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Purpose 
Provide detailed information for the Accounts Receivable Inquiry of the INS PRO Advantage System.

Map 

Information
The Accounts Receivable Inquiry of INS PRO Advantage encompasses four major components: Insured Information, 
Unpaid Amounts, Payment History and Pending Deposits.

AR View Ribbon
The Accounts Receivable (AR) Module, once the AR Interface has been displayed, contains the Accounting Options View 
Tab. This tab has four main elements in the Ribbon Section of the Screen: Accounting Options, Claims on Policy, Posting 
Register and the Docfinity Interface (If not Licensed, it will not be displayed).

The Accounting Options element encompasses the following buttons:

Change Pay Plan. 	This utility program allows the operator to change the payment plan on a policy, re-applying the Open 
Records to reflect the change in the payment plan.

Go to Diary.	 Will access recorded notes, reminders and relevant notes related to the policy.

Change Status. 	 Changes status of the Policy. This option is active only when the policy is in Non Pay Pending status.

The Claims on Policy element displays a gallery of all the Claims associated with the same policy number. Claims on 
Prior Policy number and Renewal Policy number are also included. From this gallery claims could easily be opened, or if 
they are already open in the interface, the corresponding tab will take focus.

The Posting Register element encompasses the following buttons:

Accounts Posting. 	Display, print and / or save the Accounts Receivable Posting report.

Reverse Posting.	 Display, print and / or save the Reverse Payment report.
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The Interface element will display the Docfinity System along with options to navigate to PA Inquiry .

Another important component of the Accounting Screen is located in the Ribbon Section:

Minimize Ribbon Button. ^ 	 Clicking this button will hide / display the ribbon.

Access Accounts Receivable Information
The Accounts Receivable information is directly connected to the policy. There are a couple of ways to access this 
information from a policy in the INS PRO Advantage System: 

1.	 Select the Home tab.

2.	 In the Accounts Receivable element in the Ribbon Section, either:

a.	 Type a policy number and key enter, or

b.	 Select an existing policy with the Name Search Window. Note: See the Policy Name Search Window document 
for more detailed information.

Screen

Major Components of the 
Accounts Receivable Module.
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Accounting Options View Tab. (Visible once a policy number is keyed in).
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To Change a Payment Plan When selecting the Change Pay Plan button on an open policy, the Change 
Payment Plan window will pop-up showing  the existing open records on the policy in a grid with detailed information 
including: Transaction Date, Type, Due Date, Original Balance, Billed and Record Balance columns.

In addition, other important information concerning the Policy will be displayed in the window: Policy Number, Insured 
Name, Current Payment Plan, New Payment Plan, Effective Date, Expiration Date and options to Retain the Original Due 
Dates and / or Create Installment Charges.

The user will have the opportunity to select a different payment plan from a drop-down box showing other payment plans 
available.

The user will also have the opportunity to:

1.	 Retain the original Due Dates:

a.	 Yes. Will keep all due dates on billed open records.

b.	 No. Will erase all due dates on open records.

2.	 Create Installment Charges:

a.	 Yes. Will add an installment charge to the open records for the change of the payment plan.

b.	 No.

Click the Submit Change button in the bottom right corner of the window to confirm changes to the payment plan on a 
policy.

 	Pressing the close button in the Change Payment Plan window without clicking the Submit Change button, will 
cancel any changes made.

Totals.

Close button.. Press-
ing the close button 
in the Change Pay-
ment Plan window 
without clicking the 
Submit Change but-
ton, will cancel any 
changes made.
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Change Status
When a policy selected has a pending status, the Change Status Element in the ribbon of the Accounting Options 
becomes available for changing. When selected, the Change Policy Status window will pop-up with the following 
information:

1.	 Prior Status. The status of the policy prior to the most current status.

a.	 Status.

b.	 Date.

2.	 Current Status.

a.	 Status.

b.	 Date.

3.	 Select New Policy Status.

a.	 Status.

b.	 Effective Date. The date will default to the date of the current status.

