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Bulk Processing

The Bulk Processing module consists of a suite of add-on utilities for Producer Lifecycle
Management (PLM) Producer Manager, including the following:

e Bulk Appointments: Allows you to submit a batch of appointment requests to the states.

o Bulk Appointment Terminations: Allows you to submit a batch of appointment termination
requests to the states.

e Bulk Business Data Updates: Allows you to perform bulk updates of varying types to
existing producer records in Producer Manager. Each Bulk Business Data Updates
utility is available separately.

You can initiate any Bulk Processing utility by populating a data file with batch request data.
The data file must conform to file layout specifications particular to each utility. Then, you upload
the data file to the Bulk Processing utility, which then validates the file and generates a
separate dependent request record for each individual or firm producer listed in it.

When Bulk Processing is completed successfully, the records of each affected producer are
updated accordingly in Producer Manager. Also, if Bulk Appointments or Bulk Appointment
Terminations are used, requested compliance transactions are submitted to states for
processing. Further, if the Bulk Background Investigation Requests utility is used, requested
background checks are submitted to your company’s chosen background investigation vendor.

Notes

The Bulk Processing module is available only to customers using Producer Manager.

The appearance and behavior of any utility in the Bulk Processing module are largely
configurable per customer. If you do not see or cannot access a field or control documented in
this help topic, it may not be configured to be enabled, either in your company's deployment of
PLM or for your security role in the system. Similarly, specific fields or controls documented in
this help topic may be configured with different names or different data characteristics (such as
minimum or maximum length) in your company's instance of the application. For more
information, contact your system administrator or your Vertafore representative.

You may not include more than 10,000 record rows in a single Bulk Processing data file. If you
attempt to upload a data file that exceeds the limit, the system will route the request to the Error
Queue. To proceed, you must upload an updated data file with 10,000 record rows or fewer.

Vertafore also can implement any Bulk Processing utility after your company’s production
deployment of PLM through a separate engagement with Vertafore Managed Services. Also, if

© 2016, Vertafore, Inc. Page 1 5
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your company already is using a basic version of a Bulk Processing utility, Vertafore can
configure any of its additional options through a separate Managed Services engagement.

1 Page 2 © 2016, Vertafore, Inc.
A Vertafore: 2ge ertafore, Inc



Producer Express Bulk Processing Module User Guide

Bulk Appointments

Using the Bulk Appointments utility, you can submit in a single action a batch of producer
appointment requests to one or multiple states for processing.

File Layout Requirements

Use the information in the table below as quick reference for the layout requirements of
the Bulk Appointments data file:

Spreadsheet Column
Reference (Field Data Field Required?
Position)
A (First) Entlty Type: IL (Individual) OR AGY Yes
(Firm)
Taxpayer Identification Number:
Social Security Number (Individual)
B (Second) OR Federal Employer Identification Yes
Number (Firm)
C (Third) La_st Name (Individual) OR Firm Name Yes
(Firm)
D (Fourth) First Name (Individual ONLY) No
E (Fifth) Email Address No
F (Sixth) Appointment Profile Code(s) No
G (Seventh) State(s) Code Yes
H (Eighth) Appointing Company NAIC ID(s) No

Step-by-Step Instructions

The process begins with the creation and proper formatting of a data file that contains the
following key information for each request included the Bulk Appointments operation:

e A producer to appoint
e A state(s) to which to submit an appointment request
e An appointment profile to apply to the operation

e An appointing company

© 2016, Vertafore, Inc. Page 3 -
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e An email address to which to transmit an Appointment Letter (if the option to send
Appointment Letters is user-enabled at run time)

Use the following steps to perform a Bulk Appointments operation:

Preparing the Data File

For processing in the Bulk Appointments utility, the data file must be in a comma-
separated value (*.csv) file format. To create the data file and save it in the CSV file
format, we recommend the use of a spreadsheet application, such as Microsoft®
Excel®. However, if you are exporting data from another system for processing in
the Bulk Appointments utility, you may bypass the spreadsheet application and
export the data directly in the CSV file format, making sure to delineate each field in
the CSV file with commas.

Re-format cells with numeric strings to preserve leading zeroes.

