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Chapter 1: Introduction 

The Stewart Title Electronic Policy System (STEPS) is a web-based application that allows agencies to 
generate their policy jackets online.  This application will eliminate the need for physical policy inventory to 
be shipped and maintained at the agency office.   

STEPS is available to any agency that generates Stewart policies for STGC, NLTI, ARTICO, STIC and 
STICO.  Each user will be assigned a username and password that is associated to their agency.  Forms 
and Information will be assigning each agency blocks of inventory numbers based on their size and the 
agency will not have to reorder inventory anymore.  The system has a built in low inventory feature that will 
notify Forms and Information to assign them another block of numbers. 

The STEPS product will help eliminate the numerous policies that have been lost, destroyed etc.  It will 
also make inventory reconciliation must easier and faster. 

If an agency is using AIM for Windows 5.0 or greater they will not need to use the STEPS application since 
the AIM for Windows system generates electronic jackets and auto numbers them.  

Objectives 
 Agency Manager Process  

 Access STEPS application 

 Select an Agency 
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Stewart Title Electronic Policy System 

Login Screen 

When the https://steps.stewart.com is accessed, the system will display the screen below: 

 

Note:  Once you log in to the system, if you are inactive for 30 minutes the system will log you out and you 

will have to log in again.  The system will save all entered data before it logs you out. 

User Login  

Steps 

1. Type the UserID. 

2. Type the Password.  The password is case sensitive. 

3. Click Login. 

https://steps.stewart.com/
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Logging out  

From anywhere in the application you can logout of the system.  In the upper right corner of each screen 
there is a logout link.  This will log out the current user and return you to the login page. 

 

Help  

The help contains the following resources to assist you: 

 FAQ screen 

 Training - this contains the training materials and an interactive training.  

 Transaction Codes - a listing of the appropriate state transaction codes so users understand which 
codes to enter. 

Contact Us 

The Contact Us link gives you an e-mail address to send a support related question in or provides the toll 
free number to contact PropertyInfo Corporation Customer Care for support. 
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Homepage  

Once you log into the system, the system will direct you to the end user license agreement.  After you have 
accepted the end user license agreement you will not need to accept it again.  On your next login you will 
be directed to the STEPS welcome home page.  From this screen you will use the page navigation to 
access the modules of the application. 
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License Agreement 

The End User License Agreement is a one time acceptance per user.  Once you have accepted the 
agreement it will not show again.  If you do not accept the agreement the system will not allow you to 
access the STEPS application.  

Click I have read and accepted these terms of use.   
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Select Agency 

In STEPS if you have access to more than one Agency ID you must go in and select which Agency you 
wish to generate policy jackets for.  The system will take you directly to this page if you have not selected 
an agency.  The system will maintain the agency selection between PRISM and STEPS as well as your 
last login. 

 

Steps 

1. Select Select Agency from the Page Navigation. 

2. Select the Underwriter. 

3. Select the Region. 

4. Select the District. 

5. Select the Agency. 

Note:  The screen will do a refresh after you have selected the Agency.  Wait until the refresh is 

complete before moving to Step 6. 

6. Click Select.  The system will place the Agency ID and Name at the top of the screen. 
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 Chapter 2: Create Jackets 

The STEPS application provides the ability to create: 

 policy jackets for long form and short form policies 

 commitments jackets 

 binders jackets 

By utilizing the system, agencies will not need to maintain physical inventory in their offices and can print 
the jackets when they are needed. 

Objectives 
 Create a commitment 

 Create a binder 

 Create a long form/ short form jacket 

 Edit a jacket 

 Delete a jacket 

 Preview a jacket 

 Print a jacket 

 Void a jacket 
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Functions in the Create Jacket Screen 

Edit  

Edit will allow you to make changes to any of the fields that you have typed in.  This can only be done 
before you print. 

Delete  

Delete will allow you to delete the policy jacket, binder or commitment from the file.  Once you have printed 
you cannot delete. 

