3 AgencyPro

Cash Accounting Workflow

This document is a supplemental accounting guide to reiterate the general processes outlined
during the first accounting training. Some of the outlined processes differ depending on your
selected accounting method. This manual covers the practices specific to the cash method.
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AgencyPro is policy driven, which means the actual accounting flow starts with the client and
policy entry. Please refer to your Product Manual or Tutorial for more detailed instructions on
entering clients and policies.

Also, prior to policy entry make sure your accounting codes have been set up correctly in the
Agency Setup tab and that account numbers have been generated on those setup screens.
You can find more information about this in the Agency Setup section in the Product Manual.

Chart of Accounts and Opening Balances

AgencyPro comes with a generic chart of accounts already in place. This generic chart can
be altered, or you can take advantage of the accounting setup, in which your accounting
trainer emulates your existing chart of accounts (as close as possible) in the system and then
transfers over to your agency (usually during the second training session).

Only accounts that are not policy related are customized. All accounts effected by policy
level postings are generated by code table setup. During the setup of companies, employees,
clients, and ledgers the remainder of these accounts will be generated.

Since accounting does not convert system to system, accounting is started with opening
balances. You will first select an accounting start date and the general ledger balances in
your old system (if any) will be transferred as one opening balance adjustment (taken typically
from a trial balance). Any sub-ledger balances will be done in training with assistance.

Entering Producers

In Employees you already have the users set up. This is also where you add non-user producers.
If you have a producer you need to pay a portion of your commission you can add them in
Employees and fill in their default commission if desired.

CompCI ny COde TCI ble gCompanyInformation i@@
Only the biling companies (companies that you pay or Quick Search | 5 #
that pay you) need to be set up in the company code | oo m] ] o] ]%]

table. Writing Companies (companies you wish to pull :
to the Acord form but do no direct accounting with) e
are entered at the policy level. (See more about the Emai ¥

Broker vs. Writing Company setup in the Product Home Page |
Manual.) While setting up companies the system will Edd”l
automatically generate account numbers. These Address? |
account numbers are utilized as follows: Ciy, State, Zp |

Phone 1 Lines Writtery

Phone 2 [V Personal Lines

e A/RGL #:Set normally in the 1600 accounts, these

[V Commercial Lines

Fax

work as direct bill commission receivable accounts Default Commision | % ¥ Lie & Heakh
but are not utilized if on a cash basis. e AR GLH
A DOT Code
e A/P GL #: Set normally in the 2000 accounts, the net BiingMerod [T =] ot o1 v
company payable will post to this account, tracking This Enthy i< Brokeu/bGi 7
what you owe the company. You will apply oK 3 Corcel |

company account current payments to this

account number (specific to the company).
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DB GL #: Set normally in the 2100 accounts, any customer payment applied toward a
direct bill policy will post here. The corresponding check entry to the company should be
applied here as well as this is meant to be a pass through account and should not normally
hold balances.

Although not visible from the Company setup, the system will generate an income
account in the 4000 range for each Line Written selected.

The policy tells the system how to handle your accounting. The postings behave very
differently depending on the Biling Method selected on the policy.

Agency Bill

Will post entry to Client AR tab so you may print an invoice or statement

Payment postings split between the Company A/P and the Commission Income accounts
depending on the Agency % of Premium indicated on the policy (and between the
Producer Commission Payable and Commission Expense accounts if a Rep1 or Rep2 was
named and given a % of commission)

Typically collected by the agency and paid net to the company (in some cases premium
is financed and only a down payment is collected, see Financing a Policy section)

Fees and Taxes are billed under Non-Premium items to be collected by the agency.

Direct Bill

Does not show on Client AR tab and system does not track premium owed

Payments applied to direct bill policies are pass-through entries meant to have no residual
effect on the accounting

Commission is paid by the company by commission statement and is posted through
Direct Bill reconciliation

Non-Premium Items will not post to accounting as fees and taxes are generally not billed
by Agency

Follow your tutorial instructions to add the policy entry, making sure to use the appropriate
function in the Policy Opftions section at the bottom of the Policy tab. Do not just edit an
already existing entry that holds previous policy information.

In the Accounting View of the Policy you must fill in the appropriate fields using the drop-down
menu!’ selections, including every field on the left side2. If you leave a field blank or type in a
selection that is not available in the drop-down it will lead to incorrect or no postings and
usually will give you an error upon saving the policy. For more information on these fields see
the Policy section in the Product Manual.

11f you cannot find the line of business appropriate to this policy in the Cov Class drop-down menu you
can add your own by closing the list and typing in the appropriate line of business. Use caution when
doing this, as your future list will be comprised of all items previously listed plus any codes added
manually.

2The Writing Company field is optional and will fill to the Acord instead of the Company if entered. This
list can be added to by hiding the drop-down list and typing in the desired entry.
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The fields on the right side of the policy screen are all optional, but important they be entered
accurately. The agency % of premium should hold your commission percentage (though you
can delete the % of Premium and enter manually in the Agency Commission field), the 1st &
2nd Reps should reflect any producers you need to pay or frack, and your fees and taxes (on
an agency billed policy) should all be scheduled under the Non Premium Items button.

