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INCOME STATEMENT TAB

The following is provided to assist in producing reports from the Applied Epic system necessary to complete the
Income Statement DATA ENTRY tab in the 2019 Collection File for the Reagan Consulting Best Practices

Survey.

This Job Aid will use the Income Statement and Status of Accounts reports. It is important that you begin with
default version of these reports. If you have modified the default version of these reports, you will want to save
your versions as a new report so that you can revert back to the default version of these two reports.

To revert a report back to the default version:

e Select the report and

e Select Actions > Revert to Default Report
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Steps

Create Copy of Income
Report

1. From Reports/Marketing
> General Ledger, select
Income Statement —
Comparisons report.

2. Click Actions > Create
New Report.

3. Enter report name (i.e.
“Income Statement —
Best Practices Study”).

4. Ensure the My Reports
radio button is selected.

5. Add Comments to
describe purpose of
report as desired.

6. Click Finish.

INCOME STATEMENTTAB // 3
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Modify the Report
Criteria

Once you select Finish, the
system will automatically
navigate you to My Reports
and open the newly created
report. You will be in the
Modify Criteria area on the
Navigation Panel.

If this doesn’t occur, perform
these steps manually.

1. Select the Accounting
Month/Comparatives
criteria.

2. Setthe Comparison Set
to Actual Amounts.

3. Set the Accounting
Month to a Range
through the last month of
your current fiscal year
(i.e. Open to December
2018.

4. Select Add.

5. Adjust the Accounting
Month Range through
the last month of the
prior fiscal year (i.e.
Open to December
2017).

6. Select Add again.

7. Select the Subaccount
Detalil criteria.

8. Select Exclude (the sub
detail is not needed in
the survey).

INCOME STATEMENTTAB // 4
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Remove / Select Layouts

Because the default Income
Statement — Comparisons
report comes with 7 different
layouts, you need to deselect
the Print option from all
layouts but 1 (or delete the
unnecessary layouts all
together).

1. Select Layouts from the
Navigation Panel.

2. With the exception of the
One Comparison With
Variances, select each
layout that has a “Yes”
indicator in the Print
column and uncheck the
Print checkbox in the
Detail section.

3. On the One Comparison
With Variances layout,
make certain the Print
checkbox is checked
and the Print column
reads “Yes”.

Print/Preview the Report

1. From the Options Bar,
select Print > Print
Preview.

2. You can use the Print
function from the viewed
report if you need
physical copies.

NOTE: You can also use the
Actions > Generate Report
function and it will be
delivered per your options set
in ‘Delivery Methods’ in the
Navigation Panel.

INCOME STATEMENTTAB // 5
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Modify Criteria

5. Edit the Status of
Accounts report in My
Reports.

6. Stay on Modify Criteria
screen. Edit Accounting
Month criterion and
select Range radio
button. The range
should reflect year
being reported on (i.e.
Jan 2018 — Dec 2018).

7. Select the GL Account
criteria.

8. Remove all currently
selected accounts from
the Selected frame
using the double up
arrow button.

9. Use the Search where
bar set to Account Type
and Expense to find all
Expense GL accounts.

10. Click Find.

11. Use the double down
arrow button to move all
into the Selected area. If
detail is needed on only
a select number of
Expense accounts, use
the single down arrow to
move just those
accounts to the
Selected area. Note:
use the Ctrl and Shift
keys to multi-select
accounts.

INCOME STATEMENTTAB // 7
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Print/Preview the
Report

1. From the options bar,
select Print > Preview to
view your report on
screen. This function is
available for all reports.
(Sample report shown)

2. You can use the Print
function from the viewed
report if you need
physical copies.

NOTE: You can also use
the Actions > Generate
Report function and it will be
delivered per your options
set in ‘Delivery Methods’ in
the Navigation Panel.

Upon exiting the report via
the “x” in navigation panel, it
is not necessary to Save the
changes, unless you need it

for the future.
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The following is provided to assist in producing reports from the Applied Epic system necessary to complete the
Income Statement DATA ENTRY tab (Income BY DEPARTMENT) in the 2019 Collection File for the Reagan
Consulting Best Practices Survey.

This Job Aid will use the Income Statement - Comparisons report. It is important that you begin with default
version of this report. If you have modified the default version of the report, you will want to save your versions
as a new report so that you can revert back to the default version of this report.

To revert a report back to the default version:
e Select the report and
e Select Actions > Revert to Default Report
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Modify the Report Criteria

Once you select Finish, the
system will automatically
navigate you to My Reports and
open the newly created report.
You will be in the Modify
Criteria area on the Navigation
Panel.

If this doesn’t occur, perform
these steps manually.

1.

10.

11.

Select the Department
criterion.

Select each non-P&C
department listed in the
Selected area.

Use the single up arrow to
deselect all non-P&C
departments and move
them to the Available area.

Select the Accounting
Month/Comparatives
criterion.

Set the Comparison Set to
Actual Amounts.

Set the Accounting Month
to a Range through the last
month of your current fiscal
year (i.e. Open to
December 2018.

Select Add.

Adjust the Accounting
Month Range through the
last month of the prior fiscal
year (i.e. Open to
December 2017).

Select Add again.

Select the Subaccount
Detail criterion.

Select Exclude (the sub
detail is not needed in the
survey).

INCOME STATEMENT TAB // 10
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Remove / Select Layouts

Because the default Income
Statement — Comparisons
report comes with 7 different
layouts, you need to deselect
the Print option from all layouts
but 1 (or delete the
unnecessary layouts all
together).

1. Select Layouts from the
Navigation Panel.

2. With the exception of the
One Comparison With
Annual Amounts, select
each layout that has a
“Yes” indicator in the Print
column and uncheck the
Print checkbox in the Detail
section.

3. On the One Comparison
With Annual Amounts
layout, make certain the
Print checkbox is checked
and the Print column reads
“Yes”.

Modify the Report Layout

1. Edit the One Comparison
With Annual Amounts
layout.

2. Inthe Data tab, double-click
the ‘Income Statement -
Comparisons’ folder and
select the Department
Name field.

3. Drag and drop it into the
Major Sort area

4. Setthe PageBreak property
to False

Close the layout (File > Exit or

little X’ in upper right corner).
Choose the Save All option.

INCOME STATEMENT TAB // 11
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Print/Preview the Report

1. From the Options Bar,
select Print > Print Preview.

2. You can use the Print
function from the viewed
report if you need physical
copies.

NOTE: You can also use the
Actions > Generate Report
function and it will be delivered
per your options set in ‘Delivery
Methods’ in the Navigation
Panel.

INCOME STATEMENT TAB // 12
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Re-Run for Benefits
Departments

1. Select Modify Criteria in
Navigation Panel.

2. Select the Department
criterion.

3. Move the selected P&C
departments up into the
Available area using the
double up arrow.

4. Move each Benefits related
department down into the
Selected area using the
single down arrow.

Follow same steps as above to
print preview or generate
report.

Transfer expense numbers to
survey

Be sure to use the data from
both reports you ran (the one
with P&C departments and the
one with Benefits departments).

INCOME STATEMENT TAB // 13
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The following is provided to assist in producing reports from the Applied Epic system necessary to complete the
Other Financial Data tab in the 2019 Collection File for the Reagan Consulting Best Practices Survey.

This Job Aid will use the Income Statement and Status of Accounts reports. It is important that you begin with
default version of these reports. If you have modified the default version of these reports, you will want to save
your versions as a new report so that you can revert back to the default version of these two reports.

To revert a report back to the default version:
e Select the report and
e Select Actions > Revert to Default Report

APPLIED EPIC REAGAN CONSULTING BEST

PRACTICES COLLECTION FILE JOB AID
INCOME STATEMENT DATA ENTRY TAB

December 2018

Pro Forma Adjustments:

These will likely be manually
generated numbers using the
Status of Accounts report to
acquire detail by GL.

If specific accounts were
created by your organization
and are line items on your
Income Statement, refer to
the Job Aid for the Income
Statement Data Entry tab and
pull your numbers from there.

If not, see GL Detalil
instructions below.

PRO FORMATAB // 14
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GL Account Detail

NOTE: If income items in the
Income Statement need to be
broken out in order to provide
the BPS detail, use the ‘Status
of Account’ report to obtain

1. From Reports/Marketing >
General Ledger > Status
of Accounts, click Actions
> Copy Report To.

2. Check ‘My Reports’ box.

3. Provide Comments if
desired.

4. Click ‘Finish’.

5. Edit the Status of
Accounts report in My
Reports.

6. Stay on Modify Criteria
screen. Edit Accounting
Month criterion and select
Range radio button. The
range should reflect year
being reported on (i.e. Jan
2018 — Dec 2018).

7. Edit GL Account criterion
and ensure ‘Include
selection’ radio button is
selected.

8. Initially move all accounts
up into the Selected list.

9. Select which accounts you
need to break out items for
the BPS and move them
into the Selected list. Note:
you can filter for specific
account types (i.e. income
or expense) and use the
double down arrow to
move all accounts or multi-
select and use the single
down arrow to move
specific accounts.

PRO FORMATAB // 15
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Print/Preview the Report

1. From the options bar,
select Print > Preview to
view your report on
screen. This function is
available for all reports.
(Sample report shown)

2. You can use the Print
function from the viewed
report if you need physical
copies.

NOTE: You can also use the
Actions > Generate Report
function and it will be delivered
per your options set in
‘Delivery Methods’ in the
Navigation Panel.

Upon exiting the report via the
“x” in navigation panel, it is not
necessary to Save the
changes, unless you need it
for the future.

PRO FORMATAB // 16
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Transfer data to survey
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OTHER FINANCIAL DATA — ACQUISITIONS & DIVESTITURES

The following is provided to assist in producing reports from the Applied Epic system necessary to complete the
Other Financial Data tab in the 2019 Collection File for the Reagan Consulting Best Practices Survey.

This Job Aid will use the Income Statement and Status of Accounts reports. It is important that you begin with
default version of these reports. If you have modified the default version of these reports, you will want to save
your versions as a new report so that you can revert back to the default version of these two reports.

o

Utilize Copy of Income
Statement report created

To revert a report back to the default version:
e Select the report and
e Select Actions > Revert to Default Report

APPLIED EPIC REAGAN

CONSULTING BEST PRACTICES 1. See Job Aid for Income
COLLECTION FILE JOB AID Statement Data Entry.
INCOME STATEMENT DATA ENTRY TAB 2. i%gr‘ﬁlstefolpComelExpense

Acquisitions/Divestitures
Decesmber 2018 and enter in BPS.

Where multiple such
transactions exist, utilize the
Status of Accounts. See GL
Account Detail below.
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GL Account Detail

If expense items in the Income
Statement need to be broken
out in order to provide the BPS
detail, use the ‘Status of
Accounts’ report to obtain

1. From Reports/Marketing >
General Ledger > Status of
Accounts, click Actions >
Copy Report To.

2. Check ‘My Reports’ box.

3. Provide Comments if
desired.

4. Click ‘Finish’.

Modify Criteria

5. Edit the Status of Accounts
report in My Reports.

6. Stay on Modify Criteria
screen. Edit Accounting
Month criterion and select
Range radio button. The
range should reflect year
being reported on (i.e. Jan
2018 — Dec 2018).

