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DONEGAL INSURANCE GROUP AGENCY CONTACT GUIDE

CREATE EMPLOYEE WEB USER ID

>

Our Family of Companies | Careers | Contact Us

Products Customer Services Learning Center Make a Payment Report a Claim Agency Se S Investors

Agency Services

Account Login

Login
Registered users enter your username and
password, select where you want to go and login

Username NCY
#AGENCY ) WriteZ)z.
o © e

Password

O]

SELECT “Agency Services”
ENTER “Contact Maintenance” or “Agency Principal” user ID & password
LOGIN

Make a Payment Resources Reports Report a Claim

Quoting Agency Dashboard Policy / Claim Search @
New Agency Portal Redesigned - easier to use, saving you timel p
> Advanced Search
Policy Activity as ofo7/0712015 Correspondence roriast7 days
3 News & Noteworthy
Write =z Personal Lines Commercial Lines PL/ CL Combined Web Site News
> New Policies 0| > New Policies 0 | > New Policies 0| Agency Portal
Redesigned
@ > Renewed Policies 0 > Renewed Policies 0 > Renewed Policies 0 Accounting Documents
) > Premium Endorsed Policies 0 | > Premium Endorsed Policies 0 | > Premium Endorsed Policies 0| #vallable Online
» New Claim Payments 0 > New Claim Payments 0 >New Claim Payments p| Marketing News
- "Like" Us, "Follow" Us
Tools > Audit Policies 0
> Our Agency : : : Training News
Information > Lapsed/Rescinded 0 > Lapsed/Rescinded 0 > Lapsed/Rescinded PL Training, July 20-22,
| = Our Agency Contacts | | > Canceling in 10 Days 0 | > Canceling in 10 Days 0 | > Canceling in 10 Days 0| Virginia
s Chgggr;:ﬂer;lc;ilupa?“cy » Expiring in 60 Days 0 > Expiring in 60 Days 0 | > Expiring in 60 Days ]
=WIN Lookup » PL Inspections Ordered 0
= Payment Options
= Agency EFT

Authorization Form

SELECT “Our Agency Contacts”
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DONEGAL INSURANCE GROUP AGENCY CONTACT GUIDE

Make a Payment Resources Reports Report a Claim

Quoting Agency Contact Maintenance Policy / Claim Search ©
Please refer to the Agency Contact Guide for details on how to maintain your agency contact information p
> Advanced Search
Welcome to the Agency Contact Maintenance section of our site.

Accurate and timely updating of your employees' contact information (email address, attributes, etc) on this
Wrrite =~ section of the Donegal Web Site will be VERY IMPORTANT going forward so that we can more quickly
and accurately communicate information to you. We will now be able to quickly e-mail you important

product news, WritePro and WriteBiz enhancement information, and much more, rather than the traditional
fax transmission and paper mail.

Filtering Options
ook Agency Locations Contact Type Display Option
ools
All v| Show All Contact Types V| Abbreviated v
> Our Agency —] L J J
Information ; -
> Our Agency Contacts Create New Conlau‘—
*(DCommetciat Polcy (S Licensed Email Phone
Change - Manual TEST
> VIN Lookup 220 No
> Payment Options
> Agency EFT ACCESS, EZLYNX No

Authorization Form AGENCY, TEST No
> Insured APP & RCC ASDFASDF,

Authorization Forms ~ ASDFASDF ASDFADSF O il

CLICK “Create New Contact”