] Bulk Appts Data F|JI.' l l

A B c D E F G H Delete header row

1 |Entity Type TIN Last Name First Name Email Address Appointment Profile Code State Appointing Company NAIC ID %befgre saving data
2 IL e 0544 CORDOVA 5001234 AL 12345 file.
3 IL e 1806 CROSBY 5001234 AL 12345
4 |IL s 9552 ESSARY 5001234 AL 12345
S5 |IL | 5813 FREDERICK 5001234 AL 12345
6 (IL s 9676 GASKINS 5001234 AL 12345
F(IL | ks 0756 GLASS 5001234 AL 12345
B [IL | ks 3724 JUND 5001234 AL 12345
9 |IL *xxxx3573 MOSLEY 5001234 AL 12345
10 |IL *xxkx 5963 PIPKIN 5001234 AL 12345
11 |IL #xxxx2913 STARNES 5001234 AL 12345
12 |IL *axkx 4417 TAYLOR 5001234 AL 12345
13 (IL | s 6061 WHISLER 5001234 AL 12345
14 (1L e 9384 WILGUS 5001234 AL 12345
15 (IL | e 7056 BISHOP 5001234 AL 12345
16 (IL | ek 5131 FESTE 5001234 AL 12345
17 (IL | ks 3232 GATTI 5001234 AL 12345
1B (IL | wmwws 1775 GOMNZALEZ 5001234 AL 12345
19 (IL | mmwss 2231 KRUM 5001234 AL 12345
20(IL | wemwx 5818 LEFTWICH 5001234 AL 12345
21 (IL | s 0173 MEYER 5001234 AL 12345
22 |IL *=axkxBRIE ROVELLO 5001234 AL 12345
23 (IL | s 9730 SANDLIN 5001234 AL 12345
24 (IL e 5113 SILEO 5001234 AL 12345
25 IL waass 5983 SOUTHERLAND 5001234 AL 12345
26 (IL s 3404 SPEEGLE 5001234 AL 12345
27|IL | s 3704 CRIBB 5001234 AR 12345
28(IL | ks 5953 DAVIS 5001234 AR 12345
29(IL | ek 8604 DIMEO 5001234 AR 12345
30(IL | ek 8549 GERMAN 5001234 AR 12345
31(IL. | e 8081 GOLDMAN 5001234 AR 12345
32(IL. | e 8646 JACKSON 5001234 AR 12345
33(IL | s 0173 MEYER 5001234 AR 12345
2aln *x2xxR057 PAPF 5001234 AR 17345

For more information on data file requirements, see File Layout Requirements.

1. Launch a spreadsheet application. A new, blank spreadsheet file will open.

2. Infirst row of the spreadsheet file, create a header row to guide your data
entry and help format the data file to meet the CSV layout requirements.
(See the screen capture above.) In each cell beginning with Column A and
ending with Column 1 (the first cell through the ninth cell in row 1), enter the
following in sequence: Entity Type, TIN, Last Name, First Name, Email
Address, Appointment Profile Code, State, Appointing Company NAIC

7 Page 4 © 2016, Vertafore, Inc.
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ID, Effective Date. You must delete the header row before uploading the
data file to the system. (See step 16.)

Required. In Column A, or the first column in the spreadsheet, enter an
entity type of the producer. For individual licensees, enter "IL" (ignore the
guotes); for agencies or other firm producers, enter "AGY" (ignore the
guotes).

Required. In Column B, or the second column in the spreadsheet, enter a
producer's tax ID. For individual licensees, enter a Social Security Number
(SSN); for agencies or other firm producers, enter a Federal Employer
Identification Number (FEIN). Limit 9 characters; remove hyphens.

Required. In Column C or the third column in the spreadsheet, enter a
producer's name. For individual licensees, enter a producer's last name; for
agencies or other firm producers, enter a firm's legal name. Replace
apostrophes, ampersands, or other special characters with spaces.
Maximum 75 characters.

Optional; individual producers only. In Column D or the fourth column in the
spreadsheet, enter a producer's first name.

Optional. Column E or the fifth column in the spreadsheet specifies an
email address to which to send an email attached with a producer's
Appointment Letter. Use the following guidelines:

e To generate an Appointment Letter and attach it to an email, enter a
valid email address. In most cases the email address you enter will be
a producer's email address; however, instead it may be an affiliated
agency's email address, a carrier-internal email address, etc.

e To accommodate postal mail delivery of a hard-copy Appointment
Letter instead of an electronic copy delivered via email, enter
"donotsend@customer.com" (ignore the quotes). The system will
generate the Appointment Letter but not an email, allowing you to
retrieve the Appointment Letter from the Transaction Image Web
Service for printing and mailing. (For more information, consult the
Transaction Image Web Service user documentation.)

e To bypass altogether the generation of an Appointment Letter and
email for a specific request, do not enter an email address. No
Appointment Letter or email will be generated.

Optional. In Column F or the sixth column in the spreadsheet, enter an
Appointment Profile code. Separate multiple Appointment Profile codes
in a cell by commas. (If you are entering data directly into a CSV file,
enclose multiple entries with double quotation marks.) If you do not enter
an Appointment Profile code, the system is configured to use the code
associated with your company's default Appointment Profile. If you are
not sure of a code, ask your project lead or contact your Vertafore
representative.

Required. In Column G or the seventh column in the spreadsheet, enter a
two-character code representing a state(s) to which you want to submit the
appointment request. Separate multiple state codes in a cell by commas. (If
you are entering data directly into a CSV file, enclose multiple entries with
double quotation marks.) For a request submitted to a non-appointment

© 2016, Vertafore, Inc.
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filing state, the producer's record in Producer Manager will be updated with
a "record-only" appointment; the system will not actually submit the request
for state processing.

10. Optional. In Column H or the eighth column in the spreadsheet, enter a
five-digit NAIC ID code of an appointing company. If no NAIC ID code is
entered, the system will submit appointment requests for each appointing
company included in the Appointment Profile. Separate multiple NAIC ID
codes in a cell by commas. (If you are entering data directly into a CSV file,
enclose multiple entries with double quotation marks.)

11. Repeat steps 3 through 10 for each record row in the spreadsheet file.

12. Many spreadsheet applications by default will strip leading zeroes from
numeric strings in data cells with "general” formatting applied. You will need
to preserve the leading zeroes in all numeric strings in the data file. Change
the cell formatting to protect leading zeroes. Select to highlight the column
with numeric strings, and then right-click and select Format Cells to open
the Format Cells dialog box. In the Category box, select Text. Click the
OK button.

