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Introduction

As soon as FSC Manager is installed, the agency should complete the System setup. This mainly
involves entering the agency name, producers, companies and default commission percentages. Having
this information setup before users begin using the system will ensure that all areas of FSC Manager are
properly functioning together.

This chapter will explain how to add to or modify the list of sub-Agencies, producers, companies and
commission Rates. It will also explain the other system defaults and provide instruction on how to setup
scanned signatures for use on ACORD applications and forms.

System Information

To access the System Information click the System button on the Banner. Notice the toolbar at the top of
the System area.

| | = | e v X el B

Figure 1: Toolbar

The first four buttons are Navigator buttons. They allow users to move between records: go to the first
record, go back one record, go forward one record and go the last record.

The plus button is used to add new records. If an area is blank, it is not necessary to click the plus
button, simply type in the record. All data is saved automatically when the System area is closed.

The up arrow is used when the user wants to edit a record. The checkmark will post (save) the edit. The
x will cancel the edit.

The rounded arrow button will refresh the data.
The grid button will open the grid view for the tab you are viewing.

Sub-Agencies, Producers and Companies can not be deleted; however, they can be made /nactive in the
Status field. At the top of each tab is a Display filter. This filter defaults to displaying only Active records.
The user may view the Inactive records by changing the Display filter to Inactive or Both.

Dizplay
* Active 1 |nactive T Both 2 of 57

Figure 2: Display Filter

The Search field on each of these tabs is used to find a producer or company in the system by typing
their name.

Sub-Agencies
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This tab contains the agency information: name, address, phone numbers and email address. This
integrates with various parts of the system such as ACORD applications, forms, letters and memos. If an
agency has multiple locations, additional sub-agencies may be added. This allows reports to differentiate
data between sub-agencies.

Each client is assigned to a sub-agency by the user when the client is first added to the system. All users
will be able to see all clients regardless of sub-agency.

To add the first agency, simply begin entering the agency information. To add additional sub-agencies
use the plus button. When multiple sub-agencies exist, go to the System Defaults tab and delete the
agency name from the Default Sub-Agency field. If this is not removed, all new clients will continue to be
assigned to the default agency. When this field is blank, the system will prompt the user to assign each
new client to a sub-agency. All new information will save automatically when the System area is closed.

r T |
e System Information r;”Eer]

il Irnpait s Export Setup
Acc'ting Codes

Dizplay
"0+ Active  ( Inactive  { Bot

Sub-fgency Mumber: 1 I 1of 3

Agency Hame ]M_l,l Insurance Agency

Street Address ]1 23 Main Street
Mailing &ddress JF'.EI. Box 26
Ciy. State, Zip |Jim Falls ] it [54748

Phone # | 715-385-2300 Fax #f |715-287-4499

Contact |Fran

Click in the field to
type inthe
information you
want to display.

Statulg |Active -

E-Mail &ddiess |

Producers

This tab stores producer information. Producers can be assigned to clients/policies for purposes of
reports, marketing and tracking commissions. Enter the producer’s first, middle and last name and hit
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tab. A three letter code will be assigned to the producer automatically. Many of the fields are optional:
Street Address, Mailing Address, City, State, Phone, FAX, License Number, Expiration, Sub-Agency,
Social Security and National Number. These optional fields do not integrate with any other area of the
system.

The following fields must be completed: Producer Type, Base, Default Commission %. These areas
integrate with the commission tracking for producers. Even if a producer is not paid on commission, it is
best to enter a Base of Commission Based with Default Commission % of zero.

Producer Type — Most producers are Agents.

Base - Commission Based means the producer will be give a percentage of the agencies
commission. Premium Based means the producer will be given a percentage of the entire premium.
Most producers are Commission Based.

Default Commission % - New % is the commission percentage give on new policies. Renewal % is
the commission on renewed policies. Days New is the number of days the agency will consider a
policy new and pay the producer the New %. If most policies written by the producer are an annual
term length, then enter 365. If the producer receives the same percentage for new and renewal, the
Days New could be left at 0.

Use the plus button to add additional producers. Each time a producer is added, the following message
will appear when the user changes tabs or exits the System area.

FSC Manager

Inserted inka Accounts M5 GL Accounk # 2100,
Make sure vwou also add the account bo wour Accounking Software,

Companies

This tab stores Company information. This area integrates with ACORD applications, forms, letters and
memos and emails.

Enter the company name and hit tab. A three letter code will be assigned to the company automatically.
Continue to enter the Address, Phone Number and Email Address. The Agency ID is the agency’s
contract number or producer code with the company.

If a company will be downloading policies to the system, the Plans will be set up by the trainer or
customer service representative when the download setup is done. If the carrier does not download, then
the agency may enter the plans themselves. Plans are the carrier specific tiers such as Standard,
Preferred, and Elite. Each company will have different names for their plans and some companies may
not have plans.

Each carrier should only be entered once in the System area. If there are multiple addresses, enter these
in the Address Book on the Banner. If there are multiple contacts at the carrier, these can be listed in the
Contact Information with email address and phone numbers. This area integrates with email.
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On the Companies tab the user will also be able to add Contacts, Notes and create Tranlogs, Followups,
Emails and Memos. The user will also be able to attach documents and images to the company record.
Please see the chapters on these areas to learn how each works.

e ] System Information
File QuickMotes

~ — - r e o> it
o[ol=[ 1 |<]u| i lo] ¢ @
Palicy Types ] Accounting Defaults ] System Defaults Local Defaults ] Impart & Expart Setup
Sub-fgencies ] Producers Companigs l General Agencies ] Percentages ] Cities ] Acc'ling Codes

Dizplay
@ pctive ( Inactive  Bath 52 of 57

Search. . Agency ID 90234 Code SEC Status Active v |
Mame Securalnsurance ‘Website

Street Address Flans

Maiing Addiess P 0. BOX 813 Plan M ame Flan Code | A
City, State, Zip  Appleton | wl 5am20819 DWELLING OwWNER /e
Fhone # Fau AUTO FC
Ermail Address FAMILY C&R - ELITE FCE

Contacts l Motes ] Tranlog] Memos] Follaw Ups

(¥ | O | (* Active 1 Inactive
Email Address Phone Mumber — |Phone Ext| Fax Number Cell Phone Number|Motes A
jane.doef@secura, com 715-555-6454 1111 715-555-5444

General Agencies

The General Agencies tab will be used to enter General Agencies on the policy screen when a piece of
business is being brokered through a general agency. For each general agency that is added, a new
general ledger account will be assigned to the chart of accounts. When a policy is assigned a general
agency, any agency billing that is done, will create a payable amount to the general agency rather than to
the carrier.

