Import Direct Bill Transactions

This utility allows you to set up the data definitions for importing direct bill transactions.  The setup must be completed prior to using the Import workflow.  
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On the setup dialogue box, in the Translate Case at Load Time area, you will select whether you want the imported data to remain in Upper and Lower Case or if it should remain in All Upper Case.   NOTE:  If the imported data is in Upper Case, selecting Upper and Lower Case will not convert the data to Upper and Lower Case.

In the Format of Import File area, you would select the format of your file (Comma Delimited, Fixed Field, or MS Excel)

In the Update Billing Screens area, you would select Update Premium if you want to update your billing screen premiums and commission amounts based on the transactions that you are importing.  If you do not wish to update your premiums and commissions on the billing screen, you would select Do Not Update.

When you select New, the Data Definition dialogue displays.  
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You will need to enter in a Title and Description for the data definition.  Once you have titled and defined your definition, click the Add button at the bottom of the screen.  This allows you to begin adding the fields to this definition.  You will need to click Add again to begin to add the fields.
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Enter a Title and a Description for the first field that you are importing.  If you selected Fixed Field format, you need enter the field Length.

Select the Database to load this field, either Policy or Transact, from the drop down list.

Select the Field to Load Into from the drop down list.  If you select a date field, you will need to select the appropriate Date Format.  

The following fields are available:

· Transaction Amount

· Transaction Description

· Transaction Effective Date

· Transaction Date

· Transaction Type

· Agency Commission Percentage

· Agency Commission Amount

· Policy Number

· Policy Effective Date

· Policy Expiration Date

It is important to note that when adding your fields, they must be in the exact order as the columns in the file that you are importing.  If there are columns that you do not want to import, enter any Title for that column and in the Database field, select NONE.

You must enter the following required fields:

· Transaction Amount

· Policy Number

· Either Policy Effective Date or Policy Expiration Date

All of the other fields are optional.  NOTE:  The policy number and either the effective date or expiration date MUST match exactly for the transaction to be created.

Once you have completed adding your selections for that field, click OK to add the field to the definition.

You will need to do this for each field that you wish to import.
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When you have completed this definition, click Save to save the definition.  It will then be listed as an Available Data Definition.  You also have the following options available:

· New – add another field at the end

· Insert – insert a field directly before the field that is currently highlighted in the data definition list

· Revise – revise the field that is currently highlighted

· Delete – delete the field that is currently highlighted

· Print – print the data definition

On the Import Direct Bill Transactions Setup Screen, you have the following options available:

· New – add another data definition

· Save – save the selections updated on the screen for the selected data definition

· Delete – deletes the selected data definition

· Revise – revise the selected data definition

· Back – return to Utility Manager

Once you have identified the fields that you are including, you can then click on the Preview button.  This will give you a preview of the items that are going to be imported.

You need to complete the following dialogue:
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When you complete this screen, click on Preview again to see the following:
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Within this dialogue box, you can move to the previous or next records, first or last records, that will be imported.

In the Reconciliation menu, when you select the option to Import Direct Bill Transactions, you will be brought to the following screen:
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Select the appropriate Default and complete the remainder of the dialogue.  You can then select Import.  Once the transactions have been imported into your system, you will see the following dialogue:
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After you click OK, you will get an option to print the import log.  A sample of the log is shown below:
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