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About this Manual

The QQEvolution 2 User & Installation Manual contains valuable information and instructions
as to the operation of your new software package. This Manual is attached to your new
software and is available at any time by using “F1” on your keyboard or by pressing help on
your tool bar from any screen. This manual will apply to all versions up through QQEvolution 2
version 1.0. All new functionality is covered in this version of your Manual.

This manual will show the basic functionality of the software designed to give you a head start
on all features of our software. Users will find that some of the information contained in this
manual is repeated several times in different sections of the manual because those functions
may repeat themselves throughout the program.

Conventions Used In This Manual

There is information in this manual requires your attention and we have placed symbols
to remind you or caution you as to certain procedures and functionality relative to the
use of your program. The symbols are as follows:

ﬁ Procedure @ Warning : Tip or @@ Video
Note

Xii



Chapter 1 - Welcome To QQEvolution 2

About QQEvolution 2

Welcome to QQEvolution 2, the most advanced electronic filing system, mailroom and
customer service center that stores client files, commission information, agency production,
and automates renewals and other daily operations. QQEvolution 2 is designed to work
independently or together with your current rating system. QQEvolution 2 is enhanced with the
added power of quote and application storage, allowing you to view a client’s original quote &
application and to quote endorsements and renewals automatically.

QQEvolution 2 - Complete Agency Management

Store and track Active, Expired and Cancelled clients/policies
Print plain paper applications, ACORD and generic forms
Store documents and images

Customizable agency production reports
QuickWord Word Processor

Intra/Inter Office Messenger

Calendar and To-Do List

Schedule Reports

Flexible Commission Structures

MGA/Broker Tracking and Commissions

Multiple Office Support

Rolodex

X-Date Tracking

Claims Processing & Tracking

Carrier Download

Real Time Inquiry

Reminders and Memos

Dashboard

Clients X-Dates & Policies Expiring/Intent to Cancel
Mailroom

Link Client Accounts

And Much More

Welcome To QQEvolution 1



Hardware and Software Requirements
UAC (User Account Control) MUST be turned off in Windows Vista and Windows 7.

Equipment Minimum Recommended

Operating System Windows Vista (32 or 64 bit), Windows Vista (32 or 64 bit), Windows
Windows 7 (32 or 64 bit), Windows 7 (32 or 64 bit), Windows 8 (32 or 64
8 (32 or 64 bit) bit)*

Computer Processor: Pentium class Processor: Intel Core 13 or AMD X2,
processor, SVGA graphics display = SVGA graphics display (1024x768, 32
(1024x768, 16 hit color) bit color)

Memory 2 GB RAM 4 GB RAM

Hard Disk 2 GB (free space or higher) 100 GB

Internet Access Broadband Broadband

Scanner TWAIN compliant TWAIN compliant

*Adobe Reader 9.1.3 or later must be installed.

2 Welcome To QQEvolution



Installing QQEvolution 2

Whether you are installing QQEvolution 2 on a single computer or on a multi-user
network, you will need to install QQEvolution 2 on EVERY computer in your office.

Installation Using the QQEvolution 2 CD-ROM

1. Shut down all running programs, including virus protection programs.

2. Insert the QQEvolution 2 CD-ROM into your computer's CD-ROM drive.

menu and type X:\\SETUP (where X is your CD-ROM drive letter) and press Enter on

@ Note: If the installation process does not start automatically, select RUN from the Start
your keyboard or click “OK”.

3. Follow the prompts to complete the installation.

Local Install

If you do not plan to run QQEvolution 2 on a network or if you are on a network and your
server is not dedicated, then perform a Local Install on every computer including the server.

All saved client data will be stored on each individual computer until/unless you select a
network drive in the Utilities section.

ﬁ Downloading Your New Software

1. Click on the link(s) below to begin downloading your new software.

http://www.qggsolutions.com/downloads/

2. This link will direct you to the download page of our Web site to begin the download
process for your new QQEvolution 2 Software. Once here select Download the latest
version of QQEvolution 2 and QuickFile.

3. When you click on the link, you will be required to login to your account. We sent the
User ID & Password to you in a separate e-mail. Please refer to that e-mail for the
required information.

4. Once logged in select Full Install, you will click on the “Download” button for
QQEvolution 2.

Welcome To QQEvolution 3
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5. After clicking on the “Download” button, the file download window will appear, select

“Save”.

Do you want to run or save this file?

Mame: QQEvolutionFLInstall exe
Type: Application, 329K6

From: update.ggsolutions.com

File Download - Security Wam_

5]

Bun

J |

Save

] [ Cancel

|\ﬁ|

run or save this software. What 's the risk?

While files from the Intemet can be useful, this file type can
potentially ham your computer.  you do not trust the source, do not

E——

=

QQEvolution 2 on your computer as shown below.

appear.

Save the file to your “DESKTOP”. This will save the link back to the “Full Install” of

When choosing the “Desktop” and after clicking on “Save” the following screen will

Welcome To QQEvolution



T—

Download complete

e —

Download Complete

QQEvolutionFLnstall.exe from update.qqsolutions.com

_—
Downloaded: J325KB in 1 sec

Download to: C:Users\abu. . WAGEvolution FLINstall exe

Transfer rate: J3259KB/ Sec

["|Close this dialog box when download completes:

Bun ] [Dpen Folder ] [ Close ]

i Smart Screen Filter checked this download and did not report any
= threats. Heport an unsafe download.

8. Now click on “Run” to begin the installation process. You will get the following additional
message.

Welcome To QQEvolution 5



This will download and install your QQSolutions product.
Continue?

QQSOLUTIONS.

we provide the answers

Part 1 of 3: Processing Information File.
|

Please Wait. Starting Installation....

9. After clicking “Yes”, QQEvolution 2 will download the necessary files for installation.
Note: Remember you chose to save this file to your desktop as well, so if you
decide not to run the installation at the end of the download process you will
need to run the set up process from your Desktop.

10.0Once the files have been downloaded, you will see the message “Installation will now
execute” displayed on your screen to remind you the Installation will now begin, click
“OK”

6 Welcome To QQEvolution



2 —_— | 7
£J QQSolutions Application Installation. Installing Version: QQEvolution v1.0.1 (9/9/2009) ’EE,& ‘

QQSOLUTIONS.

we provide the answers

Immediate
J product support

Part 3 of 3: Process Completed

Download Files Processed Please Wait....

Important: If you cancel the installation of QQEvolution 2, look for the following
icon on your Desktop. Double Click on the icon to begin the installation of
QQEvolution 2. This icon will restart the download manager on your computer and
verify that all of the files downloaded to your PC. After verification of the files,
you will see the above message and installation will resume.

@

11.Follow the on-screen directions to complete the installation of your Software.
12.0nce you complete the installation on your computer, you will see a new circular icon
appear on your desktop.

Q7 Evolution
Florida

Welcome To QQEvolution



13.Login with the User ID and Password that was provided in the previous email. Enter the
utilities and complete the setup of all your users, logins, companies, commissions and
defaults.

Welcome To QQEvolution



Activate & Begin Using Your Software

The following steps are required for you to activate your new software.

1. Once you complete the installation of the software on each computer, you will need to
go to our Web site www.QQSolutions.com to activate your software using your
QQSolutions User ID and Password. This User ID and Password is contained in a
separate e-mail that we have sent to you along with the download instructions. Note:
You should not have your QQEvolution 2 program open on any of the computers
in your office when activating the software.

2. Log in to your account from the home page of the Web site.

Login to access "My Account”

Please enter your QO Solutions User ID and Password to

access & manage your account & take advantage of
resources available on this Web site.
User ID:
Password:
Log Into My Account Forgot your password?

3. Once you login to your account, the account information page will show you the
information we have on file for your agency when you signed up for our service. While
you are here, please verify that all of the information is correct. If you need to make any
changes, please do so now and click on the “Edit Profile” button at the bottom of the

page.

in a separate e-mail from our billing or sales department. If you have installed
QQEvolution 2 on your computers, you must register your software on each
computer. If you have installed your software on a network, you will only need
to register on one computer; this will update the other computers with the
correct information.

@ Important Note: Please Use the QQSolutions User ID and Password contained

Welcome To QQEvolution 9
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My Account
Your software is registered to: Quickquote, Inc

Account Profile

If you would like to update your profile, use the fields below to update your information. When you're done, click on
"Submit Changes."

zer Mame:

Agency Mame: |Quickquote, Inc

Contact: Sales Department

Address: 350 Fairway Drive

Cify: Deerfield Beach

Zip Code: 33441

Phone: (800) 940-6600

Fax: (800) 940-3299

Errail: webmaster@aqqsolutions.com
Email 2:

Submit Changes|| Cancel Update

4. If the information on the page is correct, your registration process is now complete!

If you have any questions regarding the installation or setup of your software, please call our
Product Support Department at 800-940-6600 option 1, or 800-330-8000 option 1 for
assistance.

Important Note: Download times will vary, depending upon the speed of your
Internet connection.

ﬁ Server Setup

Select this option to prepare your dedicated server for data storage and retrieval only. You will
still need to perform a Local Install on every computer except for the dedicated server.

10 Welcome To QQEvolution



If you are going to use QQEvolution 2 in a network environment, you MUST install
QQEvolution 2 on the root directory of the server.

1. Select the drive where you will install the QQEvolution 2 software and click Next.

2. The installation program will now begin copying files to the drive you choose.

3. On a server setup, no icon is placed on the server's desktop. You will run the
program by double-clicking the icon on one of the workstations.

QQEvolution 2 Dashboard Options

The QQEvolution 2 Installation program will place an icon on your desktop that you will use to
start QQEvolution 2. Double-clicking the icon will bring you to the QQEvolution 2 Dashboard.
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To make a selection, use your mouse and click the button of the section you wish to enter.

Clients: Manually enter clients into QQEvolution 2 or manage client data
e Prospects: Stores all Prospects
e Mailroom: For client letters/labels and correspondence in batches

e Reports: Agency production reports, commission reconciliation, create custom reports,
etc.

e Rolodex: Stores contact information

e QuickWord: QQEvolution 2 Word Processor

e Forms: QQEvolution 2 Forms access

e Videos: QQEvolution 2 training videos, which play on your monitor

e Carrier Download: Receive and report client policy information (cancellation, renewals,
and endorsements) automatically

e Utilities: QQEvolution 2 section where all default values are entered

e Batch Scanning: A quicker way to scan your documents than scanning into each client
directly

e QQEvolution 2 Assistant: To Do List, Messenger, Calendar

e QQEvolution 2 Update: Direct internet access to the Web site

12 Welcome To QQEvolution



Chapter 2 - The Utilities Section

To access the Utilities Section of the QQEvolution 2 program simply go to the Dashboard of
QQEvolution 2 and click on the Utilities Section.
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The QQEvolution 2 Utilities Section contains multiple tabs that will affect most of the data that
you enter. It is very important that you go through the first two tabs and set your default
settings accordingly. Many settings have subsets that are equally important. For example, in
order to track agent commissions, you must select the Popup Boxes tab, then click the radio
button next to Agent/CSR, add agents to the list, and then click on the Commissions button.

To ensure program accuracy, adjust the settings under Utilities as necessary prior to entering
any client information.

Upon entering the utilities section for the first time, you may see a message asking if you want
QQEvolution 2 to automatically set up the Popup Boxes. For example, the Sources will be
reset with common default values such as referral, walk-in and yellow pages.
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f'% 2 Evolution Dashboard | Users Management | Help~

Logged in as User: anmyprog

Security Level:  Administrator

Fopup Boxes lDeFauIts] Client Maintenance | Agency Info | Real-Time Setup

Agency Filker: AWz j

This section allows wou to setup the popup boxes which vou see when entering data throughout the program where a dropdown box
occurs, Use the buttons above to Add, Edit or Delete the choices below, You can also edit commissions,

T

I S T B T B TR B B B B

Users

Agent;/CSR/Producer

Source

Agency
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Coverage

Insurance Companies

Financing

Optional Coverage / Additional Coverage
Billing Descriptions

Additional Premium Reasons for AP letters
Payment Type

MGA / Broker

Enter/modify the User Accounts in your office

View as Report, .. |

i1 )
aaaaal
abcdef1
abovlel
Ahoyle123
adminbug
Bdrminff
Adminie
Adrian One
Adrian Three
Adrian Two
Adrian_3
Adrian_AbcZ
Adrian_tesk3
Adrian_testd
Adrian101
Adrianl 1

Lser

Permission Level

Manager
Manager
User

User
Adminiskrakor
Adrminiskrakor
Adrminiskrakor
Adrminiskrakor
Adrminiskrakor
Adrminiskrakor
Manager
Powet Lser
Manager
Adminiskrakor
Adrminiskrakor i

Section A. - Utilities — Popup Boxes

.ﬁq About Popup Boxes

Popup boxes refer to the boxes that pop up whenever you need to select from a drop-down
list. These lists can be customized by clicking on the Add Entry, Edit Entry and Delete Entry
function buttons. Each entry in the Popup Boxes section can be customized in this way.

&

Note: All Ribbon or Toolbars throughout the program will show a Help and

Dashboard button.

Click the Help button from any screen to display four help choices:

e Quick Help: displays a quick reference of various function keys.
e View Manual: displays the QQEvolution 2 help manual.
e What’s New: displays a list of all of the latest changes to the software. This list is
updated every time you update from the web.
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e Make a Suggestion: directs you to the QQSolutions Self Service Web Portal where
you can share your ideas with us.
e Dashboard Button: takes you back to the Dashboard.

:7'% 0 Evolution Dashboard — Add Edit m Delete  Reset Lisk | Commissions © Help =

Popup Boxes lDeFauIts ] Client Maintenance ] Agency Info | Real-Time Setup

Logged in as User: anmyprog Security Level:  Administrator Agency Filker: AWz j

This section allows wou to setup the popup boxes which vou see when entering data throughout the program where a dropdown box
occurs, Use the buttons above ko Add, Edit ar Delete the chaices below, You can also edit commissions.

Agent/CSR/Producer Agency

" Users il .
Qadilold Al
* Agent/CSR/Producer Dadizald Al
" Source Dadi3 all
™ Agency Dadizaold Al
" Line of Business Dadi4 Al
Dadidold All
" Coverage Dadi7 Al
" Insurance Companies Djirn Al
 Financing 10kests Al
) . 13test77e &l
" Dptional Coverage / Additional Coverage Grectoaad Al
" Billing Descriptions Theskpriti all
" Additional Premium Reasons for AP letters Btest19 Al
~ est all
Payment Type Alal Al

{” MGA / Broker Adrian 23 Al M

Enter/madify the Agents/CSRs in your office

For example, if you wish to add an Agent/CSR click on the radio button to the left of this option.
To add an entry click on the Add function button. A field will appear at the bottom of the screen
entitled Type Entry to Add. Type an entry and click on the button, Add to List. Enter the next
name of entry and click Add to List and so on. When done, click Done Adding.

You may erase all entries and reset the list with commonly used default values by clicking on
the Reset List function button. In addition, commissions can be setup for Agent/CSR,
Insurance Companies, and QQEvolution 2 Utilities Optional/Additional Coverage by clicking
the radio button next to the option and clicking the Commissions function button.

Note: Using Reset List for Companies will delete all commission information
you had previously entered for them. Do not use the Reset List button unless
you are sure you want to erase the existing entries.

The commission button dims when not applicable.

You can also add entries to the popup boxes from the Client, Policy, and Billing screens as you
enter data, if you have this feature activated under the Defaults tab.
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Users
Accessing the Online Account Management System through QQEvolution 2

You will open Utilities from the QQEvolution 2 Dashboard. Once in Utilities you will be on the
Popup Boxes select Users. On the Ribbon or Toolbar, you will then select Users
Management. There will be no need to login when accessing the online account feature from
within our programs. It will recognize the User ID and Password you used when logging into
QQEvolution 2 and QQWebRater.

f'% 20 Evalution Dashboard | Lsers Management I Help~

Fopup Boxes lDeFauIts ] Client Maintenance ] Agency Info ] Real-Time Setup

Logged in as User: amyprog Security Lewel: Adminiskrakor Aaency Filker: |.|5.'-.-'-.-'2 j

This section allows vou ko setup the popup boxes which you see when entering data throughout the program where a dropdown b
occurs, |se the butkons above to Add, Edit or Delete the choices below, You can also edit commissions,

User Permission Lewvel
* Users 3 '"""[J - :
aaaaa ser
" Agent,/CSR/Producer abcdefl Manager
" Source abovlel Manager
™ Agency Aboyle123 User
" Line of Business adminbug User
Adminff Administrator
{" Coverage Adminie Administrator
" Insurance Companies Adrian One Adrinistratar
 Financing .ﬁ.dr?an Three .ﬁ.dm?n?stratnr
i i Adrian Two Adminiskrator
" Dptional Coverage / Additional Coverage adrian 3 drministratar
" Billing Descriptions Adrian_abcz Manager
" Additional Premium Reasons for AP letters Adrian_test3 Fower Lser
r payment Tvpe Adrian_teskd Manager
¥ ¥p Adrian101 Adminiskrator
" MGA / Broker Adrianll Administrator -

Enter/modify the User Accounts in wour office

Views as Repark, .. |

Accessing and using the Online Account Management System

Once you have chosen to access your online account from a program the Dashboard for
system will appear.

16 QQEvolution Utilities



QQSOLUTIONS.

Hello ‘mypro | Sign Out

My Account
Update B Modify Your Account
Information

Welcome Jane Doe
Username: mypro
Agency: QQ Dev

¢ Account Information Product State: FL
P Offices Product String: QUOTE APP HOME ENTERPRISE DOWN WEB EVO FIN
N Database:

B My Rating Carriers
b QQ WebAgent Admin
b QQ WebAgent Reporting

User Management

Manage All Users from One Location
b Create Users

b Edit/Delete Users

b Agents/CSRs

b Source

Copyright @ 2010 Q3 Solutions, Inc. All rights reserved. 1.800.940.6600

Terms of Use | Privacy | Contact

1.954.640.0300

As shown in the screen shot above your Username, Agency, Product State, and Product String

are displayed. There is a Toolbar to the left with the different items you can access broken into
two sections.

1. My Account — In this section you can modify and update your account information.

A. Account Information — You have the ability to modify your account information. After you
have changed the information, click the Update button on the lower right to save the changes
and have them applied to your account.
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Shipping Information Billing Information

*agency Mame: Test Agency *Agency Mame: Test Agency
*address: 350 Fairway Dr. STE 101 *address: 380 Fairway Dr. STE 101
*City: |Deerfield Beach *City: Deerfield Beach
*State: |Floida <] *state: [Floida =]
*Zipr 33441 *Zip: 33441

Contact Information

*First Mame: Jane
*Last Mame: Doe
*E-Mail: jdoe@qgonline.com
Alt E-Mail: doejane@testweb.com
*phone: B00S406E00
alt Phone: 9546400800
Fax: 9546400553

Update

B. Offices — Here your office(s) will be listed. The Agency ID, Operating State, Status, and
Main Office will be listed for each office.

Agency Mame Agency ID Dperating State Status Main Office
Bret Roberts QOO0E5ES FL Active True

Jerry Jay Boyle jerrys FL Active False

Add Office

If you wish to add another office, you will click the Add Office button on the lower left. This will
take you to a screen where you can create the new office for your account and select what
products you wish to purchase for the office. The below screen shot of the Add Office screen is
a test screen. However, it gives you the idea of how to select items for the new office and then
proceed through checkout.

2. Users Management — You can create and edit users, as well as add and delete Agents/CSR
and Sources. The administrator can manage the users for multiple locations in one convenient
area.

A. Create Users — Once selected a screen will display where you can add in new user’s
information. You will enter all the users’ basic information such as name and email address.
You will also enter their Username and Password, which they will use to access the
program(s). You can also assign a default Agent and/or CSR for the user. This would
associate this username with the specific Agent and/or CSR name you have selected.
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Note: When entering the user’s new username you will click Check Availability to make sure
the username is available. If it is not, you will have to enter a new one.

Step 1: User Details

* -1 Denaotes a required field | @ - Denotes an errar in the field

*First Marne:

Middle Marme:

*Last Nare:
*E-Mail Address:
*sername:
*Password:
*Zanfirm Password:
ser's Agent:

User's CER:

Froducer

ke

Test
producenfggonline. com
producertest

L 1111 ]]

CO'Ryan
Testd

Cancel

(Check Availability)

After you have finished this step, you will click the “Next” button to continue onto assigning the

user their permissions.

QQEvolution Utilities
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Permission Level |Administratar

aApplication Access Fermissians

Application [z Item Modify Add Delete Yiew
v AGENT Popup Box i~
~ Bills [ " A
~ Claims i~ v v
I Clients A A

<

Agency Access CESR Popup Box

Default agency DiownPayrments v
| ﬂ Forms i~ 3 i~ v

Agencies Selected: 24 Images v v ™ v
W antonio Antonio Antonio Antonio Antonio Antonio Mailroom v ™ v
1'; A Mermos i~ 3 v
V Az Falicies v v v v
NV aws Policy Commmission and Fees v ~
W Bret Roberts CQuickChecks i~
W Bret Roberts 2 gabownload v
W Clark Berry Quick Quaote Quotes W
WV Coconut Cave Quickward v v v ~
W Coral Springs Reports [ ™ [ v
W Deerfizld Beach Rolode:x v rd ™ v
¥ Erik Finstad {Florida - Desktop) Social Security Mumber ~
¥ Gremlins Transfer From Rating Systemn W
¥ Jerry Jay Boyle o | | Utilities rd

Select All Deselect All
Back Create Llser Cancel

You will first assign the user a Permission Level. The available levels are User, Power User,
Manager, and Administrator. A User has the lower permission level while an administrator has
full permissions. The next area displays the program(s), which your agency has.

The Agency Access is shown next. Here you will select the default agency for the user. If you
have multiple offices, you would select the office in which the user is stationed at or generally
works from. You can then mark any of your other offices to grant the user access to them as
well. Only grant access to offices that the user needs to access in order to process your
clients.

The last item displayed on the screen is the Permissions. Depending on what permission
level the user has been given some of the permissions will already be marked for you. A
permission level of User would have the least amount of items check whereas the
administrator would have all permissions checked. You can check and uncheck any of the
permissions as you see fit. An administrator is in control as to what they would like the users to
have access to and be able to do in the program(s).

Once you have finished setting the permissions you will click Create User. The new user has
now been created and can start accessing the program(s). After you create the user, you can
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send them a welcome letter directly from OLAM to the email address you entered on their
information. The letter will contain their User ID and Password.

Create User Succeeded

User created successfully.
Click "Send Welcome Email” to send Producer Test a welcome email.

Send Welcome Email |

B. Edit/Delete Users — Here you can change a user’s information or permanently delete them.

Edit/Delete Users

Agency Filter: Al j
Records 1 - 10 of 157 Search User Mame: Search

Edit Username Permission Level Delete
Q. abc User i
Q. aboylel Manager |
Q. adrian_u Administrator ﬁ
Q' adrianl Administrator ﬁ
Q' adrianlz3 Power User ﬁ
Q. adrianz Manager i
Q. adrian33 Manager ﬁ
Q. adrian3u User ﬁ
Q' agentcsr_a Administrator ﬁ
Q' agentcsr_u User ﬁ

44 4 FRE ME=T 8 b33

To edit a user you will click on the paper and pencil icon to the left of the user's name. The
column in which this icon appears is labeled “Edit.” You can then change any of the user’s
information as well as their permissions.

In order to delete a user, click on the trash can icon to the right of the user’'s name. The column
the icon is displayed in is labeled “Delete.” The user will be permanently deleted from the
Online Account Management system.

C. Agents/CSRs — Here you can add new agents and/or CSR to your office(s) so they will
have the ability to use the program(s). After clicking Agents/CSRs, you will be presented with
the same screen you use to edit the user’s information. The one difference is the Add
Agent/CSR towards the bottom left.
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EditfDelete UsersAvailable Agents fCSRs
Please select an Agent/C5SR to edit

agency Filter: | Al j
Records 1 - 10 of 188 Search Agent: Search
Edit AgentfCSR Agency Delete
[ ajirn Al i}
& 10tests All T
Q' 11test Gremlins ﬁ
Q. 12test Gremlins T
.
Q 13test?7?5 Tarnarac ﬁ
& 13test?7o All T
Q' Ztest Ric Bowell ﬁ
o
Q Jtest Coconut Cave ﬁ
.
Q dtestdl Jerry Jay Boyle ﬁ
Py BtestdBan Al |

44 4 FRE MEXT J+ b33

Add Agent/CSR

After clicking Add Agent/CSR an extra area will appear allowing you to enter the name of the
Agent/CSR and which agency they belong to. The agencies will be listed in a drop down menu
and are the agencies listed on your account. When you are done click on the Add To List
button.

Type Entry to Add: Agency: |A” ﬂ
AddTolist | Done Adding |

D. Source - Here you can enter the Source in which the client came to you. Examples of this
would be Walk-In, Flyer Ad, or Yellow Pages. You will list all the different ways your clients find
you. This will be of a help down the road because you can run reports showing the Source,
which would allow you to tell if that flyer ad you used worked well.

Note: In QQEvolution 2, you can also add the Source in the Ultilities section.

Agent/CSR: Enter the names of the Agents and CSR (Customer Service Representatives) in
your office. When entering QQEvolution 2 data, you can select the Agent/CSR who performed
the quote/policy. You can then use this information for agent production reports, agent
commission tracking, etc.

You will open the Utilities Section from the Dashboard. Once open, you will be on the Popup
Boxes, select Agent/CSR/Producer. The reason this is labeled by three different names is
that every state and every agency as well are different from each other on what individual titles
are so we list the three that could apply.
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NOTE: Only the Producer who is entered on the Policy screen will have their
commission tracked so that their commissions can be reconciled within the program
after being paid.

=4 00 Evolution Dashboard | Add Edit m Delete  Reset List  Commissions + Help -

Popup Boxes lDeFauIts ] Client Maintenance ] Agency Info | Real-Time Setup

Logged in as User: dewv_amy Security Level: Administrator Agency Filker: |l j

This section allows wou to setup the popup boxes which wou see when entering data throughout the program where a dropdown bos
occurs, Use the butkons abowve to Add, Edit or Delete the choices below. ‘ou can also edit commissions,

AgentfCSRProducer Agency

fAnent One all

Users
Agent,/CSR /Producer
Source

Car Tesk all
Test Agent All

Cl i

Agency

Line of Business

Coverage

Insurance Companies

Financing

Optional Coverage / Additional Coverage
Billing Descriptions

Additional Premium Reasons for AP letters
Payment Type

MGA / Broker

B IS e T T T RS TR TS TR

To add a new producer, click the Add button on the top Ribbon or Toolbar. An area will appear
on the lower right for you to type in the producer’s name and to select what agency the
producer belongs to. After entering this information, click Add To List and the producer will be
added to the default list. Repeat this process if you have more producers you would like to
add, when you are finished click Done Adding. You also have the ability to edit and delete an
existing producer by selecting the producer’'s name from the list and clicking the Edit or Delete
button on the top Ribbon or Toolbar.

Type Entry to Add: |Janet Teller
Add To List | Cione Adding | Agency: |.|5.II j

After adding a producer, you need to set up their default commission structure. Either double
click the producer name or select their name and click the “Commissions” button on the top
Ribbon or Toolbar and select “In a Chart.” A Producer Commission box will open, the name
you had previously chosen will already be highlighted. You will notice the producer’s name will
be listed twice. This is because one is for setting up the commissions and then other is for
setting up an agency fee if it applies.

Setting up Default Producer Commissions in Utilities
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“& Return | add Duplicate Edit il Delete | Help

Producer Commissions

Producer Agency G4 £ Braker Company Line of Businesz Coverage Buziness Type Comm. Type Comm. Amaunt
Agent One All tdga Test 1 Al All All Al Agency Com... 10.00%
Agent One All All Al All All Al Agency Fee 1.00%
Agent One All All A.R.A Casualy Auto All Mew Business  Agency Com...  5.00%
Agent One All All A.R.A. Casualy Auto All Mew Business  Agency Fee 2.00%
Agent One All All A.R.A. Casualy Auto Comp Mew Business  Agency Com...  1.00%
Agent One All All AR.A Cazualty Auta All Renewal Agency Fee B.00%

Cor Test All Al All All All Premium + Fees  10.00%
Car Tast Al Al Al All Al A Fi 0.00%

| Janet Teller Al Al Al Al Al Al

Janet Teller All All Al All All All

1.00%

In order to set up the commission structure, make sure the correct producer name is still
chosen and click the Edit button on the top Ribbon or Toolbar. Another smaller “Producer
Commission” box will open. You will notice the producer’s name is grayed out and locked, that
is because we already chose the specific producer.

Line of Buzsiness: |.ﬁ.ut|:|

Coverage: |Fl.||

r_'_ cer Commission - Edit : !

| [=]

Agency: |Fl.|| j
MGA / Broker:  [Mga Test 1 ]
Compary: |Fl.|| j
=l

=l

=l

Buziness Type: |New Business

Commizzion

Type: [4gency Commission _~ |
" Flat Rate [$] ™ Percentage [%)

Amont; | 1.00%:

0k, Cancel

You can set up numerous commission structures for one producer.

Agency — Select the agency the producer belongs to you wish to set the commission
for. If the producer belongs to multiple agencies and receives the same commission for
all agencies you can leave this to “All.”

MGA/Broker — If you use multiple MGA/Brokers and the producer receives a different
commission for each one, select the individual MGA/Broker you wish to set up, this can
be left as “All” if they receive the same commission for all of the MGA/Brokers.

Company — Select the company you wish to set the producer’s commission for. This
can be left to “All” if they receive the same commission for all companies.

24
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e Line of Business — Select the line of business you are setting the producer’s
commission structure for. If they receive the same commission no matter what line of
business it is this can be left to “All.”

e Coverage — The coverage is selected, if the commission is the same no matter the
coverage this can be left to “All.”

e Type of Business — Select the type of business you are setting the producer’s
commission for. The choices are New Business, Renewal, and Rewrite. If they receive
the same commission for every type of business leave this set to “All.”

e Commission Type — There are three different commission types. Select the one you
are setting the producer’'s commission structure for.

A. Agency Commission — Selecting this mean the producer receives their commission based
on the agency’s commission. This can be set to a flat dollar amount or to a percentage of the
agency’s commission.

B. Premium + Fees — The producer will receive their commission base on the total
commissionable premium with any commissionable company fees included. This can be set to
a flat dollars amount or as a percentage.

C. Agency Fee — This is setting the commission the producer will receive from the
commissionable agency fee the agency charges on each policy. This can be set to a
percentage or a flat dollar amount. It will depend on your specific agency and state if you
charge an agency fee so this will not apply to all agencies.

You will repeat this procedure until each of the commission structures are set up for the
producer. If you are an agency who gives their producer the same commission no matter what
company, line of business, etc. it is, you would leave everything set to “All” and will only need
to go through this procedure one time. If you do give your producer different commissions you
will need to repeat these steps until all of the individual commission structures are set up.

Now having walked you through how to set up the commission structures we will give you an
example of how this is done.

| give one of my producers 10% of the agency’s commission for personal auto policies written
through all companies for new business. | have multiple agencies and the producer writes
business for all of them and receives the same commission no matter which agency the
business is written for. Below is what should be selected in the producer’'s commission box.
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|
Agency: |F'.II
MGA / Broker: |Fl.||
Comparny: |F'.II

Line of Buzsiness: |Fl.ut|:|

Coverage: |F'.II

lalf lJlslfa il flc]

Business Tope: |r'-.Iew Business

Commiszion

Type: |F'.|;|en|:';.f Cammission j
" Flat Bate (3] & Percentage [%)

Amaount: | 10,00%

ok Cancel

Source: Enter potential sources of your business. When entering client data in QQEvolution
2, you may select the source of that business. A newspaper advertisement, radio commercial,
a yellow page advertisement or even a walk-in are all examples of sources. This will help you
determine where your business is coming from.

Fopup Boxes lDeFauIts ] Client Maintenance ] Agency Info ] Real-Time Setup ]

Logged in as User: amyprog Security Level: Administrakor Agency Filker: |.ﬁ.'-.-'-.-'2 j

This section allows vou to setup the popup boxes which you see when entering data throughout the program where a dropdown boi
occurs, Use the butkons above to Add, Edit or Delete the choices below, ‘You can also edit commissions.

Source Agency

 Users ‘Bench Ad .
~ _ d Flyer -- Mew Times All
Agent/CSR /Producer online &d - Sun Mews all
* Source . Referral all
™ Agency ‘walk In all
vellow Pages all

Line of Business
Coverage

Insurance Companies
Financing

Billing Descriptions
Additional Premium Reasons for AP letters
Payment Type

~
~
~
~
" Dptional Coverage / Additional Coverage
~
~
~
" MGA / Broker

Agency: You agency or agencies will be listed here. An agency cannot be manually entered
here. You will need to do it through the Online Account Management System or contact
QQSolutions to have an agency added or removed. QQEvolution 2 can generate reports that

26 QQEvolution Utilities



can help you track an agency’s information. If multiple agencies exist in your database, select
the appropriate agency location when entering data within the program.

Fopup Boxes lDeFauIts ] Client Maintenance ] Agency Info ] Real-Time Setup ]

Logged in as User: anmyprog

Security Level: Adminiskrakor

[]

This section allows wou to setup the popup boxes which vou see when entering data throughout the program where a dropdown box
occurs, Ise the butkons above to Add, Edit or Delete the choices below, You can also edit commissions,

" Users

" Agent/CSR,/Producer

" Source

* Agency

" Line of Business

Coverage

Insurance Companies

Financing

Optional Coverage / Additional Coverage
Billing Descriptions

Additional Premium Reasons for AP letters
Payment Type

MGA / Broker

I e T T B B B

Line of Business:

Agency

Enter the Lines of Business that you offer. An example of a Line of

Business might be Homeowners, Auto, Life, Commercial General Liability, etc. If you use a

comparative rater, see Appendix C

Fopup Boxes lDeFauIts ] Client Maintenance ] Agency Info ] Real-Time Setup ]

Logged in as User: amyprog

Security Level: Adminiskrator

Agency Filter: [Alz

|

This section allows wou ko setup the popup boxes which vou see when entering data throughout the program where a dropdown bos
accurs, Use the butkons above to Add, Edit or Delete the choices below, You can also edit commissions.

Users
Agent/CSR,/Producer
Source

Agency

DN i I B B

Line of Business

Coverage

Insurance Companies

Financing

Optional Coverage / Additional Coverage
Billing Descriptions

Additional Premium Reasons for AP letters
Payment Type

MGA / Broker

TP TY Y Y Y

Line of Business

Acord Description

Agency

Agri Sched/Unsched
Agriculture Liab

Aariculture Package
Aariculture Property

Boiler And Machinety
Bop Liability

Bop Property
Builders Risk,
Business Owners
Carmmercial Articles
Carnmercial Auto
Commercial Fire
Commercial Package
Commercial Properky
Commercial Umnbrella
Computers

Agriculture Scheduled & Unsche Al

Agriculture Liabiliby all
Aariculture Package Al
Aariculture Properky all
Private passenger autornobile | A

Boiler and Machinety Al
BOP Liabilicy all
BOP Property Al
Installation/builders risk, all
Business owners all
Carmmercial articles all
Business aukamabile Al
Commercial Fire all
Caommercial package Al
Caommercial Property all
Umbrella - Commercial all
Computers all
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If you use QQDownload, your Lines of Business need to be matched to an ACORD standard
Line of Business. Please do not delete the default Lines of Business provided to you within
QQEvolution 2. If a line is missing, it can be added to the list. ACORD Lines commonly match
what you have entered. A complete listing is provided to you as you add your Line of Business
entries. Entering your own lines and matching them to ACORD will ensure proper downloads.

As a QQDownload user, you must first add your own distinct Lines of Business and then
assign an ACORD description to each. Lines such as Health, Life, Bond or Annuity can be
added here without matching ACORD descriptions because these types of Lines of Business
do not currently download through most insurance carriers.

Coverage: Enter the different types of coverage your agency offers. These selections will be
available when entering new clients. Some examples are Comp/Coll, PIP/PD - Comp/Caoll,
Liability, Homeowners, Flood, etc. By entering the coverage, you will be able to tell what type
of coverage a client has when looking at their data. If you use a comparative rater, see
Appendix C.

Fopup Boxes lDeFauIts ] Client Maintenance ] Agency Info ] Real-Time Setup ]

Logged in as User: amyprog Security Level: Adminiskrakor Angency Filker: |.|5.'-.-'-.-'2 j

This section allows wou to setup the popup boxes which vou see when entering data throughout the program where a dropdown bos
occurs, Use the buttons above to Add, Edit or Delete the choices below, You can also edit commissions,

Coverage LOE Agency
" Users -
30-Year Term Al
" Agent/CSR/Producer Comp al
" Source CornpCall all
™ Agency Crime Al
" Line of Business E::?ﬂlgﬁai? i::
Flood All
" Insurance Companies General Liability Al
" Financing EL‘?E :::
" Dptional Coverage / Additional Coverage Liahility al
" Billing Descriptions Liability - Comp All
" additional Premium Reasons for AP letters ;i_at'li__l‘ig:-"":':'“"p-"':':'" i::
{* Payment Type P:E;F‘D - Comp Al
" MGA / Broker Pip/PD - CompCall Al -

Insurance Company: Enter the names of the insurance companies you write business for.
QQEvolution 2 can accommodate auto insurance carriers, homeowner companies, life
insurance companies, etc. These selections will be available when entering client data and
when transferring quotes to be saved into QQEvolution 2. See Setting up Commissions on

page.
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Popup Boxes lDeFauIts ] Client Maintenance | Agency Info | Real-Time Setup

Logged in as User; amyprog

This section allows vou ko setup the popup boxes which you see when entering data throughout the program where a dropdown bo
ocours, Ise the buttons above to Add, Edit or Delete the choices below, You can also edit commissions,

C _Code |

Users

Agent/CSR /Producer
Source

Agency

Line of Business
Coverage

Insurance Eumpaniesl

O b R T T B

Financing

Optional Coverage ; Additional Coverage
Billing Descriptions

Additional Premium Reasons for AP letters
Payment Type

MGA /[ Broker

T Y

Financing Methods:

Security Level; Administrator

Arccess General Agency
Access Insurance Campany
Buiby

Affirmative Partner 6
Aggressive Select

Aig Matl Ins Co Inc

ALLIED PROP & CAS IN CO
Allmerica Financial Benefit
Allmerica Financial Benefit
Amco ins co

American Family Home ins co
AMERICAMN INTL PACIFLC INS
american Intl South Ins Co
American Mercury Ins Co
American Mercury lloyds Ins Ca
American modern Home ins co

AiGH
LIM

AFP
ARS

AFE
AFE

il

Agency Filker: |.ﬁ.'-.-'-.-'2

&l
all
all
all
all
All
All
All
AWE
&l
all
all
all
All
All
All

&

|

Enter the names of the finance companies you use for premium

financing. You may also enter descriptive wording for situations where premium financing does
not apply, such as Direct Bill and Paid in Full. These selections will be available when entering
client data and when transferring quotes to be saved into QQEvolution 2.

Fopup Boxes lDeFauIts ] Client Maintenance ] Agency Info ] Feal-Time Setup ]

Logged in as User; amyprog

This section allows vou ko setup the popup boxes which you see when entering data throughout the program where a dropdown boo:
ocours, Ise the butkons above o Add, Edit or Delete the choices below, You can also edit commissions.,

™ Users

" Agent/CSR/Producer

" Source

" Agency

" Line of Business

" Coverage
" Insurance Companies
" Optional Coverage / Additional Coverage
" Billing Descriptions
" Additional Premium Reasons for AP letters
" payment Type
" MGA / Broker

Security Level: Adminiskrator

Agency Filter: [awz

|

Financing Agency

Direct Bill

Finance company 1
Finance Company 2
Finance Company 3
Paid In Full

Prem Finance
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Optional / Additional Coverage:

Enter the type of Optional and Additional Coverage your

agency offers such as Towing and Rental, Motor Club, etc. After entering selections, click the
Commissions function button to enter commissions for the corresponding coverage.

Popup Boxes lDeFauIts ] Client Maintenance ] Agency Info ] Real-Time Setup ]

Logged in as User: amyprog

Security Level: Adminiskrator

Agency Filker: |.ﬁ.II j

This section allows wou ko setup the popup boxes which you see when entering data throughout the program where a dropdown box
ocours, 1se the butkons above ko Add, Edit or Delete the choices below, You can also edit commissions,

Users

Agent/CSR /Producer
Source

Agency

Line of Business
Coverage

Insurance Companies
Financing

D R T S B T S

Optional Coverage / Additional Coverage

Billing Descriptions

Additional Premium Reasons for AP letters
Payment Type

MGA / Broker

S I I

Billing Descriptions:

Cptional Coverage |

Agency

ADED
Lease Sub

Tawing

B3
All

ANWZ

Enter billing descriptions for the debits and credits to your agency to

describe these transactions including down payment, monthly payment, etc. The default
descriptions, which QQEvolution 2 set up for you, must remain and be used should you decide
to use the Export to QuickBooks feature in the Reports section.

These include:

e Additional Premium e Optional Amount
e AP Paid e Producer Commission Due
e Commission Due e Producer Commission Paid
e Commission Received e Returned Premium
e Down Payment e Short Down/IOU
e DP of AP e Short Down/IOU Balance
e Monthly Payment e Short Down/IOU Paid
e Monthly Payment Sent e Unearned Commission Paid
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Popup Boxes lDeFauIts ] Client Maintenance | Agency Info | Real-Time Setup

Logged in as User: amyprog

Security Level: Adminiskrator

Agency Filker: |.ﬁ.II

|

This section allows wou ko setup the popup boxes which you see when entering data throughout the program where a dropdown box

ocours, 1se the butkons above ko Add, Edit or Delete the choices below, You can also edit commissions,

Users

Agent/CSR /Producer

Source

Agency

Line of Business

Coverage

Insurance Companies

Financing

Optional Coverage / Additional Coverage
Billing Descriptiugr;i

D) I T S B B B B

Additional Premium Reasons for AP letters
Payment Type
MGA / Broker

TN

Additional Premium Reasons for AP Letters:

Billimg Description Agency

additional Prermium

AP Paid

Cammission Due
Zommission Received
Down Pavment

DP af &P

Monkhly Payment
Mankhly Payment Sent
Cpkional Amaunk
Producer Comm Due
Producer Comm Paid
Returned Premium

Short Down/TOL

Short DownfIOU Balance
Short DowenIOU Paid
Unearned Commission Paid

All
Al
All
All
All
All
All
All
All
Al
Al
All
All
All
All

When sending Additional Premium (AP)

letters to your client, you can include reasons why there is an AP and enter those reasons

here.

Fopup Boxes lDeFauIts ] Client Maintenance ] Agency Info ] Real-Time Setup ]

Logged in as User: amvprog

This section allows wou to setup the popup boxes which you see when entering data throughout the program where a dropdown box
occurs, Use the buttons above to Add, Edit or Delete the choices below, You can also edit commissions,

" Users

" Agent/CSR/Producer

" Source

" Agency

" Line of Business

" Coverage

" Insurance Companies

" Financing

" Dptional Coverage / Additional Coverage

Security Level: Administrator

" _Billing Descriptions
| * pdditional Premium Reasons for AP letters

" Payment Type
" MGA / Broker

Agency Filter: |.ﬁ.II

|

AP Reason Agency

Payment Type: Select which payment types should be visible by making sure the word, "Yes"
shows in the "Visible" column. Change Yes to No by double-clicking the Payment Type entry
(such as Check to Finance or e-Check to Company).
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Fopup Boxes lDeFauIts ] Client Maintenance | Agency Info | Real-Time Setup

Logged in as User: amyprog Security Level; Administratar Agency Filker: |.ﬁ.|| j

This section allows wou to setup the popup boxes which vou see when entering data throughout the program where a dropdown bos
occurs, Use the buttons abowve to Add, Edit or Delete the choices below, You can also edit commissions,

Pavment Type Wisible Agency

" Users :
~ Check To Agency Wes  ALL
Agent/CSR /Producer Check To Comparny Wes  ALL
" Source Check To Finance Yes  ALL
" Agency Money Order To Agency Yes  ALL
" Line of Business Marey Order To Company Yes aLl
Money Order To Finance Yes aLl
" Coverage Credit Moo ALL
" Insurance Companies CiC Ta Company Yes aLL
" Financing eCheck To Comparny Wes  ALL
. . CiC ko Agency Yes aLL
" Dptional Coverage / Additional Coverage Maney Gram Mo ALL
" Billing Descriptions Check By Phone to Agency ! ALL
" additional Premium Reasons for AP letters Check By Phone to Company  Yes  ALL
|f;~ Payment T‘IPE| EFT To Agency Yes aLl

" MGA / Broker

Setting up MGA/Brokers and their Commission Structure

QQEvolution 2 has a feature to account for MGA/Brokers. In order to set up MGA/Broker you
will access the Utilities from the Dashboard, and then select MGA/Broker. In order to add a
new one click the Add button on the top Toolbar. Enter the name of the MGA/Broker and click
Add to List, if you are finished click “Done Adding.”
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:7'% Q0 Evolution Dashboard | Add | Edit m Delete

I M4 | Broker Configuration | Commissions

Help -

Popup Boxes l Defaults ] Client: Maintenance ] Agency Info ] Real-Time Setup ]

Logged in as User: amyprog Security Level: Administrator figency Filker: |.ﬁ.'-.-'-.-'1 -]
This section allows you to setup the popup boxes which you see when entering data throughout the program where a dropdown b
ocours, Use the buttons above to Add, Edit or Delete the choices below, You can also edit commissions.
MiEA | Broker Companies | Agency

™ Users Burns Azzoc ACA NS CO Al *

" Agent/CSR/Producer EE;E:LTE I;L:ZLH

" Source | Smith & Richards Inc

" Agency E

" Line of Business

" Coverage

" Insurance Companies

" Financing

" DOptional Coverage / Additional Coverage

" Billing Descriptions

" Additional Premium Reasons for AP letters

" payment Type

* MGA / Broker

Type Entry to Add: | * Has policies associated
AddTolist | Done Adding |

Hide/Display the Pavment Types, Double-click to change.

In order to link the MGA/Broker to an insurance company,

click the MGA/Broker

Configuration button on the top Toolbar. In the box that opens select the name of the
MGA/Broker you wish to configure. On the bottom half of the screen, select the insurance
company name to associate with the MGA/Broker, click the right arrow button to add the
company. Repeat this process until you have associated all of the companies needed to the

MGA/Broker.
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5]

Broker Inc

Broker Test
bga Test 1
Test Mga 2

A R4 Cazualty

ABCO Insurance

Aocess A5

Access Insurance Company
Affirrnative PIP/PD
Affirmative Select
Affirrnative Standard

AIG - Hinoiz M ational

AlIG Agency Auto

Alfa Wizion

Armerican Independent
American Service [nsurance

¥ Prompt ko confirm changes

&l
&l
&l
&l
Al
Al
Al
Al
All
All
&l
Al

MGA / Broker

Agency  Main Office

=]

Agency |I:Dmpanies per MGA / Brnker' Agency

[ *

I
1
‘H

\i

e

| %

Agency Inzurance Company All

Close

If you need to edit the MGA/Broker linked list, you can remove a company by selecting the
company name and clicking the left arrow. When you are done adding or removing companies
repeat the process as needed for the other MGA/Brokers listed and then click “Close.”

NOTE: Companies can be associated with multiple MGA/Brokers.

Now that the companies are associated with the MGA/Brokers, we can set up their
commission structures. To do this make sure MGA/Broker is still selected, click the name of
the MGA/Broker and then click the Commissions button on the top Toolbar and then “For this
Company.” The “Commissions” box will open. The MGA/Broker commission structure is setup
in the same manner as the insurance company.
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To set the commissions in this section, seleck (by clicking) the Line and the Coverage For the
commissions you want to enter, Click a question mark for more information.

Agency Filker All j Wiew Company address in Rolodesx |
Company Jf Code Agency Insurance Cormpany AT MGA Brokers Inc

Line Coverage

Adri SchedfUnsched A A
Agriculture Liab 15-fear Term

Agriculture Package 30-Year Term

Agriculbure Properky Comp

Carmp|Coll

Boiler &nd Machinery Crime

Bop Liabilicy | Dwelling Fire b

Premium Sent

o Met Premium is sent bo company minus the commission,

- Gross Premium is sent to company including commission,  Agent receives commission From
company at a laker date in one pavment,

" Manthly Premium is sent ko company including commission,  Agent receives commission from
company at a laker date in monthly payments,

) Tiers * ) Commissions Annual 6 Month 3 Monkh  Manthly
Mews Cornmission 0,00%  0.00%  0.00%  0,00%
Fermewal Commission 0,00%  0,00%  0.00%  0,00%
Mew Policy Fee  $0.00 $0.00 $0.00 $0.00
Renewal Policy Fee  $0.00 $0.00 £0.00 $0.00
[ Palicy Fee is fully earned on cancel?

* Tiers Apply Onlky ko the Commission Percentages

add | Company Fee Canfig Ik Cancel |

You will see your MGA/Broker in the upper right of the box. The insurance company you are
setting the structure for is listed on the upper left. You will notice when the box opens it
defaults to the line of Auto and the coverage of All, this is simply a default change it as needed
to set up the commission structures. It is important to remember that you are not only going to
be establishing the commission percentage for the MGA/Broker. Rather, you need to set up
commissions for every type of business you write with this MGA/Broker for this company.

Important Note: At this point we are setting up the commission structure based on
percentage; you will not use the Tiers feature at this time. A “Help” document on setting up
Tiers is available in the Tier’s area.

Steps to setting up the default MGA/Broker commission structure:

1. Select the Line of Business
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2. Select the Coverage: If the MGA/Broker pays you different percentages depending

upon the coverage, choose your first coverage. If for each coverage under the
previously selected Line you earn the same commission, then you may select ALL. “All”
is used as a short cut to be able to set the same commission percentage for all the
coverages for that one line of business on the insurance company. The individual
coverage does still need to be listed.

. Choose the Premium Sent (Net, Gross, or Monthly): Net indicates that you take your

commission directly out of the payment you receive from the insured and send the rest
of the money, or the Net amount, to the company. Gross and Monthly indicate that you
remit to the insurance company the money you receive from the insured and the
company subsequently pays your agency commission to you either in one payment
(Gross) or on a monthly basis (Monthly).

. Enter the commission percentage: Enter the commission percentages. If you earn

different commissions for new business and renewals, use the two rows provided to
indicate the difference. In addition, if the MGA/Broker pays you different commission
rates depending upon the policy period, we provide different columns for those policy
periods, so you can indicate those individual percentages. If the MGA/Broker charges a
standard, non-commissionable policy fee, add that fee at the bottom of the screen. This
will tell QQEvolution 2 to subtract the fee from the premium before it calculates the
commission due to your agency.

36

QQEvolution Utilities



To st the commissions in this section, select (by clicking) the Line and the Coverage for the
commissions you want to enter. Click a question mark For more information.

Agency Filker Al j View Company address in Raladex |
Company | Code Agency Insurance Company Al MiGA Brokers Inc

Fine frts N 4]
Flood 15-%¥ear Term

Garage And Dealers 30-Year Term

General Liabiliky Carmp

Glass CormpCall

Homeowners Crirme

Inland Marine Comrn *| Dwelling Fire b
is ret Premium is sent bo company minus the commission,

i Gaross Premium is sent to company including commission.  Agent receives commission From
company at a laker date in one pavment,

" Mankhly Premium is sent ko company including commission,  Agent receives commission from
company at a later date in monthly pavments,

G Tiers * G Commissions  Annual 6 Month | 3 Month  Monthly
Mew Commission 0,00%  0.00%  0.00%  0.00%
Renewal Commission 0,00%  0.00%  0.00%  0.00%
Mew Policy Fee  $0.00 $0.00 $0.00 $0.00
Renewal Policy Fee  $0.00 $0.00 $0.00 $0.00

[ Palicy Fee is Fully earned on cancel?

* Tiers apply Only ko the Commission Percentages

add | Company Fee Canfig Ik Cancel |

After you have finished setting up the commission structure click “OK” to save the information.
Repeat these steps until all of the commission structures are set up for the selected
MGA/Broker.

If there are company charges associated with the company you are setting for this
MGA/Broker like standard fees and taxes for this line of business, use the “Company Fee
Config” button provided. In order to first set up the company fees you will do this directly on the
Popup Boxes after you select Insurance Companies. A button on the top Toolbar will appear
labeled Fees.
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:7'% 0} Evolution Dashboard | Add  Edit ﬂm Delete | Reset List | Commissions = Help =

Popup Boxes lDeFauIts ] Clignt Maintenance ] agency Info | Real-Time Setup ]

Logged in as User: amyprog

Security Level: Administrator

Agency Filker: a1

]

This seckion allows wou to setup the popup boxes which vou see when entering data throughout the program where a dropdown bos
occurs, Use the buttons above to Add, Edit or Delete the choices below, You can also edit commissions,

Users
Agent,/CSR/Producer
Source

Agency

Line of Business
Coverage

D1 I 20 T8 TS T T

Insurance Eumpaniesl

T T

Financing

Optional Coverage / Additional Coverage
Billing Descriptions

Additional Premium Reasons for AP letters
Payment Type

MGA / Broker

Zompary | Code

B

Access General Agency
Access Insurance Company
Acuity

Affirmative Partner 6M
Aggressive Select

Aig Matl Ins Co Inc

ALLIED PROP & CAS IN CO
Allmerica Financial Benefit
AMmca ins co

American Family Home ins co
AMERICAM IMTL PACIFLC INS
Armerican Intl South Ins Co
arnerican Mercury Ins Co
american Mercury llovds Ins Co
American modern Home ins co
Anchor General

Agency

Ach Al
LIM All
All
AFP ol
ARS Al
All
All
AFE Al
All
All
All
6e6 Al
All
All
All
ANC Al i

After selecting “Fees” a Company Fees box will open. Here you will enter any new fees and
you can edit or delete existing fees.
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B Company Fees b
®= CompanyFees |X]

| Fee Mame | Default Amount | Commissonable |
FHCF 1.00% MHa
Inzpection Fee $ 2000 Mo
Service Fee 200 % Y'es
Surpluz Lines $30.00 Mo
T ax Arnovnt $10.00 Yes
Tax Rate 300 % Mo

M ew | Edit | Delete | Duplicate | Cloze |

When you select the New button to add a fee another box will open. Here you will type in the
name of the fee, choose if it is by percentage or flat amount, and put the percentage or dollar
amount in. If the fee you have entered is “commissionable”, put a check next to it. If you are
using QQWebRater and the fees are coming from QQWebRater you can select the fee from a
default list.

Company Fee - Add Hew

Fee Mame: Agency Fee
Armount Percentage (%) j 7
Commizsionable; W [0 Fes: Mone j

k. Cancel

Now when you set up the commission structures as previously shown and you need to add a
company fee to the structure you will click on Company Fee Config and select the fees.
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Setting Up Insurance Company Commissions

Setting up Agency Commission by Rules

You can set up commission structures by Rules. This means you can set structures based on
things such as age, to access this feature open the Utilities from the Dashboard and select
Agency.

:7'% ) Evolution Dashboard | Add Edit m Delete

Commissions = | Fees  Help = _

Popup Boxes l Defaults ] Client Maintenance ] Agency Info ] Real-Time Setup ]

Logged in as User: amyprog

Security Level: Administrator

[]

This seckion allows wou ko setup the popup boxes which vou see when entering data throughout the program where a dropdown bos
occurs, Use the buttons above ko Add, Edit or Delete the choices below, You can also edit commissions,

o~
o~
o~

Users
Agent/CSR/Producer
Source

* Agency

=

I T B B T B B

Line of Business

Coverage

Insurance Companies

Financing

Optional Coverage / Additional Coverage
Billing Descriptions

Additional Premium Reasons for AP letters
Payment Type

MGA / Broker

Agency

A1

A3

In order to set up a Rule, either double click on the agency’s name or select the Commissions
button on the top Toolbar. This will open the Commission Breakdown Configuration box.
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E| Commission Breakdown Configuration X

| Fule | Agency | MG / Broker | Caormpany | Line af Business | Coverage ‘ Business Type | Comm. Amount |
learners permit All Al Peachtree Cazualty Auto Al Al 200%
over 65 all All Access AS| all All All 10,00 %
Under 17 all All A.R.A. Casualy Auto All All B.00%
under B5 Al Al Cornerstone Al Al Al 400 %
*Hold Chl to Make Multiple Selections Mew | Edit | Duplicate | Delete | Cloge |

To create a new Rule, click the New button on the bottom right of the box. Another box will
open where you can set up the individual Rule.

