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IMPORTANT NOTE: Before using this guide, please make sure you have already set up
your settings in QQEvolution 2 Utilities. The Utilities’ defaults are very important to the
entering of clients and policies. Please visit our website for training Webinars or view
QQEvolution 2’s User’s Guide for information on how to configure and set up your system
in Utilities.
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Introduction

This document will provide basic information needed to set up QQEvolution 2. For more
information, please refer to the QQEvolution 2 manual found within the program itself. To view
training Webinars on how to setup and use QQkEvolution 2, please refer to the Training section of
our website http://www.ggsolutions.com/.

Prerequisites

To use QQEvolution 2, you will need the following hardware and software:

Equipment Recommended

Operating System Microsoft Windows 8 (32-bit or 64-bit version), Windows 7 (32-bit or 64-
bit version), Windows Vista (32 or 64 bit)

Note: UAC (User Account Control) MUST be turned off in Windows 8, Windows
7 and in Windows Vista.

Computer Windows-based desktop or notebook computer with at least a Pentium
class processor.

Memory 2 GB RAM or higher.
Hard Disk 2 GB or more of free disk space.
Internet Access  Broadband

Scanner TWAIN compliant scanner.

e All computers must have internet access

e UAC (User Account Control) MUST be turned off in Windows Vista, Windows 7, and
Windows 8.

e Adobe Reader 9.1.3 or later must be installed.

e Obtain all of your commission structures from your carriers

e Direct and Scan to client records not supported by all scanners
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e For QQDownloads you will need to contact one of your carriers to have them set up an
IVANS account for your agency. You will have only one IVANS account. Once a carrier
has given you one, it will be used for the rest of your carriers.

o Note: While you are waiting for the IVANS account, please proceed with the rest
of the setup process.

How to Open QQEvolution 2

1. Go to your computer

2. You will turn on your computer if not already on. If a login is required, enter your
computer’s user ID and password then click the “OK” button to access your computer.
Once you login to your computer, the “desktop” will be displayed.

4. On the desktop, locate the following icon and double click on it

w

Q) Evalution

5. Alogin screen will appear and ask you to login in with a user ID and password. After
entering it click “OK”

6. If your agency has multiple offices choose the office you with to log into from the list and
click “Select”
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B select Agency |

Agency

B2
Bret Roberts
Bret Raoberts CA,

Clark. B errg

Joe Insurance
Larmy Smith
Ric Bawel CA,

Select Cancel

How to do Carrier Downloads

1. Open QQEvolution 2 from the desktop as explained above. If you do not have
QQDownload, please proceed to the next topic.

IMPORTANT NOTE: We strongly recommend the processing of downloads be
done first in your daily workflow.

2. On the Dashboard, select Carrier Download.
‘ Carrier Download

3. Once inside the QQDownload program, click on Transactions located on the top toolbar.

@Help A | ﬂSetup | | MAIC Assignments || Transactinns v | Yiew Download Repart | = Refresh | X Cloze

4. Click on “Download and Process Transactions through IVANS.”

T Download and Process Transactions Through I¥ANS

@ Process Pending Transactions

Reprocess All Unsuccessful Transactions
Wiew This Client In QuickFile

Discard Transackion
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5. Another window will appear. This is the IVANS Transfer Manager. This will run
automatically for you. When it is done, the number of files process will be displayed.

6. In order to process downloads from insurance companies who do not use IVANS, click
on “Process Pending Transactions.” This will only be enabled if there are files waiting to
be processed.

‘3 Download and Process Transactions Through IYARS

£} Process Pending Transactions

Feprocess All Unsuccessful Transackions
Wigw This Client In QuickFile

Discard Transackion
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Locating a Client in QQEvolution 2

1. On the QQEvolution 2 Dashboard, click “Clients” located on the left side of the screen.

&i Clients

2. Type the insured’s name starting with the last name in the designated area and click on
the “Search” button. You may also just type in the first few letters of the last name.

