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Stephen Harrington-Descoteaux, CIC is the Chief
Operation officer at Cross Insurance Agency located in
Olympia, Washington. He is also the founder of Diva of

Insurance, Inc. With 20+ years of experience in retail,
restaurant, marketing, insurance, and office management
he brings his fresh visions and insight to the quickly
changing business world. His passion for analyzing the
data and information within management systems led him
on a mission to assist his fellow agents find and maintain
the information necessary to stay competitive. He also
believes that everyone can be successful with proper
training and encouragement.

"BE YOURSELF. BE BOLD. BE DARING. BUILD YOUR
OWN TRIBE. SURROUND YOURSELF WITH PEOPLE YOU
ADORE. IT MAKES LIFE SO MUCH BETTER. IF WE ALL
DRANK TEA THERE WOULD BE NO TEQUILA." -
STEPHEN

Feel free to reach out to Stephen
Facebook, LinkedIn and Instagram. @divaofinsurance
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Disclaimer

This guide, created by Diva of Insurance, Inc. (DOI), is for use by the attendees of the HUG 2021 National
Conference who have attended or watched the corresponding Data Cleanup presentation. Not all
information in this guide may be covered in the presentation and not all information covered in the
presentation may be included in this guide. The opinions and information contained within may not
reflect those of the HawkSoft Corporation or the HawkSoft Users Group (HUG). It is important to
understand that the information presented here may or may align with the best practices of your agency
and that changing any information in your management system can cause the permanent loss of data
and/or may require a large amount of money/time to correct. While we would like for you to get as
much information as possible out of this presentation, it is impossible to review all the positive and/or
negative things that can happen through data cleanup in this short amount of time. If you require
additional training or need assistance, please review the HawkSoft Help Guides, reach out to HawkSoft
support, or contact our office for training options. DOI shall not assume any responsibility for any
changes you make to your systems or data as a result of this presentation. If you do not understand
what you are changing, have permission to change data, or know or how the information will be
affected, do not proceed!

Acknowledgement

This guide was compiled from several sources including prior HawkSoft User Group (HUG) guides, other
HUG presentations, HawkSoft Help Guides, the HUG Facebook and website resources, and other
miscellaneous sources. Thank you to everyone who has contributed, for without sharing your thoughts
and ideas with others we would not be able to strengthen the independent agent channel.




Understanding Basic Report Types

Before you begin the process of cleanup, it is important that you understand the basic types of reports
in HawkSoft and the information that each report contains. Below are some of the reports that can be
reviewed for data accuracy

Agency Intelligence

Agency Intelligence provides access to several predefined reports which track Key Performance
Indicators (KPIs). These KPls are based on your agency's "book of business" (customer and policy data
that currently exists in CMS). The data is displayed in a table, as well as in pie and bar charts where
applicable, making it easy for you to measure and evaluate your agency's overall Performance, Sales and
Retention. Agency Intelligence is commonly used to review for the following fields: Producer, CSR,
Application Type, Line of Business, Policy Office, Policy Title, Company, Source, and Agent. It is also
important to remember that when you are cleaning your data from Agency Intelligence you will only be
cleaning Active Data. Data clean up through Agency Intelligence does not look at most dead or inactive
accounts and information leaving your database only clean at the “surface level”.

Common Reports: Customers Added, Customers Lost, Policies Added, Policies Lost.

Fila Edit View

y il B = ] | ®
Agency Intelligence Sales & Retention ' Advanced Open 5a Refresh | Tutorial
14l Agency Intelligence x

Customers Lost (All Expired or Cancelled Policies) What's this?
Customer KPls
Group By | Producer | Date Range | Last 12Months  ~ | by | None “
¥ Customers 80
Policies per Customer 11 Producer Customers % of Customers
Premium per Customer $2,174.50 Mia Test (MAT) 33 19.30 %
Customers Added (12 Months) 4 21 1228%
Customers Lost (12 Moniths) Larry Garry (UG) 53 3099 %
Net Change (12 Months) -167 Stephen Harrington (DOI) &0 35.00%
Customer Lifetime 1.5yr Susan Smith (S5} 2 117 %
Customer Retention 3117 % HAW 1 0.58 %
No Active Auto 38.46 % Jackie Bauman (002) 1 058%
No Active Home 76.92 %
No Active Personal Umbrella  100.00 %
Policy KPIs
Policies in Force 87
Premium $173,959.85 S =
Premium per Polic $1,999.54 BT T
Policies Sold (12 Manths) 10 e e Rean e
IFelltates Aalite) (2 iarie] i Customers Lost (All Expired or Cancelled Policies) over the Last 12 Months by Producer
Policies Lost (12 Months) 186
Net Change (12 Months) -176
Mia Test (MAT): 19.30 %
J 5uson St (555):1.17 5 ]
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Advanced Reports

Advanced Reports enables you to run customized reports that include any combination of client, policy,
claims, and marketing information from data stored in a HawkSoft client files. You can include active,
dead and prospect policy and client types. Cleaning your data through Advanced Reports will provide
the most comprehensive results. Advanced Reports also gives you the ability to create and store

customized reports, filter, and summarize the report data, and run memorized reports for easier
monthly maintenance.

Common Reports: Renewals, Expirations, Current Active Clients, Cancelled Policies, Cancel Pending,
Policies by Company, Production, Birthday, XDate, Claims, and Cross Sell

Palicy Type Filter ?

L

Policy Types []Does NOT have Active Palicy
A All Palicy Types
| Auto
Home
Boat
Mopro
Commercial { All Other

RRIRIRIR]
CooO

Report By
(®) Policy
(T Client (At least one policy must match criteria.)
(T client (all polices must match criteria.)
(Z)Personal Profiles
(J) Cross-SellfxDates
(J) Claims

(T Client Tags

< Back Cancel Help
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Sales & Retention

Sales and Retention provides access to several predefined reports which include sales pipeline and
renewal data. These metrics are based on your agency's customer and policy data that currently exists in
HawkSoft. Sales & Retention is commonly used to review for the following fields: Source, Status, Line of
Business, Producer, CSR, Agent.

Common Reports: Prospect Pipeline, Sales Pipeline Sub-status, Upcoming Renewals

(@ cMS Reports - [Sales & Retention]

ul al B = L] ] ‘ ®

Agency Intelligence Sales & Retention ' Advanced Open Save Print ' Refresh
il sales & Retention x

Tutorial

_— Policies with Status ‘Lead" What's this?
Sales Pipeline
Group By Producer v | Search By | Status Date v | Date Range All Dates ~ by  None ~ | Compare | Clients v
Unqualified 0 Prota e | e=rrd] |
Qualified 3 Stephen Harrington (DOI) 2
(No Sub-Status) 0 Larry Garry (UG) 1
= Prospect 10
= Refused 0
= Rejected 0
Renewals Next 60 Days
Commercial Renewals 10
¥ Personal Lines Renewals 13
No Active Auto 8
No Active Home &l
No Active Personal Umbrella 0
|T0ta|s (Count = 2) 3

Slide to view report details

Lead by Status Date All Dates by Producer

Stephen Harrington (DOI): 66.67 %

i
Larry Garry (LJG): 33.33 %
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-
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Suspense

Summary of the Suspenses for all users, and a detailed list of Suspenses for each user. This report can be

used to review the number of current or past due suspenses for each user. You can also review this

report to see if Suspense Categories are being used.

€ Client Management System  [Suspense Ovarview]

) wawrsorr

Search Previo...

Quick Launch

. User Name

Suspenses .. All Past Du.. Open Susp.. Total S..
Csi :AMMhON TASKS CP1  Christy Patterson 1 1 0 1
suspensss (3) HAW  HAW 1 1 0 1
oy BRI B R @) 002 Jackie Bauman 3 3 0 3
U Derumanio |1 el T
Impert Commission Statements (1)
DOl Stephen Harfin... 3 3 0 3
Image Upload
Acquire / Sean
RECENT
Long, Louise M
Clarke, Dixie
Diva of Insurance, Inc.
Dizzy Devil Construction Inc. . = . N =
Herrington-Descoteaux, Stephen  priority  Category Name Suspense Date  Log Date Company Suspended By State
Working Doc Templates 5 Account Review Diva of Insurance, Inc. 03/22/2021 3/26/2021 Dol
Pryor Veronica L 5 Account Review Haines, Ariel 03/22/2021 3/26/2021 Dol
Hertington, Stephen 5 Account Review Pryor, Vercnica 03/29/2021 3/26/2021 Dol
Test, Jackie
Peacock, Michael
HELP
Help

Training Guides
Training Videos
HawkSoft Community
Carrier Download List
IVANS Exchange
Contact HawkSoft
HawkSoft Cloud Status

Re-Suspend  Close Suspense % ¥ Launch Customer

Client Name  Diva of Insurance, Inc.

Suspense Date  03/22/2021 Suspended For  DOI Suspended By  DOI
Lo G 70
2

[

6|Page

Diva of
Insurance
-

s>



Activity Report
Overview of the activities logged into HawkSoft for a for specific dates and users. This report shows a
detailed list of Activity Types (Logs).

This report can be summarized by several different fields making it easier to identify the number of calls,
emails, changes, walk-ins, etc. entered into HawkSoft by a User.

Activity Report (213
satose [ ]
edoate [ V]|
User [ v
(4] CMS Activity

n = B8 B ¥
B Cptn T Paad Survenary  Flten
e
P v] sechy | [oeam ]
] Fait Pelay ™ Lag® Date Tene Uner Pel Lag
1 Cory 151 HNRHIH) D525 SAS § Re-Smpending log member 131
I T g0 035D MLP 10 It PrestCreate Farms
3 Euwead, 14 HYOENH) 0357 AW 0 Onkne From lns Comssn Poley St
] HE Eiln 0l MMLP 10 Emal T Comp Commn Coverage
% Asuially &M LETZ0M) 0351 BAS 19 I Chatge GP1
] Toshaa I et e AW 1 Phone To lns Comrn Cuooie
7 Tonluis }OHeET00 1002 AW | Pheas Te i Coserm Qadn
B Roben T I00E0H 1002 SIP 7 Emad From Comp Log UMW Meme
] Joshua 0 gl 16 AW | Unnatched Diocament Aftached prog quete
11 D & NEHN 10 AW | Phose To [na Comren Nume sidness
11 Charke 156 s 1008 ICH 2 Close Suspense om Log 154
12 Jakn &7 MOS0 1kls CLH 4 Emasd From B=d Leg emad fom febs
13 Daorodny 149 pOSTHM 130 RLE 0 It Log
14 Foix 47 HET0N 1I1 ATW 0 Ol To I Log
15 Tokn 0 IOAOEI0H] 1023 AAT 11 Unenniched Decomen Anwched Umbrella propesal
1& Lamy 1348 10082010 1024 FLW 14 Phone Te Ims Change Name Address, GPL Commn Croate
17 LarTy 0 EDSET0N0 1028 AW M Unmnehod Devanem Anbkchod arnboella guete
1% Anne iiE reesdoN 102k DA 2 Fenewal Pending
1% Toueph 0 HOETHM 10:2E DM 7 Renewal Pendsg
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Create Summary x|

Summarize by
Agent Options

Company Premium Column | Current vl
CustID
Date
First
Last
Log
Log #
Pol

B Pniq_f::

Summary Status
Time:

= Be B Y
New Open  Sove  Prme fummary  Flen
EEEDTSTTET  ser Sememay of Actasty Report 641 recort) -~ [
Oontse <k o dagley dertly)
Uy Pol Bems FPremugm Phore Mad Woln Fan [mad Ondes  Intemal  1Dgte
M 1} 0.00 ¥ 1 s @ 1) 0 | 0
ATW M w00 T 0 2 © G 4 3 0
(4§ n” e.00 ” 0 0 ¢ 0 0 0 ]
(3% b, | 0.00 2 0 2 ¢ 4 0 1 0
- | =T o} 1 P 0 o] e 0 Q ]
e &5 0.00 1 g 0 ¢ b 0 4 0
SAS -l 00 i 0 <] . 0 1} ]
it b, e.00 7 0 P © 5 0 4 0
M L Y] =00 | ¥ 1 1 g 5 0 i 0
Oan W4 0.00 0 0 0 ¢ 0 0 0 0




Download Report
The information downloaded from Carriers and uploaded into HawkSoft.