7. Select the GL Account
criteria.

8. Remove all currently
selected accounts from the
Selected frame using the
double up arrow button.

OTHER FINANCIAL DATATAB // 19
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9. Use the Search where bar
set to Account Type and
Expense to find all Expense
GL accounts.

10. Click Find.

11. Use the double down arrow
button to move all into the
Selected area. If detail is
needed on only a select
number of Expense
accounts, use the single
down arrow to move just
those accounts to the
Selected area. Note: use
the Ctrl and Shift keys to
multi-select accounts.

Print/Preview the Report

1. From the options bar, select
Print > Preview to view your
report on screen. This
function is available for all
reports. (Sample report
shown)

2. You can use the Print
function from the viewed
report if you need physical
copies.

NOTE: You can also use the
Actions > Generate Report
function and it will be delivered
per your options set in ‘Delivery
Methods’ in the Navigation
Panel.

Upon exiting the report via the
“X” in navigation panel, it is not
necessary to Save the changes,
unless you need it for the
future.

OTHER FINANCIAL DATATAB // 20



Best Practices Job Aide — APPLIED EPIC

a\

| Acguintion Mformation

IS - e
o Immgm—m—cmmhmwm

L o Y
 pes phane rawde e ChTWTY FECTTWIST ST PARIECIINN I CLEUTRE 2uTrg e

P P P

“[_m_j'_mo_"

Transfer expense numbers to
survey
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OTHER FINANCIAL DATA ENTRY — FINANCIAL STABILITY

The following is provided to assist in producing reports from the Applied Epic system necessary to complete the
Other Financial tab in the 2019 Collection File for the Reagan Consulting Best Practices Survey.

This Job Aid will use the Balance Sheet, Income Statement, Balancing Current Receivables, and Status of
Accounts reports. It is important that you begin with default version of these reports. If you have modified the
default version of these reports, you will want to save your versions as a new report so that you can revert back
to the default version of these two reports.

To revert a report back to the default version:

e Select the report and

e Select Actions > Revert to Default Report
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Steps

Current Assets, Liabilities,
Intangible Assets,
Stockholders Equity

All of these items should be
visible on the Balance Sheet
which can be run to
include/exclude Sub-Accounts
as needed and/or
complimented by a Status of
Account report (GL Detail &
Print instructions below).

1. From Reports/Marketing >
General Ledger > Balance
Sheet report, click Actions >
Copy Report To.

2. Check ‘My Reports’ box.

3. Provide Comments if
desired.

4. Click ‘Finish’.

5. From My Reports, click Edit
button.

6. Modify Criteria as needed
for BPS detail.

7. From the options bar, select
Print > Preview to view your
report on screen. This
function is available for all
reports. (Sample report
shown)
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8. You can use the Print
function from the viewed
report if you need physical
copies.
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9. Enter detail into BPS.
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APPLIED EPIC REAGAN
CONSULTING BEST PRACTICES
COLLECTION FILE JOB AID

INCOME STATEMENT BY DEPARTMENT

December 2018

o o Sunged ‘
-— O =
syyteate ‘ " -
Clam
Chant Derewes
Curwrel Lk
1ol
[enem———
—
oy . . ho
[V wassen Sebeided
Nebetry Frreens
0
— = ,__n---.,.., —_— —_————
e ) Tt st rowhe shigt i 4ox buvator B v veveue ot ver gemarstng it
elogate S
= B el i
e e A=) © | mitea | ey Lo g
Pearmmar R i
T T he
Income Statement - One Comparison Annual
Current Period
Actual Amounts Actual Amounts
Open - Dec 2018 Open - Dec 2017
INCOME
400 Agency Bill Income $153,094.01 $153,049.01
401 Direct 8ill Income $14,925.00 $14,925.00
420 Interagency Commussion Inco $44431.54 §44431.54
*=*Subtotad Commission Income $212,45055 $212,40555

Steps

% of P&C Commission &
Fees, Agency vs. Direct
Billed

1.

Use Job Aid for Income
Statement by Department.

Edit report and go to Modify
Criteria.

Select Department
criterion.

Verify appropriate
departments are selected in
Selected area. Use
up/down arrows to modify
selected departments if
needed.

Go to Layouts and edit One
Comparison With Annual
Amounts layout.

Select Department Name in
Major Sorts area and delete
it.

Close the layout (File > Exit
or little ‘X’ in upper right
corner). Choose the Save
All option.

From the Options Bar,
select Print > Print Preview.

Calculate % of AB/DB and
enter onto BPS.

Note: If Fees are not included
here, you may consider if they
significantly affect the
percentage and adjust
accordingly.
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Steps

Total Aged Receivables
(excluding Prebills &
Futures):

1. From Reports/Marketing >
Transaction, select
Balancing Current
Receivables report.

2. Edit report and Modify
Criteria.

3. Select Accounting Month
criterion. Select month as
“Open Through Current
Default Month” + 0 Months.
(Adjust +/- as needed to
complete BPS
requirements.)

4. Select Age Date criterion.
Select System date + 0
days option. (Adjust +/- or
select specific date as
needed to complete BPS
requirements.)

5. From the options bar,
select Print > Preview to
view your report on screen.
This function is available for
all reports. (Sample report
shown)

6. You can use the Print
function from the viewed
report if you need physical
copies.

7. The last page of the report
includes the total without
Prebills or Futures.

Total AR 61-90 and Over 90:
8. This detail is included in the

“Balancing Current
Receivables” report above.
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PR Insurance Company Payables
’ 'O-Q e > (excluding Prebills/Futures):

e e s 1. From Reports/Marketing >
el et e s Transaction, select
o—"‘:‘;“;:"‘:' e e vt Balancing Current Premium

ey e h ¢ owast e Payables report.

2. Edit report and Modify
Criteria.

3. Select Accounting Month
criterion. Select month as
‘. ‘ v “Open Through Current
cosie mrmoeee () w—p == e Default Month” + 0 Months.
I 0—’ (Adjust +/- as needed to
“d o et - complete BPS
: Aty : ' reguirements.)

‘ 4. From the options bar,

B select Print > Preview to

Mok Crire view your report on screen.
This function is available for
all reports. (Sample report
shown)

5. You can use the Print

= ey function from the viewed
= o ; O P Wt g 4 report if you need physical
ol el “ ter o o vt Lataa v o[+ o1l copies.
8 6. The last page of the report
includes the total without
[T — — . Prebills or Futures.
L Balanceg Current Premium Paysbles - Summary i
e \ o s o
- L LAy ARy "o
e e
G lete s WINMANn LN FRL ) LREPE SRR ) A0z Saeasiae
L5)

OTHER FINANCIAL DATATAB // 26



Best Practices Job Aide — APPLIED EPIC

APPLIED

Copy

Fepoe

reate copies in

Details

St Of Accowr

o—

Select Users

Adam Hemcry AHENORY

tpytawsors

a\

GL Account Detail

NOTE: If income items in the
Income Statement need to be
broken out in order to provide the
BPS detail, use the ‘Status of
Account’ report to obtain

1. From Reports/Marketing >
General Ledger > Status of
Accounts, click Actions > Copy
Report To.

2. Check ‘My Reports’ box.
3. Provide Comments if desired.
4. Click ‘Finish’.

5. Edit the Status of Accounts
report in My Reports.

6. Stay on Modify Criteria screen.
Edit Accounting Month
criterion and select Range
radio button. The range should
reflect year being reported on
(i.e. Jan 2018 — Dec 2018).

7. Edit GL Account criterion and
ensure ‘Include selection’
radio button is selected.

8. Initially move all accounts up
into the Selected list.

9. Select which accounts you
need to break out items for the
BPS and move them into the
Selected list. Note: you can
filter for specific account types
(i.e. income or expense) and
use the double down arrow to
move all accounts or multi-
select and use the single down
arrow to move specific
accounts.
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Print > Preview to view your
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P P W Lo report on screen. This

; function is available for all
reports. (Sample report
shown)

2. You can use the Print function
from the viewed report if you
need physical copies.

NOTE: You can also use the
Actions > Generate Report
function and it will be delivered per
your options set in ‘Delivery
Methods’ in the Navigation Panel.

1

3!'.'!£!2=,,=;}“'1;'I
TARREINNENVEE

Upon exiting the report via the “x”
in navigation panel, it is not
necessary to Save the changes,
unless you need it for the future.
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REVENUE DETAIL TAB

The following is provided to assist in producing reports from the Applied Epic system necessary to complete the
Revenue Detail tab in the 2019 Collection File for the Reagan Consulting Best Practices Survey.

This Job Aid will use the Production and Production Ranking reports. It is important that you begin with default
version of these reports. If you have modified the default version of these reports, you will want to save your
versions as a new report so that you can revert back to the default version of these two reports.

To revert a report back to the default version:

e Select the report and

e Select Actions > Revert to Default Report
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Steps

Create new report

1. From Reports, Select
Transaction > Production
Report.

2. Click Actions > Create New
Report.

3. Enter a name for the report
(i.e. “Agency Revenue
Breakdown for Best
Practice Survey).

4. Make certain the My
Reports radio button is
selected.

5. Optionally enter a
Comment that describes
the use of this report (i.e.
“Revenue Breakdown by
Department and
Transaction Types for Best
Practice Survey”).

6. Select Finish.

Modify the Report Criteria

Upon selecting Finish above,
Applied Epic will navigate you
to the My Reports group. Open
the newly created report in the
Modify Criteria section. If this
doesn’t occur, perform these
steps manually.

1. Select Accounting Month
criteria and set the Range
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to reflect the last fiscal year
B o : S | et it (i.e. January 2018 to
oy \ Aertitie December 2018).

2. Modify Transaction Class
IS A " ooy o to include all revenue
T O i i) . B & generating transaction

7 e s classes (including fees).

Citwls 3. Add a new criterion using
® Apinig Kmasu el [} 4-0 W = the add icon.

o VDI g . _
0] oas o O =i 4. Inthe Available Criteria
T, area, double click on the
Production Report folder
and the Line folder. Select
the Agency First Written
O , field and use the single

B right arrow icon to move
the criteria into the
Selected Criteria area.
Click Finish.

For now, leave the criterion set
to All.

o 5. Add a new criterion using
ShesRevsmel; © . (5] o e the add icon.

Careet Fean st bed O hevle
(NS “
Vouitamd (o Eab

Karlalie Colnis

In the Available Criteria
area, double click on the
Production Report folder

| and the Commission folder.
1 bt : - Select the Transaction Line
[ st R P 6 ) Status field and use the

©
4

single right arrow icon to
move the criteria into the
Selected Criteria area.
Click Finish.