Search By Search Mode  Type in a name ko search

Insured ﬂ Contains ﬂ | Search Browse |

3. You will double click the highlighted name to view the insured’s file.

Searching Clients

Record [ 1 ] Displaying 1-20 of 60 Clients Matching Search Criteria

Insured C | Phone Number Strest Address Client #

Albert Smith X 1919 N, Main St -
Frances Smith 1206 12th Way

Goldsmith, Steven (608) 839-8899 4603 Baxter Rd 111-1506-Aky Jerry Jay Bovle

Jack D Sraith Ethel L Sraith (316) 575-2891 | 785 E Fronk St JERRY1085-0 Jerry Jay Boyle

Jack, Smith JERRYZ790GE Jerry Jay Boyle

Jack, Smith JERRYZE1QOE Jerry lay Bovle

Jack, Smith JERRYZE3QGE Jerry Jay Boyle

Jack, Smith JERRYIS3Q0E Jerry Jay Bovle

Jay, SMITH (9543 111-2222 | 33 STREET JERRY-494-Ct Jerry Jay Bovle

Joy, Smith 305 JERRY-228-C¢ Jerry Jay Boyle

Larry Joe Smith RR 5 Box 1095 JERRYE94-01 Jerry Jay Boyle

M, Smithseve (999) 999-099999 123 Anywhere Road 123119722z Jerry Jay Bovle

PRIYA SMITH C (222) 222-2222- |44 Gohf 123 107132z Jerry Jay Bovle
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Adding a New Client

1. On the QQEvolution 2 Dashboard, click “Clients” located on the left side of the screen.

E Clients

2. On the Clients screen, click on “New Client” from the toolbar.

—_— & Labelz é Envelope

u a Letters é Screen

Dashboard Print

% Delete Client || Active % Prospect

Cliert Change Status To...

o Mew Cliert % % Inactive e

Receive a Paymert ‘ Forward Monies

Create Finance Scheduls m Create a Bill
Paymert/Bil

Set hote

&

Mote Ingjuiry:

3. There are areas provided for you to fill in the insured’s information. Try to enter as much
information as possible (the “tab” key can be used to go from box to box.) You can also
link accounts, add “Other Contacts,” multiple addresses, and employer or employee
information depending on if you are entering a personal or commercial account.

Client: Smith, Driver

|0 Agency Jeny Jay Boyle d ["Prospeet % Persanal © Commencial ¥-Date _”
~ Client Info - Contactlnfo —————————
Last Name First Mame Middle DOR S5 Dniver's License # State Home [800] -
Primary Smith Diiver Test 07/07/77  999-39-9939 Work (800) - -
Spause Cell (300) -
Irsured Smith, Driver Salutation Criver Fax Q (300) -
Atsch | Detech | URL [ Cliert # JERRY1463.00F ok =] (800 - -
Add Mi Phane 2 j
r 13C
Mailing Address: Garage/Property Address Nat Awallable Sourcz? J Fhone 3 j
Source Detail E mergency Contact
fgent zzzzz] =1 Email 1 |
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Adding a Memo to an Insured’s File

1. On the QQEvolution 2 Dashboard, click Clients located on the left side of the screen.

B Clignts

2. Type in the insured name starting with the last name, in the designated area and click on
the “Search” button.

Search By
Insured

Search Mode  Type in a name to search

j Conkains d |

Search Browse |

3. You will double click the highlighted name to view the insured’s file.

Searching Clients

Albert Smith

Frances Smith
Goldsmith, Steven
Jack D Smikh Ethel L Smith
Jack, Smith

Jack, Smith

Jack, Smith

Jack, Smith

Jay, SMITH

Joy, Smith

Larry Joe Smith

M, Smithseve
PRIYA SMITH

Insured

Record [ 1 ] Displaving 1-20 of 60 Clients Matching Search Criteria

C | Phone Wumber Street Address Client # Agency
(300) 1919 N, Main 5t, ] 11y Jay Boyvle
1206 12th Way JERRY758-01; Jerry Jay Boyle
(608) B39-8399 | 4603 Baxter Rd 111-1506-Aku Jerry Jay Boyle
(916 575-2891 | 785 E Fronk 5t JERRYI065-5) Jerry Jay Bovle

JERRYZFIQOE Jerry lay Bovle
JERRYZE10QGE Jerry Jay Boyle
JERRY2E3Q0E Jerry Jay Bovle
JERRY353QGE Jerry Jay Boyle

(954 111-2222 |33 STREET JERRY-494-Qt Jerry Jay Boyle
305 JERRY-228-C¢ Jerry Jay Boyle
RR 5 Box 1095 JERRYE94-01 Jerry Jay Boyle

(999) 993-999999 123 Anywhere Road 1231197222z Jerry Jay Boyle

C (222) 222-2222- 44 Gghf 123107132z Jerry day Bovle

4. You will then select the Memos button.

Search Clients

Policies  Claims Activities  Client Billing

Ig Acdd Mewy

’( Highlight & Append . @ \3

|.- Prinit J oid Refrezh Dizmizz

Dazhboard

Memos Reminder

5. Once on the Memos screen click on Add New.

6. Memos can be used for multiple tasks. Here you can log any information pertaining to
the insured and/or the policy. Items such as communications between an agent/CSR
and the insurance company or making a note you have spoken with the insured can all
be entered as memos.
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When creating a memo you may also set a reminder for the memo. Reminders can be
used for anything from needing a reminder to you to call the client or to send out a

renewal notice. A reminder is not required in a memo.