This report can be summarized by several different fields. The filters can be changed to look at prior
dates and the columns can be added/deleted for customized needs.

o] M5 Download History Repoets - [Last Prod
=B8R Y B O
Mew  Opan  Gew  Pern | fumenary  Flien  Coberws | Lam
[t o e
M | oy | [Chest ]
|I Sequence 8 Denmitad Date Dowrdosd Tape  Trmnastion Parpose  Line Of Boiness.  Coaraey Agest | Effeesve Date  Sem)
1 e e Bedihd ] Pobicy Update  Renewal AUTOP Ememchye P& © ARC 1030
1 4195 08312000 Pelicy Update  Remewal AUTOP Crange [nsorance Asssciation CLH 100 0%
3 3535 082120240 Pelicy Updaee  Renewad HERE The Travelers Mome and Marne Company  AAT 10090000
£ &8 08212010 Policy Update  Remewal AUTOP Grange Insrance Association AN 100D
LR 0831200 Peliey Updwte  Renewal HEAE Grange [nsiesnce Assosiation APC 10RO
6 i 0801 200 Policy Update  Reenewal AUTOP Grange Insarance Association iH 100 TG
T 41 08312020 Pelicy Uiplate  Renewal AUTOR Cranges [neorance Assssiation ARC 10709 000
LI 0821200 Pobicy Updwee  Reenewal HOAE afeco Ins. Co of America mio  1deede
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Create Summary E
Summarize by
Agent 1 Options
Agent Code L
Carrier Premium Column | None
Customer ID
Customer Name Group by
Documents for Review User
Download Date
Download Type
Effective Date
Line Of Business
@ Matched By
Matched Date
Policy =
Policy ID
Summary Policy Title
Policy Updated As
Premium
Sent to Unmatched Reason
Sequence #
Suspended to User
Transaction Purpose
ok | [ cancel




Filters

All Download History Records

Modify Download Report [7]5¢

Where | Processed Date (v |1 Date

H Date|10/912020 j|sf| X

All Download History Records
Where Processed Date |s Date '10/9/2020'

[ .-/‘

Columns

Select Download Report Columns

Choose columns to show on report - or - Load an existing Column Layout

Available Columns

Download

Activity Note Type
Has Attachments?
Remarks

Sending Carrier
Transaction Date
Policy

Agent 2

Agent 3
Application Type
Client Office
Policy Office

Rate Change
Uprate Rule Triggered?
Processing
Processed Date

Load Column Layout |

Current Layout
Sequence =
Customer Name
Download Date
Download Type
Transaction Purpose
Policy =
Line Of Business
Carnier
Agent 1
Effective Date
Sent to Unmatched Reason
Matched By
Matched Date \1,
Documents for Review User
Suspended to User
Pelicy Updated As
Customer ID
Policy ID
Policy Title
Premium
Agent Code

ok || Cancel
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User Permissions
Before you begin the process of cleanup, make sure you have the appropriate user permissions to

complete the steps listed in this document. If you are the system administrator of CMS, you have the

permissions need. If you are not the administrator, have the administrator check your permissions:

1. Go to Tools->User List.

N

Highlight a name and click the Edit button.

3. Click on User Permissions on the left menu.

4. The following permissions need to be check marked:

a. Reports->Advanced Reports->Agency Intelligence
b. Reports->Advanced Reports->Sales & Retention
c. Reports->Advanced Reports->Create new Reports
d. Utilities->File Maintenance

e. Setup->Policy/Company Setup

User Profile for Stephen Harringten (DO

o ser Permissions

General

User Permissions

User Permissions

Rsp RIS ehees Bookkeeper Overrides

Infarmation ¥ Reports
[ Receipt Report
Receipt Report Access - New, Edit, Void, Reissue, and Export Receipts
Allow ‘Browse Other Location' when opening a receipt book
-- ¥ View Receipt Report Days

&) Last 2 Days Orly

Check all

Agent Signature

Commissicns

Calendar
All
Email ¥ View Receipts
User's Receipts Only
Batch Email

@) All Users' Receipts
-[] Advanced Reports

- [w| Agency Inteligence
Sales & Retention
Create New Reports

Text Messaging

E-Signature

Pheone Dial-Out Integration Run Memarized Reparts

Batch Log
Activity Report
* Qutput of Advanced Reports/Activity'
() Do not allow Printing, Saving, and Expartin
Only Allow Printing of Form Letters, Envelopes)
®) Allow Printing, Saving, and Exporting of Report Da
xport Client Files from Reports
uspense Repart {of other agents)
= ownload Repart
..[] Batch Email
w Utilities

File Maintenance

ort Data

nices and Statements

11| Page

Diva of
Insurance
-

<3



Using Agency Intelligence Reports for Database Cleanup

A lot of agencies review the Agency Intelligence Report to see how the agency is performing. This is a
great place to start in keeping your data clean and up to date. These reports will start with running the
Agency Intelligence report using Policy KPIs as shown in the directions below.

Running the Agency Intelligence Report
1. Click Reports->Agency Intelligence.

2. Onthe left menu, under Policy KPIs, click Policies in Force.

3. Ontop of the right-hand side, click Group By to select an area to work on cleaning up.
The Group By options are: None, CSR, Producer, Client Office, Application Type, Line of
Business, Policy Office, Policy Title, Company, Source, Agent 1, Agent 2, Agent 3.

» = =SS =]
nl dl E 8 6| =
Agency Intelligence  Sales & Retention Advanced Open  Save  Print Refresh Tutorial
1! Agency Intelligence x
Total Active Policies
Customer KPIs
Group By | Application Type ~
¥ Customers 72
_ None
Pelicies per Customer 1.1 Applicai ——— Ann remium | % of Policies
Premium per Customer $6,353.55 Personal | CSR e $122,854.10 58.54 %
Customers Added (12 Months) & Other | Producer 1 $0.00 122%
Customers Lost (12 Months) 181 Commerd Client Office b1 $334,510.42 37.80%
Net Change (12 Months) -173 Life - 2 $91.25 244%
Customer Lifetime 14yr Sl
X Line of Business
Customer Retention 26.53 % Policy Office
No Active Auto 3333% Policy Title
No Active Home 80.00 % Company
No Active Personal Umbrella 100.00 % Source
Tgjals (Cq Agent 1 2 $457,455.77
3 Agent 2 . .
P0||Qf KPls T Slide to view report details
Policies in Force 82 . .. R
- $457,455.77 tive Policies by Application Type
Premium per Poli 5,578.73
mium per Policy ¥
Paolicies Sold (12 Months) 19 \
Policies Added (12 Months) 17
Policies Lost (12 Months) 196
Net Change (12 Months) -179 Life: 244 %
Other: 1.22 %
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Saving a Report

As you run the Agency Intelligence report, or any Advanced Report in HawkSoft, you may find
that the cleanup list is quite extensive. If you do not have time to address the report in its
entirety, you can save the report to the desktop and come back to it later. This will be a static
report, meaning the data will never change even if you've updated the account.

Saving the report allows you to delegate work and assign a goal of records to complete each
day/week/etc., to an individual. That individual will have to have permissions to access Agency
Intelligence reports. When they have completed the saved report, you should always run the
Freshen Indexes utility and then create a brand-new report to verify that all records have been

corrected.

1. Once you have drilled down to the data that needs to be cleaned on the report, click
File->Save As.

2. Select a location to save the report.

3. Assign a File name and Save As DBaselV (*.dbf) — this allows the report to remain
interactive with HawkSoft. You will be able to open the client record directly from the
report.

4. Click Save.

Now it's time to re-open the report and work on the list.

1.
2.

Open Reports-> Agency Intelligence.
Click File->Open.

Navigate to the report location.

Highlight the report name and click Open.

Double-click on a record to open the client or policy file that needs to be updated.
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Cleanup Producer

Purpose of assigning a Producer to accounts: allows an agency to see metrics such as premium
volume and number of policies each Producer is handling. This is also very important if your
agency pays producers on commission or bonus.

This report will help you to identify clients that do not have a Producer assigned.

1. Run the Agency Intelligence report for Policies in Force and group by Producer (see
Running the Agency Intelligence Report section for detailed instructions)

2. Click on the Producer column heading to sort in alphabetical order.

3. Scroll to the top to see if a blank line exists.

4. If so, double-click on the Policies number and a detailed report will open.

5. Double-click into each client (there may be multiple policies for same client). You only
need to fix the Producer once at the client level.

6. Assign a Producer to the account using Action->Internal->Change Client.

7. Select a Producer and click Finish.

8. Run Tools->File Maintenance->Freshen Indexes after correcting all data. For best
results, other users should be logged out of CMS while running File Maintenance.

9. Run the Agency Intelligence report and verify that there are no blank lines.

Group By | Producer v
Producer 4 || PgVlies Annual Premium % of Policies

5 $12,502.30 1829 %
HawkSoft (HAW) | 3 $94498.00 3.66 %
Larry Garry (LIG) 21 £31,297.10 2561 %
Leo Daprile Jr (013) 1 $12,000.00 1.22 %
Mia Test (MAT) 10 §6,343.52 12.20 %

Diva of
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Cleanup CSR

Purpose of assigning CSR's to account: allows an agency to see metrics such as premium
volume and number of policies each CSR is handling. This requires segmenting your book of
business. Agencies do this in various ways (e.g. alpha split, line of business, company).

This report will help you to identify clients that do not have a CSR assigned.

1. Run the Agency Intelligence report for Policies in Force and group by CSR (see Running

the Agency Intelligence Report section for detailed instructions).

Click on the CSR column heading to sort in alphabetical order.

Scroll to the top to see if a blank line exists.

If so, double-click on the Policies number and a detailed report will open.

Double-click into each client (there may be multiple policies for same client). You only

need to fix the CSR once at the client level.

Assign a CSR to the account using Action->Internal->Change Client.

Select the CSR and click Finish.

8. Run Tools->File Maintenance->Freshen Indexes after correcting all data. For best
results, other users should be logged out of CMS while running File Maintenance.

9. Run the Agency Intelligence report and verify that there are no blank lines.

vk wnwN

N o

Group By | C5R v
C5R 4 | Pglcies Annual Premium % of Policies

2 5296,564.30 26.83 %
Alan Schnitzer (A5%) 1 £12,000.00 1.22 %
Mia Test (MAT) 9 $18,452.06 10.98 %
Stephen Harrington (DOI) 17 $0573.46 20.73 %
Susan Smith [(555) 30 $26,367.95 36.59 %

Diva of
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Cleanup Client Office and Policy Office

Purpose of assigning a Client Office to accounts: allows an agency to see metrics such as
premium volume and number of policies each agency location is handling. It also helps identify
how to direct calls when clients make contact with the agency.

This report will help you to identify clients that do not have a Client Office assigned.

1.

oA WN

10.

Run the Agency Intelligence report for Policies in Force and group by Client Office (see
Running the Agency Intelligence Report section for detailed instructions).

Click on the Client Office column heading to sort in alphabetical order.

Scroll to the top to see if a blank line exists.

If so, double-click on the Policies number and a detailed report will open.

Double-click into each client (there may be multiple policies for same client).

Assign a Client Office to the account on the client level. Then review the Policy Office
on each policy and update if blank or incorrect on the General Policy Information tab.
Should all of your policies have the same Office as your client? If so, then the Policies
number and Annual Premium on Agency Intelligence report should be the same when
you group by Client Office or Policy Office.

When you run the report using group by Policy Office, once again, check for blank lines
in case you have individual policies that are missing the Policy Office.

Run Tools->File Maintenance->Freshen Indexes after correcting all data. For best
results, other users should be logged out of CMS while running File Maintenance.

Run the Agency Intelligence report and verify that the numbers on the reports make
sense.

Group By | Client Office v
Client Office & || Pg/fcies Annual Premium % of Policies

2 $0.00 244 %
Surmmit 49 $339,621.96 50,76 %
i WestRidge 31 $117,832.81 37.80 %
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Cleanup Client Status

Clients That Are Not Active but Have Active Policies
Many times, after we write an account, we forget to change the status to ‘active’. This is a quick way to
update those Prospects with an active policy to Active.

1. From the Database Cleanup report that you created, click Summary.
2. Select CliStat and click OK.

3. If you have active policies on any CliStat other than Active, the Client Status should be
updated to Active or the policy should not be active.

Active Clients with No Active Policies
Many times, after we cancel an account, we forget to change the status to ‘dead’. To find these
accounts follow the steps below.