Note: recommendation is to
use the Transaction Line Status
vs. the Line Status so that you
are using the Status filed with
the transaction
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For now, leave the criterion set
to All.
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Modify the Report Layout

1. Select Layouts from the
Navigation Panel.

2. Select the Summary Layout
and set the Print checkbox
to No.

3. Select Complete Detail and
confirm the Print check box
is set to Yes. Update the
Name to “Revenue Info —
Revenue Breakdown” and
the Description to “Provides
Agency Commission by
Policy/Line Type and Type
of Business”.

4. Edit the Complete Detail
Layout.

o N -~ —
- . e ’ e -

5. Select the following labels
and data fields and delete
them.

Item #

Reversal flag

Bill Mode

ICO

PPE

PR/BR Code

PR/BR Commission %

PR/BR Commission

Amount

i. PR/BR Prod Cred %

S@~ooooTp

6. Remove the Account
Lookup Code and Item
Number Minor Sorts.
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7. Add Type of Business
Description as a Major Sort
(from Data tab, navigate to
Production Report > Policy.
Add Line Type Code as
Major Sort (from Data tab,
navigate to Production
Report > Line).

8. Set the PageBreak
property of both to False.

9. Set the SortOrder property
on the Type of Business
Description to Descending.

10. Drag and drop data fields
for Line Effective Date and
Agency First Written to the
Details section of the
report.

11. With newly added field
selected, use the alignment
tools to align with other
labels and data fields.

T s Gt i i T Y TR 12. Move selected fields to left.

13. From the Insert tab, add a
label field and two total

Producdon Repon  ores WL (LA et ¥

fields to the Type of
e R e Business Description Major
T —— Sort Footer section of the
_ report.
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14. With the label field
selected, set the Text
property to “Totals for:”

15. Select the first Total field
added.

16. Set the TotalType property
to Sum.

17. Set the Totalfield property
to
AgencyCommissionAmount
Report Control.

18. Select the second Total
Field added.

19. Set the Total Type property
to Sum.

20. Set the Totalfield property
to TransAmount.

21. Select all three fields and
use the Font property to set
to Bold Oblique.

22. Copy and paste the three
fields into the Line Type
Code Major Sort Footer
section of the report.

23. Set the Font to Bold.
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24. Copy and paste the Line
Type Code data field from
the Major Sort Header
section to the Footer
section.

25. Copy and paste the Type
of Business Description
data field from the Major
Sort header section to the
Footer section.

26. Set the Font property for
each to match the font
used in each section,
respectively.

27. Select all fields in the
Report Footer section of
the report.

TLrgs /2T H
SN

[o—
L

S e o |-
essily 2308 28. Use the Font property to
' set the size of the font to

12.

u
' I

Delete the Producer
Commission total in the
Report Footer section.

i

Shift the Agency
Commission and
Transaction Amount totals
left so they align.

29. Select all Total fields.

30. Use the Format property to
set to Currency (Numeric).
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31. Where needed throughout
the report, use the handles
on a field to make fields
larger or smaller.

32. Where needed throughout
the report select multiple
fields and use alignment
tools to align like fields
(label to corresponding
data fields, all amount
fields, etc.).
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33. Select File > Exit.

34. Select Save All.
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Print/Preview the Report

From the Options Bar, select
Print > Preview to view your
report on screen.

NOTE: You can also select
Actions > Generate Report and
it will be delivered per your
options set in Delivery Methods
in the Navigation Panel.

Based on criteria set above, the
totals in the report represents
all booked business.

Make note of the Grand Total
for Agency Commission
Amount on the last page of
report.
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Modify the Report Criteria

1. Select Modify Criteria from
the Navigation Panel.

2. Select the Transaction Line
Status criterion.

3. Remove all selections from
the Selected area.

4, Select all statuses that
represent New business
and move to the Selected
area.

Print/Preview the Report
Preduction Report e nre " >
- . M noom G bess A s o From the Options Bar, select
‘ Tudta  PROP ame e Print > Preview to view your
ol T g il = il i 0 report on screen.
Totss b Lt ;_.‘,.“,l._, o oam
Pttt Commmennd Lrww M e
T4 Ot St Dt B NOTE: You can also select
R T ey i . U ke il Actions > Generate Report and
P - prarfiem g yvors S rrse kv i it will be delivered per your
N, N R T options set in Delivery Methods
Gk naoaww oo . . .
e Of S o St L in the Navigation Panel.
Lne Ty Gl SN
o T gl vocov R Based on criteria set above, the
e R totals in the report will
el Tl 8 D: o Tom NS SIRee represent New business
Use the ‘Totals for Type of
Business' line to determine the
total agency commission
earned for that type of
business.
= e Enter requested data in the
B BATA  CAMAL 75 P OMAPUTATION OF WASDETANY SST PRACTICES METICS - 4 ALSY 86 ESAMPVAPED, A T PORCAOTARES 1OR 6 80 85 Best Practices Survey
PURNESS MLUST TOTAL TO 200
i el it e, e e bodcemml e oese o R s G RORWAS 5 o g Voesabos kb e gty W Use the Grand Total noted from
e Tt e the original run of the report
e and the individual Type of
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Covwrant Corwmi iew T | A SO P | 1
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Modify the Report Criteria

1. Select Modify Criteria from
the Navigation Panel.

2. Select the Transaction Line
Status criterion.

3. Remove the New business
codes selected for previous
report from Selected area.

4, Select all statuses that
represent renewal business
and move to the Selected
area.

Production Repart NS o v
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Print/Preview the Report

From the Options Bar, select
Print > Preview to view your
report on screen.

TooeOffuriams S Comemesian NOTE: You can also select
e BN A il p Actions > Generate Report and
st e e — o e it will be delivered per your
P i sl s v (s R oyee options set in Delivery Methods
s e s gl ocmi ez e et . e i o in the Navigation Panel.
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e e 08 . Based on criteria set above, the
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—— Lame] mme Use the Totals for Type of
Business line to determine the
total agency commission
earned on Renewal business
for that type of business.
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Best Practices Survey

Use the Grand Total noted from
the original run of the report
and the individual Type of
Business totals to determine
the Renewal % entries for each
major type of business.
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For this last run, we are looking to obtain the total agency commission percentage for Acquired business
as defined in the collection file.

Depending upon your system configuration this can be obtained one of two ways:
You may have Line Status Codes defined and used to differentiate brand new business with new
clients to your organization from new business with existing clients (i.e. “NEW” to denote new
business from brand new clients and “NWB” to denote new policies or business with an existing
client)
2. Using the Agency First Written date

If you have separate Line Status Codes to differentiate new business with brand new clients from new
business with existing clients, follow the steps outlined above to select just the applicable line status
codes and run the report to obtain the figures as previously shown.

To obtain Acquired % from Agency First Written date follow the steps below.
[roroa  JETE Modify the Report Criteria

 Agency Roveas bra. 2 3
P fav ¥ Aadlalin

1. Select Modify Criteria
from the Navigation
Panel.

2. Select the Transaction

Line Status criterion.
© Whelole 3. Use the double down
arrow to move all codes
to the Selected area.

L e
My Reports | G 4. Select the Agency First
e ., = Dy i e sl Written criterion.
s . e o— = c T L 5. Setthe Range to

coincide with the fiscal
period you are reporting
(i.e. 1/1/2018 —
12/31/2018).
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Print/Preview the Report

From the Options Bar, select
Print > Preview to view your
report on screen.

NOTE: You can also select
Actions > Generate Report
and it will be delivered per
your options set in Delivery
Methods in the Navigation
Panel.

Based on criteria set above,
the totals in the report will
represent Acquired business
in the fiscal period being
reported on.

Use the Totals for Type of
Business line to determine
the total agency commission
earned on Renewal
business for that type of
business.

Feveree Breohdown

B i e s [ e § st # L T BE YR ST T (b ey e e (19 51 A 1 W remen (b bt s L T B ]

i B Bk THS SATA 1 SRITICAL TE5 Pol SOMPUTATION CF IMPORTANT REST SRACTICES METROCS - O MUST BE SUMPLEPED, AN THE PERCANTASES JOW BAt 1IMI OF

PUSRINESS MUST TOTEL TO 200

e e o

T - ek o foms o the wele ot ey sheen e, doned

Servurt fevelaurwnd. suooaed twandeeg, oty For boeds, covader NUW o . omvrbe FOMWA v .l Pt harve Soww with the aparny meve e o yom
susness - oy
w 58 . Tow 2 T M S0 ey L CanMMI R R 0 T O e L bt

W“.‘L

bl
Covwmariiel PAL Comminions & Fews
ey

Por i P Chmn s B et
Conas Mode sl Crmwenvens 8 Foer

(Othan Srveg Lonwwncions & Fam |
I AN Cormmbihna & ees |

Enter requested data in
the Best Practices Survey

Use the Grand Total noted
from the original run of the
report and the individual
Type of Business totals to
determine the Acquired %
entries for each major type
of business.
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This section can be completed using the same report generated for the previous section with a modification to the
report criteria to focus on either the Type of Business or Policy/Line Types that reflect the categories provided in
the Collection File

Uriterke

Modify the Report Criteria

" bt ~
Manty (i
N a y e 1. Select Modify Criteria
from the Navigation
Eon e A Panel.
Oan o [ar e
— T 2. Select the Type of
AR 5 Business criterion.
e “ @
Brvtenn M SRR 3. Select just those Types
il ey of Business descriptions
Aok - b R ) that encompass the
oo categories outlined in the
Collection File. Move
them into the Selected
area.
Print/Preview the Report
Producton Repon e g e “
e o) .y e i e CWR e ain From the Options Bar, select
g Print > Preview to view your
- i - - Rl o report on screen.
Line Typo Cante s
"" - s e ot et NOTE: You can also select
JabR - fmis ol e Actions > Generate Report
Grand Tom! # G Toeoks oM 8000 and it will be delivered per
your options set in Delivery

Methods in the Navigation
Panel.

Based on criteria set above,
the totals in the report will
represent Acquired business
in the fiscal period being
reported on.

Use the Totals for Type of
Business line to determine the
total agency commission
earned on Renewal business
for that type of business.
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Rer Group Bevense Sreotoom] = ‘ —— = Enter requested data in the
: i : T . Best Practices Survey

Use the Grand Total noted
from the original run of the
provunimmty s report and the applicable
e e A individual Line Status Code
totals that coincide with the
categories requested in the
Collection file, determine the
% of Revenues for each
applicable category.
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are used.

new layout.

There are multiple ways to track specialty or niche markets in Applied Epic. The below instructions are
applicable when the SIC or NAICS codes on the Main Business Contact records on commercial accounts

We will use the same report created for the other sections above, modifying the criteria and creating a

Steps
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Modify the Report
Criteria

1. Select Modify Criteria
from the Navigation
Panel

2. Select the Type of
Business criteria

3. Select only entries that
represent commercial
lines business

@ —oHZm -

T Ty o Tty

Mty Ottare
Lwuar

Dby Ot e
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Aarbcatam
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Modify the Report
Layout

1. Select Layouts from
the Navigation Panel.

2. Select the Revenue
Info — Revenue
Breakdown layout.

3. Select Actions > Copy
Layout To.

4. Change the Layout
name to “Revenue
Info — Specialty/Niche
Revenue”.

5. Change the
Description to “Total
agency commission by
specialty/niche
markets”.

6. Check the ‘This report’
checkbox.
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7. Select Finish.

8. Select the Revenue

10.