CSR = ] oy ~
Memo Type  Memo ;l Reminder Date E
Today's Date 0902511 Currert Time 01:58 P

Text [ Addto To-Da List

Commonly Typed Memos... | Ok | Cancel |

7. When creating a memo reminder you may also add it to your To-Do List.
a. NOTE: You must be using a package of QQEvolution 2 that includes the

QQEvolution 2 Assistant in order to access the To-Do List
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350 Fairway Drive, Suite 101, Deerfield Beach, FL 33441

www.QQSolutions.com | 800.940.6600

Page 10 of 20
Rev 11 101414



Making payments in QQEvolution 2

1. On occasion, a client may come into your office to make a payment, follow these steps
to record it in QQEvolution 2.

2. On the QQEvolution 2 Dashboard, click Clients located on the left side of the screen.

E Clients

3. Type in the insured name starting with the last name, in the designated area and click on
the “Search” button.

Search By Search Mode  Type in a name to search

Insured ﬂ Contains ﬂ | Search Browse |

4. Once the client is located, make sure it is highlighted, then towards the top of the screen
select the Policies button.

Search  Clients |F‘D|icies| Claims  Memos  Activities  Client Billing  Corrpany Billing  Images  Letters  Forems

5. If the client has multiple policies, select the policy you are receiving the payment on.
Then click on the globe icon to the right of insurance company name, this will open the
company’s website. Login into their website as you would normally. Make the payment in
the company’s website. Do not print a receipt.

— Policy Info

0 Line Auto ;l
Coverage Comp/Coll | ﬂ
bGA A Eroker [Mone] ;l
Company Azzurancedmenica ;l
Financing # Contract # Direct Bill ;l
Pavment Type ¢ Check # Cash ;l
Folicy # #Binder # 1111 "WR-1586-FL
Binder Date / Period 09/28410 Aol ;l
Effective /Expire Date 03/28/410 03428/

CSR / Type of Business ;l Mew Buzsiness ;l

Palicy Deszcription
Palicy Source ;l

Note: In order to use the globe icon as a direct link to an insurance company’s web site,
the web address must have been entered into the Rolodex. The Rolodex can be
accessed from the QQEvolution 2 Dashboard.
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6. When dealing with companies who patrticipate in Real-Time Inquiry, from the Policy
screen click the Inquiry button located to the right on the top toolbar. You will select
“Make payment.” This will launch you directly to the company’s web site and take you to
the payment area for the company. There is no need to login or locate the client once on
the company web site; the program does that for you.

Dizshbastd

L?\ E | Down Payment Receipt

)

Leter 50y FrintScrsen Shot ap Leter
Print

<

ema |
Remincler

ap

%
Garage [
Property

Address

I

i
X

Intent to Cancel '% Ald Mew 'G Renew

Cancel '% Delete: 'I_D'Endorse

Policies

% 7

Policy Log
Details

4

Bricige:

@v

Inejuiiry

NOTE: In order to use the Inquiry feature you must have QQDownloads and have
previously set up the Real-Time Inquiry. In addition, not all companies participate in the
“Make Payment” option. For information on setting up this feature, please refer to the
Real-Time & Data Solutions section on our web site http://www.QQSolutions.com

7. Next, you will go back to the client in QQEvolution 2s and click on Client Billing. From
the top tool bar, select “Payment/Bill.” Then proceed with receiving a payment.

Search  Clients | Policies | Claims  Memos  Achivities

CIientBiIIingl Cormpary Billing  Images  Letters  Faorms
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Recording the payment in QQEvolution 2

1. After clicking Payment/Bill, select "Receive a Payment."

ﬁ Receive a Payment ‘ Farveard Monies @

"'F,j Creste Finance Schedule |3 0 Creste a Bil  Refresh

[FaymertEi |

2. If the client has multiple policies you will be asked to select the policy to which the
payment you are receiving pertains to.

