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Inquiries Menu 

The Inquiries menu offers options allowing you to query the system for specific information. 

 

Most inquiries provide an on-demand output option, but all inquiries provide an option to 
generate report results offline, which offers broader reporting parameters and better 
performance. All inquiries can be printed, downloaded to disk, converted to report-formatted 
Adobe PDF files, or exported to other formats, such as XML or CSV, for further analysis or for 
export to other systems. 

The Inquiries menu offers the following sub-menu options: 

• All Reports 

• Information 

• Producer Management 

• Required Items 

• Appointment 

• Statistics 

• System Information 

• Producer Hierarchy 

• Carrier Requests 

An inquiry may be unavailable for selection based on your company's specific deployment of 
Producer Manager (carrier or agency/brokerage) or the security settings specific to your user 
account. For more information, see Maintain Security Role. 
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All Reports 
Use the All Reports tab to view a list of inquiries available in Producer Manager, along with a 
brief description of each report, and a question mark icon ( ) that when clicked will open the 
online help for that particular report. 
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Click an inquiry name to open its associated page where you can enter report criteria. If a report 
is not available to you, it will be listed but you will be unable to click the name of the report to 
open it. If you feel you should have access to the report, contact your system administrator. 
Reports are made available through the Maintain Security Role function on the 
Administration menu. 
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Recent Reports 
Use the Recent Reports tab to view, access, and maintain inquiries that have been generated 
offline. A report generated offline will display on the Recent Reports tab for 30 days or until a 
user deletes it. 

 

To open the Recent Reports tab, use one of the following methods: 

• From the Inquiries menu, select All Reports, and then click the Recent Reports tab. 

• From the Inquiries menu, select System Information, and then select Recent Reports. 

Fields and controls include the following: 
• All Reports: Click to open the All Reports page, displaying names and descriptions of all of 

Producer Manager's built-in reports. 

• Abort: Available only for a report with a Status of Running. Click to stop processing a report. 

• Delete checkbox: Click to checkmark the checkbox(es) corresponding to a report(s) you wish to 
purge from the offline inquiries queue. 

• Delete button: With the Delete checkbox checkmarked corresponding to a report you wish to 
purge from the Recent Reports tab, click to purge the selected reports. 

• Name: Click the name of a report to open it in the Inquiry Output Window. 

• Download: Click the PDF ( ) button to open the report in a separate window in PDF format, or 

click the Excel button ( ) to open the report in Microsoft Excel. 

• Refresh: Click to update the Recent Reports tab to display new reports or new statuses of 
existing reports. 

• Cancel: Click to open the Producer Manager Home page. 
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Inquiry Output Window 
Output from inquiries is displayed in a separate DHTML popup window. The Inquiry Output 
window behaves the same as any ordinary browser window: You can minimize, maximize, or 
close it using standard Windows controls. 

At the top of the Inquiry Output window is a toolbar with tools you can use to navigate to 
specific parts of the inquiry, save the inquiry in a number of formats, or print the inquiry. Among 
the toolbar options are the following: 

• TOC: Click to display shortcut links to a list of companies from each page. Clicking the 
arrow to the left of a company name will expand the section and show the company 
names from each page. 

• First: Click to navigate to the first page of the inquiry from any other page. 

• Prev: Click to navigate to the preceding page of the inquiry (not available from the first 
page). 

• Next: Click to navigate to the succeeding page of the inquiry (not available from the last 
page). 

• Last: Click to navigate to the last page of the inquiry from any other page. 

• Goto: With a page number entered in the Page field, click to navigate to the selected 
page. 

• Page: Displays the number of the page currently open in the Inquiry Output window. 
You may overwrite the displayed value with a different page number and then click the 
Goto button (or press the Enter key) to navigate to the selected page. 

• %: Select from the dropdown menu a value to decrease or enlarge the size of the text in 
the display. (Default is 100%) 

• Search: Click to open a search pane on the left hand side of the report window. Once 
the pane is open, click on specific report output in the report window to populate the 
search pane with search criteria. In this manner you can search for any information you 
need (e.g., Firm ID, EIN, Name, etc.). Depending on the report, search expressions can 
be built by clicking on output column headings or the values displaying below the column 
headings. The Display checkbox defaults to view the criteria in the search 
results. Remove a criterion by clicking the X box located to the right of the criterion. After 
selecting the search values, click the Search Now button to retrieve the results. To 
download the results of the search, choose a format in which to save the results (such 
as Comma delimited data or MS Excel File), and then click the Go button. 

• Download: Click to open a dialog box allowing you to select exporting options, including 
format, page size, and page range, for saving the inquiry to your system. 

• Print: Click to open the inquiry in PDF format and to open a Print dialog box, allowing 
you to print a paper copy of the inquiry. 

• Help: Click to open additional help on the Inquiry Output window. 
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Exporting Search Results to Excel 
Click the Search button in the search results window. A new pane will appear to the left of your 
search results, with the instructions to click on a report field to add it to the search. 

If you hover your mouse pointer over an item in the search window and it is a searchable field, 
an information box will appear. Clicking on the field will refresh the page. You will now see that 
crosshatching appears over the item you just selected, indicating this field has been added to 
the search list. 

In the search pane to the left, you will notice a new field has appeared. As you continue to add 
fields, they will appear in the search pane to the left of your search results. Once you have 
added all the fields that you want included in your search list, click the Search Now button 

A list of the search results will appear in the pane. 

You can quickly navigate to the information you are looking for by clicking one of the search 
result links, or, if you wish, you can create a new document that will display only the information 
you included in your search. 

If you scroll to the bottom of the pane, you will find a dropdown menu labeled Download search 
results as that will allow you to select a file format in which to display your search results. 

Click to select the file format you would like your search results to display in, and then click the 
Go button. 

The search results will display in the file format you have selected. 

Inquiries Data Cross-Comparison Matrix 
What's the difference between the CE Reviews Due Inquiry and the CE Status Inquiry? What 
data is returned with the Company Appointment List Inquiry? 

You can find the answers to these questions and more from the Producer Manager Inquiries 
Data Cross-Comparison Matrix. This document offers a side-by-side comparison in a sortable, 
filterable spreadsheet format of the data fields that are returned by nearly all of the inquiries in 
Producer Manager. 

In the matrix, inquiry names appear along the Y (vertical) axis and data field names appear 
along the X (horizontal) axis. Scroll horizontally to the right to view data fields. The cell 
belonging to a data field that is included in the results of a particular inquiry is shaded green and 
contains a boldface "x". 

Hover your mouse pointer over any cell in the spreadsheet that features a red triangle in the 
upper right corner. Additional popup help will open, providing more insight into a selected report 
or a specific data field in a report. 

To view the Producer Manager Inquiries Data Cross-Comparison Matrix, click here. 

If you experience difficulty mousing over a particular cell to view its popup help, in the Review 
ribbon at the top of the Microsoft Excel window, click the Show/Hide Comment button. Click the 
button again to hide the popup help.  

  

file://oke-entfs01/kdrive/Documentation/INTERNAL%20-%20Protected/Producer%20Manager/Producer%20Manager%20Online%20Help%20Project%20Files/help/external_files/producer%20manager%20inquiries%20data%20cross-comparison%20matrix.xls
file://oke-entfs01/kdrive/Documentation/INTERNAL%20-%20Protected/Producer%20Manager/Producer%20Manager%20Online%20Help%20Project%20Files/help/external_files/producer%20manager%20inquiries%20data%20cross-comparison%20matrix.xls
file://oke-entfs01/kdrive/Documentation/INTERNAL%20-%20Protected/Producer%20Manager/Producer%20Manager%20Online%20Help%20Project%20Files/help/external_files/producer%20manager%20inquiries%20data%20cross-comparison%20matrix.xls
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Information Inquiries 
Get a comprehensive transcript of a single individual or agency producer’s license record in 
Producer Manager by running an Information inquiry. 

 

The Information sub-menu of the Inquiries menu may offer the following options: 

• Individual Information Inquiry 

• Firm Information Inquiry 

An inquiry may be unavailable for selection based on your company's specific deployment of 
Producer Manager (carrier or agency/brokerage) or the security settings specific to your user 
account. For more information, see Maintain Security Role. 

Individual Information Inquiry 
Run the Individual Information Inquiry to obtain a printable transcript of a single individual 
producer's record in Producer Manager, including active and inactive licenses, qualifications, 
license applications, appointments, firm associations, agreements, FINRA registration, required 
item follow-up dates, and bank information. 

It also includes all contact information address types, alias/dba information, active business 
units, and external system identifiers. 
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To open the Individual Information Inquiry page, from the Inquiries menu select Information, 
and then select Individual Information Inquiry. 

The Individual Information Inquiry page contains the following sections: 

Search Producer 
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You can set report criteria for the Individual Information Inquiry simply by searching for a 
selected individual producer with a record in Producer Manager. 

Use the Search Producer page to search for the individual producer with a record transcript 
you want to review. 

The Search Producer page consists of the following sections: 

Search Fields 

Use the Search Fields to enter search criteria for one or multiple individual producer records. At 
least one search criterion is required. 

Fields and controls include the following: 

• Last: Enter a search string on individual producer last name. You may use as few as two 
characters in your search string. Wildcard characters are not allowed. May not contain 
numeric characters or double quotation marks ("). 

• First: Must be used in combination with Last name criterion. You may use as few as 
one character in your search string. Wildcard characters are not allowed. May not 
contain numeric characters or double quotation marks ("). 

• Middle: Must be used in combination with Last name criterion. You may use as few as 
one character in your search string. Wildcard characters are not allowed. May not 
contain numeric characters or double quotation marks ("). 

• SSN: Individual producers only. Enter a producer's entire Social Security Number. Partial 
searches not allowed. Maximum 9 characters without separating hyphens or 11 
characters with two separating hyphens. 

• NPN: Enter a producer's entire National Producer Number. Partial searches not allowed. 
Maximum 10 characters. 

• Active Business Unit: Select from the dropdown menu an the short name of an active 
business unit to which a producer is assigned. May not be the only search criterion. 

• License Number: Enter the entire number of a producer's state license, either active or 
inactive. Partial searches not allowed. Maximum 15 characters. 

• License State: Select from the dropdown menu a state in which a producer holds an 
active or inactive license. 

• External System ID: Enter a producer's entire external system ID code, including 
leading zeroes, either active or inactive. Partial searches not allowed. Maximum 22 
characters. 

• Primary External ID Only: Click to checkmark the checkbox to constrain a search using 
an External System ID criterion to only those external system IDs marked as a 
"primary" ID on a producer's record. The search will ignore a match on an External 
System ID that is not marked as "primary." (For more information, see Maintain External 
System Identifiers.) 

• Records Per Page: If multiple records met your search criteria, the default number of 
records displayed per page of results is 10. From the dropdown menu, select a value in 
increments of 10 up to 50 and then execute or re-execute the search to display a 
number of records up to the selected value in the Search Results sub-section. 
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• Search: Click to execute the search based on the entered search criteria. If only one 
producer record met your search criteria, the Individual Information Inquiry page will 
refresh with the selected producer's transcript ready to be generated. If multiple records 
met your search criteria, they will display in the Search Results section. 

• Cancel: Click to abort the operation and open the Producer Manager Home page. 

Search Results 

If multiple producer records met your search criteria, they will display in the Search Results 
section of the Search Producer page. 

Fields and controls include the following: 

• Name: For each listed producer record, displays a producer name as a blue hyperlink. 
Click a selected producer's Name hyperlink to refresh the Firm Information Inquiry 
page with the selected producer's appointment information ready to be generated into 
the report. Click the column heading to toggle alphabet or reverse alphabetic sorting of 
the Search Results on the Name field. 

• SSN: For each listed producer record, displays a producer's Social Security Number. 
Click the column heading to toggle highest-to-lowest or lowest-to-highest sorting of the 
Search Results on the SSN field. 

• License State/#: For each listed producer record, displays the state codes of the states 
in which a producer holds at least one active or inactive license and the corresponding 
license numbers. Click the node ( ) to expand the record row to display all of the 
producer's license state and number information. Click the node ( ) to collapse the 
information. 

• NPN: For each listed producer record, displays a producer's National Producer Number. 
Click the column heading to toggle highest-to-lowest or lowest-to-highest sorting of the 
Search Results on the NPN field. 

• Active BU: For each listed producer record, displays the name of the business unit(s) 
with which a producer is actively associated. Click the node ( ) to expand the record 
row to display all of the producer's business unit information. Click the node ( ) to 
collapse the information. 

• City: For each listed producer record, displays the producer's mailing address city. Click 
the column heading to toggle alphabetic or reverse alphabetic sorting of the Search 
Results on the City field. 

• State: For each listed producer record, displays the producer's mailing address state. 
Click the column heading to toggle alphabetic or reverse alphabetic sorting of the 
Search Results on the State field. 

• Displaying [v] - [w] (of [x] matching records): Displays the range in numbers of 
producer records currently displaying in the Search Results sub-section out of the total 
number of producer records returned by a search. 

• Page [y] of [z]: Displays the number of the page currently displaying out of the total 
number of pages of producer records returned by a search. 
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• Go To Page: Available only when more than 10 records are returned by a search, 
resulting in multiple pages of Search Results. Select from the dropdown menu the 
number of the page of producer records to which you wish to navigate. 

• Go: Click to navigate to the page number of Search Results selected in the Go To 
Page dropdown menu. 

Page Controls 

Controls include the following: 

• Search Producer: Click the link to start a new search for a producer whose record 
transcript you wish to review 

• View/Refresh Report: Click to generate the inquiry "on demand" in HTML format online. 
The report will open in the separate Inquiry Output Window. 

• Cancel: Click to open the Producer Manager Home page. 

Results of the Individual Information Inquiry may contain unmasked, full Social Security 
Number information. It is not possible to configure the system to mask or hide these values in 
the report results. However, using a security role setting, a user with administrator permissions 
may deny other users the permission to run this inquiry or view inquiry results requested by 
other users. For more information, see Maintain Security Role.  

Firm Information Inquiry 
Run the Firm Information Inquiry to obtain a printable transcript of a single firm producer's 
record in Producer Manager, including active and inactive licenses, qualifications, license 
applications, appointments, individual associations, agreements, FINRA registration, required 
item follow-up dates, and bank information. 

It also includes all contact information address types, alias/dba information, active business 
units, and external system identifiers. 
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To open the Firm Information Inquiry page, from the Inquiries menu select Information, and 
then select Firm Information Inquiry. 

The Firm Information Inquiry page contains the following sections: 

Search Producer 
You can set report criteria for the Firm Information Inquiry simply by searching for a selectedfirm 
producer with a record in Producer Manager. 

Use the Search Producer page to search for the firm producer with a record transcript you 
want to review. 

The Search Producer page consists of the following sections: 
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Search Fields 

Use the Search Fields to enter search criteria for one or multiple firm producer records. At least 
one search criterion is required. 

Fields and controls include the following: 

• Firm Name: Enter a search string on firm name. You may use as few as two characters 
in your search string. May contain numeric characters. Wildcard characters are not 
allowed. May not contain double quotation marks ("). 

• EIN: Enter a producer's entire Federal Employer Identification Number. Partial searches 
not allowed. Maximum 9 characters without a separating hyphen or 10 characters with a 
separating hyphen. 

• NPN: Enter a producer's entire National Producer Number. Partial searches not allowed. 
Maximum 10 characters. 

• Active Business Unit: Select from the dropdown menu an the short name of an active 
business unit to which a producer is assigned. May not be the only search criterion. 

• License Number: Enter the entire number of a producer's state license, either active or 
inactive. Partial searches not allowed. Maximum 15 characters. 

• License State: Select from the dropdown menu a state in which a producer holds an 
active or inactive license. 

• External System ID: Enter a producer's entire external system ID code, including 
leading zeroes, either active or inactive. Partial searches not allowed. Maximum 22 
characters. 

• Primary External ID Only: Click to checkmark the checkbox to constrain a search using 
an External System ID criterion to only those external system IDs marked as a 
"primary" ID on a producer's record. The search will ignore a match on an External 
System ID that is not marked as "primary." (For more information, see Maintain External 
System Identifiers.) 

• Records Per Page: If multiple records met your search criteria, the default number of 
records displayed per page of results is 10. From the dropdown menu, select a value in 
increments of 10 up to 50 and then execute or re-execute the search to display a 
number of records up to the selected value in the Search Results sub-section. 

• Search: Click to execute the search based on the entered search criteria. If only one 
producer record met your search criteria, the Firm Information Inquiry page will refresh 
with the selected producer's transcript ready to be generated. If multiple records met 
your search criteria, they will display in the Search Results section. 

• Cancel: Click to abort the operation and open the Producer Manager Home page. 

Search Results 

If multiple producer records met your search criteria, they will display in the Search Results 
section of the Search Producer page. 

Fields and controls include the following: 
• Name: For each listed producer record, displays a producer name as a blue hyperlink.  
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Click a selected producer's Name hyperlink to refresh the Firm Information Inquiry 
page with the selected producer's appointment information ready to be generated 
into the report. 
Click the column heading to toggle alphabet or reverse alphabetic sorting of the 
Search Results on the Name field. 

• SSN: For each listed producer record, displays a producer's Social Security Number. 
Click the column heading to toggle highest-to-lowest or lowest-to-highest sorting of the 
Search Results on the SSN field. 

• License State/#: For each listed producer record, displays the state codes of the states 
in which a producer holds at least one active or inactive license and the corresponding 
license numbers. Click the node ( ) to expand the record row to display all of the 
producer's license state and number information. Click the node ( ) to collapse the 
information. 

• NPN: For each listed producer record, displays a producer's National Producer Number. 
Click the column heading to toggle highest-to-lowest or lowest-to-highest sorting of the 
Search Results on the NPN field. 

• Active BU: For each listed producer record, displays the name of the business unit(s) 
with which a producer is actively associated. Click the node ( ) to expand the record 
row to display all of the producer's business unit information. Click the node ( ) to 
collapse the information. 

• City: For each listed producer record, displays the producer's mailing address city. Click 
the column heading to toggle alphabetic or reverse alphabetic sorting of the Search 
Results on the City field. 

• State: For each listed producer record, displays the producer's mailing address state. 
Click the column heading to toggle alphabetic or reverse alphabetic sorting of the 
Search Results on the State field. 

• Displaying [v] - [w] (of [x] matching records): Displays the range in numbers of 
producer records currently displaying in the Search Results sub-section out of the total 
number of producer records returned by a search. 

• Page [y] of [z]: Displays the number of the page currently displaying out of the total 
number of pages of producer records returned by a search. 

• Go To Page: Available only when more than 10 records are returned by a search, 
resulting in multiple pages of Search Results. Select from the dropdown menu the 
number of the page of producer records to which you wish to navigate. 

• Go: Click to navigate to the page number of Search Results selected in the Go To 
Page dropdown menu. 

Page Controls 

Controls include the following: 

• Search Producer: Click the link to start a new search for a producer whose record 
transcript you wish to review 

• View/Refresh Report: Click to generate the inquiry "on demand" in HTML format online. 
The report will open in the separate Inquiry Output Window. 

• Cancel: Click to open the Producer Manager Home page. 
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Results of the Firm Information Inquiry may contain unmasked, full Social Security Number 
information for individual producers affiliated with the firm. It is not possible to configure the 
system to mask or hide these values in the report results. However, using a security role setting, 
a user with administrator permissions may deny other users the permission to run this inquiry or 
view inquiry results requested by other users. For more information, see Maintain Security Role.  
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Producer Management Inquiries 
Plan your department’s “to-do” lists by running Producer Management inquiries.  

 

The Producer Management sub-menu of the Inquiries menu may offer the following options: 

• Producer License Application Inquiry 

• CE Reviews Due Inquiry 

• License Renewals Due Inquiry 

• Individual Associations Inquiry 

• Background Investigation Inquiry 

• Business Unit Interest Inactivation Inquiry 

• Producer Licenses Inquiry 

• CE Status Inquiry 

• Credential Expiration Inquiry 

• Active Producers Per Business Unit 

• Active Licenses and Appointments Inquiry 

• Producer Costs Inquiry 

• CE Deficiency Inquiry 

• Professional Liability Insufficient Coverage Inquiry 
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An inquiry may be unavailable for selection based on your company's specific deployment of 
Producer Manager (carrier or agency/brokerage) or the security settings specific to your user 
account. For more information, see Maintain Security Role. 

Producer License Application Inquiry 
Use the Producer License Application Inquiry page to run a report to check the status of all 
producer license applications submitted or recorded within a certain date range. You can also 
view information about related qualifications, appointments, or associations. 
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To open the Producer License Application Inquiry page, from the Inquiries menu, select 
Producer Management, and then select Producer License Application Inquiry. 

The Producer License Application Inquiry page contains the following sections: 

Report Criteria 

Report criteria include the following: 
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• Application Status Dates Between: Enter a date range in which to search for license 
application records. Enter the following: 

o Begin Date: Required. Enter the beginning date of a date range in which to run 
the search. Use the mmddyyyy date format. Or, click the Calendar button ( ) to 
open a popup calendar from which you can click to select a date. 

o End Date: Required. Enter the last date of a date range in which to run the 
search. Use the mmddyyyy date format. Or, click the Calendar button ( ) to 
open a popup calendar from which you can click to select a date. 

• Producer Type: To report applications from individual producers, from the dropdown 
menu, select Individual. To report applications from agency producers, from the 
dropdown menu, select Firm. 

• Responsible Staff Member: To report license applications belonging to a particular staff 
member, from the dropdown menu select the name of the staff member. If no selections 
are made, the inquiry will report all license applications belonging to all staff members. 

• External System ID: To report applications linked to a specific external system 
identifier, enter the ID code. 

• Active External System IDs Only: To report applications for producers with an active 
link to the ID code entered in the External System ID field, click to checkmark the 
checkbox. 

• Application Statuses: Click to select one or multiple license application status criteria to 
apply to the report. If no selections are made, the inquiry will report all statuses. To 
select multiples, press and hold the CTRL key while clicking. 

• States: Click to select one or multiple state criteria to apply to the report. If no selections 
are made, the inquiry will report all states. To select multiples, press and hold the CTRL 
key while clicking. 

Report Results 

Displays producer license application information stored in your company's instance of Producer 
Manager that met the report criteria. Results may be narrowed by selected filter criteria. 

The header of the report results window displays a summary of the selected report criteria. 

License application information is grouped in alphabetical order by State and then are sub-
grouped in alphabetical order by Status. 

Results include the following data fields: 

• State: Displays the name of a state to which one or multiple license applications was 
submitted or recorded. Information about each license application is grouped under each 
state name. 

o Status: Displays the processing status of one or multiple license applications 
submitted or recorded in the state.  

 Appl ID: For each license application submitted to the displayed State with the 
displayed Status, displays its unique Producer Manager transaction ID. 

 Status Date: For each license application submitted to the displayed State with 
the displayed Status, displays the date on which the value of the Status field was 
last updated. 
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 License Type: For each license application submitted to the displayed State with 
the displayed Status, displays the type of license applied for. 

 Name: For each license application submitted to the displayed State with the 
displayed Status, displays the name of the individual or firm applicant. 

 SSN: Individual license applicants only. For each license application submitted to 
the displayed State with the displayed Status, displays the individual applicant's 
Social Security Number. 

 EIN: Firm license applicants only. For each license application submitted to the 
displayed State with the displayed Status, displays the firm applicant's Federal 
Employer Identification Number. 

 Indv ID: Individual license applicants only. For each license application submitted 
to the displayed State with the displayed Status, displays the unique, system-
assigned identifier of the producer's record in Producer Manager. 

 Firm ID: Firm license applicants only. For each license application submitted to 
the displayed State with the displayed Status, displays the unique, system-
assigned identifier of the producer's record in Producer Manager. 

 External System ID: For each license application submitted to the displayed 
State with the displayed Status, displays the producer's external system IDs. 

 Qualifications: For each license application submitted to the displayed State 
with the displayed Status, displays license lines (LOA) also applied for. 

o Qualification Type: For each license application submitted to the 
displayed State with the displayed Status, displays license lines (LOA) 
also applied for. 

o Status: For each qualification, displays its processing status.  

o Status Date: For each qualification, displays the date on which the value 
of the Status field was last updated. 

Page Controls 

Controls include the following: 

• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• View/Refresh Report: Click to generate the inquiry "on demand" in HTML format online. 
The report will open in the separate Inquiry Output Window. 

• Cancel: Click to open the Producer Manager Home page. 

Results of the Producer License Application Inquiry may contain unmasked, full Social 
Security Number information for individual producers. It is not possible to configure the system 
to mask or hide these values in the report results. However, using a security role setting, a user 
with administrator permissions may deny other users the permission to run this inquiry or view 
inquiry results requested by other users. For more information, see Maintain Security Role.  
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If you suspect a producer was once but is no longer connected to the ID code entered in the 
External System ID field, uncheckmark this checkbox to find the producer's application. 

The License Application Activity Inquiry, available under Inquiries from the Express Services 
menu, can offer additional processing details about a license application. 

CE Reviews Due Inquiry 
Use the CE Reviews Due Inquiry page to report individual producers' continuing education 
compliance by a certain review date.   
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To open the CE Reviews Due Inquiry page, from the Inquiries menu, select Producer 
Management, and then select CE Reviews Due Inquiry. 

Report Criteria 

Report criteria include the following: 

• CE Reviews Due By: Required. Enter the date by which continuing education 
compliance is due for the reported producers. Use the mmddyyyy date format. Or, click 
the Calendar button ( ) to open a popup calendar from which you can click to select a 
date. 

• State: To report producers' education compliance in a particular state, select the state 
from the dropdown menu. If no selection is made, the inquiry will report all states. 

• Sort Order: From the dropdown menu choose the grouping and sorting method for the 
report, either Name And State or State And Name. 

• Requirement Status: Click to select one or multiple education requirement status 
criteria to apply to the report. If no selections are made, the inquiry will report all 
requirement statuses. To make multiple selections in the Requirement Status field, 
press and hold the CTRL key while clicking. 

Report Results 

Displays producer license application information stored in your company's instance of Producer 
Manager that met the report criteria. Results may be narrowed by selected filter criteria. 

The header of the report results window displays a summary of the selected report criteria.  

• Individual Name 
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• Email Address 

• Indv ID 

• SSN 

• State 

• Requirement 

• Review Date 

• Status 

• Required Hours 

• Applied Hours 

Page Controls 

Controls include the following: 
• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple output 

formats by any staff member with the permissions to view it. For more information, see Recent 
Reports. 

• View/Refresh Report: Click to generate the inquiry "on demand" in HTML format online. The 
report will open in the separate Inquiry Output Window. 

• Cancel: Click to open the Producer Manager Home page. 

Results of the CE Reviews Due Inquiry may contain unmasked, full Social Security Number 
information for individual producers. It is not possible to configure the system to mask or hide 
these values in the report results. However, using a security role setting, a user with 
administrator permissions may deny other users the permission to run this inquiry or view 
inquiry results requested by other users. For more information, see Maintain Security Role.  

License Renewals Due Inquiry 
Use the License Renewals Due Inquiry page to run a report to find out which individual or firm 
producers' licenses are due for renewal or whose licenses are lapsed.  

The report is keyed on the license Expiration Date field recorded in the Licenses/Qualifications 
data section of individual and firm producer records in Producer Manager. 
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To open the License Renewals Due Inquiry page, from the Inquiries menu select Producer 
Management, and then select License Renewals Due Inquiry. 

The License Renewals Due Inquiry page contains the following sections: 

Report Criteria 

Use the filter fields to enter report criteria and tailor the report results to suit your needs. 

Fields and controls include the following: 

• Producer Type: To report license renewals due for all entity types, click to select the 
Both radio button (default). Or, to filter the report to include license renewals due only 
for individual producers, click to select the Individual radio button. Or, to filter the report 
to include license renewals due only for firm producers, click to select the Firm radio 
button. 

• Due Dates: Required. Enter a date range in which to search for license renewals due. 
Enter the following: 

o From: Enter the first date of a date range in which to search for the value of the 
Expiration Date field in producer license information. Use the mmddyyyy date 
format. Or, click the Calendar button ( ) to open a popup calendar from which you 
can click to select a date. 

o to: Enter the last date of a date range in which to search for the value of the 
Expiration Date field in producer license information. Use the mmddyyyy date 
format. Or, click the Calendar button ( ) to open a popup calendar from which you 
can click to select a date. 
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• State: To report license renewals due in all states, make no selection from the dropdown 
menu. Or, to filter the report to include only license renewals due in a particular state, 
select the state name from the dropdown menu.  

• License Status: To report license renewals due regardless of the active or inactive 
status of the license, make no selection from the dropdown menu. Or, to filter the report 
to include only license renewals due for active licenses, select Active from the dropdown 
menu. Or, to filter the report to include only license renewals due for inactive or lapsed 
licenses, select Inactive from the dropdown menu. 

• Qualifications: To report license renewals due without regard to lines of authority 
(qualifications) criteria, make no selection from the box. Or, to filter the report to include 
license renewals due relating only to one or multiple lines of authority, click to select one 
or multiple qualifications in the box. To select multiples, press the CTRL key on your 
keyboard while clicking; click again while pressing the CTRL key to de-select.  

• Business Unit: To report license renewals due without regard to producer business unit 
criteria, make no selection from the box. Or, to filter the report to include only license 
renewals due for producers assigned to one or multiple business units, click to select 
one or multiple business unit short names in the box. To select multiples, press the 
CTRL key on your keyboard while clicking; click again while pressing the CTRL key to 
de-select.  

• Sort Order: From the dropdown menu choose the grouping and sorting method for the 
licenses due for renewal displaying in the report results. Select one of the following: 

o Licensee Name, then State and License Type: Default. Groups report results by 
licensee name and then sorts license information by license state and then license 
type 

o State and License Type, then Licensee Name: Groups report results by license 
state and license type, and then sorts license information by licensee name. 

• Spreadsheet View: Click to checkmark the checkbox to export the report results in a 
tabular spreadsheet format. To generate the report in a spreadsheet format, click the 

Submit Offline button and then click the Excel Format button ( ) associated with the 
inquiry on the Recent Reports page to view the spreadsheet.   

Report Results 

Displays information about producer licenses with expiration dates that fall within the date range 
entered in the Report Criteria section. Results may be narrowed by selected filter criteria. 

The header of the report results window displays a summary of the selected report criteria. 

If Licensee Name, then State and License Type is selected from the Sort Order dropdown 
menu (default), then results include the following data fields: 

• Licensee Name: For each producer with one or multiple licenses that met the report 
criteria, displays the name of the individual or firm producer. Producer data fields include 
the following: 

o Status: Displays the status of the producer's record in Producer Manager, based on 
certain carrier or firm relationship conditions. (For more information, see Details.) 

o Email Address: Displays the producer's valid email address (e.g. 
"joeproducer@producermail.com"). 
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o EIN/SSN: For an individual producer, displays the producer's Social Security 
Number. For a firm producer, displays the producer's Federal Employer Identification 
Number. 

o Res State: Displays the names of the states that the producer claims as a residence 
state for licensing purposes (sorted alphabetically). 

o Res Lic Nbr: Displays the producer's license number in each residence state. 

o BU(s): Displays the short name of the business units to which a producer is actively 
assigned (sorted alphabetically). Also, if a business unit is configured with a related 
cost center, the cost center name displays in parentheses to the right of the business 
unit short name. 

o License State: For each license held by the producer, displays the name of the 
license state. License information data fields include the following: 

 License Type: For each listed license, displays its state-specific name or 
description.  

 Status: For each license listed, displays its current status in Producer 
Manager.  

 Expiration Date: For each license listed, displays the state-regulated date 
on which the license expires. Also known as the "renewal date."  

 License Number: For each license listed, displays the state license number 
or identifier.  

 Related Active Qualifications: For each license listed, displays active 
qualifications (lines of authority of LOA) related to the license, sorted 
alphabetically.  

If State and License Type, then Licensee Name is selected from the Sort Order dropdown 
menu, then results include the following data fields: 

• License State: For each license that met the report criteria, displays the name of the 
license state.  

• License Type: For each license in the license state that met the report criteria, displays 
its state-specific name or description. 

o Licensee Name: For each producer with one or multiple licenses of the selected 
type in the selected state, displays the name of the individual or firm producer. 
Licensee data fields include the following: 

 Licensee Status: Displays the status of the producer's record in Producer 
Manager, based on certain carrier or firm relationship conditions. (For more 
information, see Details.) 

 Email Address: Displays the producer's valid email address (e.g. 
"joeproducer@producermail.com"). 

 EIN/SSN: For an individual producer, displays the producer's Social Security 
Number. For a firm producer, displays the producer's Federal Employer 
Identification Number. 

 BU(s): Displays the short name of the business units to which a producer is 
actively assigned (sorted alphabetically).  

 License Status: For each license of the selected type in the selected state 
held by the listed producer, displays the current status of the license in 
Producer Manager. License information data fields include the following: 
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• Expiration Date: For each license listed, displays the state-regulated 
date on which the license expires. Also known as the "renewal date." 

• License Number: For each license listed, displays the state license 
number or identifier. 

• Res State: Displays the names of the states that the producer claims as 
a residence state for licensing purposes (sorted alphabetically). 

• Res Lic Nbr: Displays the producer's license number in each residence 
state. 

• Related Active Qualifications: For each license listed, displays active 
qualifications (lines of authority of LOA) related to the license, sorted 
alphabetically. 

 Page Controls 

Controls include the following: 

• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• View/Refresh Report: Click to generate the inquiry "on demand" in HTML format online. 
The report will open in the separate Inquiry Output Window. 

• Cancel: Click to open the Producer Manager Home page. 

 

Results of the License Renewals Due Inquiry may contain unmasked, full Social Security 
Number information for individual producers. It is not possible to configure the system to mask 
or hide these values in the report results. However, using a security role setting, a user with 
administrator permissions may deny other users the permission to run this inquiry or view 
inquiry results requested by other users. For more information, see Maintain Security Role. 

The results of the License Renewals Due Inquiry may not contain certain Louisiana individual 
licenses that are due for renewal, if your company has chosen to implement Vertafore 
configuration that automatically inserts an Expiration Date in producer records (business rule: 
dr.derive.expirationdate). The configuration inserts the furthest-future qualification (LOA) 
Expiration Date into the license Expiration Date. If the producer also holds under the same 
license another LOA with an earlier Expiration Date, the earlier renewal date will not be 
reflected in the report results. To avoid lapsed licensure due to failure to renew a license or 
qualification, for any individual producer license in Louisiana returned in the report results we 
recommend a manual review of Licenses/Qualifications data section on the producer's record. 
For more information, see Configuration Options, Automated Data Reconciliation Data 
Normalizers and Processing Messages Guide, or consult your Vertafore representative.  

 

file://oke-entfs01/kdrive/Documentation/INTERNAL%20-%20Protected/Producer%20Manager/Producer%20Manager%20Online%20Help%20Project%20Files/help/external_files/automated%20data%20reconciliation%20data%20normalizers%20and%20processing%20messages%20guide.pdf
file://oke-entfs01/kdrive/Documentation/INTERNAL%20-%20Protected/Producer%20Manager/Producer%20Manager%20Online%20Help%20Project%20Files/help/external_files/automated%20data%20reconciliation%20data%20normalizers%20and%20processing%20messages%20guide.pdf
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The License Renewals Due Inquiry reports license information only as recorded in your 
company's instance of Producer Manager. It does not verify license expiration date information 
directly with state records. However, if your company is using Producer Manager's automated 
data reconciliation utilities, such as Scheduled Syncs, to keep producer license data refreshed 
continually, the License Renewals Due Inquiry report results should be synchronized with 
state records. 

Be aware that several states issue a "perpetual" producer license. A license from perpetual 
license states does not include an expiration date and therefore usually will not be included in 
the report results of the License Renewals Due Inquiry. However, for licenses from such 
states, your company may adopt a policy to record a "placeholder" expiration date -- usually far 
in the future -- either to remind your staff to pay state maintenance fees or to trigger action in 
another internal system downstream from Producer Manager. Also, your company may choose 
to enable a Vertafore-configurable business rule (dr.derive.expirationdate) that can 
automatically insert a license expiration date for certain states in producer records. For more 
information, see Configuration Options, Automated Data Reconciliation Data Normalizers and 
Processing Messages Guide, or consult your Vertafore representative. 