13. If the tax ID values in Column B or effective date values in Column |
include hyphens, you must remove the hyphens. Click to select Column B.
Press Ctrl + H to open the Find and Replace dialog box. In the Find What
field, enter a hyphen (-). In the Replace With field, do not enter anything
(leave null). Click the Replace All button. The operation will remove all
hyphens from all values in the column.

14. To save the file in the CSV format, from the Office button or File menu of
the spreadsheet application, select Save As. The Save As dialog box will
open. Choose a system location to which to save the data file. In the File
Name field, enter a name for Bulk Appointments data file. From the Save
As Type dropdown menu, select CSV (Comma delimited) (*csv). Then,
click the Save button. Click Yes on any message box asking to confirm
your choice of CSV file format.

15. Delete the header row you created in step 2. Select the row, right-click, and
then select Delete.

16. Re-save the data file. Click Yes on any message box asking to re-confirm
your choice of CSV file format.

17. Close the data file.

The data file is ready for uploading to the Bulk Appointments utility for processing.

Launching the Application

1. Launch or open Producer Express. The Workspace page will open.

2. From the Available Tasks menu, select Start a New Packet or Generic
Packet. The Packet Type page will open.

’ Page 6 © 2016, Vertafore, Inc.
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DEMO .
- S H {3 Producer Express
(/ I rc O n Current User: Valued User | Acting Role: Licensing Specialist
| 4@ Wworkspace | | Switch ko PM| T Help | [ Exit |
Start New Request
Transaction Type
Packet Type

@l Packet Type

Bulk Request - Appointments
|X-App0intment - Sircon Use Only |

Privacy Staterment Powered by Sircon

3. From the Packet Type dropdown menu, select Bulk Request - Bulk
Appointments.

4. Click the Continue button. The Bulk Appointments Options page will
open, allowing you to set one or more run-time options to apply to the Bulk
Appointments operation.

Choosing Run-Time Options

Use the Bulk Appointments Options page to set one or more run-time options to
apply to each Bulk Appointments operation. The options you select will apply
globally to the operation.

Note that you may use the Load Preset button at the top right of the page to apply
preset run-time options to the bulk operation, which could save data entry. For more
information about the Load Preset and Save Preset buttons, please consult the
Producer Express online help.

© , fore, Inc. L
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. DEMO % Producer Express
& | Sircon Cerent e Vet b | A
Warkspace I Switch ko PM| Help | Exit |

| 4G | B3 T Help

Start New Request

Transaction Type Bulk Options Upload Producer CSV File

~J Load Preset Q Save Preset

Bulk Appointment Options

Please choose from the following options which will apply to all records in the uploaded file:

iR send Appointment Letters after appointments have been approved? O'res OND

i Create new producer if not found in PM2 OYes OND

i Run background investigation before processing appointments? O'res OND

iR Sync producer data with PD B before processing appointments? O'res OND
Back Continue

Privacy Staternent Powered by Sircon

1. Inthe Send Appointment Letters? field, click to select the Yes radio button
to set the system to generate an Appointment Letter for each appointment
request in the data file and attach the letter to an email transmitted to the
email address specified in Column E of the data file. (Note that the global
setting for this option can be configured differently per request. See
Preparing the Data File.) Or, click to select the No radio button to bypass
generation of an Appointment Letter.

2. Inthe Create new producer if not found in PM? field, click to select the
Yes radio button to set the system to automatically attempt to create a new
record in Producer Manager for any producer included in the data file but
whose record is missing in Producer Manager. Prior to submitting an
appointment request for the producer, the system automatically will attempt
to populate the new producer record with active regulatory data obtained
from the PDB. Then, if the new producer record supports the Bulk
Appointments appointment request, the system will proceed with
submitting the request to the state. Or, click to select the No radio button to
bypass creation of a new record for any producer included in the Bulk
Appointments data file but whose record is not found in Producer Manager.

3. Inthe Run background investigation before processing appointments?
field, click to select the Yes radio button to set the system to automatically
submit a background investigation request to your company's chosen
background check vendor on each producer in the data file, prior to
submitting a state appointment request. (Integration with the background
check vendor must be pre-configured for use prior to using the Bulk
Appointments utility.) Or, click to select the No radio button to bypass

’ Page 8 © 2016, Vertafore, Inc.
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submission of a background investigation request for all producers in the
Bulk Appointments data file.

In the Sync producer data with PDB before processing appointments?
field, click to select the Yes radio button to set the system to check the
record of each producer included in the data file against data in the PDB
and update the producer's record in Producer Manager, if necessary, prior
to submitting an appointment request for the producer. Or, click to select the
No radio button to bypass the PDB check for all producers in the data file.

Click the Continue button. The Upload Producer CSV File page will open,
allowing you to upload the Bulk Appointments data file and submit the file
for processing.

Uploading the Data File

Use the Upload Producer CSV File page to upload the Bulk Appointments data
file and submit the file for processing.