3. The “Enter Payment Info” box will open. You will fill in the amount and payment
description. Please make sure there is a check mark placed in the box next to “Create a
Debit and Credit for the amount above in the billing screen.” After completing the
payment information, click “OK.” Also, make sure there is a receipt already selected in
the area marked “Receipt.”

B3 Enter Payment Info x|

Tranzaction Date 03/08/11

— Payment Info
Amaount | Agency Fee
D ezcription ;I Forward D ate
Fayment Type Cazh ;l Check # L1 EFT To Compsany
If payment iz zplit [i.e. Cash/Check], list zecond pagment info
Arnount Agency Fee
Payment Type Cash - Check #
[T Create a Debit and Credit for the amount above in the biling screen Feceipt Papment RTF ;l

—&dd the following to the memo section...

kemo Payment Received: $0.00
Feminder Date C5R zzzz71 ;I

Feal-Time Inguiry:
(004 C | |
hake Payment Ance

4. After clicking OK a preview of your receipt will display, click “Print This Page.” The
receipt will print which you will then give to your client. A Memo and Activity will
automatically be processed for record keeping.
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How to find if your Scanner is TWAIN Compliant

In order to scan directly into QQEvolution 2, your scanner must be Twain compliant. You can
easily find this information out directly from within QQEvolution 2.

1. On the QQEvolution 2 Dashboard, click Clients located on the left side of the screen.

E Clients

2. Then from any client click on the Images.

Search  Clients  Policies  Claims  Memos  Activities  ClientBilling  Cormpany Billingl Imagesl Lefters  Farms

3. Once on the Image screen click “Select Twain Source.”

=y %’ Select Twain Source
Scan f;;_(f Scan Into Selected

Scanning

4. If your scanner is listed in the Select Source box, your scanner is Twain compliant. You
will select your scanner and then click “Select.” You will now be able to scan directly into
a client’s record in QQEvolution 2.

Select Source x|

Sources:

Metwork ScanGear YWer 221 1.0 [32-32

Cancel |
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How to scan in to QQEvolution 2

1. On the QQEvolution 2 Dashboard, click Clients located on the left side of the screen.

E Clients

2. Find and select the client you would like to scan an image and/or document into.
3. Then click on the Image button.

Search  Clients  Policies  Claims  Memos  Activities  Client Billing  Cormpany BilIingI Imagesl Letters  Forms

4. From the top toolbar, select Scan.

=y % Select Tywain Source
Sean b Scan Into Selected

Scanning

o

The Image Info box will appear. Please complete the information requested.

Image Info

Description Image Description Select Descripkion, .. |
Policy Assurancefmerica ;I Show
CER ;I sCanner's user
inkerface when
Mumber of pages 1 SCanning

[ Prompt For pages 2, 3, etc, when scanning (Mo Sheetfesder)
Separate Pages
Force Black & White Scan | Cancel |

6. If you have a flatbed scanner select “Prompt for pages 2, 3 etc. when scanning (no sheet
feeder). This tells the program to prompt when the current item is done scanning and to
now insert the next item into the scanner. If you are using a sheet or auto feeder there is
no need to select this. Also, make sure there is a check mark next to Force Black &
White.

Note: Direct scanning to client records is not supported by all scanners.
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Attaching an image in to QQEvolution 2

You have the ability to “attach” an item already stored on your computer into a client’s record in
QQEvolution 2. If the item is not already stored on the computer and needs to be scanned,
please do so following your scanner’s instructions.

NOTE: When scanning an item to your computer make note of where on your computer you are
saving it. This makes it easier to find when you are ready to attach it.

1. On the QQEvolution 2 Dashboard, click Clients located on the left side of the screen.

E Clients

2. Find and select the client you would like to scan an image and/or document into. Then
click on the Image button.

Search  Clients  Policies  Claims  Memos  Activities  ClientBilling  Cormpany BilIingI Imagesl Lefters  Farms

3. Once on the Image screen select Attach.

u ‘3& & Add Pages to Selected File (TF Only) gy Detach Image @

Attach w hercury PDF's Available to Attach -'gf}‘ Edit Dezcription  Refresh

Dashboard Images
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4. The “Select image to attach” box will appear. You will click on “Browse” to locate the

item you wish to attach on your computer. Once you find the item, select it and click the
“Open” button.

B Select image to attach from C:QuickFL ImageImporkt El
CER zzzzzl j
Browse | Close |

5. The “Enter Image Description” box will open. You will fill in the requested information
and click “OK.” The image and/or document is now stored on the client’s record.