Preview  

Preview allows you verify on the screen what the policy jacket, commitment or binder is going to look like.  
The system has not assigned a serial number at this time so the jacket and binder will contain X’s where 
the serial number is to be placed. 

The system also places a watermark of Draft across the jacket. 

Print  

Print creates the policy jacket, binder and commitment and assigns the inventory serial number.  Once this 
function has been selected, you cannot edit, delete or preview.  The actions available change to reprint 
and void. 

The system opens the policy in Adobe Reader.  From Adobe you will select the print option and printer. 

The system will send the policy and binder jacket information into PRISM, it will not send the commitment 
information.  A process runs every five minutes to move these jackets from STEPS to PRISM. 

New File 

To enter a new file number you can click the New File button and the system will clear the screen to enter 
the new file number and select a jacket. 

Delete File 

If you need to delete an entire file you can select the delete file button.  You can only delete a file if you 
have not printed any of the policy jackets, binders or commitments associated to the file number.  

If you try to delete a file once a policy has been printed you will receive an error stating that you cannot 
delete the file. 

Print all in File 

When you have multiple items in a file, instead of clicking on each policy print action individually you can 
select the print all in file.  The system will then generate a printed copy of each of the unreportedpolicies in 
the file.   
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Commitment Jacket 

The STEPS application has the ability to generate commitments for a file.  Every agency will have 
commitment jackets in their select jacket list since commitments do not have a serial number. 

 

Steps 

1. Select the Create Jacket module in the Page Navigation. 

2. Type the File Number. 

3. Select the commitment in the Select Jacket list. 

4. Type the effective date.   

Note:  For the state of New Mexico the commitment requires that transaction code and gross 

premium be entered. 

5. Click Save to List.  The policy number shows as commitment since there is not a serial number.  
The monetary values show with dashes since there is not any associated to the commitment. 

Once you have saved the commitment to the file, you can continue to add other policy jackets. 
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Binder Jacket 

The STEPS application has the ability to create binders in the states that use them.  The two states at this 
time are California and Texas.  

 

Steps 

1. Select the Create Jacket module in the Page Navigation. 

2. Type the File Number. 

3. Select the binder listed in the Select Jacket list. 

Note:  The system will only display binders if inventory has been assigned to the agency. 

4. Type the Date of Binder. 

5. Type the Liability. 

6. Type the Binder Fee 

7. Select the Policy Type:  Mortgagee or Owners. 

8. Click Save to List.  The system will place the binder in the Jackets in File grid. 
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Long Form Jacket 

With the creation of a jacket you must enter the file number and select the jacket.  Depending on the type 
of jacket you select will determine what fields appear for you to fill in for the jacket. 

 

Steps 

1. Select the Create Jacket module in the Page Navigation. 

2. Type the File Number. 

3. Select the policy jacket from the Select Jacket list. 

Note:  The system will only display the policies that the agency selected has inventory for. 

4. Type the Jacket Information.  You can use the Tab key to move between the fields. 

 Type the Policy Date; the system will format the date for you 

 Type the Transaction Code 

 Type the Liability; the system will format the dollar amount for you. 

 Type the Gross Premium 

 Type the UW Remittance, if the calculation is setup you can leave this blank and the system 
will calculate the amount.  If the check box for the calc does not appear, the calculation has 
not been setup in PRISM.  If in Texas your screen will have multiple transaction codes to be 
entered.  

 

5. Click Save to List. The system will display the policy in the Jackets in File,  

6. Select a new jacket to enter another policy for the file. 
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Short Form Policy Jacket 

There are many states that have started using the Short Form Policy Jacket.  This reduces the size of the 
policy and puts all of the information as well as the endorsements on the jacket.  There are a few more 
fields that must be entered to complete the jacket due to it also being schedule A as well as the jacket. 

 

Note:  The screen may vary by different short form policies and their requirements. 

