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Overview

Introduction and Background

In Sircon for Carriers, you have several options to categorize the producers in your
organization. The main ways to organize producers are using:

e Business Units
e Cost Centers
e Locations and Departments

Business units are used to group producers (both individuals and agencies) into logical
or physical divisions for easier tfracking, maintenance, and reporting.

Cost centers are used to link the cost of a particular tfransaction type to an accounting
category or "cost center." For example, you can create a cost center for all Property &
Casualty license and appointment fees.

You can design the Sircon business units/cost centers to model your organization’s
existing departments and cost centers.

Business units and cost centers are required to complete several functions in Producer
Cenftral, including:

e License Applications
e Sales Authorizations
e Appointments

e Terminations

Locations & Departments allow you to create a list of the different locations (cities,
states, regions, or countries) that producers are located. You can also create different
departments (such as Sales or Customer Support) to further categorize the producers in
your organization. Unlike Business Units and Cost Centers, the Locations & Departments
setting is optional.

What will be covered?

In this quick guide, we will discuss how to categorize producers in your organization
using Locations and Departments.

We will learn how to create and maintain locations/departments. Then we'll explore
how to assign producers to locations/departments.
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Who should use this document?
Any users that need to create and maintain locations/departments in Producer Central.

This guide can also be used by individuals that need to assign producers to
locations/departments.

Note: Users need administrative access to create business units and cost centers.

When should you use this document?

Use this document when you need to:
e Create or Maintain Locations/Departments

e Assign Producers to Locations/Departments

Introduction to Locations and Departments

Sircon allows you to assign producers (individual licensees and firms) to locations and
departments.

Both the location and the department fields are freeform, you can enter any
information that makes sense, including cities, states, regions, or countries into the field.

Locations and Departments Examples

Geographic Region & Department

Northeast P&C Sales
Northeast Life & Health Sales
South Underwriting
South P&C Sales

City and State & Department

New York, NY Sales
Dallas, TX Sales
Dallas, TX Customer Support
Los Angeles, CA Sales
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Maintain Locations and Departments

If you have system administrator permissions, use the Maintain Locations and
Departments page to configure locations and departments that users can use to track
a producer's location and department assignments on a producer record.

When adding locations and departments to a producer’s record, users will only be able
to add only locations and departments that are connected to one another.

1. From the Administration menu select Configure System, and then select
Locations and Departments.

g ompanie q e pre = e Administration < & Producer Quick Search
0 p
Find existing producers with Review/Update Producer or Advanced Producer Se or Se —— Recently Viewed Producers
CORA 06-09-2023
Producer Network onfigure My Profile DAVIS INSURANCE AGENCY 06-08-2023
Add Producer Configure System > aintain Code 05-26-2023
Add Producers in Bulk 05-23-2023
Bulk Transactions & Service Requests ducation Lrecentialing aintain Busine 05.23.2023
Data Reconciliatio aintain Busine T
Update Producer Information Show All
Add/Activate Licenses/Qualifications SRCaRo i P
Correct License Data ales Authorizatio nla
Maintain Contact Information
0
Manage Appointments T d od
Add Appointments TSRS
Terminate Appointments JLsElly View Code Use Indicato
Approve/Deny Appointments tgzt ; Locations and Departments
Review Rejected Appointments

2. You will now see the Maintain Locations and Departments page. On this page,
you will see the following fields:
e Name: Full name of the location or the department.

e Code: Short code for the location or department.
e Actions: Allows you to perform the following functions:

e Edit Name: Click the Edit Name (#) to update the location or department
name and code.

e Save Changes: Click Save Changes (@) to save the updates you made to
the location or department name.

e Cancel: Click Cancel (9) to stop modifying the name.
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Add a Location and/or Department to Organization
Follow this process to add a location or a department to your organization.

ADD LOCATION

1. Inthe Add New Location section, type the Name of the location and a short
Code that reflects the location name. The location can be a city, state, country,
or region.

Note: Names can only contain letters, numbers, dashes, underscores, or spaces.

