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ADMINISTRATOR FUNCTIONS

The following features are only available to an Administrator.  

• Assign an Administrator to your agency

• If you do not have an Administrator, email Mary Soliven msoliven@calmutual.com to assign Administrator 

type to an existing user or to add a new user with Administrator privileges.

• Agency Accounts

• Account View – view commissions paid to your agency.

• Commission Statements – view, print, or email commission statements.

• Policy View – View commission activity by specific policy number.

• Agency Users

• Add or close users

• View user details and authorized products

• Reset passwords for users

• Agency Reports

• View and print reports
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ADMINISTRATOR FUNCTIONS
Administrators will see several links available only to Administrators

• Add and Close Users – top right icon

• Quick Links – Agency Accounts – Commission Activity

• Quick Reports - Preview, print or email reports.

• Active Agency Report – All active users to your agency.

• Agency Experience Report – View your agencies premiums written and earned, losses and loss adjustment expenses 

incurred, loss ratios, and policy counts by line of business and comparable prior year data as of a specific date.

• Inforce Policy Report – List of policies inforce for your agency with summary detail of the policy, filter options and 

sorting options.

Add & 

Close Users

Commission Activity

Agency Reports
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ADMINISTRATOR FUNCTIONS

• Agency Users – Select icon top right 

• Select Agency ID – a list of your agencies will populate.  (Fig. 1) If you are an administrator for more than one agency, select the 

agency.

• A list of users will populate (Fig 2)

• To modify users, select “Edit Users”

• Add user by selecting the “+” (Fig 3)

• Complete the details for the new user

• User ID should be formatted as – FIRSTLAST name, all alpha, no spaces

• User type drop down list – CSR, Producer or Administrator

• MFA – choice of email or Microsoft Authenticator

• MFA may be reset if MFA type is changed, or user did not setup in timely manner (Fig. 4)

• To manually reset password, select (Fig. 5)

• Enter License Info if any

Fig. 1

Fig. 2

Fig. 3

Fig. 4
Fig. 5
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ADMINISTRATOR FUNCTIONS

• Agency Users –  Add User - Continued

• Select Next or “Authorization” to complete user products

• Check box next to each product for user

• Select NB Quote for Profile from drop down

• Save and Close

• The new user will receive an email to complete the 

registration, including password setup and reset password 

questions.  Once complete the user can select “Forgot 

Password” to reset by answering their questions.

• Agency Users – Close User

• To modify users, select “Edit Users”

• Select specific user and change user status to “Closed”

• Save and Close
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ADMINISTRATOR FUNCTIONS
• Agency Accounts – Select Agency Accounts from Quick Links

• Account View – List of transactions related to base commission activity and filters selected in header (Fig. 1)

• Trans Type – Agent Stmt – Commission calculated

• Trans Type – Refund is the Commission Paid; Trans Ref is the check number

• Comm. Statements – List of commission statements and detail of policies associated with statement. (Fig. 2)

• Left Click on Dice next to a statement to Print or Email the statement

• Policy View -  Enter a policy number – GO – Change Policy Term if necessary (Fig. 3)

• Transactions will populate with Stmt Date that commission was paid on that specific policy.

• Comm. Base is the premium amount paid; Comm % rate; Comm. Amt. paid.

Fig. 1

Fig. 2

Fig. 3
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ADMINISTRATOR FUNCTIONS
Quick Reports – Three reports are available – Click on report name to select filters

• Active Agency Report – Includes Agency Data and lists all active users in your agency (Fig. 1)  

• Enter “As of Date”

• Chose to Generate in Excel format or PDF

• Agency Experience Report – Includes premiums written/earned, loss/LAE incurred, loss ratio, policy counts, by 

line of business

• Inforce Policy Report – lists all active policies as of date; several sort features; detail or summary. (Fig 3)

Fig. 1

Fig. 3

Fig. 2
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