Steps 

1. Select the Create Jacket module in the Page Navigation. 

2. Type the File Number. 

3. Select the policy jacket from the Select Jacket list. 

4. Type the Jacket Information.   

 Type the Policy Date 

 Type the Transaction Code 

 Type the Liability  

 Type the Gross Premium 

 Type the UW Remittance, if the calculation is setup you can leave this blank and the system 
will calculate the amount. 

 Type the Mortgage Amt, Loan Number and Mortgage Date. 

 Type the Name of Insured and Name of Borrower. 

 Type the Property Address, State and County. 

Note:  The State will default to your state and have the counties already listed. 

5. Select the appropriate endorsements that are being issued with the short form. 

6. Click Save to List. 

7. Select new jacket to enter another policy for the file. 
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Add Jacket to Existing File 

Once you have created a file number in STEPS you can go back and add as many policy jackets as you 
need to that file.  To add a new jacket to the file follow the steps below: 

Steps 

1. Select the Search module in the Page Navigation. 

2. Select File Number. 

3. Type the file number you wish to add a policy jacket to.  

4. Click Search. 

5. Select the file number link that you wish to add policy jackets to. The system will display the 
Create Jackets screen with the previous jackets in the file. 

6. Select the policy jacket. 

7. Type the policy information.  The system will fill in the policy date based on the last policy entered 
into the file, but you can change it. 

8. Click Save to list. 

If you were to try and enter the file number in the create jacket screen, the system will return the following 
error.  

 

Click the file number link in the warning message to open up the existing file and add the policy jackets. 
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Reprint a Jacket  

If you need to reprint a jacket, binder or commitment once it has been created, the system provides this 
capability.  The system will require you to select the reason that you are reprinting the policy jacket, binder 
or commitment. 

 

Steps 

1. Select the Search module in the page navigation. 

2. Type the criteria to locate the jacket. 

3. Select the File Number link. 

4. Select the Reprint action next to the jacket you wish to reprint. 

5. Select the reason for reprint: 

 Duplicate Copy 

 Original Destroyed 

 Printer Problem 

6. Click Reprint.  The system opens up Adobe and provides a copy to print of the jacket or 
commitment. 
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Void  

After a jacket, binder or commitment has been printed changes cannot be only the ability a reprint or a void 
is available.  Any values that need to be changed can be made in PRISM before transmitting. 

 

Steps 

1. Select the Search module in the page navigation. 

2. Search for the jacket by any of the search methods. 

3. Select the link for the File Number. 

4. Select the action Void. 

5. Select the Reason you wish to void the policy. 

 Jacket data or type change 

 Jacket not issued 

6. Click Void.  The system voids the policy, changes the action to say VOIDED and sends a void 
record to PRISM. 
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Void Process 

The STEPS and PRISM application have applied a new process as to what you see and what is 
transmitted for policies that are Voided. 

Example Scenario: 

Policy Jacket O-9301-3888957 was created and printed in STEPS, Liability $200,000, Gross Premium 
$1,000, Underwriter Remittance $400. 

Policy Jacket M-9302-395540 was created and printed in STEPS, Liability $175,000, Gross Premium 
$100, Underwriter Remittance $40. 
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Policy Jacket Not Transmitted 

If you have a policy jacket that you need to Void but you have not reported it to Policy Services  

Steps 

1. When the jacket was printed a “N”, new transaction, was added in PRISM with the amounts listed 
above.   

 

2. When you void the transaction in STEPS, STEPS sends a “V”, void transaction, to PRISM with $0 
zero dollars for all amounts. 

 

3. When you access PRISM Enter Policies, PRISM displays the “V” transaction for $0 dollars – the 
“N” new transaction is removed from the Enter Policy screen. 