If you are generating an "on-demand" report by clicking the View/Refresh Report button, the 
range between the Due Dates From and to fields may not exceed 60 days. To expand the date 
range in which to report license renewals due, generate the report offline by clicking the Submit 
Offline button. After it generates, the report will be available for download from the Recent 
Reports page. 

After identifying licenses due for renewal, you may use the License Renewals service in 
Compliance Express to submit state license renewal transactions. The License Renewals 
service is available from the License Renewals page under the Express Services menu. For 
more information, refer to the Compliance Express online help. 
Producer Manager can send automated email notifications to individual agents who have an 
expired license or a license nearing expiration. For more information, see Notifications. 
For easier viewing of the report results in any chosen output format, we recommend always 
checkmarking the Spreadsheet View checkbox. 

Individual Associations Inquiry 
Use the Individual Associations Inquiry page to run a report identifying individual producers 
(agents) that hold active or inactive state associations or affiliations with a specific firm producer 
(agency). 

file://oke-entfs01/kdrive/Documentation/INTERNAL%20-%20Protected/Producer%20Manager/Producer%20Manager%20Online%20Help%20Project%20Files/help/external_files/automated%20data%20reconciliation%20data%20normalizers%20and%20processing%20messages%20guide.pdf
file://oke-entfs01/kdrive/Documentation/INTERNAL%20-%20Protected/Producer%20Manager/Producer%20Manager%20Online%20Help%20Project%20Files/help/external_files/automated%20data%20reconciliation%20data%20normalizers%20and%20processing%20messages%20guide.pdf


Producer Manager Inquiries Guide  Inquiries Menu 

 Page 35 © 2016, Vertafore, Inc.  
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To open the Individual Associations Inquiry page, choose one of the following methods: 

• From the Inquiries menu select Producer Management,  and then select Individual 
Associations Inquiry 

• In the Individual Associations data section of a firm record that is open in the 
Review/Update Producer page, click the View Individual Associations link. 

The Individual Associations Inquiry page contains the following sections: 

Report Criteria 

Use the Search Firm page to search for the firm whose individual producer associations you 
want to report.  

The Search Firm page consists of the following sub-sections: 

Search Fields 
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Use the Search Fields to enter report criteria. At least one report criterion is required. 

Fields and controls include the following: 

• Firm Name: Enter a search string on firm name. You may use as few as two characters 
in your search string. May contain numeric characters. Wildcard characters are not 
allowed. May not contain double quotation marks ("). 

• EIN: Enter a producer's entire Federal Employer Identification Number. Partial searches 
not allowed. Maximum 9 characters without a separating hyphen or 10 characters with a 
separating hyphen. 

• NPN: Enter a producer's entire National Producer Number. Partial searches not allowed. 
Maximum 10 characters. 

• Active Business Unit: Select from the dropdown menu an the short name of an active 
business unit to which a producer is assigned. May not be the only search criterion. 

• License Number: Enter the entire number of a producer's state license, either active or 
inactive. Partial searches not allowed. Maximum 15 characters. 

• License State: Select from the dropdown menu a state in which a producer holds an 
active or inactive license. 

• External System ID: Enter a producer's entire external system ID code, including 
leading zeroes, either active or inactive. Partial searches not allowed. Maximum 22 
characters. 

• Primary External ID Only: Click to checkmark the checkbox to constrain a search using 
an External System ID criterion to only those external system IDs marked as a 
"primary" ID on a producer's record. The search will ignore a match on an External 
System ID that is not marked as "primary." (For more information, see Maintain External 
System Identifiers.) 

• Records Per Page: If multiple records met your search criteria, the default number of 
records displayed per page of results is 10. From the dropdown menu, select a value in 
increments of 10 up to 50 and then execute or re-execute the search to display a 
number of records up to the selected value in the Report Results sub-section. 

• Search: Click to execute the search based on the entered search criteria. If only one 
record met your search criteria, the report will generate and the Report Results for the 
selected firm will open in the Inquiry Output Window. If multiple records met your search 
criteria, they will display in the Search Results section. You then must click the Name of 
a selected firm to generate the report and display the Report Results in the Inquiry 
Output Window.. 

• Cancel: Click to abort the page operation and open the Producer Manager Home page. 

Search Results 

If multiple producer records met your search criteria, they will display in the Search Results 
sub-section of the Search Firm section. 

Fields and controls include the following: 

• Name: For each listed producer record, displays a producer name as a blue hyperlink. 
Click the column heading to toggle alphabet or reverse alphabetic sorting of the Search 
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Results on the Name field. To generate the report and open the Report Results in the 
Inquiry Output Window, click a desired producer Name hyperlink.  

• EIN: For each listed producer record, displays a producer's federal Employer 
Identification Number. Click the column heading to toggle highest-to-lowest or lowest-to-
highest sorting of the Search Results on the EIN field. 

• License State/#: For each listed producer record, displays the state codes of the states 
in which a producer holds at least one active or inactive license and the corresponding 
license numbers. Click the node ( ) to expand the record row to display all of the 
producer's license state and number information. Click the node ( ) to collapse the 
information. 

• NPN: For each listed producer record, displays a producer's National Producer Number. 
Click the column heading to toggle highest-to-lowest or lowest-to-highest sorting of the 
Search Results on the NPN field. 

• Active BU: For each listed producer record, displays the name of the business unit(s) 
with which a producer is actively associated. Click the node ( ) to expand the record 
row to display all of the producer's business unit information. Click the node ( ) to 
collapse the information. 

• City: For each listed producer record, displays the producer's mailing address city. Click 
the column heading to toggle alphabetic or reverse alphabetic sorting of the Search 
Results on the City field. 

• State: For each listed producer record, displays the producer's mailing address state. 
Click the column heading to toggle alphabetic or reverse alphabetic sorting of the 
Search Results on the State field. 

• Displaying [v] - [w] (of [x] matching records): Displays the range in numbers of 
producer records currently displaying in the Search Results sub-section out of the total 
number of producer records returned by a search. 

• Page [y] of [z]: Displays the number of the page currently displaying out of the total 
number of pages of producer records returned by a search. 

• Go To Page: Available only when more than 10 records are returned by a search, 
resulting in multiple pages of Search Results. Select from the dropdown menu the 
number of the page of producer records to which you wish to navigate. 

• Go: Click to navigate to the page number of Search Results selected in the Go To 
Page dropdown menu. 

Report Results 

Displays information about each individual with an active or inactive association with the 
selected firm. 

Results include the following data fields: 

• Firm: Displays the name of the firm selected as the subject of the inquiry. Firm data 
fields include the following: 

o Firm ID: Displays the unique, system-assigned identifier of the selected firm 
producer record. 

o EIN: Displays the selected firm producer's Federal Employer Identification Number.  
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• Associated Individuals: For each individual producer listed, displays information about 
the individual producer's active or inactive associations with the selected firm. 
Associated individual data fields include the following: 

o Individual Name: For each associated individual listed, displays the producer's last, 
first, and middle name.  

o SSN:  For each associated individual listed, displays the producer's Social Security 
Number. 

o Begin Date: For each associated individual listed, displays the date on which the 
individual's first state association with the selected firm became active. 

o End Date: Inactive associations only. For each associated individual listed, displays 
the date on which the individual's last state association with the selected firm ended. 

o Association State: Displays the name of each state in which an association 
between the listed individual producer and the selected firm is recorded. State 
association data fields include the following: 

 Association Type: For each association state listed, displays the 
relationship of the individual to the firm in the selected association state. 

 Position: For each association state listed, displays the employment title of 
the individual with the firm in the selected association state. 

 Begin Date: For each association state listed, displays the date on which 
the individual became associated with the firm in the selected association 
state. 

 End Date: Inactive state associations only. For each inactive association 
state listed, displays the date on which the association between the 
individual and the firm became inactive in the selected association state. 

 State Registered: For each association state listed, displays Yes if the 
individual-to-firm association is recorded with the department of insurance in 
the selected association state; displays No if the individual-to-firm 
association is not recorded with the department of insurance in the selected 
association state (i.e., recorded only in your company's internal records). 

Page Controls 

Controls include the following: 

• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by you or any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• View/Refresh Report: Click to generate the inquiry "on demand" in HTML format online. 
The report will open in the separate Inquiry Output Window. 

• Cancel: Click to open the Producer Manager Home page. 

Results of the Individual Associations Inquiry may contain unmasked, full Social Security 
Number information for individual producers. It is not possible to configure the system to mask 
or hide these values in the report results. However, using a security role setting, a user with 
administrator permissions may deny other users the permission to run this inquiry or view 
inquiry results requested by other users. For more information, see Maintain Security Role.  
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The Individual Associations Inquiry reports information only as recorded in your company's 
instance of Producer Manager using the Add Associations page or added to producer records 
through an automated update or a Vertafore-performed custom data load. It does not obtain 
association or affiliation information directly from state records. 

The State Registered indicator is updated only through manual record-keeping using the Add 
Individual Firm Association/Association State or Correct State Association Data pages. It is not 
automatically updated through an automated data reconciliation with state records. 

You may review a selected firm's individual-to-firm associations (affiliations) as officially 
registered in a selected "Sircon State" by running the Firm Status Inquiry in Compliance 
Express. The Firm Status Inquiry is available from the Inquiries page under the Express 
Services menu. For more information, refer to the Compliance Express online help. 

Background Investigation Inquiry 
Use the Background Investigation Inquiry page to report background investigation statuses 
and results and related appointment or license application requests.  
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To open the Background Investigation Inquiry page, from the Inquiries menu, select 
Producer Management, and then select Background Investigation Inquiry. 

Report Criteria 

Report criteria include the following: 

• Clear: Click to de-select all currently selected criteria. 

• Date Type: Required. Click to select the Status Date, Request Date, Result Date, or 
Review Date radio button to set the date type to be used as search criteria. 

• Between: Required. Enter the beginning date of a date range in which to run the search. 
Use the mmddyyyy date format. Or, click the Calendar button ( ) to open a popup 
calendar from which you can click to select a date. 

• And: Required. Enter the last date of a date range in which to run the search. Use the 
mmddyyyy date format. Or, click the Calendar button ( ) to open a popup calendar 
from which you can click to select a date. 

• BI Status: Click to select one or multiple status criteria to apply to the report. If no 
selections are made, the inquiry will report all statuses. To make multiple selections, 
press and hold the CTRL key while clicking. 

• BI Result: Click to select one or multiple result criteria to apply to the report. If no 
selections are made, the inquiry will report all results. To make multiple selections, press 
and hold the CTRL key while clicking. 

• Review Result: Click to select one or multiple review result criteria to apply to the 
report. If no selections are made, the inquiry will report all review results. To make 
multiple selections, press and hold the CTRL key while clicking. 
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• Last Updated By: Click to select one or multiple name criteria to apply to the report. If 
no selections are made, the inquiry will report all names. To make multiple selections, 
press and hold the CTRL key while clicking. 

• Submit Status: Click to select one or multiple status criteria to apply to the report. If no 
selections are made, the inquiry will report all statuses. To make multiple selections, 
press and hold the CTRL key while clicking. 

• BI Processing Instruction: Click to select one or multiple processing instruction criteria 
to apply to the report. If no selections are made, the inquiry will report all processing 
instructions. To make multiple selections, press and hold the CTRL key while clicking. 

• BI Processing Status: Click to select one or multiple status criteria to apply to the 
report. If no selections are made, the inquiry will report all statuses. To make multiple 
selections, press and hold the CTRL key while clicking. 

Report Results 

Report results include the following: 

• BI Firm Name: For each background investigation listed, displays the name of the firm 
that processed the background investigation request. 

• Request Date: For each background investigation listed, displays the date on which the 
background investigation request was submitted for processing. 

• Status: For each background investigation listed, displays the processing status of the 
background investigation request. 

• Status Date: For each background investigation listed, displays the date on which the 
value of the Status field last was updated. 

• BI Result: For each background investigation listed, displays the result of the 
background investigation request (e.g., Fail, Pass, Review). 

• BI Result Date: For each background investigation listed, displays the date on which the 
value of the BI Result last was updated. 

• Review Result: For each background investigation listed, displays the result of the 
internal staff review of the background investigation results (e.g., Fail, Pass, Review).  

• Last Review By: For each background investigation listed, displays the name of the 
staff member who last updated the background investigation information. 

• Result Comment: For each background investigation listed, displays a comment 
returned with processing from the background investigation vendor. 

• Error Description: For each background investigation listed with a value of "Error" in 
the Status field, displays a description of the processing error. 

• Cost Center: For each background investigation listed, displays the name of the cost 
center to which the background investigation fees were assigned. 

• Method: For each background investigation listed, displays background investigation 
method. 

• SIRCON ID: For each background investigation listed, displays the identifier of the 
background investigation request transaction. 

• Investigation Types: For each background investigation listed, displays 
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• Related Appointment Requests: For each background investigation listed that was tied 
to an appointment request, displays details about each appointment request. 

• Related License Applications: For each background investigation listed that was tied 
to a license application, displays details about each appointment request. 

Page Controls 

Controls include the following: 

• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• View/Refresh Report: Click to generate the inquiry "on demand" in HTML format online. 
The report will open in the separate Inquiry Output Window. 

• Cancel: Click to open the Producer Manager Home page. 

For security reasons, the results of the Background Investigation Inquiry in Producer 
Manager does not show identifying information about the subject of a background check. To run 
a report on background investigation results that includes related producer information, use the 
Background Investigation Activity Inquiry. To open the Background investigation Activity 
Inquiry, from the Express Services menu select Inquiries, and then click the Background 
Investigation Activity Inquiry link. For more information, consult the Compliance Express 
online help. 

The results of the Background Investigation Activity Inquiry available through Express 
Services contain more useful or actionable data than the Background Investigation Inquiry 
available in Producer Manager. We recommend its use for Producer Express and Producer 
Managers users wishing to follow up on background check requests. The Background 
Investigation Activity Inquiry is available in the Inquiries menu under the Express Services 
menu in Producer Manager. 

Business Unit Interest Inactivation Inquiry 
Use the Business Unit Interest Inactivation Inquiry page to run a report showing producers 
whose business units were inactivated during a selected date range. You can run this report to 
gain two different types of information: 

1. Producers who have been inactivated in your business unit but who remain active 
in another business unit  

2. Producers who have been inactivated from any business unit 

This information could prompt you to take additional actions on the producer record, such as an 
appointment termination. 
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To open the Business Unit Interest Inactivation Inquiry page, from the Inquiries menu, select 
Producer Management, and then select Business Unit Interest Inactivation Inquiry. 

Report Criteria 

Use the following fields to set criteria for the report: 

• Business Unit Interest Inactivation, Between: Set the range of dates during which 
producers' business units were inactivated: 

o Begin Date: Required. Enter the beginning date of a date range in which to run the 
search. Use the mmddyyyy date format. Or, click the Calendar button ( ) to open 
a popup calendar from which you can click to select a date. 

o End Date: Required. Enter the last date of a date range in which to run the search. 
Use the mmddyyyy date format. Or, click the Calendar button ( ) to open a popup 
calendar from which you can click to select a date. 

• Search By: Required. Use the following controls to choose the type of report you want 
to run: 

o Staff Member: Click to run a report showing producers who were inactivated in your 
business unit during the selected date range but who remain active in another 
business unit. 

o Business Unit: Click to run a report showing producers who were inactivated during 
the selected date range from any business unit. 

o BU Name: Available only with the Business Unit radio button selected. Click to 
select one or multiple business units whose producers were inactivated during the 
selected date range. If no selections are made, the inquiry will report producers 
inactivated from all business units. To make multiple selections, press and hold the 
CTRL key while clicking. 
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Report Results 

Displays producer business unit information stored in your company's instance of Producer 
Manager that met the report criteria. Results may be narrowed by selected report criteria. 

The header of the report results window displays a summary of the selected report criteria. 

Results are grouped by entity type, either Firm or Individual Licensee, and are sorted 
alphabetically by producer name.  

Results include the following data fields: 

• Producer Name: For each producer listed, displays the producer's name. 

• SSN: Individual producers only. For each producer listed, displays the producer's Social 
Security Number. 

• EIN: Firm producers only. For each producer listed, displays the producer's Federal 
Employer Identification Number. 

• Business Unit(s): For each producer listed, displays the producer's current active 
business units. If the producer currently has no active business units, the field will be 
empty. 

• BU Name: In a report showing producers who were inactivated in your business unit(s) 
during the selected date range but who remain active in another business unit, for each 
producer listed,displays the name of the producer's inactive, shared business unit(s). Or, 
in a report showing producers who were inactivated during the selected date range from 
any or all business units, for each producer listed,displays the name(s) of the business 
unit(s) that were inactivated.  

• Status: For each producer listed, displays Inactive, to reflect the status of the inactivated 
business unit(s). 

• Begin Date: For each producer listed, displays the date on which the producer was 
actively associated with the business unit. 

• End Date: For each producer listed, displays the date on which the business unit was 
inactivated for the producer. 

Page Controls 

Controls include the following: 

• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• View/Refresh Report: Click to generate the inquiry "on demand" in HTML format online. 
The report will open in the separate Inquiry Output Window. 

• Cancel: Click to open the Producer Manager Home page. 

Results of the Business Unit Interest Inactivation Inquiry may contain unmasked, full Social 
Security Number information for individual producers. It is not possible to configure the system 
to mask or hide these values in the report results. However, using a security role setting, a user 
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with administrator permissions may deny other users the permission to run this inquiry or view 
inquiry results requested by other users. For more information, see Maintain Security Role.  

The BU Name list box in the report criteria and all business unit information in the report results 
display business unit Short Name. For more information, see Maintain Business Unit. 

Producer Licenses Inquiry 
Use the Producer Licenses Inquiry page to generate a list of individual or firm producers with 
a license in all states or only a selected state.  

You may filter the report results in numerous ways, such as to include only individual producers 
associated with a specific firm, only producers assigned to a specific business unit, or only 
producers with a license of a license type that is no longer valid or has become historical in a 
selected state. 
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To open the Producer Licenses Inquiry page, from the Inquiries menu select Producer 
Management, and then select Producer Licenses Inquiry. 
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The Producer Licenses Inquiry page contains the following sections: 

Report Criteria 

Use the filter fields to enter report criteria and tailor the report results to suit your needs. 

Fields and controls include the following: 

• Producer Type: To filter the report to include licenses only for individual producers, 
select Individual from the dropdown menu. Or, to filter the report to include licenses only 
for firm producers, select Firm from the dropdown menu. 

• State: To report licenses in all states, click to select the All States radio button. Or, to 
filter the report to include only licenses in a particular state, click to select the Select a 
State radio button, and then select the name of the desired state from the dropdown 
menu.  

• License Status: To report licenses regardless of their active or inactive status, make no 
selection from the dropdown menu. Or, to filter the report to include only active licenses, 
select Active from the dropdown menu. Or, to filter the report to include only inactive 
licenses, select Inactive from the dropdown menu. 

• Begin Date: To report licenses that became active within a selected range of dates 
(keyed on the value of the Effective Date field as recorded in the 
Licenses/Qualifications data section), enter the beginning date of the date range. Use 
the mmddyyyy date format. Or, click the Calendar button ( ) to open a popup calendar 
from which you can click to select a date. 

• End Date: To report licenses that became active within a selected range of dates (keyed 
on the value of the Effective Date field as recorded in the Licenses/Qualifications data 
section), enter the ending date of the date range. Use the mmddyyyy date format. Or, 
click the Calendar button ( ) to open a popup calendar from which you can click to 
select a date. 

• Business Unit: To report licenses without regard to producer business unit criteria, 
make no selection from the box. Or, to filter the report to include only licenses of 
producers assigned to one or multiple business units, click to select one or multiple 
business unit short names in the box. To select multiples, press the CTRL key on your 
keyboard while clicking; click again while pressing the CTRL key to de-select. 

• License Types: To report licenses without regard to license class or license type 
criteria, make no selection from the box. Or, to filter the report to include only licenses of 
a certain type, click to select one or multiple license types in the box. To select multiples, 
press the CTRL key on your keyboard while clicking; click again while pressing the 
CTRL key to de-select.  

• Show Historical: Click to checkmark the checkbox to include in the License Types box 
license classes that are no longer valid or supported in the selected state. Or, 
uncheckmark the checkbox to disinclude license classes that are no longer valid or 
supported in the selected states. 

• Search Specific Firm: Available only if value of Producer Type field is Individual. Click 
to open the Search Firm page, where you can perform a producer search for a firm 
producer. Once you have selected a firm producer, the report results will be filtered to 
include only licenses held by individual producers who are associated (affiliated) with the 
selected firm. 
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• Firm Name: Displays only if a firm producer is being used as filter criteria. Displays the 
name of the firm selected as filter criteria. Click the firm name to open the selected firm's 
record in the Review/Update Producer page. 

• EIN: Contains a value only if a firm producer is being used as filter criteria. Displays the 
selected firm producer's Federal Employer Identification Number. 

• License State/#: Contains a value only if a firm producer is being used as filter criteria. 
Displays the codes of the states in which the selected firm producer holds active or 
inactive licenses (sorted alphabetically), along with respective state license numbers. To 
expand the field to display all license states and license numbers, click the node ( ). 

• Active BU: Contains a value only if a firm producer is being used as filter criteria. 
Displays the short name of the business units to which the selected firm producer is 
actively assigned (sorted alphabetically). To expand the field to display all active 
business units, click the node ( ). 

• NPN: Contains a value only if a firm producer is being used as filter criteria. Displays the 
selected firm producer's unique National Producer Number, assigned by the National 
Insurance Producer Registry (NIPR). 

• Resident States: Contains a value only if a firm producer is being used as filter criteria. 
Displays the names of the states that the selected firm producer claims as a resident 
state for licensing purposes (sorted alphabetically). To expand the field to display all 
resident states, click the node ( ). 

• The criteria you have selected will result in a report containing [x] licenses: 
Displays the system-calculated number of licenses that will be included in the report 
results based on currently selected report criteria. 

• The Producer License Report is limited to [y] licenses or fewer: Displays the 
Vertafore-configured maximum number of licenses that can be included in the report 
results overall.  

• The online version of the Producer License Report is limited to [z] licenses or 
fewer: Displays the Vertafore-configured maximum number of licenses that can be 
included in the results of an "on demand" report.  

Report Results 

Displays producer license information stored in your company's instance of Producer Manager 
that met the report criteria. Results may be narrowed by selected filter criteria. 

The header of the report results window displays a summary of the selected report criteria. 

Results include the following data fields: 

• Producer Name: For each producer with one or multiple licenses that met the report 
criteria, displays the name of the individual or firm producer. Producer data fields include 
the following: 

o SSN: Individual producers only. Displays the producer's Social Security Number.  

o EIN: Firm producers only. Displays the producer's Federal Employer Identification 
Number. 

o Producer ID: Displays the unique, system-assigned identifier of the producer's 
record in Producer Manager. 
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o Business Units: Displays the short name of the business units to which the 
producer is actively assigned (sorted alphabetically).  

o State: Displays the name of the license state.  

o License Type: For each listed license in the license state, displays its state-specific 
name or description. License information data fields include the following: 

 License Number: For each listed license, displays its license number. 
 Orig. Issue Date: For each listed license, displays the date on which it was 

initially issued or granted by the state. 
 Status: For each listed license in the license state, displays its current 

status in Producer Manager.  
 Eff. Date: For each listed license , displays the date on which the current 

value of the Status field became effective. 
 Expir. Date: For each listed license, displays the state-regulated date on 

which the license expires. Also known as the "renewal date."  
 Inactivation Reason: Displays only for an inactive license. For each listed 

license with a Status of Inactive, displays the state-specific reason for its 
inactivation. 

 Qualification Type: For each listed license, displays active qualifications 
(lines of authority of LOA) related to the license, sorted alphabetically. 
Qualification information data fields include the following: 

• Orig. Issue Date: For each listed qualification, displays the date on 
which it was initially issued or granted by the state. 

• Status: For each listed qualification, displays its current status in 
Producer Manager.  

• Eff. Date: For each listed qualification, displays the date on which the 
current value of the Status field became effective. 

• Expir. Date: For each listed qualification, displays the state-regulated 
date on which the qualification expires. Also known as the "renewal 
date."  

• Inactivation Reason: Displays only for an inactive license. For each 
listed qualification with a Status of Inactive, displays the state-specific 
reason for its inactivation. 

Page Controls 

Controls include the following: 

• Remove Firm: Available only if a firm producer has been selected as filter criteria. Click 
to remove the selected firm as filter criteria for the report results. 

• Submit Offline: Available only if selected report criteria will result in report results and if 
report results do not exceed the configured maximum limit. Click to generate the inquiry 
offline, where it can be retrieved in multiple output formats by any staff member with the 
permissions to view it. For more information, see Recent Reports. 

• View/Refresh Report: Available only if selected report criteria will result in report results 
and if report results do not exceed the configured maximum limit. Click to generate the 
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inquiry "on demand" in HTML format online. The report will open in the separate Inquiry 
Output Window. 

• Cancel: Click to open the Producer Manager Home page. 

Results of the Producer Licenses Inquiry may contain unmasked, full Social Security Number 
information for individual producers. It is not possible to configure the system to mask or hide 
these values in the report results. However, using a security role setting, a user with 
administrator permissions may deny other users the permission to run this inquiry or view 
inquiry results requested by other users. For more information, see Maintain Security Role.  

The Producer Licenses Inquiry reports license information only as recorded in your company's 
instance of Producer Manager. It does not verify license information directly with state records. 
However, if your company is using Producer Manager's automated data reconciliation utilities 
(such as Scheduled Syncs) to keep producer license data refreshed continually, the Producer 
Licenses Inquiry report results should be synchronized with state records. 

By default the maximum number of licenses included in report results is 5,000. If the number of 
licenses meeting the current report criteria exceeds the limit, the Submit Offline and 
View/Refresh Report buttons are disabled. Revise your report criteria selections to generate 
the report. (The limit may be Vertafore-configured in your company's deployment of Producer 
Manager to allow a non-default maximum, using the 
MAX_PRODUCER_LICENSES_OFFLINE_REPORT_SIZE business rule. A non-default limit 
may incur additional charges. For more information, see Configuration Options or consult your 
Vertafore representative.) 

By default the maximum number of licenses included in online or "on-demand" report results is 
500. If the number of licenses meeting the current report criteria exceeds the online limit, the 
View/Refresh Report button is disabled. If the number does not exceed the default or 
configured overall limit, you may generate the report offline by clicking the Submit Offline 
button. (The online limit may be Vertafore-configured in your company's deployment of 
Producer Manager to allow a non-default maximum, using the 
MAX_PRODUCER_LICENSES_ONLINE_REPORT_SIZE business rule. A non-default limit 
may incur additional charges. For more information, see Configuration Options or consult your 
Vertafore representative.) 

Use the Show Historical checkbox as filter criteria to generate a list of producers in the system 
whose license information currently contains invalid or historical license types (classes) in a 
selected state. You then may perform an automated data reconciliation operation (such as 
Quick Sync Producer) on the listed producer records to update the license information with the 
state's currently supported license types. 
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CE Status Inquiry 
Use the CE Status Inquiry page to run a report to check on your producers’ progress in 
completing all or any of their state or national continuing education requirements. Or, obtain a 
list of those who are out of compliance. 

  

 

  

 

To open the CE Status Inquiry page, from the Inquiries menu, select Producer Management, 
and then select CE Status Inquiry. 

Report Criteria 

Report criteria fields include the following: 
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• Review Due Date: Set the range of dates during which producers' CE requirements are 
to be completed: 

o Begin Date: Required. Enter the beginning date of a date range in which to run the 
search. Use the mmddyyyy date format. Or, click the Calendar button ( ) to open 
a popup calendar from which you can click to select a date. 

o End Date: Required. Enter the last date of a date range in which to run the search. 
Use the mmddyyyy date format. Or, click the Calendar button ( ) to open a popup 
calendar from which you can click to select a date. 

• Requirement Status Date: Set the range of dates during which the status of producers' 
progress toward meeting their CE requirements was last update. 

o Begin Date: Required. Enter the beginning date of a date range in which to run the 
search. Use the mmddyyyy date format. Or, click the Calendar button ( ) to open 
a popup calendar from which you can click to select a date. 

o End Date: Required. Enter the last date of a date range in which to run the search. 
Use the mmddyyyy date format. Or, click the Calendar button ( ) to open a popup 
calendar from which you can click to select a date. 

• Requirement Type: From the dropdown menu, select the category or grouping of the 
CE requirement of which you want to check producers' status. Or, select none to check 
on all requirement types. 

• Jurisdiction: Click to select one or multiple regulatory jurisdictions associated with 
selected CE requirements. If no selections are made, the inquiry will report requirements 
associated with all regulatory jurisdictions. To make multiple selections, press and hold 
the CTRL key while clicking. 

• Status: Click to select one or multiple statuses associated with selected CE 
requirements. If no selections are made, the inquiry will report statuses associated with 
all CE requirements. To make multiple selections, press and hold the CTRL key while 
clicking. 

Report Results 

Displays producers' status in fulfilling CE requirements during the selected date range, as 
recorded in your company's instance of Producer Manager. Results may be narrowed by 
selected report criteria. 

The header of the report results window displays a summary of the selected report criteria. 

Results are sorted alphabetically by producer name.  

Results include the following data fields: 

• Individual Name: For each producer listed, displays the producer's name. 

• SSN: For each producer listed, displays the producer's Social Security Number. 

• Jurisdiction: For each producer listed, displays the regulatory jurisdiction associated with 
the producer's CE requirements. 

• Requirement: For each producer listed, displays the producer's CE requirement type. 

• Due Date: For each producer listed, displays the date by which the CE requirement is to 
be completed. 
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• Status: For each producer listed, displays the current status of the producer's progress 
toward meeting the CE requirement. 

• Status Date: For each producer listed, displays the date on which the current value of 
the Status field was updated. 

• Course Name: Available only for CE requirements to which CE courses have been 
applied. For each producer listed, displays the name of the CE course that has been 
applied toward the CE requirement. 

• Provider: Available only for CE requirements to which CE courses have been applied. 
For each producer listed, displays the name of the education provider of the CE course 
that has been applied toward the CE requirement. 

Page Controls 

Controls include the following: 

• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• View/Refresh Report: Available only if selected report criteria will result in report results 
and if report results do not exceed the configured maximum limit. Click to generate the 
inquiry "on demand" in HTML format online. The report will open in the separate Inquiry 
Output Window. 

• Cancel: Click to open the Producer Manager Home page. 

Results of the CE Status Inquiry may contain unmasked, full Social Security Number 
information for individual producers. It is not possible to configure the system to mask or hide 
these values in the report results. However, using a security role setting, a user with 
administrator permissions may deny other users the permission to run this inquiry or view 
inquiry results requested by other users. For more information, see Maintain Security Role.  

Credential Status Inquiry 
Use the Credential Status Inquiry page to run a report to identify individual producers with one 
or multiple active education credentials that will expire within a specified date range. You also 
can generate a report of producers with inactive education credentials or who are eligible for a 
credential but have not yet attained it. 
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To open the Credential Status Inquiry page, from the Inquiries menu select Producer 
Management, and then select Credential Status Inquiry. 

Fields and controls include the following: 

Report Criteria 

Narrow the data to include in the report. 
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• Active Credentials: Click to select the radio button to report producers with expiring 
credentials, and then set the date range to report using the following fields: 

o Begin Date: Required if Active Credentials is selected. Enter the beginning date of a 
date range in which to run the search. Must be on or after the current date. Use the 
mmddyyyy date format. Or, click the Calendar button ( ) to open a popup calendar 
from which you can click to select a date. 

o End Date: Required if Active Credentials is selected. Enter the last date of a date 
range in which to run the search. Use the mmddyyyy date format. Or, click the 
Calendar button ( ) to open a popup calendar from which you can click to select a 
date. 

• Inactive Credentials: Click to select the radio button to report producers with inactive or 
no credentials. 

• Credentials: From the list box, click to select one or multiple education credentials to 
apply as report criteria. To select multiple, press and hold the CTRL key while clicking. 

• Producer Status: From the list box, click to select one or multiple producer statuses to 
apply as report criteria. Active and Inactive are pre-selected as default values. To select 
multiple values, press and hold the CTRL key while clicking. 

Display Configuration 

Select other fields the values of which to include in the report. Report output is not filtered 
based on selected Display Configuration criteria. 

• External System Type: From the dropdown menu, select an external system type the 
values of which to display for each producer included in the report. 

Page Controls 

• Submit Offline: Click the Submit Offline button to generate the report offline. The 
status of the report and report results will be available on the Recent Reports tab. 

• View/Refresh Report: Click the View/Refresh Report button to execute the inquiry on 
demand. The report will open in the Inquiry Output Window. 

• Cancel: Click the Cancel button to exit the page and open the Producer Manager Home 
page. 

The Producer Status field filters inquiry output based a producer's record status (i.e., whether 
the producer holds an active appointment or an active firm association). It has no bearing on the 
status of a selected education credential. 

If a system administrator has changed the credential program associated with an education 
credential, the system automatically recalculates producers' eligibility for the education 
credential based on the new credential program's requirements. The recalculation can take 
approximately 24 hours to complete and, when finished, may alter producers' current and 
historical education credential status. An alert box will display at the top of the Credential 
Status Inquiry page with the following message: "Caution - Data Expired. The following 
credentials have new rules and need to be re-evaluated: [Education Credential Name]." The 
message is intended to notify you of the possibility that the inquiry output may not be accurate 
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until the system has finished recalculating the producer records affected by the change in 
education credential(s). 

Education credential status in the Credential Status Inquiry is not quite the same as that 
displayed in the Education Credentials data section on a producer’s record in Producer 
Manager. Furthermore, the status in the Credential Status Inquiry can be modified based on 
customer requirements by the setting of the 
ec.credStatus.recordLatest.includeNotApplicableStatus business rule. If the business rule is 
disabled (set to “N”), the following status codes apply: NC - Not Compliant (Status on producer 
record is Inactive or N/A) or CM - Compliant (Status on producer record is Active). If the 
business rule is enabled (set to “Y”), the following status codes apply: NC - Not Compliant 
(Status on producer record is Inactive); CM - Compliant (Status on producer record is Active) or 
NR - No Longer Required (Status on producer record is N/A). For more information, see 
Configuration Options. 

To overcome date range limitations when setting reporting criteria, click the Submit Offline 
button instead of the View/Refresh Report button. 

Active Producers Per Business Unit 
Use the Active Producers Per Business Unit page to run a report to identify the number of 
active or pending producers assigned to each business unit on a given date. The report will also 
display the number of active or pending producers in the entire system.  
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To open the Active Producers Per Business Unit Inquiry page, from the Inquiries menu 
select Producer Management, and then select Active Producers Per Business Unit. 
Report Criteria 

Fields and controls include the following: 

• Producer Type: Required. Click to select either the Firm or Individual Licensee radio 
button. 

• Producers Assigned to Business Unit As Of: Required. Accept the default of the 
current date, or enter a date using the mmddyyyy date format. Or, click the Calendar 
button ( ) to open a popup calendar from which you can click to select a date. 

Report Results 

The header of the report results includes a summary of selected report criteria. Report results 
include the following fields: 

• Total Number of Active Individuals/Firms: Displays the total number of active or 
pending (i.e., not inactive) individual or firm producers in your company's instance of 
Producer Manager. 

• Business Unit Name: Displays the names of all active business units configured in your 
company's instance of Producer Manager. 

• No. of Active Individuals/Firms: Displays the number of active producers, either 
individuals or firms, that are associated with each business unit listed in the Business 
Unit Name field. 

Page Controls 

Controls include the following: 
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• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• View/Refresh Report: Click to generate the inquiry "on demand" in HTML format online. 
The report will open in the separate Inquiry Output Window. 

• Cancel: Click to open the Producer Manager Home page. 

Active Licenses and Appointments Inquiry 
Use the Active Licenses and Appointments Inquiry to pull together a list of individual 
producers with active licenses and related active appointments with the carriers whose product 
lines your agency and agents sell. 

The Active Licenses and Appointments Inquiry is available to agency/brokerage customers 
only.  
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To open the Active Licenses and Appointments Inquiry page, from the Inquiries menu select 
Producer Management, and then select Active Licenses and Appointments Inquiry. 

Report Criteria 

Report criteria include the following: 

• Group by Carrier: Click the radio button to report producers, grouped by carrier, with 
active licenses that support appointments with selected carriers’ writing companies. 