© 2016, Vertafore, Inc.
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& |Sircon | potcer iess

Current User: Valued User | Acting Role: Licensing Specialist

[ g€ workspace | (B8 Switch topm| @ Help | G Exic |

Start New Request

Transaction Type  Bulk Options  Upload Producer CSV File
~
Instructions
To process bulk appointments, you will need an Excel spresdshest listing the producars
to be sppeinted. The columns should be as follove (values in bold indicats requirad
fialds):
A Entity Type (ILor AGY)
B. TIN- $5N or EIN (with or without dashes)
€. Name (Individual Last Name or Agency Name)
D. Firsthame (Individual First Harne)
E. Ernail Address )
F. Profile List (cornma separated list of profile numbers)
walid Profile ID Type Code List - Description
5001309 - IL, Individual Profile
SO0L3L0 - AGY, mall Group Frofile
SO0LFL - IL, Veluntary Benefits Profile
SOOLFLZ - AGY. Volumtary Bemefits Profile
G. State List (comma separated list of 2 character state codes)
H. MaicID List (cornma separated list of Naic ID's)
See below for an example:
FAICEE . bulkapp.csv - Micrasoh Exce =
~ Home net  Pgelwout  Fomuls  Data  Redew  View  Adddns @ - = x
[tr] .0 £ [#]
B 3 [ H 7]
1 123456789 Smith  John 12345
2 AGY 987654321 DIG Agency 98763
i 321654987 Jones Bob  example@sircon.com 5001234 PA 12345
4
6
W+ bW bubappt
Ready
When the Excel spreadsheet is ready, export it as a CSV file. From the File menu,
choose Save ds and specify CSV (Comma dalimited) (*.csv) for the file format,
Svepi i) Demo o @-B| X -
{1y My Recent
Dnsamenns
(3 Deskiop
s
"y
3 Coreuner
mpiss
Flemwme: lacetyoducson ca v
Sewe esypet [cov (onma demred) (* cav) ~
& Enter a name for this transaction (you can use this name to find your transaction later)
X Choose a CSV Data File to Upload
Back Continue
v
Privacy Statement Povered by Sircon

1. Inthe Enter a name for this transaction field, enter a name for the Bulk
Appointments request. The name you enter will become the searchable
value of the request file's Name field. Maximum 45 characters.

2. To the right of the Choose a CSV Data File to Upload field, click the
Browse button. The Choose File dialog box will open. Use the navigation
options on the Choose File dialog box to locate the course completions
record file (*.csv) on your system. When the correct file name appears in the
File Name field, click the Open button. The Choose File dialog box will
close, and the system path to the file will appear in the Choose a CSV Data
File to Upload field.

3. Click the Continue button. The data file will be uploaded into the system,
and the system will validate the data file.

7 © , fore, Inc.
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Monitoring the Operation

Once the system has validated the data file for proper formatting and
completeness, the system will perform the following automated steps:

1. Create a separate appointment request record for each producer in the Bulk

Appointments data file. The dependent or "child" request record maintains
a traceable relationship to the original Bulk Appointments request, but the
system will apply all subsequent processing steps to each new dependent
request. You can view the relationship between the original request record
and any dependent request on the Related Requests tab.

DEMO -
/’/ S i r C 0 n { g Producer Express
. Current User: Valued User | Acting Role: Licensing Specialist
| 4@ Workspace | | Switch to PM| G Help | (8 Exit |
&d Agency: UAT BULK 081810 kd Status: Processed
47 i [ Related Requests | | [
-
Requests Requiring UAT BULK 081810
1D Name Relationship Status Closed Current Milestone Actions
Reason
Nothing found to display.
Requests Required By UAT BULK 081810
10 reguests found.displaying all requests.
- - Closed . ’
1D Name Relationship 4 |Status Current Milestone Actions
Reason
252300 David Wiggins DFNDNT Processed Facket completed o, &
252901 Dawvid Wiggins DPNDNT Processed Packet completed =
252502 David Wiggins DFNDNT Processed Facket completed o, &
252303 Dawid Wiggins DPNDNT Processed FPacket completed o, &
252904 David Wiggins DPNDNT Processed Packet completed @
252905  INSURE COM INC DPNONT Error Get Writing Numbers o,
252906 INSURE COM INC DFNDNT Processed Facket completed o, &
252507 PFS INS GROLP LLC DPHONT Processed Packet completed a, &
252308 PFS INS GROUP LLC DFNDNT Processed Facket completed o, &
252909 PFS INS GROUP LLC DPNDNT Processed FPacket completed o, &
Key: (3 view Request ¥ Review Producer in PM -
10 requests found,displaying all requests.
-

Powered by Sircon

. Once all possible dependent requests records are created, change the

Status of the original Bulk Appointments request record (containing the
data file) to Processed.

. If the Create new producer if not found in PM? option is enabled, create a

new producer record for any producer included in the Bulk Appointments
data file who does not have an existing record in Producer Manager and
supplement the new record with PDB data.

. If the Sync producer data with PDB before processing appointments?

option is enabled, update with PDB data the Producer Manager record of
any producer included in the Bulk Appointments data file, where
necessary.

. If the Run background investigations before processing appointments?

option is enabled, submit a background and/or credit check request to your

© 2016, Vertafore, Inc.
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company's chosen background check vendor for every producer included in
the Bulk Appointments data file, based on the applicable Bl Profile. (For
more information, see Bulk Background Investigation Requests.) The Status
of a dependent request is Pending while the system awaits a response from
the background check vendor.

6. The background check vendor processes each request and returns a result
to the system. The system responds in one of the following ways:

o If the result of a producer background check for a dependent request
is "Pass," the system resumes automated processing, and the Status
changes to Processed, and the related producer record in Producer
Manager is updated with background investigation information.

o If the result for a dependent request is "Fail" or "Needs Review," the
request is routed to the Error Queue for manual follow-up by an
authorized user. Once manual follow-up is completed, the user
determines whether or not to proceed with the appointment request. If
the user chooses to proceed, the user resubmits the request to
automated processing. If the user decides to abort the appointment
request, the user manually stops the dependent request to change its
Status to Closed.