1. From the Database Cleanup report that you created, click Summary.
2. Select CliStat and click OK.

3. Double-click on Active line to open these records.

4. Click on Summary.

5. Select CliType and click OK.

6. Double-click on the Customer line to open these records.

7. Click on the Active Pol heading twice to sort in ascending order.

8. If you have records with CliStat Active, and Active Pol of O, these clients should no
longer be active (make the Client Status Prospect, Dead, etc.). An exception to this is if
you are waiting for a new policy to be issued or downloaded, it can remain an Active
client.

Cleanup Client & Policy Source

Purpose of assigning the source: allows an agency to see where the client or policy came from.
This can help an agency decide where to focus their attention for marketing and relationship
building. This can also be a great way to track how successful a specific campaign is.

This report will help you to identify Clients that do not have a Source assigned.
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Run the Agency Intelligence report for Customers and group by None (see Running the
Agency Intelligence Report section for detailed instructions)

Double-click on the Customers number and a new report will open.

Click Layout->Add/Edit->select Client Source->OK->Finish and a new report will open.
Click Summary->C-Source->0K

Click on the Source column heading to sort in alphabetical order.

Scroll to the top to see if a blank line exists.

If a blank line exists, click on the number under # of Items.

A new report will open. Double-click on each policy and determine if these should be
assigned to a more relevant Source on the Name and Address tab.

Run Tools->File Maintenance->Freshen Indexes after correcting all data. For best
results, other users should be logged out of CMS while running File Maintenance.

10. Run the Agency Intelligence report and verify that there are now no blank Sources.

Run the Agency Intelligence report again and verify that there are now no blank C-Sources.

1.] Agency Intelligence | Tote

Double-dick to display dient(s)

C-5ource = of ltems
« {1

Cross Sell
REFERRAL

Walkin

b | ok | ok | zm | M

Wehsite

This report will help you to identify policies that do not have a Source assigned.

1.

Run the Agency Intelligence report for Policies in Force and group by Source (see
Running the Agency Intelligence Report section for detailed instructions)

Click on the Source column heading to sort in alphabetical order.

Scroll to the top to see if a blank line exists.

If so, double-click on the Policies number and a detailed report will open.
Double-click to open a policy.

Assign a Source type to the policy using Action->Internal->Change Client/Policy and
clicking on the General Policy Information tab.
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7. Onthe report, are there policies with an Application Type of "Other?"

8. Run Tools->File Maintenance->Freshen Indexes after correcting all data. For best
results, other users should be logged out of CMS while running File Maintenance.

9. Run the Agency Intelligence report and verify that there are now no blank Sources.

ud Agency Intelligence X

Customer KPls

Total Active Policies What's this?
Group By | Source <:

¥ Customers 69

Policies per Customer i Source « || Policies Annual Premium % of Policies
Premium per Customer 57 545,996.83 75.00 %
Customers Added {12 MOﬂthS} ALLENTOWN 1 £166.00 132 %
Customers Lost (12 Months) 183 BOR 1 $186.00 132 %
Net Change (12 Months) -177 CROSS SELL 1 $12,000.00 132%
Customer Lifetime 1.4 yr CROSS SELL:EC 2 $820.00 263 %
Customer Retention 26.02 % EXISTING 4 £2,170.00 526 %
No Active Auto 34.09 % GOOGLE 1 50.00 132 %
No Active Home 79.55 % { REFERRAL 3 $95,049.00 395 %
No Active Personal Umbrella  100.00 % e . L =
REFL:CLIENT 1 $920.00 132 %
" FL:PL CLIENT 1 §531.94 132 %
POIICY KPls SPIN-OFF 1 §169.00 132 %
Policies in Force WALKIN 1 $15,120.00 132%
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Cleanup Application Type

Purpose of assigning the application type: allows an agency to see metrics such as premium
volume and number of policies for each application type: Agriculture, Commercial, Health, Life,
Other, Personal, Surety Bond. The list is pre-set by HawkSoft and cannot be edited.

This report will help you to identify policies that do not have an Application Type assigned or
are listed with an Application Type of Other.

1.

10.

Run the Agency Intelligence report for Policies in Force and group by Application Type
(see Running the Agency Intelligence Report section for detailed instructions)

Click on the Application Type column heading to sort in alphabetical order.

Scroll to the top to see if a blank line exists. This is unlikely but could be a result of a
conversion problem.

If so, double-click on the Policies number and a detailed report will open.
Double-click to open a policy.

Assign an Application type to the policy using Action->Internal->Change Client/Policy
and clicking on the General Policy Information tab.

On the report, are there policies with an Application Type of "Other?"

If so, double-click on each policy and determine if these should be assigned to a more
relevant Application Type on the General Policy Information tab.

Run Tools->File Maintenance->Freshen Indexes after correcting all data. For best
results, other users should be logged out of CMS while running File Maintenance.

Run the Agency Intelligence report and verify that there are no blank lines and relatively
few or no "Other" policies.
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1 Agency Intelligence x

Customer KPls

¥ Customers
Policies per Customer
Premium per Customer
Customers Added (12 Months)
Customers Lost (12 Months)
Met Change (12 Months)
Customer Lifetime
Customer Retention
No Active Auto
MNo Active Home

69

il
$2.515.17
6

183

177

1.4 yr
26.02 %
34.09 %
79.55 %

Mo Active Personal Umbrella 100.00 %

Policy KPls

Policies in Force

o

Total Active Policies

Group By | Application Type v

Application Type
Personal
Commercial

Life

Other

-

Policies

a7
27
2
1

Annual Premium % of Policies
L $121,654.10 61.04%
$51,801.42 35.06 %
01,25 2.60 %
$0.00 130 %
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Clean

up Agent1, 2,3

Purpose of assigning an Agent to a polcy: allows an agency assign specific policies to a person
for servicing. Can also be used to pay commission or bonus at the policy level.

This report will help you to identify clients that do not have an Agent assigned.

10

11.

12.

13.

14.

15.

16.

17.

18

. Run the Agency Intelligence report for Policies in Force and group by Agent 1, Agent 2,
or Agent3. (see Running the Agency Intelligence Report section for detailed instructions)

Click on the Agent column heading to sort in alphabetical order.
Scroll to the top to see if a blank line exists.
If so, double-click on the Policies number and a detailed report will open.

Double-click into each client. There may be multiple policies for same client. You will
need to review the Agent for each policy.

Assign an Agent to the account using Action->Internal->Change Client.
Under General Policy Information Select an Agent and click Finish.

Run Tools->File Maintenance->Freshen Indexes after correcting all data. For best
results, other users should be logged out of CMS while running File Maintenance.

. Run the Agency Intelligence report and verify that there are no blank lines.

i Agency Intelligence

Total Active Policies What]
Customer KPls
= B : Group By | Agent 1
Customers 69

Policies per Customer 1.1 Agent 1 4 | Policies
Premium per Customer $2,515.1?|jl> 1
Customers Added (12 Months) 6 | Daniel Dye (005) 6
Customers Lost (12 Months) 183 HUG Admin (ADM) 2
Net Change (12 Menths) -177 Kelly Endicott (001) 1
Customer Lifetime 14 yr Larry Garry (UG) 11
Customer Retention 26.02 % Leo Daprile Ir (013) 1
No Active Auto 34.09 % Mia Test (MAT) 9
MNo Active Home 79.55 % Michael Ley {D08) 10
MNo Active Personal Umbrella 100.00 % Stephen Harrington (DOI) 22
Warren (WES) 3

Policy KPIs

Policies in Force
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Missing Info: Names, Numbers and Emails

Accurate contact information is one of the most important things in a file. Without accurate

contact information you may be unable to get ahold of your customer in the event of an urgent
matter. When commercial accounts do not have a name associated with the policy, you may not

have any idea of who to contact regarding the account. It is also important to note that if you

decide to integrate with third-party software, not having a phone number, email or name linked

to a contact profile may mean that integration will not function properly. (e.g. if you have a
service that robocalls clients who have birthdays, it won't know the number to call if it's not
associated with a contact profile in CMS, or You are integrating with a vendor that sends out

automatic emails. If you are trying to customize the email body with merge fields, such as first

and last name, these will be missing if you did not link the email to a contact profile in CMS).).

This will be a big project for many agencies. We recommend saving the report to a desktop as a

list that users can work through. Instructions on saving report to the desktop and re-opening
the report are located in the Using Agency Intelligence Reports for Database Cleanup section
under Saving a Report.)

Cleanup Customers with no Last Names

Purpose: Having contact names for commercial clients allows you to use integration of names

into emails, letters, and text messages.

P wnN PR

Click Reports->Agency Intelligence.

On the left menu, click on Customers under Customer KPlIs.

Select Group By None.

Double-click the Customers number on any line to pull up a list of all your accounts.

I« Agency Intelligence %

Customer KPls

¥ Customers

Total Customers with Active Policies
Group By | None i

Pl pey Ciotomer 11 Customers Policies Annual Premium
Premium per Customer $2.503.40
Customers Added (12 Months) & 70 i $175,238.25
Customers Lost (12 Months) 182
Met Change (12 Months) -176
Customer Lifetime 14 yr
Customer Retention 26.42 %
MNo Active Auto 34.09 %
Mo Active Home 79.55 %
Mo Active Personal Umbrella  100.00 %
5. Click the column heading Last to sort alphabetically.
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6. Check to see if accounts are missing last names which often are commercial accounts
that have no individual shown as the contact.
7. Double-click to open the client record and update the last and/or first name as needed.

Cleanup Customers with no Phone Number
Purpose: Having contact information for clients allows for easier communication by phone.

Tip: As you are linking phone numbers to a contact profile, you may want to link any email
addresses to a contact profile at the same time. You may find that due to download,
sometimes you have the multiple profiles for the same individual, see page 21 on how to
address duplicate contact profiles.

Click Reports->Agency Intelligence.

On the left menu, click on Customers under Customer KPlIs.

Select Group By None.

Double-click the Customers number on any line to pull up a list of all your accounts.

P wnNe

1 Agency Intelligence x

T P Total Customers with ActivePolicie
[ - Group By | None v

Customers i
Pahcies prer Gistomer 1 Customers Policies Annual Premium
FPremium per Customer $2,503.40
Customers Added (12 Maonths) 6 70 77 §175,2338.25
Customers Lost (12 Months) 182
Met Change (12 Months) -176
Customer Lifetime 1.4 yr
Customer Retention 26.42 %
No Active Auto 34.09 %
No Active Home 79.55 %
No Active Personal Umbrella 100.00 %

5. Click on Layout, then Add/Edit. Select the box next to Phone-Primary, then click
OK>Finish

6. Click the column heading 1%t Phone to sort the phone numbers.

7. Check to see if there are any accounts that are missing the phone numbers in this field.
*If there are missing numbers, highlight the clients with the missing numbers, right-click
and select New Report from Selected Entries.
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Last First Business AnnCliPrem 1stPhone Hm Phone

Bames  [John | |  0.00]

|Gates |William _|Bill Gates Imunization Consulting | 0.00|

tong  fiouise | [ 17000 |

(Finkle  [Sarah _|Noemi's Auto Services | 99173 | |
(Gravel _________|Jonthan |ScottGravei&Co | 664832 | |
Alvarez Guy 1,040.00 (206)555-6163 (206)555-6165
Wheerler John 1,942.78 (206)555-6171

Ruther Barbara 1,020.06 (206)555-6178

Knowles Steve 614.00 (206)555-6179

Sears Justin 551.00 (206)555-6183

8. Once the new report opens check the other phone fields for a contact number.

Cleanup Customers with no Email
Purpose: Having contact information for clients allows for easier communication by email.

1. Click Reports->Agency Intelligence.

2. On the left menu, click on Customers under Customer KPlIs.

3. Select Group By None.

4. Double-click the Customers number on any line to pull up a list of all your accounts.

1 Agency Intelligence x

Gitore KPE Total Customers with Active Policie
Group By | None v | £ \
Plidieqiiery Clstiumer 1 Customers Policies Annual Premium
Premium per Customer §2,503.40
Customers Added (12 Months) 6 70 77 £175,238.25
Customers Lost (12 Months) 182
Met Change (12 Months) -176
Customer Lifetime 1.4 yr
Customer Retention 2642 %
No Active Auto 34.09 %
No Active Home 79.55 %
No Active Personal Umbrella 100.00 %

5. Click on Layout, then Add/Edit. Select the box next to Email-Primary, then click
OK>Finish

6. Click the column heading 1%t Email to sort the email addresses.

7. Check to see if there are any accounts that are missing the email in this field. *If there
are missing emails, highlight the clients with the missing emails, right-click and select
New Report from Selected Entries.

