
Add Account in EPIC 

 

Enter in Client Name  and work down the screen to set up 

If it is bound business then you can change type to Insured 

 

Add Referral Source – most of the time it will be Referral – Payroll 

Hit + sign Under Relationships enter the Payroll Company 

 



Under Agency Defined Categories Enter  Department = ECOMP & Software Platform  or Proprietary/E-
COMP Express 

 

Hit Continue then work across the tabs 

Servicing Enter AM & Producer & Claims Manager if it meets guidelines 

• AM = Jesse , Joy, Lisa 
• Producer = Andrew , Marianne, Shawn (house) 
• Claims - Mark 

 

Billing  

Enter the Payroll partner in the Broker box – need them in so they pull to the PR/BR 



 

 

Contact – Enter each  contact, Category and Description 

• Types  
• Name of Business – Policy – Add in the FEIN # 
• Each Named Insured  - Policy Only 
• Owner – Contact & Policy 
• Other contacts like an office manager or accountant – Contact  Only 
• Payroll company rep – Contact Only 

• Category 
o Policy  
o Contact,  
o Policy & Contact 

• Description 
o Insured 
o Owner 
o Accountant 
o Payroll Rep  
o Etc 

 



Enter FEIN on Main Business Contact

 

 

Set Primary Contact to the person you will call – they show up on the left menu in Epic 



 

 

Client Contract – you add if they have Claims Service 

Policies – to set up line 

+ Add and main scree should prefill for you – complete the rest 

 

Bound Business 



 

 

 

Click Detail to open up the Acord 

Work through tabs 



 

 

Servicing -  should pull through from Account Detail Screen 

PR/BR  - is where we enter the Payroll Partner to get commission (Rev Share) 

+ add 



 

 

• For Hartford the BPay Rev Share on the EPIC PR//BR Policy Tab. First look and see what % the 
BPAY is making: 

    then change back to Hartford          

And enter the rev share from the  matrix using the @   

 

 



 

Categories – Enter the Dept. & Payroll software platform / proprietary / E-COMP Express  

(This matches the Acc Detail Screen – yes you are entering 2X but it is used to pull reports in different 
ways.) 

 

Comments - This will show up on the Policy Screen so it is a good reference 

 

 

First Written Date – This is the first date we wrote in the agency. If you change the eff date after you 
have enter the WC line make sure you update this field. It should match the EFF date of the policy 



Then Enter Accords  

Update Stage to  

Activities 

 