7. For each dependent appointment request, check if requested combination of
state(s), appointing companies, and appointment types (as specified in the
Bulk Appointments data file and as allowed by the specified Appointment
Profile(s)) is permissible, based on data stored in producer and company
records in Producer Manager.

8. Submit valid and permissible appointment requests to each state, using the
state-specific processing method specified in the Appointment Profile, as
follows:

e To states that allow electronic requests, appointment requests will be
submitted electronically. Until the state acts on a request, the
dependent request record in Producer Express and the Appointment
section of the producer's record in Producer Manager will display a
Status of Pending.

o To states that require paper requests or have proprietary appointment
processing systems, appointment requests will display a Status of
Open. If your company has a Vertafore Outsourcing Services
agreement, appointment requests to these states will be processed by
Vertafore Outsourcing Services. If your company does not have a
Vertafore Outsourcing Services agreement, you must manually submit
appointment requests to these states in Producer Manager. In either
case, until the state acts on a request, the dependent request record
in Producer Express and the Appointment section of the producer's
record in Producer Manager will display a Status of Pending.

9. Once a state processes and approves an electronic or outsourced
appointment, the dependent request record will reflect a Status of
Processed for that state, and the Appointment section of the producer's
record in Producer Manager will display with a Status of Active.

/ Page 12 © 2016, Vertafore, Inc.
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10.

11.

If the Send Appointment Letters? option is enabled, generate an email to
the email address included in the Bulk Appointments data file and/or an
Appointment Letter attachment in PDF format notifying the producer of
each new state appointment. (Note that the global setting for this option can
be configured differently per request. See Preparing the Data File.)

Once all state appointment requests on a dependent request record are
processed and approved, change overall Status of record to Processed.

Error and Exception Handling

Producer Express will route to the Error Queue any request that does not meet
functional or business rule validation or that encounters state transaction rejections or

errors.

The table below lists some common error messages, the pages or functions in the
system upon which you may encounter them, a description of their meaning, and some
troubleshooting guidance.

Affected Pages or - : :
Error Functions Error Condition [Resolution Options
e To help diagnose
formatting errors,
open CSV data file in
When attempting ¢ a text editing
en attempting to . , application, such as
upload Bulk Missing required V\%)rdPad or Notepad.
. Appointments data |values in data _
DE}FS tl'e file and begin fields of data file.  Fix error and
validation : - it oriqi
processing of original |Invalid formatting fesllibmlt original
Bulk Appointments  |of data file. Bulk Appointments
request. request
e Close Erred
Requests
e Stop request
_ e Add producer record
When processing a to Producer Manager
dependent request and resubmit
generated from the ~ |Record of . dependent request to
_ original Bulk producer for which automated
Cannotfind  |aAppointments appointment processing
producerto  |request. request was made '
appoint o does not exist in Have the Bulk
When verifying Producer Appointments utility
existence of a _ Manager. configured to
producer record in automatically add
Producer Manager. new records for
producers missing
© 2016, Vertafore, Inc. Page 13
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from Bulk
Appointments data
file.

Stop request

found

PDB report not

When processing a
dependent request
generated from the
original Bulk
Appointments
request.

When attempting to
synchronize a
producer's data in
Producer Manager
against state data.

System cannot
find record of
producer for which
appointment
request was made
on the PDB.

Review producer
record in Producer
Manager, update
regulatory data, and
resubmit dependent
request to automated
processing.

Stop request

Active license
to support
appointment
not found

\When processing a
dependent request
generated from the
original Bulk
Appointments
request.

When verifying a
producer's regulatory
data on record in
Producer Manager.

Producer's state
licensing data
does not support
state appointment
request.

Add or obtain proper
state license and
lines of authority to
support requested
appointment.

Update regulatory
data on producer's
record in Producer
Manager.

Stop request

request

State rejected
appointment

After processing a
dependent request
generated from the
original Bulk
Appointments
request.

After system submits
an appointment
request to state.

State to which
producer
appointment
request was made
has rejected the
request.

Open Appointment
tab in request record,
check the reason for
the state rejection,
resolve the issue, and
resubmit request to
automated
processing.

Stop request

Notes

Vertafore will configure in the system a set of pre-defined, client-specific rules, called an
“‘“Appointment Profile” (or, sometimes, "enhanced appointment profile"). An Appointment
Profile consists of combinations of states, the appointing companies in your carrier group that
are admitted in those states, the appointment types available to each company in each state,
and the submission method (electronic, paper, or record-only) used by each state. During a
Bulk Appointments operation, the Appointment Profile enforces the valid combinations of

A Vertafore
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states, appointing companies, and appointment types against each appointment request
included in the data file. By allowing the appointment process to be driven by a template of pre-
configured rules instead of by manual data entry, the Appointment Profile can make Bulk
Appointments processing automated and fast. Also, with the Appointment Profile in place
and governing the universe of allowable appointments, you then are free to tailor any
appointment request in the batch, narrowing it, for example, to include only specific states or
appointing companies. One Vertafore-configured or "default" Appointment Profile is included
as core functionality. However, if you require more control over appointment types (e.g., variable
annuity lines only, surety lines only, etc.), as an additional option, Vertafore can configure
multiple Appointment Profiles. Then you could input the code for one, another, or all
Appointment Profiles in the Bulk Appointments data file. For more information, contact your
Vertafore representative.

