Company Downloads

Overview

The Agency Advantage Download Manager is a stand alone program that merges company download files into the the
Agency Advantage management system. The program accepts files in ACORD AL3 format. Most carrier files use the
popular AFW format. Compressed files are automatically handled by the system with no user intervention required.

The IVANS transfer manager is fully integrated in this product. IVANS files should be routed to your network \aa\download
folder. Support is available for company download files not transmitted through IVANS. These files should also be stored
in the network \aa\download folder.

After selecting a file, it is digested into a temporary work file and moved to an archive folder. A work file is displayed giving
the operator an opportunity to print a listing of the file’s contents and to manually handle any errors. Some common tasks
include assigning a CSR code to new business transactions and verifying the commission plan assigned to policies.

The system makes use of colors to aid the operator. ltems in RED require attention, YELLOW indicates the absence of a
perfect match on customer name and address, or policy number effective date combinations.

Customers are matched using the first eight characters of the name and address. Policies are matched using the full
policy number (less any suffix preceded by a dash) and effective date plus or minus three days. Results of matching are
displayed in the work file along with a description of the action to be preformed for each item.

The system has two posting methods. Individual posting is used to handle errors. The individual item posting screen
allows the operator to match the download transaction to any customer’s folder and/or policy. Batch posting processes all
remaining items in the work file. Batch posting cannot be run until all error items are handled.

The posting process updates policy and customer information and transfers the entire ACORD AL3 transaction into the
agency management system. A summary view and a detail view of the download transaction are available on the
‘Downloads’ tab in the customer folder and on the policy detail screen.

Continue to next page..



Understanding The Agency Advantage Download Manager

As mentioned before, the download manager is a stand alone program. It must be downloaded, installed, and updated
separately. To download the software go here: http://www.agencyadvantage.net/dimanager.asp

Press Start, Program Files, Agency Advantage, WinAA Download Manager to start the program. The download manager
will relink to your database the first time it is opened. Log in to the program in the same way you log in to the Agency
Advantage. The opening screen shows any company download files waiting to be processed.
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There are several items on this screen you need to be familiar with. First, let's look at the toolbar at the top.
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I:FJ"Ivans Mailbox" - We will discuss this in detail below.

2 "Retrieve Archives" - You use this button when you need to reprocess a file or look up a file you processed
previously. The button accesses the Archive folder that is in your aa/download folder on the server.

;1 "NAIC Codes" - You really don't need to access the NAIC codes unless you accidentally assign the wrong company
to a download. We will discuss NAIC codes in detail at a later time.

= Prints a screenshot of the download manager.

= "Email Session.log" - This button will email us a copy of your session.log file. If you are having trouble retrieving files
from lvans, then this file would contain information that would help us troubleshoot the situation.


http://www.agencyadvantage.net/dlmanager.aspx

# "Update the Download Manager" - When you click on this button it will close the Download Manager and start the
process for updating it. After clicking on this button, you need to choose "Run" when prompted.

2 "What's New in the Download Manager" - This lists the recently added companies and new features. This box will
pop up after you do an update. However, you can always click on the box that says "Don't show what's new at login," and
this will simply allow you to look at the features by clicking on this button

A little further down the screen, you'll find the list of Download Files to be Processed. Right below it is a path. In this
case, my file path is F:\aa\download. Yours may be different! It always depends on your network and how you have your
server drive mapped. This is a very important part of receiving downloads. If for some reason you aren't getting any files
in this list. It is because the path on the Ivans or third party software is incorrect. Since you are just beginning, the box will
be empty. This is just an example of what some of the files can look like.
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F:laaldownload

6157402263.001 3383
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Below the Download Files to be Processed there are three options that you can select. You may select all or none and it
is completely up to you.

[ Automatically Print Wark File Listing

[ Automatically Prink Memos

[ Proper Case Mames and Addresses in Winas |

Automatically Print Work File Listing prints all of the information within the workfile.

Automatically Print Memos prints the memos automatically without prompting you.

Proper Case Names and Addresses in WinAA means that you would be using "Proper Case" such as Tina Stewart
instead of TINA STEWART.

Finally we get to the bottom where you will find the Ivans Transfer Manager and Exit buttons.