Commission Breakdown Configuration - Add New

Rule Marne: Motes:

Agency: Al j
MG / Broker Al |
Compary: Al j
Lime: 4l |
Coverage:  All j
Buzinesz Type: all j
Type: Percentage (%) |

Amount; 0

(] | Cancel |

Rules can be broken down as specific as you need them to be.

e Agency — Select the agency the Rule belongs to you wish to set the commission for. If the
Rule belongs to multiple agencies and receives the same commission for all agencies you can
leave this to “All.”

e MGA/Broker — If you use multiple MGA/Brokers and the Rule applies different commissions
for each one select the individual MGA/Broker you wish to set up, this can be left as “All” if the
same commission applies for all of the MGA/Brokers.

e Company — Select the company you wish to set the Rule’s commission for. This can be left
to “All” if it applies the same commission for all companies.
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e Line of Business — Select the line of business you are setting the Rule’s commission
structure for. If the Rule applies the same commission no matter what line of business it is this
can be left to “All.”

e Coverage — The coverage is selected, if commission is the same no matter the coverage
this can be left to “All.”

e Type of Business — Select the type of business you are setting the Rule’s commission for.
The choices are New Business, Renewal, and Rewrite. If they receive the same commission
for every type of business leave this set to “All.”

e Type — You can either set the type as percentage or flat amount.

e Amount — Enter the actual percentage or the dollar flat amount.

We will now give an example of how to set the commission structure up by Rules.

For the company of A.R.A. they give 5% agency commission for drivers under the age of 17 for
personal auto insurance. This applies to all coverage and business types. The below screen
shot shows how the breakdown should be configured. You can also enter any notes you need
to pertaining to this Rule.

. Rule Mame: Under 17 yvears of age M otes: ~

Agency; Al j :
MGA / Broker: &l |
Comparny:  &.R.&, Casualty j
Line:  &uko |
Coverage: Al j
Business Type: Al |
Type: Percentage (6] j

Amount: 5 hat

ak. | Canicel |

Setting up Agency Commission by Tiers

Agency commissions can be set up by Tiers in QQEvolution 2. This meaning if a company
does their commissions by set dollar amount of the premium you can base your commission
structure on this. To set up the default commission structure by Tiers open Utilities from the
Dashboard. After opening Utilities, you will see the below screen and select Insurance
Companies.
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NOTE: Tiers can also be set up for the MGA/Broker commission structure if needed. Please
refer to the MGA/Broker section to set up their commissions.

Fopup Boxes lDeFauIts ] Client Maintenance ] Agency Info ] Real-Time Setup ]

Logged in as User: amyprog Security Level; Adminiskrakor Agency Filker; |.ﬁ.'-.-'-.-'1 j

This seckion allows wou to setup the popup boxes which vou see when entering data throughout the program where a dropdown bos
occurs, Use the buttons above to Add, Edit or Delete the choices below, You can also edit commissions,

Users
Agent/CSR/Producer
Source

Agency

Line of Business

T YN

Coverage

B

Insurance Eumpaniesl
Financing
Optional Coverage / Additional Coverage

Billing Descriptions

Additional Premium Reasons for AP letters
Payment Type

MGA / Broker

T YN

Company | Code Agency
Access Insurance Company LIM all
ALty all
Affirmnative Partner 6 AFF Al
Aaagressive Select AR5 Al
&ig Makl Ins Co Inc Al
ALLIED PROP & CAS IN CO all
Allmerica Financial Benefit AFE Al
Amco ins co all
American Family Home ins co all
AMERICAM INTL PACIFIC INS all
Armerican Intl South Ins Co aaa Al
American Mercury Ins Co Al
American Mercury lloyds Ins Co Al
American modern Home ins co all
Anchor General ANC Al -

All of the companies you write business with should be listed here. If you need to add any
companies to this list, click Add at the top of the screen. Enter the insurance company
information at the bottom of the screen. When done, click Add to List.

To set up commissions for any one company, find the name of the company and double-click it
or use the Commission button at the top right hand side of the screen and select For This
Company. The Commissions box that appears will help you set up your default commission

structure.
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You will see your company name at the top of the window. You will notice when the box opens
it defaults to the line of Auto and the coverage of All, this is simply a default change it as
needed to set up the commission structures. Enter in your Broker ID and NAIC Code for those
of you who are doing Downloads for the company and Real Time Inquiry. Now, you are ready
to set up your commissions. It is important to remember that you are not only going to be

To sek the commissions in this section, select (by clicking) the Line and the Coverage for the
commissions you want to enter. Click a question mark For more infarmation.

Agency Filker All j Wiew Company address in Rolode:x |
Company | Code Insurance Usa

Braker ID MAIC Code 36524

Line Coverage

Agri SchedfUnsched A A
Agriculkure Liab 15-ear Term

Agriculture Package 30-Year Term

Agriculture Property Comp

Comp/Col

Boiler And Machinety Crime

Eop Liability | Dwelling Fire v

" Gaross Premium is sent to company including commission.  Agent receives commission From
company at a laker date in one pavment,

" Mankhly Premium is sent ko company including commission,  Agent receives commission from
company at a later date in monthly payments,

G Tiers * G Commissions  Annual 6 Month | 3 Month  Monthly
Mew Cormission 0,00%  0.00%  0.00%  0.00%
Renewal Commission 0,00%  0.00%  0.00%  0.00%
Mew Policy Fee  $0.00 $0.00 $0.00 $0.00
Renewal Policy Fee  $0.00 $0.00 $0.00 $0.00
[ Palicy Fee is Fully earned on cancel?

* Tiers apply Only ko the Commission Percentages

add | Company Fee Caonfig Ik Cancel |

establishing the commission percentage for the company. Rather, you need to set up
commissions for every type of business you write with this company.

Steps to setting up the default agency commission structure by Tiers:

1. Select the Line of Business

2. Select the Coverage: If the company pays you different percentages depending upon
the coverage, choose your first coverage. If for each coverage under the previously
selected Line you earn the same commission, then you may select ALL. “All” is used as
a short cut to be able to set the same commission percentage for all the coverages for
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that one line of business on the insurance company. The individual coverage does still
need to be listed.

3. Choose the Premium Sent (Net, Gross, or Monthly): Net indicates that you take your
commission directly out of the payment you receive from the insured and send the rest
of the money, or the Net amount, to the company. Gross and Monthly indicate that you
remit to the insurance company the money you receive from the insured and the
company subsequently pays your agency commission to you either in one payment
(Gross) or on a monthly basis (Monthly).

4. Tiers: If the company pays their commission based on the amount of premium, set these
up here by clicking the “Add” button under Tiers. If the company pays 10% up to
$500.00 in premium, enter the dollar amount of $500.00 in the “Add New Tier” box. If
the company now pays a different percentage of say 12% for the premium between
$500.00 to $1500.00, click the “Add” button again and enter $1500.00 in the “Add New

Tier” box.
Add New Tier X

Enter Tier's Maximurn Premium

Cancel

|$1500.00

The Tiers will be listed as shown below. You will notice Tier 1 is the $0.00 to $500.00 amount
so the commission percentage shows as 10%. It will change to 12% if we select the Tier for
the $500.00 to $1500.00 amount. Each Tier can have its own commission percentage. Also
remember the Tiers are set up by Line and Coverage so each one can have different Tiers set
on them.

5. Enter the Commission Percentage: Select the first Tier and enter the commission
percentages. You will do this for each Tier. If you earn different commissions for new
business and renewals, use the two rows provided to indicate the difference. In addition, if
the company pays you different commission rates depending upon the policy period, we
provide different columns for those policy periods, so you can indicate those individual
percentages. If the company charges a standard policy fee, add that fee at the bottom of
the screen. This will tell QQEvolution 2 to subtract the fee from the premium before it
calculates the commission due to your agency.
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To set the commissions in this section, select (by clicking) the Line and the Coverage For the
commissions yau want bo enter, Click a question mark for more information,

Agency Filker Al j Wiew Company address in Rolode:x |
Company [ Code Insurance Usa
Braoker ID MAIC Code 36524
|[Line_]
10104 -] B
Agri Schedfunsched 15-%ear Term
Aariculture Liab 30-Year Term
Agriculture Package Comp
Agriculture Properky CompCall
Crime
Boiler And Machinery ﬂ Cwelling Fire j
i ket Premium is sent to company minus the commission,

o Gross Premium is sent to company including commission, Agent receives commission From
company at a laker date in one payment,

i Monthly Premium is sent to company including commission,  Agent receives commission From
company at a laker date in monthly pavments,

& Tiers * &) Commissions Annual & Month 3 Month  Monthly
Tierl 0 Mew Commission 10,00% 10,00% 10.00%  10,00%
per g > 15230 13333 Renewal Commission 10,00%  10.00%  10.00%  10.00%

ierd :
Tierd > 3000 Mew Policy Fee $0.00 $0.00 $0.00 $0.00

Renewal Policy Fee  $0.00 $0.00 $0.00 $0.00

[ Palicy Fee is Fully earned on cancel?

* Tiers apply Only ko khe Commission Percentages

add Edit Delete Company Fee Caonfig (04 Cancel |

If the company charges other standard fees and taxes for this line of business, use the
“Company Fee Config” button provided. In order to first set up the company fees you will do
this directly on the Popup Boxes after you select Insurance Companies. A button on the top
Ribbon or Toolbar will appear labeled Fees.
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:7'% 0} Evolution Dashboard | Add  Edit ﬂm Delete | Reset List | Commissions = Help =

Popup Boxes lDeFauIts ] Clignt Maintenance ] agency Info | Real-Time Setup ]

Logged in as User: amyprog Security Level: Administrator Agency Filker: a1 j

This seckion allows wou to setup the popup boxes which vou see when entering data throughout the program where a dropdown bos
occurs, Use the buttons above to Add, Edit or Delete the choices below, You can also edit commissions,

Campany | Code Agency
" Users A ;
~ Access General Agency Ach Al
Agent/C5R /Producer Access Insurance Company LIM all
" Source Acuiby all
" Agency Affirrnative P'alrtner 6M AFP .ﬁ.::
. . Aggressive Select AR5 |A
~
Lz ol teln=es Aig Matl Ins Co Inc Al
" Coverage ALLIED PROP & CAS IN CO all
{+ Insurance Eumpaniesl Allmerica Financial Benefit AFE Al
 Financing Amnco ins co . All
i o American Family Home ins co all
" Optional Coverage / Additional Coverage AMERTCAN INTL PACIFIC INS al
" Billing Descriptions American Intl South Ins Co aeE Al
" additional Premium Reasons for AP letters American Mercury Ins Co Al
 Payment Type american Mercury llovds Ins Co all
¥ P American modern Home ins co Al
" MGA / Broker Anchor General AnC ol -

After selecting “Fees” a Company Fees box will open. Here you will enter any new fees and
you can edit or delete existing fees.
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B Company Fees b
®= CompanyFees |X]

| Fee Mame | Default Amount | Commissonable |
FHCF 1.00% MHa
Inzpection Fee $ 2000 Mo
Service Fee 200 % Y'es
Surpluz Lines $30.00 Mo
T ax Arnovnt $10.00 Yes
Tax Rate 300 % Mo

M ew | Edit | Delete | Duplicate | Cloze |

When you select the New button to add a fee another box will open. Here you will type in the
name of the fee, choose if it is by percentage or flat amount, and put the percentage or dollar
amount in. If the fee you have entered is “commissionable”, put a check next to it. If you are
using QQWebRater and the fees are coming from QQWebRater you can select the fee from a
default list.

Company Fee - Add Hew

Fee Mame: Agency Fee
Armount Percentage (%) j
Commizsionable; [0 Fes: Mone

7
B
k. Cancel

Now when you set up the commission structures as previously shown and you need to add a
company fee to the structure you will click on the “Company Fee Config” button and select the
fees.

Note: The fees area has its own Help document.
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Setting up Agency Commissions by LOB and Coverage with
a Percentage

In order to have QQEvolution 2 automatically calculate commissions due on all of your policies
you must first set up a commission structure in your QQEvolution 2 Utilities section, even if you
are using Downloads. After opening Utilities, you will see the below screen and select
Insurance companies.

Popup Boxes lDeFauIts ] Client Maintenance ] Agency Info ] Real-Time Setup ]

Logged in as User: amyprog Security Level: Administrator Agency Filker: |.ﬁ.'-.-'-.-'1 j

This section allows waou ko sektup the popup boxes which you see when entering data throughaout the program where a dropdown bosx
ocours, se the butkons above ko Add, Edit or Delete the choices below, You can also edit commissions,

Campary Code Agency
" Users ACH
~ d Arccess General Agency Akl Al
Agent/CSR/Producer Access Insurance Compary LI | Al
" Source Acuity All
™ Agency Affirrnative Palrtner 6M AFP .ﬁ.::
. . Aggressive Select ARS A
~
Line of Business Aig Natl Ins Co Inc Al
e Coverage ALLIED PROP & CAS IM CO all
* Insurance Eumpaniesl Allmerica Financial Benefik AFE Al
" Financing .ﬁ.mn:n:-_ ins co . . all
i i Arnerican Family Home ins co Al
" 0Optional Coverage ;/ Additional Coverage AMERICAMN INTL PACIFIC THS all
" Billing Descriptions American Intl South Ins Co 666 | Al
i~ Additional Premium Reasons for AP letters American Mercury Ins Co Al
r payment Type American Mercury llovds Ins Co all
¥ ¥p Armerican modern Home ins co Al
" MGA / Broker Anchor General aNC Al -

All of the companies you write business with should be listed here. If you need to add any
companies to this list, click Add at the top of the screen. Enter the insurance company
information at the bottom of the screen. When done, click Add to List.

To set up commissions for any one company, find the name of the company and double-click it
or use the Commission button at the top right hand side of the screen and select For This
Company. The Commissions box that appears will help you set up your default commission
structure.
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To sek the commissions in this section, select (by clicking) the Line and the Coverage for the
commissions you want to enter. Click a question mark For more infarmation.

Agency Filker All j Wiew Company address in Rolode:x |
Company | Code Insurance Usa

Braker ID MAIC Code 36524

Line Coverage

Agri SchedfUnsched A A
Agriculkure Liab 15-ear Term

Agriculture Package 30-Year Term

Agriculture Property Comp

Comp/Col

Boiler And Machinety Crime

Eop Liability | Dwelling Fire v

" Gaross Premium is sent to company including commission.  Agent receives commission From
company at a laker date in one pavment,

" Mankhly Premium is sent ko company including commission,  Agent receives commission from
company at a later date in monthly payments,

G Tiers * G Commissions  Annual 6 Month | 3 Month  Monthly
Mew Cormission 0,00%  0.00%  0.00%  0.00%
Renewal Commission 0,00%  0.00%  0.00%  0.00%
Mew Policy Fee  $0.00 $0.00 $0.00 $0.00
Renewal Policy Fee  $0.00 $0.00 $0.00 $0.00
[ Palicy Fee is Fully earned on cancel?

* Tiers apply Only ko the Commission Percentages

add | Company Fee Caonfig Ik Cancel |

You will see your company name at the top of the window. You will notice when the box opens
it defaults to the line of Auto and the coverage of All, this is simply a default change it as
needed to set up the commission structures. Enter in your Broker ID and NAIC Code for those
of you who are doing Downloads for the company and Real Time Inquiry. Now, you are ready
to set up your commissions. It is important to remember that you are not only going to be
establishing the commission percentage for the company. Rather, you need to set up
commissions for every type of business you write with this company.

Important Note: At this point we are setting up the commission structure based on
percentage; you will not use the Tiers feature at this time. A “Help” document is provided on
how to set up Tiers. It is located in the Tier’s area.

Steps to setting up the default agency commission structure:

1. Select the Line of Business
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2. Select the Coverage: If the company pays you different percentages depending upon
the coverage, choose your first coverage. If, for each coverage under the previously
selected Line you earn the same commission, then you may select ALL. “All” is used as
a short cut to be able to set the same commission percentage for all the coverages for
that one line of business on the insurance company. The individual coverage does still
need to be listed.

3. Choose the Premium Sent (Net, Gross, or Monthly): Net indicates that you take your
commission directly out of the payment you receive from the insured and send the rest
of the money, or the “Net” amount, to the company. Gross and Monthly indicate that you
remit to the insurance company the money you receive from the insured and the
company subsequently pays your agency commission to you either in one payment
(Gross) or on a monthly basis (Monthly).

4. Enter the commission percentage: Enter the commission percentages. If you earn
different commissions for new business and renewals, use the two rows provided to
indicate the difference. In addition, if the company pays you different commission rates
depending upon the policy period, we provide different columns for those policy periods,
so you can indicate those individual percentages. If the company charges a standard
policy fee, add that fee at the bottom of the screen. This will tell QQEvolution 2 to
subtract the fee from the premium before it calculates the commission due to your
agency.

Here is an example of the Commissions box, showing everything necessary to track the
agency commission for this specific company. As you see, Auto is selected as the LOB and,
since the company gives me the same percentage for Auto no matter the coverage, “All” is
selected for Coverage. Gross was selected for Premium Sent. The commissions were entered
based on the percentage you receive from the company. In order to save this information, |
would now click OK.
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To set the commissions in this section, seleck (by clicking) the Line and the Coverage For the
commissions you want to enter, Click a question mark for more information.

Agency Filker Al j Miew Company address in Rolodesx |
Company [ Code Insurance Usa
Braoker ID MAIC Code 36524
Line Coverage
s schensched ~ EI S
Agriculture Liab 15-ear Term
Agriculture Package 30-Year Term

jculkure Properky Comp

CormpCall

Boiler And Machinery Crime
Bop Liability | Dwelling Fire b

Premium Sent

i Met Premium is sent bo company minus the commission,

F'remium is sent ko company including commission. Agent receives commission From
company at a laker date in one pavment,

" Manthly Premium is sent ko company including commission,  Agent receives commission from
company at a later date in monthly payments,

G Tiers * G Commissions  Annual & Month 3 Month  Monkhly
Mews Cornmission 10.00%  10.00%  10.00%  10.00%
Renewal Commission 7.00%:  7.00%  7.00%  7.00%
Mew Policy Fee  $0.00 $0.00 $0.00 $0.00
Renewal Policy Fee  $0.00 $0.00 £0.00 $0.00

[ Palicy fee is fully earned on cancel?

* Tiers apply Only ko khe Commission Percentages

add | Company Fee Config Ik Cancel |

If the company charges other standard fees and taxes for this line of business, use the
“‘Company Fee Config” button provided. In order to first set up the company fees you will do
this directly on the Popup Boxes after you select Insurance Companies. A button on the top
Ribbon or Toolbar will appear labeled Fees. Please refer to the previous section of setting of
Tiers for directions on entering default fees.

Note: The company fee area has its own Help document.
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Section B - Utilities — Default Tab

While operating QQEvolution 2, certain fields will always produce the same answers or results.
For example, the area code in the Client section will always be whatever is in the Defaults
section unless it is changed. The defaults are broken up into several groups as described here.

Popup Boxes | Defaults | Client: Maintenance ] Agency Info ] Real-Time Setup ]

Logged in as User: amyprog Security Level: Adminiskrakor Agency Filker: A1 j

Entry ILetters | Client Screen | Policy Screen | Dashboard

Entry
Area Code /Language [305  [English =]
Policy Period / [Anrual || =1
City /State,/2ip [Deerfield Beach [FL [aa441
Acord Forms Email
Signatures Setup | |
Yes/No Data Wizard

[+ Ask for policy when attaching images
[~ Don't send AP to billing [ use wWizard when adding new Acord forms

[ show Tip Of The Day at startup [ Do not show introduction

Check for newer versions of Q0 Evolution
[wweekly ]

Rolodex

=

Local Server Drive Letter [~

) Evolution uses ywour Local Agency Serwer to store and retrieve information specific to
wour agency (i.e. Logos For letkers, Agency Information, Yideos,)

Image's Cache in Claims

Amount of time to store local copies of images viewed: | 7 ﬂ

Entry Tab

The default entry options you select here will appear when entering client data. Even though
you may set a specific area code, for example, you can always change it when actually
entering a client’s information.

Entry Information

e Area Code: Enter the area code most frequently used.
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e Language: When sending letters to clients, select the default language to be used
(letters in any language must have been previously created in the word processor).

e Policy Period/Agency: Select the most common policy period and agency location.

e Agent/CSR (Does not apply to Enterprise Users): Select the Agent or CSR who
serviced the client. When working with client data, you can always choose from the list
of agents that you entered in the Popup Boxes section. The agent will default to what
you choose here.

e City/State/Zip: Enter the most common city, state and zip code.
ACORD Forms
Signatures Setup: This is the agent signature, which can be used on select ACORD Forms.
First, use your scanner to scan your signatures and save them as bitmap (.bmp) files on your
desktop or in a folder on your computer. When ready, click on the Signatures Setup...button in

QQEvolution 2. A box will appear to select your signatures, Add New Signature. Browse your
computer to add, and name, each of your signatures in QQEvolution 2.

Signatures - Utilities E]@ﬁ

(Add Mew Signature; |

.

Active MName Signature |

Record 0 of O

Cloze

E-Mail

E-mail Options: If you use Microsoft Outlook (not Outlook Express) as your default e-mail
client, and you would like to keep copies of each of your messages in your Sent Items folder in
Outlook, then check the box that says Use Microsoft Outlook for E-mailing. If you would also
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like to “bundle” and e-mail messages along with forms, letters, and/or images or combinations
of any of these check Use Print/E-mail/Fax.

Email Options

¥ Use Print/Email /Fax

[T Use Microsoft Outlook for emailing

Agent Email Address: |QuickQthe@qunline.cDm
Agent Email Display As: |Quiu:kQuu:ute
Dutgoing Mail Server: |
Email User ID: |
Email Password: |
Email Port: |25

[~ Use Email Signature

(4 Cancel

Enter your default e-mail address for your agency. This will act as the default “sender” for any
message you send by e-mail from QQEvolution 2. This can be altered every time you e-mail
something from the program. Next, enter how you would like your name displayed.

For example, instead of your e-mails coming from QQEvolution 2@qqsolutions.com, you might
instead want your name to be displayed simply as, QQEvolution 2. If you use an e-mail client
such as Microsoft Outlook, also note other default e-mail information that can be entered here,
such as your Outgoing Mail Server, E-mail User ID, E-mail Password, and E-mail Port. This
information can be found in your e-mail settings.

Yes / No Selections
These check boxes allow customization for communication and usability.

e Ask for policy when attaching images: Every time you scan or attach an image to a
client's record, QQEvolution 2 will ask to which policy this image belongs.

e Don’t send AP to billing: If you are not concerned with collecting the AP from the
client because the actual insurance company takes responsibility, then select this
option. This will ensure that a bill to the client is not created and an AR (Accounts
Receivable) balance will not show for this client.

e Show Tip of The Day: Will display user tips every time you run QQEvolution 2.
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Data Wizard

Use Wizard when adding new ACORD forms: When entering specific ACORD forms into
QQEvolution 2, a Wizard will popup that will help you import data from other forms into the new
ACORD form. Please see Chapter 3 for details.

QQRolodex

QQRolodex: When you register your product for the first time this box will be checked for you
automatically.

Check for Newer Versions of QQEvolution 2

Here you can choose how often you would like the program to look for an update of
QQEvolution 2. The options are Daily, Weekly and After each Available Update. Based on
what you have chosen the program will contact to our Web site and determine if a new update
is available. You can then proceed with doing the update.

Local Server Drive Letter

This will be defaulted to C: which is your local computer. If you have chosen to network the
QQEvolution 2 program for updating purpose you can set your network drive here.

Image Cache in Claim’s

In the Claim’s image section when you access an image we use a process called “caching” so
the next time you access that same image it will appear immediately instead of having to wait a
few seconds for it to download from our servers. This cached version of the image is stored
locally on your computer. The image is still stored on our servers as well. You will most likely
want to discard these stored images periodically from your computer. Here you can set when
you would like those images removed. It can be set to discard the images after the amount of
days you have entered. It will not be removed from our servers just your local computer.

Letters Tab

When performing certain actions, such as receiving a down payment and taking a payment,
QQEvolution 2 can automatically generate a receipt.

(-1

Letters
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Fopup Boxes  Defaults lCIient Maintenance | Agency Info | Real-Time Setup

Logged in as User: anmyprog Security Level; Adminiskrakor Agency Filker: a1 j

Enkry: Clignk Screen] Palicy Screen ] Dashboard

Letters
Down Payment Receipt |DDWHF'EI':-“I'“E“'I Feceipt

Payment Receipt |F‘ayment Received Info.RTF

L L] L]

Agency Bill Receipt |
Last Receipt # (1223

Additional Premium (AP} Info
IF AP is more than 450 Use AP Financed Letter:

j And insert AP %% Down | 10.00%

Otherwise, use AP Letter | ]

Letter Defaults
Font Size: Letterhead m Addressee lﬂ
Today's Date On Letter m
Days To Reply I_

Crozz Marketing Defaults |

Select Defaulk Invoice | Select Logo for Letterhead | Select Logo for Fooker |

Down Payment Receipt: Use this option to select which receipt letter will be sent
when a down payment is made. Create receipt letters in QuickWord or use our already
made receipt.

Payment Receipt: Use this option to select which receipt letter will be sent by default.

Agency Bill Receipt: Use this option to select which agency letter will be sent by
default.

Last Receipt #: QQEvolution 2 can track each receipt you send. Enter the number
before the number you wish to start with. QQEvolution 2 will automatically increment
receipt numbers as receipts are created.

Additional Premium (AP) Info

When the issued premium is higher than the quoted premium, an Additional Premium (AP)
exists. Use the following default options to notify the client of the additional premium:

Enter a minimum AP dollar amount that would trigger the specific AP Finance letter.
You can create these letters in QuickWord, accessible from the Dashboard. If the AP is
less than the minimum AP dollar amount entered above, then the regular AP letter is
automatically printed.
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e Enter the appropriate percentage down required for financed AP’s. This inserts the
amount into the AP Financed letter selected above.

Letter Defaults

e Font Size: Letterhead and Addressee: modifying these values will cause the
appropriate text size to be increased or decreased. If these values are set to “None”,
they will not print.

e Today’s Date On Letter: Select where on the letter you want today’s date to be
printed, either the left side or right side of the page. Detailed will spell out the complete
date (e.g., July 3, 2007 instead of 07/03/07) and position the date on the left side of the

page.

e Days to Reply: Enter the number of days from today that your client should respond to
a letter. Use the field {Reply Date} in your letter to get this value to print in the letter.
Fields are explained in the QuickWord section.

e Use Microsoft Word as Word Processor (not applicable for QQEvolution 2
Enterprise Users): Checking this box will allow you to use Microsoft Word instead of
QuickWord for creating letters. You can also use the QQEvolution 2 fields in Microsoft
Word. Start Word, click on Tools, Options and then the File Locations tab. Under File
locations note the Location of the File type: Startup Copy the file QFWinTemplate.dot
(located in your QuickFL folder) to the Startup Location you noted above. The next time
you start Word, you will see a new button, QQEvolution 2 Fields. Use these Fields to
insert QQEvolution 2 data into your Word document.

¢ Note: If you use Microsoft Word, you must save the letters in Rich Text Format (RTF)
in the \English, \Spanish or \French sub-directories in the QuickFL or QuickTX
directory.

Select Default Invoice: Select this option if you would like to use a pre-existing, formatted
invoice.
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Select default invaice and click Save ar dauble-click

T

IRRETR I NARRES

ERFARATARTI T ARFISA

ELL AR LR L L

Save Cancel

Select Logo for Letterhead: Select this option if you would like to attach a pre-existing,
customized logo on all letters printed by QQEvolution 2 (logo format: bitmap, 7" wide x 17
high). Otherwise, your basic agency information will print as the logo.

B Select your logo for the Letierhead

To add your logo to the letters printed in QG Evalution
like the one shown to the right, vou must create a
logo in BMP farmat using a graphics program like
Faint. The lago you create will be automatically
displayed atthe top of every [etter you print. The size
should be approximately ™ wide by 1" high. This
screen helps you activate the logo you designed by
saving & copy of yaur lodo as a file called

CFAgency BMP.

Select & Logo ToAttach (kS

Select Logo for Footer: See instructions above. You also have the option to include text
footer (footer format: bitmap, 7” wide x 0.6” high)
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Bl Select your, logo for the Letterhead El

To add your logao to the letters printed in Q2 Evalution
like the one shown to the right, you must create a
logo in BMP format using a graphics program like
Faint. The logo you create will be automatically
displayed at the bottom of every letter you print. The
size should he approximately 7 wide by 06" high.
This screen helps vou activate the [ogo vou designed
by saving a copy ofyour logao as a file called
GFAgencyF ooter. BMP.

¥ Use Text Footer Instead (Overwrites Laga)

Select & Logn To Attach | K

Cross Selling Report — Defaults

The Cross Selling Report in QQEvolution 2 has a default setting that can be set up in the
Utilities Section. To set up the default selections for the Cross Selling Report, open your
Utilities Section from the Dashboard of QQEvolution 2. Once you have opened Utilities, select
the “Defaults Tab” and then select “Letters”. You will see the Cross-Marketing Report button.
Click on the button and you will be presented with the default selections of the report. These
defaults will be important if you always run the same report.
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Entry  Letters | Cliert Screen | Palicy Screen | Dashboard

—Letkers
Down Payment Receipt IDDWH Payment.RTF

Payment Receipt |F'a';.fment.FiTF

Last Receipt # (4752

Agency Bill Receipt [RENE'WAL-EXPIRATION.RTF

LefLed e

— Additional Premium {AP) Info

IF AP is more than I Use AP Financed Letter:
MNone ;l And insert AP %o Down I 0,00%:

Otherwise, use AP Letter |N|:|ne

=

— Letter Defaults
Font Size: Letterhead |12

Days To Reply I

- Addressee |12 i I

Today's Date On Letter IDetaiIed - I

Crozz Seling Default: |

Select Default Invoice

| Select Logo For Letterhead |

Select Logo For Fooker

B3 Cross Selling Report x|

Show customers with a policy through:

And without a policy through:

o] =L ]
With thiz ine of business: With thiz ine of business:
] f’ ] f’
O 1004 O 1004
O 1mos O 1mos
011 Oan

O 2cord Description
O &aii 5 ched/unsched
O &qii 5 ched/Unzched

[ Agriculture Liab hd
Date Tope: IExpiratiu:un ;l

[ Include all active policies for a Client with
the given Criteria

O 2cord Description
O 2aii 5 ched/unsched
O 2qii 5 ched/Unzched

O Agriculture Liab hd

Predefined Dates: IThis Month
Date: [ 9/1 /2011 »|to| 9/30/2011

Mote: Dates are inclus

Agency: ||Jerr~,.f Jaw Bovle

Reset |

[™ Show one entiy per Client

] | Cancel
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Client Screen Tab

This section sets the preferences for your clients.

Popup Boxes Defaults lCIient Maintenance ] Agency Info ] Real-Time Setup ]

Logged in as User: amyprog Security Level: Administrator Agency Filker: a1 j

Entry ]Letters Client Screen | policy Screen | Dashboard

Yes/No

[ Client Screen Total Includes Expired Policies

[~ Show Total on Client Screen

[¥ Show AR Balance on Client Screen

[ Allow user to add new items to popup boxes in client/policy screens

[ Add new clients as PROSPECTS

[ Disable message after entering duplicate client based on phone/last name
¥ Popup Important Note

Add Hew Client As

i+ Perzonal " Commercial

Set Client Mumber, .. | | iLisk of Phone Tvpes

Client's Image

[T Download the Client's Image Automatically

Yes / No Selections

These options will affect the way QQEvolution 2 behaves in certain situations or on certain
screens. To answer "Yes", place a checkmark in the box to the left of the option. To answer
No, clear the checkmark.

e Client Screen Total Includes Expired Policies: Include the premiums of expired
policies in the Total Premium on the client screen.

e Show Total On Client Screen: Show total policy premiums on the Client data screen.

e Show AR Balance on Client Screen: If a client has an Accounts Receivable balance
(e.g., an outstanding IOU), the AR balance will be displayed in red on the Client screen.
This balance is calculated from the client’s Billing screen and will only show if the client
has an outstanding balance. The same applies if there is an AR balance for the
Company.
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e Allow user to add new items to popup boxes in Client / Policy Screens: Allows
you to enter items directly into popup boxes without having to enter these items in
Utilities.

should never be checked. It will allow any user to enter any item into
QQEvolution 2. Leaving this box unchecked will force the user to select
from the items in the designated list.

@ Important Note! If you are tracking commissions in QQEvolution 2 this box

e Add New Clients as Prospects: All new entries would be entered as a Prospect by
default, rather than an Active Client.

e Disable message after entering duplicate client based on phone/last name: This
allows you to enter duplicate clients without the warning message.

e Popup Important Note: Allows a yellow post-it type window to appear giving you up to
255 characters to enter information on the client.

Add New Client As: This feature will allow you to set new client entries to default as Personal
or Commercial automatically.

Set Client #: Will automatically create a client (file) number for every client as they are added
to your data. You will need to set your own client number format.
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Policy Screen Tab

This group presents you with a series of YES/NO options on policy preferences.

Fopup Boxes Defaulks lCIient Maintenance ] fgency Info ] Real-Time Setup ]

Logged in as User: amyprog Security Level: Administrator Aoency Filter: |.ﬁ.'u'-.-'1 j

~ Entry ] Letkers ] Client Screen | Policy Screen Dashl:u:uaru:l]

Yes,/ Mo

[ Disable message after selecting policy Line of Business
[~ Ask to create credit bo company after entering premium
[ Jump To Premium Issued After Policy #

MYR Cost $0.00 {The amount that the MY¥R costs the agency)

Set Binder Mumber. .. |

Producer Commiszsiohs

Default Amaunt: [17 * FlatRate (5]  Percentage [%)
Pricrity: et Iz this lizt of items to zet the priority of the
Compary commizzion filkers. Thiz information will be uzed to
4 | |Coverage determing which producer commizzion entry applies
LOE o a p-:uliu:__l,l if bwo or mare entriez can apply to the
& | |Business Type same policy.
Agency

Yes / No Selections

These options will affect the way QQEvolution 2 behaves in certain situations or on certain
screens. To answer yes, place a checkmark in the box to the left of the option. To answer No,
clear the checkmark.

e Disable message after selecting policy Line of Business: Allows the user to disable
the message that says, "You can enter further info in the Forms section by clicking Add
a Form..."

e Ask to create debit to company after entering premium: Allows the user to create a
credit in the Company Billing screen without a debit, indicating an amount due to the
company on a certain date.

e Jump To Premium Issued After Policy #: After you enter the Policy # on the policy
screen in QQEvolution 2 the cursor will automatically jump to the Issued Premium
Amount to enter the Issued Amount into the corresponding field. If you uncheck this
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box, QQEvolution 2 will leave the cursor in Policy # Field until you either hit “Tab” or
“Enter” on your keyboard.

MVR Cost Field: Enter the amount that the MVR costs the agency.

Set Binder #: Will automatically create a policy binder number for each client when a policy
has been entered for the client. You will need to set your own binder number format.

Producer Commissions: Use this list of items to set the priority of the commission filters on
producers. This information will be used to determine which producer commission entry
applies to a policy if two or more producer commission entries could apply to the same policy.
You will select the producer commission filter and use the blue up and down arrows to change
that filters priority in the list. The filter listed at the top will be the first priority and taken into
account first when determining which commission for the producer applies and then going
down from there it will take each of the next filters in account.

Dashboard Tab

Popup Boxes Defaults ICIient Mainkenance I Agency Infao | Real-Time Setup

Logged in as User: Security Level: Agency Filker: ;I

~Policies Expiring,/Intent to Cancel
Sort By |Date | |.-'1'-.s-:enu:|ing |

| Auto Report Defaults .
P Far the file name, you can uze keywords that get replaced

wher the name iz generated, example:
C:AQuickFLYF eportzhDaily_Clozeout-03-07-201 1. pdf

Directory: ... [[C\QuIckFLIR=ports|  File Mame:  [RR-MM-DD-FrvY [=

™ Limit reports to only run on the P they were created (it iz aleady limited by user]
Thiz will farze an Automatic Beport to run only an the PC it was last gaved, no
matter where pou login at.

- Inactivity - Log OFf

Log me off after |Never | of inactivity

— Office Assistant
[T Load 33 Evolution Assistant after log on

Policies Expiring/Intent to Cancel: Use this feature to determine how you want to sort the
Policies Expiring / Intent to Cancel.
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Auto Report Defaults: Select your Auto Report Defaults here.

Inactivity-Log Off: Select how long you want wait before a user is logged off automatically.
Note that the user may have to re-enter some information after they are logged off.

Office Assistant: Check this box if you want the QQEvolution 2 Assistant to load after you log
on to QQEvolution 2

Section C - Utilities — Client Maintenance Tab

This section is used to change the status of groups of clients from Active to Inactive Client (or
to delete groups of Inactive or Prospect Clients). Only clients that have NO active policies will
be marked as Inactive. If a client has multiple policies and at least one has not been cancelled
or expired, they will remain Active since at least one policy is still active.

Popup Boxes ] Defaults I Client Maintenance I.ﬁ.genc':.-' Info ] Real-Time Setup ]

Logged in as User: amyprog Security Level: Administrakar Agency Filker: a1 j

* Transfer Expired i~ Delete Expired " Delete Prospecks
Shaw lisk of clients who

This will transfer ACTIVE clients to the INACTIVE seckion if ALL the policies for a clienk will be transferred

have EXPIRATION dates or Cancellation Dates in the range entered below,

Enter Skarting Expiration Date: | Enter Ending Expiration Dake: |

Transfer Clients

You may have sef reminder dates that have already oo Reminder Dates j
Clear Dates occured, Clears the dates prior bo boday's date that
woll select from the combao box to the right,

) Repair a damaged database file, You must have a
Repair Codes valid code Far repair, Call Q0 Solukions for help,

00
Wﬂ Transfer Expired Clients Radio Button

Enter the Starting and Ending Expiration date for the group of clients you would like
transferred.

To preview/print the list before transferring, click the Show List of Clients Who will be
Transferred button. If you are satisfied with the list of clients, click the Close function button on
the display of clients. Now you can click the Transfer Clients button.

If you need to change this client's status back to Active from Inactive, you can do that from
their individual client screen. Click on Change Status to make their client record Active once
again.
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Delete Expired Clients Radio Button

Use this button to permanently remove Inactive Clients from QQEvolution 2, if all policies for
a client have expiration dates within the range that you enter.

Enter the Starting and Ending Expiration date for the group of clients you would like to delete.
Click the Delete Clients button.

You can also Show List here, as above.

Delete Prospects Radio

Use this button to permanently remove Prospects from QQEvolution 2, if all clients have an
entry date within the entered range.

Enter the Starting and Ending Entry date for the group of prospects you would like to delete.
Click the Delete Prospects button.

You can also Show List here, as above.

Important Note: Once a client (or group of clients) is deleted, they cannot be
retrieved.

Clear Dates: Clears dates prior to today’s date for Memo Reminders, Bill Due Dates and
Intent to Cancel Dates.

Repair Codes: Reserved for QQSolutions Product Support’s internal use.
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Section D - Utilities- Agency Info

The user section displays your current agency information.

Fopup Boxes ] Defaults ] Client Maintenance | fgency Info || Real-Time Setup ]

Logged in as User; amyprog Security Level: Administrator

Local Agency

Mame of Agency
Address

ity Skate/Zip Code
Agency Phone Mumber
Agency Fax Mumber
Agency Email Address
Agency Product Skring
Agency Produck Skate

Cuickquote, Inc

350 Fairway Drive

Deerfield Beach, FL 33441

{8007 940-6600

{5007 940-3299

webmaster@ggsolukions, com

CHEZES EMTERPRISE DiZiwM WEE EVO ROLODER
FL

User ID (From Agency.dat)  mickey

To modify agency information go to www.QQSolutions.com. Click on the My Account and then
enter your User ID and Password. Follow the on screen directions to change your information.
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Section G - Utilities — Transformation Station™
Setup

Transformation Station

Transformation Station is an IVANS managed Internet data exchange, providing a seamless
connection between the QQEvolution 2 Agency Management System and insurance company
data systems. Transformation Station allows you to process insurance company policy
transactions, and retrieve insurance company account information, directly from within your
QQEvolution 2 Agency Management System with the click of a mouse button, at exactly the
time you need it.

Using Transformation Station

Note: You must be signed up for QQEvolution 2 Downloads and have an
established IVANS Account in order to utilize Transformation Station. You are
also required to have all NAIC codes and Broker codes in place in QQEvolution 2
Utilities for all the insurance companies that you will be working with in
Transformation Station.

€

In order to be setup with IVANS, you will need to e-mail us a list of Carriers you wish to do
Real-Time Inquires for. We will then send that information to IVANS and let you know when
you are confirmed. At that time, you will be contacted by our Product Support Department to
guide you through the setup process for Transformation Station.

Initial Setup

The initial setup and configuration for the Transformation Station must be performed in the
Utilities Section of QQEvolution 2.

Upon entering the QQEvolution 2 program click on the Utilities Section from the Dashboard.
In order to submit a transaction to Transformation Station your IVANS account must be

configured. In the main window of the Utilities Section, click on the tab entitled "Real-Time
Setup".

QQEvolution Utilities 69



Fopup Boxes ] Defaults ] Client Maintenance | Agency Info | Real-Time Setup

Logged in as User: amyprog

Security Lewvel: Administrator

Progressive Initial Setup

Agency Filber: |Ab1

Click this button to initially setup IV ANS Transformation Station for your agency. Youw will be prompted for a Password and
Email Address, Only click this button once yvou have been setup with IANS . Inoorder to be setup with PPANS ) you will need
o email us a list of Carriers you wish to do Real-Time Inguires far, We will then send that information to WVANS and let you
knowy swhen you are confirmed. Then you can click the button.

=1

Thiz feature allows vou to add more Carriers for Real-Time Incuiry. You will first need to email us the Carrier(=]) you wizh to
add. W will then send that information to BANS, Once confirmed, click this button to enakle those Carriers for Real-Time

Some cartiers require & Username and Passyard (that is different from the one on the Intisl Setup Wizard), Click this button
to erter the Username and Password for each Carrier/Product. & Product is a type of inguiry such as Billing Inguiry or Palicy
Incjuiry . The Catrier will supply vou with the Uzername and Pazsword and may change it from time to time.

Progressive Real-Time Inquiry Initial Setup and Configuration

Click this button to initially setup Progressive real-time inguiry services for your agency. You will be prompted for a user
name and a passwaord.

Click on Initial Setup Wizard button. Remember; only click this button once you have been
setup with IVANS. This starts the initial setup for IVANS Transformation Station for your
agency. The first time you use this utility, you are required to set an Administrator password for
access to Real-Time Configuration for your company that you create. Once you have
completed the required information click OK.

= Administrator Passvword ﬂ

The first time you use this ublity pou are required to
zet an Admmiztrabor pazewond.

The password iz case sensitive and must be
4 or more chaiachers.

Hewe Pazzvaced: | -----

Canfirm Password: “

Select & Pazzword Reminder Duestion:
I‘-.i.-"hd iz ey mother's maden name? LI
Qi Erder vou Dwn Password Aeminder Queastion;

Anzwees; | I

Confirm Areweer: I

ok | Cancel |

Next the Initial Account Setup Wizard window will appear. Your e-mail address should be
entered on this screen. You must be connected to the Internet in order to configure your online
configuration at the Transformation Station server and complete this wizard.
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=% Initial Account Setup Wizard x|

o You st be connected to the Intenet to
complete this wizaid

If you e not connected to the Internet, click
Cancel.

Froxy Settings '

Emait [
[Optiond)

<-Back Newt>» Cancel |

After the wizard is completed, a secure connection will be made between QQEvolution 2 and
Transformation Station, where the agent is identified and any new Real-Time insurance
companies and their associated transactions are downloaded. The Real-Time Connect
window will appear indicating the progress of the download.

Real-Time Connect ¥2.15.33

Uploading data to Real-Time Server
chicago2

Dala size: 732 byles

|_a Secure Connection | Data Capture Enabled ﬁ
Elopzeedd Time: Send Timeout:
003 02:57

On completion of the initial set up and configurations process, the Users are going to be added
to the QQEvolution 2 automatically. All users that are available in the Utilities Section, Popup
Boxes tab (Users); will be added to the QQEvolution 2 with password XXXX.

Company Configuration

Once initial setup is completed, the Enter Company Codes window will appear and the list of
available companies in Transformation Station will be displayed.
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Enter Company Codes

IVANS Company Mame Code QuickFile Company Mame

Demo Insurance Company / System Inguiry AST

Find Code Remove Code Close

Every company listed in the IVANS column needs to be associated with the same company in
the QQEvolution 2 program. In order to achieve this association with QQEvolution 2
companies highlight a company from the list and click the Find Code button. Another popup
window will be displayed listing the companies in the QQEvolution 2 program. The NAIC code
is what associates the two lists of companies.

ras T
Companies
| Search
Company Mame Code
{ABCO Insurance ABC S
ADIC Prime ADI |
AIG - Illinois Mational ILL
AIG - Mew Hampshire MHI
American Ambassador AMB
American Vehide STA
Amstar Insurance AML
Aries ARI
Aries Physical Damage GTl
Aries PIP/PD SEY
Aries Preferred ARP
Atlanta Casualty ATL i
Ok Close

Select an associated company from the list and click the OK button. The selected QQEvolution
2 Company and the NAIC code will be displayed in the list of available Transformation Station
companies along with the IVANS Company Name.

IVAMS Company Mame Code QuickFile Company Mame

Osborne Insurance [ View |.-5.BC ABCO Insurance |
Dema Insurance Company [ System Inquiry AST

You have the ability to associate one Transformation Station company with multiple companies
in QQEvolution 2. Select one company from Transformation Station list and click the Find
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Code button. From the QQEvolution 2 companies list, select multiple companies, by holding
the Ctrl button down and clicking on each company in the list. When your selection process is
completed, click the “OK” button. The names and NAIC codes of all the QQEvolution 2
companies selected will be displayed next to the selected IVANS Company Name.

IVAMS Company Mame Code QuickFile Company Mame
_Oshurne Insurance [ View ABC ABCO Insurance
Dema Insurance Company f System Tnauiry ULy NHT ! AIG - Tllinois Mational; AIG - Mew Hampshire !

Likewise, you can perform the same operation in reverse. You can associate multiple
Transformation Station companies with a single QQEvolution 2 Company. Simply select a
number of companies from Transformation Station list by holding down the Ctrl button down
and clicking each company. When you have finished selecting, click the Find Code button and
select a particular company from the QQEvolution 2 Company list. All Transformation Station
companies will be associated with the chosen QQEvolution 2 Company.

IVAMS Company Mame Code QuickFile Company Mame

Osborne Insurance J View SEC Bristol West Basic

Demo Insurance Company [ System Inguiry SEC Bristol West Basic
Update Wizard

This feature allows you to add more Carriers to Real-Time Inquiry

First, you will need to e-mail to QQEvolution 2 the Carrier(s) you want to add. QQEvolution 2
will then forward that information to IVANS. Once confirmed, you will then have access to this
feature of the program.

Upon entering the QQEvolution 2 program click on the Utilities Section from the Dashboard. In
the main window of the Utilities Section, click on the tab entitled Real-Time Setup. Click on the
Update Wizard button to enable those Carriers for Real-Time Inquiries.

Popup Boxes ] Defaults ] Client Maintenance ] Agency Info | Real-Time Setup l

Logged in as User: amyprog Security Level: Administrator Agency Filker: |.0.W1 j

Click this button to initially setup IV ANS Transformation Station for your agency . Y ou will be promgpted for a Password and
Email Address. Only click thiz button once you have been setup with YANS . In order to be setup with IYANS, you will need
to email us & list of Carriers you wish to do Real-Time Inguires for. Ye will then send that information to YANS and let you
knowy wwhen you are confirmed. Then you can click the button,

Thiz feature allows you to add more Carriers for Real-Time Inguiry. You will first need to email us the Carrier(s) you wish to
Upciate Wizard acld. Wi will then send that information to IVANS., Once confirmed, click this button to enable those Carriers for Real-Time
Ingjuiries .

Some cartiers require a Username and Passyord (that is different from the one on the Intial Setup Wizard). Click this button
ta erter the Username and Password for each Carrier/Procuct. A Product is a type of inguiry such s Billing Inguiry or Palicy
Incjuiry . The Carrier will supply wou with the Uzername and Passwaord and may change it from time to time.

Progressive Real-Time Inquiry Initial Setup and Configuration

Click this button to initially setup Progressive real-time incuiry services for your agency. You will be prompted for & user

Progressive Initial Setup S [————
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After the Update Wizard is completed, a secure connection will be made between QQEvolution
2 and Transformation Station, where the agent is identified and any additional Real-Time
insurance companies and their associated transactions are downloaded. The Real-Time
Connect window will appear indicating the progress of the download.

Real-Time Connect ¥2.15.33

Uploading data to Real-Time Server
chicago2

Dala size: 732 byles

&y Secure Connection Diats Capture Enabled
Elen=ed Time: Send Timeout:
(LI E] 0257

Once the initial setup of the additional carriers is completed, the Enter Company Codes
window will appear and the list of additional available companies in Transformation Station will
be displayed.

Enter Company Codes

IVANS Company Mame Code QuickFile Company Name

Demo Insurance Company [ System Inguiry ASI

Find Code Remove Code Close

As with the initial Company Configuration, every company listed needs to be associated with
the same company in the QQEvolution 2 program. Simply follow the same steps in the
Company Configuration section to complete this process.

Carrier Transaction Security

Some carriers in the industry require additional transaction security. These carriers require a
unique Username and Password. (Note: This Username and Password is different from the
one used on the Initial Setup Wizard and is the Username and Password provided to you by
the each of carriers you work with).

Upon entering the QQEvolution 2 program click on the Utilities Section from the Dashboard. .
In the main window of the Utilities Section, click on the tab entitled "Real-Time Setup". To
setup additional transaction security click on the Carrier Transaction Security button. The
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window entitled Local Security Products will appear and all carriers with available products that
require additional transaction security setup will be displayed.

£ Local Security Products

ﬁ

Select a Product/Command to Edit Lozal Secunty Credientialz.

Product | Caommand
Demo Inzurance Company £ System |nouing Claim [nauir
Demo Inzurance Company ¢ Spetem [nguing Billing lrguing
Demo Insurance Company / System [nguiry Lozs Run
Demo Insurance Company # System [nguiry Palicy Inguiry

Edit

Select a product you wish to setup or change and click the Edit button. At this point the Login
window will appear. Enter the Username and Password provided by the carrier as outlined
above for the Carrier / Product and click OK. (Note: A Product is a type of Inquiry such as

Billing Inquiry or Policy Inquiry.)

Close the Local Security Products

Transaction Security setup.

&€ Login

Enter Uzer 1D and Passward for
Demo Insurance Company £ System [nguin
Policy Inguiry - Command

UserD: |QuickFiIe

Pagsword: | xxxxxxxx 1

oK | Cancel |

screen when you are finished. This completes the Carrier

QQEvolution Utilities
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Section H — Utilities — Progressive® Real-Time
Inquiry Initial Setup

Progressive Real-Time Inquiry is an Internet data exchange, providing a seamless connection
between the QQEvolution 2 Agency Management System and Progressive Insurance.
Progressive Real-Time Inquiry allows you to conduct policy inquiries, billing inquiries, claims

inquiries, FAO Home Requests and Make Payments directly from within your QQEvolution 2
Agency Management System.

Initial Setup

The initial setup and configuration for the Progressive Real-Time Inquiry performed in the
Utilities Section of QQEvolution 2.

Upon entering the QQEvolution 2 program click on the Utilities Section from the Dashboard.
o Note: You must be signed up for QQEvolution 2 Downloads and have the NAIC
and Broker codes for all Progressive companies entered in the QQEvolution 2
Utilities section in order to activate this feature.

In the main window of the Ultilities Section, click on the tab entitled "Real-Time Setup".

Popup Boxes ] Defaults ] Client Maintenance ] Agency Info | Real-Time Setup ]

Logged in as User: amyprog Security Lewel: Adminiskraktor Agency Filker: a1 j

Click this button to initially setup Y ANS Transformsation Station for your agency. Y ou will be promgted for a Password and
Email Address. Only click this button once you have been setup with FMANS . Inoorder to be setup with IYANS, vou will need
to email us 3 list of Carriers you wizh to do Real-Time Incguires for. YWe wil then send that information to YANS and let you
knowy when you are confirmed. Then you can click the button,

This feature allows you to add mare Carriers for Real-Time Inguity. You will first need to email us the Carrier(s) you wish to
Updste Wizard acld. Wiz will then send that information to IVANS. Once confirmed, click this button to enable those Carriers for Real-Time
Incuiries.

Some carriers require a Username and Passyword (that is different from the one on the Intial Setup wizard), Click this button
to erter the Username and Password for each CarrierProduct. A Product is a type of inguiry such s Billing Incuiry or Palicy
Incyuiry. The Carrier swill supply wou wyith the Username and Password and may change it from time to time.

Progressive Real-Time Inquiry Initial Setup and Configuration

Click thiz button to inttially setup Progressive realime incuiry services for your agency. You will be prompted for & user

Progreszsive Initial Setup e T e

Click on Progressive Initial Setup button. This starts the initial setup for Progressive Real-Time
Inquiry for your agency. The first time you use this utility, you are required to enter your
www.foragentsonly.com (FAQO) user ID and password. Once you have completed the required
information click OK. You are only required to do this setup once.
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-

Login

-,

The First kime wou are using this ukility wou are required

ko enker your v, Foragentsonly, com (FAC) user ID
and Passwiord,

Uzer ID: |

Password; |

(04 Cancel |

The setup for Progressive

p
QuickFile For Windows v3.5f

™~

L
\!/ Account was registered successfully.

Real-Time Inquiry is now complete.

QQEvolution Utilities
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Chapter 3 QQEvolution 2 Dashboard

About the Dashboard

The dashboard contains valuable information to help you run your office on a daily basis. This
information is outlined below.

Dashboard Overview

1. Search — Here you can type in the name of a client and click the Search button to be

taken to that client’s record.

. Memo Reminders — When you click on “View” you will see the memo reminders for

today or any old ones that have not be dismissed which you have set on clients.

. Help and Information — These links will take you to that area on our Web site. An

example is if you click on Newsletters, it will take you to the web page on our site which
has all of the newsletters listed.

. Recent Clients — Up to the last 10 clients you have accessed are listed here. You can

select a client from here and you will be taken to their client record.

. To Do List— Any “To Do” items you have set up in the QQEvolution 2 Assistant will be

displayed here. It will automatically default to active items but you can filter them by
Active, Pending, Next 7 Days, or Overdue.

. Policies Expiring/Intent to Cancel — Any client with an expiration date or “intent to

cancel” date set on a policy within the range of days you choose will be displayed here.

. Clients X-Dates — Clients and contacts that have X-Dates set on them within the range

of days you choose will be displayed also with any comments you entered on the X-
Date. When an “Other Contacts” X-Date is shown, the comment listed will be the client
they are associated with.

a. Note: Policies Expiring/Intent to Cancel and Clients X-Dates can be displayed by
Agency. However, to view a different agency’s information you must have
permission to that agency.

. Messages — Messages from QQSolutions to agencies are displayed here. These could

be messages to all agencies such as letting you know an update is available or a
message for an individual agency pertaining to their account. Some of the messages
can only be accessed by administrators.
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a. You can view any message you have received from here without opening the
QQEvolution 2 Assistant. It displays the most recent messages but to view them
all click “View All.” You have the ability to read, reply, delete, and create
messages. You have the option to include read messages if you wish and also to
mark messages which have be already read as unread. If the message you are
viewing happens to be an ongoing message you can view the history of the

message.

9. The left side toolbar displays buttons to take you to the different areas of the program.
On the bottom left, your agency name is shown. The Batch Scanning button when
selected does allow you to mass scan directly from here instead of doing it from the

“Search” screen.

10. Listed on the top right is the username who is logged into the program. When you are
done in the program and wish to close it select the Log Off button. This will take you to
the login screen where you can then close the program or log back in if needed.