	Once the OK button has been keyed and the status of the policy has been changed to anything other than 
pending, the Change Status button in the ribbon section of the will become unavailable.
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Access Accounts Receivable Information
There are several ways to access the Account Receivable Module from the INS PRO Advantage System:

1.	 Select the Home tab.

2.	 In the Accounts Receivable element in the Ribbon Section, either:

a.	 Type the policy number and press the inquire button or key Enter, or

b.	 Select an existing policy with the Name Search feature 

Once the Policy is accessed, the AR Inquiry Tab has 4 Major Categories that can be viewed at a glance with some basic 
information, or in detail:

Collapsed Components

Expanded Insured Information Component

Expansion Button v^
Switches between detailed information 
and summary information of the 
5 different major categories of the 
Accounting Module. Categories can 
also be expanded / contracted by 
clicking the category header.
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Expanded Payment History Component

Expanded Unpaid Amounts Component

Expanded Pending Deposits Component

Filter Icon
Calls window to filter 
information according to 
criteria from selected column.

Sort
By clicking any column 
header, the information 
in the grid is sorted in 
ascended/descended order 
accordingly.

Expansion Button ^ v.
Displays / Hides detailed 
information concerning the 
specific transaction.

+ Button
Switches to display more 
detailed information.
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Go to Diary
When selecting the Go To Diary button within the Accounting Options of a Policy, a helpful tool can be accessed with 
recorded notes, reminders or any other kind of relevant information relating to the policy. Note: See the Diary Component 
document for more detailed information.
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Purpose 
Provide detailed information for the Premium Accounting Inquiry of the INS PRO Advantage System.

Map 

Information
The PA Inquiry of INS PRO Advantage can be accessed trough the Home Tab in the Premium Accounting View element.

PA View Ribbon
The Premium Accounting (PA) Options View Tab has four main elements in the Ribbon Section of the Screen: Premium 
Options, Claims on Policy, Posting Register and the Docfinity Interface (If not Licensed, it will not be displayed).

The Premium Accounting Options element encompasses the following buttons:

Go to Diary.	 Will access recorded notes, reminders and relevant notes related to the policy.

Renew Policy. 	 Renews the Policy. This option is active only when the policy is ????.

The Claims on Policy element displays a gallery of all the Claims associated with the same policy number. Claims on 
Prior Policy number and Renewal Policy number are also included. From this gallery claims could easily be opened, or if 
they are already open in the interface, the corresponding tab will take focus.

The Posting Register element encompasses the following button:

Posting Report. 	 Display, print and / or save the Premium Accounting Posting report.

The Interface element will display several buttons to access, Docfinity (if licensed), navigate to AR Inquiry, or open 
subsequent policies (Previous or Next).
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Screen
The Premium Accounting Inquiry of INS PRO Advantage encompasses two major components: Insured Information and 
Premium Accounting Records.

Another important component of the Accounting Screen(s) is located in the Ribbon Section:

Minimize Ribbon Button. ^ 	 Clicking this button will hide / display the ribbon.

	

Major Components of the 
Premium Accounting Inquiry.
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PA Inquiry opens up the Premium Accounting Options View Tab. 
(Visible once a policy number is keyed in).
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Access Premium Accounting Information
There are several ways to access the Premium Accounting Information from the INS PRO Advantage System: 

1.	 Select the Home tab.

2.	 In the Premium Accounting element in the Ribbon Section, either:

a.	 Type the policy number and press the inquire button or key Enter, or

b.	 Select an existing policy with the Name Search Window.  Note: See the Policy Name Search Window document 
for more detailed information.

Go to Diary
When selecting the Go To Diary button within the Premium Options of a Policy, a helpful tool can be accessed with 
recorded notes, reminders or any other kind of relevant information relating to the policy. Note: See the Diary Component 
document for more detailed information.
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Purpose 
Provide detailed information for the Premium Accounting Module of the INS PRO Advantage System.