The user will fill out the General Agencies tab using the same directions as above for the Companies tab.
The user will also be able to add Contacts, Notes create Tranlogs, Follow ups, Emails and Memos and
attach Images for the general agency. Please see the chapter on each of these areas to learn how they
work.
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F B——
(e ] System Information = ”E|[g|
File QuickMotes

| - I o o s I L
<[ <[] +] || x|e|m] @[ B|C| ¢ | B[
Falicy Types ] Accounting Defaultz ] Suztemn Defaults ] Local Default: ] Irmpart % E gport Setup ]
Sub-Agencies ] Producers ] Companies General Agencies 1 Percentages I Citiez ] Acc'ting Codes ]
Drizplay
& Active © Inactive { Both Taof2
: Statuz Active L]
Search... \Website
Name Burns &'Wwilcox Carriers thiz agency brokers for: UJ g |

Street Address 123458 Wilcox dr. Company | "

tailing Address AlG

City, State, Zip  Eau Claire lJ Wl 54702 Travelers

Phone #  715-045-6446 Fax Encompass
Email dddiess  infol@burnswilcox com v

Contacts ] Motes I Tranlog] Memos1 Follow Ups

LT | Q| {+ Active ( Inactive

Contact |Emai| Address Fhone Number  |Phone Ext|Fax Number Cell Phone Humber|Motes (#
Jane Doe jdoe@burnswilcox. com 715-646-4644 3

b
£ >

Percentages

This tab stores the agency’s default commission percentages and the producer commission splits with
each carrier. Even if a carrier is downloading commission statements, this should be filled out. Several of
the reports in the system calculate annualized commissions and will utilize these defaults percentages for
that purpose. We recommend using the Auto Fill feature. This will mass load a commission percentage
for all policy types. Even if the agency does not write that line of business, it will not harm the system to
have a percentage. Our experience has been that agencies frequently miss lines of business if they do
not use the Auto Fill feature.

There are two scenarios that can not be handled in the Percentages defaults. They have to be handled
on a per policy basis: Workers compensation policies that give a different commission percentage based
on the premium amount and youthful drivers because the commission is different on only one vehicle not
the entire policy.

Once commission percentages are entered here, they will populate into the Billing Setup area of the
system. If the commissions need to be changed here, they will also have to be changed on each policy in
Billing Setup.
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Agency Commissions
1. Search for the company.

2. Inthe three blanks to the right of the Auto Fill button, enter the most common rate the agency
receives for new business, renewals and endorsements.

3. Click the Auto Fill button.

o E=—— ."
™ System Information |;||E||g|
Impart & Export Setup
| .":".Eil:illi‘l'l_g Codes | F'lj]il::j._J T_}'FIE::E: |
7of9 Search for a company...
b ||
e
Commission Rates (ﬁ't futo Fill BI 15 | 10 107N .
Policy Type Plan————" T~dew% | Rnwl% |Endosedd” ~
W
J-'--'-'__--'-h. —
Producer Splits &% Ao Fill D .
Froducer | SubCode Palicy Type | Flan asel Mews | Fenewal | Days Mew |PaolicyCode »
v
| o

Figure 7: Percentages

4. This will display a list of all policy types in FSC Manager. Click the Select All button to highlight the
records and click OK.
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r

Auto Fill Policy Types

[~ Create records for each plan? —

[ememnt
IpIEME O e & Mo

pplement

 Replace exizting comm rates?
" Yes

o Mg

" Eraze Al

Cormn

Com Bond P

Com

Com Buzin

%] >

Figure 8: Auto Fill Policy Types

5. This will pre-fill all policy types with the rates entered for New, Renewal and Endorsement. If a
percentage is incorrect, the user can change the percentage in the grid.

Palicy Type | Plan | Mew & | Rruwl % | Endorze %
Arizona Auto Supplement 15 10 10
California Auto Supplement 15 10 10
Arizona Auto Supplement [Spanizh Ver) 15 10 10

Califormia Inzurance Supplement 15 10 10
L& Offer of Earthluake Coverage _ 10 10
Fezidential Property Ing Dizclosure 15 10 10

Figure 9: Change Percentage

6. Some carriers may have multiple commission tiers for the same line of business. Commission rates
can be broken down further by plan.

a. Add a new line by hitting the plus button.

b. Select the line of business in the Policy Type field using the drop down box.

c. Select a Plan from the drop down box. The plan list comes from the Companies tab.
d

Enter the commission percentage for that plan.
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This area contains the producer commission split with each carrier. Again, using the Auto Fill button is
recommended. This should not be done unless the producer commissions have been entered on the

Producers tab.

1. Click the Auto Fill button.

r

Auto Fill Producers

Create records for each plan’?

i (v

Create records for each palicy type?
" Yes (" Mo

Replace exizting comm rates?

" Yes (¢ Mo " Eraze Al
Firzth amne LaztM ame L

Diurharm

Mike
R alph

v

Ok

X

Cancel

v

UnSelect Al

4

X]

2. This will list out all of the producers. Click on Select All and click OK.

3. This will pre-fill the commission splits for all producers using the percentage entered on the Producers
tab. If a percentage needs to be modified, change it in the grid.