Make a Payment Resources Reports Report a Claim

Quoting Contact Details Policy / Claim Search ©
Return To List of Contacts » p
PLEASE NOTE: This form does NOT maintain licensing information for contacts. > Advanced Search
| |
If you are adding a licensed contact through this form you should continue to follow existing N OT E .
procedures to communicate Licensing Information to the Donegal branch office. —_—
- Quick Page Links .
Write =~ For security
OIZ. > Top
Ik oot inta > Indvidual Contact purposes, there
Info
First Name: Middle Name: Last Name:
@ > Login Information for should be
("j"e’t’s“fp NO SHARED LOGINS
: - . > Contact Primary
Legal First Name: Legal Middle Name: Legal Last Name: i between the
> Contact Attributes
Tools i , employees of your
Title: Phone Number: Fax Number: > COMACLI ey proy y
> Our Agency Codes agency.
Information > Submit Form
> Our Agency Contactls g oy address: Are you adding a licensed contact? |
> (+)Commercial Policy No < Each web user
Change - Manual .
> VIN Lookup should have their
ERL . own unique user ID
> Agency EFT Login Information for Website d df
Authorization Form
» Insured APP & RCC [JAllow this contact to use website? - Check the box to ALLOW this user to use the website an pass_wor or
Authorization Forms accessing the
User Name: New Password:

company websites.
CSR Incentive

Principal Reports
S Mo ADEIY Both username and password should be 8 characters or more in length. Please advise your
Experience employees of their new user name and password once created. User will have to select a new

> Monthly Direct Bill password when they login.
Commissions

COMPLETE Individual Contact Info

SELECT “Allow this contact to use website?”

ENTER User Name & new password

SELECT “CSR Incentive” to participate in incentive program
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DONEGAL INSURANCE GROUP AGENCY CONTACT GUIDE

Contact Primary Location Info:

Location:

SELECT LOCATION ﬂ

Address: Phone:
Fax:
Email:

Please verify that the location information is correct.
Use the Text block below to communicate Location Information changes, or any other general
correspondence to the Donegal Branch Office.

SELECT location from drop down menu
Changes in agency location data can be entered into the text block
for submission to the branch office

Contact Attributes

Check All That Apply

Personal Lines Commercial Lines Other Contacts
[IPL Incentives Contact LICL Transactions Report [ICustomer Service Rep
[IPL Contact =mall [ICommission Statement
[IPL Claims Contact [ICL Incentives Contact Contact
[JPL Cancel-Lapse Contact [ |CL Contact [ |Automation Contact
[]CL Claims Contact [JAccounting Contact

[]CL Cancel-Lapse Contact

[]CL Automated Renewal
Contact

APPLY “Contact Attributes”

NOTE: Selecting an item in the Contact Attributes section designates that user as
the recipient of company email notifications for the selected contact type.

If you make NO selection for either PL or CL Claims Contact, the Agency Principal will
automatically receive these notifications by default. The Agency Principal will also
automatically receive email notifications of a TOTAL LOSS regardless of who is
designated as a Claims Contact.
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DONEGAL INSURANCE GROUP AGENCY CONTACT GUIDE

Contact for Agency Codes

Please indicate the Agency Codes this person can view on the website and receive communications
for.

Agency
Contact Sweep  Account
Agency Address Principal | Management  (EFT) Clerk
0o FOR WRITEPRO
TEST TESTING
AGENCY MARIETTA PA
017547
FOR GEORGIA
550! WRITEPRO
[[] DONEGAL TEST TESTING
AGENCY MARIETTA PA
017547

SELECT the agency code(s) you want the user to view on the website

SELECT “Agency Sweep (EFT)” to allow user to post Electronic Funds Transfers on the website
SELECT “Account Clerk” to grant user access to Commission Reports on the website

CLICK “Submit Form” to complete

NOTIFY employee of new user ID & password

NOTE: Selecting “Contact Management” allows the designated user access to the Agency Contact portion of the
site and the ability to modify or establish user information at the agency level. Typically this designation should
NOT be assigned to each individual user.

Selecting “Account Clerk” allows the designated user access to the Direct Bill Commission reports which can
typically only be seen by the holder of an “Agency Principal” user ID. An “Account Clerk” user will ONLY be able
to see the commissions report and will not be able to access any of the other reports that are usually available to
the Agency Principal. Typically this designation should NOT be assigned to each individual user.

