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Business Insurance.

- 9P

Getting Started with Transformation Station!

1) Make sure the agency code for the company is entered in the
Company/Agency Codes section. No hyphens or spaces,
please. If there are office branches using the same system,
make sure their correct codes are entered the same way in
the BRANCH section.

47 Company: Continental Western Group !

Fils Edit Options Window Help
83O

\;'a‘%’ .

<< Previous << >3 Next >> Add | Delete | Home Baze

ut COMPANIES H =]

‘ Companies = I Confinental \Westem Group

Company & | Mame | Sheet | =
CRU Crum & Forster Insurance 259 Madizon Avenue = I—' —
cul Commeicial Union Insurance 1 Constitution 'w'ay - ﬁ
R o IR " File Detail Bus [
FFI Fireman's Fund Insurance 100 mit_ Archives Fax |
GA| Great Amenican Inzurance Co. PO, Bo: Links ¥
GCI General Casualy Insuance 1 Gerer. ' N 7
H&R Hastford Insurance Company Hartfced  Listings Menu »
HES Hester Inzuwrance E¥3 Sou  Company Address
HIC Hanaover Insurance Compary 100 Mol Commission Defaults
HS House Accaurt 200 App Call Hist
KEM Kemper Insurance Group Kemper =5
MOC tapland Casualty 2
MIG Metchants Insurance Gioup PO, Bas  Print & Barcade
NE'W Mew Pei 755 0ce  Disbursement View
gglﬁ gz{lhbr?dolg F'rlop. 3 Clasually ?ls\gf?st Create Label »
refered Employers Insuance 1
FEK Pekin Insurance Company 2505 Co IO h
PEN Pennsyivania National Ins. Co. 1900 De__[nwolce Searc]
FH Phoenix | nsurance 3158 M. Tanque Veide Drive

FRO Proaressive 1500 West Erie Avenue



'@ Company Agency Codes E

Company Code |EWI3 Company Name [Continental western Group
— Transmitting
% Print/Transmit by Agency " Prirk#Transmit by Branch
—Agency/Branch Information
Ag | Mame | Code | Paszword | Contract -
1 The Agency M anager, Inc. 9518 9518 E
Code Pazzword Contract
9518 | |951a
Update | Cancel |

2) In Customer List, select the customer and click the Butterfly.



7 Customet: CWGDemo-1 [_[:

rg?é_é

: S | 51 49 3 s et 91 )

¢ Provious << 33 Motz Add Drelate Horc Base
1t CUSTOMERS [_[O
ICuz:tnmers - IWGEcmo 1
CientMo. | & | E | Mame | Shreet | Conglom = I—
CwGCE- 1 1 Cw'G Zentral Test 250C Main = =
CwBCE-2 11 Cwi Senral Test2 789 o | e -
1 1 w6 "ankal Test 3 (1711 T msfing o Eozo
1 1 I—
T cky Mouran 222 LU 5t s
1 1 CwiG Focky Mour:ain Test 2 " 23 Tarror Bus. I
1 1 CwiG TriState Sautn Dzkata FAX I—
1 1 CwG TriState 2 “23 ledi _ane
11 CWG Trittate Tes: 3 2014 MNate gloency) f
1 1 CwG TriState Tes: 4 4444 rated N [Tre Agency Manager, Inc.
1 1 CwiG Jnion Test 1 * BOE Eizenhcwer Blwd Branch f
Cw/GUMN-2 1 1 Cw'G Jnion Test 2 321 Dealzr Tre A W |
FisIIN-2 11 MW Inion Test 3 PN Fr 191 R A T (le
CwPE-10 1 1 Aszoc atec Imagine Services In 3737 N Fidgewood CsR |
CWFk-11 | | Matar City _lc: 8255 Tat dve |I cm.Johnhson
Cw/PK-12 1 1 Diescen lne Pa Bowx 431 -
Pru REN
Cw/PKG1 11 ThewelsGrouplre Po Biox 1350 o 1 G
CwPKG-2 11 JinkohnStock 515 Barton I [ - itz
CwPEG 3 1 1 Ai Capital Zquipment lre 80E E Beston Broker I
Cw/PKG-4 1 1 Jerry Eoardman Enlerprses 902 H Custer St I—
Cw/PKG-S 1 1 Tatal Fire Protection Inc P Bow B30
Cw/PEG-6 1 1 Fl#&LLh “Z0H Makel Sl 1720
CwPEG-7 1 1 Stem. Lic 7201 E badison
MwPEGE-A 1 1 Casksfe Dok lm TRC Mtk & dse

In the next screen click the HOUSE in top left corner under
FILES or click FILES. Run the Account Update Wizard.
Highlight all company transactions and enter ICO (Issuing
Company Code), then click OK and click FINISH.



