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My Agency Reports 

Book of Business  
My Agency Reports uses information entered in AMS360 to create a report with the specified criteria. The following table identifies where the 
information is entered and how it corresponds to the report you are creating.  

Premium, Revenue, and Commission Summary (Totals and/or Percentages) 

When using criteria that reports premium, revenue, and commission totals, the information reported corresponds to the following areas of 
AMS360: 

Reporting 

Table 

Reporting 

Column 

Description Where the information is entered in AMS360 

Premium Premium Transaction Premium 

 

Premium Billed 

Premium 

Billed Transaction 

Premium 

Premium Non-

Premium 

Transaction Fee  

and Taxes 

Premium Billed Non-

Premium 

Billed Transaction 

Fees and Taxes 
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Reporting 

Table 

Reporting 

Column 
Description Where the information is entered in AMS360 

Premium Written 

Premium 

Written Transaction 

Premium 

 

Premium Full-Term 

Premium 

Full Term Transaction 

Premium 
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Reporting 

Table 

Reporting 

Column 
Description Where the information is entered in AMS360 

Premium Annualized 

Premium 

Policy Annualized 

Premium: calculated 

using 365/number of 

days in term  

multiplied by the  

policy premium 

Calculated from policy premiums. For example, a six month policy with a 

premium of $1,000 will have an annualized premium of $2,000. 

Premium Revenue Revenue: Total 

Agency 

Commission (Billed 

Agency 

Commission + 

Unbilled Agency 

Commission) + 

Agency Fee amount 

Calculated 

Premium Revenue Revenue: Total 

Agency 

Commission (Billed 

Agency 

Commission + 

Unbilled Agency 

Commission) + 

Agency Fee amount 

Calculated 

Premium Estimated 

Revenue 

Amount 

Estimated Revenue 

for the transaction 

 

Premium Estimated 

Revenue 

Percent 

Estimated Revenue 

Percent for the 

transaction 
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Reporting 

Table 

Reporting 

Column 

Description Where the Customer information is entered in AMS360 

Commissio

n 

Total 

Commission 

Total of all Billed 

Commissions for 

a policy 

Calculated 

Commissio

n 

Billed 

Commissions 

Total of all 

Commissions billed 

(from invoice) 

 

Commissio

n 

Unbilled 

Commissions 

Total of all 

Unbilled 

Commissions for 

a policy 

Calculated 
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Business Unit  
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Reporting 

Table 

Reporting 

Column 
Description Where the data is entered in AMS360 

Business 

Unit 

Division 

Name 

Division 

Short 

Name 

Business Unit 

associated with Policy - 

Division 

 

Business 

Unit 

Branch 

Name 

Branch 

Short 

Name 

Business Unit 

associated with Policy - 

Branch 

Business 

Unit 

Departmen

t Name 

Departmen

t Short 

Name 

Business Unit 

associated with Policy - 

Department 

Business 

Unit 

Group 

Name 

Group 

Short 

Name 

Business Unit 

associated with Policy - 

Group 

Business 

Unit 

Division 

Name 

 

Business 

Unit 

Division 

Short 

Name 

 

Business 

Unit 

Branch 

Name 
 

Business 

Unit 

Branch 

Short 

Name 

 

Business 

Unit 

Departmen

t Name 
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Reporting 

Table 

Reporting 

Column 
Description Where the data is entered in AMS360 

Business 

Unit 

Departmen

t Short 

Name 

 

 

Business 

Unit 

Group 

Name 
 

Business 

Unit 

Group 

Short 

Name 

Customer Firm Name 
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Customer  
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Reporting 

Table 

Reporting 

Column 
Description Where the Customer information is entered in AMS360 

Customer Formatted 

Name 

Formatted Name is 

Firm Name; if no 

Firm name is 

entered, then 

Formatted Name 

will be a 

combination of Last 

Name, First Name 

Middle Name 

 

