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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:
e Identify what information is important to your agency.
e Demonstrate how to use filters in Excel to find the discrepancies in billing screens and
transactions.
e 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.
e

User-Defined

==

Month-End

a8

Queue

lli

Dashboard

m

Exit

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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Report Selection Criteria Description | Fields/Sort
Report Type Report Choices
Search - Customers Farm - Medical Benefit ;l
Search - Prospects Farm - Persaonal Auto
Search - Files Farm - Personal Motepad
Search - General Ledger Form - Personal Umbrella
Search - Miscellaneous Form - Primary Census

;l Form - Property Loss Motice
Farm - Short Term Disability
Form - Statement of Values

Farm - Transportation

Output Destination
P Farm - Truckers

% Data Preview Report Farm - Vision Benefit

" Mail Labels Text File Form - Watercraft .
I ra S Form - WorkComp Loss Motice

ore almerge ueue_ e Form - Worker's Comp

™ Excel- Raw Data "~ Data File Policies - Current

" Excel- EIS Automated Policies - History

™ Excel - Consolidated Fi Palicies - With This and This

™ Save as User-Defined Folicies - With This, Mot That
(" Save as Month-End Report Palicies —.wﬂ'h|s,Th|5,NntThat
- ~ Transactions - Customers

oz a3 Dusiu Hspur Transactions - Pending -

|

[

Next click on the Criteria tab across the top.
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Description

Fields/Saort

Transactions - Customers

Criteria Setting

gency Selected Agenci
Branch All Branches
Department All Departments
Customers All Customers
Range of Customers All

All Customer Codes
All CERs

All Billing Companies
All Issuing Companies
All Master Companies

Customer Codes
Customer Senvice Reps
Billing Companies
lssuing Companies
Master Companies

Producer All Producers
Broker All Brokers

Palicy Type All Policy Types
Puolicy Type Group All Policy Type Groups
Puolicy Status All Policy Statuses
Bill Mode All Bill Modes
Date First Written All Dates
Accounting Manth JUL1Z - JUL12
Trans Effective Date All Dates

Palicy Effective Date All Dates

Palicy Expiration Date All Dates

7 &y

Modify Criteria

=

Ask and Run
=
Sawve Criteria

E
o

Load Criteria

=l

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.

=10l x|

L Accounting

All Transactions

Production Transactions
Balance Forward Transactions
Cpen ltem Transactions

Zancel

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/Sart tab across the top

1 TAM Reports
File Options MWizards Help

A TAM Reports
E’] Report Selection | Criteria | Description Fields/Sort
Run Transactions - Customers (=
Data File Choices Save
Reparts IF":'”C\)r Data j [~ Surmmary Output -
. | @ FieldList (" Field Groups | Fields Selected Undo
Zearch CustormetPol_idy Mumber < [ Transact fterm # 1=
Conglamerate Customer Mumber Select Description
Agency ‘ Falicy Mumbe
El= Branch Remone
Department -
@ Folicy Mumber
Liser-Defined Folicy Effective Date M
= Policy Expiration Date Issidng Company |
E‘E] Date FirstWritten Select Al Agkency Commission %
torth-Enc Falicy Type —_ | JAgency Commission Amount
Palicy Twpe Graup Remove &l VIProducer One
% Billing Camparny Transaction Type
CUELE Issuing Company Department
h]ﬂ@ Master Company Accounting Month
Type of Agency Cormem hd| Billing Mode |
Dazhboard
Field Options
*E | Field value =] / =ort Order |
Exit
/

