Applied Systems Client Network

SEMINAR HANDOUT

IMPORTING
PROSPECTS,

CERTIFICATE
HOLDERS, AND
DIRECT BILL
STATEMENTS




Importing Prospects, Certificate Holders & Direct Bill Statements J
ASChnet

Prepared for ASCnet

Applied Systems Client Network
801 Douglas Avenue #205
Altamonte Springs, FL 32714
Phone: 407-869-0404 Fax: 407-869-0418

Copyright © 2008 by Applied Systems Client Network, Inc. (ASCnet), 801 Douglas Avenue #205, Altamonte Springs, FL 32714.
Protection claimed in all forms and matters of copyrightable material and information now allowed by law or hereafter granted
including both electronic and conventional distribution of herein products. Reproduction or transmission unless authorized by
ASCnet is prohibited. All rights reserved. Specific product information regarding Applied Systems’ The Agency Manager and
Vision, as well as other products copyrighted and mentioned within (ex: Microsoft, Excel, etc.) are the product of the individual
company and no endorsement or ownership of product should be implied by its mention and use. All workflows are suggested and
common workflows. Users of this material agree that ASCnet cannot be held liable for any omissions or errors within the guide.

Original Author:
Cindy Newman, C.A.N. Services

August, 2008 2



Importing Prospects, Certificate Holders & Direct Bill Statements Zﬁ)
ASChnet

Presented by:

Lisa Burnside

Burnside Dynamics LLC
lisab@burnsidedynamics.com
(651) 464-6226

Lisa Burnside began her insurance career in 1981 with Valley View Insurance Agency in
Edina, Minnesota. In 1983 she assisted her parents in opening their own agency,
Administrative Safety Services, Inc. which later became Truck Writers. She was the
President of Administrative Risk Consultants, Inc. until 2008. From 1987-2007, she
managed Truck Writers, Inc. as the Vice President of Information Technology and Chief
Operating Officer. She now owns Burnside Dynamics LLC, a skills-enhancement
company.

She graduated from the University of Minnesota Carlson School of Management in
1987 with a Bachelor of Science degree in Business. She also teaches Agency
Operations and William T Hold Series for the CISR program and Errors & Omissions for
Westport and the Independent Insurance Agents of America. She received her MBA
from Walden University on line in 2004. She became a certified ASCnet trainer in
December, 2005.

The CIC designation was conferred upon her on October 23, 1991. She received her
CPCU designation on October 25, 1993. She is also Microsoft Office User Specialist
master certified.

She is a partner in 4 Dynamic Women — helping dynamic women in business succeed.
As a member of Toastmasters International, she gives humorous and uplifting speeches
to which you can relate.
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Objective: This class will cover ways to import prospects, certificate holders and direct
bill statements using Excel.

Assumptions: This seminar is based on the following

TAM Version 10.X
Microsoft Excel Version 2003
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Importing Prospects Into Tam
The marketing list is required to be in one of the following file formats:

o Excel Spreadsheet (*.XLS)

¢ Comma and Quote Delimited File
Open the Excel spreadsheet or the Comma and Quote Delimited File.

2.  Write down what information is listed in each column (Column 1 = full name, Column2 =
street, Column 3 = city, etc.).

3. If you have one row/line at the top that only includes headings, delete that row/line.
Otherwise, that heading line will be imported as a prospect.

4. |If this is an Excel spreadsheet, set the width of each column to fit the contents of the
column by selecting all columns, and then double-clicking a boundary to the right of one
of the column headings. For more information on how to do this, see the Excel help file.

5. Save the file with the changes that you have made. It can be located either on the local
drive of the station that will be running the import or on the network drive.