Customer Firm Name Customer Firm 

Name 

Customer First Name Customer First 

Name 

Customer Middle 

Name 

Customer Middle 

Name 

Customer Last Name Customer Last 

Name 

Customer Customer 

Number 

Customer Number 

 

Customer Customer 

Type 

Customer Type:  

Customer, 

Prospect, or 

Suspect 
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Reporting 

Table 

Reporting 

Column 
Description Where the Customer information is entered in AMS360 

Customer Active Indicator denoting 

active or inactive 

 

Customer  Target List 

Exclude 

Exclude customer 

from marketing’s 

target list 

 

Customer Secured 

Customer 

Employee access 

secured 
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Reporting 

Table 

Reporting 

Column 
Description Where the Customer information is entered in AMS360 

Customer  Multiple 

Entity 

Group 

Multiple Entity 

customers share 

policy coverage 

with the policy 

detail entered and 

tracked via the 

Master customer 

 

Customer  Individual/

Family 

Individual name or 

Multiple first names 

(Family) for 

personal lines of 

business 
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Reporting 

Table 

Reporting 

Column 
Description Where the Customer information is entered in AMS360 

Customer  Address 

Line 1 

Customer Address 

Line 1 

 

Customer Address 

Line 2 

Customer Address 

Line 2 

Customer City Customer City 

Customer State Customer State 

Customer Zip Code Customer Zip Code 

Customer  Residence 

Phone 

Customer 

Residence Phone 

Customer  Business 

Phone 

Customer Business 

Phone 

Customer  Fax Phone Customer Fax 

Customer  Mobile 

Phone 
Customer Cell 

Customer  Pager 

Phone 

Customer Pager 

Customer Email Customer Email 

Customer Website Customer Web 

Customer Added  Known by 

Agency/Broker 

Since Year 
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Reporting 

Table 

Reporting 

Column 
Description Where the Customer information is entered in AMS360 

Customer Known 

Since 

Customer added 

date  

 

Customer Notation Notation 
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Reporting 

Table 

Reporting 

Column 
Description Where the Customer information is entered in AMS360 

Customer Personal 

Lines 

Business 

Business with 

Agency – Personal 

Lines 

 

Customer Commercial 

Lines 

Business 

Business with 

Agency – 

Commercial Lines 

Customer Non P&C 

Business 

Business with 

Agency – Non P&C 

Business 

Customer Benefits Business with 

Agency – Benefits 

Customer  Life Business with 

Agency – Life 

Customer Health Business with 

Agency – Health 

Customer  Financial 

Services 

Business with 

Agency – Financial 

Services 
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Transaction  
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Reporting 

Table 

Reporting 

Column 
Description Where the Transaction information is entered in AMS360 

Transaction Effective 

Date 

Transaction 

Effective Date 

 

Transaction Plan Type Plan Type 
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Reporting 

Table 

Reporting 

Column 
Description Where the Transaction information is entered in AMS360 

Transaction Reconciled Reconciliation 

Complete – 

Yes/No/Does Not 

Apply 

 

OR 
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Reporting 

Table 

Reporting 

Column 
Description Where the Transaction information is entered in AMS360 

Transaction Fee Type Non-Premium 

(Charge Type) 

 

When the Charge Type is set up in Billing Charges and Credits as Non-Premium as in the 

following example: 
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Reporting 

Table 

Reporting 

Column 
Description Where the Transaction information is entered in AMS360 

Transaction Non-

Premium 

Non-Premium 

(Charge Type - 

Description) 

 

Transaction Include 

Premium 

Indicates if the 

Premium should or 

should not be 

included in 

premium totals 

 

In Reporting: 

Y = Include in Premium Totals 

N =Don’t include in Premium Totals 

Transaction Line of 

Business 

Line of Business 

Description 
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Reporting 

Table 

Reporting 

Column 
Description Where the Transaction information is entered in AMS360 

Transaction Line of 

Business 

Short 

Name 

 

 

Transaction Type of 

Business 
Type of Business:  

