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This document is an agreement between you, the
end user, and Agency Software, Inc. by initial
installation and/or use of any of the programs which
are part of Agency Software, Inc. (EasyApps.
EZAgent, and AgencyPro, herein after called the
program). You are agreeing to become bound by
the terms of all parts of this agreement. This
agreement constitutes the complete agreement
between you and Agency Software, Inc., and it may
not be changed or terminated orally but only by an
instrument in writing signed by the party against
whom enforcement of any waiver, change,
modification, extension, discharge or termination is
sought.

GRANT OF LICENSE

In consideration of payment of the License Fee,
which is a part of the price you paid for this product,
Agency Software, Inc., as Licenser, grants to you, the
Licensee, nonexclusive right to use and display this
copy of the program at a single location.

OWNERSHIP OF THE PROGRAM

As licensee, you own the magnetic or other physical
media on which the program is originally or
subsequently recorded or fixed, but Agency Software,
Inc. retains title and ownership of the program
recorded on the original disk copy(ies) and all
subsequent copies of the program, regardless of the
form or media in which the original and other copies
may exist. This license is not a sale of the original
program or any copy.



USE RESTRICTIONS

As the Licensee, you may physically transfer the
program from one computer to another provided
that the program is used only by up to FIVE LICENSED
USERS. A licensed user is defined as a single person to
whom the software is licensed. This means that you
may use the software on any computers associated
with the single licensed user including office, home,
notebook, and network computers. Branch offices,
satellite offices, or multiple businesses sharing the
same location are not covered under this agreement.
Additional licenses for additional users may be
purchased at an additional fee.

TRANSFER RESTRICTIONS

The program is licensed only to you, and may not be
transferred to anyone without the prior written
consent of Agency Software, Inc. Any authorized
transferee of the program shall be bound by the
terms and conditions of this agreement. In no event
may you fransfer, assign, rent, lease, sell or otherwise
dispose of the program on either a temporary or
permanent basis.

Agency Software, Inc.’s entire liability and your
exclusive remedy as to the media shall be at Agency
Software Inc.’s option, either (a) return of the
purchase price, or (b) replacement of the media that
do not meet the above-stated limited warranty and
which is returned to Agency Software, Inc. with a
copy of the receipt. If a failure of the disk had
resulted from accident, abuse, or misapplication,
Agency Software, Inc. shall have no responsibility to
replace the media or refund the purchase price. Any
replacement media will be warranted for the



remainder of the original warranty period or thirty (30)
days, whichever is longer.

IN NO EVENT WILL AGENCY SOFTWARE, INC. BE LIABLE
FOR ANY DAMAGES INCLUDING LOST PROFITS, LOST
SAVINGS, OR OTHER INCIDENTAL OR CONSEQUENTIAL
DAMAGES RESULTING FROM THE USE OR INABILITY TO
USE THE PROGRAM, EVEN IF AGENCY SOFTWARE INC.
HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH
DAMAGES, OR FOR ANY CLAIM BY ANY OTHER PARTY.

EZAgent® for Windows
Program written by K. Mitchell Mclnelly
Copyright 2005-2018 by Agency Software, Inc.
All Rights Reserved

No part of this manual may be reproduced, transmitted,
franscribed, stored in a retrieval-based system, or
franslated into any language, natural or automated, in
any form or by any means, without the prior written
consent and permission of an officer of Agency
Software, Inc.

The software described in this manual is protected by
the outlined copyright laws.

This manual could include technical inaccuracies or
typographical errors. Changes are periodically made to
the information herein. These changes may be
incorporated in new additions of the manual which can
be found at www.agencysoftware.com.

EZ Agent for Windows is a registered tfrademark of
Agency Software, Inc.

ACORD is a registered Trademark of ACORD Corp.

Windows is a registered frademark of Microsoft Corp.
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Agency Software, Inc. (ASl), established in 1988, has
been the forerunner of property & casualty insurance
software since its inception date. Founded by James
M. Carpenter and current President and CEO K. Mitch
Mclnelly, ASI has an existing insurance user group that
exceeds 20,000 agencies. With 70,000 insurance
agents in the United States, ASl is proud to claim an
installation base rate of nearly 26% of all agencies,
and over 30% of all automated (PC based) agencies
in the U.S.A. ASI has helped these agencies' users
actuate their PC's for the purpose of increasing
overall penetration of personal and commercial lines
markets.

ASl has proven to be an invaluable asset to their
agency users through the creation and support of an
impressive library of insurance software products.
These products include such industry standards as,
EasyApps, EasyApps Professional, EZAgent, EZ
Download Manager, EZ Download Plus, and
AgencyPro.

AgencyPro is our full-featured insurance agency
management system. With careful attention to
ergonomics and ease of use, AgencyPro provides
maximum functionality.

With company focus, development, and marketing
strategies aimed and addressed toward Property and
Casualty insurance companies and their ever-
changing needs, Agency Software, Inc. is committed
to developing customized software systems for those
carriers who share the common goal of increasing
overall written premiums while decreasing errors and
omissions exposure.



Our products create a central database for all your
client information, and in some cases, direct access
to insurance company web sites.

For years, agents have been populating their
companies' databases with their own client
information; now it's time to get that information
back! Keep your client information in your own
database as well as in the company database, and
pull existing client information from the company
database down into your database.

It is easy to transfer your customer information from
Outlook into the Clients window; just drag the
customer name from the Outlook window and drop it
onto the program icon on your desktop.

Track your clients' policies, claims, personal data
(family names, birthdays, etc.), and any notes you
wish to permanently record about client interactions.

Run preloaded reports, such as Commission by Rep
and Customer by Expiration Date, or create your own
custom reports for any specific data you want. Print
mailing labels for any or all of the clients in your
database.

You can also write letters to specific clients or create
form letters for several clients, and attach those letters
to specific clients so you can find them easily in the
future. There are many pre-built marketing letters that
you can either use as is or edit, and they are ready to
merge with client data such as names, addresses,
and personal and policy information.
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The Tickler system allows you to set reminders, and an
automatic transactional file that records every
fransaction anyone made.

In short, our products makes your work as an agent
much more efficient and puts you in control of your
clients' insurance needs!

To maintain support and product updates you must:

Have internet access — All updates are available by
internet only.

Renew support fees — To continue support and
updates you must pay an annual maintenance fee,
for which you will be billed in advance. In addition, if
you experience hardware technical problems, you
must have an experienced technical person
available to deal with our technical support team.

If you suspect the problem is with your computer
hardware, printer, or software unrelated to Agency
Software programs, seek help from a local tech
person.

If you feel the problem is related to your Agency
Software program you can access technical
resources or contact our technical support tfeam
through:

Website: www.agencysoftware.com
Email: support@agencysoftware.com
Telephone: 800.342.7327 ext. 30

Our support team will respond as quickly as possible
considering the current call load, usually the same
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day, usually within the hour (during business hours of
7am to 4pm Pacific Time (pst), Monday through
Thursday, and 7am to 3pm Friday). If you are hiring
outside tech support, make sure to make an
appointment with one of our tech team members in
advance to minimize your costs for outside support. If
your tech is on site, be sure to say so if you reach our
voice mail during business hours.

This manual has been designed to take you from
initial installation to proficiency. When changes are
made to this manual, the newest version will be
available on our website at agencysoftware.com.
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SECTION 1
INSTALLATION

This section will cover the product requirements and
direct you through installing EZAgent to either your
local machine (as a standalone) or to a shared
location to be accessed by the entire office.

Technical Requirements

The following technical requirements are what you

must have to install and run EZAgent. These system

requirements and recommendations are subject to
change as technology evolves.

Server

e 2+ Ghz Quad Core processor (or better)

e 38+ GBRAM

e 1 GBHD space free* (NAS drives not
supported)

e 100 MBPS wired network** (Gigabit highly
recommended)

¢ Windows Professional versions: Windows 7,
Windows 8, Windows 10, Server 2008*** and
Server 2012*** (not Essentials versions)

¢ Infernet connection (high-speed
recommended)

*Initial HD space for program and database
storage, this does not include document storage
(which is likely to use up significantly more space
as the agency goes paperless).

**Databases are prone to corruption over wireless
networks.

***Not recommended for Terminal Services.
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Workstation

e Dual core processor (or better)

e 4+ GB RAM (6+ recommended)
200 MB HD space free

e 100 MBPS wired network (Gigabit highly
recommended)*

e Windows Professional versions (Windows 7,
Windows 8, Windows 10)Internet connection
for technical support

e TCP Port 1163 opened (to check subscription
status for update password)

¢ Installed default printer driver

*If workstation accesses the program through the
network.

Installation procedures must be followed precisely. A
faulty installation will produce negative results and
possible loss of data. Qualified technical personnel
should install the software.

NOTE: Due to an unlimited number of possible
computer configurations, Agency Software, Inc.
cannot be held responsible for loss of data under any
circumstances. Data can be lost or become
corrupted by means beyond our control.

The installation will attempt to connect to our server
fo verify your current support status, therefore, you
may have to disable your firewall to allow this
connection.

Use these directions to install a new copy of EZAgent
to a single computer. Use the Moving Program
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instructions when moving an existing installation from
one standalone to another.

NOTE: Multiple datasets can only be combined by
Agency Software for a fee. If you intend to share the
program over a network in the future, you may
consider this when loading the program to mulfiple
standalones.

1. Plugin the installation USB drive from the front
cover of this manual and choose the option to
Open Folder to View Files (or browse to the drive
using Windows File Explorer)

2. Double-click AutoPlay from the root of the drive

3. Click on EZAgent from the Agency Software, Inc.

% Choose Destination Location )

Setup will install EZ&gent for Windows in the following folder.

To install into a different folder, click Browse, and select
another folder.

You can choose not to install EZAgent for Windows by clicking
Cancel to exit Setup.

i~ Destination Folder

‘ C:\EZAgent Browse... |‘

Cancel I

FIGURE 1 - CHOOSE DESTINATION LOCATION

window (this may take a minute to launch); click
Next in the Welcome screen

4. In the Choose Destination Location screen,
examine where the program will be installed (this
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10.

defaults to the C: drive). Change the drive if
necessary, but do not change the folder name

In the Start Installation

. B Agency Setup @
screen click Next
Agency Name

En’rer the possword |AGENCY SOFTWARE INC
provided by your Addess
Ageﬂcy SO.H.WO re IE2:1 5\:’est C;mmen;e Drive

. ity, State Zip
account representative [Rapden, ID 83835
The installation will Fhone i

. |i208)762-12685 [i208)762-1265
begin and, when Email Address (Optional)
com pleTe Th e STO r.I. Istaff@agencysohwave.com
! License Number (California Only)

Menu program group
will be displayed and X Cancel

the program shortcut(s)
will appear on your
desktop. You can now Exit the initial installation
window and remove the USB drive

Run an update following the Updating the
Program instructions in the More Technical
Information section

Run Agency Setup (an option available from the
EZAgent folder in your Start Menu program group;
if you do not find it there you can run setupw.exe
from the EZAgent folder created in this
installation). Enter your ten digit agency phone
number (the one on record for your account) and
click OK

Run Techtools (TechtoolsV8 for Windows 8/10
computers) for supplemental install adjustments.
The common adjustments depend on which
program you are installing and which version of
Windows you are running

If you are running Windows:
Windows 7 - click the tab to:

17



e Run as Admin - click the blue button to fix
Vista and Windows 7
e ASI Printer — click Install ASI Printer

Windows 8/10 — Click the blue button on the first
tab which will give further instruction if additional
action is necessary, then install the ASI Printer from
the third tab.

Network Installation

Use these directions for the initial installation of
EZAgent to a network (or peer to peer) server. (Use
the Moving Program instructions when moving an
existing installation from one server to another.) The
preferred setup is to a dedicated server (server is not
used as a workstation), however, the program can be
installed to a peer to peer server (a system someone
also uses as a workstation).

NOTE: For best results in Windows 7, first disable User
Account Controls and reboot prior to the installation.

Setting up the Network

Your network should be set up by a qualified network
technician. Our program is loaded to a shared folder
on a physical drive (see information on NAS devices
in the Technical Requirements section) of the server
computer (we would typically call the share ASI). Full
control must be granted over the shared folder and
all subdirectories to all users (Everyone).

Mapping Letter Drives

Drive letters should be mapped identically on the
server and all workstations (very important for imaging
purposes). These common network drives are
mapped to the shared folder, not the Agency
Software program folder.
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First, get the Full Computer Name of the server
machine.

To find the Full Computer Name right-click the
Computer (or This PC) icon on the server machine
and click Properties. Find the Computer Name (not
the Computer Description) without the period that
follows it. On Windows 7 it will be listed under
Computer Name.
Computer name, domain, and workgroup settings
Computer name Server-PC
Action Center Full computer name: Server-PC.domain

Windows Update Computer description:

Performance Information and Domain: domain
Tools
Windows activation

FIGURE 3 - FIND COMPUTER NAME
Next you will map a network drive:

1. Click with the right mouse button on the
Computer (or This PC) icon.

2. Select Map Network Drive.

3. Open the list in the Drive box and select the

network drive letter you want to use (for example,

Q:).

4. Inthe Folder box, type the path to the drive where

you will install the program (e.g., if you are going
to install the database to the C:\ drive on the
computer named Server-PC, you would enter
\\Server-PC\C).

Note: It is recommended to install to a shared

folder (e.g., a folder named ASl) instead of the C:

drive, in that case you would type \\Server-
PC\ASI in the Folder box.

INSTALLATION
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5.

&/ & Map Network Drive

What network folder would you like to map?

Specify the drive letter for the connection and the folder that you want to connect to:

Drive: l Q V]

Folder: m % Browse...

Example: \\server\share

[V Reconnect at logon
_| Connect using different credentials

Connect to a Web site that you can use to store your documents and pictures.

Einish ‘ Cancel

**Do not map to the product’s program folder**

Click Finish. A window to the new mapped drive
opens, and it reads Q:\ in the window's title bar.

You are now ready to install the software to the drive
that you just mapped.

Initial Installation

1.
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Plug in the installation USB drive from the front
cover of this manual and choose the option to
Open Folder to View Files (or browse to the drive
using Windows File Explorer)

Double-click AutoPlay from the root of the drive
Click on EZAgent from the Agency Software, Inc.
window (this may take a minute to launch); click
Next in the Welcome screen

In the Choose Destination Location screen,
examine where the program will be installed (this
defaults to C: drive). Change the drive if
necessary, but do not change the folder name




% Choose Destination Location 1

Setup will install EZ&gent for Windows in the following folder.

To install into a different folder, click Browse, and select
another folder.

&u can choose not to install EZagent for Windows by clicking
ncel to exit Setup.

i~ Destination Folder

Q:\EZ&gent Browse...

Cancel I

FIGURE 5 - CHOOSE DESTINATION LOCATION

5. In the Start Installation screen click Next
6. Enter the password provided by your Agency
Software account representative

7. The installation will 88 Agency Setup
begin and when
Agency Name
complete the Start [AGENCY SOFTWARE INC
Address
Menu prpgrom [215WestCommerceDvive
group will be Ciy, State Zip
displayed and the ‘::””e""“’ms i
program ShOFTCUT(S) [r2087762:1285 [i208)762-1265
will appear on your {Et"’;g‘d““ Cpiord)
stal '‘agencysoltware.com
deSKTOp- YOU Con License Number (California Only)
now Exit the initial l
installation window ey

and remove the USB
drive

8. Run an update following the Updating the
Program instructions in the More Technical
Information section

FIGURE é - AGENCY INFORMATION
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9.

Run Agency Setup (an option available from the
EZAgent folder in your Start Menu program group;
if you do not find it there you can run setupw.exe
from the EZAgent folder created in this
installation). Enter your ten digit agency phone
number (the one on record for your account) and
click OK

If this is a peer to peer server you will also run as a
workstation, follow the Workstation Setup instructions
below.

The network drives should already be (identically)
mapped as part of the Setting up the Network
process in the Network Installation section of this
manual.

Follow this procedure at each one of the
workstations:

1.

Double-click the Computer icon to open the
Computer window.

In the Computer Window, double-click the
mapped drive where you installed the program (in
this example the Q: drive)

Double-click to open the EZAGENT folder

Double-click the file named setupws.exe (that is
setupws.exe not setupw.exe) Windows 8/10
workstations skip this step and continue to step 7

Click Next in all the dialog boxes

6. When the workstation setup is complete, a

22
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7. Run Techtools (TechtoolsV8 for Windows 8/10
computers) for supplemental installation
adjustments. The common adjustments depend
on which version of Windows you are running. If
you are running Windows:

Windows 7 - click the tab to:

e Run as Admin - click the blue button to fix
Vista and Windows 7

e Disable IE Security Warning - click the blue
button

e ASI| Printer — click Install ASI Printer

Windows 8/10 — Click the blue button on the first
tab which will give further instruction if additional
action is necessary, then install the ASI Printer from
the third tab.

% Tech Tools 2.23 = =h @

TechTools has an update. Click "Help” to update. B @) Help

[ Last Theme [ Par3 Fx | K Process | DL Reg Fix | BDE Rip [ Cortacts it [ Web View Fies [ loon Cache [ OCXfles|
Run as Admin | Disable IE Securty Waming | AS Printer | Create ASl.exe | Freeze ShortCut | Broadcast | Old Foms | BDE Adjust |

This permanently sets the program to be run as an administrator
and Forces Windows to use Mapped drive letters instead of UNC's

Its also now disables the IE Security Warning.

Fix Vista and Windows 7

Method2 | UACis OFF
Method4 | EnablelinkedConnections is Enabled

Update EZAgent

You are now ready to run the program from the
workstation by double-clicking on the icon on your
desktop.
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When you open EZAgent on a workstation you are
opening the database that you installed on the
server. If the workstations were set up correctly,
multiple users can open the database at multiple
workstations at the same time, and all will see the
same data.

Your First Login
When the login Screen comes up for the first time,
enter the Username SUP and the Password SUPER.

When EZAgent opens, click the Setup tab and click
the Employees button. In addition to SUP, you'll have
five employee names entered- User 2 through User 5.
Do not delete any of these employees - instead, edit
each employee to change the name and password
to a user.

Tip: Don't change the SUP name until you've
changed all the others — that way you'll always be
able to login with SUP and
SUPER even if you can’t
remember a user's name
and password.

Login

User Name:
|suP

Enter Password:

For more information on I~
setting up users see
“Employee Information oK Cancel
Database” in Section 3. Subscription Status: Current

For best results please review the following
information carefully prior to installation.

User Rights

For best results, the user should be granted
Administrative rights over the local machine and the
network share (if applicable). If the workstation is
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running Windows 7, the User Accounts Conftrols can
be disabled (followed by restarting the workstation)
prior to installation for easiest configuration. Please
contact technical support for more information or
other options.