2. Click Create Location.

Maintain Locations And Departments
Connect Locations and Departments

~- Add New L .|| ;~ Add New Department

Name Code Name Code

Miami | [MiAm] ] |
Create Location Create Department
Current Locations Current Departments

Name Code Actions Name Code Actions
Atlanta ATL V4 Sales SALES Vg
Chicago CHI V4 Service SRVC Vg
Detroit DET Vd Actions: ¢ Edit Name @ save Changes I3 Cancel
Los Angeles LA Vs
New York NY Vs
Norfolk VA NOR 7
Actions: & Edit Name © save Changes 0 Cancel

3. The location will now appear on the page.

Maintain Locations And Departments
Connect Locations and Departments

~- Add New L .~ Add New Department

Name Code Name Code

Create Location Create Department
Current Locations Current Departments

Name Code Actions Name Code Actions
Atlanta ATL V4 Sales SALES Vg
Chicago CHI Vs Service SRVC Vg
Detroit DET Vd Actions: ¢ Edit Name @ save Changes € Cancel
Los Angeles LA Vi
Miami MIAMI 7
New York NY 7
Norfolk VA NOR Vi
Actions: & Edit Name © save Changes 0 Cancel
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ADD NEW DEPARTMENT

1. Inthe Add New Department section, type the Name of the department and a
short Code that reflects the department name.

Note: Names can only contain letters, numbers, dashes, underscores, or spaces.

2. Click Create Department.

Maintain Locations And Departments
Connect Locations and Departments

- Add New Locati ~- Add New Department
! Name Code Name Code

] [ \ |Finance ] [FIN

Create Location Create Department
Current Locations Current Departments

Name Code Actions Name Code Actions
Atlanta ATL 4 Sales SALES Vg
Chicago CHI 4 Service SRVC V4
Detroit DET 7 Actions: & Edit Name @ Save Changes 0 Cancel
Los Angeles LA Vi
Miami MIAMI Vi
New York NY Vi
Norfolk VA NOR Vi
Actions: ¢ Edit Name @ Save Changes o Cancel

3. The department is now available in the list.

Maintain Locations And Departments
Connect Locations and Departments
.~ Add New Locati s Add New Department
! Name Code Name Code
Create Location Create Department
Current Locations Current Departments
Name Code Actions Name Code Actions
Atlanta ATL i /
Chicago CHI i Sales SALES V4
Detroit DET i Service SRVC Ve
Los Angeles LA 24 Actions: & Edit Name © save Changes Y Cancal
Miami MIAMI Vo
New York NY s
Norfolk VA NOR Vo
Actions: / Edit Name @ Save Changes 0 Cancel
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Edit an Existing Location or Department

Follow these steps to edit an existing location or department from the Maintain
Locations and Departments page.

1. Click the Edit button (#) next to the location or department you need to modify.

Maintain Locations And Departments
Connect Locations and Departments
- Add New L Do Add New Department
Name Code Name Code
Create Location Create Department
Current Locations Current Departments
Name Code Actions Name Code Actions
Atlanta ATL i Finance FIN Va
Chicago CHI i Sales SALES Va
Detroit DET i Service SRVC Va
Los Angeles LA A Actions: ¢ Edit Name © save Changes Y cancel
Miami MIAMI | Vi |
New York NY ?
Norfolk VA NOR Va
Actions: & Edit Name © save Changes 0 Cancel

2. You will now be able to update the Name of the location.

Note: You cannot update the Code. Once you create the code, it will remain in
the system for tfracking purposes.

3. Once you finish updating the name, click the Save Changes button ('@). You
can click the Cancel button (9) to exit changes.

Maintain Locations And Departments
Connect Locations and Departments
- Add New Locati Add New Department
Name Code Name Code
Create Location Create Department
Current Locations Current Departments
Name Code Actions Name Code Actions
Atlanta ATL Vi Finance FIN V'
Chicago CHI Vi Sales SALES V'
Detroit DET Vi Service SRVC V'
Los Angeles LA 7 Actions: & Edit Name @ Save Changes 0 Cancel
| Miami FL MIAMI o0 I
New York NY P
Norfolk VA NOR Va
Actions: & Edit Name © save Changes 0 Cancel
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4. The changes will appear in the Maintain Locations and Departments page.

Maintain Locations And Departments
Connect Locations and Departments
- Add New L Do Add New Department
Name Code Name Code
Create Location Create Department
Current Locations Current Departments
Name Code Actions Name Code Actions
Atlanta ATL s Finance FIN Vd
Chicago CHI i Sales SALES Va
Detroit DET i Service SRVC Va
Los Angeles LA Vi Actions: ¢ Edit Name © save Changes ) Cancel
| Miami FL MIAMI 2 |
New York NY 7
Norfolk VA NOR Vi
Actions: & Edit Name © save Changes 0 Cancel

Connect Locations and Departments

After you create the locations and departments, you will need to connect each
location and department before you can assign a producer.

