer in Web URL box.

· Type in FEIN number.
· Check Is Master Producer box if the producer to be added is a master of a group.

· Check OFAC Compliance? box if the producer to be added is not on OFAC list by judging with method below:

· Search Dept. of Treasury list at http://www.treas.gov/offices/enforcement/ofac/sdn/
· Click on SDN List (in PDF format) under Specially Designated National List (SDN) section.

· Take note of the report date of Last Updated.

· Click Ctrl+ F to open search function.

· Search all of the names of producer (producer names, Dabs) and owner’s name.

· If on OFAC list, stop entry and notify the corresponding person.

· If not on the list, check OFAC Compliance? box and enter the date of the list in OFAC Publication box.
· Check Cancelled? box if it has been cancelled. Type cancelled date in Date Cancelled. Uncheck it if it has not been cancelled.

· Click Submit button.
+ Producer Information

· + Phones

· Click + phone on producer page.

· Select Type from the drop down list.

· Enter phone or fax Number in the format of 000-000-000.

· Enter Ext number if any.

· Click Submit button.

· + Doing Business As

· Click + dba.

· Type in Name and Submit.

· Repeat the above steps if more than one dba.

· + Addresses

· Click + address.
· Select Type (e.g. Business, Postal ) from the drop down list.
· Check Mailing Address ? box if it is a mailing address.
· Type in address, from Line 1 to Line 3.
· Type in City, State, Zip and Country (Default is United States)
· Click Submit button.
· + Brokers

· Click + broker.

· Type in broker Code: producer code + number. E.g.: ARM001 (ARM refers to producer code).

· Type in First Name, MI (middle name), and Last Name.

· Type in Email address.

· Type in DOB (year/month/day).

· Type in SS (000-00-0000).

· Check Active box if the broker is active.

· Click Submit button.
· +Affiliates

· Click affiliates on left topside of the producer page.

· Click +/- master.
· Select Master Client from the drop down list.

· Click Update button.
· + Contacts

· Click contacts.
· Click + contact.
· Type in Fist Name, MI (middle name), Last Name.
· Select Title from the drop down list.

· Type in Email.
· Click Submit button.
· Click +phone, +address, +other ref to add contact information.
· Click +tracker ref, check Producer and type in producer Code of the producer you have set up. (Very important reference information). Click Submit button.

· + Licenses

· Click licenses.

· Click + license.

· Select Lic Type (license type) from the drop down list. E.g.: PC, SL, and E&O.

· Type in the Lic No (license number).

· Select State from the drop down list.

· Type in the Renew date (year/month/day).

· Click Submit button.

· + Notes

· Click notes.

· Click + note.
· Type in note description and click Submit button. The ID and Create/Date will show automatically.

· + Tasks. (Not Available)
Companies

Search Companies:

· Click companies link after you log on the data tracker system.
· Type the company name/code into search for box with Company Name/ Company Code chosen in the box following as. You can also search by State/Zip by typing the corresponding information you have got.

· Click - > button.
Add a Company:

· Click + company link on companies page.

· Enter company Code. 

Before you enter, go to companies page and search by Company Code to verify if the code to be used has existed in Tracker or not. If yes, change the code until you get the one not used in Tracker yet
· Enter company name in Name box.

· Type in the Web URL of the company in Web URL box.
· Type in FEIN number.

· Select Payment Terms from the drop down list.
· Check Appointer box (in which case we need to check this box?)

·  Check OFAC Compliance? box if the company to be added is not on OFAC list by judging with method below:

· Search Dept. of Treasury list at http://www.treas.gov/offices/enforcement/ofac/sdn/
· Click on SDN List (in PDF format) under Specially Designated National List (SDN) section.

· Take note of the report date of Last Updated.

· Click Ctrl+ F to open search function.

· Search all of the names of company.

· If on OFAC list, stop entry and notify the corresponding person.

· If not on the list, check OFAC Compliance box and enter the date of list in OFAC Publication box.
· Click Submit button.

+ Company Information:

· + Phones

· Click + phone on company page.

· Select Type from the drop down list.

· Enter phone or fax Number in the format of 000-000-000.

· Enter Ext number if any.

· Click Submit button.

· + Addresses

· Click + address.
· Select Type (e.g. Business, Postal) from the drop down list.
· Check Mailing Address? box if it is a mailing address.
· Type in address, from Line 1 to Line 3.
· Type in City, State, Zip and Country (Default is United States)
· Click Submit button.
· + Products
· Click +product on top left of the page.