Network Attached Storage (NAS) Devices

Network attached storage devices are not
recommended. With no controller card, these
devices are not a solution for multiple user
configurations and may cause significant slowdowns
of data retrieval as well as issues propagating
permissions.

Wide Area Networks

EZAgent is adaptable to wide area solutions, such as
Terminal Services or cloud services (please read the
copyright notice for more information). These wide
area solutions must be properly configured by your
technician to support program functionality. For more
information, please contact customer support.

Backing Up

Our programs have an option for Automatic Data
Backups. These backups are written to the same
location as your program data (in the Backup folder)
and are not a valid backup solution for your program
data. You MUST have an offsite backup method
available as your primary backup source. We suggest
backing up the entire program folder to an external
location regularly, but making sure this is done while
no one is in the program.

Qualified Technical Support
Your equipment needs to be properly configured and
maintained by a qualified local technician.
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Data Storage Information

The initial installation creates an EZAGENT folder
where all shared program data will be stored. This
program folder will be typically located at the c:\ of
a standalone or the root of a mapped network drive.
All of our databases and executables are located
inside of the EZAGENT folder.

We suggest doing monthly updates so you have
available the most current Acord forms and product
features. Our updates are available online only and
must be done with no one in the program or forms.

Obtaining the update password

The update will ask for a password. The Password will
check your support status at our servers (your support
must be current to access the updates) and give you
the current update password.

1. From the Windows Start menu (or the ‘Utilities
for EZAgent folder on your desktop if you are
running Windows 8 or 10) select Programs, then
the EZAgent for Windows program folder

2. Select Password.

Accessing the update
Make sure the program and all forms are closed on
all workstations before starting the update.

1. From the same folder from which you got the
password, select the ‘Updates for EZAgent’
option (or go to www.agencysoftware.com, click
the Updates heading, and choose EZAgent
Updates from the Select Update drop down list)

2. Click the link reading:
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http://www.agencysoftware.com/

3. Run the downloaded file and click Next on the
Welcome screen

4. In the Choose Destination Location check the
location for accuracy and click Next

5. Click Next on the Start Installation screen

6. After the backup enter the password obtained

During the update process the program will:
¢ Download the most current features
e Run utilities
¢ End by opening up your start menu folder.

The EZAgent files are contained in the EZAGENT
folder. To transition to a new server (or standalone
workstation) you must first copy the entire EZAGENT
folder from the old location to the new location.

If this is a network installation be sure to follow
instructions in the Setting up the Network section to
set up the new shared folder and map the network
drives. The program folder then can be copied to the
new shared folder on the new server.

Existing Workstation:

1. Remap the common drive (let's call it Q:) at the
workstation to the new server's shared folder
(should be the same drive letfter as the previous
setup for imaging purposes)

2. Run Techtools.exe (or Techtoolsv8.exe if you run
Windows 8/10) from the program folder and
disable the IE warning if you get the “Publisher
could not be verified” message opening the
program.

If this is a new workstation follow the previous
Workstation Setup instructions.
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SECTION 2
HINTS & TIPS

Check out these techniques to quickly master
navigation of EZAgent for Windows, and for the most
efficient ways to do things. We also recommend
reviewing the online tutorials available at
www.agencysoftware.com/support/tutorials.

Navigation

EZAgent uses common Windows navigation
techniques and keystrokes, which allow you to move
around within EZAgent with great ease.
Understanding and using these features will make
your job much easier, speed up your work, and make
using this program a pleasure.

Help Files

The Help Files contain Hints & Tips, a comprehensive
Index, and Help files for all main topics, although a
few are limited in their scope. Improved Help Files will
be made available with most updates. In the Help File
click on the green underlined text to go straight to
that main or sub-topic.

List Boxes | [
You'll find many list boxes with dropdown arrows that
allow you to open a list and select an entry. Some of
these lists are codes in the system while others are
comprised of entries that have been keyed into the
field.

Choosing a Style
You can access the Program Customization window
by clicking the gear icon in the lower right corner. The
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options in this menu allow you to modify your font,
font size, and color themes. You will also find the
option to switch your user interface between the
Classic and Modern styles. Certain program
functionality is packaged with each style.

Classic Style
By default the m Acords Notes Surveys  Setup

programis set
to Classic, which displays tabs at the top to access
each particular area of the program. If you cannot
see all the tabs oricons, either make the EZAgent
window wider, or click the arrow buttons at the right
end of the tabs to scroll and display the hidden talbs
at each end. You may not have all the tabs/icons
available if your User Account has limited access. The
Search feature while set to this style is a client level
filter described later in this section.

Modern Style

Switching to the Modern style replaces the navigation
tabs with an icon toolbar that you can place on any
side of the EZAgent window (location). By default this
interface is set to animated, which brings forward the
icon of interest (this feature can be disabled by

unchecking Animated). ]

The icons on the modern | i

toolbar can be reordered | o =
by simply dragging these | Where:| B
around, then locked by ‘ [Equals ¥
checking Lock Icons.  Value E|

In the Modern interface ‘ [ S——
you can enable the new
search style, which provides advanced search

capabilities on clients, policies, or claims.
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Other feature settings in this menu include:

¢ New sticky note style — With a different look, this
new sticky note allows you to tack your sticky
window outside of the EZAgent window.

e Color for Inactive Clients — You can set up a
color in which the left client pane will display if
you have the word “Inactive” in the client
status field.

e Reset all Settings to Default — If you have lost
anicon in your modern menu, or simply want
to go back to our original settings click this
button, close EZAgent, then log back in.

Toolbars

Most windows, and all ACORD forms, have Toolbars
for your convenience. Learn what each button does
and use them to save time.

When you
.fy U DDREOX
R =
pointyour ?:1‘?2009 Inv# Receive Customer Payment; Foic)ii

mouse at a
specific button, a screen tip with the button’s name
appears — this will help you figure out which button
does what.

[« | i
Scroll Bars

Scroll Bars appear at the right side and/or bottom of
lists that exceed the current view. Scrolling up, down,
right, or left will bring more information into view.

Moving Around in EZAgent

EZAgent will open to the Clients screen by default.
The entire client list will be in view and the left side of
the screen will display the information for the current
client selected. You can select a new client by:
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Typing in the first few letters

In many lists within EZAgent, you can start typing the
item you wish to look up. For instance, if you are on
the Clients tab and you want to look up Anna Ogden
you can type

. X ANNA
In A_N:“ Ond Clients Pomw View ClientA/R  Ledger Acords Notes Repo
you will be St ©0 0@
TOken TO ThOT [Anna Dgden _Fist _PriorNew Las
Name 2
areaq of the list - As you type the typed letters
. Commercial 1 i 5
while the - lell be displayed here St
Anna Ogden u 2
typed letters Addess 1 ; P
. . [314E.B Street ~|AD Concepts
will appearin pas? et
oftware, Inc.
the fop left ciy Stae  Zip :msm.;:
[DeerPak ] [WAv] [sm005 | | |ANWestemIindustial Suppl
ice Phone ssianed Producet _| At Convad
(E:é);\ner Off fhe ﬁsnoar::gsma b ﬁeammiomc ~l _wm
/gen [ for= ] [t
window. If all Fax/Cel Phone Status [t
[50s1256-8875 [PrROSPECT el
you have is an FIGURE 8 - TYPING IN YOUR DESIRED SELECTION

address, first

put the list in Address order (see Sort by heading
section on the next page) and then type in the first
few numbers of the address. This is the easiest way to
select a client.

Using the navigation icons
. = Throughout EZAgent are
@ '@) @ @ variations of these icons
Fist  Prior  Nest  Last thqt move you through the
database either record by record, or jump from the
current selection to the first or last records in the
database.

Program search and filter utilities (Original Style)
You can locate a certain value by using the search or
@ filter utilities. The client filter (available on the
Classic style), for instance, will clear the client
detail window (the left side of the Clients tab

HINTS & TIPS | 31
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that normally displays the current client information)
and allow you to enter your filter criteria. Once your
desired criteria has been entered, simply click the
Filter icon again and the filter will apply to the client
list, showing only the returned values. Click the
Restore icon to release the filter and view all clients.
The filter is a great way to display a group of clients.
For instance, if you would like to view all clients in a
certain city, click the Search icon, choose the city
from the City drop-down, and click Search again. The
client list will now show only clients in that city and the
filter will display on

the header bar. Filtered Client List: [City] = 'Coeur d"Alene™

This filter will carry

into many client selection screens in the other
marketing areas (and reports), allowing you to first
place the desired filter, then run letters and reports
based first on that filter. Be sure to remove =
this filter before attempting to run letters or &)

: Restore
reports on the entire database.
.
Sort by heading
In most tables and lists, if you click on a column
NAME [1vee [FiRsTNAME [LasThame \JaDoRESST i -
|_[A 4.0 Heating/Air Conditioning Commercial Paul Philipps %\ “&qua Diive F
|_|Glastra Heating Inc. Commercial ROB PIPER 5’\.\ o ‘CIQSY ST
|__|lce Block Commercial Randle Prath PRI N ~g
|_|Northwest Boller Inc Commercial LARRY RADIANT .
| Crystas Eatery Commercial Ciystal Richard | Click the column
|_|/Atas Boiler & E quipment Co. Commercial Rodney Rivet |
| Long John Paiamas Commercial Juio Romero { headers to sort the data
|_|Brown Co. Commercial TIMI tooney | 3
_|Jakes on the Lake Commercial tim tooney | by _Thio* field name. N
| Spokane Propeller & Dock Commercial Peter Roteli 7902 E. Sprague
| Top Fight Spiinkles Commercial Jon Sander P.0. Box 18744

heading (such as Address in the Clients tab), the list or
table will be sorted by the entries in that column.

Also, when you click a column heading to sort, the
sorted column will be shaded so that you can tell at a
glance which column the table is sorted by.
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Using the keyboard

In most tables and lists, you can navigate through the
data by using the arrows and navigation keys (Home,
End, Page Up, and Page Down) keys on the
keyboard.

Searching by Policy
There are two ways to identify the client by policy
number:

Classic view method: Go into the Policies tab (under
any client), click the All Clients button in the For box
(bottom right corner), and then sort all of the policies
in Policy # order by clicking that heading. Now type
in the first few numbers (or letters) of that client’s
policy number and it will take you to that area of the
list.

Modern view method: Click on the Search button,
Search for ‘Policies’ where POLICY # ‘Contains’ and
type in part of the policy number; click Search, which
will locate any clients with matching information for
you to select.
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SECTION 3
PROGRAM FEATURES

Clients

The Clients window is where you enter client
information, such as client name, address, and phone
numbers. EZAgent always opens with the Clients
window displayed. The client names are listed on the
right side of the window, in the list, and the data for
the selected client is displayed on the left side of the
window. To open the Clients window from any other
window in EZAgent, click on the Clients tab at the top
of the program window.

The status bar at the bottom of the EZAgent program
window always indicates the selected client name,
their phone number, and the current date and time.

In the name list, columns other than the name
column can be displayed by scrolling to the right in

I8 Current User = GUEST - AGENCY SOFTWARE INC [=@][=]
Policies  Web View ACORDs  Notes Personal Claims Reports Letters 1Images Surveys TFile Sal® ]
Client Name =
[2 Guys Batber Shop e m]e]a]|e|=@O %Q
Name 2 NAME |[FIRSTNAME _ [LASTNAME |aDDRESST “
[ ]2 Guys Barber Shop Edward Schiling 993Em Stiest | |
Type |24 Karat Naits Batbara Fielding 564 Grand Ave, §
[Cormercial <] | ] &0 Heating/Air Condiring Paul Philipps 7632 Aqua Diive ‘
Contact's Fist Name Contact's Last Name R i e Eorel] HEEE ShcEi ]
[dward [Schiing |_[4BC Construction Bob Ross 1014 5t |
e |_|Adams, Susan Susan Adams 140145 HIGHW
853 Eim Steet |_|Agency Software Inc Loi Mitchel 215W Commerce
T || Awight Concrete Mike Wiight P.0. Box 14003
[ | Anderson, Mark & Kim Mark Anderson 508 E MariettaBh| |
e 2 oo eSO - Sy v
rrow Plaster Stucco & Drywal elvin mit rent Ave.
m::“s:w & :::gng; P'u"f‘i:] = [Bsociated Bost Transpot, . Sam Smoothwater 13930 NE 190th
ol et = |_|Aurora Door Service. ilohn Snith 6461 N. Pery St.
Avondale Golf & Tennis Club Bobby Jones 10745 Avondale L
Office Phone: & Assigned CSR _|Banell, Craig & Joni Craig Battell PO BOX 823
(BOS344S87T & ~ | |[Brower, Danny /01 Donna Danny Brower 16105 NEWER L
Fa/Cel Phone Status _|Brown Co. Timi Flooney 12315t
[ [acTivE ] |_|Cotin, Gregory & Esther Greg Colin PO BOX 1184
Erai s CientlD_[ 3 |_| Connor, Lany Lary Conner 13502 N. Muzzy F
[Geharenanine ] 1 |[o0i1 | 7% contacts | |T|Cook, Gibert Gilbert Cook 3035. Barker
|| Davis, Cory & Apil Cony Davis 12415 N FAIRWO
|| Delaney, Addy Addy Delaney 132 Main Street
|_|Everett, Ruby A & Richard D Fluby Everett 103 E FRANKLIN
|_|Fireman Joe's Chimney Sweep Joe Diamond 587 Fireside Aven ~
< ,
| Current Client: 2 Guys Barber Shop [Phone: I Oct 26, 2015 9:36:25 am .::|
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the horizontal scroll bar below the list.

You can reorder these columns by clicking on the
column header and dragging to the left or right while
holding down the mouse button. You may also sort
by any of the columns by clicking the column header
for that column.

Adding a Client

To add a client, click the Insert button above the
client list. The client information fields on the left side
of the window are emptied so that a new client’s
information can be typed into the appropriate fields.
You can use your Tab key to move between fields
while entering client information or you can click in
the field where you want to enter data.

Click on the Contacts button. Whichever contact
you mark as Primary will automatically fill in the First
Name, Last Name and phone number fields in the
main client information screen.

You may list multiple contacts for this client by clicking
the plus sign on the top toolbar to add an additional
contact name or the plus on the bottom toolbar to
add additional email addresses.

You can also keep additional phone numbers
by clicking the Phone Numbers icon, where you @ &&
can list as many phone numbers as you need.

After all of the client’s information has been entered,
click on the save button (check mark icon) to save
the information.

Adding an Outlook Contact to EZAgent

If you have customer data in your Outlook Contacts
folder, you can easily transfer them into the EZAgent
Clients window by saving them as vCards and then
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dragging and dropping the vCards from the folder
(where the vCards were saved) onto the EZAgent
desktop icon.

To save an Outlook contact as a vCard, select the
contact in Outlook and click File — Save As, in the
Save As dialog box, in the Save As Type box, select
vCard Files (*.vcf), click Save.

In newer versions you may have to Forward as a
Business Card, then save the *.vcf file first to a folder
or desktop.

Open the folder where the vCard is saved and drag
all vCards you wish to import onto the EZAgent
window, or directly onto the EZAgent icon if the
program is not yet open. You will see the contact(s)
have been added to the Clients list in EZAgent.

Editing Client Information

To edit client data, select the client’s name in the list
on the right (click the client name to select it), and
then click on the edif button to open that client’s
record for editing. The selected client’s information
appears on the left side of the window. Edit the data,
and save your changes by clicking on the save
button.

Deleting a Client

To delete a client, click the client’s name in the list on

x the right then click the delete button. Click Yes in
the Delete This Client?¢ message. That client’s

data and forms are permanently removed from the

database.

The Clients Toolbar

afafrfmfs]a]]|cX=l@] @
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When you position the mouse over a specific button
on the toolbar, the name of that button will appearin
a “hint” screen.

The buttons, left to right, are:

First Record Selects the client name at the top
of the list.

Prior Record Selects the next client above the
selected client.

Next Record Selects the next client below the
selected client.

Last Record Selects the client at the bottom of
the client list.

Insert Record Creates a new client record,
ready for data entry. Click the Post Edit button
to finish and save the new client record.

Edit Record Select the client that you want to
edit in the list, then click this button to edit the
fields on the left. When done, click the Post Edit
button to save the changes.

Delete Client Select the client you want to
delete from the list on the right, and then click
this button to delete the client. All entries in alll
modules for that client will be deleted from
your system. A confirmation box will appear
before the client can actually be deleted.

Post Edit Permanently posts the change to the
database while adding or editing a client’s
record.

Restore Client List Restore the full client list after
filtering.

37



&a» Filter Client Database Click on the magnifying
glass button to clear all fields on the left. Type
in your search criteria in any fields, and then
click the Filter Client Database button again.
The client list will be filtered to show only those
clients who match your search criteria and
most reports will show results only for this filtered
list of clients.

yj\ Add a Sticky Note to Client Click on the yellow
sticky note to add a note that will appear
whenever this client record is brought up.

Tip: Instead of scrolling down to find a client in a long
list, you can jump to a specific area in the clients list
by pressing a key (or two or three) on your keyboard.
For example, suppose you want to find a client whose
name is listed as Longhorn Barbecue. To jump to the
first name that begins with the letters LON, click in the
clients list, and then type ‘LON’ on your keyboard.

Emailing a Client

You can use the EZAgent E-mail feature to email
clients directly from EZAgent through your email
provider.

You need: Either Outlook configured on your local
workstation, or you need your SMTP server name, user
name, password, protocol and port number (if one is
required for outgoing mail). You can get all this
information from your Internet Service Provider (ISP) or
from reviewing your Account settings in your email
program. If you use Outlook simply check Send
through Outlook to have the email sent directly
through Outlook and show up in Outlook’s Sent Items
folder. If you do not use Outlook follow the directions
below to configure your outgoing email.
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Setting up Email:
1. Click the " icon next to the client Email Address

field.
2. The Email form opens (shown below).

B Email =E=
@ Send thiough Outlook [~
From: |Moria@agencysoftware.com
i o
Subject:
ce: j :]J I
BCC: 53 ) [
Attach: L' _lﬂ-J

|~ Attach Copy to
Current Client File

"
s 2 I7 Password; [
Requires a Password

Thank you and have a great day,
Signature: |Moria Balsley

Email Transmission Control Pratocol:
Send ﬂ = SM S £ SM

FIGURE 12 - CONFIGURE/SEND AN EMAIL

3. Click the A button to access the setup
information and enter your server information in
the fields provided.

4. In the Signature field you can enter up to six lines
of text (if you are sending through Outlook you will
want to enter this information prior to checking the
Send through Outlook box).