. The Non-Premium Items setup screen allows you to set up your own policy fees and
e taxes. To access this screen you must have supervisory access. Inside the policy click
on the Non-Premium items button then the icon in the top left corner. A list of the
current non-premium items will appear. To add your own item click the + icon and type in the
name of your new fee. From the Type drop down choose the appropriate non-premium item
type:

¢ |Income - commissionable fee (100% to agency), will set up a corresponding
account in the Other Income range (4800’s)

¢ Company Payable — will be payable in full to the biling company on the policy

e Other Payable - sets up a corresponding account in the Other Payable range
(2900's) and will be payable in full.

Financing a Policy

There are two general finance scenarios; the finance company pays the carrier directly, or the
finance company pays you (the agency). Like all other policies, you must enter the full term
premium, any fees and taxes, and your portion of commission in an agency billed policy on
the Policies tab.

Finance Company Pays Carrier
In this scenario you collect the down payment from the client and remit the net portion of the
down payment to the carrier. When

entering the policy you will enter an Accounting View
addition line in the Non-Premium Items

; . o : ET RotPemium| 10 %
for a Finance Credit*. This finance credit | ™ 4 (e =

. . Policy # 123456 1st Rep Name BOB -
will be a negg’rlve number for Thg e How Biess S| b
amount the finance company will fund Deraent ndRepName | ~]
to the carrier (do not list the finance Limits  Cov Class [Liquor Liabity ] 2ndRep % of House %
i i i ! = ($575.00)
fees, as this has nofhlng ’ro_ do with the e = —-
agency bookkeeping). If listed correctly, Lo - ]
the Total Due field on the policy will T Aot Trvanedpad | =
equal the amount of the down Cfgen = = $50.00 True [ @
Finance Credit ($750.00) = = rnonmn

pgymen’r you need to collect from the o Fee e — $1.000.00
C | e I’]T. " Surplus Lines Tax $25.00 True
The installment area of the policy and oo $ 950000
finance box at the bottom are left
b|Cln|(. oK Delete Caricel Cancel

You can now go to the Client A/R to
print an invoice that shows the amount
of the down payment or receive the payment from the client.

Figure 2 - Financed policy with only down payment due
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*If the Finance Credit is not available you can add it by clicking the Non-Premium Items Setup
icon and adding it as a Company Payable type.

Finance Company Pays Agency

If you expect both the finance company and the client to pay you, then bill the policy in full
and take both the client and finance company payments in the Client A/R. If you need to bill
the client for the down payment add a line item to the invoice to reflect the amount of the
financing (as a negative number) and save it to images prior to printing so a copy can be
regenerated when needed.

Transaction Detail

At the top of the policy tab is an icon that will show you the transaction detail of the

policy you currently have highlighted. Immediately after a policy is entered you will not

see any postings unless you have applied a down payment on the policy detail as
nothing posts to the general ledger until a payment has been applied toward the policy.

When a customer pays premium to you and you intend to deposit the funds to a bank
account you frack in AgencyPro the payment must be recognized within the program against
the policy (payments taken by credit card and applied directly to the company site or written
directly to the company can be acknowledged by just a note on the client). Following are
some common customer payment procedures:

Invoices and Statements
The Client A/R tab has four options for billing the client:

¢ Invoice - To bill a single policy (or invoice) to the client click the first icon

e Batch Invoices — To generate a batch of invoices for a date or letter range click the
second icon

o Statement - To generate a statement of account click the third icon. This will generate
all unpaid items since the client’s last zero balance (unpaid means that the Paid field
on the record is blank or False, paid items can be manually marked by double clicking
in the Paid filed and they will be excluded from the statement)

o Batch Statements — To generate a batch of statements for clients with outstanding
balances.

Agency Billed Payment

When a customer pays you on an agency bill policy you will use this procedure to
; record the payment (see the Financing section for details on finance payment
options):

1. Go to the Client A/R tab and verify the policy has been posted to the information listed
2. Click the payment icon
3. Fillin the information:

e Date the payment was received
¢ Amount of payment applied toward this policy
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e Choose the correct policy number you are applying this payment against (this drop-
down list will show in the same order as the policy window, usually listing the most
recent items at the bottom)

o Optional - Customers check number (or check the box if you are taking cash)

e Optional - Invoice number (you can reference Client A/R detail in the background
to find this)

4. Click OK

You will see the payment reflected on the Client A/R. If you are taking this payment from
another source, such as a premium finance company, you may wish to change the
description to reflect that information.

Direct Bill Payment

When a customer pays you a premium payment on a direct bill policy use this procedure to
record the payment:

1. Go to the Client A/R tab (you will not see direct bill policies posted here)
2. Click the payment icon
3. Fillin the information:

e Date the payment was received

¢ Amount of payment applied toward this policy

e Choose the correct policy number you are applying this payment against (this drop-
down list will show in the same order as the policy window, usually listing the most
recent items at the bottom)

e Optional - Customers check number (you can also type in “Cash”, etc.)
e Optional - Invoice number (usually not used on direct bill payments)
4. Click OK

5. Click OK to information message (the payment will post against a direct bill payable
account specific to the company in the 2100 range)

6. Receipt options:
e Print receipt for your customer by clicking the printer icon
e Save toimages by clicking the disk icon
e Close to confinue procedure

7. Check options:

e Yes will create a payment entry in the ledger of your choice for the amount of the
payment received, clearing out the direct bill payable account for this particular
payment

e No will create a payable entry in the 2100 account for that company which you
can pay at any time (or pay in a batch) by creating a payment manually in the
ledger of your choice or utilizihg the Payables Direct Bill Payable type (see Expenses
and Checks in Ledger section).
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Payment for Multiple Policies

Because you are on a Cash basis you must split payments amongst the individual policies in
which you are being paid. The system will guide the accounting according to how you have
entered the policy (first apply tfoward non-premium items then divide the remainder up
between the commission and payable appropriately)

Returning Premium

Agency billed policy tfransactions with negative premiums can result in many different
scenarios. Below we have outlined the most common Client Receivable scenarios for return
premiums, which all begin at the cancellation or negative endorsement of the policy. Keep in
mind that the policy will automatically attempt to return funds paid on the policy during
cancellation if using the program’s flat rate cancellation feature. If you wish to avoid this, use
the Pro Rata option or cancel the policy via Endorsement instead, changing the Type to
Cancelled and putting in your negative premium manually.