If your company is using Vertafore Outsourcing Services, an Appointment Profile used in Bulk
Appointments must include valid appointment information to support individual appointments in
Florida, firm appointments in Arkansas, or individual and firm appointments in Massachusetts
with a submission method of "Paper." For more information about Vertafore Outsourcing
Services, contact your Vertafore representative.

In addition to applicable state and Sircon appointment transaction fees, your company may
incur a PDB fee for every Bulk Appointments request that results in the creation of a new
producer record or updates to an existing producer record in Producer Manager. Should the
Bulk Appointments operation discover that a producer record is fully synchronized with PDB
data, then the producer record in Producer Manager will not be updated and your company will
not incur a PDB fee.

Some Bulk Appointments configuration options may require additional investment. For more
information, please contact your Vertafore representative.

Tips

If your company's instance of Producer Manager contains updated records of newly-licensed
producers that need appointments, you can run the Producer Licenses Inquiry and use the
report output in a spreadsheet or comma-delimited format as the basis for your Bulk
Appointments data file. When selecting report criteria, filter the output by individual or firm
entity type, by state if desired, and by a range of dates during which the producers' licenses
became active. Use the Search function in the report window to specify the data fields from the
report output needed for the Bulk Appointments data file (i.e., Last Name or Firm Name,
Social Security Number or Federal Employer Identification Number, and Appointment State
Code), and then download the search results as an MS Excel File. Then, supplement the data
file with the other required data elements specified in the File Layout Requirements. For more
information, see Inquiries in the Producer Manager online help.

Bulk Appointments can be configured to support appointments in "just-in-time" states. A just-
in-time appointment state allows a producer to solicit or quote business for a carrier without
having to be appointed. Only at the point at which the producer sells a policy is the carrier
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obligated to appoint the producer in a just-in-time state, thereby sparing the expense of an
appointment until such time as the state requires it. Support for just-in-time appointments is
accomplished by configuring in the system a list of restricted (or "pre-appoint") states -- states in
which a carrier must request an appointment before an agent can solicit, negotiate, or sell a
policy application on the carrier's behalf. (The definition of a restricted state can vary from
carrier to carrier, based on their legal departments’ interpretations of state regulations.) With
"just-in-time" appointment support configured, in a Bulk Appointments operation the system
will hold open an appointment request to a state that is not on the restricted state list, allowing
you to release the appointment request "just in time" for the producer to complete the policy
application. Bulk Appointments requests to restricted states will be submitted right away. For
more information, please contact your Vertafore representative.

) Page 16 © 2016, Vertafore, Inc.
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Bulk Appointment Terminations

Using the Bulk Appointment Terminations utility, you can submit in a single action a batch of
producer appointment termination requests to one or multiple states for processing. For non-
appointment filing states, you can use the Bulk Appointment Terminations utility also to
terminate "record-only" appointments in the records of a batch of producers in Producer
Manager.

By default, for each producer listed in the Bulk Appointment Terminations data file, all active
appointments in all states and for all appointing companies will be terminated. However, you
may narrow any request in the batch to terminate in only specific states or for only specific
appointing companies.

File Layout Requirements

Use the information in the table below as quick reference for the layout requirements of
the Bulk Appointment Terminations data file:

Spreadsheet Column
Reference (Field Data Field Required?
Position)
A (First) En_tlty Type: IL (Individual) OR AGY Yes
(Firm)
Taxpayer Identification Number:
Social Security Number (Individual)
B (Second) OR Federal Employer Identification Yes
Number (Firm)
C (Third) La_st Name (Individual) OR Firm Name Yes
(Firm)
D (Fourth) First Name (Individual ONLY) No
E (Fifth) Email Address No
F (Sixth) State(s) Code Yes
G (Seventh) Appointing Company NAIC ID(s) No

Step-by-Step Instructions

The process begins with the creation and proper formatting of a data file that contains the
following key information for each request included the Bulk Appointment
Terminations operation:
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A producer with an appointment to terminate

A state(s) to which to submit an appointment termination request or record an
appointment termination (for non-appointment filing states)

An appointing company that has issued an appointment to terminate

An email address to which to transmit an Advance Notification Letter and/or
Termination Letter (if the options to send Advance Notification Letter and/or
Termination Letter are user-enabled at run time)

Use the following steps to perform a Bulk Appointment Terminations operation:

Preparing the Data File

For processing in the Bulk Appointment Terminations utility, the data file must be
in a comma-separated value (*.csv) file format. To create the data file and save it in
the CSV file format, we recommend the use of a spreadsheet application, such as
Microsoft® Excel®. However, if you are exporting data from another system for
processing in the Bulk Appointment Terminations utility, you may bypass the
spreadsheet application and export the data directly in the CSV file format, making
sure to delineate each field in the CSV file with commas.

Re-format cells with numeric strings to preserve leading zeroes.