Benefits 

Commercial Lines 

Financial Services 

Health 

Life 

Non Property & 

Casualty 

Personal Lines 

 

This value is implied based on the Line of Business selected for the policy transaction. The 

setup is shown in this screen shot above. 
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Fee  

Reporting 

Table 

Reporting 

Column 
Description Where the Fee information is entered in AMS360 

Fee Fee Billing Charges and 

Credits: Report 

Description 
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Direct Bill Entry  
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Reporting 

Table 

Reporting 

Column 
Description Where the Direct Bill Entry information is entered in AMS360 

Direct Bill 

Entry 

Description Direct Bill Entry 

Description 

 

Direct Bill 

Entry 

Line of 

Business 

Line of Business for 

Direct Bill Entry 
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Line of Business  

Reporting 

Table 

Reporting 

Column 
Description Where the Line of Business information is entered in AMS360 

Line of 

Business 

Type of 

Business 

Group data by Type 

of Business from 

the Line of 

Business Setup 

 

Line of 

Business 

Line of 

Business 

Group data by Line 

of Business from 

the Line of 

Business Setup 
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Policy  
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Reporting 

Table 

Reporting 

Column 
Description Where the Policy information is entered in AMS360 

Policy Policy # Policy Number 

 

Policy Effective 

Date 

Policy Effective 

Date 
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Reporting 

Table 

Reporting 

Column 
Description Where the Policy information is entered in AMS360 

Policy Policy Type Displays “Package” 

or “BOP” when 

Policy Type = 

Package or 

Business Owners 

Package. 

 

When Policy Type 

= Monoline and 

multiple lines of 

business have been 

entered, the first 

Line of Business 

displays. If no Line 

of Business exists, 

then “Monoline” 

displays. 

 

OR 
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Reporting 

Table 

Reporting 

Column 
Description Where the Policy information is entered in AMS360 

Policy Policy 

Description 

Basic policy 

information 

Description 

 

Policy Status Policy Status 

Policy Expiration 

Date 

Policy Expiration 

Date 

Policy Is 

Continuous 

Indicator to denote 

whether policy is 

continuous 

Policy Prior Policy 

# 

Prior Policy 

Number 

Policy New 

Business to 

Agency 

Indicator to denote 

whether this 

Business is new to 

this agency 

Policy Original 

Transaction 

Transaction type 

when policy is first 

created 
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Reporting 

Table 

Reporting 

Column 
Description Where the Policy information is entered in AMS360 

Policy Canceled 

Policy 

Indicator denoting 

whether the policy 

has been cancelled 

(Yes/No) 

 

Canceled Policy = 

‘Yes’ when the 

latest policy 

transaction is 

Cancellation 

Confirmation 

 
Policy Canceled 

Reason 

Reason for 

Cancellation 

Policy Canceled 

Date 

Effective Date of 

the Cancellation 

Policy Non-

Renewal 

Non-Renewal = 

Yes when the latest 

policy transaction 

is NRA, “Non-

renewal notified 

Agency” or RWX, 

“Non-renewal 

notified PolHolder” 

 

Policy Non-

Renewal 

Date 

Non-Renewal Date 

is the transaction 

effective date for 

NRA or RWX when 

one of these 

transactions is the 

latest policy 

transaction 
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Reporting 

Table 

Reporting 

Column 
Description Where the Policy information is entered in AMS360 

Policy Billed DBE 

Premium 

Billed DBE 

Premium is from 

DB Entry Billed. 

 

This is the amount 

that was billed on 

Direct Bill Entry 

statements. 
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Reporting 

Table 

Reporting 

Column 
Description Where the Policy information is entered in AMS360 

Policy Primary 

Exec 

Policy/Original 

Exec is the Primary 

Exec on the first 

invoice 

 

When Original Exec is different from Primary Exec, an Exec change occurred after the 

policy was billed. When Original Rep is different from Primary Rep, a Rep change occurred 

after the policy was billed. 