6. Close the marketing list file.

7. Before importing the prospects, you will need to define what marketing plan code that
these prospects will be imported. If you would like to create a new marketing plan code,
do the following steps:

a. Access Utilities from Home Base or Utility Manager outside of TAM.

b. Select General, Activity Defaults, and Define Marketing Plans. Click the
Continue arrow.

c. Type a Code in the Plan field and type a Description in the Desc field.
d. Click Accept.

e. Continue to fill out the required information. For more information, see Define
Marketing Plans in the TAM Help file.

8. The station running the import prospects must exit TAM.
9. Access Utility Manager.

10. Select General, Prospect Maintenance, Import and Export Prospects, and click the
Continue arrow. If your file is in Comma and Quote Delimited format, skip to step 16.

Imporn and Expornt Prospects

ek o Ly s
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11. Select Options, Convert Excel Spreadsheet to Prospect List.

12. A Select Spreadsheet for Conversion browse window pops up. Browse to your Excel file,
highlight it, and click Open.

13. You will see the following message: "Convert Excel Spreadsheet to Prospect List. Enter
the full path and filename for the converted Prospect List.? Type in the path, new
filename, and file extension (e.g., H:\2LDL\IMPORT.TXT) for the new converted file to be
saved to. To avoid confusion, don't use the same filename as your Excel file. (Long
filenames are accepted.)

Convert Excell Spreadsheet to Prospect List

]|
Enter the full path and filename far the converted

Prozpect List,
Cancel

f:\docsitest for importing prozpects. by

Click OK.
14. Click OK on the Spreadsheet converted successfully window.

Convert Excell Spreadsheet ko Prospect List |

L
\ 11) Spreadsheet converted successFully,
-‘-'.

15. Open the converted file in Notepad or WordPad to make sure it looks okay and is in
comma and quote delimited format.
16. Once the file is open, click on Edit and choose Replace.
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064", 30-36

|
Replace |
Fodvbet |
Replace with: I Heplace |
Feplace Al |
Cancel
[ Match case 4|

17. In the Find What box, put two quotes with no spaces (").

18. In the Replace With box, put two quotes with a space between them (" ").

Replace K|

Fieplace with; |'| Replace |
Feplace All |

Cancel
[ Match case 4|

19. Click Replace All and allow the command to finish to the end. Click Cancel to close the

Replace box..
20. Close the file and save changes.
21. Click the New button at the bottom of the prospect utility.
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Is this Prospect List in comma delimited format?

22. Click Yes to "Is the prospect list in comma delimited format?".

. Data Definitions

Prospect: || D escription: |
r— [ ata Definition
Field | Tite | Length | Database | Figld to Load Inta
“| | &
L o
Prewious | T et |
Sdd | Inzert Hewvize Delete | Brint |
Save | LCancel |

23. A Data Definitions window pops up. Enter in a new title for your marketing prospect list
and a description for it. Click Save to enable the Add button.

. Data Definitions

Prozpect: ITENEDNTEST Drescription: |Test for TenCon 2007
r ['ata Definition
Field | Title | Length | Database | Field to Load Into
<] | &
L o
Prewious | [ et |
Add | Inzert Fevise Delete | Brint |
LCancel |

24. Click Add. The Add Item window opens. Here you are defining what is in every column of
your marketing list. It must be defined in the same order that it was displayed in the
marketing list. Use the information noted on step 2 for reference.
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Title: [CODE Database: |PROSP =l
Field to Load Into: i i
O | LCancel |
Tips:
o0 If you do not want to use a column, you must define it and select none as the

database.

0 It does not matter what title you give the column as long as you choose the
correct database and field.
0 Choose Client as the database if you want to import an email address.
0 Use Insert instead of Add if you want to add one above the existing selected line.
Add will add to the bottom of the list.
0 Click Print to print the data definition list if desired.
o0 For each column/section that exists in the marketing list, click add (as you did in
the last step) and fill in the Title, Database (None, Prosp, Cinfo, Pinfo, Note, and
Client), and Field to Load Into.
25. Click OK when you are done with the data definitions.
26. Select Options, Define Constant fields.