• Group by State: Click the radio button to report producers, grouped by state, with active 
or pending licenses, even if they do not they support any appointments 

• Carriers: Available only with the Group by Carrier option selected. To filter the report to 
producers appointed by specific carriers, click to select the names of one or multiple 
carrier groups. 

• Writing Companies: Available only with the Group by Carrier option selected. To filter 
the report to producers appointed by specific carrier group writing companies, with one 
or multiple carrier groups selected in the Carriers select box, click to select the names of 
one or multiple writing companies. 

• States: To filter the report to producers licensed and/or appointed in one or multiple 
states, click to select one or multiple state names. 

• Business Units: To filter the report to producers segmented in one or multiple business 
units, click to select one or multiple business units. 

Report Results 

Report results include the following fields: 

• Carrier: For each producer listed with an active license/appointment combination, 
displays the name of the appointing carrier group.  

• Writing Company: For each producer listed with an active license/appointment 
combination, displays the name of the appointing or underwriting company within the 
appointing carrier group.  

• Producer Name: For each producer listed with an active license/appointment 
combination, displays the producer's name.  

• NPN: For each producer listed with an active license/appointment combination, displays 
the producer's National Producer Number.  
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• Business Units: For each producer listed with an active license/appointment 
combination, displays the short name of the business unit with which the producer is 
associated. 

• License State: For each producer listed with an active license/appointment combination, 
displays the full name of the license state. 

• License Type: For each producer listed with an active license/appointment combination, 
displays the type of license that the producer holds in the license state. 

• License Number: For each producer listed with an active license/appointment 
combination, displays the license number of the license that the producer holds in the 
license state. 

• License Orig Issue: For each producer listed with an active license/appointment 
combination, displays the Original Issue Date of the license that the producer holds in 
the license state. 

• License Expiration: For each producer listed with an active license/appointment 
combination, displays the Expiration Date of the license that the producer holds in the 
license state. 

• Appointment: For each producer listed with an active license/appointment combination, 
displays the Appointment Type that the producer holds in the license state. 

• Appt County: For each producer listed with an active license/appointment combination, 
displays the name of the county in which the producer is appointed in the 
license/appointment state. 

• Sharing Producer: For each producer listed with an active license/appointment 
combination, displays the name of the producer that shares the appointment with the 
listed producer in the license state. 

Page Controls 

Controls include the following: 

• Submit Offline: Click to generate the report offline, a method that can be useful if it will 
contain a large volume of data or to overcome data range limitations. For more 
information, see Recent Reports. 

• Cancel: Click to open the Producer Manager Home page. 

A report generated using the Group by Carrier option will not include producers with pending 
licenses or licenses that do not support appointments. 

Report results may be truncated if results exceed the maximum allowed number of records. 
Heed the on-screen warning. We recommend narrowing your reporting criteria for best results. 

Producer Costs Inquiry 
Use the Producer Costs Inquiry page to generate a report of historical cost information in 
Producer Manager, including costs not tied specifically to producer compliance transactions, 
such as subscription fees and account adjustments. 
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To open the Producer Costs Inquiry page, from the Inquiries menu select Producer 
Management Inquiries, and then select Producer Costs Inquiry. 

Report Criteria 

Use the following fields to narrow your report results: 

• Date Range of Incurred Costs: Enter the date range in which you want to report 
producer costs. By default, the Producer Costs Inquiry will report all cost information 
from the preceding month.  

o Begin Date: Required. Enter the beginning date of a date range in which to run the 
search. Use the mmddyyyy date format. Or, click the Calendar button ( ) to open a 
popup calendar from which you can click to select a date. 

o End Date: Required. Enter the last date of a date range in which to run the search. 
Use the mmddyyyy date format. Or, click the Calendar button ( ) to open a popup 
calendar from which you can click to select a date. 

• Filter Criteria: Enter specific criteria to narrow your the report results. 

o States: To report costs for transactions in all states, select no criteria. Or, to filter the 
report to include only costs for transactions in a particular state, click to select a state 
name from the list box. Or, press the CTRL key and click to select multiples. 

o Service Types: To report costs for transactions for related service types, select no 
criteria. Or, to filter the report to include only costs for transactions for specific related 
service types, click to select a service type from the list box. Or, press the CTRL key 
and click to select multiples. 

• Producer-Specific Filter Criteria: Enter specific criteria to narrow your the report 
results. 

o Business Units: To report costs for transactions associated with all business units, 
select no criteria. Or, to filter the report to include only costs for transactions 
associated with specific business units, click to select a service type from the list box. 
Or, press the CTRL key and click to select multiples. 
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o Locations: To report costs for transactions associated with all locations, select no 
criteria. Or, to filter the report to include only costs for transactions associated with 
specific locations, click to select a service type from the list box. Or, press the CTRL 
key and click to select multiples. 

o Departments: To report costs for transactions associated with all departments, 
select no criteria. Or, to filter the report to include only costs for transactions 
associated with specific departments, click to select a service type from the list box. 
Or, press the CTRL key and click to select multiples. 

• Format Options: Choose the following options for formatting the report results: 

o Mask SSN: Click to checkmark the checkbox to replace the first five (5) digits of an 
individual producer's Social Security Number with asterisks in the report results. 

Report Results 

The results of a Producer Costs Inquiry are tabular (spreadsheet view) and sorted 
alphabetically by state code.  

• State:Available only for costs incurred through state compliance transactions. For each 
producer cost listed, displays the state code of the state associated with the cost. 

• Service Type: For each producer cost listed, displays the type and type code of the 
service associated with the cost. 

• Residency: Available only for costs incurred through state compliance transactions. For 
each producer cost listed, displays RES for costs associated with transactions with a 
producer's resident license state. Or, displays NON for costs associated with 
transactions with a non-resident license state. 

• Transaction Date: For each producer cost listed, displays the date on which the cost 
was incurred. 

• Transaction ID: For each producer cost listed, displays the confirmation ID or other 
identifier of the transaction that incurred the cost. 

• State Fee: For each producer cost listed, displays the state fee associated with the 
transaction. 

• Sircon Fee: For each producer cost listed, displays the system processing or other fee 
associated with the transaction. 

• Producer TIN: For each producer cost listed, displays the Social Security Number 
(possibly masked) or Federal Employer Identification Number of the individual or firm 
producer for which the cost was incurred.  

• Entity Type: For each producer cost listed, displays IL for costs associated with 
individual producers. Or, displays AGY for costs associated with firm producers. 

• Producer Name: For each producer cost listed, displays the name of the  individual or 
firm producer for which the cost was incurred.  

• Business Unit: For each producer cost listed, displays the business unit that was 
associated with the transaction that incurred the cost. 

• Location: For each producer cost listed, displays the location that was associated with 
the transaction that incurred the cost. 
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• Department: For each producer cost listed, displays the department that was associated 
with the transaction that incurred the cost. 

Page Controls 

Controls include the following: 
• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple output 

formats by any staff member with the permissions to view it. For more information, see Recent 
Reports. 

• Cancel: Click to open the Producer Manager Home page. 

The values available in the Service Types report criteria field are system-maintained in the 
COST_TYPE_CD code group. This code group is automatically populated by a system process 
that continually queries the PLM transaction engine (Compliance Express) for new producer 
cost type codes. User maintenance is not necessary. 

Social Security Numbers will be masked in the report results by default for users whose security 
role has the Mask Social Security Numbers (SSNs) security permission enabled. For more 
information, see Maintain Security Role. 

CE Deficiency Inquiry 
Use the CE Deficiency Inquiry page to assemble a list of producers who are nearing the end of 
their resident license review period in select regulatory jurisdictions, but who have not yet 
fulfilled their CE requirements. 
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To open the CE Deficiency Inquiry page, from the Inquiries menu select Producer 
Management, and then select CE Deficiency Inquiry. 

The CE Deficiency Inquiry page contains the following sections: 

Report Criteria 

Set the search criteria for the report. 

Fields and controls include the following: 

• Active Licenses Expiring In: From the dropdown menu, select a value representing a 
number of days after the current date -- 30, 60, 90, or 120 days. Your selection 
establishes a date range that begins with the current date and ends with the date 
calculated from your selection. The system will search for producers whose resident 
licenses as recorded in Producer Manager have an Expiration Date that is within this 
date range. For more information, see Licenses/Qualifications. 

• States: Click to select the names of one or multiple states to filter the report to include 
producers whose resident licenses are expiring in only the selected state(s). Press the 
CTRL key and click to select multiples. Or, make no selections to include in the report 
producers with expiring resident licenses in all states. 

• Business Units: Click to select the names of one or multiple business units to filter the 
report to include producers with expiring resident licenses who are associated with only 
the selected business unit(s). Press the CTRL key and click to select multiples. Or, make 
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no selections to ignore business unit as a criterion in the report; output will include all 
producers regardless of their assigned business unit. 

Report Results 

Displays a table listing all producers whose continuing education requirements are deficient 
based on the search parameters set in the Criteria section. 

Click an underscored column heading to re-sort the table by the selected information category. 
Click a column heading once to sort the table in ascending order by that category, and click it 
again to re-sort the table in descending order by that category. 

Fields and controls include the following: 

• Producer: For each producer listed, displays a producer name as a blue hyperlink. Click 
a desired producer hyperlink to open the record in the Review/Update Producer page. 

• SSN: Individual producers only. For each producer listed, displays a producer's Social 
Security Number as a blue hyperlink. Click a desired SSN hyperlink to display in the 
Search Results of the Advanced Producer Search page producers with the selected 
Social Security Number. 

• EIN: Firm producers only. For each producer listed, displays a producer's Federal 
Employer Identification Number as a blue hyperlink. Click a desired EIN hyperlink to 
display in the Search Results of the Advanced Producer Search page producers with 
the selected Federal Employer Identification Number. 

• Ext. ID: For each producer listed, displays a producer's ID code in your company's 
preferred external system as a blue hyperlink. Click a desired Ext. ID hyperlink to rerun 
the search to display in the Search Results of the Advanced Producer Search page 
producers with the selected external system ID. Available only if an ID code for your 
company's preferred external system is recorded for a listed producer. 

• BU: For each producer listed, displays as a blue hyperlink the short names of the 
business units, active or inactive, with which a producer is associated. Click the node (
) to expand the field to display all business units. Click the node ( ) to collapse the 
information. Click a desired BU hyperlink to rerun the search to display in the Search 
Results of the Advanced Producer Search page producers associated with the selected 
business unit. Available only if at least one business unit is recorded for a listed 
producer. 

• License State: For each producer listed, displays the producer's resident license state. 

• License Number: For each producer listed, displays the producer's resident license 
number. 

• License Expiration Date: For each producer listed, displays the date on which the 
producer's resident license expires. 

• Contact Info: For each producer listed, displays the producer's business location 
address and phone number. 

• CE Requirement: For each producer listed, displays the category or grouping of the CE 
courses that the producer is required to complete. 

• CE Status: For each producer listed, displays the current status of the producer's 
progress toward meeting the CE Requirement. 
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• Required Hours: For each producer listed, displays the total number of course credit 
hours the producer must complete to meet the CE Requirement. 

• Applied Hours: For each producer listed, displays the total number of course credit 
hours has completed toward meeting the CE Requirement. 

• Actions: For each producer listed, offers the following controls: 

o View CE Transcript Report ( ): Click to open the Continuing Education Transcript 
report in a separate window, where you can view details about the CE 
Requirements in the License State, the producer's specific CE Requirements in 
the License State, and coursework applied to the producer's CE Requirements in 
the License State. 

Page Controls 

Fields and controls include the following: 

• Search: After setting report parameters in the Criteria section, click to run the report. 
The results will display in the Search Results section. 

• Download Report: Click to export the report results to a CSV (comma separated 
values) formatted file, openable in a spreadsheet application, such as Microsoft Excel. 

• Cancel: Click to exit the page and open the Producer Manager Home page. 

 

The CE Deficiency Inquiry reports producer continuing education information for selected 
states, not all states.  

The Vertafore-maintained source of CE data from which the inquiry retrieves results is updated 
once per week, so inquiry results are not real-time.  

Continuing education data retrieved by the inquiry is not populated in the CE Courses or CE 
Requirements data sections of producer records in Producer Manager. Therefore it cannot be 
obtained by other systems through integration services (such as the Outbound Data Feed or 
Producer Data Web Service). Data is accessible online only from the Report Results section of 
the CE Deficiency Inquiry page or from the Continuing Education Transcript report. (You may 
export the results of the CE Deficiency Inquiry to a spreadsheet by clicking the Download 
Report button.) 

In the Search Results section, the values of the CE Requirement, CE Status, Required 
Hours, and Applied Hours fields are retrieved through integration with participating state 
regulatory systems. It is not necessary to configure new codes in the CE_RQMT_TYPE_CD 
(CE Requirement) or CE_RQMT_STS_CD (CE Status) code groups on the Maintain Codes 
page. 

Unless the Advanced Producer Search permission is enabled for the security role to which 
your user account is assigned, fields in the Report Results section will display as read-only and 
not as hyperlinks to the Advanced Producer Search page. For more information, see Maintain 
Security Role. 
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If the Mask Social Security Numbers (SSNs): ***-**-1234 permission is enabled for the 
security role to which your user account is assigned, the SSN field in the Search Results 
section will display as read-only and not as a hyperlink to the Advanced Producer Search page. 
For more information, see Maintain Security Role. 

The CSV-formatted output of the CE Deficiency Inquiry contains more detailed information for 
each producer than the output that displays in the Report Results section of the page itself, 
including more resident license details, email address (if stored on the producer record), and a 
calculation of remaining course hours until a CE requirement is met. By default, data is sorted 
first by license Expiration Date, then by License State, and then by Producer Name. 

Professional Liability Insufficient Coverage Inquiry 
Use the Professional Liability Insufficient Coverage Inquiry page to run a report showing 
producers with missing, lapsed, or expiring professional liability coverage as of a specified date.  
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To open the Professional Liability Insufficient Coverage Inquiry page, from the Inquiries 
menu select Producer Management, and then select Professional Liability Insufficient 
Coverage Inquiry. 

The Professional Liability Insufficient Coverage Inquiry page contains the following 
sections: 

Report Criteria 

Use the filter fields to enter report criteria and tailor the report results to suit your needs. 
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Fields and controls include the following: 

• Insufficient coverage as of: Required. Enter a date 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. The system will search for producers whose most recent professional 
liability coverage has an Expiration Date on or prior to the date entered, as well as for 
producers whose records do not include any professional liability coverage. 

• Only include Producers with expired coverage.: Click to checkmark the checkbox to 
filter the report results to exclude producers whose records do not include any 
professional liability coverage.  

• Coverage Type: Required. Choose from among the following: 

o To report producers with insufficient errors and omissions professional liability 
coverage, from the dropdown menu select Errors & Omissions.  

o To report producers with insufficient bond professional liability coverage, from the 
dropdown menu select Bond.  

o To report producers with insufficient professional liability coverage of both coverage 
types, from the dropdown menu select Errors & Omissions And Bond.  

o To report producers with insufficient professional liability coverage of either coverage 
type, from the dropdown menu select Errors & Omissions Or Bond. 

• Producer Type: To report producers with insufficient professional liability coverage 
regardless of entity type, from the dropdown menu select Both (default). Or, to filter the 
report to include only individual producers with insufficient professional liability coverage, 
from the dropdown menu select Individual. Or, to filter the report to include only firm 
producers with insufficient professional liability coverage, from the dropdown menu 
select Firm. 

• Producer Status: To filter the report to include only producers with a record Status of 
Active, from the dropdown menu select Active (default). Or, to filter the report to include 
only producers with a record Status of Inactive, from the dropdown menu select 
Inactive. Or, to filter the report to include only producers with a record Status of 
Pending, from the dropdown menu select Pending. (For more information about record 
Status, see Details.) 

• Business Units: To report producers with insufficient professional liability coverage 
without regard to producer business unit criteria, make no selection from the box. Or, to 
filter the report to include only producers with insufficient professional liability coverage 
that are assigned to one or multiple business units, click to select one or multiple 
business unit short names in the box. To select multiples, press the CTRL key on your 
keyboard while clicking; click again while pressing the CTRL key to de-select. 

Report Results 

Displays information in a spreadsheet format about producers whose professional liability 
coverage lapsed or will expire by the date entered in the Report Criteria section. Also may 
include producers whose records do not include any professional liability coverage. Results may 
be narrowed by selected filter criteria. 

For each producer with a professional liability coverage that met the report criteria, results 
include the following data fields: 
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• Producer Name: Displays the name of the individual or firm producer.  

• Producer Type: Displays IL for an individual producer or AGY for a firm producer. 

• PM Producer Id: Displays the unique, system-assigned identifier of the producer's 
record in Producer Manager. 

• NPN: Displays the producer's National Producer Number. 

• Email Address: Displays the producer's email address. 

• Phone Number: For an individual producer, displays the telephone number set as the 
producer's preferred phone type. For a firm producer, displays the telephone number 
associated with the producer's preferred address type. (For more information, see 
Contact Information.) 

• Address: Displays the full address information associated with the producer's preferred 
address type. (For more information, see Contact Information.) 

• Policy Type: Displays either POLICY for errors and omissions policy or BOND for a 
bond. 

• Company Name: Displays the name of the company issuing the producer’s professional 
liability coverage. 

• Policy Number: Displays the policy number of the producer’s professional liability 
coverage. 

• Effective Date: Displays the beginning date of the effective period of the producer’s 
professional liability coverage. 

• Expiration Date: Displays the ending date of the effective period of the producer’s 
professional liability coverage. 

• Per-Incident Coverage: Displays the limit in dollars and cents payable per claim or 
incident under the producer’s professional liability coverage. 

• Total Coverage: Displays the aggregate limit in dollars and cents payable during the 
effective period under the producer’s professional liability coverage. 

Page Controls 

Controls include the following: 

• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• Cancel: Click to open the Producer Manager Home page. 

If the report results include a producer with both insufficient errors and omissions and bond 
coverage types, the producer will be listed twice on separate rows on the results spreadsheet. 

Report results are limited to a maximum of 64,000 rows. Therefore, to avoid incomplete results, 
we strongly recommend that you avoid running the Professional Liability Insufficient 
Coverage Inquiry with the Only include Producers with expired coverage checkbox 
uncheckmarked, until after all producer records in Producer Manager have been updated with 
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initial professional liability coverage information. You may update records either manually or by 
using the Bulk Professional Liability Updates utility in the Producer Express Bulk Business 
Updates module. 

To search for producers with professional liability coverage that will expire by a certain future 
date, enter the date in the Insufficient coverage as of field. Or, to search for producers with 
professional liability coverage that has lapsed, enter today's date in the Insufficient coverage 
as of field. In either case, the coverage expiration date will be included in the report results. 
If your company is using the Producer Express Bulk Business Updates module, you may use 
the results of a Professional Liability Insufficient Coverage Inquiry as the basis for a Bulk 
Professional Liability Updates data file. For more information about bulk business updates, see 
Producer Express Bulk Processing Module User Guide. 

  

file://oke-entfs01/kdrive/Documentation/INTERNAL%20-%20Protected/Producer%20Manager/Producer%20Manager%20Online%20Help%20Project%20Files/help/external_files/producer%20express%20bulk%20processing%20module%20user%20guide.pdf
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Required Items Inquiries 
Use the Required Items inquiries to follow up on producer management tasks and to-do lists.  

 

The Required Items sub-menu of the Inquiries menu may offer the following options: 

• Required Items Inquiry 

• Individuals with Associated Firms Required Items Inquiry 

An inquiry may be unavailable for selection based on your company's specific deployment of 
Producer Manager (carrier or agency/brokerage) or the security settings specific to your user 
account. For more information, see Maintain Security Role. 

Required Items Inquiry 
Use the Required Items Inquiry to follow up on events and tasks necessary to managing your 
producers. Check for all required items, or select just one (for example, application fee or 
fingerprint card). If desired, filter by business unit or submitting staff member. 
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To open the Required Items Inquiry page, from the Inquiries menu select Required Items, and 
then select Required Items Inquiry. 

The Required Items Inquiry page contains the following sections: 

Report Criteria 

Enter report criteria about the required items you want to follow up on. 

Fields and controls include the following: 

• Producer Type: Click the Firm radio button to report required items for firm producers, 
or click the Individual Licensee radio button to report required items for individual 
producers. 

• Follow-up Date: Required. Select the method by which you want to search for required 
items' follow-up dates. Choose from among the following: 

o All Dates: Click the radio button to report all required items, regardless of their 
follow-up date.  

o All items that are [due date timeframe]: Click the radio button to report required 
items with follow-up dates in the past or the near future. From the dropdown menu, 
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select Past Due to report required items with follow-up dates in the past (default); 
select Due in the Next Week to report required items with follow-up dates within the 
next seven days, or select Due in the Next Month to report required items with 
follow-up dates in the next 30 days. 

o Between [x] and [y]: Click the radio button to report required items with follow-up 
dates within a certain date range. Enter the first date of the date range, using the 
mmddyyyy date format. Then, enter the last date of the date range, using the 
mmddyyyy date format. Or, click the Calendar buttons ( ) to open a popup 
calendar from which you can click to select dates. 

• Status: Required. Select the method by which you want to search for required items' 
status and status date. Choose from among the following: 

o [dropdown menu]: From the dropdown menu, select the status of required items 
you want to report: Requested, Received, or Pending. 

o All Dates: Default. Click the radio button to report required items with the selected 
status, regardless of their status date.  

o Requested/Received [status date timeframe]: Click the radio button to report 
required items with status dates in the recent past. From the dropdown menu, select 
In the Last Week to report required items for which the selected status date was in 
the past seven days, or select In the Last Month to report required items for which 
the selected status date was in the past 30 days. 

o Between [x] and [y]: Click the radio button to report required items with status dates 
within a certain date range. Enter the first date of the date range, using the 
mmddyyyy date format. Then, enter the last date of the date range, using the 
mmddyyyy date format. Or, click the Calendar buttons ( ) to open a popup 
calendar from which you can click to select dates. 

• Required Items: To report required items without regard to specific required item type, 
make no selection from the box. Or, to filter the report results to include only required 
items of a specific type, click to select one or multiple types in the box. To select 
multiples, press the CTRL key on your keyboard while clicking; click again while 
pressing the CTRL key to de-select. 

• States: To report required items without regard to state, make no selection from the box. 
Or, to filter the report results to include only required items associated with a specific 
state, click to select one or multiple state names in the box. To select multiples, press 
the CTRL key on your keyboard while clicking; click again while pressing the CTRL key 
to de-select. 

• Staff Members: To report required items without regard to the recording staff member, 
make no selection from the box. Or, to filter the report results to include only required 
items recorded by a specific staff member, click to select one or multiple staff member 
names in the box. To select multiples, press the CTRL key on your keyboard while 
clicking; click again while pressing the CTRL key to de-select. 

• Business Units: To report required items without regard to reported producers' 
business unit criteria, make no selection from the box. Or, to filter the report results to 
include only required items concerning reported producers assigned to one or multiple 
business units, click to select one or multiple business unit short names in the box. To 
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select multiples, press the CTRL key on your keyboard while clicking; click again while 
pressing the CTRL key to de-select. 

Online Report Results 

When you click the Search button at the bottom of the Required Items Inquiry page, the report 
results display directly on the page.  

Report results are sorted on the Follow-Up Date field. 

Results include the following data fields: 

• Producer Name: For each producer listed with required items information that met the 
report criteria, displays the name of the individual licensee or firm producer as a blue 
hyperlink. Click a name link to open the Maintain Producer Required Items page, where 
you can update the selected producer's required items information. Click the column 
heading to toggle alphabetic or reverse alphabetic sorting of the report results on the 
Producer Name field. 

• SSN: Available only with Producer Type of Individual Licensee. For each producer 
listed with required items information that met the report criteria, displays the individual's 
Social Security Number. (For more information, see Details.) 

• EIN: Available only with Producer Type of Firm. For each producer listed with required 
items information that met the report criteria, displays the firm's Federal Employer 
Identification Number. (For more information, see Details.) 

• State: For each producer listed with required items information that met the report 
criteria, displays the name of the state associated with the required item. 

• Status: For each producer listed with required items information that met the report 
criteria, displays the required item's current status. 

• Type: For each producer listed with required items information that met the report 
criteria, displays the required item type. 

• Bus. Unit: For each producer listed with required items information that met the report 
criteria, displays the business unit associated with the required item.  

• Follow-Up Date: For each producer listed with required items information that met the 
report criteria, displays the required item follow-up date. Click the column heading to 
toggle ascending or descending sorting of the report results on the Follow-Up Date 
field. 

Offline Report Results 

After setting report criteria, when you click the Submit Offline button at the bottom of the 
Required Items Inquiry page, the system generates the inquiry in the offline inquiry queue on 
the Recent Reports page. When opened for viewing, the report results display required items 
information that met the report criteria. Results may be narrowed by selected filter criteria. 

The header of the report results window displays a summary of the selected report criteria. 

Report results are sorted in ascending order by Indv ID or Firm ID.  

Results include the following data fields: 

• Individual Name: Available only with Producer Type of Individual Licensee. For each 
required item listed that met the report criteria, displays the name of the individual 
licensee for which the required item was recorded. 
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• Firm Name: Available only with Producer Type of Firm. For each required item listed 
that met the report criteria, displays the name of the firm for which the required item was 
recorded. 

• Indv ID: Available only with Producer Type of Individual Licensee. For each required 
item listed that met the report criteria, displays the Producer Manager record ID of the 
individual licensee for which the required item was recorded.. (For more information, see 
Details.) 

• Firm ID: Available only with Producer Type of Firm. For each required item listed that 
met the report criteria, displays the Producer Manager record ID of the firm for which the 
required item was recorded.. (For more information, see Details.) 

• SSN: Available only with Producer Type of Individual Licensee. For each required item 
listed that met the report criteria, displays the Social Security Number of the individual 
licensee for which the required item was recorded. (For more information, see Details.) 

• EIN: Available only with Producer Type of Firm. For each required item listed that met 
the report criteria, displays the Federal Employer Identification Number of the firm for 
which the required item was recorded.. (For more information, see Details.) 

• Business Units: For each required item listed that met the report criteria, displays the 
short name(s) of the business units to which the producer is actively assigned (sorted 
alphabetically).  

• Individual External System ID: Available only with Producer Type of Individual 
Licensee. For each required item listed that met the report criteria, displays the external 
system identifier information of the individual licensee for which the required item was 
recorded, including the following: 

o External System Type: For each external system identifier listed, displays its type. 

o ID: For each external system identifier listed, displays its ID or code. 

o Business Unit: For each external system identifier listed, displays the business unit 
associated with the external system identifier. 

o Primary?: For each external system identifier listed, displays whether the external 
system identifier is designated at the producer's primary external system identifier: 
"Yes" if primary; "No" if not primary. 

o Inactive?: For each external system identifier listed, displays whether the external 
system identifier is inactive: "Yes" if inactive; "No" if active. 

• Firm External System ID: Available only with Producer Type of Firm. For each 
required item listed that met the report criteria, displays the external system identifier 
information of the firm for which the required item was recorded, including the following: 

o External System Type: For each external system identifier listed, displays its type. 

o ID: For each external system identifier listed, displays its ID or code. 

o Business Unit: For each external system identifier listed, displays the business unit 
associated with the external system identifier. 

o Primary?: For each external system identifier listed, displays whether the external 
system identifier is designated at the producer's primary external system identifier: 
"Yes" if primary; "No" if not primary. 
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o Inactive?: For each external system identifier listed, displays whether the external 
system identifier is inactive: "Yes" if inactive; "No" if active. 

• Individual Required Items: Available only with Producer Type of Individual Licensee. 
For each individual licensee producer listed that met the report criteria, displays his or 
her required items information, including the following: 

o State: For each required item listed, displays the name of its associated state. 

o Item Type: For each required item listed, displays its type. 

o Business Unit: For each required item listed, displays its associated business unit. 

o Status: For each required item listed, displays its current recorded status. 

o Created: For each required item listed, displays the date on which it was recorded. 

o Requested: For each required item listed, displays the date on which it was 
requested. 

o Received: For each required item listed, displays the date on which it was received. 

o Follow-up: For each required item listed, displays the date on which it is due for 
follow-up (i.e., "tickler date"). 

• Firm Required Items: Available only with Producer Type of Firm. For each firm 
producer listed that met the report criteria, displays its required items information, 
including the following: 

o State: For each required item listed, displays the name of its associated state. 

o Item Type: For each required item listed, displays its type. 

o Business Unit: For each required item listed, displays its associated business unit. 

o Status: For each required item listed, displays its current recorded status. 

o Created: For each required item listed, displays the date on which it was recorded. 

o Requested: For each required item listed, displays the date on which it was 
requested. 

o Received: For each required item listed, displays the date on which it was received. 

o Follow-up: For each required item listed, displays the date on which it is due for 
follow-up (i.e., "tickler date"). 

• All Requested Dates: For each required item listed that met the report criteria, displays 
the date on which it was requested. 

• Submitting Staff Member: For each required item listed that met the report criteria, 
displays the name of the recording staff member. 

Page Controls 

Controls include the following: 

• Search: Click to generate the inquiry directly at the bottom of the Required Items Inquiry 
page. 

• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 
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• View/Refresh Report: Click to generate the inquiry "on demand" in HTML format online. 
The report will open in the separate Inquiry Output Window. 

• Cancel: Click to open the Producer Manager Home page. 

Results of the Required Items Inquiry may contain unmasked, full Social Security Number 
information for individual producers. It is not possible to configure the system to mask or hide 
these values in the report results. However, using a security role setting, a user with 
administrator permissions may deny other users the permission to run this inquiry or view 
inquiry results requested by other users. For more information, see Maintain Security Role. 

Individuals with Associated Firms Required Items Inquiry 
Use the Individuals with Associated Firms Required Items Inquiry page to report the same 
information as the Required Items Inquiry but on individuals associated with an agency. You can 
report required items for individual producers affiliated with any firm or with a specific firm. 



Producer Manager Inquiries Guide  Inquiries Menu 

 Page 83 © 2016, Vertafore, Inc.  

  

 



Producer Manager Inquiries Guide  Inquiries Menu 

 Page 84 © 2016, Vertafore, Inc.  

  

To open the Individuals with Associated Firms Required Items Inquiry page, from the 
Inquiries menu select Required Items, and then select Individuals with Associated Firms 
Required Items Inquiry. 

The Individuals with Associated Firms Required Items Inquiry page contains the following 
sections: 

Search Firm 

Use the Search Firm page to search for a single firm producer (agency) with affiliated 
producers for which required items were requested or received in the selected time period you 
want to report.  

The Search Firm page consists of the following sub-sections: 

Search Fields 

Use the Search Fields to enter report criteria. At least one report criterion is required. 

Fields and controls include the following: 

• Firm Name: Enter a search string on firm name. You may use as few as two characters 
in your search string. May contain numeric characters. Wildcard characters are not 
allowed. May not contain double quotation marks ("). 
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• EIN: Enter a producer's entire Federal Employer Identification Number. Partial searches 
not allowed. Maximum 9 characters without a separating hyphen or 10 characters with a 
separating hyphen. 

• NPN: Enter a producer's entire National Producer Number. Partial searches not allowed. 
Maximum 10 characters. 

• Active Business Unit: Select from the dropdown menu an the short name of an active 
business unit to which a producer is assigned. May not be the only search criterion. 

• License Number: Enter the entire number of a producer's state license, either active or 
inactive. Partial searches not allowed. Maximum 15 characters. 

• License State: Select from the dropdown menu a state in which a producer holds an 
active or inactive license. 

• External System ID: Enter a producer's entire external system ID code, including 
leading zeroes, either active or inactive. Partial searches not allowed. Maximum 22 
characters. 

• Primary External ID Only: Click to checkmark the checkbox to constrain a search using 
an External System ID criterion to only those external system IDs marked as a 
"primary" ID on a producer's record. The search will ignore a match on an External 
System ID that is not marked as "primary." (For more information, see Maintain External 
System Identifiers.) 

• Records Per Page: If multiple records met your search criteria, the default number of 
records displayed per page of results is 10. From the dropdown menu, select a value in 
increments of 10 up to 50 and then execute or re-execute the search to display a 
number of records up to the selected value in the Report Results sub-section. 

• Search: Click to execute the search based on the entered search criteria. If only one 
record met your search criteria, the Search Firm page will close, and the selected firm's 
summary information will display in the Associated Firm section of the Individuals with 
Associated Firms Required Items Inquiry page. If multiple records met your search 
criteria, they will display in the Search Results section. You then must click the Name of 
a selected firm to close the Search Firm page and display the selected firm's summary 
information will display in the Associated Firm section of the Individuals with 
Associated Firms Required Items Inquiry page. 

• Cancel: Click to abort the page operation and open the Producer Manager Home page. 

Search Results 

If multiple producer records met your search criteria, they will display in the Search Results 
sub-section of the Search Firm section. 

Fields and controls include the following: 

• Name: For each listed producer record, displays a producer name as a blue hyperlink. 
Click the column heading to toggle alphabet or reverse alphabetic sorting of the Search 
Results on the Name field. To close the Search Firm page and display the selected 
firm's summary information will display in the Associated Firm section of the Firm 
Associated Individual Appointments Inquiry page, click a desired producer Name 
hyperlink.  
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• EIN: For each listed producer record, displays a producer's federal Employer 
Identification Number. Click the column heading to toggle highest-to-lowest or lowest-to-
highest sorting of the Search Results on the EIN field. 

• License State/#: For each listed producer record, displays the state codes of the states 
in which a producer holds at least one active or inactive license and the corresponding 
license numbers. Click the node ( ) to expand the record row to display all of the 
producer's license state and number information. Click the node ( ) to collapse the 
information. 

• NPN: For each listed producer record, displays a producer's National Producer Number. 
Click the column heading to toggle highest-to-lowest or lowest-to-highest sorting of the 
Search Results on the NPN field. 

• Active BU: For each listed producer record, displays the name of the business unit(s) 
with which a producer is actively associated. Click the node ( ) to expand the record 
row to display all of the producer's business unit information. Click the node ( ) to 
collapse the information. 

• City: For each listed producer record, displays the producer's mailing address city. Click 
the column heading to toggle alphabetic or reverse alphabetic sorting of the Search 
Results on the City field. 

• State: For each listed producer record, displays the producer's mailing address state. 
Click the column heading to toggle alphabetic or reverse alphabetic sorting of the 
Search Results on the State field. 

• Displaying [v] - [w] (of [x] matching records): Displays the range in numbers of 
producer records currently displaying in the Search Results sub-section out of the total 
number of producer records returned by a search. 

• Page [y] of [z]: Displays the number of the page currently displaying out of the total 
number of pages of producer records returned by a search. 

• Go To Page: Available only when more than 10 records are returned by a search, 
resulting in multiple pages of Search Results. Select from the dropdown menu the 
number of the page of producer records to which you wish to navigate. 

• Go: Click to navigate to the page number of Search Results selected in the Go To 
Page dropdown menu. 

Report Criteria 

Enter report criteria about the required items you want to follow up on. 

Fields and controls include the following: 

• Status: Required. From the dropdown menu, select the status of required items you 
want to report: Requested, Received, or Pending. 

• Compare date range with latest request date: Available only when value of Status 
field is Requested. If a producer record contains multiple requested dates for a single 
required item, click to checkmark the checkbox to include the required item in the report 
results only if the most recent request for the required item falls within the date range 
established in the Begin Date and End Date fields. Uncheckmark the checkbox to 
include the required item in the report results if any request for the required item falls 
within the date range established in the Begin Date and End Date fields. 
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• Begin Date: Required. To report required items with status dates within a certain date 
range, enter the first date of the date range, using the mmddyyyy date format. Or, click 
the Calendar button ( ) from which you can click to select a date. 

• End Date: Required. To report required items with status dates within a certain date 
range, enter the last date of the date range, using the mmddyyyy date format. Or, click 
the Calendar button ( )  to open a popup calendar from which you can click to select a 
date. 

• Required Item: To report required items without regard to specific required item type, 
make no selection from the dropdown menu. Or, to filter the report results to include only 
required items of a specific type, select the required item type from the dropdown menu. 

• State: To report required items without regard to state, make no selection from the 
dropdown menu. Or, to filter the report results to include only required items associated 
with a specific state, select the state name from the dropdown menu. 