EVOLUTI:.:N..

|2 Refresh Dashboard

aj Clients

p

To Do List

In Progress  Here is anather task
Prospects

</\ hail Room

b Reports
@ Rolodesx

Falicies Expiring/intent to Cancel

~awZpalicy, ~aw2only Dwelling Fire [Pending)

~aw3palicy, ~aw3only Auta [Pending]
Aaaaaa, Hhhhhhbhhbhh  Auto (Pending)
T Quickword Aasdhd, Dasdafdg Auto [Pending]
b Aazdfd, Dazdafdg Auto [1111]
Aku, &ku Auto [(1G00002)
j‘ Forms Ayala, Cesar Auto [2222]
. Ayala, Cesar Ao [2222]
% Videos Clients ¥-Date

‘ Cartier Download
= Utilities
< Batch Scanning

\,@ 00 Evalution Assistant

+ B/30/2011  02:59AM  bincy ladmind
* B/30/2011  08:27AM bincy_pu

* B/25/2011  09:50AM  bincy_ladminl
* B/25/2011  09:50AM  bincy_ladminl
* B/24/2011 0426 PM  bincy dev

* 524/2011 04:23PM bincy_dev

_=‘;q Q0 Evolution Update

JQQ WebRater

@@ Dev FL EVOS

350 Fairwway Dr. Ste 501
Deerfield Beach, FL 33441
(5007 940-6600

Comments

Agency Fileer: all

InProgress  Mema Reminder for 0, Delete Me: Here is my new mema

Bl

Past | 3 | days and Mext| 7 |days

Expires on 9/10/2011
Expires on 9/10/2011
Ewpires on 9/8/2011

Ewpires on 9/10/2011
Expires on 941072011
Expired on 3/5/2011

Expires on 9/10/2011
Expires on 941072011

Past | 3 | days and Mext| 7 |days

Messages

Appointment created by bincy_|admind
Appointment created by bincy_pu
Appointment updated by bincy_ladmini
Appointment created by bincy_ladmind
Appointment updated by bincy_dew
Appointment created by bincy_dey

-

=

Search
O Usze QuickSearch

Mermo Reminders

‘fou have 651 reminders!

Q0 Download - Renewal Quote -
Bill Created: $100.00

This is a memo with a reminder
Q0 Download - Renewal Quote -
Q0 Download - Renewal Quote -
Q0 Download - Renewal Guote -

Wiew All

Help and Information

Instant Support
Training Webinars
MNewsletters
Self Service Portal
YWhat's Mew
{12 in]
Fecent Clients
Catalda, Cory
0, Perico
Brown, James
Stryker, Ted
Babcock, Allen
Agboan Gokfaoc
Pat, Nigha A Jr
Test
Zirnmermann, Erich
Price, Randy

Clients Button
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Chapter 4 - Clients

The Clients section is used to view and edit information regarding Clients and their policies
(which includes pending and active policies), memos, bills, images, letters and forms. Click the
Clients from the QQEvolution 2 Dashboard to retrieve active clients. When you first enter the
Client section, you will always be in the Search Screen, which displays the Active Client
directory. The search screen displays the entire list of active clients, a summary of highlighted
client’s policies and the number of active clients.

EVOLUTI:.:N..

|2 Refresh Dashboard

Search
O Use QuickSearch

To Do List | Agency Filker: Al |

ctivel Mero Reminders
In Progress  Memo Reminder for 0, Delete Me: Here is my new memo

a7 z2/2011 =
y InProgress  Here iz another task 07124201 ¥ou have 681 reminders!
Prospects
Q0 Download - Renewal Quote -
(/\ Mail Room Bill Created: $100.00

This is a mermo with a rerminder

Q0 Download - Renewal Guote -

Pl 3 ey Sl M| 7 | deye Q0 Download - Renewal Cluote -
Expires on 9/10/2011

Expires on 3/10/2011 ﬂ Q0 Download - Renewal Quote -
Ewxpires on 9/8/2011 i All
Expires on 3/10/2011 o)

b Reports
ﬂ Rolodex
T Quickword

Palicies Expiring/ntent to Cancel
~aw2policy, ~aw2only
~aw3policy, ~aw3only
Aaaaaa, Hhhhhhhhhhh
Aasdfd, Dasdafdg

Duwelling Fire [Pending)
Auto [Pending)
Auto [Pending)
Auto [Pending)

Aasdfd, Dasdafdg Auta [1117] Expires on 9/10/2011 &
Aku, Aku Auto [0002] Expired on 3/5/2011 el g lugigaon
L -j_- Farms Ayala, Cesar Auto [2222) Expires on 910/2011 Instant Support
. Ayala, Cesar Auto [2222] Expires on 9/10/2011 LI Training Webi
_ﬁ). Videos Clients #-Date Comments Past | 3 |days and Mext| 7 |days raining ¥vehinars

MNewsletters
Self Service Portal
YWhat's Mew

‘ Carrier Dowwnload
B Utiities £ in]
Fecent Clients
Cataldo, Cory

0, Perico
Brown, James

<< Batch Scanning

\,@ Q0 Evolution Assistant

Messages

E“F‘q 00 Evalution Update

JQQ WebRater

@G Dew FL EVO3

350 Fairweay Dr. Ste 501
Deerfield Beach, FL 33441
(300} 940-6600

+ 843072011
+ 5/30/2011
+ 9/25/2011
* 9/25/2011
* 8/24/2011
* 8/24/2011

08:59 AM
05:27 AM
09:50 AM
09:50 A
04:26 P
04:23 P

bincy_ladmind
bincy_pu
bincy_ladmind
bincy_ladmind
bincy_desy
bincy_dey

Appaintment created by bincy ladmind
Appointment created by bincy_pu
Appointment updated by bincy_ladmind
Appointment created by bincy_ladmind
Appointrent updated by bincy_dev
Appaintment created by bincy_dey

Using the Clients Section

“igw Al

Stryker, Ted
Babcock, Allen
Agboan Gokfaoc
Pat, Nisha A Jr
Test

Firnmermann, Erich
Price, Randy

The QQEvolution 2 Icon Ribbon appears on every screen within the Clients section (as well as
the Prospects section). Each icon allows access to all of the QQEvolution 2 client features and

functions:
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Search | Clients  Policies  Claims  Memos  Activities ClientBilling Company Billing Images  Letters  Forms (7]

= Labels || S Merw Cliert V-j 3 Intent to Cancel /.‘/:.}/ Receive a Payment :5 Forward Monies %~y From Scanner

@ = - i = : » 2 .

e P E Letters _db Meww Memo lzzued 2 CancelReinstate ;";ﬁ Creste Finance Schedule | 5 Creste a Bill Aftach . Batch Scanning
Diashboard Prirt Al Mewe Palicies Paymert/Bill Images Irucuiy

Click the Question Mark on the upper right side of your screen for help with any of these
topics.

Make A Suggestion: The login box for the QQSolutions Self Service Web Portal—a
convenient, online 24/7 “one-stop shop” for information, inquiries and idea sharing will appear.
The login information for the portal is the User ID and Password you setup when registering
QQEvolution 2 on our Web site. We strongly encourage you to take a few minutes to register
and submit your enhancement requests. WE WANT YOUR BRIGHT IDEAS!

What’s New: Displays a list of all of the latest changes to the software. This list is updated
every time you update from the web, and will open up immediately after you update and enter
QQEvolution 2.

View Manual: Displays the QQEvolution 2 help manual in PDF format.

QuickHelp: Displays a quick reference of various function keys.

Finding an Existing Client

When you first enter the Clients Section, you will be presented with the Search Screen. This
screen will be blank. You must click the Browse button or search for a client in order for the
screen to populate.

You may use the Radio Buttons at the top of the screen to view:

Active Clients
Inactive Clients
Prospects

All Clients
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Client: Air Plus

Client Skatus: & Ackive Clienks " Inactive Clients " Prospecks 4l Clienks Agency Filker: AWz R
Search By Search Mode  Type in the Insured Mame
Insured j Starts with j Search Erowse Linked Accounts
Browsing Clients Record [ 1 ] Displaying 1-20 of 97 Clients Matching Search Criteria
Insured C | Phone Mumber Street Address Client # Agency
Alessi, Charles (1113 111-1111 | 123 N QQ Street chiplSE60D | AW2
ALFRED, willie (954) 345-3453 34 5df ARATI0ZEEE AwWE
Allen, Beth 054 chipl096300 | AW2
andre, Cindy (305) 2226565 | 2514 Main Ave chipl0SEEQD | AW2
Apple, Bob 954 chiplO76E00 | AW2
Arden, Devan 00 chip90e4QD | AWZ
A2, MICKEY (954) - chip73140D | AW2
AWz, MICKEY (9541 - chip731500 | AW2
AWz, MICKEY (954) - chip731600 | AW2
Ayala, Juan (954) 999-9999 101 Street 12377586zzz22| AW2
Bailey, Jack 258 MW 37th Ave chip9967QD | AWZ
Barber, Judy Q54 chipl092a00 | AWZ
EBates, Leslie S00 chipl058700 | AWE
Bell, James 954 chip7sesQD | AWZ
Berry Harvest C 65 I 90th St chip9969QD | AWZ
Burket, Gabe chipl039300 | AWE
Charrie, Brenda (901) 465-5789 | 123 Dallas Dr chipl0S8200  AWZ
Collins, Jat 954 chipl09z200  AWZ
Conskruction LLC C 9930 Cord St NE chip3381QD  AWZ ﬂ
Palicies Far Air Plus
Effective | Binder Date | Line of Business Coverage M4 | Broker Company EBinder Mum Policy Mum Description Status Premium

O4/07/2010 | 04/07/2010 | Auko CompfColl Deerbrook Insurance QD7 7chip 4645646464 A

To find a client, begin typing the client’'s name (last name, first name) or company name in the
input box titled Type in Insured Name.

If you have more than one person with the same last name, you should put a comma after the
last name then enter a space and then type in the first name, for example, Smith, John or
Smith, Jeff. Remember also that if you are searching by insured that a commercial account
name is the insured so if you search by the last name you will only show those personal lines
clients that match the criteria for that search. Then, hit the Enter key on your keyboard, or click
the Search button. To bring up your full list of clients again, use the Browse button.
- Important Note: Users with multiple offices can sort clients by their office
locations by using the Agency Filter. You must have permission to an office in
order to the view the clients.

You can also use the Search Mode. This will allow you to search for clients based on “Starts
with,” “Contains,” and “Ends With” regarding what you have typed in to search for.

Select the client by double-clicking the client's name or clicking the Clients icon. You can click
on any of the icons in the icon bar.

Below the client names are the highlighted client’s policies. You may view the policy by double-
clicking it or by clicking the Policies Screen.
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By selecting a Search by option, you can search for clients/policies by the following criteria (the
default method is Insured):

Ins Co

Additional Drivers

e Address e Last and First name

e Binder Date e Phone Numbers

¢ Binder Number e Policy Number

o City e Receipt Number

e Client Number e Social Security Number
e Driver License Number e Source

e E-mail Address e Spouse First or Last Name
e Finance Contract Number e SS#in HO app

e First Name e Zip Code

e Garage/Property Address e MGA/Broker

e Insured e Other Contacts

Working in an Existing Clients File

Search Screen Ribbon

There are multiple functions that you can perform directly from the Search Screen without the
need to actually retrieve the client’s file. In order to use these functions, you must first locate
the client in the directory. Click the client's name once to highlight it. Any of the following
actions will apply to the selected client only.

Search | Clients  Policies  Claims  Memos  Activities  ClientBilling Company Billing  Images  Letters Farms

Tt P -
@ = Labels || o My Client ILA Intert to Cancel /-‘:.:/ Receive a Payment .:h’ Forward honies * < " From Scanner
1 | 2, v \
1 — - P L -
J E Letters _‘b Mewy Memo lzzued W CancelReinstate "'?/[‘!_Create Finance Schedule " Creste 5 Bil Attach w Batch Scanning
Dashboard Print Acdd Mesne Policies Payment/Bill Images Ircjuiry

ﬁ Print Function Button

Prints letters created in QuickWord to the selected client. Letters can be sent for any reason
(e.g., renewal, cancellation, request for information, etc.) assuming that you have an existing
letter created for that reason.

Print a Letter

1. Click Letters in Print area on Ribbon.
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Agency Filker: AWz j

Letter Mame AgQency

Address Letker Test,RTF
Agency Bill Receipt - AWZ.RTF | AWZ

AuditLetter RTF All
Auto Quake Test of Symbals. RTF All
BillLetter R TF All
Birthday.RTF A
CrossMarketing R TF All
Dawn Payment - awW2, RTF A2
Dawn Pavment Receipk RTF A2
Downpayment receipt, RTF A
Enteskl . RTF A2
GaragefddressTest R TF All
IO Test RTF All
joseteskl RTF A
MGA test letter RTF All w

[ Prirt the letter selected above to a company.
Select a company from the rolodex after pressing OF,

(4 | Cancel |

. Select a letter from the list. You can create or customize these letters in QuickWord.

. You may check the Print the Letter selected above to a Company box if you wish to

print the letter to a company in the QQRolodex instead of the client.

If the client has multiple policies, you will be prompted to select the policy the letter
applies to.

. To fill in any additional information before sending the letter (if necessary), you must

first set up a letter in QuickWord using the {Type Info Here} or {Preview} field.

. QQEvolution 2 will then display the letter in Preview mode. Click the Print this Letter

button to print a copy of the letter. A memo box will open where you can enter a
memo and a reminder date and/or CSR. Click OK. Select the printer you wish to use
and the number of copies to print. Or, instead of selecting a printer, you may select
E-mail via Outlook to e-mail this letter to your client.

. The agency name, address, phone number or logo will automatically be included in

the letter, along with the client name, address and the date.

. An automatic memo noting that the letter has been sent is created in the client’s

memo screen. Click the Memo icon to view and/or add more details to the memo.

. Click the Close button to continue.
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10.The letter will be saved in the client’s Letters screen with the date and time noted.
If you click the Close button without printing the letter, QQEvolution 2 will prompt you to print it
later, placing it in a print queue. You can print these unprinted letters from the Mailroom
section on the Dashboard by clicking the Print Unprinted Letters button. If you do not answer
Yes to print it later, the letter will be lost.
Print a Label

QQEvolution 2 can print mailing labels in multiple formats that you specify.

QQEvolution 2 was designed to work with Avery 5160/8160 standard sheet-fed labels
(purchased separately).

1. Click Labels in Print area on Ribbon.

2. Select the appropriate policy from the Select Policy window if client has multiple
policies, and click OK.

Select Policy

Binder Mum Coverage MGA / Braker Coarmpary Binder [1ate Palicy Mum Falicy Status

QD1 chip | Dwelling Fire Insurance sa Pending ﬂ

QD1z2a83chip  Dwelling Fire Insurance Usa 092410 | 107 Pending

QDas28chip Dwelling Fire Insurance Usa 092409 | 107 Pending

Q0a329chip | Dweling Fire Insurance Usa 09/24/09  Pending Aickive

QDE330chip | Crime 09/24/09  Pending Pending

QDE331chip | Crime Affirmative Harbor 09/24/09  Pending Active

QDEF70chip 03/01/07  Pending Expired

QDz197chip | Liability 217 - Granite State Ins, Cc O1/04/07 | Pending Expired

QDz193chip | Liability 217 - Granite State Ins, Cc OLj04/07 | Pending Expired

QDzz01chip | Liability 217 - Granite State Ins, Cc OLj04/07 | Pending Expired j
(04 | Cancel |

3. Select label style from Label Style screen.

Select Label Style

* Last Name, First Example

& :Put Label in queue For later

_ Smith, Jon
" Print Labels Mow {" First Hame, Last 100 ME 23 Street
" Insured Suite 200

s Miami, FL 33123
D ate type to be printed: Mo Date j I,

Instead of address, print: O Insurance Company [ Phone # [ Palicy Description
[ Palicy Murnber [ File #

k. | Cancel |
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4. Decide if you want to print the labels now or later.
5. Select the naming format you desire.
6. Select a Date type.

7. If you decide to print the labels now, use the layout of your sheet of labels as a guide
and select the number of columns and rows to begin printing.

» You will be prompted to enter the row and column specifying where on your
sheet of labels you wish to print. This methodology allows you to conserve labels
by printing to a specific label location or to a single label.

» For example, if you have a sheet of labels with three rows and three columns and

you want to print to the third label on the second row then you would enter a 2 for
the row and a 3 for the column.

» If you decide to put the labels In Queue for later, you can print the labels at any
time by entering the Mail Room section from the QQEvolution 2 Dashboard.
Once in the Mail Room, click the Print UNPRINTED Labels button.

» If you have decided to Print Labels Now, you have the option to use your Dymo
label writer if you have one. Check the box labeled Use Dymo Printer.

8. Click the OK button to continue.

ﬁ Add New Function Button

Add a Client

Selecting this will take you to the Client screen where you can enter a new client and their
information.

Add a Memo

An automatic memo is created when certain events occur (e.g., creating a bill, printing a letter,
renewing a policy, etc.) and will be stored under the Activities Screen section of the program.
These are system-generated memos. You can also manually create a memo to note any file
activity. These memos will be stored under the Memo icon section of the program.

1. Click New Memo on the Add New area on the Ribbon.
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-

.

Enter Memo E]
CSR Btest! = | Policy |
Mema Type  Memo = | Reminder Date |
Today's Date 07609 current Time 0749 A
Text [ Add to To-Dio List
Commonly Typed Memos... | Ok | Cancel |

2. Today’s date is automatically entered. You can type in a memo, a Reminder Date if
desired and the name of the CSR that entered the memo. You may also select the
policy that the memo applies to from the dropdown list.

3. Click OK when finished to post the memo to the client’'s Memo screen.

4. Placing a check next to Add to To-Do List will add the memo to your To-Do List.

Enter commonly typed memos where indicated. Once entered, you can select from this list for

fast memo entry.

To view manually created memo(s) retrieve the client from the Search Screen and click the
Memo icon. To review a system generated memo(s) retrieve the client from the Search Screen

and click the Activities Screen.

If you post a Reminder Date in a memo, and today is the day you entered the memo, then the
next time you view the QQEvolution 2 Dashboard, the Memo Reminders section will state you
have Reminders. You can print a list of your reminders by opening the Memo Reminder and

selecting Print.

Clients
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Policies Function Button

Issued
When you receive the policy, click the Policy Issued button. This will take you to the Policy
Screen where you will issue the policy. For more information on issuing a policy, please visit
the Policy Screen section.
Intent to Cancel
When an agent receives the intent to cancel notice, the agent can flag a policy for cancellation
at a later time. The policy will not cancel automatically. After flagging a client for cancellation,
their policy screen will have a new field, Cancel On, and the date the policy is scheduled to be
cancelled will be highlighted red.

1. Click Intent to Cancel in the Policies area on the Ribbon.

2. Select the policy that you intend to cancel (if the client has more than one policy).

Select Policy

Binder Mum Coverage FGA / Broker Compary Binder Date Palicy Mum Policy Status

001 chip | Cwelling Fire Insurance Usa Pending ﬂ

QD12833chip  Dweling Fire Insurance Usa 09/z4/10 107 Pending

QDa323chip Dweling Fire Insurance Usa 09/z4/09 107 Pending

QD0a329chip Dweling Fire Insurance Usa 09/24/09  Pending Active

QDa330chip | Crime 09/24/09 Pending Pending

QDa331chip Crime Affirmative Harbor 09/24/09 Pending Active

QD27 70chip 03/01/07 Pending Expired

QD2197chip | Liahiliky 217 - Granite State Ins. Cc 01/04/07 | Pending Expired

QD2193chip | Liahiliky 217 - Granite State Ins. Cc 01/04/07 | Pending Expired

QD2Z01chip | Liahility 217 - Granite State Ins, Cc 01/04/07 | Pending Expired ﬂ
ok, | Cancel |

Intent To Cancel

Date 05/01/10
Memo Intent To Cancel on 0501710

Reminder 0423710
SR (Chris |
[nkent To Cancel Letter Don't prink a letker j

Lets the system know the date the policy WILL BE cancelled, A report can be
run based on this date, The policy WILL MOT cancel aukomatically,

K | I changed my mind
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6.

7.

Enter the date the policy WILL BE cancelled.

Enter a memo describing the reason why the policy will be cancelled, a reminder date
and the CSR who entered the cancellation.

Select the Intent to Cancel Letter to send to the client (if desired).
You may click the “I changed my mind” button if necessary.

Click OK and the selected letter will be automatically printed.

You can run a custom report based on the Intent to Cancel date.

To remove the Intent to Cancel, enter the client’s Policy screen, highlight the date in the red
field and hit the Delete or Backspace key on your keyboard.
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Cancel/Reinstate

Cancels or reinstates a policy. If a policy is active, you will be prompted for the cancellation
date. Select Pro Rate or Short Rate (based on the rules set by the insurance company) or Flat
Cancel. Pro Rate and Short Rate will calculate unearned premium commission. You can run
reports that will contain cancelled client policies. If the policy is cancelled, you will be prompted
to reinstate the policy.

1. Click on Cancel/Reinstate in the Policies area of the Ribbon.

2. Select Policy for which you are canceling or reinstating (if the client has more than one

policy).
Select Policy
Binder Mum Coverage MGA / Braker Coarmpary Binder [1ate Palicy Mum Falicy Status

alu)) chip
QD1zaa3chip
QDas2achip
QDE329chip
QDETANChip
QDA chip
QD27 70chip
OD2197chip
QD2158chip
Q02201 chip

Ciwelling Fire
Cuwwelling Fire
Cuwelling Fire
Dwwelling Fire
Crime
Crime

Liability
Liability
Liability

Insurance sa

Insurance Usa 0924110
Insurance Usa 0924109
Insurance Usa 09/24/09
09/24/09
Affirmative Harbor 09/24/09
03/01 /07

217 - Granite State Ins, Cc 01/04/07
217 - Granite State Ins, Cc O1j04/07
217 - Granite State Ins, Cc O1j04/07

107

107

Pending
Pending
Pending
Pending
Pending
Pending
Pending

Pending
Pending
Pending
Aickive

Pending
Active

Expired
Expired
Expired
Expired

Ol

4|

=

| Cancel |

=

Cancel Policy

-

=

Cancel Date

Reminder
SR Btesti |

Cancellation Letker Daon't print a letker

g ProfShort/Flak Pro Rate

Mermo  Palicy Cancelled

[ Prink &cord Cancellation Request
O auto-Forward Unearned Commission via EFT

=~

i

Cancel Policy | Don't Cancel Policy |

If all but one of the client’s policies have expired and if that one policy becomes cancelled, the
client’s status becomes Inactive and is transferred to the Inactive section automatically.

90

Clients



Payment/Bill Function Button

Click in the Payment/Bill section to Receive a Payment, Create a Bill, Forward Monies, or
Create a Finance Schedule. All transactions will be posted to the client's Memo and Billing
screens and a receipt will be printed.

Receive a Payment

1. Click on Receive a Payment in the Payment/Bill area on the Ribbon.

2. Select the appropriate policy from the Select Policy window if client has multiple
policies, and click OK.

Select Policy

QD1 Z8aGchip
0Da328chip
0Da329chip
0DaE330chip
QD331 chip
QD27 70chip
Q02197 chip
QD2 198chip
QDzz01chip

Coverage Gy # Broker

Civelling Fire
[uwelling Fire
Dvwelling Fire
Dvwelling Fire
Crime

Crime

Liability
Liability
Liability

Compary Binder [1ate Pualicy Mum Falicy Statuz
Insurance Lsa Pending ﬂ
Insurance Usa 09/z4/10 107 Pending
Insurance Usa 03/24/0% 107 Pending
Insurance Usa 09/24/09 | Pending Artive

09/24/09 | Pending Pending
Affirmative Harbor 09/24/09 | Pending Ackive
03/01/07 | Pending Expired
217 - Granite State Ins, Cc 01/04/07 Pending Expired
217 - Granite State Ins, Cc 01/04/07 Pending Expired
217 - Granite State Ins, Cc 01/04/07 Pending Expired ﬂ
oK | Cancel |

Clients
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& Enter Payment Info g|
Billing Type

& Client Bl ¢ Compary Bil
Tranzachon Date 04,0810

Pavrnent Info

Amount $100.00 Agency Fee $5.00
Description baonthly Payment j Fonward Date

Payment Type Check To Agency j Check # 56524 [ EFT To Comparry

If payment iz zplit [i.e. Cazh/Check], izt second payment info
Armount Agency Fee

Payment Type Cash | Check #

[w Create a Debit and Credit for the amount above in the biling screen Receipt Mone j

Add the fallowing ta the memao section. .

temo Payment Received: $100.00 - Agency
Fee:$5.00 Reminder Date CSR Dadil |

Real-Time Inguirsy:
(004 o |
Make Paymernt Anee

In the Payment Info screen, enter the payment amount, the agency fee (if any) and a
description. Descriptions can be created in the Utilities section under the Popup
Boxes tab.

. Enter a forward date (if applicable), select a payment type and enter the check # if paid
by check.

If the payment is split (e.g., part cash, part check), then enter the second payment type
information.

Enter the date that the payment was received.

Enter a memo if desired, a reminder date and select the CSR who is entering the
payment information.

Make sure to check the box in the middle of the Payment Screen that says “Create a
Debit and Credit for the amount above in the billing screen”

. Click OK and a receipt will be printed automatically. If you have chosen to print a
receipt, your default receipt will show up here (you can opt not to print a receipt).

10. Automatic memos noting that the receipt letter has been printed and that a payment has

been received are created in the client's Memo screen. Click the Memo icon to view
and/or add more details to the memo.
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11.An entry is also automatically created in the client’s billing screen. Click the Billing icon
to view this information.

When receiving payments, you can attach the payment to an existing entry. For example, a
client has a debit entry (amount) for an additional premium. The client is now paying that
additional premium, which would be a credit. Attaching this payment amount to the original
debit for the additional premium will create a single entry in the billing screen to reflect this
transaction instead of two. If you choose not to attach to an existing entry, you will have an
option to create a debit AND credit entry in the amount of the payment. If this option is not
checked, only a credit will be created on the billing screen.

Create a Bill
1. In the Payment/Bill area, select Create a Bill.

2. Select Policy for which you are creating the bill (if the client has more than one policy).

Select Policy

Binder Mum Coverage rGA / Broker Comparny Binder Date Falicy Mum Folicy Status

Q01 chip  Dwelling Fire Insurance Usa Pending j

QD1zasschip | Dwelling Fire Insurance Usa 0afz4f10 107 Pending

QD&3zachip | Dwelling Fire Insurance Usa 0afz4foa 107 Pending

QD&329chip | Dwelling Fire Insurance Usa 09/24/02 | Pending Active

QDe330chip | Crime 09/24/09 | Pending Pending

QD3331chip | Crime Affirmative Harbor 09/24/09 Pending Active

QD27 70chip 03/01/07 Pending Expired

QD219%7chip | Liability 217 - Granite State Ins, Cc 01/04007 Pending Expired

QD2193chip | Liability 217 - Granite State Ins, Cc 01/04007 Pending Expired

QD2z201chip | Liability 217 - Granite State Ins, Cc 01/04/07 Pending Expired ﬂ
ok, | Cancel |

Clients 93




E Enter Bill Info E3
Billing Type

& Client Bl ¢ Compary Bil
Tranzachon Date 04,0810

Eill Info

Amourt $50.00 Bill Receipt MNone j

Description b anthly Papment -
J [ Pririt the: letter selected above to a

Due Date 05/01/10 compary. Select a company from
the rolodex after prezsing OF.

Add the following to the memo zectian...

kemo Bill Created: $50.00
R eminder D ate CSRE haoh j

Real-Time Inguirsy:
(004 o |
Make Paymernt Anee

3. Enter the bill amount, description and due date.

4. Select the desired Bill Receipt to print.

5. If desired, you may print the letter to a company in the QQRolodex by clicking the Print
the letter selected above to a company checkbox.

6. To create a Debit and Credit for the bill amount check the Create a Debit and Credit...
checkbox.

7. You may enter a memo, reminder date and CSR if desired.

8. Click OK when finished. The bill will be entered on the client’s billing screen, and the
selected receipt will be printed.

Forward Monies

This will forward monies to the insurance companies that were received, such as an early
renewal payment within the program.

1. Inthe Payment/Bill area select Forward Monies.

2. Select Policy for which you are forwarding monies (if the client has more than one
policy).
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Select Policy

Binder Hum Coverage MG/ Broker Compaty Binder D ate Palicy Hum Palicy Status

D hip | Dweelling Fire Insurance Lsa Pending ﬁ
QD1zagschip  Dwelling Fire Insurance Usa 09)z4/10 | 107 Pending

QDE328chip Dwelling Fire Insurance Usa n9jz4/09 107 Pending

QDa329chip Dwelling Fire Insurance Usa 09)24/02  |Pending Ackive

QDE330chip | Crime 09j24/09  |Pending Pending

QDE331chip | Crime Affirmative Harbor 09)24/02  |Pending Ackive

QD27 70chip 03f01/07  |Pending Expired

QDz197chip | Lishility 217 - Granite State Ins, Cc 01/04/07  Pending Expired

QD2198chip | Lishility 217 - Granite State Ins, Cc 01/04/07  Pending Expired

QDzz01chip | Lishility 217 - Granite State Ins, Cc 01/04/07  Pending Expired j
O Include Endorsements ()4 | Cancel |

Tranzaction Date 040390

Double-click entiy below to forward monies.

Date Description Debit Credit
091709 Cancellation Fees $0.00 $100.00
0140407 Lot Payrnent $156.00 $276.00

Real-Time Inguiry:
[0]04 L |
Make Payment Anee
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B Enter Payment Info

Fayment Info

Armount $100.00

Arnount
Paprnent Tupe Cash

Dezcription Returned Premiunm
Payment Tvpe Check To Compary

|

Add the following to the memo zection...
Memo Monies forwarded: $100.00

Qe Real-Time Inguiry:
Make Payment

~|
~|

If payment iz zplit [i.e. Cazh/Check), list second payment info

Tranzaction Date 040390

Agency Fee

Farward Date

Check # EI8547 [ EFT To Company

Agency Fee
Check #

Reminder Date C5R Dadil

|

Cancel

%]

Create a Finance Schedule

This option will allow you to set up a finance schedule for the client’s monthly payments.

1. Inthe Payment/Bill area select Create Finance Schedule.

2. Select Policy for which you are creating a finance schedule (if the client has more than

one policy).

Select Policy

Binder Mum Coverage
[a]n) chip | Drwelling Fire
QD12833chip  Dweling Fire
QDa32achip Dwelling Fire
QDa329chip Dwelling Fire
QDa330chip | Crime
QDE331chip | Crime

Q027 70chip

QDz197chip Liability
Q02195chip | Lisbiliey
QDzz01chip Liability

[ Include Endarsements

kGA / Broker

Compary Binder Date

Insurance Usa

Insurance Usa 09j24/10
Insurance Usa 09/24/09
Insurance Usa 09i24/09
0912409
Affirmative Harbor 09i24/09
03101407

217 - Granite State Ins, Cc 01j04/07
217 - Granite State Ins, Cc 01j04/07
217 - Granite State Ins, Cc 01j04/07

Palicy Mum

107

1ars

1a7

Pending
Pending
Pending
Pending
Pending
Pending
Pending

Palicy Status

Pending
Pending
Pending
Ackive

Pending
Ackive

Expired
Expired
Expired
Expired

Ok

4|

=i

| Cancel |
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&l Enter Financing Info

Billing Type

& Client Bill ¢ Compary Bil
Tranzaction Date 04,030

Monthly Amount 37325
Mum Payments 10
1st Due Date 05/01/10

CSR bob R

[ Create Financing Schedule in the Biling Screen

Real-Time Inguiry:
(8].4 C |
Make Payment Anee

3. When creating a schedule, you will enter the payment amount, number of payments and
first due date.

4. Check off the box that says Create Financing Schedule in Billing Screen. A debit
amount will be created for the total amount of all the payments. When a client makes a
monthly payment, you will be able to select which month it applies to from the finance
schedule. This monthly amount will be deducted from the total payment amount and the
number of remaining payments will be adjusted accordingly.

5. If you do not wish to create an actual finance schedule but keep track of the client’s
financing do not check Create Financing Schedule. The schedule’s information will be
placed on the Policy screen but will not create the schedule in the billing area.
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E Images Function Button

QQEvolution 2 provides two methods of scanning Images: directly From Scanner and Batch
Scanning. You can also Attach images already stored on your computer.

From Scanner

Scan images directly to your client’s record from a scanner. Enter a description of the image
and then select the appropriate policy and the number of pages to scan. You should always
select Force Black & White as well as selecting it in your scanner’s interface. If you are using a
flatbed scanner, you can check to be prompt for pages if doing multiple pages.

Image Info

Description dec of auto Select Description. .. |
Policy  Insurance Usa j Shaw
CSR haob j scannet's user

interface when

[ Prompt for pages 2, 3, etc, when scanning (Mo Sheetfeeder)
[0 separate Pages
Force Black & white Scan | Cancel

Batch Scanning

Batch scanning is a quicker way to scan your documents than scanning into each client
directly. It involves two steps, scanning images and attaching images. By separating the steps
you should be able to process documents more quickly.
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%4 Q0 Evolution Dashboard M Delete Image | Help

Mods To zcan images. set the number of Pages Per .
% Scanmages Document and click the Scan button. “vou will _ShU'-"" FCANNENS LFer 0 Auto Document Feeder [40F)
zee the scanned images in the lizt below the interface when scanning

£ Combine Images Sian Button and the image thumbail to the right. Forze Black & white

-
" Attach Images 1 El Pages per document

Scan

Image 04-U8-2070 10-30-35 TIF

Zoom il

Scan Images Mode: Select the number of pages for your first document and click the Scan
button. Repeat this step for all the documents you want to scan.

Combine Images Mode: Make sure that your scanned images are saved as a .TIF file. This
file format will allow you to stack and un-stack images before attaching the image to the client
file. To stack an image click on the image with your mouse and then drag and drop the image
to the other image on this screen you will see a message that will ask you if you want to stack
the images. If you click on “Yes”, the image will be stacked and you can now attach that image
to the client file.
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& Combine Images

X]

Image_04-05-2010_10-30-35.TIF Image_04-08-2010_10-32-25.TIF Image_04-08-2010_10-34-09.TIF

Zoom il Zoom il Zoom i‘

Image_04-05-2010_10-33-49.TIF

Zoom él

Cloge

Attach Images Mode: Click the Attach Images radio button to retrieve a list of your clients.
While the first image is selected, search for the client to attach the image to, and double-click
on the client. The image will be attached to the client and removed from the list of recently
scanned images. Repeat until all images have been attached.
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tode To attach imagesz, zelect [highlight] the image in
" Scan Images the lizt by clicking, then double click the client
belaw after zearching. The image will then be
attached to the client, and the image will be
i Attach Images remavved from the list.

" Combine Images

Image_04-08-2010_10-30-35.TIF
Image_04-08-2010_10-32-25.TIF
Image_04-08-2010_10-34-09.TIF
Image_04-08-2010_10-33-49.TIF

200 i‘

Agency Filker. AWz | |To attach. Double click on the client while image name is highlighted
Tepe Inzured Mame here to populate lizk  doe Search
Ihzured Home Phone Street Address File #
Doe, Jane 200 chip75E201 A
Dioe, John a7z - T ATE”
Doe, John n - ar3hd
Doe, John 954 - chip 73480
Doe, John 954 - chip 73610 +
Attach

Attach images that are stored on your hard drive or other removable media. QQEvolution 2
displays all image files found in the \Imagelmport subdirectory of the QuickFL, QuickTX, or
QuickGA directory. You also have the option to browse your computer for images.
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& Select image to attach from C:YQuickFL\Imagelmport @

App 2.bmp

ford back.jpg
ford.jpa
ford2.jpa

Description: back end
CSR  bob

[T Use default Windows viewer

=
Zoom j

Select Description l

*

Attach I Browse

Close I

Inquiry Function Button

Real-Time Policy Inquiry via Transformation Station

@v

Make Payment
Wigbsite Signon
Claims

Billing

Palicy
Endlorsement

=ingle Palicy Fezend

Loss Run

Transformation Station allows you

to process insurance company policy transactions, and

retrieve insurance company account information, directly from within your QQEvolution 2
Agency Management System with the click of a mouse button, at exactly the time you need it.
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Note: The initial setup and configuration for the Transformation Station must be
performed in the Utilities Section of QQEvolution 2.

Real-Time Policy Inquiry will enable you to retrieve selected policy information through a
Real-Time Interface. Real-Time Policy Inquiry will allow you to get the Policy information with
one click of the mouse from QQEvolution 2 with no long wait.

You are able to view your Real-Time Inquiry from four different screens in the QQEvolution 2
program. You will be able to source this feature from the Search Screen, Client Screen, Policy
Screen and the Billing Screens. When in any of these screens just look for the Inquiry button
on the Ribbon or Toolbar.

For Example: From the QQEvolution 2 Dashboard click on the Clients. You will now be in the
Search Screen. Search for a particular active client and highlight that individual. Select a
particular policy and highlight it. Locate on the Ribbon or Toolbar the Real-Time “Inquiry”
button. Choose “Policy Inquiry” from the drop down menu. After the Policy Inquiry button
has been clicked, a secure connection will be made with Transformation Station. The request
will be sent to the carrier and once processed the data will be returned back to you and
displayed.

¢ Note: The exact same result is achieved in the Client Screen, Policy Screen and
Billing Screens for a particular client.

Real-Time Billing Inquiry via Transformation Station

Real-Time Billing Inquiry will enable you to retrieve selected billing information through a
Real-Time Interface. Real-Time Billing Inquiry will allow you to get the Billing information with
one click of the mouse from QQEvolution 2 with no long wait.

You are able to view your Real-Time Inquiry from four different screens in the QQEvolution 2
program. You will be able to source this feature from the Search Screen, Client Screen, Policy
Screen and the Billing Screens. When in any of these screens just look for the Inquiry button
on the Ribbon or Toolbar.

For Example: From the QQEvolution 2 Dashboard click on the Clients. You will now be in the
Search Screen. Search for a particular active client and highlight that individual. Select a
particular policy and highlight it. Locate on the Ribbon or Toolbar the Real-Time “Inquiry”
button. Choose “Billing Inquiry” from the drop down menu. After the Billing Inquiry button
has been clicked, a secure connection will be made with Transformation Station. The request
will be sent to the carrier and once processed the data will be returned back to you and
displayed.

Real — Time Endorsement Bridge
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The Endorsement Bridge allows you to jump directly from QQEvolution 2 to the client’s
endorsement on the Insurance Company’s Web site. Using this feature will save you time
when looking to see if the endorsement is active.

¢ Note: The exact same result is achieved in the Client Screen, Policy Screen and
Billing Screens for a particular client.

Real — Time Loss Run Report

The Real — Time Loss Run report allows you to see the policyholder loss data for a specific
period that the carrier makes available through Transformation Station. This new feature is
available through QQEvolution 2.

Single Policy Resend

Use the single policy resend button to retrieve one policy transaction from your existing
mailbox. You can use this if you cannot find the original transaction in your QQDownload
program or it was incorrectly processed. This feature will log you into your IVANS ECS Mailbox
on line and show you all of the transactions sent to your mailbox within the past 60 days.
Select the policy that you wish to resend and reprocess the transaction in QQEvolution 2.

There are a number of important things to note.
The Policy must have a policy number. If the Policy does not have a policy number the window

entitled Real-Time Interface will appear and the message “Policy number cannot be blank” will
be displayed and the transaction will be terminated.

= -1

Real-Time Interface

@ Palicy number cannot be blank.

If the policy status is “Pending” the window entitled Real-Time Interface will appear and the
message “Pending is not a valid Policy Number” will be displayed and the transaction will be
terminated.

Real-Time Interface

@ 'Pending’ is not a valid Policy Mumber.
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The Insurance company name must be present on the Policy Screen. If the company is not
present, the window entitled Real-Time Interface will appear and the message “Company
name cannot be blank” will be displayed and the transaction will be terminated.

i o

Real-Time Interface

@ Company code cannot be blank.

The Selected Policy must have valid Effective, Expiration and Binder Dates. If the dates in
guestion are not valid the appropriate windows entitled Real-Time Interface will appear, the
appropriate messages will be displayed, and the transaction will be terminated.

It is required that a valid NAIC Code be entered in the QQEvolution 2 Utilities screen for each
Insurance company. If the NAIC Code is not present, the window entitled Real-Time Interface
will appear, the message “NAIC code cannot be blank” will be displayed, and the transaction
will be terminated.
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To set the commissions in this section, select (by clicking) the Line and the Coverage for the
commissions you want to enter, Click a question mark For more information.

Agency Filker All j Wiew Company address in Rolode:x |
Comparny | Code Acuity

Braoker I [NAIC Code 14154 |

Line Coverage

Agr SchedUnsched N 4|
Agriculkure Liab 15-fear Term

Agriculkure Package 30-Year Term

Agriculture Property Comp

Comp/Ca

Boiler And Machinety Crime

Biop Liabilicy j Dweelling Fire j

Premium Sent

i Met Premium is sent bo company minus the commission,

is Gaross Premium is sent to company including commission,  Agent receives commission From
cormpany at a laker date in one pavment,

" Mankhly Premium is sent ko company including commission,  Agent receives commission from
company at a laker date in monthly payments,

©) Tiers * ) Commissions Annoal 6 Month  3Month  Monkhly
Mew Cormission 0,00%  0.00%  0.00%  0,00%
Renewal Commission 0.00%  0.00%  0.00%  0.00%
Mew Policy Fee  $0.00 $0.00 $0.00 $0.00
Renewal Policy Fee  $0.00 $0.00 £0.00 $0.00
[ Palicy Fee is Fully earned on cancel?

* Tiers Apply Onlky to the Commission Percentages

add | Company Fee Canfig Ik Cancel

Using Progressive Real-Time Inquiry

Progressive Real-Time Inquiry is an Internet data exchange, providing a seamless connection
between the QQEvolution 2 Agency Management System and Progressive Insurance.
Progressive Real-Time Inquiry allows you to conduct policy inquiries, billing inquiries, claims
inquiries, FAO Home Requests and Make Payments directly from within your QQEvolution 2
Agency Management System.

P

Note: Setup and configuration for the Progressive Real-Time Inquiry is performed in
the Utilities Section, you must be signed up for QQEvolution 2 Downloads and have
the NAIC and Broker codes for all Progressive companies entered in the QQEvolution
2 Utilities section in order to activate this feature.
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Once the setup is complete click on the Inquiry button and you will have five choices for
Progressive Real-Time Inquiry. This feature is available in the Search, Client, Policies, Client
and Company Billing screens.

e Policy Inquiry: This feature allows you to view detailed information on the client’s
Progressive policy.

e Billing Inquiry: This feature allows you to view detailed billing information on the
client’s Progressive policy.

e Claims Inquiry: This feature allows you to view detailed claims information on the
client’s Progressive policy.

e FAO Home Request: This feature takes you directly to the Progressive Web site
without having to log in.

e Make Payments: This feature allows you to make payments directly to the client’s
Progressive policy.

ﬁ Linked Accounts

Also available on the Search screen is Linked Accounts. This will allow you to link one client to
another for ease of access. Multiple clients can be linked to each other.

How to link client account
1. You will first look for and select the client you wish to link another client to.

2. Towards the upper right of the screen click the Linked Accounts button.

Client: Air Plus

Client Status: % Active Clients " Inactive Clients " Prospects &l Clients Agency Filker: AWz Ra
Search By Search Mode  Type in the Insured Mame

Insured j Skarks with j Search Browse

3. In the box that opens select Show Search.
4. You can then browse for the client you wish to link to the client you have currently selected.

5. Select the client to be linked and click the Add to Linked button. This will move that client to
the top half of the screen. You can link multiple clients.

6. If the client(s) you have selected are correct then click the Save button. The client’s
accounts are now linked.
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air Plus 0

Client Type Addrezs Agency
ane, test F Jemy Jay Bo...

|

Hide Search << Remove Link | Femowve Al Links | Go To Account |

Search by all j Agency Filker ALL j Browse
Clignt Type Addrezs Agency

One, Commercial C 123 Main Street Boca Raton, FL 33219 Jempday Bo.. A

One, Commercial C zz2, Suite 123 Coconut creek, FL 00001 Riz 1 Bowell...

One, Commercial C 123 Main Street Boca Raton, FL 333149 FRoger Mazz...

One, Cz F 11711 1t 5t One, Te4 77050 Coral Springs

One, Employes P Houston, T 77777 A2

One, One F Roger Mazz...

One, One M F 11711 Street One, Suite 11117 City One on Planet P12345, 4.

One, One i F 11711 Street One, Suite 11117 City One on Planet P12345, 4.

one, test P 11 street azdig, T 777011111 Roger Mazz...

ane, test F 11 zhreet asdfg, TH 77701-1111 Roger Mazz...

ane, hest F 44 dfzafqg feghfh, T 77030- FRoger Mazz...

ane, hest F 44 dfzafqg feghfh, T 77030- Roger Mazz...

One, Test C 44 Street Didfd, FL 33219 Jermy Jay Bo...

One, Test P 33 Dfgdf FSGHFHG, FL 33333 JemyJay Bao.. ¥

Add to Linked Undo Changes | Save | Cancel |

You can access and view any clients linked to another client’s account on the Client screen of
the original client under the Linked Accounts tab.

Client Screen

Add New Client

There are two ways to enter a New Client into QQEvolution 2: Manual and Automatic Entry. In
the Client or Search Screen, you will click on the New Client button.
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=" é Letters (=

= Screen .0 Delete Client

Search | Clients | Policies  Claims  Memos  Activities  Client Billing  Company Billing  Images  Letters Forms
W Iﬁ Lahels 2 Ervelope Ay Mewy Cliert :‘O :0 Inactive a Receive a Payment s Forward Monies
i
J

<.

Active :O Prospect ‘:}/,—‘} Create Finance Schedule y Create a Bil || Set Mote
Dashboard Prirt Cliert Change Status To.. Payment/Bil Miote
ACTIVE POLICY
(7] Agency Homestead A [ Prospect & Pesonal © Commercial
Client Info Contact Info
Last Name First Mame Middle (lul} S5H Driver's License # State Home: [354]
Altach Client's Image Primary otk [354]
Spouse Cell [954)
Insured Salutation Fax b [354]
[ Atisch | Detach | URL j Cliert # Beeper -] (354)
" Phaone 2 j
Addresses Misc
Mailling Address: Garage/Property Address Not Available Soulct? j Phaone 3 j
Source Detail E mergency Contact
Agent -] Email 1 |
Since / Language E j Email 2 g
Policies Linked Accounts | Other Contacts Addresses Employers (7]
Effective | Binder Date Line Coverage bGA ¢ Broker Company Binder Mum Palicy Mum

Description Status

H-Date

Premium

Clients
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Manual Entry
You will see a blank client screen.

After entering the client’s last name, move cursor to the first name position and the screen will
go ‘“live”. QQEvolution 2 sets the Insured field to last name, first name. QQEvolution 2 uses
this field to search your records. It is also displayed on all reports in this format.

To enter a commercial account, enter the contact’s last and first name, and then click the
Commercial check box (to the right of the insured field). Type the name of the company in the
Insured field.

Fill in the rest of the fields such as address, phone numbers, source of business, agent, etc.
The more information you enter here, the more information you provide for reporting and
accounting.

After you tab from the Since/Lang field, you will be prompted to enter policy information. You
can also add a policy by clicking on the Policies Screen. At any time you can switch between
the client and policy screens by using the Clients and Policies Screens at the top of the screen.
You will notice that the current client’'s name is displayed to the right of these icons.

The client’'s name is listed to the right of the QQEvolution 2 icons on all screens except the
search screen, which lists the number of clients.

e The salutation can be used when printing letters to the client.
e Select the language that will be used when sending letters, bills, etc.

e Drop-down lists contain entries previously entered in the Utilities section under the
Popup Boxes tab.

You can also type entries directly into the drop-down fields and they will automatically be
entered into the Popup Boxes in the Utilities section (provided you enabled this feature in the
Defaults section of Utilities on the Client Screen tab).

Automatic Entry

Using Your Rating System

If you are using QQWebRater or a supported comparative rating system, all your clients can
be transferred in to QQEvolution 2. This method saves time by preventing duplicate entry of

information and is more practical than manual entry because access to the quote and
application are only a click away.
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You may also print a Down Payment receipt to your client. You must have a default Down
Payment receipt letter already created in QuickWord and selected as a default in the
Utilities/Defaults section. You can also use the down payment letter provided will the program.

From QQWebRater: To transfer a quote, after quoting and printing the application, click the
Transfer to QQEvolution 2 button from the application menu to transfer the quote and
application directly into QQEvolution 2. This process will create a new client and policy file in
QQEvolution 2.

You have chosen to transfer this quote to QQ Evolution. Certain values are required to complete this transfer. Please fill in the
items below and click TRANSFER TQ QQ EVOLUTION

Binder Number 12906 Agency *20 Dey FL EVO: w

Client NMumber 123111122z Agent amytest w

Policy Mumber CSR Oadi1 b

Contract Mumber Client Source Bench Ad b

Additional Amount 0.00 Source Detail

Additional Company b Folicy Source Bench Ad b
Optional Company w

Mermno Client/Policy Added

Memo Reminder Date E

Coverage Description 2008 ACURA 3.2TL

Premium Quoted

Base Premium

Fees

Premium Issued

Policy Issued ]

Premium Down Payment |237.14

Agency fee 0.00

MVR fee 0.00

Optional Amount 0.00

Total Down Payment Due | 237.14

10U Amount 0.00

Down Payment Received

Due Date 04/08/2010 | &4

*QQWebRater Transfer to QQEVvolution 2 screen

From FSC: refer to Appendix A Working with FSC.
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Client Screen Top Portion

The Client screen holds all the information pertaining to the named insured and much more.
Here is a list of items that can be entered and stored on the client. Some of these items are
self-explanatory and will only be listed.

The top portion of the Client screen is broken into four sections. Before the sections you will
see the Agency in which the client is located, you can select if it is a Personal or Commercial
client, and list an X-Date for the named insured. Next to the X-Date is a gray box you can click
and list any comments you may have such as the line of business for the X-Date policy.

Agency Main Office j & Personal ¢ Commercial w-Date

1. Client Info - This section allows you to enter the insured name and spouse. It also includes
the middle name, date of birth, and social security number. This is where you can also enter a
Client number if you wish to have a numbering system associated to the clients. A reoccurring
client number sequence can be set up in the Ultilities.

Client Info

Lazt Mame First Mame Middle DOoBe SSH Diiver's License # State
Attach Clisnt's Image Prirmary &llen Ay Lynn 024048 111111111 H112145547744 FL
Spouse allen Ted 10421468 222.22-2222 AEG343433 FL
Ingured Allen, Amy S alutation Ay
Attach UHLQ vy, allen, com Cligmt 3 5512

There are also places for the driver license number and licensed state. If your client happens
to have a Web site or this is a commercial client with a Web site, you are able to enter it in the
box marked URL. If you click the button to the left of URL, it will take you directly to the Web
site listed.

You can also attach a small photo pertaining to the named insured here. This can be used for
a photo of the client or maybe the driver’s license. You will click on the Attach button, which will
allow you to browse your computer to where the photo is stored, and you can choose to attach
it. The photo will now display whenever you open the Client screen for that client. The photo
you are attaching must be a file type of either .bmp or .jpeg.

Note: You must have the photo first stored on your computer in order to attach it. You cannot
scan directly into this area.

When you choose to do a commercial client, the Client Info area will slightly change as shown
below.
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Client Info

Insured / FEIM &llen, dmy Salutation Amy
Client # 5512
Last Mame Firzt Mame Middle Doe S5H Business Type j
Primary Allen Ay Lyrin 024046 11111111 DBA Hame
Buzinesz Partner Allen Ted 104217689 222-22-2222 URL J vy, aller, com

For commercial clients you are able to include the FEIN, Business Type, DBA Name, and
Business Partner.

2. Addresses — Here the mailing and garaging address for the client will be listed. You do not
enter the address directly in this area. The addresses will be entered under the tab marked
Addresses on the bottom portion of the screen. How to enter these will be explained when we
cover that section.

Addresses
b ailing Address: Mo Garage/Property Addr. For Policy #: 1111111111

BE M 14dth dve
Coral Springs, FL 33067

3. Misc. — Enter the Source from the drop down list. This is how your client found your agency
such as Walk-In or Newspaper Ad. The default list for this is set up in the Utilities section under
Source and you can add your default sources to the list. There is an area for Source Detail in
case you would like to give a more detailed description. The Agent for the client is also
selected here from the drop down. This default list if set up in Utilities under
Agent/CSR/Producer. You can also give your client a Since date which would be the date they
became your client as well as selecting their primary language of English, Spanish, or French.

Mizc
Source Internet j
Source Detail
fgent Trest |

Since / Lanquage 06/22/09 E j

4. Contact Info — Enter all the various contact phone numbers, email addresses, and the name
of their emergency contact for the named insured. You will note next to some of the phone
number entry boxes is a drop down. We provide you with a default list of phone number types
but you can change this yourself in the Utilities section under Defaults/ List of Phone Types.
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Contact Info
Home [954) B54-7304

Wiork [305] 623-5441-

Cell [954] 217-4555
Fam %
Wk =]
Phone 2 j
Phione 3 j
Emergency Contact
Email 1 ¢ |
Email2 ¢ |

Client Screen Bottom Portion

The lower part of the Client screen allows for quite a bit of information to be entered pertaining
to the client. Information entered here such as Other Contacts will also help with marketing
campaigns since this information can be reported on.

This part of the Client screen has five separate tabs; we will go through each one.

1. Policies — This tab lists all the policies of the named insured. It shows basic information such
as Effective Date, Company, and Premium.

Folicies Linked Accounts | Other Contacts Addresses Employees Palicy Histary
Effective | Binder Date Line Coverage MGA / Broker Compaty Binder Mum Palicy Mum Description Statuiz Premium
06/24/2008 06/24/2008  Auto Comp/Coll United Auta 70e ARRRRRRRA P bt $1.134.00

Client &R Balance: $134.00 Company AR Balance: -$3.65 Taotal $1.134.00

If you would like to print out a basic report from here showing the policies list, select the Policy
History button.

2. Linked Accounts — Any clients you have linked to the client account you are working on will
be displayed here. Linked Accounts can be done from the Search screen but you can also link
them here as well. In order to view the client of a linked account, chose the client name and
click the Go To Account button. You will then be switched to that client’s account.
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Allen Computer Repair

Policies Linked Accounts | Other Contacts Addresses Ermployees
Client Type Address

C

Policy Histary

Agency
Jeny Jay Boyle

G0 To Account | Linked Accounts |

You can also add new linked accounts here by selecting the Linked Accounts button.

5 Linked Accounts
allen, Ay

Allen Computer Repair C

Remove Link | Remove All Links |

Bambei, Candace
Banana, Anna
Barbara, Hanna

Add ko Linked

Client Type Addrezs

10248 Dowling ' ay Litdeton, CO 80126-4763

Search by All j Agency Filker ALL j
Client Type Address
Baac . Denniz P 4BE Chy  lrma, wl 54442
Babb | Krist P B34 E Mineral  Centennial, CO 80112
Bacciagal .G F -
Backstrom, Jozh P Wi1485 County Rd  Eleva, 'wil 54738
Bacon, Lawrence F 2hd  Blackthorn  Mumiet . Ch 92663
Ba .l F P.o. Bow 999 DEERFIELD BEALCH, FL 33441
Baker, Gary P 15190 E “Walsh PL Aurora, CO 80012
Baker, Larisha P 26037 Valorie Asdfzaf, Ga 302334
Baker. Ronald C 49345 Dyke Road Rogers, OH 44455
Bakke, Brian F 7T W BZnd Ave Denver, CO 802211
Ball, Claud F 324q Dfaszgdsfgdasf Asdfaszdizadf, FL 33324
P
P
Fi

X
Agency
Jemny Jay Bo...

Go To Accounk
Browse

Agency
Coconut Cave A
Joe's
Jemy Jay Bo...
Coconut Cave
Jog'z
Jemy Jay Bo...
Joe's
Coral Springs
Joe's
Jog'z
Joe's
Joe's
Jemy Jay Bo...
Coral Springs %

| Cancel |

The top section of the Linked Accounts box shows the clients currently linked with the client
you are working with. To add more linked accounts, click the Browse button or type in part of
or the client’s entire last name that will search your client records. You will select the client and
then click the Add to Linked button; this will move the client you selected to the top section.
Repeat these steps if you wish to link more clients. You can also remove links by using the
Remove Link buttons. Check to make sure the accounts you have listed on the top section are
correct and then click the Save button to save your linked clients.