Policy Primary 

Rep 

Primary Rep on a 

policy 

Policy Original 

Exec 

The first Exec on a 

policy  

Policy Original 

Rep 

Policy/Original Rep 

is the Primary Rep 

on the first invoice 

Policy Current 

Broker 

Broker 

Policy Original 

Broker 

The Broker on the 

first invoice 

Policy Policy Sub-

Type 

Flag that indicates 

if the row is for a 

policy, submission, 

or an accounting 

policy (generated 

when processing a 

direct bill 

statement). 

Accounting policy is generated when the policy processed on a Direct Bill Entry 

statement is not associated with an existing policy. Accounting policies are not 

displayed in AMS360. 

 

Valid values are: 

 A=Accounting 

 P=Policy 

 S=Submission 
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Reporting 

Table 

Reporting 

Column 
Description Where the Policy information is entered in AMS360 

Policy Additional 

Exec 1 

First Additional 

Executive 

 

Policy Additional 

Exec 2 

Second Additional 

Executive 

Policy Additional 

Rep 1 

First Additional Rep 

Policy Additional 

Rep 2 

Second Additional 

Rep 
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Lost Business Date  

Reporting 

Table 

Reporting 

Column 
Description How the Day, Month, Week, and other Dates are calculated in AMS360 

Lost 

Business 

Date 

Calendar 

Month 

Month Number  

(1-12) 

Calculated from the expiration, non-renewal, or cancellation date of a policy 

where no other active policy exists that contains the line of business. 

Lost 

Business 

Date 

Calendar 

Week 

Week Number  

(1-52) 

 

Lost 

Business 

Date 

Calendar 

Year 

Year (4 digits) 
 

Lost 

Business 

Date 

Day Ago 

Date 

The date one day 

before the Fee or 

Line of Business 

was lost 

 

Lost 

Business 

Date 

Day Date Date when the Fee 

or Line of Business 

was lost 

 

Lost 

Business 

Date 

Day Name Weekday name of 

the date the Fee or 

Line of Business 

was lost 

 

Lost 

Business 

Date 

Day Of 

Month 

Day of month 

when the Fee or 

Line of Business 

was lost (numeric) 

 

Lost 

Business 

Date 

Day Of 

Week 

Day of week when 

the Fee or Line of 

Business was lost 

(numeric) 
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Reporting 

Table 

Reporting 

Column 
Description How the Day, Month, Week, and other Dates are calculated in AMS360 

Lost 

Business 

Date 

Day Of 

Year 

Day of year when 

the Fee or Line of 

Business was lost 

(numeric) 

Calculated from the expiration, non-renewal or cancellation date of a policy 

where no other active policy exists that contains the line of business. 

Lost 

Business 

Date 

Fiscal Year  Fiscal year when 

the Fee or Line of 

Business was lost 

(4 digits) 

 

Lost 

Business 

Date 

Fiscal 

Quarter 

Fiscal quarter when 

the Fee or Line of 

Business was lost 

(numeric) 

 

Lost 

Business 

Date 

Fiscal 

Month 

Fiscal month when 

the Fee or Line of 

Business was lost 

(numeric) 

 

Lost 

Business 

Date 

Month Ago 

Date 

The date one 

month before the 

Fee or Line of 

Business was lost 

 

Lost 

Business 

Date 

Month 

Name 

Month name when 

the Fee or Line of 

Business was lost 

 

Lost 

Business 

Date 

Quarter 

Ago Date 

The date one 

quarter before the 

Fee or Line of 

Business was lost 

 

Lost 

Business 

Date 

Week Ago 

Date 

The date one week 

before the Fee or 

Line of Business 

was lost 
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Reporting 

Table 

Reporting 

Column 
Description How the Day, Month, Week, and other Dates are calculated in AMS360 

Lost 

Business 

Date 

Year Ago 

Date 

The date one year 

before the Fee or 

Line of Business 

was lost 

Calculated from the expiration, non-renewal or cancellation date of a policy 

where no other active policy exists that contains the line of business. 

