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take a few minutes to learn how to
utilize our on-line statement feature.

Thank youl!



First Step

ck on Commission Reporting

Broker Portal

+« User Settings

Welcome, CarolB

BROKER TOOLS Commission Reporting —

You have been identified as an MTD employee

Anthem Medicare Advantage Entry Form

sroup 2-50 and 51+)

Training

 (testing)



Getting Started

CBIZ |t
M.T.Donahoe &
| Associates LLC

Commission Reporting

Producer: @311 Need Help ?»

Run Date: .

=il Report The most recent statement is

[Dec 201519 - —— here.
Click the download format
(PDF or Excel), that you

prefer, below. You may
Anthem
CareFirst Group Dental md to auow Pop'uPS-

CareFirst Individual Medical
Kaiser RX
Vision

Use the RESET button to activate this section.

e

Use the RESET button to activate this section.

:> Make PDF Make Excel <: RESET

Report for Producer 311 and a Run Date of 12/19/2015

Carrier Policy # Customer Carrier Date LOB Commission
Anthem 182M***xx%xkk BROW****xk%%x (9/01/2015 Medical $18.00



Saving Your Excel File

If you click on “Make Excel,” you will then see
this box. Click “Open” and save it to your

- computer (various browsers may display the box
differently).

Internet Explorer ||

What do you want to do with 526.xlIsx?

Size: 26.2 KB
From: www.mtda.com

< Open
The file won't be saved automatically.

< Save

< Save as




Other Browsers

If you click on “Make Excel,” you may see this appear. Click

- “Open” and save it to your computer (various browsers may
display the box differently). Always check your “Download”
folder on your computer.

- C & https//www.mtda.com/Cor
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Commission Reporting

Run Date:

Use the RESET button to activate this section.

Carrier LOB Customer or Policy Carrier Date
ALL ALL Cust r Name From

To

e epont

Hﬂj 899 (2)uxlsx Use the RESET button to activate this section.

e

J Report for Producer 899 and a Run Date of 2/5/2016
No resuits match your filter criteria
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If you select Excel,
_ please note that the first
;Z;nomr‘tllisulrogrgziz;ﬂl and a Run Date of 12,/19,/2015 Complete & Return Sheet (tab) in the
3 Carrier Commission Form for Direct .
workbook is the total by
Anthem 51,437.99 .
CarefistGroup - §9,608.34 carrier and the second
CareFirst Individual S618.75

o S sheet is the detail page.
There is also a link for

direct deposit.
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Saving Your PDF

If you click on “Make PDF,” your file will look
like this and you can save it to your computer.

M. T. Donahoe & Associates, LLC

Prepared Cate: Dacember 22, 2015
Report for Froducar 311 and a Run Date of 12119/2015
Totals

Anthem $1,437.99
CareFirst Group $9,608.94
CareFirst Individual $618.75
Kaiszr $2.170.00

$13,835.68

G1 CONYP 20, CERE, Irc. NYSE Lisoe CEE AIMgiTs Reded.




Reports

You can also run various reports from your commission
statements. These reports include:

- Year-to-date for a client

- All business by any date range that you select (up to 16
months)

To activate this reporting capability, select the “RESET” button.

Customer or Poli Carrier Date
AII Customer |¥_-| From | 11/2015
B
Boriot [Ar Policy Numbers [¥] To [11730/2015

CareFirst Individual Medical
Kaiser RX

\ision
Filter Report

Report reset
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