3. Other Contacts — You can list as many contacts for the name insured as you wish. Everyone
from his or her brother to his or her mechanic, these Other Contacts are reportable and can
have X-Dates set on them for marketing.
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Paolicies Linked Accounts | Other Contacts Addresses Ermployers Palicy History

Mame Relation First Name Bob Middle Initial L Last Hame Smith Comments

Cousin Address 66 M 14th Ave J Suite Has a homeowners policy expiting next pear.
City Coral Springs State FL Zip 33067
Driver License 525687455477 Lic. State Cé DOB 04/20/62
Helativaj Couzin jJ 55N
Occupation Architect jJ b arital Status Single j Sex Male j

Fhone 1 +| (301) 254-2541-
Fhone 2 ~| (354) 213-2145-

Phone 3 j
Fhone 4 =] xDate 02/10/10
add | | Dekte | EMail bobsmith@mail.com Create Client

To add a new contact click the Add button on the lower left. You will fill in all the information
you have pertaining to the contact. When you are done entering the contact please make sure
to click the Update button to save the information. You have the ability to change Relative to
Non Relative by clicking the drop down to the left of it and selecting the correct relationship. To
the right of Relative and Occupation areas are drop downs as well, it is a default list of different
relatives and occupations. You can change these lists and add or delete the defaults as you
need them. At the bottom an email address can be enter as well as an X-Date for the contact.
At any point if this contact becomes an actual contact you can select the Create Client button
and they along with all their information will be made a client. On the far right there is a
Comment section where you can enter any notes pertaining to the other contact.

4. Addresses — Here is where you enter the addresses for the client. You will fill out the
address information and if this is the mailing address put a check next to Mailing. It will now be
the address for the client in which letters, etc. are addressed to. There can be only one mailing
address on the client but you can enter as many addresses as you want. You can also have a
separate garage/property address if needed. To add the next address you will click the Add
button and enter the information, once entered click Update to save the address. When
entering a garage/property address there must be a policy listed on the client. If there is no
policy you will not be able to check this box. You do have the ability to enter a garage/property
address from the policy screen as well and it will be saved to the Client screen also. When
entering this address if the client has multiple policies you will have to select which policy the
address goes with. Each policy can have its own garage/property address.

Palicies Linked Accounts | Other Contacts Ernployers
Address Type Address 8526 2nd Ave Suite Cornments
N 14thva0rc‘-5--- Mailing City Deerfield Beach State  FL Zip 33441
fELa fyve, Deerfiel.. 1313
Mailing [~ Garage/Froperty v

Policies Associated 'with Thiz Mailing/Garage Address

Policy Mumber | Status Company Line Effective
111111 Active  United Auto Auto 06/22/09
Add | | Delete | Goto Policy Azzign Address
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5. Employers — Enter the employer information for the client. In order to enter new employers
click the Add button. When you are done entering the information make sure to click the
Update button to save what you have entered. In the area labeled Occupation, we give you a
default list of occupations but you can alter the list by clicking the gray button and adding or
deleting to the list. You can also put in the email address as well as the employers Web site
address where it says URL. If at any point this employer becomes your client instead of
entering all this information over again, click the Create Client button and they will be moved to

an actual client. If you have any notes you wish to store on the employer use the Comment
section to the right.

Policies Linked Accounts | Other Contacts Addresses Ernployers Palicy History

Company Allen Computer Repair Comments

Contact Amy Allen has three branch offices plus mobile office
Address 65874 Longview Lane Suite
City Sunrize State FL Zip 33333
Occupation Owner jJ Employment Date 01/02/01
Phone 1 _~| (305) 245-6578-
Phone 2 j
Phone 3 j
Phone 4 j

EMail aallen@maill. com
Add | | Delete ‘ URL . allencomputenepair. com Create Client

6. Employee — If you are doing a commercial client there will not be an employer section but an
employee area instead. You can enter as many employees as needed.

Policies Linked Accounts | Other Contacts Addresses Employees

Mame Title Repair Tech Comments

First Mame Mancy Middle [nitial Last Mame Tanner manager of branch 2

Address 5325 5w 18th St Suite
City Coral Springs State FL Zip 33067-
Marital Status Maried j Sex Female j Doe
Occupation Technician jJ Employment Date 06/25/02
Phone 1 _~| (407) 987-2564-
Fhane 2 |
Phare 3 -]
Phore 4 | H-Date
add | | peete | EMail Create Client

To enter a new employee click the Add button and enter in all their information. Where
Occupation is labeled you can click a drop down and select from a default list of jobs. You can
alter this list by click the small gray button next to the drop down. An X-Date can be set for
each employee and they can also be easily made into a client by clicking the Create Client
button.

The following functions are available while in the Clients Screen:
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Client Screen - Ribbon Descriptions

Search | Clients  Policies  Claims  Memos  Activities ClientBilling Company Billng  Images  Letters  Forms

o - P o . & q . A J
@ E Lahels _E_ Envelope ||y Mewy Client _ﬁ . Inactive /:?" Receive a Payment :5 Forvard Monies ‘Efn__ .
1 - pr— =
_— E Letters E Screen G Delete Client Active _'r-x Prospect ""%Create Firance Schedule | & Create & Bill || Set Mote
Dashbaard Print Client Change Status Ta... Payment/Bil Mote Ircquairsy

Change Status To

i .
S L Imactive

Active |~ Prozpect
Change Status To...

You can change the status of a client to Active, Inactive or Prospect. A client will only be in the
Inactive section if that client has no Active policies (all policies are cancelled or expired). If any
policy is reinstated, the client’s status automatically becomes Active again. Clients are never
actually entered as inactive.

Delete Client

This button deletes the client from the database. Also deletes all policy information, memos,
billing information, letters and forms as well. You can choose if you want to permanently delete
any images for this client. If you do not want to delete the images they will be moved to the
C:\QuickFL\Imagelmport directory. Remember deleting a client is permanent, that is why when
you choose to do this we ask the question “Are you Sure.”

ﬁ Print Function Button

QQEvolution 2 provides a Print button in many places throughout the program for your
convenience. When using the button here, you not only have the option to print a Letter or a
Label (QQEvolution 2 uses Avery labels 5160 or 8160), but you can also Print an Envelope
(using a standard #10, 4 1/8 x 9 5/8 size envelope) or Print Screen.

Print A Letter

1. Click Letters on the Print button area.
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Agency Filker: Az |

Letter Mame Agency
Address Letter Test, RTF

Agency Bill Receipt - AWz RTF | AW2

AuditLetter RTF All
Auto Quote Test of Symbols. RTF all
BillLetter RTF All
Birthday . RTF A2
CrossMarketing. R TF All
Daown Payment - AWz, RTF A
Down Payment Receipk . RTF A2
Downpayment receipt, RTF A2
Entestl . RTF A2
GaragedddressTest. RTF all
IO Test RTF All
joseteskl RTF A2
MEh best letker RTF All w

[ Print the letter selected above bo a company.
Select a company from the rolodes after pressing Ok,

(04 | Cancel |

. Select a letter from the list. You can create or customize these letters in QuickWord.

You may check the Print the Letter selected above to a Company box if you wish to print
the letter to a company in the QQRolodex instead of the client.

. If the client has multiple policies, you will be prompted to select the policy the letter applies
to.

. Tofill in any additional information or do editing before sending the letter (if necessary), you
must first have set up the letter's template in QuickWord using the {Type Info Here} or
{Preview} field. For instructions on how to create letters refer to the QuickWord section.

. QQEvolution 2 will then display the letter in Preview mode. Click the Print all Pages or Print
this pages, depending on the length the letter to print a copy of the letter. A memo box will
open where you can enter a memo and a reminder date and/or CSR. If you'd like to email
the letter instead of printing, you may select the Email option.

The agency name, address, phone number or logo will automatically be included in the
letter, along with the client name, address and the date. To set this feature refer to
Utilities/Defaults/Letters and set the Letter Defaults.

An automatic memo noting that the letter has been sent is created in the client's memo
screen. Click the Memo icon to view and/or add more details to the memo.

Click the Close button to continue.
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10. The letter will be saved in the client’s Letters section with the date and time noted.

If you click the Close button without printing the letter, QQEvolution 2 will prompt you to print it
later, placing it in a print queue. You can print these unprinted letters from the Mailroom
section on the Dashboard by clicking the Print Unprinted Letters button. If you do not answer
Yes to print it later, the letter will be lost.

Print A Label

QQEvolution 2 can print mailing labels for a specific client or in bulk through the Mail Room.

QQEvolution 2 was designed to work with Avery 5160/8160 standard sheet-fed labels

(purchased separately).

1. Click the Labels in the Print area on the ribbon.

2. Select the appropriate policy from the Select Policy window if client has multiple policies,
and click OK.

Select Policy

Binder Mum
alu)) chip
QD1zaa3chip
QDas2achip
QDE329chip
QDE330chip
QD333 1chip
QDZF70chip
QDZ197chip
QDz195chip
QDz201chip

Coverage

Ciwelling Fire
Cuwwelling Fire
Cuwelling Fire
Dwwelling Fire
Crime
Crime

Liability
Liability
Liability

MGA / Braker Coarmpary Binder [1ate

Insurance sa

Insurance Usa 0924110
Insurance Usa 0924109
Insurance Usa 09/24/09
09/24/09
Affirmative Harbor 09/24/09
03/01 /07

217 - Granite State Ins, Cc 01/04/07
217 - Granite State Ins, Cc O1j04/07
217 - Granite State Ins, Cc O1j04/07

Palicy Mum

107

107

Pending
Pending
Pending
Pending
Pending
Pending
Pending

Pending
Pending
Pending
Aickive

Pending
Active

Expired
Expired
Expired
Expired

Ol

Falicy Status

4|

=

| Cancel |

3. Select label style from Label Style screen.

Select Label Style

& :Put Label in queue For later

D ate type to be printed: Mo Date

Instead of address, print: O Insurance Company O Phone #

[ Palicy Murnber [ File #

* Last Name, First Example

_ Smith, Jon
" Print Labels Mow {" First Hame, Last 100 ME 23 Street
" Insured Suite 200

J Miami, FL 33123

[ Palicy Description

k. | Cancel |
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4. Decide if you want to print the label now or later.

5. Select the naming format you desire.

6. Select a Date type.

7. If you decide to print the labels now, use the layout of your sheet of labels as a guide and
select the number of columns and rows to begin printing.

a.

You will be prompted to enter the row and column specifying where on your sheet of
labels you wish to print. This methodology allows you to conserve labels by printing to a
specific label location or to a single label.

For example, if you have a sheet of labels with three rows and three columns and you
want to print to the third label on the second row then you would enter a 2 for the row
and a 3 for the column.

If you decide to put the labels In Queue for later, you can print the labels at any time by
entering the Mail Room section from the QQEvolution 2 Dashboard. Once in the Mail
Room, click the Print UNPRINTED Labels button. When printing from the Mail Room it
is meant for bulk printing and you cannot select where to start printing the labels on the
sheet. It starts printing at the top of the sheet.

If you've decided to Print Labels Now, you have the option to use your Dymo label writer
if you have one. Check the box labeled Use Dymo Printer.

8. Click the OK button to continue.

Print An Envelope

This feature allows you to print an envelope for the client.

Print Screen

This feature allows you to print the screen you are looking at.

o0

Wanyment /Bill

On the Ribbon select the function that you want to perform, Receive A Payment, Create A Bill,
Forward Monies, or Create a Finance Schedule. All transactions will be posted to the client’s

Memo

and Billing screens and a receipt will be printed when specified.

Receive A Payment

1. Click Receive a Payment from the Payment/Bill area on the Ribbon.
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2. Select the appropriate policy from the Select Policy window if client has multiple policies,

and click OK.

Select Policy

Binder Mum Coverage kG £ Broker Compary Binder [ ate
001 chip  Dwelling Fire Insurance Lsa Q7
QD1za33chip | Dwelling Fire Insurance Usa 0a/z4/10
QD&3zachip | Dwelling Fire Insurance Usa 092409
QD&E329chip | Dwelling Fire Insurance Usa 092409
oDE330chip | Crime 0924/09
QDe33lchip | Crime Affirmative Harbor 09/24/09
QD2770chip 03fnLjor
QD2197chip | Liabilicy 217 - Granite State Ins, Cc 01/04/07
QDz193chip Liabilicy 217 - Granite State Ins, Cc 01/04/07
QD2201chip | Liability 217 - Granite State Ins, Cc 01/04/07

Puolicy Mum

107

107

Pending
Pending
Pending
Pending
Pending
Pending
Pending

Folicy Statuz

Pending
Pending
Ackive

Pending
Ackive

Expired
Expired
Expired
Expired

ok, | Cancel |

4]

=i

& Enter Payment Info
Biling Type
& Client Bll T Compary Bil

Pavment Info
Arnount $100.00 Agency Fee $5.00
Cescription b anthly Papment j Fornward Date
Payment Tupe Check To Agency | Check # BE24
[f payment iz zplit [i.e. Cazh/Check), list second pavment info
Armaunt Agency Fee
Payment Type Cash j Check #

W Create a Debit and Credit for the amount above in the billing screen
Add the following to the memo zection. .

Memo Payment Beceived: $100.00 - Agency

Fee:$5.00 Feminder Date

Ok Real-Time: Incuiry:
hake Payment

Receipt Mone

CSR Oadi

Tranzaction Date 040810

[ EFT To Comparey

-~

Cancel

hd

3

3. In the Payment Info screen enter the payment amount, the agency fee (if any) and a
description. Default descriptions can be created in the Ultilities section under the Popup
Boxes tab. Please always try to use the descriptions provided to you from the system.

4. Enter a forward date (if applicable), select a payment type and enter the check # if paid by

check.
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5. If the payment is split (e.g., part cash, part check), then enter the second payment type
information.

6. Enter the date that the payment was received.

7. Enter a memo if desired, a reminder date and select the CSR who is entering the payment
information.

8. Make sure to check the box in the middle of the Payment Screen that says “Create a Debit
and Credit for the amount above in the billing screen”

9. Click OK and a receipt will be printed automatically. If you have chosen to print a receipt,
your default receipt will show up here (you can opt not to print a receipt).

10. Automatic memos noting that the receipt letter has been printed and that a payment has
been received are created in the client's Memo screen. Click the Memo icon to view and/or
add more details to the memo.

11.An entry is also automatically created in the client’s billing screen. Click the Billing icon to
view this information.

When receiving payments, you can attach the payment to an existing entry. For example, a
client has a debit entry (amount) for an additional premium. The client is now paying that
additional premium, which would be a credit. Attaching this payment amount to the original
debit for the additional premium will create a single entry in the billing screen to reflect this
transaction instead of two. If you choose not to attach to an existing entry, you will have an
option to create a debit AND credit entry in the amount of the payment. If this option isn’t
checked only a credit will be created on the billing screen.

Create a Bill
1. In the Payment/Bill area select Create a Bill.

2. Select Policy for which you are creating the bill (if the client has more than one policy).

Select Policy

Binder Mum Coverage MGA / Broker Company Binder Date Palicy Hum Policy Status
Q02889 Civelling Fire Insurance Llsa Pending ﬂ
QD12885chip  Dweling Fire Insurance Usa 09/z4/10 107 Pending
QD&e328chip | Dwelling Fire Insurance Usa 03/24/0% 107 Pending
QD&E329chip | Dwelling Fire Insurance Usa 09/24/09 | Pending Artive
QD&E330chip | Crime 09/24/09 | Pending Pending
QD&E331chip | Crime Affirmative Harbor 09/24/09 | Pending Ackive
QD7 70chip 03/01/07 | Pending Expired
QDz197chip | Liabilicy 217 - Granite State Ins, Cc 01/04/07 Pending Expired
QDz193chip | Liabilicy 217 - Granite State Ins, Cc 01/04/07 Pending Expired
QDzz01chip | Liabilicy 217 - Granite State Ins, Cc 01/04/07 Pending Expired ﬂ

oK | Cancel |
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E| Enter, Bill Info

Billing Type

& Client Bl ¢ Compary Bil
Tranzachon Date 04,0810

Eill Info

Arnount $50.00
Description b anthly Papment j
Due Date 05/01410

Bill Receipt MNone j
[ Pririt the: letter selected above to a

compary. Select a company from
the rolodex after prezsing OF.

Add the following to the memo zectian...

kemo Bill Created: $50.00
R eminder D ate CSRE haoh j

Real-Time Inguirsy:
(004 o |
Make Paymernt Anee

3. Enter the bill amount, description and due date.

4. Select the desired Bill Receipt to print.

5. If desired, you may print the letter to a company in the QQRolodex by clicking the Print the
letter selected above to a company checkbox.

6. You may enter a memo, reminder date and CSR.

7. Click OK when finished. The bill will be entered on the client’'s or company’s billing screen
depending on which you selected, and the receipt will be printed.

Forward Monies

This will forward monies to the insurance companies that were received, such as an early
renewal payment.

1. Click Forward Monies in the Payment/Bill area.

2. Select Policy for which you are forwarding monies (if the client has more than one policy).
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Select Policy

Binder Mum Coverage G ¢ Broker Compary Binder [ ate Policy Mum Paolicy Status

oy, Achip | Diwelling Fire Insurance Lsa Pending ﬂ
QD12a88chip  Dwelling Fire Insurance Usa n9jz4/10  |107 Pending

QDa32achip Dwelling Fire Insurance Usa 09jz4/09 | 107 Pending

QDE329chip Dwelling Fire Insurance Usa 09j24/09  |Pending Active

QDE330chip | Crime 09)24/02  |Pending Pending

QDE331chip | Crime Affirmative Harbor 09j24/09  |Pending Active

QDz770chip 03f01/07  |Pending Expired

QD2197chip | Lishility 217 - Granite State Ins, Cc 01/04/07  Pending Expired

QDz198chip | Lishility 217 - Granite State Ins, Cc 01/04/07  Pending Expired

QDz201chip | Lishility 217 - Granite State Ins, Cc 01/04/07  Pending Expired j
O Include Endorsements Ok | Cancel |

Tranzaction Date 0408410

Double-click entry below to forward monies.

Date Description Debit Credit
03417409 Cancellation Fees $0.00 $100.00
01/04/07 Croven Payment $156.00 $276.00

Real-Time Inguiry:
Ok c |
hake Payment AnCe
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B Enter Payment Info

%]

Tranzaction Date 040390

Fayment Info

Armount $100.00 Agency Fee
Dezcription Returned Premiunm j Farward Date
Payment Tvpe Check To Compary j Check # E33547 ] EFT To Compary
If payment iz zplit [i.e. Cazh/Check), list second payment info
Arnount Agency Fee
Payrnert Tope Cash | Check #

Add the following to the memo zection...
Memo Monies forwarded: $100.00
Reminder Date CSR Oadit |

Real-Time Inguiry:
[0]04 L |
Make Payment Anee

Create A Finance Schedule

This option will allow you to set up a finance schedule for the client’'s monthly payments.
1. In the Payment/Bill area select Create Finance Schedule.

2. Select Policy for which you are creating a finance schedule (if the client has more than one
policy).

Select Policy

Binder Mum Coverage kGA / Broker Compary Binder Date Palicy Mum Palicy Status

[u]m)) chip | Drwelling Fire Insurance sa 107 Pending j
QD12833chip  Dweling Fire Insurance Usa 09j24f10 | 107 Pending

QDa32achip Dwelling Fire Insurance Usa 09j24f09 107 Pending

QDa329chip Dwelling Fire Insurance Usa 09j24/09  |Pending Ackive

QDa330chip | Crime 09j24/09  |Pending Pending

QDE331chip | Crime Affirmative Harbor 09j24/09  |Pending Ackive

QD27 70chip 0301f07  |Pending Expired

QDz197chip | Lishility 217 - Granite State Ins, Cc 01/04/07  |Pending Expired

QD2198chip | Lishility 217 - Granite State Ins, Cc 01)04/07 | Pending Expired

QDzz01chip | Lishility 217 - Granite State Ins, Cc 01/04/07  |Pending Expired ﬂ
O Include Endarsements DK | Cancel |
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&l Enter Financing Info

Billing Type

& Client Bill ¢ Compary Bil
Tranzaction Date 04,030

Monthly Amount 37325
Mum Payments 10
1st Due Date 05/01/10

CSR bob R

[ Create Financing Schedule in the Biling Screen

Real-Time Inguiry:
(8].4 C |
Make Payment Anee

3. When creating a schedule, you will enter the payment amount, number of payments and
first due date.

4. Check off the box that says Create Financing Schedule in Billing Screen. A debit amount
will be created for the total amount of all the payments. When a client makes a monthly
payment, you will be able to select which month it applies to from the finance schedule.
This monthly amount will be deducted from the total payment amount and the number of
remaining payments will be adjusted accordingly.

5. If you do not wish to create an actual finance schedule but keep track of the client’s
financing do not check Create Financing Schedule. The schedule’s information will be
placed on the Policy screen but will not create the schedule in the billing area.

Set Important Note (F11)

The note, once set will always appear in as a yellow sticky type box when you first access any
part of the client’s record. Once you close the yellow note the message will still appear next to

a red push pin i above the client’'s name on all screens within this client’s file. You are able
to enter up to 255 characters in this note. To clear the note, enter a blank note. You may run a
custom report and set the Important Messages filter to review these entries.
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Client: Berry, Bruce

Q

Client Info

Attach Client's Image

Addresses
M ailing Address:

123 Mail 5t
Mail City, FL 33319

i

Call about Car Insurance

Agency Deerfield Beach |

Last Mame
Frimary Bery
Spouse

Insured Bery, Bruce

Attach URL ]

DOE

First M ame
Bruce

Mo Garage/Property Addr. For Policy #: Pending

Policy Screen Top Portion

aa

lear

o
Yre Call about Car Insurance

* Personal © Commercial

Contact Info
S5 Diriver's Licerse # State Harme
work,
Cell
Salutation Bruce Fa %
Cliert # 223928 Wark x|
Misc Home j
Source j Beeper j
Source Detail E mergency Contact
Agent | Email 1 |
Simce / Language 07/25/08 E j Email 2 g

#-Date

04/15/09 __ |

The Policy screen is where you enter in all of the information pertaining to the policy. You will
start entering the policy information from left to right. The top half of the Policy screen is broken
down into three basic sections.

1.

Policy Info — In this area you will select items such as Line of Business and Insurance

Company. This is done by using the drop down arrows in each area and selecting the item
from a default list. If you need to modify any of these lists it is done in the Utilities section in
their corresponding areas.

A. Line — Select the Line of Business for the policy.

B. Coverage — The coverage for the line is selected.

C. MGA/Broker — If the policy has a MGA/Broker select their name here.
D. Company — Chose the company from the default list.

NOTE: If an MGA/Broker is selected on a policy the commission structure for the MGA/Broker
set up for the specific company will be used. Also when an MGA/Broker is selected the default
list of companies available will only be the companies linked to that MGA/Broker.
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E. Financing — Select if the policy is Direct Bill, Paid in Full, Premium Finance, or Agency
Bill. You could have also entered actual finance company names in the Ultilities for this
section, if so you can select the finance company name instead of choosing Premium
Financing.

F. Contract # - Enter the finance contract number to be able to easily reference it if ever
needed.

G. Payment Type — Select how the client is paying.
H. Check # - If they are paying by check, enter the check number.
l. Policy # - Enter the policy number. This will say Pending until a number is entered.

J. Binder # - You can enter the binder number of the policy if you wish. You can have the
binder number automatically generated by setting up a default in Utilities\Defaults\Policy
Screen.

K. Binder Date — This will be defaulted to today’s date but can be changed if needed to
the actual binder date of the policy.

L. Period — Select the policy period.

M. Effective Date — This will be defaulted to today’s date or the binder date if it has been
changed. Enter in the actual effective date of the policy.

N. Expire Date — This date is automatically generated based of the policy period entered
and the effective date. The expiration date cannot be changed for most policy periods,
you must change the period and effective date to do so. If the policy period of Variable
is select then the Expire date can be manually changed.

O. CSR - Select the CSR for this policy

P. Type of Business — Select if the policy is New Business, Renewal, or Rewrite. This is
generally automatically done for you.

Q. Policy Description — You can manually enter a more detailed description for the policy if
you wish.

R. Policy Source — Select the source of the policy. This could be something such as cross
marketing, because you obtained the business from marketing home policies to your
clients with auto policies.
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Policy Info

ﬂ. Lire Auto j
Coverage Comp/Coll R g
kG4 A Broker [Mone] j
Company Insurance Co US4 j
Financing # Contract # Direct Bill j
Pavment Type / Check # Check To Compangy j 3465
Folicy # #Binder # 3251465440147 10409
Binder Date # Period 12407410 Aol j
Effective /Expire Date 1240740 124071
CSR / Type of Business amytest j Renewal j

Palicy Description classic rmustang -- yellow
Paolicy Source |n Houze j

2. Premium Info — Please refer to the Help document within this section of the Policy screen on
how to enter the policy premium information.

Premium Info
ﬂl [Quoted Prermium $3.000.00 Premium Sent Gross j

Baze Premium $3.000.00 Compary Fees $15.00

Baze Mon Comm Prem Maor Carmm Fees $5.00
Base Commn Premium $3.000.00 Comnm Fees $10.00
Comrmizziohable Prem $2.010.00 Comrnizsion $301.00
Premium lzzued  $3.015.00 | Additional Prem. $15.00
Endorsements $0.00 | Endarsed Connm $0.00

Total Premium $£3.015.00 Total Commm $£301.00

3. Optional

A. Optional Coverage — If there is any optional coverage on the policy you can click the drop
down and select it from a default list. The amount and commission which was set up in the
Utilities will be displayed. You can leave it to saying optional coverage if you wish and
manually enter the premium.

B. Additional Coverage — This is entered the same way as optional coverage.

C. From Endorsements — If an endorsement is done on a policy and an optional amount was
entered on that endorsement, the premium and commission will be displayed here. The
box is locked. In order to have the information appear here it must have been done
through an endorsement.
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D. Agency Fee and MVR Fee — These boxes are locked. The fees that appear here need to
be selected under the “Fees” tab on the lower portion of the policy screen.

E. Endorsement Agency Fee and Endorsement MVR Fee — These fees are done in the same
manner as the agency and MVR fee previously listed but only appear if done through an
endorsement.

F. Premium Down — Enter the amount of the down payment towards the premium.

G. Total Down — This is the amount of the premium down plus any fees charged by the
agency such as the MVR fee. These fees are collected up front along with the premium
down. This field is automatically totaled for you based on the fees charged by the agency,
premium down, optional, and additional amount.

H. # Pmts / Mthy Amt — If you are doing in house financing or would like to keep track of a
client’s monthly payments, enter the number of payments and the amount the client pays
each month.

l. First Due Date — Enter in the date the first payment is due on the policy.

Optional Prermium Cormm
Optional Eu:uveragej $25.00 $0.00
Additional Coverac_= | $2.00

From Endorsements $0.00 $0.00

Agency Fee $0.00
MR Fee $£10.00
Endorsed Agency Fee $0.00
Endaorsed MWR Fee $0.00
Premium Dowvn $£1.00
Total Drown $36.00
#Pmtz / Mthy Amt
Firzt Due D ate

Policy Screen Bottom Portion

The bottom portion of the Policy screen consists of seven tabs. We will go through each tab in
order.

1. Policy — Here any policies entered for the client will be listed. To switch between policies
simply click on the policy you wish to view.
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Endarsaments Farms Claims Fees Carmm, Breakdown | Producers Premium Girand Total $970.00

Effective | Binder Date Line Coverage MGA 4 Braker Compaty Binder Mum Palicy Murn Description Status Premium
06/24/2003 06/24/2003  Auta Comp/Col United Auta Co... 7081 T & $1.134.00

2. Endorsements — Any endorsements which have been done for the policy you are viewing
will be listed here. If you would like to view a history of the endorsements click the “History”
button on the bottom right. The history will appear in a report format and can be printed if
needed.

Policies Forrms Claims Fees Camm, Breakdown | Producers Premium Grand Total $970.00
Date Endorzement Mumber ‘what wags done Premium Optional Additional Agency Fee MVR
06/22/09 111111111111 Add A Car $2000 $0.00 $0.00 $0.00 30.00

3. Forms — Any forms attached to the policy you're viewing will be listed under this tab. You
can add a form from here when needed by selecting the “Add a Form” button. You can
double click a form listed here as well to open it for viewing, editing, or printing.

Policies Endorsements Claims Fees Comm. Breakdown Producers Frremium Grand Total $370.00
Farm Mame Farm Mo, Date Added | Description
Auto Quote 7/6/2009 Auto Quate & App - 2007 JEEP
Auta Supplement 081 /642003

HAdd & Form!

4. Claims — Any claims on a policy will be listed here. You can double click a claim listed and it
will then take you to the claim in the Claims section on the client.
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Falicies Endarsements Farms Feas Cormm, Breakdown | Producers Premium Grand T atal $970.00

Claim Mo Folicy Mo GA / Broker Company Line Date of Loss Status
10225458 111111117 LUnited Auto Commercial _ Auto [7/01/03 Open

Amount Paid [ramage D escription
Pending 11111111 United &uto Commercial — Auto 07/02/09 Elpn

FA000.00  front end damage-totall smashedin .

5. Fees — The fees which had been set up on the company or MGA/Broker in the Utilities will
be listed out here for the company or MGA/Broker selected on the policy. You do have the
ability to change the fees here on the Policy screen if needed and it will affect only this policy
you are working on. To add, edit, or delete company fees use their corresponding button. You
can also do the same to the policy agency fees which are the fees charged by the agency
themselves.

Note: The icon of the question mark is an explanation of how you can have certain fees apply
to other fees you have listed.

Policies Endarsements Forms Claims Comm, Breakdown | Producers Prermium Grand Totel $984.00

Company Fees Base Premium: $900.00 Policy Agency Fees

Fee Name $/% FeeValue Tatal Fee Name FeeYalug

Florida Hurricane Catastrophe Fund Fee 1.00% $9.00 MR * $10.00

Palicy Fes $0.00 $0.00

SRZ22 Charge $5.00 $5.00

Premium lssued $814.00
Total Fees: $14.00  Total Cammissionable Fees: $0.00 Total Fees: $10.00  Total Cammissionable Fees: $10.00

| addFee | EdiFee | Dot |@] 44| *commissionabieFes [ 4ddFee | EdiFee | Delete | * Commissionable Fee

6. Comm. Breakdown — The agency commission will display here. The first line listed will be
labeled “Default.” This is the default commission structure which was set up in the Utilities for
the company or MGA/Broker. When setting up the agency commission structure in Utilities you
had the ability to set up the structure by percentage, rules, and tiers. Whatever structure you
used will appear here and you can change it on the “fly” if needed. This meaning if you need to
change the commission structure for this policy only you can do so.

You can manually change the commission percentage or amount listed if needed and it will
recalculate. If the commission was set up by Rules or Tiers, you can add, edit, or delete these
items as needed by using the buttons on the lower left.

When you choose to change the commission Rules, make sure to select Rules and then click
the “Add” button. The list of Rules you had previously set up in the Utilities will appear, you can
choose the Rule and apply it to this policy. You cannot add new Rules directly to the list box of
Rules. This has to be done from the Utilities section.
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In order to apply Tiers to the policy, Tiers have to first be set up on the company listed on the
policy in the Utilities. Then you will be able to apply Tiers if need on the “fly” for the specific
policy you are working on.

Folicies Endarsements Farms Claims Feas Comm. Breakdown | Producers Premium Grand Total $984.00
Entry D escription Amount = Cammizszion
Diefault Drefault Cormmizsion From L tlities] $700.00 7.a0 $45.00

Breskdown by = Rules  Add | | Reset Commission ‘ Totals $700.00 $43.00

7. Producers — Here is where you add your producers who are receiving commission on the
policy. Once the producer commission is entered here they can be tracked and reconciled
within the program.

Falicies Endorsements Forms Claims Fees Cararm, Breakdown Premium Girand Total $995.00
Producer Commigsion Type Total Cornm Due Due To Date Paid To Date Due Maow Palicy / Endarsement
| Add Agent As Producer | Add CSH As Producer | | Show Histary | Edit Producer | Delete {add Producer! |
L

In order to add producers to the policy click the Add Producer button on the lower right. The
Producer Commission box will open. Here select the producer's name and then the
commission will recalculate to reflect their commission structure which was previously set up in
the Utilities section. This box is split into two sections. One being the producer’'s commission
based on either the agency’s commission or the premium plus fees and the second area is the
producer’'s commission of the agency fees if any are charged. The boxes in gray in both
screens are locked. The information in these boxes is based on what was previously entered
on the policy. Such as the “Agency Commission” box will automatically display the commission
due the agency based on the premium and fees that were entered. The total amounts are also
locked and calculated for you. If you need to change the producer’'s commission for this one
policy, you can do so by adjusting the commission amount. If you need to you can edit or
delete a producer entered here.
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Producer; | Policy/Endorsement: Policy (1111111111113 = |
Company Commizzion Agency Fee Commizzion
Type: Agency Commission j
Amount; Percentage (%) j 3.70% Amount; Percentage (%) j 3.70%
Available Cornmnizzion Available Commizsion
Agency Commizsion: 40,00 Agency Fee: £10.,00
Split Percentage [%]: 100, 00%: Split Percentage [%]: 100,00%:
Calculated &wvailable: $0.00 Calculated &yvailable: $10.00

Total Cornmizsion
Company Commigzion; $0.00 Agency Fee Commizzion: $0.37
Total Commizzion For This Palicy: $0.37

k. Cancel

As stated previously only the producers entered here will have their commission tracked so
they can be reconciled as you pay the producer. You have the ability to use the Add Agent as
Producer and Add CSR as Producer buttons if the agent and/or CSR entered on the policy is
also the producer. This will reduce the manually entry on the policy. By using these buttons
whoever you have listed on the Client screen as the agent will be brought over and filled into
the producer section, the same goes for the CSR entered on the Policy screen.

NOTE: In order to change any commission structure you will need to be an administrator or the
admin will have needed to grant you access in your user’s permissions.

o0

QQEvolution 2 Policy Detail Screens

The Policy Detail screens allow you to enter and store the details of various lines of business
such as coverages, drivers, etc. on the Policy screen. These screens currently work with the

lines of Auto, Homeowner, Commercial Auto, and General Liability. For all other lines of

business enter the details of the line on the ACORD form.

_-‘=:- = Down Payment Receipt '3 s L% " Intentto Cancel Mok &ddMew Be Renew ffc:’fé‘_:i F*
¢ i ) : hemo s || Garage f || T = T
Letter =4 Print Zcreen Shat ap | efter || Reminder Property 1 Cancel (x| Delete |7 = Endorze Policy Log
Print AP Address Policies Detail=

The Policy Detail screens are integrated with the entire QQEvolution 2 program, giving you the
ability to update, archive, and change information from within the Policy Detail screens.
QQDownload™ will also update your information in the Policy Detail screen.
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How the Policy Detail Screens Work
These screens import information in several ways:

1. Import information from your existing Auto, Commercial Auto, Homeowners, and
General Liability ACORD® Forms.

2. Using the QQDownload program.
3. Manually entering the information.

Once you have downloaded or entered information into an ACORD form, the Policy Detail
screens will recognize the information attached to the policy and then allow you to populate the
screen. This functionality is available with all of your detail screens. The program is designed
to recognize the ACORD form that is attached to your policy and line of business.

If you enter information into the Policy Detail screen and wish to send that information to an
ACORD form, you have the ability to transfer the information to the new form using one of two
methods. You can use the Data Wizard to transfer that information or the Import Information
button at the top of the screen on the Ribbon or Toolbar. Either of these two methods will
produce the same results.

Below you will see each one of the Policy Detail screens. We will show you how to populate a
detail screen using the following information in an auto policy below. The rest of the Policy
Detail screens will function much the same way using different ACORD forms.
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Auto Policy Detail Screen

Policy Detail Screen — Auto - Current - From QuickDown_Ioaa (.Read only) i -
— IS
Combo l Drivers ] Vehicles ] Coverages ] Palicy Motes ] Modifications Log ] Archive ]
Drivers
Lazt Mame |FirslName | DOB | Sex |Driver Licenze
Mouse borty 03/14,76 S EXCLUDED -
Mause Minnig 01/11,/74 SM EXCLUDED
Mouse Mikey 10/27,/53 SF M 220299538870 Al
Yehicles
Year | Make Model |VIN | Color
‘ 2002 MISSA ALTIMASSSL 4D TM4AL11D82C214325
Coverages
Vekicle | Driver | C5LCov | CSLPrem | BICov | BIPrem | PDCov | PDPrem | MedCov | MedPrem
‘2DD2NISSMLTIMMS£E Mikey Mouse 10420 136.00 1010 124.00
| e |
| Create Mew Policy Summany Edit | Cancel

Auto Policy Detail Screen Populated from QQDownload

Notice that the Policy Detail screen was populated from the QQDownload Program and that all
of the information contained in the ACORD form has been filled in for you. Also note that at the
top of the screen, the Policy Detail screen will tell you that the information is Read Only. This is
a security feature to protect the current data. If you click on the edit button at the bottom, you
will be able to edit the current information and make changes. Once the changes are made,
the current information will be archived and a Modifications Log will be created noting which
CSR made the change.

Important Note: The information contained in the Modifications log will reflect
the CSR attached to your user. If you do not attach a CSR to the User Login,
then the information attached to the CSR will show the user that has logged in.

Creating a Policy Detail Screen from Existing Information

To populate your Policy Detail screen, simply go to a client with an Auto policy that has either
an ACORD 90 or Generic Auto Quote form attached to it from your downloads or that you may
have manually entered. Once you have selected your client and their policy, click on the Policy
button found in the Details area on the top Ribbon of the Policy screen. When you open the
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Policy Detail screen, the Update box will open because it recognized the forms attached to the
policy.

oty et Scmen = ko = i

Combo ‘ Drivers ] Yehicles l Coverages l Paolicy Motes ] Modifications Log l Archive l

Drivers
Lazt Mame |First REN | Doe | Sex |Driver License

Add | ‘ ‘

Yehicles
Year | Make Model YIN Calar

add | | |

Coverages
Wehicle | Diiver | C5L Cov | CSLPrem | BICow | BIPem | PDCov | PDPrem | MedCov | MedPrem

=

Lreate Mew | ‘ Ok

B Policy Details Lipdate f'5_<|

Policy Details

Changes affecting the Palicy Details

Farmz Date
EALto Cuote 10ME6/08

YWhen pou update pour policy details the previous one gets
archived. The current palicy iz updated from the newest
available zources, mainly endorzements.

Fram Client Screen Update Cancel

You will select the form from which you want to create your Policy Detail screens and click the
Update button. QQEvolution 2 will copy all the information from the form to the Policy Detalil
screen. This will make it easier for you to create the new Policy Detail screens.
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I e
Combo |Drivers I ‘u’ehiclesl Coveragesl Policy Notesl Modifications Log I Archivel
Drivers
Lazt Mame |First M arme | DOB | Sex |Driver Licenze
Mouze Ferdie 12401480 Shd ExCLUDED -
Mouze bdarty 13414/76 Shd ExCLUDED
Mouze Minmie MA1/74 Shd ExCLUDED i
k. ¥ HPr 1N MTIED cC AT AaE007 N
E dit | Delete |
Yehicles
Year [ Make Model WIN Calar
| 2002 HISS5A ALTIMASSASL 4D THAAL11DB2C214325
Add | E dit | Delete |
Coverages
Vehicle | Driver | 5L Cov| CSLPrem | BICov | BIPrem | PDCov | PDPrem | MedCov | MedPrem
|2D02NISSMLTIMA£S£E Mikey Mouse 10420 136.00 1040 124.00
E dit |
Update | Create Mew | Undao Update | Palicy Sunimary Ok Cancel

Using the Policy Summary

QQEvolution 2 Policy Detail screens provide a built-in Policy Summary report that allows you
to give your client a printout of all the information contained in a policy summary. To produce
this report, simply click on the Policy Summary button located at the bottom of the screen.
Once you click on the button, you will see the following report.
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Policy Detail Screen — Auto

Combo Drivers Wehicles Coverages Motes Log Archive
Drivers
Last Hame Firzt Mame DOB Sex Driver Licenze
Alfred John MA272 Sk H51 24147865144
add | Edt | Delete |
Yehicles
' ear Make h adel WM Calar
2006 caDDy DTS 1035421 4BKSET 45957 BilLie:
add | Edt | Delete |
Coverages
Wehicle Diriver CSL Covw - CSL Prem Bl Cow Bl Prem PO Cov | PD Prem | MedCov | Med Prem
2006 CADDY 10/20 231.00 10 273.00 MOME Q.00
Edit
| Create New | Cancel
Policy Detail Summary
Insured Mame and Address Agency Mame and Address
Mikey Mouse Bret Roberts
G510 MW Yellow Brick Rd 5300 MW 23rd Ave. #114
Miami, FL 33437 Fort Lauderdale, FL 33309
Palicy Line Policy Mumber Effective  Expiration Company Premium
Auta VADODI625482 &/2/2004  12/2/2004 CQur Insurance Company 51,418.80
Driver Mame Birth Date Gender License Mumber State
Ferdie Mouse 12/01/80 Male EXCLUDED FL
Maorty Mouse 09/14/786 Male EXCLUDED FL
Minnie Mouse mMini74 Male EXCLUDED FL
Mikey Mouse 10027153 Female WM220299538870 FL
Form Description Date
Personal Auto App Personal Auto Application BI42008

Garage Address
G510 MW Yellow Brick Rd
Miami, FL 33437
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Policy Detail Summary

Insured Mame and Address

Mikey Mouse
G510 MW Yellow Brick Rd
Miami, FL 33437

Agency Mame and Address
Bret Roberts

5300 MW 33rd Ave. #114
Fort Lauderdale, FL 33209

Palicy Line Policy Mumber Effective  Expiration Company Premium
Auta VADODG625482 6/2/2004  12/2/2004 Cur Insurance Company 51,418.80

Yeh Mo Year I ake I odel WIN

1 2002 MISSA ALTIMAMSISL 4D AN4AL11DE2C214325
Coverage Limit Deductible Premium
Combined Single Limit Liability (CSL)

Bodily Injury Liability (BI) 10020 $136.00
Property Damage (FD) 10110 $124.00
Medical Pay ments

Comprehensive / OTC $500.00 $283.00
Collision $500.00 $344.00
Uninsured Motorists C3L

Uninsured M otarists BI

Uninsured Motorists PD

Lnderinsured Motorists CSL

Underinsured Maotorists BI

Lnderinsured Motarists PD

Personal Injury Pratection 10000 $454 .00
Towing

Rental

Custom Equipment

Coverage Total $1,346.00

Lienholder

MSEMN MOTOR ACCEPT
PO BOX 748050
DALLAS, TX 75370
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Homeowners Policy Detail Screen

@ roey o socr o S R =

I General I Palicy Nu:utesl Modifications Lu:ugl .l’-‘xrc:hwel

— Coverages [ Limits Of Liability -
HO Form: |
Dwelling:
Other Structures:
Perzonal Property:
Loss OF Use:
Liability:
Medical Payments:

— Deductibles

Mamed Hurricane:
Annual Hurricane:

All Penil:
Wind / Hail:
Theft:

E arthquake:

Rating Information

- Construction
= &lurinum Siding ¢ Wirgl Siding® Fire Bes © Mfg Home

™ Masory Veneer © Masonmy

 Frame

— Rating / Underwriting

Year Built:
Square Feet:

Mumber Of Rooms:
MNumber OF Apartments:

Market ¥alue:

Replacement Cost:

Additional Interest

™ additional Interest

Additional Interest
© Additional Interest

= Mortgagee

Mame I Hame |
Address Address
City/St/2p City/St/2p
Loan #: Loan #:
Update Create Mew Policy Sunmmary Ok

Cancel
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Commercial Auto Screen

Policy Detail Screen (Commercial Auto o

Combo | Drivers | Vehicles | Coverages | Motes | Modifications Log | Archive

Drivers
Last Mame | First Mame | DOE | Sex | Driver License

Add | Edt | Do |

Yehicles
r'ear | b ak.e | M odel |VIN | Eody Type

Add | Edt | Dot |

Coverages

Business Auto Section ITrud<ers Section | Motor Carrier Section |

Vehide ILiabiIity Cov | Liability PremI Comp/Otc Covl CompOtc Preml Collission Cov | Collission Prem

Policy Summarny Create Acord Form: B Ok LCancel
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Commercial General Liability Policy Detail Screen

Policy Detail Screen (General Liability) - Current . ﬁ]
| Coverages | Scheduls OF Hazardsl Additional Interestl Hemarksl Mates | Modifications Lugl .-’-‘«ru:hivel

| Coverages | Limits |
[] Commercial General Liability General Aggregate

[J Claims Made [] Occurrence Products & Completed Operations Aggregate
[J Owners & Contactor's Protective Personal & Advertising Injury

| Each Occurrence
Damage to Rented Premises (each occcurrence)
Medical Expense (any one person)
Employee Benefts

| Deductibles Premiums
(1 Property Damage Premises / Operations
[ Bodity Injury CJPerClaim  po e
O Of=  other
Total

Cther Coverages, Restrictions And/Or Endorsements

Create Mew Unda Create Policy Surmary | Create Acord 126
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ﬁ Data Wizard

When adding a form from the Policy screen or the Forms section the Data Wizard may present
itself. The Data Wizard allows you to extract information from multiple sources in QQEvolution
2 and populate the appropriate information into a new ACORD Form. The Wizard eliminates
the process of having to print, copy, or go back and forth between forms to fill in the required
information for a New Form.

How It Works

The Data Wizard currently moves information to the following ACORD Forms. (Note: Future
version of QQEvolution 2 will include more ACORD Forms!)

ACORD Number

23 — Lease Auto Certificate of Insurance

24 — Certificate of Property

25 — Certificate of Liability

27 — Evidence of Property Insurance

28 — Evidence of Commercial Property

90 — Personal Auto Application for every State
80 -- Homeowners

The Data Wizard pulls information from the following sources in QQEvolution 2:
1. Existing ACORD forms stored for a client.
2. Policy Detail screens from the Policies screen in your clients.
3. The QQRolodex for populating the Certificate Holders or Lien Holders.

The Data Wizard organizes that information and puts it in an order that will make it easy for
you to place in the appropriate fields in the new ACORD form.
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Using the Data Wizard

Step 1: Introduction

Whenever you choose any of the forms from the list above, you will see the Introduction

screen. The introduction screen gives you information regarding the various steps that the

Wizard will use in order to populate the new form.

- NOTE: Once you become familiar with the steps involved in the Data Wizard,
you will have the option to skip directly to Step 2 in the Wizard. Simply check
the box next to the statement “Don’t show Introduction again”.

In the following example we are going to complete a new ACORD 90 form. This form requires
five separate steps to complete the new ACORD form. The amount of steps will vary
depending on what information is stored on the client.
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Q0 Evolution Data Wizard
Inkroduction

Inkraduckion

Ci0) mynlurlarn Aoorel rorrs) Dziezy ezl

Select Palicy

Introduction to the QQ Evolution Acord Form Data Wizard

This wizard allows you to pre-fill this form with data from other forms. The wizard
gives you the option to select data from the following sources:

@ Eo E@
= =
o o
i A

v Select the Policy from the Select Folicy tab fwhen there is more than 1
palicy).

Electronic
Signature . ..

v Select the Coverages from other forms - aptionally from other palicies.

v Select Cerificate/Lienholders from other forms or the Rolodex,

v Select the Electronic Signature.

[ Don't shows Inkroduction again (you can re-activake this in the Utilikies)
Zancel | | ek
Clients
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Step 2: Select Policy

The next step requires you to attach the new form to a policy. Simply highlight the policy and
the Wizard will attach the new ACORD form to that policy. At the bottom of the same screen,
you will have the option to pull information from an existing policy, a previous policy and any
Endorsements, or you can check all the policies you need information from for the new form.
The Wizard compiles all the information from the ACORD forms, Policy Detail Screen, and the
QQRolodex. This will place the information from these categories into a format that allows you
to choose what information you need to move to the new form.

o Select Policy l
T e ke Select the policy to aszociate this Form with
Binder Mum | Coverage Compary Binder Date | Policy Mum Palicy Status | Type |
B426 Liability-Comp... LS55 10416409 108 Active

Drwelling Fire Inzurance Co 154 03/05/09 2414545544 Active
Select Paolicy

Select policies you want to impaort data from

Pualicy Mum

Dieling Fire Inzurance Co LISA h24J4545044  Active

@ Ee E@
= =
o o
fi A

Electronic
Signature

[ Include Endorsements

Select the policy For the current Form Cancel | Presious | ek | Finish |

Once you select “Next”, The Data Wizard will filter the information from the policies selected
and take you to the next step.

Important Note: If you do not make the correct selections, simply click on the
“Previous” Button to select the new information.
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Step 3: Drivers

To import Driver Information, you will check which driver(s) you need on the new form. You
may select up to 6 drivers to appear on a form, this information could come from the Policy
Detail screen, the Auto Quote, Commercial Auto Application or a previous Auto Application.
This simplifies the selection process for you to make choices as to who you want to appear on
the form. Once you have the correct information, select “Next” to continue.

QQ Evolution Data Wizard
Drivers

Seleck data From one source I alsoinclude Commercial Farms
mizgudian Farm name | Mo | State | Company | Policy | Effective | Status | Description
[Mone]
FOLICY DETAIL - Driver... 155 108 10/16./09 B,
Auta Quote [Generic) 155 108 10416409 Fil Auto Quate &
Selact Palicy
Drivers
\ehicles < >
e Seleck Drivers
Drrivers
Electronic
Signature
Irnpart drivers Cancel Previous Mexk Finish

Step 4: Vehicles

This step requires you to select vehicle information. The information for vehicles will come from
the following forms, Personal Auto Application, Commercial Auto Application, Auto Quote, and
Policy Details screen. Simply choose the vehicles that need to go in the new ACORD form, as
shown in the example below.
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Q0 Evolution Data Wizard

Drivers
o Seleck data from one source [ Alsoinclude Commercial forms
e gudian Farm name | Mo | State | Company | Policy | Effective | Status | Description
[Mone]
POLICY DETAIL - Driver... Iss 108 10416409 A
Auta Quote [Generic) 155 108 10416409 Fil Auto Quate &
Select Palicy
Drivers
Vehicles < >
e Select Drivers
Dirivers
Electronic
Signature
Import drivers Cancel Previous Mexk Finish

Step 5: Signatures

The final step in the Data Wizard is to add your signature to the new ACORD form. If you have
a signature saved in QQEvolution 2 and the ACORD form accepts a signature, you will be
given the option to use that signature. Simply select the signature that you wish to attach to the
new ACORD form. Once the signature has been selected, click on the next button to move to
finish your new ACORD form. The Wizard will then display a message asking you if you want

to complete the form.

[

Important Reminder: You can go back to any step in the selection process at

any time by clicking on the step or choosing “Previous”, that you wish to review

or change.
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Q0 Evolution Data Wizard

Electronic Signature

Introduction Add Mew Signature From File

Name Signature

Select Palicy (Mone)

Agert 99

Sign Pad Now

o Ee E@
= =
o o
fi A

Electronic
Signakure

Select signature Cancel Previous |

Q0 Evolution ¥1.0.10

P

““:r’j Is everything ready to import data from the \Wizard 7

The Final Product

Once you complete the required steps for your new ACORD 90 form, the Wizard will display
the form. There may be a few things left to fill out for your new form, complete the rest of the
form with the required information. Once everything is completed you can print, e-mail, or fax,
or save this form. The Data Wizard is an important function of your QQEvolution 2 Program,
designed to put information into a new form with step — by — step instructions.
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AGEHCY CUSTOMER ID:

)

ACORDD)
—— FLORIDA PERSONAL AUTO APPLICATION SECTION | " "Gsiann
BGENC HAMED INSURELY $ )
Quickguate, Inc John Alfred
POLICY HUMBER
10855144555
CARRIER HEK: CODE
L=Es 23654
RESIDENCE CURRENTRESIDENCEIR [ ] owwen [ RENTED GARAGING ADDRESS IF DIFF FROM CURRENT (inc county & ZIP)
CURRENT 2DDRES S VEH
79 5 10tk PL Sunrise, FL 33318 ¥
VEHICLE DESCRIPTIOHN / USE TOTAL NUMEER OF YEHICLES IN HOUZEHOLD:
WEH| TEAR MAKE MODEL BOOY TYFE I gﬁi?,.: wece | (BRI | PR | MEw
1 (2006 CADDY DTS 1GERDSTI234 234234 FL 0ZMEM0E (M
wER|COST NEW | A5F ORB| TERR |wicsseny | week | Monti |USAGE| far | oan |rooL| cobt| FEADING | TALEAGE | ORtWER | DFIVER USE % Each veh must equal 100%] | cuass
|
|
]
|
VEH| SEAT BECT | DEIEOITH | SIAKES S14| ANTITHEFT DEVICES | GREDITS AND SURGHARGES |VEH|SEXTRELT | [RtUIBETH | BEAKES 21 | ANTITHEFT DEVICES | GREDITS AND SURGHARGES
] ]
] ]
COVERAGES / PREMIUMS
COVERAGES LIMITS OF LIABILITY WEHICLE 2t 1 | VEHICLE 2t WEHICLE WEHICLE
ZINGLE LIMIT LIABILITY [CEL) g E ACCIDERT T 5 T ¥
BOOILT INJURT LIABILTT % 40000 EA PERSON $ 20,000 EA ACCIDENT % 239 5 % %
PROPERT T DAMAGE LIABILITT $ 10,000 E ACCIDERT % 274 5 % %
$10,000 BAZIC | sesto: || wasen ms oy O] iz CEFENDENT
PERSONAL INJURY DEDUCTIELE: Ll nooeo [ seso gso0 [ sio00
PROTECTION WORK LOZS EXCL: O wanen ms oy | HE&FSE#%&E%\WEDENT 5717 ¥ ¥ 3

Partial ACORD form

Remember that the ACORD form you chose will determine the number of steps required to
complete the new form. The Wizard will also determine the amount of steps required based on
the forms and information that you have saved to the client’s record. If you do not have any
ACORD forms, Policy Details, or previous policy information stored in your client’s record then
the Wizard will display only the steps available to you with the information available. If at any
time while using the Data Wizard you decide that you would rather put the information in
yourself or the information you need is not available, you may click on the “Cancel” button and
the Data Wizard will display the blank form for you to fill in manually.

@

Important Note: If you decide that you do not want to use the Data Wizard to
populate any of the ACORD forms you can disable the Data Wizard in the
Utilities Section in QQEvolution 2. To disable the Wizard un-check the box next
to the statement that says, “Use Data Wizard when adding new ACORD Forms”
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Policy Screen Ribbons Descriptions

B ) - & ) ) I - oh —_— m— |J_c'_':1q___ —
?- F £ Down Payment Receipt a L] ‘T@ Intert to Cancel o4 AddMew s Rensw 1=C}5 @ .
| = Y . : Memo ! | Garaged | T rm— pm—
S— Letter =3 Print Screen Shot ap ) etter || Reminder Property 9 Cancel () Delete = Endorse Palicy Log
Dashbosrd Prirt AP Address Palicies Detailz Imcyair s

The following function buttons are available while in the Policies Screen:

Cancel Button

This button cancels this specific policy as of the date that you enter and calculates unearned
premium and commission. You can run reports that will contain cancelled policies. If the policy
is already cancelled, this button will say Reinstate.

1. Enter the cancellation date.

2. Select Pro Rate, Flat Cancel or Short Rate (based on the rules set by the insurance
company).

i 5 |

Cancel Policy D

Cancel Date ol Projshort/Flat  Pro Rate j

Memo  Policy Cancelled

Reminder
CSR Btestl |
Cancellation Letter Don't prink a lekter j

[ Print &card Cancellation Request
[ auko-Forward Unearned Cormmission via EFT

Cancel Policy | Don't Cancel Policy |

3. Enter a memo if desired.
4. Enter a reminder, if desired.
5. Identify the CSR and the letter, if used.

6. The Policy Status will now be “Cancelled” upon pressing Cancel Policy, and the
cancellation date will be displayed above the client's name.
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Reinstating Policy
1. Locate and select the cancelled policy you wish to reinstate.
2. On the Policy Screen, click the Reinstate function button. A message “Are You Sure?”
appears. Click “Yes” to reinstate the client's policy. This function can also be performed

from the Search Screen.

A client will only be in the Inactive section if he/she does not have an active policy. If ANY
policy is reinstated, the client’s status automatically becomes Active again.