Producer

| SubCode |

Fuolicy Type | Flan

|Base| Mewi |F|enewal2§| Dayz Mew |PolicyCode

Durkam, Denise
Houge Account
Peterson, Jane P
kike T. Morstrom
M atthiews, Ralph A

oA e R e Ny
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Cities

This tab contains a list of all cities, states, zip codes and counties in the United States. Put a check mark
in the states that the agency writes business. When entering a client, the city, state and zip will be a drop
down box that pulls from this list. If a city needs to be added to the list, click the plus button and type the
new city, state, zip and county. If a city is being removed, highlight the record and hit Control+Delete.
Agencies have a choice of having the list appear in either initial caps or all upper case. The default is
initial caps. If the agency would prefer all upper case, then click on the Upper Case button.

(& ol
® System Information |._ E||z|
=faul System Defaults
Subdigencies || Piodusers | Companies ||
Search... e .
] Cities and Zip Codes Change To Initial Caps | Upper Cass ]
Mame State |Zi|:| Code |I:nunt_l.J ~ —  Filter by these states
Ca 92274 Riverside | |- Alabama a8
1000 Palms A 32276 FRiiverside LI Alagka
29 Palrns \CA | 32277 | 5an Berardino = Arizona
29 Palims |CA 92278 |San Bemarding @ S
29 Palms MCE Ca, 32278 San Bernarding = '—----—— —=dn
T T | Eh ]
iberdeen ﬁ ggg;g -ESWUJ - [ Connecticut
Campo an Joaguin B i
.-’-'u:tc'n_ Ca, 33510 Loz Angeles_ [ District of Columbia
Adelaide A 93448 | San Luis Obizpa ] Flarida
Adelanto |CA 92301 | 5an Bernardino O Georgia
Adin |CA | 36006 | Lazsen 1 Hawaii
Adin |CA, 96008 | Modoc [ daho
Aerial Acres |C& 93523 |Kemn [ llinais
Afton |G 95320 | Glenn Indiana
Agate Bay CA 95140 Placer 1 [owva,
Agoura Chy 913 Loz Angeles - Kansas
fgoura |Ca 91376 | Loz Angeles - Ken_tu_Ck'}"
Agoura Hills A, 91301 Loz Angeles = LEIL,!ISIEII"IEI
¥ L] kMaine Z
S.. | _) '. a5 W Wy ) ___
|
Figure 12: Cities Tab
Policy Types

This tab contains a list of all the policy types in FSC Manager. Some policy types do not use an ACORD
application. These are indicated with the abbreviation MISC in the Application column. Agencies may
not add new policy types to the system. New miscellaneous policy types can be added by contacting
Customer Service.

System Defaults
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Most of the System Defaults will be determined during the installation process. These settings can be

altered as needed. Several of these defaults are explained in the chapter covering the following topics:

Tranlogs, Memos and Imaging.

Drefault Sub-Agency Agency Code
FSC Insurance Agency ﬂ

1 Denise Durtham

[ Ao Show Tranlog Recorder I Previews PDFz in Imaging

Mema Options Auto 1D Card @ Febind e

= irebird Settingz
[ Populate Followl p with Memao/Email f+ ACORD 50

¢ ACORD 50Waternark | £¥  Signatures
W Fill TO Field an Memo with Client Name " Custom () Motifications

v Awta Followldp from bemo,E mail

Lacation # Security Adrminiztratar

Sub-Agencies ] Producers ] Companies ] General Agencies ] Percentages
Palicy Types ] Accounting Defaults Systern Defaults l Local Defaults

Tranlog Options Mizcellansous

& Active ® (sl Attached Images Directory

¥ hmanagement systeniPublichTraininghUnattached Images J

Eale;_mriﬁfs J | Q | Unattached Images Directary

Application & WATRAINING \mages -
Appaintment

Binder Z Service Link Location

< > =

l

Cities

l

] Acc'ting Codes
Impart % Expart Setup

l
l

A Default Sub-Agency should be selected if the agency has only one location (sub-agency). If the agency

has multiple locations, leave this field blank. Each time a client is added, the system will prompt the user

to assign it to the appropriate location.

Auto ID Card allows the agency to select the ACORD 50, ACORD 50 Watermark or a Custom ID. The

ACORD ID cards can be emailed out of the system. Selecting an ACORD ID will print ID cards that are
applicable to the agency’s state. The custom ID card can not be emailed. The custom ID card is not state

specific. It prints three ID cards to a piece of paper.

Firebird Settings are settings for the Firebird database. These settings should only be altered with the

help of Technical Support when necessary.

Signature Setup

FSC Manager supports inserting a scanned signature into an ACORD application or form so that a user

can easily email ACORD documents. To setup scanned signatures follow the steps below.

1. Sign a piece of paper and scan the document
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a. When signing the paper, use a dark pen, sign in a straight line and keep the letters similar in
scale to each other.

b. Scan the document and save as a monochrome bmp. If the scanner does not allow for this,
scan and save as a jpg. Then open the jpg in Paint and save as a monochrome bmp.

2. Load the signature into FSC Manager. (Must be a level 1 user to do the remaining steps)
a. Click on the System button on the Banner.

Go to the System Defaults tab.

Click the Signatures button.

Click the menu item Signature -> Insert from File.

Browse to find the bmp file created and saved in step 1 above and open it.

=9 20T

The signature will display in FSC Manager. Use the mouse to click and drag a box around
the signature. Include the entire signature, but as little white space as possible around the
signature.

C AEE|

After loading ar scanning in a sighature, you must draw a box around ar highlight the
sighature. Then click Save Selection,

23 Scan Signature | I Save Selection

ame
I( Derise

W OK | x Cancel |

749 x 180, 96 » 96 dpi (¥.80in x 1,88 in)

g. Click the Save Selection button.
h. Assign the Signature a name and click OK.
i. Click OK to save signature.