• Follow-up Date Between: To report required items with follow-up dates within a certain 
date range, enter a date value in the following fields: 

o Begin Date: Enter the first date of the date range, using the mmddyyyy date format. 
Or, click the Calendar button ( ) from which you can click to select a date. 

o End Date: Enter the last date of the date range, using the mmddyyyy date format. 
Or, click the Calendar button ( )  to open a popup calendar from which you can 
click to select a date. 

• Staff Members: To report required items without regard to the recording staff member, 
make no selection from the box. Or, to filter the report results to include only required 
items recorded by a specific staff member, click to select one or multiple staff member 
names in the box. To select multiples, press the CTRL key on your keyboard while 
clicking; click again while pressing the CTRL key to de-select. 

• Business Units: To report required items without regard to reported producers' 
business unit criteria, make no selection from the box. Or, to filter the report results to 
include only required items concerning reported producers assigned to one or multiple 
business units, click to select one or multiple business unit short names in the box. To 
select multiples, press the CTRL key on your keyboard while clicking; click again while 
pressing the CTRL key to de-select. 

Report Results 

Report results display required items information for firm-affiliated producers that met the report 
criteria. Results may be narrowed by selected filter criteria. 

The header of the report results window displays a summary of the selected report criteria. 

Report results are sorted in ascending order by the value of affiliated firms' Firm ID. 

Results include the following data fields: 

• Firm Name: For each firm listed with affiliated producers with required item information 
that met the report criteria, displays the firm name. 

• Firm ID: For each firm listed with affiliated producers with required item information that 
met the report criteria, displays the firm's Producer Manager record ID. 
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• EIN: For each firm listed with affiliated producers with required item information that met 
the report criteria, displays the firm's Federal Employer Identification Number. 

• Business Units: For each firm listed with affiliated producers with required item 
information that met the report criteria, displays the short names of the firm's assigned 
business units. 

• Firm External System ID:  For each firm listed with affiliated producers with required 
item information that met the report criteria, displays the external system identifier 
information of the firm for which the required item was recorded, including the following: 

o External System Type: For each external system identifier listed, displays its type. 

o ID: For each external system identifier listed, displays its ID or code. 

o Business Unit: For each external system identifier listed, displays the business unit 
associated with the external system identifier. 

o Primary?: For each external system identifier listed, displays whether the external 
system identifier is designated at the producer's primary external system identifier: 
"Yes" if primary; "No" if not primary. 

o Inactive?: For each external system identifier listed, displays whether the external 
system identifier is inactive: "Yes" if inactive; "No" if active. 

For each firm listed with affiliated producers with required item information that met 
the report criteria, displays the following information about affiliated producers: 

o Individual Name: For each required item listed that met the report criteria, 
displays the name of the individual licensee for which the required item was 
recorded. 

o Indv ID: For each required item listed that met the report criteria, displays the 
Producer Manager record ID of the individual licensee for which the required 
item was recorded.. (For more information, see Details.) 

o SSN: For each required item listed that met the report criteria, displays the 
Social Security Number of the individual licensee for which the required item 
was recorded. (For more information, see Details.) 

o Business Units: For each required item listed that met the report criteria, 
displays the short name(s) of the business units to which the producer is actively 
assigned (sorted alphabetically).  

o Individual External System ID: Available only with Producer Type of Individual 
Licensee. For each required item listed that met the report criteria, displays the 
external system identifier information of the individual licensee for which the 
required item was recorded, including the following: 
 External System Type: For each external system identifier listed, displays 

its type. 
 ID: For each external system identifier listed, displays its ID or code. 
 Business Unit: For each external system identifier listed, displays the 

business unit associated with the external system identifier. 
 Primary?: For each external system identifier listed, displays whether the 

external system identifier is designated at the producer's primary external 
system identifier: "Yes" if primary; "No" if not primary. 

 Inactive?: For each external system identifier listed, displays whether the 
external system identifier is inactive: "Yes" if inactive; "No" if active. 
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o Individual Required Items: Available only with Producer Type of Individual 
Licensee. For each individual licensee producer listed that met the report 
criteria, displays his or her required items information, including the following: 
 State: For each required item listed, displays the name of its associated 

state. 
 Item Type: For each required item listed, displays its type. 
 Business Unit: For each required item listed, displays its associated 

business unit. 
 Status: For each required item listed, displays its current recorded status. 
 Created: For each required item listed, displays the date on which it was 

recorded. 
 Requested: For each required item listed, displays the date on which it was 

requested. 
 Received: For each required item listed, displays the date on which it was 

received. 
 Follow-up: For each required item listed, displays the date on which it is 

due for follow-up (i.e., "tickler date"). 

• All Requested Dates: For each required item listed that met the report criteria, displays 
the date on which it was requested. 

• Submitting Staff Member: For each required item listed that met the report criteria, 
displays the name of the recording staff member. 

Page Controls 

Controls include the following: 

• Search Specific Firm: Click to open the Search Firm page, where you can search for a 
specific firm to include as report criteria. 

• Remove Firm: Click to remove a selected firm as report criteria. 

• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• View/Refresh Report: Click to generate the inquiry "on demand" in HTML format online. 
The report will open in the separate Inquiry Output Window. 

• Cancel: Click to open the Producer Manager Home page. 

Results of the Individuals with Associated Firms Required Items Inquiry may contain 
unmasked, full Social Security Number information for individual producers. It is not possible to 
configure the system to mask or hide these values in the report results. However, using a 
security role setting, a user with administrator permissions may deny other users the permission 
to run this inquiry or view inquiry results requested by other users. For more information, see 
Maintain Security Role. 
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If you are generating an "on-demand" report by clicking the View/Refresh Report button, the 
range between the status Begin Date and End Date fields may not exceed 90 days. To expand 
the date range in which to report required items, generate the report offline by clicking the 
Submit Offline button. After it generates, the report will be available for download from the 
Recent Reports page. 
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Appointment Inquiries 
Follow up on appointments and terminations – such as company appointment lists or 
appointment request status – by running Producer Manager’s Appointment inquiries.  

 

The Appointment sub-menu of the Inquiries menu may offer the following options: 

• Company Appointment List Inquiry 

• Appointments by Type Inquiry 

• Appointment Request Status Inquiry 

• Appointment Confirmation Inquiry 

• Firm Associated Individual Appointments Inquiry 

• Invalid Individual Licensee Appointment Inquiry 

• Business Unit Appointment Termination Inquiry 

• Appointments by State Inquiry 

• Individual Appointments Inquiry 

An inquiry may be unavailable for selection based on your company's specific deployment of 
Producer Manager (carrier or agency/brokerage) or the security settings specific to your user 
account. For more information, see Maintain Security Role. 

Company Appointment List Inquiry 
Use the Company Appointment List Inquiry page to find producers whose appointments by 
one selected appointing company became active during a selected range of dates in one 
selected state.  
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If desired, filter report results by business unit, submitting or recording staff member, external 
system ID, or active or terminated (inactive) appointments.  

The report results also show the termination dates of any appointments that became inactive 
subsequent to the selected date range.  
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To open the Company Appointment List Inquiry page, from the Inquiries menu select 
Appointment, and then select Company Appointment List Inquiry. 

The Company Appointment List Inquiry page contains the following sections: 

Search Company 

To run the report, you must first search for the carrier appointing company whose producer 
appointments you want to report. 

The Search Company page consists of the following sections: 

Search Fields 

Use the Search Fields to enter search criteria for an appointing company record. 

You must enter at least one search criterion in the Search Fields. The system will return all 
records that meet all search criteria. Thus it is best to enter only one search criterion, to avoid 
the possibility of accidentally entering a an incorrect search criterion and preventing the system 
from retrieving the desired record or record set. 

Fields and controls include the following: 
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• Company Name: Enter a name search string. You may use as few as two characters in 
your search string. Wildcard characters are not allowed. Cannot contain numeric 
characters or double quotation marks ("). 

• EIN: Enter the appointing company's Federal Employer Identification Number. Maximum 
9 characters without a separating hyphen or 10 characters with a separating hyphen. 

• NAIC ID: Enter the appointing company's National Association of Insurance 
Commissioners identification number. Maximum 5 characters. 

• Records Per Page: When multiple records meet the search criteria, the default number 
of records displayed per page of results is 10. From the dropdown menu, select a value 
in increments of 10 up to 50 and then execute or re-execute the search to display a 
number of records up to the selected value in the Search Results sub-section. 

• Search: Click to execute the search based on the entered search criteria. If only one 
company record met your search criteria, the record will open directly in the Company 
Appointment List Inquiry report criteria page. If multiple carrier records met your search 
criteria, they will display in the Search Results sub-section of the Search Company 
page. If no record matched the entered search criteria, the system will return the 
following message below the Search Fields: "No Company found matching the criteria." 

• Cancel: Click to abort the operation and open the Producer Manager Home page. 

Search Results 

If multiple appointing company records met your search criteria, they will display in the Search 
Results section of the Search Company page. 

Fields and controls include the following: 

• Name: For each listed company record, displays the company name as a blue hyperlink. 
Click the desired company name hyperlink to open the record in the Company 
Appointment List Inquiry report criteria page. 

• EIN: For each listed company record, displays the company's Federal Employer 
Identification Number. 

• NAIC ID: For each listed company record, displays the company's unique National 
Associate of Insurance Commissioners group number. 

• City: For each listed company record, displays the company's domicile address city. 

• State: For each listed company record, displays the company's domicile address state. 

• Displaying [v] - [w] (of [x] matching records): Displays the range in numbers of 
company records currently displaying in the Search Results sub-section out of the total 
number of company records returned by a search. 

• Page [y] of [z]: Displays the number of the page currently displaying out of the total 
number of pages of company records returned by a search. 

• Go To Page: Available only when more than 10 records are returned by a search, 
resulting in multiple pages of Search Results. Select from the dropdown menu the 
number of the page of company records to which you wish to navigate. 

• Go: Click to navigate to the page number of Search Results selected in the Go To 
Page dropdown menu. 
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Report Criteria 

Use the filter fields to enter report criteria and tailor the report results to suit your needs. 

Report criteria contains the following sub-sections: 

Company Record Summary 

Displays summary information about the appointing company selected as criterion for the report. 

Fields and controls include the following: 

• Company Name: Displays the selected appointing company's name. 

• EIN: Displays the selected appointing company's Federal Employer Identification 
Number. 

• License Number: Not functional. 

• NAIC ID: Displays the selected appointing company's National Association of Insurance 
Commissioners identifier number. 

• City: Displays the selected appointing company's business location address city. 

• State: Displays the selected appointing company's business location address state. 

• Search Company: Click to open the Search Company section, where you can search 
for a different appointing company to apply as report criteria. 

Appointment Criteria 

Enter report criteria about the active or inactive appointments you want to report. 

Fields and controls include the following: 

• Appointment Responses Received or Recorded: Required. Enter a date range during 
which the records of reported producers contained an appointment by the selected 
appointing company in the selected appointment state. Enter the following: 

o between: Enter the first date of a date range in which to search for the value of the 
Active Date field in producer appointments information. Use the mmddyyyy date 
format. Or, click the Calendar button ( ) to open a popup calendar from which you 
can click to select a date. 

o and: Enter the last date of a date range in which to search for the value of the 
Active Date field in producer appointments information. Use the mmddyyyy date 
format. Or, click the Calendar button ( ) to open a popup calendar from which you 
can click to select a date. 

• State: From the dropdown menu, select the name of the state in which reported 
producers held active appointments during the selected date range. Default is Alabama. 

• Current Appointment Status: From the dropdown menu, select Active to filter the 
report results to include only currently active appointments. Or, select Inactive to filter 
the report results to include only inactive or terminated appointments. 

• Submitting Staff Member: To report appointments without regard to the staff member 
who submitted or recorded the appointments, make no selection from the box. Or, to 
filter the report results to include only appointments submitted or recorded by a specific 
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staff member, click to select one or multiple staff member names in the box. To select 
multiples, press the CTRL key on your keyboard while clicking; click again while 
pressing the CTRL key to de-select. 

• Business Unit: To report appointments without regard to reported producers' business 
unit criteria, make no selection from the box. Or, to filter the report results to include only 
appointments of reported producers assigned to one or multiple business units, click to 
select one or multiple business unit short names in the box. To select multiples, press 
the CTRL key on your keyboard while clicking; click again while pressing the CTRL key 
to de-select. 

Producer Criteria 

Enter criteria to filter report results based on a producer's external system ID information. 

Fields and controls include the following: 

• External System ID: To report appointments without regard to producer external system 
ID criteria, leave the field blank. Or, to filter the report results to include only 
appointments of producers assigned a specific external system ID code, enter the code 
in the field. 

• Active External System IDs Only: When filtering the report results to include only 
appointments of producers assigned a specific external system ID code, leave the 
checkbox uncheckmarked to ignore whether the entered external system ID is active or 
inactive. Or, to filter the report results to include only appointments of producers 
assigned a specific external system ID code that is currently active, click to checkmark 
the checkbox.  

Display Configuration 

Choose whether to export the report results in a tabular format, viewable by a spreadsheet 
application, such as Microsoft Excel. 

Fields and controls include the following: 

• Spreadsheet View: Click to checkmark the checkbox to output the report results in a 
tabular spreadsheet format. To generate the report in a spreadsheet format, click the 

Submit Offline button and then click the Excel Format button ( ) associated with the 
inquiry on the Recent Reports page to view the spreadsheet. 

Report Results 

Displays producer appointment information stored in your company's instance of Producer 
Manager that met the report criteria. Results may be narrowed by selected filter criteria. 

The header of the report results window displays a summary of the selected report criteria. 

If viewed in HTML format, report results are grouped by entity type and sorted alphabetically by 
name. If viewed in spreadsheet format, results are sorted first by entity type and then by name. 

Results include the following data fields: 

• Entity Type: For each producer listed that met the report criteria, displays the producer's 
entity type, either Firm or Individual.  
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• Licensee Name: For each producer listed that met the report criteria, displays the 
producer's name information: last name, first name, and middle name for individuals or 
firm name for firms. (For more information, see Details.) 

• TIN: For each producer listed that met the report criteria, displays the producer's 
taxpayer identification information: Social Security Number for individuals or Federal 
Employer Identification Number for firms. (For more information, see Details.) 

• BU: For each producer listed that met the report criteria, displays the short name(s) of 
the business units to which the producer is actively assigned (sorted alphabetically).  

• Appt State: For each producer listed that met the report criteria, displays the two-letter 
code for the appointment state selected in the report criteria. 

• Appt Type: For each producer listed that met the report criteria, displays the description 
of the type of appointment that the producer held in the selected state in the selected 
date range. 

• Active Date: For each producer listed that met the report criteria, displays the date on 
which the producer's appointment in the selected state became active. 

• State Verified?: For each producer listed that met the report criteria, displays Y if the 
State Verified checkbox in the producer's appointment information contains a 
checkmark; displays N if the State Verified checkbox in the producer's appointment 
information does not contain a checkmark. 

• Term Date: Inactive appointments only. For each producer listed that met the report 
criteria, displays the date on which a termination of the producer's appointment in the 
selected state was submitted and state-approved or recorded. 

• Ext Sys ID: For each producer listed that met the report criteria, displays the producer's 
external system ID code(s) (sorted in ascending order by first digit or alphabetic 
character). If the Active External System IDs Only checkbox was checkmarked as filter 
criteria,m report results display only active external system IDs. 

• Last Upd By: For each producer listed that met the report criteria, displays the name of 
the staff member or system process that most recently updated the producer's 
appointment information. 

Page Controls 

Controls include the following: 

• Remove Company: Click to remove a specific appointing company selected in the 
Search Company section as filter criteria. 

• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• View/Refresh Report: Click to generate the inquiry "on demand" in HTML format online. 
The report will open in the separate Inquiry Output Window. 

• Cancel: Click to open the Producer Manager Home page. 
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Results of the Company Appointment List Inquiry may contain unmasked, full Social Security 
Number information for individual producers. It is not possible to configure the system to mask 
or hide these values in the report results. However, using a security role setting, a user with 
administrator permissions may deny other users the permission to run this inquiry or view 
inquiry results requested by other users. For more information, see Maintain Security Role.  

The Company Appointment List Inquiry reports appointment information only as recorded in 
your company's instance of Producer Manager. It does not verify appointment information 
directly with state records. However, if your company is using Producer Manager's automated 
data reconciliation utilities (such as Scheduled Syncs) to keep producer appointment data 
refreshed continually, the Company Appointment List Inquiry report results should be 
synchronized with state records. 

To expedite the search for the desired appointing company, upon opening the Company 
Appointment List Inquiry page the system automatically will return all of your carrier group's 
configured appointing companies. If your carrier group has multiple appointing companies, you 
need only to select the desired company from the search results. If your carrier group has only 
one appointing company, the report criteria section will open directly with the sole appointing 
company pre-selected. 

If you are generating an "on-demand" report by clicking the View/Refresh Report button, the 
range between the Appointment Responses Received or Recorded between and and fields 
may not exceed 31 days. To expand the date range in which to report appointments, generate 
the report offline by clicking the Submit Offline button. After it generates, the report will be 
available for download from the Recent Reports page. 

The value, "CATS," in the Last Upd By field in the report results indicates that an appointment 
was submitted through and processed electronically by Producer Manager. 

For easier viewing of the report results in any chosen output format, we recommend always 
checkmarking the Spreadsheet View checkbox. 

Appointments by Type Inquiry 
Use the Appointments by Type Inquiry page to review all active appointments by all or just 
one appointing company in one selected state as of a given date or in a given timeframe.  

If desired, filter the report results by appointment type, business unit, or submitting staff 
member. You also can choose to view only state-verified appointments or all appointments, 
including those that have only been recorded on producer records. 
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To open the Appointments by Type Inquiry page, from the Inquiries menu select 
Appointment, and then select Appointments by Type Inquiry. 

The Appointments by Type Inquiry page contains the following sections: 

Report Criteria 

Use the filter fields to enter report criteria and tailor the report results to suit your needs. 

Report criteria contains the following sub-sections: 

Appointment Criteria 
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Enter report criteria about the active or inactive appointments you want to report. 

Fields and controls include the following: 

• Appointments Active: Required. Enter a date range during which the records of 
reported producers contained an active appointment in the state specified in the State 
field. Enter the following: 

o between: Enter the first date of a date range in which to search for the value of the 
Active Date field in producer appointments information. Use the mmddyyyy date 
format. Or, click the Calendar button ( ) to open a popup calendar from which you 
can click to select a date. 

o and: Enter the last date of a date range in which to search for the value of the 
Active Date field in producer appointments information. Use the mmddyyyy date 
format. Or, click the Calendar button ( ) to open a popup calendar from which you 
can click to select a date. 

• State: From the dropdown menu, select the name of the state in which reported 
producers held active appointments during the selected date range. Default is Alabama. 

• State Verify: From the dropdown menu, select All Appointments to include record-only 
and state-verified appointments in the report results (default). Or, select State Verified 
Only to not include record-only appointments in the report results.  

• Submitting Staff Member: To report appointments without regard to the staff member 
who submitted or recorded the appointments, make no selection from the box. Or, to 
filter the report results to include only appointments submitted or recorded by a specific 
staff member, click to select one or multiple staff member names in the box. To select 
multiples, press the CTRL key on your keyboard while clicking; click again while 
pressing the CTRL key to de-select. 

• Appointment Types: To report appointments without regard to state-specific 
appointment type, make no selection from the box. Or, to filter the report results to 
include only a certain type of appointment offered in the selected state, click to select 
one or multiple appointment types in the box. To select multiples, press the CTRL key on 
your keyboard while clicking; click again while pressing the CTRL key to de-select. Click 
the Show Historical Types link to populate the box with appointment types that are no 
longer active in the selected state. Click the Hide Historical Types link to populate the 
box only with appointment types that are active in the selected state. 

Search Company 

You can filter the report results to include appointments issued only by a selected appointing 
company. The page will display summary information (Name, EIN, License Number, NAIC ID, 
City, and State) about an appointing company that has been selected as filter criteria. If no 
appointing company has been selected, the following message will display: "No Writing 
Company has been selected." 

Click the Search Company link to open the Search Company page. The Search Company 
page consists of the following sections: 

Search Fields 

Use the Search Fields to enter search criteria for an appointing company record. 



Producer Manager Inquiries Guide  Inquiries Menu 

 Page 104 © 2016, Vertafore, Inc.  

You must enter at least one search criterion in the Search Fields. The system will return all 
records that meet all search criteria. Thus it is best to enter only one search criterion, to avoid 
the possibility of accidentally entering a an incorrect search criterion and preventing the system 
from retrieving the desired record or record set. 

Fields and controls include the following: 

• Company Name: Enter a name search string. You may use as few as two characters in 
your search string. Wildcard characters are not allowed. Cannot contain numeric 
characters or double quotation marks ("). 

• EIN: Enter the appointing company's Federal Employer Identification Number. Maximum 
9 characters without a separating hyphen or 10 characters with a separating hyphen. 

• NAIC ID: Enter the appointing company's National Association of Insurance 
Commissioners identification number. Maximum 5 characters. 

• Records Per Page: When multiple records meet the search criteria, the default number 
of records displayed per page of results is 10. From the dropdown menu, select a value 
in increments of 10 up to 50 and then execute or re-execute the search to display a 
number of records up to the selected value in the Search Results sub-section. 

• Search: Click to execute the search based on the entered search criteria. If only one 
company record met your search criteria, the record will open directly in the 
Appointments by Type Inquiry report criteria page. If multiple carrier records met your 
search criteria, they will display in the Search Results sub-section of the Search 
Company page. If no record matched the entered search criteria, the system will return 
the following message below the Search Fields: "No Company found matching the 
criteria." 

• Cancel: Click to abort the operation and open the Producer Manager Home page. 

Search Results 

If multiple appointing company records met your search criteria, they will display in the Search 
Results section of the Search Company page. 

Fields and controls include the following: 

• Name: For each listed company record, displays the company name as a blue hyperlink. 
Click the desired company name hyperlink to open the record in the Appointments by 
Type Inquiry report criteria page. 

• EIN: For each listed company record, displays the company's Federal Employer 
Identification Number. 

• NAIC ID: For each listed company record, displays the company's unique National 
Associate of Insurance Commissioners group number. 

• City: For each listed company record, displays the company's domicile address city. 

• State: For each listed company record, displays the company's domicile address state. 

• Displaying [v] - [w] (of [x] matching records): Displays the range in numbers of 
company records currently displaying in the Search Results sub-section out of the total 
number of company records returned by a search. 



Producer Manager Inquiries Guide  Inquiries Menu 

 Page 105 © 2016, Vertafore, Inc.  

• Page [y] of [z]: Displays the number of the page currently displaying out of the total 
number of pages of company records returned by a search. 

• Go To Page: Available only when more than 10 records are returned by a search, 
resulting in multiple pages of Search Results. Select from the dropdown menu the 
number of the page of company records to which you wish to navigate. 

• Go: Click to navigate to the page number of Search Results selected in the Go To 
Page dropdown menu. 

Producer Criteria 

Enter criteria to filter report results based on a producer's business units. 

Fields and controls include the following: 

• Business Unit: To report appointments without regard to reported producers' business 
unit criteria, make no selection from the box. Or, to filter the report results to include only 
appointments of reported producers assigned to one or multiple business units, click to 
select one or multiple business unit short names in the box. To select multiples, press 
the CTRL key on your keyboard while clicking; click again while pressing the CTRL key 
to de-select. 

Display Configuration 

Choose whether to view summary or detailed information in the report results. Also, choose 
whether to export the report results in a tabular format, viewable by a spreadsheet application, 
such as Microsoft Excel. 

Fields and controls include the following: 

• Report Type: From the dropdown menu, select Details to include all available data fields 
in the report results (default). Or, select Summary to include only high-level information 
in the report results. 

• Spreadsheet View: Click to checkmark the checkbox to output the report results in a 
tabular spreadsheet format. To generate the report in a spreadsheet format, click the 

Submit Offline button and then click the Excel Format button ( ) associated with the 
inquiry on the Recent Reports page to view the spreadsheet. 

Report Results 

Displays producer appointment information stored in your company's instance of Producer 
Manager that met the report criteria. Results may be narrowed by selected filter criteria. 

The header of the report results window displays a summary of the selected report criteria. 

If viewed in HTML format, report results are grouped by entity type and sorted alphabetically by 
name. If viewed in spreadsheet format, results are sorted first by entity type and then by name. 

Report results will vary, based on your selection from the Report Type dropdown menu in the 
Display Configuration section on the Appointments by Type Inquiry page, as follows: 

Details 

Report results include the following data fields: 
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• Entity Type: For each producer listed that met the report criteria, displays the producer's 
entity type, either Firm or Individual.  

• Licensee Name: For each producer listed that met the report criteria, displays the 
producer's name information: last name, first name, and middle name for individuals or 
firm name for firms. (For more information, see Details.) 

• Licensee ID: Available in HTML format only. For each producer listed that met the report 
criteria, displays the producer's Producer Manager record ID. (For more information, see 
Details.) 

• TIN: For each producer listed that met the report criteria, displays the producer's 
taxpayer identification information: Social Security Number for individuals or Federal 
Employer Identification Number for firms. (For more information, see Details.) 

• BU: For each producer listed that met the report criteria, displays the short name(s) of 
the business units to which the producer is actively assigned (sorted alphabetically).  

• Company Name: For each producer listed that met the report criteria, displays the name 
of the carrier group company that issued the producer's appointment.  

• Appt State: For each producer listed that met the report criteria, displays the two-letter 
code for the appointment state selected in the report criteria. 

• Appt Type: For each producer listed that met the report criteria, displays the description 
of the type of appointment that the producer held in the selected state in the selected 
date range. 

• Appt Status: For each producer listed that met the report criteria, displays the status of 
the producer's appointment during the selected date range.  

• Active Date: For each producer listed that met the report criteria, displays the date on 
which the producer's appointment in the selected state became active. 

• Term Date: Inactive appointments only. For each producer listed that met the report 
criteria, displays the date on which a termination of the producer's appointment in the 
selected state was submitted and state-approved or recorded. 

• State Verified?: For each producer listed that met the report criteria, displays Y if the 
State Verified checkbox in the producer's appointment information contains a 
checkmark; displays N if the State Verified checkbox in the producer's appointment 
information does not contain a checkmark. 

• Record Only?: For each producer listed that met the report criteria, displays Y if the 
Record Appt checkbox in the producer's appointment information contains a 
checkmark; displays N if the Record Appt checkbox in the producer's appointment 
information does not contain a checkmark. 

• Request Status: For each producer listed that met the report criteria, displays the 
processing status of the related appointment transaction, based on the value of the 
Submit Status field in the producer's appointment information. In the HTML format only, 
the results include the total number of reported producers and total number of 
appointments for each entity type. Also, the last page of the results includes the total 
number of reported producers (individuals and firms alike), appointments, and affiliations 
(individual-to-firm associations). 

Summary 
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Report results include the following data fields: 

• Entity Type: For each producer listed that met the report criteria, displays the producer's 
entity type, either Firm or Individual.  

• Licensee ID: Called Entity ID in spreadsheet view. For each producer listed that met 
the report criteria, displays the producer's Producer Manager record ID. (For more 
information, see Details.) 

• Licensee Name: For each producer listed that met the report criteria, displays the 
producer's name information: last name, first name, and middle name for individuals or 
firm name for firms. (For more information, see Details.) 

• TIN: For each producer listed that met the report criteria, displays the producer's 
taxpayer identification information: Social Security Number for individuals or Federal 
Employer Identification Number for firms. (For more information, see Details.) 

• BU: For each producer listed that met the report criteria, displays the short name(s) of 
the business units to which the producer is actively assigned (sorted alphabetically). In 
the HTML format only, the reports results includes the total number of producers for 
each entity type.  

Page Controls 

Controls include the following: 

• Remove Company: Click to remove a specific appointing company selected in the 
Search Company section as filter criteria. 

• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• View/Refresh Report: Click to generate the inquiry "on demand" in HTML format online. 
The report will open in the separate Inquiry Output Window. 

• Cancel: Click to open the Producer Manager Home page. 

Results of the Appointments by Type Inquiry may contain unmasked, full Social Security 
Number information for individual producers. It is not possible to configure the system to mask 
or hide these values in the report results. However, using a security role setting, a user with 
administrator permissions may deny other users the permission to run this inquiry or view 
inquiry results requested by other users. For more information, see Maintain Security Role.  

The Appointments by Type Inquiry reports appointment information only as recorded in your 
company's instance of Producer Manager. It does not verify appointment information directly 
with state records. However, if your company is using Producer Manager's automated data 
reconciliation utilities (such as Scheduled Syncs) to keep producer appointment data refreshed 
continually, the Appointments by Type Inquiry report results should be synchronized with 
state records. 
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The appointment types available in the Appointment Types box include only those that are or 
were available in a selected state through Producer Manager and that have been Vertafore-
configured for your company's use. For more information, see Code Use Indicators. 

If it has been Vertafore-configured for your company's use, the Appointment Types box may 
include the "Carrier Requests" value. The Carrier Requests value is a special, internal use-only 
appointment type that allows your company to track producers who have been authorized to 
represent a particular line of business in state that does not require a state-acknowledged 
appointment. For more information, see Using the Carrier Requests Appointment Type guide, 
available on the Printable Help Guides page. 

For easier viewing of the report results in any chosen output format, we recommend always 
checkmarking the Spreadsheet View checkbox. 

Appointment Request Status Inquiry 
Use the Appointment Request Status Inquiry page to check the status of appointment or 
appointment termination requests in all, one, or multiple states.  

If desired, filter by request status, state, submitting staff member, business unit, or external 
system identifier.  

file://oke-entfs01/kdrive/Documentation/INTERNAL%20-%20Protected/Producer%20Manager/Producer%20Manager%20Online%20Help%20Project%20Files/help/external_files/using%20the%20carrier%20requests%20appointment%20type.pdf
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To open the Appointment Request Status Inquiry page, from the Inquiries menu select 
Appointment, and then select Appointment Request Status Inquiry. 

The Appointment Request Status Inquiry page contains the following sections: 

Report Criteria 

Enter report criteria about the appointment or termination requests you want to report. 

Fields and controls include the following: 

• Appointment Request Submitted or Recorded Between: Required. Enter a date 
range during which appointments or terminations were submitted or recorded for 
reported producers. Enter the following: 

o Begin Date: Enter the first date of a date range in which to search for the value of 
the Submit Date field in producer appointments information. Use the mmddyyyy 
date format. Or, click the Calendar button ( ) to open a popup calendar from 
which you can click to select a date. 

o End Date: Enter the last date of a date range in which to search for the value of the 
Submit Date field in producer appointments information. Use the mmddyyyy date 
format. Or, click the Calendar button ( ) to open a popup calendar from which you 
can click to select a date. 

• External System ID: To filter the report results to include requests for producers with a 
specific external system ID, enter the external system ID. 

• Active External System IDs Only: Click to checkmark the checkbox to filter the report 
results to exclude requests for producers whose external system ID (as expressed in the 
External System ID field, above) is inactive. 

• Include Record Only Appointments: By default, the report results will include only 
appointment or termination requests submitted electronically to appointment states 
through PLM Producer Manager or Producer Express. Click to checkmark the checkbox 
to also include appointments and terminations that were manually recorded on producer 
records and not submitted to states. 

• Request Statuses: To report requests without regard to processing status, make no 
selection from the box. Or, to filter the report results to include only requests with specific 
processing statuses, click to select one or multiple processing statuses in the box. To 
select multiples, press the CTRL key on your keyboard while clicking; click again while 
pressing the CTRL key to de-select. 

• State: To report requests without regard to appointment state, make no selection from 
the box. Or, to filter the report results to include only requests submitted to or recorded 
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for a specific appointment state, click to select one or multiple state names in the box. To 
select multiples, press the CTRL key on your keyboard while clicking; click again while 
pressing the CTRL key to de-select. 

• Submitting Staff Member: To report requests without regard to the staff member who 
submitted or recorded the appointments or terminations, make no selection from the 
box. Or, to filter the report results to include only requests submitted or recorded by a 
specific staff member, click to select one or multiple staff member names in the box. To 
select multiples, press the CTRL key on your keyboard while clicking; click again while 
pressing the CTRL key to de-select. 

• Business Unit: To report requests without regard to reported producers' business unit 
criteria, make no selection from the box. Or, to filter the report results to include only 
requests concerning reported producers assigned to one or multiple business units, click 
to select one or multiple business unit short names in the box. To select multiples, press 
the CTRL key on your keyboard while clicking; click again while pressing the CTRL key 
to de-select. 

• Spreadsheet View: Click to checkmark the checkbox to output the report results in a 
tabular spreadsheet format. To generate the report in a spreadsheet format, click the 

Submit Offline button and then click the Excel Format button ( ) associated with the 
inquiry on the Recent Reports page to view the spreadsheet. 

Report Results 

Displays producer appointment or termination request information stored in your company's 
instance of Producer Manager that met the report criteria. Results may be narrowed by selected 
filter criteria. 

The header of the report results window displays a summary of the selected report criteria. 

If viewed in HTML format, report results are grouped by state and sorted alphabetically by 
producer name. If viewed in spreadsheet format, results are sorted first by state and then by 
producer name. 

Results include the following data fields: 

• State: For each request listed that met the report criteria, displays the name and the 
two-letter code for the appointment state selected in the report criteria. 

• Status: Called Appointment Request Status in HTML format. For each request listed 
that met the report criteria, displays its result (e.g., Approved (processed and approved 
by the state); Denied (processed and rejected by the state); Submitted to SIRCON 
(pending state processing), or Error (request encountered a process error ).  

• Producer/Licensee Name: For each request listed that met the report criteria, displays 
the producer's name information: last name, first name, and middle name for individuals 
or firm name for firms. (For more information, see Details.) 

• EIN/SSN: For each request listed that met the report criteria, displays the producer's 
taxpayer identification information: Social Security Number for individuals or Federal 
Employer Identification Number for firms. (For more information, see Details.) 

• BU: For each request listed that met the report criteria, displays the short name(s) of the 
business units to which the producer is actively assigned (sorted alphabetically).  
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• External System ID: For each request listed that met the report criteria, displays the 
producer's external system IDs. 

• Request Type: For each request listed that met the report criteria, displays the 
processing interface or method (e.g., PIN (request sent to state through the NIPR 
Gateway); Sfs (request sent directly to a "Sircon State"), or Paper (a record-only 
transaction), etc.) 

• Requested Action: For each request listed that met the report criteria, displays the 
submitted transaction type, either Appointment or Termination. 

• BI Processing Status: For each request listed that met the report criteria, displays the 
status of a background investigation request that is related to the transaction request 
(i.e., the actual request, not the result). 

• Company: For each request listed that met the report criteria, displays the name of the 
appointing company. 

• State Appointment: For each request listed that met the report criteria, displays the 
appointment type. 

• Requested Effective Date: For each request listed that met the report criteria, displays 
date on which the appointment or termination was requested to become effective. 

• Actual Effective Date: For each request listed that met the report criteria, displays the 
date on which a requested appointment or termination became or would become 
effective, based on Vertafore-configured state backdating or system future-dating rules. 

• Termination Date: For each request listed that met the report criteria, displays the date 
on which the appointment for which a termination was requested became inactive. 

• Termination Reason: For each request listed that met the report criteria, displays the 
state-specific termination reason submitted with the termination request. 

• Submitting Staff Member: For each request listed that met the report criteria, displays 
the user name of the staff member or process that submitted the transaction request. If 
the request was submitted through an automated process, displays SYSTEM_USER.  

Page Controls 

Controls include the following: 

• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• View/Refresh Report: Click to generate the inquiry "on demand" in HTML format online. 
The report will open in the separate Inquiry Output Window. 

• Cancel: Click to open the Producer Manager Home page. 

Results of the Appointment Request Status Inquiry may contain unmasked, full Social 
Security Number information for individual producers. It is not possible to configure the system 
to mask or hide these values in the report results. However, using a security role setting, a user 
with administrator permissions may deny other users the permission to run this inquiry or view 
inquiry results requested by other users. For more information, see Maintain Security Role. 
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Appointment Confirmation Inquiry 
Use the Appointment Confirmation Inquiry page to generate formatted letters to all producers 
(or just one producer) informing them of a company appointment or appointment termination in 
a state. 