AThe IVANS Transfer Manager button cannot be used until you have set up your mailboxes. You can click on it, but
nothing is going to happen. You may see a flash of screen, or "Path not found." When you have contacted a company and
they have assigned you an Ivans Yaccount and UserlD, please give us a call at 800-442-5447 we must profile the
account and prepare it for ECS downloads.

-
i If you click on the "Exit" button you will close the program. It's not too big of a deal if you click on it while still looking
at the Download Files to be processed, however, if you try and close the program after you've already processed some
downloads and they are waiting to be posted to the database, then you may lose your work.



Understanding the IVANS Transfer Manager

If you haven't already, you need to download and install the IVANS Transfer Manager. To download and install the
IVANS, go here: http://www.agencyadvantage.net/dimanager.asp

After you have the Transfer Manager installed, open up your WinAA Download Manager, login, and select the mailbox
icon on the tool bar.
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You should have an Ivans Yaccount and UserlID. If you do not, please contact one of your companies and request one.
After you receive one, please call us so we can profile the account.

Fill in the Mailbox Creator. You just need to substitute your information in the Account and User ID fields. The Mailbox
Password is always the User ID. Make sure you have Re-Install selected. Click on Save, then click Save AGAIN. The
form will be blank at this time, so click Exit.

B Mailbox TMC Creator, v2.2.0.6

Setup Oplicns
- 1 -
™ Mew Irstal % Felnatal Preview | Save | Ezil |
MVAMS Madbow Data
Account 31234 UserID [y12zms

Mailbox Password [y 2zwd
Description [ECS Malbos foe 1234wl Zowis

Dial Requred [~
ATET Dial Profile Data
tezount | User ID
Metwce: Password |
Description |

Phone{®) | Retiy Court |3

[*) 1 Meeaded, Contact ATET at1-800-727-2222 for comect
dial numkses for IP Probocol

You will only need to do this one time. When you begin to download with additional carriers, simply provide them with your
existing mailbox information.

The next step is to configure your mailboxes correctly. This can be a little tricky, so if you aren't comfortable doing more
advanced procedures, feel free to give tech support a call at 800-442-5447.

Open up the Transfer Manager by going to Start, Programs, Transfer Manager, Transfer Manager. | small screen may
come up and then it will close on its own. At the top, click on Configuration, Support Mode. Nothing will seem to happen.
Then click on Configuration, Mailboxes. There are two mailboxes in here now. You have the Information Exchange
Mailbox and the ECS Mailbox. The Information Exchange Mailbox, commonly referred to as the IE mailbox is not as
common or widely used as the ECS mailbox, however, some companies such as Victoria, GMAC, and Infinity still use this
mailbox. If you are downloading with one of these companies, you will also need to install .NET IVANS Transfer Manager.
We'll discuss it in detail shortly. The Information Exchange mailbox AND the ECS mailbox must be configured correctly
before you can download.


http://www.agencyadvantage.net/dlmanager.aspx

Transfer Manager System Setup
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Connecting via 1(nu:| dialer needed) LJ

There are two fields located below the description. For the Information Exchange mailbox - make sure you have it
highlighted blue, the first field, Located on the.. needs to say Information Exchange. The next box needs to say (no
dialer needed). For the time being, check this mailbox as being Off Line.

Transfer Manager System Setup

System  MailBoxes lMessages ] ECS Directary ]
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For the ECS mailbox - make sure you have it highlighted blue, the first field, Located on the.. needs to say IVANS
Internet ECS, not just Ivans ECS. The next box needs to say (no dialer needed) as well.



Now that you have your mailboxes set up correctly you are ready to run your first Ivans session. You may not even have
files, but what you need to do is at least send your WAH (We Are Here) message.

Make sure the IVANS Transfer Manager is closed and open up the WinAA Download Manager, login as usual, and then
click on the lvans Transfer Manager button at the bottom.