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 imgortant ones would be the Customer/Pol_idx Number,
Department, Transact Iltem #, Desegfiption, Policy Number, Transaction Date, Policy Type, BCO,
ICO, Agency Commission, Comrission %, Bill Mode, Producer One, Transaction Type,
Amount, Transaction Operator D, Trans CSR, Policy Status. Under Data File Choices, | then
select Customer Data and pulf 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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= »- V= |5 0724Transact - Micrasoft Excel oEs
E Home Insert Page Layout Formulas Data Rewiean Wi @ @ o @ R
W cut - B = . Pj P[] Fm T g Autesum - £\7 &a
oy i Sitrap Text General £ :E':d B ﬂ_[ - 7
P Fromapunr B 001D e acenter | § - % 2 | | e sitesr | | n T | B ikers fecte
Clipboard Font Alignment Number Shyles Cells Editing
1) Security Warning  Data connections have been disabled Enable Content x
k4211 - fe 923741713 @
& B © D E F G H | J K L %) M Q P s] R 5 T u W Wa
1 Type Bco Trans Amt Status Pr Item Dept Month Bill Pol Pr_p Pramtl Pr2 Pr_p2 Pramt2 Pr3 Pr_p3 Pramt3 Csr Com_p Co_amt Ico @
2 FID5 C5C REN 161 REN  BOMN  3BRMDEG 2 BS07 A B3157283 0 0 1} 0 1} 0 chd 25 40.25 C5C
3 MNOTE MMB REN 50 REM  WAJ  SBROHY 2 BS07 A PENDING 0 0 1} 0 1} 0G5 50 25 I
4 NOTE MMBE CFE 21 REN  WAJ  SBMOHZ 2 BS07 A PENDING 0 0 1} 0 1} 0G5 0 0 kAR
5 PROF IHG REN 1232 REN  AGM SBMOKK 2 BS07 A 0251387478 0 0 1} 0 1} 0 wc 10 123.2 €03
6 PROF IHG CFE 30 REM  AGM 3BMOKL 2 B307 A 0251387478 0 0 0 0 [t} 0 we 0 0 Co3
7 FIDS  HAR REN 100 REM  DA4 3BMAHG 2 B30Y A GlBDDDLSR43 0 0 0 0 [t} 0 cr 20 20 HAR
g GLe2 KKl MNEW 382 OME  DRH  9BMSPX 2 B30¥Y D EBRPGOO0DOOSESZE00 0 0 0 0 [t} OET 10 38.3 N24
8 QTHE HAR REMN 250 REN  MSA  SBMSW) 2 BS0Y A BlBEBRCLIB2SE 0 0 0 0 [t} 0 Ch 20 75 HAR
10 OTHE HAR REN 1000 REN  MSA  SBMIWK 2 B307 A  glBSBCFl332 0 0 0 0 [t} 0 cha a0 300 HAR
11 OTHE 5T REMN 150 REN  JGS  3BMSWT 2 BS07 A 5080270 0 0 0 0 [t} 0 cha a0 45 5TI
12 OTHE TRA  REN 2624 REN  DA&A - SBMTCW 2 B307 A 104353544 0 0 1} 0 1} 0 chd 20 524.8 TRA
13 OTHE TRA  REN 3153 REN DAL SBMTCZ 2 BS07 A 104353543 0 0 1} 0 1} 0 chd 20 638.6 TRA
14 NOTE C5C REN S50 REM  BOMN  3BR919 2 BSO7 A F1665905N 0 0 1} 0 1} 0 ch 60 30 C5C
15 NOTBE CS5C CFE 21 REN  BOMN  3BMII1E 2 BSO7 A F1665905N 0 0 1} 0 1} 0 ch 0 0 C5C
le MOTB CS5C REM S0 REM  DAS 3BMBPO 2 B30¥ A JEMMIFER PRICE 0 0 0 0 [t} 0 cm 60 30 CsC
17 MOTB CSC CFE 21 REM  DAS  3BMBEPR 2 B30¥ A JEMMIFER PRICE 0 0 0 0 [t} 0 cr 0 0 CsC
12 PROP USSR REN 3700 REN  AGM  SBMCWVE 2 BSO0Y A |CUe512 0 0 0 0 [t} 0we 12.5 462.5 E02
19 PROP USSR CFE 150 REM  AGKM  9BMCWC 2 BSO0Y A CUe512 0 0 0 0 [t} 0 we 0 0 E0Z
20 PROP USSR CFE 195 REN  AGM  SBMCWD 2 BSOY A CUe512 0 0 0 0 [t} 0we 0 0 E0Z
21 FIDS TRA REN 1780 REN  SPCT  SBMCVG 2 B307 A 105629042 0 0 0 0 [t} 0 cha 12.5 222.5 TRA
27 GLBa KKl REN 1500 REM  JG5  SBMCVO 2 BS07 A AIPOOD2070596301 0 0 1} 0 1} 0 AC 10 150 21
23 OTHE HAR REN 100 REM  MSA  SBMDEZ 2 B307 A B1RSBAMOEAS 0 0 1} 0 1} 0 chd ao 30 HAR
24 OTHE HAR CFE 1.08 REN  MSA  9BRDT0 2 BS07 A B1RSBAROGAS 0 0 i} 0 0 0 ch 0 0 HAEY
4 4 b M| Sheetl . SheetZ ~ sheetd . % o] [T | 20
Ready | Scrolllock | | EE @ w0 (=) y! (1)

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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Report Selection Criteria Description | Fields/Sort
Policies - Current

Criteria Setting

Agency Selected Agencies |

Branch All Branches

Department All Departments

Customers All Customers

Range of Customers All :-'

Customer Codes All Customer Codes

Customer Service Reps All C5Rs Modify Criteria

Billing Companies All Billing Companies il

Issuing Companies All lssuing Companies ?

Master Companies All Master Companies Askad Run

Producer All Producers

Broker All Brokers %

Puolicy Type All Policy Types

Policy Type Group All Policy Type Groups Save Criteria

Policy Status All Policy Statuses q—.