 

4. When you transmit the register you will transmit a “V” transaction with $0 

 

Note:  If a policy has never been transmitted to Policy Services, they only need to receive the void 
transaction with zero dollars, they do not need the original amounts.Policy that is not transmitted 
but values edited in PRISM 
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Void Process from STEPS- Policy Jacket Transmitted 

Steps 

1. The “N” new transaction in PRISM has been transmitted to Policy Services on a previous register.  

2. To Void a policy jacket, access STEPS and locate the file number that contains the jacket to void. 

 

3. STEPS sends a “V” void transaction with zero dollars as well as an “A” adjustment with negative 
dollar amounts of the amounts reported to Policy Services. 

4. In PRISM the Enter Policies screen will only display the “V” void transaction but will transmit the 
“A” adjustment transaction to Policy Services once the void is transmitted.   

 

5. Once transmitted, the View Transmittal report will be updated to display both transactions “V” and 
“A”.  This will provide historical data for future reference. 
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Chapter 5: Search  

The system gives you the ability to search for the policy, binder and commitment jackets that have been 
created for each agency office.  The system will return all jackets not just ones that the specific user has 
created. 

Objectives 
 Locate a policy jacket using the different searches 

 Edit a jacket from the search screen 

 

 



STEPS v 1.4            20 

Search 

The system gives you four different ways to search the system for policy jackets and commitments.  You 
can search by policy number, file number, policy date range and print date range. 

 

Steps 

1. Select the Search module in the page navigation. 

2. Select how you wish to search in the Search By field: 

 File Number  

 Policy Number 

 Policy Date Range 

 Print Date Range 

Note:  You can do partial searches such as O-9701 or a partial file number, and the system will 
find all policies that have that type and prefix.  If you enter commit as the policy number it will pull 
back all commitments that have been created. 

3. Type your search criteria. 

4. Click Search. 
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The results of the search are displayed in a table on the screen.  When you perform the search you will be 
able to see all policies that were created for the selected agency.   

When the search results appear you can click on the file number to open up the file to perform any of the 
actions for the policy.  You also have the ability to click on each of the headings to sort by that heading. 
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Chapter 6: Print Queue 

When you are ready to print out the policy jackets or commitments you have two ways you can print them.   

 You can print directly from the file. 

 You can select the print queue and print the policies  

Objectives 
 Locate jackets that are ready to be printed 

 Locate policies and commitments that other people have created 

 



STEPS v 1.4            24 

Print Queue 

When you select the print queue module from the page navigation, the system will display all jackets that 
have not been printed for the user name logged in with. 

 

You have the ability to select any other user for the agency to see any unprinted policy jackets, binder or 
commitment. 

Steps 

1. Select the Print Queue module in the Page Navigation. 

2. Select the All heading or select the check box next to each jacket you wish to print.  The system 
activates the Print Selected button. 

3. Click Print Selected. 

Note:  Any time you print the system launches Adobe Reader.  If for some reason the policy does not 
appear on your screen, minimize all of the screens to see if Adobe is recommending some upgrades to the 
software or a user acceptance agreement. 

Once a policy is printed, the record is sent to PRISM.  You can then access the PRISM Enter Policies 
modules to make any corrections to the amounts entered and send the policies for electronic transmittal. 
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Chapter 7: Reports in STEPS 

The STEPS application provides a reporting screen that allows you to chose how it pulls data to the 
reports.  The data that displays is from the STEPS system but will include the PRISM status as well. 

Objectives 
 Generate a report based on different report types 

 Sort the report  

 Generate a printed report 
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Generating Reports 

The STEPS program provides five different ways you can generate reports on the jackets that have been 
created in the system for the agency. 

 

File Number 

Steps 

1. Select the Reports module in the Page Navigation. 

2. Select File Number as the Report by. 

3. Type the file number.  The system will allow you to do partial searches. 

Example:  if you enter A in the file number field the system will return all file numbers that contain 
an A in it. 