. Define Constant Fields |
— Define Congtant Fields - Test for TenCon 2007
| Databaze | Field | Conzstant Walue to be Loaded |
Add Revize Delete Errirt
Ok LCancel

27. Click Add.

28. This area is for defining one particular item to be filled in for a certain field on every
prospect that is imported. It is required at the very least to define the Marketing Plan as a
constant field. Defining other constant fields is optional. To define the Marketing Plan
constant field, in the Database field, select PROSP.

29. In Field, select Marketing Plan.
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im. Constant Fields

Database: IF'FIEISF" | Field [ Marketing Plan |

Constant Y alue o be Loaded: IHEIEI|

Ok | LCancel |

30. In Constant Value to be Loaded, double click to select the desired Marketing plan from
the list. Click OK.

31. Click Add to add other constants if desired. Click OK when you are done.

32. In the Prospect List Path field, click the Browse (?) button to browse to find the
marketing list.

33. Change Files of Type from DAT to All Files.

Open EH
Lock . [ 5 DOCS e ® e E-
CARNATLSAM test For importing 2.bxt
CCIALIST. SAM test For importing prospects.kxk
CHAMEER. S4M E_]test for importing prospects. xls
CIPIBR, 540 B ycs. doc
LOFEREN, 5A4M BB |wC presentation templats. ppt

) Loss control.rtf
W 5HA Statement. doc
l—ﬁﬂ COverviews, doc
'@ Overviewz, pdf
l—'E'IJ;Overview.mht

My Documents {9 vsrviews,

W ros.DOC
ﬁ S Palicy costs.bmp
hy Computer
DOpen

'ﬁ File narne: I

-
- Files of type: Al Files [7.7) Cancel |
4

[ Open as read-only

34. Select your file and click Open.

Note: If you converted your Excel file using this utility, browse to the converted file, not
the original Excel file.

35. Change Translate Case at Load Time to Upper and Lower Case.

(o} If the list is in Mixed case (both upper and lower case), and you want all of the
prospects to import in mixed case, choose Upper and Lower Case.

o] If the list is in Mixed case (both upper and lower case), and you want all of the
prospects to be imported in ALL CAPS, choose All Upper Case.

o] If the list is in All Upper Case, and you want all of the prospects to be imported
in ALL CAPS, choose EITHER Upper and Lower Case OR All Upper Case.
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37.

38.
39.

40.
41.

ASChnet
P' Utility Manager A=l
Fil=  ©ptions Help
Import and Export Prospects =
Prospect List: ["poonac | Description | 4]
DamMaR-DETL Damar - Detail Format
DataR-DwWDL Damar - DOWNLOAD format ..
DUNS Dun's Marketing Services
MAILLIST M ailing Listz on Diskette
TEMCOMTEST Test for TenCon 2007 - b
Prospect list path: [F:\DOCStest for importing prospects. b |
Tranzlate Case at Load Time
’7 + Upper and Lower Case = Al Upper Caze ‘
Import Data az
’V € Personal ! i ‘
Impork | HNew | Delete | Revise |
Back |
=]
["welcome to the Utility Manager. [9/23/2007 [12:18 PM 4

NOTE: The utility will not convert a list in ALL CAPS to Mixed Case.

Note: If you converted your Excel file using this utility, browse to the converted file, not
the original Excel file.

For the Import Data as option, select either Personal or Commercial. Import data as
Personal or Commercial means will Joseph Abbotts customer number be created as
ABBOJO1(personal naming feature) or JOSAB-1 (commercial naming feature)?

Note: It has been reported that when Commercial is selected, the Prospect Number is
created as if Personal was selected. For more information, see defects #55735 (fixed in
update 711X0009.EXE) and #54796 (to be fixed for V7.2.0).

Click Import.
It will return you to the same Import and Export Prospects screen when the import has
finished running.

Click Back to exit the utility when it has finished.
Close Utility Manager.