" 7 Real-Time Interface

'ﬁ Help
Account Updat ard... tl @
Real-Time Configuration. . . 4679
Local Securtty Products... Inquiry Options Attachments Options
LOB Codes Setup. .. ) Claim Inquiry
Alerts! » () Billing Inquiry 10 | Marne |
. 1 Policy I_nquir_l,l )
Transaction Options
LOB: Worker's Compensabon ) Rate

Continental Western Website {2 1st Notice of Loss

~ (O Quate
Company Websites Seedll @
WCB054679
Effective: 08/01/2008
E=piration: 08/01/2009

& Open (O Closed O A0

Loss Date | Type | Description | Company Clairn # |
08/04/2008 “WORKLOSS 40000050

' rEnter Company Codes

Product | Company Code |ﬂ

Continental “Western Group GL-TEST Cw'G

Continental YWestern Group Work, Comp-PROD Cw'iG

Continental Western Group Swiork Comp-TEST i

Continental W estern [noguin i

Continental \Western 'webzite Cwi
3 First Mobice of | ozs

CwWiE Inguing- TEST i

Preferred Employers Ins. Co. Website FEI

Freferred Emplovers Ins. Co. Work Comp - PROD FEI

Freferred Employers Ins. Co. Work Comp - Test FEI

Riverport eT ools R

Riverpart Inquin-TEST R

IInion Standard Insurance Group Yiew UsG

Ilrion Standard Inzurance Group Website LsSG j
Find Code... Enter Code... Fiemove Code | Finizh |

Enter Company Code |
Tupe Company Code(s) assigned to productz).

Separate multiple codes with a zemi-calon(;).
. C I
MOTE: Apostrophes are not walid in company codes. ﬂl

| T




1) When submitting a First Notice of Loss (FNOL), you should
first create a claim for the policy based on the loss
information. Please refer to TAM help to learn how to create

a claim.
E? The Agency Manager Series 10 !EI

o ¢ &

Hide B ack Print  Ophions

Contents | Index | Search : —
i | gearr] Add a Claim
= [ Claim List =]
£] Filker Claim List Use the following steps to add a claim,
] Enable Color Code Claims
B} .dd a Claim 1. &t Home Base click Chients & Files.

B Recard a Claim Mote
] Record a Claim Payment

] Delete a Claim o
E Print & Clairn 3. Inthe listview, select the customer for whom you
ﬁ 4dd & Claimant are adding a claim and click the &fafm List button,
2.

2. Select Customrers from the dropdown menu above
the listview,

] Add an ACORD Loss Motic: 4, Click the Add button below the button bar,

@ Transaction List 5. In Faolicy Type window, select the claim code.
@ Attachment List Locate a claim code in the list by using the scroff
@ Sticky Motes bars_ ar CHFSOF GEFOWS to move up and down, Type

Attach Email via Drag and Dio the first few Ie1_:ters Df the code to jump to the

= _ 9 P closest match in the list,

‘whark flow \Wizard - ] ]

TIA . " | LI—I 6. Inthe Folicies window, select the poficy to which

the claim applies. Locate a policy in the list by using LI

tha crnall havr A ruecae assamre o coava n and

2) Once the claim is created, add an ACORD Loss Notice to the
claim. To learn how to create an ACORD Loss Notice, refer
to TAM help.




E? The Agency Manager Series 10

i e &

Hide

Back Print  Options

=] B3

Contents I Indes I §earch|

<

il

= [ Claim List

] Filter Clairn List

B Enable Color Code Claims
7] Add a Claim

] Record a Claim Mate

B Recard a Claim Payrnert
] Delete a Claim

] Print a Claim

@ Attachment List
@ Sticky Notes
Attach Email via Drag and Drop

Wtk How Wizard

2l

o

Add an ACORD Loss Notice :|

Use the following worlkflows to add an ACORD Loss Motice.