The “Principal” option can NOT be assigned at the agency level. This user type can ONLY be designated by the
company upon receipt of an Agency Principal Web Registration Form.

If the “Agency Sweep (EFT)” field is grayed out, contact Automation Support at 888-640-5840 to activate.

CHANGE EMPLOYEE WEB USER

Dashboard Make a Payment Resources Reports Report a Claim
Quoting Agency Contact Maintenance Policy / Claim Search @
% Please refer to the Agency Contact Guide for details on how to maintain your agency contact information 0L
> Advanced Search
Welcome to the Agency Contact Maintenance section of our site.

Accurate and timely updating of your employees' contact information (email address, attributes, etc) on this
Wrrite = 2. section of the Donegal Web Site will be VERY IMPORTANT going forward so that we can more quickly
and accurately communicate information to you. We will now be able to quickly e-mail you important

product news, WritePro and WriteBiz enhancement information, and much more, rather than the traditional
fax transmission and paper mail

Filtering Options

Agency Locations Contact Type Display Option

Tools
All v| Show All Contact Types vi Abbreviated v

Our Agency

Information Create New Contact
eate New Contac
> Our Agency Contacts =

Commercial POlicYy  Name Licensed Email Phone
Change - Manual ————
VIN Lookup e No
Payment Options CCESS, EZLYNX No
> Agency EFT = hECLTN
Authorization Form AGENCY, TEST

Insured APP & RCC ASDFASDF

Authorization Forms ASDFASDF ASDFADSF No

CLICK employee name in contact list

Page 4 07/02/2018




DONEGAL INSURANCE GROUP

AGENCY CONTACT GUIDE

@uoting Contact Details
@ Rzfum To List of Contads »
W Ucenzsd: Mo Etmts: ACTNE m
Wirite ==

Individual Contsot Info

Firct Hams: Middls Hame: Lact Mems:
_'_j TEST E UEERS

= [+ Commercial Folcy

Chang= - Manusl 1
=% Lookup
> Paymeant Opans
3oy £ Laogin Information for Webcis
ortration Fom

OJiow Sis contsct io v webske? - Chank the box o ALLCW s wser io Lse the websts.

Ucar Hama: New Faceword:

ICER Incamtie
Principal Reports

= Mol Agency Both exermame and pesswond should be £ chanacers o more In length. Please advioe your

Exparience =mpicyees of fheir new user name and password ance crested. Userwdl heee fo ssisct s new
= Maorihly Din=ct BB pacword when hey kgin
Commissions
= ¥TO Ciaims Incumed
Loms
= Trawesd Incenthe -
e Pt Contaot Primary Losstion Info:
= Bervice Center Loostion:
Acly TEET ABENCY
Acdn=ps; TE BT ADENCY Fhone:
FOR WRITEFRO TE ETING S
MARIETTA, PA 17847 i
Emal:

Flamus vy Sat tha Iscation mlormation @ oot
Use the Text biock below tn communicate Locabion Informeation changes, or any ofher general
comespondence 1o the Donegal Branch Ofice.

Contaot Atiributss
Check A That Asply

Legal Firct Hama: Legal Midcls Kame: Lagal Luci Kama: = Cumacs Frirmary
TEAT E UEERS Las=zan it

= Contact Afiribuies
Tt Fhane Mumber Fax Humbsr: = Cormfact for Agency

Codax
114-322-3233 122-333-4444
= Bubmi Form
Cur Agency SRR ey Address:

Falioy / Claim $aarch &

fa]

* Retvanced Swsrch

Gulok Pags Linkc

= Top

= Individual Contad
Indc

= Login informadon for
Weishe

Farcanal Linss Commaralal Linst Othsr Contaabe
[JPL incentives Contact [ClcL Transactions Repart FAcmiomer B=nics R=p
Emall
[P comact Coccmmissicn Statement
[JeL Incenthves Comact Contact

