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Introduction 
 
Policy Download can add efficiency to the agency.  Many carriers offer download of policy detail for 
various transactions including: new business, renewal, changes, cancellations, and reinstatements.  This 
can save significant time in processing the information in the agency management system as well as 
provide accurate, up-to-date information for CSRs and producers.   

 
FSC has requested that carriers complete a certification process before enabling this download for 
agencies.  In the certification process, the carrier provides a list of all NAIC, product and unique coverage 
codes.  FSC can add all of this information to FSC Manager for the agency quickly and easily.  A sample 
download file is tested to ensure that the data can be read and entered into FSC Manager.   
 
Not all carriers send every piece of information, and they don’t always send it in the same location that 
the agency may have originally entered it.  In some cases, such as vehicle and driver information, FSC 
Manager will try to merge the information sent by the carrier with the information already existing in the 
system.  In other cases, such as coverages and forms, the carrier information will overwrite the data 
entered by the user. 
 
This chapter will explain how to run the personal and commercial lines downloads in FSC Manager. 

Setup 

Setup Requirements  

IVANS Account 
1. Before beginning download contact a carrier and obtain an IVANS account.  IVANS is the company 

that will hold all download files sent from the carrier until they are downloaded into FSC Manager.  
This only needs to be done with one carrier (all additional carriers using IVANS will use the same 
IVANS account to send files). 

2. Once the IVANS account information is received contact the FSC training department for download 
setup.  (There are additional setup steps that need to be completed by the trainer before downloading 
can begin.) 

Non-IVANS Carriers 

1. Carriers not using IVANS need to be contacted as well to install their download software.  (All 
downloads will be conducted on the same computer, ask the carrier install the software on the 
computer where the download will be completed.) 
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Download 

Processing the Download 

The following policies are available for download into FSC Manager: 

Personal Lines:     Commercial Lines: 

Auto      Business Auto 

Home       Workers Comp 

Dwelling Fire     Business Owners Package 

Inland Marine     General Liability 

Watercraft     Property 

Umbrella     Umbrella  

 
1. Click the Tasks button on the Banner. 

2. Highlight Process Company Daily Download and click Execute. 

This will launch the IVANS software called TM.net to collect the download from the IVANS mailbox 
and look for any download files from carrier-specific download programs.  The agency has to first 
retrieve the download files from carriers using carrier-specific download programs, such as 
Progressive, State Auto, Hartford, Grange/Integrity to name a few. 

3. The processing will begin and match up as much information as possible.  If policy number, policy 
holder name, drivers and vehicle information match the download will continue uninterrupted.  
However, if information does not match, the user will be prompted with various screens during the 
download process. 

a. The download process matches information based on policy number.  If the policy number 
does not match, the user will be prompted with a screen with two options: Add Client or Use 
Selected Client.  The Add Client button should be used if the client is new to the system and 
needs to be added.   If the name does not appear in the correct format, change it to the 
desired format and add the client.  The Use Selected Client button should be used if the client 
already exists in the system.  This will match the downloaded client with the client in FSC 
Manager.  Use Selected Client should be used whenever possible to avoid duplicated client 
files.  Make sure the correct client is highlighted when choosing Update Selected 
Client. 
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Figure 1: Client Matching 

 

b. After matching the client information, the user may be prompted with a policy matching 
screen.  There are two options:  Update Selected Policy or Add as New Policy.  Update 
Selected Policy should be used when the policy exists in FSC Manager but has a policy 
number of PENDING or if the policy number was typed incorrectly in the system (ex. zeros 
instead of letter 0, extra spaces, prefixes or suffixes added or omitted).  Add as New Policy 
should be used when the policy is new for the client and has never been entered in the FSC 
Manager.   
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Figure 4: Policy Matching 

c. Vehicles will be matched automatically by Vehicle Identification Number (VIN).  If the VIN 
being downloaded does not match a vehicle in the system, the user will be prompted with a 
screen to either Update Selected Vehicle, Replace Selected Vehicle or Add as New Vehicle.  
Update Selected Vehicle should be used when the vehicle is already in the system, but the 
VIN was typed incorrectly.  Replace Selected Vehicle should be used when the user knows 
that the downloaded vehicle was purchased to replace an existing vehicle.  Add as New 
Vehicle should be used when the vehicle is an additional vehicle being added to the policy.   
 