_ﬂ‘ =R s Bulk Terminations Data File - California.csv [Compatibility Mode] -|Microsoft Ex... - =
fy Home Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat 'QA - 8 X
= ¥ Alal == General - A g Insert ~ = % \?a
J;E-] N B (% - % s 3 Delete - || (8] -
A : B Eromate | 2 e sewd-
Clipboard ™ Font {F Alignment (F] Mumber s Cells Editing
| i - £ | N
A B £ D E F G H |
Entity  TIN Name First N\ame  Email Address  State Appointing 2 i Delete heafjer row
1 | Type Company NAICID ¥ before saving data
2 |AGY waux9020 ASSOCIATED AGENCIES INC company@firm.com ~ CA 12345 file.
3 AGY s 1038 INS EXCHANGE INC company@firm.com  CA 12345
4 AGY g 2215 | JM INS SERVICES LLC company@firm.com CA 12345
5 1L g 2312 BLACK agent@agent. net CA 12345
6 |IL ¥ 7478 BRAMNCH agent@agent.net CA 12345
7L g 0365 CAMERON agent@agent.net CA 12345

For more information on data file requirements, see File Layout Requirements.

1. Launch a spreadsheet application. A new, blank spreadsheet file will open.

2. Infirst row of the spreadsheet file, create a header row to guide your data
entry and help format the data file to meet the CSV layout requirements.
(See the screen capture above.) In each cell beginning with Column A and
ending with Column G (the first cell through the seventh cell in row 1), enter
the following in sequence: Entity Type, TIN, Last Name, First Name,
Email Address, State, Appointing Company NAIC ID. You must delete
the header row before uploading the data file to the system. (See step 14.)

3. Required. In Column A, or the first column in the spreadsheet, enter an
entity type of the producer. For individual licensees, enter "IL" (ignore the
guotes); for agencies or other firm producers, enter "AGY" (ignore the
guotes).

4. Required. In Column B, or the second column in the spreadsheet, enter a
producer's tax ID. For individual licensees, enter a Social Security Number
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(SSN); for agencies or other firm producers, enter a Federal Employer
Identification Number (FEIN). Limit 9 characters; remove hyphens.

Required. In Column C or the third column in the spreadsheet, enter a
producer's name. For individual licensees, enter a producer's last name; for
agencies or other firm producers, enter a firm's legal name. Replace
apostrophes, ampersands, or other special characters with spaces.
Maximum 75 characters.

Optional; individual producers only. In Column D or the fourth column in the
spreadsheet, enter a producer's first name. Maximum 25 characters.

Optional. Column E or the fifth column in the spreadsheet specifies an
email address to which to send an email attached with a producer's
Advance Termination Notification Letter and/or Termination Letter. Use
the following guidelines:

e To generate an Advance Termination Notification Letter and/or
Termination Letter and attach it to an email, enter a valid email
address. In most cases the email address you enter will be a
producer's email address; however, instead it may be an affiliated
agency's email address, a carrier-internal email address, etc.

e To accommodate postal mail delivery of a hard-copy Advance
Termination Notification Letter and/or Termination Letter instead
of an electronic copy delivered via email, enter
"donotsend@customer.com” (ignore the quotes). The system will
generate the Advance Termination Notification Letter and/or
Termination Letter but not an email, allowing you to retrieve the
Advance Termination Notification Letter and/or Termination Letter
from the Transaction Image Web Service for printing and mailing.
(For more information, consult the Transaction Image Web Service
user documentation.)

e To bypass altogether the generation of an Advance Termination
Notification Letter and/or Termination Letter or email for a specific
request, do not enter an email address. No Advance Termination
Notification Letter and/or Termination Letter or email will be
generated.

8. Required. In Column F or the sixth column in the spreadsheet, enter a two-

character code representing a state(s) to which you want to submit an
appointment termination request. Separate multiple state codes in a cell by a
comma. (If you are entering data directly into a CSV file, enclose multiple
entries with double quotation marks.) For a request submitted to a non-
appointment filing state, the producer's record in Producer Manager will be
updated to reflect the termination of a "record-only" appointment; the system
will not actually submit the appointment termination request for state
processing.

. Optional. In Column G or the seventh column in the spreadsheet, enter a

five-digit NAIC ID code of an appointing company whose appointment you
want to terminate. If no NAIC ID code is entered, the system will submit
appointment termination requests for each appointing company included in
the Appointment Profile. Separate multiple NAIC ID codes in a cell by a

© 2016, Vertafore, Inc.

)
Page 19 M Vertafore



Producer Express Bulk Processing Module User Guide

comma. (If you are entering data directly into a CSV file, enclose multiple
entries with double quotation marks.)

10. Repeat steps 3 through 9 for each record row in the spreadsheet file.

11. Many spreadsheet applications by default will strip leading zeroes from
numeric strings in data cells with "general" formatting applied. You will need
to preserve the leading zeroes in all numeric strings in the data file. Change
the cell formatting to protect leading zeroes. Select to highlight the column
with numeric strings, and then right-click and select Format Cells to open
the Format Cells dialog box. In the Category box, select Text. Click the OK
button.

12. If the tax ID values in Column B include hyphens, you must remove the
hyphens. Click to select Column B. Press Ctrl + H to open the Find and
Replace dialog box. In the Find What field, enter a hyphen (-). In the
Replace With field, do not enter anything (leave null). Click the Replace All
button. The operation will remove all hyphens from all values in the column.

13. To save the file in the CSV format, from the Office button or File menu of
the spreadsheet application, select Save As. The Save As dialog box will
open. Choose a system location to which to save the data file. In the File
Name field, enter a name for Bulk Appointment Terminations data file.
From the Save As Type dropdown menu, select CSV (Comma delimited)
(*csv). Then, click the Save button. Click Yes on any message box asking
to confirm your choice of CSV file format.