5. Enter your email address in the From: field at the
top of the window.

6. Test the email by entering a test account (or your
own) in the To: field, entering a Subject, and
clicking Send.
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Sending Email:

40

Email Lookups

At the end of the To:, CC:, and BCC: fields are
lookup options. The three lookup buttons access
different email databases.

e The first accesses email addresses listed on the
Clients tab. This lookup is filter sensitive (which
means that you can filter your database to
return only email addresses of the filtered
clients), but by default will show all email
addresses for all clients allowing you to Check
All'if you wish to email everyone.

¢ The second lookup icon accesses the email
addresses entered into the Contacts
database.

e The third lookup accesses the email addresses
listed on the Company setup.

Note: In the case of mass emails you may
want to use the BCC field so the recipients did
not see other recipient’s email addresses).

Attach
You can click the lookup icon next to the Attach:
field and select any file you wish to attach to the
email.

Attach Copy to Current Client File

If you check the box Attach Copy to Current
Client File prior to sending an email it will attach in
the Attachment database which you can access
by clicking the & icon in the top left corner of the
Email screen. When you click this icon you can
view or resend the aftached emails from the
Email History window.




The Policies window serves as a database for quotes,
binders and policies. On the Clients window, choose
the customer (or add the customer for whom you
want to enter a policy) then click the Policy tab or
icon to see policies specific to that client. You will
notice that current policies will be displayed in black,
while expired and closed policies will be displayed in
red.

[ S Ol = o= @
[y cORD> 2 y B
S IF o) =0 9 o &0 @ v &
& Quote/Binder/Policy Status I™ Display Current items Only.
|Policy # [ClientN [Expiration Date| C 73
I 245411 2 Guys Barber Shop 8/1/2017
I wesagsss 26 sho 718/2017
| 1566556 2Gu 2/6/201 7/8/2017
I 12341234 26u 10/14/2016 _|10/14/2007
Il 586144651  2Gu 9/4/2016 3/4/2017
I 1234123461 2 Guys B: 10/14/2017 | safeco Inst
| 12341234 |2 Guys Bar 10/14/2017 |10/14/2018 _ Safeco Inst.
[7 Policy WCs548644 2 Guys Barber Shop Renewal Busin Commercial Lines Workers Comp 7/8/2017 7/8/2018 Travelers
[MEndorsement 12341234 Renewal Busin Commercial Lines Business Auto 11/13/2017 |10/14/2018 _|safecolnst v
L« >
| Add two vehicles ©

Display

Policy Options

€ Add New item @ Add Endorsement

€ Edit Detail € Renew Policy

€ Delete item € Reinstate Policy

€ Add Audit € Add Rewrite Tor

€ cancel Policy & current Client Only
€ All Clients
Do =
[ComentClient 2Guys Babershon. Nov 13,2017 9:41:26am [ 2 |

Policy Options

Be sure to use your policy options as you are entering
your policy information. Many of these options will
draw the information from the selected policy to save
you time entering information. These policy options
are:

Add New ltem - Add a
quote/binder/policy/endorsement

Edit Detail - Edit the details of a selected
quote/binder/policy/endorsement
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Delete Item - Delete the selected
quote/binder/policy/endorsement

Add Audit - Create a new audit
Add Endorsement - Create a new endorsement
Renew Policy - Renew the selected policy
Reinstate Policy - Reinstates the selected policy
Add Rewrite - Rewrite the selected policy
Cancel Policy - Cancel the selected policy

After you select a Policy option, click the Do It button

to proceed. Do It

Display Options

The display options are to limit the view of the
policies window to the type of your choice. For
instance, if you only want to see policies, not
endorsements or Display

. . " All Types " Policies Onl
audits, you click " Y
.. ¢ Audits Only (" Endorsements Only
Policies only. Here
. " Quotes Only {” Bonds Only
are the display A ‘
" Binders Only " Rewrites Only

options:

The Display Current Items Only checkbox, located in
the top right corner of the Policy tab, allows you to
limit the view to open, current term policies. When
you check this box any policies that are expired or
have policy status closed will be hidden. With this box
checked the other tabs for this client will only show
items attached or created for the current policies
displayed on the Policy tab. To see items that are
attached or created from expired or closed policies
simply un-check the Show Open Items Only check
box.
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For options

These options filter the list to display only the policies
for the current client, or all the policies for all the
clients in the i~ For

database. (¢ Current Client Only
" Al Clients
Note: You can

only create a new policy, quote, binder, or
endorsement if Current Client Only option is selected
in the For option.

Using the Policies Window
You'll find procedures for working with policies in the
following sections.

Sorting and Finding Policies

Like the Client Grid, you can sort the Policies grid by
any field simply by clicking on the column header.
You can then search that column by typing in the first
few letters of what you are looking for.

If you are trying to locate a client by policy number
you can click the All Clients radio button in the For
box (which will display all policies for all clients) then
order the grid by Policy #. You then can type in the
policy number you are looking for.

If you use the Modern interface and are set to 5
the new search style, you can click the search 3
option from the Icon bar and change the Search for:
to ‘Policies’.

Policy Notes

6' The Expand Policy Notes icon on the right of the
policies screen is used to enter policy specific

notes. Clicking this icon will toggle between the notes

area expanding and confracting in size. To add a

new policy note, simply start typing in this area. The
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note will be attached to the currently selected policy
record.

Coverages Report

You can get a quick view of the policy, limits, -
premium, and aftached schedules by g"
clicking the Print icon with the policy in question
selected. The information reported on the Coverages
Report is specific to the department and line of
business of the policy.

To have vehicles, properties and equipment reported
you must attach the schedule item to the policy in
questions. If you download with your carrier, this will
often be done automatically. To include a driver on
an auto policy coverage report, the Rated Driver box
must be marked on the Personal window.

._ Policy Forms and Endorsements will also report
on the Coverages Report. The information may
download from your carrier, but can also be manually
added by clicking the Policy Forms and Endorsements
icon on the toolbar.

- Attached Images

The View Attached Images icon above the
—— policy grid displays only when you have
selected a policy with attached images. Clicking this
icon will display a list of those attached images.

Add a New Policy

When you choose Add New Item from the Policy
Window and click the Do It button, the Policy Detail
screen is displayed.

When filling in the policy it is important to fill in the field
| using the drop down arrows. On the right end of
a box, click the arrow to open a list of choices,
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then click the entry you want in the list.

The blue fields are automatically calculated, but
typically can be overwritten.

I Policy Detail ===
Policy View
Type [Palicy} v Agency % of Premium 9%
Policy # WCE48644 1st Rep Name MARK v

Transaction Renewal Business hd 1st Rep % of House 30
Department Commercial Lines v 2nd Rep Name
Limits | Cov Class |Workers Comp j 2nd Rep % of House

x;|.\°

E |4

Effective Date 7/8/2015 [15) Non-Premium Itent}ﬂ

Expiration Date 7/8/2018 Bl TotalDue l $1,780.00

Company Travelers v | .. Installment Type v

Company Status v Number of Payments

Broker/MGA Name |<none> - First Payment Date E
[if applicable)

Policy Status Open & Installment Amount $ $1,780.00

Billing Method Direct Down Payment $

Premium Amount  $ $1,780.00

Agency 1st Rep 2nd Rep Net

Commlssmns{ $160.20 Commission$ $48.08 Commlssmnsl Premium SI $1,61380

Ok Cancel

FIGURE 14 - ENTERING A POLICY
Policy Fields:

Type - Typically Policy, but select the appropriate
selection from the dropdown list

Policy - Type the Policy or Bond Number
(depending on type)

Transaction - Important for New Business reporting
Department - Important for departmental reporting

Limits Button - Opens the Coverage’s window (see
Coverages section).

Coverage Class - Choose your enfry from the list.
You can add to this list by typing in an entry (if Show
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All Coverage Classes is selected on the Agency
Setup tab).

Effective Date - Click the button on the right. A
calendar appears with the current date selected.
Click OK to accept that date, or click to select a
different date and then click OK. You can also type
the date instead of using the calendar.

Expiration Date - Click the button on the right. A
calendar appears with the date one year from the
effective date selected. Click OK to accept that
date, or select a different date and then click OK.
You can also type the date instead of using the
calendar.

Company - Choose your entry from the list. (The
button to the right of the dropdown box opens the
Company Database for entering or editing the
companies in this list but only if you have Supervisory
access in the EZAgent Employee database).

Broker/MGA Name: Fill if you write this policy
through a brokerage.

Note: The field after

Company may display as

Broker/MGA Name - choose your entry from the
list (same as Company) if a broker is used. The only
companies that will appear in this list are those
that are marked as a broker in the company
record on the Agency Setup tab. You can leave
this at the default <none> if the billing company is
the same as the company chosen.

Thiz Entity iz a Broker/MGa v

Policy Status - Choose your entry from the list, must
be Open to post accounting.
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Billing Method - The entry defaults from the
Company Setup database, but you can change it
by selecting a different entry in the list.

Premium Amount - Type the Pure Premium amount.

Agency % of Premium - This is where you enter the
commission rate. This is pre-defined in Company
Setup, but can be changed or added if needed.

1st Rep Name - Choose your entry from the list. The
list comes from the Employees database in the
Agency Setup tab, and can only be changed
there.

1st Rep % of House - Percent of agency commission
due torep.

2nd Rep Name - This is for ‘split’ commissions.
Choose your entry from the list. The list comes from
the Employees database in the Agency Setup tab,
and can only be changed there.

2nd Rep % of House - Pre-defined in Employee Setup,
but can be changed or added if needed.

Non-Premium ltems - Click the button to add Non-
Premium Items such as Agency Management Fees,
Policy Fees, or Taxes. Use the down arrow on your
keyboard for additional lines. Supervisory users can
click the Setup button to set up their own non-
premium items. Once you click ok, the blue field will
auto-calculate with the sum of the non-premium
items.

Total Due - Auto-Calculated field. On an agency
billed policy this field should equal the total of your
premium plus fees and taxes (the amount the
customer owes you).
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Installment Type - Choose your entry from the list, or
leave blank for annual.

Number of Payments - Auto-Calculates from
Installment Type, but can be changed.

First Payment Date - Click the button on the right. A
calendar appears with the current date selected.
Click OK, or select another date and then click OK.

Installment Amount - Auto-Calculate field.

Down Payment - Type the Down Payment amount
being deposited.

Agency Commission - Auto-Calculated field.
1st Rep Commission - Auto-Calculated field.
2nd Rep Commission - Auto-Calculated field.
Net Premium - Auto-Calculated field.

When you're done, click OK to save your enfries. This
record will be added to the current client.

Click here to set
up default limits

cy oo =
Limits loh’olicyﬂ 64889561
Coverage ]lell IDeduc!ble [Nole:

Print coverages
report

£3 Cancel

FIGURE 15 - LIMITS WINDOW WITH OPTION FOR DEFAULT SETUP AND PRINT
COVERAGES REPORT
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The Limits window is where the coverages for the
client’s policy are entered. To open this window, click
the Limits button to the left of the Coverage Class box
on the policy detail screen. Information entered in the
Limits window will automatically fill into your ACORD
forms as long as the ACORD form being added or
edited has a specific field for those coverages and
you use the drop down list when adding the Class
and Coverage in the Limits window.

The Limits Window

Class

This specifies which class of coverage you are going
to use. It also specifies the types of forms into which
the information can prefill. To select a coverage class,
click in the Class box, click on the down arrow that
appears in the box, then select the appropriate type.
You will have to select a class for each line item
entered.

Coverage

The choices that appear in this dropdown list are
filtered depending on what Class you have selected
in the Class field. To select a coverage type, click in
the Coverage box, then click on the down arrow that
appears in the box, and then select the appropriate

type.

Limit

Enter the amount of the limits for the selected
coverage.

49



Deductible
You can enter a deductible amount, or you can
leave this field blank.

Notes
This field allows you to enter any additional notes
about the specified coverage.

Coverages Report
Click the printer icon to print the limits in the form of a
Coverages Report.

Setting Default Limits

Use the Tool button to open the Set Limit Defaults
Window. Here you can set agency-wide default
values for Limits and Deductibles.

The Auto field requires an **' asterisk to be active. This
will allow any row with an asterisk to fill in the previous
Limit window when that class is selected. To set a limit
as Auto, type in the limit and/or deductible
information and press the space bar in the auto field
to mark it with an asterisk. Remove the asterisk to
remove from the selected default coverages.

Rows without the **' asterisk will only fill in the Default
values when the coverage is selected in the Limit
Window.

& Set Limit Defaults ol e =
Class N\ Coverage Default Limit Default Deducliblel Auto | »
| |GENERAL LIABILITY Explosion
|| GENERAL LIABILITY Advertising Injury
| |GENERAL LIABILITY General Agaregate 2,000,000 1,000
| | GENERAL LIABILITY Baodily Injury (non-simplifed) Aggregate
|| GENERAL LIABILITY Baodily Injury (non-simplified) per OCC
| |GENERAL LIABILITY Bodily Injury 100,000 1,000
| |GENERAL LIABILITY Employee Benefits
[3 GENERAL LIABILITY Fire Damage Legal Liability =
LR BE RS R E R
Done
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In the above example, the first two (2) GENERAL
LIABILITY rows will auto fill when GENERAL LIABILITY is
first selected in the Limits window. The third row would
only fillin the defaults when the coverage,
“Automatic Coverage for Newly Acquired” is
selected in the Limit window.

When you're done, click the ‘Done’
button to save your default values.

When you're done selecting Limits, click the OK
=] button to save your entries. These limits will
be added to the current client policy.

The Webview window is where EZAgent can make
online policy access much easier. The Webview
window:

e Opens the web page of the insurance
company of the policy you have selected
(must set up home pages under Company in
Agency Setup tab).

e Wil log you in automatically to some company
websites. (You must set up usernames and
passwords under Employees in Agency Setup
tab and it must be a compatible company
website, which you can find on our Download
Partners list at www.agencysoftware.com).

¢ May find the currently selected client or policy,
if they are already an insured with that
company.

e Allows you to get a snapshot of the page you
are on, which saves as a PDF file in the Images
tab.
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& Current User = GUEST - AGENCY SOFTWARE INC
Clients _Policies [Web View | Client A/R _ Ledger Acords Notes Reports _Letters Personal _ Claims _Images Calendar  TFile [ ©

@ Qadadx= ‘&@l il @

[itps: /7w foragentsonly.com/default aspx 1@

PROGRESSIVE I

ForAgentsOnly.com

Welcome to ForAgentsOnly.com, available exclusively for
Progressive agents. Managing customer policies has
never been easier!

User ID/Agent Code: — LOYALTY REWARDS

The premise is simple...

give your customers a
LOG IN reason to stay beyond price.

[ | LoginAs [GUEST - Ciient Lookup #{AA Auto Repail ‘
Current Client: AA Auto Repair Phone: 509-545-5555 07/08/2014 12:20:21 PM (—_)showi Today screen

FIGURE 17 - WEBVIEW TAB ACCESSING PROGRESSIVE SITE

How to Use the Webview Window

The Webview window works most efficiently when
you have the insurance company and their web
page URL entered in the Companies form in the
Agency Setup window, and you have your login
name and password for that company web page
entered in the Passwords section under each
employee in your Employees form in the Agency
Setup window. See the Agency Setup Window
section to learn more.

1. Select your client in the Clients window by clicking
their name.

2. Click the Policy tab and select the policy in
question.

3. Click the Webview tab.

The Webview window opens the web page for
the company entered on your policy.

If you want to open a different company's web
page, select the company name from the
Company list box in the lower-left corner of the
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Webview window. Note: Only companies with
URLs entered in the Agency Setup window's
Companies form appear in this list.

The company name is displayed in the
Company list box. Your user name is displayed
in the Login As box. The Client Lookup # box
displays the selected client's first policy
number, or the client name if they have no
policies in EZAgent yet.

| Company|EENIEEEEA =] Loginas: [GUEST =~ Client Lookup #{12341234-00 ‘

4. If your EZAgent Employee form has the appropriate
name and password entered in the Password
database, the Webview window will try to
automatically log you in at the company site.

If your EZAgent Employee Password form does not
have a Username or Password entered correctly you
can enter your login name and password yourself
and log in to the company web page.

5. EZAgent will try to find the selected client
automatically in the company web page using the
client's policy number selected in the EZAgent Policies

tab.
©) @adds=E &6 &

]htlpsz /v foragentsonly.com/login. aspx

Note for Farmer’s ECMS users: In Employees make sure
that the Default Screen Name and Screen Password
reflects the user’'s ECMS login information. The
company also must be set up as “Farmers Insurance
Group’ and the proper Home Page information set
for the Farmer’'s WebView integration to function.
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The Webview Toolbar

When you position the mouse over a specific button
on the toolbar, the name of that button appearsin a
tooltip.

The buttons, left to right, are:
@ Back Opens the previous web page

-

Forward Opens the next web page you
opened

L

Stops loading the current page

Refresh Refreshes the current page with
current data

Home Opens the company welbsite Home
page

Search Opens the Google search page

S O €

Favorites Opens the Favorites folder

‘:] E-mail Opens an EZAgent e-mail message,
addressed to the current client, that uses your
e-mail program to send

'Q} Open Outlook Folders

5 Print Opens the Print dialog box so you can
print the page to the printer you choose (see
Workstation Installation for ASI Printer setup
instructions)

@ Open a New Instance of Browser Opens a new
browser window so you can open a different
web page without leaving the page you have
open in the Webview window - the new
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browser window appears minimized in the
lower-left corner of your computer screen; you
can open up to two more browser windows

@ Help and Tutorial This opens the EZAgent help
files

ls; Snapshot will capture the entire current web
page to a PDF file in the client’s Image tab
(must have ASI Printer set up on each
workstation).

In the Webview toolbar is a standard browser Address
bar with a Go button on the right end. You can type
any URL in the Address bar and click Go to open that
web page, and then use the Webview toolbar's Back
and Forward buttons to move between all the pages
you've opened.

The ACORDs window contains all the Acord forms for
the selected client. In this section we will cover some
key processes that can save you valuable time.

ACORD Options
This section explains the various options in the lower
pane of the Acord window.

—ACORD Options

" Add New Form " Mark Forms for Mass Print
" Edit Client's Form " Print Mass Marked Forms
" Delete Client's Form " Move Forms to Disk

& Dgp&ate Client's Form " Read Forms from Disk

Add New Form
When you select the Add New Form option and click
the “Do It" button, the Add New ACORD Forms
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window appears. This window displays all available
ACORD forms in alphabetical order.

This list is first-key sensitive — to jump quickly to a
specific point in the alphabetical list, you only need to
press a letter key on your keyboard. For instance, if
you need to add a Workers Comp form, press “WOR”
on your keyboard. The first form starting with ‘WOR’ is
selected. You may then scroll down, page down, or
arrow down to the Workers Comp form. Select the
form you want, and click OK to open the form.

You also can click the Number header on this screen
and type in the ACORD form number you are looking
for.