Map 

Information
The Premium Accounting Module of INS PRO Advantage is accessed trough the Customer Care Tab and is covered 
in two locations according to its main purpose, PA Inquiry which provides a snapshot of the Premium Accounting 
information of a policy displaying basic Insured Policy Information, Billed Amounts, Unbilled Remainder Due, Payment 
History and any Pending Deposits that may be present for that policy (see PA Inquiry documentation for more details), and 
PA Module in Customer Care which main purpose is to maintain and upkeep the premium data.

Customer Care View Ribbon
The Customer Care Tab has five main elements in the Ribbon Section of the Screen: Name and Address, Accounts 
Receivable, Premium Accounting, Premium Statistics, and Utilities.

The Premium Accounting element encompasses the following buttons:

Premium Entry. 	 Provides the ability to enter a Transaction Record with premium information.

Cancel / Reinstate.	 Provides the ability to cancel or re instate a policy.
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Premium Entry View Ribbon
The Premium Accounting (PA) Module, once the Premium Entry has been displayed, contains the PA Options Tab. This 
tab has four main elements in the Ribbon Section of the Screen: Premium Options, Claims on Policy, Posting Register 
and Interface Options (If not Licensed, it will not be displayed).

The Premium Accounting Options element (available once a Policy Number is keyed in) encompasses the following 
buttons:

Go to Diary.	 Will access recorded notes, reminders and relevant notes related to the policy.

Renew Policy. 	 .

The Claims on Policy element displays a gallery of all open or closed Claims associated with the policy number. 
Claims on Prior Policy number and Renewal Policy number are also included. From this gallery of policies the claims 
could easily be opened, or if they are already open in the interface, the corresponding tab will take focus.

The Posting Register element provides access to the Posting Report.

The Interface element encompasses the following buttons:

Docfinity (if licensed).	 Will display the corresponding image documents saved for current policy in the Docfinity Sys-
tem. 

PA Inquiry. 	 Will open PA Inquiry screen for the current policy, or if already open the screen will take focus.

AR Inquiry.	 Will open AR Inquiry tab for the current policy, or if it is already open the screen will take focus.

Previous Policy.	 When sequential policies exists and they are documented in the Prev/Next Policy field of the 
Policy Data portion of the Name/Address Screen, it will open the policy listed in Previous field.

Next Policy.	 When sequential policies exists and they are documented in the Prev/Next Policy field of the 
Policy Data portion of the Name/Address Screen, it will open the policy listed in Next field.
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To Enter a Premium
From the Customer Care tab, select Premium Entry from the Premium Accounting element in the ribbon section.

Type a Policy Number and The Insured Billing Information portion of the screen will be populated. The information 
displayed is only for reference and can be hidden/displayed by clicking the Expansion button in the upper left corner of 
the header or simply by clicking the header.

 The Transaction Record for the policy can be filled with the following information: 

1.	 Premium Type: Direct Line, Reinsurance, Assumed, Terrorism or Fee.

	The fields available for input in the Transaction Record are directly dependent on the Type of Entry. See 
Transaction Record Available Fields table for more detailed information.

2.	 Effective Date. Defaults the effective date in the policy. Dates can be changed if entry is in prior term.

3.	 Expiration Date. Defaults the expiration date in the policy.

4.	 Item.

5.	 Line. Select line of business.

6.	 Transaction Date. Defaults to date transaction is being entered.

7.	 Transaction Code. Select from drop down.

8.	 Amount Insured. (If applicable)
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9.	 Annual Premium

10.	Premium. The actual premium amount will be calculated and prorated based on the annual premium and the 
difference between the expiration date and the effective date on the transaction record.