« Add an ACORD Loss Motice from the Claim List
o Add an ACORD Loss Motice from a History Policy

If vou need to add a claim for a policy not in TAM, modify
the current policy/billing screen to reflect expired policy
period information. Follow the steps in Add an ACORD Loss
Motice from the Claim List, and then modify current
policy/billing screen to reflect information as it appeared
prior to revising it,

Add an ACORD Loss Notice from the Claim
II_Isr |
4

s

3) After the claim and the loss notice has been created, click
the Butterfly.
4) In the real-time screen, select “First Notice of Loss” and
select the claim from the list of claims at the bottom of the
screen.




" 7 Real-Time Interface

File Help

2% [(USE Inquiv | CAA4304887-10

USG Inquiny Inquiry Options Attachments Optiong
Test () Claim Inquiry

Test, () Billing Inquiry 1o itz

Home: ) Palicy Inguiry [M|ETS  EBerkley First Motics of Loss - Dev

Wwiork: Transaction Options C.. Cw0G First Motice of Loss - TEST
LDB: Business Dwners Policy ) Rate OFR  Berkley First Motice of Loss - Test
BRAAG Partal {23 13t Motice of Losz ORI Berkley First Motice of Loss - Int

Company ‘wWebsites ) Quote O USG USG First Notice of Loss - TEST
Seedl @

Cand4304857-10

Effective: 09/08/2008

Expiration: 03/08/2009

® Open (O Closed (O Al

Loss Date | Tvpe | Description

09/08/2008 AUTOLOSS  Backed into another car.
11M12/2008 AJTOLOSS

1141372008 AUTOLOSS  Test2

| Company Claim # |
100000208

5) To send attachments along with the loss notice, click
“Attachments”. In the “Attachments” screen, select a
document from the available documents and click “Add’ or
click browse to select a document from a location on your
computer. Selected attachments should appear in the
“Selected Attachments” section of the screen. When done,

click OK.




" 7 Attachments

Available Attachments

IS =] E3

# | Dezcription I Categaony I Edit Date | Add
-10M BTS Test Company generated attachment DOCs 03/08/2008 —
Selected Attachments
File Description | Cateqany |
Browsze
Ok | | Cancel

6) Click “Go” in the real time screen.

7) After a few seconds, you will see a comment box with the

claim number within the comment.
8) Click “OK”,




For all service inquiries performed such as checking Billing
Status, Claim Inquiries, Policy Inquiries (Dec Pages), FNOL,
Endorsement Bridge, Loss Runs, Website Sign-on, this is what you
do, once all tasks are performed above in the 3 steps listed above.

4 Customer: David Willey N =12

File Edit Options Window Help
D |f= Al | 3¢ || O

y &
Clients Policies | Activity Claims | Invoices ach Shicky Wizard | Real-Time| Links Help
<< Previous << | 3> Mext > | Add | Delete | Home Baze |