· Select Product from the drop down list.

· Click Submit button.

· + Contacts

· Click contacts.
· Click + contact.
· Type in Fist Name, MI (middle name), Last Name.
· Select Title from the drop down list.

· Type in Email.
· Click Submit button.
· Click +phone, +address, +other ref to add contact information.
· Click +tracker ref, check Company and type in company Code of the company you have set up. (Very important reference information). Click Submit button.

· + Notes

· Click notes.

· Click + note.
· Type in note description and click Submit button. The ID and Create/Date will show there.
· + Tasks. (Not Available)
Wholesalers

Search Wholesalers:

· Click wholesalers link after you log on the data tracker system.

· Type the wholesaler name/code into search for box with Wholesaler Name/ Wholesaler Code chosen in the box following as. You can also search by State/Zip by typing the corresponding information you have got.

· Click - > button.

Add a Wholesaler:

· Click + wholesaler link on wholesalers page.

· Enter wholesaler Code. 

Before you enter, go to wholesaler page and search by Wholesaler Code to verify if the code to be used has existed in Tracker or not. If yes, change the code until you get the one not used in Tracker yet.
· Enter wholesaler name in Name box.

· Type in the Web URL of the wholesaler in Web URL box.

· Type in FEIN number.

· Type in Contract Eff date (year/month/day).
· Select Payment Terms from the drop down list.
· Check OFAC Compliance? box if the wholesaler to be added is not on OFAC list by judging with method below:

· Search Dept. of Treasury list at http://www.treas.gov/offices/enforcement/ofac/sdn/
· Click on SDN List (in PDF format) under Specially Designated National List (SDN) section.

· Take note of the report date of Last Updated.

· Click Ctrl+ F to open search function.

· Search all of the names of wholesaler.

· If on OFAC list, stop entry and notify the corresponding person.

· If not on the list, check OFAC Compliance box and enter the date of list in OFAC Publication box.
· Click Submit button.

+ Wholesaler Information:

· + Phones

· Click + phone on wholesaler page.

· Select Type from the drop down list.

· Enter phone or fax Number in the format of 000-000-000.

· Enter Ext number if any.

· Click Submit button.

· + Addresses

· Click + address.
· Select Type (e.g. Business, Postal) from the drop down list.
· Check Mailing Address? box if it is a mailing address.
· Type in address, from Line 1 to Line 3.
· Type in City, State, Zip and Country (Default is United States).
· Click Submit button.
· + Products
· Click +product.
· Select Product from the drop down list.

· Click Submit button.

· + Contacts

· Click contacts on top left of the page.

· Click + contact.
· Type in Fist Name, MI (middle name), Last Name.
· Select Title from the drop down list.

· Type in Email.
· Click Submit button.
· Click +phone, +address, +other ref to add contact information.
· Click +tracker ref, check Wholesaler and type in wholesaler Code of the company you have set up. (Very important reference information). Click Submit button.

· + Notes

· Click notes.

· Click + note.
· Type in note description and click Submit button. The ID and Create/Date will show.
· + Tasks. (Not Available)

Vendors

Search Vendors:

· Click vendors link after you log on the data tracker system.

· Type the vendor name/code into search for box with Vendor Name/ Vendor Code chosen in the box following as. You can also search by State/Zip by typing the corresponding information you have got.

· Click - > button.

Add a Vendor:

· Click + vendor link on vendors page.

· Enter vendor Code. 

Before you enter, go to vendor page and search by Vendor Code to verify if the code to be used has existed in Tracker or not. If yes, change the code until you get the one not used in Tracker yet.
· Enter vendor name in Name box.

· Type in the Web URL of the vendor in Web URL box.

· Type in FEIN number.

· Select Payment Terms from the drop down list.
· Check OFAC Compliance? box if the vendor to be added is not on OFAC list by judging with method below:

· Search Dept. of Treasury list at http://www.treas.gov/offices/enforcement/ofac/sdn/
· Click on SDN List (in PDF format) under Specially Designated National List (SDN) section.

· Take note of the report date of Last Updated.

· Click Ctrl+ F to open search function.

· Search all of the names of the vendor.

· If on OFAC list, stop entry and notify the corresponding person.

· If not on the list, check OFAC Compliance box and enter the date of list in OFAC Publication box.
· Click Submit button.

+ Vendor Information:

· + Phones

· Click + phone on vendor page.

· Select Type from the drop down list.

· Enter phone or fax Number in the format of 000-000-000.

· Enter Ext number if any.