11.	 Reinsurance Contract. Applicable only if Reinsurance or Assumed Premium entry.

12.	Commission. The commission will default.

13.	Risk / Leg Number. 

14.	Building. 

15.	Miscellaneous. Press spell check button or F7 to check spelling.

16.	Press Add button next to Policy Number field.

a.	 Clear the Transaction Record screen.

b.	 The Pending Transactions button will turn red, indicating that changes have been made and need to be applied. If 
several line entry items were added in the same policy, the total amount will be listed in the Pending Transactions 
List grid.

b.1.	Press Pending  Transactions expansion button.

b.2.	Press Apply Changes in bottom of Pending Transactions List screen. 

Transaction Record Available Fields

Premium Type  Fields that can be entered
Direct Line •	 Effective Date. 

•	 Expiration Date.
•	 Item. Except Items 990 & 991.
•	 Line.
•	 Transaction Date.
•	 Transaction Code. Only Codes 10,11,12,13,14,16 & 20.
•	 Amount Insured.
•	 Annual Premium.
•	 Premium.
•	 Commission.
•	 Risk Number.
•	 Building.
•	 Miscellaneous.
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Transaction Record Available Fields

Premium Type  Fields that can be entered
Reinsurance# •	 Effective Date.

•	 Expiration Date.
•	 Item. Except Items 990 & 991.
•	 Line.
•	 Transaction Date.
•	 Transaction Code. Only Codes 50, 51,52,53,54 & 56.
•	 Amount Insured. The amount in Decrease Transactions must be 

preceded with a “-” negative symbol
a.	Subject.
b.	Ceded.

•	 Annual Premium.
a.	Subject.
b.	Ceded.

•	 Premium.
a.	Subject.
b.	Ceded.

•	 Reinsurance Contract.
•	 Commission.
•	 Leg Number.
•	 Miscellaneous.
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Transaction Record Available Fields

Premium Type  Fields that can be entered
Assumed •	 Effective Date.

•	 Expiration Date.
•	 Item. Except Items 990 & 991.
•	 Line.
•	 Transaction Date.
•	 Amount Insured.

a.	Subject.
b.	Assumed.

•	 Annual Premium.
a.	Subject.

•	 Premium.
a.	Subject.

•	 Reinsurance Contract.
•	 Commission.
•	 Leg Number.
•	 Miscellaneous.
•	 Print Terrorism Disclosure? If Yes, 

a.	Terrorism Premium.
b.	Terrorism Fire Premium.

•	 Bill two installments.

Terrorism •	 Effective Date .
•	 Expiration Date.
•	 Item. Only Items 990 & 991.
•	 Line.
•	 Transaction Date.
•	 Transaction Code. Only Codes 10,11,12,13,14,16 & 20.
•	 Annual Premium.
•	 Premium.
•	 Commission.
•	 Risk Number.
•	 Building.
•	 Miscellaneous.
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Transaction Record Available Fields

Premium Type  Fields that can be entered
Fee •	 Effective Date.

•	 Expiration Date.
•	 Line.
•	 Transaction Date.
•	 Transaction Code. Only Codes 19, 29, 39 & 49.
•	 Premium.
•	 Risk Number.
•	 Building.
•	 Miscellaneous.

Additional Information when entering  
Direct Line, Terrorism or Fee transaction types
Additional entry information specific when Direct Line, Terrorism or Fee transaction types are selected will become 
available when selecting the following Transaction Codes:

For Transaction Codes: 10 - Annual Premium or 14 - Renewal.

1.	 Print Terrorism Disclosure? If Yes,

a.	 Terrorism Premium.

b.	 Terrorism Fire Premium.

2.	 Bill Two Installments?

For Transaction Codes: 12/13 - Change on Policy or 16 - Reinstatement. One of the following options can be selected:

1.	 Print an initial bill and distribute remainder?

2.	 Bill immediately?

3.	 Distribute over remaining payments?
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Add created Premium Entries in the Pending Transactions List
Once a premium has been entered, select the Add button in the upper section next to the policy number. The premium will 
be placed in the Pending Transaction List. The entry screen will be cleared making way for the next premium. At this point 
the transaction has been created, but this action does not save the changes to the database. The Pending Transactions 
Tab changes to red indicating that the information has been modified and has to be saved for all changes to take effect. 
Several premium transactions can be added and reviewed before saving to the database.