If desired, filter the inquiry to include only appointments or terminations for which a particular 
staff member is responsible, for a particular business unit or external system identifier, or with a 
particular result (e.g., approved, denied, etc.). Opt to sort letters by ZIP code for bulk mailing 
purposes. 
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To open the Appointment Confirmation Inquiry page, from the Inquiries menu select 
Appointment, and then select Appointment Confirmation Inquiry. 

The Appointment Confirmation Inquiry page contains the following sections: 

Report Criteria 

Use the filter fields to enter report criteria and tailor the report results to suit your needs. 

Report criteria contains the following sub-sections: 

Appointment Criteria 

Enter report criteria about the appointments or terminations you want to report. 

Fields and controls include the following: 

• Appointment Responses Received or Recorded: Required. Enter a date range during 
which an appointment or termination result was received or recorded on the records of 
reported producers. Enter the following: 

o between: Enter the first date of a date range in which to search for the value of the 
Status Date field in producer appointments information. Use the mmddyyyy date 
format. Or, click the Calendar button ( ) to open a popup calendar from which you 
can click to select a date. 

o and: Enter the last date of a date range in which to search for the value of the 
Status Date field in producer appointments information. Use the mmddyyyy date 
format. Or, click the Calendar button ( ) to open a popup calendar from which you 
can click to select a date. 
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• Submitting Staff Member: To report appointments or terminations without regard to the 
staff member who submitted or recorded the appointments or terminations, make no 
selection from the box. Or, to filter the report results to include only appointments or 
terminations submitted or recorded by a specific staff member, click to select one or 
multiple staff member names in the box. To select multiples, press the CTRL key on 
your keyboard while clicking; click again while pressing the CTRL key to de-select. 

• Request Statuses: To report appointments or terminations without regard to processing 
status, make no selection from the box. Or, to filter the report results to include only 
appointments or terminations with specific processing statuses, click to select one or 
multiple processing statuses in the box. To select multiples, press the CTRL key on your 
keyboard while clicking; click again while pressing the CTRL key to de-select. 

• Business Unit: To report appointments or terminations without regard to reported 
producers' business unit criteria, make no selection from the box. Or, to filter the report 
results to include only appointments or terminations of reported producers assigned to 
one or multiple business units, click to select one or multiple business unit short names 
in the box. To select multiples, press the CTRL key on your keyboard while clicking; click 
again while pressing the CTRL key to de-select. 

Producer Criteria 

Enter criteria to filter report results based on a specific producer or an external system ID. 

Producer criteria contains the following sub-sections: 

Search Producer 

You can filter the report results to include appointments or terminations for a selected producer. 
The page will display summary information (Name, SSN/EIN, License State/Number, Active 
BU, NPN, and Resident States) about an individual or firm producer that has been selected as 
filter criteria. If no producer has been selected, the following message will display: "No Producer 
has been selected." 

Click the Search Producer link to open the Search Producer page. The Search Producer 
page consists of the following sections: 

Producer Type 

Use the Producer Type field to identify whether you are searching for an individual or firm (agency) producer record. 

Controls include the following: 

• Individual Licensee: Default. Click the radio button to initiate a search for an individual 
producer record. The page will refresh to display unique individual producer Search 
Fields. 

• Firm: Click the radio button to initiate a search for a firm producer record. The page will 
refresh to display unique firm producer Search Fields. 

Search Fields 

Use the Search Fields to enter search criteria for one or multiple producer records, either 
individual or firm. At least one search criterion is required. 
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Fields and controls include the following: 

• Last: Individual producers only. Enter a search string on individual producer last name. 
You may use as few as two characters in your search string. Wildcard characters are not 
allowed. May not contain numeric characters or double quotation marks ("). 

• Firm Name: Firm producers only. Enter a search string on firm name. You may use as 
few as two characters in your search string. May contain numeric characters. Wildcard 
characters are not allowed. May not contain double quotation marks ("). 

• First: Individual producers only. Must be used in combination with Last name criterion. 
You may use as few as one character in your search string. Wildcard characters are not 
allowed. May not contain numeric characters or double quotation marks ("). 

• Middle: Individual producers only. Must be used in combination with Last name 
criterion. You may use as few as one character in your search string. Wildcard 
characters are not allowed. May not contain numeric characters or double quotation 
marks ("). 

• SSN: Individual producers only. Enter a producer's entire Social Security Number. Partial 
searches not allowed. Maximum 9 characters without separating hyphens or 11 
characters with two separating hyphens. 

• EIN: Firm producers only. Enter a producer's entire Federal Employer Identification 
Number. Partial searches not allowed. Maximum 9 characters without a separating 
hyphen or 10 characters with a separating hyphen. 

• NPN: Enter a producer's entire National Producer Number. Partial searches not allowed. 
Maximum 10 characters. 

• Active Business Unit: Select from the dropdown menu an the short name of an active 
business unit to which a producer is assigned. May not be the only search criterion. 

• License Number: Enter the entire number of a producer's state license, either active or 
inactive. Partial searches not allowed. Maximum 15 characters. 

• License State: Select from the dropdown menu a state in which a producer holds an 
active or inactive license. 

• External System ID: Enter a producer's entire external system ID code, including 
leading zeroes, either active or inactive. Partial searches not allowed. Maximum 22 
characters. 

• Primary External ID Only: Click to checkmark the checkbox to constrain a search using 
an External System ID criterion to only those external system IDs marked as a 
"primary" ID on a producer's record. The search will ignore a match on an External 
System ID that is not marked as "primary." (For more information, see Maintain External 
System Identifiers.) 

• Records Per Page: If multiple records met your search criteria, the default number of 
records displayed per page of results is 10. From the dropdown menu, select a value in 
increments of 10 up to 50 and then execute or re-execute the search to display a 
number of records up to the selected value in the Search Results sub-section. 

• Search: Click to execute the search based on the entered search criteria. If only one 
producer record met your search criteria, the record will open directly in the 
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Appointment Confirmation Inquiry report criteria page. If multiple records met your 
search criteria, they will display in the Search Results section. 

• Cancel: Click to abort the page operation and open the Producer Manager Home page. 

Search Results 

If multiple producer records met your search criteria, they will display in the Search Results 
section of the Search Producer page. 

 

Fields and controls include the following: 

• Name: For each listed producer record, displays a producer name as a blue hyperlink. 
Click the desired company name hyperlink to open the record in the Appointment 
Confirmation Inquiry report criteria page. 

• SSN: Individual producer searches only. For each listed producer record, displays a 
producer's Social Security Number. Click the column heading to toggle highest-to-lowest 
or lowest-to-highest sorting of the Search Results on the SSN field. 

• EIN: Firm producer searches only. For each listed producer record, displays a producer's 
federal Employer Identification Number. Click the column heading to toggle highest-to-
lowest or lowest-to-highest sorting of the Search Results on the EIN field. 

• License State/#: For each listed producer record, displays the state codes of the states 
in which a producer holds at least one active or inactive license and the corresponding 
license numbers. Click the node ( ) to expand the record row to display all of the 
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producer's license state and number information. Click the node ( ) to collapse the 
information. 

• NPN: For each listed producer record, displays a producer's National Producer Number. 
Click the column heading to toggle highest-to-lowest or lowest-to-highest sorting of the 
Search Results on the NPN field. 

• Active BU: For each listed producer record, displays the name of the business unit(s) 
with which a producer is actively associated. Click the node ( ) to expand the record 
row to display all of the producer's business unit information. Click the node ( ) to 
collapse the information. 

• City: For each listed producer record, displays the producer's mailing address city. Click 
the column heading to toggle alphabetic or reverse alphabetic sorting of the Search 
Results on the City field. 

• State: For each listed producer record, displays the producer's mailing address state. 
Click the column heading to toggle alphabetic or reverse alphabetic sorting of the 
Search Results on the State field. 

• Displaying [v] - [w] (of [x] matching records): Displays the range in numbers of 
producer records currently displaying in the Search Results sub-section out of the total 
number of producer records returned by a search. 

• Page [y] of [z]: Displays the number of the page currently displaying out of the total 
number of pages of producer records returned by a search. 

• Go To Page: Available only when more than 10 records are returned by a search, 
resulting in multiple pages of Search Results. Select from the dropdown menu the 
number of the page of producer records to which you wish to navigate. 

• Go: Click to navigate to the page number of Search Results selected in the Go To 
Page dropdown menu. 

External System ID 

You can filter the report to include appointments and terminations for to include only producers 
with a specific external system ID 

Controls include the following: 

• External System ID: To filter the report results to include appointments and terminations 
for producers with a specific external system ID, enter the external system ID. 

• Active External System IDs Only: Click to checkmark the checkbox to filter the report 
results to exclude appointments and terminations for producers whose external system 
ID (as expressed in the External System ID field, above) is inactive. 

Display Configuration 

Choose whether to sort the report results by producer name or by ZIP code of their mailing 
address type. 

Fields and controls include the following: 

• Sort Results By: From the dropdown menu, select Producer Name to sort the report 
results alphabetically in descending order by producer last name or firm name. Or, select 
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Zip Code to sort the report results in ascending numeric order by the value of mailing 
address postal code. 

• Include Record Only Appointments: By default, the report results will include only 
appointment or termination requests submitted electronically to appointment states 
through PLM Producer Manager or Producer Express. Click to checkmark the checkbox 
to also include appointments and terminations that were manually recorded on producer 
records and not submitted to states, allowing you to generate a "welcome letter" to 
producers with record-only appointments. 

Report Results 

Displays producer appointment information stored in your company's instance of Producer 
Manager that met the report criteria, presented in a letter format. Results may be narrowed by 
selected filter criteria. 

Results include the following data fields, embedded as merge fields in the letter format: 

• Letter Date: For each letter included in the report results, displays the date that the 
inquiry generated results. 

• Producer ID: For each producer included in the report results, displays the producer's 
Producer Manager record ID. (For more information, see Details.) 

• Producer Name: For each producer included in the report results, displays the 
producer's name. (For more information, see Details.) 

• Mailing Address: For each producer included in the report results, displays the 
producer's full mailing address. (For more information, see Contact Information.) 

• Appointment Type: For each producer included in the report results, displays the 
description of the state-specific type of appointment that was either made active or 
inactive. (For more information, see Appointments.) 

• Appointing Company: For each producer included in the report results, displays the 
name of the appointing company by which the appointment or termination was 
requested or recorded. (For more information, see Appointments.) 

• Appointment State: For each producer included in the report results, displays the name 
of the state to which the appointment or termination was requested or for which it was 
recorded. (For more information, see Appointments.) 

• Request Result: For each producer included in the report results, displays the result of 
the requested or recorded appointment or termination. (For more information, see 
Appointments.) 

• Effective Date: For each producer included in the report results, displays the date on 
which the appointment or termination became effective. (For more information, see 
Appointments.) 

Page Controls 

Controls include the following: 

• Remove Producer: Click to remove a specific producer selected in the Producer Criteria 
section as filter criteria. 
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• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• View/Refresh Report: Click to generate the inquiry "on demand" in HTML format online. 
The report will open in the separate Inquiry Output Window. 

• Cancel: Click to open the Producer Manager Home page. 

The Appointment Confirmation Inquiry cannot be custom-formatted or configured based on 
customer preference. If your company requires custom-formatted appointment or termination 
letters, please consult your Vertafore representative. 

Firm Associated Individual Appointments Inquiry 
Use the Firm Associated Individual Appointments Inquiry page to review individual 
producers affiliated with a selected agency who were appointed or terminated during a given 
timeframe. You can view appointment data for individuals connected with an agency either by a 
formal firm association or by an external system ID.  

If desired, filter the report results by state, appointment/request processing status, submitting 
staff member, business unit, or appointing company. 
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To open the Firm Associated Individual Appointments Inquiry page, from the Inquiries menu 
select Appointment, and then select Firm Associated Individual Appointments Inquiry. 

The Firm Associated Individual Appointments Inquiry page contains the following sections: 

Search Firm 

Use the Search Firm page to search for a single firm producer (agency) whose affiliated 
producers were appointed or terminated in the selected time period you want to report.  

The Search Firm page consists of the following sub-sections: 
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Search Fields 

Use the Search Fields to enter report criteria. At least one report criterion is required. 

Fields and controls include the following: 

• Firm Name: Enter a search string on firm name. You may use as few as two characters 
in your search string. May contain numeric characters. Wildcard characters are not 
allowed. May not contain double quotation marks ("). 

• EIN: Enter a producer's entire Federal Employer Identification Number. Partial searches 
not allowed. Maximum 9 characters without a separating hyphen or 10 characters with a 
separating hyphen. 

• NPN: Enter a producer's entire National Producer Number. Partial searches not allowed. 
Maximum 10 characters. 

• Active Business Unit: Select from the dropdown menu an the short name of an active 
business unit to which a producer is assigned. May not be the only search criterion. 

• License Number: Enter the entire number of a producer's state license, either active or 
inactive. Partial searches not allowed. Maximum 15 characters. 

• License State: Select from the dropdown menu a state in which a producer holds an 
active or inactive license. 

• External System ID: Enter a producer's entire external system ID code, including 
leading zeroes, either active or inactive. Partial searches not allowed. Maximum 22 
characters. 

• Primary External ID Only: Click to checkmark the checkbox to constrain a search using 
an External System ID criterion to only those external system IDs marked as a 
"primary" ID on a producer's record. The search will ignore a match on an External 
System ID that is not marked as "primary." (For more information, see Maintain External 
System Identifiers.) 

• Records Per Page: If multiple records met your search criteria, the default number of 
records displayed per page of results is 10. From the dropdown menu, select a value in 
increments of 10 up to 50 and then execute or re-execute the search to display a 
number of records up to the selected value in the Report Results sub-section. 

• Search: Click to execute the search based on the entered search criteria. If only one 
record met your search criteria, the Search Firm page will close, and the selected firm's 
summary information will display in the Associated Firm section of the Firm 
Associated Individual Appointments Inquiry page. If multiple records met your 
search criteria, they will display in the Search Results section. You then must click the 
Name of a selected firm to close the Search Firm page and display the selected firm's 
summary information will display in the Associated Firm section of the Firm 
Associated Individual Appointments Inquiry page. 

• Cancel: Click to abort the page operation and open the Producer Manager Home page. 

Search Results 

If multiple producer records met your search criteria, they will display in the Search Results 
sub-section of the Search Firm section. 
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Fields and controls include the following: 

• Name: For each listed producer record, displays a producer name as a blue hyperlink. 
Click the column heading to toggle alphabet or reverse alphabetic sorting of the Search 
Results on the Name field. To close the Search Firm page and display the selected 
firm's summary information will display in the Associated Firm section of the Firm 
Associated Individual Appointments Inquiry page, click a desired producer Name 
hyperlink.  

• EIN: For each listed producer record, displays a producer's federal Employer 
Identification Number. Click the column heading to toggle highest-to-lowest or lowest-to-
highest sorting of the Search Results on the EIN field. 

• License State/#: For each listed producer record, displays the state codes of the states 
in which a producer holds at least one active or inactive license and the corresponding 
license numbers. Click the node ( ) to expand the record row to display all of the 
producer's license state and number information. Click the node ( ) to collapse the 
information. 

• NPN: For each listed producer record, displays a producer's National Producer Number. 
Click the column heading to toggle highest-to-lowest or lowest-to-highest sorting of the 
Search Results on the NPN field. 

• Active BU: For each listed producer record, displays the name of the business unit(s) 
with which a producer is actively associated. Click the node ( ) to expand the record 
row to display all of the producer's business unit information. Click the node ( ) to 
collapse the information. 

• City: For each listed producer record, displays the producer's mailing address city. Click 
the column heading to toggle alphabetic or reverse alphabetic sorting of the Search 
Results on the City field. 

• State: For each listed producer record, displays the producer's mailing address state. 
Click the column heading to toggle alphabetic or reverse alphabetic sorting of the 
Search Results on the State field. 

• Displaying [v] - [w] (of [x] matching records): Displays the range in numbers of 
producer records currently displaying in the Search Results sub-section out of the total 
number of producer records returned by a search. 

• Page [y] of [z]: Displays the number of the page currently displaying out of the total 
number of pages of producer records returned by a search. 

• Go To Page: Available only when more than 10 records are returned by a search, 
resulting in multiple pages of Search Results. Select from the dropdown menu the 
number of the page of producer records to which you wish to navigate. 

• Go: Click to navigate to the page number of Search Results selected in the Go To 
Page dropdown menu. 

Report Criteria 

Use the filter fields to enter report criteria and tailor the report results to suit your needs. 

Report criteria contains the following sub-sections: 

Appointment Criteria 
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Enter report criteria about the active or inactive appointments you want to report. 

Fields and controls include the following: 

• Appointment/Termination Between: Required. Enter a date range during which 
reported producers were appointed or terminated. Enter the following: 

o between: Enter the first date of a date range in which to search for the value of the 
Active Date and/or Term Date fields in producer appointments information. Use the 
mmddyyyy date format. Or, click the Calendar button ( ) to open a popup calendar 
from which you can click to select a date. 

o and: Enter the last date of a date range in which to search for the value of the 
Active Date and/or Term Date fields in producer appointments information. Use the 
mmddyyyy date format. Or, click the Calendar button ( ) to open a popup calendar 
from which you can click to select a date. 

• Association Type: From the dropdown menu, select Individual/Firm Association to 
report producers who are affiliated with a selected firm through a recorded firm 
association (default). Or, select External System ID to report producers who are affiliated 
with a selected firm through a shared external system identifier. 

• State: To report appointments and terminations without regard to appointment state, 
make no selection from the box. Or, to filter the report results to include only 
 appointments and terminations submitted to or recorded for a specific appointment 
state, click to select one or multiple state names in the box. To select multiples, press 
the CTRL key on your keyboard while clicking; click again while pressing the CTRL key 
to de-select. 

• Status(es): To report appointments and terminations without regard to appointment and 
request processing status, make no selection from the box. Or, to filter the report results 
to include only appointments and terminations with specific request and processing 
statuses, click to select one or multiple processing statuses in the box. To select 
multiples, press the CTRL key on your keyboard while clicking; click again while 
pressing the CTRL key to de-select. 

• Submitting Staff Member(s): To report appointments and terminations without regard 
to the staff member who submitted or recorded the appointments and terminations, 
make no selection from the box. Or, to filter the report results to include only 
appointments and terminations submitted or recorded by a specific staff member, click to 
select one or multiple staff member names in the box. To select multiples, press the 
CTRL key on your keyboard while clicking; click again while pressing the CTRL key to 
de-select. 

• Business Unit(s): To report appointments and terminations without regard to reported 
producers' business unit criteria, make no selection from the box. Or, to filter the report 
results to include only appointments and terminations of reported producers assigned to 
one or multiple business units, click to select one or multiple business unit short names 
in the box. To select multiples, press the CTRL key on your keyboard while clicking; click 
again while pressing the CTRL key to de-select. 

Associated Firm 

Displays summary information about the firm producer selected as criterion for the report. 
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Fields and controls include the following: 

• Name: Displays the firm producer's name. 

• EIN: Displays the selected firm producer's Federal Employer Identification Number. 

• License State/#: Displays the firm producer's license states and numbers. Click the 
node ( ) to expand the record row to display all of the producer's license state and 
number information. Click the node ( ) to collapse the information. 

• NAIC ID: Displays the selected appointing company's National Association of Insurance 
Commissioners identifier number. 

• City: Displays the selected firm producer's business location address city. 

• State: Displays the selected firm producer's business location address state. 

• Search Associated Firm: Click to open the Search Firm page, where you can search 
for a different firm producer to apply as report criteria. 

• Spreadsheet View: Click to checkmark the checkbox to output the report results in a 
tabular spreadsheet format. To generate the report in a spreadsheet format, click the 

Submit Offline button and then click the Excel Format button ( ) associated with the 
inquiry on the Recent Reports page to view the spreadsheet. 

Report Results 

Displays producer appointment information stored in your company's instance of Producer 
Manager that met the report criteria. Results may be narrowed by selected filter criteria. 

The header of the report results window displays a summary of the selected report criteria. 

If viewed in HTML format, report results are grouped by firm name and sorted alphabetically by 
affiliated individual producer last name. If viewed in spreadsheet format, results are sorted first 
by firm name and then by affiliated individual producer last name. 

Results include the following data fields: 

• Firm Name: For each producer listed that met the report criteria, displays the name of 
the firm selected as report criteria.  

• Firm ID: HTML format only. For each producer listed that met the report criteria, displays 
the Producer Manager record ID of the firm selected as report criteria. (For more 
information, see Details.) 

• Firm EIN: For each producer listed that met the report criteria, displays the Federal 
Employer Identification Number of the firm selected as report criteria.  

• Firm Business Units: For each producer listed that met the report criteria, displays the 
short names of the business units of the firm selected as report criteria.  

• Firm External System IDs: For each producer listed that met the report criteria, 
displays the external system IDs of the firm selected as report criteria.  

• Individual Name: For each producer listed that met the report criteria, displays the 
affiliated producer's name information: last name, first name, and middle name for 
individuals or firm name for firms. (For more information, see Details.) 
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• Indv ID: HTML format only. For each producer listed that met the report criteria, displays 
the affiliated producer's Producer Manager record ID. (For more information, see 
Details.) 

• SSN: For each producer listed that met the report criteria, displays the affiliated 
producer's Social Security Number. (For more information, see Details.) 

• Individual BU: For each producer listed that met the report criteria, displays the short 
name(s) of the business units to which the affiliated producer is actively assigned (sorted 
alphabetically).  

• Individual External System IDs: For each producer listed that met the report criteria, 
displays the affiliated producer's external system IDs.  

• Appt State: For each producer listed that met the report criteria, displays the two-letter 
code for the state that issued or terminated an appointment. 

• Appt County: For each producer listed that met the report criteria, displays the two-
letter code for the county that issued or terminated an appointment for the affiliated 
producer (in states that require county appointments only). 

• Appt Type: For each producer listed that met the report criteria, displays the description 
of the type of appointment that the affiliated producer that became active or was 
terminated in the selected date range. 

• Active Date: For each producer listed that met the report criteria, displays the date on 
which the affiliated producer's appointment became active. 

• Term Date: Inactive appointments only. For each producer listed that met the report 
criteria, displays the date on which a termination of the affiliated producer's appointment 
in the selected state was submitted and state-approved or recorded. 

• Termination Reason: For each producer listed that met the report criteria, displays the 
state-specific termination reason for the termination of the affiliated producer's 
appointment. 

• Record Only?: For each producer listed that met the report criteria, displays Y if the 
Record Appt checkbox in the affiliated producer's appointment information contains a 
checkmark; displays N if the Record Appt checkbox in the affiliated producer's 
appointment information does not contain a checkmark. 

Page Controls 

Controls include the following: 

• Search Associated Firm: Click to open the Search Firm page, where you can search 
for a firm to include as report criteria. 

• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• View/Refresh Report: Click to generate the inquiry "on demand" in HTML format online. 
The report will open in the separate Inquiry Output Window. 

• Cancel: Click to open the Producer Manager Home page. 
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Results of the Firm Associated Individual Appointments Inquiry may contain unmasked, full 
Social Security Number information for individual producers. It is not possible to configure the 
system to mask or hide these values in the report results. However, using a security role setting, 
a user with administrator permissions may deny other users the permission to run this inquiry or 
view inquiry results requested by other users. For more information, see Maintain Security Role.  

The Firm Associated Individual Appointments Inquiry reports appointment information only 
as recorded in your company's instance of Producer Manager. It does not verify appointment 
information directly with state records. However, if your company is using Producer Manager's 
automated data reconciliation utilities (such as Scheduled Syncs) to keep producer appointment 
data refreshed continually, the Firm Associated Individual Appointments Inquiry report 
results should be synchronized with state records. 

If you are generating an "on-demand" report by clicking the View/Refresh Report button, the 
range between the Appointment/Termination Between Begin Date and End Date fields may 
not exceed 30 days. To expand the date range in which to report appointments and 
terminations, generate the report offline by clicking the Submit Offline button. After it 
generates, the report will be available for download from the Recent Reports page. 

For easier viewing of the report results in any chosen output format, we recommend always 
checkmarking the Spreadsheet View checkbox. 

Invalid Individual Licensee Appointments Inquiry 
Use the Invalid Individual Licensee Appointments Inquiry page to scan Producer Manager 
to find the records of individual producers with at least one active company appointment but that 
also contain the following data conditions that may require attention:  

• A firm association does not exist 

• An existing firm association is not active 

• A firm association exists and is active, but the associated firm does not hold an active 
agreement with the appointing company 

• A firm association exists and is active, and the associated firm holds an active 
agreement with the appointing company, but the individual licensee does not have an 
active, indirect agreement with the associated firm. 

The conditions above may render an individual producer's active company appointment 
"invalid," depending on your company's business rules. 
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To open the Invalid Individual Licensee Appointments Inquiry page, from the Inquiries menu 
select Appointment, and then select Invalid Individual Licensee Appointments Inquiry. 

The Invalid Individual Licensee Appointments Inquiry page contains the following sections: 



Producer Manager Inquiries Guide  Inquiries Menu 

 Page 131 © 2016, Vertafore, Inc.  

Report Criteria 

Use the filter fields to enter report criteria and tailor the report results to suit your needs. 

Fields and controls include the following: 

• Affiliation Status Between: Required. Enter a date range during which appointments 
became active on the records of reported individual producers. Enter the following: 

o Begin Date: Enter the first date of a date range in which to search for the value of 
the Active Date field in producer appointments information. Use the mmddyyyy date 
format. Or, click the Calendar button ( ) to open a popup calendar from which you 
can click to select a date. 

o End Date: Enter the last date of a date range in which to search for the value of the 
Active Date field in producer appointments information. Use the mmddyyyy date 
format. Or, click the Calendar button ( ) to open a popup calendar from which you 
can click to select a date. 

• Submitting Staff Member: To report appointments without regard to the staff member 
who submitted or recorded the appointments, make no selection from the box. Or, to 
filter the report results to include only appointments submitted or recorded by a specific 
staff member, click to select one or multiple staff member names in the box. To select 
multiples, press the CTRL key on your keyboard while clicking; click again while 
pressing the CTRL key to de-select. 

• Business Unit: To report appointments without regard to reported producers' business 
unit criteria, make no selection from the box. Or, to filter the report results to include only 
appointments of reported producers assigned to one or multiple business units, click to 
select one or multiple business unit short names in the box. To select multiples, press 
the CTRL key on your keyboard while clicking; click again while pressing the CTRL key 
to de-select. 

• Invalid Conditions: Minimum of one required. Select one or multiple data conditions 
that affect the individual producer records included in the report results. Choose from 
among the following: 

o Appointments without Associations: Click to checkmark the checkbox to search 
Producer Manager for individual producers whose appointments became active in 
the date range specified in the Affiliation Status Between fields but whose records 
lack an active firm association. 

o Appointments without Direct Agreements: Click to checkmark the checkbox to 
search Producer Manager for individual producers whose appointments became 
active in the date range specified in the Affiliation Status Between fields but whose 
records lack an active direct agreement. 

o Appointments with Associations but without Indirect Agreements: Click to 
checkmark the checkbox to search Producer Manager for individual producers 
whose appointments became active in the date range specified in the Affiliation 
Status Between fields but whose records lack an active indirect agreement with 
their associated firms. 

Report Results 

Displays producer appointment information stored in your company's instance of Producer 
Manager that met the report criteria. Results may be narrowed by selected filter criteria. 



Producer Manager Inquiries Guide  Inquiries Menu 

 Page 132 © 2016, Vertafore, Inc.  

Report results are grouped by individual producers, sorted alphabetically by name. 

Results include the following data fields: 

• Indv_ID: For each producer listed that met the report criteria, displays the producer's 
Producer Manager record ID. (For more information, see Details.)  

• Individual Name: For each producer listed that met the report criteria, displays the 
producer's last name, first name, and middle name. (For more information, see Details.) 

• TIN: For each producer listed that met the report criteria, displays the producer's Social 
Security Number. (For more information, see Details.) 

• BU: For each producer listed that met the report criteria, displays the short name(s) of 
the business units to which the producer is actively assigned (sorted alphabetically).  

• Company Affiliation Status: For each producer listed that met the report criteria and for 
each appointment that became active during the Affiliated Status Between date range, 
displays the status of the producer's appointment with the appointing company identified 
in the Affiliated Company field. 

• Affiliation Status Date: For each producer listed that met the report criteria and for 
each appointment that became active during the Affiliated Status Between date range, 
displays the date on which the producer's appointment with the appointing company 
identified in the Affiliated Company field became active. 

• Affiliated Company: For each producer listed that met the report criteria and for each 
appointment that became active during the Affiliated Status Between date range, 
displays the name of the company with which the producer holds an appointment. 

• Agreement: For each producer listed that met the report criteria, displays information 
about the producer's agreements with the appointing company identified in the Affiliated 
Company field. Data fields include the following: 

o Status: Displays the current status of the agreement. 

o Begin Date: Displays the date on which the agreement became active. 

o End Date: If Status is inactive, displays the date on which the agreement became 
inactive. 

o Company Status: Displays the status of the appointing company's record. 

Page Controls 

Controls include the following: 

• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• View/Refresh Report: Click to generate the inquiry "on demand" in HTML format online. 
The report will open in the separate Inquiry Output Window. 

• Cancel: Click to open the Producer Manager Home page. 

Results of the Invalid Individual Licensee Appointments Inquiry may contain unmasked, full 
Social Security Number information for individual producers. It is not possible to configure the 
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system to mask or hide these values in the report results. However, using a security role setting, 
a user with administrator permissions may deny other users the permission to run this inquiry or 
view inquiry results requested by other users. For more information, see Maintain Security Role.  

Business Unit Appointment Termination Inquiry 
Use the Business Unit Appointment Termination Inquiry page to find out if and when a 
producer was terminated by a business unit other than your own – a condition that could affect 
the producer's ability to sell for your business unit.  

To determine business unit cross-interest terminations, the Business Unit Appointment 
Termination Inquiry derives information from the following: 

• Currently active business units for the logged-in user (i.e., you) 

• The terminated producer's active business units on the termination date 

• Active business units on the termination date for the user who terminated the producer's 
appointment 

The system then calculates whether a producer was terminated by a user with a business unit 
interest other than your own during the selected date range criteria. 
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To open the Business Unit Appointment Termination Inquiry page, from the Inquiries menu 
select Appointment, and then select Business Unit Appointment Termination Inquiry. 

The Business Unit Appointment Termination Inquiry page contains the following sections: 

Report Criteria 

Use the filter fields to enter report criteria and tailor the report results to suit your needs. 

Fields and controls include the following: 
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• Appointments Terminated by Business Units not actively assigned to the Staff 
Member, Between: Required. Enter a date range during which to search for the records 
of producers who shared an active business unit with you (i.e., the logged-in user) on the 
appointment termination date but who were terminated by users associated with a 
different business unit. Enter the following: 

o Begin Date: Enter the first date of a date range in which to search. Use the 
mmddyyyy date format. Or, click the Calendar button ( ) to open a popup calendar 
from which you can click to select a date. 

o End Date: Enter the last date of a date range in which to search. Use the mmddyyyy 
date format. Or, click the Calendar button ( ) to open a popup calendar from 
which you can click to select a date. 

Report Results 

Displays producer appointment information stored in your company's instance of Producer 
Manager that met the report criteria.  

The header of the report results window displays a summary of the selected report criteria. 

Report results are grouped by entity type, sorted by Processing date (i.e., termination date), 
beginning with most recent. 

Results include the following data fields: 

• Entity Type: For each producer listed that met the report criteria, displays the producer's 
entity type, either Firm or Individual.  

• Licensee Name: For each producer listed that met the report criteria, displays the 
producer's name information: last name, first name, and middle name for individuals or 
firm name for firms. (For more information, see Details.) 

• EIN/SSN: For each producer listed that met the report criteria, displays the producer's 
taxpayer identification information: Social Security Number for individuals or Federal 
Employer Identification Number for firms. (For more information, see Details.) 

• Business Unit(s): For each producer listed that met the report criteria, displays the 
short name(s) of the producer's currently active business units (sorted alphabetically).  

• State: For each producer listed that met the report criteria, displays the name of the 
appointment state in which the producer was terminated. 

• Company: For each producer listed that met the report criteria, displays the short name 
of the appointing company that issued the producer's terminated appointment. (For more 
information, see Review/Update Company.) 

• Appt Type: For each producer listed that met the report criteria, displays the description 
of the type of appointment that was terminated. 

• Processing: For each producer listed that met the report criteria, displays the 
appointment termination date. 

• County Termination: For each producer listed that met the report criteria, displays Yes 
if a county appointment was terminated along with a state appointment; displays No if a 
county appointment was not terminated along with a state appointment. 
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• County: Available only if value of County Termination is Y. For each producer listed 
that met the report criteria, displays the name of the county in which the county 
appointment was terminated. 

Page Controls 

Controls include the following: 

• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• View/Refresh Report: Click to generate the inquiry "on demand" in HTML format online. 
The report will open in the separate Inquiry Output Window. 

• Cancel: Click to open the Producer Manager Home page. 

Results of the Business Unit Appointment Termination Inquiry may contain unmasked, full 
Social Security Number information for individual producers. It is not possible to configure the 
system to mask or hide these values in the report results. However, using a security role setting, 
a user with administrator permissions may deny other users the permission to run this inquiry or 
view inquiry results requested by other users. For more information, see Maintain Security Role.  

You may never need to run the Business Unit Appointment Termination Inquiry if the 
Vertafore-configured business rule, TRMN_BU_APPT_IND, is configured to prevent a user from 
terminating a producer's appointment, unless the user shares all of the producer's business 
units. For more information, see Configuration Options. 

The Business Unit(s) field on the report results displays only the producer's currently active 
business units. If the Business Unit(s) field displays no data for a producer included in the 
report results, it means that the producer had no active business units on the report date. 

For easier viewing of the report results in any chosen output format, we recommend always 
checkmarking the Spreadsheet View checkbox. 

Appointments By State Inquiry 
Use the Appointments By State Inquiry page to generate a printable transcript of key 
appointment information recorded in Producer Manager for one selected firm or individual 
producer.  
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To open the Appointments By State Inquiry page, from the Inquiries menu select 
Appointment, and then select Appointments By State Inquiry. 
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The Appointments By State Inquiry page contains the following sections: 

Search Producer 
You can set report criteria for the Appointments By State Inquiry simply by searching for a 
selected producer whose record is stored and contains appointment information in Producer 
Manager. 

Use the Search Producer page to search for the individual or firm producer whose appointment 
information you want to report. 

The Search Producer page consists of the following sections: 

Producer Type 

Use the Producer Type field to identify whether you are reporting individual or firm (agency) 
appointments. 

Controls include the following: 

• Individual Licensee: Default. Click the radio button to generate the report for an 
individual producer's appointment information. The page will refresh to display unique 
individual producer Search Fields. 

• Firm: Click the radio button to generate the report for a firm producer's appointment 
information. The page will refresh to display unique firm producer Search Fields. 

Search Fields 

Use the Search Fields to enter search criteria for one or multiple producer records, either 
individual or firm. At least one search criterion is required. 

Fields and controls include the following: 

• Last: Individual producers only. Enter a search string on individual producer last name. 
You may use as few as two characters in your search string. Wildcard characters are not 
allowed. May not contain numeric characters or double quotation marks ("). 

• Firm Name: Firm producers only. Enter a search string on firm name. You may use as 
few as two characters in your search string. May contain numeric characters. Wildcard 
characters are not allowed. May not contain double quotation marks ("). 

• First: Individual producers only. Must be used in combination with Last name criterion. 
You may use as few as one character in your search string. Wildcard characters are not 
allowed. May not contain numeric characters or double quotation marks ("). 

• Middle: Individual producers only. Must be used in combination with Last name 
criterion. You may use as few as one character in your search string. Wildcard 
characters are not allowed. May not contain numeric characters or double quotation 
marks ("). 

• SSN: Individual producers only. Enter a producer's entire Social Security Number. Partial 
searches not allowed. Maximum 9 characters without separating hyphens or 11 
characters with two separating hyphens. 

• EIN: Firm producers only. Enter a producer's entire Federal Employer Identification 
Number. Partial searches not allowed. Maximum 9 characters without a separating 
hyphen or 10 characters with a separating hyphen. 
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• NPN: Enter a producer's entire National Producer Number. Partial searches not allowed. 
Maximum 10 characters. 

• Active Business Unit: Select from the dropdown menu an the short name of an active 
business unit to which a producer is assigned. May not be the only search criterion. 