On V7.1.0, an Excel Spreadsheet may be converted to a .DAT quote and comma
delimited file by accessing the Prospect Import Utility through:

1. Utility Manager

General

Prospect Maintenance

Import and Export Prospects

Options (from the drop-down menu)

Convert Excel Spreadsheet to Prospect list

Browse to locate the Excel file

Click Open

Type the full path and name for the new .DAT file (FADAT\TEST.DAT).

© N OAWN

The new .DAT file will be created for immediate use.
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Importing/Exporting Certificate Holders

This feature saves the end user from entering certificate holders manually, one at a time, as long
as the cert holder list comes to them or is put in an Excel spreadsheet. It also allows the user to
export existing cert holders for a client into a spreadsheet for electronic transmittal to the client for
updates. Once the updates from the client are received, they can be easily imported to a new or
renewal certificate.

The trick here is to know how to navigate in your system to where the spreadsheet is held.

The user must be given rights to this utility in Security Manager. Click on Utilities from
homebase, open the system administrator tree, click on Security Manager. Highlight the user and
click on Program Access. Grant the user access to Utilities, Forms, Setup, Certificate Import &
Export Holder Setup.

Holder Setup

& Security Manager [ - [ =]
File Actions 3System Help

#|2 ¢lir| =13 & 8

= G Groues Current Account [CINDY

Account Level Access
ADMIN

CSRH

PRODUCER

User Accountl Group Account  Program Access | Group Membership

- Policy ;I I -
- Sticky Nate At 1D
- Trangaction Binder

EXEC . Dlapartment Cettificate Defaults
LISA [l Emplayes Cetificate Import & Export Holder Setup
SECURITY [ inance Company Change Regquest
[ |er1ho|der Integration e
[ Main MR
[ Praducer Signature
[+ Praspect Ciwn sk ira Tl sima Dokl s
[ Reparts <« | LI_I
o Systern Installation
[#- Universal Cert Halder Gelect Al | Unselect Al |
[=1-- Utilities

counting Description (highliaht option above to view)

ormpary Interface Access bo Certificate Import # Export Holder Setup
.- Formg
H G Ingtal

-~ Setup
[+#]-.-... [ pneral

= Setting:
< | _>|_I x t

Grant Deny Inheritable
Expand Collapse |
ok | Lancel | Apply |

| Currently logged in as: CINDY/CN

After granting them rights, click on Apply and Ok.
You must complete the Import/Export Holder Setup prior to using this feature.
1. From homebase, click Utilities

2. Expand the Forms tree then the Setup tree. Open the Certificate tree and select
Import/Export Holders
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,D' Utility Manager
File Options Help

Uiiliey Folders | Search |

[_[O]x]

D Accounting

{:l Company Interface

Ela Forms

B Instal

Ea Setup

Auto D

Binder

=44 Certificate
e Cetific

Change Request
Integration
MR
Signatuie
Suppress Loss Motice Conditions Page
~ Supplemental Foims Suppression
Foimns Transfer
Move Policies
Frint and View Queued Forms
Print Stand-&lone Formns
Fiebuild Sections Field
o Universal Holder Delete Utility
-] General
- Systern Admiristrative

Import/Export Holder Setup

Setup Data Definitions for ImporyExport Holder uiility

e B

| ‘welcome to the Utility Manager.

[BA12/2008 [11:36 &M

3. Click New to create a new data definition.

Eglmpurt [ Export Holder Setup [_ (O]

Axaillable D ata Definitions:

I arme

| Drescription |

(=01 Delete REWIEE

Cancel

4. Enter the Name and Description for the data definition

Some suggestions:

August, 2008
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@ Data Definitions

M ame: ||

D escription: I

—Tranzlate Caze at Load Time
[ Upper and Lovwer Case

Al Upper Case

—Data Definitions

Field | Title | Database | Field to Load Into |
—Impart Preview
Import File I |
I;I H
Preyious | et |
Al | Insert Revise | Delete | Erint |
Save I Cancel |