What you are about to see will be similar to the screenshot below. It will flash pretty quickly then close.
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If you are only downloading from companies that require an ECS mailbox, your work is through, you can proceed onto the
next step, Retrieving Files. However, if you plan on downloading from companies that require an IE mailbox (Victoria,
GMAC, Infinity), then you will require the installation of the .NET version of IVANS. Click on this link and when the dialog
box pops up, click on run: http://www.ivans.com/transfermanagerdotnet/download.asp During the installation make sure
to leave all of the destination paths to their default value. Do not change them. Click on 'Next' and 'Yes' when applicable.
Towards the end of the setup (you may be asked to restart), you will see a different type box come up. At that time you
will be given the option to 'Migrate'. Click on 'Migrate'. It is fairly common to get 1 or 2 errors so just click 'ok'. And finally

'Copy Archives' then 'Finish'.



http://www.ivans.com/transfermanagerdotnet/download.asp

Configuring the Transfer Manager .NET

Now its time to configure the Transfer Manager .NET. Click on Start, Programs, Transfer Manager .NET. When the
Transfer Manager .NET opens, on the toolbar, click on Configuration, Support Mode. Then click on Configuration, Site
Settings. Configure this window as shown below. They both need to be on the Internet setting. When you're finished, click
OK.

EN site Settings [§|

ECS Site Configuration

Select the site for connecting to ECS:

[V&NS ECS Intemet |

IE Site Configuratian

Select the zite far connecting ta |E:

Information Eschange Intermet ﬂ

Ok Cancel |

Next go to Configuration, Mailboxes. Here you will see the list of mailboxes currently in your Transfer Manager. There
should be two. If you double-click on the mailbox it will open up. You need to configure your mailboxes to look like the
screenshots below.
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You must configure or at least check BOTH of the mailboxes on the list. If the ECS mailbox is already correct, click OK
and then double-click on the IE mailbox. Configure the IE mailbox and then click OK. You can now close the Transfer
Manager .NET.



Retrieving Files
There are two different ways files are retrieved:
1. Through the IVANS Transfer Manager

2. Through the companies' own download software. Progressive, Mercury, and Hartford-Omni have their own
software.

After you log into the WinAA Download manager, click on the A3in the lower left hand corner of your screen. This
will initialize lvans and check your mailboxes. If you are using the .NET it will look a little different.

EN session Status g3 =| Igl

Session started at 11972006 91715 AM.

Cession Status:
Attempling to confirm ECS regishiation fod maslbox v1234 vl 22w sl B7 562003

W adbes: Infoirmation:

Transfer Statuss:

II'.'Iulalinn : 00:00:01

When the session finishes, it will return you back to the Download Manager. If there were any files to be processed,
you'll see them in the Download Files to be Processed list.



Viewing Downloads

Once you have run Transfer Manager a list of unprocessed download files is displayed. If you are expecting downloads
from companies that use their own software then as soon as you open up your Download Manager more than likely the
files will already be there. When you select a company download file it is digested then moved to the archive folder.
Company download files have many different naming schemes and file extensions. This varies widely from company to
company.

Initial downloads are handled differently than everyday daily downloads and are used for populating an empty database.
In order to process a daily download file, you double-click on it, however, when processing an initial download file, you
right-click on it instead, and then choose Process as initial load file..

Downlaad Files ko be Processed
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Continues on next page..



After you select the file, whether it be an initial download or daily download, it will begin processing.
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Cownload File Mame:  Filaaldownloadi616916169100734,002

Transactions Processed: 12

B -

Next, you will be prompted to identify the NAIC Codes. If an unidentified NAIC code is detected the system prompts you
to choose a company in the Agency Advantage that corresponds with the code found in the download file. On the list to
the left is what is contained in the download file, on the list to the right, initially blank, is where you need to match it up to

companies in your database.

Select a company for each NAIC code below

& |azzs0 Yickaria Insurance Group Vickaria Insurance j
10105 Yickoria Select Insurance Company j
10644 Wickaria Automobile Insurance Compary j

After you have matched up each company in the download file, click on 'Continue’.



If you are processing an Initial Load the next window that comes up will prompt you to click on 'Load'.

AL3 Initial Load

This procedure is designed to populate an empty database. If
your database already contains the information included in this
file EXIT THIS PROCEDURE MOW!

Set all location codes to: - 1 = |

ol Exit ‘

Then you will see the progress of the initial load.

AL3 Initial Load

Loading SYMC Transaction 13 of 195

L] =

Set all location codes to: .~ 1 =

‘Load: Exit

When it is finished it will take you back to the Download Files to be Processed.