Delete Button

This will delete a policy page from the client’s file.
1. Click the Delete function button.

2. The message, Are you sure...? will appear. Clicking Yes will permanently delete the
policy. Clicking No will allow you to remain in the file.

3. Even though you may delete a policy, any billing, form or memo entries that you have
created for that policy will still be listed in the Billing, Forms or Memos screen.

It is your responsibility to remove the bills, memos or forms associated with the policy you just
deleted. Once a policy is deleted, it cannot be retrieved.

ﬁ Print Function Button

QQEvolution 2 provides a Print button in many places throughout the program for your
convenience. When using the button here, you have the option to print a Letter, Print Screen or
Print Down Payment Receipt.

Print A Letter
Prints letters created in QuickWord to the selected client. Letters can be sent for any reason
(e.g., renewal, cancellation, request for information, etc.) assuming that you have an existing

letter created for that reason.

1. Click the Letter button from the Print section on the Ribbon.
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Select Letter D

Agency Filker: Deerfield Beach j
Letter Mame Agency

Address Letter Test,RTF

AP BILL.RTF Deerfield Beach

AP FIMAMCED RTF Deetfield Beach

Auto Quake Test of Symbals, RTF All

BillLetter . RTF all

Birthday . rtf Deerfield Beach

CrossMarketing. R TF All

CrossMarketing. R TF Deerfield Beach

Downpayment receipt, RTF Deerfield Beach

GaragedddressTest. RTF All

IO Test RTF All

PG4 test letter RTF All

MI3SING INFO.RTF Deerfield Beach

Monthly Payment Receipk. RTF  Deerfield Beach

mulkiple RTF All w

[ Prirt the letter selected above bo a comparry.
Select a company from the rolodesx after pressing Ok,

(04 | Cancel |

2. Select a letter from the list. You can create or customize these letters in QuickWord.

3. You may check the Print the Letter selected above to a Company box if you wish to
print the letter to a company in the QQRolodex instead of the client.

4. If the client has multiple policies, you will be prompted to select the policy the letter
applies to.

5. Tofillin any additional information before sending the letter, (if necessary) you must first
set up a letter in QuickWord using the {Type Info Here} or {Preview} field.

6. QQEvolution 2 will then display the letter in Preview mode. Click the Print button to print
a copy of the letter. A memo box will open where you can enter a memo and a reminder
date and/or CSR. Click OK. Select the printer you wish to use and the number of copies
to print. Or, instead of selecting a printer, you may select E-mail via Outlook to e-mail
this letter to your client (available with Microsoft Outlook only).

7. The agency name, address, phone number or logo will automatically be included in the
letter, along with the client name, address and the date.

8. An automatic memo noting that the letter has been sent is created in the client's memo
screen. Click the Memo icon to view and/or add more details to the memo.

9. Click the Close button to continue.
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10.The letter will be saved in the client’s Letters screen with the date and time noted.
If you click the Close button without printing the letter, QQEvolution 2 will prompt you to print it
later, placing it in a print queue. You can print these unprinted letters from the Mailroom
section on the Dashboard by clicking the Print Unprinted Letters button. If you do not answer
Yes to print it later, the letter will be lost.
Print Screen Shot
This feature allows you to print the screen you are currently viewing.

Down Payment Receipt

This feature allows you to print a completed client down payment receipt.

Intent To Cancel Button

When an agent receives an “intent to cancel” notice, the agent can flag a policy for cancellation
at a later time. The policy will not cancel automatically. After flagging a client for cancellation,
their policy screen will have a new field, Cancel On. Now:

1. Click on the Intent To Cancel button in the Policies area on the Ribbon.

i 1

Intent To Cancel D
Crake
Mermna
Reminder
CSR. Brestl |
[mkent To Cancel Lekter Don't prink a letker j
Lets the swskem know the date the policy WILL BE cancelled. A report can be
run based on this date, The policy WILL MOT cancel automatically,
Ik | I changed rmy mind

2. Enter the date the policy will be cancelled on.

3. Enter a memo describing the reason why the policy will be cancelled, a reminder date
and the CSR who entered the cancellation.

4. Select the Intent to Cancel Letter to send to the client (if desired).
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5. You may click the “I changed my mind” button if necessary.

6. Click OK and the selected letter will be automatically printed.

You can run a custom report based on the Intent to Cancel date.

To remove the Intent To Cancel, enter the client’s policy screen, highlight the date in the red
field and hit the Delete or Backspace key on your keyboard. You can also click the Intent to

Cancel button and select | changed my mind.

ACTIVE POLICY

Premium Info
0 Cuoted Premium

B aze Premum

Baze Mon Camm Prem

B aze Cornmn Premium

Commizzionable Prem

Prermium |zsued
Endarsements

Tatal Premium

$2.507.00

$0.00
$2.507.00

$2.507.00
$2.557.32

$0.00
$2.557.32

Fremium Sent Gross

Company Fees

Man Comm Fees

Comm Fees

Commiszion

Endarzed Camm

Tatal Camm

[Intent to Cancel On |07/10/10

j Optional
$00.32 | Optional Eu:uveragej
$50.32 | Additional Coverac = |
$0.00 From Endorzements
$250.70 Agency Fee
MvE Fee
$0.00  |Endorsed Agency Fee
$260.70 Endorzed MYE Fee

Prermiurn D own
Total Daown

# Pmtz / Mthy Amt

Firgt Due D ate

Premivm
$0.00

$0.00
$0.00

Cormm
$0.00

$0.00
$0.00
$0.00
$3.30
$0.00
$0.00

$2.557.32
$2.566.62

$0.00

Clients

157



Renew Button

There are two ways to process a renewal for a client. Manual entry is for users of QQEvolution
2 only and Automatic entry is for those who use the QQWebRater comparative rating system.
Clicking on the Renew button will give you the option to Renew through QQWebRater.
Otherwise, this button will be dimmed.

Manual Entry
1. From the Client’s policy screen, click the Renew function button.

2. The message Are You Sure? will appear. If you click Yes, QQEvolution 2 will prompt
you to renew through QQWebRater, click No.

3. Clicking No will display a new policy screen. Some of the information from the original
policy will be populated for you. You will complete the rest of the missing information for
the policy.

4. QQEvolution 2 will save your data when you leave this screen.
Automatic Entry
If you renew through QQWebRater, you will have the ability to modify and quote this client.
You can print the application and transfer the renewal quote and application back to

QQEvolution 2. You will then be prompted to save a copy of the previous quote in the
QQEvolution 2 Forms section for this client.

ﬁ Endorse Button

A user can manually process an endorsement for a client: within QQEvolution 2.
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Endorsement for Policy: 108

Endorzement Method

& Endorze manually

" Endorse manually using Pro Fata calculator

" Endorze through QuickQuote?

Endorsement Type

[ AddaCar [ Add A Driver [ Add Lienholder [ Change Coverages
[ DeleteACar [ Delete A Driver [ Delete Lienhalder [ Change Address
[ ChangeACar [ Change & Driver [T Change Lienholder

After Endorsing. ..
& Don't Print Form " Print Generic Auto Change Form " Print Acord Auto Change Form

Endorze Don't Endorze

The expiration date of the endorsement will match the expiration date of the policy being
endorsed.

Endorse Manually
The process below describes the use of this screen:

1. Select the policy you wish to endorse. Click the Endorse function button located on the
Ribbon.

2. Select the endorsement method you wish to use.

3. Select the endorsement type (e.g., adding a new car, a new driver, etc.). Note these
selection boxes will not appear if the policy is not an auto policy. Instead, type in What
was Changed.

4. If you would like a form for the endorsement, select the appropriate option under After
Endorsing at the bottom of the Endorsement window. If this is not an Auto policy, you
will be prompted to use a form when you’re done endorsing.

Once you have made your selection, click the Endorse button. You may also click Don’t
Endorse to cancel without endorsing.

You will need to manually enter the endorsement information into the Endorsement pop-up
window. Enter the Endorsement info, Pro Rata premium info, Financing info, and Optional info.
Click OK to save.
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i oy

Endorsement for Policy: Pending D
PENDING EMDORZEMENT
Endorsement Info Premium Info
‘what was changed | [uoted Premium $0.00 Premium Sent Met j
J Baze Premium $0.00  Compary Fees $0.00
Endorzement Mumber Pending Baze Mon Comm Prem $0.00  |Mon Comm Fees $0.00 J
Binder Mumber 7528 Baze Comm Premium $0.00 Comm Fees $0.00
Endarzement Date 07/16/09 Commizsionable Prem $0.00 Cornrizzion J
Binder Date 07/16/039 Premium lzzued
Type of Bugziness Mew Buziness j
CSH Btestl
= J Optional and Additional Coverage Prermium Comm
HrreTaT I:Iptilulnal Coverage j
Fis Co/Chct # - Additional Coverage |
Prit TypedChk 3 Cash -] Agency Fee MY Fee J
Additional Amount to be financed Premium Do Payment Total Down Payment $0.00
0k Cancel

Using Pro-Rata Calculator

When you use this option, QQEvolution 2 calculates the Pro Rata premium. Enter the new full
term premium and QQEvolution 2 will then calculate the endorsed premium taking into account
the number of days elapsed. Select an endorsement type. Decide what to do after endorsing
and then click the Endorse button.

The above image endorsement screen will only appear if you select Endorse Manually or if you
select Endorse Manually Using Pro Rata Calculator.

On the client’'s Policy screen the Endorsements tab will now reflect the changes you have
made to the client’s policy. Also, clicking on the History button will generate a report that will
show the original policy, endorsement history, premiums, effective dates, coverage, company
and down payments, finance company, and contract number.
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On the client’s Policy screen you can view details of an endorsement by double-clicking on the
endorsement you want to view. You can also change the status of the endorsement by double-
clicking on the word Pending Endorsement. A box will pop up and ask you if you want to
change the status to Active Endorsement (See Policies Screen: page ?).

Endorsement for Policy: Pending

PERMDIMNG ERDORSEMENT
Endorsement Info Premium Info
“What was changed CHANGE LIAE COW; ADD 2009 BUICK, Quated Premiurm $1.380.67 Premium Sent  Gross j
J Baze Premium [$25.00]  Company Fees $25.00
Endarzement Mumber Pending Bagze Mon Comm Prem $0.00  |Mon Comm Feez F0.00 J
Birder Murmber 1025 Baze Comm Premium [$25.00] Comm Fees $25.00 —
Endaorsement Date 051070 Cammizsionable Prem $0.00 Commisgioh J
Binder Date 0541010 Prermiurm |zsued
Type of Business Mew Business j
CsR test
Anmyies J Optional and Additional Coverage Premium Cormm
et I:Iptif:n.nal Coverage j $0.00
Fin Co/Circt # Direct Bil [= Addiional Loverage = $0.00
Frit Type/Chk # Cash | Agency Fee $0.00 MvR Fes £0.00 J
Premium Down Payment $414.20  Total Down Payment $414.20
Delete Show Form ak Cancel

Garage/Property Address Button

If the client keeps the car, or the insured property is at a location other than the mailing
address, click this button to enter the garage/property address.

F o

Garage/Property Address E]

123 Garage St
Garage, FL 33319

Azzign an Address For This Paolicy

Address Type
123 Mail 5t. kail City, FL 33315 b ailing
R00 Mew kailing Addrezs St kiami, FL 33054 Garage

45 Original St. Mail City, FL 33318
B500 8 Mile Rd. Detrait, M1 48219

123 Mail 5t :
Mail City, FL 33319 bew | éssign | cancel |
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Add New Policy

1. Click the function button at the upper right side of the screen, Add New in the Policies
area. You should now be on a new record and a blank page will be displayed. You may
also use the page down key on your keyboard to go to additional policies.

2. Select the appropriate Line and then enter the information for this policy. Click the
Dashboard button to save.

Adding Policy Details: In addition to being able to add Line, Coverage and Company, you
can also add detailed policy information in the Forms section. The Forms section can be
accessed from the Client or Prospects section. Simply highlight the client’'s name in the search
box, click on the Forms Screen, and Add a Form. Highlight the form that you want to use and
double-click to open. Type in any additional information that is needed on the form and click to
save. You must have a client record and policy record created first before you can fill out a
form.

Forms are the containers that hold policy details. Once a form is created and saved, it can be
referred to at any time. For example, if you just added a Homeowners policy, you can add an
ACORD Homeowners form. You would then enter the details of the policy. This information
can be accessed at any time by selecting the appropriate client and then clicking the Forms
Screen. You will see a list of all the forms associated with this client. To view one, simply
double-click on the form name and it will open. Likewise, if you want to enter driver and vehicle
information for an automobile policy, you can add an Auto Quote in the forms section.
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Claims

In QQEvolution 2 you have the ability to input claims on your client’s records. To access
Claims for a client you will open Clients from the Dashboard. You will then search for the client
and select them, on the top Ribbon click on Claims.

When you open Claims you will be asked if you'd like to add a new claim, click “Yes.” The New
Claim box will open. You can enter the Claim Number if you have it or leave it saying the
default of “Pending” if you do not have it as of yet. You will also enter the Policy Number. To do
so you will click the drop down arrow and a list of your existing policies will be displayed, select
the policy the claim belongs to. Then click the “OK” button.

B Mew Claim

Clairn Murmber Pending

Palicy Number j

ok Cancel |

Once the “New Claim” box closes you will be on the Claim Info tab. There are six tabs in total
which can be filled out for the claim. You will notice the Claim Number, Policy Number,
Coverage, Line, and MGA/Company areas have all been pre-filled for you. This was based on
which policy you selected in the previously mentioned “New Claim” box. This information is
locked here and cannot be changed. You would have to make the changes to these areas on
the actual policy on the Policy screen and then they would reflect here. Another thing you will
notice is when you move to each area to input the information the label of the box will be
displayed in blue. This allows you to easily tell where you are in the information entry process.

When you are entering the Claim Type you will click the drop down and choose from the
default list of types. If you would like to add, delete, or edit this list click on the Types button
and change the list. The default list of “Types” already provided for you cannot be changed,
only Types you entered can be changed.

You will want to fill out as much information on the tab as you can but you can also come back
and edit the claim at any time. There are also areas for you to list the Risk, Incident
Description, and Damage Description.

One item to note on the Claim Info tab is the Claim Status. The status can be changed as
needed but once a claim has been set to the status of Voided it cannot be changed nor can
any part of the voided claim be changed.
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Client: Allen, Amy
QPEM claim 10225454 reported on July 1. 2004
Clairm Progress Faorms Images Adjusters Claim Parties
Claim Mumber 10225454 Claim Status Open j Date of Loss 07/01/09 Amount of Loss $5,000.00
Claim Type Collision j Opened on 07§01/09 Date Reported 07§01/09 Armount Salvaged $0.00
Folicy Mumber 111111111111 -] Claim Created by amyprog Chargeable ta Company? O] Amount Reserved $10,000.00
Caoverage CompjColl Disputed and a Suit is Pending? [ Enter Payment $3,000,00
Line Auta Accident Violation? [] Fayment Doc check 12345
MGEASCompany United Auko J J Tatal Amount Paid 43,000.00
Risk. Incident Description Damage Description
2004 red Ford F-150 stop light at intersection malfuntioned and client colided with a front end damage--totally smashed in
yellow 2007 muskang bummer tarn off, windshield shattered, engine pushed into
dashboard
Claims
Claim Mo Policy No G / Broker Company Line Diate of Loss Status Amount Paid [ramage Description
10225458 111111111 United &uto Auto 07/01/09 Open

The next tab is Claim Progress. Here you can create your own memaos pertaining to the claim.
The program will also automatically enter memos as well such as when a change occurs. After
a change is saved a memo box will open already filled with what change was made and you
can add to this if you wish. To add your own memo you will click the Add New button on the
top Ribbon. To add to an existing memo click the Append button on the top Ribbon. You
cannot change what an existing memo says but you are allowed to add to it.

WA M 7 =) Forms & Images
Add MNew  Append “oid 5 Claim Summary
Dashboard Mema Status Prirt
Client: Allen, Amy
OPEM claim 10225454 reported on July 1, 2009
Claim Info Claim Progress Forms Images Adjusters Claim Parties
Date Claim Status | Amount Paid Mema Date 07/01/09
07/0./03 Open $3.000.00 Payment Received [ $3.000.00 ] on Jule 1, 2... User amyprog
070409 Open Claim created. Status set to Dpen ondJuly 1, ..
Memo
Claims
Clairn Mo Policy Mo MGA # Broker Caompany Line Date of Loss Status
10228458 111111111, United &uto Auto 07/0./09 Open

$3,000.00
check 12345

Amount Paid

Payment Doc

Payment Received [ $3,000.00 Jon July 1, 2009, Payment Doc: check 12345

Amount Paid
$3,000.00

Damage Description
frant end damage--tatally smashed in ..

You do have the ability to void a memo. Once a memo is voided it cannot be changed. Also
any paid amount showing in the memo you are voiding will be subtracted for the amount paid.
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You will get a warning message stating this which will allow you to cancel the voiding of the
memo. In order to void a memo select the Void button on the top Ribbon or Toolbar.

On the top Ribbon there is a box marked Print. You will have access to this box on all tabs of
the Claims area. If you select Forms & Images from here it will open a box allowing you to
Print or Email which ever images and forms you select. What forms and images you have to
select from is determined by what forms and images you have currently saved on the claim.

Print/EmailfFax [Selected Claim]

Prinking Cptions
|f3“ Print ¢ Email O Faxl Printer: HP Officejet 7300 series |

Copies 1 i‘

Select lkems to Print

Images Forms
Form M ame D escription Effective
Auto Lozs Motice 0e/24/08

Select All
Dezelect Al

Print | {Cancel

After selecting the email option the box will expand to include the below area.

Note: Don’t forget in order to email you must be using Microsoft Outlook and have set up the
Email setting in the Utilities of QQEvolution 2. If you need further information on this please
refer to the recorded Webinars available on our Web site which guide you through the whole
program. You can also find information on our site in the training videos and Newsletters. The
QQEvolution 2 manual explains the program as well.
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Printing CpLions
" Prink " Fax To: aalen@internet, com [E3:
Subjeck: Auta Claim

Body Cover letter: [Mone) j Include Email signature

by Inzurance Col
3 MWW 40 CT
Sunshine, FL 33333

iy, qOonline, com

The Print box also has Claim Summary. If you select this option a report will open and it will
have all of the information you have entered on this claim contained within it. You can print this
report as well.

The third tab in the Claim area is Forms. In order to add a form to the claim area, click the
Add New button. A box will appear allowing you add an ACORD form. Only the ACORD forms
that can be associated with claims will appear here. When you choose the form it will open and
you can fill out the required information. The form(s) will always be stored in the “Forms”
section in the Claims area. . To add other ACORD forms to a client record you would use the
main Forms section.

[} Edit Description || =) Forms & Images

AddNew Delete [0 Change Claim || <& Claim Summary
Dashboard Forms - Prirt

Chent: Allen. Amy

OPENM claim 10225454 reported on July 1, 2004

Claim Info Claim Progress Images Adjusters Claim Parties
Type of Form # Added on Company Policy Number Eff Date Description
Auto Loss Notice o0z 07/02/09 Urited Auto 11111111111 06/24/08
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(001 - Property Loss Mokice

00z - Auko Loss Matice

003 - General Liability Claim

004 - Warker's Comp First Report of Injury
004 - Employer's Repart of Injury (WD

Ok, Cancel |

The other options on the top Ribbon for the Claims Forms section are as follows.

e Delete — You would first select the form you wish to remove and then select the “Delete”
button. This will permanently delete the form.

e Edit Description — If you would like to list a description on an individual form, select the form
and then click “Edit Description.” You will then be able to enter in your description.

e Change Claim — If you have multiple claims listed on a client you could accidently enter the
form on the wrong claim. If this happens select the form and click the “Change Claim” button
and select the correct claim the form goes to and click “OK.” The form will now be associated
with the proper claim. If you do not have more than one claim list on a client the “Change
Claim” button will be grayed out and not useable.

The fourth tab is Images. Here you will attach any images and/or documents you have that are
associated with the claim. You do have the ability to attach items already saved on your
computer or to scan directly into the Claim’s Image section.

To attach an image you will select the Attach button on the Ribbon or Toolbar, the following
box will open.
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B Select image to attach from C:\QuickFL.Mmagelmport

[=

Browse Close

You will click on the Browse button which will allow you to search your computer for the image
you wish to attach. Once you select the image to attach you will put in a description of what the
image is. The image will then be displayed on the claim.

Enter. Image Description
Image Description Ford--front end damage Select Description |

B

I | Cancel |

You will note the program associates the image being attached the user who is logged into the
program.
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i EA ";/ & Add Pages to Selected File (TIF Only) <7 9;,' Select Twain Source |" = Forms & Images
¥ " - . _ o .

Attach 0 Detach ° . Edit Description Scan % Scan Into Selected | Change S 1 Claim Summary
Dashboard Images Scanning Claim Print
lient: Allen, Amy
OPEN claim 1022545A reported on July 1, 2009

Claim Info Claim Progress Forms Images Adjusters Claim Parties

Description Policy Number Added on File Name
ford TEST IMAGE 111111111111 07/03/09 382jpg
Ford--front end damage 111111111111 07/03/09 383.pg

[ Use Default Windows Viewer =| Zoom #|

You can also remove an image by clicking on the Detach button. This will delete an image
from the client’s claim record.

Before selecting Detach Image, make sure to highlight the correct image file. After clicking the
button, you will be asked to confirm that you want to delete the file.

9

\_.;/ Are vou sure you would like to delete the selecked image?

Yes Mo |

If this is what you would like to do, click “Yes.” The image will now be deleted.

The Edit Description button on the Ribbon allows you to change the description for an image
file. The Change button would be used if you have an image saved on the wrong claim for the
client. You would select the image and click the “Change” button. A box will open; select the
correct claim for the image and click “OK.” The image will now appear in the Image section for
the correct claim on the client. This is for moving images between claims within a single client’s
record. You cannot move an image to a different client.

You can scan directly into the Image tab in the Claim section. First make sure you have your
scanner selected by clicking the Select Twain Source. The Select Source window will appear
and should contain the identification of your scanner. Now, select your scanner.

Note: You will only have to do this step the first time you use your scanner within
QQEvolution 2.
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After selecting the Twain Source you are ready to scan, click the Scan button. The Image Info
box will open. Here, you can enter a description for the image, select the policy it goes with (if
the client has more than one.) Check the boxes next to the descriptions that say, “Show
scanner’s interface when”; and also “Force Black & White”. If you are doing a photo and
would like it displayed in color do not check this but when you scan the image as color make
sure to save it as a smaller size. This will help prevent file size conflicts.

If you are using a flatbed scanner and scanning a multiple-page document, you may enter the
number of pages. Then, put a check next to Prompt for pages. When the scanner is finished
scanning each page, you will be prompted to insert the next page in turn. If you are using an
auto document feeder, make sure “Prompt for pages” is unchecked. Also if you are using an
auto document feeder and you select “Separate Pages,” each page will be stored as an
individual image file. Therefore, if you are scanning a multiple-page document, make sure this
is unchecked.

After entering your information in the Image Info window, click the Scan button. The user
interface window for your scanner will appear. In this window, you should select Black & White
scanning unless you are purposely doing color. You can now scan your document or picture.
Once scanned, the image file will be stored in the Image section for that specific client’s claim.

Note: You can scan your document or image using virtually any file format. Examples are: TIF,
.BMP, .JPG, .GIF, .PDF, and .DOC. There is no limit to the amount of images which can be
stored on a client. There is however a file size limit, .PDF files cannot be over 6 megabytes (6
MB), .JPG, .GIF, .BMP, .DOC files should not be over 1 MB. .TIF should not be over 2 MB.

TIP: If you receive the message File size too large, check the settings in your scanner’s user
interface window. Make certain that all of the scanning settings are set to default or standard
values and you are scanning at a lower resolution especially when doing color.

For more information on scanning images please refer to the Webinars and training material
available on our Web site. The scanning feature here in the Claims section is very similar to
how scanning is done in the Image section on the client record.

The fifth tab is Adjusters. Here you can keep track of all of the different adjusters there may
be for the individual claim. When you enter the Adjusters tab for the first time on a claim a box
will open asking you if you wish to enter a new adjuster. To add an adjuster at any time you will
click the Add New button on the top Ribbon or Toolbar. You now need to enter in the
adjuster’s information in the box that appears. Once you completed this box click “OK” and
save the information. The adjuster will now be displayed. If you enter multiple adjusters on a
claim the first three will be displayed on the screen and if you have over three you will need to
use the scroll bar to view them.
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Add New Adjuster,

First Mame Toni Middle Initial
Company Adjusters R Us
Address 542 M 17th Ave
City Deerfield Beach
Wiork (954) 7E5-6524-23
Cell (561) 254-5954
Fax (954) 755-6525
Email adjustersrus@internet.com

Time Zone Eastern Standard Time j Language English

Last Mame Redmond

Suite 502

State |FL Zip 33442-

= | Handles Bodily Injury

Remarks sw Toni on 5/10 and he said they are finished with their end]

Cancel

B

Adel Mesw

N
Ecitt
Adiusters

Fb = Forms & Images

Delete

L Claim Summary
.

Dashhoard Pririt

Client: Allen. Amy
OPEM claim 10225454 reparted on July 1, 2009

Claim Info Claim Progress Farms Images

Adjuster Toni Redmond work (954) 785-6524-23
Cell (S61) 254-5954

Fax (954) 7E5-6525

Company Adjusters R Us
Address 542 M 17th Ave, Suite 502
City Deerfield Beach State FL  Zip 33442-

Handles Bodily Imjury Language English

Email adjustersrus@internet,com

Adjusters Claim Parties

Remarks sw Toni on 5/10 and he said they are finished

with their end

&l

Time Zone Eastern Standard Time

You also have the ability to edit and delete adjusters you have listed.

The final tab is Claim Parties. Here you enter any other person(s) involved with the claim.
When you enter the Claim Parties tab for the first time on a box will open asking you if you
wish to enter a new “Claim Party.” To add a Claim Party at any time you will click the Add New
button on the top Ribbon. You now need to enter in the Claim Party’s information in the box
that appears. Once you completed this box click “OK” and save the information. The Claim
Party will now be displayed. If you enter multiple Claim Parties on a claim the first three will be
displayed on the screen and if you have over three you will need to use the scroll bar to view

them.

Clients




First Mame Todd
Campany
Address 985 5w Lake Terrace
City Miarni
Home (305) 654-2574
Wiork (305) 658-5453-6937

Middle Initial M| Last Mame Linnville

Suike J
Stake FL Zip 33333
Relation Relative j
Claimant

Cell (954) §73-1591 Amount of Loss $500.00
Fax
Email linrviletoddi@internet, com
Remarks Todd was seen in ER after incident, will be submitking hospital il
ok Cancel |

Note: If the “Claim Party” happens to be a lien holder and you have them listed in your
QQRolodex you can click the gray button to the right of Company and it will open the
Rolodex. You will select the lien holder and the information for the company will be filled in for
you. Also in the Relation area there is a default list of relation provided for you, click the drop
down box to view the list and select the relationship.

F)\-\ F,.\ FQ =] Forms & Images
Add Mew Edit Delete & Claim Summary
Dashhboard Claim Parties Print

Client: Allen. Amy
QOPEN claim 10225454 reported on July 1, 2009

Claim Info Claim Progress Forrms Images Adjusters Claim Parties

Claim Party Todd M Linnville Home (305) 654-2874 Claimant Remartks Todd was seen in ER after incident, will be

submitting hospital bill.

Company Work (305) 658-5453-6987  Amount of Lass $500.00
Address 985 SW Lake Terrace Cell (954) 873-1591

City Miami State FL  Zip 33333 Fax
Relation Relative Email linnvilletodd@internet, com g

Claim Party Dottie Mayfield Home (305) 625-4657 Claimant [ Remarks

Company Work (305) 658-4574-55 Amount of Lass $0.00
Address 98 S 89th Way Cell

City Miami State FL  Zip 33334- Fax
Relation Other Email g

You can also Edit and Delete “Claim Parties” as needed. Do not forget that deleting something

in the program is permanent.
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Memos

Entering memos is a great way to document transactions and manage your client accounts. All
memos that you enter are automatically stamped with the current date and time. The specific
wording of the memo is generated in two ways. You may actually enter a memo and it will be
stored under the Memos Screen or QQEvolution 2 will enter memos automatically whenever
certain events occur, (e.g., entering a payment, endorsing a policy, renewing a policy, etc.) and
it will be stored under the Activities Screen in the specific client record.

Client: Berry, Bruce ;’-.» Call about Car Insurance
Show Only These Policies Al j Memo Tupe Filker [ Don't Show Vaoided Memos

Date Merna Reminder | Dismissed SR Palicy Type
06,/22/09 DowmPayment values changed: Payment Type: Cash AIG - Illinois Meno il
Woees ot O National -

- 022709 - Pending
06/22/09 DowmPayment values changed: Payment Type: Cash AIG - Illinois Meno
1074 am O Hational -

- 0 /Z2/09 - Pending
06/22/09 DowmPayment wvalues changed: Premium Dowm Payment: 555, AIG - Illinois Meno
1073 am O Hational -

- 0 /Z2/09 - Pending
06/22/09 DowmPayment values changed: Payment Type: Cash AIG - Illinois Meno
T0: 7z am O Hational -

- 0 /Z2/09 - Pending
0622709 Policy Added 0jim AIG - Illinois MewPol
1071 am O Hational -

- 0 /Z2/09 - Pending
0622709 DownPayuwent values changed: Payment Type: Cash Access ASI - Meno

061009 - Pendin
10:Z0 AM u s1ns o
06,/10/09 Policy Added 0jim Access ASI - MNewPol
061009 - Pendin
G:05 AM u s1ns o
QE/Z8/09 Policy Added 0jim A.R.A. Casualty - MNewPol
05422509 - Pendin
3:45 PN u sz8s o
04/23/0% |Policy Added - [Reminder date set Lo 05/0170%] 0g/01/02 drest A nofees - NewPol
504 PN [ Dismiszszed on 07/0Z/09 by arodrigquez ] 04422709 - Pending
04723702 |Label Printed Zrest - - Label
1:42 PN u
04723702 |Label Printed - [Reminder date set to 04/23/03] 04,/23/09 hoodafunkic | - - Label
Dismissed on 07702709 by arodrigquez v
PTETEL fozs 4 quez ] N

To type a memo, click on Add a Memo. Enter the Reminder date (if any) and the name of the
CSR who entered the memo. You may also assign this memo to a policy and assign it a memo
type. Once added, memos cannot be deleted or edited. When using QQEvolution 2 Gold or
higher, the memo can also be added to your To-Do List.

\ 7 Highlight = Append () e
- - Q| o ®

V| Add Mew 5 Prirt Yoid Refresh Set Cizmiss

Dashboard hemos Reminder

Print Memos: Prints a list of all memos for the client you are working with.

Add A Memo: This feature allows you to add a memo to an existing client record.
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= = |

Enter Memo D
CSR = | Policy |
Memo Type  Mema = | Reminder Date =]
Today's Date 0FM G092 Current Time T0:52 A
Text [ &ddta To-Dio List
Commonly Typed Memos... | L84 | Cancel |

Highlight Memo: Highlights the selected memo in yellow for easier viewing. Use to highlight
your important memos.

Void Memo: Voids the memo if you made a mistake upon entering it. This action is
permanent.

Refresh: This button is for in cases where two agents are on separate computers but entering
information on the same client at the same time. In order to see the memo one agent entered
seconds ago the other agent will click the Refresh button. This button will be rarely if ever
used.

Set Reminder or Snooze: If a memo doesn’t have a reminder date, use the Set Reminder
button to give it one. If it does have a reminder, but you need to change that reminder, use the
Snooze button.

Append To Memo: Use the "Append To Memo" button when you need to add additional
information to an existing memo.
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= = |

Enter Memo E]
Today's Date 07603 [ Dismizz Reminder
Commonly Typed Memos... | L84 | Cancel |

Dismiss: If you've already followed up on this memo and you no longer wish to see it on your
reminder reports, select it first, then "Dismiss" it.

Selection Filters

Show Only These Policies: If the client has multiple policies, you can choose which policy to
see memos. The default is set to ALL.

Memo Type Filter: If you want to view memos of a particular type select the type of memos to
display.
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Activity Types

%

Type
Bill
Cancel
Change
Claims
DelPal
E mail
Endors
Image
Impoart
IntCan
Label
Letter
kemo
MewFm
M ewPal
Paymnt
Phane
Follzz
Reinzt
Fenew
R ewrit
TFile
Other

Show these memo types
Wou can select multiple types

D ezcription
Bill Created
Cancellation
Client/Palicy Change
Clairnz
Puolicy D eleted
Email Sent
Endorzement
Irmage Attached
[uickDownload Imported
Intent To Cancel Set
Label Printed
Letter Printed
M ermo Added
Mew Form Added
Mew Policy Added
Payment Received
Phone Memo Added
Pualicy lszued
Pualicy Reinstated
Pualicy Renewed
Pualicy Reswritten
Tranzachional Filing
Other

Deselect all | Ok,

Cancel |

Don’t Show Voided Memos: If you would like to hide your voided memos you may make this

selection.

If you post a Reminder date in a memo, and today is the day you entered, the next time you
view the QQEvolution 2 Dashboard, the Memo Reminders area will display how many
reminders you have. You will click the “View” button to access your list of memo reminders. To
view a report of your reminders, select View as Report. The list can then be printed or exported

to Excel.

Activities Screen

Automatic memos are created when certain events occur (e.g., creating a bill, printing a letter,
renewing a policy, etc.) and will be stored under the Activities Screen section of the program.

These are system generated memos.
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Client: Berry. Bruce i‘-.» Call about Car Insurance
Shaws Only These Policies  all] j Activity Type Filter [ Dan't Shaw Yoided Activity
Diake Time Merno SR Policy Type
& Z2/09 |10:28 AM DowmPayment wvalues changed: Payment Type: Cash wallys AIG - Illinois NatioMemo |il
OE/Z2/09 |10:24 AM DowmPayment wvalues changed: Payment Type: Cash wallys AIG - Illinois NatioMemo
O6/ZZ2/09 |10:22 AM DowmPayment wvalues changed: Premium Down Payment:EEE. wallys AIG - Illinois NatioMemo
06722709 |10:ZEZ AM DownPayment wvalues changed: Payment Type: Cash wallys ATIG - Illinois NatioMewmo
OE/ZZ/09 |10:21 AM Policy Added wallyt AIGC - Illinois NatioMNewPol
06/EZz2/09 |10: 20 AM DownmPayment walues changed: Payment Type: Cash wallys Aocess AST - 06/10/0Menc
0&6/10/09 |2:08 AM TPolicy Added wallyt Access AST - 06/10/0MNewPol
OEFE2/09 |2:45 PM Policy Added wallyt A R.A. Casualty - 05NewPol
04723709 |E:04 PM Policy Added - [Reminder date set to 05/01/039] wallyE A nofees - 04/22/09 MNewlol

Selection Filters

Show Only These Policies: If the client has multiple policies, you can choose which policy to
see activities. The default is set to ALL.

Activity Type Filter: If you want to view activities of a particular type select the type of
activities to display.

Activity Types E]

Show these memo types
You can select multiple types

Type Dezcription
Bill Bill Created
Cancel Cancellation
Change Client/Palicy Change
Claims Clairnz
DelPal Palicy Deleted
E mail Email Sent
Endors Endorzement
Image Image Attached
[mport GuickDownload Imported
IntCan Intent To Cancel Set
Label Label Printed
Letter Letter Printed
kemo b emo Added

M ewFrmn Mew Faorm Added

M ewPal M ew Policy Added
Paprint Payrent Received
FPhone Phone Memo Added
Follzz Pualicy lszued

Fieinzt Puolicy Reinstated
Renaw Puolicy Renewed

R ewrit Pualicy Reswritten
TFile Transactional Filing
Ot Other

Deselect Al Ik Cancel
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Don’t Show Voided Activity: If you would like to hide your voided activity you may make this
selection.

. = 4 Highlight .0

mm—=Y Pririt | woid Refresh
Dazshboard Activites

Print Activity
Prints a list of all activities for the client you are working with.
Highlight Activity

This button highlights the selected activity in yellow for easier viewing. Use this to highlight
your important activities.

Void Activity

This button voids the activity if you made a mistake upon entering it. This action will
permanently void this item.

Refresh

This button is for in cases where two agents are on separate computers but entering
information on the same client at the same time. In order to see the activity generated by one
agent seconds ago the other agent will click the Refresh button. This button will be rarely if
ever used.
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Client Billing Screen

Items in the Billing screen are created automatically whenever certain events occur (e.g.,

payments, down payments, additional premiums, etc.). To add billing items, click the
Payment/Bill button.

Client: Berry, Bruce ‘.. Call about Car Insurance

Client Billing Shaw Only These Palicies | | Show Dnly These Bil Descriptions Al | O Dot ShowVoided Eill
Date Company Description Debit Credit Due SR Ript Pt Type | Check #
‘06122109 AlG - lllinois rslationpaolI Down Payment $555.00 $555.00 Qjim Cash -
091 2008 o Diown Payment $55.00 $a5.00 Wally's Csr 196 cash

08511408 o FPremium Due $55.00 $0.00
o

e A client's balance (e.g., unpaid additional premiums, IOUs, etc.) will appear at the
bottom of the billing screen, and on the client screen in red as an AR balance (if this
feature has been activated in the Utilities section).

[ ]

You can choose to show billing entries that apply to all policies or to specific policies

only. Click the down arrow key to the right of Show only these policies to make your
selection.

You can also choose to show billing entries of a certain description (e.g., AP paid, down

payment etc.). Click the down arrow to the right of Show only these Bill Descriptions to
select which type of billing transactions to see.
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- -., i . = /"1{ . lb-’ .
W- = Invaice @ Delete /:., Receive a Payment ..;') Farvward Monies ,; ;
1
(T~ =
9

p— . | i a .
Receipt Detailz 5 Woid "a"_,ff:, Create Finance Schedule & 7 Creste a Bill Refresh

Dashboard Print ftetm Paymert/ail Inguiry

Delete Function Button
To delete an entry in the Billing section, click anywhere in the row you want to delete and then

click the Delete button. You will be prompted to confirm deletion. Click “Yes” if you are sure;
click “No” to cancel.

Print Function Button

This button will allow you to print either a standard invoice or custom receipt for any item that
you have created.

Print Invoice

This feature allows you to print a completed client invoice.

F |

Invoice Preview D
Check the tems that vou want to be included in the invoice and click Print. By default, all tems are checked. -
Show only these policies ] | All Dates
Prirt Drate Falicy Description Dehit Credit Due
OBF22M9(A1G - llinois Mational |Down Payvment $0.00 Faa5.00
DE22/08(A1G - llinois Mational |Down Payment F555.00 F0.00
Check &l | Un-Check Al Balance = $0.00 Frint Cancel | =
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—Send To - |

Bruce Berry -
123 Mail St Invoice # Date

On Printout a7 M1B02

Mail City, FL 33319

Date Policy Number

0622009 [||Pending

I06/22/09 |[Pending

Company Coverage

AIG - llinois Maticl||15-Y ear Term

&G - Illinois Natid|[15-Year Term

Description Debit Credit Due Date

Down Payment = $0.00 $555.00

[Down Payment - $565.00]

K] KN R ] ) I ) ]

Balance =$0.00

Invoice styles can be found in Utilities > Defaults > Letters.
Print Receipt

This feature allows you to print a completed client receipt.

Void Item

Click in the row you want to void and then click the Void Item button to void the transaction.
Once voided, the line will be highlighted in yellow.

Voiding a billing transaction eliminates any dollar amounts from the balance, reports, letters
and the balance sheet. You may run a voided report to create a list of all voided billing
transactions. This action is permanent.
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You can receive a payment, create a bill, forward monies and create a finance schedule.

Payment/Bill

Receive Payment

1. Click on Receive a Payment in the Payment/Bill area.

2. Select the appropriate policy from the Select Policy window, if client has multiple
policies, and click OK.

-

Select Policy

Binder Murm Coverage bGA ¢ Broker Campary Binder [ ate Palicy Mum Falicy Statuzs
5753 15-Year Term A6 - Illinis Mational BIZ212009 | Pending Pending ﬂ
6493 15-Year Term Access 431 6/10/2009 |Pending Active
6328 15-¥ear Term AR.A, Casualey 5/28/2009  Pending Active
5699 15-¥ear Term Abc A_nofees 4/23J/2009  Pending Active
5296 4/14/2009  Pending Pending
5297 4/14/2009  Pending Pending
5205 Comp 4/14/2009  Pending Pending
5299 Comp 123 Insurance Company | 4142009 Pending Pending
4780 Liability-CompfCal Mgal ARLA, Casualty 3/18/2009  Pending Active
4697 Comp/Coll Access ASI 3/11j2009  Pending Active j
O Include Endarsements ok | Cancel |
e "y
Enter Payment Info E]
Tranzaction Date 0716403
Payment Info
Aot Agency Fee
D'escriphion j Faorward D ate
Pavment Type Cash -] Check B [ EFT To Comparny
[f payment iz split [i.e. Cash/Check), list second pavment info
Armount Agency Fee
Payment Type Cazh j Check. #

[ Create a Debit and Credit for the amount above in the billing screen

Add the following ko the memo zection. ..

temo Payment Beceived: $0.00

ok Feal-Time Inguiry:
Make Payment

Reminder D ate

Receipt Payment ATF

CSE Brestl

~|

Cancel
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3. In the Payment Info screen enter the payment amount, the agency fee (if any) and a
description. Descriptions can be created in the Utilities section under the Popup Boxes
tab.

4. Enter a forward date (if applicable), select a payment type and enter the check # if paid
by check.

5. If the payment is split (e.g., part cash, part check), then enter the second payment type
information.

6. Enter the date that the payment was received.

7. Enter a memo if desired, a reminder date and select the CSR who is entering the
payment information.

8. Make sure to check the box in the middle of the Payment Screen that says “Create a
Debit and Credit for the amount above in the billing screen”

9. Click OK and a receipt will be printed automatically. If you have chosen to print a
receipt, your default receipt will show up here (you can opt not to print a receipt).

10. Automatic memos noting that the receipt letter has been printed and that a payment has
been received are created in the client’'s Memo screen.

11.An entry is also automatically created in the client’s billing screen. Click the Billing icon
to view this information.

When receiving payments, you can attach the payment to an existing entry. For example, a
client has a debit entry (amount) for an additional premium. The client is now paying that
additional premium, which would be a credit. Attaching this payment amount to the original
debit for the additional premium will create a single entry in the billing screen to reflect this
transaction instead of two. If you choose not to attach to an existing entry, you will have an
option to create a debit AND credit entry in the amount of the payment. If this option isn’t
checked only a credit will be created on the billing screen.

Create a Bill
1. Click Create a Bill in the Payment/Bill area.

2. Select Policy for which you are creating the bill (if the client has more than one policy).
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-

Select Policy [:]

Binder Hum Coverage FGA / Broker Compary Binder D ate Palicy Mum Falicy Status

6753 15-ear Term AIG - Tlinis Mational 612212009 | Pending j
6495 15-¥ear Term Arccess AST 6/10/2009  Pending Active

G325 15-¥ear Term ARLA, Casualby 5/28/2009  Pending Active

5699 15-¥ear Term Abc A_nofees 4f23/2009  Pending Active

5296 4/14/2009  Pending Pending

5297 4/14/2009  Pending Pending

5295 Camp 4/14/2009  Pending Pending

5799 Camp 123 Insurance Comparry | 4142009 Pending Pending

4780 Liahilitw-CompyCol Mgat A.R.A, Casualby 3M18/2009  Pending Active

4697 CompfiColl Arccess 45T 31172009 Pending Active ﬂ
O Include Endarsements ok | Cancel |

=,

B Enter Bill Info LJES

Tranzaction Date 07/16/09

Bill Infa
STET Bill Freceipt -
Drescription | _
[ Frint the letter selected above ta a
Due Date

company. Select a company from
the rolodex after prezsing OF.

Add the following to the memo zection. ..
Memo Bill Created
Reminder D ate CSR Btestl |

Real-Time: Incuiry:
Ik C |
hake Payment Ance

3. Enter the bill amount, description and due date.

4. Select the desired Bill Receipt to print.

5. If desired, you may print the letter to a company in the QQRolodex by clicking the Print
the letter selected above to a company checkbox.

6. You may enter a memo, reminder date and CSR if desired.

7. Click OK when finished. The bill will be entered on the client’s billing screen, and the
selected receipt will be printed.
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Forward Monies

This button will forward monies to the insurance companies within QQEvolution 2 that were
already received, such as an early renewal payment.

1. Click Forward Monies in the Payment/Bill area.

2. Select the policy for which you are forwarding monies (if the client has more than one
policy).

-

Select Policy D
Binder Mum Coverage MGA / Broker Compary Binder D ate Falicy Hum Falicy Status

Pending j

G753 15-Year Term Al - Ilinois Mational G ]

G495 15-Year Term Access 451 6/10/2009  Pending Active

6325 15-Year Term ARLA, Casualky 5/28/2009  Pending Active

5699 15-Year Term abc A_nofees 4/23/2009  Pending Active

SZ206 4/14/2009  Pending Pending

5297 4/14/2009  Pending Pending

5295 Comp 4/14/2009  Pending Pending

5799 Comp 123 Insurance Compary | 4/14/2009  Pending Pending

4780 Liahility-Comp)'Cal Mgat ARLA, Casualby 3/18/2009  Pending Active

4697 CompfColl Arcess 451 3112009 Pending Active ﬂ
O Include Endorsements i | Cancel |

Enter Payment Info D

Tranzaction Date KR

Double-click entry below to forward monies.

Date Description Debit Credit
FAB/2009  Monthly Payment $0.00 $200.00

Real-Time Incguiry:
Ok L |
hake Payment Ance
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Enter Payment Info D

Tranzaction Date 0716409

Fayment Infao
Arnovnt TR Agency Fee
Description Manthly Payment Sent j Forward Date
Pavrnent Type Cazh R Check # ] EFT To Compary
If payment iz zplit [i.e. Cash/Check], list zecond payment info
Arnount Agency Fee
Payment Type Cash | Check #

Add the following to the memo zection...

kemo Monies forwarded: $200.00
Feminder Date C5FR Btesztl j

Feal-Time Inguiry:
O L |
hake Payment Ance

Create Finance Schedule
This option will allow you to set up a finance schedule for the client’'s monthly payments.

1. Click Create Finance Schedule in the Payment/Bill area.

2. Select the policy for which you are creating a finance schedule (if the client has more

than one policy).

-

Select Policy

15-¥ear Term AL - Ilinois Mational

6753

6/22/2009 | Pending Pending

L 15-¥ear Term Arcess 451 611012009 Pending

G325 15-¥ear Term ARLA, Casualby 5/28/2009  Pending Active
5699 15-¥ear Term Abc A_nofees 4/23/2009  Pending Active
5206 4/14/2009  Pending Pending
5297 4/14/2009  Pending Pending
5295 Camp 4/14/2009  Pending Pending
5799 Camp 123 Insurance Comparry | 4142009 Pending Pending
4780 Liahilitw-CompyCol Mgat A.R.A, Casualby 3M18/2009  Pending Active
4697 CompfiColl Arccess 45T 31172009 Pending Active

O Include Endarsements ok

Binder Hum Coverage FGA / Broker Compary Binder D ate Palicy Mum Falicy Status

=

| Cancel |
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Enter Payment Info

Double-chick entry below to forward monies.

Date Description

Dehit

Credit

Tranzaction D ate [m_

11/21/2007  Monthly Payment

$0.00

$200.00

]9

Cancel

3. When creating a schedule you will enter the payment amount, number of payments and

first due date.
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Enter Financing Info D

Tranzaction Date 0716409

Monthly Amount
Hum Payments
1zt Due Date

CSR Btestl j

Create Financing Schedule in the Biling 5 creen

Feal-Time Inguiry:
O L |
hake Payment Ance

4. Check off the box that says Create Financing Schedule in Billing Screen. A debit
amount will be created for the total amount of all the payments. When a client makes a
monthly payment, you will be able to select which month it applies to from the finance
schedule. This monthly amount will be deducted from the total payment amount and the
number of remaining payments will be adjusted accordingly.

5. If you do not wish to create the actual billing entry but keep track of what the customer’s
payments are, do not check Create Financing Schedule in Billing Screen. This way on
the Policy screen you will see the financing information but no bill was created.

Refresh

This button is for in cases where two agents are on separate computers but entering
information on the same client at the same time. In order to see the billing entry one agent
entered seconds ago the other agent will click the Refresh button. This button will be rarely if

ever used.
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Details

This gives you details on the transaction.

7 1
Debit Details \<]
Dekit Date 06/z2/09 SR Djim -]
Description Do Pavment j
Due Date Payment Twpe  Cash j
Debit Armount $555.00 Check #
Palicy A1 - Tlinais Mational | EFT Ta Ca. Mo |
Description Credit Credit Date Payment Tvpe Check # EFT To Co, Z5R,
Down Payment $555.00) 06/22/09 |Cash No Ojim | void |Delete |«

Balance =40.00 Met: $555.00 ($555.00 Down minus $0.00 Cornmission)
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Company Billing Screen

Items in the Company Billing Screen are also created automatically when certain events occur.
The functionality is the same as that of the Client Billing Screen. Entries such as Commission
and Debit to Company will be found here.

Client: Berry, Bruce ';‘,H Call about Car Insurance
Company Bllllng Show Only These Policies | Show Only These Bill Descriptions All j O
Date Company Description Debit Credit Due SR Rept Pmt Type | Check #
‘DBIDIDQ AlG - [llinois Mational | Down Payment $555.00 $555.00 Qjirn Cash ‘ -
Paol
O6M0MY |Access ASI Commission Received f0.00 $100.00 Ojirn
Pal
= T &/ s -
- V= Invoice f o Delete |55 Receive a Payment o0 Forward Monies |; ’ ;,
— - -
.@* — T e T
b = Receipt Detailz i ";f., Create Finance Schedule & 7 Creste a Bill  Refresh
Dashboard Print ftetm Paymert/ail Inguiry

Delete Billing Entry

To delete an entry in the Billing section, click anywhere in the row you want to delete and then
click the Delete button. You will be prompted to confirm deletion. Click “Yes” if you are sure;
click “No" to cancel.

Print Function Button

This button will allow you to print either a standard invoice or custom receipt for any item that
you have created.

Print Invoice

This feature allows you to print a completed company invoice.
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Invoice Preview ol
Check the items that yvou want to be included in the invoice and click Print. By default, all tems are checked. —
Show only these policies HI B | W Al Dates
Print | Date | Paolicy | Description | Debit | Credit | Due |
[ 041 BI07 ABCO Insurance Down Payment Fa00.00 F0.00
[ 041 BI07 ABCO Insurance Down Payment F0.00 Fa0o0.00
(~ 11127107 ABCO Insurance Commission Due $200.40 §0.00 ]

Check Al :
TR Fririt =
Un-Check Al 4 Balance = $200.40 Carcel

Send To -]

ABCO Insurance ;
PO Box 141029 Invoice # Date

Cn Printout 112707

Coral Gables , FL 333141029

Date Policy Number Company Coverage Description Debit Credit Due Date
112707 ||[ACC-5547 8546 ||ABCO Insurance |([Homeowners Commissgion Due '| F=00.40 $0.00

4

4

IR

Balance = $ 200.40
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Invoice styles can be found in Utilities > Defaults > Letters.
Print Receipt

This feature allows you to print a completed client receipt.

Select Letter

Letter Mame

BII Thank You Letter.rtf -
Billing Letter . RTF

Birthday . rtf

Customer Appreciation Day RTF

Customer Renewal Letter . RTF

Customized Renewal RTF

Downpayrment receipk. RTF

aenetic Letter . RTF

MISSIMG INFOLRTF

‘Monthly Pavment Receipt, RTF

[~ Print the letter selecked above to a companey, Select
a company From the rolodesx after pressing O,

(04 Cancel

Void Item

Click in the row you want to void and then click the Void Item button to void the transaction.
Once voided, the line will be highlighted in yellow.

Voiding a billing transaction eliminates any dollar amounts from the balance, reports, letters

and the balance sheet. You may run a voided report to create a list of all voided billing
transactions. This action is permanent.

ﬁ Payment/Bill

You can receive a payment, create a bill, forward monies and create a finance schedule.

Receive Payment

1. Click Receive A Payment in the Payment/Bill area.
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2. Select the appropriate policy from the Select Policy window, if client has multiple

policies, and click OK.

-

Select Policy

Binder Mum Coverage G # Broker Comparwy

6753 15-Year Term Al - Ilinois Mational
64935 15-Year Term Access B51

6328 15-Year Term A.R.4, Casualty

5699 15-Year Term Abc A& _nofees

5296

5297

5295 Comp

5299 Comp 123 Insurance Company
4780 Liability-CompfCol Mgal A.R.4, Casualty

4697 Comp/Coll Access 431

O Include Endarsements

5iz28/2009
4/23/2009
4/14/2009
4/14/2009
4/14/2009
4/14/2009
3i1g/z009
3112009

Policy Mum

Perding
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending

Falicy Statuz

Pending
Bickive
Bickive
Bickive
Pending
Pending
Pending
Pending
Ackive
Ackive

Ok

i

| Zancel |

Enter Payment Info

Bx]

Payment Info

Aot Agency Fee
Dezcription j Fanward Date
Payment Type Cash | Check #
If payment iz zplit [i.e. Cazh/Check), lizt second pavment info
Amauint Agency Fee
Paprent Type Cash | Check #

[~ Create a Debit and Credit for the amount above in the biling screen
Add the following ko the memo zection. ..
temo Payment Becerved: $0.00
Reminder Date

ok Real-Time Inguiry:
hake Payment

Tranzaction Date 07/16/09

Receipt Payment ATF

CSE Brestl

[] EFT To Company

i

Cancel

i

3. In the Payment Info screen enter the payment amount, the agency fee (if any) and a
description. Descriptions can be created in the Utilities section under the Popup Boxes

tab.

4. Enter a forward date (if applicable), select a payment type and enter the check # if paid

by check.
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If the payment is split (e.g., part cash, part check), then enter the second payment type
information.

6. Enter the date that the payment was received.

7. Enter a memo if desired, a reminder date and select the CSR who is entering the
payment information.

8. Make sure to check the box in the middle of the Payment Screen that says “Create a
Debit and Credit for the amount above in the billing screen”

9. Click OK and a receipt will be printed automatically. If you have chosen to print a
receipt, your default receipt will show up here (you can opt not to print a receipt).

10. Automatic memos noting that the receipt letter has been printed and that a payment has
been received are created in the client’'s Memo screen.

When receiving payments, you can attach the payment to an existing entry. For example, a
client has a debit entry (amount) for an additional premium. The client is now paying that
additional premium, which would be a credit. Attaching this payment amount to the original
debit for the additional premium will create a single entry in the billing screen to reflect this
transaction instead of two. If you choose not to attach to an existing entry, you will have an
option to create a debit AND credit entry in the amount of the payment. If this option isn’t
checked only a credit will be created on the billing screen.

Create Bill
1. Click Create a Bill in the Payment/Bill area.

2. Select the policy for which you are creating the bill (if the client has more than one

policy).
-
Select Policy D
Binder Hum Coverage FGA / Broker Compary Binder D ate Palicy Mum Palicy Status
G755 15-Year Term A6 - Tllinais Mational 612212009 | Pending ﬂ
6495 15-¥ear Term Access ASI 6/10/2009  Pending Active
G325 15-¥ear Term AR.A, Casualty 5/28/2009  Pending Active
5699 15-¥ear Term Abc A_nofees 4/23/2009  Pending Active
BZ06 4/14/2009  Pending Pending
5297 4/14/2009  Pending Pending
5205 Comp 4/14/2009  Pending Pending
5209 Comp 123 Insurance Company 4142009 Pending Pending
4780 Liabilitw-CompfCol Mgal ARLA, Casualby 3/18/2009  Pending Active
4697 Comp/iColl Arccess AST 31172009 Pending Active j
O Include Endorsements 2K, | Cancel |
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B Enter Bill Info =/E3

Tranzaction Date 07 /16,09

Bill Info
OB Eill Freceipt |
Description | _
[ Frint the letter zelected above to a
Due Date

company. Select a company from
the rolodex after pregzsing OF.

Add the following ko the memo zectian...