4. Click Generate. The system returns all matches for the file number. 

 



STEPS v 1.4            27 

Policy Number 

Steps 

1. Select the Reports module in the Page Navigation. 

2. Select Policy Number as the Report by. 

3. Type the policy number.  The system will allow you to do a partial search. 

Example:  You can enter the policy type and prefix and the system will return all policies that 
match.  

Tip:  For commitments you can enter commit and it will return all commitments. 

4. Click Generate.  The system displays all matches for the policy number. 

Policy Date Range 

Steps 

1. Select the Reports module in the page navigation. 

2. Select the Policy Date Range as the Report by. 

3. Type the policy date range you wish to pull to the report.  The search will go off of the policy date 
that was entered for each policy and commitment. 

4. Click Generate.  The system will display all policies and commitments that match the date range. 

Policy Print Range 

Steps 

1. Select the Reports module in the page navigation. 

2. Select Policy Print Range as the Report by. 

3. Type the date range to pull policies and commitments when they were printed.  The system pulls 
off of the original print date 

4. Click Generate.  The system will display all policies and commitments that were printed in that 
range. 

 

Status 

Steps 

1. Select the Reports module in the page navigation. 

2. Select Status as the Report By. 

3. Select the Status you wish to generate a report for: 

 Print Pending 

 Printed 

 Voided 

 Transmitted 

4. Click Generate. 
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Printing Reports 

After the system has generated the report on the screen you can sort by the column headings and print the 
report out.  To print the report, click the print report button after you have generated the report on the 
screen. 

 

 

Steps 

1. After you have generated the report on the screen. 

2. Sort the report by clicking the column heading you wish to sort by. 

3. Click Print.  The system opens a new window with the report in it. 

4. Select File and print to print the report or click the printer icon. 
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Chapter 8: Edit Policies in PRISM 

Enter Policies provides an easy way to enter polices and endorsements into the system.  The screen is 
designed for data entry of policies and endorsements. 

Enter Policies contains the rules to validate the policies and endorsements before they are submitted for 
reporting. 

Objectives 
 Enter Endorsements 

 Edit Policies and Endorsements 

 Create an Adjustment Record 

 Create a Void Record 

 Create an In Lieu Of Record 

 Submit Policies for Review 
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Enter Endorsements 

The STEPS application does not provide a way to print your Endorsements, you will still need to print them 
from your production system.  When you are using PRISM to report your registers you will need to enter 
any endorsements that you need to report. 

Entering an Endorsement with a Policy 

If the endorsement is being entered after the policy it is attached to, the system will fill in the file number, 
original policy number and effective date. 

 

Steps 

1. Select the Transaction Type to be New. 

2. Verify the File Number or type the correct file number. 

3. Select the E? box to denote this entry is for an endorsement.  This will activate the original policy 
number field and gray out the liability, reissue, treaty reinsurance code, and additional liability 
fields.  The system will then fill in the original policy number field with the policy that was entered 
previously. 

4. Type the Endorsement Policy Number only for stat states.  For non stat-states this field is 
grayed out. 

5. Verify the Effective Date. 

6. Verify the Original Policy Number.  Type the Original Policy Number if necessary. 

7. Type the Gross Premium. 

8. Type the Underwriter Remittance, or leave it blank with the Calc? box checked and the system 
will calculate the amount. 

9. Type the Transaction Code if working in a stat state.  For non-stat states the system will enter a 
101 transaction code. 

10. Click Add to List. 
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Entering an Endorsement without a Policy 

If an endorsement is being entered separate from the original policy, the system will require more fields to 
be filled in. 

Steps 

1. Select the Transaction Type to be New 

2. Type the File Number. 

3. Check the E? Box. This will activate the original policy number field and gray out the liability, 
reissue, treaty reinsurance code, and additional liability fields. 