Contacts

WD
‘ IEustomels - ‘ D avid Willey
Client No. ‘ MName | Street = 44 Maysville 5t
DaYIHET Herbert C. Davis 15923 Fairchild Avenue = l— I—
DESIG-1 Dresign Right Printing 1892 Industrial Court = Fresque lsle ME
DOUGLA Dauglas & Douglas Incorporated 1521 Wollmer Road i IU4789
GaLA-1 Galaxp Travel 19830 Govemars Highway Res. [[176551212
GASTMET Mel Gaztan 1158 Yaughndale
HILLWw1 william Hillmar 4221 Matalie Lane Bus.
ILGAT-1 Dravid M. willey 643 5. Crawford Rid FAX e
JANSDET Denny Janssen 2145 Evergreen Drive
KOHLR-1 Roy & David K ohier R . 3, Manes-Manhaltan Fid Agency f o
MATURDT Robert & Kathrpn b atusik 125w, Dak Street The Agency Manager, Inc.
MCHUL tdcMulty Property M anagement 15932 Cicero &ve. Branch |1 ﬁ
MEUMA-T Meumnann's Barber Shop 3350 Joe Or Road l——
DAKPLA Dak Plumbing & Heating, Inc 14390 Ridgsland Avenus [hekgeneylbionazedine O
OMALSET Sean M. DMaley 4352 Kilbom Avenue (EEE
FETRFR1 Frank X, Petiini, Jr. 119 Dwelingion Dr E O
FHELCH1 Charles Phelps 2520 woodward Avenue Producer I_—
REMCO-1 Remeo Vending, Inc, P.0. Box 313 —— &
SMITKET Keith Smith 18537 Chestrit Street ——
SMITEEZ K.elly Smith 5442 South Siely, AptH 205 Broker I L
STATTET Test Statediuto
TEMPL-1 Temple Steel 9381 Temple D1 |\
TERRE-1 Temel. Turner and Jones, Inc 1211 State Street
TEST-O test-Chubb
TEST21 test2 123 Mair st
TYS0OM-1 Tyson and Associates Transport 2700 Bond Street
UMITE United Technologies Corp. 2100 Carrier Ave,
‘WEBERI Richard J. & Sheila‘Weber 3650 Wentworth Avenue
‘wILLDAT Dravid willey 44 Maypsville St
WILLE-1 Willey Agency B43 5. Crawford Rd
Enter Code |\wILLDAT
Detail | Options Cancel |
< | _'l_I
| Dpen Activity 5 [Nates 1 [Infos 0 [ [10:43 AM

wstart| BEeER QX0 w iz A ] Getting Str... | 2% The Agency... | ZE TaMHost  |[#h Customer: .. &8 GoToMeeting | « Y 2VER | 1043 8M




Select the policy from the list below and place a dot in the
available inquiries for that carrier, then click GO

) Progressive-Billing.avi - Camtasia Player 5 e 1[
File Flay Help
(ST l||« “« o | — | |-I>))
&3 GoloMeeting Viewer Lo ——
Now viewing phil's screen
Real-Time Interface =]
=
[]
-
B
quiry Options Canier List 3 12007 3:05 PM
) Claim Inqury !
(2 Biling Inquary ~Evalustion Dates o
(O Palicy Inquiry
ransaction Options [ormsraons =] ﬁ
O Rate to P |
O Make Payment [07/0572007 = ]
L Seai - . L]
2 —
523053957 ig oFr
Effective: 7
Expiration: 02/02/2008 0
=
@ Cunert (O History ¥ n
# [Twpe [ Poicyit [ Expaes o Jee  Jo T8 [ = : -
A0 AUTD 523053957 02/02/2008 PRO AV ) wwill need a | O
e
I you have
n | khis il
1] | »

Faused 00:05/02:07

iﬁstartl @ {é L";j @ i ] j E, @ 4 _f,éz Inte...vl ‘Qap—ts— I E]G:\Anph..‘l @Gettmg ”aB GoToM... &Progresml <« }fﬁg” He 9:19 4M




File Flay Help

ST T } |
hquiry Options

Caniee L
Q) Claim Inguisy
@ Biling Inquity {~Evalustion Dates ——
O Policy Inquiry
ransaction Options |ﬂmﬁ.'2m: -
ORate 1o

O Make Payment [u7rosraor =
Seehl © |

12007 3:08 PM

Expiratiorc 02/02/2008
@ Cunent O History

# Type [ Poicytt | Expires [ ico [pPR [0 [8 |
001 AUTO 523053957 12/02/2008 PRO AV 2 [

i
é
X
L [&[v =@l dx sweigey

uwill need a

==
5

If you have
Rhis

e (1000 00H:

XL

[0 @ 5[] Exorae.| @t it rates | . [heresic DoMWL BT Nl woran

M

|
Paused 00:17(02:07

Qstartl @ g @ @ a o ﬂ i— @ ﬁ' gz Inte...vl %ap—ts— i I @G:\Anph..‘l @Gettmg .”@ GoToM... ‘Progresml 4 }'“En ‘“ge 22 AM

When session is closed, agent will click OK for document to
attach to customer (If carrier provides Routed Attachment).
Agent will click the noted document over to the middle
section and click the category field to name the document
being attached. After document attaches, agent will enter
and close Activity.