To Save Transactions List

Click Apply Changes Button at bottom right corner of the Pending Transactions Interface. 

Expansion Button
Switches between 
detail transaction 
entry and Pending 
Transactions grid.

Click on + button 
to show additional 
information for the 
specific transaction.

Information in the Pending Transactions Table can be sorted by any 
specific column by clicking the header of the desired column. Clicking 
the same column a second time will sort in descending order.

Information in the Pending 
Transactions Table can be 
grouped by simply draging a 
column header here.

Information in the Pending Transactions Table can also be filtered 
by clicking the filter icon on one of multiple columns and selecting a 
desired criteria.
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To Modify or Delete Premium Entries
While in the pending Transactions Table, before any changes have been applied, 

1.	 Click to select the row with the entry that is to be modified or deleted, 

2.	 Right click and select:

a.	 Edit. This action will open the Detail Premium Entry to take any desired changes, or 

b.	 Delete. This action will erase the entry from the grid entirely.
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Cancel or Reinstate a Policy

Reasons for Cancellation Codes
To find you Company specific reasons for cancellation codes refer to SF070 - Tables File List - Policy Status Table.

From the Customer Care tab, select Cancel / Reinstate from the Premium Accounting element in the ribbon section.

Type a Policy Number and The Insured Billing Information and Premium Accounting Records components of the screen 
will be populated. The information displayed is only for reference and can be hidden/displayed by clicking the Expansion 
button in the upper left corner of the header or simply by clicking the header. 

Type the following:

1.	 Transaction Date. Enter to default to the current date or select using date picker. Must be in the current month or a 
month in the future and cannot be backdated to previous months..

2.	 Effective Date. Select the cancel/reinstatement effective date. This date can be any within the policy’s effective dates.

3.	 Select a Status from the drop down box . Select 1 if Cancelling a Policy or 0 if Reinstating a policy.

4.	 In the Premium Accounting Records Section, the system will display the records that were created.

5.	 Expand the Cancellation/Reinstatement Section,  Select:

a.	 Would you like to issue a Bill?

b.	 Cancel with No Return. Owed Premium? Yes to Waive any Earned Premium; No to generate billing information 
for the Earned Premium. 









 

CCAANNCCEELLLLAATTIIOONN  //  RREEIINNSSTTAATTEEMMEENNTT  PPRROOCCEEDDUURREE  
January 11, 2016 

  

This procedure is to be followed when canceling a policy for any reason  

Reasons for Cancellation Codes 

 (Refer to SF070 – Tables File List – Policy Status Table for your company’s 

specific reason) 

 

• Customer Care 

• Premium Accounting 

• Cancel/Reinstatements 

Enter Policy Number and Press Enter Key 

Trans Date – Enter to default current date or Select using the Date Picker.  Must 

be in the Current Month or a month in the future and cannot be back dated to 

previous months. 

Effective - Select the Cancel/Reinstatement Effective Date  

Status – Press the drop down to see a list of the codes that are currently in your 

Policy Status Table. 

In the Drop Down to the Right of Status, Select 1 if you are Cancelling a Policy, 

Select 0 if you are Reinstating a policy.   

In the Premium Accounting Records, the system will display the Records that 

were created. 

Expand the Cancelation/Reinstatement Options: 

Select the Options as you would like - YES/NO to bill 

YES/NO to Cancel with No Owed Return Premium – Answer Yes if you want to 

waive any Earned Premium. No will generate billing information for the Earned 

Premium. 

Press the Add Cancel/Add Reinstate to the right of the Status Drop Down. 

You will be prompted if you want to Create the Cancellation/Reinstatement Letter 

to send to the Insured to indicate the policy has been Cancelled or Reinstated. 

Continue with the Next Policy Number.  



 

When all Cancellations/Reinstatements have been added, Expand the Pending 

Transaction Grid.  Verify the information and click the Apply Changes to Save the 

Records. 