Memao Bill Created
Fieminder D ate CSR Blestl -]

Feal-Time Inguiry:
(8].4 C |
hake Payment Ance

3. Enter the bill amount, description and due date.

4. Select the desired Bill Receipt to print.

5. If desired, you may print the letter to a company in the QQRolodex by clicking the Print
the letter selected above to a company checkbox.

6. You may enter a memo, reminder date and CSR if desired.

7. Click OK when finished. The bill will be entered on the company’s billing screen, and the
selected receipt will be printed.

Forward Monies

This button will forward monies to the insurance companies that were already received, such
as an early renewal payment.

1. Click Forward Monies in the Payment/Bill area.

2. Select the policy for which you are forwarding monies (if the client has more than one
policy).
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Select Policy

O Include Endorsements

Binder Mum Coverage MGA / Broker Compary

Al - Ilinois Mational

6495 15-Year Term Access 851

G325 15-Year Term ARLA, Casualky

5699 15-¥ear Term abc A_nofees

5296

5297

52958 Camp

5299 Camp 1235 Insurance Company
4780 Liahility-Comp)'Cal Mgat ARLA, Casualby

4697 CompfColl Arcess 451

& 9
&/10/2009
5/26/2009
4}23/2009
4/14}2009
4/14}2009
4/14}2009
4/14}2009
3162009
311}2009

Binder [ ate

Falicy Hum
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending

Falicy Status
Pending
Ackive
Ackive
Active
Pending
Pending
Pending
Pending
Active
Active

=

Ok, | Cancel |

Bx]

Enter Payment Info
Double-click entry below to forward monies.
Date Description Debit
FAE2009 tanthly Payment $0.00
Real-Time Inguiry:
Ok hake Payment

Credit
$200.00

Tranzaction Date

Cancel

Clients
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Enter Payment Info D

Tranzaction Date 0716409

Fayment Infao
Arnovnt TR Agency Fee
Description Manthly Payment Sent j Forward Date
Pavrnent Type Cazh R Check # ] EFT To Compary
If payment iz zplit [i.e. Cash/Check], list zecond payment info
Arnount Agency Fee
Payment Type Cash | Check #

Add the following to the memo zection...

kemo Monies forwarded: $200.00
Feminder Date C5FR Btesztl j

Feal-Time Inguiry:
O L |
hake Payment Ance

Create Finance Schedule
This option will allow you to set up a finance schedule for the client’'s monthly payments.

1. Click Create Finance Schedule in the Payment/Bill area.

2. Select the policy for which you are creating a finance schedule (if the client has more

than one policy).

-

Select Policy

15-¥ear Term AL - Ilinois Mational

6753

6/22/2009 | Pending Pending

L 15-¥ear Term Arcess 451 611012009 Pending

G325 15-¥ear Term ARLA, Casualby 5/28/2009  Pending Active
5699 15-¥ear Term Abc A_nofees 4/23/2009  Pending Active
5206 4/14/2009  Pending Pending
5297 4/14/2009  Pending Pending
5295 Camp 4/14/2009  Pending Pending
5799 Camp 123 Insurance Comparry | 4142009 Pending Pending
4780 Liahilitw-CompyCol Mgat A.R.A, Casualby 3M18/2009  Pending Active
4697 CompfiColl Arccess 45T 31172009 Pending Active

O Include Endarsements ok

Binder Hum Coverage FGA / Broker Compary Binder D ate Palicy Mum Falicy Status

=

| Cancel |
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Enter Payment Info

Double-chick entry below to forward monies.

Date Description

Dehit

Credit

Tranzaction D ate [m_

11/21/2007  Monthly Payment

$0.00

$200.00

]9

Cancel

3. When creating a schedule you will enter the payment amount, number of payments and

first due date.

Clients
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Enter Financing Info D

Tranzaction Date 0716409

Monthly Amount
Hum Payments
1zt Due Date

CSR Btestl j

Create Financing Schedule in the Biling 5 creen

Feal-Time Inguiry:
O L |
hake Payment Ance

4. Check off the box that says Create Financing Schedule in Billing Screen. A debit
amount will be created for the total amount of all the payments. When a client makes a
monthly payment, you will be able to select which month it applies to from the finance
schedule. This monthly amount will be deducted from the total payment amount and the
number of remaining payments will be adjusted accordingly.

5. If you do not wish to create the actual billing entry but keep track of what the customer’s
payments are, do not check Create Financing Schedule in Billing Screen. This way on
the Policy screen you will see the financing information but no bill was created.

Refresh
This button is for in cases where two agents are on separate computers but entering

information on the same client at the same time. In order to see the billing entry one agent
entered seconds ago the other agent will click the Refresh button. This button will be rarely if

ever used.

Details

This gives you details on the transaction.
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Credit Details \<]
Credit Date 09/12/05 Z5R, W ally's Car j
Description Do Pavment j
Forward Date Payment Twpe  Cash j
Credit $55.00 Check #
Palicy | EFT Ta Ca. Mo |
Description Dehik Debit Date Payment Tvpe Check # EFT To Co, Z5R,
Down Payment $55.00( 081208 Cash Mo Wally's CS| Yoid |Delete | -

Balance =4$0.00
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Images Screen

QQEvolution 2 allows you to scan documents and attach images to your client’s policies for
easy viewing. Attach vehicle pictures, copies of your client’s driver’s license, etc. You need a
digital image device such as a scanner or digital camera (sold separately).

QQEvolution 2 can read most popular graphic file formats, including BMP, JPEG/JPG and
TIFF/TIF. In most cases, TIFF/TIF should be used for forms and letters, while JPEG or JPG
should be used for photographs.

There are disk space limitations to the image files you scan or attach. Please see Appendix D
for more information.

Client: Doe, Jane

[ ~ Description { iy | Date | FileName

k - aray
aaaa
aaaa
OFWinScan Attach
Newl

New 2 02/05/10 4457 JPG
(QFwinScan 1.0.9 - Attach 1 02/05/10 | 4460.JPG
QFwinScan 1.0.9 - Attach 2 02/05/10 ' 4461.TIF
QFWINSCAN 3.8L ATTACH1 02/05/10 | 4467 JPG
QFWINSCAN 3.8L ATTACHED 02/05/10  4468.JPG

Show Only These Policies All -]

Insurance Co USA  05/11/10  4816.jpg
0217410 | 4475.TIF ‘
02/17/10  4476.TIF
02/05/10  4455.PG
02/05/10 ' 4456.0PG

Double Click Image for Larger View

[ Use Default Windows Viewer
[ Load TIF and PDF Files 1 Page at a Time

+
Zoom EI

I!

Diashboard

ﬂi) & Add Pages to Selected File (TF Only) gy Detach Image @

Attach ﬂ.ﬁ Mercury PDF's Available to Attach -#f__}‘ Edit Description  Refresh

Images

= %! Select Twain Source
Scan ri__/ﬁ Scan Into Selected

Scanning

Attach Button

There are several methods of attaching images, involving scanning and manual attachment.
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Attach Image Manually

1. Select a client from the Search screen and then click the Images Screen.

= Add Pages to Selected File (TIF Only) %3 Detach Image C_é,,ar % Select Tweain Source

ol
o=

=)o : ~
Attach !-,Fﬂ. Mercury PDF's Available to Sttach -~ Edit Descrigtion Scan t.gf Scan Into Selected

Dashboatd Images Scanning

2. Click the Attach button on the Ribbon and choose one of the following: Attach or Add
Pages to Selected File. Add Pages to Selected File (the new image you are attaching to
the selected image must be in TIF format) will add an additional image page to
whichever image is already highlighted on the image screen. When there are multiple
images in a file, two arrows will appear at the bottom of the screen as well as the
number of pages the file contains. Click on the arrows to move through the pages.

& Select image to attach from C:¥QuickFL\imagelmport

ford back. ipa
ford.jpg
ford2.jpg

+
Zoom ‘;‘l

Description: Select Description |

CSR  amvytest
Browse Close |

[T Use default Windows viewer
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Open

Look in: | () My Pictures ﬂ da £k B~
Recent Deskbop.ini FAIA%.2008_0107.jpg  FAIASLZ2008_0122.jpg
T
Desktop "
by Documents
fordz.jpg ford back.jpg B
ty Computer . l‘“\b = "
o= A — . P b Y.
‘g File narne: |f-:|r|:|2.ipg j Open
by Metwork Files of type: | | Cancel
Fl
aces [ Open as read-only

Enter. Image Description

Image Descripkion front end damage Select Description

CSR - amytest |
Ik, | Cancel |
Select Policy
Binder Mum Coverage MGA / Broker Compary Binder D ate Palicy Mum Policy Status Status
Cornp)Coll Insurance Co LSA 11/04/03 ;
QDE736chip | CompfCal 04 11j04/09  |Pending Active End
Ihchude Endorzements Dk Cancel
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Client: Doe, Jane

Description [ Policy | Date | FileName | Show Only These Policies Al -

ford truck - gray Insurance Co USA  05/11/10  4816.jpg

front end damage Insurance Co USA  05/11/10  4817.jpg ‘

3. A list of all images found in the QuickFL (or QuickTX/GA)\Imagelmport directory will be
displayed. Select the image you wish to attach and click the Attach button (this will
move the image to the Images directory. You can browse to any directory on your
computer, if the image is not in this folder (this will copy the image). When you find the
picture, click the Open button.

4. Enter the description in the description field or choose one from a commonly typed list.

To View Attached Image
1. Select a client from the Search screen and then click on the Images Screen.
2. The left hand window displays a list of attached images.

3. Highlight the image you wish to view, and double-click in the window that displays the
preview of the image. The image will open up in a larger window.
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Detach Image
1. Select a client from the Search screen, click the Images Screen.

2. Select the attached image you wish to detach from the list and then click the Detach
function button.

When detaching an image, you will be asked if you want to delete it permanently. If you
choose No, the image will be removed from the client but stored in your Image Import
directory. You can then attach it to a different client if needed.

Edit Description

Once the image has been selected, you may edit the description of the image by selecting this
button.

Refresh

This button is for in cases where two agents are on separate computers but entering
information on the same client at the same time. In order to see the image one agent entered
seconds ago the other agent will click the Refresh button. This button will be rarely if ever
used.

Select TWAIN Source

In addition to the ability to scan directly into a client’s file using any TWAIN compatible scanner
or a digital camera, QQEvolution 2 easily integrates with the Scan Soft/PaperPort software that
comes with the Visioneer scanner. This integration allows you to easily attach scanned images
to QQEvolution 2 clients. Once installed, you will see a QQEvolution 2 icon on the bottom link
bar. If you do not see the bar, you will need to display it and add the QQEvolution 2 link. For
more information, see Appendix B.

Scan

1. Click the Scan button on the Ribbon and choose one of the following: Scan or Scan
into selected Image. You can only scan into selected image if the selected image is in
.TIF format. Scanning into an existing image will add an additional page to whichever
image is already highlighted on the image screen.

2. If Scan into Selected Image is selected, skip to step 3. If Scan New is selected, you will
be prompted to enter a description or select one from a common list, then select a
policy the image should be attached to (if there is more than one).
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3. If the document has multiple pages and you are using a flatbed scanner, check the box
that says Prompt for Pages 2, 3, etc., when scanning. Also, enter the number of pages.

4. Click the Scan button.

-

Image Info

Descri

ption |Policy Application

Select Descripkion,

Policy |.|5.IG Agency Auto

j W Show

CER | E

—

= sCannet's user
interface when

[ Prompt For pages 2, 3, etc, when scanning (Mo Sheetfesder)

[ Separate

San [+ Force Black & Whike

Pages

Caticel

5. Your scanner’s TWAIN interface will be displayed. Change the scan size and resolution

if necessary, and follow the directions from your scanner to complete the scan.

Scan  Basic Advanced Output Type Help

ra

Preparing to Scan

6. Your image will now be displayed in QQEvolution 2.

Auto Correct Photos

Resize

Sharpen

Resolution
BW Threshold
Mirror

Invert Colors
Descreen

Reset Tools

It may be necessary to select the correct scanner (or TWAIN source/ device). Click the Select
TWAIN Source function button to select your device from the list.
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Select Source

Sources:;

HF Photosmart C4200 Thwislh 1.0 [32-32)
WlA-HP Phatosmart C4200 1.0 [32-32)

Cancel

Letters Screen

The Letters section is used to view, print and reprint letters that have been sent or need to be
sent to your customers. To view a letter that was already printed, select it from the list on the
left side of the screen. The contents of the selected letter will be displayed on the right side of
the screen. Once a letter has been printed the original is locked. It can be reprinted if needed
but not modified.

Client: ABC Insurance and Financial Services. LLC i‘:'_, dfdfafg

Letter Mame Date Printed Time Printed Letter
Mo letters have been printed for this client. To create a letter select QUICKMWORD from MalM
MENU. Tao print a letter select PRINT LETTER from SEARCH BUTTON OR POLICIES BUTTON
after selecting ACTIVE CLIEMTS from kAl MEMNL
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Print, Reprint, Delete, and Refresh Buttons

Using the function buttons on the Ribbon, you may Print a Letter, Reprint Letter, or Delete the
selected letter. The screen displays the date and time a letter was printed. If the name of the
letter appears in the list but the date and time do not, then the letter is in the print queue,
waiting to be printed at a later time. To access the print queue, click the Mailroom button from
the Dashboard.

- — = -
® o2 o
’ Prirt Reprint ~ Delete  Refresh
Drashboard Letters

You can print letters to customers to notify them of their policy status, upcoming renewals,
request that they contact your agency, etc. The receipts that you print out for down payments
and general payments are letters.

QQEvolution 2 comes with many pre-formatted letters and you will be presented with a list of
these letters as well as the letters you have created in QuickWord. You can create new letters
or edit existing letters in the QuickWord section as needed.

QQEvolution 2 can print out client letters, notices and bills in English, Spanish or French. While
in the Client screen, select the client’s language. You must have Spanish and French letters
saved in QuickWord in order to send them. The Spanish/French letter must have a
corresponding English letter.

The Refresh button is for in cases where two agents are on separate computers but entering
information on the same client at the same time. In order to see the letter one agent entered
seconds ago the other agent will click the Refresh button. This button will be rarely if ever
used.
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Forms Screen

You can print, store, e-mail and retrieve ACORD forms and quotes directly from QQEvolution
2.

Client: ABC Insurance and Financial Services. LLC {‘,H dfdfafg
Tupe of Form # Form Added Compaty Folicy Hurm Eff Date Description
Certificate Of Liabi 0ZE D0E/2Z2/2008 A D A. Cas Tending 04 /1272003
Auto ID Cards 050 0570472002 A R.A. Cas Pending 04713 /2002

1. Retrieve the client for which you wish to create a form.

2. Click on the Forms Screen.

@ Acard Form N Save AsMew - Edi Dezcription i ’ 'l', ~ o =

| o — — =
"y Custom PDF || Display () Delete Change Policy Refresh Add Remove

Dashkboard Al Forms Groups Print/EmailFax

3. Inthe Add area you can select either ACORD Form or Custom PDF.
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Add ACORD Form

Click a column header to sort on that column {1 Show FL (%) iShow forms for ALL states |
Forrn Mame Mumber | State E dition Drate Form Mame Mumber | State Edition Date

Property Loss Motice oot 0z/09 A | Workers Comp 130 11007 A

Auto Loss Motice oz 0z/09 ‘Workers Comp - Florida 130 FL o070z

General Liability Claim 003 0209 Umbrella app 131 0zfn9

wWarker's Comp First Repart of Inj... 004 o01/09 TruckfMotar Carriers Section 132 09403

Emplover's Report of Injury o4 W1 04/03 WiZ Assigned Risk 133 1107

Intermodal Interchange Certificat. .. 022 0207 Workers Comp - Addendum to Ac... 133 FL o7 fo7

Automobile Certificate of Insurance 023 0507 Warkers Comp App 133 L 0zi09

Certificate OF Property 024 09/09 Workers Comp - Designation 133 N 090E

Certificate OF Liability 025 09/09 Wworket's Camp Ins Plan 133 TH 10/05

Certification Log 026 o010z Instruction For Compl, Acord 130... 134 FL 0709

Evidence Of Property 027 0706 Workers Comp - Motice of Election 134 N 0701

Evidence Of Commercial Property nza 0706 Workers Comp - Designation 135 M 10/07

Cancellation Request 035 0197 Commercial Auto App 137 Ak 0305

Agent Change 036 o01/o07 Commercial Auto 4pp 137 AL 0404

Mo Loss 037 0108 Cammercial Auto App 137 AR 0504

Motice of Information Practices 038 04/08 Commercial Auto App 137 AZ 04406

Matice of Infarmation Practices 03a Az 10/03 Commercial Auto 4pp 137 A o1fo7

Mew York Personal Insurance Sup.., 038 Ty 04/05 Cammercial Auto App 137 e 0103

Residential Property Repl Cost 04z 05/01 Commercial Auto App 137 T 11108

Additional Interest 045 04/09 + | | Commercial Auto App 137 D o7fo7 w

Enter coversge description of Acord form and click Add Form:

CSR Dack | Add Form | Cancel |

1. You may sort the list of ACORD forms either alphabetically or by the ACORD Form
number, by State or by edition number.

2. Select a form by either double-clicking the form name or by clicking the form name once
and clicking on the Add Form button.

3. If the client has multiple policies, you will be presented with a list of Active policies.
Select the policy for which the form will apply to.

4. QQEvolution 2 will now load the selected ACORD form. Enter all required information
(highlighted yellow). Some forms will have multiple pages.

You do not need to print the form in order to save the information. You can view this form at
any time. If you don’t type anything on a form the form will not be saved.

Some ACORD forms (e.g., Certificate of Liability, Certificate of Property and Evidence of
Property) can hold multiple Certificate Holders or Lien holders. Click on the Add Certificate
Holder button in the Certificate Holder section of the form. The lien holder/certificate holder list
is retrieved from the information stored in the QQRolodex.
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Certificate Of Liability Form

To add the Certificate Holder to the form click the Add Certificate Holder button at the bottom
of the Certificate Holder form (see below).

CERTIFICATE HOLDER

Certificate | _* ] _Piint_|

Halder

From #1226
From #45
|

When you add your Certificate Holder either you will have the option to add a brand new
holder, or you will have the opportunity to choose from the holders already stored in your
QQRolodex as shown below to add a new holder.

Add Certificate Holder

| | Search

iSkate of Florida Department of Transporation

Zhowy Holdets for
THIS FORM

Showy ALL Holders

Free Entry
The Following five lines are displayved as Certificate Holders:
Line 1: [Skate of Florida Department of Transpaorakion

Line 2: [605 Suwannee Skreet

Line 3; [Tallahasses, Florida 32399-0450
Line 4:
Line S:

Remarks Section

The Following Forms will be prefilled From the text box below:
- Acord # (23, 24, 25, 27 and 28)

Additional Insured

[ Keep description and notice days the same For all holders in this Farm.

Cancellation Section
¥ Skrike"ErdesearTa" (0] 4 | Zancel | Add Mew |

FSI ||F- :Fll

days writken nokice

Femowve Holder From This Farm |
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Some forms will have an Add Lienholder button instead. You can also add multiple lien
holders/certificate holders as needed. Use the arrow buttons to scroll through the certificate
holders, if several exist. Also, these forms will allow you to pull information from other ACORD
forms, if they exist.

When printing an ACORD form that has multiple Certificate Holders listed, you may either print
it for the currently selected certificate holder or to all certificate holders that are listed (provided
that the Print Form checkbox is selected). After you choose a print option, QQEvolution 2 will
ask you if you want to print to all Certificate Holders that have the Print Form checkbox
selected in the Certificate Holder list. If you select Yes the form will be printed for all certificate
holders, if you select No the form will only print for the current certificate holder.

Add Custom PDF

QQEvolution 2 will allow you to store your fill-able PDF forms here in the Forms sections. To
do so:

1. You must first create the Custom PDF using a program such as Adobe Acrobat. (Adobe
Reader cannot CREATE PDF files, as it is only used for viewing PDFs).

2. Once you've created your form, save it on your server's hard drive in the correct
directory X:\QuickFL\PDFTemplates (or X:\QuickTX\PDFTemplates if you’re a Texas
user or X:\QuickGA\PDFTemplates if you’re a Georgia user)

3. Retrieve the client for which you wish to add a Custom PDF.

4. Click on the Forms screen and then Custom PDF from within the Add area.
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PDF Forms

Select a custom PDF template file, These files are
reusable and fill-able POFs created by the user and
stored in the "POFtemplates” directory, To attach an
existing POF file ko a client, click the Images tab and
select Attach.

T emnplate Mame |
Traveler. pdf

f1040. pdf

[nformation Sheet. pdf

LendersLozzPapable - 438BFU. pdf

Mew Jergey Accord Template. pdf
Statement0fDiligentE ffort. pdf

StateSuppdpp - Ca.pdf

tarvelerstemplate. pdf

Descripkion: ||

QI | Zancel

5. Select the form from your list of available Custom PDF forms. Give it a description first if

necessary. Fill in the form - the fill-able fields will not be yellow as they are in the
QQEvolution 2 ACORD forms.

6. When finished, you can print the form and/or exit the form by clicking Return to Forms.
The form will be saved to your client’'s Forms section.
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Auto Quote Form

AUTO QUOTE Drivers Ei‘ Cars Fi‘ Vehicle Inzpection | Pre Inspection
Client | TalsTOR R R iy Maty Stmith
Driver #/Use | # Frincipal # Principal
DOB / Status - Sex |0306/45 hefbd 0210047 tF
Social Sec # | 223-33-1234 122-33-4367
Oecupation |CONTRACTOR CONTRACTOR
Driver License # | 553047345056 553058547550
Violations
YearMake | 2004 MERCEDE 2007 Bhdw 2006 BLUICE
ModelSymbol | CLEOD K. TR J LaCrozze 045 9
VIH Humber |WDBPJTE) WHEAHLSIS 2GHNESET
Limit  Premium Premium Premium
Bodily Injury | 25/50 F212.00 $204.00 $206.00
Property Damage | 25 F155.00 F160.00 F165.00
Personal Injury | 1000 F135.00 $115.00 $190.00
Medical Payments | HOME $0.00 F0.00 $0.00
Uninsured Mot. | 10/20 F56.00 F65.00 Fa4.00
Comprehensive | 100 FE26.00 (| 100 F524 .00 (| 100 F210.00
Collision | 100 F574.00 (| 100 F454 .00 (| 250 F244.00
Towing / Day | MOME F0.00 | MOME F0.00|(MOME F0.00
Rental / Day | Mone $0.00 || Hone $0.00 || Mane $0.00
Custom Equip |0 F0.00 )0 F0.00 )0 F0.00
Sub 1 Sub 2 [ 915500 Sub 3 [_S110200
Policy Fees: Liability # Phys: Total
FHCF Fees: Liability 7 Phys: [ 4427 |

Besides all of the ACORD forms, QQEvolution 2 comes with a special easy-to-use form for
automobile quotes. This form displays a snapshot of the quote and application for data
modification, renewals and endorsements. If the client has multiple policies, you can select
which policy to work with. Once you select a listed policy, QQEvolution 2 will prompt you to
either create an Auto Quote through QQWebRater (where applicable) or to create the form
immediately.

The Auto Quote form screen includes driver and vehicle information, coverage, premiums, loss
payee and employer information.

To add or remove additional cars or drivers to this form, click the plus (+) or minus (-) sign.
New fields will appear where you can enter additional information for up to four drivers and/or
vehicles.
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Vehicle Inspection Form (Florida QQEvolution 2 only): Displays the vehicle inspection form.
You can check off any additional features or optional equipment on a vehicle. You can also
mark any damage that a vehicle may have.

Pre-Inspection Form (Florida QQEvolution 2 only): Lists the name of the insured and all

vehicles, as well as the effective date of coverage. Use the Ellipsis button (the gray button with
three dots) to add a Lien holder from the QQRolodex section.

Delete Form

1. Once you have retrieved the client and clicked on the Forms Screen, a list of the client’s
forms will be displayed.

2. Select the form you wish to delete and then click the Delete Form button. The form will
be permanently deleted.

Display Form

1. Once you have retrieved the client and clicked on the Forms Screen, a list of all of the
client’s forms will be displayed.

2. Double-click the specific form you wish to view and it will be displayed. You can also
edit and print the form as well.

Save As New Form
To make a copy of an existing form, select the form and click on the button “Save as New

Form”. This will make a copy of your existing form and prompt you to enter a description so
that it will stand out from the original.

Add/Edit Description
Allows you to Add or Edit a form description.

Change Policy

Allows you to change the policy you associated the form to in case you made a mistake or if
the form now applies to a different policy (such as a renewal).

Refresh

This button is for in cases where two agents are on separate computers but entering
information on the same client at the same time. In order to see the image one agent entered
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seconds ago the other agent will click the Refresh button. This button will be rarely if ever
used.

Print/E-mail/Fax

Allows you to Print, E-mail and Fax the form from QQEvolution 2.

Print Batch

If you'd like to print several forms at a time, rather than one at a time, you can use this option.
If you have selected in your Defaults to use the Print/E-mail/Fax option, you will always have
this option anyway, but here is another spot in the program where you will see this
functionality. Using the Print Batch button, you can only e-mail from here if your settings are
already correct in the Defaults section.

Forms Groups

To organize your forms per Line or Policy, or however you'd like to organize them, you can
create form “groups.” Name your groups appropriately and organize your forms as you would
windows files in a folder on your computer. Here you can also Add a Group and Remove A
Group.
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Chapter 5 - Prospects

Entering Prospects

.*q Prospects

e A potential buyer or customer
e Something that is awaited or expected

Use the QQEvolution 2 Prospect Button to manage and market your future customers!
The Prospects works just like the Clients Section; it has all of the same features and buttons.

EVOLUTI:.:N..

[ Use QuickSearch

|f_3; Refresh Dashboard * Log Off

aj ) To Do List | Agency Filker: Al | Mermo Reminders
Clients InProgress  Memo Reminder for 0, Delete Me: Here iz my new mema 0722011 =
InProgress  Here is anather task 07M2201m ¥ou have 681 reminders!
Q0 Download - Renewal Quote -
<> Mail Room Bill Created: $100.00
This is a mermo with a reminder
“ Reports e e | 3 5T - =T Q0 Download - Renewal Quote -
MD IC?_IEE;_ xE|r|r;g lntent BD l?m; (Fendingl as:z = SY;:ISQDHEH % Q0 Download - Renewal Quote -
awZpalicy, ~aw2only welling Fire [Pending #pires on -
ﬂ Rolodex ~aw3policy, ~aw3only Auto [Pending] Expires on 941042011 j Q0 Download - Renewal Quote -
Aaazaa, Hhhhhhkhbhh  Auto (Pending) E=pires on 3/8/2011 i All
T Quickword basdid, Dasdafdg futa (Pending) Expires on 8/10/2011
h Aasdid, Dasdafdg Auto [1111] Expires on 9/10/2011 &
Aku, Aku Auto [000002] Expired on 3/5/2011 e jp e e oy
L _j_- Farms Ayala, Cesar Auto [2222) Expires on 9/10/2011 Instant Suppart
. Ayala, Cesar Auta [2222) Expires on 9/10/2011 LI Training Webi
%} ‘ideos Clients #-Date Comments Past| 3 |days and Mext| 7 |days raining ¥vehinars
Newsletters
“ Carriar Download Self Service Portal
YWhat's Mew
B Utilties £ in]

Fecent Clients

< Batch Scanning Cataldo, Cary

Al . ) 0, Perico

WA 93 Evalution Assistant '

G Messages Brown, James
qq Q0 Evalution Update 8/30/2011 08:534M  bincy_ladmind Appointment created by bincy_ladmind Stryker, Ted

e 83052011 0827 AM bincy_pu Appointrment created by bincy_pu Babcock, Allen
JQQ WekRatar 8/26/2011 0350 AM bincy_ladm?m Appointment updated by b.incy_ladn?im Agboan Gokfaoe

8/25/2011 0950 .AM bincy_ladmind Appaintment created by bincy_ladminl Pat Misha & Jr

@i Dew FL EY03S 85242011 D4:26PM bincy_dew Appaintrment updated by bincy_dev !
350 Fairway Dr. Ste 501 8/24/2011  04:23PM  bincy_dev Appointment created by bincy_dev TFSt .
Deerfield Beach, FL 33441 View Al Zimmermann, Erich
(200) 940-6500 1B

Price, Randy

You enter a Prospect by clicking the Prospects Button from the Dashboard.
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Search | Clients  Policies  Claims  Memos  aActivities ClientBilling Company Billing  Images — Letfers Forms Q

T Lakels || New Prospect }Lj _;i Intent to Cancel /.‘/?:‘/ Receive a Payment ::'i Forward Monies %\ = From Scanner
- = - | B < : 52 .
a— E Letters _d Mewy Memo lzzued 3 CancelReinstate ""%Create Finance Schedule d Create a Bil Attach =~ Batch Scanning
Dashboard Prirt Aclol Mesw Policies Payment/Sil Images Incyuiiry
Client: USB ss. Test ACTIVE POLICY
Client Status: Active Clients " Inactive Clients * Prospects 4l Clients Agency Filter: Deerfield Beach Ra
Search Tvpe Type in Insured Mame

Insured j | Search Browse Linked Accounts

Record [ 1 ] Displaying 1 of 1 Client Matching Search Criteria
Insured C | Phone Mumber Street Address Client # Agency

Deerfield Beach -

Erowsing Clients

Policies for USE ss, Tesk
Effective | EBinder Date | Line of Business Coverage MiaA | Broker Company Einder Mum Policy Mum Description Status Premium

Enter new data on the Add New Prospect button. When you return to the Dashboard, that
client will now be in the Prospect section. You can also change the status of a prospect to
Active or Inactive. When a prospect becomes a client and you are ready to make them active,
go to the Prospect’s Client screen and click on Active in the Change Status area from the
menu bar at the top of the screen. The prospect will be moved into your active client list.

Transferring Prospects From Comparative Rater

When using a supported comparative rater, such as QQWebRater or WinFSC, you can quote
the prospective client like you normally would and transfer this client to QQEvolution 2 (See
Appendix A).
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You have chosen to transfer this quote to QQ Evolution. Certain values are required to complete this transfer. Please fill in the
items below and click TRANSFER TO QQ EVOLUTION

Binder Number |‘12905 | Agency *QQ Dev FL EVO: V|

Client Number |1231111222 | Agent |am1,rtest V|

Folicy Number | | CSR |[]adi1 V|

Contract Mumber | | Client Source | Bench Ad V|

Additional Amount |U.UU | Source Detail | |

Additional Company | V| Policy Source | Bench Ad V|
Optional Company | V|

Memo |Clienta’F"u:uIia:',-l Added |

Memo Reminder Date |:| i

Coverage Description 2008 ACURA 3 2TL |

Fremium Quoted | |

Base Premium | |

Fees | |

Premium Issued | |

|Pn|iq.r Issued |:||

Premium Down Payment | 237.14 |

Agency fee |U_UU |

MVR fee 0.00 |

Optional Amount |U.UU |

Total Down Payment Due 237 14

10U Amount 0.00 |

Down Payment Received | | @

Due Date i

Humber of Payments

Monthly Payments

First Due Date |

Payment Type |Cash V||:|Sp|it Pay []EFT To Company

Please note: This client will be transferred as a prospect until the policy has been bound or bridged. If bridging, remember
to enter the Premium Issued Amount after the bridge.

Transfer to QQ Evolution (Mo Receipt)

220 Prospects



On the Transfer to QQEvolution 2 screen in QQWebRater the client will automatically be
transferred to QQEvolution 2 unless the Policy Issued box is checked. This client is now
accessible from the Prospect section.

When a Prospect becomes a client and you are ready to make them active, go to the
Prospect’s client screen and click on Active in the Change Status area from the menu bar at
the top of the screen, then select Make Active.
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Chapter 6 — Mailroom
(-1

The mailroom is used to send various types of letters and labels to clients in batches,
as opposed to sending them one at a time from the Client screen. This is useful for
sending renewal letters, birthday letters, etc.

Fa)

EVOLUTIE.:N..

Search
[ Use QuickSearch

|2 Refresh Dashboard * Log Off

. To Do List
aj Clients

In Progress
-

;I Agency Filker: Al ;l
Mema Reminder for 0, Delete Me: Here is my new memao 0722011
Here is another task 07242011

Memo Reminders

In Progress You have BE1 reminders]

Prospects

b Reports
ﬂ Rolodex
T Quickword

Q0 Download - Renewal Quote -
Bill Created: $100.00

This is a memo with a reminder
Q0 Download - Renewal Quote -
Q0 Download - Renewal Quote -
Q0 Download - Renewal Guote -

Wigwe All

Palicies Expiring/Intent to Cancel
~aw2policy, ~awZonly
~aw3palicy, ~aw3only
Aaaaaa, Hhhhhhhhhhh
Aazdfd, Dazdafdg

Past| 3 |days and Mext| 7 |days

Expires on 9/410/2011 -
Ewrpires on 9/10/2011

Expirez on 3/8/2011

Expires on 3/410/2011

Dwelling Fire [Pending)
Auto [Pending]
Auto [Pending]
Auto [Pending]

Aazdfd, Dasdafdg Auta [1111) E=pires on 3/410/2011 &
Ak, Aku Auto [QG0002) E=pired on 9/5/2011 HE|p and Information
L j_- Forms Ayala, Cesar Auto [2222) Expires on 9410/2011 Instant Support
. Ayala, Cesar Auto [2222] E=pires on 3/10/2011 LI Training Webi
%: “ideos Clients #-Date Comments Past| 3 |days and Mext| 7 |days raining ¥vehinars

‘ Carrier Download

= Utilities

<’ Batch Scanning

\,@ Q0 Evolution Assistant

E“F‘q Q0 Evalution Update

JQO WebRater

Q3 Dev FL EWO3
350 Fairweay Dr. Ste S01
Deetfield Beach, FL 33441

8/30/2011
2/30/201
8/25/201
8/25/201
8/24/20M
8/24/20M

08:59 AM
08:27 AM
03:50 AW
03:50 AM
04:26 PM
04:23 PM

bincy_ladminl
bincy_pu
bincy_ladminl
bincy_ladmind
bincy_dev
bincy_dev

Messages

Appointment created by bincy_ladmind
Appointment created by bincy_pu
Appointment updated by bincy_ladmind
Appointment created by bincy_ladminl
Appaintrnent updated by bincy_dav
Appaintrment created by bincy_dev

MNewsletters
Self Service Portal
What's Mew
e in]
Recent Clients
Cataldo, Cory
0, Perico
Brown, James
Stryker, Ted
Babcock, Allen
Agboan Gokfaoc
Pat, Misha A Jr
Test
Zimmermann, Erich

(13007 940-6600 Wiew All

Price, Randy

Enter the Mailroom by clicking the Mailroom from the Dashboard.
Sending a Batch Of Letters

You can select the type of letters to print based on different criteria. Letters will be printed to all
clients that fit the criteria that you select, and an automatic memo will be put into each client’s
memo screen.

ﬁ General Info Tab
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This is where you enter the basic criteria for your letters or labels.
Click the radio button for either letters or labels.

Print Letters

General Info l Filters ]

* ‘Print Letters { T Print Labels [ Usze Cross Marketing

Date Type |Binder Date j Starting Date: |06/0410  Ending Date: |0E/04/10
Pritt/E mail Options
* Print to printer only
Client Status [Al v
Palice Stal I.-“-‘-.II j " Email only if email addrezz iz entered - no printer output
olicy Status -
PS - |.-’-'-.I T J " Email if address iz entered, otherwize print to printer
orl abetica -
v e : " Print to printer and email if email address iz entered
Letter | =]

Agency |Jerr_l,l Jay Baoyle 3
[ Usze Garage Address
[ueue

To print the letters or labels in queue, click print Unprnted
above. To put letters ar labelz in queue, print a zingle label ar
letter and select Put Letter/Label in queue.

Lefters in queus: B
Labelz in queue: &

The Print Options feature allows you to send your letters in a variety of formats. Options
include, printing to your printer only, e-mailing only, e-mail or print, e-mail and print or e-malil
letter as an attachment. In order to email the email address must be entered on the Client

screen of the client’s record.

Print Labels

1. If you choose labels, you will notice that a few more options will be displayed, which will

allow you to specify what basic information will be printed on the label.
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General Info l Filters ]

" Print Letters | PrintLabels|| [ Use Cross Marketing

Date Type |Bin|:|er Date ] Starting Date: [06/04/10  Ending Date: |0E/04/10
Inzstead of address, print; Example
(¢ Last Hame, First Smith, J
A - ! [ Insurance Compan Ll I
Client Status |4l = |~ First Hame, Last [ Policy Number pany 100 ME 23 Strest
Policy Status [2l [ | et ™ Phone # Suite 200
Sort By [Alphabeticaly  _~| | Insured + Contact ™ Fie it FL 5125
Agency |.-'-‘-.W2 Date type to be printed: |N|:| Date =]

[ Use Garage &ddress [ Use DO Printer
Queue

To print the letters or labelz in queue, click print Unprinted
above. To put letters ar labelz in queue, print a single label ar
letter and zelect Put Letter/Label in queue.

Letters in queue: 2
Labelz in queus: 0

2. Select the Date Type, Client Status, Policy Status, Sort By Method and the letter to print
(if applicable).

3. Enter the Starting and Ending date range for the time period you wish to use. This range
corresponds to the Date Type that you selected in step 2.

4. If these criteria meet your needs you can click the Print Letters or Print Labels
(whichever is applicable) button.

Filters Tab

This section will allow you to be more specific with your letter/label criteria. QQEvolution 2 will
generate the letters or labels for clients who meet the general criteria you selected above, but
only if they also meet the filters that you set here.

Select any criteria that you want to filter by in the drop-down boxes. You can also select up to
five different coverage, companies, and billing descriptions by clicking on the appropriate
button. Also, there are four check boxes that you can check off if you want to include these
options in the search:
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General Info Filters l

_ Options
Client Source |2l 1 | Click on buttons below to select multiple choices ™ Exclude Endorsements
Agent [Al =l Line of Business |[Al -] ™ Exclude Dirsct Bil
Flnant:_e Co |'é"" j Coverage |,.-3‘|| j [ Finance Payment Due
Optional |.‘3t|| -] e |m| =1 [T One Label/Letter per Client per
Additional [ R Binder Date.
New or Renewal [ 1 Billing Description | 1 =] [~ One Label/Letter Per Cliert
Policy Source [& ] MEA | [al ]

Zip Code

e Exclude Endorsements

e Exclude Direct Bill

e Finance Payment Due

e One Label/Letter per client per Binder Date
e One Label/Letter per client

Selecting any filters will limit the number of matches that are returned. Only use filters if you
are certain that all of the records that you want will be returned.

Chapter 7 - Videos

o0
L Training By Video

Computer video instruction is available from within the QQEvolution 2 program.
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Search

JQEVOLUTIE N,
[ Use QuickSearch
|f_§; Refresh Dashhoard ’ Log Off

To Do List

In Progress  Memao Reminder for 0, Delete Me: Here is my new memao

Memo Reminders

i LI Agency Filker: All ;l
aj Clients

071242011
pe

Prospects

(/\ ail Room

k Reparts
ﬂ Rolodex
T Quickword

‘ Carrier Download

= Utilities

<" Batch Scanning

\_@ Q@ Evolution Assistant

Eq Q0 Evalution Update

JOQ YWebRater

@G Dev FL EVOS

InProgress Here is anather tazk

Palicies Expiring/Intent to Cancel

~awZpolicy, ~aw2only
~aw3policy, ~aw3only
Aaaaaa, Hhbhhhhhhbh

Aazdid, Dasdafdg

Dwelling Fire [Pending)
Auto [Pending]
Auto [Pending]

Auto [Pending)

Past| 3 | days and Mext| 7 |days

Expires on 941042011
E=pires on 3/410/2011
E=pires on 9/8/2011

Expires on 9/10/2011

7

Yfou have B51 reminders!

Q0 Download - Renewal Quote -
Bill Created: $100.00

This is a mema with a rerminder
Q0 Download - Renewal Quote -
Q0 Download - Renewal Quote -
Q0 Download - Renewal Quote -

Wigw Al

Aazdid, Dasdafdg Auto [1111] Expires on 9/10/2011 &
Ak, Bku Auto [B00002) E=pired on 9/5/2011 HElp and Infarmation
Ayala, Cesar Auta [2222] Expires on 310/2011 Instant Support

Apala, Cezar Auto [2222] Expires on 9/10/2011 LI Training Webi

Clients #-Date Comments Past| 3 |days and Mext| 7 |days raining Yvehinara

+ §/30/20M
¢ BA30/20Mm
¢ 8/25/20M
+ 8/25/20M
* 8242010
* /24201

08:53 AM
08:27 AM
09:50 AM
09:50 Ak
04: 26 P
04:23 PM

bicy_ladmind
birmcy_pu
birey_ladmind
bircy_ladmind
bincy_dev

Messages

Appointment created by bincy_ladmind
Appointment created by bincy_pu
Appaintment updated by bincy_ladmind
Appaintment created by bincy_ladmind
Appointment updated by bincy_dev

MNewsletters
Self Service Portal
YWhat's Mew
£ in]
Fecent Clients
Catalda, Cory
0, Perica
Brown, James
Stryker, Ted
Babcock, Allen
Agboan Gokfaoc
Pat, Misha A Jr
Test

350 Fairvway Dr. Ste 501
Deerfield Beach, FL 33441
(5007 940-6600

bircy_dey Appointrment created by bincy_dewy

Zimmermann, Erich

Wiew All
12w Price, Randy

Go to the Dashboard of QQEvolution 2 and click on the Videos. You will be directed to the
Webinar section of our Web site.

The easy-to-use videos combine graphics, voice, and interactions to make topics easy to
comprehend. You are taken through using the entire program one video at a time. You will be
able to listen to the audio portion of the video presentation through the speakers attached to
your computer. If you do not have speakers you can always connect headsets to your
computer to receive the full audio presentation.

A major advantage of QQEvolution 2 Video training is that you can review and re-play lessons
so that QQEvolution 2 ideas and concepts are reinforced. This feature allows you to have a
quick reference at any time on many different topics.
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Chapter 8 - QQRolodex

o0
*4 Introduction to QQRolodex

QQRolodex offers you the most comprehensive contact management capabilities in the
industry. Go to the Dashboard of QQEvolution 2 and click on the QQRolodex.

EVOLUTI:.:N..

[ Use QuickSearch

|2 Refresh Dashhoard * Log Off

a_j . To Do List ;I Agency Filter: Al ;I Memo Reminders
Clients InProgress  Memo Reminder for 0, Delete Me: Here is my new memo a7A2/2011 =
) InProgress  Here is another task 07122011 ou have B81 reminders!
Prospects
Q0 Download - Renewal Quote -
(’/’,} Mail Raam Bill Created: $100.00
This is a memo with a rerminder
k Reports = e e | = - — 5 Q0 Download - Renewal Quote -
: 3 7
MD |02|es;. xiamr;g lntent tDD l?ncs_ (Pending] aSL = ay;?DnQUHBXt S 20 Download - Renewal Quate -
awepolicy, ~awanly welling Fire [Pending Hpires an -
ﬂ Rolodex ~aw3policy, ~aw3only Auto [Pending] Expires on 9/10/2011 j Q0 Download - Renewal Quote -
Aaaaaa, Hhhhhhhhhhh Auto [Pending] Expires on 9/8/2011 iew All
T Quickword basdid, Dasdafdg futa (Pending) Expires on 9/10/2011
b Aazdfd, Daszdafdg Auta [1111) Expires on 3410/2011 5
Aku, Aku Auto [000002] Expired on 9/5/2011 Slejpad g igaiin
L _j_- Farms Ayala, Cesar Auto [2222) Expires on 9/10/2011 Instant Suppart
. Ayala, Cesar Auta [2222) Expires on 9/10/2011 LI Training Webi
”}‘ “ideos Clients #-Date Comments Past| 3 |days and Mext| 7 |days raining ¥vebinars
= Newsletters
‘ o Self Service Portal
What's Mew
B uilities R in]

Recent Clients

“< Batch Scanning Catalda, Cory

\,@ Q0 Evolution Assistant 0, Perico
Messages Brown, James
?\ﬁ QG Evolution Update 8/30/2011 0853AM  bincy ladmind Appointment created by bincy_ladmind Stryker, Ted
o 843042011 02:274M  bincy_pu Appointrnent created by bincy_pu Babcock, Allen
JQQ WehRatar 8/25/2011  03:50AM bincy_ladm?m Appointment updated by l?incy_ladn?im Agboan Gokfaoe
44252011 0950 AM bincy_ladmind Appointment created by bincy_ladminl Pat Misha & Jr
Q0 Dey FL EYO3 8/24/2011 D426 PM bincy_dewv Appointment updated by bincy_dey !
350 Fairway Dr. Ste 501 B/24/2011 0423PM  bincy_dev Appointment created by bincy_dev Test _
Deerfield Beach, FL 33441 View Al Zimmermann, Erich
(500) 940-6600 1y

Price, Randy

You are able to run QQRolodex independently from the QQEvolution 2 program, giving you
constant access to all your contacts at any time. Not only can you continue to store your
company, certificate holder and Lienholder information, but now you are also able to store
employee information, multiple contacts, multiple phone numbers, multiple e-mail address,
web addresses and much more!
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QQRolodex features includes:

Separate section to enter Employee Information with unique format
For all entries, multiple phone number, e-mail, and Web site fields

For each entry, multiple contacts can be added, giving you even more space for extra
phone numbers and e-mail addresses

Attach image files to your contacts records
Enter memos

For Certificate Holders, save the “description” section per certificate holder for your
Certificate of Liability

QuickBridge — Allows you to move to the company Web site from QQEvolution 2
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% Q0 Evolution Rolodex Yersion 1.0.11

i‘,;RcuIndex Companies | | Search | Add New - | Delete | Impart | Print = HE

Southern Group At A 123

=3

 Lienholders Star Casualty Insurance A2 [a ]
' Star Casualty Insurance At
-:&l Certificate Holders Un!tEd Auto A2
LInited Auto At w [1]
27 Employees Company Info | Contacts || Attachments | GuickBridge || Memos | Acord Form Cptions
Company Mame: |United Auto FEIM:
Cther Contack

/) Other Cantacts NAIC Coce: Qo sk |08 | Rating [c+ | Broker I
Addrezz
“ Q) WebRater Street. |P.O. Box BO1637 (1]
Suite:
€5 QuickQuate City/StateiTip: |Morth Mismi Beach FL |33180-
-L
! . Cortact -
3 90 Evalution Name: |Seth Meyers
Departmert:  |underwriting
£, Options Toll Free: (8007 551-2110- Lacal Phane: | s | (3051 940-5022- %
Claims Phone: [ 1 - - Binder Phone: |+ | (305) 949-3642- o)
e Cell Phones [0 1 - - Fas: |(305) 9403492 (=]

L -
Email 1: smeyersgiuainternet .o Emmail 2:
Wiehaite: [swsnewy testcompany com

A, Q0S0lukions, com
Plate: [] Iz MG,

First, make your selection from the left hand side of the QQRolodex window. You can view
QQRolodex Companies, Lien holders, Certificate Holders, Employees, or Other Contacts.
Once you have made your selection, the list of entries will appear toward the top of the
QQRolodex, and the detail of the entry currently highlighted will appear in the rest of the
screen.

The Search feature allows you to simply type in the first few letters of the QQRolodex
Companies, Lien holders, Certificate Holders, Employees, or Other Contacts you are looking
for in the window next to the Search button and click Search. The list of entries with similar
names will appear toward the top of the QQRolodex, and the detail of the entry currently
highlighted will appear in the rest of the screen.

To look at a list of entries that begin with the letter C, for example, click on the C button located
in the right margin. Likewise for entries that begin with the letter “R”, you will click on the “R” in
the right margin. It could not be easier!
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The Add New button on the Toolbar allows you to add new entries to QQRolodex. Make your
selection from the left hand side by choosing QQRolodex Companies, Lien holders, Certificate
Holders, Employees, or Other Contacts. Click on the Add New button and choose your
selection from the drop down window. Simply fill in the appropriate screen.

Take a look at all the info that can be listed for each entry! The tabs include Company Info,
Contacts, Attachments, QuickBridge, Memos, and ACORD Form Options. For the topic of
Employees you have Personal, Licenses, Attachments, Photo, and Notes. Nothing could be
more complete!

Company Info

This tab provides fields to enter the basic information for the company. Notice a place for the
NAIC code, the FEIN, more phone number fields, e-mail fields and a field for web address.
Also, with e-mail and web addresses, the buttons provided next to the fields allow you to e-mail
from here, or visit the Web site from here.

% Q0 Evolution Relodex ¥Yersion 1.0.11

i‘,;Rl:uIl:udex Companjes | | Search | Add Mew - | Delete | Impart | Print = J a= |
Southern Group A2 s
| Lienhalders Star Casualty Insurance A2 (& ]
' Star Casualty Insurance At
'&f’. Certificate Holders Un!tEd D alilf
: LInited Auto At “ E]
27 Employees Company Info | Contacts | Attachments | GuickBridge | Memos | Acord Form Options
Company Mame: |United Auto FEIM:
Other Contack

o/ Other Contacts MAIC Coe: Qo sk |08 | Reting [c+ | Broker I
Address
* QO WebRater Street |P.O. Box G01637 (1]
Suite:
€5 QuickQuote City/StatesZip: | Morth Miami Beach FL | 33160-
-L
! . Contact -
3 90 Evolution Name: |Seth Meyers
Department.  |undervyriting
£, Options Taoll Free: [(3000 551-2110- Local Phone: (305) 940-5022- %
Claims Phone: |¢ 1 - - Binder Phone: [+ (305) 943-3642- ™
Al Cell Phones [0 1 - - Fas: |(305) 9403492 =]

FATYy -
Email 1: smeyers@uainternet .o Emmail 2:
Wiebsite: [weesw testcompany com

A, Q0SolUkions, conm
Plote: ] Iz MG,

Update 7
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Contacts Tab

This tab allows you to enter in multiple contacts per QQRolodex entry and store all of that
contact info.

Company Info | Cortacts | Attachments | GuickBridge || Memos | Acord Form Cptions

John Simith Contact Mame: | John Smith
Department: | Marketing Rep
Street: |P.O. Box 430370

Suite:
CityiStatelZip: Mizmi FL | 32430370
addtionst[w] ¢ ) - - Work: (305) 461-2685-

Addtionst[w] ¢ ) - - Celt/{ ) - -
Addtional [w]( ) - - Fac|( ) -

Email 1:

Email 2
Webhsite:

Mote 1:

Mote 2

Mote 3

Attachments Tab

This tab allows you to attach scanned documents or images to each entry using the Attach

Image button. The documents and/or images must be scanned and saved to your computer
first.

Company Info | Contacts || Form View s | QuickBridge | Memos

Description Date File Name =]
One 07/25/06 5:23:13 PM 1153862593.jpg
Two 07/25/06 £:23:24 PM 1672869614.jpg
Three 07/25/06 5:23:35 P -1739179049.jpg
PDF 07/25/06 5:24:51 PM -617020963.pdf i
& G
;
Detach File :

Double Click Image
to see larger.
[[] use defautt

windows viewer
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QuickBridge Tab

This tab allows you to enter company Web site information so that you can jump easily from
QQEvolution 2 to a company Web site.

Company Info | Contacts || &ttachments | QuickBridae | emos | Acord Form Options

Company Viebsites
hzin WWebsite:
Lodin Website:
Palicy Incuiry:
Billingg Incyuiry:

Claims Incjuiry:

Wiehsite Requires

[] |BrokeriD
User Hame
Pazsword

Memos Tab

it Py aracasualty .com Bridge
hittp: fhneaesne aracasualty .comfzecurelogin.aspy Bridge
Bricige
Bride

Briclge

e
W | larauser

AT TTTT Y]

This tab allows you to add memos, or notes, to your QQRolodex entries. Use the Add New
button at the top and select Add Memo. Where it says Details, enter your memo. Memos are
automatically saved and can be deleted if necessary.

Company Info | Cortacts || Attachments | GuickBridge | Memos | Acord Form Cptions

Date Time Metmno
12052007 1251 PWM Spoke with Undetwriter regarding Sally's Palicy, shou...

Details:

Spoke with Underywriter regarding Sally's Paolicy, should be izsued by the end of

the week.
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ACORD Form Options Tab

This tab allows you to type the information the way you would like to see it on a form.
Additionally, because the remarks or description of a Certificate Holder or Lienholder often
need to “move” or “follow” that holder from form to form and be unique, we give you the option
to store and associate distinct remarks with each.

Cotmpsny Info | Cortscts | Attachments | GuickBridge || Memos || Acord Form Options |

Cerificate Holders Infarmation
The followwing 5 lines are displayed as Cedificate Haolderz:

Line 1: |State of Florida Department of Transporation LA
Line 2 603 Suwannee Street

Line 3. |Tallahassee, FL 32399-0430

Lirme 4: |(366) 374-3365

Line 3

Acord Form Section

The followwing forms will be prefilled from the et box below:
- Acord #23 - Leazed Auto Certification of Insurance; Remarks Section Example

- Acord 224 - Cettification of Property: Location of premizes Section Example
- Acord #25 - Cedification of Liskility: Description of operations Section Example
- Acord #27 - Evidence of Property: Remarks Section Example
- Acord #25 - Evidence of Caommercial Propetty: Remarks Section Example

Additional Insured

Cancellation Section

[¢] StekelEndaavarTot an

| days written notice Upitate
« | L] I "

The tabs for Employees entries are different. Here you will have the option to enter Personal
Information, License Information, Attachments (scanned documents) Photos and Notes. This
works in the same way as the rest of the QQRolodex.
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Personal | Licenses | Attachmerts | Photo | Motes

First Mame: |Matalie SSN: [654-61-3213
Last Mame: [Woods Diate Hired: |08/16/06 ‘V
Address
Street: | 138 Newcastle ave
Suite:
City/State/Zip: |Coral Springs FL 33212-
Contact Info
Extension: | 345 Cell Phone: | (954) S87-6546-
Home Phone: |(786) 544-6546- Addl Phone: |(654) 621-3213-

Fam: |(354) 584-6546
Email 1: |eward@qggonline.com

Email 2:
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Chapter 9 QuickWord

Introduction to QuickWord

00
“q QuickWord is the QQEvolution 2 word processor. Go to the Dashboard of
QQEvolution 2 and click on the QuickWord.

EVOLUTI.:N..

O Use QuickSearch

|2 Refresh Dashboard ’ Log Off

aj ) To Do List ;I Agency Filker: Al ;I Memo Feminders
Clignts InProgress  Mema Reminder for 0, Delete Me: Here iz my new mema o7 2/2011 =
) InProgress Here is another tagk 07122011 You have B31 reminders!
(-, Prospects

Q0 Download - Renewsal Quate -
<’/’.} Mail Room Bill Created: $100.00

This is a memo with a rerminder
Q% Download - Renewal Quote -

k Reports

Past| 3 |days and Mext| 7 | days

Palicies Expiring/ntent to Cancel

ﬂ Rolodex

“awzpolicy, ~awonly

Dwelling Fire [Pending)

Expires on 9/10/2011

Q0 Download - Renewal Quote -
j Q0 Download - Renewal Quote -

~aw3palicy, ~aw3only Auta [Pending] Expires on 9110/2011
Aaaaaa, Hhhhhhhhhbh  Auto (Pending) Expires on 9/8/2011 iew All
QuickWord Aazdfd, Dasdaldg Auta [Pending] Expires on 9110/2011
L Aazdfd, Dasdafdg Auta [1117] Expires on 9/10/2011 5
Aku, ku Auta (000002) Expited on 8/5/2011 R T
L _j_- Farms Ayala, Cesar Auto [2222) Expires on 9/10/2011 Instant Suppart
. Ayala, Cesar Auta [2222] Expires on 3/10/2011 LI Training Webi
%‘ Videos Clients #-Date Comments Past | 3 |days and Mext| 7 |days raining ¥vehinars
<) Mewsletters

‘ Carrier Download

B Utilities

< Batch Scanning

\,@ Q0 Evolution Assistant

E“F‘q 00 Evalution Update

JQQ WebRater

@G Dew FL EVOS

/3042011 03:53AM  bincy_ladmind
8/30/2011 0827 AM bincy_pu
8/25/2011  0360AM  bincy_ladmind
2/25/2011  0950AM  bincy_ladmin
8/24/2011  D426PM bincy_dev

Messages

Appaintment created by bincy ladmind
Appointment created by bincy_pu
Appointment updated by bincy_ladmind
Appointment created by bincy_ladminl
Appointrent updated by bincy_dev

Self Service Portal
What's Mew
] in]
Recent Clients
Cataldo, Cory
0, Perico
Brown, James
Stryker, Ted
Babcock, Allen
Agboan Gokfaoc
Pat, Misha A Jr

350 Fairweay Dr. Ste 501 8/24/2011 0423 PM bincy_desy Appaintment created by bincy_dey Test
Deetfield Beach, FL 33441 Zimmermann, Erich
(500) 940-6600 Price, Randy

You can create or edit letters or receipts in this section. Since QuickWord is only used to
create letters, it cannot print any letters. You must use the Mailroom or the print options from
the Search, Client, Policy or Letters screen within the Client section to print a letter to a client.