Diva of
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Last First Business State AnnCliPrem 1stEmail

Lathrop Marie WA 211.00 flower@none.com

McClary Jeremy  Candyland Ladies, LLC WA 500.00 flo@none.com

Sears Justin wAa 551.00 craftygrandma@none.com

Collins David wA 682.00 bunny@naone.com

Nelson Michael WA 728.00 buffalo@non.com

Lastname Jeromie OR 2,431.25 anna@home.com

|Gates  [William |Bili Gates Imunization Consulting | | I

|Bradsmith  |Gregorio [Wash Services  [wA ||  2s000f |
I
I

Hm Email
flower@none.com

vgrandma@none.com)

anna@home.com

(Hiatr kel | [wA [ 1879.52

[Anderson________[Abaham ] _____________________[wA [| 150200

Once the new report opens check the other phone fields for an email address.

Linking Phone Numbers and Emails to Contact Profile

Purpose: When you integrate with third-party software, not having a phone number or email
linked to a contact profile may mean that integration will not function properly. (e.g. if you
have a service that robocalls clients who have birthdays, it won't know the number to call if it's
not associated with a contact profile in CMS).

This will be a big project for many agencies. We recommend saving the report to a desktop as a
list that users can work through.

Tip: Asyou are linking phone numbers to a contact profile you should link the email addresses
to the profile at the same time.

Click Reports->Agency Intelligence.

On the left menu, click on Customers under Customer KPlIs.

Select Group By None.

Double-click the Customers number on any line to pull up a list of all your accounts.
Click the Layout button.

Click the Add/Edit button.

Uncheck the black box next to Client Information to remove all checks.

oA wWNPRE
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Add Report Field ? x

=-[m] Client Information A | oK |

-] Insureds' Mames {1st and 2nd)
&[] Insureds’ Names {All) Cancel
[ 1st Insured / Contact 1

[ 2nd Insured / Contact 2

=[] Named Insured

-[] Last

[ First

- [ Middle

[ Preferred

=-[m] 2nd Named Insured

-[] Last2

- [ First2

[ ] Middle2

-] Preferred2

[ Business Name

|:| Business DEA Mame

I:I--|:| Mailing Address Fields

-] Physical Address of Client

. Customer 1D

-

EI|E| Phone - Primary

[+ Primary Phone (Primary)

-] Primary Phone {Home)

] Primary Phone (Wark)

-] primary Phone (Cell) v

7. Check mark the fields below (some groups need to be expanded by clicking the + to
access the sub-fields):
a. Named Insured ->Last
Named Insured->First
2" Named Insured ->Last2
2"d Named Insured ->First2
Business Name
Phone fields->Phone-Primary->Primary Phone (Primary)
Phone fields->Phone- Contact 1->Contact 1 Phone (Primary)
Phone fields->Phone-Contact 2->Contact 2 Phone (Primary)
Email fields->Email-Primary->Primary Email (Primary)
j-  Email fields->Email- Contact 1->Contact 1 Email (Primary)
k. Email fields->Email-Contact 2->Contact 2 Email (Primary)
8. Click OK.
9. Click Save Layout.

S®m 0 o0 o
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Report Layout ? X

Report Layout | <Current Field List= ~ | Léave Layout {
| Last N
Report Fields Frat Add/Edit
Last2

First2 Remove

Primary Phone (Primary)
Contact 1 Phone (Primary) Default Order

Contact 2 Phone (Primary)

Report Title | Total Customers with Active Polidies by Produc|

Fish | Cancel | Help




10. At the Save Layout screen, enter in a report name: Phone Number Data Cleanup and

click OK.
Save Layout *
Layout Mame: | Phone Number Data Cleanup| | I oK I
Filename: C:\Haw...\Phone Number Data Cleanup.RLF Cancel

11. Click Finish to the run report.

12. Click the 15*Phone column. This will identify all those accounts that have no phone
number at all. Time to start locating these phone numbers and enter them in your
system.

13. Click on €1 1%t Ph column heading to sort the column. Highlight all records that have an

empty C1 1% Ph field (click on the first record, arrow down to the last record and
shift+click to select the group) and make a new report (right-click, select New Report
from Selected Entries).

14. Click on €2 1%t Ph column heading to sort the column. Any record that has data in 1%
Phone but nothing in C1 1%t Ph or C2 1% Ph, needs to have the phone number linked to
profile. Currently phone numbers are not linked to a profile.

15. Click on €1 1%t Ph column heading to sort the column— All those with no data in C1 1% Ph

means that the first named insured does not have their phone number linked to their
profile.

16. Click on €2 1%t Ph column heading to sort the column— All those with no data in C2 15t Ph
means that the second named insured does not have their phone number linked to their

profile.

Using Advance Reports for Database Cleanup

The purpose of using Advanced Reports for your database cleanup is that it pulls all active and
inactive clients and policies. (Archived clients and policies will still not show on these reports.)
By cleaning all of the information in your database it will ensure that all data is uniform. Some
third-party vendors use prior policies and clients for marketing or win back campaigns. If the
data on the past client or policy is bad, the campaigns will result in wasted time, effort and
money. One other great reason to clean all of the data is that if a policy reinstates, it will
already be updated to your agencies standards.

Creating the Custom Report Client Level
1. Click Reports->Advanced Reports and the Report Generator screen will open.

2. Click <New Report>.

3. Under Policy Types, select All Policy Types.
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4. Under Report By, select Client (At least one policy must match criteria).

Policy Type Filter ? X
Policy Types [JDoes NOT have Active Palicy
[]All Policy Types [ Aute
Auto [ Home
Home [] Boat
Boat O Mopro
[ Mopro [] Commerdial / All Other

Report By

O policy

(O Client (Al policies must match criteria.)
(O Personal Profiles

() Cross-SellxDates

(O Claims

(O Client Tags

< Back Cancel Help

5. Click Next.

6. For Filter 1, Filter 2, and Filter 3 leave as None.

Report Generator Filters ? X

Filter 1

R -

Not

Filter 2
Mone- ~

Not

Filter 3
Mone- b

Not

< Back Cancel Help

Diva of
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7. Click Next.
8. For Filter 4, Filter 5 and Filter 6 leave as None.
9. Click Next.

10. In Report Layout screen, click on the Report Layout dropdown and select the top blank
line to clear all fields.

Report Layout

Report Layout |Mew Business Report Layout Save Layout

Birthday Repart

Report Fields Add/Edit
Customer Report Layout
Email Data Cleanup Remave
Fixing Phone Mumbers =
Mew Business Report Layout Default Order

Phone Mumber Data Cleanup
Status Report Layout

[ L Ly L
Quoted Premium
Current Premium
Source

Zip

11. Click on the Add/Edit button.

12. Click on the + next to Client Information and place a check mark in the following fields:
a. Named Insured->Last
b. Named Insured-> First
c. Business Name
d. Business DBA Name
e. Active Policy Count
f. Client Type
g. Customer Type
h. Client Status
i. Client Office
j. Client Source
k. Client Producer

. Client CSR
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Add Report Field

Last
First

-] 2nd Mamed Insured
Business Mame

Business DBA Mame
-] Mailing Address Fields
-] physical Address of Client
Customer ID

38 Phone Fields

- Email Fields

-] Websites

-] Palicy Count

[ Active Palicy Count

-] Inactive Policy Count
-[_] Active Policy Premium Total
|:| Annualized Active Policy Premium Total
-] Client Since

[ Client Type

-- Customer Type

[ Clignt Status

--[] Client Office

- Client Source

[ Client Producer

[ Client CSR

13. Click OK

14. Click Save Layout.

15. Give the layout a name: Database Cleanup and click OK.

Save Layout

*

Layout Name: | Adv- Client Cleanug|

oK

Filename: H:\HAW \Agency\Adv- Client Cleanup.RLF

Cancel

16. Click Finish to run the report.

17. Save the report with Date and Title. Example: 10-16-2021 Client Cleanup
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Creating the Custom Report Policy Level
1. Click Reports->Advanced Reports and the Report Generator screen will open.

2. Click <New Report>.
3. Click Reports->Advanced Reports and the Report Generator screen will open.
4. Click <New Report>.
5. Under Policy Types, select All Policy Types.
6. Under Report By, select Policy.
Policy Type Filter 3 X
Policy Types
[l Policy Types
Auto
Home
Boat
Maopro
Commercial / All Other

Report By
(@ Policy
(O client (At least one policy must match criteria.)
(O client (All policies must match criteria.)
(O Personal Profies
() Cross-SellfxDates
() Claims

(O client Tags

G ] [

7. Click Next.

8. For Filter 1, Filter 2, and Filter 3 leave as None.

Diva of
Insurance
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Report Generator Filters 7 X
Filter 1
-
Not
Filter 2
“None- ~
Not
Filter 3
-None- w
Not
<Back Cancel Help
9. Click Next.

10. For Filter 4, Filter 5 and Filter 6 leave as None.

11. Click Next.

12. In Report Layout screen, click on the Report Layout dropdown and select the top blank
line to clear all fields.

Report Layout

Report Layout

Mew Business Report Layout Save Layout

Birthday Report
Customer Report Layout
Email Data Cleanup
Fixing Phone Mumbers
Mew Business Report Layout
Fhone Mumber Data Cleanup
Status Report Layout

CHECOv e Uats
Quoted Premium
Current Premium
Source

Zip

Report Fields Add/Edit
Bemove

Default Order

13. Click on the Add/Edit button.

14. Click on the + next to Client Information and place a check mark in the following fields:
a. Named Insured->Last
b. Named Insured-> First
c. Business Name

d. Business DBA Name

Diva of
Insurance
-
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e. CustomerID

f. Active Policy Count

g. Agent
h. Agent2
i. Agent2

j. Company

k. Program

|.  Application Type
m. Current Premium
n. Status:Sub Status
o. Office

p. Source

g. Policy Title

Add Report Field ? *

|:| 2nd Named Insured's Personal Profile I | o |

=-[m] General Palicy Information
(-] Physical Address of Palicy Cancel

Agent

Agent2

Agent3

|:| Agent Mame

D Agent 2 Mame

|:| Agent 3 Name

--[] Agent Code

Company

Program

[ NAIC Code

[ Application Type

--[] Lines of Business

. ] Policy

|:| Premium

|:| Current Premium

-] Quoted Premium

-] Annual Premium

-[] Annual Current Premium

[ Annual Quoted Premium

-.[] Annualized

|:| Status

-[] Sub-Status

.. Status: Sub-Status v

15. Click OK
16. Click Save Layout.

17. Give the layout a name: Database Cleanup and click OK.
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Save Layout x

Layout Name: | ADV-Palicy Cleanupl | o]

Filename: H:\HAW \Agency\ADY- Policy Cleanup.RLF Cancel

18. Click Finish to run the report.

19. Save the report with Date and Title. Example: 10-16-2021 Policy Cleanup

Cleaning up Producer & CSR

1.

vk wnN

N o

Open your saved Client Cleanup Report

Click Summary-> C-Producer-> OK

Click on the C-Producer heading twice to sort in ascending order.

If none of the items under C-Producer are blank you can move along to the next section.
If there is a blank under the C-Producer heading, double-click on the number next to the
blank in the # of Items heading and a detailed report will open.

Double-click to open a policy.

Assign a Producer to the Client using Action->Internal->Change Client/Policy and
clicking on the Client tab.

Run Tools->File Maintenance->Freshen Indexes after correcting all data. For best
results, other users should be logged out of CMS while running File Maintenance.

Run an updated Client Cleanup report and verify that there are no blank lines.

Double-click to display dient(s
C-Producer # of ltems
010 1
013 1
014 1 <::
CP1 1
Dol 103
HaAw 2
JAT 1
LG i
MAT 43
555 3
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Cleaning up CSR

1.

vk wnwN

o

Open your saved Client Cleanup Report

Click Summary-> C-CSR-> OK

Click on the C-CSR heading twice to sort in ascending order.

If none of the items under C-CSR are blank you can move along to the next section.
If there is a blank under the C-CSR heading, double-click on the number next to the
blank in the # of Items heading and a detailed report will open.

Double-click to open a policy.