You may notice that most forms are listed in red.
These forms are the new style (pdf) forms. The old
forms (shown in black text) will be phased out in the
following years and all new version forms will be
created in this new style. The pdf forms do not always
fill from the old style forms, making manual form entry
necessary during the first term using the new style.
Due to this temporary inconvenience we will make
both versions available for a time.

Use the options below the list to filter the more than
800+ ACORD forms to a more manageable list.

e The Country Wide option EEREE
filters the list to display all the {* Country Wide
forms that are NOT state- " Al Current ACORDs
specific. " State Specific

" Prior Versions

e The All Acords option
removes the filters and displays the entire list of
ACORD forms.

e The State Specific option filters the list to show just
the forms that are specific to a particular state
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(after you select the State Specific option, select
the state you want in the list box that appears to
the right).

e The Prior Versions will show prior versions of select
accord forms, such as the Certificate of Liability
and Evidence of Property.

After selecting a form, you may be asked which
policy you would like to prefill from, if this client has
policies. The Limits sections of the policy, as well as
some other policy information, may be prefilled in the
form, depending on what type of form you have
selected. In addition, selecting a policy from this
window will allow you to keep all of the ACORD forms
for one policy separate from similar ACORD forms for
different policies. You can hold the CTRL key and
select multiple policies if needed (which will fill in the
order selected).

Note: The default selection on the Attach Policy
screen is None. When reopening a filled form,
selecting None will ensure that the form information is
not overwritten with reselected policy information.

Edit Client’s Form

To edit an existing ACORD form for the current client,
select a form from the list of existing forms, select Edit
Client’s Form, and then click “Do It" (or simply double-
click the form you wish to edit). The selected form will
appear and you may edit as needed.

Delete Client’s Form

To delete an existing ACORD form from the current
client, select the form from the list of existing forms,
select Delete Client’s Form, and then click “Do I1".
You will be prompted if this is what you really want to
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do. The form will be permanently deleted from the
client (as well as any attached certificate holders).

Duplicate Client’s Form

If you wish to create an exact duplicate of a different
client’s ACORD form for the client you have selected,
click on the Acords tab and then select “Duplicate
Client’s Form.” The DupAcordForm dialog box opens
with a list of all the clients in the database and all their
forms.

& DupAcordForm E]@
Select ACORD Form to Duplicate
Narme |FORM NaME |cREATE DATE  [NOTE -
|_|2Guys Barber Shop PROPERTY SECTION 7/18/2014
|_|2 Guys Barber Shop CERT. OF LIAB. INS. (2010/05)\0/15/2010
| |2 Guys Barber Shop COMMERCIAL INS. APP (2008/0 7/18/2014
|_|A-Core of Washington CERT. OF LIAB. INS. (2010/05) 7/18/2014
| |Adian Kyle HOMEOWNER APP 7/18/2014
| |Adian Kyle AUTO LOSS NOTICE 7/18/2014 ‘
Adrian Kyle F‘EHSUNAL AUTO APPLICATION ?}1 8/2014 ‘
-
| |Allwright Concrete EQUIP FLOATER SECTIDN ?}1 8/2014
Allwright Concrete COMMERCIAL GEN LIAB 7/18/2014 ‘
Allwright Concrete PROPERTY SECTION 7/18/2014 ‘
M oK | &3 Cancel

FIGURE 18 - DUPLICATE AN ACORD FROM A DIFFERENT CLIENT

1. Scroll down to select the client and the form
you wish to duplicate for the open client. You
can often find the form you want more easily if
you sortf the list by Name or Form Name or
Create Date (by clicking on the appropriate
column heading).

2. After you select the form you want to
duplicate, click OK.

Note: When you duplicate an existing form year
after year, you run the risk of using outdated, non-
current forms. A better approach is to add a new
form of the type you are renewing, and then use
the Prefill Form From Another button (at the top of
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the new form) to fill the new, current form with the
data in the old, expiring form and then make the
changes for the renewal term.

Mark Forms for Mass Print

You can send several forms from several different
clients to the printer, pdf, or email all at once with the
Mark Forms for Mass Print option.

1. Choose a client, then click the Acords tab and
click the Mark Forms for Mass Print option. Click
the Do It button, click to mark the forms you want
to print, and click OK.

2. Then choose another client, click the Acords tab,
click the Mark Forms for Mass Print option, click
the Do It button, click to mark the forms you want
to print, and click OK.

3. When you've selected all the clients’ forms you
want to mass print, you're ready to use the Print
Mass Marked Forms option.

Print Mass Marked Forms
1. Select any client and click the Acords tab. Click
the Print Mass Marked Forms option, and click Do
It

2. A Print Preview of all the marked forms opens.
Click the Print button in the toolbar and send the
forms to your printer, or if you have email setup,
click on File and Email and it will email all those
forms at once. You can save this packet to PDF
by selecting Save as PDF File from the File menu.

3. After the forms are sent to the printer, saved or
emailed, you'll be asked if you want to unmark
the forms for mass printing — click Yes.
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Move Forms to Disk

If you want to move a specific client’s data and forms
to an EZAgent database on another computer
(perhaps a computer at home, or a different
standalone database in your office) you can use the
Move Forms to Disk and Read Forms from Disk options.

The procedure is to save a client and their forms to a
file that you can send to the other computer and
import (Read) into another copy of EZAgent. To use
the Move Forms To Disk option:

1.
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On the Clients window, select a client whose
data and forms you want to move.

From the ACORDs window select the option
Move Forms to Disk and click the Do It button.
A window listing the client’s forms will appear.

Select each form you wish fo move by clicking
the form name (if you want to de-select a
form, click that form name again) or you can
click the Mark All button to move all their
forms. When you've selected all the forms you
want to move, click the OK button.

In the Save As dialog box choose a valid
location and click Save. A file that contains the
client’s data and forms will be saved with the
client’s name the default filename.

Repeat steps 2 through 5 for each client whose
forms you want to move. (If you are moving
the entire database you can choose Mark ALL
Forms for ALL Customers.)

Email or move the resulting .sav files to a CD or
USB drive, or save to a folder.



Read Forms from Disk

After you have transferred the .sav files to the other
computer and are ready to move the clients and
their forms into the other database, follow these steps
to use the Read Forms from Disk opftion:

1. Get abackup!

2. Open EZAgent and click on the Acords tab for
any client.

3. Inthe Acord Form Options section, click the
Read Forms from Disk option. An Open
Account dialog box displays the files you
moved to the disc.

4. In the Open Account dialog box appears,
allowing you to browse to the .sav files. Select
a client filename, then click Open. The client
data and forms are imported, and a message
tells you *ACORD forms successfully imported
from Disk!".

5. Repeat steps 3 through 4 for each client file.

Note: You don’t need a CD or Flash Drive if you're
moving files to a different database across a network.
When the Save As box appears navigate to a folder
where you can save or open the files.

ACORD Notes

You can type (or edit) short notes about specific
forms by clicking + icon with the desired record
selected. Type your note in the Acord Note window
and click OK.
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ACORD' CERTIFICATE OF LIABILITY INSURANCE Rt

TNIS CERTIFICATE IS ISSUED AS A MATTER OF INFoRuAT!oN ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS |

TE AFF Y AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERnFICAYE OF INSURANCE DOES NOT coNsTrru'rE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED

IMPORTANT: If m- comﬁuh holdn |s an ADDITIONAL msuazn the policy(ies) must have ADDITIONAL INSURED provisions or be endorsed.
If SUBROGATION IS WAIVED, subject to the terms and conditions of the policy, certain policies may require an endorsement. A statement on
this certificate does not confer rights to the certificate holder in lieu of such endot

TORTACT |

PRODUCER o

AGENCY SOFTWARE INC TioNe . (208)762-9999 28 e |

215 West Commerce Drive [ s staff@agencysoftware.com

Hayden, ID 83835 INSURER{S) AFFORDING COVERAGE | nace
| msurera: all

MsuRED 2 Guys Barber Shop INSURER 8 1l

| INSURERC :

993 Elm Street
Winthrop, WA 83811
COVERAGES CERTIFICATE NUMBER: REVISION NUMBER:
THIS 1S TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD

INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN. THE INSURANCE AFFORDED BY THE POLICIES DESCRABED HEREIN IS SUBJECT TO ALL THE TERMS. I
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID Cl

SR | oty ere | oy m
[ Tvee oF msurancE | Poucy nuvsER | MBERS  dmigo e Lmrs
COMMERCIAL GENERAL LIABILITY EACH OCCURRENCE s
1 DARIGE TORENTED T
LCLANSAIADE coun DAL

The ACORD Formview Window

The Formview Toolbar

The Formview toolbar appears at the top of the open
form. When you place your mouse over a Formview
toolbar button, the name of the button appears. The
buttons, left to right, are as follows:

H Save Form saves your current work while you
work in the open form. When you finish working
in a form and close it, all your work is
automatically saved.

& Print prints the open form.
}f Increase Form View makes the form bigger on
® the screen

—

;. Decrease Form View makes the form smaller
4 on the screen.

l) Go To Previous Page goes forward one page
' in a multi-page form..

(} Go To Next Page goes back one page ina
; multi-page form.
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Left Justify left-aligns text in the selected field.

Center Justify center-aligns text in the selected
field.

Right Justify right-aligns text in the selected
field.

Font Selection lets you select a different font
for the selected field.

Toggle Expanded Fields allows you to type
more in a field than would normally fit. If you
have a lot of dataq, this process can take
several minutes

Cert Holder’'s Menu accesses certificate
holders database; lets you add, edit, delete,
and print certificate holders.

Vehicle Menu accesses vehicles database;
lets you add, edit, delete, and prefill vehicle
information for vehicle forms.

Drivers Menu accesses drivers database; lets
you add, edit and delete drivers to prefill to
ACORD forms that contain driver information.

Equipment Menu accesses equipment
database; lets you add, edit and delete
equipment to prefill to ACORD forms that
contain equipment information.

Property Menu accesses property database;
lets you add, edit, delete, and prefill property
information for property forms

Additional Interests accesses the additional
intferests table to add lienholders, additional
insureds, biling parties, etc.
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o Pre-Fill Form From Another will fill o new form
with data from existing forms, including prior
forms certificate holders.

\i! Electronic Signature lets you put your
- electronic signature on a form before you
print, e-mail, or fax the form.

fBﬁ Spell Checker will correct spelling errors.

@ Help has general instructions for filling out
= forms.

The ACORD Formview Dropdown Menus

File ...
Save - saves the changes in the open form without
closing it.

Save As PDF File - saves the form as a PDF image file.

Print - opens the Print dialog box so you can print the
ACORD form.

Print Setup - opens the Print dialog box to change
print settings.

Print Preview - shows how the document will look
when printed.

E-mail Customer* - allows you to send a formin an e-
mail message directly from EZAgent.

E-mail Cert Holders Directly* - allows you to send a
certificate or evidence of insurance by e-mail to
each individual marked holder directly from EZAgent.

*Note: Email must be setup first (see Emailing Forms
section).Fax - allows you to send the form to your fax
software.
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Exit Without Saving - closes the form without saving
your changes.

Exit - closes the form and saves all changes you've
made.

Bl View Toc Edit. ..
Cut/Copy/Paste - are standard

Cut
o windows commands to cut, copy, and
i paste text.
Left Left/Right/Center - are used to justify
Right text within the selected field.
Center

View. ..

Reduce Form and Enlarge Form - allow you to adjust
the magnification of the form on your screen.

Toggle Floating Menu - Will show or hide a small menu
allowing you next page and print utilities (made for
PDF forms).

Remove/Use Enhanced Controls - Toggle on or off the
advanced form controls in the new version forms.
These conftrols include date pickers and forced field
masks (forces a numeric entry in numeric fields).
Toggling off simulates the old style form functions.

}‘Iookl Options  Adjust  Help Tools. ..
[ Spell Checker Spell Checker - opens
AdilSgnabire the Spell Check dialog to
Prefill Producer Info {Alt+P) check your text for errors.

Prefill Insured Info (Alt+I)

Cert Holder Menu Add Signature will place

an electronic graphic
representation of your
signature (in your own
handwriting), if you have
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taken steps to create your electronic signature.

Note — Signatures must be created as 300x60 dpi
Bitmap (.bmp) images. These can be ordered from
Agency Software using the Electronic Signature Order
Form available from the support page at
agencysoftware.com.

Prefill Producer Info - automatically pre-fills your
current agency information onto the form. This is
handy if you have changed your agency information
and are opening old forms that have your old info on
them.

Prefill Insured Info — automatically pre-fills the insured’s
current information if you're opening an old form and
their information has changed.

Cert Holder Menu - opens the certificate holder
options dialog (see the Cerfificate Holder section
below).

Vehicle/Equipment/Property Menu - opens (if
applicable to the form) that client’s vehicle,
equipment, or property list (see section below on use
of Vehicle, Equipment, and Property databases).

Options . ..

Change All Field Fonts - allows you to change the
font of the data you type on the form. The changed
font only lasts until you close the form.

Reset to Default Font and Color — Resets to original
settings.

Setup Company NAIC Codes - Click to enter NAIC
code for company, which saves to the Company
Setup.
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Display 4 Digit Year — This foggle is only available with
Enhanced Controls Enabled, this will allow you to
display and print a 4 digit (rather than a 2 digit) year.

Fit PDF to Page - This toggle allows you to fit the form
to a page rather than reducing the resolution of the
printed form (as most PDF’s do) to have wide margins.

Entering Client Information in ACORD Forms

Data entry in an ACORD form is much like data entry
in the Clients window. You can move from field to
field using your arrow keys, tab key, or mouse, and
edit data using the Insert, Backspace, and Delete
keys. You can use your mouse to move the scroll bar
at the right to move up and down the form.

The first thing you will notice when you open an
ACORD form is that some of your work has already
been done for you. Fields for your agency name and
address have been filled in with the data you entered
during installation and the client name and address
information has been filled in with the information
from the Clients window.

Certificate Holders

The ACORD certificate forms allow you to have
multiple certificate holders for a single certificate (so
you can type in a single certificate and print
separate certificates for each certificate holder all in
one operation).

If the Certificate Holders Menu button is

displayed in color, it means that the form can
support multiple certificate holders. If the button
appears grayed out, it means that the form doesn’t
support multiple certificate holders.
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Cerlificate Holders Menu

Here are some things you need to know about
working with cerfificate (cert) holders and entering
holder information in certificates.

You can type certificate holder and description of
operations information in the boxes in the lower-left
corner of the certificate, but if you type the
information directly in the form on-screen, you will not

be able to use the [ iim =
Cer-l' Holders Menu Holders for This Certificate

[Hold Ctil key Down to Select Multiple]

. SERT CERT2 -
TO SeT Up Ond prInT 1st State Bank. 123 Main Street
-I-he Cer-l-lflco-l-e for P American Corp 544 W. Riverside
multiple cert
holders, or get a
report of the
holders attached
to that client’s 1 .
certificate. You'll

© Add New Holder
only be able to Edit et Holder
prln.l- .I-ho.l- ) Delete Marked Holders
) Add Holders from Master List

Cerﬂﬁco"‘e for a Generate Cert Holders List
Slngle CerT holder. Mark Holders to Print

Exit Menu

If you have more

than one holder

for a certificate or
evidence, use the
Cert Holders Menu instead.

Adding Certificate Holders
To add a certificate holder, click the Cert
Holders Menu icon

In the Certificate Holder Menu select the Add New
Holder option and click the Do It button.
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The Certificate Holder Detail dialog box appears.
Type the certificate holder’'s name and address
information in the dialog box.

Note: You cannot have two cert holders in the same
certificate with identical names and addresses. If you
need to issue mulfiple certificates to the same cert
holder for different jobs, see the sidebar “Same Cert
Holder, Multiple Jobs” (below) fo learn how.

Enter the “Description of Operations” information in
the Override Description of Operations box, and click
the Done button. The cert holder name, address, and
operations information will not appear on the form
on-screen, but it will be printed when that certificate
holder is marked for printing.

T
< Certificate Holder Detail X 4

1 Name
Address i
City. St, Zip: General Liabilty: | \
Phone:
Other Gar
Other bk Ex

ork Comp Liat: [~ v
! Emait ‘ Dlhev.’—“ 75

5 Override Description of Operations

Inst Lt Add'lInsrd  Subr Wvd

(] Stike Endeavor To' [ Number of Days to Date Last Printedt

 Done Cancellation X Cancel

Note: There cannot be any blank certificate holders in
the Cert Holders Menu list. If you see a blank
cerfificate holder name at the top of the list, you'll
get a Key Violation error the next time you try to add
a new cert holder. You MUST delete the blank cert
holder (click in the blank cert holder name, then click
the Delete Marked Holders option and click Do It).

Note: If you need to enter a nearly identical name
and address block for a different cert holder, you
don't need to retype it. Instead, select the text you
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need to duplicate, then right-click the selected text
and click Copy on the shortcut menu. Then close the
Certificate Holder Detail window, add a new cert
holder (or edit a cert holder), right-click in the box
where the copied text should go, and click Paste on
the shortcut menu.

Same Cert Holder, Multiple Jobs

Suppose you have a client, perhaps a construction
company, who needs to issue several certificates (for
different jobs) to the same cert holder. But you can't
enter cert holders with identical names and addresses
in the same cert... so what do you do?

Try this: Add a new cert holder, but enter a job
number at the end of the Name line (as shown
below).

] Certificate Holder Detail

Name: Viking Construction Job #21
Address: 123 Bnywhere
City, St, Zip; Stockton, CAR 3895207
Phone: 208-957-39933
Other Fax: 2038-3957-9334
Other:

This keeps the Name and Address field combination
(really the Cert1 and Cert2 fields) from being
duplicated, and you can print all the certificates you
need for the same cert holder’s different jobs. The
resulting printed certificate entry looks like this:
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DESCRIPTION OF OPERATIONS / LOCATIONS / WEHICLES (Atach ACORD 101, Additional Remarks Schedul
Description of Operations, etc, etc.

CERTIFICATE HOLDER
Viking Construction Job #21
123 Anywhere
Stockton, CA 95207
209-857-9933
Fax: 209-857-9934

ACORD25 (2010/05) The ACORD name and logo are re

Description of Operations

The latest version of the Certificate of Liability holds
five lines of text in the Description of Operations field.
If you have more text than fits in this field you can
reduce the font size as low as 7.

Description of Operations Database

The Description of Operations database can %'
hold commonly used descriptions of i .
operations. Access this database from anywhere the
displayed icon appears.

This button sends saved information to the cert
holder description field.

This button saves the information in the current
cert holder description field for use later.

This button will add a blank record if you want
to type the description in manually to pre-load
the descriptions.

E This button will delete the text in the description.
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All of the description is deleted, not just what is
highlighted.

Order:: The Order field is used to place the
| 1 descriptions into the order you want

them in so the most used
descriptions can be at the top. This is in ascending
order and is entered by the User.