• License Number: Enter the entire number of a producer's state license, either active or 
inactive. Partial searches not allowed. Maximum 15 characters. 

• License State: Select from the dropdown menu a state in which a producer holds an 
active or inactive license. 

• External System ID: Enter a producer's entire external system ID code, including 
leading zeroes, either active or inactive. Partial searches not allowed. Maximum 22 
characters. 

• Primary External ID Only: Click to checkmark the checkbox to constrain a search using 
an External System ID criterion to only those external system IDs marked as a 
"primary" ID on a producer's record. The search will ignore a match on an External 
System ID that is not marked as "primary." (For more information, see Maintain External 
System Identifiers.) 

• Records Per Page: If multiple records met your search criteria, the default number of 
records displayed per page of results is 10. From the dropdown menu, select a value in 
increments of 10 up to 50 and then execute or re-execute the search to display a 
number of records up to the selected value in the Search Results sub-section. 

• Search: Click to execute the search based on the entered search criteria. If only one 
producer record met your search criteria, the Appointments By State Inquiry page will 
refresh with the selected producer's appointment information ready to be generated into 
the report. If multiple records met your search criteria, they will display in the Search 
Results section. 

• Cancel: Click to abort the operation and open the Producer Manager Home page. 

Search Results 

If multiple producer records met your search criteria, they will display in the Search Results 
section of the Search Producer page. 

Fields and controls include the following: 

• Name: For each listed producer record, displays a producer name as a blue hyperlink. 
Click a selected producer's Name hyperlink to refresh the Appointments By State 
Inquiry page with the selected producer's appointment information ready to be 
generated into the report. Click the column heading to toggle alphabet or reverse 
alphabetic sorting of the Search Results on the Name field. 

• SSN: Individual producer searches only. For each listed producer record, displays a 
producer's Social Security Number. Click the column heading to toggle highest-to-lowest 
or lowest-to-highest sorting of the Search Results on the SSN field. 

• EIN: Firm producer searches only. For each listed producer record, displays a producer's 
federal Employer Identification Number. Click the column heading to toggle highest-to-
lowest or lowest-to-highest sorting of the Search Results on the EIN field. 
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• License State/#: For each listed producer record, displays the state codes of the states 
in which a producer holds at least one active or inactive license and the corresponding 
license numbers. Click the node ( ) to expand the record row to display all of the 
producer's license state and number information. Click the node ( ) to collapse the 
information. 

• NPN: For each listed producer record, displays a producer's National Producer Number. 
Click the column heading to toggle highest-to-lowest or lowest-to-highest sorting of the 
Search Results on the NPN field. 

• Active BU: For each listed producer record, displays the name of the business unit(s) 
with which a producer is actively associated. Click the node ( ) to expand the record 
row to display all of the producer's business unit information. Click the node ( ) to 
collapse the information. 

• City: For each listed producer record, displays the producer's mailing address city. Click 
the column heading to toggle alphabetic or reverse alphabetic sorting of the Search 
Results on the City field. 

• State: For each listed producer record, displays the producer's mailing address state. 
Click the column heading to toggle alphabetic or reverse alphabetic sorting of the 
Search Results on the State field. 

• Displaying [v] - [w] (of [x] matching records): Displays the range in numbers of 
producer records currently displaying in the Search Results sub-section out of the total 
number of producer records returned by a search. 

• Page [y] of [z]: Displays the number of the page currently displaying out of the total 
number of pages of producer records returned by a search. 

• Go To Page: Available only when more than 10 records are returned by a search, 
resulting in multiple pages of Search Results. Select from the dropdown menu the 
number of the page of producer records to which you wish to navigate. 

• Go: Click to navigate to the page number of Search Results selected in the Go To 
Page dropdown menu. 

Report Results 

Displays appointment information for the selected producer as recorded in your company's 
instance of Producer Manager.  

Report results are grouped by state and then by appointing company. 

Results include data fields contained in the following sections: 

Producer Information 

Data fields include the following: 

• SSN: Individual producers only. Displays the selected producer's Social Security 
Number. Maximum 11 characters. 

• EIN: Firm producers only. Displays the selected producer's Federal Employer 
Identification Number. Maximum 10 characters. 

• Name: Displays the last, first, and middle name of an individual producer; displays the 
firm name of a firm producer. 
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• Status: Displays the status of the selected producer's record in Producer Manager, 
based on certain carrier or firm relationship conditions. (For more information, see 
Details.) 

• Effective Date: Displays the date on which the value of the Status field last was 
updated. (For more information, see Details.) 

• Termination Date: Displays the date on which the selected producer's last appointment 
with an appointing company became inactive. For a carrier customer, this would be the 
date on which the producer's last appointment with one of your carrier's group's 
appointing companies became inactive. For an agency/brokerage customer, this would 
be the date on which the producer's last appointment with any of the appointing 
companies with which your firm does business became inactive. (For more information, 
see Details.) 

Appointment Information 

Data fields include the following: 

• State: For each state in which the selected producer is appointed, displays the name of 
the regulatory jurisdiction. State appointment data fields are included in the following: 

• NAIC ID: For each appointing company listed, displays the National Association of 
Insurance Commissioners identifier of the appointing company with which the selected 
producer is appointed.. 

• Writing Company: For each appointing company listed, displays the name of the 
appointing company with which the selected producer is appointed. 

• Status: For each appointing company listed, displays the status of the selected 
producer's appointment relationship with the listed appointing company. 

• Effective Date: For each appointing company listed, displays the date on which the 
value of the Status field last was updated. Appointing company appointment data fields 
include the following: 

• Appointment Type: For each appointment listed, displays the state-specific description 
of the appointment type held by a selected producer. 

• Status: For each appointment listed, displays the current status of the appointment in 
Producer Manager. 

• Active Date: For each appointment listed, displays the appointment's effective date. 
Displays for both active and inactive appointments. 

• Term Date: Inactive appointments only. Displays the date on which it became inactive. 

• Termination Reason: Inactive appointments only. Displays the state-specific reason for 
the appointment termination. 

• Shared Producer Name: Shared appointment states only. Displays the name of the 
producer with which the appointment is shared (i.e., the appointment state 
acknowledges that a producer is authorized under another producer's appointment, such 
as an affiliated individual producer's indirect appointment with a firm producer). 

• State Verified: For each producer listed that met the report criteria, displays Y if the 
State Verified checkbox in the producer's appointment information contains a 
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checkmark; displays N if the State Verified checkbox in the producer's appointment 
information does not contain a checkmark. 

• Sys Record Only: More detail view only. For each appointment listed, displays a 
checkmarked checkbox if the appointment was manually recorded on the selected 
producer's record or has been added to the record through an automated data 
reconciliation; a checkbox without a checkmark indicates that the appointment was not 
manually recorded and was submitted through PLM (Producer Manager or Producer 
Express) to a state. 

Appointment Request Information 

Data fields include the following: 

• Appt Action: For each transaction request listed, displays the submitted transaction 
type, either Appointment or Termination. 

• Submit Date: For each transaction request listed, displays the date on which the 
transaction was submitted. 

• Submit Status: For each transaction request listed, displays the status of the 
transaction request (e.g., Approved (processed and approved by the state), Denied 
(processed and rejected by the state), Submitted to SIRCON (pending state 
processing).). 

• Response Date: Displays only for transaction requests that have undergone state 
processing. For each transaction request listed, displays the date on which the state to 
which the request was submitted responded to the request. 

• Actual Effective Date: Displays only for transaction requests that have undergone state 
processing. For each transaction request listed, displays the date on which a requested 
appointment or termination became or would become effective, based on Vertafore-
configured state backdating or system future-dating rules. 

• Rejection Reason: Displays only for transaction requests that have undergone state 
processing and where the value of the Submit Status field is Denied. For each 
transaction request listed, displays the state-specific reason. 

Page Controls 

Controls include the following: 

• Search Producer: Click the link to start a new search for a producer record whose 
appointment information you want to report. 

• View/Refresh Report: Click to generate the inquiry "on demand" in HTML format online. 
The report will open in the separate Inquiry Output Window. 

• Cancel: Click to open the Producer Manager Home page. 

Results of the Appointments By State Inquiry may contain unmasked, full Social Security 
Number information for individual producers. It is not possible to configure the system to mask 
or hide these values in the report results. However, using a security role setting, a user with 
administrator permissions may deny other users the permission to run this inquiry or view 
inquiry results requested by other users. For more information, see Maintain Security Role.  
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The Appointments By State Inquiry reports appointment information only as recorded in your 
company's instance of Producer Manager. It does not verify appointment information directly 
with state records. However, if your company is using Producer Manager's automated data 
reconciliation utilities (such as Scheduled Syncs) to keep producer appointment data refreshed 
continually, the Appointments By State Inquiry report results should be synchronized with 
state records. 

Individual Appointments Inquiry 
Use the Individual Appointments Inquiry page to review a list of individual producers who 
were either appointed or terminated during a specified period of time. You also can run the 
report for just a single, selected producer. 

Filter the report by one or multiple states, appointment status and transaction submission status 
combinations, staff members, business units, and/or companies. 



Producer Manager Inquiries Guide  Inquiries Menu 

 Page 144 © 2016, Vertafore, Inc.  

  

 



Producer Manager Inquiries Guide  Inquiries Menu 

 Page 145 © 2016, Vertafore, Inc.  

 

 

To open the Individual Appointments Inquiry page, from the Inquiries menu select 
Appointment, and then select Individual Appointments Inquiry. 
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The Individual Appointments Inquiry page contains the following sections: 

Report Criteria 

First, determine if you want to report appointments and terminations for a single producer or a 
set of producers. 

If you are reporting appointments and terminations for a single producer, click the Search 
Specific Individual link, and search for the specific producer whose appointments and 
terminations you want to report. 

Single Individual Report 

Use the Search Individual page to search for a single individual producer whose appointment 
and terminations in the selected time period you want to report.  

The Search Individual page consists of the following sub-sections: 

Search Fields 

Use the Search Fields to enter report criteria. At least one report criterion is required. 

Fields and controls include the following: 

• Last: Individual producers only. Enter a search string on individual producer last name. 
You may use as few as two characters in your search string. Wildcard characters are not 
allowed. May not contain numeric characters or double quotation marks ("). 

• First: Individual producers only. Must be used in combination with Last name criterion. 
You may use as few as one character in your search string. Wildcard characters are not 
allowed. May not contain numeric characters or double quotation marks ("). 

• Middle: Individual producers only. Must be used in combination with Last name 
criterion. You may use as few as one character in your search string. Wildcard 
characters are not allowed. May not contain numeric characters or double quotation 
marks ("). 

• SSN: Individual producers only. Enter a producer's entire Social Security Number. Partial 
searches not allowed. Maximum 9 characters without separating hyphens or 11 
characters with two separating hyphens. 

• NPN: Enter a producer's entire National Producer Number. Partial searches not allowed. 
Maximum 10 characters. 

• Active Business Unit: Select from the dropdown menu an the short name of an active 
business unit to which a producer is assigned. May not be the only search criterion. 

• License Number: Enter the entire number of a producer's state license, either active or 
inactive. Partial searches not allowed. Maximum 15 characters. 

• License State: Select from the dropdown menu a state in which a producer holds an 
active or inactive license. 

• External System ID: Enter a producer's entire external system ID code, including 
leading zeroes, either active or inactive. Partial searches not allowed. Maximum 22 
characters. 

• Primary External ID Only: Click to checkmark the checkbox to constrain a search using 
an External System ID criterion to only those external system IDs marked as a 
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"primary" ID on a producer's record. The search will ignore a match on an External 
System ID that is not marked as "primary." (For more information, see Maintain External 
System Identifiers.) 

• Records Per Page: If multiple records met your search criteria, the default number of 
records displayed per page of results is 10. From the dropdown menu, select a value in 
increments of 10 up to 50 and then execute or re-execute the search to display a 
number of records up to the selected value in the Report Results sub-section. 

• Search: Click to execute the search based on the entered search criteria. If only one 
record met your search criteria, the report will generate and the Report Results for the 
selected firm will open in the Inquiry Output Window. If multiple records met your search 
criteria, they will display in the Search Results section. You then must click the Name of 
a selected firm to generate the report and display the Report Results in the Inquiry 
Output Window.. 

• Cancel: Click to abort the page operation and open the Producer Manager Home page. 
Search Results 

If multiple producer records met your search criteria, they will display in the Search Results 
sub-section of the Search Individual section. 

Fields and controls include the following: 

• Name: For each listed producer record, displays a producer name as a blue hyperlink. 
Click the column heading to toggle alphabet or reverse alphabetic sorting of the Search 
Results on the Name field. To generate the report and open the Report Results in the 
Inquiry Output Window, click a desired producer Name hyperlink.  

• SSN: For each listed producer record, displays a producer's Social Security Number. 
Click the column heading to toggle highest-to-lowest or lowest-to-highest sorting of the 
Search Results on the SSN field. 

• License State/#: For each listed producer record, displays the state codes of the states 
in which a producer holds at least one active or inactive license and the corresponding 
license numbers. Click the node ( ) to expand the record row to display all of the 
producer's license state and number information. Click the node ( ) to collapse the 
information. 

• NPN: For each listed producer record, displays a producer's National Producer Number. 
Click the column heading to toggle highest-to-lowest or lowest-to-highest sorting of the 
Search Results on the NPN field. 

• Active BU: For each listed producer record, displays the name of the business unit(s) 
with which a producer is actively associated. Click the node ( ) to expand the record 
row to display all of the producer's business unit information. Click the node ( ) to 
collapse the information. 

• City: For each listed producer record, displays the producer's mailing address city. Click 
the column heading to toggle alphabetic or reverse alphabetic sorting of the Search 
Results on the City field. 

• State: For each listed producer record, displays the producer's mailing address state. 
Click the column heading to toggle alphabetic or reverse alphabetic sorting of the 
Search Results on the State field. 
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• Displaying [v] - [w] (of [x] matching records): Displays the range in numbers of 
producer records currently displaying in the Search Results sub-section out of the total 
number of producer records returned by a search. 

• Page [y] of [z]: Displays the number of the page currently displaying out of the total 
number of pages of producer records returned by a search. 

• Go To Page: Available only when more than 10 records are returned by a search, 
resulting in multiple pages of Search Results. Select from the dropdown menu the 
number of the page of producer records to which you wish to navigate. 

• Go: Click to navigate to the page number of Search Results selected in the Go To 
Page dropdown menu. 

After you have established whether you want to report appointments and terminations for a 
single producer or a set of producers, use the report criteria fields to enter required report 
criteria and to filter the report results to include only information that suits your needs. 

Fields and controls include the following: 

• Appointment/Termination Between: Required. Enter a date range during which 
reported producers either were appointed or terminated. Enter the following: 

o Begin Date: Default is 30 days prior to the current date. Enter the first date of a date 
range in which to search in producer appointments information for the value of the 
Active Date field where the value of the Status field is Active or the value of the 
Termination Date field where the value of the Status field is Inactive. Use the 
mmddyyyy date format. Or, click the Calendar button ( ) to open a popup calendar 
from which you can click to select a date. 

o End Date: Default is the current date. Enter the last date of a date range in which to 
search in producer appointments information for the value of the Active Date field 
where the value of the Status field is Active or the value of the Termination Date 
field where the value of the Status field is Inactive. Use the mmddyyyy date format. 
Or, click the Calendar button ( ) to open a popup calendar from which you can 
click to select a date. 

• External System ID: To report appointments and terminations without regard to 
producer external system ID criteria, leave the field blank. Or, to filter the report results 
to include only appointments and terminations of producers assigned a specific external 
system ID code, enter the code in the field. 

• Primary Only: When filtering the report results to include only appointments and 
terminations of producers assigned a specific external system ID code, leave the 
checkbox uncheckmarked to ignore whether the entered external system ID is set as a 
primary identifier. Or, to filter the report results to include only appointments and 
terminations of producers assigned a specific external system ID code that is set as a 
primary identifier, click to checkmark the checkbox.  

• State(s): To report appointments and terminations without regard to the state in which 
reported producers were appointed or terminated during the selected date range, make 
no selection from the box. Or, to filter the report results to include only reported 
producers who were appointed or terminated in a specific state(s) during the selected 
date range, click to select one or multiple state names in the box. To select multiples, 
press the CTRL key on your keyboard while clicking; click again while pressing the 
CTRL key to de-select. 
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• Status(es): To report appointments and terminations without regard to the current 
values of the Status or Submit Status fields in reported producers' appointments 
information, make no selection from the box. Or, to filter the report results to include only 
reported producers with a specific combination of values in the Status and Submit 
Status fields in their records' appointments information, click to select one or multiple 
Status/Submit Status combinations in the box. To select multiples, press the CTRL key 
on your keyboard while clicking; click again while pressing the CTRL key to de-select. 

• Submitting Staff Member(s): To report appointments and terminations without regard 
to the staff member who submitted or recorded the appointments or terminations, make 
no selection from the box. Or, to filter the report results to include only appointments and 
terminations submitted or recorded by a specific staff member, click to select one or 
multiple staff member names in the box. To select multiples, press the CTRL key on 
your keyboard while clicking; click again while pressing the CTRL key to de-select. 

• Business Unit(s): To report appointments and terminations without regard to reported 
producers' business unit criteria, make no selection from the box. Or, to filter the report 
results to include only appointments or terminations of reported producers assigned to 
one or multiple business units, click to select one or multiple business unit short names 
in the box. To select multiples, press the CTRL key on your keyboard while clicking; click 
again while pressing the CTRL key to de-select. 

• Active Writing Companies: To report appointments and terminations without regard to 
the appointing companies in your carrier group that appointed the reported producers, 
make no selection from the box. Or, to filter the report results to include only 
appointments and terminations of producers appointed by one or multiple of your carrier 
group's appointing companies, click to select one or multiple appointing company names 
in the box. To select multiples, press the CTRL key on your keyboard while clicking; click 
again while pressing the CTRL key to de-select. 

• Spreadsheet View: Click to checkmark the checkbox to output the report results in a 
tabular spreadsheet format. To generate the report in a spreadsheet format, click the 

Submit Offline button and then click the Excel Format button ( ) associated with the 
inquiry on the Recent Reports page to view the spreadsheet. 

Report Results 

Displays active and inactive (terminated) producer appointment information stored in your 
company's instance of Producer Manager that met the report criteria. Results may be narrowed 
by selected filter criteria. 

The header of the report results window displays a summary of the selected report criteria. 

If viewed in HTML format, report results are grouped by appointing company and sorted 
alphabetically by producer name. If viewed in spreadsheet format, results are sorted first by 
appointing company, then by producer name, and then by appointment state name. 

Results include the following data fields: 

• Company: For each appointment or termination that met the report criteria, displays the 
name of the appointing company that appointed reported producers. Company data 
fields include the following:  

o NAIC ID: For each appointing company listed, displays its National Association of 
Insurance Commissioners identifier. 
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o Individual Licensee: For each appointing company listed, displays the name of the 
individual producer that the appointing company either appointed or terminated 
during the selected date range and that otherwise met the report criteria. Individual 
producer data fields include the following: 

 SSN: For each individual producer listed that met the report criteria, displays 
the producer's Social Security Number. (For more information, see Details.) 

 Appt State: For each individual producer listed that met the report criteria, 
displays the name of the state in which the producer was appointed. 

 Appt Type: For each individual producer listed that met the report criteria, 
displays the description of the type of appointment that the producer holds 
or held in the appointment state. 

 Active Date: For each producer listed that met the report criteria, displays 
the date on which the producer's appointment in the selected state became 
active. 

 Termination Date: Inactive appointments only. For each individual producer 
listed that met the report criteria, displays the date on which a termination of 
the producer's appointment in the appointment state was submitted and 
state-approved or recorded. 

 Termination Reason: Inactive appointments only. For each individual 
producer listed that met the report criteria, displays the state-specific reason 
for the appointment termination. 

 Record Only?: For each individual producer listed that met the report 
criteria, displays Y if the Record Appt checkbox in the producer's 
appointment information contains a checkmark; displays N if the Record 
Appt checkbox in the producer's appointment information does not contain 
a checkmark. 

Page Controls 

Controls include the following: 

• Remove Individual: Available only with an individual licensee selected as report criteria. 
Click to clear the report criteria of a selected individual producer. 

• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• View/Refresh Report: Click to generate the inquiry "on demand" in HTML format online. 
The report will open in the separate Inquiry Output Window. 

• Cancel: Click to open the Producer Manager Home page. 

Results of the Individual Appointments Inquiry may contain unmasked, full Social Security 
Number information for individual producers. It is not possible to configure the system to mask 
or hide these values in the report results. However, using a security role setting, a user with 
administrator permissions may deny other users the permission to run this inquiry or view 
inquiry results requested by other users. For more information, see Maintain Security Role.  
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The Individual Appointments Inquiry reports appointment information only as recorded in 
your company's instance of Producer Manager. It does not verify appointment information 
directly with state records. However, if your company is using Producer Manager's automated 
data reconciliation utilities (such as Scheduled Syncs) to keep producer appointment data 
refreshed continually, the Individual Appointments Inquiry report results should be 
synchronized with state records. 

If you are generating an "on-demand" report by clicking the View/Refresh Report button, the 
range between the Appointment/Termination Between Begin Date and End Date fields may 
not exceed 30 days. To expand the date range in which to report appointments and 
terminations, generate the report offline by clicking the Submit Offline button. After it 
generates, the report will be available for download from the Recent Reports page. 

For easier viewing of the report results in any chosen output format, we recommend always 
checkmarking the Spreadsheet View checkbox. 
Looking for similar report results but for firm producers? Try the Producer Appointment Inquiry 
which also allows you to filter results by appointment activity for producers in an agreement with 
a selected, other producer. 
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Statistics Inquiries 
Managers can track staff member productivity and time management by running Statistics 
inquiries.  

 

The Statistics sub-menu of the Inquiries menu may offer the following options: 

• Operator Productivity Inquiry 

• Advanced Operator Productivity Inquiry 

• Approved Appointments Inquiry 

An inquiry may be unavailable for selection based on your company's specific deployment of 
Producer Manager (carrier or agency/brokerage) or the security settings specific to your user 
account. For more information, see Maintain Security Role. 

Operator Productivity Inquiry 
Use the Operator Productivity Inquiry report to run a basic report on the types and volume of 
activities of one or multiple staff members during a specified time period. (To run a more 
detailed productivity management report, see Advanced Operator Productivity Inquiry.) 
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To open the Operator Productivity Inquiry page, from the Inquiries menu select Statistics, and 
then select Operator Productivity Inquiry. 

Report Criteria 

Use the following fields to set criteria for the report: 
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• Operator Productivity Between: Set the range of dates during which to view staff 
members' productivity: 

o Begin Date: Required. Enter the beginning date of a date range in which to run the 
search. Use the mmddyyyy date format. Or, click the Calendar button ( ) to open 
a popup calendar from which you can click to select a date. 

o End Date: Required. Enter the last date of a date range in which to run the search. 
Use the mmddyyyy date format. Or, click the Calendar button ( ) to open a popup 
calendar from which you can click to select a date. 

• Submitting Staff Member: Click to select the names of one or multiple staff members 
whose productivity during the selected date range you wish to view. If no selections are 
made, the inquiry will report all staff members' productivity. To make multiple selections, 
press and hold the CTRL key while clicking. 

• Business Units: Click to select one or multiple business units whose associated staff 
members' productivity during the selected date range you wish to view. If no selections 
are made, the inquiry will ignore business units as a report criteria. To make multiple 
selections, press and hold the CTRL key while clicking. 

Report Results 

The report information includes the following data fields: 

• Employee Type 

• Staff Member ID 

• Staff Member Name 

• Activity 

• Activity Detail Type 

• Count 

Page Controls 

Controls include the following: 

• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• View/Refresh Report: Click to generate the inquiry "on demand" in HTML format online. 
The report will open in the separate Inquiry Output Window. 

• Cancel: Click to open the Producer Manager Home page. 

Advanced Operator Productivity Inquiry 
Use the Advanced Operator Productivity Inquiry page to run a detailed report on the types 
and volume of activities of one or multiple staff members during a specified time period. The 
report can include the dates, total hours, minutes, and seconds one or multiple staff members 
were logged into Producer Manager while performing various activity types and subtypes. (To 
run a basic productivity management report, see Operator Productivity Inquiry.) 
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To open the Advanced Operator Productivity Inquiry page, from the Inquiries menu select 
Statistics, and then select Advanced Operator Productivity Inquiry. 

Report Criteria 
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Use the following fields to set criteria for the report: 

• Operator Productivity Between: Set the range of dates during which to view staff 
members' productivity: 

o Begin Date: Required. Enter the beginning date of a date range in which to run the 
search. Use the mmddyyyy date format. Or, click the Calendar button ( ) to open 
a popup calendar from which you can click to select a date. 

o End Date: Required. Enter the last date of a date range in which to run the search. 
Use the mmddyyyy date format. Or, click the Calendar button ( ) to open a popup 
calendar from which you can click to select a date. 

• Submitting Staff Member: Click to select the names of one or multiple staff members 
whose productivity during the selected date range you wish to view. If no selections are 
made, the inquiry will report all staff members' productivity. To make multiple selections, 
press and hold the CTRL key while clicking. 

• Business Units: Click to select one or multiple business units whose associated staff 
members' productivity during the selected date range you wish to view. If no selections 
are made, the inquiry will ignore business units as a report criteria. To make multiple 
selections, press and hold the CTRL key while clicking. 

• Spreadsheet View: Click to checkmark the checkbox to generate the report in a tabular 
spreadsheet format, such as Microsoft Excel. 

• Summary Only: Click to checkmark the checkbox to output a report that will include only 
Activity, Total Duration, and Count for each staff member. Or, leave uncheckmarked to 
generate the report results in a detailed view.  

Report Results 

Displays producer business unit information stored in your company's instance of Producer 
Manager that met the report criteria. Results may be narrowed by selected report criteria. 

The header of the report results window displays a summary of the selected report criteria. 

Results are grouped by Employee Type and are sorted alphabetically by staff member name.  

Results include the following data fields: 

• Summary View 

o Employee Type 

o Staff Member ID 

o Staff Member Name 

o Activity 

o Total Duration (for date period specified) 

o Count (how many times logged on) 

• Detailed View 

o Employee Type 

o Staff Member ID 

o Staff Member Name 
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o Activity Sub Type 

o Activity Sub Type Value 

o Activity Type 

o Start Date (for each Activity Type) 

o Start Time (for each Activity Type) 

o Dur (hrs) (for each Activity Type) 

o Dur (min) (for each Activity Type) 

o Dur (sec) (for each Activity Type) 

Page Controls 

Controls include the following: 

• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• View/Refresh Report: Click to generate the inquiry "on demand" in HTML format online. 
The report will open in the separate Inquiry Output Window. 

• Cancel: Click to open the Producer Manager Home page. 

The values displaying in the Activity field in the report results are Vertafore-maintained in the 
CUST_SM_ACTION_TYPE_CD code group. For more information, see Maintain Codes. 

Not all values in the Activity field in the report results will display a value in the Activity Detail 
field. Where no Activity Detail is available, the following value will display: <None>. 

Approved Appointments Inquiry 
Use the Approved Appointments Inquiry page to run a report showing the total number of 
appointments and appointment terminations that were approved in each state by company in a 
given time frame. This report can be particularly useful for year-end tax reporting purposes. 
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To open the Approved Appointments Inquiry page, from the Inquiries menu select Statistics, 
and then select Approved Appointments Inquiry. 

Report Criteria 

Fields and controls include the following: 

• Producer Type: Click the Both radio button to report approved appointment counts of 
both individual licensees and firms (agencies, broker/dealers, etc.); click the Firm radio 
button to report approved appointment counts of firms only (agencies, broker/dealers, 
etc.), or click the Individual Licensee radio button to report approved appointment 
counts of individual licensees only. 

• Due Dates: In the From field, enter the beginning date of a date range during which to 
report approved appointment counts. In the To field, enter the end date of a date range 
during which to report approved appointment counts. 

• State: Select from the dropdown menu the name of the state for which to compile a 
count of approved appointments during the selected time period. 
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• Companies: Click to select one or multiple carrier writing companies to use as filter 
criteria for the report. Press the CTRL key and click to select multiple companies, if 
desired. Make no selection to include all carrier writing companies in the report. 

• Spreadsheet View: Click to checkmark the checkbox to output the report in a tabular 
spreadsheet format, such as Microsoft Excel. 

Report Results 

Report results are grouped by state and then appointing company and include the following 
information: 

• State: For each appointment or termination transaction listed, displays the state code of 
the state in which the transaction counts were compiled.  

• Company Name: For each appointment or termination transaction count listed, displays 
the name of the carrier group appointing company for which the transaction counts were 
compiled. 

• NAIC ID: For each appointment or termination transaction count listed, displays the 
NAIC ID of the carrier appointing company for which the transaction counts were 
compiled. 

• EIN: For each appointment or termination transaction count listed, displays the Federal 
Employer Identification Number of the carrier appointing company for which the 
transaction counts were compiled. 

• Producer Type: For each appointment or termination transaction count listed, displays 
Individual if the count was compiled for individual producers. Or, displays Firm if the 
count was compiled for firm producers. 

• Active State: For each appointment or termination transaction count listed, displays the 
number in the state and for the appointing company that was compiled for appointment 
transactions (i.e., transactions that resulted in active appointments.) 

• Inactive State: For each appointment or termination transaction count listed, displays 
the number in the state and for the appointing company that was compiled for 
appointment termination transactions (i.e., transactions that resulted in inactive 
appointments.) 

• Total State: For each appointment or termination transaction count listed, displays the 
total number in the state and for the appointing company that was compiled for both 
appointment and appointment termination transactions. 

• Active County: For each appointment or termination transaction count listed, displays 
the number in the state and for the appointing company that was compiled for county 
appointment transactions (i.e., transactions that resulted in active county appointments.) 

• Inactive County: For each appointment or termination transaction count listed, displays 
the number in the state and for the appointing company that was compiled for country 
appointment termination transactions (i.e., transactions that resulted in inactive county 
appointments.) 

• Total County: For each appointment or termination transaction count listed, displays the 
total number in the state and for the appointing company that was compiled for both 
county appointment and county appointment termination transactions. 

Page Controls 
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• Submit Offline: Click the Submit Offline button to generate the report offline. For more 
information, see Recent Reports. 

• Cancel: Click to open the Producer Manager Home page. 

  

  



Producer Manager Inquiries Guide  Inquiries Menu 

 Page 161 © 2016, Vertafore, Inc.  

System Information Inquiries 
System administrators can monitor the vitality of the Producer Manager system by running 
System Information inquiries.  

 

The System Information sub-menu of the Inquiries menu may offer the following options: 

• Database Processing Messages Inquiry 

• Staff Member Status Inquiry 

• Maintain Offline Inquiries 

• Outbound Feed Reference 

• Producer Data Sources 

An inquiry may be unavailable for selection based on your company's specific deployment of 
Producer Manager (carrier or agency/brokerage) or the security settings specific to your user 
account. For more information, see Maintain Security Role. 

Database Processing Messages Inquiry 
Use the Database Processing Messages Inquiry page to review reports of Outbound Data 
Feed (OBDF) activity (i.e., integration service between Producer Manager and your company's 
internal systems) and automated system health jobs. You may view a report to check the status 
and content of a particular communication or to help troubleshoot communication errors. 
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To open the Database Processing Messages Inquiry page, from the Inquiries menu select 
System Information, and then select Database Processing Messages Inquiry. 

Report Criteria 

Fields and controls include the following: 

• Begin Date: Enter the beginning date of a range of dates in which you want to search 
for database processing messages. Or, click the Calendar button ( ) to open a popup 
calendar from which you can click to select a date. 

• End Date: Enter the ending date of a range of dates in which you want to search for 
database processing messages. Or, click the Calendar button ( ) to open a popup 
calendar from which you can click to select a date. 

• Search: Click to perform the inquiry. The system will retrieve a list of database 
processing messages generated during the selected date range. 

• Cancel: Click to open the Producer Manager Home page. 

Report Results 

Displays a list of database processing messages generated during the selected date range, 
sorted by Title. Fields and controls include the following: 

• : Click to checkmark to view the job details of a selected database processing 
message. 

• Date: For each database processing message listed, displays the date on which it was 
generated. 
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• Time: For each database processing message listed, displays the timestamp in Central 
Time on which it was generated. Note that messages may not be sorted by Time on a 
given Date. 

• Title: For each database processing message listed, displays the type of database 
processing message. When the Outbound Data Feed is running properly, the following 
should display associated with each interval that the OBDF is scheduled to run: 

o Standard XML Output: The database job that generates the Outbound Data Feed 
XML export file. Job details include the name of the XML export file. 

o SDB Communications Program: The database job that encrypts and moves the 
XML export file to your company's unique directory on the secure FTP server. Job 
details include information about the number of export files that were successfully 
generated and errored. 

o Purge Chgd_Prdcr_Dtl table for [date and time stamp]: The database job that 
clears old producer change details records.  

o Purge WEB_SRVC_RQST table for [date and time stamp]: The database job that 
clears old audit records.  

• Last Previewed Date: Available only if a system user has viewed a database 
processing message. For each database processing message listed, displays the date 
on which it was most recently reviewed by a system user. 

• Last Preview User: Available only if a system user has viewed a database processing 
message. For each database processing message listed, displays the name of the 
system user who most recently reviewed it.  

• Select All Unpreviewed: Click to checkmark all database processing messages that 
have not yet been viewed. 

• Unselect All: Click to uncheckmark all checkboxes.  

• Preview: With the checkbox associated with one or multiple messages checkmarked, 
click to open job details related to the messages in a separate window.  

• Cancel: Click to open the Producer Manager Home page. 

If the Database Processing Messages Inquiry for a selected time period includes only entries 
for Standard XML Output job but not SDB Communications Program, it is likely that there was 
an XML export file that failed validation and was placed in the rejected directory. Once this 
happens, the Outbound Data Feed will not create any more files until the rejected file is 
removed. Select the Standard XML Output entry and view the job output details to confirm.  
Select to view the job details of a SDB Communications Program entry for any indication of 
issues transmitting the XML export file. In the job details message, "transactions" means files. 

Staff Member Status Inquiry 
Use the Staff Member Status Inquiry page to compile a list of active and/or inactive users in 
Producer Manager that includes system information, such as user name and role. 
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To open the Staff Member Status Inquiry page, from the Inquiries menu, select System 
Information Inquiries, and then select Staff Member Status Inquiry. 

Report Criteria 

Use the following fields: 

• Status: Select a status type, either Active or Inactive. If no status type is selected, staff 
member information for all status types will be retrieved. 

• Spreadsheet View: Click to checkmark the checkbox to output the report in a tabular 
spreadsheet format, such as Microsoft Excel. 



Producer Manager Inquiries Guide  Inquiries Menu 

 Page 166 © 2016, Vertafore, Inc.  

Report Results 

The report includes the following information: 

• User Name: For each staff member listed, displays his or her system login name. 

• Name: For each staff member listed, displays his or her last name and first name. 

• Role: For each staff member listed, displays the user roles to which he or she is 
assigned.  

• Begin Date: For each staff member listed, displays the date on which his or her user 
account was created. 

• End Date: Available for staff members with a Status of Inactive. For each staff member 
listed, displays the date on which his or her user account was inactivated. 

• Status: For each staff member listed, displays the status of his or her account in the 
system, either Active or Inactive. 

Page Controls 

Controls include the following: 

• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• View/Refresh Report: Click to generate the inquiry "on demand" in HTML format online. 
The report will open in the separate Inquiry Output Window. 

• Cancel: Click to open the Producer Manager Home page. 

Recent Reports 
Use the Recent Reports tab to view, access, and maintain inquiries that have been generated 
offline. A report generated offline will display on the Recent Reports tab for 30 days or until a 
user deletes it. 

 

To open the Recent Reports tab, use one of the following methods: 

• From the Inquiries menu, select All Reports, and then click the Recent Reports tab. 
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• From the Inquiries menu, select System Information, and then select Recent Reports. 

Fields and controls include the following: 

• All Reports: Click to open the All Reports page, displaying names and descriptions of all 
of Producer Manager's built-in reports. 

• Abort: Available only for a report with a Status of Running. Click to stop processing a 
report. 

• Delete checkbox: Click to checkmark the checkbox(es) corresponding to a report(s) you 
wish to purge from the offline inquiries queue. 

