Setting up Diaries for Terminated, Retired, Deceased Agents:

Phase One:

Add Sagitta Policy
Client Name: PRODTRA
Click on “Add” in Policies grid 
Effective date: enter as of start of buyout, termination or transfer
Transaction type: New
Click: Next
Policy Number: enter name of producer starting with APP (APPRONALDASATO)

Description:  enter transfer type:  example: 2 yr buyout to XXX
Named Insured: name of producer example: Ronald T. Asato

Insurer: MKT
Payee: XXX (automatically added)
Coverage: PRD

Bill Method: C company bill
Term: N non standard
Effective date:   enter Eff date on Transition Plan
Expiration date:   enter End date on Transition Plan
Original effective date:   (automatically added)
Prod 1: XAT


Servicer: enter your Sagitta initials
Miscellaneous remarks:  add brief buyout/gift/termination information that would be helpful (example: 2 yr buyout, new agt pays selling agt, comm rate change at end of buyout)
Click “Save”
Click “Redisplay”

Pop up dialog box:  “Do you wish to mark this diary as completed” = click “Yes”

You are now set to go to the next step
Phase two:
Add Diaries using icon for Activity Log & Letters
At Policies grid, click on name of Producer you want to add diaries

Click “View”
Basic policy information is shown

Click on the pad & pencil icon (Activity Log & Letters) at top of screen 

Click “Add”

Format: D (for diary)
Doc Type: DM (for diaried message)
Author: enter Sagitta initials of who you want the diary to go to

To:  second person’s Sagitta initials if same diary is for 2 persons

Memo Description: CTRL C to copy


                     CTRL V to paste

The information here should be copied from the Diary Instructions and edited per the specific Producer’s Transition Plan
Add Master Diary first

Click “Save”
Then click icon again & click “Add” to enter additional diary

Repeat as needed.

To make changes immediately to diaries:
Click on activity log icon
Click on specific diary you want to change
Click “View” then click “Edit” and make necessary changes, click “Save”
To make changes later to existing diaries:

Client Name: PRODTRA

Click on “Policies”
Click on the name of the producer you want to make changes

Click activity log icon
Click on specific diary you want to change

Click “View” 

Click “Edit” and make your necessary changes or enter a Completed date
Click “Save” 
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