Assign a CSR to the Client using Action->Internal->Change Client/Policy and clicking on
the Client tab.

Run Tools->File Maintenance->Freshen Indexes after correcting all data. For best
results, other users should be logged out of CMS while running File Maintenance.
Run an updated Client Cleanup report and verify that there are no blank lines.

Double-dlick to display dient(d

C-C5R = of ltermns

o
Ul 3

i'\-I-I:
vl

=k | L

A\

-

—_ LN

(=]
—_— Pd LN = L ey

ADM
ASS
Cal
HaAW
LIG
MAT
555

—
L
= o

Cleaning up Client Status

1.

vk wnwN

o

Open your saved Client Cleanup Report

Click Summary-> CliStat-> OK

Click on the CliStat heading twice to sort in ascending order.

If none of the items under CliStat are blank you can move along to the next section.
If there is a blank under the CliStat heading, double-click on the number next to the
blank in the # of Items heading and a detailed report will open.

Double-click to open a policy.

Assign a Status to the Client using Action->Internal->Change Client/Policy and clicking
on the Client tab.

Run Tools->File Maintenance->Freshen Indexes after correcting all data. For best
results, other users should be logged out of CMS while running File Maintenance.
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9.

Run an updated Client Cleanup report and verify that there are no blank lines.

Double-click to display dier

Clistat Z of ltems
Active 221
DeadFile 57
Prospect 2

Clean up Customer Type

1.

vk wnN

L N

12.

13.

Open your saved Client Cleanup Report

Click Summary-> CliType-> OK

Click <New Report>.

Click on the CliType heading twice to sort in ascending order.

Double-click on the number next to the Customer heading and a detailed report will
open.

Click Summary-> CustType-> OK

Click on the CustType heading twice to sort in ascending order.

If none of the items under CustType are blank you can move along to the next section.
If there is a blank under the CustType heading, double-click on the number next to the
blank in the # of Items heading and a detailed report will open.

. Double-click to open a policy.
11.

Assign a Customer Type to the Client using Action->Internal->Change Client/Policy and
clicking on the Client tab.

Run Tools->File Maintenance->Freshen Indexes after correcting all data. For best
results, other users should be logged out of CMS while running File Maintenance.

Run an updated Client Cleanup report and verify that there are no blank lines.

Double-dick to display dient(s)

CliType  # of ltems Prernium  Active Pol
: Double-dlick to display dient{s)
Vendor 1 0.00 0 ! il
Cther 1 0,00 0 CustType # of ltems Premium  Active Pol
Agent/E... 2 0.00 0 3 E 3
Cﬂl'l'iEI' x| :, :,:, :, Comme... 70 93_2'1 52 24
g i

TIP: If you see a number in Active Pol under Vendor, Other, Agent, or Carrier, these records
have a problem. Either the policy is not valid or the Client Type is incorrect.
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Cleaning up Client Office

1.

vk wnwN

i

Open your saved Client Cleanup Report

Click Summary-> C-Office-> OK

Click on the C-Office heading twice to sort in ascending order.

If none of the items under C-Office are blank you can move along to the next section.
If there is a blank under the C-Office heading, double-click on the number next to the
blank in the # of Items heading and a detailed report will open.

Double-click to open a policy.

Assign an Office to the Client using Action->Internal->Change Client/Policy and clicking
on the Client tab.

Run Tools->File Maintenance->Freshen Indexes after correcting all data. For best
results, other users should be logged out of CMS while running File Maintenance.
Run an updated Client Cleanup report and verify that there are no blank lines.

Double-dick to display dient(s)

C-Office = of ltems Premium Active Pol

1: West... 114

21 5um... 35

i Y

Cleaning up Client Source

1.

vk wnwN

o

Open your saved Client Cleanup Report

Click Summary-> C-Source-> OK

Click on the C-Source heading twice to sort in ascending order.

If none of the items under C-Source are blank you can move along to the next section.
If there is a blank under the C-Source heading, double-click on the number next to the
blank in the # of Items heading and a detailed report will open.

Double-click to open a policy.

Assign a Source to the Client using Action->Internal->Change Client/Policy and clicking
on the Client tab.

Run Tools->File Maintenance->Freshen Indexes after correcting all data. For best
results, other users should be logged out of CMS while running File Maintenance.
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9. Run an updated Client Cleanup report and verify that there are no blank lines.

Double-dlick to display cliant{s}

C-Source & of lten

)
-
]

TN X R Mg S -

205,114.72

o

ﬁﬁﬁﬁﬁ

Cross Sell
Google
Referral
WALKIN
Website

||||||
4 i

Active Pol

=

— g g

Cleaning up Policy Office

1.

vk wnwN

o

Click Summary-> Office-> OK

Open your saved Policy Cleanup Report

Click on the Office heading twice to sort in ascending order.
If none of the items under Office are blank you can move along to the next section.
If there is a blank under the Office heading, double-click on the number next to the

blank in the # of Items heading and a detailed report will open.

Double-click to open a policy.

Assign an Office to the Policy using Action->Internal->Change Client/Policy and clicking

on the GPI (General Policy Information) tab.

Run Tools->File Maintenance->Freshen Indexes after correcting all data. For best

results, other users should be logged out of CMS while running File Maintenance.

Run an updated Policy Cleanup report and verify that there are no blank lines.

Double-click to display dient(s)

Office Z of ltems Premium  Active Pol

15 5 T
1: West... 124 ] E13]
2: Sum.. 175 g b2

Cleaning up Policy Source

1.

vk wnN

Open your saved Policy Cleanup Report

Click Summary-> Source-> OK

Click on the Source heading twice to sort in ascending order.

If none of the items under Source are blank you can move along to the next section.
If there is a blank under the Source heading, double-click on the number next to the

blank in the # of Items heading and a detailed report will open.

Double-click to open a policy.
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Assign a Source to the Policy using Action->Internal->Change Client/Policy and clicking
on the GPI (General Policy Information) tab.

Run Tools->File Maintenance->Freshen Indexes after correcting all data. For best
results, other users should be logged out of CMS while running File Maintenance.

Run an updated Policy Cleanup report and verify that there are no blank lines.

Double-dlick to display dient(s)

Source = of ltems Premium  Active Pol
Allentown 166,00

0 74

1 1
BOR 3 485.00 1
Capt Agent 2 3,438.00 0
Crozs Sell 2 12,000.00 1
Cross Sell... 2 220.00 2
Exhist Cu... 1 3,770.00 ]
Existing g 4.742.58 5

Cleaning up Agent 1, 2, 3

1.

vk wnwN

o

Open your saved Policy Cleanup Report

Click Summary-> Agent-> OK

Click on the Agent heading twice to sort in ascending order.

If none of the items under Agent are blank you can move along to the next section.
If there is a blank under the Agent heading, double-click on the number next to the
blank in the # of Items heading and a detailed report will open.

Double-click to open a policy.

Assign an Agent to the Policy using Action->Internal->Change Client/Policy and clicking
on the GPI (General Policy Information) tab.

Run Tools->File Maintenance->Freshen Indexes after correcting all data. For best
results, other users should be logged out of CMS while running File Maintenance.
Run an updated Policy Cleanup report and verify that there are no blank lines.
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Double-dick to display dient(s)
Agr:n? = of ltemns Premium  Active Pol
001 1 0.00 1
002 1 800.00 o
003 2 110,637.03 14
002 18 8,946.23 11
010 1 0.00 0
013 1 2,000.00 1
4 1 o
83 16
ADM 3 &
=R 1 0.00 0
Dol 79 60,413.85 27
HAW 3 17,819.00 0

Policies with No Premium

1.

vk wnwN

o

Open your saved Policy Cleanup Report

Click Summary-> Premium-> OK

Click on the Premium heading twice to sort in ascending order.

If none of the items under Premium are $0.00 you can move along to the next section.
If there is a $0.00 premium under the Premium heading, double-click on the number
next to the blank in the # of Items heading and a detailed report will open.
Double-click to open a policy.

Assign a Premium to the Policy using Action->Internal->Change Client/Policy and
clicking on the GPI (General Policy Information) tab.

Run Tools->File Maintenance->Freshen Indexes after correcting all data. For best
results, other users should be logged out of CMS while running File Maintenance.
Run an updated Policy Cleanup report and verify that there are no blank lines.

s

42 |Page gg@



Double-dlick to display dient(s)

Premium = of ltems fl'&mium
:"ﬁl l-\.Il-\.l 1ﬁlﬁl ﬁlﬁl
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Correcting Policy/Company Setup

If a company has multiple names in your system, you will need to correct this in
Policy/Company Setup. This process has multiple steps. Address one company at a time and
verify the data has been properly cleaned up before going to the next company. Start with a

company that doesn't have many policies for practice.

1.

Open the Advanced Report for Client Cleanup, then group by Company. Determine
which company has multiple names. ldentify the company name that you prefer the
most. This will be the company name that you will keep and will be consistently used
going forward.

Go to Policy/Company Setup.

Look at each line of business tab and make the company name the same under each tab
if it exists: Auto, Home, Boat, Mopro, Commercial/Other.

Also review each tab for duplicate names for the same company. Delete the duplicates
(this will not remove the name from the existing policies).

Run Tools->File Maintenance->Freshen Indexes after correcting all data. For best
results, other users should be logged out of CMS while running File Maintenance.

Run an updated Policy Cleanup report and verify that there are no policies left under the
prior companies.
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Tip: If you do not find the company name in the Policy/Company Setup, you probably fixed it
previously but did not update the policies.

Note: If there are a large number of accounts that need to be assigned to a different Company
name, call HawkSoft Customer Support, and they will walk you through doing a "data replace"
updating multiple records in one action. Important: Always run a CMS Backup immediately
prior to running a data replace.

Cleanup Company & Program

Purpose of assigning the Company: allows an agency to see metrics such as premium volume
and number of policies for each Company. This is very important when you meet with your
company sales force and for completing your errors and omissions application.

This report will help you to identify policies that do not have a Company assigned or help you
identify duplications of companies in your Policy/Company Setup.

1. Open the Advanced Report for Policy Cleanup, then group by Company. Click on the
Company column heading to sort in alphabetical order.

Scroll to the top to see if a blank line exists.

If so, double-click on the Policies number and a detailed report will open.
Double-click to open a policy.

Assign a Company to the policy using Action->Internal->Change Client/Policy and
clicking on the General Policy Information tab.

vk wnwN
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Double-dick to display dient(s)

Company = of ltemns
_<:|
= Agriculture Coverage Templates>

<Prospect>

American Driving Records

Auto-Owners

— | = | = | =

Banner Life

Cleanup Policy Title

Purpose of looking at the Policy Title: allows an agency to see metrics such as premium volume
and number of policies for each Policy Title. This can also be helpful in completing your errors
and omissions application. Policy Titles can be used to easily identify special types of policies
(e.g. Bonds- notary, secretary, title, janitorial, contractors, etc.)

This report will help you to identify duplications of Policy Titles in your Policy/Company Setup.
It is not unusual for agencies to discover they have multiple titles for the same line of business
(e.g. AUTOP, PAUTO, PERAUTO which should all be referencing a personal auto policy). For the
purposes of this workshop, we will be addressing one line of business. You can extrapolate this
to other lines of business. There are cases where a custom Policy Title for personal autos makes
a great deal of sense for instance classic autos, might have a Policy Title of COLLECTOR.
However, it does not make sense to have multiple codes for things that are not unique.

1. Open the Advanced Report for Policy Cleanup, then group by Company. Click on the
Company column heading to sort in alphabetical order.

2. Scroll to the top to see if a blank line exists.

Click on the Policy Title column heading to sort in alphabetical order.

4. Determine how many Policy Titles you have that represent personal auto. Look for
AUTOP (system default), PAUTO, PERAUTO, or any other code that represents personal
auto that are not unique situations (e.g. Classic Auto).

w

EVENT 1 §1,548.07
FARM 2 $2,189.00
HOME oo : $97,082.54
HOMEQWNERS 2 $1,486.00
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Tip: You might want to correct the Policy/Company Setup before the individual policies, so that

the invalid Policy Titles are no longer available for use.

Running Advanced Cleanup Reports

Advanced- Client Level Cleanup Report

1. Click Reports->Advanced Reports and the Report Generator screen will open.

2. Click <New Report>.
3. Under Policy Types, select All Policy Types.
4

Under Report By, select Client (At least one policy must match criteria).