QuickWord
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MS Sans Serif d Black d g d EBold | Italic:sl

-

K| »

ﬁ Creating A Letter

slelifefulelalf] |||

From Which Category?

Auto Quote
Client Screen System
Policy Screen General
Billing Screen Feceipt
HO &pp
Double-Click Fields
indd Amaount} -
iAdd Cammizsion}
{4dd Coverage}
{Agency Fee 2}
{Agency Fee}
{hgency}
{Agent From Client Screen}
{AF Amaunt}
4P Down Papment)
{AP Reason}

{B aze: ManCommizzianable Premium}
{B aze Premium}
{Beeper}

{B1 Lirn}

{Bill Amaunt Due}
{Bil B alance}

{Bill Credit}

{Bill D ate}

{Bill D ebit}

{Bill D ebit-Credit}

{Bill D escription}

{Bill Due Date}
{Biling CSR}

{Binder D ate}

{Binder Mumber}
{Birthdate}

{Cancel Date}
{Cancel/Expire Date)
{Cell Phone}

{City}

iClient Mame}

{Call Ded 1}

{Call Ded 2}

{Call Ded 3}

{Coll Ded 4}
{Combine Split Payments} LI

Using the QuickWord section, you can create generic letters or by using QuickWord fields, the
letter will be merged with the client’s specific information in it. This is necessary when you print
letters in batches (from the Mailroom) or to individual clients because each letter will be

personalized for the client.

1. Click New to create a new letter or click Open to select a previously saved letter.

2. Begin creating the letter by typing the contents on the blank screen. When creating your
letter, you will not have to worry about typing your agency information, the date or the
client's name and address. All of that will automatically appear on the letter when
printing, provided you have these options enabled on the Defaults tab in the Utilities

section. You will just need to type the actual body of the letter.

3. Customize the letter by selecting fonts, text colors, text sizes, etc.

4. From the QuickWord fields list, double-click the field you wish to insert. The field will be
inserted wherever you left the cursor. These fields allow client and policy information to
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be inserted automatically into the letter when it prints. QuickWord fields are
distinguishable from regular text by the {braces} that surround them.

. To spell check your letter, use the little button at the top right of the screen, next to the
Spanish accented letters button and the copy and paste buttons.

» You can filter the QuickWord field list to only display fields from a particular
category or you can view all of the fields at once. When you click a field a brief
description of that field will appear in the bottom left hand corner of the screen in
blue text.

. You can insert Spanish accented letters and punctuation by clicking on the appropriate
button above the categories section.

. Click the Save button to save the letter.

. Select the language you used to compose the letter, type in a name for the letter and
then click OK.

In order to save letters in Spanish or French, there MUST be a corresponding letter in English.
You will be presented with a list of letters to choose from. Letters are not automatically
translated from English to Spanish or French. You must do this manually.

Opening And Editing A Saved Letter

1. Enter QuickWord and then click the Open button. Select the language of the letter you

wish to open and then select the letter by name.
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Agency Filker: AWZ

Letter Mame

Agency symbol RTF
AuditLetter . RTF
Auto Quaoke Test of Symbols RTF

Language

&+ English : ;

" Spanish ' Fax cover latter
" French " Email cover letter

Agency

A2
all
A

il

BillLetter R TF Al

Birthdaw .RTF B2

CrassMarketing R TF Al

Dowan Pavment - AWz, RTF A2

Down Payment Receipt RTF A ﬂ

CIE

| Cancel |

2. When the letter is on the screen, you may make any changes using the proper keys on
your keyboard. To add text, type it in anywhere you desire.

MS Sans Serif d Black

=] | Bod | Italicsl

Thank you for being part of the {My Agency Namel family.
Sincerely.
{My Agency Name}

{hty Agency Phone}
{hy Agency Emailt

insurance needs. We appreciate your business and are always happy to hear from you.

o

slelifeufefnlr]ile |5l v

From Which Category?

Dear {First Name} =] Auto Quate
Client Screen System
'We have recently reviewed your account. We currently provide your {Coverage} insurance policy. We would like to thank you Palicy Screen General
. X X Biling Screen Receipt
for choosing us as yourinsurance agency. We here at {My Agency Name} can also handle all of wour other insurance needs. HO App
lfwou are also in the need of {Cross Marketing Exclude LOB} we are the agency for you.
Double-Click Fields
Justimagine the ease and corvenience of hawving allyour insurance needs being met in one location by one agency. No {fcdd Amounth -
more making multiple stops or phone calls justto having questions answered on your different palicies. {Add Commission}
{4dd Coverage}
. ) ) ) ) . {Agency Fee 2}
YWe pride ourselves on giving YOU our valued customer the very best service. We will provide you with the bestinsurance at {Agency Fes}
the lowest price possible. Please contact our experienced staff atyour earliest convenience to find out how we can satisfy aency}
your full insurance needs. We are always happy to answer any questions you may hawve. {fgent Fram Client Soresnt
{1A4P Amount
Once again please contact us at {My Agency Phone} to find out how we can provide far your {Cross Marketing Exclude LOB} {’{.:F' Dawn F'iayment}
P Feason

{Base MonCommissionable Premium}
{Base Premium}
{Beeper}

{BI Lim}

{Bill Amaunt Due}
{Bill Balance}

{Bill Credit}

{Bill D ate}

{Bill Debit}

{Bill D ebit-Credith

{Bill Description}

{Bill Due Date}
{Biling CSR}

{Binder Date}
{Binder Mumber}
{Birthdate}

{Cancel Date}
{Cancel/Ewpire Date}
{Cell Phane}

{City}

{Client Mame}

{Call Ded 1}

{Call Ded 2}

{Call Ded 3

{Call Ded 4}
{Combine Split Payments} LI
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3. Click the Save button to save your changes.

Advanced Editor

To further customize your letters, click the Advanced Editor button. The Advanced Editor uses
multiple fonts, paragraph styles, bullets, etc. It also allows you to insert images into your letter
as well as Web site URLs (links). Click Advanced Editor, make the necessary changes, and
close the Advanced Editor. Your changes will be displayed in QuickWord.

B Total Access Memo

File Edit “iew Insert Format Toals Help

O = SaV 4 il
M3 Sans Serif v 0 v BJUA-||EEEE i@

I N O e T T ) e e
Dear {First Mamel, A

W'e hawe recently reviewed your account. Wve currently provide vour {Cowverage} insurance policy. YWe would like to
thank wou for choosing us as your insurance agency. YWe here at {My Agency Name} can also handle all of yvour other
insurance needs. Ifyouare also in the need of {Cross Marketing Exclude LOB} we are the agency foryou.

SUSTFRAGNE e 8358 JrT OSSO OF LENG S8 YO FISLIENCE N8eds Dar g (et 1 0ng ieaion by
VIR FGENCy. MO IRORE iSRG IS STONE Or N0na OSNS JLST IO SRSVE QUESTIONS JNSHWEET o yol
HTEEnE poleras,

We pride ourselves on giving YOU ourwalued customer the wery best service. We will provide you with the bestinsurance
atthe lowest price possible. Please contact our experienced staff atyour earliest convenience to find out how we can
satisfy your full insurance needs. YWe are akwvays happy to answer any guestions you may hawve.

Once again please contact us at {My Agency Phone} to find out how we can provide foryour {Cross Marketing Exclude
LOB} insurance needs. \We appreciate wour business and are akways happy to hear from you.

Thank you for being part of the {My Agency Mamel family.

Sincerly,

For Help, press F1 LM

Creating A Receipt Letter

You can use QuickWord to create your own receipts with auto incrementing receipt numbers.
Begin by typing the text of your receipt letter. You can insert different fields such as, {Down
Payment}, {Payment Amount}, {Payment Type}, and {Receipt Number} into your letters. Save
this letter as Receipt or Receipt Letter. Receipt numbers can initially be set up in the Utilities
section under the Defaults tab.
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To Set Up A Receipt Letter

1.

Select the Defaults tab in the Utilities section. Please refer to the Utilities Section in
Chapter 2

In the Letters section, select the Receipt letter that will be used and enter the Last
Receipt #.

The receipt number will begin incrementing from the number entered.

About Letters

You can use the QQEvolution 2 fields in Microsoft Word. Start Word, click on Tools,
Options and then the File Locations tab. Under File locations note the Location of the
File type Startup. Copy the file QFWinTemplate.dot (located in your QQEvolution 2
folder) to the Startup Location you noted above. The next time you start Word, you will
see a new button, QQEvolution 2 Fields. Use these Fields to insert QQEvolution 2 data
into your Word document.

If you want to be able to edit a letter before it prints, add either the {Type Info Here} or
{Preview} fields to the letter when you create it. When using the {Type Info Here} field,
the letter will open in edit mode and the {Type Info Here} field will be highlighted in blue
exactly where you placed it in the letter. You can then type any information as needed.
If you have more than one {Type Info Here} in your letter, you can use the Go to next
{Type Info Here} button to move to the next one. When you use the {Preview} field the
letter will also open in edit mode, and you can change/add information as needed.

Chapter 10 Reports

(-1

tay

The Reports is accessed by going to the Dashboard of QQEvolution 2 and just click
on the Reports.
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QQEVOLUTI.N..

|~:~‘; Refresh Dashhoard

&ﬁ Clients

-
ol

Prospects

O Mail Room

ﬂ Folodex
T Quickword
j:Forms

%} Yideos

-‘ Carrier Daownload

B uilities

“~” Batch Scanning

'\@ Q0 Evalution Assistant

Eq 23 Evolution Update

JQO WebRater

@G Dey FL EYO3

350 Fairweay Dr. Ste S01
Deetfield Beach, FL 33441
(800) 940-6800

To Do List

In Progress
In Progress

Memo Reminder for 0, Delete Me: Here is my new memo
Here iz another task.

Palicies Expiring/ntent to Cancel

~awzpolicy, ~aw2only
~awdpolicy, ~aw3only
Aaaaaa, Hhhhhhhhhhh
Aazdid, Dasdafdg
Aazdfd, Drasdafdg
Aku, Aku

Ayala, Cesar

Ayala, Cesar

Clients

Dwelling Fire [Pending)
Auto [Pending)

Auto [Pending)

Auto [Pending)

Auto [1111)

Auto [Q00002)

Ak [2222)

Ak [2222)

#-Date Comments

Messages

Agency Filker: all ;I

07A2/2011
072201

Past| 3 |days and Mext| 7 | days

Expires on 91042011 -
Expirez on 9/10/2011

Expires on 9/8/2011

Expirez on 9/10/2011

Expires on 910/2011

Expired on 9/5/2011

Expires on 9/10/2011

Expires on 9/10/2011 hd

Past| 3 |days and Mext| 7 | days

8/30/2011
8/30/2011
8/25/2011
8/25/20M
8/24/20M
8/24/20M

03:59 AM
08:27 AM
0350 AM
03:50 Ak
04:26 PM
04:23 PM

bincy_ladminl
bincy_pu
bincy_ladminl
bincy_ladminl
bincy_dew
bincy_dev

Appointment created by bincy_ladmind
Appointrent created by bincy_pu
Appointment updated by bincy_ladmind
Appointment created by bincy_ladminl
Appointment updated by bincy_dey
Appaintrnent created by bincy_dev

e All

Search

[ Use QuickSearch

Memao Reminders

You have 681 reminders!

Q0 Download - Renewal Quote -
Bill Created: $100.00

This is a mermo with a reminder
Q0 Download - Renewal Quote -
QG Download - Renewal Guote -
Q0 Download - Renewal Quote -

e All
Help and Information

Instant Support
Training Webinars
MNewsletters
Self Service Portal
What's MNew
1 in]
Fecent Clients
Cataldo, Cory
0, Perico
Brown, James
Stryker, Ted
Babcock, Allen
Agboan Gokfaoc
Pat, Nisha A Jr
Test
Zimmermann, Erich
Price, Randy

QQEvolution 2 comes with many Standard Reports. In addition, you can create any custom
report you wish, using the Report Builder tab. If you would like to change or edit any of the
criteria for a standard report, right mouse click on the standard report you wish to customize.
Not all standard reports are customizable.

Reports
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Reports Dashboard

Reparts ] Repart Builder] Scheduled Hepnrts]

Financial Reports Client Reports Report Templates

T ——— y TR rr— = =
Agency Payments Additional Contacts by Age nos

App f Endorserment Transmittal Clients by ¥-Date 005

Balance Sheet Commercial Clients ooy

Company Fees Coverage Report 0os

Daily Closeout Detailed Coverage nog

Depositing Agency Report Policies of Interest 1 v
Detailed Transaction Receipt Report

Detailed Transaction By Company Renewal Report

Frd nf Naw Fenant (&dwvancar v Agency |JElr_l,JJa_l,l Eayle

Company Reports Reconciliations Predefined Dates: [This Morth = |

Claim List Billing Reconciliation EBinder Date: ||:|E.-"U'| A0 ﬂ tDlUE.-"3U.-"1|:| j
Company Report Carrier Reconciliation Report O
Cross Marketing Report Commission Reconciliation

Finance Transmittal Producer Reconciliation

MGA Report Today's Mermos

Maving Annual Total

Optional Coverage Report

Rewenue Report
Top 10 Agencies

Run Report Schedule

Financial Reports Section
Here are a few of the reports found in the Financial section.
Daily Closeout: Displays all payments broken down by payment type.

Application Endorsement Transmittal: Displays a report of Application and Endorsement
transmittals.

Agency Payments: Searches by Bill Date: Lists Client, Policy Number, Company, Bill Date,
Payment Method and Payment Amount. It is grouped by Policy Status or Type (such as
Endorsement, Fees, New Business, and Renewal).

Detailed Transaction: Searches by Bill Date: Lists Client, Policy Number, Company, Bill
Date, Payment Method, (broken down to separate Cash, Check to Agency and Check to
Company). It is grouped by detailed Policy Status or Type (such as New Business, Additional
Premium, Agency Fee New Business, Agency Fee Renewal Business, Commission Received
New Business, Commission Received Renewal Business, Down Payment Endorsement,
Down Payment New Business, etc.)
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Short Down / IOU: This report gives you a summary of short down or IOU (money
outstanding).

Agent Commissions Report: This report gives you a breakdown by Agent name of all
business performed for a specified date range.

Export to QuickBooks: Displays a listing of new business and payments for a specified date
range. Once you have viewed the list, you can Send to Quick-Books. Also creates an export
file with the extension of IIF.

Monthly Payment Transmittal: Displays a report of Monthly Payment transactions.

End of Day Report: Searches by Bill Date, Lists Payment Method, Premiums, Fees and
Commissions. This calculates the Insurance Company Income and an agency Income. It also
does a comparison/list of this data on today’s date next to the month-to-date data.

Balance Sheet: The Balance Sheet screen will appear as follows.

Agent [4ll | Client Source |4l =]
Binder Date Range _
Finance Co |4l =]
[ Include Opt & Add

Starting [ ate: | [ Include Agency Fee & MVE Fee Click buttons to select multiple choices
Ending D ate; [ Exclude Endorzements Line of Business [[4I |
Starting [ ate: Coverage || ]
Ending [1ate: MGA [l R
Company || ]
Agency |[lemyJay Boyle ]

|nhzreasze or Decreasze

Chents Chents Chents
Policies Policies Policies
Premium Premium Premium
Commiszion Commiszion Commiszion
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Company Reports Section

Here are a few of the reports found in the Company section.

Company Report: This report gives you a breakdown by Company name of all business
performed for a specified date range.

Optional Coverage Report: This report gives you a breakdown of Optional Coverage that
was sold to a client for a specified date range.

Finance Company Report: This report gives you a breakdown of all Finance Companies that
were used for the date range specified.

Revenue Report: This report gives you a breakdown of all revenue generating business
written for the date range specified. It can be broken down by New Business, Renewal, and/or
Rewrites.

Cross Selling Report: This report is a tool which can be used to market new lines of
business to your existing customers or market to prospects. The report runs based on which
line of business the customer has versus which one they do not have. This way you can target
your marketing campaigns.

x

Show customers with a policy through: And without a policy through:

AL | Cm =]
With thiz line of business: With thiz line of business:

0. :ﬂ O. fi

O1mn4 O1mn4

O 1oos O 1oos

Oan Oan

[ Acord Description [ 2cord Description

O i 5 ched/unsched O i 5 ched/unsched

[ i 5 ched/Unsched? [ i 5 ched/Unsched?

O &griculture Liab ;I [ &griculture Liab ;I
Drate Type: |Expiratiu:un ;l Predefined Dates: Ierth_
r Incluu_:le all a!:ti\:'e policies for a Chent with Dake: I 941 2201 LI t.;.l 9 30201

the given Criteria i
Mote: Dates are inclus
[ Show one entry per Client
Reset | ak. | Canzel
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Reconciliation Section

Here are a few of the reports found in the Reconciliation section.

Today’s Memos: The QQEvolution 2 Dashboard displays the message Memos Today when
a client’s account has a memo reminder. Run this report to print and view those memos.

:7';:55 Return  Append | View As Report | Snooze | Dismiss | Help -

Agency | Jemy Jay Bovle

Search Specific Dates cskR A j
Type 4l -
Dizplaying 97 memos in selected date range. w J
Memao Date  (Client hema Remindar | CSR Type
0sM9M0 o044, 4 Emmil sent: 124301899 abd Enail

Letters: ahc' RTF
Images: abc' (4542 11

0313910 0044, 5 Email sent: 120303833 Jerry Jay Boy[EMail
Letters: asass® RTF

04,300 L1 Etmail sent: 12730899 |Jerry Jay Boy EMail
Letters: 231 RTF
Farms: Auta Loss Motice

051910 Adrisn Insurance Email sent: 12/30M 899 |aasas Ehdail
Letters: saaaa RTF
Images: saaaa (4511 jpg), sasaa (4822 jog), asass (4824 pdf), asaas

Billing Reconciliation: Searches by Bill Date or Bill Due Date: Lists payments that have not
been received by your clients, and can also be configured to list monies that have been
received by your clients, but haven’t been paid to the Company or Finance Company yet. This
allows the agent to enter the payment amount when the payment is being made.

To show a hist of chents with outstanding debits [debit > D, credit = 0], fill-in the 'Biling Date’ range and chick
Show Records. The ‘Chent Billing Screen’ will be searched.

Enter ‘Biling Date' range [~ Search By 'Due Date' instead W Show Cormmizsion Due Sort By
Starting [04/01/10 Reconcile Billing Screen = Ciort show Records
n - (=gl
Ending |05/04/10 & Outstarding Debits || & Cliert Biling (~ Company Update Database

Company |,.-3_|| j ™ Unforwarded Credits ¢~ Company Billing ¢ Policy Number Show & Report
Agency |Jen_l,J Jay Boyle

Enter payment amount and payment date and click Update Databasze to update the Billing Screen Payment Information |

Papment
Policy Credits 5o Received Payment
Chent Company MNumber | Bill Date Dezcnption Debits Far Due Date| Credits Date Method
0,2 ACA NS CO 12 050710 Down Payment F14.00 F13.00 F0.00 06040 I j
02 030610 Additional Premium F10.01 F0.00 $0.00 05040 j

Commission Reconciliation: Displays all clients where commissions are due to the agency
from the insurance company. When you receive your statement from the insurance company,
run this report and enter the commissions received directly onto the screen. Each client's
account will be automatically updated.
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:T';J} Return | Search | Apply &ll Payments  Apply and Print | Reset | Policy Commission Surmmary | Help

Search For Policies: Predefined Dates: Specific Dates - | A2 ?;ljognpaid Insured:
Use the "Search"buttan onthe  Effoctive: [06/m1/09 ~ | to[0B/0740 | MG&: Al =l | ¢ Pad foicyllibiibe:
toolbar and theze filkers to find
policies ta recancile. Mote: Dates are inclusive Comnpaty: | Al R Al
Palicy Mumber Insured Compang Effective Date Type Premium Total Comm | Fieceived to Date Comm Due
SAP 000272225 Adams, Joyce Apallo 08/03/2009  P/C: 04411422010 $1.255.00 $6895.19 $999.00 ($303.81) =~
Pending Duck, Donald Links Select Og/04/2M0 P $4.895092 $476.80 $0.00 $476.80
Pending Tangooo, Mangooo Links Select 06/03/2010 P $1.54217 $143.20 $0.00 $149.20
Pending Tango, Mango Links Select 0g/03/2mM0 P $1.53217 $149.20 $0.00 $149.20
Pending Tange, Mango Links Select 0g/03/2mM0 P $1.53217 $149.20 $0.00 $149.20
Pending Tango, Mango Links Select 0E/03/2M0 P $1.53217 $149.20 $0.00 $149.20
Ren-links-01 smita, Evol Links Select ogf0z/2mo P $15.951.94 $1.892.28 $0.00 $1.892.28
0g02-01 shah, Evo Links Select Ogsz/2mo P $10,387.75 $820.00 $0.00 $820.00
1111-06-01 evo, FLWH Ocean Harbor 0g/m/2mo P $2.14413 $313.20 $0.00 $3113.20
AFQE0O0T0425 Wilzon, Nancy Links Select og/m/2mo P $5.491.27 $432.18 $0.00 $432.18
2222 inspectionform, Mira Links Select os/28/2010 P $6,044.75 $476.00 $0.00 $476.00
Pending ZZ7cee, Cocoec Adrian MGAS - Adrian Inswranc..  05/26/2010 P $5.044.00 $1.505.00 $0.00 $1.505.00
Pending ZZ7cee, Cocoo Adrian MGAT - Adiian Insuranc...  08/26/20010 P $3.01010 $33.00 $0.00 $33.00 o
¥ | + | ir | g | Usethese arow buttons to Payment Date: |06/07/10 | Payment Type: EFT -
move policies between the lists.
Fuolicies to he Reconciled: Thiz information will be used with all payments below.

Producer Reconciliation: Like the Commission Reconciliation and Billing Reconciliation
tools, this feature allows you to keep track of monies paid to your Producers. Be sure that their
commission structure is set up first, under Agent/CSR, in the Utilities section, and that you also
use the Producers button on each policy screen to indicate which Producer will be due
commission for that policy.

T Return | Search Apply All Payments  Apply and Print - Producer History  Policy’s Producer History  Help

Show

™ Use Effective Dates Predefined Dates: This Manth j A2 & UrPad € Pad € Al Insured:
* UnPai il ]
IRer SR Dates: [05/01/10  ~] to06/30/10 ¥ Producer Oadil | Folicy Number.
Commission due to Dadil: After zearching, check each item pou wish to pay now. Double click an item to edit the payment amount.
Folicy Mumber Inzured Company Effective Date Type Total Comm | Due To Date | Paidto Date | Due Mow Faid Mow
O 121 0o, oj Access General Agency 08M4/2003  P/C: 11/09/2003 $1.85 $1.85 $0.00 $1.85 $0.00
O 12545 Zzzz124, Aaaalld 213t Century GA Limited - Edit 08/20/2009  P/C:11/09/2003 $0.37 $0.37 $0.00 $0.37 $0.00
O test, test Access General Agency 010142001 F $0.00 $0.37 $0.00 $0.37 $0.00
O 12545 Zzzz124, Aaaalld 213t Century GA Limited - Edit 1140642009  E/C: 11/09/2003 $0.02 $0.09 $0.00 $0.03 $0.00
O FPending qw, Ert American 5/ Legacy 11/09/2009 P $0.00 $0.04 $0.00 $0.04 $0.00
[ 0o, oj Access General Agency 1140942009 E/C: 11/09/2003 $0.26 $0.15 $0.00 $0.15 $0.00

Client Reports Section

Here are a few of the reports found in the Client section.

Commercial Clients: Lists Commercial Clients, Coverage, Company, Effective Date, Agent,
Premium, Commission, and Down Payment. It is sorted alphabetically. Commercial clients

must have the Commercial check-box on their client screen checked to show on this report.

Renewal Report: Displays a listing of all policies that are coming up for renewal. This report
searches by expiration date.

Coverage Report: Displays premiums/commissions grouped and totaled by coverage.

Detailed Coverage: Displays a breakdown of all coverage within a selected binder date
range. If a quote is found in the Policies section, the limits are broken down in this report.

Receipt Report: Displays all receipts generated.
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Export To QuickBooks®

Transferring information to QuickBooks has been made easy with a one click transfer button.
In order to take advantage of the transfer, you must understand what info is transferred.

Information is gathered from QQEvolution 2 in the Billing Screen of each client. When you
select a date range for data to be transferred, QQEvolution 2 searches all billing lines for
matching bill dates. It also searches for keywords in the description field in the billing section
for the following words:

e Down Payment e DP of AP

e Commission Received e Short Down

e Additional Premium e Short Down Paid
e Returned Premium e Monthly Payment
e AP Paid e Cancellation

Each of the above keywords creates different entries in QuickBooks using any or all of these
three entries: Deposits, Checks, and Accounts Receivable. For example, one down payment
listed on the billing screen may create a Deposit entry as well as a Check entry. Another down
payment listed on the billing screen may create all three entries, Deposit, Checks, and
Accounts Receivable.

Transactions have different entries depending on the type of insurance company selected. We
define two:

e Net (Usually Premium Financed)

e Gross (Direct Bill Companies)
Below is an explanation of what takes place in the transfer with the appropriate description.
Down Payment

When QQEvolution 2 encounters a line in the Billing Screen within the selected date range and
this description, the following transactions are created:

1. Deposits: Broken down as follows:

» If the Insurance Company is NOT direct bill, the commission amount and the
amount to be sent to the Finance Company are extracted.

» If the Insurance Company IS direct bill, just the down payment associated with
the Company will be extracted.
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» Optional Coverage (e.g., Motor Clubs), which are usually NOT financed, are
subtracted from the Down Payment showing commission and amount to the
Optional Coverage Company.

» Additional Coverage (Medical), which can be financed, is subtracted from the
Down Payment showing commission and amount to the Additional Coverage
Company.

» Agency Fees are subtracted and shown as commission.

» MVR Fees are subtracted and shown as commission.

2. Checks: Checks are entered. Direct bill companies receive the entire down payment.
Policies that are premium financed create a check entry by subtracting the commission
from the down payment.

3. Accounts Receivables: Direct Bill Companies create General Journal Entries as
Accounts Receivable entries. These entries are keyed as Other Current Assets in
QuickBooks. A balance sheet report will show these outstanding assets.

Commissions Received

When QQEvolution 2 encounters a line in the Billing Screen within the selected date range and
this description, this transaction is created:

e A deposit is made and matched to the earlier Accounts Receivable entry for this policy.
This zeros out the receivable and adds it to the checkbook balance.

Additional Premium

When QQEvolution 2 encounters a line in the Billing Screen within the selected date range and
this description, this transaction is created:

e For Direct Bill companies, an Accounts receivable is created for the additional
commission.

Returned Premium

When QQEvolution 2 encounters a line in the Billing Screen within the selected date range and
this description, the following transaction is created:

e For Direct Bill Companies, an Accounts payable is created for the returned commission.

AP Paid and DP (Down Payment) of AP
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When QQEvolution 2 encounters a line in the Billing Screen within the selected date range and
this description, the following transactions are created:

1. The payment is handled exactly like DEPOSITS above (under the DOWN PAYMENTS
section.)

2. The checks are handled exactly like CHECKS above (under the DOWN PAYMENTS
section.)

Short Down

When QQEvolution 2 encounters a line in the Billing Screen within the selected date range and
this description, the following transactions are created:

1. For financed policies, when transferring from QQEvolution 2 to QuickBooks, if the Down
Payment is less than the commission, an entry will automatically be entered into the
billing Screen of QQEvolution 2 showing the Short Down amount.

2. A Deposit debit as an Accounts Receivable is created. It will be displayed as Due From
Short Down. A balance sheet report will show these outstanding assets.

Short Down Paid

When QQEvolution 2 encounters a line in the Billing Screen within the selected date range and
this description, the following transaction is created:

A deposit is made and matched to the earlier policy Accounts Receivable. This zeros out the
receivable and adds to the checkbook balance.

To transfer the information to QuickBooks, follow these steps:
1. Run the QuickBooks report.
2. View Preview.
3. Click the Send to QuickBooks button.
4. View records to be sent to QuickBooks.
5. Click Create QuickBooks Import File.
6. Run QuickBooks.
7. Select File, Utilities, Import, and then select QFWiInChecks.lIIF.

8. Your files have now been imported into QuickBooks.
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Scheduling Reports

You have the ability to schedule reports to run automatically at a set time. You can schedule
both standard and customized reports. There are two ways to set a report to run automatically,
one is to select a report and select the Schedule button and a wizard will walk you through
setting it up or you can do it manually without the wizard.

1. Select your report, it can either be a standard report or a customized report you have listed
to the upper right. In order to schedule a customized report it must have already been created
and saved. If any information such as the Date Range and Agency need to be selected please
do so, then click the “Schedule” button.

Reports l Report Builder] Scheduled Fleports]

Financial Reports Client Reports Report Templates

Agency Fees | | Additional Contacts 1 ~
Agency Payments Additional Contacts by Age 10

App / Endorserment Transmittal Clients by ¥-Date 100

Balance Sheet Comrmercial Clients 1m

Company Fees Coverage Report 1010

Daily Closeout Detailed Coverage 102

Depositing Agency Repart Puolicies of Interest 105 -
Detailed Transaction Receipt Report

Detailed Transaction By Company Renewal Report

Frd of Nav RPanart fAdwancad b Agency Main Office

Company Reports Reconciliations Predefined Dates: |This Month =

Clairn List Billing Reconciliation Date Range: [06/01/09 v |rofogsaoa -
Cornpany Report Carrier Reconciliation Report Mate: Dates are inchusive
Cross Marketing Repaort Cormmission Reconciliation
Finance Transmittal Froducer Reconciliation ] STt (P i el Ay
M54 Repart Today's Memaos

faoving Annoal Total
Optional Coverage Report
Revenue Heport

Top 10 Agencies

Run Report {Schedule!

2. The Schedule Report Wizard will appear. It will already be on the Options tab. In Report
Options there will be a Display and Report name already shown. You can change the display
name if you wish but we recommend you keep the report name as is.

In Output Options you can check mark Email and enter an email address, this will email the
report after it runs. You also can check mark Save and select where you would like to save the
report to after it is ran. This will save the report to your computer. We do highly suggest you
leave the default path already listed there. The file name of the report is shown here as well.
The name shown in the picture below is RR-MM-DD-YYYY, this stands for the name of the
report, the month, day, and year the report was ran. In the Ultilities section under
Defaults/Dashboard is where this name is set up. You can change how the file is named. We
do suggest you stick with one of our defaults that are listed. When you are running the wizard
is does show an example of how the file with be named.
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& Schedule Report Wizard E|

Date Preset: This Month Fecurrence

Agency: Jerry Jav Bovle Repart Options
Separate Page for Each Agency: Mo
Display Mame: Detailed Transackion

Report Mame: Detailed Transackion

Cutput Options
Email Email Address:  aallen@ggonline. com
Send Test Ernail
Save Directory: J C\QuickFL\Reparts,
File Marne: RR-MM-DD-¥YYY
Example File: C\REPORTS2008-09-24-Additional_Contacts. pdF

exk Finish Cancel |

After you have finished on the Options tab select the Recurrence tab. Here you will set how
often and when you would like the report to run. In the Recurrence Pattern select what time
you would like the report to run at and what date you would like it to start running. You can
have the report run daily, weekly, monthly, or yearly. When you choose “Daily” you can enter if
you’d like the report to run every two days or maybe you'd like it to run every fifth day. You can
also have the report run only on weekdays. If you choose “Weekly” you can check which days
of the week you would like the report to run on. You can select all of them if you wish. The
“Monthly” option will allow you to enter what day of the month you want to run the report and
with “Yearly” you select what month and day of the month to run the report.

& Schedule Report Wizard El
Dake Preset: This Month Cptions
Agency: Jerry Jay Boyle Recurrence Pattern
Separate Page For Each Agency: Mo ) -
f 0 Jency Time: |08:00 P —= StartDate: |pE/29/09 -
%) Daily *) Every 1 day(s)
1 Weekly {3 Every weekday
{1 Manthly
) Yearly

Recurrence Length
VEnd After 5 DCCUrEnces

%) End By 0642940 - {73 Mo End Date

Finish Cancel |

In the Recurrence Length area you can have the report stop running after it has been
generated so many times by marking End After and enter the number of times you’d like the
report to run before stopping. You can instead enter an ending date in the End By area and
input a date when the report should stop running. If this is a report you run often you would
want to choose No End Date. After you have finished with your selections click the Finish
button. A message will appear asking if you want to proceed with creating the scheduled
report, click “Yes.” Another message will appear telling you the report was saved and the date
it is scheduled to start running.
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qqEvolution 4.0

Report was saved and scheduled to run on 06292009,

You will then be taken to the Scheduled Reports section. Here you can look over the settings
for the report you just saved as well as any other report you have scheduled to automatically
run.

.% ggEvolution Dashboard  Report Einder  Delete Report Schedule | Save Settings | Open Recent Report | Help
| Detailed Transaction Next scheduled run date: 06,/29/2009
Detailed Transaction

Report Options Recurrence Pattern

Display Mame: [Detailed Transaction Tme: [0g.00PM — StartDate: [o6/29/09 -]

Feeport Name: |Detai|ed Transaction &+ Daily & Every [1 dayis)

Output Options " ieekly " Every weekday

¥ Email Email Address: |aa\|en@uqonline.com " Manthly

~

Send Test Email Yearly

V¥ save  Directory: J |C:\Qu|ckFL\RepDrts1, Recurrence Length

File: Nane: |RR*MM*DD—VV\"\" " End After |5 OCCUrENCes

Example File:  C:YQuickFL\ReportsiDetailed_Transaction-06-29-2009. pdf ¥ End By 06/23410 - ™ Mo End Date

Report Details Recently Saved Reports

Date Preset: This Manth CAQuickPLiReports|Detalled_Transaction-06-28-2009, pdf 06-29-2009 12:38 PM .«

Agency: Jerry Jay Boyle Ci\QuickFLIReports Detaled _Transaction-06-27-2009, pdf 06-29-2009 12:38 PM

Separate Page for Each Agency: Mo i QuickFLIReports|Detaled_Transaction-06-26-2009, pdf O6-29-2005 12:37 PM
i\ QuickFLIR.eports|\Detaled_Transaction-06-25-2009, pdf 06-29-2009 12:32 M
CiQuickFLIReports Detaled_Transaction-06-24-2009, pdf 06-29-2009 12:32 PM
C:\QuickFLiReports|Detaled_Transaction-06-23-2009, pdf 06-79-2009 12:32 PM
CAQuickFLIRepartstDetailed_Transaction-06-22-2009, pdf 06-23-2002 03:45 AM
i QuickFLIReports|Detaled _Transaction-06-2 1-2009, pdf 06-Z3-2000 05:45 AW
i\ QuickFLIR.eports|\Detaled_Transaction-06-20-2009, pdf 06-22-2009 06: 16 FM
Ci\QuickFLIReports Detaled_Transackion-06-19-2009, pdf 06-22-2009 06: 16 PM
i QuickFLIReportsDetaled_Transaction-06-15-2009, pdf 06-Z2-2009 06: 16 PM
i\ QuickFLIReports|\Detaled_Transaction-06-17-2009, pdf 06-22-2009 06:11 FM
CiQuickFLIReports Detaled_Transaction-06-16-2009, pdf 06-22-2009 06:10 PM
3\ QuickFLIR eports| Detaled_Transaction-06-15-2009, pdf 06-Z2-2009 06: 10 FM
Ci\QuickFLIReports\Detaled_Transaction-06-14-2009, pdf 06-15-2009 0%:49 AM
i QuickFLIReports| Detaled _Transaction-06-13-2009, pdf 06-15-2000 09:49 A1
i\ QuickFLIReports|\Detaled_Transaction-06-12-2009, pdf 06-15-2009 0929 A
CiQuickFLIReports Detaled_Transaction-06-11-2009, pdf 06-15-2009 09:29 AM
i\ QuickFLiReports|Detaled_Transaction-06-10-2009, pdf 06-15-2009 09: 29 A
i\ QuickFLIReports|\Detaled_Transackion-06-09-2009, pdf 06-10-2009 02: 18 PM %

3. The second way to set up scheduled reports is by opening the “Scheduled Reports” tab and
manually entering the information. The information you need to enter is the same as shown
when walking through the wizard. Once you have entered the report information click the Save
Settings button to save the report.

If you change the settings on any of the already saved scheduled reports you will also click the
“Save Settings” button to be the changes into effect.

On the “Scheduled Reports” screen you will also see a list of the Recently Saved Reports
which have run. You can use the Delete Report Schedule button to delete the report you
have selected. The Open Recent Report button will open a PDF version of whichever report
you have selected in the “Recently Saved Reports” section. You can print this report by
clicking the printer icon once it is open.

IMPORTANT NOTE: Scheduled reports are saved and emailed in the PDF format. Also
QQEvolution 2 must be open for the reports to run. The scheduled reports are meant to be run
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off office hours so they will be ready for you the next day and you will not have to take up
precious time during business hours. To this end the scheduled reports will not run in certain
areas of QQEvolution 2 if you are currently using the program and inputting data. These
sections are Client, Policy, Claims, Reports, Batch Scanning, Images, Ultilities, and the
Important Note display.

Report Template Section

When on the Reports tab there is also a list of saved customized reports. You can simply
double click on the report you wish to run or select the report and click the Run Report button.

Reparts ] Repart Builder] Scheduled Hepnrts]

Company Reports

Reconciliations

Claim List

Company Report

Cross Marketing Report
Finance Transmittal
MGA Report

Maving Annual Total
Optional Coverage Report
Rewenue Report

Top 10 Agencies

Billing Reconciliation

Carrier Reconciliation Report
Commission Reconciliation
Producer Reconciliation
Today's Mermos

Financial Reports Client Reports Report Templates
Detailed Transaction By Company Additional Contacts Birthday Test ~
End of Day Report (Advanced) Additional Contacts by Age Cancellations
Export to Quickbooks Clients by ¥-Date custom yesterdaysept24
Lost Premiurn Armount Commercial Clients CustomBirthDayJanuary
Monthly Payments / Transmittals Coverage Report CustomLasthonthprilorig
Production Analysis Detailed Coverage CustormspecificDates52008t09200
Production Analysis Carrier Policies of Interest Depositing Agency Custom v
Sales Report Receipt Report
Short Down /10U Renewal Report

Run Report Schedule

ﬁ Report Builder Tab

If you require more detailed information in your reports, you can build a custom report. These
types of reports permit you to select specifically the information you want to be included. Most
of the entries that you enter for clients and policies can be retrieved for reporting purposes.
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Report Builder Procedure

Fieports | Report Builder | Schedulad F!epu:urts]

Report Type | Fiters | Show These Fislds |

O this tab, select the general options such as Date Type, Client and Policy Status, Sorting and Print Mode. Then click
an the FILTERS tab to narrow down your search. ou may click on the ‘Wizard below to help pou dezign this repoart.

Predefined Dates; |This Manth -
Report Date: [06/01/10 | ta|08/30/10 |

Mate: Dates are inchusive

‘ /4_ Need help

creating a
. custom report’?
- e Click the
Date Type |E|n|:|er Date s Quickiwizard for
Client Status |4 Wizard | help.

Policy Status |.-’-'-.II
Sort By |lphabetically

Hew/Renew |.-’-'-.II

Endorzements |2l

Ll L Led Ll L

Orientation

f? Portrait | & | Landscape
[ Commercial Clients Only [ Group each 'Sort By"

1. You can select a pre-defined date range or specify the date range. All clients/policies
that fall within this date range and who meet the specified criteria will be included in the
report.

2. Select a Report Type: Date Type, Client Status, Policy Status, Sort By, and
New/Renewal, Endorsements.

3. To narrow down your search, apply filters on the Filters tab. For example, you can limit
your report to include only specific companies or policies. You can also select up to five
companies, multiple coverage, and billing descriptions. To do so, click the appropriate
button, select multiple choices and then click OK.
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~ Reports  Fieport Builder l Scheduled Heparts]

_ Report Type Show These Fields ]

On this tab, you can narrow down your search az well as include certain fields. For example, if you want to narrow your
zearch to include Yelow Pages az your anly Source, zelect it from the lizt below or zelect ALL to show the source on

the report. Click Show These Fields nest.

!

Client Source
Agent |Mot On Report
C5R |N|:|t On Repart

Finance Company |N|:|t On Report

Optional |N|:|t On Repart
Additional Mot On Report
Policy Period |Nnt On Report
Important Hotes |N|:|t On Repart
Voided Bills [Dan't show voided bill_~ |

Ll Ll L1

[ Billing Credit [ Exclude Direct Bill
[ Billing Debit [ Prorate Commissions
[ Depositing Agency

Click buttons to select multiple choices
Line of Business | |NDt On Repart

Coverane

Company™

Billing Description

Payment Type
Memo Type

Producer

MGA™

=l
[Mot On Report |
|N|:|t|:In Report j
[Mot On Report |
|Nut On Report j
[Mat On Report |
|N|:|t On Repart j
|N|:|t|:In Report j

Policy Source |N|:|t On Repart

Zip Code | [ EFT To Co.

=l

*Pleaze note that if filkering by Campany, palicies with
an MGA will be excluded from the repart if the kGEA filker

iz "Mot on Report",

4. Select Show These Fields to add specific information to your report.
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~ Reports  Fieport Builder l Scheduled Hepurts]

 Report Type | Fiters [ Show These Fields |

O thiz tab, click all the fields you want ta zee on your repart. Click an Bun Bepart when finished. You may alza click
Save Repart Template ta re-run the report at a later date.

[ Premiums [ Receipt Humber

[ Commissions [ Additional Premiums

[~ Home Phone [ Eamned Commizsions
[ Work Phone [ Unearned Commizsions
[~ Agency Fee [ File Humber

[ Premium Down Payment [ Finance Contract Number
[ Total Down Payment [~ Finance Payment Info
[ Address I~ EMail

[ Policy Humber [ MYR Fee

[ Binder Humber [ AR Balance

[~ Agent Commissions [ Financed Amount Due

[ C5R Commissions
[~ Show Policy Type

Additional Date [Nore ]

5. Click Run Report and then either Print this Page or Print Entire Report.

f:';g- Q) Evolution Dashboard | Bun Clear | Templates +

Open Report Template

If you decide to run the same report at a later date, click the Open Report Template button
which is found under Templates. A list will appear displaying all saved report templates. Select
the one you wish to use. QQEvolution 2 will prompt you to re-enter the dates.

Save Report Template

When you select different criteria for a specialized report and you want to save it, click on the
Save Report Template button to save the report format. Give the report a descriptive hame
that you will recognize later. This comes in handy if you plan to run the same report weekly,
monthly, etc.
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Delete Report Template
If you no longer require a report you saved, click the Delete Report Template button. Once you

delete a report template it cannot be retrieved. You may, however, recreate the report and then
save it again.

Clear Report

Click the Clear Report button to remove selected criteria and start over.

The Report Wizard

If you are not sure what type of report to run or you would like assistance, use the
QQEvolution 2 Report Wizard. The Report Wizard walks you through each step of the report
process prompting you to select the specific information you are requesting. Once completed,
you will be prompted to save the report as a template for later use. To use the Report Wizard,
click the green Wizard icon located on the Report Builder tab under the Report Type tab.

Select Date Tab

e Select the Date Type you wish to use when searching for matching records.

e Enter the date range you wish to use. All clients/policies that fall within this date range
and who meet the specified criteria will be included.

The Filter Data Tab

Apply filters to narrow down your search. For example, you can limit your report to include only
cancelled policies that were written by a specific agent for a specific company.

The Show Fields Tab

Select the fields you wish to appear on your report. Select as many as needed.

The Page Layout Tab

Select the sort order and the orientation (page layout).
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e Portrait: the page will be printed using 8.5” by 11” margins.

e Landscape: the page will be printed using 11” by 8.5” margins.

The Save Report Tab

QQEvolution 2 can remember your report so that you may run it later. When you want to run
the report next time, enter the Reports section and on the upper right side there will be a list of
all of the saved report templates. You can simply choose the saved report you wish to run.

The Report Finder

The Report Finder is a utility to enable you to rapidly locate reports, customize and generate
new reports.

& Report Finder E]
Report Finder
| want my report to include the following fields [Client's Name iz automatically included]. ..
Client Screen Palicy Screen Billing Screen Mizcellaneous

[~ Phone Humbers [ Premiums [ Coverages [ Billing Debit  Memos

[ Agents [T Commissions [~ Down Payment ™ Billing Credit [ Auto Quote Cvg

[T Commercial [ Companies [ Policy Number [~ Payment Type
[~ Agent Commissions [~ Binder Number ™ Billing Description
[ Optional Coverage [ CSH
[~ Finance Company [ Policy Period
[~ Henewals [~ Fees

Matching Reportz [double-click to run report]
Checkal | UnCheckal |

The initial screen provides you with a list of fields to check for report options. As you check the
options, you will see stored reports appear by name in the Matching Reports dialog box. From
a matching report, you can then run a report by double-clicking the displayed report.
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Procedure To use Report Finder
1. Click on Report Finder
2. Select those options you wish to include.
3. Select and double-click the report in the dialog box (See Figure above).

4. Follow the prompts to print the report.

Reports 259



Chapter 11 QQOffice Assistant
EVOLUTIE.:N..

[ Use QuickSearch

| Refresh Dashboard * Log OF

aj o To Do List - Agency Filter: Al [ Memo Reminders
BT InProgress  Mema Reminder for 0, Delete Me: Here is my new mermo oFAz/2011 =
InProgress  Here is anather task 0722011 You have 81 reminders!
Prospects
Q3 Download - Renewal Quate -
<;} Mail Raam Bill Created: $100.00
This is a memo with a reminder
“ Reports — — = = Q0 Download - Renewal Quote -
F,',D“Czlee;- ExE|r|nzgfllntent tDo lenc;l e F'as:E s day;?gjdznlzljext days Q0 Download - Renewal Quate -
aw2palicy, ~awlonly welling Fire [Pending pires on -
ﬂ Rolodex ~aw3palicy, ~aw3only Auto [Pending) Expires on 9/10/2011 j QQ Download - Renewal Quote -
Aaaaaa, Hhhhhhhkhhbh  Auto (Pending) Expires on 9/8/2011 iaw All
T Quickword tazdhd, Dasdafdg Auta [Pending) Ewpires on 9/10/2011
b Aazdfd, Drasdafdg Auta [1117] E=pires on 9/10/2011 &
Alku, Aku Auto (320002) Expired on 3/5/2011 el cloe luiigaion
L -j_- Forms Ayala, Cesar Ak [2222) Expires on 9/10/2011 Instant Support
- Apala, Cesar Auko [2222] E=pires on 9/10/2011 ;I Training Webi
%‘ “ideos Clients wDate Cormments Past| 3 |days and Mext| 7 | days raining ¥vehinars
oy Mewsletters
‘ Carrier Download Self Service Partal
What's New
B Utilties {5 in]
. Recent Clients
“’ Batch Scanning Cataldo, Cory
E_,@ Q0 Evalution Assistant ] U, Perico
Messages Brown, James
7\‘3 QQ Evalution Update /302011 02:594M  bincy_ladmind Appointrnent created by bincy_ladmin Stryker, Ted
e 8/30/2011 0827 AM bincy_pu Appointrent created by bincy_pu Babcock, Allen
JQO WekRater 8/28/2017 0950 AM b?ncy_ladm?n‘l Appo?ntment updated by b.inc:_l,l_ladn?in‘l Agboan Gokfaoc
8/25/2017  0960AM bincy_ladmin Appointment created by bincy_ladminl Pat Misha A Jr
Q3 Dey FL EYO3 /24211 0426 PM bincy_dew Appointment updated by bincy_dey !
350 Fairway Dr. Ste 501 B/24/2011 0423PM  bincy_dev Appointment created by bincy_dev Test

Zimmermann, Etich
Price, Randy

Deetfield Beach, FL 33441
(500 940-6E00

Wiew All

About the QQOffice Assistant™

The QQOffice Assistant is your Calendar, To Do List, and Messenger System. This feature
gives you the power to manage your tasks, schedule appointments, send important messages
to the CSRs in your office and reminders for important items. You can also attach clients,
policies and claims to any task or messages assigned to Agents or CSRs in your office.
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g 00 Evolution Assistant / btest1 - F X
Haome |

Mew MNew To-Da Mew Preview Help  About
Appointrent Entry Meszage Meszage
Optians Help
@g Office Messenger sg Today

Filter My Schedule for Today My To-Do Lisk
Agercy Fiter |4 N Filter by: 2> Active

User Filker brest1 - # Mext 7 Day and Active
Zall John about Homeownets palicy
abe mmm

iy
r\,") Received (50)

; bj) Sent

@ Recycle Bin

£

ey & Elmsm ||

Maintenance S

Recycle Bin (all Users)

Remove Messages Older Than
|1 EﬂDays |v | © oo | Messenger Storage Status
[ mukornatically Remowe At Startup

60%  Regular Messages
F Messages Marked as Importank

I fvaiable Space

@ Calendar
Eé To-Da List

@ Office Messenger

To Do List

The To Do List allows Agents and CSRs to schedule tasks and set reminders for important
items. This feature also allows any memos to be added to the To Do List.

How to add a task

1. From the Dashboard of your QQEvolution 2 Assistant click on the button on the lower
left that says To Do List.
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@ = 00 Evolution Assistant / btest1 DD - ®m X
Horne

P &9 @9

MHew Edit Delete Preview Update Help  About
‘ Help

Task M
To-Da List @ Aitive tasks

Filter & Drag a colurmn header here to group by that column,

Agency Fitker Al = | TaskID i |

Tasks

User Filter btestl n 2 : : H H
Mormal In Progress all John about Homeowners policy &f25/2009 62312009 btesti
Current View 467 Mormal In Progress abc mmm 7f10{z009 7102009 tan_testé
@ Active
@ Fending
@ Mext 7 Days
@ Owerdue Tasks
Qf} Completed
@& a
Task Details Assigned To -~
aaa =
aaaa
aazabbbb
aaabbb
aabbcc
abc
aboylel
adrianl
adrian123
adrianz
adrian33
""" adrian3u
@ Calendar agentost_a
= agentcsr_u
-E_g amaitut
Office b amyprog b
ize Messenger
Client: ABC Insurance and Financial Services, LLC
»

g & ©
Edit  Delete Freview Lpdate Help  About
Tazk Mo

Taszks Help
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Mew Task DE] E]@
a7 InProgress | v Womal |~ 742172003 [+~ |l -]

| Azsigned To |:

W btest]

aaa

aa3a

aaaabbbb

aaabbb

aabbcc

abc

Lo

abioylel
adrian
adrianl23
adrian2
adriand3
adrianau
agentcsr_a
agentcsr_u
armaitul
amyprog
arod
arodriques
asdtest]
asdtest?
betyl T

Remindme on | 7/21/2009 |- [10:034M [ | Selectéll | Deselectél |

Do not send notification ‘ V] Ok | Q Cancel |

3. Enter the information for your task and you will have the ability to assign it to any CSR
in the office. The CSR may also enter tasks for themselves.

4. Now select the person that you want to assign the task to in QQEvolution 2. The person
creating the task is always checked by default.

5. If this task relates to a Client, Policy or Claim you may also attach them to the task. To
do this click on the link on the lower right hand side of the screen “Click to Attach a
Client, Policy or Claim”. Another screen will appear and you can search for the client,
policy or claim to attach.

QQEvolution 2 Calendar

The calendar in QQEvolution 2 will allow you to set appointments, schedule staff meetings,
and place other important events into the calendar itself. Please follow these steps to enter an
appointment in the Calendar.
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% Calendar
~ b‘_——-—— wednesday, June 09, 2010 ————-ﬂ =
F

Filter S

Agency Fier 7—

Preset user anmnyprog E

Calendar

u & 9:00 AM-9:30 AM Call Devon about claim on Ford
sers S —

| User Wame
Trogdj
aaa_test
aaaaal

abcdef
aboylel

-
=
=
=
=

----- oo E 1:00 PM-2:30 PM lunch with Ted

% Calendar I 1 -

== ToDoList I oo

=| Office Messenger fssigned Shared

» i Personal WBusiness &5 Meeting 5, Phane Cal Lo vacation [ Task Reminder

1. On the Ribbon, click on the icon that says New

2. You can now enter the appointment and schedule the attendees.
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= New Appointment

PEAEX)

Subject |

| Shared Calendars

| a

Start Time | 7/21/2003

||
End Time | 7/21/2009 || 330 AM

|%| Category
|%| Created by

Maone

| - | Antanio Antonio A, .

Al
A2

A3

Bret Roberts
Bret Robertz 2
Clark Berry
Coconut Cave
Coral Springs

L m |

| Azzigned Users

| btestl
aaa
aaag
aaaabbbb
aaabbb
aabbco
abc:
aboylel
adrian

Click to Attach a Client, Palicy or Claim

Locked? Irmpartant?  Feminder m

adrian1 23
adrianz

-

‘Do nat send natification: | T Ok | €39 Cancel |

3. When you click “Ok”, QQEvolution 2 will insert the appointment in your calendar. If you
have assigned any attendees then they will receive a notification that a new
appointment has been scheduled in their calendar.

4. Administrators have the ability to view everyone’s calendar.

Office Messenger

The office messenger allows you to communicate instantly through our messenger system.

While this is not an instant messenger program, it will behave similar to an in house e-mail

system, between you and the people in your office. Follow these instructions to send a

message.
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@ DOffice Meszenger

*

Filter My Schedule for Today My To-Do List

Agency Filker |QuickFiIe Ins E_; 2:00 Ak - 9:30 AM Call Devaon about clain on Ford Filker by |:‘@ Ackive

T 1:00 P - 2:30 M lunch with Ted

to get loss run on commercial policy
B testtask

User Filker |amyprog

Message Cenkter

Messenger Storage Status

Settings
Update Every ' - Maintenance Tool
135 Regular Messages
Maintenance
. F Messages Marked as Important
o o i i AL L e se
w Available Space

% Calendar
Eﬂ-g;_‘:i To-Do List

Q_EI Dffice Meszenger

»

1. On the Ribbon, click on the icon that says New Message this icon will open a new
message.

2. Enter your message
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=

" Mew Message DD E]@W
|

| (Al

4

| Send To |
aaa

aaaa
aazabbbb
aaabbb
aabbco

L _J»

abc:
aboylel
adrian
adrian123
adrian2
adriand3
adrian3u
agentcsr_a
agentcsr_u
arnaitut
amyprog
arod
arodriquez
azdtest]
azdtest?
bty

hhertor b

IUrgent Meszage? | Select Al |Deselect.-’-‘-.ll|

| (] Send |'EB LCancel |

3. Select the agent or CSR that you are sending the message to and attach any clients,
policies or claims to the message.

4. When QQOffice Assistant is open and you receive a message, a received message
icon will appear in the lower right toolbar.
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Chapter 12 QQDownload™
EVOLUTI= :N..
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Q0 Download - Renewal Quote -

Bill Created: $100.00

This is a memao with a reminder

Q0 Download - Renewal Quote -

Q0 Download - Renewal Quote -
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Help and Information

= Instant Support
Training Webinars
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Self Service Portal
What's Mew
] in]
Recent Clients
Cataldo, Cory
0, Perico
Brown, Jarmes
Stryker, Ted
Babcock, Allen
Agboan Gokfaoc
Pat, Nisha A Jr
Test
Zimmermann, Erich
Price, Randy

QQDownload is an optional QQEvolution 2 add-on that works seamlessly with QQEvolution 2
to download and import your transactions from your participating insurance carriers into your
QQEvolution 2 system.

