Atlas Insurance Agency

Accounting Discrepancy Workflow & Broker Invoice Workflow Training
Updated 5/4/2010

Background and General Information:

1) A new drawer has been created for Accounting.  Drawer Name = Accounting.
2) New workflows have been created for Accounting.  There are no bridges between operational workflows and accounting workflows.
3) Accounting and Operations will use Discrepancy workflow for AB and DB discrepancies. 
4) Operations will use the Accounting Mail Flow / Mail Inbox Step to send all other work to Accounting.
5) Task Notes will be used to communicate information/instructions when routing tasks.
6) Operations will have view and copy authority to documents in the Accounting drawer.

7) Accounting will have view and copy authority to documents in the Commercial Lines (House & Independent Producer) & Surety (House & Independent Producer) drawers.
This documentation addresses two scenarios:  
1) AB and DB Accounting Discrepancy Workflow

a) Example 1 - DB Discrepancy 
b) Example 2 - AB Discrepancy – No Invoicing Required

c) Example 3 - AB Discrepancy – Invoicing Required

2) Operations sends AB Broker Invoice to Accounting  (Example 4)
AB and DB Accounting Discrepancy Workflow


[image: image1]
AB and DB Accounting Discrepancy Workflow Narrative
1. The Accounting Drawer has two file types:  one for DB transactions and another for AB transactions.  Folders are set up by Year and Month for each payee.

Drawer Name:  Accounting

File Type: Accounts Receivable – DB Carriers


Payee Code: H11


Payee Name:  Hawaii Employers Mutual Ins Co





Folder by Year – 2010






Carrier Statement – January






Carrier Statement - February

File Type: Accounts Payable – INS Payee




Payee Code:  I13




Payee Name: Island Insurance Company





Folder by Year – 2010






Carrier/Broker Statement – January






Carrier/Broker Statement - February

2.
Accounting attempts to process carrier/broker payment or post commission on DB statement.  If discrepancy exists, Accounting notifies Operations by creating a task in the Discrepancy workflow. 
3.
Accounting sends a task to the Account Manager based on servicer in Sagitta.  

▪ Task is associated with carrier/broker invoice or statement that resides in Accounting drawer.
▪ Task Note provides additional information about discrepancy request.



▪ Workflow = Discrepancy.  

▪ Step = Discrepancy.

▪ Task Description = 
Rush 1 AB<DB> Client Name





Rush 3 AB <DB> Client Name






AB <DB> Client Name




Rush 1 = Invoice upon receipt and rush print invoice



Rush 3 = Invoice upon receipt and let process overnight



▪ Task Priority = 1, 3 or 5 




Priority 5 = Default (requires no rush handling)
4. Account Manager fetches IR To-Do list which will include tasks in Discrepancy workflow.  Account Manager researches discrepancy item.
a) If invoicing is required to resolve discrepancy, Account Manager MANUALLY ROUTES to Account Administrator.  
▪ The workflow, step, task description, and priority do not change.  
▪ Account Manager adds invoicing instructions to Task Note before routing to the Account Administrator.
b) If no invoicing is required, Account Manager takes appropriate action and SETS TASK ATTRIBUTES to route task back to Accounting person that task originated from.  
▪ Account Manager checks the Task Note to identify the Accounting person who originated the task.  
▪ Account Manager adds note to Task Note - “Done” or comments as to action taken.
▪ The workflow, task description and priority do not change.  
▪ The step selected is either AP Processing or DB Processing.  





▪ AP Processing is for AB discrepancy items





▪ DB Processing is for DB discrepancy items

Examples of appropriate action may include:



▪ Setting up client and policy shell in Sagitta (DB)


▪ Updating policy number in Sagitta (DB)



▪ No action in Sagitta (AB)

5. Account Administrator fetches IR To-Do list which will include tasks in Discrepancy workflow.  Account Administrator invoices and processes per Account Manager instructions and SETS TASK ATTRIBUTES to route task back to the Accounting Person that task originated from.
▪ Task is still associated with document that resides in Accounting drawer.

▪ Account Administrator checks the Task Note to identify the Accounting Person who originated task.

▪ Account Administrator adds “Done” to Task Note.

▪ The workflow, task description and priority do not change.  
▪ The step selected is either AP Processing or DB Processing.  





▪ AP Processing is for AB discrepancy items





▪ DB Processing is for DB discrepancy items

Example 1 - DB Discrepancy Workflow 

(Acctg Person = Teri; AM = Alvina)
Account Manager fetches IR To-Do List and sees DB discrepancy to research.
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Account Manager locks and opens DB discrepancy task.  Example is “DB PC Services”.
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Task Note provides additional information on task.
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Account Manager researches and works discrepancy item. 