If you wish to write a check to the client for the credit on the policy, simply apply a
payment toward that policy item, typing in the Amount of Payment as a negative
number. Choose the account in which the check will be written.

Apply a negative payment toward the credit policy, choosing the cash account in
which to issue the refund and then apply a positive payment against the other policy.
This will enter offsetting items in the Cash account.

NSF Charge Backs

When a customer payment is returned NSF you must adjust your ledger likewise and may also
need to record bank fees. You may also wish to add a notation to the Client A/R of the
customer to show they owe you for this NSF and fees. Before making this adjustment you will
want to be sure to add an account number in the Chart of Accounts for NSF Charge Backs,
typically in the Current Asset range (account number 1700 for example).

Go into the ledger the charge was withdrawn from and add a new line for the amount
of the payment that was changed back. Allocate this payment to the NSF Charge
Back account. If you intend to charge the client for the bank fee you may repeat this
process to record the fee in the ledger.

, . Ifyou would like to be sure this appears on the Aged Receivables go into
$J ‘L the client's A/R tab, click the Make Payment icon, then the Client A/R
Adjustmentsicon. Choose the Cash Client A/R Adjustment, select the
policy, and adjust the date and the amount to match your NSF ledger entries, click OK.
You may also edit the description on this line to read NSF Charge Back, efc.

When taking the payment from the customer it must be handled directly through the
Cash account rather than through the Client A/R. Go into the ledger to the Cash
account and add a deposit line, allocating this payment to the NSF Charge Back
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account. This should clear that particular balance from that account. If you have
notated the Client A/R with a Cash Client A/R adjustment you will want to reverse it in
the same manner (by a negative adjustment, dating it the date of the payment and
editing the description to notate that this was a customer payment made.

Writing Off Balances

If you have a Client A/R balance you wish to write off you can apply payment toward the
policy for the amount of the write off, afterwards changing the description on the payment
line to reflect that it was written off. Go to the Ledger into Cash, zero out the deposit amount
of the payment that was applied and add an offsetting line in the transaction detail allocated
to the expense or income account you wish to write the balance off toward. This zero item
you can deposit by itself or clear with your next deposit.

The AgencyPro Ledger tab is where the bank account ledgers are located. The program is
preloaded with a Cash and Checking ledger. The Cash ledger is where the program will
reflect all receipts taken and where you go to process a deposit. The Checking ledger is for
your default operating account and is designed to hold all bank activity in your accounting
period. To switch accounts you can simply choose the desired account from the Account
drop-down in the top right hand corner.

Ledger entries have two sources, direct entry and system entry. When you click on an entry in
the ledger the transaction detail for that item will display at the bottom of the screen. If the
transaction detail chart# is in brackets (EXE: <1102>) then this is a system entry and should not
be altered in the ledger (all corrections should come from the original source) or it will
unbalance your books. If the transaction detail is not in brackets, and it is not reconciled, you
may alter the entry.

Adding Accounts

If you have more than one account you will want to add your banks to the list in the
J Account drop-down. You may also wish to add a ledger for a heavily used credit card
to better track expenses by payee. You may want Customer Support to help you add
these accounts to your account listing or to add an account yourself:

1. Click the New/Edit Account icon

2. Enter a File name. Enter as a single word and keep the name as short as possible. If you
must have multiple words separate with an underscore or hyphen. (EXE: cc_chase ) This
name will not retain capital letters.

3. Click Open
4. Choose the account type (Asset for bank account, Liability for credit card)

5. Click the binoculars to check your Chart of Accounts for an available numberin the
appropriate category. Once you find an opening close the Chart of Accounts window
and enter the unused number in the field provided

6. Password, routing and account numbers are optional. The routing and account numbers
will prefill to the deposit slip.

To change passwords or account number information for existing accounts you can click the
New/Edit Account icon, choose the account you wish to update and click Open.
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Deposits