If you are processing a Daily Download, the next screen shows the content of the files. First let's take a look at the
buttons at the bottom.

Z|e|R|dla|e|n
£ Edit Item - While a record selector is highlighted you can click this button and it will take you into the error handling
screen.

Summary view - It shows the summary of the download file.

B‘ Detail View - This is a more detailed look at the download file.

sice |REC'D - This posts the data to the database. At this screen it is posted as a batch. You can do this as long as there
are no errors.



=

Print Screen - This prints off whatever is on your screen at the time.

o
® Print Memos - This prints the memos included in the download file.

R

Exit - Clicking on this button while in this screen will close your download file and it will be sent to archives.

A CSR needs to be assigned to the new business transactions. Also note the transaction where the customer is in yellow.
No match was found on this name and address, so a new customer folder will be created in WinAA. Click on the drop
down list and select the CSR to whom the policy belongs to. After you have done this, you are ready to post the batch.
Click on the REC'D button at the bottom of the screen.
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Tan Date Comp Clasz Inzured's Mame Pualicy Murnbes T«nElf Date Purpose

Sequencelt  Posting Descnphon Loc CSA Commizsion Plan

0315405 | DEM HOME | MOYMAHAM, MIKE 06553011300 0314/05 | Mew Business

0045 Create Palicy. Craate new business activity. 1=|77r =|Nda |

0315/05  DEM HOMWE | CHADWELL, Kay 0E59895201 00 03/13/05 | Mew Business

0046 Create Policy. Create new business activity. 1=][7e7 <N |

= | | (& |$‘ = | : ‘ 1L Set all location codes tr = |
File Mame:  F:hashdownload 61 57 402268, 001 File Size: 3383 File Date: 3/15/2005 32813 AM

Continues on next page..



This next example shows two different kinds of errors: CUSTOMER NOT FOUND and POLICY NOT FOUND. You must
correct these errors before posting the database. There are also two different types of downloads: Renewal Image and

Policy Change. These are handled in different ways. Double-click on the record selector on the left to open up the
customer download file.

o EE = 4 % dose T

Ten Date Comp Clasz |nzured's Mame Palicy Mumber Ten EFf Date Purpoze
Sequenceft  Posting Description Loz C5R Commizzion Plan
» 11./03/05 DEM | HOME FARR, BERMICE E HP1751532 12/M./05 Renewal Image

0339 ERAOA, CUSTOMER HOT FOUMDI 1 - | B | M B
11/08/05 DEM | AUTO BRIER. LIMND& L & JOHK C FC2545219 11/09/05 Folicy Change

0341 ERROR POLICY MOT FOLIMD! 1 =] 777 | M |

‘ & Q % ‘ ﬁf EH' ‘ Set all location codes to; j
File Mame:  F:haahdownload61 32900277 003 File Size: 23972 File Date: 111442005 4:42:53 PM

After double-clicking on the record selector you will be taken to error handling screen. There are a few items at the bottom
that we need to look at first.

5[] | v

Mb REC'D - This posts the data to the database.

o Delete - It deletes the download record and does not post it to the database.



: Summary view - It shows the summary of the download file.

CAMNNON INSURANCE AGENCY, INC.
Summary Policy View
Transaction Date 0772302003 Transaction Efective Data D/ 3002003

Heme and Addreas Nams and Addveas

FIFE,BETTY & CANMON INSUR AMCE AGEMCY , IMC.
B398 HWY . 8BS

4168 HERSZHEL ROAD RIVERDALE GA 50274

COLLEGE PARK GA 30337

Phone Number A0 TET-0560 Phone Number TIO-291-3818

Allmmate Phoned Faor NUmiber THLGT 1053

Company MERCURY INZURARNCE CONPARY Policy Line Private passengar automobila
Polley Humber GAQICEGE1 Effective Date 022002003 Expiration Date 020720/0004