When you click Done, a new certificate holder is
added to the certificate.

Editing Certificate Holders
To edit or modify existing certificate holders, do the
following:

1. Click the Cert Holders Menu button (the button
that shows a person walking out of an
envelope).

2. Click the name of the cert holder you want to
edit.

3. Select the Edit Cert Holder option on the Cert
Holders Menu, and click Do It.

4. Make your edits, then click the Done button.

Adding Certificate Holders from the Master List

The EZAgent database has a Master List that holds all
the certificate holders for all the certificates in the
database. If a certificate holder has already been
added for one certificate or client, you can add that
same cert holder to another certificate (for the same
client or for another client) by choosing it from the
Master List.

To add an existing cert holder from the Master List to
the open certificate, select the Add Holders from
Master List option on the Certificate Holder menu,

72



and then click Do It. The Master Cert Holder List
appears, showing all of the certificate holders for all
of your clients.

] Master Cert Holder List ol E- )=
Holders Master List
[Hof@ Ctrl key Down to Select Multiple]
CERT1 CERT2 CERT3 =
D 1stState Bank 123 Main Street Spokane, W 99201
American Corp 544 . Riverside St. Louis, MO 55656
Kal =
Mark ‘
Wiking Construction Job #21 123 Anywhere Stockton, C& 95207
™ »
Options
@ Add Marked Holders to Current Form
() Edit Marked Cert Holder
() Delete All Marked Holders

FIGURE 23 - MASTER CERT HOLDER DATABASE

In this dialog box, click the cert holder name with your
mouse to mark them, you can hold your CTRL key
down to select multiple holders, click the Add Marked
Holders to Current Form option, and then click Do It.
The marked cert holders will be added to the cert
holder list for the open certificate.

Note: There cannot be any blank certificate holders in
the Cert Holders Menu list. If you see a blank
certificate holder name at the top of the list, you'll
get a Key Violation error the next time you fry to add
a new cert holder. You MUST delete the blank cert
holder (click in the blank cert holder name, then click
the Delete Marked Holders option and click Do It). If
you delete cert holders from the Master List, they'll be
deleted from all certificates. To delete a cert holder
from just one certificate, open that certificate and
delete the cert holder using the Certificate Holders
Menu.
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Deleting Certificate Holders
1. Open the Cert Holders Menu.

2. Select the Delete Marked Holders option.

3. Select the names of the cert holder(s) you wish
to delete. (You can mark multiple holders by
holding the Ctrl key down as you click the
names.)

4. Click the Do It button. EZAgent will ask if you
really want to delete the certificate holder —
click Yes. The cert holder is deleted from the
open cerfificate.

Certificate Output for Selected Cert Holders

You can print, email, or save to PDF a certificate for a
single cert holder or for multiple cert holders. To print
certificates for cert holders:

In the open certificate, first add your electronic
signature (if you are planning on an electronic output
and want the form signed), then click the Cert
Holders Menu button. In the Cert Holders Menu, verify
the holder(s) are present and select the Mark Holders
fo Print option; click the Do It button.

The Mark Holders to Print dialog box allows you to
select each cert holder you want to print. If you want
to mark all the certificate holders with one click, click
the Mark/Unmark All check box (click the check box
again to unmark all the cert holders). Click OK.
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] Mark Holders to Print = @
They will Print the Next time you Print this Certificate
Click on the Cert Holders that you want to Print
[Double Click Row to Select)
Selected CERT1 CERT2 CERT3  »
4 [E 1st State Bank 123 Main Street Spokane, b
: 544 W. Riverside
Bl #  |Viking Construction Job #21 123 Anywhere Stockton, (B
280" »
[ Mark/Unmark All
Ok Cancel

FIGURE 24 - MARK HOLDERS TO PREFILL TO CERTIFICATE FOR PRINTING
You will be given the options of:

e Print — Will print a page per marked holder to your
default printer

¢ Email Customer — Will open an email with a
‘forms.pdf’ file attached; a single file with a page
per marked holder (see Emailing Forms section)

¢ Email Cert Holders Directly — Will automatically
send an email to each holder (with email
addresses listed on the holder) with the single
holder’s form. This will prompt you to enter an
email address for any selected holder without an
email address listed.

Select the desired option and click Yes, and the
dialog boxes pertaining to your selection will appear.

Click No to print to utilize other options, such as Save
to PDF. You will be viewing the form (unfilled with
selected holders) and can select Save as PDF File (or
any other output option) from the File menu.

After you close the form, you will be asked if you want
to unmark all the holders you have marked for
printing. Click Yes.
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Generate Cert Holder List

To generate a printable list of certificate holders for
the open certificate, select the Generate Cert Holder
List option on the Certificate Holders Menu, and click
Do It.

Close the Certificate Holders Menu
To close the Certificate Holders Menu, select the Exit
Menu option, and click Do It.

Vehicle Database

The Vehicle Database stores vehicle information by
client and allows entered information to be pre-filled
on ACORD forms such as ID cards, Vehicle Schedules,
and other auto applications. If the Vehicle Menu

$ button (the car button) is fully colored (not
Sad grayed out), it means the open form has
access to the vehicle database. You can also access

1] Vehicle Database = ol |
(Hold Ctrl key Down to Select Multiple)
Vehicles for This Client
] MakUnmark All
jMARl@ ’ Order VYEE | Make 1 Model j Body Type rCcstNew !GVW ‘Clas sIc MIN Age
3] 2008 Chevy Impala s 34,000 1551FS5DF
| » O 2014 Chevy siverado | XT 45456AE65
Options [7] Show Deleted

Edit Selected Vehicle

Delete Selected Vehicle
*) Prefil Form with Marked Vehicles
_) Prepare Vehicle Report

this database from the Personal window.

Enter Vehicles in the Vehicle Database
To open the vehicle database, click on the Vehicle
Menu button (the green car button). The Vehicle
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Database dialog box opens (also available by
clicking the Vehicles button on the Personal window).

To add a vehicle, click the Add New Venhicle option
and then click the Do It button. The Vehicle Detail
dialog box appears.

{] Vehicle Detail o[- 3
Policy: [FEEEES] v
Year  Make Model  BodyType  VIN Number  wehicle Type
2014 Chewy Silverado  XT 4S456AEB5FDA [T PP [ Spec (V] Comm!l
Age Garaging Address County State Tenr  GWW  Class
Cost New Garaging City Zip
Drive to Work/School
- ) Under 15 Miles
SIC Factor  SeatCapacity Radius Farthest Term @ 15 Miles or Mare
5 () None
Use
() Pleasure () Farm @ Commercial ) Retail () Service () None
Coverages

[¥] Liabilty [¥] No Fault [] AddINF V] Med Pay [¥] Unins Motorist [¥] Underlns Motorist
[ Towing & Labor [] Spec Cause of Loss [ | Fire [| Fire/Theft [ Fire/TheftAwindstorm

[7] Liability Special Perils [¥] Comprehensive [ | Collision [¥] Full Glass [¥] Rent Reimburse

() Actual Cash Value () Agreed Amount () Stated Amount () None Amount:

Comprehensive Deductible  Collision Deductible

None Misc. Driver Credit:

@) Comorehensive Callsion:

") Specified Cause of Loss 500 Total Premium:
Amount: 500
Date Added Date Deleted
wens = =

X Cancel

FIGURE 26 - ADDING A VEHICLE

Fill in all vehicle information*, and then click OK. The
Vehicle Database reappears.

Once you have entered all of your vehicles for your
client, you can manipulate the order in which they
print by updating the ‘Order’ column on the Vehicle
Database.

*To display this vehicle on the policy Coverages
Report, you must choose the correct policy from the
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Policy drop-down. For Additional Interests to display,
they must be entered here, see Additional Interests
later in this chapter.

Fill a Form with Vehicle Information

To prefill the open form with information for specific
venhicles, click the Marked box on all vehicles you wish
to fill to the form. When all desired vehicles are
marked click the Prefill Form with Marked Vehicles
option and click Do It. The vehicle data is filled into
the open form.

Note: You can only prefill the number of vehicles that
the specific open form has spaces for, with the
exception of Auto ID cards. In some versions of the
Auto ID card, you can prefill several vehicles at a
time, and EZAgent will create the number of ID cards
required for those vehicles as long as you use the
Order number.

Note: If the Auto ID Card form is more than one page,
when you prefill vehicles it will only create one form
with one vehicle at a time.

Vehicle List Report
For:
2 Guys Barber Shop

N

Year Make Model VIN Cost New

2008 Chew Impala 1S51FSSDF1SD1 34,000
2014 Chew Siherado 4S4CBAEBSFDA

FIGURE 27 - VEHICLE REPORT LISTS ALL CURRENT VEHICLES

Attach Vehicles to Specific Policies
You can also attach vehicles to specific polices when
adding new vehicles on the Vehicle Detail screen.

78 | PROGRAM FEATURES



When you click the caricon on the toolbar of an
Auto form, or you click the Vehicle button on the
Personal tab, click on Add New Vehicle and Do It to
get the Vehicle Detail screen. At the top of this
screenis a policy drop down list so you can attach
this vehicle to a specific policy.

Print a Vehicle List Report for a Client

A vehicle list report is a printable list of all vehicles
associated with the current client. To create it, open
the Vehicle Database, then click the Prepare Vehicle
Report option and click the Do It button.

The Equipment Database stores equipment
information and allows entered information to be pre-
filled on ACORD forms. If the Equipment Menu button
ILP- is fully colored (not grayed out), it means the

open form has access to the equipment
database.

Add Equipment to the Equipment Database
Click the ‘Add New Equipment’ option and the

following

] Equipment Detail ‘E”E] screen

Type 1D/Serial Number New/Used Capacity Date Purchased O p pe O rS

I

Manufacturer Model Model Year  Other Amt of Ins. C IiC k i D O n e 1

+ Done Wh en

finished.
From the

equipment menu you can Add/Edit/Delete/Prefill
forms and print an Equipment Report.

79



The Drivers Database stores driver information by
client and allows entered information to be pre-filled
on ACORD forms such as Business Auto Section, and
other driver applications. If the Drivers Database
button is fully colored (not grayed out), it means the

open form has
access to the
drivers
database.

Add Drivers to
the Drivers

Database
v Clickthe
Ab

o
1] Family Member Information folle /==
Marital
Name Sex Status Relation
John Doe M S Son
! ’ Date Student>100
Date of Birth ~ Occupation Licensed Miles
1/1/19%0 Studemnt 1/1/2006 [
Good  Driver Accident
Student Training Prev Course DriversLicense # Sodal Security #
¥ [ 1111114 | Q)
Date Added Date Deleted
7/23/2014 = =
[ oo |

‘Add New Driver’

option and the Driver Detail screen appears.

From the drivers menu Add, Edit, Delete, Prefill, and
Prepare a Drivers Report are available, similar to the

Vehicles Menu.

The Property Database stores property information by

client and allows entered information to be pre-filed

on ACORD forms such as Homeowners Application,

Commercial Insurance Application and the Dwelling

Fire Application. If the Property Menu button (the

ﬁ house button) is fully colored (not grayed out),
it means the open form has access to the

property database.

Either the Personal Property or the Commercial
Property dialog box opens depending on the Acord
application being used.
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{] Personal Property Detail h B

Location Coverages/Limits

Form/Type: Policy: [none) v Dweling: Rental Value:
Laeation Other Structs: Pers Liability:

of Property Personal Prop: Med Payments:

[if different) Add| Expense:

[ Fire [l Fire & EC [ Fire, EC & VM [ Broad [7] Special

Deductibles (Type & Amount) Premium

[T] &l Peil [7] Earthquake [7] Other Type E st Premiun:

[7] Wind/Hail [7] Annual Hurr Other Amount Deposit

[7] Theft [ Named Hurr Hiiicana Name Balance:

Rating/Underwriting
YrBuilt #Rooms Market Value

[ Frame [”] Mfa Home Structure Type Usage =
[TIMasory 7] iyl Sidina F = " Dwellina [ ] TownHouse || Primary [ Fam
[T Msnry Vaneer[ ] Alum Siding SqFeet #Aots: Rplemnt Cost (] Apartmnt| | RowHouse H 2ndar (] COC
[ ] Fire Resistive ] £2 ) ["] Condo [] CaOp [7] seasonl
HFamilies Purch Date #Fire Divs Ten Code Prem GroupHE&f;ﬁ?Cgéoﬁon Protescﬂ%n [9)$vice 'gypel Reno':\"aarltio&klppe\(ea'

a S k 0 emp Burglar
e e R L Femicenal 7 F1 O Wie [ M

sHol fice  Units/Div Fire Rate : i 4 L

= - Pﬂ;‘;ﬁjype 2ndaryNonel | Direct L:‘ E E Plumb 7] [7]

= - Lecal 7] [ [ Heat [7] 7]
Fire Dist/Code T —r— Ye;No Roof [ []
HousEkegl::!ng Da'f Htegl S}:js [elec sys) < Circuit [7] [ Esterior Paint
Plumbi OHC' '03 e ST1Yes  Knob& Tube [ Yes Brkrs —

g sl KnownLeaks? =] g orAlumWire? ] Ng  Fuses["| ] Foundation Nonel|
Dwelling Location Dccupancy  Misc 0il Tank Location Nonell [ Open [] Closed
[T within City Limits || Owner — Deadholt[] I:nﬁ'oors Outdoors CmTn R :

[ Within Fire District ~ ~— Tenant  FieEwt [7] | 'ANE%%@" [7] Above Ground 7] apprvd Fenc: es/ | Nol

| Unocc isil ! F = !
[ Within Prot Subub [ yaoant | oo () abave Mot [7] Below Giound [ Diving Board ] Above Gimd

Windstorm Loss Mitigation Features  Bldg Grade Codﬁnspecte ] Rating UCBUI?Iie?d \’\Fdséilcle [7] In-Ground
 Daily? ind Class

1| [7] Class g2 Foof Material
Yﬁz; [ Spec H :\;Zs u Resistive
— — [ SemiResist 5
Tax Code: #\Weeks Rented = (] Other Condition of Roof
Basement % sq. feet Pating Credits Sprinkler £
= % i NonSmoker [1]0ff Prem TheftExel | [y oo =
Garage +-sq. feet [ Lightring Prat [ Other = ! - Chimneys +- Pre-Fab

Breezeway - 5q. feet [] Manned Sec (7] Partil % Hearths < Wood Sltwet

nser

Cancel

FIGURE 30 - ADD NEW PERSONAL PROPERTY

Enter Property in the Property Database

To open the Property Database, click on the Property
Menu button (the house button). The Property dialog
box opens.

The Personal Property and Commercial Property
dialog box looks and works the same except for the

fitle.

To add property, click the Add New Property option
and then click the Do It button. The Property Detail
dialog box appears.

Fill in all property information, and then click OK. The
Property Dialog reappears.
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Once you have entered all of your properties for your
client, you can manipulate the order in which they
print by updating in the ‘Order’ column on the
Property Dialog window.

] Commerical Property Detail ==
g s s ilding #: S Building e -
Premises #: <~ Building #: =k Dssorition Palicy: [none) jITN
Address: City: State: Zip:
< 47 Z I~ P ¥ & — v o
Subiects of Insurance
Subject Amount Coins% Valuation Cause Of Loss Inflation Guard % Deductible Blkt# Forms A
A 1
<« i »
Additional C ges, Options, Restricti Ends and Rating Inf
# Open X Distance To . X .
Sides Construction Type  Hydrant  Station  Fire District/Code  Prot Class HStories #Basm'ts Year Built Total Area
A = P x x Py
Building Improvements: Bldg Grade Tax Code  Roof Type  Other Occupancies
[ Wing YR: [7] Plumbing YR:
[”] Roafing YR [7] Heating 'YR: ‘Wind Class [ Semi Resist Heating Boiler on Premesis [Y/N)
[] Other YR [T] Resist [ I Yes, is Ins. placed Elsewhere?
Right Exposure and Dist. Left Exposure and Dist. Front Exposure and Dist. Rear Exposure and Dist.
Burgular Alarm Type Certificate # Expiration Date || Central Station
|7 With Keys
Alarm Installed and Serviced By Extent Grade # Guards [ Clock Hourly
=
Premises Fire Protection % Sprink  Fire Alarm Manufacturer [ Central Station
[7] Local Gong

75

FIGURE 31 - ADD NEW COMMERCIAL PROPERTY

Fill a Form with Property Information

To prefill the open form with information for a specific
property, click the property to highlight it. To select
more than one property, hold down the Ctrl key while
clicking on the properties.

Then click the Prefill Form with Marked Properties
option and click ‘Do It'. The property data is filled into
the open form.
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Note: You can only prefill the number of properties or
buildings that the specific open form has spaces for.

Print a Property List Report for a Client

A property report is a printable list of all properties
associated with the current client. To create it, open
the Property Database, then click the Prepare
Property Report option and click the Do It button.

= The Additional Interest Database stores

= | information on the additional interest on the
assets of the policy holder. This information can be
pre-filled to ACORD forms such as the Additional
Interest schedule, as well as drawn into the
Coverages Report on coverage items attached to a

policy.

[] Additional Interest Detail ol )=
1 — - Interest in ltem Number
Interest Rank: | Cert || Policy V| Send Bill S5 S
Z)AddlInsured [T Loss Payee TR Location: Bldg:
| Breach of Warr [V] Mortgagee Name: : ) Vehicle: 1 Boat:
8 Co-Owner [ Clwn.ev Address; 215W. Main Airport: Aircraft
- Egzﬁik r ?:Jgsf;:m Address2: I Item Class: Item:
] Lienholder Other iy Spokene StWA | Zip 99202 Item Description
Phone: Fax:
Email:
Loan #: 54456465 Lien Amt: 36000 Interest End Date: 5/27/2017 =]
+ Done ‘ X Cancel

Click the ‘Add New Interest’ option and the
Additional Interest Detail screen appears. Click Done
when finished. From the Additional Interests menu you
can Add, Edit, Delete, and Prefill similar to the
Vehicles or Drivers menus.

The Email feature sends forms, saved as PDF or JPG
files, directly from EZAgent through your e-mail
provider. This must be properly configured using your
email provider settings.
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Sefting Up Email

To set up to email from EZAgent you need to collect
your email service information. The required
information is:

e Qutgoing SMTP server name

e Username

e Port number

e Password (if one is required for outgoing mail).

You can get all this information from your Internet
Service Provider (ISP).

Note: Outlook users can simply check the Send
through Outlook box and enter their signature
information (optional).

To set up email:

1. Open any ACORD form, and click File — Email.

2. The Email Form dialog box opens with the saved
file name in the Attachments box.

3. Click the Email Setup button (the button with the
gears).

4. In the Email Setup dialog box, fill in your ISP
information and click OK.

e If your email provider requires a secure
connection, you can select SMTPS and enter
the specific port given to you by your email
provider.