Policy Type Filter

Policy Types
-]l Policy Types
Auto

Home

Boat

Mopro
Commerdial / All Other

=]

oes NOT have Active Policy

o o

Report By

O policy

(® Client (At least one policy must match ariteria. )
(Al policies must match criteria.)

?

X

() Personal Profiles
() Cross-Sellf¥Dates
O Claims
() Client Tags
5. Click Next.

6. For Filter 1, Filter 2, and Filter 3 leave as None.

46 |Page

<



Repert Generator Filters
Filter 1
-
Not
Ls
Filter 2
None- ~
Not
Filter 3
None- ~
Not
<Back Cancel Help
7. Click Next.
8. For Filter 4, Filter 5 and Filter 6 leave as None.
9. Click Next.

10. In Report Layout screen, click on the Report Layout dropdown and select the top blank

line to clear all fields.

Report Layout < '_lsiness Repart Layout

g Save Layout

N

Report Eields  |Adv- Client Cleanup

Adv- Policy Cleanup

Birthday Report

Book of Business Report
Cleanup- Client Type & Status
Clients with no linked numbers
Customer Report

Add Edit
Remove

Default Order

11. Click on the Add/Edit button.

12. Click on the + next to Client Information and place a check mark in the following fields:
a.

S®m 0 o0 o

Named Insured-> Last

Named Insured-> First

Names Insured-> Preferred

2" Named Insured-> Last

2"Y Named Insured-> First

2"d Named Insured-> Preferred
Named Insured-> First

Mailing Address Fields-> Address
Mailing Address Fields-> Address 2
Mailing Address Fields-> City
Mailing Address Fields-> State

47 |Page

<



Mailing Address Fields-> Zip
. Phone-Primary-> Primary Phone (Primary)
Phone Contact 1-> Contact 1 Phone (Primary)
Phone Contact 2-> Contact 2 Phone (Primary)
Email- Primary-> Primary Email
Email- Contact 1-> Contact 1 Email
Email- Primary-> Contact 2 Email
Policy Count
Active Policy Count
Inactive Policy Count
Annualized Active Premium Total
. Client Type
Customer Type
Client Status
Client Office
aa. Client Source
bb. Client Producer
cc. Client CSR

N<Xg<g©™Y 0T O3

Add Repert Field T

-[] Physical Address of Palicy

|:| Agent Name

-] Agent 2 Name

] Agent 3 Name

--[v] Agent Code

Company

Program

- [] NAIC Code

[ Application Type

- [¥] Lines of Business

. ] Policy =

|:| Premium

|:| Current Premium

D Quoted Premium

-[] Annual Current Premium
[ Annual Quoted Premium
-] Annualized

Status

: Sub-Status

[ Status: Sub-Status
-..[] Status Date "

.—;IE‘ General Policy Information - I QK |

Cancel

13. Click OK
14. Click Save Layout.

15. Give the layout a name: “Adv- Client Cleanup” and click OK.
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Save Layout .

Layout Name:; | Adv- Client Cleanug| | | oK I

Filename: H:\HAW \AgencyAdv- Client Cleanup.RLF Cancel

16. Click Finish to run the report.
17. Save the report with Date and Title. Example: 10-16-2021 Adv-Client Cleanup

TIP: Once your report has run, you can click the Layout button and remove or add data fields from

your report. This way you can view more information or remove some information to make it easier
to focus on the area you are reviewing.

Advanced- Policy Level Cleanup Report

1. Click Reports->Advanced Reports and the Report Generator screen will open.
Click <New Report>.

Click Reports->Advanced Reports and the Report Generator screen will open.
Click <New Report>.

Under Policy Types, select All Policy Types.
Under Report By, select Policy.

oA WN

Policy Type Filter

Policy Types

2]l Policy Types
] Auto

Hame

‘have Active Policy:

Boat
Mopro
Commercial / All Other

FIRIEIRIE]

Report By
(®) Policy
(O glient (At least one policy must match criteria.)
(O client (all policies must match criteria,)
(O Personal Frofiles
() CrossSelljiDates

O Claims
(O Client Tags
< Back Cancel Help
7. Click Next.

49 |Page

Diva of
Insurance

£



8. For Filter 1, Filter 2, and Filter 3 leave as None.

Report Generator Filters ? X

Filter 1
v

Mot

Filter 2

Mone- ~

Mot

Filter 3

Mone- ~

Not

< Back Cancel Help

9. Click Next.

10. For Filter 4, Filter 5 and Filter 6 leave as None.

11. Click Next.

12. In Report Layout screen, click on the Report Layout dropdown and select the top blank
line to clear all fields.

Report Layout < |_|siness Report Layout w Save Layvout

Report Eields  |Adv- Client Cleanup Add/Edit
Adv- Policy Cleanup
Birthday Report Remave

Book of Business Report
Cleanup- Client Type & Status
Clients with no linked numbers
Customer Report

Default Crder

13. Click on the Add/Edit button.

14. Click on the + next to Client Information and place a check mark in the following fields:
a. Named Insured->Last

Named Insured-> First

Business Name

Business DBA Name

Customer ID

Active Policy Count

"m0 aoo

50| Page



g. Agent

h. Agent 2
i. Agent2
j.  Company
k. Program
I.  Application Type
m. Current Premium
n. Status:Sub Status
o. Office
p. Source
g. Policy Title
Add Report Field ? *

|:| 2nd Named Insured's Personal Profile I | ok |

=-[W] General Palicy Information
(-] Physical Address of Palicy Cancel
Agent

Agent2

Agent3

-] Agent Name

|:| Agent 2 Mame

|:| Agent 3 Name

D Agent Code

-..[/] Company

-] Program

-] NAIC Code

[ Application Type

-.[] Lines of Business

. ] Policy =

-] Premium

--[] Current Premium

[ Quated Premium

-..[_] Annual Premium

-] Annual Current Premium

-] Annual Quoted Premium

-] Annualized

[ status

[ sub-Status

- [7] Status: Sub-Status v

15. Click OK
16. Click Save Layout.
17. Give the layout a name: “Adv- Policy Cleanup” and click OK.

Save Layout et
Layout Mame: | Adv-Palicy Cleanupl | I o I
Filename: H:\Haw \Agency \Ady- Policy Cleanup.RLF Cancel

18. Click Finish to run the report.
19. Save the report with Date and Title. Example: 10-16-2021 Adv-Policy Cleanup

Diva of
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Policy Company Setup -Advanced

In the previous sections we reviewed correcting Company, Program, and Policy Title in the

Policy/Company Setup. This section will review a few of the other key areas to focus on. It is important

to remember that you will need to correct each affected section and each state for each company.

Pelicy / Cempany Setup

Auto Home Boat

State |Washington

Mopro Commercial [ All Other

<Prospect=
Bond 4 Surety
Brokers Two

Diva Insurance
Farmland

Kindofa Contracting Co
Millkman Auto

Mutual Mutual Ins Co
Pepper Specialt

Shake Quake

Travelco

Travelers

TreeHouse

United States Indemnity
UZoom

Vroom Classic Car
Water Flood Co

Captain Commercial Carrier

b Edt  {

Mew
Delete
Copy To

Brint

Company Info
Contact Informati
Agent Codes

Company Website

Programs O

Commissicn

=
Lines of Business / Coverages < nce | Policy Number ~

Payee |Formal Mame e

Policy Snapshot Qverride

General Settings = Edit

[Juse custom Palicy Titles

Use General Configuration Setting (Automatically

Edit

Add

Remove

i

Setting is managed in General Configuration >

] Policy Titles are determined by the Line of Business

MAIC List

Policy Forms

Term

Edit
Add

Remove

Edit
Add

Remave

Edit
Add

Remove

<
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Line of Business

Here we are looking to make sure that we don’t have any blank Lines of Business. Most of the Lines of
Business are selected to go with the policy type in Policy/Company Setup.

Application Type | Commerdial > aunch Market Appetite

Lines of Business Line of Business Poli
£} TRKRS Truckers T

Policy Title | TRERS ~

1. Open your saved Policy Cleanup Report

2. Click Summary-> LOBs-> OK

3. Click on the LOBs heading twice to sort in ascending order.

4. If none of the items under LOBs are blank you are done.

5. If thereis a blank under the LOBs heading, click on the number next to the blank in the #
of Items heading and a detailed report will open.

6. Double-click to open a policy.

7. Assign a Line of Business to the Policy using Action->Internal->Change Client/Policy and

clicking on the General Policy Information tab.
8. Run Tools->File Maintenance->Freshen Indexes after correcting all data. For best
results, other users should be logged out of CMS while running File Maintenance.
9. Run an updated Policy Cleanup report and verify that there are no blank lines.

Agent Code

Reviewing the agent code is one of the hardest parts of data cleanup for large agencies or agencies that
have multiple producer codes and location. Here we are looking to make sure that we don’t have any
blank Agent Codes. Sometimes we may also need to review the Agent Code after a book purchase or a
code consolidation.

Open your saved Policy Cleanup Report

Click Summary-> Company-> OK

Click on the Company heading twice to sort in ascending order.

If there is not a blank under the Company heading, continue to step 8.

If there is a blank under the Company heading, click on the number next to the blank in

the # of Items heading and a detailed report will open.

6. Assign a Company to the Policy using Action->Internal->Change Client/Policy and
clicking on the General Policy Information tab.

7. Return to the Summary by Company Report.

8. Click on the number next to each Company in the # of Items heading and a detailed
report will open.

9. Click Summary-> AgentCode-> OK

ik N e
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10. Click on the AgentCode heading twice to sort in ascending order.

11. If there is a blank under the AgentCode heading, click on the number next to the blank
in the # of Items heading and a detailed report will open.

12. Assign an AgentCode to the Policy using Action->Internal->Change Client/Policy and
clicking on the General Policy Information tab.

13. If there is not a blank under the AgentCode heading, review the codes to make sure that
they are all correct.

14. Run Tools->File Maintenance->Freshen Indexes after correcting all data. For best
results, other users should be logged out of CMS while running File Maintenance.

15. Run an updated Policy Cleanup report and verify that there are no blank lines.

Policy Form

Reviewing the Policy Form report is fairly simple. You are simply looking to make sure that the Policy
From listed is correct for the Line of Business assigned to the policy. It is recommended that you clean
up Company, Program, Application Type, and Line of Business before starting on the Policy Form
cleanup.

1. Open your saved Policy Cleanup Report

2. Click Summary-> PolicyForm-> OK

3. Click on the PolicyForm heading twice to sort in ascending order.

4. If none of the items under PolicyForm are blank you can move along to the next section.

5. If thereis a blank under the PolicyForm heading, double-click on the number next to the
blank in the # of Items heading and a detailed report will open.

6. Double-click to open a policy.

7. Assign a Policy Form to the Policy using Action->Internal->Change Client/Policy and
clicking on the General Policy Information tab.

8. Run Tools->File Maintenance->Freshen Indexes after correcting all data. For best
results, other users should be logged out of CMS while running File Maintenance.

9. Run an updated Client Cleanup report and verify that there are no blank lines.
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More Advanced Reporting

Advanced Cancellation Report:

This report will show all policies that have cancelled or expired in the agency regardless of reason during
the specified period of time. The advantage to this report is that policies that cancelled due to being
“replaced” will also show. It is important to review the policy Status to determine the cancellation

reason. It is also imperative that you sure that if it was rewritten within the agency that the proper
Replaced-Status is added to the policy.