Bill Mode All Bill Modes ﬁ

Date First Written All Dates Load Criteria

Effective Date 0702012 - 0713102012

Expiration Date All Dates

Lines of Business All Lines

Broker Comm % All ltems |

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
22 Record Listi -|O| x| day of the month. Farther down the list is the option
Record Listings. Select List Each Time Found.

List Each Time Found

Only One Per Customer

Only One Per Policy
Customers w/ Only One Policy
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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:

Data File Choices

Customer Data
Broker Data
Lienholder Data
Contact Info
Commercial Info

| like to choose the Customer Name from the Customer Data file and then choose the rest of the
information from the Policy Data file. | 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:

EE9-¢-v== &8I 0719 Policy - Micosoft Excel o
o [ c@c8
= Zz;v i:\ Narow v 11 ¢ A AT B SiwapTed General - }5 "7} !tlorma\ Bad (fooﬂ Neutral . o= I ;J %:”‘“f‘”’"' ’iv )
P romatramer | [B] £ U~ | B 2- A £ Bvergescemer= | $ < % » [ | Contton el =] - o < P G e B B
Ciphoard Font Alignment Numser sy cets ating
1] Security Wamning  Data connections have been disabled Enable Content x
R1 - % | Name ®
= B c 0 E] F e [A]1 J K L M N 0 Pl Q s T u v w X v z A;\ B j
"1 |Pol_type Effestive Expires Pol_status Pri Fwriten Co_amt Pr2 Prd Prem  Pol_brch Pol_opid Pol_csr Beo Pol_idx Bill Pol_dept|Rec =
2 |MEDG 72012 THROTINEW  TSG 72012 8158 163163 FR  FR  BOB 3BOWO-1-1001 D 3 38c0-1
e 782012 TBROTINEW  RHG 7682012 0 03 M/ NM AL 3BROWL32001 D 3 38roWL
T4|UFG 72012 THROISREN  RBG  7I2007 1728 TSG 11520 3 FX  SC  GUA 3BZTR1-2000 D 3 382TR
5|LTDG 742012 THROI3REN  RBG 722007 9380 TSG 62400 3 FX S GUA 3BZTR12002 D 3 382TR 1
6 |MEDG  7A2012 THROT3REN  RBG  7A/2007 8081094 TSG 16162188 3 ML SC GUA 3BZTR12008 D 3 EZALY]
"7|DENG 72012 7THROI3REN  RBG  7/2010 62712 TSG 62712 3 SC  SC  GUA 3BZTR1-2004 D 3 EALS]
8 ADDG  7/2012 THROI3REN  RBG  7/12010 07186 03 SC GUA 3BZTR12005 D 3 EFALS]
9 |LTDG 72012 THROTINEW  RHG 72012 0 03 M/ NM  GUA 3C0LO21001 D 3 3coLo2
10[STDG 72012 THROIINEW  RHG 72012 0 03 NM  GUA 3C0LO21002 D 3 3coL0-2
11|MED 74012 7MROI3NEW  RWG 74012 1032 10320 3 M/ NM  BCB 3CROCBI-001 D 3 3cRoCE1
206Lss 72012 TMROBREN  GAG  TMI20M 4836 193443 GG GY  MCT 3DDEV-A001 A 2 30DEV-1
3|WC-s 70tz THROTBREN  GAG  TM2011 7052 84213 GG GY  TAG 3DDEV-12001 D 2 3008v-1
T4|UMB3  7A2012 THROT3REN GG TI2011 72615 18013 GG GY  MCT 3DDEV-13001 A 2 30DEv-1
TBAPIN 7012 THI013 INF GAG 62012011 0 03 66 IDDEV-14001 A 2 3DDEV-1
6|GLss  7AE012 THROT3REN  MSA 6232004 16343 16343 3 CE MY  USR 3DDIS21001 A 2 300152
TWIWCS  7AR012 THROT3REN  MSA 72004 11501 131443 CE MY TCF 30DIS22001 D 2 30052
18|UMB3 72012 THROTSREN  MSA 1152008 10732 107323 MY MY  USR 3DDIS23001 A 2 300is-2
19|MEDG 7012 7HROI3REW  RHG 72000 3558 83953 NM  NM  BCB FRAN-14001 D 3 3FRAN-1
20|MEDI 772012 THROT3REN  RHG  7TMI2007 4154 8308083 RO NM  GRI 3GOODLI-1001 D 3 3600011
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23/SIDG 72012 TMROBREN  RHG  THI20M 4471 ur13 NM UM SHILL26002 D 3 HILL2
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Fa] 702012 TBR013NEW  RHG 782012 0 03 NM  GEF 3HUCKJI2002 D 3 3HUCKJ1
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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.
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