· Click Submit button.

· + Addresses

· Click + address.
· Select Type (e.g. Business, Postal) from the drop down list.
· Check Mailing Address? box if it is a mailing address
· Type in address, from Line 1 to Line 3.
· Type in City, State, Zip and Country (Default is United States).
· Click Submit button.
· + Contacts

· Click contacts on left top of the page.
· Click + contact.
· Type in Fist Name, MI (middle name), Last Name.
· Select Title from the drop down list.

· Type in Email.
· Click Submit button.
· Click +phone, +address, +other ref to add contact information.
· Click +tracker ref, check Vendor and type in vendor Code of the company you have set up. (Very important reference information). Click Submit button.

· + Notes

· Click notes.

· Click + note.
· Type in note description and click Submit button. The ID and Create/Date will show there.
+ Tasks. (Not Available)
Contacts

Search Contacts:

· Click contacts link after you log on the data tracker system.
· Type the Contact Name/First Name/Last Name/State/Zip/Client Number/Producer Code/Company Code/Wholesaler Code/Business Name into search for box with Contact Name/First Name/Last Name/State/Zip/Client Number/Producer Code/Company Code/Wholesaler Code/Business Name chosen in the box following as. 

· Click - > button.

Add a Contact:

· Click contacts on contact page.

· Click + contact.
· Type in Fist Name, MI (middle name), Last Name.

· Select Title from the drop down list.

· Type in Email address.

· Click Submit button.

· Click +phone, +address, +other ref to add contact information.

· Click +tracker ref, check Client/Producer/Company/Wholesaler/Vendor and type in Acc#/producer/company/wholesaler/vendor Code for the contact you have set up. (This is a very important reference information.) Click Submit button.

Search 

· Click search link to search page after you log on the data tracker system.

· Type the information to be searched in search for box and select the corresponding type from the drop down lists following in and as to search the information you need.
Three types of information can be searched by using this function.

· Claims related information, which can be searched by Claim No., Claim Loss date, Co. Claim No., Claimant Name, Claim Notes and Driver Name.
· Employees’ information, which can be searched by Employee Name and Employee Notes.

· Policies related information, which can be searched by Policy Number and Policy Notes.

Here is an example of how to use this function. If you want to search the information of an existing employee from tracker:

· Type in the employee’s name in search for box on search page.

· Select Employees from the drop down list following in box.

· Select Employee Name from the drop down list following as box. 

· Click - > button, check out the employee you are searching for from the list you get.
Reports

General

· Company List

It will automatically show a list of all the companies you added into tracker with their basic contact information.
· Query Definitions (Not sure how to use this function).
· Custom Query (Not available)
· OFAC Missing Values
Click OFAC Missing Values, you can get a report of OFAC missing values after finish filling the information in the pops up dialogue box:

· Check Clients box, and type date (year/month/day) in Created after box. Click Preview Report button, you will get a report of clients with OFAC missing values.
· Repeat the above step to get Companies/Producers/Wholesalers OFAC missing values reports.

· Vendor List

It will automatically show a list of all the Vendors you added into tracker with their basic contact information.
· Wholesaler List

It will automatically show a list of all the Wholesalers you added into tracker with their basic contact information.
Underwriting

·  Application Register

· Click Application Register under Underwriting section on reports page.

· Type dates (year/month/day) in boxes from & to with Prop. Eff. checked.

· Select group by from the drop down list (Policy Type/Producer/ Pro Eff. Date/Quote Status/Application Status/Underwriter).

· Select sort by from the drop down list (Client Id/Pro Eff. Date).

· Select policy type from the drop down list.

· Select new/renew.

· Select underwriter from the drop down list.

· Select application status from the drop down list.

· Select quote status from the drop down list (Active/Bound/Declined/Lost).

· Select producer from the drop down list.

· Click Preview Report button and you will get the application register report you need.
· Location Register

It will automatically show all the location information of the clients you added into tracker.

· Missing In Underwriting

· Click Missing In Underwriting.

· Check Client NAICS = NULL under Check For, click Preview Report button and you will get a report of the clients with NAICS missing.

· Outsourced Submissions

· Click Outsourced Submissions.

· Type dates (year/month/day) in from and to boxes with Prop. Eff. checked.

· Select group by from the drop down list (Client/Pro Eff. Date/Status/Underwriter/Wholesaler).

· Select sort by from the drop down list (Client/Pro Eff. Date/Status/Underwriter/Wholesaler).

· Select underwriter from the drop down list as a filter.