The system is designed to hold all receipts you take in the Cash account. When you get ready
to make a deposit you first go into the Cash account to verify the items on your deposit slip
have been entered through their various origins. Keep in mind that any payment coming from
a customer needs to be entered through the Client A/R tab, which creates a deposit item in
Cash. Any commission payment coming from a company (if you will be reconciling) needs to

| I
fe Current User = SUPER - AGENCY SOFTWARE INC K =B %
1
&A i Policies Web View Client A/R [Ledger | Acords Notes Reports Letters Personal Claims Images Calendar &
- < N N = s N .
Vi) @ =1 LEJ ki_‘). > x @ (& E 3 g Done Marking Account: ICBSh ']
Date I Num | Payee | Deposit |X!D | Payment | Balance I Print I CashJ -
L 10/24/2014 Everett, Ruby & & Richard D DB Payment $176.00 X $0.00 $176.00 False
| 1072472014 Prestwell, Edward & Bonnie- Payment $155.32) X $0.00 $331.32 False
| 10/31/2014 Delaney, Addy DB Payment $18246 X $0.00 $513.78 False Tiue
7’
Make Deposit
Total Deposit: $513.78
To Account: |
' Checking
 trust
Total Deposit: = $513.78 | T -
Type: {+ Bank Deposit
Transaction D¢  EFT
Chart# IDescription IDebil lCredil lBaIance | Date T
P[<1100>  Customer Papment $000  $17600  ($176.00) 107242014 Date of Deposit: |11/ 3/2014
Print Deposit Slip l oK | i
<« [ %}
Current Client: Delaney, Addy Phone: 11/03/2014 8:21:35 AM [ ]Show Today Screen

come from the Direct Bill Reconciliation (see that section for more information). Other receipts
that are not policy related may be taken by adding a new line manually in the Cash ledger
(for a new line press Insert on your keyboard). EFT deposits are handled with this deposit
procedure as well. Once the item(s) being deposited are present, follow these instructions to
make your deposit:

1. Click the Make Deposit icon on the toolbar

2. Mark all items that are being deposited on this one deposit slip by double clicking in the
blank X/D field on each one of the items to place an X in the field; mark any items that are
Cash receipts by double clicking in the Cash field to mark it as True. (The Total Deposit
amount at the bottom of the screen should match the amount of the deposit being made
fo this account.)

3. Click Done Marking, choose the account you are depositing to, the type of deposit, and
the date of deposit.

4. Optional: Click Print Deposit Slip for the deposit slip and detail report. (After this a5
deposit is made you can reprint the deposit slip by selecting one of the deposit !lu
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items in Cash and clicking the Show Report of Deposited Items icon.)
5. Click OK to finalize the deposit.

The Cash account balance should only reflect the total of the items currently undeposited.
When all deposits have been made the balance should be zero and all items should have a
“D" in the X/D field.

Direct Bill Reconciliation

= An option within our system is to reconcile your company commission statements
$ through the Direct Bill Reconciliation ledger. This ledger is designed to track policies
that have been entered in the system and the commission received on them.

1. From the ledger tab click the Receive Direct Bill Payment icon
2. Enter the date you are receiving the check in the Date Commission Check Deposit field

3. Choose the company from whom you are receiving the commission check in the
Company to Reconcile field

4. Enter the total amount of commissions received in the Commission Check Amount field. (If
this payment has been increased by a non-commission item or reduced by an expense
such as MVR, enter the total of commissions received and see the section below on Mixed
Commission Payments). If the company is requesting payment for return commission enter
the amount as a negative number.

5. Check the box for & Direct Bill Reconcillitation = =R
S h oW O pe N P O | |C |es , |Date Commission Check. Depo_sij ICompany to Reconcile _I IEommissiun Check Amount |Fleconci|ed Amount Balance Reconcile Now
. P 7/18/2014 ~ | |saFECD INSURANCE COMPA | 306 306 $0.00 Leave Reconciliation
which will list all the e 41
.. Client to Reconcile Policy to Reconcile MJ
pollcles ThOT are I _v_I Or I L] Show Accounting Ready [v
accounting ready in 2
. Eff Date IPuIicy # lPlemium IAmlDue ]AII Paileaymenl ILookupEIienl IExpilalion Dalel Policy Status -
which you may app Iy 127203 M1047273 $469.00  $70.35Yes $70.35/Jane M Hagen 6/1/2014  |Open
|12/a2m13  M1073383 $689.00  $103.35 Yes $103.35 Susan Adams 6/9/2014  |Open
payme nt |12/30/2013  oM2116189 $85200  $127.80 No JenyM & Brenda S 12/30/2014  Open
17250204 1083128 ROB $55200  $82.80 Yes $82.80 Maria & Tibbetts 7/25/2014  Open
6, App|y pOymenT TOWO rd _|2n/2014  OM24812111 $641.00 $36.15 No Cory & Apiil Davis 2142015 Open
. »|2/11/2014  M1008462 RO6 $33000  $49.50 Yes $4950 Melvin R & Betty Min ~ 8/11/2014  Open
the item (S) on your |1/9/2014 | M1081841 o8 $55200]  $82.80 No Larty Connor 7/9/2014  Open
.. | |1/30/2014  M1272067-R0B $22000  $33.00 No Connie Harvey 7/30/2014  Open
commission statement !
from the top pane: i ;
4]
Total Reconciled Policies ﬂ l
° F U " pqymeni - | f Th e NAME Policy # lE"eclive DateIF‘aymenl |Expiration Date|Policy Status -
H H H Jane M Hagen M1047273 12172013 $70.35/6/1/2014 __ Open
ifem shows in the list Matia 4 Tibbelts 11083128 ROE 1/25/2014 $82.80 7/25/2014 __ Open
Melvin R & Betty Miner 11008462 ROS 21172014 $49.50 8/11/2014__ Open
and the AmtDue (P Susan Adams M1073983 12/9/2013 $103.35/6/9/2014 | Open
matches the
commission i
received on your =
. < »
statement simply
double-click on the FIGURE 2 - RECONCILING A DIRECT BILL COMMISSION STATEMENT

line. This will
change the Payment to the full amount of the commission and the All Paid to Yes,
eliminating the item from the ledger the next time you go to reconcile this company.

e Partial Payment - If the item shows in the list correctly for the full term but you are only
receiving partial commission on this check, enter the amount of commission you are
receiving in the Payment field, leaving the All Paid at No so it will be available on the
next reconciliation.
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Correction of Policy - If the policy was entered incorrectly you can click the magnifying
glass to bring up the policy to amend it. You must regenerate for the changes to be
saved. (See note on regenerating accounting* below)

Clearing items in which payment has been applied - If an item is listed in the lower pane
that should not be there you can clear it by locating it in the lower pane and making
the payment amount zero.