Num  Mame Sex DoB S5H DL# State Type
oo FIFE,EETTY & F O70ar s O2EH9TE2 Gl
0002 THOMAS, CHREISTINA F o0& 180981 ME5453095 Gh
onoE  FIFE JR, FRAMELIN &I 28M 260 E
000 HyYMAM, JEAN 01011837 E
Risk¥# Address City State Jip
001 5405 LOMNG MEADOW LANE COLLEGE PARK GA 30344
Risk# Year Make Mode| Wi
ooot 1888 CHRYSLER STH AVENUE 1GAEMESP4RWA0G102

Risk# Code Limiti Limit2 Ceduct Prem um
0001 Bocly Injury Listility 25,000 0,000 2352 00
0001 Property Camage-Single Limit 25,000
0001 Uninsured Motonst Liability covarage 25,000 20,000 F50.00
0001 Uninsured Motosist Propety Damage 25,000 1.1000

0001 Licensing Experience
0001 Points on wehicle

FSr2003 815 18 AM Page 1 of 1



E‘ Detail View - This is a more detailed look at the download file.

Q252003 33016 PM Dewnioad Transaction Defail View - HOMEQOWNERS
Line of Business Homeowners Transaction Date OEMTIna
CyclefBusiness Purpose [ata Base ynchronization. Effective Date Oz
Insured SWENSOM, JOHM J & JEAN G Married Sex Decoupation
Address DoB 85N Z86-42. 3096
Address 5701 COLUME A PHEWY Phone Mumber - -
City POND CIRCLE State Zip 440148 Alternate Phone#

Company ID Agency ID 10576

Policy Mumber 0OO000001 633 9

Inception Date

Current Amaount 3280800 Company Code 19070 Segf 0132 Effective Date

Met Change Amt 25800 Producer Code
Product Code SFRE
Deposit Amount # Pmis
Prior Compary Years with

Rizk# Address
o001 88701 COLLIMBIA PEWY

Home Policy Type Code
Construction Type Code Fraime
Year Built 1953
Mumber of Families 1

Residence Type Code Crwecdling-Insured Residenca (non-fam)
Drwelling Use Code Primary. (non-seasomal)

Protection Clags Grade &
Territary Code 052
Hydrant Distance 1000
Fire Station Distance 02
Fire District

Supplemental Heat Source Code

Principal Unit-at-Risk Ind. Y
Thermostatically Controled Central Heat

Door Lock Code

Fire Extinguisher Indicator

Visability Indicator

Homeomwmers Fom 3

0772001974
07rana
Eupiration Date 0704
Maonths Between Pmits
Prier Exp Date
City State Jp
FOMD CIRCLE OH 44148

Mumber Name

Code Limit1
Cweeling [Cov. A) 133 000
Extension of Coverage

Mold Remeadiation (T2 cnly} 5,000
Windstoem Deductible

Other Structures (Cov. BY 13,300
Fersonal Property Replacement Cast Form # Varies

Medical Payments (Cov. F) 1,000
Fersonal Lighilty (Cov. E) 200000
Loss of Use [Cov [ 26500
Farsonal Property (Coy, C- HO 1235 93,100

HA-AC] OH SPEC POL PROMIZIONS & COMBINATION ENDOR (STD FIRE]

Limit2

Deduct1
50

500

Premium
327 00
$30.00
$0.00
§0.00

$31.00

£3z800

Page 1 of 1



Handling Discrepancies

Let's look at this download file list again. The download renewal image failed to match an existing customer folder.
You need to double click on the record selector next to the customer name that has the error. We'll start with the first

person on the list.

oS = 4 % dse T

Tun Date Comp Class Inzured's Mame Palicy Mumber Tun Eff Date Purpoze

Seguenceft  Posting Descrption Loc CSR Commizzion Plan

11/03/05 CERM | HOME KARR. BERMICE E HF1751582 12401405 Renewal Image

0333 ERROR, CUSTOMER MOT FOURMD! 1 - | Bl N -

11/03/05 CEM | AUTO BRIER. LIMDA L & JOHM C FC2545219 11/03/05 Palicy Change

0341 ERROR POLICY MOT FOUMD! 1 |77 =N -
‘ & Q % ‘ i“" ﬂ:"‘ ‘ Set all location codes fo; j

File Mame:  F:\aahdownload 613230027 7.003

File Size: 233972 File Date: 11/14/2005 4:42:53 FM

Continues on next page..