11.

Info — Revenue
Breakdown layout.

Uncheck the Print
checkbox.

Select the new layout.

Select the edit icon.

s

e e e

Tt Lo e R

12.

13.

14.

15.

From the Data tab,
locate the Main
Business Contact
NAICS Description
(from Data tab,
navigate to Production
Report > Billed From >
Main Business Contact
> Main Business
Contact Business Info)
and drag and drop to
the right of the
Account Lookup Code
in the Details section
of the report.

Select the Main Bus.
Contact NAICS Code
and drag into the
Major Sort area.

Set the PageBreak
property to False.

Set the SortOrder
property to
Descending.

16.

17.

18.

Copy and paste all
fields from the Line
Type Code Footer
section into the Main
Bus. Contact NAICS
Code Footer section.

Delete the Line Type
Code Major sort.

Delete the Line Type

Code field in the Main
Bus. Contact NAICS

Code Footer.
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Pyxdaten Aq amscin b

19. Copy and paste the
Main Bus. Contact
NAICS Description into
the Main Bus. Contact
NAICS Code Footer
section to the right of
the “Totals for:” label.

20. Select the Main Bus.
Contact NAICS
Description field just
pasted and use the
Font property to
change the font to
Bold to match the
other fields in the
footer.
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Print/Preview the Report

From the Options Bar,
select Print > Preview to
view your report on
screen.

NOTE: You can also
select Actions > Generate
Report and it will be
delivered per your options
set in Delivery Methods in
the Navigation Panel.

Identify any totals for
specific NAICS
descriptions in the report.
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Enter requested data in
the Best Practices
Survey

Enter data into the
appropriate cells.
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Steps

Create a New Report

1. From
Reports/Marketing,
select Transaction >

(oot
B : —" Production Ranking
o dtade ) Report.
- : \ O N . e
"""" L Rasinas 300 - Bok f Busnats Breakdoes < Sait radcs Surved
O-‘:vtxw'« o b Sy o 2 Se|eCt ACthnS >
O v Lret=y
Ay Bt A Create New Report.
R
gt W e — 3. Enter a new name (i.e.
- omunen “«
o; Revenue Info — Book
tren of Business
'I Breakdown — Best
Practice Survey”).
© b D - 4. Ensure the My Reports
i Rith RwAE radio button is _
selected and optionally
enter Comments.
5. Select Finish.
it Modify the Report
Agrean temvrae By o - . yo Naww H H
o ey o Bk T2 [ - Q> 1 = - Criteria
Mty Crwen e 5 s
O i wirves . Upon selecting Finish
ey above, Applied Epic wil
Avehiatint R o oy navigate you to the My

Reports group. Open the
newly created report in
the Modify Criteria
section.

1. Select the Accounting
Month criteria and set
the Range From and
To according to the
fiscal year being
reported.

2. Select the Rank Field
criteria and set to
Agency Commission
Amount.
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o Bty Reverinc Tramactions in
Bty
Marketng Preview Imeadments Inssucie Inyterent
Fewnod Trantactan [ncusis Fnanoes Trevaxcaome
Rark Fedl Ageray Lommersin dmmunt  p— e
Rark Sort Myor Sort 2
Paraneter Page Incute parameter page
Laaun i
[EE — Modify the Report
Agaryy Bavernn St | ] (3] Lot e e o
Ao o ok v, (] g [ o ey T = = e = S = =™ Layout

® Rovenarlobe Busk <l (7

ity o e Technically, no

Lawety

Dubvers Gobemy modifications are needed

ek Deisd [1] to the layout of this report.
N S — T T T Q—e From a consistency

standpoint, optionally

ESTa perform these steps.

™ e Vs heewn
[ o r— a B .4;4, ey

N B A YL 0 VR AWV VYR i 1. Rename the default

T _ Summary layout (i.e.

Production Rarkeg by Agency Commission kx 8PS .'_e Largest Accounts by
Commission Amount”).

lem

Rt St - MR Ay C— Mgy T R B S Cmnbiin N

2. Provide better a

T —— - Description (i.e.

e e L “Shows premium and
Gani ' mhed s Aoy viga tquedy Sveangsipacy. Chadies commission amounts
e for largest accounts by

G Ty Tl P Ay Hrer e dngny.

. Sligrls  tiad agency commission”).
-t TRl S -
R
::(.:"l_l_‘hm . .
e 3. Edit layout using the
* Lapost e M St .
gl [ e— i edit icon.

4. Update the Report
Title in the Layout.
Edit the Text property
and enter revised
report name.
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Production Ranking by Agency Commission for BPS
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Print/Preview the Report

From the Options Bar,
select Print > Preview to
view your report on
screen.

NOTE: You can also
select Actions > Generate
Report and it will be
delivered per your options
set in Delivery Methods in
the Navigation Panel.

1. The first entry on the
report — Rank 1 — will
be the Largest single
commission Account.

2. Manually calculate
the first 10 rows to get
the Ten largest
commission accounts
(totaled).
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Enter requested data in
the Best Practices
Survey
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Life and Health/Financial information.

The same report and basic layout can be used to obtain the Agency Concentration information above will
be used to populate the Number of Accounts by Account Size using criteria to separate P&C from Group

Steps

gy Bveens Basks |« T} Vb ] P b i

® Revanariels Buck - < o e A
Wty Totens qﬂ* 2 o Mvelahe
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ek bt .
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My
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Modify the Report Criteria

1. Select Modify Criteria in
the Navigation Panel.

2. Select the Type of
Business criterion.

3. Select the P&C related
types of business.

[T T arer—— .’.'; h e
Modify the Report Layout
Coay Lot T5
N iemabosa (8] © Woime = | 1. Select Layouts from the
g 6 . (s e— 'ff'f‘”‘__e Navigation Panel.
e T P
soe 2. Select Actions > Copy
pe o - Layout To.
3. Enter a new Layout
name (i.e. “Largest
Accounts by Agency
g Commission Amount”).
i Sy 4. Enter a Description (i.e.
@ — “Used with P&C criteria

and sorts by largest
accounts”).

5. Check the ‘This report’
checkbox in the Create
Copies In area.

6. Select Finish.

‘Tr?-"- PRGN [ Ry sy — v “ e

A TR (rhey o b g

-0

7. Ensure the previously
used layout Print setting
is No.

8. Select the newly added
layout and ensure the
Print setting is set to
Yes.
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9. Use the edit icon to edit
the newly added layout.

10. Select the
Premium/Commission
Range data fields from
the Major Sort Header
and Footer sections and
delete.

11. Select Label option in
the Insert Tab.

12. Click in the Major Sort
Header and Footer
sections to add a label
fields in the places the
previous data fields
were removed.

13. Edit the Text property to
“P&C Business” for both
newly added labels.

14. Use the handles to
make the label field
longer and move the
labels next to the
adjacent label.

15. Use the field controls
align the labels with the
existing labels.

16. Set the Font property to
Bold.

17. Repeat steps on the
second label added.
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19. Select Save All.
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Print/Preview the Report
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select Print > Preview to
Py e wwem ns a view your report on screen.
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Modify Report Criteria
1. Select Modify Criteria.
2. Add criteria.

3. Navigate to the Risks
Insured criteria by
clicking on Production
Report > Line > Risks
Insured.

4. Use the single arrow
pointing to the right to
move the criteria to the
Selected Criteria area.

5. Select Finish.

6. For the first run, set the
Risks Insured criteria to
Range of 101 through
Open (for policies over
100 lives).

Modify the Report Layout

1. Select Layouts from the
Navigation Panel.

2. Select the Layout
added for the P&C
business.

3. Select Actions > Copy
Layout To.

4. Enter a new Layout
name (i.e. “Largest
Accounts by Agency
Commission Amount for
Group Benefits”).
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5. Enter a Description (i.e.
“Used with Group
Benefits criteria and
sorts by largest
accounts”).

6. Check the ‘This report’
checkbox in the Create
Copies In area.

7. Select Finish.
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8. Ensure the previously
used layout Print setting
is No.

9. Select the newly added
layout and ensure the
Print setting is set to
Yes.

10. Use the edit icon to edit
the newly added layout.
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11. Select the “P&C
Business” label fields in
the Major Sort Header
and Footer section.

12. Use the Text property to
change to “Group
Benefits Business”.

Produciion Ranking by Agency Commistion for BPS ey O B o e

ey ERRESS — TR o> o 0 st Camdtve ™
L O (&

& D yos v 10 save (iges
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13. Select File > Exit.

14. Select Save All.
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| e—— o Print/Preview the Report
s gerary siewl e W weh L R P DR T L o
N From the Options Bar,
n F— S . Grous 17 el Apetr s select Print > Preview to
B i i, | ..i‘""“““ ﬁ view your report on screen.
n Butwwws 525,000 gnd 350,000 - et e 30708 v
- Batanen 20,000 en2 20,000 ] =zm==mivew ceder e
" Fetarwen 45508 W S10 00 ] weemsiimn o s
o e o J - NOTE: You can also select
Pt ey e M0 (KA T LN L .
s e rudesriry ey Q Actions > Generate Report
»n Teit R R ) H H T
. Sk oy oo st ot v and it will be delivered per

your options set in Delivery
in the Navigation Panel.

Based on criteria set, report
results will be for only Group
Life & Health/Financials
over 100 lives.

wieen R Modify the Report Criteria
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Pt ooy Bx MG HCCATI T OGO .
s esmdus sy iy Q Actions > Generate Report
~ Teied e e e e H H H
. T and it will be delivered per

your options set in Delivery
in the Navigation Panel.

Based on criteria set, report
results will be for only Group
Life & Health/Financials 50
—100 lives.
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Modify the Report Criteria

1. Select Modify Criteria
from the Navigation
Panel.

2. For the second run, set
the Risks Insured
criteria to Range of
From Open To 49.
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Print/Preview the Report

From the Options Bar,
select Print > Preview to
view your report on screen.

NOTE: You can also select
Actions > Generate Report
and it will be delivered per
your options set in Delivery
in the Navigation Panel.

Based on criteria set, report
results will be for only Group
Life & Health/Financials
Under 50 lives.
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The following is provided to assist in producing reports from the Applied Epic system necessary to complete the
Producer Info DATA ENTRY tab in the 2019 Collection File for the Reagan Consulting Best Practices Survey.

This Job Aid will use the Broker/Producer Commission Agreement, Commission Volume, and Employee List
Reports. It is important that you begin with default version of these reports. If you have modified the default
version of these reports, you will want to save your versions as a new report so that you can revert back to the
default version of these reports.