· Select status from the drop down list as a filter.

· Click Preview Report button and you will get an outsourced submissions report you need.

· Quote Register

· Click Quote Register.
· Type dates (year/month/day) in from and to boxes with Prop. Eff. checked.
· Select group by from the drop down list (Producer/Pro Eff. Date /Status/Underwriter/Company/Wholesaler).
· Select sort by from the drop down list (Client Id/Premium/Pro Eff. Date/Status/Underwriter).
· Select underwriter from the drop down list as a filter.

· Select status from the drop down list as a filter.

· Select producer from the drop down list as a filter.
· Click Preview Report button and you will get a quote register report you need.

Producer

· Missing in Producers

· Click Missing In Producers under Producer section on reports page.

· Check mailing address count (x) != 1 under Check For.

· Click Preview Report. 
It will display all producers who do not have any address or more than one address marked as the mailing address. Typically, only one address can be marked as the mailing address.
· Producer Appointed

· Click Producer Appointed.

· Select company from the drop down list as a filter.

· Click Preview Report button and you will get a report of the producers of different states appointed to the company you selected.
· Producer List

It will automatically show a list of all the Wholesalers you added into tracker with their basic contact information.
· Producer Register
· Click Producer Register.
· Type dates (year/month/day) in from and to boxes with Eff. checked.
· Select group by from the drop down list (Client/Broker/Policy Type/Producer).
· Select sort by from the drop down list (Client Id/Client Name/Broker/Effective Date/Expire Date/Policy Type/Premium/Producer).
· Select broker from the drop down list as a filter.

· Select producer from the drop down list as a filter.

· Select policy type from the drop down list as a filter.
· Click Preview Report button and you will get a producer register report you need.

· Reserved Accounts

· Click Reserved Accounts.

· Check Show type: show applications/show policies/active/ non active.

· Select state and broker from the drop down list under Filers.
· Click Preview Report button and you will get a report of reserved accounts you need.

Accounting

· Commission Register

· Click Commission Register under Accounting section on reports page.
· Check search dates by Eff. or Exp. (effective/expire).
· Type dates (year/month/day) in boxes from and to.
· Select group by from the drop down list (Broker, Client, Policy Number, Policy Type, Producer, State, Effective Month/Year).
· Select sort by (a) from the drop down list (Broker/Effective Date/Expire Date/Policy Type/Premium/Producer/State).
· Select sort by (b) from the drop down list (Effective Date/Expire Date/ Policy Type/Premium).
· Select Filters: broker/state/producer/policy type.
· Click Preview Report button and you will get a report of commission register you need.

· Endorsement Register

· Click Endorsement Register.

· Check search dates by Eff. or Exp. (effective/expire).
· Type dates (year/month/day) in boxes from and to.
· Select group by from the drop down list (Client, Endorsement _ty, Policy ID, Effective Month/Year).

· Select sort by from the drop down list (Effective Date/Expire Date/ Endorsement _ty/Premium).
· Select Filters: endorsement type.

· Click Preview Report button and you will get a report of endorsement register you need.

· Fee Register

· Click Fee Register.

· Type dates (year/month/day) in boxes from and to.
· Select group by from the drop down list (Client/Fee Type/State).

· Select sort by from the drop down list (Amount/Effective).
· Select Filters: fee type.

· Click Preview Report button and you will get a report of fee register you need. (This page is not available after we click preview report button)
· Finance Contracts 
· Click Finance Register.

· Type dates (year/month/day) in boxes from and to with Eff. checked.
· Select sort by from the drop down list (Client/Down Payment Date/Financed Amount).
· Click Preview Report button and you will get a report of finance contracts you need. 

· Securities Register

· Click Securities Register.

· Type dates (year/month/day) in boxes from and to.
· Filters: Select Operator (!=, <,>) and type in Amount.

· Click Preview Report button and you will get a report of securities register you need.

· Missing in Accounting

· Click Missing In Accounting.

· Check the items listed under Check For (policy number, company, gross % and effective date, effective, policy type, wholesaler, premium, expire) to check if there are any missing in accounting for these items.
· Check policy gross! =sum of commissions and input date in the box following eff >= if you want to check commissions.
· Check sum earning & sum billing split! =100% and input effective date into the box following eff >= if you want to check policy earnings and billing splits.
· Check sum down pay & installment split! = 100% and input date into the box following down pay >= if you want to check Finance Splits.
· Click Preview Report button and you will get a report of missing in accounting you need.
· Policy Register

· Click Policy Register.