4

5. Select the Translate Case at Load Time option:
6. Inthe Import Preview field, click on the ellipsis and navigate to where you have saved

your spreadsheet

7. Click Save to enable the Add button

f®Data Definitions E

Name: [ALPHAFIELD

Description: IGi\-'e a Good Description Here

—Translate Caze at Load Time
g Upper and Lovwer Case

Al Upper Case

r—Drata Definitions

Field | Title

| Database | Field to Load Into

—Import Freview

Irnpoort File IF':\M_I,I Documentsh mport test for class. xlsx

Mame 1, Mame 2, Attention, Street, City, State, Zip Code, Phone Mumber, Fax Mumber, Email .

J1 ol
Preyious | et |
Adel | ImEert Revize [relete | Eririt |
Save | Cancel |

4

8. Click Add to begin adding the columns to be imported

August, 2008
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¥ add Item |

Title: I Databaze: I j
=

Field to Load Into: I

QI Cancel |

9. Enter a Title for the column being added. IMPORTANT-the data definition fields must be
in the exact order as the columns in the spreadsheet. If you do not wish to import a

column,

enter any Title for that column and select Database=None in step 12.

10. Select the Database in which to load this field. To import this column, select Holder. If
you do not wish to import this field, select None and this field will be skipped.

11. Select the Field to Load Into from the dropdown box. The following Tam fields are
available. Note the Holder Code is NOT an available field. The process does not affect
the Universal Holder file

Name 1

Name 2
Attention
Street

City

State

Zip Code
Phone Number
Fax Number
Email Address
Description of Operations Line 1

12. Note the spreadsheet matches the setup

H Add Ttem |

Title: [Mame 1 Datahase: |HOLDER =
Fill o Loed into: [ECi=KANANE -

I Cancel |

August, 2008
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Hame: [ PHAFIELD Desciiption: |Give a Good Description Hers

 Translate Cagze at Load Time

(o Uppetr and Lovwer Case

™ Al Upper Caze

—Data Definitions

Field | Title | Database | Field to Load Into -
1 Mame 1 HOLDER MAME 1 [
2 Mame 2 HOLDER MAME 2

3 Bt HOLDER ATTENTION

4 Strest HOLDER STREET -
1| | B

— Import Preview

Irnport File IF':\My Documentshmport test for class. Alsx

1

MHarme 1, Mame 2, Attention, Street, City, State, Zip Code, Phone Murmber, Fax Mumber, Email .

i

Frevious | Mt |

Inzert Revise

Delete | Print |

Calerl Sln AT

" A ramatPainter
soourd : et
Al =& S| Mame 1

A [ c

[ E=peiE

LUl A (W RE HMerpeacenasr s ($- %oy

S Ted General

o BRI

Hyparlink

Hame 1 Mame 2 Attention

2 Construction Company  ABC Corporstion dba

P S T |

Contruction Manager
Denver internaticnal Alrport  Oity & County of Denver Manager of Development 1790 Pens Blvd Aurars CO

Stroet

POBOX 3332 Denver CO

city  State Zip Code Phone Number Fas Humbes  Emall A
BO211 303-261-6969
B0014 T20-564-9090  T20-000-5444 gally g

Desc Lne 1
303-582-6565 [snyore Certificate holder is named as additional Insured

7 Project #5426LAKI90

AEnQE OIS Count 33 Sume 160225 i D )il ek +)

13. The following buttons are available on the Data Definitions screen to modify or print your

definitions

e Add: Add another field at the end
e Insert: Insert a field before the field currently highlighted in the Data Definitions

list
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e Revise: Revise the highlighted field
o Delete: Delete the highlighted fireld
e Print: Print the data definition

Click Ok to save your data definition

Import Holders

PP

+ Policy: United Technologies Corp.