On the screenshot below, look at the upper left hand corner at 'Purpose’. This is a Renewal Image. This is nothing but
a quote for a renewal. The ONLY thing you need to do is click on Customer under WinAA Data (middle of the screen)
and select this customer from the drop down list. Do NOT match this up to a policy. Remember this is a Renewal
IMAGE. It doesn't contain any information that can be used in an actual policy. If you select a policy from the drop
down list it will DELETE the information in the database. If the person in the download is not in your WinAA Data, then
you just need to click on the REC'D button at the bottom at this time. It will return you to the download list.

D ROEE = # % cose T

Corpary Download D als

TenDate 11/03/05 TanEffDate 12/01/05 Class HOME Purpoze |Renewal Imags
Company DEM  PolicuMurm HF1 751552 Effectve 12/001/05 Ewpires 12400 /06 TolPrem  $640.00
Mame EARR, BERMICE E Address 705 CARVER

Status Create Policy. Create renewal activity.

Windd, [ats
Customer | | Addess
Palicy -] CSR 777 = |Lec| 1 v CommPlan N/A |
Effective Policy Activity TwnDate  |EfiDate | Type| Premiur | Comment
Expires
Total Prermium $0.00

[T Update Customer Mame and Address in Winda
W Add Policy Activite 3z Fequined

KA

==

RECE

B|R e

Continues on next page..



Next double-click on the record selector of the remaining customer download file. This is a Policy Change or
endorsement. Under WinAA Data, click on the customer drop down list and select the correct customer, under the
policy drop down list, select the correct policy. After you have the information matched, you can select the REC'D
button. Cancellations or any other Purpose where you would need to replace the data or update the data you would
handle it in this way.

R LoeE = 7 % Coe T

Company Download D ata

TwnDate 110908 TxnEffDate 11/0%/05 Clazs AUTO Purpoze |Policy Change
Company DEM | PolicyMum FC2R45213 Effective 071 7/05 Expires 01/17/06 TolPrem| $214400
Mame BRIER. LINDAL EJOHN C Address 445 PORTAGE 5T

Statuz Update poliey and create endorsement activity § resded,

windd Dala
Customer Brier, Linda L & John C LI Address 1233 Maypop Lane
Policy sty ;l CS/R COH j Lo 1;| Comr Plan A1 Tranzactions j
Effective TAE2005 Policy Activity TwnDate  |EfiDate | Typel Premium | Comment
Expires 117/2008
Total Fremium $265.00

[T Update Customer Marme and Address i Winda
v Add Policy Actisty az Required

0 |gr| | |

It will take you back to your list, which is now blank, you can now click on the exit button safely.

*A few tips...*

* If you want to replace the data, match up the customer name AND customer policy number - it will overwrite

all data in the current policy.
* If the Download Manager doesn't detect an existing customer folder or if they aren't in the drop down list, the

Download Manager will create a new one for you.
* If the customer has been detected, but the policy number isn't in there, leave it blank, the Download Manager

will create a new policy for you.



Print Memos

Company correspondence in the form of Print Memos may be contained in the download file. These memos are
automatically displayed when the file is processed. Print the memos by clicking on the Print Memo Button at the

E

bottom of the screen.
Print Memo

PROGRESZIVE COMPANIES

UNCEFMRITING MEMO

DRER ey R B T -]

POLICY NUMBER: AR I0D245352-0

IHNSURED, , ... JOHN DONEER
AGENT CODE..,: YT-085%0
JOEH DONEER

158357 WEET BAS3OOH PL

BADGUS  G& B1350

Important notice about your policy
The regusstad change has been made to your

pelicy

Thank you for sanding the reguested proof of prlor insurance
daociipshte. Your policy haE been changed to teflest the informatlion

we Tace bvad.

The chapngs le &ffective opn 0991272002 and yeur preniign 18 badsd on
this date. The enclosad insurance coverags sumnary (Daclarations
page) =zhowe an effectiwe date that lg dLlfTecent fron the one listad
in this letter, but the policy premium is based on the effective data
ahoWil aboibe.

I vau have any gquest lons, pleases call Polley Sepvices, Thank vou,

THANE - TCO

Wednesdar, October I, Z003 Page 1 of 3