To revert a report back to the default version:
e Select the report and
e Select Actions > Revert to Default Report

Steps

Create a New Report

oo B ek e Leots Mtes OnDwves

1. Oncein
Reports/Marketing area,
select Account >

Craste Prom Bagot
Comy bapt Te

et Boowt 32 Det Lerargs

Wy Reparts

{ Crosts Now Anasnt

ol e I W Producer/Broker

Qi o iy PER—— o Commission Agreements
et Cormmcts Y e raee c*ﬁx}:-"C_i--v;rr‘-}}iF-}?Ei-:-f--z-rﬁf’?‘:{f!gﬂ Report

s S s

Veraerrars o_.l;_';_ - " oo f— 0 2. Select Actions > Create

R iyt iR New Report

folay Coemmants

Twmection Procices Aguermants for Sent Pracacs Savey (171 e

S R ; b o 3. Enter a name for the

report (i.e. Producer
Agreements for Best
Practice Survey (BPS))
Q—>rmzm —
[ ww e ||| 4. Select the ‘My Reports’
oy Corveresm radiO button

wied  ANEOD - APV Vhwtmme® wed gty 807 o o e 30y S wten e ppmee ety STER1e ® e e

Last lwtaand

5. Optionally enter a
Comment that describes
the use of this report, in
this case Producer
Agreements for Best
Practice Survey

6. Select ‘Finish’
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Modify the Report Criteria

Upon selecting Finish above,
Applied Epic will navigate you
to the My Reports group,
open the newly created
report in the Modify Criteria
section

1. Select Agreement
Effective Dates

2. Modify criteria by
selecting the Range radio
button and entering the
previous fiscal year in the
From and To
(unchecking the Open
checkboxes if needed)

3. Repeat with criteria
Agreement Expiration
Dates

Note: If you have
agreements for Producers
that were effective prior to the
start of this fiscal year and but
are still in force, you will need
to alter the Ranges to ensure
you are capturing all
agreements that were in force
during the fiscal period you
are completing the survey for;
You may also need to
exclude Brokers using the
Broker/Exclude selections
option
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Modify the Layout

1. Select Layouts option in
the Navigation Panel

2. Either double click on the
Layout or use the edit
icon ™, to edit the Layout

3. Select the Major Sort:
BrPrComAgreement.Bro
kerProducer.ProducerBr
okerLookup band in the
report canvas

4. Setthe PageBreak
property to False

5. Select File > Save All

Print/Preview the Report

From the Options Bar, select
‘Print’>’Preview’ to view your
report on screen

NOTE: You can also select
Actions>Generate Report and
it will be delivered per your
options set in ‘Delivery’ in the
Navigation Panel
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Sample Print Preview of
Broker/Producer
Commission Agreements

Broker Producer Commission Agreements ATNES e Pre 7
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Enter requested data into
the Agency Commission
Structure area in the Best
Practices Collection File,
Producer Info DATA
ENTRY tab

PRODUCER INFO TABS // 58



Best Practices Job Aide — APPLIED EPIC

a\

WS D o b
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Steps

Create a New Report

1. Oncein Reports/
Marketing area, select
Transaction >
Commission Volume
Report

2. Select Actions>Create
New Report

3. Enter a name for the report
(i.e.; Producer Info —
Producers Section — Best
Practices Survey (BPS))

4. Select the ‘My Report’
radio button

5. Optionally, enter a
Comment that describes
the use of this report,
specifically (example: This
report will produce data
necessary to complete the
Producers section of the
Producer Info tab for the
Best Practice Survey
(BPS))

6. Click ‘Finish’

Crirle
{w); - 2 — e
R a
- W—
“

Scaabog Mo
[ otamy 00 Disirmes 10

e [

Modify the Report Criteria

Upon selecting Finish
above, Applied Epic will
navigate you to the My
Reports group, open the
newly created report in the
Modify Criteria section

1. Set both the Current Period
Month and Cumulative
Month criterion to Range
with the From and To
aligning with the fiscal
period being reported
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My fimpocs | Lvos Modify the Report Layout
® Prinbans bobe - Frones o] () Lot e ————

*::DM f s ' 12. Select the Layouts option
Acxount on the Navigation Panel
Acowity Detat - =
Aepteatuem e .“]T_jj 13. Change the Layout Name
o Do Soune to Producers Total
ST Rl N Commission by Type of
Ienartaca B b e ki) Sy Soiosly Business
Nhaimie Plrars Sored. 14. Change the Description to
Opporarities Provides agency gross

commission by highest
producing producer by
Type of Business

15. Select the edit icon

16. Set the Fields indicator to

o e et vy -

E_'E‘!- P T T T o T T L T U A T VT RS ST
v i
Commsnicn Volume Repon ore BB o T Ty PP o s

Report 1 using the drop
down (note entries in this
list are in alphabetically
order)

17. Change the
PaperQrientation property
to Landscape for more
room

18. Move selected fields all the
way to the right

Output Builder
File FEdt  Yiew Format

Data  wert Cnteria Language L - o M EEY e Id @ fnrglioh (Un

q ) 4 5

P T T A N A S

Pobcy Prevam Arnusioed
| Pobiy Pravam Extimatnd
| Pobcy Prameum Csbmsted Morthly
| Pokoy Fremium Dowrdcaded
Pokcy Conmeson Eled
| Py Comrrinan Actuskond
Polcy Commission Estrested

o) Flagan) Haesle

51 Fage Hesom

Commission Volume Report ored

Fobcy Commission Estanated Moy
| Poky PrjBe Commissions Bled
| Pobcy Prje Conmiasions Arrads
| Pokcy Pritr Cosvressons Cstenate

Typs Of Busness Code
| Type Of Business Desopion

|
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;
i
s

GroutataFedd CommissionVolume.

T of x Oala ¢ i
NovashueText : =
v tayont o | Produce firaker Code Ascending

) | Triw OF Bntress Dwacrustion  Assarsing
v Mise - AccountLoskup Code  Ascending

[

19. Add Type of Business
Description to Major Sort

20. Set the PageBreak
property to False

21. Move the Type of Business
Description sort option
above Account Lookup
Code sort option
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22.

23.

24,

25.

Move the Type of Business
Description label and data
field from the Major Sort
CommissionVolume.Policy.
TypeofBusinsessDesc
band to the same Major
Sort’s footer band

Click on Major Sort
CommissionVolume.Policy.
TypeofBusinessDesc band
and use handles to shrink
the band by clicking on the
bottom handle and
dragging it up

Copy and paste 3 data
fields for Transaction
Code, Gross Premium,
and Agency Commission
from Lookup Footer to
Type of Business
Description Footer

Select all fields in the Type
of Business Footer and
use the Font property to
make them all Bold

Froskscer Yevker Come

" [ Tyee Of Sutest Decrshin Ascandng

Acoount Lockup Code

Razering

Ascencing

26.

27.

28.

29.

Delete the ProducerBroker
Lookup data field and
hyphen label field in the
Lookup Footer

Copy and paste the Types
of Business Description
label from the Types of
Business Description
Footer into the
ProducerBroker Lookup
Footer

Change the Text property
on both these label fields
to Totals For

Change the font for all
fields in that row to Bold
Oblique for better definition
between total lines
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30. So that the amounts

i e e Comemiasion Yok Repon e P, e appear in order of largest
o : commission amount to
smallest, set the SortOrder
property on the Account
Lookup Code to
Descending

31. Use alignment tools to
align all like fields in the
different bands

¢ 32. Select File > Exit
e e Vew  Fomm

Sevedl Dt §
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Enter requested data in the
Best Practices Survey

Complete all TOTAL
Commission fields with the
above report

Proceed with next steps to
obtain data on just the NEW
Commissions for each
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Modify Report Criteria
1. Select Modify Criteria

2. Use the add icon to add a
criteria

3. Select the Line Status
Criteria

4. Use the single arrow
pointing left to select the
criteria

5. Select ‘Finish’
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6. Use the arrows to select
only the Line Status codes
used to denote new
business
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Print/Preview the Report

From the Options Bar, select
‘Print’>’Preview’ to view your
report on screen

NOTE: You can also select
Actions>Generate Report and
it will be delivered per your
options set in ‘Delivery’ in the
Navigation Panel
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ol i i e Ratpmoranal] [prisormang eteraiad [Jloc above report for each
producer respectively
Please indicate if the data provided above represents WRITTEN or BOOKED commission dollars. The above reports are
pulling data from
How did you report commissions? _ transactions filed in the
Applied Epic system and
therefore represent Booked
commission dollars per the
Reagan Consulting definition
provided
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Steps

Create a New Report

1. Oncein Reports /

prpy— —— . Marketing area,
Proes ) P select Accounts >
sevctee s rebrrin Employee List
Cur TR O OIS0 S ik Ioplooolle. @~ =00 0 00000
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Trewanoe Thmt Tt e Sohace § FEPTT wth: ks TWLREEES, 1T B etD P Tinw 3 oate w
Vatrtsg Proven Mg sncand o 19 Arodncer e o A the D Puctice iy v.iﬁe 3' Enter a name for the
report (i.e.; Producer Info
— New Producer Hiring
e.* e Section for Best Practice
_ P Survey (BPS))
oy Crmamarn
R e L o et e 4. Select the ‘My Report’

radio button

5. Optionally, enter a
Comment that describes
the use of this report
specifically (example: This
report will produce a
report with data
necessary to complete the
New Producer Hiring
section of the Producer
Info tab for the Best
Practice Survey (BPS))

6. Click ‘Finish’

Modify the Report Criteria

There are two options for
obtaining the report needed
for this section: using the Job
Description criteria or using
the Commissionable Producer
criteria

Use the option based on how
your organization has used
these fields in the Employee
Account files
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% ®
® Producer bfe - New Pr_ [ | [
Modéy Cntensy
Layouts

Detyery Opnons
Account
Actmty
Applications
Claim
Client Contracts
General Ledger

Interiace

Account Agency Defined Opta
Record Luting

Ry

Country

Coursy

StateProvince

Peutal Code

Accourd Nemw
Arcount Lockup Code
Active Inactiew Seatuy
Qepartment

Joo Trde

Panvmeter Page

Commissionable Producer

M

Each time found
Al

AN

A1

A1

Al

£

Al

fth

A

Include parmneter pags

Beth

P

AR | dsaes gy St s 2 Aol 22 \(])ob_Description Criteria

M, Cibmne : ahin s '“ ” tion

e Q= - : P

i ey » 1. Select Job Description

:li""b.lll ) " “ Criteria

S i = ‘_o 2. Set the Range From and

ol (9 e To based on the wording
used by your organization
(examples: Producer,
Sales Rep, Sales
Associate, etc.)