3. Assign the signature to a user(s). This enables the agency to control a user’s access to signatures in
the system.

a. Inthe System Defaults, click on Signatures button.
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Click the menu item Signatures -> Authorization.

On the left, highlight the user.

On the right, select a signature name from the drop down.

Click the + button to add additional signatures to the same user.

Click OK to save assigned signatures.

Click OK to save settings.

-
(e ] Signature Authorization

File

Uszer

Highlight a user an the left. Then select the signatures that user is authorized to uze an the
right, Uzers can be authorized for more than one signature.

Signatures

UzerM ame

Signature | ~

Candace
Chiiz

Jahn
Jane Peterson
Ralph Manka

Eran

bt

W 0K | X Cancel ‘

Notifications
FSC Manager will deliver information to the user through Notifications that will appear on the Main Screen

System Setup

below the Followups. There are four types of Notifications: Scheduled Download, Download Premium
Change, Database Maintenance Tasks and Up Front Imaging.

NOTE: Any user may receive a Notification; however, security rules do apply. Example: If a user

is not authorized to access the Premium Change report, they may still receive a Download

Premium Change Notification, but will not be able to open the Notification.

Notification Setup

1. Click on the System button on the Banner
2. Go to the System Defaults tab
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Click the Notifications button
Highlight a Notification at the top

Click the Define Rules button and select the Notification criteria (only the Downoad Premium
Change requires rules)

Select user(s) who will receive the Notification

Click OK to save changes and exit

® Notifications Viewer

Description | o =) Define Rules | @|
Scheduled Download

Send Matification Tar:

Download Premium Change

Raozeann Monzon
v| Denize Durtham
Fely Peterson
| Liza Starkey
Faula Dsbur
v
Brad Elkinz
Mike Thama

D atabaze Maintenance Tazks

(2 Ok | ) Cancel |

Notification Details
Scheduled Download
Agency must contact FSC Customer Service to have the Scheduled Download task set up in Windows.
Creates a notification when any of the following happens:
Transactions have been put into suspense during the scheduled task
The user processing the suspended transactions pauses the download
Download has an error when running as a scheduled task
The download processing completes

The user may launch the download process from the notification or view the Download
Transaction and Download Error/Information reports.

Download Premium Change

Creates a Notification when the download has been completed. This Notification will deliver the same
information as the Premium Change report. The user may click on the client name to open the Client
screen or the policy number to open the policy.

Page 14
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@

® Notification; Premium Change

There are 5 policies that match the premium change specifications:
Increased by 15% from 03/27/2011 to 03/28/2011
Full Name |Code  [Policy Number |Percent IEumpany Mame ]Dld Prem  |New Prem ‘Diﬂ | A
Eloom, Tina P& 40247417-2 $42.34 Progressive/Drive Insurar $581.00 $827.00 $246.00
Bradley, Daniel & Margo PA R78370 $33.82 Acuity a Mutual Insurance $396.00  $1,199.00 $303.00
Dormmer, Roberta F P, FEEE44 $18.47 Acuity a Mutual Insurance $796.00 $943.00 $147.00
Felaz, Margaret Pa, 112263521 $35.06 Progressive/Drive Insurar $E96.00 $940.00 $244.00
Harms, Gladys Pa&, 40095142-2 $£23.81 Progressive/Drive Insurar $210.00 $260.00 $50.00
"

Created on: (03/28/2011 By: System a | "% Forward ‘ Dismiss :

"y

Open &l Clients i

Database Maintenance Tasks

Notification will take place the first time a user opens the system for the day if any of the following are
true:

It has been more than one day since the Backup Database task has been run
It has been more than seven days since the Backup and Restore Database task has been run
It has been more than seven days since the Pack Tables task has been run

It has been more than one day since the Reorganize IMSdata task has been run

The Notification will contain a link for the user to open the Tasks area

Local Defaults

This tab stores information about each user’s local setup for FSC Manager. This section will need to be
done at each user’s computer. The user should log into FSC Manager using their User Name.
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Sub-Agencies ] Producers ] Companies ] General Agencies ] Percentages ] Citiez ] Acc'ting Codes ]
Paolicy Types I Accounting Defaults ] System Defaults Local Defaults l Impart % Export Setup ]
Mew Client Default PAC Mizcelaneous
(" Personal ¢ Commercial & Meither Fefresh Main Screen Even: 5 Minutes | -

Followlp Reminder on Client Screen: |U | days

Merao Options
Lacater Search Delay [miliseconds): 250

[ duto Follmwp from Memo/E mail

[ Fill TO Field an Mema with Client Marne Aocounting Path and EXE File
[ Append Email Signature to New Memos J
Default Memo Template Accounting Working Directory J
: v Auto Show QuickMotes Locater

Email Opticns [~ Auto Highlight Expanded Fields | | Manual Refrash

(e Setup Email [~ Roll Dates On Copy App I Search on Enter

[ Ak 1f'Word |5 Cloged v Usze Local Table

Liser Credentials [~ Print &pplications Bold [~ Quick Locater

== [MStream [~ First Column Fixed

Default Palicy Status Filker
Active I

Auto Fill Clients

Users may choose to have all new clients default to Personal or Commercial. If Neither is selected, the
user will be prompted to choose Personal or Commercial each time a new client is added.

Memo Options

Auto Followup from Memo — when this option is checked, the system assumes that after a memo is
closed, the user would like a Follow Up and pops the Follow Up screen.

Fill TO field on memo with client — when this option is checked, a memo will pre-fill the TO field of a memo
with the client name and address.

Append Email Signature to New Memos - this option will allow the user to have their email signature pull
into all new memos.

Email Options

FSC Manager works with a user’s Outlook or Outlook Express email program. If not using the either of
these programs, the user will have to provide SMTP server information during the email setup.

