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Seminar Type: 

Seminar Level: Intermediate: An Intermediate level class takes the concepts originated from a 
basic level course, and adds more layers or parallel concepts. For functional courses, these 
classes will require the participant or attendee to have some basis to work from as they are 
learning new facets of the agency or brokerage management system or software program.  
 
 
Class Description: This class will demonstrate how to use Excel to check your billing screens 
each month to be sure they are as accurate as possible.  We will also run a search of 
transactions to check them before the month is posted so any errors can be caught in a timely 
manner. 
 
Learning Outcomes:  

 Identify what information is important to your agency. 

 Demonstrate how to use filters in Excel to find the discrepancies in billing screens and 
transactions. 

 Examine and decide how to correct the errors found 

 
Assumptions: This seminar is based on the following 

Applied TAM Version 2014 
Microsoft ® Word Version 2010 
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Agency Standards for Transactions 

Before you think about auditing your transactions and billing screens, you need to determine 
what your agency standards are.  For transactions some common ones might be to be sure 
there is a valid producer code, the status and the transaction type correlate with each other, that 
the company codes are valid, that there is a commission amount, valid policy types, etc. 
Setting up the Transaction Search 

 
Now we need to select Reports, Search.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
After you click on Search, the following screen will come up.  Leave the Report Type as Search-
Customers.  Click in the circle by Excel-Raw Data under Output Destination.   Under Report 
Choices, scroll down to Transactions – Customers. 
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Next click on the Criteria tab across the top. 
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This is where you will choose your criteria for this particular search.  Notice that most of the 
items are set for ‘All’.  There are several date options.  We will be auditing the transactions for 
the current accounting month so we should select that date option for this search.   
 

The other criteria that we need to change are 
farther down the list and is called Accounting 
Flag. 
 
We want to see Production Transactions so 
that is the selection to make here.  These are 
the transactions that actually make up your 
Production Reports.  If you choose All 
Transactions, your selection will show the 
DBI, CRI, CFN, CRP, various JE entries, etc.  
These transactions do not impact production.   
 
All the other options should be left at ALL for 
this search. 
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Now we need to click on the Fields/Sort tab across the top 

  
 
This is where you are going to select the data you need to do your audit.  Some of these items 
will depend on your agency.  The important ones would be the Customer/Pol_idx Number, 
Department, Transact Item #, Description, Policy Number, Transaction Date, Policy Type, BCO, 
ICO, Agency Commission, Commission %, Bill Mode, Producer One, Transaction Type, 
Amount, Transaction Operator ID, Trans CSR, Policy Status.  Under Data File Choices, I then 
select Customer Data and pull the Customer Name from there. 
 
Be sure you click on the Save button when you have made your selections. 
 
Once you have everything set up the way you want it, be sure to go back to the Criteria tab and 
choose to Save Criteria.  That way you won’t have to go through this process all over again 
each time. 
Click on the Run button to run your search.  After choosing to open Excel, you will see a screen 
similar to the one below. 
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Your agency will need to decide how you want to handle the transactions that are either in error 
or incomplete.  If you want the Account Manager to fix them, you can copy the rows where there 
is a discrepancy and paste them onto a separate worksheet for each Account Manager.  Then 
you can email that worksheet to the Account Manager to fix.  You can also highlight the rows 
that have errors and then use the filter to select those colored rows to paste to a new sheet.  
Then you can sort that sheet by CSR to email out to correct if you choose to do that. 
 

Setting Up the Policy Search 

Again you will need to select Reports and then click on the Search button. 
 
Leave the Report Type as Search-Customers.  Click in the circle by Excel-Raw Data under 
Output Destination.   Under Report Choices, scroll down to Policies-Current. 
  
Next, click on the Criteria tab that is across the top.   
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The Agency and Branch selections will depend on your particular agency.  Everything else can 
be All until you get to the Effective Date.  This is the Effective Date of the policy term.  Since you 

are auditing the current month, select the 1st and the last 
day of the month.  Farther down the list is the option 
Record Listings.  Select List Each Time Found. 
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Click on the Fields/Sort tab across the top next.  You will see there are several choices under 
Data File Choices: 

 
 
I like to choose the Customer Name from the Customer Data file and then choose the rest of the 
information from the Policy Data file.  I choose Branch, Department, Pol #, Eff Date, Exp Date, 
Date First Written, Policy Type, BCO, ICO, Total Commission Amount, Total Comm %, 
Producer One, Producer Two, Producer Three, Policy Premium, Customer Service Rep, Policy 
Status, Billing Mode, Customer/Pol_idx Number. 
 
Once you get all your selections set up the way you want, be sure you go back to the Criteria 
tab and Save Criteria. 
 
Now you can click on Run.  When you open it in Excel, it will look similar to the following: 
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Filtering Your Data 

Use the Filter in Excel that is under the Data tab.  This will allow you to make multiple selections 
to see if your data meets the standards set by your agency. 
 

Other Uses for Your Data 

You can use your data to create pivot tables to see how your Producers, CSR’s are doing that 
month or to check on your total production and commission.   
 