3. Note: if there are
inconsistencies in what
was entered on different
Employee accounts, this
will not be a reliable
criteria to use

b Craesn Modify the Report Criteria —
Farmos Fskoa Selecied Certa Commissionable Producer

Criteria Option
1. Select add icon

2. Double click on the
Employee List >
Employee folders and
choose Commissionable
Producer criteria

3. Use the single right arrow
to move the selected
criteria to the Selected
Criteria area

4. Select Finish

5. Select the Yes radio
button

PRODUCER INFO TABS // 66




Best Practices Job Aide — APPLIED EPIC

a\

y Pochuins e Focduim ] (3] Lot N

Vet Cown
ven
o Tiztreot
Account Deait

A ey RN ——— . o
R e ]
AP ianG . e
Mrirgtes Redem A rywdey prenim be
Clam

Clint Cimtracts Trgioh Fabat e Pra s bonaey
[y

Camarad Losgger

reoriass ot ¥

Maragemen

'
o Pradhacat - Mt (7] [ B b Cavpete o

reybo Lot

vy (e

Modify the Report Layout

1. Select Layouts from the
Navigation Panel

2. Change the Name of the
default layout to New
Producer Hiring

3. In Description enter
Produces data regarding
producer hiring

4. Edit the layout using the
edit icon or double
clicking

5. Remove Address label
and data field by selecting
them and pressing the
DEL key on your
keyboard

6. Move Department and
Title labels and data fields
to the left

7. Navigate the Data tab to
locate the Hired Date data
field (Employee List >
Employee > Hired Date)
and Drag and drop into
the Details band of the
report canvas

8. Navigate the Data tab to
locate the Date of Birth
data field (Employee List
> Employee > Date of
Birth and drag and drop
into the Details band of
the report canvas
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9. Setthe PageBreak
property on Department
Major Sort to False

10. Remove Account Lookup
Code from Minor Sort

e 11. Drag and Drop Hired Date
s e i 2 T e T e from the Data tab to Minor

o Sort area
Sa— 12. Set the SortOrder
et e vy = . [ property for Minor Sort
o Hired Date to Descending

e B 13. From the Insert tab drag
ngpeiyodms N B % 7 ) . e and drop Formula field to
(oo Y TNV ¥ Y L A YT BTV ATV VWL TNV S VTR L VY W TN TR VU VU VAN LU VS UV PLA TR Y U YAI YR the right of the Date of
S —® Birth field
S Employes Lt o TR et e 14. Drag and drop the Date
19 s o asas pro a L v St Cmuie field from the Insert tab
[ Esans e directly below the Date of
Birth Field
15. Set the FontColor
property to White

Lawowr
e s s

16. Select the Formula field
and select the Script
property using the ellipsis

17. In the Script Editor,
double click to select the
DATEDIFF function in the
Valid Functions area

—— iv——
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Foartrnda Bulsde
&m;mﬂ |
D ” Caneel |
Data Elements Report Controls 18. Highlight ‘exp1’ in the
= E?w._o.‘”_ Converon Desanptson Formula Builder area and
Emplapeelis Date i
g e double click on the
@* Erploye_DasOrBeh1 Teat Bk ‘ Employee_DateofBirth1l
Erpoyee_Depannert | Tt B field from the Report
Employee_HendDate 1 TeotBox | | .
Eavployee JobTake} Tt Controls area replacing
Enoyee_LookupiCode] Teot B the ‘exp1’ with

‘{Employee_DateofBirth1}
Formula Bullder

DATEDFF] (Emphoyenlat_Erployse mwu“ @ |

[ty ][ | [ o |

Data Elements Report Controls 19. Highlight ‘exp2’ and
o[ — o | Conaead Dvystian double click on the Datel
({5 Emhoyeelia @‘mkmx ?:a.;, ] field from the Report
Acoount .
Ereloyse. DebeOfEnth] TatBon Controls area replacing
Encioyes_Depatnort 1 Test B the ‘exp2’ with {Date1}’
Employee_HredDate | Teat Bon
Erployse_Job Ttk Toot Box
Empioyee_Lockuelodel TestBax

Formula Builder
DATEDIFF| (Engioyeelie_Enplojes_DueCfBen), Mlhw

[ Verify ” Firvsh ]_[ Cancel
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Buidd 2 fommeda by typing 2 valid eauation or moving tems ito the formula bulder. Al varable placehabders of a funchion must be replaced with a vaid
data slamert O mpot SOl

Valid Functions

Furmaion E oo
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Function Details

Data Elements Report Controls

o Contrmi Demcryimon

| Exvioyeelis | Dete Date

Employee_Accourtiame YextBon
Empioyes_DataOfExth1 TestBox
Drployee_Depodment 1 TestBox
Employee_HeedtDate 1 TextBox
Employee_JobTte! TextBox
Erployee_LockapCode | TestBox

Formula Bullder

SAEDH it e S0 11 A )

l

M Finish || Cancel

20. Place cursor at the end of
the formula in the Formula
Builder and select the /'
function from the Valid
Function area

21. Place cursor at the end of
the formula in the Formula
Builder and enter 365

22. Select ‘Finish’

Outpnr Buikder

| Fie | Ede View Fomat

| save Culvs At A O A Eee e HEERRE
| Ses Al CieShAS ~ 7
u @

FE Formuds
A tabd
N\ e
A Pahute
& Fehoebor v i | toployes
. o } | Code Emplayee Name

Pudsy: lﬂtMl’Ih Labed

v Agpearance
Font Microsoft Saas Serd 14
FontCor M vhack
Rl :']" Tranaparent
L
Agdveasinel
. Producer Mire trformation CRy, QatefepionPostC
Lacaten 0, 0.062
Sas 4,0312

Major Sorts.
[K] | Oata vk Dissction
. | Depsrment Ascendeg
Serviteg ol Ascerdiry

Des

23. Select Report Title label

24. Use the Text property to
change title to Producer
Hire Information

25. Select File > Exit > Save
All

Print/Preview the Report

From the Options Bar, select
‘Print’>’Preview’ to view your
report on screen

NOTE: You can also select
Actions>Generate Report and
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Enter requested data in the
Best Practices Survey
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Steps

Recruiting and Oevelopment Techniques Enter requested data in
the Best Practices Survey

Please indicate whether your agency uses the recruiting and development tools/technigues indicated belaw in its hiring
and development of new producers. Click on the arraw to the right of each cell to choose YES or NO from the drop-down

s it Unless your organization

used Agency Defined
Aecruiting Categories/Codes to track

Yrsyeted colexe tetnlting Effots/orogrems this information on
Use of cutside recruitess
Use of soctal media as 3 recruiting too! Employee Accounts, the

Assessment information for this
Tasting (sates, DArsCnality, itelligence capabilitins, <ail reluctance, ot | _ sectl'on will need to be
Develapment obtained manually or from
Mentorship
Technical training
PN — (PN —
Sales training
IR i— eaers! [
Selling structure

Required specializazion
Team seliing
Assigned accounts
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The following is provided to assist in producing reports from the Applied TAM system necessary to complete the
Staff & Technology DATA ENTRY tab in the 2019 Collection File for the Reagan Consulting Best Practices
Survey.

This Job Aide will use an Employee File Search.

The following is provided to assist in producing reports from the Applied Epic system necessary to complete
the Staff and Technology DATA ENTRY tab in the 2019 Collection File for the Reagan Consulting Best
Practices Survey. This document contains job aids that coincide with the following sections of this tab in the
Collection File:

o Agency Staff Breakdown
e Service and Sales Staff Breakdown
o Employees Working Remotely

This Job Aid will use the Employee List and General Ledger Register reports. It is important that you begin
with default versions of these reports. If you have modified the default version of these reports, you will want to
save your versions as a new report so that you can revert back to the default version of these two reports.

To revert a report back to the default version:
e Select the report and
e Select Actions > Revert to Default Report

Create a New Report

1. Once in Reports/Marketing area,
select Account> Employee List
Report

2. Select Actions>Create New Report

3. Enter a name for the report (i.e.;
Employee List- Agency Staff
Breakdown for Best Practice Survey
(BPS))

4. Select the “My Report” radio button

O rmpreveryvemy St ey ey ——r—s 5. Optionally, enter a Comment that
e describes the use of this report,
specifically

a. Inthis case, “Employee List-
Agency Staff Breakdown for
Best Practice Survey (BPS)

6. Click ‘Finish’
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partyMateting - My Separm o

Modify the Report Criteria of Newly
Created Report

12. Go to “My Reports”

Aeiat f_

KA e e e Aot b e 13. Highlight ‘Employee List- Agency
Staff Breakdown for Best Practices
Survey (BPS) and select edit using
the edit icon ™

Critarta In the Navigation Panel, select

o Emplogee List- Agency . | «

Medty Critees -! et gency Defined Dyme

Tebsery Opbrong
Account
Actmty
Appications
COalm
Client Contracts
Gensral Ladger

levactnre

Layout s Litting

Cince par accowm h
A
"

“Modify Criteria” and review all
criteria

Select criteria Record Listing and
select radio button ‘Once Per
Account’ (this is to avoid duplication
of individuals assigned to more than
one Servicing Role)

ety Criesin
Layouts
Oebwry Optasny

Account
Actiaty
Appicationa
Clayen

Chent Contracts

=

o Enghrpee Lt Agsecy . |«

Accours Ager

Feroed Littey

Sera— firktet
Empryrele Bophogee

Avallable Criterin

Selected Criteria

Using the add icon '5, add criteria
Employee>Terminated

Terminated criteria is found in the
Employee List > Employee folder

Scroll down to find “Terminated”
criteria

Moty Cmwn

[T

etisaey Opracre
Accourt
hcsatry
Agprication
Classy
Clamnt Corntinets
Crrerar (oo

et

Y]

® Poglopen Ut Aoy o < |

|
General Ledger
ntertace I e [ “J‘ Use the single selector icon to
Mana geent % G o move “Terminated” criteria into
Opportunities s the Selected Criteria panel and
Policy select Finish button
bes e e (€)
Ciee Ensure the Terminated criteria just

added is selected

Select Exclude selections

Enter the most recent fiscal year end
dates to exclude employees that

were terminated in the period

Select the Layouts option from the
Navigation panel icon
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Modify the Report Layout

o Evploreelion Ageecy o | o] (1) Gt e Uesstytbes
s e 7 - Lepeya it by Iy e ™ 1. Optionally edit the Layout Detail
Univry Opticen x] Description to “Employee list Sorted
ool o i el by Servicing Role”
e Dewall
o Langisge Enghvn (e ot of Ameril > | o Pove ffmmm e Confirm the Print check box at the
Claim Mane Emptages Lint Raport bottom Of the age is Selected tO
Client Coutracts Dwinpton | Lmiplayes bt Satent by Seniang Roke h o prlnt p g
Generad Ledger Culare Wamre -— .
Enghui (Cansda) Tmiptaces Litt Repoat Tmptages bt Spezed by Sarvining Role
Intertace Engtuh (Unnez Xngdom) Eoppoyne Lint Ragort Cripdoyne bot Sectad by Sercvong Rale
Management Evghoh (Ursied Shires of Amereal  Berpdeyes Lint Begort Bripheyet bt Sevted by Svwininn Rale i . X
) Pronch (Caneda) Bsppact e d empicyie Carsen cremgien Using the edit icon ™, edit the
Layout.
Major Sorts: Remove the Department Major Sort
P | Direction by selecting
o [ESESIS Rai R e Select the delete icon
Serviding Role Ascending
v
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= Report Footer