NOTE:  If the flag for Automatic Deletion of Unmatched Vehicles is turned on, the user can 
always select Add as New Vehicle when unsure what to do.  The system will automatically 
delete any vehicles that the carrier did not send in the download. See page 11 for more 
information on the download mapping flags.   
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Figure 6: Vehicle Matching 

 

4. After auto processing completes, the home processing will begin.  If policy number, policy holder 
name, and home location all matches, the download will continue uninterrupted.  However, if 
information does not match, the user will be prompted with various screens during the download 
process. 

a. The download process matches information based on policy number.  If the policy number 
does not match, the user will be prompted with a screen with two options: Add Client or Use 
Selected Client.  The Add Client button should be used if the client is new to the system and 
needs to be added.   If the name does not appear in the correct format, change it to the 
desired format and add the client.  The Use Selected Client button should be used if the client 
already exists in the system.  This will match the downloaded client with the client in FSC 
Manager.  Use Selected Client should be used whenever possible to avoid duplicated client 
files. Make sure the correct client is highlighted when selecting Use Selected Client. 

b. After matching the client information, the user may be prompted with a policy matching 
screen.  There are two options:  Update Selected Policy or Add Policy.  Update Selected 
Policy should be used when the policy exists in FSC Manager but has a policy number of 
PENDING or if the policy number was typed incorrectly in the system (ex. zeros instead of 
letter 0, extra spaces, prefixes or suffixes added or omitted).  Add policy should be used 
when the policy is new for the client and has never been entered in FSC Manager.  Make 
sure the correct policy is highlighted when selecting Update Selected Policy. 

c. If the home location being downloaded does not match the home location in the system, the 
user will be prompted with a screen to either Update Selected Location or Add as a New 
Location.  Update Selected Location should be used when the location field in FSC Manager 
is blank or the address has been misspelled.  Add as a New Location should only be used if  
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d. the location coming through in the download is different than the one listed in FSC Manager 
because it is for a second home, vacation property, etc. 

 

 

Figure 7: Location Matching 

 

5. Dwelling Fire, Inland Marine, Watercraft, Personal Umbrella and Commercial Business Auto are all 
completed using the same standards as above. 

Download Reports 

When the download is finished, the user will see a message indicating that the process is complete. Click 
OK to move to the Company Download Information screen that will display download reports.  There are 
three types of reports.   
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Figure 8: Company Download Information Screen 

 
1. View Error/Info Log – This report has two functions: to display error entries, and to show information 

entries.  Error entries are pieces of information that the carrier is not sending in a correct format.  
Information entries are for the user’s information.  Typical information entries include: 

a. FYI – old policy term sent processing skipped – carrier has sent a download for a 
previous term.  A more current term already exists in the system, so the download 
has skipped the old term.  Usually if a change is sent on an old term, the carrier will 
also send the change on the new term which will be processed. 

b. The carrier omitted the driver information from the download file – this means that the 
carrier does not send this information and the agency should manually update the 
driver information. 

c. LOB not turned on – carrier is sending a line of business that is supported but it 
hasn’t been activated. 

d. Company Plan not setup – a new plan has been added by the carrier.  Enter the new 
plan in the System area under the Companies tab.  The next time the download 
processed, the user can match the plans and it won’t ask again. 

2. View Transaction Log – This report shows the user what has processed for the day.  There are 
options to filter on a line of business, transaction type, company or sub-agency.  To sort the report 
alphabetically by client name, check mark Sort by Insured’s Name. 

3. View Company Memos – Some carriers communicate information through downloaded memos.  
These memos are sometimes related to a specific client/policy, but can also be related to multiple 
clients/policies.  Each memo is listed in the Company Memo Table.  When the record is highlighted, 
the memo will display in the text box below.  These memos can be printed or copied and then pasted 
into a client’s Tranlog. 

Maintenance 

1. Move Application – This area allows the user to move any policy that has not been invoiced from one 
client to another. 

a. Select the client with the policy to move under Clients on the left. 
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b. Highlight the policy to move under Applications on the left. 

c. Highlight the client the policy will be moved to under Clients on the right. 

d. Click Move Application. 