· Check search dates by Eff. or Exp.
· Type dates (year/month/day) in boxes from and to for the period to be checked.
· Select group by from the drop down list (Client, Company, Policy ID, Policy Type, State, Wholesaler, Effective Month/Year).
· Select sort by (a) from the drop down list (Company, Effective Date, Expire Date, Policy Type, Premium, State, Wholesaler).

· Select sort by (b) from the drop down list (Effective Date, Expire Date, Policy Type, Premium, Company, Wholesaler).
· Select Filters: wholesaler/state/company/policy type to sort policies with particular requirement.
· Click Preview Report button and you will get a report of policy register you need.

· Tax & Fee Register

· Click Tax & Fee Register.

· Type dates (year/month/day) in boxes from and to with by Eff. checked.
· Select group by from the drop down list (Client, State, Tax & Fee Type).
· Select sort by from the drop down list (Amount, Effective Date).
· Select tax & fee type from the drop down list under Filters.
· Click Preview Report button and you will get a report of tax & fee register you need.

Employees
· MVR’s Pending

· Click MVR’s Pending under Employees on reports page, a MVR’s pending report will show automatically.

· Clnt ID - Name: It shows the client information of which the pending MVRs are.
· Batch # - It shows of which batch the MVR is ordered.
· Click the Batch # indicated. It will show you the MVR ordered date, Count(how many MVRs ordered in this batch), Cost( the total cost of ordering this MVR batch) ,detailed employee information(client id, employee id, Last Name, First Name, DOB, DL), Order Status, Report Status and Fee.
· Emp ID (employee id)

· Click the employee id indicated. It will show you the employee information on the page(Client Name, Employee Name, Type, DOB, DL, DL Status, Job Title, Class Code, Restricted, Employee Status, Hired, Part –time, Dismissed and Demo)
· Last Name: employee’s last name.

· First Name: employee’s first name.

· DL: employee’s driver license number.

· St: employee’s driver license state.

Claims

· Claim Register

· Click Claim Register under Claims on reports page.

· Type dates (year/month/day) in boxes from and to.

· Check search by Loss Date/Created On/Reported Date.

· Check Notes or Driver Other Info if necessary.

· Select policy manager/claim status/company/wholesaler/policy type/loss type from the drop down lists under Filters.
· Click Preview Report button and you will get a report of claims you need.

· Coverage Line Register

· Click Coverage Line Register.

· Type dates (year/month/day) in boxes from and to with by Loss Date checked.

· Select Group By from the drop down list (Company, Coverage Line/Wholesaler, Coverage Line/Coverage Line, Company/Coverage Line, Wholesaler).
· Select claim status/company/wholesaler from the drop down lists as filters.
· Click Preview Report button and you will get a report of coverage line register you need.

· Missing In Claims

· Click Missing In Claims.

· Check the items listed under Check For (policy =’ ‘, loss date = ‘0000 – 00 -00’, reported = ‘0000-00-00’) to check if there are any missing in claims for these items.

· Check closed claims with amt_rsv, exp_rsv > ‘0.00’ if you want to check if there are any closed claims with the amount of reserves more than 0.00.
· Check total incurred < ‘0.00’ if you want to check if there are any claims with total incurred <0.00.
· Click Preview Report button to get the report you need. .
· Transaction Register

· Click Transaction Register.

· Type dates (year/month/day) in boxes from and to with by Loss Date checked.
· Select wholesaler from the drop down list.

· Select policy type from the drop down list.

· Click Preview Report button and you will get a report of transaction register you need.

Processing

· Click the processing link after you log on the data tracker system. This function can be used to order MVRs.

· MVR Batch Orders

· Click MVR Batch Orders on processing page. It will show you the MVR batch ordered before with detailed information (MVR batch orders #, ordered date, ordered status and ordered by which user). 
· Click + mvr batch on the top right of MVR batch orders page.

· Click + employee on the top right of new MVR batch page.

· Type Client ID in the pops up dialog box, and click Submit button.

· Check the employees you want to order MVRs for. You can search the employees by employee id/Last Name/First Name/DOB (date of birth)/DL (driver license). Click Submit button. 
· Check information of the selected employees on new MVR batch page. Click Send & Receive button, the order will be sent out. And you will see the new MVR batch you just ordered with detailed information( MVR Batch #, Ordered date, Count(#) – how many MVRs you ordered, Cost – how much it cost to order this batch, client ID, Employee ID, Last Name, First Name, DOB, DL, Ord Status, Rep Status, and Fee).