1. Click the Connect Locations and Departments button.

Maintain Locations And Departments
Connect Locations and Departments
- Add New Locati v Add New Department
i Name Code | Name Code
Create Location Create Department
Current Locations Current Departments
Name Code Actions Name Code Actions
Atlanta ATL V4 Finance FIN V4
Chicago CHI V4 Sales SALES V4
Detroit DET V4 Service SRVC V4
Los Angeles LA Vi Actions: ¢ Edit Name @ save Changes 0 Cancel
Miami FL MIAMI 7
New York NY V.4
Norfolk VA NOR 7
Actions: i Edit Name @ Save Changes 0 Cancel

2. From the dropdown list, select the Location and then the Department you need
fo link.

3. Select the Begin Date. It is recommended that you set the begin date to a date
in the distant past.
4. Click Connect.

© Vertafore Inc.
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Connect Locations And Departments
Maintain Locations and Departments

L i And Departments
Location Department Begin Date
[Chicago (CHI) VI [Finance (FIN) V] 06-12-2023 E
Current Location Department Connections

Location Department Begin Date Actions
Chicago (CHI) Sales (SALES) 02-01-2022 Vi
Chicago (CHI) Service (SRVC) 02-01-2022 V4
Detroit (DET) Sales (SALES) 02-01-2022 Vi
Detroit (DET) Service (SRVC) 02-01-2022 Vi
Los Angeles (LA) Sales (SALES) 02-01-2022 Vi
New York (NY) Sales (SALES) 02-01-2022 V4
Norfolk VA (NOR) Sales (SALES) 05-01-2023 Vi

Actions: I Edit Begin Date @ Save Changes 0 Cancel

5. You will now see your entry in the Current Location Department Connections
section.

Connect Locations And Departments
Maintain Locations and Departments

L i And Departments

Location Department Begin Date
M v] 3]

Current Location Department Connections

Location Department Begin Date Actions
!!!lcago !!!! ! !a es !!;!!!! !!-;!!!!! ;

Chicago (CHI) Service (SRVC) 02-01-2022 V4
Detroit (DET) Sales (SALES) 02-01-2022 Ve
Detroit (DET) Service (SRVC) 02-01-2022 V4
Los Angeles (LA) Sales (SALES) 02-01-2022 Vi
New York (NY) Sales (SALES) 02-01-2022 V4
Norfolk VA (NOR) Sales (SALES) 05-01-2023 V4

Actions: / Edit Begin Date @ Save Changes 0 Cancel

Note: You will need to repeat this process for each location and department
combination to assign producers to that location.

© Vertafore Inc.
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Assign Producers to Locations/Departments

Follow these steps to assign producers to locations/departments.

Assign Producers to Locations and Departments

Follow these steps to assign a producer to a location and department. This is an
optional step that you can use to categorize producers in your organization.

1.

the top ten producers that fit your search criteria.

2. Select the Name of the producer.

Sircon |

Licensing Companies Inquiries Express Services

Administration

Type the name of the producer in the Producer Quick Search box. You will see

£ EASLEY, CORA

SSN: none
Prod Network P EASLEY, CORA about 5 hours ago
roducer Retwor £ DEAN AND DAVIS INSURANCE AGENCY 06-08-2023
Add Producer & BROWN, MORRIS 05262023
Add Producers in Bulk & wiNGs, THoMAS 05-23-2023
Bulk Transactions & Service Requests & VINT KELEN 05.23.2023
Update Producer Information
] ) o Recent Subscriber Notices Show All
Add/Activate Licenses/Qualifications ( No notices.
CLoarract | icanca Nata .
. . . . .
3. From the quick links section, click Locations and Departments.
O
g ompa q D d o < y Producer Quick Search

£ EASLEY, CORA Unrated w

External System ID Active BU NPN

DEFAULT 1000000028

Review/Update Individual

Resident State/License
VA /736178

Search Producer

Additional States/Licenses
AZ /1000000005

Expand All

Individual Details
Producer Business Rules
Resident States

External Sys IDs

Contact Information
Address History

Email Messages
Licenses/Qualifications
Appointments

Agreements

Firm Associations
Employment History
Aliases

Data Reconciliation

State Producer Numbers
Required ltems
Background Investigations
Business Units

I Locations and Departmentsl

Education Credentials
Course Completions
Third Party Certifications
License Applications
Comments

Transaction History
Professional Liability

Securities Information
Authorization Overrides

Compensation Profile &

New PX Request

Hndividual Details

Verify Sales Authorization

Review Sircon Subscription

Top
Indv ID 2979496 Status Active v Eff Date 05-25-2023 Term Date Licensee
Last [EASLEY ] First [CORA | Middle | Suffix
NPN 1000000028 [CJBank Affiliated [JCaptive
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4. To assign a producer to a new location and/or department, click Add New
Locations and Departments.