• Delete button: With the Delete checkbox checkmarked corresponding to a report you 
wish to purge from the Recent Reports tab, click to purge the selected reports. 

• Name: Click the name of a report to open it in the Inquiry Output Window. 

• Download: Click the PDF ( ) button to open the report in a separate window in PDF 

format, or click the Excel button ( ) to open the report in Microsoft Excel. 

• Refresh: Click to update the Recent Reports tab to display new reports or new statuses 
of existing reports. 

• Cancel: Click to open the Producer Manager Home page. 

Outbound Feed Reference 
The Producer Manager Outbound Data Feed integration service exports an XML file that 
contains data from all producer records that have been added, updated, or deleted since the 
last time the Outbound Data Feed file ran. At a configured interval (e.g., daily, twice daily, etc.), 
Producer Manager generates and encrypts the Outbound Data Feed export file and places it on 
a secure FTP server for client retrieval. Your company can use the file to keep other internal 
systems synchronized with Producer Manager or to populate a data warehouse for ad hoc 
reporting. 

The Outbound Feed Reference is a report detailing all codes that could potentially be included 
in the Outbound Data Feed. Its primary use is for a technical IT team to be able to integrate with 
Vertafore systems, and it is unlikely that the general end-user would need to run this report. 
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To run the Outbound Feed Reference report, from the Inquiries menu select System 
Information, and then select Outbound Feed Reference. 

The resulting report displays a list of every Code Domain, Code Value, and Code Description 
included in your company's configuration of the Outbound Data Feed. You can use this 
information to map data from the feed to data maintained in your company's other systems. 

For more information about the Producer Manager Outbound Data Feed, contact your Vertafore 
representative. 

Producer Data Sources 
Use the Producer Data Sources page to view the results of data uploads to Producer 
Manager, such as Quick Load Producers operations or anti-money laundering (AML) training 
request or status file uploads. 

 

file://oke-entfs01/kdrive/Documentation/INTERNAL%20-%20Protected/Producer%20Manager/Producer%20Manager%20Online%20Help%20Project%20Files/help/external_files/producer%20manager%20aml%20integration%20and%20tracking%20user%20guide.pdf
file://oke-entfs01/kdrive/Documentation/INTERNAL%20-%20Protected/Producer%20Manager/Producer%20Manager%20Online%20Help%20Project%20Files/help/external_files/producer%20manager%20aml%20integration%20and%20tracking%20user%20guide.pdf
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To open the Producer Data Sources page, from the Inquiries menu select System Information, 
and then select Producer Data Sources. 

Fields and controls on the Producer Data Sources page include the following: 

• Clear: Click to remove all filter criteria currently selected in the fields.  

• Filter Criteria: Contains fields and controls for narrowing the set of records displaying in 
the table of files at the bottom of the page. They include the following:  

o Run Date: Enter a date range to filter the display of files in the table at the bottom of 
the page. Enter the first date in the range in the Begin Date field and the last date in 
the date range in the End Date field. Use the mmddyyyy date format. Or, click the 
Calendar button ( ) to open a popup calendar from which you can click to select a 
date.  

o Status: Select from the dropdown menu a status by which to filter the table of files at 
the bottom of the page. 

o Source: Select from the dropdown menu a file source by which to filter the table of 
files at the bottom of the page.  

o Filename: Enter a specific file name for which you want to view processing results.  

o Staff Member: Select from the dropdown menu a staff member by which to filter the 
table of files at the bottom of the page.  

• View: Click the View button to filter the table of files using your filter criteria.  
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• Cancel: Click the Cancel button to open the Producer Manager Home page.  

• Actions: Click the View Processing Messages button ( ) to open the Processing 
Results page, where you can view the results of the selected file.  

• First/Prev: Click to navigate to the beginning or final page in the table of file records.  

• Next/Last: Click to navigate to the preceding or succeeding page in the table of file 
records.  

• [Page Number]: Click a specific page number to navigate to a specific page in table set 
of file records.  

Processing Results 
Use the Processing Results page to view the results of a Quick Load Producers operation or 
anti-money laundering (AML) education request or status file upload that you selected on the 
Producer Data Sources page. 
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To open the Processing Results page, use one of the following methods: 

• Submit a Quick Load Producers operation. 

• On the Producer Data Sources page, click the View Processing Messages  ( ) 
 button in the Actions column corresponding to a selected file. 

The Processing Results page contains the following sections: 

Filter Criteria 

Fields and controls include the following: 

• Record Summary: Displays summary information about the selected file, including 
Source, Status, Run Date, and Staff Member.  

• Clear: Click to remove all filter criteria currently selected in the fields.  

• Filter Criteria: Contains fields and controls for narrowing the set of producer records 
displaying in the table of records at the bottom of the page. They include the following:  

o Producer Type: Select from the dropdown menu the type of producer, either 
Individual or Firm, by which you want to filter the table of producer records at the 
bottom of the page. 
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o Last Name/Firm Name: Enter the specific last name or firm name of the producer 
record you want to review. You may enter as few as two characters. You may also 
use a wildcard (%) in combination with other letters.  

o SSN/EIN: Enter the specific tax identification number of the producer whose record 
you want to review.  

o Status: Select from the dropdown menu a status by which you want to filter the table 
of producer records at the bottom of the page.  

• View: Click the View button to filter the table of files using your filter criteria.  

• Return: Click the Return button to re-open the Producer Data Sources page. 

Search Results 

Actions: For a selected producer record, click the View PDB Report button ( ) to open the 
PDB report that was used to add the producer record. Or, click the Show/Hide Processing 
Messages button ( ) to toggle on or off the display of system messages in the Messages 
column of the producer records table.  

Page Controls 

• First/Prev: Click to navigate to the beginning or final page in the table of producer 
records.  

• Next/Last: Click to navigate to the preceding or succeeding page in the table of 
producer records.  

• [Page Number]: Click a specific page number to navigate to a specific page in the table 
of producer records.  

For producer records with a status of Processed, you can click the blue text link appearing in the 
Last Name/Firm Name column to open the producer record in the Review/Update Producer 
page. 
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Producer Hierarchy Inquiries 
Producer lifecycle events can have broad implications when agreements tie a producer to 
others up or down a distribution chain. Run Producer Hierarchy inquiries to help make these 
sometimes-complicated connections more manageable. 

 

The Producer Hierarchy sub-menu of the Inquiries menu may offer the following options: 

• License Renewals Due Inquiry 

• New Producer Inquiry 

• Producer Appointment Inquiry 

• Report of Producers in a Hierarchy 

• Producers with Missing Upline Hierarchy 

An inquiry may be unavailable for selection based on your company's specific deployment of 
Producer Manager (carrier or agency/brokerage) or the security settings specific to your user 
account. For more information, see Maintain Security Role. 

License Renewals Due Inquiry 
Run the License Renewals Due Inquiry to find out which producers have licenses that are 
coming up for renewal. If desired, filter the report by license state, business unit, or responsible 
staff member.  
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You also can limit the report results to include only producers with recorded agreements that tie 
them to a specific upline producer. 

  

 

 

To open the License Renewals Due page, from the Inquiries menu select Producer Hierarchy, 
and then select License Renewals Due. 
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The License Renewals Due page contains the following sections: 

Report Criteria 

Use the filter fields to enter report criteria and tailor the report results to suit your needs. 

Fields and controls include the following: 

• Due Dates: Required. Enter a date range in which to search for license renewals due. 
Enter the following: 

o From: Enter the first date of a date range in which to search for the value of the 
Expiration Date field in producer license information. Use the mmddyyyy date 
format. Or, click the Calendar button ( ) to open a popup calendar from which you 
can click to select a date. 

o to: Enter the last date of a date range in which to search for the value of the 
Expiration Date field in producer license information. Use the mmddyyyy date 
format. Or, click the Calendar button ( ) to open a popup calendar from which you 
can click to select a date. 

• Producer Status: To report license renewals due regardless of reported producers' 
record status in Producer Manager, make no selection from the dropdown menu. Or, to 
filter the report to include only license renewals due for producers with a particular 
record status in Producer Manager, select the status from the dropdown menu. (For 
more information, see Details.) 

• State: To report license renewals due in all states, make no selection from the dropdown 
menu. Or, to filter the report to include only license renewals due in a particular state, 
select the state name from the dropdown menu.  

• License Status: To report license renewals due regardless of the active or inactive 
status of the license, make no selection from the dropdown menu. Or, to filter the report 
to include only license renewals due for active licenses, select Active from the dropdown 
menu. Or, to filter the report to include only license renewals due for inactive or lapsed 
licenses, select Inactive from the dropdown menu. 

• Qualifications: To report license renewals due without regard to lines of authority 
(qualifications) criteria, make no selection from the box. Or, to filter the report to include 
license renewals due relating only to one or multiple lines of authority, click to select one 
or multiple qualifications in the box. To select multiples, press the CTRL key on your 
keyboard while clicking; click again while pressing the CTRL key to de-select.  

• Business Units: To report license renewals due without regard to producer business 
unit criteria, make no selection from the box. Or, to filter the report to include only license 
renewals due for producers assigned to one or multiple business units, click to select 
one or multiple business unit short names in the box. To select multiples, press the 
CTRL key on your keyboard while clicking; click again while pressing the CTRL key to 
de-select.  

• Include "Do Not Contract": Click to checkmark the checkbox to include producers with 
a Rate This Producer rating of "Do Not Contract." (For more information, see Details.) 

Hierarchy Downline 

You can filter the report to include license renewals due only for producers who report to 
another producer in a contractual agreement or a reporting or compensation hierarchy. 
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To identify an upline producer, click the specific producer link. Then, use the Search 
Producer page to search for a single producer record or set of records that match one or more 
of the criteria entered in the Search Fields. 

The Search Producer page consists of the following sections: 

Producer Type 

Use the Producer Type field to identify whether you are searching for individual or firm 
(agency) producer records. 

Controls include the following: 

• Individual Licensee: Default. Click the radio button to initiate a search for an individual 
producer record. The page will refresh to display unique individual producer Search 
Fields. 

• Firm: Click the radio button to initiate a search for a firm producer record. The page will 
refresh to display unique firm producer Search Fields. 

Search Fields 

Use the Search Fields to enter search criteria for one or multiple producer records, either 
individual or firm. At least one search criterion is required. 

Fields and controls include the following: 

• Last: Individual producers only. Enter a search string on individual producer last name. 
You may use as few as two characters in your search string. Wildcard characters are not 
allowed. May not contain numeric characters or double quotation marks ("). 

• Firm Name: Firm producers only. Enter a search string on firm name. You may use as 
few as two characters in your search string. May contain numeric characters. Wildcard 
characters are not allowed. May not contain double quotation marks ("). 

• First: Individual producers only. Must be used in combination with Last name criterion. 
You may use as few as one character in your search string. Wildcard characters are not 
allowed. May not contain numeric characters or double quotation marks ("). 

• Middle: Individual producers only. Must be used in combination with Last name 
criterion. You may use as few as one character in your search string. Wildcard 
characters are not allowed. May not contain numeric characters or double quotation 
marks ("). 

• SSN: Individual producers only. Enter a producer's entire Social Security Number. Partial 
searches not allowed. Maximum 9 characters without separating hyphens or 11 
characters with two separating hyphens. 

• EIN: Firm producers only. Enter a producer's entire Federal Employer Identification 
Number. Partial searches not allowed. Maximum 9 characters without a separating 
hyphen or 10 characters with a separating hyphen. 

• NPN: Enter a producer's entire National Producer Number. Partial searches not allowed. 
Maximum 10 characters. 

• Active Business Unit: Select from the dropdown menu an the short name of an active 
business unit to which a producer is assigned. May not be the only search criterion. 
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• License Number: Enter the entire number of a producer's state license, either active or 
inactive. Partial searches not allowed. Maximum 15 characters. 

• License State: Select from the dropdown menu a state in which a producer holds an 
active or inactive license. 

• External System ID: Enter a producer's entire external system ID code, including 
leading zeroes, either active or inactive. Partial searches not allowed. Maximum 22 
characters. 

• Primary External ID Only: Click to checkmark the checkbox to constrain a search using 
an External System ID criterion to only those external system IDs marked as a 
"primary" ID on a producer's record. The search will ignore a match on an External 
System ID that is not marked as "primary." (For more information, see Maintain External 
System Identifiers.) 

• Records Per Page: If multiple records met your search criteria, the default number of 
records displayed per page of results is 10. From the dropdown menu, select a value in 
increments of 10 up to 50 and then execute or re-execute the search to display a 
number of records up to the selected value in the Search Results sub-section. 

• Search: Click to execute the search based on the entered search criteria. If only one 
producer record met your search criteria, the Search Producer page will close, and the 
name of the selected producer will display in the Parent Producer Name field on the 
License Renewals Due Inquiry page. If multiple records met your search criteria, they 
will display in the Search Results section. 

• Cancel: Click to abort the page operation and open the Producer Manager Home page. 

Search Results 

If multiple producer records met your search criteria, they will display in the Search Results 
section of the Search Producer page. 

Fields and controls include the following: 

• Name: For each listed producer record, displays a producer name as a blue hyperlink. 
Click a desired producer Name hyperlink. The Search Producer page will close, and 
the name of the selected producer will display in the Parent Producer Name field on the 
License Renewals Due Inquiry page. Click the column heading to toggle alphabetic or 
reverse alphabetic sorting of the Search Results on the Name field. 

• SSN: Individual producer searches only. For each listed producer record, displays a 
producer's Social Security Number. Click the column heading to toggle highest-to-lowest 
or lowest-to-highest sorting of the Search Results on the SSN field. 

• EIN: Firm producer searches only. For each listed producer record, displays a producer's 
federal Employer Identification Number. Click the column heading to toggle highest-to-
lowest or lowest-to-highest sorting of the Search Results on the EIN field. 

• License State/#: For each listed producer record, displays the state codes of the states 
in which a producer holds at least one active or inactive license and the corresponding 
license numbers. Click the node ( ) to expand the record row to display all of the 
producer's license state and number information. Click the node ( ) to collapse the 
information. 
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• NPN: For each listed producer record, displays a producer's National Producer Number. 
Click the column heading to toggle highest-to-lowest or lowest-to-highest sorting of the 
Search Results on the NPN field. 

• Active BU: For each listed producer record, displays the name of the business unit(s) 
with which a producer is actively associated. Click the node ( ) to expand the record 
row to display all of the producer's business unit information. Click the node ( ) to 
collapse the information. 

• City: For each listed producer record, displays the producer's mailing address city. Click 
the column heading to toggle alphabetic or reverse alphabetic sorting of the Search 
Results on the City field. 

• State: For each listed producer record, displays the producer's mailing address state. 
Click the column heading to toggle alphabetic or reverse alphabetic sorting of the 
Search Results on the State field. 

• Displaying [v] - [w] (of [x] matching records): Displays the range in numbers of 
producer records currently displaying in the Search Results sub-section out of the total 
number of producer records returned by a search. 

• Page [y] of [z]: Displays the number of the page currently displaying out of the total 
number of pages of producer records returned by a search. 

• Go To Page: Available only when more than 10 records are returned by a search, 
resulting in multiple pages of Search Results. Select from the dropdown menu the 
number of the page of producer records to which you wish to navigate. 

• Go: Click to navigate to the page number of Search Results selected in the Go To 
Page dropdown menu. 

Report Results 

Displays information about producer licenses with expiration dates that fall within the date range 
entered in the Report Criteria section. Results may be narrowed by selected filter criteria. 

Results include the following data fields: 

• Sircon ID: For each producer with one or multiple licenses that met the report criteria, 
displays the producer's Producer Manager record ID. (For more information, see 
Details.) 

• Producer ID: For each producer with one or multiple licenses that met the report criteria, 
displays the producer's primary external system ID. 

• Last Name: For each individual producer with one or multiple licenses that met the 
report criteria, displays the producer's last name.  

• First Name: For each individual producer with one or multiple licenses that met the 
report criteria, displays the producer's first name.  

• Middle Name: For each individual producer with one or multiple licenses that met the 
report criteria, displays the producer's middle name.  

• Suffix: For each individual producer with one or multiple licenses that met the report 
criteria, displays the producer's name suffix.  

• Firm Name: For each firm producer with one or multiple licenses that met the report 
criteria, displays the name of the firm producer.  
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• SSN/EIN: For an individual producer, displays the producer's Social Security Number. 
For a firm producer, displays the producer's Federal Employer Identification Number. 

• License State: For each producer with one or multiple licenses that met the report 
criteria, displays the name of the license state.  

• License Number: For each producer with one or multiple licenses that met the report 
criteria, displays the state license number or identifier. 

• License Status: For each producer with one or multiple licenses that met the report 
criteria, displays the license's current status in Producer Manager.  

• License Type: For each producer with one or multiple licenses that met the report 
criteria, displays the license's state-specific name or description.  

• Original Issue Date: For each producer with one or multiple licenses that met the report 
criteria, displays the license's original date of issue.  

• Expiration Date: For each producer with one or multiple licenses that met the report 
criteria, displays the state-regulated date on which the license expires. Also known as 
the "renewal date." 

• Business Units: For each producer with one or multiple licenses that met the report 
criteria, displays the short name of the business unit to which the producer is actively 
assigned.  

• Related Active Quals: For each producer with one or multiple licenses that met the 
report criteria, displays the active qualifications (lines of authority of LOA) related to the 
license.  

• Highest Upline: For each producer with one or multiple licenses that met the report 
criteria, displays the name and primary external system ID of the highest upline producer 
in the reported producer's contractual agreement or reporting/compensation hierarchy. 

• Additional Producer Type: For each producer with one or multiple licenses that met the 
report criteria, displays the role of an additional producer in the reported producer's 
contractual agreement or reporting/compensation hierarchy. 

• Additional Producer: For each producer with one or multiple licenses that met the 
report criteria, displays the name of an additional producer in the reported producer's 
contractual agreement or reporting/compensation hierarchy. 

Page Controls 

Controls include the following: 

• remove: Click to remove a selected upline producer as filter criteria. 

• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• Cancel: Click to open the Producer Manager Home page. 

Results of the License Renewals Due Inquiry may contain unmasked, full Social Security 
Number information for individual producers. It is not possible to configure the system to mask 
or hide these values in the report results. However, using a security role setting, a user with 
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administrator permissions may deny other users the permission to run this inquiry or view 
inquiry results requested by other users. For more information, see Maintain Security Role.  

The License Renewals Due Inquiry automatically generates in tabular format. Always click the 

Excel Format ( ) button on the Recent Reports page to view the results in a spreadsheet. 

If a reported producer is assigned to multiple business units, the report results may include 
multiple record rows per license (i.e., one row per business unit). 

The  License Renewals Due Inquiry reports license information only as recorded in your 
company's instance of Producer Manager. It does not verify license information directly with 
state records. However, if your company is using Producer Manager's automated data 
reconciliation utilities (such as Scheduled Syncs) to keep producer license data refreshed 
continually, the  License Renewals Due Inquiry report results should be synchronized with 
state records. 

New Producer Inquiry 
Run the New Producer Inquiry to locate new producers added to the system in a selected 
timeframe. If desired, filter the report by producer status or business unit.  

You can limit the report to show only producers with recorded agreements that tie them to a 
specific upline producer. The report results display producers’ highest uplines in the hierarchy. 
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To open the New Producer Inquiry page, from the Inquiries menu select Producer Hierarchy, 
and then select New Producer Inquiry. 

The New Producer Inquiry page contains the following sections: 

Report Criteria 

Use the filter fields to enter report criteria and tailor the report results to suit your needs. 

Fields and controls include the following: 
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• Created Date: Required. Enter a date range in which to search for producer records 
added to the system. Enter the following: 

o From: Default is date 30 days prior to the current date. Enter the first date of a date 
range in which to search for the value of the Created Date field (a Vertafore-
maintained database field, not visible in Producer Manager). Use the mmddyyyy 
date format. Or, click the Calendar button ( ) to open a popup calendar from 
which you can click to select a date. 

o to: Default is current date. Enter the last date of a date range in which to search for 
the value of the Created Date field (a Vertafore-maintained database field, not 
visible in Producer Manager). Use the mmddyyyy date format. Or, click the Calendar 
button ( ) to open a popup calendar from which you can click to select a date. 

• Producer Status: To report new producers regardless of reported producers' record 
status in Producer Manager, make no selection from the dropdown menu. Or, to filter the 
report to include only new producers with a particular record status in Producer 
Manager, select the status from the dropdown menu. (For more information, see 
Details.) 

• Business Units: To report new producers without regard to producer business unit 
criteria, make no selection from the box. Or, to filter the report to include only new 
producers assigned to one or multiple business units, click to select one or multiple 
business unit short names in the box. To select multiples, press the CTRL key on your 
keyboard while clicking; click again while pressing the CTRL key to de-select.  

Hierarchy Downline 

You can filter the report to include only new producers who report to another producer in a 
contractual agreement or a reporting or compensation hierarchy. 

To identify an upline producer, click the specific producer link. Then, use the Search 
Producer page to search for a single producer record or set of records that match one or more 
of the criteria entered in the Search Fields. 

The Search Producer page consists of the following sections: 

Producer Type 

Use the Producer Type field to identify whether you are searching for individual or firm 
(agency) producer records. 

Controls include the following: 

• Individual Licensee: Default. Click the radio button to initiate a search for an individual 
producer record. The page will refresh to display unique individual producer Search 
Fields. 

• Firm: Click the radio button to initiate a search for a firm producer record. The page will 
refresh to display unique firm producer Search Fields. 

Search Fields 

Use the Search Fields to enter search criteria for one or multiple producer records, either 
individual or firm. At least one search criterion is required. 
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Fields and controls include the following: 

• Last: Individual producers only. Enter a search string on individual producer last name. 
You may use as few as two characters in your search string. Wildcard characters are not 
allowed. May not contain numeric characters or double quotation marks ("). 

• Firm Name: Firm producers only. Enter a search string on firm name. You may use as 
few as two characters in your search string. May contain numeric characters. Wildcard 
characters are not allowed. May not contain double quotation marks ("). 

• First: Individual producers only. Must be used in combination with Last name criterion. 
You may use as few as one character in your search string. Wildcard characters are not 
allowed. May not contain numeric characters or double quotation marks ("). 

• Middle: Individual producers only. Must be used in combination with Last name 
criterion. You may use as few as one character in your search string. Wildcard 
characters are not allowed. May not contain numeric characters or double quotation 
marks ("). 

• SSN: Individual producers only. Enter a producer's entire Social Security Number. Partial 
searches not allowed. Maximum 9 characters without separating hyphens or 11 
characters with two separating hyphens. 

• EIN: Firm producers only. Enter a producer's entire Federal Employer Identification 
Number. Partial searches not allowed. Maximum 9 characters without a separating 
hyphen or 10 characters with a separating hyphen. 

• NPN: Enter a producer's entire National Producer Number. Partial searches not allowed. 
Maximum 10 characters. 

• Active Business Unit: Select from the dropdown menu an the short name of an active 
business unit to which a producer is assigned. May not be the only search criterion. 

• License Number: Enter the entire number of a producer's state license, either active or 
inactive. Partial searches not allowed. Maximum 15 characters. 

• License State: Select from the dropdown menu a state in which a producer holds an 
active or inactive license. 

• External System ID: Enter a producer's entire external system ID code, including 
leading zeroes, either active or inactive. Partial searches not allowed. Maximum 22 
characters. 

• Primary External ID Only: Click to checkmark the checkbox to constrain a search using 
an External System ID criterion to only those external system IDs marked as a 
"primary" ID on a producer's record. The search will ignore a match on an External 
System ID that is not marked as "primary." (For more information, see Maintain External 
System Identifiers.) 

• Records Per Page: If multiple records met your search criteria, the default number of 
records displayed per page of results is 10. From the dropdown menu, select a value in 
increments of 10 up to 50 and then execute or re-execute the search to display a 
number of records up to the selected value in the Search Results sub-section. 

• Search: Click to execute the search based on the entered search criteria. 

• If only one producer record met your search criteria, the name of the selected producer 
will display in the Parent Producer Name field on the New Producer Inquiry page.  
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• If multiple records met your search criteria, they will display in the Search Results 
section. 

• Cancel: Click to abort the page operation and open the Producer Manager Home page. 

Search Results 

If multiple producer records met your search criteria, they will display in the Search Results 
section of the Search Producer page. 

Fields and controls include the following: 

• Name: For each listed producer record, displays a producer name as a blue hyperlink. 
You may perform one of the following options: 

o Click a desired producer Name hyperlink. The Search Producer page will close, 
and the name of the selected producer will display in the Parent Producer Name 
field on the New Producer Inquiry page.  

o Click the column heading to toggle alphabetic or reverse alphabetic sorting of the 
Search Results on the Name field. 

• SSN: Individual producer searches only. For each listed producer record, displays a 
producer's Social Security Number. Click the column heading to toggle highest-to-lowest 
or lowest-to-highest sorting of the Search Results on the SSN field. 

• EIN: Firm producer searches only. For each listed producer record, displays a producer's 
federal Employer Identification Number. Click the column heading to toggle highest-to-
lowest or lowest-to-highest sorting of the Search Results on the EIN field. 

• License State/#: For each listed producer record, displays the state codes of the states 
in which a producer holds at least one active or inactive license and the corresponding 
license numbers. Click the node ( ) to expand the record row to display all of the 
producer's license state and number information. Click the node ( ) to collapse the 
information. 

• NPN: For each listed producer record, displays a producer's National Producer Number. 
Click the column heading to toggle highest-to-lowest or lowest-to-highest sorting of the 
Search Results on the NPN field. 

• Active BU: For each listed producer record, displays the name of the business unit(s) 
with which a producer is actively associated. Click the node ( ) to expand the record 
row to display all of the producer's business unit information. Click the node ( ) to 
collapse the information. 

• City: For each listed producer record, displays the producer's mailing address city. Click 
the column heading to toggle alphabetic or reverse alphabetic sorting of the Search 
Results on the City field. 

• State: For each listed producer record, displays the producer's mailing address state. 
Click the column heading to toggle alphabetic or reverse alphabetic sorting of the 
Search Results on the State field. 

• Displaying [v] - [w] (of [x] matching records): Displays the range in numbers of 
producer records currently displaying in the Search Results sub-section out of the total 
number of producer records returned by a search. 
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• Page [y] of [z]: Displays the number of the page currently displaying out of the total 
number of pages of producer records returned by a search. 

• Go To Page: Available only when more than 10 records are returned by a search, 
resulting in multiple pages of Search Results. Select from the dropdown menu the 
number of the page of producer records to which you wish to navigate. 

• Go: Click to navigate to the page number of Search Results selected in the Go To 
Page dropdown menu. 

Report Results 

Displays information about producer records created within the date range entered in the 
Report Criteria section. Results may be narrowed by selected filter criteria. 

Results include the following data fields: 

• Created Date: For each producer record that met the report criteria, displays the 
producer's record creation date and time. 

• Producer ID: For each producer record that met the report criteria, displays the 
producer's primary external system ID. 

• Last Name: For each individual producer record that met the report criteria, displays the 
producer's last name.  

• First Name: For each individual producer record that met the report criteria, displays the 
producer's first name.  

• Middle Name: For each individual producer record that met the report criteria, displays 
the producer's middle name.  

• Suffix: For each individual producer record that met the report criteria, displays the 
producer's name suffix.  

• Firm Name: For each firm producer record that met the report criteria, displays the 
name of the firm producer.  

• License Status: For each producer record that met the report criteria, displays the 
producer's record status in Producer Manager (not the status of a producer's license). 
(For more information, see Details.) 

• Resident State(s): For each producer record that met the report criteria, displays the 
producer's license state(s) of residence. (For more information, see Resident States.) 

• Business Units: For each producer record that met the report criteria, displays the short 
name of the business unit to which the producer is actively assigned.  

• Doing Business As (DBA) Alias: For each producer record that met the report criteria, 
displays the producer's alternate business identity. 

• Preferred Address Line 1: For each producer record that met the report criteria, 
displays first line address information for the address type selected as the 
Communication Preference on the producer's record. (For more information, see 
Maintain Contact Information.) 

• Preferred Address Line 2: For each producer record that met the report criteria, 
displays second line address information for the address type selected as the 
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Communication Preference on the producer's record. (For more information, see 
Maintain Contact Information.) 

• Preferred Address City: For each producer record that met the report criteria, displays 
the address city of the address type selected as the Communication Preference on the 
producer's record. (For more information, see Maintain Contact Information.) 

• Preferred Address Postal Code: For each producer record that met the report criteria, 
displays the address postal or ZIP code of the address type selected as the 
Communication Preference on the producer's record. (For more information, see 
Maintain Contact Information.) 

• Preferred Phone: For each producer record that met the report criteria, displays the 
phone number of the phone type selected as the Communication Preference on the 
producer's record. (For more information, see Maintain Contact Information.) 

• Email Address: For each producer record that met the report criteria, displays the 
producer's email address. (For more information, see Maintain Contact Information.) 

• Highest Upline: For each producer record that met the report criteria, displays the name 
and primary external system ID of the highest upline producer in the reported producer's 
contractual agreement or reporting/compensation hierarchy. 

• Additional Producer Type: For each producer record that met the report criteria, 
displays the role of an additional producer in the reported producer's contractual 
agreement or reporting/compensation hierarchy. 

• Additional Producer: For each producer record that met the report criteria, displays the 
name of an additional producer in the reported producer's contractual agreement or 
reporting/compensation hierarchy. 

Page Controls 

Controls include the following: 

• remove: Click to remove a selected upline producer as filter criteria. 

• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• Cancel: Click to open the Producer Manager Home page. 

The New Producer Inquiry automatically generates in tabular format. Always click the Excel 

Format ( ) button on the Recent Reports page to view the results in a spreadsheet. 

The name of a reported producer's Highest Upline will not display in the report results, if the 
highest upline producer is associated with a business unit with which the reported producer is 
not associated. 

You can use the New Producer Inquiry to generate lists and counts of new agents doing 
business in a state per month.  
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Producer Appointment Inquiry 
Run the Producer Appointment Inquiry to review all appointment and termination activity for 
all producers or just one producer in your system during a given timeframe. You can limit the 
report to show appointment and termination activity only for producers whose agreements tie 
them to a specific upline producer.  

If desired, filter the report by one or multiple states, statuses, staff members, business units, 
and/or companies. The report output displays producers’ highest uplines in the hierarchy. 
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To open the Producer Appointment Inquiry page, from the Inquiries menu select Producer 
Hierarchy, and then select Producer Appointment Inquiry. 



Producer Manager Inquiries Guide  Inquiries Menu 

 Page 189 © 2016, Vertafore, Inc.  

The Producer Appointment Inquiry page contains the following sections: 

Report Criteria 

Use the filter fields to enter report criteria and tailor the report results to suit your needs. 

Fields and controls include the following: 

• Appointment/Termination: Required. Enter a date range during which reported 
producers either were appointed or terminated. Enter the following: 

o Begin Date: Default is 30 days prior to the current date. Enter the first date of a date 
range in which to search in producer appointments information for the value of the 
Active Date field where the value of the Status field is Active or the value of the 
Termination Date field where the value of the Status field is Inactive. Use the 
mmddyyyy date format. Or, click the Calendar button ( ) to open a popup calendar 
from which you can click to select a date. 

o End Date: Default is the current date. Enter the last date of a date range in which to 
search in producer appointments information for the value of the Active Date field 
where the value of the Status field is Active or the value of the Termination Date 
field where the value of the Status field is Inactive. Use the mmddyyyy date format. 
Or, click the Calendar button ( ) to open a popup calendar from which you can 
click to select a date. 

• External System ID: To report appointments and terminations without regard to 
producer external system ID criteria, leave the field blank. Or, to filter the report results 
to include only appointments and terminations of producers assigned a specific external 
system ID code, enter the code in the field. 

• Primary Only: When filtering the report results to include only appointments and 
terminations of producers assigned a specific external system ID code, leave the 
checkbox uncheckmarked to ignore whether the entered external system ID is set as a 
primary identifier. Or, to filter the report results to include only appointments and 
terminations of producers assigned a specific external system ID code that is set as a 
primary identifier, click to checkmark the checkbox.  

• State(s): To report appointments and terminations without regard to the state in which 
reported producers were appointed or terminated during the selected date range, make 
no selection from the box. Or, to filter the report results to include only reported 
producers who were appointed or terminated in a specific state(s) during the selected 
date range, click to select one or multiple state names in the box. To select multiples, 
press the CTRL key on your keyboard while clicking; click again while pressing the 
CTRL key to de-select. 

• Status(es): To report appointments and terminations without regard to the current 
values of the Status or Submit Status fields in reported producers' appointments 
information, make no selection from the box. Or, to filter the report results to include only 
reported producers with a specific combination of values in the Status and Submit 
Status fields in their records' appointments information, click to select one or multiple 
Status/Submit Status combinations in the box. To select multiples, press the CTRL key 
on your keyboard while clicking; click again while pressing the CTRL key to de-select. 

• Submitting Staff Member(s): To report appointments and terminations without regard 
to the staff member who submitted or recorded the appointments or terminations, make 
no selection from the box. Or, to filter the report results to include only appointments and 
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terminations submitted or recorded by a specific staff member, click to select one or 
multiple staff member names in the box. To select multiples, press the CTRL key on 
your keyboard while clicking; click again while pressing the CTRL key to de-select. 

• Business Unit(s): To report appointments and terminations without regard to reported 
producers' business unit criteria, make no selection from the box. Or, to filter the report 
results to include only appointments or terminations of reported producers assigned to 
one or multiple business units, click to select one or multiple business unit short names 
in the box. To select multiples, press the CTRL key on your keyboard while clicking; click 
again while pressing the CTRL key to de-select. 

• Active Writing Companies: To report appointments and terminations without regard to 
the appointing companies in your carrier group that appointed the reported producers, 
make no selection from the box. Or, to filter the report results to include only 
appointments and terminations of producers appointed by one or multiple of your carrier 
group's appointing companies, click to select one or multiple appointing company names 
in the box. To select multiples, press the CTRL key on your keyboard while clicking; click 
again while pressing the CTRL key to de-select. 

  

Hierarchy Downline 

You can filter the report to include only producers who report to another producer in a 
contractual agreement or a reporting or compensation hierarchy. 

To identify an upline producer, click the specific producer link. Then, use the Search 
Producer page to search for a single producer record or set of records that match one or more 
of the criteria entered in the Search Fields. 

The Search Producer page consists of the following sections: 

Producer Type 

Use the Producer Type field to identify whether you are searching for individual or firm 
(agency) producer records. 

Controls include the following: 
• Individual Licensee: Default. Click the radio button to initiate a search for an individual 

producer record. The page will refresh to display unique individual producer Search 
Fields. 

• Firm: Click the radio button to initiate a search for a firm producer record. The page will 
refresh to display unique firm producer Search Fields. 

Search Fields 

Use the Search Fields to enter search criteria for one or multiple producer records, either 
individual or firm. At least one search criterion is required. 

Fields and controls include the following: 

• Last: Individual producers only. Enter a search string on individual producer last name. 
You may use as few as two characters in your search string. Wildcard characters are not 
allowed. May not contain numeric characters or double quotation marks ("). 
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• Firm Name: Firm producers only. Enter a search string on firm name. You may use as 
few as two characters in your search string. May contain numeric characters. Wildcard 
characters are not allowed. May not contain double quotation marks ("). 

• First: Individual producers only. Must be used in combination with Last name criterion. 
You may use as few as one character in your search string. Wildcard characters are not 
allowed. May not contain numeric characters or double quotation marks ("). 

• Middle: Individual producers only. Must be used in combination with Last name 
criterion. You may use as few as one character in your search string. Wildcard 
characters are not allowed. May not contain numeric characters or double quotation 
marks ("). 

• SSN: Individual producers only. Enter a producer's entire Social Security Number. Partial 
searches not allowed. Maximum 9 characters without separating hyphens or 11 
characters with two separating hyphens. 

• EIN: Firm producers only. Enter a producer's entire Federal Employer Identification 
Number. Partial searches not allowed. Maximum 9 characters without a separating 
hyphen or 10 characters with a separating hyphen. 

• NPN: Enter a producer's entire National Producer Number. Partial searches not allowed. 
Maximum 10 characters. 

• Active Business Unit: Select from the dropdown menu an the short name of an active 
business unit to which a producer is assigned. May not be the only search criterion. 