 

 

Figure 9: Move Application Screen 

 

2. Mailbox Information – Stores IVANS account information and Download setup. 
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Figure 10: Mailbox Information Screen 

 

3. Company Information Setup – The carriers that the company will be downloading with are setup here.  
This is setup by the agency’s trainer or tech support. 
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Figure 11: Company Info Setup Screen 

Micellaneous Information 

Name Formatting 

Carriers can send names in either personal or commercial format.  When the carrier sends a name in the 
personal format, the system will attempt to determine the first, middle and last name and then format the 
full name field as last name, first name.  Commercial format should be used for business names (i.e. 
Haliburt and Bartholomew, Inc)  If the carrier sends the name in commercial format, the first, middle, and 
last name will be left blank and the full name field will populate exactly as the carrier sent the information.   
 
Agencies can change the name format before adding the client to FSC Manager.  Agencies may also 
change the filter during the download process to locate the client under a different name.  FSC Manager 
will retain the name the agency assigned the client rather than the downloaded name.  In the future, the  
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name will match automatically unless the carrier sends down a different name 
at which point, the download will give the user the option of keeping the existing information or 
downloaded information. 
 

 

Figure 12: Select Name 

Automatic Invoicing 

In some cases, agencies have the tasks Do Direct Download Renewals and Do Agency Download 
Renewals turned on.  These tasks complete the Billing Setup on new business and renewals for 
download.  If these tasks are turned on, they will also create invoices on the policies being downloaded.   

Mapping Flags 

There are additional mapping flags that affect the download.  If the agency has downloaded previously, 
these mapping flags are already set.  If the mapping flags are turned on, the download will overwrite the 
following information: 

» Additional Interest 
» Violations 
» Additional Coverages 
» Attached Forms 
» Policy Charges 
» Company Use Only Area 

Resource 

AUGIE (ACORD-User Group Information Exchange) offers additional information on 
commercial download in the publication Commercial Lines Policy Detail Download: Agency 
Start-Up Guide.  
http://www.acordadvantage.org/augie/documents/Commercial_Lines_Download_Agent_Guid
e.pdf 
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Commercial Download 

Setup Requirements  

1. Contact carrier to request the download.  Initial load is a download of all existing policies.  Daily 
download is a download of individual policies as transactions are processed at the carrier. 

a. Know your IVANS Y-Account and User ID.  This can be found by going to Tasks -> View 
Company Download Information -> Mailbox Information. 

b. Know the version of the FSC Manager Software.  This can be found by going to Help -> 
About. 
 

2. Turn on the line of business that is going to be downloaded. 
a. Go to Tasks -> View Company Download Information -> Company Info Setup. 
b. On the Company Lines of Business tab, highlight the carrier and put a check in the line of 

business that is being turned on. 
 

 

Figure 13: Company Lines of Business 

 

c. On the Agency Flags tab, determine the setting for the mapping flags.  Please note that a 
gray check box is the same as the box not being checked.  Put a check mark in the check 
box to activate the flag.   
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Figure 14: Agency Flags 

 
i. Automatic Deletion of Unmatched Drivers(Commercial Auto) – When this 

option is check marked, the system will automatically delete any drivers 
that were not listed on the policy by the carrier. This option is 
recommended so that the person processing the download can add 
drivers without having to stop and ask other users or search 
Tranlogs/files for the information. 

ii. Automatic Deletion of Unmatched Employees (Workers Comp) – When 
this option is checked, employees that the carrier did not download will 
be removed automatically. 

iii. Pause Between Personal and Commercial Lines – When this option is 
check marked, the download will pause between personal and 
commercial processing.  This is recommended when one individual will 
process personal lines; then a second individual will process the 
commercial lines. 

d. On the Company Mapping Flags tab there are three company specific flags that have been 
added for Workers Compensation Download: 

o Loss History for Workers Comp 

o Employee Info for Workers Comp 

o Location Info for Workers Comp 

o When these flags are checked, the carrier information will overwrite the agency’s data.  If 
the carrier information is unacceptable to the agency, uncheck the corresponding 
mapping flag so the agency’s information will be retained. 