 

  Under System Reports: 

• Account Receivable System 

• Account Receivable Reports 

• AR084 Select & Print Cancel/Reinstate Notices 

7 - Print Notices 

• AR051 Print Bills 

A for All 

 

You will now have a printed cancellation notice and a bill showing premium either debit 

or credit due. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ShortForrm Cancellation Advantage 
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Diary Component
When selecting the Diary component within the Name & Address or Accounting Options ribbon, a helpful tool can be 
accessed with recorded notes, reminders or any other kind of relevant information relating to the Policy. Note that 
Claim Diary Notes will not be shown in the Name and Address Diary; only the notes related directly to the Policy will be 
displayed.

When viewing Diary Notes for a policy there will be a display of all the notes entered for the Policy. This allows the current 
viewer to see the history behind the policy with ease. 

The Diary Note Grid is sorted by the Note Date displaying the most current note at the Top. The Grid also Displays the 
operator who entered the Note, Action, Type, Priority and Re Diary.

To Add Information to Diary
Type the following information:

1.	 Note Date. Only current and future dates can be used :

a.	 Type date and key tab or enter.

b.	 When typing a date, a suggested quick entry box will pop-up, to accept, key tab, or

c.	 Click date picker icon to select a date.

2.	 Note Action. Select from drop down box:

a.	 General, or

b.	 Future. Future Notes have the unique capability of being assigned (Re Diary) Information that will set the Note as 
a recurring note for a set amount of time.

3.	  Note Type. Indicates the Specific Category of the note. The options are: Permanent, Temporary, or System.

4.	 Priority. Sets the note at one of 3 levels: High, Medium or Low.

Edit / View 
Toggle Button.
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5.	 Re Diary. This field indicates a repeated action for the Note for every set amount of Days until a completion date: 
Number of Days and End Date.

	 In order for the Re Diary option to be enabled, the Note Action box has to be selected as Future.

6.	 Note. This field allows for multiple line entries (Enter is allowed) and is equipped with Spell checking. For Spell Check 
Key F7 or Spell Check button.

When adding a Note; the Add Note button will not be enabled until all selection criteria have been filled. 
(Both days and date must be filled in for Re Diary to be considered filled).

7.	 To Save Diary. Click Apply Changes Button at bottom right corner of the Diary Interface. This option will save new or 
modified information from the Diary tab.

	If information required is missing an error message will popup indicating which fields are not filled in. Click OK 
button and add missing information. Save after filling required fields.

To Edit or Delete Information from Diary
To edit or delete a note from the Diary; right click on the left most part of the particular note in the grid to get the available 
options. Select Edit, Delete or Copy. 

If Edit is selected, the information in the note will populate the fields in the bottom section to be edited. Once changes 
are made, press Add Note button, this action will mark the Diary tab in red, indicating that there has been changes to the 
information in the tab which have to be saved in order to be recorded in the database.

If Delete is selected, the note will immediately be removed from the grid and marking the Diary tab in red and indicating 
that there are changes to the information in the tab. These changes have to be saved in order to be recorded in the 
database.

	 A user may edit or delete their note as long as it has not been in the system for more than a day. System 
administrators can modify and/or delete any note. The Note Date cannot be modified; only its content.

Right-click in 
this area to see 
available options.
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To Copy Information from Diary
To copy a note from the Diary Interface; right click on the left most part of the particular note grid to get the available 
options. Select Copy Diary. This action will load the clipboard with the text from the selected note; right click in the new 
note area at the bottom of the screen and select paste. At this point changes can be made to the text just pasted. Press 
Add Note button, this action will mark the Diary tab in red, indicating that there has been changes to the information in the 
tab which have to be saved in order to be recorded in the database.

To Save Diary
There are two ways to save changes made in the Diary Tab:

1.	 Click Apply Changes Button at bottom right corner of the Diary Interface. This option will save new or modified 
information from the present tab only.