1. Click the Setup Email button.
2. Choose MAPI (if using Outlook or Outlook Express).

3. Enter SMTP server information if using an email program other than Outlook or Outlook Express.
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F S
® Email Options E]

Select your preferred method of sending email .ﬂ|

+ AP [Microsoft Outlook /Expressf SMTP

bAP] Settings ]
MAP| Type  |Estended MaP| |
Profile Mame |Dut|u:u:uk j

v Mew Seszion

| Prafile Required
Test Logon

v Logon Dialog _

[ Pazzword Dialog MAP! |rfo

(2 Ok | ) Cancel

4. Click OK.

Outlook Integration

FSC Manager will integrate directly with Outlook versions 2003, 2007 and 2010. The new email features
will not function with Outlook Express or Windows Live Mail. If you are currently using an internet-based
email program, talk with your hardware vendor to determine if it can be accessed via Outlook.

NOTE: If a user is operating FSC Manager in a Terminal Server or Citrix environment (e.g. ASP),
Outlook must run from the Terminal Server/Citrix rather than locally on your desktop. Please
work with your ASP or hardware vendor to implement Outlook in Terminal Server/Citrix before
turning on the Outlook integration.

Recommended Setting: Set the message format in Outlook to HTML. (Tools->Options->Mail Format tab)

Turning on Outlook Email Integration (Must be completed once by each user)
1. Go to the System button on the Banner
2. Go to the Local Defaults tab
3. Click on the Setup Email button
4. Inthe MAPI Type field, select Extended MAPI and click OK

Sending Emails
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!
When a user clicks the Email button in FSC Manager —J , the Outlook New Message screen will open.
The user’s default signature in Outlook will automatically populate in the email body.

.'E:-a\ HY O e+ 5 Type the subject here - Message (HTML) - = X
—09 Message Insert Options FormatTeutIookSpy

To... Category -  FollowlUp

Cc.. Template - Attachments

Bee,

Custom Toolbars

[ To.. J E aul @hotmail. com:

Subject: |Type the subject here

o
o
=a
(=% -|
11 i
!.ﬂ

Type the body of your email here.

] » 1S

Patricia Smith

4]

A custom tool bar has been added to Outlook whenever an email is initiated from FSC Manager.
Depending on the version of Outlook, the custom toolbar may appear in different places. In Outlook 2007
or 2010, the custom toolbar will appear on the Add-Ins tab (see above). In Outlook 2003, the toolbar will

appear below the subject field of the email (see below). The custom toolbar integrates information from
FSC Manager.

ﬁ Untitled Message

File Edit “iew Insert Format Tools Table  Window  Help
idsend | ) -G 8| ¥OB | ¥ |3 ) options.. - | HTML -
L Ta... |pau|@hotmail.cnm|
[ ce... |
Subjeck: |
TR N o [JA-|B 7 U |=E== 55:=z;§!
{To... | Ce.... | Bec.. | Category ~ | Template » | Attachments !
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Custom Add-In Buttons
To, Cc, or Bcc buttons - opens the Address Book Viewer in FSC Manager.

. ® Address Book Viewer

FSC Manager
System Setup

Clients Prospects Companies General &gencies

IR

Search: |F5 H

Addresz Book

Address Book

M anme |Emai| Address

Firzt Mational Bank of Eleva
Foods n' Stulf

Gene Mansfisld
Global Interest

A0 L

Contacts

FSC B

Contact Email Address Motes

fscrmanagersupport@stoneriver. com

EMail Addresses

To -3 | |fscmanagersupport@staneriver. com

& ok |

) Cancel ‘

Category button - select a Tranlog category for the email.

Template button - select a Memo Template that will merge information from the client and policy into the

body of the email. The recommended workflow for emailing a memo is to open the Email first and select

a Template from the email screen. Warning: If the user opens the Memo area and sends the email
from the memo, two tranlogs will be created. \When a memo template is inserted, it will remove the

default signature. The email template may contain a signature or it can be insert

FollowUp button — allows user to create a Follow-Up from the email. If the user

ed from Outlook.

has the System or Local

Default turned called “Populate FollowUp with Memo/Email,” the FollowUp will be created automatically

when the email is sent and the email text will appear in the Follow Up.

Attachments button - opens the Select Email Attachments screen.
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f ® Select Email Attachments EJ E| Er

File Help
Applications o Active Al
Falicy Tupe Falicy Mumber Compary Eftective D ate|Expiration Date| Status | Praducer .
Fer Home App. :
v
Forms
Fuolicy Tupe Fuolicy Mumber| Compary Effective Date| Expiration Datel Status| Form Date  |Producer |
Property Loss Motice | 4473207000 | Owners Inswrance  11/24/2006  11/24/°2007  C 07 /0542007 RJP
v
Images
Dezcription |File F'al% s
2003 12_24 PH Renewal 0:\imzwineerverdatatimages abbot, Paul Janel - 2009 12_;
R ecreational Wehicle picture 0:\imawin'zerverdatahimageszabbot, Paul Janel - Recreatior
M
0 &dd C:A\Documents and Settingzhjthompsan'Local SettingstApplcation Datat
o~ Browse
W O | ) Cancel |

Attachments may also be added by dragging and dropping to the email screen or by clicking on the
Attach File button in Outlook and browsing in Windows explorer to find an attachment.

Emails sent from anywhere in FSC Manager will automatically record to the Tranlog. Emails sent from
Outlook outside of FSC Manager will not record to the Tranlog.

Recording Incoming Emails to Tranlog

Drag an email from your Outlook Inbox; drop it on the Client or Imaging screen. The Tranlog Appender
will open. The email header and body will record into the Tranlog. In the top area, the user may add
additional comments that will append to the top of the saved Tranlog. If the email is dropped on a specific
policy on the Policies tab, the Tranlog will include the policy number. Users may also select the policy
number after the Tranlog Appender opens.
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® Tran Log Appender
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Cateqary Tran Date and Time Minutes  Policy Mumber Uger 1D

=] Josearszo [ |RPGI1316231 ||

| Corezpondence

Tranzactional Memo

SUBJECT: May ACT Article: A Balanced Approach to Agency Marketing; Please
publicize to agents

FEOM: Jeff Yates

DELIVERED: 057117010 7:34:15 PM

TO: Smith, Patricia

CcC:

ECC:

ATTACHMENTE: ACT article Balanced Approach to Agency Marketing Anderson May
Z010. docx

BODY: Here is a guick read you might find interesting.