Enter Image Description
Image Description Imagel Select Descripkion |

CSR James |

Ik Cancel |
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How to update your QQEvolution 2 software

QQEvolution 2 does do automatic updates but on occasion you may need to manually update.

1. Open Internet Explorer (your web browser) and in the address bar type our web site of
www.QQSolutions.com . You will be taken to the main (home) page of our company web
site.

2. You will select Downloads from the navigation bar.

QQSOLUTIONS.

We prc_}v':de the answers

Homes Solutions Downloads | Training | Support | News | About

3. On the next screen click on the link that reads, “Download the latest version of
QQEvolution 2 and QuickFile.”

; QQ Solutions Updates & Installations

Download the latest version of QQ Evolution and QuickFile

4. Then you will need to enter your User ID and Password (which is the QQ00 number) and
select “Log into My Account.” If you do not have your User ID and Password, ask your
office administrator for it.

Login to your Account
Login to download Q0 Solutions software

Please enter your QQ Solutions User ID and Password to
access & manage your account & take advantage of
resources available on this Web site.

QQ User ID: |Eieg|ins with Q0 |

Password: | |
| Log Into My Account | Forgot your password?
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5.

After logging in, on the

6. next screen locate the download for QQEvolution 2 and click Download.
Updates Full Install
Product Release  Last Update
QQ Evolution 1.5.16 8/22/2011 0 0ad Release Notes |+
7. A window will appear showing the progress of your update. This window will be open
until the download has completed.
Downloading QQ Evolution Version 1.5.16 Update
8. After the download of the update is completed, a “Welcome” box will open. Here you will
click on “Next”
42 Welcome
G‘ ' ‘*: wielzome tathe QO Evalution Florida update pragran.
8 » Thiz installation will update QO Evolution Florida on
P i
samvsmieuieiey oo "™
el
5|
[t i gtrongly recommended that you exit all Windows programs
before munning thiz Setup Program.
Click. Cancel to quit Setup and cloge any programs you have
running.  Click Mest to continue with the Setup program .
\Jﬁ o WARMIMG: This program iz protected by copyright law and
. "J .S international reaties.
) Q [Inauthaorized reproduction or distribution of thiz program, or any
. * )@ portion of it, may result in severe civil and criminal penalties, and
. e u‘-' will be prozecuted to the maximum extent pozzible under law,
S i, g Soedte
ize Inztallation Wizard®
Cancel
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9. The next box will display, select “I Agree” and then click “Next.”

Pleaze read the following Licenze Agreement. Scroll down o read the remaining
agreement.

Subscription Agreement

83

Thiz subscription agreement [Agreement’’] governs Your purchasze and ongoing use of the G0
Solutions proprietany zoftware services and Web bazed application services, including GG
Evalution, QO *WebR ater, QuickFile, QuickQuate, and QuickDownload [the "Services').

By accepting thiz Agreement, either online by clicking a box indicating *'our acceptance, or by
executing an Order Form that references thiz Agreement, 'ou agree to the termz of this

Agreement. [FvYou are entenng inta this Agreement on behalf of a company ar other leqal entity,

'ou reprezent that 'ou have the authanty to bind such entity and itz affiliates o these termz and
conditionz and that You are the primary contact for zuch entity and itz affiliates, in which caze the
termz "rou’ or "our' shall refer to such entity and itz affiliates. |f Y'ou do not have such authority, 7

T

| Dizagree

ize Inztallation Wizard®
¢ Back || Mest: I Cancel

10. The update will then finish installing on the computer. When it is done, you will click the
“Finish” button. The update has now been completed.

GQ EVO[_UTI '- s N me  1he QA3 Evolution Flonda has successfully been updated on thiz

PC.

Click the Finizh button to exit the installation.

PRy e e iy

=

¢ B Tostart Q0 Evolution Flonda, click the Q0
Evalution Flarida ican
lozated an your deskhop.

[ 4
3o ta Utlities, Popup Boxes to add defaults
such az Agentz, Companies & Commizsiong.,
[ 4
W P ToAdd a client manually, go ta the clientz and uze
. . " the "Add Mew Client” button, Proceed to add
E P . g Puolicy data and other pertinent information.
] L] .‘
‘j‘ . . : Go to the Rolodex to add or view company info.
" - tl
o o
Sucdess hﬂ'm:m E';urlll.-c; I?rrlgpsu;uurbuuﬁ
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