Add a Total Employee by Servicing Role

Label

1. Select the Insert tab

2. Select Label

3. Drag and drop a label into the Major

Sort band of the report canvas
a. If needed, expand the Major Sort

band by selecting the blue bar that
says “Major Sort
EmployeeList.ServicingRole.Footer

b. Use the handles ¥ o expand
the band by clicking on the bottom
handle and dragging down

4. Inthe Properties area, select the
Text property, type “Total Employees
by Servicing Role:” over the generic
default “Ibl1”

5. Select the Horizontal Alignment
property and choose Right

6. Select the Font property and using

the ellipsis icon L) select bold

7. Click on the new label and again use
the handles to make the label bigger

8. Select the “Total Number of
Employees” label in the Report
Footer and hold down the CTRL key
on the keyboard and select the
“Total Employees by Servicing Role;
Both fields will now have handles
around them

9. Use the Right Alignment tool to align
the two label fields on the canvas
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Add a Total Employee by Servicing Role
Total field

1. Still from the Insert tab, select the
Total option and drag onto the report
canvas next to the label just added

2. Inthe Properties area, ensure the
TotalType property is set to Count

3. Select the TotalField property and
use the ellipsis to access the
TotalField Editor

4. Select Employee_LookupCodel
from the Report Controls area of the
TotalField Editor and select Finish

o -

Vot Vagteyen by Srap it agbussndin &

Totel bumbes of fwphrpuns: b | scbes

- i —

Add Full or Part Time indicator

If you have Part Time employees, it may
be helpful to add a data variable to
include that indicator in the report to
easily identify Part Time employees for
calculation purposes. If you don’t have
Part Time employees, skip this section
and proceed to Title &Save Report
Layout section

1. Select the Data tab

2. Locate the Full or Part Time data
variable by selecting Employee List
> Employee > Full or Part Time

3. Drag and drop the Full or Part Time
variable into the Details band of the
report canvas

You will likely need to adjust the other
columns to make room for this new
column. You can accomplish this by
using the same method used to expand
the label and total field added above.
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Insert Full Time / Part Time Total Labels
1. Add two additional Label fields Major
Sort band in the report
2. Set the properties for the Label fields
as follows
a. Text property to “Total FTE:”
and “Total PTE:” for total full
time employees and total
part time employees
respectively
b. Horizontal Alignment
property to Right for both
label fields
c. Font property to bold for
both label fields

iz
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<
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Bal0L /ALl
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i

Insert Full Time / Part Time Total Fields

1. Add two additional Total fields to
Major Sort band in the report,
dragging and dropping one to the
right of the Total FTE: label and the
other to the right of the Total PTE:
label

2. Select the Total field added next to
the Total FTE: label

3. In Properties area, use the ellipsis in
the Formula property to access the
Formula Editor

4. In the Formula Editor navigate to the
Full or Part Time data element found
in the Employee List > Employee
folder

5. Inthe expression area, type in “Full”’
and select OK

Repeat steps 2 — 5 on the second Total
Field added next to the Total PTE: label
using “Part time” in the expression area.

On both Total Fields, set the Font
property to Bold.
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Title &Save Report Layout

1.

To title your report, select the
“Employee List” label at the top of
the report, just under the Page
Header band

Select the Text property and type in
“Employee List — Staff Breakdown
for BPS”

Select File and Exit from the menu
bar

In the Save Changes window, select
Save All

& lpemt ey
e b hem Hoew Louee Aowm  Onlees  Aces ek opfpe S el

Fapent o d
My Sepoe Layorats FomPwown '
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Print/Preview the Report

1

From the Options Bar, select
‘Print’>'Preview’ to view your report
on screen.

NOTE: You can also select
Actions>Generate Report and it will
be delivered per your options set in
‘Delivery’ in the Navigation Panel.
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Steps

Create a Copy of the Employee
8 Pepoenttury List- Major Sort by Servicing Role

Fie Gak Aem Mome  Lacws  Aoest  OeDemand  duses  Des ogfgsc SN bels

Layout
Wy Repers X ite: For use when department
e el & — . - breakdowns are available
Fd. W oy Lo x
‘::w*“ = Detun [Ty ——
Atcoun ey oo e ~prenats, o (3} 1. Inthe report Layouts screen
actiy T - it Mot e ) highlight the Employee List
Apprcaton: Loapusge . Report and select Actions>"
bl M . ' Copy Layout To
Cameral Ledget e
PR | 2. Change the Layout Name to
Managerent troi s include — Department and add a
Ossorurities G Description “Major Sort by
‘:"" : Department”
Wanesng Peview . .
3. Inthe Create Copies In grouping,
QO—>m=m select the “This Report” checkbox
4. Click Finish
B Pepotstiptetiny Modify the Report Layout
Fle BBt Zews Heve Locate  S0wes DnDeviesd  Sccen  Loks  mpfpe  SMS Helyp

1. Ensure the newly added layout is
selected

o Impbopre it Ageary . [+ (5)

m""eﬂi‘5,5':5‘»;:":::::_,_5“_, e aramerk e gn 2. E|thgr double cllck.or select the
Dby Ot C edit icon ™ to modify the layout

Aot

Sl Msas ——

PP
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Add Major Sort by Department

1. In Data table, find the Department
data field in the Employee List >
Employee folder

2. Drag and drop the Department
data field into the Major Sorts
area

3. Select all Total fields in the Major
Sort: EmployeelList.ServicingRole
Footer band and drag and drop
them into the Major Sort:
EmployeeList.Employee.Departm
ent Footer band

4. Select the Servicing Role entry in
the Major Sorts and select the
delete icon

5. Confirm the total type reflects
“Count” on all Total Fields

6. Select the Major Sort
EmployeelList.Employee.Departm
ent band

7. Setthe PageBreak property to
False

8. Select the label Total Employees
by Servicing Role

9. Change the Text property on that
label to Total Employees by
Department

Use the File > Exit > Save All to save
your new layout.

-
v Appesennie
ot Picronelt Saes Sl £.2Y
e ok
g L Tremparems
Fororestiigret
Text Tatsl Dvacywes by Depertment:
*  Layout
Lacatar 4530, 0087
£ 4313, 004
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Sample Print Preview of the
- Breakdown MO TTAM dge ? : . .
Employee List - Stalf for 8PS Employee List Report with a Major
tmtiren ) Sort by Department
Ledm Pleree N R Dagatren e Folf on Pt T
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Foport Duch View
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e

Steps

Sales Support Staff Payroll
Breakdown Information

Note: If payroll entries are
processed in Epic, using the
“General Ledger Register
Report” will allow you to
capture Gross Payroll and
Bonus information for the
most recent fiscal year end
and provides options to add a
Major sort by Department, if
Departments are available.

Manual Entry may be required in
this area if payroll information is
not available in Epic.

Create a New Report from the
General Ledger Register
Report

From Home Base select
Reports/Marketing

¥ FapenuMaaeng

My Reports
Actount
Activity
Appiicaton

Claim

Client Controcts
Intertace

Maragamwit
COppormumines

Pelicy

Transaceon

Marheting Prevew

Sduvcn St
Balarcn Sheet
1099 Kapan

Fle B3 A Mavw  lacte  Adiest  DaDeeend

Sk Rocorurisl o Dats

Accums  Leks  mgfpic  SMS

Pever oz Defass Setrrgn

Gt Nagont Nama Comwnerts.

Gumwats Papent

COmp e

L

General Ledger Register Report

1. General Ledger> General
Ledger Register Report—select
Actions>Create New Report

2. Enter a name for the report (i.e.;
General Ledger Register
Report- Sales Support Staff
Payroll Breakdown for Best
Practice Survey (BPS).

3. Check the “My Reports” radio
button

4. Optionally, enter a Comment
that describes the use of this
report, specifically. In this case,
“General Ledger Register
Report- Sales Support Staff
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5.

Payroll Breakdown for Best
Practice Survey (BPS)”

Click ‘Finish’

Actury
Aoaztiazire
Clam

Chast Cootomcts

e s

ReportyNarsaming - My lepartt -

----- et b Fap | a g § 368 b agnih et s e bad Pt e et 4

LI

thodty Criterm
Layosts

Debaary Optins
Account
Attty
Applicatong
Clam
Chent Contracts
General Ledger

Interface

. c.-nu—,-hy-_

rere Dtask Marz

» ncuse ielectiom

Avallable

Modify the Report Criteria

1.

The newly created report should
open in My Reports but if not, go
to “My Reports”, Highlight
‘General Ledger Register
Report- Sales Support Staff
Payroll Breakdown for Best
Practices Survey (BPS) and
select edit using the edit icon ™

Review all criteria

Modify Criteria for the
Accounting Month to reflect your
most recent Fiscal Year End
dates by removing the check
mark in the two Open
checkboxes and selecting the
appropriate From and To entries
for the Range radio button

Select the GL Account Criteria

Use the double arrow pointing
up to remove all current entries
in the Selected area

Use either the Search where or
column header sort to locate
your payroll/salary expense
accounts

Use the selectors to move these
accounts into the Selected
panel; Be certain the Include
selections radio button at the top
is selected

Select the Offsetting Detail
Criteria

Select the Exclude radio button
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Criteria
. HW*B @ Cttevea oo hon ) Inchede
M [a| fewoe . (@) Exdude
Laymss Agency A
Dby Options Banch Eh) e
Departmant 2
Accaont Frefit Contar 1
Activity Accountng Month Jaramry 2008 - Decembes 2018
ADDECA: Gl Effnctrn Date a0
Gl Entry TypeCode M
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GL Scheduin 2
T [OherimgOetml — ichde
General Ladger Vot Genenel Latiger Entres Baciude d vrsded in 1eme menth
= Fanmetes Page Inchade paametes page
Sample Print Preview of the
General Ledger Registes b ot o General Ledger Register Report
with a Major Sort by Department
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Practices Survey
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psheiaia b -\ gaaic If you do not use Applied Epic to
R s Rt ik track which employees are
oo (- il s — i remote workers, you will need to
thaw o aincs s Sy e manually determine this factor
Cherl Contomts :m:--»:..:v ".. oy - :A aw n“:: ::»:-:-
Sevwrel oo

The following instructions have
been crafted for using the
Agency Defined Categories
and Codes to track which
employees are onsite and
which are remote workers

These steps can be adapted if
other fields are used to track
this information

1. Select the Employee List —
Agency Staff Breakdown for
Best Practice Survey

2. Double click or select the edit

icon
I , - Modify Criteria
:_-:L-‘ x .:..-:: — .:-._H farey Dmlumd Cybaen
e " Qe (3] 1. Ensure the Account Agency
Ao o i ey o Defined Options criteria is
Soplerey u ' selected
Qe Nosaave lamypaten
v Lovimn P emn e e et 5 Uncheck the All A
T o — e . Uncheck the gency
Mgasen — o Defined Options checkbox
= 1 3. Usethe Agency Defined
b Category lookup to select

appropriate Category

@ > m=m -

4. In this example, it is called
“Office/Remote Employee”

5. Select Finish

6. Inthe Available frame, select
“Remote”

7. Use the single down arrow
selector to move to the
Selected frame
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Frecrrs Lty Yoaw par aczourd Agency Defined Option:
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sy u
" Ageriy Dafuved Comngory  Offx ! Remeete Emphoper
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" Available
T Q , €
oty Obber Ao
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A
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o wrar "