Getting Ready To Use QQDownload

QQDownload works with most personal and commercial lines of business. A list of the
insurance carriers who participate in the IVANS service is available on our Web sites:
http://www.ggsolutions.com/solutions/realtime/downloadcarriers.aspx . We can also process
downloads from companies such as Progressive Insurance, who bypass IVANS to download
the files to your computer, as long as they are using the AL3 file type. If you do not see one of
your carriers on the IVANS list, you can call them to see if they use their own program to
download the AL3 files to your computer.
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Most insurance companies download through the IVANS service, and QQDownload is
designed to process these using the universal AL3 (ACORD Automation Level 3) standard or
XML. QQEvolution 2 can download from any company that uses the IVANS service. We are
adding new carriers to our approved partner list every day; if you do not see one of your
primary carriers on our list, just ask. We are willing to work with any insurance company that is
interested in downloading in to QQEvolution 2.

ﬁ How to get started with QQDownload

1. Contact your QQEvolution 2 sales representative to have the QQDownload feature
activated on your account. If you are a Bronze, Gold, or Platinum subscriber, you
automatically get QQDownloads included.

2. Contact each carrier you wish to do downloads with and let them know your agency
management system is QQEvolution 2. The first carrier you speak with should be able
to get you set up with an IVANS profile (i.e., an account, ‘mailbox,” user ID, and
password). This process can take between two to five business days. Ask them for their
NAIC (National Association of Insurance Commissioners) codes; you must have these
to process files in QQDownload. This code will be entered into the Utilities section of
QQEvolution 2, under Popup Boxes and Insurance Companies. The NAIC code is used
to match the carrier to the corresponding insurance company in QQEvolution 2.

3. Once you have completed the above step you will contact our Product Support
department at 1-800-330-8000 option 1, to assist you in configuring your IVANS
mailbox account.

4. Now the program is all set to start receiving your files from the participating insurance
companies. You will contact the original carrier who set up your IVANS account and let
them know you are ready for the initial download of your transactions. After this you can
then contact your other carriers and give them your existing IVANS account information
so they can also start sending your transactions to the IVANS mailbox.

To Download With Progressive

Progressive Insurance Companies use an FTP site for company downloads, not IVANS. The
program is called the “Progressive Internet Scheduler.” For setup, please contact Progressive
Download Support at 1-800-763-6002, and select option #3, from 8:00 a.m. to 6:00 pm Eastern
Standard Time, Monday through Friday. The connection is made via the internet and will place
the transactions into our QuickFL, QuickTX, or QuickGA directory.

To Download with Mercury

Mercury Insurance Companies do not use IVANS to send downloads. Their download
software, called Mercury Agent Application can be obtained from Mercury’'s Web site
www.mercuryinsurance.com . To download it, the agent must have an “administrator”
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password from Mercury. If you do not have the password please contact them at 1-800-637-
2175.

@

NOTE: Remember to ask Progressive and Mercury for their list of NAIC codes,
so they can be entered into QQEvolution 2.

How to Setup and Process Mercury Downloads

The feature of being able to download files from Mercury has now been added to QQEvolution
2. This document will explain how to set this feature up and how to use it. You must be using
QQEvolution 2 version 1.0.0 or higher in order to access this exciting functionality. The reason
processing files from Mercury has always been an issue for agency management systems is
because their files are not in the standard AL3 file format used for Downloads. Mercury sends
their files as a PDF file format. QQEvolution 2 is now able to process these files but they are
done and saved differently from the regular Downloads.

You will need to first contact Mercury and explain to them you would like to start doing
downloads. Mercury will install a tool on your computer which will enable them to get their files
to you. Make sure you have this installed on the same computer you are currently processing
downloads through or you plan on doing your downloads on.

Now you will need to setup Downloads inside of QQEvolution 2 to accept these files. First you
will open the QQDownload button from the Dashboard. Once it opens click on the Setup button
on the top Ribbon.

@Help - | ﬂSetup | EE MAIC Assignments Transactiun& - Wiew Download Report + Refresh X Cloze

The following Setup screen will appear, click “Mercury PDF.” You will need to place a check
mark next to Process PDF Files. You will then need to click the “Browse” button and locate the
Mercury PDF files. This will insert the path to the Mercury PDF files into the Setup area.

Note: When Mercury installs their previously mentioned tool in order to receive their
PDF files; they will generally insert the path to which their files will be located on your
computer. Please make note of this because that is the path you will need to insert into
the Setup area.
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00 Download - Setup

@Help ~ | ¥ Cancel \f )3

ﬁSchedule
1 atching
D ata |mport
Svans

Mercury PDF

The "Pdf Search' button will automatically zearch for the Pdf filez. Click the button
and wait until thiz action iz complete.

Pdf Search
Fath ta Mercun POF Files: Browse

There are two different ways to process the Mercury Downloads. You can check the Enable
Automatic Downloads in the Setup screen. This will process the Mercury files automatically at
the time you have selected along with the rest of your downloads from the other carriers. You
can also choose to manually download them. This will be done by clicking the Transactions
button on the top Ribbon and then from the drop down list select Process Mercury PDF.

@Help - $Setup MAIC Assignments Transactions * Yiew Download Report | %5 Refresh | X Close
€ Dowrload and Process Transactions Through IvANS

Transactions l

Uze the wizard at the bottom of the screen to process
Al 7 Successful - Unsuccessful - O

Statuz Tranzaction Tepe | Client M . Iz, Compary
Process Mercury PDF

Since Mercury uses PDF files when they are processed they are stored in the Image section of
the client.

When processing the Mercury PDFs there may be certain PDFs that are downloaded that are
not associated to a client currently in your QQEvolution 2 program. This could be due to some
type of difference in the insured name on the PDF to how it is listed in QQEvolution 2 or it’s
simply a new client. When this occurs you will need to manually match the PDF to the client.
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When a file needs to be manually attached to a client, the following prompt will appear every
time you open QQEvolution 2 until the file(s) have been processed.

QuickFile v3.8e

while processing Mercury's PDF's, QuickDownload couldn't automatically match some of the POF's to clients vou have
‘!f) in QuickFile.
Wiould wou like to manually atkach these PDF's ko a client now?

Yes Mo |

You will click “Yes” to open the Attach PDF to Clients box. If you do not wish process the files
at this time you can click “No” and then process them another time.

Once the “Attach PDF to Clients” box opens, the PDF(s) waiting to be attached will be listed.
You can select a PDF and view it to see what client the document belongs to. You can use the
“Zoom” feature to find the insured’s name or you can double click the name of the PDF to view
the actual file. If you choose to view the actual PDF you will need to close it before you will be
able to proceed with attaching it to the client. Now that you have the insured’s name you will
search for the client. You can search by “All” clients, Personal, or Commercial. Type in the
client’s last name or a few letters of it and click the “Search” button to find your client. You will
select the client and make sure you have the correct PDF chosen and then click the Attach
button.
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& Attach PDF to Clients EJ

PDFs available to Download

PFLOS210580:C07000006302006, PDF
000006302006 _0.PD
D

COUNTERSIGNED BY PRODUCER
INS OF LAUDERDALE

POLICY NUMBER

POLI

FLO542

rrom 05/24/2006 20

PERSONS INSUR

NAMED INSURED

RAY BAR
DRIVERS
RAY BAR

! mawms 12 N 15T AVE
ADDRESS CORAL F__ 307
- zoom 200 ]
Search by Client Name
Search by |.ﬁ.|| ;l ||:| | Search
Client | Type | Address | Agency
Borne, smy P B4 MW 14 St Mowhereville, FL 33061- 15 Main St
Brown, Deb P 5521 M 15 5t Sunshine, FL 33333 15, Main 5t.
Doe, Jane P 585 Mw' 40th Ct Any Town, FL 12345 15, Main St
[oe, John P G222 Mwf 13th St Suite 30 Ft Lauderdale, FL 33315 Agency 1
Jones, Mic P FL 33333
Man | Sarah F 20 M 15tk St . FL 33555-
Montag | Abby P 123 Mainztreet, Suite 122 Hollpwood, Ca 900E83- 15 Main St
< >
Cancel |

After clicking the “Attach” button a box will appear allowing you to type in a description and

CSR for the document you are attaching. After entering the description click “OK.”

Enter Image Description

Image Description |

CER |

-]

(04 ‘ Caricel ‘ Select Description... ‘

Note: If the client has multiple policies you will be prompted to select which policy the

document you’re attaching belongs to.
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QQEvolution 2 will then process the PDF and add the document into the Image section of the
client you selected, displaying a message upon successful completion.

QuickFile ¥3.8e x|

Ll
\EJ) Attached POS0105100000555C01 000101022007 _0.POF ko Agentosra.

You will repeat this process until you have attached all the PDFs.

You do also have the ability to attach a PDF which has been downloaded directly from within
the client’s record. In order to do this you would open the Clients Section on the Dashboard
and then search for the client. Once you have found and selected your client, click the Image
button. Once there select Attach on the top Ribbon and from the drop down list choose
Download Mercury PDF.

Help = | Main Menu Attach'l Detach Image  Edit Description Select Twain Source | Scan =

Attach =
, : y _
- % Add Pages to Selected File {TIF only) ﬂ Si= Er?
Search | Clients W s Letters | Forms | Activity |C|ienl: Bome. Amy
Description Policy | Date | File Hame | Show only these policies Al &2
test &.F.A, Casualty 10/01/08 | 222365658 TIF A33

fimage test 10 Mercury Inzurance  08/07 /07 771216473 bmp

Introducing Real-Time

This will start the process of manually attaching the PDF to the client as explained above. The
difference here is you do not need to search for the client since you are already in their record.

Initial Setup

Now that we have the IVANS account set up and the insurance carriers ready to process the
transactions, it's time to set up QQDownload. The program can be accessed from the
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Dashboard of QQEvolution 2 by clicking on the Carrier Download button. Once in the
program click on the Setup button at the top left of the screen. It will open the box below.

QQ Download - Setup E |
@Help | X Cancel | Ok

w15 chedule

(Matching Schedule

Data [ it Time

G vaNS .

[ Mercury PDF [ Enable Automatic Downloads Ewvery day at: | 11;26 AM —=—

[@Dialngs

QQDownload can be configured to download transactions automatically every day at a specific
time by checking Enable Automatic Downloads. QQDownload can also process the
transactions at any time by clicking the Transactions button then selecting Download and
Process Transactions Through IVANS.
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"o Scheduls

+ M atching
D ata Import
SN

0O kercury POF
[@Dialags

Schedule

Automatic Downloads

Every day at: | 11:265 Ak ==

ACORD Standards Update

[ Update before Automatic Downloads
-

K.eep log history for the last {1 | months

IJpdate How

ACORD is continuously updating the standard for ACORD groups. In order to help users
obtain the most current ACORD groups you can check our database for any additions or
changes made to the groups without having to wait for the next product update. This feature
will help prevent a user from receiving an error message stating an ACORD group is missing
when processing transactions.

When you have checked “Enable” for automatic processing of the download you will have the
option to check “Update before Automatic Download” under the ACORD Standards Update
section. With this checked, every time the download runs automatically at the specified time it
will first check for any new ACORD groups and update your system.
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(Matching Schedule
Data Import Automatic Downloads
EVANS

w Enabl : ) ==
T Mercury FOF W Enable Every dayat | 11:26 &M =
[@Dialags

ACORD Standards Update

v Ilpdate before Automatic Downloads

r

F.eep log hiztory for the last |1 | months IJpdate Mow

If you are not running your download automatically you will have the option to check “Update
on QQDownload Startup.” This will check for new ACORD groups every time QQDownload
is opened.

You can also choose to manually check for updated groups by clicking the “Update Now”
button.

NOTE: A log history is kept locally on the user’'s computer which details what was done during
the ACORD group update. This log holds a very small amount of data and does not take up
much computer space. You can set how many months worth of the log history you would like
stored on your computer before having it removed and a new log started.

The very first time you run the update for ACORD groups it may take a few minutes but every
time after that it will take a matter of seconds. When you are automatically running the update
it will simply appear for a few seconds and nothing else needs to be done. If you choose to run
the update manually you will have to click “OK” to close out the process when it is finished.
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ACORD Standards Update
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[v Update on QO Download Startup

F.eep log hiztory for the last |1 | months IJpdate Mow

Now we would choose which Match Mode to use when importing the clients into QQEvolution
2.

e In Automatic mode, if there is no match found (e.g., name, policy number, address, etc.) in
your existing clients and/or policies, QQEvolution 2 will add the transaction as a new record.

e In Manual mode, if no match is found the transaction will be marked as Unsuccessful. It will
give you a message telling you why the transaction is Unsuccessful and a note such as Client
Not Found.

e A third mode is available, Multi-Office. This feature can be used by agencies with multiple
offices which process downloads from carriers with ONE agent code for all offices. You will be
able to download the transactions for all offices to one location. Transactions with a match
found within QQEvolution 2 will automatically be sent to the correct office. If there is no match
you will then be able to send the transaction to the correct office manually. When selecting
Multi-Office an additional box will open allowing you to set the default offices you wish to
process downloads for.

NOTE: Additional information on processing Multi-Office transactions is listed towards the end
of this section.
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00 Download - Setup &
@Help ~ | ¥ Cancel \f )3

ﬁSchedule )
b atching Lo clang
40 ata Import M atch Mode
%I‘MNS @ Autornatic ) Manual 0 Multi-Office
| kercum POF
[@Diamgg Clients and policies will automatically be imported a3 a new client if no matching recaord is

found in GE Evaolution.

The Data Import section contains three different options. The first is Update Mode.

e From Company -- This will overwrite certain client and policy information on the client’s
record with the information sent by the carrier.

e Keep Information -- With this selected no information on the client or policy will be
overwritten.
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ﬁSchedule

(Matching Data Import

a0 |lpdate Mode
' @ From Cormpany K.eep Infarmation
[@EEE;:’I FOF The client information will be updated from the compaty files.

Agent/CSH Update
[ Owenante Agent Mame [ Owenante CSR Mame

Create Form for Auta Tranzachions

Genenc Auto Quote @ Acord Perzonal Auto App Bath

[ Add Producer
@ Add agent from Client zcreen Add C5R from Palicy screen Add both

The second option available in Data Import is Agent/CSR Update. If you check mark
“Overwrite Agent Name” the agent’s name on the Client screen will be overwritten with
whatever agent is sent through the download transaction. If you wish to always keep the agent
you manually entered on the Client screen do not mark this. If you check mark “Overwrite
CSR Name” the CSR’s name on the Policy screen will be overwritten with the name of the
CSR doing the download. If you wish to always keep the CSR you manually entered on the
Policy screen do not mark this.

ﬁﬁchedule

+ Matching Data Import

&0 ata Import IJpdate Maode
' @ From Compary K.eep Information
b4 FPCF _ . . .
[@D.erlcury The client information will be updated from the compaty files.
ialogs

Agent/CSH Update
[ Owvenwrite Agent Mame [ Owenwrite CSH Mame

Create Form for Auto Tranzactions

enerc Auta Quate @ Acord Perzonal Auto App Bath

[ Add Producer
@ Add agent from Client zcreen Add C5F from Policy soreen Add both

The third option in Data Import is choosing if you would like to automatically Create Form for
Auto Transactions. This will automatically put either the Generic Auto Quote form (for FL,
TX, and GA) or the ACORD Personal Auto App into the Forms section for the client. In order
to select the form simply click on it and the radio button will be placed next to it.
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ﬁSchedule
+ 1 atching
& D ata lmport Update Mode

Data Import

@ Fram Company K.eep |nfarmation

| kercun PDF
@Dialngs

The client information will be updated from the compary files.

Agent/CSHR Update
[ Owenurite Agent Name [ Owenarte CS5R Mame

Create Form for Auta Transachions

Generc Auto Quote @ Acord Perzonal Auto App Bath

[ Add Producer
@ Add agent from Client zcreen &dd C5R from Paolicy screen Add both

The fourth option is Add Producer. This allows you to choose the Producer who receives the
commission on the policy for policies that come through download.

e Add Producer — If you check the box next to “Add Producer” whichever selection you make
here will apply to all policies done through QQDownload. If you do not wish to have either the
agent or CSR or both automatically listed on policies do not check this box.

e Add agent from Client screen — This will pull the agent listed on the Client screen of the
client and make them the producer of the policy. If the default commission structure for
producers is setup in the Utilities the commission will be calculated for you.

e Add CSR from Policy screen -- This will pull the CSR listed on the Policy screen of the
client and make them the producer of the policy. If the default commission structure for
producers is setup in the Utilities the commission will be calculated for you.

e Add both -- This will pull the agent listed on the Client screen of the client and make them
the producer of the policy. It will also pull the CSR list on the Policy screen of the client and
make them the producer of the policy. Both the agent and CSR will be listed for the one
policy. If the default commission structure for producers is setup in the Utilities the commission
will be calculated for you.
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1 atching
B0 ata Import
i [V 5

O kercun POF

[@Dialngs

The next thing to do

Data Import
Update Mode
@ Fram Carnpary ) Keep Information

The client information will be updated from the compary files.

Agent/CSH Update
[ Owenante Agent Mame [ Owenante C5R Mame

Create Form for Auta Tranzachions

) Generc Auto Quote @ Acord Perzonal &uto App ") Both

@ Add agent from Client screen () Add CSF from Policy screenn ) Add bath

in the Setup is to enter your IVANS account information. The account

information is entered in the IVANS section.

00 Download - Setup

@Help ~ | ¥ Cancel \/ Ok
ﬁﬁchedule i
(Matching IVANS Account Information
Data Irnport Thiz information zhould be provided to vau by ane of your participating insurance cariers.
] Mercun POF Mailbo
Sislogs Account |¥E343 |
User D |pd44454 |
Passward: |.'r'd44454 |
ECS Support; v |E Suppart: [ |
Connection | —
@ Use the Intemet [ie. DSL)
) Use Modem: | J
["AMS Download Folder
Path: | CAAUICKFLMGUICKDOWNLDADYPENDINGY
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Please note that once the IVANS account information is entered and you click “OK” at the top
of the Setup box the account information will be locked. The reason being, if someone enters
incorrect account information and tries to process the download from IVANS, the account will
be locked by IVANS. When an account is locked you will have to contact IVANS to have it
unlocked.

You are allowed to unlock the account information within the Setup screen and enter the
correct mailbox. Please make sure IVANS has unlocked and activated your account with them
first. In order to unlock the IVANS screen click on any area that is grayed out. A warning
message will appear stating your account could possibly be locked if incorrect information is
entered. If you wish to re-enter the account click “Unlock” or if you would like to simply close it
click “Cancel.”

‘" Thiz item has been locked

The figlds cantaining the IWANS account infarmation are locked to prevent
the ovenwriting of the exizting account. If pau enter incarrect accaunt
information ower an account that has already been authenticated, VANS will
lock, wour account, *rou will not be able to download bransactions from PAMNS.
If wous are sure wou wank to enter new account information, click the "Unlock,
Fieldz" button. If not click the "Cancel'” button to close this meszage.
WARMIMG: Entering incormect account information will rezult in MMaMS locking
your download account.

[UnlnckFieIds] [ Cancel ]

If you are doing downloads with Mercury Insurance in their .pdf format select the next Setup
item: Mercury PDF.

You will need to place a check mark next to Process PDF Files. You will then need to click the
“Browse” button and locate the Mercury PDF files. This will insert the path to the Mercury PDF
files into the Setup area.

You can click on the PDF Search button if you do not know where the Mercury files are stored.
This will search your computer for all PDF files. Once you find the PDF files that are from
Mercury you can browse to this location and set it as the above mentioned path. To cut down
the search time you can use the PDF Pattern button to enter in the pattern Mercury uses for
the PDF file name they send to you to. This way the search feature will only look for the PDF
files with this type of pattern. More than one pattern can be entered.
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ﬁﬁchedule

ey stohing Mercury PDF
WD ata [rnport e — _—
G VANS v Frocess POF Files

B Mercury FOF
Dialn:ngs

The "PDF Search buttan will autarmatically search far the PDF files. Click the buttan and wait
until thiz action iz complete.

POF Pattem | PDF Search |

Fath to Mercury POF Files: Browsee

The last item in the QQDownload Setup box is Dialogs. While processing downloads message
boxes will appear from time to time. Some of these messages will allow you to check “Do not
show this message again” and the message will no longer appear. If at any time, you would
like any message that is listed under Dialogs to appear again you will place a check next to
that message.

Not all message boxes have this option and we will be adding more of them to the Dialogs
area as QQEvolution 2 progresses.
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00 Download - Setup &
@Help ~ | ¥ Cancel \f )3

ﬁSchedule i

(Matching Dialogs

Data Irmport ) o -

%wﬁ.ﬂs [v Show "Create Client™ Confirmation

[ Mercury POF v Show "iew the Download Report™ After Processing Tranzactions

Now you are ready to start processing your transactions. We will be doing this by clicking on
the button labeled Transactions.

= ~

¥ QuickDownload g@
@ Help - | Sl Setup | EEINAIC Assignments Transactions - I Wiew Download Repart | &5 Refresh | X Close vl 5e

FR——— l 5 Download and Process Transactions Through IVaKNS

@ Process Pending Transactions
Use the wizard at the battom of the screen to proc
Al Successful & Unsuccessful 0 Transactions
Statuz Tranzaction Type | Cliet 0. Inz. Company Pal. EF. 1
:( 1} ):

If you are obtaining your transactions from IVANS you will click on the option “Download and
Process Transactions Through IVANS.” To process the files from the insurance carriers
who use their own program like Progressive, you will click on “Process Pending
Transactions.” In manual mode you may have some transactions listed that require your
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attention and were marked as Unsuccessful. After you have used the wizard to correct the
issue most of the transactions will automatically reprocess. Some of the transactions will
require you will choose the option Reprocess All Unsuccessful under the Transaction button.
This will reprocess the transactions that were missing information such as the NAIC code or
insurance company name.

The other buttons across the top of the screen are NAIC Assignments, which if you already
have the insurance company listed in the Utilities of QQEvolution 2 but not the NAIC code you

can enter it here. The next button is View Download Report. When you click on it the 3rd box
below appears.

-

.
¥ QuickDownload E]@
@Help - ﬁSetup I = MAIC Assignments I Transactions - “Wigw Download Report | %% Refresh X Cloze wl Be

Tranzactions l

Uze the wizard at the bottom of the screen to process the client selected below.

= Al Successful & Ansuccessful © MiscPrint © Discarded 0 Tranzactions

Status Tranzaction Type | Clent Mame Client Address Client Phone Folicy Mo. Inz. Company Faol. Eff. 1
3 >
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¥ QuickDownload E]@
@Help - %SL Setup | [EEMNAIC Assignments Transactions - I Yiew Download Report I % Refresh X Cloze wl B
Tranzactions l
Uze the wizard at the bottom of the screen to process the client selected below.
¢ sl 7 Successful O Unzuccessful O MiscPrint ¢ Dizcarded 0 Tranzactions
Statuz Tranzaction Type | Client Mame Client Address Cliett Phate Palicy Ha. Ihg. Company | Pal EF. |1
4 >
[ 1
Download Report - Options .ﬁ

Dawnload Date A ange

Starting Date; (03417720038 15) Ending Date; 0341742008 15)

Tranzaction Statug

(o Al " Unzuccessful " Successful

Sort By

(* Trangaction Tyvpe  © Client Mame " Insurance Company

Ok Cloze

.................................

Select your Date range, Transaction Status, and Sort By and click OK, a report will appear
listing your transactions.

If you are using the “Multi-Office” mode there will be an additional button on the tool bar
labeled Select Offices.

On the QQDownload screen you will also see radio buttons labeled All, Successful,
Unsuccessful, Misc. Print, and Discarded. These allow you to view your transactions. The
files marked as Unsuccessful will require your attention, use the wizard to match and update
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the transactions. If the client and/or policy did not match, QQDownload will provide you with
some possible matches. If there are no possible matches, you will have the option to add the
client and/or policy as new. The example shown below it what you will see if the client is not
found in QQEvolution 2.

-

¥ QuickDownload g@

@Help v $ Setup | EEMAIC Assignments Transactions v Wiew Download Repart | %5 Refresh | X Clase vl.5e

Transactions l

Uze the wizard at the bottom of the screen to process the client selected below.

Al Successful Unsuccessfuf  MiscPrint ¢ Discarded 1 Tranzaction

| Statuz | Tranzaction T_l,lpe| Cliest Name | Client Address Cliett Phone Falicy Mo Iz, Company | Pl EFf.
& Client Mot Found ~ Mew Business Universal, Company 1350 M Waverly Rd, ... 9601077695 Froperty - Ow...  08/01/0

Company Found W Client Compary Test Univerzal in the transaction above was not matched to a client in QuickFile. There are no clients with the

Select Client lazt name "Universal”. Please click the button "Locate client manually'' to search by a different Last Mame or click the button
"Create new client” to add this client to QuickFile.

Locate client manually Create new client | Save faor later

You may also see transactions listed under Misc. Print. These are transactions with
information that can only be printed. They can be added to the client’s record in QQEvolution 2
in the form of a letter. The letter is stored in the Letter section of the client.

To view a client you have processed in QQEvolution 2, double click on the client. You will be
taken to the client's record in QQEvolution 2 and you will see the transaction you just
processed.

When you are through with your transaction you will need to discard them in order to clear out
the list of transactions in QQDownload. You will put the radio button next to Successful, click
on the client. Next, click the Transactions button at the top of the screen and choose either
Delete All Successful Transactions or Discard Transaction.
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¥ QuickDownload E]@

@Help - $ Setup | EEINAIC Assignments || [T Transactions - I Wiew Download Repart | 5% Refresh | 3¢ Cloze w1 Be

Tranzactions l

Uze the wizard at the battom of the screen to proce

Al % Successful Unsuccessful Merve Transaction To Unsuccesful List 1 Tranzaction
- - Wigw This Client In QuickFile -
| Statuz | Tranzaction Type | Cliet Diecard Trameetion licy Mo, Itz Compaty | Fal. EFF.
wf Imported Mew Business Unis . 01077631 Auto - Owner.. 08/01/0
Delete All Successful Transactions I

The Delete All Successful Transactions will simply delete the files, if you choose Discard
Transaction it move the Successful transaction to the Discarded Transactions section. If you
decide to move the file to Discarded, to remove it from that section you will need to click on
Transactions and Delete All Discarded Transactions.

¥ QuickDownload g@
@ Help = &Setup EE]MAIC Azsignments Transactions - ‘iew Download Repart | %5 Refresh | 3 Cloze il B
Tranzaction: ]
|Jze the wizard at the battom of the screen to proced
Al Successful ( Urnsuccesshy ¢ _Restors Transaction 1 Transaction
- - | Delete Al Discarded Transactions |
| Status Tranzaction Type | Clientrearnme T TG rorre oy M0, Ins. Company | Pal. Eff. 1
3( Dizcarded MNew Business Univerzal, Company 1950 M Wave. .. 96010776533 Home - 0w 08/01/00 [
< »

Multi-Office mode has a few slight differences when processing transaction. When you first
select in the “Setup” screen Multi-Office mode a box will open listing your offices. Here you will
select the offices you wish to process downloads for. You can choose “All” offices or as many
as you'd like. If you are a user and do not have permission to access all offices, only the
offices you have permission to will appear in the Select Office box. The offices selected here
will be stored as the default office(s) for the user who is logged into the program. If a different
user logs in they will also need to select their default office(s). After you check the offices to
process please click “Select.”
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O Select Offices

Select offices to process transactiong for

| Mismi
| Drlando

Select Cancel

Follow the same process listed above for processing the transactions. Also, if you want to
change which offices you are processing for you can click the “Select Office” button on the top
tool bar. You can then choose which offices to process the transactions for.

ﬁﬁetup MAIC Azzignments | Giﬁelect Offices | Transactinns - Yiew Download Report

More information on the Multi-office mode can be found at the following link:
https://support.qqgsolutions.com/scripts/texcel/customerwise/kinfo.dll?SD?egxwexwrrr

As you can see QQDownload is truly a fantastic feature. Since the transactions are processed,
then sent into QQEvolution 2, it will limit the amount of manual entry you will have to do in
QQEvolution 2. This will free you up to do what you are truly meant to do which is writing more
business.

Advanced Uses of QQDownload
Missing NAIC Codes

In order for transactions to be processed into QQEvolution 2, the insurance company name
and NAIC code are required. The insurance companies will provide the NAIC (National
Association of Insurance Commissioners) codes; you must have these to process files in
QQDownload. This code will be entered into the Ultilities section of QQEvolution 2, under
Popup Boxes and Insurance Companies. The NAIC code is used to match the carrier to the
corresponding insurance company in QQEvolution 2.

If the NAIC code and/or insurance company is missing from QQEvolution 2, the below
message will be displayed.
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# QuickDownload E]@

@Help -

Tranzactions ]

|Jze the wizard at the battom of the screen to process the client selected below.

Setup | EEMAIC Assignments | [[B Transactions = | B Wiew Download FRepart 5 Refresh X Cloze
Iy B w1.5e

Al 7 Succeszsfl ¢ Unsuccessful - O Mize Print ¢ Dizcarded 1 Tranzaction
| Statuz Tranzaction Type | Clisnt Name Client Address Client Phone Palicy Mo.
& MAIC Code Un..  Renewal Mouze, Mikey B510 MY Yellow Brick Rd, Miami, FL 33437 WAD 001625482
£ >

Select Company' W The HAIC cods 93999 in the tranzaction above has nat been assigned to any conmpary in QuickFile. If the company iz

not in the lizt below, pleaze click the "Create nesw Company'' button to add it manually and then click the "Refresh® button
to run this wizard again.

Select conect Company below | Create new Company | Save far later |

Company MalC Code s
| |

Ornni 0 asiz

i0ur Insurance Company

Faragon Imperial Semi

Paragon Monthly

Paragon Semi-Annual

Permanent General o

[ (P o R |

If you already have the insurance company listed in QQEvolution 2, you will be able to find it in
the list of companies. You will first click on the company name and then click the button Select
correct Company below. Then the following message will appear.

-

Confirm

-,

9P

-

Are you sure you wank to assign MAIC code 99999 to the QuickFile company "Cur Insurance Company''?

If you are sure you have chosen the correct insurance company for the NAIC code click on
Yes. The NAIC code will automatically be added into QQEvolution 2 for you.

If an insurance company is not listed you will click on the Create new Company button. This
will take you into the Utilities section of QQEvolution 2, which will allow you to add the
insurance company name and NAIC code. Then in QQDownload all you need to do is click
Transactions and then Reprocess All Unsuccessful Transactions. The transaction will be
processed and sent to QQEvolution 2.
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No Client Match

Below is an example of what you will see in manual mode when the client is not found in
QQEvolution 2.

# QuickDownload

@ Help = $ Setup MAIC Assignments Tranzactions =

M=X]
Wiew Download Report 5 Refresh X Cloze

v].Be
Transactions l

Uze the wizard at the bottom of the screen to process the client selected below.

Al 7 Successful 6 Unsuccessful ¢ MiscPrint ¢ Discarded

2 Tranzactions
| Statuz | Trangaction T_l,lpe| Cliett Mame | Client Address | Client Phore | Palicy Ha. | Iz, Compary | Pal. Eff.
& MAIC Code Un..  Renewal Mousze, Mikey BE10 MW Yellow ... VaDOo 625482 0EA02/04
35 Client Mot Found — Mew Business Uriversal, Company 1950 M waverly ...

9601077631 Auto Dwners 05,/01,/0C

Company Found Client Compaty Test Universal in the tranzaction above was not matched to a client in QuickFile. There are no clisnts with the
Select Client

last name "Universal”. Please click the button "Locate client manually'' to search by a different Last Mame or click the button
"Create new client” to add this client to QuickFile.

Locate client manually |I Create new client I Save for later

If this is a new client you would click on Create new client. To have the client automatically
sent to QQEvolution 2 click the Finish button. If you wish to decide on this client at a later

time, simply click the Save for later button. QQDownload will move on to the next client listed
in the Unsuccessful section.
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¥ QuickDownload E]@\

@Help = $ Setup | [EEIMAIC Assignments Transactions = Wiew Download Report | %% Refresh | 3 Close vl Be

Transactions l

Uze the wizard at the bottom of the screen to process the client selected below,

" al O Successful & Unsuccessful © MigcPrnt ¢ Discarded 2 Trangactions

| Status Tranzaction Type | Client Name Client Address Client Phone Fuolicy Mo, Ins. Company | Fal. Eff.
& Clignt Mot Found — Renewal Mousze, Mikey G510 M Yellow .. VADOOTE25482  Ourlnsuranc...  08/02/04
& Client Mot Found — Mew Business Universal, Compatny 1950 M waverly .. 9601077651 Auta Owners 0a./01./0c
< b3
Final Review Please review the information wou entered. If you need to comect any infarmation, click the Back button until you reach the

zoreen where you need to make changesz. “When vou are zure all =ettings are correct, click the Finizh button o impart thiz
tranzaction into QuickFile.

< Back I Finizh I Save for later

Client: Universal, Company
Auction: Create newy client and palicy in QuickFile

If this is not a new client, click on Locate client manually. This will allow you to search for
your client based on their last and first name.

-

~,

Locate Client Manually

T hiz vtility will allaw you ta search the client list in QuickFile far a different
name than the one in the selected tranzaction. If you provide the full name
and QuickDownload does not find any clients please ty looking for either just
the firzt name ar jugt the lagt name.

Client [Lazth ame, Firsth ame]:

Ok Cancel

QQDownload will display the client record that matches the last and first name you entered. If
you are searching by using just the last name or first, any client with the name you entered will
be displayed. The program will allow you to select the matching client, then click on Is the
same client. The client will then be automatically saved into QQEvolution 2. If there is no

matching client, select Create new client and the client will be saved into QQEvolution 2 as a
new client.
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Company Found Client Mikey Mousze in the iansaction above was not matched to a client in QuickFile. This iz sometimes the result of a mizpelled

Select Client name, ditferent phone number or addresz, or when there are multiple client records that match. Pleaze zselect a client from the list
bielom.
I Locate client manuall_l,.ll Is the same client | Create new client | Save for later
Mauze, Mikey B510 M’ vellow Brick Fid, Miami, FL 33437 <-- Tranzaction From Above
Client | Address | Phaohe | Statug |
Maouse, Mickey E510 “vellow Brick Rd, Miami, FL 33437 954 Auctive

No Policy Match

When in Manual Match Mode, if QQDownload finds no matching policy, the following message
will appear:

# QuickDownload g@

@ Help = ﬁSetup EE|NAIC Assignments Transactions - Wiew Download Fepart 5 Refresh X Cloze

wl.he
Tranzactions ]
|Jze the wizard at the battom of the screen to process the client selected below.
Al 7 Succeszsfl ¢ Unsuccessful O Mizc Print ¢ Dizcarded 1 Tranzaction
| Statuz Tranzaction Type | Clisnt Name Client Address Client Phone Palicy Mo.
& Client Mot Found ~ Renewal Mouze, Mikey B510 MY Yellow Brick Rd, Miami, FL 33437 WAD 001625482
<] 2]

Company and Client Found Palicy WaD001625482 in the transaction abowe waz not matched to a palicy in QuickFile for client Mouze, Mickey. Please

Select POlIC)' zelect the policy from the lizt below. HOTE: only select the policy that coresponds ta the one described above and *not*
the one that was in effect previous to that one.

< Back |5 the same policy | Create new policy | Save far later |

VaDO01E25482 06/02/04 12/02/04 Our Inzurance Company

Liability-compd Auto 1.418.80 | <- Tranzad
Palicy Mumber Effective Date | Expiration Date | Company Coverage | LOBE | Premium |
i MAD001625482 12/02/03 06/02/04 Our Insurance Company Liability-Co...  Auta 1.418.80

You can now add the policy as new. If there are any similar policies already existing for this
client, they will be displayed. In the above image, the policy listed in green is the transaction
you just downloaded into QQDownload. Then, listed below there are any existing policies in
QQEvolution 2 for this client that are close match. It will show the best possible match first. If
the new transaction actually matches one of the existing policies, you can click on “Is the same
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policy”. The policy will then be updated with any new or missing information provided by the
transaction.

No Office Match — Multi-Office Mode Only

This status means the client could not be found in any of the offices you processed the
transaction for. If you know what office the client belongs to, select it from the office list on the
bottom right of the screen and then click Select correct Office below. If the office the client
belongs to is not displayed in the list you will need to either choose the office by using the
“Select Office” button or you are a user who does not have permission to the office and the
office will not be displayed. When it is the case of the user not having permission, the user will
need to speak to their office administrator for the program to gain access if the administrator
wishes to allow this. If you would like to process this transaction later and do nothing to it, you
can select Save for Later.

Al ) Successhul @ Unsuccesshul 00 Misc Print 0 Discarded 3 Trangactiong

| Status Tranzaction Type | Client Mame Client Address | Client Phane Palicy Ha. Inz. Comparny | Pal EFf. Trar
/N Endorsement M...  Endarsement Coe, Jane A4 MW 4th.,  (9549986-3256 14214577542, Assurance 07413/09 01,0
d Endorsement Williams, Todd 4 Lak.. (3 TAB25411 . 12/14/09 12/
. Renewal Juna, Alexis 101 M Circl.. (407)333-9999 FL-63254111... Assurance /o210 oA

FUrance

Select Office s Clent Todd wWilliams in the shove transaction was not found in any office curently being processed. Please select the
carect office from the list below. IF the office iz nat listed click Select Offize on the top toolbar and reprocess the tranzaction. |f
the office iz not lisked you may not hawve permizzion b thiz office, contact pour office admin regarding this.

Select comect Office below | Save for later |

Dfice |
Boca

Miarmi

Orlando

Sunrise

Tampa

QQDownload is a powerful tool for any size agency that will reduce the amount of time that is
spent on maintaining your database. If you have not yet used QQDownload to help manage
your client database, call your QQSolutions’ sales representative today to add the power of
QQDownload.
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Updating Your QQEvolution 2 Software

Eq QG Evalution Update

Our programmers are continually updating and enhancing our products to give our users more
new features and improving existing features when needed. In order to get these changes to
you, we make updates available from our Web site which you can download to upgrade your
software to the latest version. We do have automatic updates to help with this process but
sometimes you will need to go to our Web site to update.

How To Update QQEvolution 2

From the Dashboard of QQEvolution 2 click on the “QQEvolution 2 Update” button. You will
be asked if you are connected to the Internet.
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Click on the “Downloads” tab and select “QQSolutions Updates & Installations.”
Enter your QQSolutions User ID and Password that you received when you first purchased
your software.

Legin to your Account
Login to download QQ Solutions software

Please enter your Q0 Solutions User ID and Password to
access & manage your account & take advantage of
resources available on this Web site.

User ID: | |

Password: |.""" |

Log Into My Account Forgot vour password?

€ Note: If you do not know your QQSolutions Password, use the Password
Retriever to the right of the logon screen.

When you enter your User ID and Password, you will be presented with the following screen.
Once you click on your product it will take you to the update page on the Web site.

QQ Solutions Download Center

Your software is registered to: Quickquote, Inc

Updates Open Beta Updates Full Install
Product Release Last Update
QQ Evolution 1.0.10 3/23/2010 Da oad Release Notes | v O
QuickQuote 20.9.1 3/30/2010 Da Oad Release Notes |+ )
QuickHome  7.7a 4/29/2009 Da oad Release Notes [+

Click the “Download” button to begin the update download.
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You will see the following window appear when you start downloading the new version of your
QQEvolution 2 Software.

@ Important Note: Download times will vary depending on your internet
connection speed.
; Note: Microsoft Internet Explorer 9.0 or higher is highly recommended when
visiting www.QQSolutions.com .

/= QQ Solutions Software Lipdates - Microsoft Internet Explo... E”E|E|

qgsolutions, com

Downloading QQ Evolution Version 1.0.10 Update

Quote anywhere, anytime with QQ WebRater
Online Comparative Rater

QQ Evolution Agency Management System Now Available!

Once the download has completed, you will be required to follow setup instructions.

If the computers in your office are networked, you will download the latest version of our
software to one machine in the office and when the other computers in the office open
QQEvolution 2 the program will detect the newer version of QQEvolution 2 and ask the User to
update his/her machine before opening QQEvolution 2.

If you are not networked, you will update all of the machines in your office separately so that
each computer is on the same version of QQEvolution 2. If you have any problems with
updating your software, please call our Product Support Department at 1-800-940-6600 and
press option # 1.

ﬁ Tip: Before beginning the update, verify that the version posted online is more
current than the version on your computer.

& QQ Evolution v1.0.10 - [Dashboard]

The version number is located on the QQEvolution 2 Title Bar. Check this
number against the number posted on the update page of our Web site.

298 Updating Your Software


http://www.qqsolutions.com/

FAQ
Frequently Asked Questions

Q: Where do | find ACORD Form 757

A: To fill out an ACORD form, any ACORD form, for one of your clients, you must first enter
the client into QQEvolution 2, and then add a policy to their record. Once you've done this,
click on their Forms Screen, then click on the button Add a Form. Look through the list of
ACORD forms and double-click the one you would like to fill out for this client. Clicking on
Return will save this form to the client’s file. Accessing FORMS from the Dashboard will give
you access to blank forms that you can use, fill out and print only. They will not be saved to
any client’s file.

Q: My agency information is incorrect. How do | correct it?

A: Corrections can be made on our Web site, www.QQSolutions.com. Click on My Account
and then enter your User ID and Password. Click on Edit Profile at the bottom of the screen.
Enter the correct information, and click Submit Changes. You will need to re-register your
software 24 hours later in order to see the changes that you made.

¢ Note: The QQSolutions’ Web site is updated every weekday at 5:30 pm ET.
Changes made after this time will be processed the next business day.

Q: How do | make a policy Commercial?

A: You can mark that on the Client Screen for that policy. To the upper right hand side of the
Client Screen you can select Personal or Commercial. If you select Commercial, this client and
its policies will show as “Commercial”’. Enter the name of their business in the Insured field.

Q: How do | add a Prospect?
A: There are two ways to add a Prospect.

Option 1: From the Dashboard, click on the Prospects, and then click on the Add New
Prospect function button. Enter any necessary information. Click on the button
“Dashboard (Save)”. You can now access this client by clicking on the Prospect Button.
You can print letters and work with this client just like you would an Active client. You can
also change the client’s status from the Client screen.

Option 2: Go to the Clients. Select Prospects radio button and click on Add New Prospect
button.
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Q: While working with a client | saved a letter/label to print later. How can | easily pull this letter
up to print?

A: From the Dashboard click on the Mailroom button. Click the Print Unprinted Letters/Label
button. To print, click the Print button. When entering the mailroom, you can see the number of
letters/labels that need to be printed towards the bottom left side of the QQEvolution 2 window.

Q: Is there any way to create a letter on the fly when working with clients without going into the
QuickWord section?

A: Yes, to do this you will need to create a new generic letter.

1. Enter QuickWord. The white text box should be blank. Insert the {Preview} field into
your letter from the list of fields on the right side of the screen.

2. Save the letter and give it a name such as, Generic Letter.

3. Now, when you want to create a letter on the fly, all you need to do is go through the
process that you normally would take to print a letter. When the box pops up to select a
letter to print, select the letter that you just created. In this scenario, it would be Generic
Letter. A blank white box will open up, and you can type the body of your letter and print
it out. This letter will always be blank, so you can always type information as it pertains
to the client you are working with.

Q: When working in the mailroom sometimes | get multiple letters or labels for a client when |
go to print. Can’t | print just one letter/label if a client has multiple policies?

A: Yes, after you fill out the criteria on the General Tab, click on the Filters tab. On the right
side of this screen there is a box next to One Label/letter per client if client has multiple policies
within the same date range. Check this box off and now only one letter/label will print.

Q: There are a lot of reports in the report section. How do | know what each one does?

A: From the Reports menu you will click on the Help button in the upper left corner. Select
Report Descriptions. A window will open that will have a brief description of each standard
report. You also have the option of using the Report Finder. Also, refer to page 83 for the
Report Finder section.

Q: On the policy screen | have the premium entered. Why | can’t see the AP?

A: In order for QQEvolution 2 to calculate an additional premium, there must be a value in the
Premium Quoted AND the Base Premium field.

Q: How do | reinstate a voided transaction on the billing screen?

A: Once a transaction has been voided it cannot be un-voided.
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Q: My agency already has letters that we use that are in Word (or some other format). How
can | get these letters in QuickWord?

A: Copy the body of each existing letter and paste it into QuickWord as a new letter.
Remember, you can use the QuickWord fields to customize your letters. Then save the letter.

Q: What type of labels should I use when printing labels?

A: QQEvolution 2 was designed to work with Avery 5160/8160 standard sheet fed labels.

Q: On the policy screen it says that the policy is Pending, but the policy is Active. Why is this?
A: The policy status will be Pending until a value is entered in the Base Premium field.

Q: Can | print an image that | attached to a client?

A: Yes, from the Images screen highlight the image that you want to print, and double click on
the image in the image preview area of the screen. A large version of the image will open up,
and you will be able to print from this screen.

Q: Why do logos it gets chopped off or doesn’t show up at all when | print my letters?

A: When creating a logo with a program such as MS Paint, you need to create the logo in the
center of the page towards the bottom of the MS Paint window the same way you would

position the addressee information on an envelope. The logo must also be the size stated in
the Utilities.

QQEvolution 2 Office Assistant FAQ’s

Q: What is the Messenger Storage Status in the QQEvolution 2 Assistant for?
A: It shows the amount of storage space you have left on our server for your messages.
Q: What is the “Settings” section for on the Office Messenger?

A: You will set your refresh rate here. Meaning, if you set it for 1 Minute, it will check for new
messages every minute.

Q: What is the Maintenance section for on the Office Messenger?
A: Every user can remove unwanted or unneeded messages and they will be put into the
Recycle Bin of the assistant. Administrators ONLY can then permanently delete them from the

program within the “Maintenance” section.

Q: How do | create a new message?

FAQ 301



A: By clicking the “New Message” button on the top toolbar.

Q: If  am on the Office Messenger, how do | change over to my calendar?

A: Towards the bottom of the left side tool bar click the button labeled “Calendar.”
Q: Do | have to be in the calendar to create a new appointment?

A: No, from the office messenger within the assistant on the top tool bar you can select “New
Appointment.”

Q: Can | access a client referred to in a To-Do item?

A: Yes, when creating a new To-Do item, calendar entry, or message you have the ability to
link a client, policy, or claim to the entry. Then when you have the To-Do item open click on the
link and it will take you to the client, policy, or claim, whichever was chosen to link.

Q: Can | see other users’ calendars?

A: Only an administrator has the permission to do this.

Q: Do | have the ability to print out my calendar?

A: Yes, when on the calendar on the top tool bar select “Print Preview.” This will take you to
another screening showing a preview of what the calendar will look like when it prints and you
can then print it.

Q: Can calendar entries be shared with other users?

A: Yes, when you create the entry if you have multiple offices, on the right you can choose
other offices to share the entry with by checking their name. Under there you can also assign
the entry to a user.

Q: When | make a calendar entry | would like to mark it as a “meeting,” how can | do this?

A: When creating the entry where it states “Category” click the drop down and choose one
from the list. If it is for a meeting select “Meeting.” When you view the entry on the calendar
itself it will have an icon for meeting.

Q: When there is an icon on a calendar entry how do | know what it is for?

A: When on the calendar at the bottom of the screen is a legend showing each icon and what
they stand for.

Q: When | set up a To-Do list item can | set a reminder for it?
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A: Yes, when doing the entry at the bottom you can set a reminder with a date and time.

Q: Can | assign To-Do items to other users?

A: Yes, when doing the entry on the right is a column marked “Assigned To.” The user creating
the To-Do item will automatically be checked but this can be changed and you can add other
users.

Q: Can | set a priority level for a To-Do list item?

A: Yes, when creating the entry where it states “Priority,” you can click the drop down and
choose between Normal, Low, and High.

Q: Do | have to go into the QQEvolution 2 Assistant to view my messages?

A: No, the messages will also be displayed on the Dashboard.

Q: Do | have to go into QQEvolution 2 Assistant to view my To-Do list?

A: No, it will also be displayed on the Dashboard.

Q: What if | only want to see the To-Do items that are due in the next seven days?

A: If you are viewing the items on the Dashboard on the upper right of the To-Do list is a place

marked “View.” Click the drop down and choose Pending. If you are viewing the items while
inside the assistant, to the left click on the folder marked “Pending.”
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Appendix A - Working With FSC
QQEvolution 2 Integration with FSC

From WInFSC: After quoting, click the Bridge button from the Rating Results Screen. Select
the Bridge to QQEvolution 2 Agency Management System. The FSC Conversion to

QQEvolution 2 screen will appear. Enter as much information as possible in order to complete
the automatic entry process.

s =1

FSC Conversion to CuickFile (Chent-Server)

Enterprise Edition

You have chosen to transfer this quete to the QuickFile Agency Management
System. Certain values are required to complete this transfer. Please fill inthe
items below and click TRANSFER TO GUICKFILE.

Client Smith, John
Anency |Ft_ Lauderdale ﬂ

Effective / Binder Date 120607 [ Save client az a PROSPECT

Source [Test - Cellji_y_ -
Optional Coverage | | Beeperj__ -

Additional Cwerage| ﬂ Additional Amt|  $£0.00

Premium Down Payment|  $332.80
Cptional Amt $0.00
Agency Fee $£0.00

WrvR Fee $0.00 Type | Check To Ager Tl Check#[1111]

Total Down Payment| $332.80 [ Split Pay

MNewRenewal Mew Business *|  File Number
Spouse
Line of Business [Auto = sinder Mumber

Memao |P|:|Iin:~_.r Acided

Transfer To QuickFile | Tranzfer To QuickFile [Print Beceipt] | Cancel

If you are using the WinFSC rater or another supported rater, most of the information on the
policy screen will be filled in for you once you transfer the quote to QQEvolution 2.
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The following is the list of required QQEvolution 2 Lines and Coverage for WinFSC. These
Lines and Coverage must be set up in your QQEvolution 2 Popup Boxes in order to bridge
guotes effectively from Win FSC.

WINFSC Line of Business

Line Coverage

Auto Liability - Comp / Collision
Personal Homeowners

Personal Fire - DP1

Personal Fire - DP3

Personal Renters

Personal Condo

Mobile Home Mobile Home

Motorcycle Liability - Comp / Collision
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Appendix B - QQEvolution 2 & PaperPort®
Software

Open the PaperPort software. If the link bar is not displayed, click on View and select
Link Bar.

Right-mouse click in an empty gray area at the bottom of the link bar.

Choose Create New Link, select Image when prompted to choose what type of
application you wish to create a new link.

Browse to the QQEvolution 2 application file QFWinscan.exe or Enterprise users must
select QFWinscanCS.exe. The file will be in your \QuickFL or \QuickTX directory. Click
the Next button.

Enter a name for the new link, such as QQEvolution 2 or QF. Click the Next button.

When prompted to select the file format that the application can accept, choose Multi-
Page TIFF- Uncompressed (*.TIF). Click Next button.

Select handling of the temporary image file when the Linked Application closes, the
default is Delete it only if it hasn’t been modified.

Click the Next button on the screen that prompts you for the minimum and maximum
resolutions.

Click External when prompted to select the type of icon you want PaperPort to display
for this link. Click the Next button.

10.Browse to the location of the icon QFFL.ico, which is located in the \QuickFL, \QuickTX,

or \QuickGA directory. Click the Next button. Click the Finish button.

306

Appendix B



File Edit VYiew Item Tools Help

Page Scan Get

Search  Folders

&S @ meEa. B E X v g 5.

Move To Copy To  Delete Undo Unsta

) -~

Scan 2l x

Scanner:
| Canon MFS530/MFS550 Twz |

Scan what?

LE_EI [5dcument
‘ @ Phatograph

Settings...
I” Single page items

Click 'Scan' to start scanning.

Scan

£
« | 2]

B4 V

Attach button.

M Metwork Troubleshootin. ..

Page 1

®

Start the ScanSoft/PaperPort software and scan the image.

The client’s Images screen will now display the graphic.

W7 6B e

Vienna

=
[ —

Attach Using ScanSoft/PaperPort ® Software

Once scanned, drag the image and drop it onto the QQEvolution 2 icon.

®

A window will appear with a list of your Active Clients. Select a client and click the
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Appendix C - Lines and Coverage

The following is the list of required QQEvolution 2 Lines and Coverage for QQWebRater and
WinFSC.

An agent who uses one of these comparative raters must have the following lines and
coverage input in the Popup Boxes section of Utilities in order for the rater and QQEvolution 2
to communicate effectively.

FLORIDA

Line Coverage

Auto Comp / Collision
Liability
PIP / PD
PIP / PD-Comp / Collision
Liability - Comp / Collision
Comp
PIP/PD-Comp

TEXAS

Line Coverage

Auto QC & C Only
Liab / PIP / UBI
Liab/C&C
Liab/PIP/UBI/C&C
Liab / Med
Liab / PIP / UBI / UPD
Liab / Med / UBI
Liab/PIP/UBI/UPD/C&C
Liab/Med/UBI/C &C
Liab / UBI
Liab / Med / UBI / UPD
Liab / UBI
Liab/Med/UBI/UPD/C&C
Liability Only
Liability / PIP
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WINFSC

Line Coverage

Auto Liability - Comp / Collision
Personal Homeowners

Personal Fire - DP1

Personal Fire - DP3

Personal Renters

Personal Condo

Mobile Home Mobile Home

Motorcycle Liability - Comp / Collision
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Appendix D - QQEvolution 2 Shortcut Keys

o0
Wﬂ About Short Cut Keys

Shortcut keys will help you move through the system without having to click on the mouse
several times to get to where you are going. You can print this page and use it as a reference
guide until you become familiar with all of the short cut keys available in QQEvolution 2. The
following shortcut keys are available in QQEvolution 2 at Help > Quick Help.
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Cuick Help

From All Screens Fi

From the Main Menu
F3 add Mew Client
F4 Wiew last 10 Clients

F5S Search all Active/Inactive/Prospects

F11 Batch Scanning

From the Search Screen
Fz Wiew Raolodex

F4  Wiew last 10 Clients

F11 Enter Impartant MNotes

From the Client Screen
Fz “iew Raolodex
F3 Add a new client
F4  Wiew lask 10 Clients
F5  View Memos
F10 Select anather client

Ckrl F10 Merge one client's data
inkto another client

F11 Enter Impartant MNotes

F12 Undo changes

From the Policy Screen
F2 Wiew Rolodesx
F3 Add a new client
F4 Add a new policy
Ckrl FS  Wiew the Auto Quote
F10 Select another client
F11 Enter Imporkbant Maokes
Fi1z Undo changes

Cuick Help

From the Memo Screen
Fz Wiew Rolodex
F3 Add aMemo
F10 Select another client
F11 Enkter Imporbant MNotes

From the Billing Screens
Fz Wiew Rolodex
F10 Select another client
F11 Enkter Imporbant Motes

From the Image Screen
Fz Wiew Rolodex
F10 Select another client
F11 Enkter Imporkank Motes

From the Letter Screen
Fz View Raolodex
F10 Select another client
F11 Enter Imporbant Mates

From the Form Screen
Fz Wiew Rolodex
Fi0 Select another client

F11 Enkter Imporkank Motes

From Today's Memos
Double-click the Mame to
wiew the Client screen.
Double-click the memo to
see it in a larger popup.
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Cuick Help

From All Screens Fi

From the Main Menu
F3 add Mew Client
F4 Wiew last 10 Clients

F5S Search all Active/Inactive/Prospects

F11 Batch Scanning

From the Search Screen
Fz Wiew Raolodex

F4  Wiew last 10 Clients

F11 Enter Impartant MNotes

From the Client Screen
Fz “iew Raolodex
F3 Add a new client
F4  Wiew lask 10 Clients
F5  View Memos
F10 Select anather client

Ckrl F10 Merge one client's data
inkto another client

F11 Enter Impartant MNotes

F12 Undo changes

From the Policy Screen
F2 Wiew Rolodesx
F3 Add a new client
F4 Add a new policy
Ckrl FS  Wiew the Auto Quote
F10 Select another client
F11 Enter Imporkbant Maokes
Fi1z Undo changes

Cuick Help

From the Memo Screen
Fz Wiew Rolodex
F3 Add aMemo
F10 Select another client
F11 Enkter Imporbant MNotes

From the Billing Screens
Fz Wiew Rolodex
F10 Select another client
F11 Enkter Imporbant Motes

From the Image Screen
Fz Wiew Rolodex
F10 Select another client
F11 Enkter Imporkank Motes

From the Letter Screen
Fz View Raolodex
F10 Select another client
F11 Enter Imporbant Mates

From the Form Screen
Fz Wiew Rolodex
Fi0 Select another client

F11 Enkter Imporkank Motes

From Today's Memos
Double-click the Mame to
wiew the Client screen.
Double-click the memo to
see it in a larger popup.
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