Dear ACT Participant:

I first heard Stewe Anderson talk about how agencies can build a
successful balanced approach to agency marketing earlier this year and
thought it was terrific. I asked if he would put his formula into an
ACT article =so that we could share his recommendations with a much
broader audience. I think you are really going to enjoy this article
and I know the agents across the country will., I'd appreciate your
publicizing this article and using it in your publications. It will be
added to the ACT website this afterncoon (wmmr.iiaba net/act) if you would
prefer £o link to it.

Electronic File'?

" Yesiv Mo #‘\

[ Follow Up Cancel

&

Sawe

If images are attached to the email, the user will be prompted with the question, “Do you want to add the
email attachments to imaging?” Answering "yes" will start the normal attaching process directly from the
Client screen instead of the Imaging screen. This is more convenient and efficient way to add the

attachments from an email.

Email Using Simple MAPI/SMTP

For users not implementing the new Outlook integration, a plain text email signature can be set up to

default into the current email screen. To set up the default signature:

1. Go to System button on the Banner
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Go to the Local Defaults tab
Click on the Setup Email button
Click the Signature button

o M DN

Enter your signature information. This is in plain text which means it does not support font styles,
size, or formatting.

6. Click OK to save the signature
7. Click OK to exit the setup

Users may also determine if they want the email signature to default when emailing a memo. If the user
would like this feature, in the Local Defaults, put a check mark in “Append Email Signature to New
Memos.”

Miscellaneous

Refresh Main Screen Every 5 Minutes — This default controls the refreshing of the Follow Up grid on the
Main Screen. This area automatically updates at 5 minute intervals. Users can increase or decrease the
interval.

Follow-Up Reminder on Client Screen days — the Follow Up tab on the Client screen will turn yellow
if a Follow Up is due with in the number of days specified. Leaving it at zero will make the tab turn yellow
only if a Follow Up is past due.

Accounting Path and EXE File — this path should only be set on the user that does the accounting
integration (optional). The path should point to the same exe that the accounting shortcut references.

Auto Show Quicknotes (recommended) — this option should be checked so that all Quick Notes which
are similar to post-it notes on a Client screen automatically open when the client is opened.

Locater Manual Refresh — this option should only be turned on if the agency has large amounts of data
and the Client locater is slow. Normally the locater will refresh each time the button is clicked. When this
option is turned on, the locater will refresh the first time a user clicks on it each day. Throughout the rest
of the day, the user would have to click the Refresh button to refresh the data.

Locater Search on Enter — this option should only be turned on if the agency has large amounts of data
and the Client locater is slow. Normally, the locater searches after each character. When this option is
turned on, the locater will not search until the user hits enter.

Roll Dates on Copy App — this features works with the Copy App button on the Client screen. If this
option is enabled, the dates will roll forward one policy period. This is useful if a user generally copies an
application for requoting purposes.

Ask if Word is Closed — this option needs to be enabled if Microsoft Word locks up when a Single Letter
or Marketing Letter is closed. This option will prevent the lockup. It is not needed on all computers.

Print applications Bold — this option will make the application data print bold.

This tab contains the setup for importing and exporting data to the various raters. Currently, FSC
Manager can integrate with FSC Rater, FSC Rater RT, MI Rater and Quomation Power Quote.
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For information on setting this up, please refer to the chapter on Rater Integration. Usually the setup will
be completed by the trainer or a Customer Service technician.

Security Settings

If the agency would like to set a tab in the System area to be viewed by only a certain level user this can
be accomplished by the following.

1. With the System area open be on the tab to setup and press Alt + F7.

3

™ System Information |L[|E|E|
File  QuickMotes
re - el == U . J =3 | & Ty )
. SR IR PN e SIS o | <=
Accounting Dlefaults ' Syzte | oc z Import s Export Setup
Sub-faencies Producers Companies | - ‘ercentages Cities Accting Codes
Acuity
Commission Rates Select Level I 20
Palicy Type Select Level to Edit Firewl % | Endorse % - |
Arizona Auto Supplement LE\'EI! Name | ~ V’ oK I 15 20 B
California Auta Supplement L Adrimistatar | 15| 20
Arizona Auto Supplement (Spanish Yer) | x Cancel | 15| 20
Califarnia Insurance Supplement o i 15| 20
CA Offer of EarthQuake Coverage F 15| 20
Residential Property Ing Discolsure 5 Agent Readwrite | 15 200 |
. B Agent Read Only b |
Producer Splits |
Producer |5uande Palic; Enewal® | Days New |PolicyCode e
Durharn, Denise | ' v [ ' |
Raith, Dariel £ ¥
I
|
|
| | 4

Figure 24: Security Setup
2. Select the user level to be modified.

3. Click OK to open Security HotKeys box.
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[abT| Set Active Control Rightz: F&

Set Form Rights: F3

4. Select either Read Only (user level will be able to view but not change) or Hidden (this tab will not
open for the user level you have selected).

5. Repeat these steps for each user level to be modified.

Security for Life, Health, and Financial Products

The purpose of Health Insurance Portability and Accountability Act of 1996 (HIPAA) was to address the
security and privacy of health related data. With this in mind, FSC has developed a feature to limit private
information to licensed individuals. The system administrator will determine which policy types related to
life, health and securities (financial products) can be secured. The administrator will also determine
which users are licensed in each of these areas and therefore granted full access to all information
regarding these products. The security will extend to the Applications, Tranlogs, Follow-ups, Memos, and
Images. Non-licensed personnel cannot access secure information.