	If information required is missing an error message will popup indicating which fields are not filled in. Click OK 
button and add missing information. Save after filling required fields.

2.	 In Claim View Tab, press Save button in the Ribbon section. This option will save information from the current Claim in 
all tabs highlighted in red.

	If information required is missing an error message will popup indicating which fields in each red tab are not filled 
in. Click OK button and add missing information. Save after filling required fields.
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Policy Name Search Window
This interactive tool allows the user to easily and quickly retrieve a Policy with only basic information. 

1.	 Select a Mode (Add, Change, Inquire, Cancel, Renewal, Anniversary, or Auto Assign).

2.	 In the Name box, type a string of text to narrow down the search for a policy.

a.	 Select Broad button and press Search to list all policies matching the 
characters entered in the name box with the same characters in the insured 
name in any policy in the database regardless of their position in the 
insureds name, or 

b.	 Select Light button and press Search to list all policies matching the 
characters entered in the name box with the same characters in any policy 
in the database as long as they are at the beginning of the insureds name 
(or last name, depending on how the name was entered in the system). 

If the items resulting from the search exceed 100 lines, the previous and next buttons will become available in 
order to display sets of 100 or less lines matching the search. Use the scroll bar on the  right to navigate among 
the sets of 100 lines.

The columns displayed in the name search window are: Insured Name, Policy Number, Policy Type and Status. 
The results form the search can be further customized by sorting, filtering or re-arranging the data displayed.

3.	 Select the row containing the policy to be opened; Click OK.  

Filter Icon
Calls window to filter 
information according 
to criteria from selected 
column.

Sort
By clicking any column header, 
the information in the grid is 
sorted in ascended/descended 
order accordingly.

Move or Reposition Columns
Any column in the grid can be 
moved by clicking header and 
dragging to desired location.

Change the width of a 
column
Place cursor between two 
columns, when a double sided 
arrow is displayed click and 
drag to left to narrow / right to 
widen the width of the column 
on the left’.
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Auto-Underwriting & Administration Module  03/18/16 

 

 

ADMINISTRATION PANEL 
Only the administrator login provides access to this panel. All agents will instead see the options 
to view Accounts Receivable Inquiries, search and manage their quotes, and start new quotes 
(depending on their security settings). 
 

 
 
 
 
Administrator Options 
The Administrator can manage options for Policy Maintenance, Agent/Agency Administration, or 
Auto Underwriting. 
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Agency / Agent Administration 
The Administrator clicks on “Agent Administration” and then uses the drop down menu to select 
an Agency to manage: 
 

 
 
 
Below the main administration panel is shown for the selected agency: 
 

 
  

View a list of Agents 
& CSRs with a current 
login assigned. 

Configure 
Web Settings. 

Configure Auto 
Underwriting for 
the Agency. 
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The Agent Administration Panel: 
You can add, modify or delete an agent in this list. 
 

 
 
 

 
 
 
The Add Agent panel: 
Click the “Add Agent / CSR” button on the Agent Administration Panel to get to the Add Agent 
Panel. The administrator adds the new Agent’s information into the form, as well as its Security 
Level and then clicks the “Add Agent / CSR” button. He/she would then be taken back to the Agent 
Administration panel. 
 

 
 

 
 
  

Modify existing 
Agents & CSRs. 
 

Delete existing 
Agents & CSRs. 
 

Add new Agents 
& CSRs. 
. 
 

Add the new Agent 
to the Agency. 
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The Edit Agent panel:  
Click the “Edit” button on the Agent Administration Panel to get to the Edit Agent Panel. The 
administrator updates the Agent’s information in the form, and then clicks the “Update Agent / 
CSR Information” button. He/she would then be taken back to the Agent Administration panel. 
 

 
 
 

 
 
The Delete Agent warning: 
When the administrator clicks the “Delete” button from the Agent Administration Panel, the 
following warning appears. If it is really necessary to delete the agent, then click the “Delete Agent 
/ CSR” button. 
 