4. Type the Endorsement Policy Number, if in a stat state. 

5. Type the Effective Date. 

6. Type the Original Policy Number of the policy the endorsement is attached to. 

7. Type the Gross Premium. 

8. Type the Transaction Code 101 if working in a non-stat state. 

9. Click Add to List. 
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Editing Policies 

Edit 

Once a policy is entered into the system, it is placed in the policy list section.  Until the policies are placed 
in the submit for review status, they can be edited.  This includes jackets printed in STEPS. 

Steps 

1. Click on the Enter Policies Module. 

2. Locate the policy in the policy list to edit. 

3. Click on the Policy Number or select the check box next to the policy and click Edit Selected 
Records.  The system places the selected policy in the policy details to be edited. 

4. Modify the necessary information. 

5. Click Add to List.  The system will place the policy back in the policy list. 

6. Click Save All.   

Note:   Once a policy has been transmitted it cannot be edited an adjustment must be created.   

Deleting 

If a policy was entered and has not been transmitted it can be deleted from the policy list.   

Note:  If a policy was generated in STEPS you want to go to the STEPS application to VOID the file.  The 

system will then send a void record to PRISM.  

Steps 

1. Click on the Enter Policies Module. 

2. Locate the policy in the policy list to delete. 

3. Click the check box next to the policy or policies. 

4. Click Delete Selected Records. The system will ask you to verify that you want to delete the 
record.  

5. Click OK.  The system will remove the policy from the policy list and return the number back to the 
policy inventory 
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Adjustments 

The system has been enhanced to allow for adjustments to be reported on policies through PRISM.  To 
perform an adjustment the policy must have been transmitted in the PRISM system. 

Steps 

1. Click the Enter Policies module in the Page Navigation. 

2. Select the Transaction Type as Adjustment.  The system grays out all fields except the policy 
number field. 

  

3. Type the Policy Number that you wish to make the adjustment on. 

4. Click Find Policy.  The system displays the search results.  The search looks at both the policy 
number field and the original policy number field for matches. 

 

5. Select Edit next to the policy you which you would like to do an adjustment on.  The system will 
place the policy in the policy details section.  The system will only allow certain fields to be edited. 

6. Type the updates to any of the fields active. 

7. Click Add to List.  The system places the adjusted policy into the policy list. 

 

8. Click Save All. The system does not place the reverse entry into the policy list until the Save All 
button is clicked. 
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Voids 

To enter a void for a policy, you can do this for a policy that has been transmitted or has not been 
transmitted.  If you are voiding a transmitted policy it must have been transmitted through PRISM. 

Void a Transmitted Policy 

Steps 

1. Click the Enter Policies module in the Page Navigation. 

2. Select the Transaction Type as Void.  The system grays out all fields except the policy number 
field. 

 

3. Type the Policy Number that you wish to void. 

4. Click Find Policy.  The system displays the search results.  The search looks at both the policy 
number field and the original policy number field for matches. 

 

5. Click Edit next to the policy you wish to void. 

6. The system will then do the following: 

 Place the policy in the policy details screen and gray out all fields. 

 Highlight the policy in the search results in yellow 

 Change the find policy button to add to list 

7. Click Add to List.  The system will add the void transaction to the policy list. 

 

8. Click Save All. 

 

Note:  The system will display only the Void record of $0, but when the record is transmitted to the 
underwriter an adjustment record backing out the original will be transmitted. 
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Void an Un-transmitted Policy 

You now have the ability to void an un-transmitted policy using PRISM.  This will allow you to report to 
Agency Accounting any policy numbers that you need to void to remove it from you outstanding inventory. 

It is recommend if you created the jacket in STEPS to go and do the VOID function in STEPS as well. 

Steps 

1. Click the Enter Policies module in the Page Navigation. 

2. Select the Transaction Type as Void.  The system grays out all fields except the policy number 
field. 

 

3. Type the Policy Number you wish to void. 

4. Click Find Policy. The system displays the search results.  

 

5. Click Edit next to the policy you wish to void 

6. The system will then do the following: 

 Place the policy in the policy details screen and gray out all fields. 