[IPL Claims Cominct

CPL Cancetiopss Gonme. 10— CO2EE [Autoeraticn Sontact
oL Cimims Comtact [OJAccounting Contect
oL camceiLapse Contact
oL Actomates Saneve

Cantact

Contaot for Agsnoy Codas
Piemse Indicsbs the Agency Codes this person Con visw on fe webshe snd recefee communicetions
for.
Aganay
Contaot Eaemap Anocunt
Agenoy Address Prinzlpel Maragamsnt  [EFT] Clerk
- FOR l.".F.IFTE="EJ:I
TEST TEETIE
AGENCY MARIETTARA
M7s&T
FOR GEDRGIA
550 WRITEFRO
O TEST TEATING
MEENCY MARIETTA PA
i -tr

S T

ADD, CHANGE or REMOVE contact data entry

Logins for existing contacts can be also created here if needed

CLICK “Submit Form” when completed
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DONEGAL INSURANCE GROUP AGENCY CONTACT GUIDE

DEACTIVATE EMPLOYEE WEB USER

Make a Payment Resources Reports Report a Claim

Quoting Agency Contact Maintenance Policy / Claim Search ©

Please refer to the Agency Contact Guide for details on how to maintain your agency contact information p
> Advanced Search

Welcome to the Agency Contact Maintenance section of our site.

Accurate and timely updating of your employees' contact information (email address, attributes, etc) on this

section of the Donegal Web Site will be VERY IMPORTANT going forward so that we can more quickly

and accurately communicate information to you. We will now be able to quickly e-mail you important

product news, WritePro and WriteBiz enhancement information, and much more, rather than the traditional

fax transmission and paper mail.

Bie

Filtering Options
e Agency Locations Contact Type Display Option
All v| Show All Contact Types V| Abbreviated v
> Our Agency —] 'L J —J
Information

> Our Agency Contacts Create New Contact

> (+)Commercial Policy Name

Licensed Email Phone
Change - Manual
> VIN Lookup AN, TEST No
> Payment Options
> Agency EFT ACCESS, EZLYNX No

Authorization Form AGENCY, TEST —o—

> Insured APP & RCC ASDFASDF, No
Authorization Forms ASDFASDF ASDFADSF

CLICK employee name in Contact List

Dashboard Make a Payment Resources Reports Report a Claim

Quoting Contact Details Policy / Claim Search @

Return To List of Contacts » p

> Advanced Search
Licensed: No Staius; ACTIVE

Ria

Quick Page Links
Z. Individual Contact Info > Top
> Individual Contact
First Name: Middle Name: Last Name: Info
TEST E USER4 = Login Information for
Website
Legal First Name: Legal Middle Name: Legal Last Name: > Contact Primary
TEST E USER4 Location Info
> Contact Aftributes
Tools Title: Phone Number: Fax Number: > Contact for Agency
= Our Agency 111-222-3333 222-333-4444 Codes
Information > Submit Form
=0Our Agency Contacts ~ E-mail Address:

> () Commercial Policy
Change - Manual

CLICK the “Deactivate” button
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DONEGAL INSURANCE GROUP AGENCY CONTACT GUIDE

Dashboard Make a Payment Resources Reports Report a Claim

Quoting Contact Details Policy / Claim Search @
Return To List of Contacts » p
% > Advanced Search
Licensed: No Status: ACTIVE
Deactivate contact
. Quick Page Links
m:},z As Of: - TUD
07/08/2015 H = Individual Contact
Info
f Reason: = Login Information for
4 Website

= Contact Primary

; 7 Location Info

Tools = Contact for Agency

ENTER deactivation date
ENTER deactivation reason
CLICK “Continue”

Message from webpage ﬂ

"\‘ You are requesting to deactivate TEST USER4 with a termination
y' effective date of 07/08/2015.

This will remove the user from all company systems and terminate all
company appointments for this individual. ll

Please click OK to continue or cancel to stop the request.