• License Number: Enter the entire number of a producer's state license, either active or 
inactive. Partial searches not allowed. Maximum 15 characters. 

• License State: Select from the dropdown menu a state in which a producer holds an 
active or inactive license. 

• External System ID: Enter a producer's entire external system ID code, including 
leading zeroes, either active or inactive. Partial searches not allowed. Maximum 22 
characters. 

• Primary External ID Only: Click to checkmark the checkbox to constrain a search using 
an External System ID criterion to only those external system IDs marked as a 
"primary" ID on a producer's record. The search will ignore a match on an External 
System ID that is not marked as "primary." (For more information, see Maintain External 
System Identifiers.) 

• Records Per Page: If multiple records met your search criteria, the default number of 
records displayed per page of results is 10. From the dropdown menu, select a value in 
increments of 10 up to 50 and then execute or re-execute the search to display a 
number of records up to the selected value in the Search Results sub-section. 

• Search: Click to execute the search based on the entered search criteria. If only one 
producer record met your search criteria, the name of the selected producer will display 
in the Parent Producer Name field on the Producer Appointment Inquiry page. If 
multiple records met your search criteria, they will display in the Search Results section. 

• Cancel: Click to abort the page operation and open the Producer Manager Home page. 

Search Results 
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If multiple producer records met your search criteria, they will display in the Search Results 
section of the Search Producer page. 

Fields and controls include the following: 

• Name: For each listed producer record, displays a producer name as a blue hyperlink. 
You may perform one of the following options: 

o Click a desired producer Name hyperlink. The Search Producer page will close, 
and the name of the selected producer will display in the Parent Producer Name 
field on the Producer Appointment Inquiry page.  

o Click the column heading to toggle alphabetic or reverse alphabetic sorting of the 
Search Results on the Name field. 

• SSN: Individual producer searches only. For each listed producer record, displays a 
producer's Social Security Number. Click the column heading to toggle highest-to-lowest 
or lowest-to-highest sorting of the Search Results on the SSN field. 

• EIN: Firm producer searches only. For each listed producer record, displays a producer's 
federal Employer Identification Number. Click the column heading to toggle highest-to-
lowest or lowest-to-highest sorting of the Search Results on the EIN field. 

• License State/#: For each listed producer record, displays the state codes of the states 
in which a producer holds at least one active or inactive license and the corresponding 
license numbers. Click the node ( ) to expand the record row to display all of the 
producer's license state and number information. Click the node ( ) to collapse the 
information. 

• NPN: For each listed producer record, displays a producer's National Producer Number. 
Click the column heading to toggle highest-to-lowest or lowest-to-highest sorting of the 
Search Results on the NPN field. 

• Active BU: For each listed producer record, displays the name of the business unit(s) 
with which a producer is actively associated. Click the node ( ) to expand the record 
row to display all of the producer's business unit information. Click the node ( ) to 
collapse the information. 

• City: For each listed producer record, displays the producer's mailing address city. Click 
the column heading to toggle alphabetic or reverse alphabetic sorting of the Search 
Results on the City field. 

• State: For each listed producer record, displays the producer's mailing address state. 
Click the column heading to toggle alphabetic or reverse alphabetic sorting of the 
Search Results on the State field. 

• Displaying [v] - [w] (of [x] matching records): Displays the range in numbers of 
producer records currently displaying in the Search Results sub-section out of the total 
number of producer records returned by a search. 

• Page [y] of [z]: Displays the number of the page currently displaying out of the total 
number of pages of producer records returned by a search. 

• Go To Page: Available only when more than 10 records are returned by a search, 
resulting in multiple pages of Search Results. Select from the dropdown menu the 
number of the page of producer records to which you wish to navigate. 
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• Go: Click to navigate to the page number of Search Results selected in the Go To 
Page dropdown menu. 

Single Producer 
You can limit the report to include appointment or termination activity for only a single producer. 

To the producer, click the Search for a specific producer link. Then, use the Search 
Producer page to search for a single producer record or set of records that match one or more 
of the criteria entered in the Search Fields. 

The Search Producer page consists of the following sections: 

Producer Type 

Use the Producer Type field to identify whether you are searching for individual or firm 
(agency) producer records. 

Controls include the following: 

• Individual Licensee: Default. Click the radio button to initiate a search for an individual 
producer record. The page will refresh to display unique individual producer Search 
Fields. 

• Firm: Click the radio button to initiate a search for a firm producer record. The page will 
refresh to display unique firm producer Search Fields. 

Search Fields 

Use the Search Fields to enter search criteria for one or multiple producer records, either 
individual or firm. At least one search criterion is required. 

Fields and controls include the following: 

• Last: Individual producers only. Enter a search string on individual producer last name. 
You may use as few as two characters in your search string. Wildcard characters are not 
allowed. May not contain numeric characters or double quotation marks ("). 

• Firm Name: Firm producers only. Enter a search string on firm name. You may use as 
few as two characters in your search string. May contain numeric characters. Wildcard 
characters are not allowed. May not contain double quotation marks ("). 

• First: Individual producers only. Must be used in combination with Last name criterion. 
You may use as few as one character in your search string. Wildcard characters are not 
allowed. May not contain numeric characters or double quotation marks ("). 

• Middle: Individual producers only. Must be used in combination with Last name 
criterion. You may use as few as one character in your search string. Wildcard 
characters are not allowed. May not contain numeric characters or double quotation 
marks ("). 

• SSN: Individual producers only. Enter a producer's entire Social Security Number. Partial 
searches not allowed. Maximum 9 characters without separating hyphens or 11 
characters with two separating hyphens. 

• EIN: Firm producers only. Enter a producer's entire Federal Employer Identification 
Number. Partial searches not allowed. Maximum 9 characters without a separating 
hyphen or 10 characters with a separating hyphen. 
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• NPN: Enter a producer's entire National Producer Number. Partial searches not allowed. 
Maximum 10 characters. 

• Active Business Unit: Select from the dropdown menu an the short name of an active 
business unit to which a producer is assigned. May not be the only search criterion. 

• License Number: Enter the entire number of a producer's state license, either active or 
inactive. Partial searches not allowed. Maximum 15 characters. 

• License State: Select from the dropdown menu a state in which a producer holds an 
active or inactive license. 

• External System ID: Enter a producer's entire external system ID code, including 
leading zeroes, either active or inactive. Partial searches not allowed. Maximum 22 
characters. 

• Primary External ID Only: Click to checkmark the checkbox to constrain a search using 
an External System ID criterion to only those external system IDs marked as a 
"primary" ID on a producer's record. The search will ignore a match on an External 
System ID that is not marked as "primary." (For more information, see Maintain External 
System Identifiers.) 

• Records Per Page: If multiple records met your search criteria, the default number of 
records displayed per page of results is 10. From the dropdown menu, select a value in 
increments of 10 up to 50 and then execute or re-execute the search to display a 
number of records up to the selected value in the Search Results sub-section. 

• Search: Click to execute the search based on the entered search criteria. If only one 
producer record met your search criteria, the name of the selected producer will display 
in the Producer Name field on the Producer Appointment Inquiry page. If multiple 
records met your search criteria, they will display in the Search Results section. 

• Cancel: Click to abort the page operation and open the Producer Manager Home page. 

Search Results 

If multiple producer records met your search criteria, they will display in the Search Results 
section of the Search Producer page. 

Fields and controls include the following: 

• Name: For each listed producer record, displays a producer name as a blue hyperlink. 
You may perform one of the following options: 

o Click a desired producer Name hyperlink. The Search Producer page will close, 
and the name of the selected producer will display in the Producer Name field on 
the Producer Appointment Inquiry page.  

o Click the column heading to toggle alphabetic or reverse alphabetic sorting of the 
Search Results on the Name field. 

• SSN: Individual producer searches only. For each listed producer record, displays a 
producer's Social Security Number. Click the column heading to toggle highest-to-lowest 
or lowest-to-highest sorting of the Search Results on the SSN field. 
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• EIN: Firm producer searches only. For each listed producer record, displays a producer's 
federal Employer Identification Number. Click the column heading to toggle highest-to-
lowest or lowest-to-highest sorting of the Search Results on the EIN field. 

• License State/#: For each listed producer record, displays the state codes of the states 
in which a producer holds at least one active or inactive license and the corresponding 
license numbers. Click the node ( ) to expand the record row to display all of the 
producer's license state and number information. Click the node ( ) to collapse the 
information. 

• NPN: For each listed producer record, displays a producer's National Producer Number. 
Click the column heading to toggle highest-to-lowest or lowest-to-highest sorting of the 
Search Results on the NPN field. 

• Active BU: For each listed producer record, displays the name of the business unit(s) 
with which a producer is actively associated. Click the node ( ) to expand the record 
row to display all of the producer's business unit information. Click the node ( ) to 
collapse the information. 

• City: For each listed producer record, displays the producer's mailing address city. Click 
the column heading to toggle alphabetic or reverse alphabetic sorting of the Search 
Results on the City field. 

• State: For each listed producer record, displays the producer's mailing address state. 
Click the column heading to toggle alphabetic or reverse alphabetic sorting of the 
Search Results on the State field. 

• Displaying [v] - [w] (of [x] matching records): Displays the range in numbers of 
producer records currently displaying in the Search Results sub-section out of the total 
number of producer records returned by a search. 

• Page [y] of [z]: Displays the number of the page currently displaying out of the total 
number of pages of producer records returned by a search. 

• Go To Page: Available only when more than 10 records are returned by a search, 
resulting in multiple pages of Search Results. Select from the dropdown menu the 
number of the page of producer records to which you wish to navigate. 

• Go: Click to navigate to the page number of Search Results selected in the Go To 
Page dropdown menu. 

Report Results 

Displays active and inactive (terminated) producer appointment information that met the report 
criteria. Results may be narrowed by selected filter criteria. 

Results include the following data fields: 

• Company Name: For each appointment or termination that met the report criteria, 
displays the name of the appointing company that appointed reported producers.  

• NAIC ID: For each appointment or termination that met the report criteria, displays the 
appointing company's National Association of Insurance Commissioners identifier. 

• Producer ID: For each appointment or termination that met the report criteria, displays 
the producer's primary external system ID. 
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• Last Name: For each appointment or termination that met the report criteria, displays 
the individual producer's last name.  

• First Name:For each appointment or termination that met the report criteria, displays the 
individual producer's first name.  

• Middle Name: For each appointment or termination that met the report criteria, displays 
the individual producer's middle name.  

• Suffix: For each appointment or termination that met the report criteria, displays the 
individual producer's name suffix.  

• Firm Name: For each appointment or termination that met the report criteria, displays 
the name of the firm producer.  

• SSN/EIN: For an individual producer, displays the producer's Social Security Number. 
For a firm producer, displays the producer's Federal Employer Identification Number. 

• Producer Status: For each appointment or termination that met the report criteria, 
displays the producer's record status in Producer Manager. (For more information, see 
Details.) 

• Appt State: For each appointment or termination that met the report criteria, displays the 
name of the state in which the producer was appointed. 

• Active Date: For each producer listed that met the report criteria, displays the date on 
which the producer's appointment in the selected state became active. 

• Trmn Date: Inactive appointments only. For each appointment or termination that met 
the report criteria, displays the date on which a termination of the producer's 
appointment in the appointment state was submitted and state-approved or recorded. 

• Trmn Reason: Inactive appointments only. For each appointment or termination that 
met the report criteria, displays the state-specific reason for the appointment termination. 

• Rec Only: For each appointment or termination that met the report criteria, displays Y if 
the Record Appt checkbox in the producer's appointment information contains a 
checkmark; displays N if the Record Appt checkbox in the producer's appointment 
information does not contain a checkmark. 

• Appt Request Date: For each appointment or termination that met the report criteria, 
displays the date on which the appointment was added to the producer record. 

• License Type (License #): For each appointment or termination that met the report 
criteria, displays the producer's supporting license class and license number in the 
appointment state. 

• Business Units: For each appointment or termination that met the report criteria, 
displays the short name of the business units to which the producer is actively assigned.  

• Staff Member: For each appointment or termination that met the report criteria, displays 
the name of the staff member user who added the appointment to the producer record. 

• Business Address Line 1: For each appointment or termination that met the report 
criteria, displays first line address information for the business location address type 
recorded on the producer's record. (For more information, see Maintain Contact 
Information.) 
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• Business Address Line 2: For each appointment or termination that met the report 
criteria, displays second line address information for the business location address type 
recorded on the producer's record. (For more information, see Maintain Contact 
Information.) 

• Business Address City: For each appointment or termination that met the report 
criteria, displays the address city of the business location address type recorded on the 
producer's record. (For more information, see Maintain Contact Information.) 

• Business Address State: For each appointment or termination that met the report 
criteria, displays the address state of the business location address type recorded on the 
producer's record. (For more information, see Maintain Contact Information.) 

• Business Address Postal Code: For each appointment or termination that met the 
report criteria, displays the postal or ZIP code of the business location address type 
recorded on the producer's record. (For more information, see Maintain Contact 
Information.) 

• Highest Uplines: For each appointment or termination that met the report criteria, 
displays the name and primary external system ID of the highest upline producer in the 
reported producer's contractual agreement or reporting/compensation hierarchy. 

• Additional Producer Type: For each appointment or termination that met the report 
criteria, displays the role of an additional producer in the reported producer's contractual 
agreement or reporting/compensation hierarchy. 

• Additional Producer: For each appointment or termination that met the report criteria, 
displays the name of an additional producer in the reported producer's contractual 
agreement or reporting/compensation hierarchy. 

Page Controls 

Controls include the following: 

• remove: Click to remove a selected upline producer or single producer as filter criteria. 

• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• Cancel: Click to open the Producer Manager Home page. 

Results of the Producer Appointment Inquiry may contain unmasked, full Social Security 
Number information for individual producers. It is not possible to configure the system to mask 
or hide these values in the report results. However, using a security role setting, a user with 
administrator permissions may deny other users the permission to run this inquiry or view 
inquiry results requested by other users. For more information, see Maintain Security Role.  

The Producer Appointment Inquiry reports appointment information only as recorded in your 
company's instance of Producer Manager. It does not verify appointment information directly 
with state records. However, if your company is using Producer Manager's automated data 
reconciliation utilities (such as Scheduled Syncs) to keep producer appointment data refreshed 
continually, the Producer Appointment Inquiry report results should be synchronized with 
state records. 
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The Producer Appointment Inquiry automatically generates in tabular format. Always click the 

Excel Format ( ) button on the Recent Reports page to view the results in a spreadsheet. 

The report results may include multiple record rows per producer (i.e., one row per active or 
terminated appointment per business unit per state). 

Unlike the Individual Appointments Inquiry, which allows you to report appointment and 
termination information for only individual producers, the results of a Producer Appointment 
Inquiry include firm producer appointments and terminations. 

Report of Producers in a Hierarchy 
Run the Report of Producers in a Hierarchy inquiry to identify producers having downline 
agreements with a specific parent producer in a reporting or compensation hierarchy. You can 
search for parent agreements by either a specific external system ID(s) or agreement. 

If desired, you may require the report results to include external system IDs of an additional 
external system type for reported producers. 
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To open the Report of Producers in a Hierarchy page, from the Inquiries menu select 
Producer Hierarchy, and then select Report of Producers in a Hierarchy. 

The Report of Producers in a Hierarchy page contains the following sections: 

Producer Criteria 

You can filter the report to include only a certain producer entity type (individual licensee or firm) 
or only producers with certain agreement information. 

Fields and controls include the following: 
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• Producer Type: To filter the report results to include downline producers of only a 
specific entity type, click to select either Individual Licensee or Firm. Or, select nothing to 
include all downline producers, regardless of entity type. 

• Agreement Status: To filter the report results to include downline producers with only a 
certain agreement status, click to select either Active or Inactive. Or, select nothing to 
include all downline producers, regardless of agreement status. 

• Agreements identified by an active External System ID of type: To filter the report 
results to include only downline producers with an active ID or code in a certain external 
system, click to select the external system type. To select multiples, press the CTRL key 
on your keyboard while clicking; click again while pressing the CTRL key to de-select. 
Or, select nothing to include all downline producers, regardless of associated external 
system type. 

Upline Criteria 

You must identify the producer(s) with the parent agreement whose downline producers you 
want to report. You can search for parent agreements by either specific external system ID(s) or 
by agreement. 

Choose from among the following: 

By specfic external system ID(s) 
Search for a parent agreement by specific external system ID(s). Fields and controls include the 
following 

• List upline agreements by External System IDs: Click to select the radio button to 
search for agreements based on a parent producer's external system ID. The report 
results will include all producers who are downline to the selected parent producer in any 
agreement. 

• Upline Producer Type: Available only when List upline agreements by External 
System IDs is selected. To limit the search to external system IDs associated with 
parent producers of a specific entity type, click to select either Individual Licensee or 
Firm. Or, leave unselected to search external system IDs associated with either entity 
type. 

• Upline Producers' External System IDs: Available only when List upline agreements 
by External System IDs is selected. Enter one or multiple valid external system IDs 
associated with the parent producer whose downline producers you want to report, up to 
50 maximum. Separate each external system ID by a comma and a space. 

By specific agreement 
Search for a specific parent agreement. Fields and controls include the following 

• Select a specific upline agreement: Click to select the radio button to search for the 
parent producer agreement that includes the downline producers you want to report. 

• Search Upline Agreement: Available and required only when Select a specific upline 
agreement is selected.  Click to search for a specific parent agreement whose downline 
producers you want to report. The Search Agreement page will open, allowing you to 
search for the desired parent agreement. (For more information, see Search 
Agreement.) 
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• When you are finished with the search, the name of the producer with the selected 
parent agreement will display in the Upline Criteria section. 

• Select a different Upline Agreement: Available only with a parent agreement already selected. 
Click to open the Search Agreement page, where you can search for a different parent 
agreement to replace the currently selected parent agreement. 

  

Display Configuration 

Fields and controls include the following 

• Additional External System ID type To include in the report results reported downline 
producers' IDs of an additional external system type, from the dropdown menu select the 
desired external system type. 

• Mask SSN (Ex. XXX-XX-1234) Click to checkmark the checkbox to replace the first 5 
digits of an individual producer's Social Security Number with hash marks in the report 
results. 

Report Results 

Displays information about all producers who are subordinate (downline) in an agreement 
hierarchy to the producer(s) identified by the report criteria. Includes producers whose 
agreements are active or inactive. Results may be narrowed by selected filter criteria. 

Results include the following data fields: 

• Individual Last Name: For each downline individual licensee producer returned by the 
report criteria, displays the producer's last name. 

• Individual First Name: For each downline individual licensee producer returned by the 
report criteria, displays the producer's first name. 

• Firm Name: For each downline firm producer returned by the report criteria, displays the 
producer's business name. 

• TIN: For each downline individual licensee producer returned by the report criteria, 
displays the producer's Social Security Number; or, for each downline firm producer 
returned by the report criteria, displays the producer's Federal Employer Identification 
Number. Note that the first 5 digits of an individual producer's Social Security Number 
may be replaced with hash marks in the report results if the Mask SSN option is enabled 
in the Configuration Options section. 

• Agreement Status: For each downline producer returned by the report criteria, displays 
the current status of the producer's agreement in the agreement hierarchy with the 
parent producer(s). 

• Agreement Type Code: For each downline producer returned by the report criteria, 
displays the type code of the producer's agreement in the agreement hierarchy with the 
parent producer(s) (typically the producer's role or level in the agreement hierarchy). 

• Agreement ESID: For each downline producer returned by the report criteria, displays 
the external system ID associated with the producer's agreement in the agreement 
hierarchy with the parent producer(s) (often the downline producer's code in your 
company's compensation or commissioning system). 
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• Hierarchy Template: For each downline producer returned by the report criteria, 
displays the name of the hierarchy template used to enforce the hierarchical levels or 
roles in the producer's agreement with the parent producer(s) (For more information, see 
Add Hierarchy Templates.) 

• Base Role: For each downline producer returned by the report criteria, displays the 
name of the bottom-level role in the agreement hierarchy with the parent producer(s). 
(For more information, see Add Hierarchy Templates.) 

• ESID Search Value: Available only if List upline agreements by External System IDs 
is selected as report criteria. For each downline producer returned by the report criteria, 
displays the external system ID entered as report criteria in the Upline Producers' 
External System IDs field.  

• Parent Agreement ESID: For each downline producer returned by the report criteria, 
displays the external system ID of the reported producer's immediate upline producer in 
the agreement hierarchy -- not the highest upline producer in the entire agreement 
hierarchy. 

• Parent Agreement ESID Type Code: For each downline producer returned by the 
report criteria, displays the external system type associated with the external system ID 
of the reported producer's immediate upline producer in the agreement hierarchy. 

• Email Address: For each downline individual licensee producer returned by the report 
criteria, displays the producer's email address; or, for each downline firm producer 
returned by the report criteria, displays the mail address associated with the firm's 
business lcoation address type. 

• Business Address Line One: For each downline producer returned by the report 
criteria, displays the first line of the producer's business location address.  

• Business Address Line Two: For each downline producer returned by the report 
criteria, displays the second line of the producer's business location address. 

• Business Address City: For each downline producer returned by the report criteria, 
displays the city of the producer's business location address. 

• Business Address State: For each downline producer returned by the report criteria, 
displays the state name of the producer's business location address. 

• Business Address Zip: For each downline producer returned by the report criteria, 
displays the ZIP code of the producer's business location address. 

• Mailing Address Line One: For each downline producer returned by the report criteria, 
displays the first line of the producer's mailing address.  

• Mailing Address Line Two: For each downline producer returned by the report criteria, 
displays the second line of the producer's mailing address. 

• Mailing Address City: For each downline producer returned by the report criteria, 
displays the city of the producer's mailing address. 

• Mailing Address State: For each downline producer returned by the report criteria, 
displays the state name of the producer's mailing address. 

• Mailing Address Zip: For each downline producer returned by the report criteria, 
displays the ZIP code of the producer's mailing address. 
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• Residential Address Line One: Individual licensee producers only. For each downline 
producer returned by the report criteria, displays the first line of the producer's residential 
address. 

• Residential Address Line Two: Individual licensee producers only. For each downline 
producer returned by the report criteria, displays the second line of the producer's 
residential address. 

• Residential Address City: Individual licensee producers only. For each downline 
producer returned by the report criteria, displays the city of the producer's residential 
address. 

• Residential Address State: Individual licensee producers only. For each downline 
producer returned by the report criteria, displays the state name of the producer's 
residential address. 

• Residential Address Zip: Individual licensee producers only. For each downline 
producer returned by the report criteria, displays the ZIP code of the producer's 
residential address. 

• Additional ESID: Includes values only if a selection was made from the Additional 
External System ID type dropdown menu in the Display Configuration section. For 
each downline producer returned by the report criteria, displays the producer's ID or 
code related to the selected additional external system type. 

• Payment Frequency: For each downline producer returned by the report criteria, 
displays the timing of commission payments to the producer. 

• Conduct Business via Dtcc: For each downline producer returned by the report 
criteria, displays a value indicating whether or not payments and policy information 
should be sent to the producer using an interface with the Depository Trust & Clearing 
Corporation. 

• Advance Commission: For each downline producer returned by the report criteria, 
displays a value indicating whether or not the producer may receive an advance on 
commission, either Yes or No. 

• Percent of Advance: For each downline producer returned by the report criteria, 
displays a numeric value between 0.00 and 100.00 that represents the amount of the 
producer's advance on commission. 

• Maximum Advance Amount: For each downline producer returned by the report 
criteria, displays the maximum amount of advance on commission that the producer may 
receive. 

• Advance Transaction Status: For each downline producer returned by the report 
criteria, displays a value indicating the method by which a commission advance should 
be paid to the producer (e.g., On Hold, Period-to-Date, etc.) 

• Statement Distribution ID: For each downline producer returned by the report criteria, 
displays the producer's ID or code in your company's statement distribution system. 

Page Controls 

Controls include the following: 
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• Submit Offline: Unavailable until required report criteria is entered. Click to generate the 
inquiry offline, where it can be retrieved in multiple output formats by any staff member 
with the permissions to view it. For more information, see Recent Reports. 

• Cancel: Click to open the Producer Manager Home page. 

The report results may include the same producer multiple times, if List upline agreements by 
External System IDs was selected as Upline Criteria and the producer is downline through 
multiple agreements to a parent producer associated with an entered external system ID. 

The Report of Producers in a Hierarchy automatically generates in tabular format. Always 

click the Excel Format ( ) button on the Recent Reports page to view the results in a 
spreadsheet. 

Values in the Payment Frequency, Conduct Business via Dtcc, Advance Commission, 
Percent of Advance, Maximum Advance Amount, Advance Transaction Status, and 
Statement Distribution ID fields are only displayed in report results only to users belonging to 
a security role for which the Maintain Agreement Commission Details security permission is 
enabled. (For more information, see Maintain Security Role.) 

By searching for parent producer agreements using external system ID criteria, you can include 
downline producers in multiple parent producer agreements in the report results. Searching for a 
specific parent agreement, however, will include downline producers for only the selected parent 
producer. 

Producers with Missing Upline Hierarchy 
Run the Producers with Missing Upline Hierarchy inquiry to identify producers that are not 
currently part of a valid agreement hierarchy. Invalid conditions may include the following: 

• Where a producer's agreement is not part of an agreement hierarchy whatsoever 

• Where a producer's agreement includes an additional producer but is not part of an 
agreement hierarchy 

• Where a producer is part of an agreement hierarchy, but the producer's agreement with 
an immediate upline producer is inactive 
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To open the Producers with Missing Upline Hierarchy page, from the Inquiries menu select 
Producer Hierarchy, and then select Producers with Missing Upline Hierarchy. 

The Producers with Missing Upline Hierarchy page contains the following sections: 

Producer Criteria 
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Enter criteria identifying the producers to be included in the report. If no specific criteria are 
selected, the system will return results matching all criteria. 

Fields and controls include the following: 

• Producer Type: To limit the report to a specific entity type, click to select either 
Individual Licensee or Firm. (For more information, see Details.) 

• Producer Status: To limit the report to a Producer Manager record status, from the 
dropdown menu select Active, Inactive, or Pending. (For more information, see Details.) 

• Only include producers with an active license: To limit the report to producers who 
hold an active license only, click to checkmark the checkbox. 

• Agreements identified by an active External System ID of type: To limit the report to 
only those agreements associated with a specific external system, from the dropdown 
menu select an external system type. 

Missing Upline Criteria 

Select the invalid upline scenario you would like to report. 

Fields and controls include the following: 

• The parent agreement is inactive: Click the radio button to report agreements where a 
producer is part of an agreement hierarchy, but the producer's agreement with an 
immediate upline producer is inactive. 

• No upline exists: Click the radio button to report only agreements that are not part of an 
agreement hierarchy whatsoever. 

• No upline exists, where the producer's agreement has an additional producer: 
Click the radio button to report only agreements that include additional producers but 
that are not part of an agreement hierarchy. Then enter the following: 

o Additional Producer Role: Available only when No upline exists, where the 
producer's agreement has an additional producer is selected. From the 
dropdown menu select the additional producer role on agreements with missing 
uplines.  

o Agreements identified by an active External System ID of type: Available only 
when No upline exists, where the producer's agreement has an additional 
producer is selected. Enter one or multiple active external system IDs associated 
with the additional producers on agreements with missing uplines, up to 50 
maximum. Separate each external system ID by a comma and a space. 

Report Results 

Displays information about all producers with active agreements who are not part of a valid 
agreement hierarchy, based on a selected invalid upline scenario as selected in the Missing 
Upline Criteria section. Results may be narrowed by selected filter criteria. 

Results include the following data fields: 

• Individual Last Name: For each individual licensee producer agreement returned by the 
report criteria, displays the producer's last name. 

• Individual First Name: For each individual licensee producer agreement returned by 
the report criteria, displays the producer's first name. 
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• Firm Name: For each firm producer agreement returned by the report criteria, displays 
the producer's business name. 

• Producer Status: For each producer agreement returned by the report criteria, displays 
the status of the producer's record in Producer Manager. 

• Agreement Type: For each producer agreement returned by the report criteria, displays 
the type code of the producer's agreement. 

• Agreement Begin Date: For each producer agreement returned by the report criteria, 
displays the date on which the agreement became active on the producer's record. 

• Agreement ESID: For each producer agreement returned by the report criteria, displays 
the external system ID associated with the producer's agreement (often the producer's 
code in your company's compensation or commissioning system). 

• Agreement ESID Type: For each producer agreement returned by the report criteria, 
displays the external system type associated with the external system ID associated with 
the producer's agreement (often the name or code or your company's compensation or 
commissioning system).  

• Hierarchy Template: For each producer agreement returned by the report criteria, 
displays the name of the hierarchy template used to enforce the hierarchical levels or 
roles in the producer's agreement with upline producer(s) (For more information, see 
Add Hierarchy Templates.) 

• Base Role: For each producer agreement returned by the report criteria, displays the 
name of the bottom-level role in the selected agreement hierarchy template. (For more 
information, see Add Hierarchy Templates.) 

• Parent Agreement ESID: For each producer agreement returned by the report criteria, 
displays the external system ID of the reported producer's immediate upline producer in 
the agreement hierarchy -- not the highest upline producer in the entire agreement 
hierarchy. Note that the immediate upline producer's agreement may be inactive. 

• Parent Agreement ESID Type Code: For each producer agreement returned by the 
report criteria, displays the external system type of the reported producer's immediate 
upline producer in the agreement hierarchy -- not the highest upline producer in the 
entire agreement hierarchy. Note that the immediate upline producer's agreement may 
be inactive. 

• Additional Producer ESID: Available only when reporting agreements with additional 
producers that are missing uplines. For each producer agreement returned by the report 
criteria, displays the external system ID of an additional producer on the agreement. 

Page Controls 

Controls include the following: 

• Submit Offline: Unavailable until required report criteria is entered. Click to generate the 
inquiry offline, where it can be retrieved in multiple output formats by any staff member 
with the permissions to view it. For more information, see Recent Reports. 

• Cancel: Click to open the Producer Manager Home page. 
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If a producer has multiple agreements that are missing a valid upline hierarchy, the producer will 
appear in the report multiple times, once for each agreement. 

The Producers with Missing Upline Hierarchy automatically generates in tabular format. 

Always click the Excel Format ( ) button on the Recent Reports page to view the results in a 
spreadsheet. 
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Carrier Requests Inquiry 
You can track an appointment or other sales authorization request your agency has made to a 
carrier partner on behalf of a producer by recording the request on the Carrier Requests page. 

Use the Carrier Requests Inquiry page to generate a report of outstanding producer product 
authorization requests made to a selected carrier, so that you can follow up on the requests. 
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To open the Carrier Requests Inquiry page, from the Inquiries menu, select Carrier 
Requests. 

The Carrier Requests Inquiry page contains the following sections: 

Report Criteria 

Offers input fields and controls to define the criteria of the inquiry. 

Fields and controls include the following: 

• Follow-Up Date: Filter the Report Output by a date or range of dates upon which 
follow-up has been scheduled for appointment or authorization requests submitted to 
carriers. Use the following date filters: 

o All dates: Click the radio button to ignore follow-up date criteria as a filter in the 
Report Output. 

o Has follow-up date [x]: Click the radio button to filter the Report Output to include 
only carrier requests for which a follow-up date has been scheduled within a certain 
time parameter, and then from the dropdown menu select a value. Select In the Last 
Week from the dropdown menu to filter the Report Output to include only carrier 
requests for which follow-up was intended in the past seven (7) days. Or, select In 
the Last Month from the dropdown menu to filter the Report Output to include only 
carrier requests for which follow-up was intended in the past 30 days. 

o Between [y] and [z]: Click the radio button to filter the Report Output to include 
only carrier requests for which follow-up was intended within a specified date range. 
Enter the first date in the range in [y] and enter the last date in the range in [z], using 
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the mmddyyyy date format. Or, click the Calendar button ( ) to open a popup 
calendar from which you can click to select dates. 

• Request Date: Filter the Report Output by a date or range of dates upon which 
appointment or authorization requests were submitted to carriers. Use the following date 
filters: 

o All dates: Click the radio button to ignore requested date criteria as a filter in the 
Report Output. 

o Has follow-up date [x]: Click the radio button to filter the Report Output to include 
only carrier requests submitted within a certain time parameter, and then from the 
dropdown menu select a value. Select In the Last Week from the dropdown menu to 
filter the Report Output to only carrier requests submitted in the past seven (7) days. 
Or, select In the Last Month from the dropdown menu to filter the Report Output to 
only carrier requests submitted in the past 30 days. 

o Between [y] and [z]: Click the radio button to filter the Report Output to include only 
carrier requests submitted within a specified date range. Enter the first date in the 
range in [y] and enter the last date in the range in [z], using the mmddyyyy date 
format. Or, click the Calendar button ( ) to open a popup calendar from which you 
can click to select dates. 

• Carrier: From the dropdown menu, select a value to filter the Report Output to include 
requests submitted to a specific carrier group. Or, leave the field unselected to search 
for requests submitted to all carrier groups. 

• Writing Companies: Click to select one or multiple values to filter the Report Output to 
include one or multiple writing companies associated with the carrier group selected 
from the Carrier dropdown menu. To select multiples, press and hold the CTRL key 
while clicking values. Or, leave the field unselected to include requests made to all 
writing companies associated with the carrier group selected from the Carrier dropdown 
menu. 

• Products: Click to select one or multiple values to filter the Report Output to include 
carrier requests associated with one or multiple product types. To select multiples, press 
and hold the CTRL key while clicking values. Or, leave the field unselected to include 
carrier requests associated with all product types. 

• States: Click to select one or multiple values to filter the Report Output to include 
carrier requests associated with one or multiple states. To select multiples, press and 
hold the CTRL key while clicking values. Or, leave the field unselected to include carrier 
requests associated with all states. 

• Status: Click to select one or multiple values to filter the Report Output to include 
carrier requests bearing one or multiple statuses. To select multiples, press and hold the 
CTRL key while clicking values. Or, leave the field unselected to include carrier requests 
bearing all statuses. 

• Business Units: Click to select one or multiple values to filter the Report Output to 
include carrier requests associated with one or multiple business units. To select 
multiples, press and hold the CTRL key while clicking values. Or, leave the field 
unselected to include carrier requests associated with all business units. 

• Staff Members: Click to select one or multiple values to filter the Report Output to 
include carrier requests recorded by one or multiple staff members. To select multiples, 
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press and hold the CTRL key while clicking values. Or, leave the field unselected to 
include carrier requests recorded by all staff members. 

• Producer Type: Click to select one or multiple values to filter the Report Output to 
include carrier requests concerning one or multiple producer entity types. To select 
multiples, press and hold the CTRL key while clicking values. Or, leave the field 
unselected to include carrier requests concerning all producer entity types. 

• Mask SSN: Click to checkmark the checkbox to include only the last four digits of an 
individual producer's Social Security Number in the Report Output. The first five digits 
will be substituted with X's. 

• Spreadsheet View: Click to generate the Report Output in a tabular format for use in a 
spreadsheet application, such as Microsoft® Excel®. 

Report Output 
The results of a Carrier Requests Inquiry groups carrier request data first by carrier and then 
by producer. Producer information includes producer name, producer type, Producer Manager 
record ID, and Social Security Number/Employer Identification Number. Carrier request 
information includes writing company  name, requested date, received date, follow-up date, 
request status, business unit, requested state(s), product type, requesting staff member, and 
request comment. 

Page Controls 

Fields and controls include the following: 

• View/Refresh Report: Click to generate the report "on-demand" in the Inquiry Output 
Window 

• Submit Offline: Click to generate the inquiry offline, where it can be retrieved in multiple 
output formats by any staff member with the permissions to view it. For more 
information, see Recent Reports. 

• Cancel: Click to open the Producer Manager Home page. 

The Carrier Requests Inquiry page is available only in agency installations of Producer 
Manager. 

When you select a value from the Carrier dropdown menu in the Report Criteria section, the 
Writing Companies selection box will populate automatically with the selected carrier group's 
writing or appointing companies. 

Values appearing in the Products field must be Vertafore-configured based on your company's 
business requirements. For more information, see Configuration Options. 

Social Security Numbers (SSNs) will be masked by default in the output for users whose 
security role has the Mask Social Security Numbers (SSNs) security permission enabled. For 
more information, see Maintain Security Role. 
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Document Change History 
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