Clearing items that will never be reconciled - If an item was from prior to the start of
your accounting system click the magnifying glass and place an ‘R’ in the DB
Reconciled field at the bottom of the policy window, click OK and no to regenerate.
The item will no longer be available in the Direct Bill Reconciliation.

7. Click the ﬁ button to move the paid items to the lower pane, which will add up in the
Reconciled Amount field.

If there are items on your statement that are missing from the Direct Bill Reconciliation
ledger you can either:

8.

Click the Show All Policies check box and if you find the item make sure to open the
policy with the magnifying glass and correct it so it is accounting ready

-0r -

Leave the Reconciliation to go to the Client and then Policy to either enter it or make it
Accounting Ready. This will save all entries that are listed as reconciled for when you
return to the Direct Bill Reconciliation and choose the company.

Note: *When regenerating accounting on a direct bill policy you may want to first be
sure that prior reconciliation has not been applied toward the policy (by looking for
commission on the transaction detail). When an item is reconciled and then
regenerated it clears all prior commission payments that had been posted against it.
For this reason it is recommended to make changes to policies that have been
reconciled by additional entry such as an endorsement. If you must change a policy
that has had commission posted against it, you must also re-reconcile that policy’s
commission on that same date for the same amount as originally reconciled. You may
want to choose Yes to Reverse entry in Cash, which will show you specifically what to
re-reconcile.

Once the Commission Check Amount field and the Reconciled Amount field match you
can click Reconcile Now. This will post a commission entry against each policy you have
reconciled and will place a deposit in the Cash account. If the amount was a negative
number for return commission it will ask you which account you would like your check to be
issued from.

Expenses and Checks
Paying expenses is a simple process of adding a line to the ledger in the account from which it
is being paid.

1.

From the Ledger tab choose the account from which the payment is being made
2. Fillin the date of the payment

3. The check number will prefill to the next available number. Change if necessary, or delete
in the case of an EFT payment
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New Payee:

a. Type in the payee as you would want the check to print. Keep in mind that if this is a
company or client the system will automatically enter the address if the Payee is
exactly like the Client Name or Company Name field

b. Enter the check amount in the Payment field (leaving Deposit at 0.00) and hit your
Tab key

c. You now will be in the Chart# field in the Transaction detail if this is a new payee,
which is where you select the allocation for this payment. If you have multiple
allocations, such as a payroll check, you may enter additional lines by hitting the
down arrow on your keyboard. These must balance to the Payment total to leave
the lower screen. When the allocations are complete hit the CTRL key on the
keyboard

s RECIRRTE T "o srs  nmoie  Repeat Payee:
» ng/an4 1853 ATAT v $000 $25000 $1.428.40 Tie . .

- If you have paid this

payee before simply
Transé&;;; Detail choose the name

from the drop-down
menu. This will fill
the check out just as
it had been the last
time it was paid, copying over the allocations. If you change the payment amount
and the check had a single allocation line in the Transaction Detail, it will default to this
new amount. If there were multiple allocation lines it will zero them out so you can
reallocate.

4. If you plan to print this check you want this Print field to say TRUE, otherwise double-click to
make it FALSE (or leave blank)

5. If this was a payroll check, double-click in the Payroll field to make it TRUE so it will be
available on the Payroll Ledger Report in the Reports tab.

|Chanttt |Descrtior |Detu | Crei [Balsrce  [Date

w | Adverhong Exper $50.0C $0.0x 5000 718/72014

$200. 00 $0.00 $250.00 718/2014

Printing Checks

When you click on the View Check icon it will print all checks marked TRUE to print. The
ng.i View Check window will show you a view of the current check you are highlighted on

and any detail within it. You may change here the Description or Address, and scroll
through to the other checks pending as well to edit as needed. When you click the Printer
icon it will offer a list of formats. If this is the first time you have printed you may want to print
various formats by printing to plain paper first and comparing. If it is just a small difference, the
Auto-Adjust feature on the View Check screen allows you to move the data up or down. Any
formatting changes will remain for the next check printing session.

Accounts Payable

The Accounts Payable sub-ledger in AgencyPro is designed to keep track of what you owe

your companies, producers, or other various current liabilities. This is an optional feature and
may require some initialization on the part of the agency that has been running AgencyPro

prior to the release of this new feature.

The accounts payable are tracked through the liability accounts in the ranges defined below:
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Company A/P — Net postings will show for agency billed policies that have been posted
to the 2000 series of accounts. The Company Payables report will show the outstanding
items owed.

Commission Due — Commission due to the producer posted to the 2200 series of
accounts. The Rep Payables report will show the outstanding items owed.

Direct Bill Payable — Payments against direct bill policies in which the check was not
chosen to be written at the time of receipt, which holds the funds in the 2100 series of
accounts.