OK Cancel |

CLICK “OK” to confirm deactivation request
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DONEGAL INSURANCE GROUP

AGENCY CONTACT GUIDE

Dashboard Make a Payment Resources Reports Report a Claim
Quoting Contact Details Policy / Claim Search ©
Return To List of Contacts » P
> Advanced Search
Licensed: No Status: ACTIVE

ale

Tools

= Our Agency
Information

= Our Agency Contacts

= (+) Commercial Policy
Change - Manual

= VIN Lookup

= Payment Options

= Agency EFT
Authorization Form

= Insured APP & RCC
Authorization Forms

Principal Reports
= Monthly Agency

Experience TEST E USER4
= Monthly Direct Bill
Commissions Title: Phone Number: Fax Number:

> ¥YTD Claims Incurred
Loss

= Travel Incentive
Bonus Points

= Service Center
Activity

Deactivation submitted:

=Top
= Individual Contact
Your request for If you would like Info
contact deactivation,  web access for this = Login Information for
including removal of  contact removed WWebsite

web access, is being
processed and will be
completed by close of
business on the date
requested

immediately,
uncheck the “Allow
contact to use web
site” checkbox under
“Lagin Information for
Website”, and submit
your changes.

Quick Page Links

= Contact Primary
Location Info

= Contact Aftributes

= Contact for Agency
Codes

= Submit Form

Individual Contact Info

First Name:

Middle Name:

Last Name:

TEST

Legal First Name:

E

Legal Middle Name:

USER4

Legal Last Name:

E-mail Address:

111-222-3333

KIMFERRY@DONEGALGROU

222-333-4444

Allow this contact to use website? - Uncheck the box to DVSALLOW this user fo use the website, |

User Name

News Password

SURFRISE1000

Both User Name and password should be 8 characters or more in length. User will have to select a new password when they login.

CSR Incentive

Deactivation acknowledgement generated.

Request will be processed by close of business of the deactivation date entered.
RETURN to “List of Contacts”

For IMMEDIATE user termination, after acknowledgement has been received:
DESELECT web access check box

CLICK “SUBMIT FORM” button at bottom of page
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AGENCY CONTACT GUIDE

REACTIVATE EMPLOYEE WEB USER

Dashboard

Quoting

Tools

= 0ur Agency
Information

= 0ur Agency Contacts

= (+)Commercial Policy
Change - Manual

=WIN Lookup

= Payment Options

= Agency EFT
Authorization Form

= Insured APP & RCC
Authorization Forms

Principal Reperts
= Manthly Agency
Experience

= Monthly Direct Bill
Commissions

Make a Payment

Resources

Reports Report a Claim

Contact Details

Return To List of Contacts »

Licensed: No Status: ACTIVE
Individual Contact Info

First Name: Middle Name: Last Name:

TEST E USERS

Legal First Name: Legal Middle Name: Legal Last Name:

TEST E USERS

Title: Phone Number: Fax Number:

111-222-3333 222-333-4444

E-mail Address:
KIMFERRY @DONEGALGROU

Login Information for Website

[lAllow this contact to use website? - Check the box to ALLOW this user to use the website.

User Name: New Password:

CSR Incentive

Both username and password should be & characters or more in length. Please advise your
employees of their new user name and password once created. User will have to select a new
password when they login.

Policy / Claim Search @

Jo)

> Advanced Search

Quick Page Links

=Top

= Individual Contact
Info

= Login Information for
Website

= Contact Primary
Location Info

= Contact Attributes

= Contact for Agency
Codes
= Submit Form

SELECT “Allow this contact to use website?” check box
ENTER a new password

CLICK “Submit Form” button at bottom of page
ADVISE employee of new password;

PLEASE NOTE: For security purposes, Automation Support will not be able to

reactivate agency employee logins.

Questions? Contact our Resource Center at 888-640-5840.

Page 9

07/02/2018




