
    

 
This job aid demonstrates the steps to generate a Book of Business Report for the Agent.     

  
1. From the Agent Dashboard, select Book of Business. Please note: you will only see Book of 

Business if you have permission to access the feature.  
  

  

2. Click on Active Policies Report, select a producer code from the drop-down menu and 
then click Generate Report.    
  

  
  

3. The list of active policies will generate. If you want work with this information in MS Excel, 
select Export to CSV.   
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