Making a Payment
b From the Ledger tab select the Payables icon. From the Select Type drop-down
o) . . -
5541 choose the type of payable you wish to pay (typically Company A/P or Commissions
Due). From the Select Named drop-down choose the sub account you wish to pay

(the company or producer). The items available for payment will appear in the Payables
window.

e To pay the entire amount owed toward an item double-click on the line

e To apply a partial payment you may right-click the line and type in the amount of the
payment you wish to apply

e To pay all available items on the ledger click the Pay All icon above the Cancel button.
You can click this icon again to toggle all items to unpaid.

Once the items you are paying are marked the Total field should reflect the amount of the
payment you are

& Payables = | & Es | making. Select the
Select Type Select Named .
| Company /P ~] JusriGar & ?lw;::jg a C.(?OU Nt you are
‘.é Mark records to include in check. Aty ¢ Unpaid erh ng The c heC k
IDate ] Pay lAmounl ITntaIPald |AmtDue |Source |Cha|m I LinkDescript -~ fro m (Or fh e C O S h
2/2/2014 | $12.82500 $12.825.00 $0.00_$12.825.00 Policy 2007 Brown Co. account if thisis a
| 325000 525000, 000,  $250000Poiey (2007 [BownCo | iot f

71/2014 $192.00 000 $192.00 Policy 2007 2 Guys Barber Shop |2 receipriora

7/28/2014 $100.00 $0.00 $100.00 Policy 2007 2 Guys Barber Shop |7 n eg q T|Ve

7/28/2014 $25.00 $000  $25.00 Policy 2007 2 Guys Barber Shop .
712812014 $85500  $0.00  $855.00 Policy 2007 | 2Guys Barber Shop ‘ statement), edit the

Description, Date,

i Payee and Check
Number if
necessary, and then

Select account to pay from Description Paid On

ltrusl l.l lBrown Co - #6548948¢ 418/2014 v | b Clic k Poy 1-0 ﬁno ”Ze
Payee Check Number fhe pOymenT. ThIS
[usFa [ 1048 Total |$13.075.00 Pay Cancel

will create an entry
in whichever ledger
you chose.

FIGURE 5 - MAKING A PAYMENT TO A COMPANY

Note: Once an item has been paid you will not be able to regenerate accounting on that
policy. All changes must be done by endorsement.

Paid Item Report
If you wish to generate a report showing the payments made click the Show Report of
;J]J what was paid icon on the ledger (next to the Account drop-down when a payable
payment is selected).
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When making a payment to a company on behalf of the client, simply enter a manual check
to the company allocated to the appropriate liability account (2000 range). When the
customer comes in and pays apply it as usual in the Client A/R toward the policy.

If it is a direct bill payment you may choose to do a Cash Client A/R Adjustment from the
Client A/R to create a notation on the receivable. See more in the previous section on the NSF
process.

Transfers

.. When fransferring funds between accounts first go into the account in which you are
- transferring the fund from and select the Account Transfer icon. Choose the account
in which you are fransferring the funds to, the date and the amount of the transfer,
click OK. Both entries will be allocated to the transfer account, making a net balance of zero.

Editing/Voiding Ledger Entries

ltems in the ledger accounts can be modified, and sometimes voided. However,
entries sourcing from a sub-ledger (such as a customer payment for instance) should
not be modified directly from the ledgers, as they will then put your accounting out of
balance.

These sub-ledger items can be identified by the brackets <> around the account
number. If the entry in question has a bracketed account number in the allocation,
then the correction must come from the source. For further assistance in making
corrections, please contact Agency Software Support.

-

If the item was created directly in the ledger (the allocation is un-bracketed) you
can edit by first clicking the Unlock icon, then modifying the entry.

After any correction, it is recommended to run the Transaction Detail Report for the
day(s) effected to make sure the report ending balance remains zero.

Only a check sourced directly from the ledger can be voided by using the
ledger’s Void icon. This will zero out the amount of the check and replace
the payee with “***VOID***", All other checks will have to be reversed from the source
(reversed as they were originally entered). If this was a misprint and you wish to assign
a different check number to the entry, simply change the check number and mark
TRUE to print the check to the correct number. If you wish to account for the misprint
check you may enter a new check line for a zero amount using “***VOID***" for the
Payee and allocating the entry to Account Transfers.

Yoid

Combined Statements

Occasionally a company may pay you by mixed agency bill/direct bill statements. To
account for these statements you must know what portion is agency bill and which portion is
direct and first go to reconcile the direct bill portion of your statement, entering the
Commission Check Amount as the amount of the direct bill commission you are receiving on
the statement.
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Once the commission portion is listed in the Cash ledger, edit the entry, zero out the deposit
(or payment) amount, and add an allocation in the fransaction detail offsetting the
commission to the payable (2000 account range) of the company, being sure to leave the
original bracketed allocation alone.

You now can go into the Payables to make your payment to the company and the
commission portion will be listed.