These new security features are not required; however, this feature allows agencies dealing with life,
health or securities to restrict information to licensed users.

Setup
1. Assign the Security Administrator
a. Go to the System button on the Banner
b. On the System Defaults tab, select a user from the drop down list for the Security
Administrator field

NOTE: Only the Security Administrator may change this field once it has been set.
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Sub-Agencies ] Producers ] Companies ] General Agencies ] Percentages ] Citizs ] Acc'ting Codes
Palicy Tvpes ] Accounting Defaults Spstem Defaults | Loeal Defaults ] Imnport % Export Setup
Tranlag Options Mizcellaneous
& Ack £t Attached Images Diractory
e il *:Amanagement spstemiPublichTraininghUnattached Images J
Categ_jolin?s W | Q | Unattached Images Directary
Application » WATRAINING Y mages -
Appointment
Eirdar i Service Link Location
< > =
Default Sub-fgency Agency Code
F5C Insurance Agency j
Location # ecunity Adminiztrator
Denize Durtham
[ Auto Show Tranlog Recarder Iv Preview PDFz in Imaging

Memo Optionz Lto 1D Card @ T
- irebird S ettings
[~ Populate Followlp with Mema/Email SRR

v &uto Followlp fram Mema/Email " ACORD 50 % atermark. .'-.'-S Signatures
v Fill TO Field on Mema with Client Name " Custam () Nofifications

2. Categorize the policy types as life, health or securities for privacy protection.
a. Go to the System button on the Banner
b. Go to the Policy Types tab
c. Highlight a policy type and click the Edit button

Sub-Agencies I Producers ] Companies ] General Agencies ] Percentages ] Citiez ] Acc'ting Codes
Folicy Types ] Accounting Defaults ] System Defaults ] Local Defaults ] Import % Expart Setup
olgfa])
S— Palicy Type | Palicy Code | T_l,lpe| Application |ACDFID Number| Secuity Related | Status| ~
Good Student # Driver Training GSTU F GSTU 2 Maone A
lowa Auto Supplement ETl4, S Acordel E1 Mone Iy
Lender's Logs Payable Endorzement LLFE S LLFE MHone £
Other Policy OTHER P MISC MHone £
Per Auto App. Pa F PaAPP 90 Maone A
Per Auto Change: FACHG F AICHG 71 Maone A
Per Dizability Income FDIS F MISC Maone A
Per Dwelling Fire App. FD F FOAFF a4 MHone )
Per Earthquake PEA P MISC MHone £
Per Farm Application PF P CFApp MHone A
Per Flood FFLD P MISC Mone A
Per Health Policy FHLTH F MISC Maone A
Per Home App. FH F FHAPF 20 Mone Iy
Per Hunter Policy FHUMT F MISC MHone £
Per Inland Marine App. [l P PlAFP a1 MHone £
Per Life Policy PUFE [P Misc | e 4|
Per Mobile Home PHH P FHAPP an Mone A
Per Matorcycls FHC F FPAAPP a0 Maone A
Per Policy Change FFCHG F FPCHG 70 Mone Iy
»
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d. Select a Security Setting and click OK

e.

F/C
a3

Status

Repeat this for each policy type to protect
"® Edit Policy Type X

" Cammercial

Policy Type  |Per Life Palicy
Palicy Code I—

Security Seftings
™ Mone
™ Life
Health
™ Securities

=l

Active -

" O | X Cancel |

3. Determine each user’s licensing
a. Exit FSC Manager

b. Atthe Login, go to Admin Utilities

® FSC Man ager

Pazzward |

Uzer

Denize Durham

() 0Ok | &) Cancel |

FSC Manager
System Setup

c. Highlight a user and click

the Edit User button
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=
Edit User 1

IJzer Mame L enise Durham Uszer Level -

Paszword User Tupe Sdministratar

[ Life Licensed
[ Health Licensed

[ Securties Licenzed

) Cancel |

Yerify password

Uzer D

Uzer Email denize. durham@fzozolutions. com

d. Put a check mark in the areas that the user is licensed. A user may be licensed for
multiple areas.

e. Repeat this step for each user that is licensed

Security for Licensed Users

As a licensed user, all Tranlogs, Follow-ups, Memos and Images related to a secured policy type will be
marked as secure by default with this icon ﬂ . When this icon is red ﬂ the item is secure. When the
icon is gray “g), the item is not secure.

Tranlogs, Follow-ups, Memos and Images related to a secured policy type created in the following ways
will be secured by default:

»  Create the Tranlog, Follow-up or Memo directly from the policy screen
»  On the Client screen, highlight the policy before creating the Tranlog, Follow-up or Memo

» Ona Memo or Follow-up initiated from the Client screen or Main screen, use the Policy Select
button

»  Attach the image from the policy screen

»  Attach the image from the Main screen at an App level

In addition to the above defaults, at any time, a licensed user may manually secure a Tranlog, Follow-up,
Memo or Image by clicking the Secure icon which changes to red. If the user is licensed in multiple
products, they will be prompted to select a product. Licensed users may also remove security from an
item by clicking the Secure icon which changes to gray.
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- _'1

Security Related @

The Tranlog needs to be
private in relation to which
area’

{* Life
" Health

™ Securties

B Cancel |

In Imaging, licensed individuals will have a new user option. Open Imaging and go to Options->Imaging
Options->User Options tab. The new option is called “Always prompt for security when attaching an
image”. Because many users attach all images directly from the Client screen, meaning they are not
linked to a policy, this option will prompt the user to assign life, health or securities settings to every
image they attach. This is generally recommended if the user spends the majority of his/her time doing
life, health or securities related work. The user can also assign security manually after attaching each
image.

Secure Follow-ups may only be directed to users that are licensed in the appropriate product.

The Tranlog created by emailing from the Client screen is not secure because the email is not linked to a
policy. The Tranlog created by the email may be made secure manually after the email is sent by going
to the Tranlog and clicking on the Secure icon.