DMhca Nemits trrphagee Yamets Actre

8. Result should be the entry
“Office /| Remote Employee”
entry in the Selected frame

B Papoenvusming

e i

My Repert:

» bophaper o Agpmey . (v (-
Mo, Creens
Loty
Caaery Dguon

Actount
Actinity
Apphcation:
Charm

Chaet Contracs

Aves  Homw  Lecats  Mtioss  OnDevasd  Acces  Lika  milpi

Layoan

Tregies Lut Kagar

a8 e

Srogiyme Lot fumet - et

o1 et - SEMY Bimpbnt' for G55

St by Dapmrrwnt

Hrpot Maemr

Wrpent Ares

General Ladger . -
Tiahih | Casadef Ivphaywe Licz Rupin - 2l Bunsiamns ol BP0 - Mg Sert by Dupartanest
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trapet (Lrewe Piregdes [ S Y pu— TN
Manapemenn Fgeh (Lveted Sutes of Mammrc  Borgdoyme Lt Mapaet - Sl Raatamns i BF
¥ Srneh (Carade g el Lot bt A areparye
Dprrtursties
Details Create Copies In
Soutce mport Emgloyes Lit v This venr-~°
Lanquage English (Unfed States of Aemerica) - Othes teports
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v Pt
Select Reports it AN Sebert Crslamy
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et 72—l

2.1% | CPLYOTRM

Create New Layout

1. Select the Employee List
Report — Staff Breakdown for
BPS — Department layout

2. Select Actions > Copy Layout
To

3. Change the Layout Name to
“Employee List Report — Staff
Breakdown — Total Remote
Employee” and the
Description to “Provides total
on all remote employees”

4. Check the This report
checkbox in the Create
Copies In area

5. Select Finish
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Modify New Layout

1. Ensure the Print indicator is
removed from all layouts
except the newly added
layout by selecting the layout
and removing the checkmark
next to the Print checkbox for
that layout in the Detail area

2. Select the new layout

3. Either double click or select
the edit icon

Fr e

Add new column to report

u may need to adjust existing
columns and headers before
adding the new column

1. Find the Account Agency
Defined Option in the Data tab

2. Drag and drop to the Details
band in the report canvas

3. Remove the Department Major
Sort

4. File > Exit > Save All

TWON "N age T
Employee List - Stafl Breakdown for BPS o
Lrgturee "
Cate Irgdares Wame pre—— B d Foll Pt T g‘:s‘"‘-
ABAZOL  Comas Abrawace e Cawncttz 1 Cawa Clams Vauge Pl Sarscn
Gary, v a3
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Wrveaty Fare, L S0edd
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Total Number of Erplegees o

Print Preview the report

Employees Working Remotely

Total number of remote employees

Enter requested data in the Best
Practices Survey
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The following is provided to assist in producing reports from the Applied Epic system necessary to complete the
Carrier Info DATA ENTRY tab in the 2019 Collection File for the Reagan Consulting Best Practices Survey.

This Job Aid will use the Earned Commissions report. It is important that you begin with default version of the
report. If you have modified the default version of the report, you will want to save your version as a new report

so that you can revert back to the default version of this report.

To revert a report back to the default version:
e Select the report and
e Select Actions > Revert to Default Report

Steps

Ml Ase Mawe Laots  Aawwr OeOwwwd dman Lsbh oyl WE ey

Tt fire Sepwrt
L —
Acrmm F 4 He Frae 1 3 Dts 22 Serna

WMy b RegonsNaheting
Actvity wevane hatey £34 agee Ferve Toereenn
Appdcaion
O O
Cheve Contrpcts
Comwal Lortgen
Intertace “ Akl
Marapenient
Ozpomuntes
Pohey Coxrwrarts

Maworag IVevew

Covwrs Poms Fapat

0 ——
P SRS | over whemston  Lyvrvs | worr frasts

Wigary Comvments

Create a New Report from
Earned Commissions

7. Navigate to the Transactions
Report Group in
Reports/Marketing

8. Select the Earned
Commissions report

9. Select Actions>Create New
Report

10. Enter a name for the report
(l.e. Carrier Information -
Agency Carrier Breakdown for
Best Practices Survey (BPS)

11. Ensure the “My Reports” radio
button is selected

12. Select Finish
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Modify the Report Criteria

Upon selecting Finish above,
Applied Epic will navigate you
to the My Reports group, open
the newly created report in the
Modify Criteria section

1. Select the Accounting
Month criteria

2. Modify criteria by selecting
the Range radio button and
entering the previous fiscal
year in the From and To
(unchecking the Open
checkboxes if needed)

iiiiﬁ Layouts

o Ol Infoemation - A, - T

Modsy Crtena Tavvmd Coovaromimes Regedt

9 o
v -
_ Earvved Comvrvminon Summary Repen

Detwery Ozt

Camgwte Cetal

Lupats

Account
Activity
Applicaborn
Claim

Client Controcts

Genaral Lecger

o Codder wlormation - AL . (

Pt Cvan PR Py J—"—
»
L Bovorst Carnraiios Yarsais froyen

Cewry Ogerre

Accoont Detall
Artierty
Appication
Clae

Chent Comtrocts [TpTev——
Genecal Ledger

Frtertace

AL

Modify the Report Layout

1. Select the Layouts option in
the Navigation Panel

2. Uncheck Print checkbox for
the Earned Commissions
Report Layout in the Detail
section

3. Select the Earned
Commissions Summary
Report layout

4. Update the Name to Carrier
Information — Agency Carrier
Breakdown for Best Practices
Survey (BPS)

5. Confirm the Print check box at
is selected to print

6. Using the edit icon™, edit the
Layout
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Eamed Commission Summary Report

Premium Payable

H Mats 5o Esroads ocanassans Bapox) Corsraagion B |.'—’,.’ sbiainne

Eamed Commission Summary Report

Premium Payable

5 Macr S, EsroadCamouea umiayt (zrammemon "7 nFagatiolare
W EUVIPIOS

"X
5 Maygir St Earoecte anmrmsa i Hagos! l.w_n-_c.g_:nﬁ;-‘ Mg atioMane ¢ it
Premium Payable Name ] 1 6 Transection Amaunt

i Repait. Ceoie

Agescy Commission

Select the Pr/Br Amt column
heading label field and press
the DEL key on your
keyboard to remove

Select the Pr/Br Amt data
field in the Major Sort band
and press the DEL key on
your keyboard to remove

Select the Pr/Br Amt Total
field in the Report Footer and
press the DEL key on your
keyboard to remove

Select the Agcy Com Amt
label, data and total fields and
move to the left on the report
canvas

Increase the space in the
area Major Sort:
EarnedCommissionReport.
Commission.PremiumPayable
Name by selecting the bar

and then using the handles
-

m= to adjust the size of the
band

Select the Premium Payable
Name data field in the Major
Sort: Earned
CommissionsReport
Comission.Premium
PayableName Footer and
press CTRL + C on your
keyboard to copy it

Select the Major Sort: Earned
Commissions Report
Commissions Premium
Payable Name sort band
again and press CTRL +V to
paste the field in that area;
Use arrow keys on the
keyboard to move it over to
the left as shown here
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Mo B e o - . 8. From the Data tab, navigate
Duta  jrewt Otwes larguce =4 49 = v o N - Engivm (eted Satesl  + - -
= Depatwart Cade P T N A N T N LT TS tOfIndTransaCtlon
o Department Name (Earned
Nl Covder Code . .
S T ——— | Commissions Report >
St Laiom Acomurt Nt T .
el ko s Aot Moy Eamed Commission Summary Repon e By 1 TAlL 0 R gy Transaction > Department

Trare Cate Crimrod Name)

Agoy Com domt

g 9. Drag and drop into the Major
e Sorts area
Fayteesh Tahe
Sor tOrter Ascendiog
T Gowirdti tumciciasmen el | - —— — 10. Set the PageBreak property
0 o iy v~ p— to False to remove the Page
S :. (P2} Trroartos seccet Sgevey Cavmtna iy Break
Frcuarsst Fake
| Gened Totak Trarmacton Amoust l.nnuu-.-n-
y—— 11. Move the Department Name
e o Sarky data field down to the

! ke Pl - [X] | thate 1ot e

Department footer

12. Delete the Department Name
label leaving the Major Sort
band blank; Use the handles
to minimize the white space

13. Select the Total fields from
the from the Premium
Payable Name footer and
press CRTL + C on your
keyboard to copy the fields

E Major Sort: EarnedCommissinns Report. Transaction. Departmenthame
B ] 128 L 14. Click in the Department Name

ils footer and press CTRL + V on
your keyboard to paste a
copy of these fields into that
footer

. 15. Select all fields in both Major
3 Mayer bt Eareeciormisaunbiapant [(ansacbon Capaiinenttiace foter Sort bars
Degartmest ’

Trangaction Amount:  Agency Cammingion: 8§

=] Mascs St Escoedi oounasaiona Hepoxt { o ATHAR O Paw ,v:.:.:.r_u,,d,Ag.:;,:z:) '»\..-,..,4‘ . S ———
Py Payable Nome : oy gy e e : 16. Use the Font property to set
them to Bold
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17.

18.

19.

20.

21.

22.

23.

24,

25.

27.

Select the Transaction Profit
Center data field (Earned
Commissions Report>
Transaction> Profit Center
Name)

Drag and drop to the Major
Sort area

Set the PageBreak property
to False

Move the Profit Center Name
data field down to the Profit
Center footer

Delete the Profit Center
Name label leaving the Major
Sort band blank; Use the
handles to minimize the white
space

Select the Total fields from
the from the Premium
Payable Name footer and
press CRTL + C on your
keyboard to copy the fields

Click in the Profit Center
Name footer and press CTRL
+ V on your keyboard to paste
a copy of these fields into that
footer

Select the Insert Tab to use
the Label option

& 26. Create two column
headers

Use the Text property to label
the new column headings
“Department” and “Profit
Center” respectively
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28. Select File>Exit
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Print/Preview the Report

; an i
vy o P e — From the Options Bar, select

Pt Prmvmn Wk Languige  +
—_—

‘Print’>'Preview’ to view your
report on screen
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taie anel = Actions>Generate Report and it
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Panel
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Sample Print Preview of Carrier
Information — Agency Carrier
Breakdown for Best Practices
Study

Enter requested data in the

Best Practices Survey

e |dentify the top producing
carrier

e Enter Premium and
Commission Information in
Study

e Total top 3 producing
carriers premium and
commission and enter into
Study

e Identify top Life & Health
carrier and enter total
premiums and
commissions

e Total top 3 producing L&H
carriers premium and
commission and enter into
Study
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