E’Sﬂ 2/2011 CNA Insurance Company - Payment R $0.00 $10,204.20 G
x Transaction Detail
Chart Description | Debit | Credit | Balance I Date | Source ~
{2003 CNA Insurance Company A/P $481.68 0.00 $481.68 9/12/2011  CNA Insurance Company &/P ;
| |<1803> CNA Insurance Company DB P $0.00 $481.68 $0.00 871272011 CNA Insurance Company DB Payment v
< >
@

FIGURE 6 - OFFSETTING DIRECT BILL PORTION OF THE COMBINED STATEMENT TO PAYABLES

Mixed Commission Payments

Occasionally a company may pay bonuses along with your commission statement or withhold
expenses, such as MVR, from a statement. To account for these you must first reconcile the
actual amount of commissions received in the Direct Bill Reconciliation. Once the deposit is in
cash you can modify the Deposit amount, press the CTRL key then the down arrow for a new
Transaction Detail line. Enter the chart number of the item being appended to this deposit
(EXE: MVR Expense, Bonus Income, Efc.), and enter the amount of the amendment. Press the
CTRL key again and it should let you out of the Transaction Detail without error if in balance.

E]SM 572011 First Rehabilitation Ins. Co. - Payment  ERaReL $0.00 $13,618.42 False Pt
x Transaction Detail
Chart#t | Description | Debit I Credit | Balance | Date I Source »~
| | 4800 Bonus Income $0.00 $100.00  ($100.00) 9/15/2011  Other Income
p|<1601> First Rehabilitation Ins. Co. DB $0.00 $275.34 -375.34 9/15/2011  First Rehabilitation Ins. Co. DB Payment v
< >

FIGURE 7 - ADDING BONUS INCOME TO A COMPANY COMMISSION PAYMENT

To set your agency up for success...

Bank Reconciliation
= When you receive your monthly bank statement, you likely will want to reconcile in the
Cé'g-‘- program to assure that your bank and the AgencyPro ledgers match. To reconcile
your bank go to the account you wish to reconcile and click the Balance Account
icon. Enter the ending statement balance and click OK. You will see a line of balances
appear above the Transaction Detail section representing the status of your reconciliation.
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Clear items that appear on your bank statement by double-clicking the C/R column; a C
should appear and the item added/subtracted from the Difference at the bottom. Continue
to clear until the difference is 0.00 (if you wish to get a report you must do it at this point, see
the Bank Reconciliation Report instructions below); click Done Balancing to complete the
reconciliation.

Clients  Policies Web View  Client A/R  Ledger = Acords Notes Reports Letters Personal Claims Images

o= @ QJ L_ ' & x \J‘ GAY E-I Yoid I Dane Balancing ’ Aot |Checking LI

Date | Num I Payee | Deposit | C/R I Payment I Balance | Print |Payroll| ~
| | 3172010 1037 Air Touch Cellular $000 C $126.78 ($126.78) True
3/1/2010 1038  Property Management $0.00 $1,000.00 ($1,126.78) True
E 3/1/2010 1039 Awista Utilities $0.00 B $221.00 ($1,347.78) True
|| 9/12/2011 American Express $000 C $1,988.07 ($3.335.85) True
|| 9/12/2011 Deposit from Cash $5451.00 C $0.00 $2115.15 False
|_|9/13/2011 Federal Express $000 C $328.00 $1,787.15 True
L 9/22/2011 Deposit from Cash $7.851.25 C $0.00 $9,638.40 False
|_|10/1/2011 Deposit from Cash $325.00 C $0.00 $9,963.40 False
104172011 1025 Idaho State Tax Commission $0.00 $247.00 $9,716.40 True
| os2/2011 1028 Pithey Bowes $0.00 $66.85 $9,649.55 True
:10/'3/2011 1027  Property Management $0.00 C $1.000.00 $8.649.55 True
|| 0/21/2011 1040 Bob Smith $0.00 C $33.00 $8.616.55 True
|_f10/23/2011 GTE $0.00 $158.02 $8,458.53 True

M

Statement = $13350 Reaqister = $$19645.97 Difference = $-295.97

FIGURE 8 - BANK RECONCILIATION IN PROGRESS

Opening Balances

Usually the first reconciliation is the most difficult, as the opening balance should represent the
beginning balance of the statement from when you began your books, but can also be a
mid-month balance.

e [f thisis your first AgencyPro bank reconciliation and the Opening Balance matches your
statement ending balance, simply clear it and your bank reconciliation should balance
when complete.

¢ |If the Opening Balance represents some items that hadn't cleared to date you will need to
break your Opening Balance into two lines. For instance, if you had a $1000 opening
balance that included a $50 check that had not cleared to date, change the original
opening balance to $1050 (in the Transaction Detail as well) and create a second opening
balance line for a $50 payment (with the same date and allocation account). This may
also occur after closing the books. Now you can clear the entry that represents the
beginning balance and cleared checks, and leave uncleared the outstanding item(s).

Bank Reconciliation Report

The two reasons for getting this report are to document the cleared items on this reconciliation
and to balance on paper if your reconciliation is not balancing. To get the report go to the
Reports tab, select and run the Register Report. Select the account in question and click OK.

CASH ACCOUNTING WORKFLOW PAGE 16 OF 19



Choose ‘C' for the Reconciled field and make sure the date range would encompass any
items that have been cleared in your account.

Reports

AgencyPro has no month end procedure, but it is recommended to first reconcile and review
all ledgers, then review certain reports periodically to assure your workflow is correct. These
reports include:

Trial Balance — Check bottom line figure to make sure it is 0.00. See secfion below on out of
balance froubleshooting.

Aged Receivables — Assure the customer receivables look in order, you may also want to print
statements for customers who owe. The detail and access to the statement is on the Client
A/R tab.

Company Payables and Rep Payables — Assure that the company and producer payables
reports reflect correctly what is currently owed to the companies and producers.