Processing the Download  

The commercial download must be processed at the same computer that the personal download 
is processed.  The personal lines will process first.  If the agency has selected the mapping flag to pause 
between personal and commercial, the download will stop and give the user the option to proceed or 
stop.  The process for commercial download is the same for personal with a few exceptions.   

1. Drivers and Employees will be matched automatically by the first three characters of the name and 
date of birth.  If the driver information being downloaded does not match the existing information, the  
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2. user will be prompted with a screen to either Update Selected Driver/Update Selected Employee or 

Add as New Driver/Add as New Employee.  Updating the driver means the driver already exists in the 
system, but did not match because there were two drivers with the same date of birth and a name 
beginning with the same first three characters or the information in FSC Manager was incomplete or 
incorrect.  Adding the driver means the driver did not exist on the policy previously.   
 
NOTE:  If the mapping flag for Automatic Deletion of Unmatched Drivers (Commercial Auto) or 
Automatic Deletion of Unmatched Employees (Workers Comp) is turned on, the user may select Add 
as New Driver/Add as New Employee when unsure what to do.  The system will automatically delete 
any drivers or employees that the carrier did not send in the download.   

 

 

Figure 15: Driver Matching 

Testing the Download 

If an agency has manually entered data for commercial applications, it may be worth the time to do a test 
download with the carrier before turning on the download permanently.  FSC has tested sample data 
provided by the carriers, but not all sample data is complete and there is no declaration page provided for 
comparison.  Doing a test download allows the agency to evaluate whether or not the data meets the 
needs of the agency.   

The best way to do this is to select a client and policy in the system and change the policy number 
temporarily.  Contact the carrier and request that they download the specified policy.  The system 
matches on policy number.  If the policy number doesn’t match, the download will prompt the user to 
either Update the Policy or Add the Policy.  Select Add Policy.  This will allow the user to compare the 
downloaded policy with the manually entered policy without losing any data.  

Print a copy of the downloaded application and a copy of the manually entered application.  Now compare 
the two.  In some cases carriers offer unique coverages that don’t fit in a specific place on an ACORD  
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application.  These will be found on the tab called Additional Coverages.  Some coverages are vehicle 
specific and others are policy wide.  Attached forms will also be listed on this tab. 

1. Are the name and address listed correctly? 

2. Are all vehicles listed and listed correctly? 

3. Are all drivers listed and listed correctly? 

4. Are the additional interests listed and listed correctly? 

5. Are all coverages listed and listed in the correct location? 

6. Are all state specific coverages listed? 

7. Are all forms listed? 

8. Are the premiums listed correctly? 

When the testing is complete, change the policy number of the original application back to the correct 
policy number and make the downloaded policy inactive and give it a different policy number (i.e. CA 
123456 – test).   

Although there is a standard download format called AL3, each carrier interprets it differently.  
FSC has done their best to accommodate the various interpretations.   If the user feels the 
download is incorrect, they can contact FSC Customer Support to see if it’s an issue that FSC can 
address or if it is something the carrier should address.  If the user feels that the download 
contains accurate information, contact the carrier to request daily download 

Miscellaneous Information 

Additional Information from Download 

Several carriers download information that the ACORD application does not have a space for.  A new 
area on the Driver Info tab has been added to display driver violations.  A tab named Additional 
Coverages has been added to display the total coverages and forms per vehicle.  When there is a check 
in Show Policy Level Coverages and Forms, this will display policy wide coverages and forms.  This 
information does not print on the ACORD application. 
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Figure 16: Additional Coverages 

Truckers/Motorists 

To our knowledge, no carriers send down Commercial Auto policies using the Motorist or Truckers tabs 
for coverages.  They only download information to the Business Auto tabs. 

Resource 

AUGIE (ACORD-User Group Information Exchange) offers additional information on commercial 
download in the publication Commercial Lines Policy Detail Download: Agency Start-Up Guide.  
http://www.acordadvantage.org/augie/documents/Commercial_Lines_Download_Agent_Guide.pdf 

 

Obtaining Support 
 
If you have any questions about this training, please contact FSC Customer Support.  Thank you and 
enjoy using the FSC Manager! 
 
West Coast Customer Support: 800-433-2550 
Midwest Customer Support: 800-401-2895 
Email: fscmanagersupport@stoneriver.com 