Lost 

Business 

Date 

Year 

Quarter 

The year and 

quarter when the 

Fee or Line of 

Business was lost 

(IE: 2012/Q1) 

 

Lost 

Business 

Date 

Year Month The year and 

month when the 

Fee or Line of 

Business was lost 

(IE: 2012/06) 

 

Lost 

Business 

Date 

Calendar 

Month 

Month Number  

(1-12) 

 

Customer 

Lost Date 

Calendar 

Week 

Week Number  

(1-52) 

Calculated from the expiration, non-renewal, or cancellation date of the last 

policy for the customer where no other active policies exist. 

Customer 

Lost Date 

Calendar 

Year 

Year (4 digits)  

Customer 

Lost Date 

Day Ago 

Date 

The date one day 

before the 

Customer was 

completely lost 

 

Customer 

Lost Date 
Day Date Date when the 

Customer was 

completely lost 

 

Customer 

Lost Date 

Day Name Weekday name of 

the date the 

Customer was 

completely lost 

Calculated from the expiration, non-renewal, or cancellation date of the last 

policy for the customer where no other active policies exist. 
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Reporting 

Table 

Reporting 

Column 
Description How the Day, Month, Week, and other Dates are calculated in AMS360 

Customer 

Lost Date 

Day Of 

Month 

Day of month 

when the Customer 

was completely 

lost (numeric) 

 

Customer 

Lost Date 

Day Of 

Week 

Day of week when 

the Customer was 

completely lost 

(numeric 

 

Customer 

Lost Date 

Day Of 

Year 

Day of year when 

the Customer was 

completely lost 

(numeric) 

 

Customer 

Lost Date 

Day Of 

Year 

Day of year when 

the Customer was 

completely lost 

(numeric) 

 

Customer 

Lost Date 
Fiscal Year Fiscal year when 

the Customer was 

completely lost (4 

digits) 

 

Customer 

Lost Date 

Fiscal 

Quarter 

Fiscal quarter when 

the Customer was 

completely lost 

(numeric) 

 

Customer 

Lost Date 

Fiscal 

Month 

Fiscal month when 

the Customer was 

completely lost 

(numeric) 

 

Customer 

Lost Date 

Month Ago 

Date 

The date one 

month before the 

Customer was 

completely lost 

Calculated from the expiration, non-renewal, or cancellation date of the last 

policy for the customer where no other active policies exist. 
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Reporting 

Table 

Reporting 

Column 
Description How the Day, Month, Week, and other Dates are calculated in AMS360 

Customer 

Lost Date 

Month 

Name 

Month name when 

the Customer was 

completely lost 

 

Customer 

Lost Date 

Quarter 

Ago Date 

The date one 

quarter before the 

Customer was 

completely lost 

 

Customer 

Lost Date 

Week Ago 

Date 

The date one week 

before the 

Customer was 

completely lost 

 

Customer 

Lost Date 

Year Ago 

Date 

The date one year 

before the 

Customer was 

completely lost 

 

Customer 

Lost Date 

Year 

Quarter 

The year and 

quarter when the 

Customer was 

completely lost 

(IE: 2012/Q1) 

 

Customer 

Lost Date 

Year 

Quarter 

The year and 

quarter when the 

Customer was 

completely lost 

(IE: 2012/Q1 
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Company 
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Reporting 

Table 

Reporting 

Column 
Description Where the Company information is entered in AMS360 

Company Name Company Name 

 

 

 

Company Short 

Name 

Company Short 

Name 

Company NAIC Company NAIC 

Company Company 

Type 

Company Type 

(Parent Company 

Type) 

Writing 

Company 

Writing Co. 

Name 

Writing Company 

Name 
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Reporting 

Table 

Reporting 

Column 
Description Where the Company information is entered in AMS360 

Writing 

Company 

Writing Co. 

Short 

Name 

Writing Company 

Short Name 

 

 