Common gmail settings:

e Serveris smtp.gmail.com

o Select SMTPS (select this before setting
the port)

e Enter Port 587

These seftings may change as your ISP
makes configuration changes.
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¢ In the Signature area you can add a Default
Signature. There is room for 6 lines of
information that will appear at the bottom of
each email.

e The Password box is for the password your ISP
requires for sending outgoing mail. Not all ISPs
require outgoing mail passwords — if yours does
not require a password, leave this box blank
and uncheck My Outbound Server Requires a
Password box.

e Click OK

Sending an Email
From the Acord form select File — Email (after adding
signatures and prefilling any pertinent information):

1. Enter the recipient address in the To: box.

2. In the large box, enter any message text you
want to send the recipient.

3. Click the Send Email button.

Note: You can attach more files to your message by
clicking the ellipsis button (at the right end of the
Attachments box), and selecting the files you want to
attach.

If EZAgent email doesn’t work for you, you can save
your forms as JPG or PDF files by clicking File — Save As
PDF (or File — Save As JPG), and then attach the
saved files to a message in your outside email
program.
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EZAgent offers two modes for the notes window. The
first is the original notes that were written to a single
page listing the notes by date. —

These are referred to now as the ¢ Old Notes

Old Notes. To print these you & New Notes
either had to print ALL the notesor | ~ g
highlight what you want and copy

/ paste to a word document to print a section.

In the Agency Setup tab you can select a global
preference to have Old Notes, New Notes or Both.

The “Both"” option allows you to view Old Notes
without the ability to Add and to view New Notes with
adding ability. So you can add notes in the New Note
format, but be able to view all the notes previously
entered in the Old Note format.

Operation of Old Notes
Click the Notes tab to view the Notes window.

To start a new note, click the New Notes icon. The
New Notes window opens.

X Current User = GUEST - AGENCY SOFTWARE INC

Acords |OIld Notes | New Notes Reports Letters Personal Claims Images Calendar -~
FEEA
5/14/2014 2:21:18 AM SALLY - John called to inquire about a new commercial package policy. (
with quotes.
5/16/2010 8:44:23 AM SALLY - Called back, John not available, left message.
I7/23/2014 1:52:45 AM GUEST - Employee accident occured this afternoon, called in a report.

Notes are automatically fime-and-date stamped,
and your login user name is entered. You'll find
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buttons for formatting your note text, as well as print,
cut, copy, and paste buttons, on the toolbar. Type
your note in this window, then click the Commit
button.

Operation of the New Notes

The new notes are stored in a database as one (1)
note per record. This allows the ability to categorize
and print the notes per User and/or date range.

ILI":E—_,.:"J:I Click on the Notes tab to view the New Notes
window. To add a note, click on the Add New
Notes icon from the Notes (or New Notes) tab. The
New Notes entry window opens.

g New Notes ’Eiﬁ@
£ I -Im-(N B 7| u| S8 ol = 45| @ Y

[T Schedule Tickler for this Note
7/23/2014 8:55:11 AM GUEST - Customer requested terrorism exclusion.|

- Type in Client Notes, Review, then Click 'Commit' to
Permanently Add these Notes to the Client's Record £3 Cancel

If the note applies to a policy you can select it in the
Re: field. Notes are automatically fime-and-date
stamped, and your login user name is entered.

e Click the Spell Checker button to correct
spelling

e Check the Tickler checkbox to add a tickler
for this note

e Type your note in the body of the note record.
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e Click the Commit button to permanently
accept the record after reviewing your
entries.

While these notes are unchangeable, there is the
option to append to a note. Simply clickinthe &
body of the note and click the icon to Append

to an Existing Note, which allows you to add text to
the end of the existing note.

@ You can run reports on New Notes by clicking

the Print Notes icon. The Print Notes window
allows you to print by date, user, and client, or
combinations of these filters.

- e = [N
— &/ C o "-
ACORD
& == & . op - 19 @

@Gj =1 .p? [~ Sort by Policy #
Created By: B Date Created: Policy #
|GUEST [11/14/2017 7:06:13 A ]H055564564

Homeowner's policy is non-renewed.

Re:Policy: HO65564564 Homeowners 4/13/2015

Re:Policy: HO65564564 Homeowners 4/13/2017
Created By: Date Created: Policy #

|SUPER [10/24/2014 11:13:51 2 ]H065564564

Called in credit card payment on HO policy
Re:Policy:HO-52626662

FIGURE 34 - NEW NOTES TAB

Note: On either of the mode of notes, clicking the
Commit button posts the note and makes it read-only
(meaning it cannot be edited or deleted). This is for
E&QO protection. Do not click the Commit button until
the note is complete and correct. If you DO make a
mistake entering a client’s notes, you will have to add
another entry below it stating your correction.

Persondadl

The Personal section is where you can record
personal data about your clients — such as the names
and birthdays of their family members. As always, start
by selecting the client’s name in the Clients tab.
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Click on the Personal tab to view the personal
information pertaining to the selected client. To add
a record to the Family Members list, click the Insert
Record button (the + button) in the toolbar below the
list. Fill in the client’s family members, and personal
data about them, on the left. Click the Post Edit
button (the check-mark button) to save the record.

The Customer Demographics entries on the right
apply to the client, not to the specific family
members.

When you first install EZAgent, the field headings are
undefined in the Customer Demographics list.
Headings for the demographics categories (up to 10)
can be assigned from the Demographics button on
the Agency Setup tab. Once you have assigned the
demographics categories, the headings will appear
on this window and can be used for reporting and
marketing.

X Current User = GUEST - AGENCY SOFTWARE INC P e ==

Policies  Web View  ACORDs  Notes Claims  Reports Letters Images Surveys TFile Calendar Setup [

[MemberName __ [Nickname __ [Notes [Relation __ [poB [Bithday[ssN [N et since...

M John Doe: Jay Other 111380 171 11T [gg7
Chiistmas Card?
ves

N Last remarketed on.
2013
Gender

Name: }Juhnnoe NickName: }Jay &M ’7

Relation: Other -] oos:[inass |l o F

Bithday: [ia SN |

Ocewpaton | | saws | v] MeralStas

Divers License: 11111148 Date 4 [17172008 =l 2

Good Student [~ Driver Training [~ Student > 100 mies [~
Accident =]
Prev. Course
Vehicles Comm, Diivers
Notes:
= ] 4 ‘ S ‘ > ‘ + ‘Eﬂ 5T ‘ ‘ = Pers. Property | Comm. Property
9

[Current Client: 2 Guys Barber Shop [Phone: I Oct 27, 2015 8:15:51 am _:i

The toolbar at the bottom of the window allows for
adding, editing, and deleting records in the Family
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Members list. The toolbar has the same functionality
as similar toolbars throughout EZAgent.

Also on the Personal tab is a Property button to enter
Personal Properties and a Vehicle button to enter
Vehicles.

To see a family member listed as a driver on the
policy Coverage Report be sure to check the Rated
Driver box.

Click the Claims tab to open the
Claims window. Use the Claims
window to keep records of the
selected client’s claims. " Edit Claim L\\?
" Delete Claim

~Claims Options

" Add New Claim

Add a New Claim. The current
customer’s name is shown at the
bottom of the window. Click the Add New Claim
option, then click Do It. On the claim entry screen,
enter a Claim number. Click the down arrow in the
Policy Number box,

[ 2
and choose a policy
. number from the list.
laim Number:
Typeo!Loss:l When yOU Choose
pdi?;:::f;ll,—_q the policy number,
| the Company
Date of Loss: @ . .
nmmale;—g information for that
Date Closed: ™ Claim Open . . oy e
ki policy will prefill in the
Aj;ﬁﬁ"’?"jﬁ{ Claim Detail window.
juster Email:
Ressvedmount| Enter the appropriate
mount Paid: .

Facts: A Khag dOTO |n Oﬂy
remaining fields, and
click the check mark
to post/save, then OK

= e to close the window.



Edit a Claim. Select the claim you want to edit, then
click the Edit Claim option and click Do It. In the
Claim Detail window, make your changes and click
OK.

Delete a Claim. Select the claim you want to delete,
then click the Delete Claim option and click Do It.
When asked if you are sure, click Yes (unless you
change your mind — then click No).

Click the Reports tab to open the list of reports. In the
Reports window, you'll find all the default reports that
come with EZAgent (depending on your user security

uReportQualiﬁers == ol @ |eV€|).
Date Range
From: [§¥} 1/ 1/2015 ~

Land Scape [~ These reporfs are

Show Lines v

Alternating Shaded Lines [
P & ready to be used.

Selection Criteria They can be
Policy.'Company’ = o2 eleed, Which
requires some
understanding of
s SQL language,
& oK 3 Cancel and you can also
create your own
reports with some understanding of how databases
relate.

To: [(¥i10/27/2015 ~

Select the report you wish to run then click the Do It
button (or double-click the report name).

The Report Qualifier window opens allowing you to
enter the report criteria. Options in the Selection
Criteria box typically must be entered to run the
report. Display options are listed in the upper corner
(Landscape, Show Lines, Alternating Shaded Lines,
and font adjustment).
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Once you have entered the criteria and click OK, an
Options box appears for the output method of the
report. This allows you to create a Report, a Mail
Merge File as a comma delimited file (*.csv), or
Mailing Labels (if the report has the required mailing
label fields).

Report - allows you to preview or send directly to the
printer

Mail Merge Files - can be used by most
spreadsheet, word or database programs

Mailing Labels - will create 3 x 10 mailing labels (3
,IIO--JEIE@ across, 10 down). The report
T requires the Client Name, First
@ Report Name, Last Name, Address1, City,
L Wi e Fle State and Zip to create the labels.
AR This is used when labels are

needed for specific criteria such as

for expired policies.

If the print is too small

Some reports have several fields (columns) of data,
and all the fields will have to fit in one row across a
single page. The more fields of data are displayed,
the smaller the font will be (to fit it all into one row).

To make small print a little larger:

Rerun the report and select Landscape - When the
report is printed in Landscape orientation, there is
more page area for the long rows and the print is
more readable.

Eliminate unnecessary fields - If the report print is
still un-readably small, you can only increase the
font size by eliminating some of the fields
(columns) in the report.
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Select multiple lines per record - You can opt to
‘break’ each row of data into multiple lines
(although it is a little harder to read this way). The
dialogue box to do this appears only when the
report has reached a small font.

Save the report as a Mail Merge file - Open the
saved csv file in Excel and then you can
manipulate the page and font size to your desired
format.

The Report Preview Window Toolbar

In the Report Preview window toolbar (across the top
of the window) you have various Zoom buttons to
change your view of the report, and buttons to move
from page to page in a multi-page report, print the
report, and exit the report viewer window.

Create a Custom Report
You can create your own custom reports to show
whatever specific data you choose.

To create a custom report (you must have Supervisory
access) select the ***Custom Report*** report name
at the top of the reports list, and click Do It. In the
Query Wizard window that opens, you'll build your
custom report.

The next steps will guide you through creating a
custom report listing client names and phone
numbers for clients in your zip code area.

1. Inthe Get Records from My box (at the top of the
window), select Client.

2. Next you'll enter the criteria that determine which
clients will be listed in the report — specifically, the
clients with your local zip code.
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e In the first line of three boxes, in the (fields) box,
select ZIP

¢ |Inthe (conditions) box, select =

¢ Inthe (values) box, type your local zip code. In
this example we enter 99021, because | have
many clients with that zip code.

3. In the Available Fields list, double-click each field
you want to display in your report. In this example,
I'll select Client."Name’, Client.’Address1’,
Client.’City’, Client.’State’, Client.’Zip’,
Client.’Phone’, and Client.’Phone2’. Keep in mind
the more fields you choose the smaller the print on
the report will be.

" Mail Merge File

X Query Wizard =N Mol X
[tables]
Get Records from My |Client ~| Table that Have
[fields] conditions [values]
|ZIP L] = v I99021 L]
[and/or) (fields) [conditions) [values)
(and/or) (fields) {conditions) [values)
[and/or) % (fields) [conditions) [values)
Available Fields Selected Fields .
Clent CITY" R [ Client, NAME' R Export Tor
i | Client 'ADDRESST = (" Report
Client.'CITY" = ‘ s
X Client.'STATE! [T " Mailing Labels
Client. ZIP" £l

= Clent PHONE,_

Order By: I _v_]

Resulting SQL Code

Select Client. NAME', Client. ' ADDRESS1', Client. CITY", Client.'STATE", Client. ZIP", Client PHONE',
Client.'PHONE2' From Client Where [Client. ZIP"' = '93021')

0K E Save &3 Cancel

FIGURE 36 - SETTING UP A REPORT FOR CLIENT BY ZIP CODE

As you double-click each field name, it appears in
the Selected Fields list. To delete a field from the
Selected Fields list, click the field name and the click
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the Remove Selected Field button (between the red
arrows that point up and down).

4. If you want the records in your report to be listed in
a specific order, open the Order By list and
choose the field name by which you want to sort
the list. The figure below shows this example report
set up and ready to run.

You can also 'Subtotal' and 'Group By' rows of your
reports together. An example of this would be to
create a new report for all policies, Subtotaling
premium volume, then Grouping By Company.
Note that you need to ‘ORDER BY’ the same field
you ‘Grouped By’ for it to work.

5. Click the OK button.

6. The Report Setup box opens next, with the Preview
option selected. Click OK to open a preview of
the report before you print it.

7. After you close or print the report, you will be
returned to the Query Wizard. If you want to save
this report, to use again, click the Save button.
Give the report a name you'll recognize later,
select Marketing in the Report Category box, and
click OK. Then click Cancel in the Query Wizard.
The report is added to the list to run at a future
date.

Note: In addition to creating this report to ONLY
run for clients in ZIP CODE = 99021, you can greatly
enhance the functionality of this report by
choosing ‘:Valuel’, ":Value?2’, :Value3’ (or
““FromDate’ and ‘:ToDate’ if dealing with date
fields) in each of the values dropdowns. Choosing
these variables instead of hard-coding the value
‘99021 means that the program will stop and ask
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you what criteria you want to run the report each
fime you run the report.

The report you create is nothing more than a set of
instructions, called a SQL statement. This tells EZAgent
to refrieve the data you specified every tfime you run
the report. This means that every time you run the
report, you get the data that is currently in the
database when you run it.

Create Mailing Labels

To create mailing labels, your report must have the
fields, Client Name, Client First Name, Client Last
Name, Address1, City, State, and Zip. When you run

the report KX Lobel Setip =8 EeE <~
c h(?QSG Enter the Number of Labels to Skip (0-29) if you are
Mailin g using a Partially Used sheet of Labels.
Labels from Leave it ‘0" if it is a New sheet of Labels. [_

H Where do you want the Name line on the
the OpTlonS \Label to Come from?
menu, and Get Name Line From
you will gef ¢ Client Name Field
the label " FirstName + LastName
SeTUp " LastName + FirstName [for File Folders]
screen. 7
N Of‘e_‘ | f yo U [ Check Here if you want the ‘Attention’ Line to Appear on Labels
filter your
client list on
the Clients FIGURE 37 — LABEL SETUP OPTIONS
window

before you create mailing labels, the labels will be
created only for the names in the filtered client list.

Edit a Report
Any report, including most default reports that came
with EZAgent, can be edited if you understand SQL. If
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you don't understand SQL, it's easier to create a new
report and delete the old one.

Permanently Delete a Report

To permanently delete a report, either default or
custom, select the report name in the Reports
window, and click the Permanently Remove Selected
Report button above the blue reports list.

Note: Once you delete a report, it's gone forever.
Agency Software technical support can replace
default reports for you, but this will also delete any
custom reports you've created. So be very sure you
want to delete a report permanently before you do it.

Letters

Click on the Letters to open the Letters window. This
window has all the features of most modern word
pProcessors.

What's In the Letters Window

There are several insurance-specific letters included in
EZAgent. These letters are ready for merging with your
client data. You can also edit these letters to
customize them, and then save the default letter with
your customized changes, or save the changed letter
with a new file name so you don’t lose the original
default letter.

e To open default letters that come with EZAgent (or
custom letters you have created and saved in
EZAgent) click File, then click Open. A window
opens to the Docs folder in the EZAGENT folder.
Click the name of the letter you want to open,
then click the Open button.

PROGRAM FEATURES | 97



e To create new custom letters click File, then click
New. Follow the procedures in the Creating
Custom Mail Merge Letters section below.

e Tosave changes to an open letter click File, then
Save.

e Tosave a letter with a new file name (as a new
letter) click File, then click Save As, and give the
letter file a new name.

e To close the open letter click File, then click Close.

Merge Client Data into a Letter

EZAgent allows you to merge your agency and client
information into several preinstalled letters, or create

your own letter in either EZAgent or a word processor
and then merge your data into it'.

To merge data info a document that shipped with
EZAgent, start by opening that document (the merge
fields are already in place in these documents).

% | Select the client(s) you wish to merge into the
letter by clicking the Select Clients to Mail
Merge button. This brings up a box with a list of your
clients in it. Click to select the clients you want to
include. (Select multiple clients by holding down the
Ctrl key while clicking on the clients).

Click the OK button. Multiple identical documents are
created, each filled with the merged client data.

! Files compatible with this feature of EZAgent must be
saved as *.rif file types. Files saved as *.doc files will
not be recognized. Files saved with table formatting
in a word processing program will be altered when
saved as *.rif files.
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Print the merged documents by clicking the Print
button (or click File, then Print).

After you print the documents, click File, then click
Close to close the merged document without saving
it.

Note: Do not save the letter after you merge client
dataintfo it. Doing so will overwrite the original letter
containing merge fields, and you won't be able to
use that letter as a merge-able file again.

IX Current User = GUEST - AGENCY SOFTWARE INC Pol-a-
File Edit Insert Format

Acords Notes Reports | Letters | Personal Claims 1Images Calendar TFile

[ aial ~Ihn ZIm=jE=] Bl 7] Ul /= === NE kel
Sl e B N EEEEE R R

| C\APRO\Docs\Commercial - Easy Questionnaie. tf /’ |

L \ . 1 . i & e . ' ) . ' -4 / [ S . " - B .

{ Date } 7~ L =
Name ) Merge function icons
FirstName } { LastName }

( Address1.) =

{.City}, { State} {Zip)

Pear{ Eistiiame ). Merge fields

Getting a quote on your business insurance can be a tedious and frustrating experience.

(\Whie you may have been given a compettive quote when you purchased your existing policy, al
P a— 1 ]

FIGURE 38 - LETTERS TAB

nannu -~
»

«

Creating Custom Merge Documents
EZAgent allows you to merge your agency and client
information intfo custom documents that you create.

Click File, then click New. The window is the same, but
the program knows you have started to create a new
file.