Highlight your customer inside Clients & Filed

Click on Policy List

Highlight the policy, right click on select Certificates

Click on the Holder tab, click Options and select Import Holders

File Schedule Cptions Window Help
== = b | b || ©
; 5 | E i
Clients Policies | Activity Memo | Contacts Info Motes Claims | Invoices Sticky Wizard | Real-Time|  Links Help
£« Previous << | >3 [ert >3 | Add | Delete | Save Soreen | Home Base
K Policy List -
@ CERTIFICATE OF LIABILITY INSURANCE - ACORD 25-5 (2001 ,/08) - UNITE-1-1
CERTIFICATE HOLDERS & Holders € Holder Motes =
Code lssue Date | = Insurer Letter I_ I pdtonal Insured —
Nams General Lizhilty = Garage Lisbiity [T
™ I Gueue for it At Liability = Escess Lisbiiy [0
Strest
City ST Phane Fax
Zip “lritten Notice Days £l Addiess
i~ The following D escription of Operations waill print for this Holder onl -
Description of Operations/Locations AV ehicles/Special ltems
Wiew Policy Information
Insured]_Gen Liab | Auto | Garage | Excess | workers | Other | Desc Holder [otes il
| | 3
Cerlficate Holders [Total # of Halders: 0 I I I [Z30PM y

5. Select the data definition from the available list
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[ import Holders =]

Avallable D ata Defintions:

I arnme | Dezcription |

ALPHAFIELD

Fath and Filename to [mport:

! ]

¥ activity Becord

[~ Load first row in import file - row iz not part of the layout of the impart file

Mote: Only the firzt 999 holders will be imported for this certificate

Presviewmy [rmport Cancel

Fr

Click on the ellipsis and navigate to the holder spreadsheet

Be sure to add an activity for this process

If the first row of the spreadsheet contains a heading row, do not select the Load first row
in import file. If the first row contains data, then check this box. NOTE-any one
certificate is limited to 999 holders

9. Click Preview. Verify the spreadsheet using the Next and back buttons

© N
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[ import Holders M=l
Avallable D ata Defintions:
I arnme | Dezcription |
ALPHAFIELD Give a Good Description Here

Fath and Filename to [mport:
IF'Z"-.M_'.-' Drocumentsh mport best for clags.<lss I

¥ activity Becord

[~ Load first row in import file - row iz not part of the layout of the impart file

Mote: Only the firzt 999 holders will be imported for this certificate

Presviewmy [rmport Cancel
Fr
[ 1mport Preview J[=] E3

Mame |xvz Construction Compary

[#&C carporation doa

Attn Jcortruction Manager

Street [P0 Fiox 3332

City IDenver ST [co Phene [500 eroes Fax  |303-542-6565
Iip Iggzu Email Address Imem@xyzmm

i~ The follawing Description of Operations will print for this Holder onl;
Description of Operstions/Locations/Vehicles/Special Ttems

Certificate holder is named as additional insured

= Back | Mext = I Import | Cancel |

10. Click Import. If holders already exist on this certificate, a warning message displays.

Click Ok or Cancel depending upon your situation

11. The activity Detail displays. Note what is added to the note field, which cannot be

modified. You may add additional notes. Click Ok
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45 New Activity Detail for United Technologies Corp.

Entered [05/12/2008 Flan | |
Dzt |CN |CindyNewman Type |F‘EKG |E0mmercial Package
SR |4 JAnne Richmand
Category |CertificateIm|30rtE:4|:uortUtiIit}| Company ITHA |The Travelers Insurance Co.
Description |Imported Holders Producer |GGD |Gary Goadman
Amount I—UUU Braker I I

AddNate -l

|

Existing  |Holders imported from P:3My DocumentshImport test for class.xlsx ;I
Total Holders: 002