1. Click Reports->Advanced Reports and the Report Generator screen will open.
2. Click <New Report>.

3. Under Policy Types, select All Policy Types.

4. Under Report By, select Policy.

Policy Type Filter @E

Policy Types [] Does NOT have Active Policy

[l Policy Types Auto

Auto

Home
Boat
Mopro
Commerdial / All Other

Report By
(®) Policy
() Client (At least one policy must match criteria.)
O dient (all palices must match ariteria.)
ersonal Profiles
O Cross-5elXDates
O Claims

O Client Tags

Next> | [ Caneel | [ help

5. Click Next.
6. For Filter 1 select Status and then All Cancelled

7. For Filter 2 select Status Date, then Date Range and fill in the From and To dates
8. For Filter 3, Filter 4, Filter 5, and Filter 6 leave as None.
9. Click Next.
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Report Generator Filters [7]>]

Filter 1

| Status * v| [] Rewrite (Pending) ~ Check Al
All Cancelled

[Inot Cancelled
Expired
NonRenew
Replaced
[]all sales Pipeline
Lead
1 Prosnect

Filter 2
> | Status Date * w || ‘Date Range v From: | 06/01/2020 w

[Irot To: | 06/30/2020 w
Filter 3
-None- W

Mot

10. In Report Layout screen, Click on the Add/Edit button.

Report Layout
Report Layout |Mew Business Report Layout v | | Save Layout |
Report Fields Frat Add/Edit <:|
Company
Business MName
Business DBA Name Default Order

Active Policy Count
Client Status
Expiration Date
Policy Title

11. Click on the + next to Client Information and place a check mark in the following fields:
a. Named Insured->Last
b. Named Insured-> First
c. Business Name
d. Business DBA Name
e. CustomerID
f. Active Policy Count

12. Click on the + next to General Policy Information and place a check mark in the
following fields:

Diva of
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-
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a. Company

b. Policy #

c. Annual Premium
d. Policy Title

e. Status: Sub-Status

f. Status Date

Add Report Field [?][x]
A_
= E| Client Information -~ oK
4[| Insureds' Names ‘&t and 2nd)
+D Insureds' Names (All)

i ] 1st Insured f Contact 1

D 2nd Insured [ Contact 2

— Mamed Insured
: Last
-] First

13. Click OK
14. Click Save Layout.

15. Give the layout a name: “Cancellation Cleanup” and click OK.

Save Layout x
Layout Name: | Cancellation| Cleanup | I oK I
Filename: H:\HAW Agency \Cancellation Cleanup.RLF Cancel

16. Click Finish to run the report.
17. Save the report with Date and Title. Example: 10-16-2021 Cancellation Cleanup

*Tip: A variety of Filter and Fields can be used to run more precise reports. These instructions are for a
basic Cancellation Report. We recommend that you tailor the Filters and Fields to your agency’s
report needs by adding the servicing agent or producer, location, etc.

Advanced New Business Report:

This report will show all policies that were issued during the specific time period using “Sold Date”. The
advantage to this report is that policies that issued due to being a “Rewrite” will also show. It is
important to know which policies were rewritten and to make sure that the status reflects that it was a
re-write.

1. Click Reports->Advanced Reports and the Report Generator screen will open.
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2. Click <New Report>.
3. Under Policy Types, select All Policy Types.
4. Under Report By, select Policy.

Policy Types

Policy Type Filter EIZ‘

["] Does NOT have Active Policy

[ Al Palicy Types
Auto

Home
Boat
Mopro

P
Commercial / All Other

Report By
@ Policy
() client (At least one policy must match criteria.)

Client (All policies must match criteria.)
personal Profiles

Cross-Sell/XDates

O Claims

() Client Tags

O Auto
[ Home
[] Boat
] Mopro

[] Commerdial / All Other

< Back text> | [ cancel | [ Hep

5. Click Next.

6. For Filter 1 select Sold, then Date Range and fill in the From and To dates

7. For Filter 2, Filter 3, Filter 4, Filter 5, and Filter 6 leave as None.

8. Click Next.

Report Generator Filters

Filter 1

> ‘ Sold Date =

[niot

Filter 2

To: | EVEER -

v > Date Range 'E>am 0%/01/2022 «

None-

Mot

Filter 3

None-

Mot

< Back Cancel Help
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9. In Report Layout screen, Click on the Add/Edit button.

Report Layout
Report Layout | Mew Business Report Layout vl | Save Layout |
Report Fields | L35t Add/Edit
eport Ficlds Frat [Edi
Company
Business Mame
Business DBA Name Default Order
Active Policy Count
Client Status
Expiration Date
Policy Title

10. Click on the + next to Client Information and place a check mark in the following fields:
a. Named Insured->Last
b. Named Insured-> First
c. Business Name
d. Business DBA Name
e. CustomerID
f. Active Policy Count

11. Click on the + next to General Policy Information and place a check mark in the
following fields:

a. Company

b. Program

c. Lines of Business
d. Policy #

e. Annual Premium
f.  Policy Title

g. Effective Date

h. Inception Date

i. Sold Date

j- Source

k. Policy Title

Diva of
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I. Policy Form

Add Report Field

HIE

A_
=[] Client Information <
+D Insureds' Names {15t and 2nd)
+D Insureds' Mames (All)
|:| 1st Insured / Contact 1

----- [] 2nd Insured / Contact 2

— Mamed Insured
Last
.. [wf] First

Cancel

12. Click OK

13. Click Save Layout.

14. Give the layout a name: “Production Cleanup” and click OK.

Save Layout w
Layout Name: | Production Cleanup| | | oK |
Filename: H:\HAW Agency \Production Cleanup. RLF Cancel

15. Click Finish to run the report.

16. Save the report with Date and Title. Example: 10-16-2021 Production Cleanup

Advanced- Client Profile Audit

Fix unassociated email addresses and cell phone numbers for Named Insureds/Main Contacts

For Named Insureds/Main Contacts that do not have an email address and/or cell phone number linked
to them, the following steps help you run a Personal Profile report to determine which Contacts need
updating. Once you run the report, you can double-click on each client to open the file and associate the
Named Insureds/Main Contacts with a specific email address and phone number.

(In this example the Cell Phone is linked to a Profile. The Work Phone is not.)

Cust ID: 00002025 | Index: Report | Link to Client - Open in Mew Window ' Refresh Client

Client Type
Mamed Insured Lastname, Jeromie Status
2nd Insured Lastname, Anna Producer
Dffice
Cell Phone

Mailing 53535 Graves Road, Suite #1 Wark Phaone |
Address Aurora, OR 87002 Mare...

Customer (Persanal)
Active

CSR
Summit

(503)444-1234 ﬁastname. Jeromie]<::|
falg

Running the Report:

1. Click Reports->Advanced Reports and the Report Generator screen will open.
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2. Click <New Report>.
3. Under Policy Types, select All Policy Types.
4. Under Report By, select Personal Profile.

Paolicy Type Filter

Does MOT have Active Policy

O
]
|
Home O
Ll
O

Mopro
Commercial ] All Other

Report By

(O policy

(O Client (At least one poliff must match criteria.)
(O Client (4l policies riteria.)
®Persan les

() Cross-Sell/¥Dates

() Claims

() Client Tags

Cancel elp

5. Click Next.

6. For Filter 1, Filter 2, Filter 3, Filter 4, Filter 5, and Filter 6 leave as None.

7. **To only include active policies, For Filter 1 select Status and then All Active.

8. Click Next.

9. In Report Layout screen, Click on the Add/Edit button.

Report Layout

Report Layout |Mew Business Report Layout Vl | Save Layout |

Report Fields Il;‘:'ssi Add/Edit <:|
polcy £

Business Mame
Business DBA Name
Active Policy Count
Client Status
Expiration Date
Policy Title

10. Click on the + next to Client Information and place a check mark in the following fields:

a. Named Insured->Last

b. Named Insured-> First

Diva of
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Business Name

Business DBA Name

Customer ID

Phone- Primary: Primary Phone (Cell)
Phone- Contact 1: Contact 1 Phone (Cell)
Phone- Contact 2: Contact 2 Phone (Cell)
Email- Primary: Primary Email

Email- Contact 1: Contact 1 Email

Email- Contact 2: Contact 2 Email

Active Policy Count

11. Click on the + next to Personal Profile and place a check mark in the following fields:

a. Last Name
b. First Name
c. Named Insured/Main Contact
d. Business Name
Add Report Field ? >
_ A_
=)-[m] Personal Profile ~ I oK I
[ Title

-] Date
[ age
-] sex

Last Mame

- [+] First Name
—[] Middle Name
—[] Preferred Name
—[] suffix

of Birth

Cancel

12. Click OK

13. Click Save Layout.

14. Give the layout a name: “Personal Profile Email Match” and click OK.

Save Layout >
M =l B> ersonal Profile Email Match | | OK
Filename: H:'HAW... \Personal Profile Email Match.RLF Cancel

15. Click Finish to run the report.
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16. Save the report with Date and Title. Example: 10-16-2021 Personal Profile Email Match

Reviewing the Report:

1.
2.
3.

Open your saved Personal Profile Email Match Report

Click Summary-> PMainConta-> OK

In the summary you will see True and False. True is all the Personal Profiles that are
listed as a Named Insured or Main Contact. False is all the Personal Profiles that are
Additional Insureds on a policy.

= Mew Business Report (104 records) @ PMainConta

Double-click to display dient(s)
PiainConta = of ltems Premium  Active Pol
True 03 276,422.24 110
Falze ] 521519 L]
4. Click on True under the PMainConta heading and a detailed report will open.
5. Click Summary-> P1stPhone-> OK
6. Click on the P1stPhone heading twice to sort in ascending order.
7. If none of the items under P1stPhone are blank you can move along to the next section.
8. If there is a blank under the P1stPhone heading, double-click on the number next to the

9.

10.

11.

blank in the # of Items heading and a detailed report will open.

Double-click to open a policy.

Assign a Phone Number to the Personal Profile using Action->Internal->Change
Client/Policy and clicking on the Name and Address tab.

Double-click the phone number (or email) that is not linked to a profile and select the
correct profile from the available options. **In the rare case that there is only a home
number for the file you can “Link to Client” using the Profile drop down.

Phane Number | (503)555-5556 |

Profile ~ Add Profile
Allow Email/Texting

Type |Cell Phone e

Description | |

OK Cancel

12.
13.

Continue until all the numbers have been assigned to a contact.
Run Tools->File Maintenance->Freshen Indexes after correcting all data. For best
results, other users should be logged out of CMS while running File Maintenance.
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14. Run an updated report and verify that there are no blank lines.

** Repeat the process above for P1stEmail as well.

Additional Items to Consider

“Preferred Name”

Reviewing the Preferred Name listed for clients can turn up a variety of issues. The Preferred Name field
is used in many mail merge and email templates. When reviewing the Preferred Name filed you should
be looking for things that are not names. *Some agencies have used this field for the person’s role
within a business, military rank, relationship, thoughts on the client, etc. This field should only be used
for the clients preferred name.

Producer, Agent, CSR

The first thing to consider is what each field means to your agency. “Producer”, “CSR”, and “Agent” can
be used in a variety of ways. This section will help you decide the pros and cons of each field and show
you where each field is located. Be sure that the fields are used consistently in each file.

Below is where to locate the “Producer” & “CSR” Fields. The “Producer” and “CSR” cannot be different
for each policy for the same client as this reporting is done at the Client Level and the “Agent” assigned
to the individual policy is not considered.

Q @ OoF & 7 % |l 10600

Search  Previous MNext  Scratch Print | Action  Website Appetite  Manua |ssued Renew  Reinst  Ins Cx

oue Wiy

Cust |D: 00000007 & Masked LGEENETG TN | inked to 000711937 - Open in New Window 3 Refresh Client

Mamed Insured Mouse, Mickey (Mick) Status &
2nd Insured Mouse, Minnie (Min) Producer 5J C5R
Office Centralig Office
Home Phone (508)555-1212 (Mouse, Mickey)
Mailing 123 Donald Duck Lane MW Other Email disney@otheremail.com

Address Centralia, WA 98531 Mare...

Below is where to locate the “Agent” Fields. This reporting is done at the Policy Level and the “Agent”
assigned to the individual policy is considered. The “Agent” can be different on each policy for the same
client. The “Producer” and “CSR” are not considered.

Diva of
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WIOTE ..

AUOreEss CEIMIdld, WA 96031

Client  17-AUTOP (Prospect)  16-Personal (Prospect) [REMAIUWVE 14:Home 13-AUTOP  11-AUTOP  O-HOME S-AUTOP  7-
GPI Logs 2015 Subaru 2018 Toyota 2003 Chevrolet Mickey Fees Invoicing Forms Attachments
Company <Prospect> (WA) Term 6 Months Application Type Pg
Program Effective Date 01/16/2020 Lines of Business Al
NAIC Expiration Date 07/16/2020 Palicy Form
Agent ‘I[> 2 [> 3 Status Renewal Billing Type
gent Code Status Date 01/16/2020 Payment Plan
Inception Date 01/28/2020
Palicy # Sold Date 01/28/2020
Account #
Source MNONMNE
Office Centralia Office Quoted Premium 0.00
Current Rate 0.00 Most Recent Policy D

Show Logs for All Polides  |JITsRUEE e 1l

II Search Log (Alt+E)

0

relationship with the client and has
the knowledge to review the account

Title Pro Con
Producer Might be the person who has the Might be an Owner or Sales Person
best relationship with the client. that does not have the
“Relationship” with the client.
CSR Might be the person who has built a | Might not have the knowledge or

training to review an account and
recommend solutions

Agent1,2,3 Wrote/Services the specific policy. Is

an “expert” in the coverage

Might have been who originally
wrote the policy and they are no
longer with the agency.