H L ocations and Departments B
I Add New Locations and Departmentsl
— Active
Location Department Begin Date Actions
New York Sales 05-01-2022 e |
Norfolk VA Sales 05-01-2023 Va |

Actions: ¢ Edit Dates (@ Inactivate ) Save Changes ) Cancel

5. Click to highlight the assignment you want to add.

6. In the selected assignment's Begin Date field, enter the date on which the
assignment became active, using the mm-dd-yyyy date format or click the
Calendar button (&) to open a popup calendar from which you can click to
select a date.

7. Click the Add Selected Locations and Departments button to activate the

assignment.
HLocations and Departments Top
Add New Locations and Departments
Click or drag to select. Press CTRL and click to select multiples

Location Department Begin Date

Chicago Sales E

Detroit Sales 06-02-2023 |7

Detroit Service |(06-02-2023 | ]

Los Angeles Sales 06-02-2023 E

Add Selected Locations and Departments || Cancel

— Active

Location Department Begin Date Actions

New York Sales 05-01-2022 e |

Norfolk VA Sales 05-01-2023 7@

Actions: ¢ Edit Dates (@ Inactivate @) Save Changes € Cancel

8. The assignment will appear in the Active sub-section. To cancel adding an
assignment, click the Cancel button ().

E Locations and Departments Top
Add New Locations and Departments
— Active
Location Department Begin Date Actions
Detroit Service 06-02-2023 e |
New York Sales 05-01-2022 )
Norfolk VA Sales 05-01-2023 e |

Actions: & Edit Dates @ mnaciivate @ Save Changes 0 Cancel

.

Location Department Begin Date End Date Actions

Chicago Service 06-02-2023 06-02-2023 7

Actions: & Edit Dates © Reactivate @ Save Changes 0 Cancel

© Vertafore Inc. 11
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Inactivate Location and Department

1. From the Locations and Departments data section, click the Inactivate (@)
button next to the location in the Actions column.

B Locations and Departments Top
Add New Locations and Departments
— Active
Location Department Begin Date Actions
New York sales 05-01-2022 7] @]
Norfalk VA Sales 05-01-2023 v ]

Actions: /Edit Dates A. Inactivate ° Save Changes 0 Cancel

2. Enter the End Date using the mm-dd-yyyy format or click the Calendar (=)
button to select a date.
3. Click the Inactivate button.

Inactivate Location and Department

Location Department Begin Date
New York Sales 05-01-2022

I End Date [06-02-2023 EI

4. The location and department you selected is now in the Inactive section.

Reactivate a Location and Department

1. Click the Reactivate button (@) next to the location/department you want to

add.
E| ocations and Departments Top
Add New Locations and Departments
— Active
Location Department Begin Date Actions
Norfolk VA Sales 05-01-2023 Vi .

Actions: & Edit Dates @ macivate @ save Changes o Cancel

Location Department Begin Date End Date Actions.
New York Sales 05-01-2022 06-02-2023 ZE

Actions: d Edit Dates @ Reactivate o Save Changes e Cancel
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2. You will now see the location/department appear in the Active column.

B Locations and Departments Top

Add New Locations and Departments
— Active

Location Degartment Benin Date Actions
New York Sales 05-01-2022 2 @
Norfolk VA Sales 05-01-2023 a |

Actions: ¢ Edit Dates @ Inactivate @ Save Changes 0 Cancel

Note: The Locations and Departments data section is available on individual
producer records only.

Depending on how the system is configured, you may record a location without a
related department, or vice versa.

Location and department values are configurable by a user with administrative
permissions. For more information, refer to the Administration quick guide.
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APPENDIX 1: Sircon for Carriers Help Resources

Help is just a click away. Vertafore has two resources available to support you 24/7:
e My Vertafore
e Sircon Support

My Vertafore

My Vertafore is our free online customer support portal and knowledge base.

With My Vertafore you can:

e Log a Case — Cases are used to request product support

e Submit Ideas — Send Vertafore ideas for new product features or enhancements

o Search Knowledgebase - Search for detailed articles on the Sircon Knowledge

Base
@ L Q
LogA Case View Cases Chat with VICKI - Virtual Assistant
Click Here To Request Product Support Click Here To View Cases Click Here To Use Our Chat

]

5 ﬁ? e

’O‘ Ll
y 1

Submit A Product Idea Check Out Training Customer Billing Support & Financials
Click Here To Get Started Click Here to Start Learning Click Here to Access

Note: Sircon does not use the Submit a Product Idea or Chat with VICKI functions.

Contact Vertafore Customer Support

Cannot find what you are looking for at My Vertafore2 Our Customer Support tfeam is
here to help. Click here to email Support or call 877-876-4430.

© Vertafore Inc.
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APPENDIX 2: Document History
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