 Highlight the policy in the search results in yellow 

 Change the find policy button to add to list 

7. Click Add to List. The system will add the void transaction to the policy list. 

 

8. Click Save All. 
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In Lieu Of 

The ability to issue a new policy in lieu of an existing policy has been added to PRISM.  This functionality 
can only be done on policies that were issued previously through PRISM. 

Steps 

1. Click on Enter Policy in the Page Navigation. 

2. Select the Transaction Type as In Lieu Of.  The system grays out all fields except the policy 
number field. 

 

3. Type the Policy Number you wish to create an in lieu of for. 

4. Click Find Policy.  The system returns any matches to the policy number in the search results 
section. 

  

5. Select Edit next to the policy that you wish to issue the in lieu of for.  The system places the policy 
in the policy details section and grays out all fields except for the policy number. 

 

6. Type the new Policy Number. 

7. Click Add to List. The system places the new transaction in the Policy List section.  The original 
policy number is placed in the original policy number field and the transaction type is L. 

 

8. Click Save All.  The system creates a void transaction for the policy that an in lieu of was created 
for. 
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Submit for Review 

Once all of the policies have been entered and are ready to be sent to the underwriter, they will need to be 
marked as submitted for review. 

This function places the policies to be picked up for the next policy transfer.  This can mean that the 
policies are being sent to the underwriter or for review by a parent office or district office. 

When the submit for review function is selected, all of the policies in the policy list that were marked, will be 
removed from the screen and placed in the Run Reports module. 

Note:  If you are using STEPS, you will have policies displaying that you may not be ready to report.  Make 
sure you only select the policies you want to report on your register. 
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Chapter 9: Transmit Policies 

The Reporting section of PRISM allows the user to view the policies that are being submitted the 
Underwriter for reporting.  It also serves as the function to review the policies before they are transmitted.  

There are two main links in the Run Reports module: 

1. Reporting Policies 

2. View Transmittals 

 

Objective 
 Review Policies 

 Transmit Policies 

 Create Transmittal Report 

 View prior Transmittal Reports 
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Report Policies 

Once a policy has been marked “Submit for Review” in the Enter Policies module, it will show in the report 
policies screen.  All policies that meet the criteria selected will be displayed on one screen. 

Search Criteria 

To locate the policies that should be reported, the system provides a search by effective date or it can 
show all policies that are submitted for review.  The system defaults to show all records when the Run 
Reports module is selected.   

 

Steps 

1. Select to Search By Date. 

2. Type the From date.  The system will open a calendar that defaults to the current date.  You can 
still type in the date and not use the calendar. 

3. Type the To date. 

4. Click Search Records. The system displays the policies that match the criteria in the bottom of 
the screen. 
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Select Policies to Report 

If an agency has branches setup that report policies to the parent, they will also show in the report policies 
screenonce the branch has marked them as “submitted for review”.  Each of these policies will be 
combined into the transmittal report for the parent.  

 

If you wish to report all policies on the screen, click the ALL heading to select all policies. 

If you wish to only select certain policies, click the check box next to each policy. 
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Preview 

The preview function will create a “trial register” report for the policies that have been selected on the 
screen.  The preview function does not mark the policies as transmitted.  This provides a way to proof all of 
the information for all of the policies that are to be reported before reporting them. 

For each policy that is selected, the system will group them by file numbers. 

Steps 

1. Locate the policies at the bottom of the screen. 

2. Mark the policies to be included on the preview report. 

3. Click Preview. 

 

If you have Void records to transmit the following will display: 

 If the policy has not been transmitted you will see a V record type with $0 amounts 

 If the policy has been transmitted you will see a V record type with $0 amounts as well as an A 
record type with negative dollar amounts. 

Mark for Editing 

If a policy needs to be sent back to data entry for modifications it can be sent there by using the mark for 
editing feature. 