Balance Sheet — Review account balances for correctness. The 2100 account range should
not hold balances regularly; the 2000 accounts should only hold what you currently owe to
your account current companies; the 1600 account range should hold what the company
currently owes you in commission. Also, the Cash account should only reflect what you hold to
deposit. You may also wish to use this report to compare your financial status to past years.

Income Statement — Review account balances for correctness and to analyze net profit or loss.
You may also wish to compare these figures to prior periods for historical results. The Account
Transfer account should regularly hold a zero balance.

Are you out of balance?
Run your trial balance and look at the final figure; this should be 0.00

e |If you are out of balance go to the Ledger tab, click the date header on the title R
bar to put in date order and then the Recalculate All icon to recalculate each U
account, then rerun the frial balance and check again.

e If you are sfill out of balance you will want to pinpoint the days of the errors by running the
Transaction Detail Report and looking at the difference on the last page of the report.
Typically you will run this month to month until you find one that has a difference and then
run week by week, taking it down to day to day until you find a particular day that holds a
difference. Once you have it down to a single day with a difference you can start looking
for the reason(s) for that difference. Here are some things to look for:

o Red - Anyred items indicate an unbalanced ledger entry. The Transaction Detall
Report is organized to list the ledgers page by page. If the allocation for a ledger
entry shows in red it either doesn’t balance to the ledger entry or it doesn’'t have a
valid chart number. Either way go info the ledger, select the appropriate account,
and correct the allocation appropriately.

o Invalid Accounts — Listed at the very beginning of the Chart of Accounts section, if
an invalid account is listed it is likely tied to a policy that was not completely
accounting ready. To find this policy you may need to note the Inc number and
reference it in the Transaction Detail window of the policy screen. To do this go to
the Policy tab, highlight any policy, click the book icon and replace the Linkinc
number in the bottom field with the Inc number you noted from the report. Double-
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click the Inc number you just typed in and that policy’s information will be listed for
you to find this account. Many times the policy just needs to be opened, all fields on
the left made valid and the accounting to be regenerated.

o Direct bill reconciliation — A bracketed allocation on a check or deposit indicate the
other side of the transaction is handled at the policy level. For instance, if you have
done a direct bill reconciliation, the cash deposit will have a bracketed 1600
account entry and the Chart of Accounts section should have corresponding
entries to the income account for that company that add up to that same amount.
Keep in mind that a single direct bill reconciliation can be posted to multiple
income accounts for the company if they do both commercial and personal lines
on a single statement. The total of the income allocations should add up to the
amount of the deposit in cash.

o Customer Payments — Again, these will come into the ledger as bracketed
allocations. If this was an agency billed policy then the offsetting allocations to the
deposit (or check) should be a split between the payables and income accounts.
On a direct bill policy the offset should be a credit to the 2100 account for the
company.

By finding and fixing these out of balance issues, you will likely gain insight into the AgencyPro
accounting workflow and what potential workflow issues you may have in your agency. It is
recommended you check your balances regularly to insure correct financial statement
balances. If you need help tracking down or defining an out of balance issue, call Customer
Support for further assistance.

Agency Bill Commission Transfer

This is where the real difference between accounting methods (Cash vs. Accrual)
comes into play. At this point in the workflow, any agency bill payment received has
had a portion allotted to commission per the policy setup. This happens during
payment posting. To find the amount of commission retained during a (nhon-
overlapping) period of time you can run the Agency Bill Commission Report*.

The actual fransfer (if you deposit your agency bill payments to a trust account and
need to transfer that total out to operating) is a simple transfer of funds (using the
Account Transfer feature from the Ledger tab while in the Trust account), and does
not affect an actual income account, as the income is posted on the policy itself.

*Contact support if you do not have an Agency Bill Commission Report.

<, To access ajournal entry select the Access General Ledger (or Transaction Detail)
a_ _J icon from the Policy, Client A/R or Ledger tab. Click the Journal Entry icon. The
top portion of the entry is a different layout, but same functionality as the grid
below. Simply choose the first account number you wish to affect and type in the amount as a
debit or credit, adjusting the date and description as needed. For the remaining entries,
schedule those in the grid below. The balance will be the opposite of the amount in the top
section and must be zero to save the journal entry, click OK to post.

CASH ACCOUNTING WORKFLOW PAGE 18 OF 19



Alternatively, you may add a zero entry in the Cash ledger, then enter the journal entry in the
Transaction Detail section. This allows the entry to be edited if needed, and periodically
reproduced.

The close books procedure can be ran at any time during your year, as it allows you to select
the range of dates that will be closed. The average agency will wait to close books until they
have reconciled all outstanding past year items in the ledgers and have performed any past
year adjusting journal entries. Some agencies close prior to that and must make adjustments
for outstanding items in reconciliation (see Bank Reconciliation procedure above) and year
end journal entries must be done to both the archive agency and the live agency.

The close books procedure automatically closes any income and expense during the selected
period to the Retained Earnings account. It also will clear the transaction detail posting within
that date range, leaving any asset, liability and equity accounts with an opening balance
reflecting the total to the date of closing.

This procedure also allows you the option of closing past detail for the ledger accounts and
Tfile events. Most agencies want to first create an archive agency to allow them the
opportunity to view these closed entries. Some agencies may also wish to take this opportunity
to purge past policies and reset their file for scanning for optimal performance. Full close
books instructions can be found at our website or you can call support to schedule the close
to be performed by a representative.
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