Account Manager adds text to Task Note and checks for name of Accounting person who originated task.
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Account Manager SETS TASK ATRIBUTES to route task back to Accounting.
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NOTE:  After the correct step is selected in the SendTo field (AP Processing or DB Processing), be sure to select the associated Assign To XX Processing otherwise the task may incorrectly be assigned to “Unassigned”.  

<end Example 1 -  DB Discrepancy Workflow >
Example 2 - AB Discrepancy Workflow – No Invoicing Required 

(Acctg Person = Teri; AM = Alvina)
Account Manager fetches IR To-Do List and sees AB discrepancy to research.
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Account Manager locks and opens AB discrepancy task.  Example is “Rush 1 AB Franklin K L Pang”.
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Task Note provides additional information on task.
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Account Manager researches and works discrepancy item. 

Account Manager adds text to Task Note and checks for name of Accounting person who originated task.
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Account Manager SETS TASK ATTRIBUTES to route task back to Accounting.
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NOTE:  After the correct step is selected in the SendTo field (AP Processing or DB Processing), be sure to select the associated Assign To XX Processing otherwise the task may incorrectly be assigned to “Unassigned”.  
After task is sent back to Accounting, this is what task looks like.
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<end  Example 2 - AB Discrepancy Workflow – No Invoicing>
Example 3 - AB Discrepancy Workflow – Invoicing Required
(Acctg Person = Teri; AM = Alvina; AA = Teri)
Account Manager fetches IR To-Do List and sees AB discrepancy to research.
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Account Manager locks and opens AB discrepancy task.  Example is “Rush 3 AB Hawaiian Masons”.
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Task Note provides additional information on task.

[image: image15.png]Task Notes

Isfand Insurance Compary - 81

3/23/2010 43119 PM_ Teri Faby (faby)
Discrepancy - Discrepancy

Please set up palicy shell and nvoice renewa polcy.

hainioe




Account Manager researches and works discrepancy item. 

Account Manager adds text to Task Note to provide invoicing instructions.  Do not use Sticky Note.
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Account Manager MANUALLY ROUTES to Account Administrator.
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Account Administrator fetches IR To-Do list, sees AB or DB Discrepancy item to invoice.  

Account Administrator locks and opens Discrepancy task. 
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Account Administrator checks Task Notes for information/instructions and invoices.

Account Administrator adds “Done” to Task Notes and checks for name of Accounting person who originated task.
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Account Administrator SETS TASK ATTRIBUTES and routes task back to Accounting.
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NOTE:  After the correct step is selected in the SendTo field (AP Processing or DB Processing), be sure to select the associated Assign To XX Processing otherwise the task may incorrectly be assigned to “Unassigned”.  

After task is sent back to Accounting, this is what task looks like.
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<end Example 3 - AB Discrepancy Workflow – Invoicing Required>

Operations Sends AB Broker Invoice to Accounting Narrative
A Broker Invoice may come to Atlas with the hard-copy policy.  If so, the Broker Invoice and policy are scanned and routed to Account Manager in the Binding Coverage Workflow.  The task description is New Mail.   A Broker Invoice may arrive electronically, in which case, the Account Manager prints the invoice into IR.  
1. Account Manager files the Broker Invoice in the Commercial Lines Client file.  
2. Account Manager labels document or page.  Naming convention is Sagitta transaction code followed by “Broker Invoice”.  

▪ NEW <REN> <END> <CAN> <AUD> Broker Invoice

3. Account Manager puts a sticky note on invoice “Sent to Acctg, date, initials”

4. Account Manager MANUALLY CREATES a task associating the task with the Broker Invoice.  


▪ Task Description = <Broker Name> Invoice Due <Payment due date>

Example 1:
Hull Invoice Due 4/30/10
Example 2:
RPS Invoice Due 5/5/10
                       ▪ Workflow = Accounting Mail Flow.



▪ Step = Mail Inbox. 



▪ Assign To = Lynette Okamura.



▪ Task Priority = 5. 


▪ No Task Note is needed. 
Example 4 – Operations Sends AB Broker Invoice to Accounting
Account Manager files down and labels Broker Invoice.  

Account Mangers puts Sticky Note on Broker Invoice
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Account Manager MANUALLY CREATES task to route Broker Invoice to Accounting.
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After task is sent to Accounting, this is what task looks like.
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<end Example 4 – Operations sends AB Broker Invoice to Accounting>
<end of document>
ACCTG creates task and sends to AM





Discrepancy Workflow





Discrepancy Step








AM researches and sends task  to:





ACCTG or AA (depending if Sagitta invoicing is required)








 





AM sends task to ACCTG





Discrepancy Workflow





AP or DB Processing Step








AM sends task to AA for invoicing





Discrepancy Workflow





Discrepancy Step








AA sends task to ACCTG





Discrepancy Workflow





AP or DB Processing Step
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