To use this, select the check box next to the policy that needs to be edited.  You can select as many as 
needed, click the mark for edit. 

The system will remove the policy from the reporting screen and return it to the Enter Policies module for 
editing. 

Steps 

1. Locate the policies at the bottom of the screen. 

2. Select the policies that need to be corrected. 

3. Click Mark for Editing. 
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Transmit 

Using the transmit feature sends the policies that are marked to the Underwriter.  Once polices are 
transmitted they cannot be modified, an adjustment, void or in lieu of must be created. 

Steps 

1. Use the search criteria to locate the policies to report. 

2. Click All to mark all policies displayed or individually select each policy to report 

3. Click Transmit. This will submit each policy marked to Agency Accounting and create a transmittal 
report.  If you do not check View After Transmitted, the system will not display the transmittal 
report; you must go to the view transmittals screen. 

 

 Cancel 

The cancel function will return you to the main portal screen and will not save any data that has been 
entered. 
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View Transmittals 

Change Selection Criterion 

When the View Transmittals link is selected, the system defaults to show the last 10 transmittals.  

The search criterion can be changed to show the last 5, last 25 or show all transmittals. 

 

Locate a Transmittal 

The system provides a way to look at transmittals by date if the transmittal does not fall in the last 5, 10 or 
25. 

Steps 

1. Select Show All for the Selection Criterion. 

2. Type the From Date.  The system will display a calendar, once you start typing in the field the 
calendar will be removed from the screen. 

3. Type the To Date. 

4. Click Display. 
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View Transmittal 

Once the system displays the transmittals that meet the selection criterion the transmittal can be viewed. 

Steps 

1. Locate the transmittal to view. 

2. Click View, next to the appropriate transmittal. 

3. If you wish to print the transmittal, select file then print. 

4. When finished, close the window. 

 

Sort Criterion 

Each of the transmittals listed in the screen can be sorted by the different headings.  To sort the data, click 
on the appropriate heading. 
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Download Detail Report to Excel 

The system has been enhanced to allow you to download the detail transmittal report to Excel.  Once the 
report is in Excel you have the ability to hide columns, total columns, sort the report how you want it and 
email it.  The download function is found in the view transmittals sub-module of Run Reports. 

Steps 

1. Click the Run Reports module in the page navigation. 

2. Click View Transmittals. 

3. Locate the transmittal you wish to download and click View 

 

4. In the upper right hand corner of the report you will see : 

 

5. Click Detail. 

6. The system will display the following box: 

 

7. If you click Open, the system will display the information in Excel in the same window. 

8. If you click Save, the system will ask you where to save the report and then give you the following 
screen 
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9. Click Open to open the report.  The system will display the report in Excel

 

Note:  If you see ##### in a field that means the field is too small for the data, you need to widen 

the column to see the data. 

10. You now can expand fields as well as sort the report in whichever way you would like. 

11. The system does not give any sub-totals or totals on the downloaded report. 
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Download Summary Report to Excel 

The system has been enhanced to allow you to download and create a summary transmittal report to 
Excel.  Once the report is in Excel you have the ability to hide columns, total columns, sort the report how 
you want it and email it.  The download function is found in the view transmittals sub-module of Run 
Reports. 

Steps 

1. Click the Run Reports module in the page navigation. 

2. Click View Transmittals. 

3. Locate the transmittal you wish to download and click View 

 

4. In the upper right hand corner of the report you will see : 

 

5. Click Summary. 

6. The system will display the following box: 

 

7. If you click Open, the system will display the information in Excel in the same window. 

8. If you click Save, the system will ask you where to save the report and then give you the following 
screen 
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9. Click Open to open the report.  The system will display the report in Excel 

 

Note:  If you see ##### in a field that means the field is too small for the data, you need to widen 
the column to see the data. 

10. You now can expand fields as well as sort the report in whichever way you would like. 

11. The system does not give any sub-totals or totals on the downloaded report. 

 

 