Security for Non-Licensed Users
Non-licensed users cannot create secure Applications, Tranlogs, Follow-ups, Memos and Images.
Once Policies have been secured, non-licensed users cannot:

» Open, print or copy secured policies

» Access secure policies through the Apps button on the Banner

» Create additional secure policies
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Policies ] Forms ] Invoices ] DB Comm ] Memos ] Tranlogs ] FollowUps ] Farnily ] Employer ] Simple Receipts ]
SLl Policy Type | Policy # | Effective | Expiration | Company | Policy Total |Telm|E | G Hewdpp
% Per Home &pp. 724E955 1241042010 1240520011 EMC Insurance Fra2800 128 € New Fom
| |Per Lite Poicy 51457534 11/03/2010 [11/03/2011 [Blue Cross Blue Shis | $125.55  12|4
Per Flood PEMDING 07/27/20010 OF/27/2011  Access General $211.45 12 J
Fer E arthquake PEMDING 128 5 Billng Setup
Copy &pp
£7 Sewice Link
Print
ZJ Print Preview
w
< > Delete App
finnualized $1.037.00 $30.00 a1 & Active ¢ Inactive ¢ Holding ¢ Delete ¢ Cancelled ¢ Lapsed ¢ Rewritten ¢ Quated

Once Tranlogs have been secured, non-licensed users cannot:
»  Open or print a secure Tranlog

»  View content of secure Tranlogs on the Tranlog Reports

tdema L
M 0362009 Memo R477E93621 <Securer FRA Memoz
M 03M6/2009  Imaging Attached image [Life Application] [&42 Lodging, Inc - Doc FRA Imagez
M 01/26/2008  temo ITH kemos
M 0142342008 Hold Check Hold check #3254 for $610.00 [Simple Receipt #7) JTH Followllp
M 01/10/2008  FollowUp test JTH Fallowlp
M 01/10/2008  Simple Receipt kA3 Simple Receipt #: 16, Payment Amount: $500.00 JTH Simple Recei
M 050742007 | Simple Receipt 1231321658 Simple Receipt #: 12, Papment Amount; $100.00 JTH Simple Rece
M 04,/23/2007  Simple Receipt <Multiple Policies: | Simple Receipt #: 7, Payment Amount: $610.00 JTH Simple Recei
M 044232007 Hold Check Hold check #3254 for $610.00 [Simple Receipt #7) JTH Followllp
M Q7072006 | Imaging Attached image [restaurant ovaned by bill and zandy] (Mwc JTH Imagez
M 07/07/2006 | Imaging Deleted image record and file: C:hMSwin'serverdatatima JTH Images
M Q7072006 | Email TO: jennifer.thampson@fizery.com JTH Clients 3

Once Follow-ups have been secured, non-licensed users cannot:
»  Open or print a secure Follow-up

»  View content of secure Follow-ups on the Follow-up Report
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| Famil_l,l] Emnployer ] Simple Heceipts]

D ate Subject Palicy Mbr Company Cateqary Tao Frarm -~
0 [ R Pekin
07072006 Add/Delete? Delete Ma34166E2 General Cazualy | Add/Delete Yehicle JTH JTH

£

&)

|

(+ Open (" Clozed

Once Images have been secured, non-licensed users cannot:
»  View, print or email secure Images
» Delete, un-attach or re-categorize secure Images

Note: Secure images are encrypted on the hard drive.

] Imaging: Abraham, William & Sandra

File Image Options
Attach  Wiew l

€97 ¥lE 28] 2 29

@ security level to vie @

Page Daf0 @ @] ]Select a Zoom Setting vi X Cloze
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Running Updates

FSC will release anywhere from 1-3 updates to the Manager per year. The user will be notified that an
update is available via email. Once the user has received the email they will need to update the system
to insure they are using the most current version of FSC Manager.

1. Click Help on the FSC Manager banner.

™ Fsc Manager [Denise Durham, - 1)
File Tools ‘Window N3ElH

g @ Support Website
EMail Suppaort

Clients P Updake System

Jain a Suppork Session
Download Adobe Acrobat Reader

Open Windows

Manager Manual

Procedure Manual r
Release Mokes

Hardware Requirements

Abouk

2. Click Update System to start the update.

3. When the update is complete the user will be asked to confirm the update.

Confirm Update

There are updated files that need to be copied to vour local directomn. ou
muszt update these files to continue using the "FSC Manager'.

Do you want bo update your local user files now?

Mo |

4. The user must click Yes to update files and continue into FSC Manager.
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Address Book

FSC Manager contains an Address Book that integrates with Email, Letters and Marketing. Users can

add frequently used contacts to the Address Book, to eliminate having to type in the data each time it is
used.

 Address Book

File
ez A R | . _ _ | - -I-j.i-spl-éy -
H| - | > | >( + | & | Wiew Category Al -~ S
Search...
Marne A48 wWizconsin/Contract Category Cert Holder j
Street Address The Auto Club Group Phane # Ext Fan #f
Mailing Address 30100 Telegraph Road Ste 450 Ermail Address
City, State, Zip Bingham _vjh'" 48025 Status Active LI
: "'l-"[i'iéﬁl'é.j,-"—'-i'
Contact Information | * Active ( Inactive |
Ernail &ddress |F'hnne Murmber | Phone E&t| Fax Mumber |Ee|l Murnber |Nntes | |

E

[ %

76 records in the "All” category

Figure 38: Address Book

To add a new Address Book entry click the blue plus button at the top of the screen. To add a new
contact for an existing entry use the plus and minus buttons in the middle left of the screen.
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Obtaining Support

If you have any questions about this training, please contact FSC Customer Support. Thank you and
enjoy using FSC Manager!

West Coast Customer Support: 800-433-2550

Midwest Customer Support: 800-401-2895
Email: fscmanagersupport@fscsolutions.com

Last Updated 08/09/2011
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