This person is efficient with the
review process. Consistent quality of
call every time. Knows the coverages.

Designated Person

Might not know about all lines of
business assigned to them. May get
overwhelmed with call volume.

No matter how you used the Producer, CSR, or Agent fields, they MUST be used consistently. There
tends to be one of three ways each field is used. Select what works best for your agency’s needs. Below

are a few examples of each field and how it could be used.

Producer: The person that wrote the account (sales department)

Producer: The Agency Owner as it is a “house account”

Producer: The Account Manager/Agent that handles the account on a regular basis

CSR: The Account Manager/Agent that handles the account on a regular basis.

CSR: Licensed Agent that services the account as needed.
CSR: An unlicensed person who fields the call for payments, etc.
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Agent: The person that originally wrote the specific policy
Agent: The person that services that specific policy
Agent: The person that handles the billing, etc. for that specific policy

Important Dates in HawkSoft

Using the correct dates in the correct fields is essential to HawkSoft’s internal reporting metrics. If the
wrong information is used in the wrong date filed this can cause inaccurate reports. Here is a quick
breakdown of the top date fields in HawkSoft

Effective Date: The specific date that the policy goes into effect. This date will update at each renewal.

Expiration Date: The day coverage ends for the policy. If the policy auto-renews, it is the date that it will
renew. This date will update at each renewal.

Inception Date: The original effective date of a policy with a given carrier. If the policy is remarketed,
the inception date of the new policy if the effective date of the new policy. This date does not change at
renewal. ** When a policy is rewritten, a new policy is created via the Rewriting/Remarketing a Policy
process, and the Inception Date is removed. The Inception Date on the original replaced policy should
remain the same.

Sold Date: The date the policy was originally sold. This may or may not be inception or effective date.
This date does not change at renewal.

Status Date: The date that the current status took effect. If the status is canceled, then the status date is
the cancelation date.

Important Dates in HawkSoft

© v B

Effective Date Expiration Date Inception Date Sold Date Status Date
The specific date that The day coverage ends for The original effective date The date the policy was The date that the current
the policy goes into the policy. If the policy of a policy with a given originally sold. This may status tock affect. If the
effect. auto-renews, it is the date carrier. If the policy is or may not be the status is canceled, then
Changes at each renewal. that it will renew. remarketed, the inception inception date / effective the status date is the
date of the new policy is date, cancelation date.

Changes at each renewal. g
the effective date of the Does NOT change at

new policy.

Does NOT change at
renewal.

renewal.
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Recommended Schedule for Data Review

Weekly
Production Report for Prior Week- (Monday AM)

Sales Pipeline for Prior Week- (Monday AM)
*Suspense Report (Monday & Thursday)

*Activity Report (Monday AM)

2X Month 1% & 16th

Cancellation Reports-1°t & 16

HawkSoft Retention Report 1t & 16™ (Overall, Office, Producer)
Adv-Cancellation

Adv-Production

Book of Business

*Policy Retention Reporting- Save Book of Business, Adv-Cancellation, Adv-Production in separate file

Monthly

Expiration Report (Prior Month)- Review on the 5% for corrections prior to final reports on the 10t
Adv-Cancellation (Prior Month) — Final on the 10"
Adv-Production (Prior Month) Final on the 10t

Renewal Report — 60-day renewal for Commercial & Personal (Non-Download)

g
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Additional Recommendations & Bonus Thoughts

Expiration Report

It is important to review the expiration report to make sure that any non-downloaded policies did not
get missed for the prior month.

1. Click Reports->Advanced Reports and the Report Generator screen will open.

2. Click <New Report>.
3. Under Policy Types, select All Policy Types.

4. Under Report By, select Policy (At least one policy must match criteria).

Policy Type Filter

[_]Deoes NOT have Active Policy

Next> | [ cancel | [ Hel

5. Click Next.

For Filter 1 select Expiration Date, then Date Range and fill in the From and To dates

For Filter 2, and Filter 3 leave as None. Click Next.

Diva of
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Filter 1

Report Generator Filters EE

‘ Expiration Date *

v| [pate Range v From: [02001/2024 |

[Inot

Filter 2

To: [0229/2024 v

-None-

Mot

Filter 3

Mane-

Mot

<Back | mext> | [ cancd | [ hep

8. For Filter 4, Filter 5 and Filter 6 leave as None.

9. Click Next.

10. In Report Layout screen, click on the Report Layout dropdown and select the top blank
line to clear all fields.

Report Layout < ,_ls‘il'lESS Report Layout w Save Layvout
Report Eields  |Adv- Client Cleanup Q Add/Edit < :l

N

Adv- Policy Cleanup
Birthday Report Remaove
Book of Business Report —
Cleanup- Client Type & Status
Clients with no linked numbers
Customer Report

Default Crder

11. Click on the Add/Edit button.

12. Click on the + next to Client Information and place a check mark in the following fields:

a.

b.

Named Insured->Last
Named Insured-> First
Business Name
Business DBA Name
Customer ID

Active Policy Count
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13. Click on the + next to General Policy Information and place a check mark in the
following fields:

a. Company

b. Program

c. Policy #

d. Expiration Date
e. Status

f. Status Date

Add Report Field ? X
-] Agent Code ~ Ok
[ Program Cancel

-] NAIC Code

-] application Type

-] Lines of Business

[ Policy #

|:| Premium

|:| Current Premium

-] Quoted Premium

-] Annual Premium

|:| Annual Current Premium
-] Annual Quoted Fremium
-] Annualized

[ status

-] sub-Status

-] 5tatus: Sub-Status

-[v] Status Date

-] Effective Date

-] Expiration Date

[ ] Inception Date

14. Click OK
15. Click Save Layout.

16. Give the layout a name: “ADV-Expiration Cleanup” and click OK.

Save Layout *
Layout Mame; | Adv-Expiration Cleanup| | | oK I
Filename: H:'HAW \Ag. .. \Adv- Expiration Cleanup.RLF Cancel

17. Click Finish to run the report.

18. Save the report with Date and Title. Example: 10-16-2021 Adv-Expiration Cleanup

Diva of
Insurance
-
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*Tip: A variety of Filter and Fields can be used to run more precise reports. These instructions are for a
basic Expiration Report. We recommend that you tailor the Filters and Fields to your agency’s report
needs.

How to code Rewritten/Replaced Policies

When quoting a rewrite, you should create a new tab in HawkSoft for the new quote. This way you can
see, at a glance, if the customer is frequently requesting to be shopped or if there is a market that may
have had a change their rates or appetite. This can be done quickly by clicking on the current policy tab,

Action-> Phone/Email/Download/etc.-> From/To-> Insured/Carrier/etc.-> Duplicate/Remarket
Then fill in the required information for the new tab.
**0Once the client authorizes the new policy to be issued you will follow the steps below.

QU @ OB (= 7 S K

Search  Previous  Mext  Scratch Print Action  Website  Appetite Vanua 5

=

f—i Cust 1D: 00046823 = Masked Index: MAME Link to Client - Open in Mew Window

p”

§ Client Type Custol

= | Mamed Insured Test, Mia Status Active
2nd Insured Producer SJH

Office Tacomn
Other Phone (25334

Mailing 123 Main St
Address Seattle, Wa 98101

6-AUTOP (Prospect) elﬁﬂl}fﬂéﬂn&é@:_ 1-AUTOP

GPI | s Fees Histons

1. Open the client file and select the tab that corresponds to the new policy.
2. Action-> Phone/Email/Download/etc.-> From/To-> Insured/Carrier/etc.-> Change Policy
Status-> All Active -New

3. The New Business Screen will open.
4. Enter the correct date and time for the new policy then click OK

MNew Business E
Date
Effective Date | 05/12/2020  w | [+/-] Change Day
[Page Up/Down] Change
Week
QK | | Cancel

71| Page

Diva of
Insurance

&



5. Complete the required information on the General Policy Information screen.
6. Make sure to put a check in the box next to Policy was rewritten from a prior policy.

Edit [2]x]

Mame and Address General Policy Information

General Policy Informatio
General Policy Information Company |<Prospect> NAIC | v| State |W.E v|
Drivers
Program | I Policy was rewritten from a prior policy
Vehicles Agent 1 | v| 2| ~,| 3| v| Agent Code | v| Source |Rewrite v|
Fees/Discounts Policy # | | Account # | | Office |Tac0ma Office v|
Forms
Client Misc Info
Term |:| Status New Sold Date | 05/12/2020 v
Cross-5ell/¥Dates
Clai Effective Date | 05/12/2020  w Status Date | 05/12/2020 BiIIingType| V|
aims
Expiration Date l:l Inception Date | 05/12/2020 v Payment Plan | V|
Quoted Premium | 0.00 |
Application Type |Personal W
Li fB . . .
nes orBusiness Line of Business Policy Form
ﬁ AUTOP Private Passenger Automobile -
Policy Title | arop v
Address | |
N ] —
Back | | MNext | | Finish | | Cancel |

| Open in Mew Window | |

7. Select Finish and then set suspense according to agency standards to follow up on the New

Business.
8. Next you will need to cancel the old policy.

sanpege _supererarr JUERTSIEYTRY

o
=
= | Cust|D: 00046823 & Masked Index: Suspense  Link to Client ~ Open in New Window 3 Refres|
X
g Client Type Customer (Personal,l
5 | Mamed Insured Test, Mia Status Active

2nd Insured Producer SJH CSR

Office Tacoma Office

Other Phone (253)468-5681 (Test

Client 4-AUTOP (Prospect) 3-HOME (Prospect)

GPI Logs 2017 Ford Mia Fees Working Documents Attachments

9. Action-> Phone/Email/Download/etc.-> From/To-> Insured/Carrier/etc.-> Change Policy
Status-> All Cancelled-Replaced
10. Then Select the Correct Replaced Reason

Diva of
Insurance
-
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Acticn Action

MonRenew Risk Changed
Replaced

Showe All Statuses...

Phone Phone
To To
Ins Ins
Replaced
Choose an action to perform. o Choose an action to perform. )
All Active Bought Home
Issued Claims
I:{egewal Company Internal Rewrite
Rewrite Moved
Al Cancelled Policies Merged <j
Cancelled Price

To customize this
list go to Settings
| Customize List.

= Back Finish

FEinish

11. The Status Date Screen will open

12. Enter the correct date and time for the Replacement then click OK.

Status Date - Replaced: Price

]

Date
Cancellation Date | 07/04/2020 | [+/] Change Day
[Page Up/Down] Change
Week
Time | 09:274M ==
| QK | | Cancel

13. The Cancellation Form window will open.
14. Select Print Cancellation Form.

**|t is important to note that any text entered in the “Cancellation Form Comments” will appear on the

cancellation request form.
15. Select OK
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Cancellation Form EE
f‘> Print Cancellation Form

Cancellation Form Comments

| (8]4 | | Cancel

16. The Cancellation Request/Policy Release form will then open and can be completed as
necessary.
17. Once the form has been completed click on Print/Send/Attach in the upper left had corner

o

File

Print / Send / Attach «

Page 1: 035-1 - Cancellation...

Colors  Help

O R=—rr
View

Page 1: 035-1

18. You can then Send, Print and/or Attach a copy of the Cancellation Request.

19. Once you have completed the form, the Add Log Entry Comments window will open.

20. Set a suspense for 7 days to verify that the “Replaced Reason” and “Status Date” is still
correct.

**|If the “Replaced Reason” and “Status Date” are not correct after a download, you will need to
update this in HawkSoft by Editing the General Policy Information. Action-> Internal-> Change
Policy Status-> All Cancelled-Replaced-> Correct Reason/Date
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Additional Resources

HUG Recorded Webinars: https://hawksoftusergroup.org/events/webinars-recorded/

HUG Knowledge Library: https://hawksoftusergroup.org/resources/knowledge-library/

HawkSoft Blog: https://blog.hawksoft.com/

Diva of Insurance: https://divaofinsurance.com
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