[ |

Open—
= Ve
* No

Successful
& Ves Closed By [CN [Cindy Newman On [06/12/2008 |
" Hao Reference [BP3451234-01

ok I Cancel |

12. The utility starts to run and a counter displays. The counter will only import the first 999

holders from your spreadsheet
13. An Importing Complete message will display. Click Ok

Importing complete E |

Imparting complete
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Export Holders

1. Click on the holder tab of your certificate, click Options and select Export Holders. If
there are not holders for this certificate, this option will be grayed out.
2. Select the data definition from the available listbox

ﬂgEHpurt Holders Mi=] E3

Avallable D ata Defintions:

I arme | Drezcription |

ALPHAFIELD Give a Good Description Here

Fath and Filename to E xport:

| ]

v activity Becard

Presiewny Expart Cancel |

Fas

3. Click on the ellipsis to navigate to your spreadsheet. Helpful hint: Create a template
spreadsheet for each CSR or team. This template can be emailed to your clients to have
them enter the holder information. This template can be used over and over again but
caution must be used to quickly save the template in the client’s file, since the next
person to use the template with overwrite it.

File Exists

The designated expart Filename already exists, Do wou wish to overarite?

4. Be sure the activity box is selected
5. Click Preview. Verify the contents by using the Next and Back buttons
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|
(M Export Preview [_[Olx]

PREVIEW HOLDERS

Name  [City of Ariington Heights

Attn IEIqu\ng Permit dept

Street  [3025 i Woodfield Fed, Ste. 105
ity [erington Reights ST i Fhone Fax
B 50427 Email Adtress

~Tha fallowing Description of Opsrations will print for this Holdsy anly
Description of Operations/Locati i 1 Tterms

General Contractor-Office bldy
Ceneral Contractor

= Back | Mzt = Export | Cencel |

6. Click Export to begin the process or Cancel to abort
7. Note the information contained the activity. Click Ok

42 New Activity Detail for Central Construction

Entered [0E/12/2008 Blan | [
BsErter ICN |C\ndyNewman Type IPCKG IEnmmErciaI Package
CSR |MB |Mary Beth Brurston
LCategory Im Company IF'EN |F'Ennsy|vania Mational Ins. Co
Description |Exp0|tHDIdels Producer |JKH poseph K. Reihel
Amout I—UUU Broker I I

Open—

Add Mate - =
=l  Yes

K @ No

Exising [Holders exported to P:i\My DocumentshImport test for class.xlsx ;l
Total Holders: 007

[-]

Successful
& Yes Closed By [CN [Cindy Mewman On 067272008 <
© No Reference [1316)4326858

Cancel

8. The utility runs and the counter displays
9. Click Ok to finish the process

Exporting complete

Exporting complete
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Importing Direct Bill Transactions

Use this utility to import a file of direct bill transactions into TAM. Access must be
granted through Security Manager to use both the Setup utility and the Import
Direct Bill Transactions program.

Setup
The Setup must be complete prior to using the Import Workflow.

I. Setup
e Click on Utilities from Hombase.
e Expand the Accounting folder, then the Setup folder. Select Import Direct Bill
Transactions and click on the black arrow:

o
e

T ——

e Select whether the imported data should remain in Upper and Lower Case of
translated to All Upper Case

e Select the format for your import file and choose Update Premium if you wish
to update your billing screen premiums and commission amount based on the
imported transaction, or choose Do Not Update if you do not wish to update
the billing screen

e Click New:

Name: [ Description: [

[~ Data Definitian:

Field [ Tile [ Description [ Database [ Database Figld | Date Fomat
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Enter the Name and Description for the data definition, and click the Add
button to begin adding field to this definition.
Note: The data definition field must be in the exact order as the columns in
the import file. If you do not wish to import a column, enter any Title for that
column and select None for the database.
Enter the Title and Description for the column. If a Fixed Field file format was
chose, enter the field length.
Select the Database in which to load this field. To import this column, select
Policy or Transact from the dropdown list.
Select the Field to Load Into from the dropdown box. If a date field is
selected, select the appropriate Date Format.
Available Fields:

1. Transaction Amount*
Transaction Description
Transaction Effective Date
Transaction Date
Transaction Type
Agency Commission Percentage
Agency Commission Amount
Policy Number*
. Policy Effective Date*

10. Policy Expiration Date*
* = Required Field

©OoNoOGOM®WDN

w, Data Definitions

Name: [TESTOKCITY Description: [Test for OKC
- Data Definitions
il [l sactiol - SACT b
2 DESC Transaction De: i TRANSACT DESC
3 DATE Transaction Date TRANSACT DATE MM/DD Y
4 TYFE Tranzaction Type ... TR&MSACT TRANS
5 COMMISSION  Agency Commission TRAMSACT COM_P
6 COMM AMT Agency CommAmt ... TRANSACT CO_AMT
7 POLMUMBER  Policy Number POLICY POL
8 EFFDATE Folicy EHf Date POLICY EFF MDD Y
9 EXPDATE Policy Exp Date POLICY ExP MM/DD Y
K | i
Add | Insert Revize | Delete | Print |

Preview | Save | LCancel |

Click Ok when finished
Repeat these steps for each field to define
The following buttons are available on the Data Definitions screen to modify
or print your definitions:
1. Add: Add another field at the end
2. Insert: Insert a field before the field currently highlighted in the Data
Definitions list
3. Revise: Revise the highlighted field
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4. Delete: Delete the highlighted field
5. Print: Print the data definition
o When finished, click Save and return to the Import Direct Bill transactions
Setup screen
e The following buttons are available on the Import Direct Bill Transactions
Setup screen:
1. New: Add another Data Definition
2. Save: Save the selections updated on this screen for the highlighted
Data Definition
Delete: Delete the highlighted Data Definition
Revise: Revise the Highlighted Data Definition
5. Back: Return to the Utility Manager

oW

Importing
Once you have defined your setup, you are ready to import the direct bill
spreadsheet into Tam.

e From Homebase, click Accounting, Reconciliations, Direct Bill
e From the Direct Bill menu, click Import Direct Bill Transactions

Import Direct Bill Transactions

Auailable Dats Definitiars:

ame [ D
TESTORCITY Tt bor DKL

Path and Filename to I mpaort:

| —|

I~ Load first sow inimport fls - row is ot the layout of the import fle

Transaction Information

Default Transaction Code: I
Accounting Month IMarch hd IZUUF 3:

Default Desciption |

Biling Company % Usa company on billing screen

" Use selected company
Ereview | T | Concel |

e Select a data definition for the available list

o Type the path and filename to import or click the Ellipsis to navigate to the
desired import file

o If the first row of the Import spreadsheet contains column headings, do not
select the Load First Row in Import File checkbox. If the first row of the
import spreadsheet contains data instead of headings, then click that
checkbox.
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e Enter the Default Transaction Code, or double click in the field to select from
the transaction list. All transactions that are imported without a transaction
code will be assigned this transaction code.

e The account month default to the current accounting month. All imported
transactions will file with this accounting month.

o Enter the Default Description. All transactions that are imported without a
transaction description will be assigned this description

e To file imported transactions with the billing company on that customer’s
billing screen, select the USE Company on Billing Screen radio button. To
assign one billing company to all imported transactions, select the Use
Selected company radio button and enter the billing company code in the
box.

e Click Preview. This is highly recommended. Verify the contents of the import
file, using the Next and Back buttons to navigate through the transactions.

¢ When the columns are verified to be correct, click Import All

e Each time the Import program runs, an import log is created. If an import log
already exists, an Existing Import Log screen displays. You may choose to
Print the Existing File, Overwrite the Existing File, Append to Existing File or
Cancel

e The Import program starts to run, and the counter display.

e After all records have been imported, an Importing process is complete
message displays. Click Ok and return to the Direct Bill Menu.
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