Type your new letter/document. Wherever you

~| wantto enter merge data (such as client
name, agency name, date, phone, policy#,
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etc.), click to place the cursor at that point and then
click the Insert Merge Field button. (You can also click
Insert, then click Merge Field.)

Scroll down and select the merge field you want to
insert, and click OK. When you run the merge in the
finished letter, the program will replace each merge
field with the corresponding client information in the
database.

A merge field consists of a field name from the
database, surrounded by periods and curly brackets.
You cannot create your own merge fields — the
names must be identical to field names in the
EZAgent database.

When you finish your document and all merge fields
have been entered, save the new document by
clicking on the Save button (or click File, then Save).

In the Save As dialog box, enter a name in the File
Name box. The document is saved in the Docs folder
in the EZAGENT folder.

To merge data into this document for printing, follow
steps 2 through 5 in the Merge Client Data info a
Letter section above.

Note: Do not save the letter after you merge client
datainto it. Doing so will overwrite the letter
containing merged fields.

Attaching Letters to Clients

When you attach a letter to a client, the document is
linked to that client so you can find it again very
quickly when that client is selected in the Clients
window.

To link a letter to a client first make sure the client is
selected (listed as the Current Client in the bottom left
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corner). In the Letters window, open or create a letfter
and merge the data into it (using the procedures in
the previous sections).

Click File, then click Save As to save the merged letter
as a new file with all the merged data in it. In the
Save As dialog box, give the file a new name. It's
saved in the Docs folder in the EZAGENT folder.

) Click the Add/View Attachments for This Client
button (it looks like a paper clip). The Attached
Documents window appears.

To attach the current letter to this client, select the
Attach Copy of Item to Client option, and click the
OK button.

A window opens asking you to enter a description for
this document (the description appears in the
Description column in the Attached Documents
window). In the box, type a description that identifies
the document and click OK.

The date, description, and filename for this document
will appear in the Attached Documents window after
you click OK and then click the Add/View
Attachments For This Client button again.

To open and then edit or print letters you have
already attached to this client, click the Add/View
Attachments button. Click the letter you want to
open, then click the Edit Selected Item option and
click OK.

To delete the attached letter from the client, click the
Delete Link To Attachment option. The document will
no longer appear in the Attached Documents
window, but the document file will sfill be saved in the
Docs folder in the EZAGENT folder.
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To close the Attached Documents window without
attaching, opening, or deleting any documents, click
the X button in the upper-right corner of the window.

Note: An alternative to attaching to the letters
window is to attach fo the image tab by printing the
merged letter to the Agency Software Printer. This will
create a PDF file and attach it to the Images tab.

The Images area is where you can attach files
pertaining to the selected client. This section covers
the methods you use to attach and access these files.

The EZAgent Document Manager

With the Document Manager, you can attach any
kind of electronic document to any specific client in
your EZAgent database. Do you have a letter, a
picture, or a spreadsheet that you want to attach to
a specific client so that you can quickly locate and
open that particular file? Now you can do exactly
that with the EZAgent Document Manager.

What the Document Manager Can Do for You

The Document Manager is designed to attach or link
specific files in your computer to specific clients in
your EZAgent database.

You can atftach all kinds of files to specific clients: any
scanned image, forms saved as PDF or JPG files, text
documents (such as a Word file), spreadsheets (such
as an Excel workbook), and pictures of any kind.

When you select a specific client on the Clients tab,
all the attached or linked files for that client are listed
on the Images tab.
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What's the Difference between Linking and
Attaching?

Attaching creates a separate copy of the file for the
database. Any changes you make to the attached
copy in the database are made only in the attached
copy - they don’t change the original file.

Linking creates a link to the original file. If you open a
linked file and make changes, your changes appear
in the original file.

Whether the file is linked or attached, if it's a graphics
file (specifically a BMP or JPG file) you can see the file
image in the Image Preview pane on the right side of
the Images window.

The files are easy to open. You can either double-
click the name of the file in the Title pane (on the left
side of the window), or double-click the image in the
Image Preview pane (on the right side of the
window). Double-clicking in either pane opens the file
in its native program.

v .
X Current User = GUEST - AGENCY SOFTWARE INC o )
Ledger Acords Notes Reports Letters Personal Clams | Images [ Calendar TFie Surveys [
2, 2 %9 Image Preview - Double Click to Excand
Date Added [Tre - -
_|7RVAN4 124536 Pt Polcy rerewd 95 :
B[7/23/2014 125007 P Map N
;‘;\ ‘ h
/ | | Drag to resize
' = pane
Currentl 1
urrently |
selected
image 4 Q
(B ¢ o
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To change the file association — the native program in
which a file opens — open any folder window, such as
the My Documents folder, where a file of the type
resides.

1. Right-click a file of the type you wish to associate
and select from the menu Open With, then
Choose Default Program

2. Find the program with which you wish to associate
the file either in the Recommended Programs, or
by browsing

3. Click OK, which should open the file with the
chosen default program.

Adding Files to Images
There are several ways to add files to the Images
window in EZAgent. You can:

e Add files with the buttons on the Images window
in EZAgent

e Use the Document Manager icon on your desktop
(even when EZAgent is closed)

e Add scanned files directly from your ScanSoft
PaperPort 9.0 scanning software

e Add files by clicking the Snapshot button in the
Webview tab

e Print any printable item using the Agency Software
Printer

e Use the Save button in the Client A/R invoice.
Adding Files from the Images Window
To add a new file when you have EZAgent open:

1. On the Clients window, select the client to whom
you want to aftach the file.
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2. Click the Images window to open the Images
page.
3. Click the Load New Image button.

4. In the Open dialog box that appears, navigate
to the folder where the file is saved.

X Open

Look in: I Il Desktop

D
o S

Recent Places

Desktop

=

Libraries

A

Computer

Network

7 e £ Ev

Name Size Item type Date modified 2
&) new image,jpg 1KB JPGFile 7/23/20141:03 ... |z
E)images tab ejpg 55KB JPGFile 7/23/2014 12:55...
El)images tab.jpg 71KB JPG File 7/23/2014 12:50...

@'_] document title.jpg 17KB JPGFile 7/23/2014 12:49...

& inbound print jobj... 21 KB JPGFile 7/23/2014 12:49...

{ak] Pictured.jpg 49 KB JPG File 7/23/2014 12:47... |
& map.jpg 128KB JPG File 7/23/2014 12:46...

Enew claim.jpg 30KB JPGFile 7/23/2014 12:43...

[&] claims options.jpg 5KB JPGFile 7/23/201412:41...

&) claim.jpg 64 KB JPG File 7/23/2014 12:40...

&) personal.jpg 85KB JPGFile 7/23/2014 12:36...

&R attach.jpg 31KB JPG File 7/23/201412:28...  _
File name: |Pidure4.jpg _'J Open |
Files of type: [ PG Files (“jpg) ~| Cancel

¥ Open as read-only
vz

FIGURE 40 - BROWSE FOR IMAGE TO ATTACH

5. Click the file name, and click the Open button.

6. The Enter Document Title box appears. Enter a
document title — this is the title that will appear in
the Title pane in the Images window (so make it
something you'll recognize).

If you want
to link fo the
file rather
than create
a copy,
click the
Create Link
to this

n E%er Document Title

Enter a Title or Description for the Document

== <

lMap to property|

[ Create Link to this Document Only

Policy #: (optional] |54889561

=

£3 Cancel | ¥ 0K |
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Document Only check box to mark it.

Note: If you link a document, make sure others in
your office have access fo that location or they will
not be able to open the document in EZAgent.

8. If you want to attach a copy of the file, leave the
check box clear and EZAgent will make a copy
of that file so everyone that has access to
EZAgent will have access to that document.

9. If you wish to link the image to an existing policy,
drop down the list and select the policy number.
This will allow the image to be viewed from the
Policy tab.

10. Click OK.

The file is linked or attached, the title you typed
appears in the Title pane, and the image (if it's a BMP,
JPG, or PDF file) appears in the Image Preview pane.

Adding Files with the Desktop Document Manager
Icon

To put the Document manager icon on your desktop,
open the network drive where EZAgent is installed,
then open the EZAGENT folder, right-click the file
named DocMgr.exe and select Send To the Desktop.

The Document Manager icon will then be on your
desktop. You can attach or link a file to a
client by dragging the file's icon onto the
Document Manager icon.

Note: You cannot run the Document Manager by
double-clicking the icon — you can only drag-and-
drop file icons onto it.
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mEx]

View  Favories  Tools #
e) & }3 Search
dress (I3 1A Go

Drag the file icon and
drop it on the Document
Manaaer icon

>

Trophy head Office, PG
two guys welcome letter.doc
B Liser Manual.doc

You can drag the file's icon from the desktop, or from
a folder window. When you drop the dragged icon,
the Document Importer window opens.

Note: If you want to use the Document Manager icon
fo attach or link an e-mail message, you must first
drag-and-drop the e-mail message from your e-mail
program onto the desktop first, then drag-and-drop
the e-mail icon from the desktop onto the Document
Manager icon. You cannot drag the email directly
from the email program to the document manager.

™| »

X Cancel |

FIGURE 41 - CHOOSING A CLIENT AFTER DROPPING A FILE ON THE DOCUMENT
MANAGER DESKTOP ICON

PROGRAM FEATURES | 107



1. In this window, navigate to the client to whom you
want to attach the file. All the techniques you can
use for finding the right client in EZAgent’s Clients
window will work here, too — for example, type the
first few letters of the client name, or scroll to a
different column and click the column header to
sort by that column.

2. Select the client name, and click the Do It button.
You can use any techniques you normally use in
the Clients page to navigate to your client (e.g.,
type the first few letters of the client name to jump
to that part of the list).

3. Inthe Enter Document Title box that appears,

entfer a

document @Document Title

title — this is the |F’ictures from accident

fitle that will Enter a Title for this Document and Click '0K'
appear in the [~ Create Link to Document or Folder Only
Title pane in Policy # [optional) | EEEEEE] v ]
the Images

window.

If you want to link to the original file rather than
create a copy, click the Create Link to this
Document Only check box to mark it. If you want
to attach a copy of the file, leave the check box
clear.

Note: If you drag a desktop shortcut to your
Document Manager icon, it doesn’t matter
whether you attach or link — you are attaching or
linking a shortcut rather than the actual file, and
opening the file from within EZAgent will always
run that shortcut and open the original file.

If you wish to link the image to an existing policy,
drop down the list and select the policy number.
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This will allow the image to be viewed from the
Policy tab.

4. Click OK. The file is linked or attached, the title you
typed appears in the Title pane, and the image (if
it's a BMP or JPG file) appears in the Image
Preview pane as displayed above.

Note: If EZAgent is open when you attach a file using
the desktop Document Manager icon, the newly-
added file will not be immediately visible in the
Images window. Click the Clients tab, then click the
Images tab again, and you'll see the newly attached
file in the list.

Adding Files from ScanSoft™ PaperPort 9

If you have a ScanSoft™ PaperPort 9 scanner, you
can attach or link scanned files to your EZAgent
clients directly from the PaperPort window.

After you install the EZAgent Document Manager,
you'll see a Document Manager icon in the Send To
bar (the programs toolbar at the bottom of the
PaperPort window) the next time you open it. If you
don't see the Document Manager icon, click the
Arrow buttons on either side of the Send To bar to
scroll more program icons into view.

If you still don’t see the Document Manager icon
in the Send To bar, click Tools — Refresh Send To
Bar. If that doesn’t add the Document Manager
icon to the Send To bar, click Tools — Send To
Options, and in the Send To Options dialog box,
scroll to select the Document Manager icon and
then mark the Include Icon On Send To Bar
check box.
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g PaperPort g@

File Edit View Item Tools Help

B ét@ W EallE Rk X v o % . 0E. 3. 8.

Search | Folders | | 1 Delete 1 Arange  Meus

Folders 2] x

= (&) My PaperPort Documents
#-(] Articles
(] Bank Statements
{21 Business Cards
(L1 Faxes
#-{_] Investments
{1 Photographs
{1 Presentations
{1 Real Estate
d Recelpts

-Release Motes-

Document
Manager

Folder: Samples (9 items).

After you scan a document into PaperPort, you can
use the Document Manager icon on the Send To bar
to send the new file to EZAgent.

Tip: When you install ScanSoft ™ PaperPort, a new
button (the Print To PaperPort button) appears in
Microsoft Word, in the Standard toolbar. After you
create and save a document in Word, you can click
the Print To PaperPort button in the Standard toolbar
to add the open document to PaperPort, and from
the PaperPort window you can add the file to the
EZAgent Document Manager.

1. Select the icon for the document in the PaperPort
window, then click the Document Manager icon
in the Send To bar.

2. Select the client name, and click the Do It button.
You can use any techniques you normally use in
the Clients page to navigate to your client (e.g.,
type the first few letters of the client name to jump
to that part of the list).
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3. In the Enter Document Title box, enter a
document title. If you want to link to the original
file rather than create a copy, click the Create
Link to This Document Only check box to mark it.

If you want to attach a copy of the file, leave the
check box clear.

4. Click OK.

The file is linked or attached, the title you typed
appears in the Title pane, and the image (if it's a BMP,
JPG, or PDF file) appears in the Image Preview pane.

Adding Files using the Agency Software Printer

ASI Printer Setup must be done at each workstation
by running the appropriate ASIPRINTER file at each
workstation for that user to have access to the
Agency Software Printer and use the Snapshot button
in Webview. The ASI Printer is installed using the
Techtools utility available from the EZAGENT folder.

After you install the ASI Printer you will have it
available in your printer selection. If you choose the
Agency Software Printer while on an outside
document, email, website, etc. (you must be logged
into EZAgent while using this feature) it will ask which
client you would like to attach the image to.

Inbound Printloﬂ} ol -E-

An Inbound Document has been detected from the Agency Software Printer
Do you want to Attach it to the Current Client. Another Client, or Delete it?

t (3 Another £3 Delete

This will create a PDF file in the Images tab of the
selected client. Next you will get the same Document
Title windows you get when attaching images directly
from the Images tab, where you will give the
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document a Title and you can attach this image to a
specific policy.

Another way of using the Agency Software

Printer is by clicking the Snapshot icon from the @
Webview tab, which will capture the entire

current page displayed in Webview to a PDF file in
the Images tab.

Using Your Attached or Linked Files in EZAgent
Now that you have files in the Images window in
EZAgent, here are some things you can do with them.

Want to take a quick look at a form you've saved in
the client’s Images window while you're talking to
your cliente Select the client name, click the Images
window, select the file title in the left pane and open
it.

Whether a file is linked or attached, you can open it
by:

e Double-clicking the file title in the Title pane on the
left side of the Images page

e Clicking the fitle to select it, then double-clicking
in the Image Preview pane on the right side of the
Images page

Note: Only BMP, PDF and JPG images can be viewed
in the Image Preview pane — other graphics files (such
as Email and TIF files) cannot be viewed in the Image
Preview pane, but can be opened in their native
programs by double-clicking in the Image Preview
pane.

Graphic images will be stretched to fit in the Image
Preview window. If the picture has unusual
proportions, it will be stretched out of shape in the
Image Preview pane.
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If the picture in the Image Preview is too big to see all
at once, use the scroll bars to scroll to hidden parts of
the picture, and/or use the Zoom buttons below the
image pane to magnify or reduce the image view.

If your file opens in the wrong program, or tries to
open in a program you don’t have, see the Images
Window section to change the file association.

The Images toolbar appears at the top of the
open form. When you place your mouse over a
toolbar button, the name of the button appears.
The buttons, left to right, are as follows:

The Load Image button loads files from your
computer into the Images page

The Image Processing button activates your
scanner

The Print Image button sends the selected file
to the printer

The Delete Image button deletes the file from
the client’s Images page.

% @ @ =

Email Customer button opens up an email
with the image already attached

Want to open a non-graphic file, such as an
attached letter, and work on it2 Either double-click
the file title on the left, or double-click in the Image
Preview pane on the right.
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To change the spelling of a file title, click the title
name in the list and type your changes, then click on
a different title to save your changes. The list will be
instantly re-alphabetized.

CAGPROMPICS\14072307 pol

C:AAPROMPICSY0723141.0PG

C:\APROAPICS\0723142.JPG

idal C:AAPROAPICSAI723143 jpg

4|House Pictures C:A\Users\Mona Balsley esktoph\document title jpg

This path is to
an attached This path is to a linked

document original file from the

which is desktop.
stored in the

Apro\Pics
folder.

FIGURE 43 - IMAGE PATH COMPARISON; LINKED VS. ATTACHED

To see the location of the file, drag the horizontal
scroll button at the bottom of the Title pane to the
right. You'll see the FILENAME column, showing the
path to each file.
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Surveys

Click the Surveys tab to open the Surveys window.
There are more than 200 Business Specific Survey
Questionnaires in EZAgent. Most Survey
Questionnaires are 7 — 10 pages long and contain a
checklist of items that will certainly help reduce your
E&QO risk — and possibly uncover underwriting credits.
Use the scroll bar on the right side of the list of survey
titles to locate the survey you want. Double-click on
the survey title to display it in the window. When you
have the survey you want open, click the print button
to print it. You can take the survey with you when you
go to an insured site, and enter information right on
the pages.

Lo
& Current User = GUEST - AGENCY SOFTWARE INC = -5 =)
Acords Notes Reports Letters Personal Claims Images Calendar TFile |Surveys
&«18 Survey Questionnaires
BEAUTY/BARBER SHOP SURVEY -
@
DATE SIC CODE: 7231,7241
INSURED NAME
ADDRESS
CONTACT TITLE
PHONE PLCY X-DTE AUTO X-DTE WC X-DTE
AGENCY
PRODUCER
SURVEY_TYPE [sic -
| [BAKERY/DONUT SHOP 2051 5461
| [BanKk 8021
BAR/NIGHTCLUE 5813
[3 BEAUTY/BARBER SHOP. 72317241
BICYCLE MANUFACTURING 3751
BICYCLE SHOP 5341,7699
@
Current Client: 2 Guys Barber Shop Phone: (509)344-8877 07/23/2014 ) Show Today Screen

FIGURE 44 - NEW SURVEY ADDED TO THE SURVEY TAB

You can edit surveys to better suit your agency. Click
in the survey text and edit it as you would in a word
processor. Use the scroll bar on the right of the open
survey window to scroll through the entire survey.
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The three buttons in the upper-left corner are Print
Survey, Open Saved Survey (which opens surveys
you've saved under a new name), and Save as New
Survey (which saves a survey under a new name).

Transactional filing automatically fracks changes
made in the EZAgent software. It is intended as a
way to replace your existing file cabinet.

Click on the TFile tab to view the TFile window.

There are three buttons at the upper-left corner of the
transactions list: Manually Add New TFile Item, Print
History File, and Find a Word or Phrase in History. The
middle of the window lists all EZAgent transactions,
depending upon the display choices selected at the
bottom of the window.