 
 

  

Update the Agent’s 
information. 

Confirm deleting 
the Agent. 
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AUTO-UNDERWRITING PANEL 
To modify the default web settings, click “View Default Lines”. To customize lines of business for 
specific agencies, click “View Custom Lines”. 
 

 
 

 
 
 
 
Default Lines Auto Underwriting Administration 
In the Default Lines panel select a line of business from the dropdown menu and click “View”. 
 

 
 

A list of underwriting questions will appear below the dropdown. Click the “Edit” button for one of 
the questions to modify the underwriting constraints for that question. 

 

 

Modify Underwriting 
for all Agencies. 

Customize Underwriting 
for specific Agencies. 
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In the Edit Screen, you’ll have the option to determine whether the field is a textbox, text area, 
radio selection, or dropdown menu. You can change the field label, the line of business for the 
field, and several other options. For some fields, you’ll have the ability to select the minimum and 
maximum values for that field. For other fields, you can turn on and off different options for the 
field. When you’ve finished modifying your underwriting field, click the “Update Field” button to 
save your changes. 
 

 
 

 
To modify an agency, go to “View Custom Lines” and select the agency from the drop down list. 
Then click “View” (the top one) to lock in that Agency into the panel. 
 

 
 
 
You may find that the table that appears displays the message “No Settings / Not Configured”. If 
this is the case, Custom Auto-Underwriting may not be enabled for this Agency yet. To turn on 
Custom Underwriting, start by clicking “Agency Information”. 
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Now click the “Configure Web Quoting Settings” button. 
 

 
 
 

 
 
  

Go here to turn on/off 
Custom Underwriting. 

Go here to turn on/off 
Custom Underwriting. 
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On this panel we have two ways to administer the lines of business offered in Web Quoting for the 
Agency. The Enabled column is used to turn on/off the different lines of business for the Agency. 
For example, if Dwelling Fire is turned off for this Agency, their agents won’t be able to write 
quotes for the Dwelling Fire line. 
 
The second option we have is to turn on/off custom auto-underwriting for each line of business. 
The Custom column provides the controls for this feature, and once custom underwriting is turned 
on, we can control exactly what this specific agency sees when they write quotes in Web Quoting. 
 
After you have made the desired changes for this Agency, click the “Update Configuration” button 
and then click “View Custom Values”. 
 

 
 

 
 
 
 
 
On the Agency’s custom underwriting panel, you’ll have the ability to change Agencies (using the 
top dropdown menu and its associated View button) and the ability to filter the custom fields 
listed on the page using the “Filter Line Settings” dropdown menu. Select a line you want to view, 
and then click the “View” button next to the dropdown menu. 
 
Now for every underwriting field that agency has, you’ll have the option to edit or delete that field. 
The edit feature is very much akin to the Default Line field editor. And the delete button displays a 
warning and gives you an option to back out of the deletion process before a full deletion of the 
custom field occurs. 

Enable/Disable Lines 
for this Agency 

Turn On/Off Custom 
Underwriting for each 
line for this Agency 

Edit Custom 
Underwriting 
for Agency 

Update Configuration 
Changes for Agency 
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To add a new field to the underwriting for this agency, go to the Auto-Underwriting Panel for the 
agency and click on the “Add New Custom Field” button. 
 

 
 
On the Edit Panel, you’ll have the ability to give your new field a name, select whether it is a 
textbox, text area, radio button or dropdown menu field, give your field a label, and select which 
line of business the field is for. When you’re ready to add the new field, click the “Create Field” 
button. 
 

Filter Custom Fields by 
Line of Business 

Edit or Delete 
a Custom Field 
for the Agency 

Add a New Custom 
Field for the Agency 
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Now you’ll see a screen for setting the new field’s minimum and maximum values. Provide the 
values you’d like to set, and then click the “Update Field” button. Then click the “Back” button and 
you’re done. Note: Custom fields will collect data, but will not be available in INS PRO without 
custom programming. 
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Add a New 
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