+ Manually Add New TFile Item Opens the Add

U TFile Item window in which you can manually
enter EZAgent fransactions (see below to
learn more).

‘gj Print History File Creates a printed list of the

displayed transactions (Tip: Print the report in
Landscape mode instead of Portrait for a
more readable report.).

@ Find a Word or Phrase in History Searches all
columns in the displayed transactions for the
word or phrase you type — the Locate Field
Value box, shown below gives you options
for your search. See window below.
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Transactions Display Options:

Current Client Only - Displays transactions involving
the client currently selected in the Clients window
within the selected date range.

All Transactions - Displays all EZAgent transactions
within the selected date range.

Date Range Display Options
Today Only - Displays fransactions performed today
for the client selected in the Transactions options.

All Dates - Displays transactions for all dates for the
client selected in the Transactions opftions.

Date Range - Displays transactions for the selected
date range for the client selected in the Transactions
options.

Manually Add a TFile ltem
< If you click the Manually Add New TFile Item
button you will open the Add TFile Item
window.

Date Automatically current, but you can change it if
you need to.

¢ Time Automatically current, but you can
change it if you need to.

e By User Logged-in user name.
e Client Choose client name from dropdown list.

e Policy Choose Policy # from dropdown list (the
entire list of policy numbers appears — when
you select a policy number, the client name is
filled in).

e Description Type a description of the
transaction.
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Click OK to save the entry and return to the TFile
window, or click Cancel if you decide not to save the
transaction.

Note: Transactions cannot be deleted (unless you are
closing your agency'’s books at the end of the year).
Otherwise they are permanent. This is for your E&O
protection. Therefore, the TFile should not be used as
a Notes file or a Tickler file for clients. Use either the
Notes window or the Tickler/Calendar window to
record information that's not transaction-related.

Calendar

Ticklers are reminders you set for yourself or other
users, for any reason you like — appointments,
birthdays, To Do items, or anything else for which you
want a reminder.

You can display by Open Status and Clients. Click the
box on the From & To dates to activate and use a
date range. The Tickler options allow the creation and
editing of Ticklers

IE Current User = SUP - AGENCY SOFTWAREINC

Clients  Policies ~Web View  Acords Notes Personal Claims Reports Letters Images Surveys TFile ‘Caieudar | Setup
[ | - - Status P <] ShowCurent [

Q& 1*'@9 View: | BEY =] [‘F Open € Closed | For [SUP ! Client Orly

Friday, February 7

< February 2014 >
Sin | Mon | Tue | Wed | Thu | Fn | Sat

03*
042
05%
= | QYR

07> |Open|Description B
M ™ Remaiket renewals @

1
2 3 4 5 6 8
s 10 1 12 13 14 15
1 7 18 19 20 21 2
23 24 25 26 27 28
27/2014
Tasks

08>
09>
10
i -

~ <& >

Current Client: 2 Guys Barber Shop [Phone: () - Il Feb 07, 2014 10:57:52 am _::

FIGURE 45 — CALENDAR WINDOW
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You can view by Daily, Weekly & Monthly, by Status
and by clients. The calendar listing shows
Appointments & Alarms. The Tasks window on the
lower right shows Tasks in Blue if the due date is in the
future, Black for today & Red for past the due date.

@5 You can use the Add New Item icon or double
4 click on the time slot to create a Tickler.

When you create or edit a fickler, you can set a visual
alarm to “go off”, or pop up, at the date/time you
set. EZAgent must be open in order for the alarm to
go off, and if EZAgent is not open at the scheduled
alarm time, the alarm will be displayed the next time
you open EZAgent.

u New Tickler o||=ED @
Activity Type Status:
&+ Alarm Only (8larm Pops up at a Certain Time) (¢ Open (" Closed
" Appointment [Specific Start Time/End Time) Do Not Attach ta Client [_
" Task (Due Time Only) Attacha%ﬁ IZ Guys Barber Shop ﬂ
Set Pop Up &laim?  Alarm Type SelectAll [
[@ Yes  No Pop-Up = For Rep(s):  Jzuls

Alarm Popup Time: | 3/ 3/2014  »| at | @00004M

[Hold Ctrl Key Down for Multiple]

With Description: [Meeting with 2 Guys
Notes: l

oK Cancel

Create a new tickler - When you click the Add New
Tickler option and click Do It, the Tickler dialog box
opens with your user name in the Rep box, and
aftached to the selected client. Set a date and time
for the alarm and then enter a description and any
notes about the tickler. In the Set Pop Up Alarm
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options, choose Yes or No (if you select No, there
won't be areminder popping up). Click OK to save
the tickler.

You can create ticklers for other users (select the user
name in the Set Tickler for Rep box) and the fickler will
go off when that user is logged in to EZAgent.

You can also create a tickler that's attached to a
client other than the client currently selected in the
Clients window. Select the client name you want in
the Attached to Client box.

When a tickler alarm goes off - You can “snooze” the
tickler to go off again later by clicking the Snooze
button and

Se-H-Ing a new Tickler Alarm
time. Or you can Your Tickler Alarm Has Been Activated

close the tickler

Date: 7/23/2014  Time: 12:00:00 PM Rep: GUEST
Client Name: 2 Guys Barber Shop

Office Ph: (509)344-8877 Home Ph:
p e rmO nen ﬂy by Description: Meet with John to discuss renewal
clicking the Notes:
Cancel Alarm

% | CanceIAIarm| & Snooze Alarm‘ i

button.

Click the Go To Clients button to close the tickler and
open the EZAgent Clients window. When you click this
button, the tickler will reappear in a few seconds, and
keep reappearing every few seconds until you click
Cancel Alarm or Snooze. If you click Snooze and click
Ok the Alarm will automatically be snoozed for 10
minutes, or you can set the alarm for another time or
day.

Edit a tickler: To edit a tickler, either double-click that
fickler in the list, or click the tickler in the list to select it,
click the Edit Tickler option below the list, and click Do
It. Make your edits and then click OK.
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Delete a tickler: To delete a ftickler, click the tickler in
the list to select it, then click the Delete Tickler option,
and click Do It. When queried if you're sure, click Yes.

Snooze All feature: When a fickler alarm displays, if
you click the Snooze button, on
the snooze window there will be  |“Shooze Until.

Snooze Alarm Until...

a Snooze All button. Click The e
Snooze All button after setting the s =

date and time and that will

snooze all ficklers that are due to ﬂ,

that date and fime.

During your initialization of EZAgent, you will want to
spend some time entering your codes and choosing
the appropriate settings for your agency.

Some of the settings on this tab have been covered
in previous sections (Notes and Tickler for example).

Agency Information

The Agency Information is also the producer
information that appears on your ACORD forms. This
information comes initially from the information
submitted during purchase to Agency Software. To
change this information it must be submitted in writing
by filling out the Change of Address form available on
our website.

Coverage Classes

The coverage classes (lines of business) available
from the Coverage Class drop-down in the policy is a
default listing. By [ Coverage Classes

default you can add to * Show &ll Coverage Classes

that list by simply Typing " Show Only Recommended Classes
in the new entry with Show All Coverage Classes
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selected. The default list cannot be added to if Show
Only Recommended Classes is selected.

Encrypt Client SSN’s

The Encrypt Client SSN's option is designed to secure
the client social security number on the Personal tab.
Once checked it cannot be reversed and the social
security numbers are only available one at a time by
clicking the Decoded SSN > N
button next to the SSN field. .

Avutomatic Data Backups Configuration

In the # of Days Between Backups box you can set a
schedule for automatic data backups. If, for
example, you select 7, then every 7 days the first thing
that happens when EZAgent is opened is a data
backup. EZAgent creates a compressed backup file
of all your EZAgent data and saves it in the
EZAGENT\Data001\Backup folder. Since these
backups are stored directly on your computer’'s hard
drive, they do not protect against hardware failure,
fires or viruses. You MUST have an offsite backup
method (i.e. tape backup, CD Burner or memory stick
that you can take with you) available as your primary
backup source.

You can include the [ # of Days Between Backups

i i |
EZ‘Agen’r backup in your ,g_;]
Microsoft Scheduled Tasks so

™ Don't Backup Documents
you can back up EZAgent and Pictures. | have anather

at a time that's convenient » Backup Program that does this.
for you. For instructions go to the Support page at
agencysoftware.com.

If your agency is paperless, the data backups are
likely to be slow and quite large, as the backup will by
default cover the Pics folder which stores all of your
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agency's images. You can suppress the images from
the data backup by checking the option Don't
Backup Documents and Pictures, but first be sure that
you get a regular offsite backup that includes the
EZAGENT\Pics folder.

Companies Information Database

Click the Companies button (on the right side of the
window) to open the Company Information window.
The toolbar buttons will allow you to Add, Edit, Delete
and scroll

.I-hroug h EE Company Information E@@
. Quick Search =

compdanies.

. wl<lvmle]a] |x]
Click the +
(lnse” Record) Name [FARMERS INSURANCE GROUF
button fo add NAICCode]

0
a new 3
Home Page] https://eagent.farmersinsurance. com
CompO ny TO Contact lFredJones
Address [1010 Main Street
YOUI’ Address2 ]
Companies City, State, Zip [Los Angeles, C4 33312
T Phone 1 [301-291-4309 ~Lines Wiritten
database. Fill in S rrrommm L
the fields, and Faox [ao2saaaz | |V CommercialLines
H Default Commisi:n 20 % @ [v Life & Health

then click the e
check mark Agency Code [2353366
b .H_ 1_ DOT Code @1——'

ution 1o save Billing Method |Direct v
your entries. This Entity is a Broker/MGA [~

0K £3 Cancel

Company
Commiission Grid FIGURE 47 - ENTERING A NEW COMPANY

To set up the
Commission Grids for Companies, click on the ﬁ
Commission Grid icon (only available once -
the new company has been saved). This commission
grid will automatically fill to the policy’s commission
percentage when the criteria entered in the grid
matches the policy information. Go to the correct
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company and click this button, then click the plus
sign to add a Coverage Class for this company. Click
the down arrow in the Coverage Class field and
choose the first coverage class. Click the down arrow
in the Transaction field, choosing New or Renewal,
and then enter the Commission percentage. Click the
check mark to post that entry to the commission grid.

Note: The commission grid is an override to the
Default Commission % from the main screen for that
company, so any % matching the default is
unnecessary to enter info the commission grid screen.

Employees Information Database
On the Setup tab, click the Employees button to open
the Employees window.

The toolbar at the top is like the rest of the toolbars in
EZAgent — with the buttons, you can Add, Edit and
Delete usernames and producers in EZAgent.

Note: You are limited to 5 users unless you purchase
extra seats. You cannot delete a user, you'll need to
call Agency Software, Inc. and ask them to add a
new user, or to replace a user you want deleted.
Instead, when you need to change a user in EZAgent,
select the employee that'’s leaving and edit that
record to change the username and password to the
user you want to add as long as the Username was
not paid commission in EZAgent. If they were paid
commission contact your Account Representative or
Tech Support to help you add the new user. (You do
not need to enter a password, but using passwords
makes the data in EZAgent more secure.)
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n Employees

ik seach [ |
|- [r]n]+]-]-]X D

USERNAME
BOB e EcagentUser
IV Producer [Restricted) Access
Password [ Supervisory Access
FirstName LastName
|Bob [Smith
Address Default Screen Name
City State  Zip Default Screen Password
Phone Cell Phone (all 10 digits)
SSN
Default Default Commission &4/P
Commission % ; Salary Chart Number

0 &

I |:-7n7

FIGURE 48 - EMPLOYEE INFORMATION

To edit an employee record:

1. Login as a user with supervisory access, and open

the Employees information database.

2. Use the scroll buttons at the top of the window to
scroll to the employee whose data you want to
change.

3. Click the Edit Data button — the button that looks
like a triangle.

4. Edif the user data, and be sure you mark or clear
the access check boxes to give that employee
the kinds of access you want them to have.

e Producer (Restricted) Access allows a user to
see only clients on the Client tab that have the
Assigned Producer name the same as this
User's Username.
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e Supervisory Access allows a user to change
user data. The user will have the Agency Setup
tab when they open EZAgent, and will have alll
the Management reports on the Reports tab.
Supervisors also have access to delete records
throughout EZAgent.

5. Click the check mark button to save the edited
employee data.

6. Click the X button in the upper-right corner of the
window to close it.

x Delete Employee

@ Filter Employee List

@ Restore Employee List

Note: You can't have duplicate employees entered
in the Employees window - if you enter duplicate
employee names, you'll get a Key Violation error the
next time you login.

Employee Passwords

| The employee’s usernames and passwords may
s prefillinfo a company webpage while using the
Webview tab. The Default Screen Name and Default
Screen Password are for Farmers Website only. To
setup the Usernames and passwords for the other
companies click the key icon in the Employee screen
while the employee is selected. Add an item by
clicking the + on the toolbar and fill in the Company
(must select from drop-down and Company Home
Page must be set up to work) and enter the
username and password information. Click the check
mark to save.
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€ User Password Setup [E=8 EoR =X

REP COMPANY LSERNAME PASSWORD | »
|

GUEST PROGESSIVE INSURANCE 12345 password

[

CH ™| »
User Name Company Login Name Login Password
[GUEST [SAFECO INSURANCE C v | [quest |password

FIGURE 49 - SETTING UP EMPLOYEE PASSWORDS FOR WEBVIEW FUNCTION

Demographics Categories

To set up the Demographic heading to display on the
Personal tab, click the Demographics button and
type in your desired headings in the Agency Defined
Demographics window.

Skins Settings

The Skins button allows you to choose a theme. The
listed themes change the colors of the program
background.

Reset Grids

Many of the program windows, such as the grid on
the Client tab, are customizable (you can move and
resize the columns). The Reset Grids button resets all
program grids to the original settings. You must exit
and log back in for the reset to complete.

PROGRAM FEATURES | 127



SECTION 4
TROUBLESHOOTING

EZAgent Slow to Open

Try disabling the anti-virus program on the local
machine. If the program opens more quickly, the anti-
virus is the problem. You need to set exclusions in your
anti-virus program so that the anti-virus can run
without interfering with your EZAgent database files.
Go to the web site www.agencysoftware.com. On
the Support page, click the link that reads “Program
Running Slow or Locking Up” for more information on
exclusions and details on other things to look for.

EZAgent will not open, no error

Often this means that there are multiple processes in
the task manager. Open the Windows Task Manager
(CTRL+ALT+DEL), click the Processes tab, and end any
instance of EZAGENT you find. Try the program again,
being sure to give it plenty of time (this happens due
to system/network slowness).

User Can’t Delete Clients
User doesn't have supervisory access. User needs
supervisory access to delete clients in EZAgent.

User gets Key Violation when Logging In

Log in as a different user with supervisory access, and
edit the Employees database (on the Agency Setup
tab) to remove/edit duplicate employee names.

Client tab is blank for one user
Log in as a different user with supervisory access, and
edit the Employees database (on the Setup tab).
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Browse to that employee and remove the check
mark in Producer (Restricted) Access.

Cannot Perform Operation on Open Dataset

This error occurs in the ACORD window. It is preceded
by an error showing characters and stating that those
characters are not a valid integer. Trying to add an
ACORD form after that message will generate this
error. This means that some data in the ACORD forms
has corrupted. Call Technical Support immediately
and prepare to transfer the data to Agency Software
for examination and correction of the corruption.

Index Out of Date

This error usually occurs when someone has used Cirl-
Alt-Delete to get out of the software or has shut down
their computer while EZAGENT was running

1. Close EZAgent on all machines

2. Click Start, Programs, EZAgent for Windows,
Keyfix.

3. Allow Keyfix to run until you see the message
"Rebuild Complete".

Forms will not open, giving error

If no forms are opening on a single workstation, the
memory setting might need to be adjusted. Close
EZAgent, browse to the EZAGENT folder, and open
Techtools (Techtoolsv8 for Windows 8/10 users). Click
the BDE Adjust tab, note the current setting on the left
side, then click the 2000 button (if it was currently 2000
try a different setting). Close Techtools, return to
EZAgent, and try opening a form again.
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Unrecognized Tag in Mail Merge

This is an error message that is generated in the
Letters window, when performing a mail merge, in
which the fields specified to merge do not exist. If
these fields were selected by using the “SELECT
MERGE FIELD” buttons, corruption has occurred in
your LETTERS window. Call EZAgent technical support.

Printer Doesn’t Print from EZAgent

This problem is most likely to occur when an agency is
trying to print to a multifunction printer from EZAgent.
There are some multifunction printers EZAgent will not
print to. These include some Xerox WorkCenter XE
series printers. There is no fix for this. The agency must
print to a different printer.

Text Won't Fit into Lines on Forms

This problem is usually caused by having Large fonts
set on the particular computer that has the problem.
The ACORD forms are not designed to run in a Large-
fonts environment.

To change the font settings back to Normail:

1. Right-click in an empty space on your
computer desktop.

2. On the shortcut menu, click Properties.

3. Inthe Display Properties dialog box, click the
Settings tab.

4. On the Settings tab, click the Advanced
button.

5. On the General tab, you'll see a box labeled
Font Size or DPI Seftings (depending on your
version of Windows). The box probably has
“Large” or “125%" or some similar setting
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(again, depending on your version of
Windows).

6. Click the arrow in the box to open a list of
choices.

7. Choose Normal, or choose Other and set 100%.

8. Click OK to close every open dialog box. You
may need to restart your computer
(depending on your version of Windows).

Backups taking a long time

By default, the backup will take a copy of your Pics
folder (containing all images). As this folder’s content
grow, so does the time it takes to backup, and the
size of the resulting backup. You can choose to not
get a copy of the pics, or to schedule a task to have
the backup run after hours. See the previous section
on Backing Up for more information.

External Exception/Unknown Internal Operating
System Errors

These messages indicate a network interrupt. The
reason for these interrupts can vary network to
network. Anything from aggressive antivirus, to a bad
network card can cause these errors. See more about
the potential issues by referring to the “Program
Running Slow or Locking Up” document in the Support
section at our website.

Report print is too small

Some reports have several fields (columns) of data,
and all the fields will have to fit in one row across a
single page. The more fields of data are displayed,
the smaller the font will be (to fit it all into one row).

To make small print a little larger:
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Rerun the report and select Landscape - When the
report is printed in Landscape orientation, there is
more page area for the long rows and the print is
more readable.

Eliminate unnecessary fields - If the report print is
still un-readably small, you can only increase the
font size by eliminating some of the fields
(columns) in the report.

Select multiple lines per record - You can opt to
‘break’ each row of data into multiple lines
(although it is a little harder to read this way). The
dialogue box to do this appears only when the
report has reached a small font.

Save the report as a Mail Merge file - Open the
saved csv file in Excel and then you can
manipulate the page and font size to your desired
format.
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