14. Delete the header row you created in step 2. Select the row, right-click, and
then select Delete.

15. Re-save the data file. Click Yes on any message box asking to re-confirm
your choice of CSV file format.

16. Close the data file.

The data file is ready for uploading to the Bulk Appointment Terminations utility
for processing.

Launching the Application

1. Launch or open Producer Express. The Workspace page will open.

2. From the Available Tasks menu, select Start a New Packet or Generic
Packet. The Packet Type page will open.
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DEMO -
- S . {% Producer Express
{/ l rc O n Current User: Valued User | Acting Role: Licensing Specialist
| 4@ Workspace | | Switch to PM| G Help | .@ Exit |

Start New Request

Transaction T

Packet Type

B Packet Type

Bulk - Bull Terminations
#®-Termination - Sircon Use Only

Powerad by Sircon

3. From the Packet Type dropdown menu, select Bulk Request - Bulk
Terminations.

4. Click the Continue button. The Bulk Terminations Options page will open,
allowing you to set one or more run-time options to apply to the Bulk
Appointments operation.

Choosing Run-Time Options

Use the Bulk Appointment Terminations Options page to set one or more run-
time options to apply to each Bulk Appointment Terminations operation. The
options you select will apply globally to the operation.

Note that you may use the Load Preset button at the top right of the page to apply
preset run-time options to the bulk operation, which could save data entry. For more
information about the Load Preset and Save Preset buttons, please consult the
Producer Express online help.
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DEMO -
) S H ‘ % Producer Express
J’j [ rc 0 n Current User: Valued User | Acting Role: Licensing Specialist
| 4@ Workspace | | Switch to PM| F Help | 15 Exit |

Start New Request
Transaction Type Bulk Options Upload Producer CSV File

¥ Load Preset & 5ave Preset

Bulk Termination Options

Please choose from the following options which will apply to all records in the uploaded file:

i Send Termination Letters after appointments have been terminated and approved by the O‘l‘es OND

state?

i send Advance Termination Motification? O‘res OND

i Pause the transactions prior to submitting the terminations? O'l‘es OND

i Sync producer data with PD'E before processing terminations? O'l‘es OND
)

Powered by Sircon

1. Inthe Pause the transactions prior to submitting the terminations?
field, click to select the Yes radio button to route all appointment termination
requests in the data file to a holding queue to accommodate business rules
requiring your company to notify a producer of impending termination 30,
60, or 90 days in advance of actual termination. The system will hold the
termination requests in Open status. After the advance notice period has
lapsed, you then can manually release a request to continue automated
termination or stop processing the termination request. (For more
information, see Stop Packet Tab.) Or, click to select the No radio button to
bypass the routing of appointment termination requests to an advance
notification holding queue.
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2. Inthe Send Advance Termination Notification? field, click to select the
Yes radio button to set the system to generate an Advance Termination
Notification Letter for each appointment termination request in the data file
and attach the letter to an email transmitted to the email address specified in
Column E of the data file. (Note that the global setting for this option can be
configured differently per request. See Preparing the Data File.) Or, click to
select the No radio button to bypass generation of an Advance
Termination Notification Letter.

3. Inthe Sync producer data with PDB before processing? field, click to
select the Yes radio button to set the system to check the record of each
producer included in the data file against data in the PDB and update the
producer's record in Producer Manager, if necessary, prior to submitting an
appointment termination request for the producer. Or, click to select the No
radio button to bypass the PDB check for all producers in the data file.

4. Inthe Send Termination Letters? field, click to select the Yes radio button
to set the system to generate a Termination Letter for each appointment
termination request in the data file and attach the letter to an email
transmitted to the email address specified in Column E of the data file.
(Note that the global setting for this option can be configured differently per
request. See Preparing the Data File.) Or, click to select the No radio button
to bypass generation of a Termination Letter.

5. Click the Continue button. The Upload Producer CSV File page will open,
allowing you to upload the Bulk Appointment Terminations data file and
submit the file for processing.

Uploading the Data File

Use the Upload Producer CSV File page to upload the Bulk Appointment
Terminations data file and submit the file for processing.
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pEMD l% Producer Express

I .
S l rco n Current User: Valued User | Acting Role: Licensing Specialist
| 4@ Wiorkspace | | Switch to PM| G Help | .@ Exit |

Start New Request |

Transaction Type Bulk Options Upload Producer CSV File

| >

Instructions

To process bulk terminations, you will need an Excel spreadsheet listing the producers to
be terminated. The columns should be as follows (values in bold indicate required
fields):

Entity Type (IL or AGY)

TIN - SSN or EIN (with or without dashes)

Name (Individual Last Name or Agency Name)

FirstMame (Individual First Name)

Email Address

State(s) to terminate (if multiple, separate each state with a comma)

NAIC ID(s) of appointments to terminate (if multiple, separate each NAIC ID with
a commal

Gnmb0ompe

See below for an example:

o™ L bulkterm.csv - Microsoft Excel = B
Home  Imsert Fage layout  Formulas Data  Review  View  Adddns & - 7

b4
x
15 - [ £ E
P~ | & [ c [ o ] E L r |le] niN
1| 133456789 Smith John example@sircon.com NV
2 |AGY 987654321 DIG Agency example@sircon.com NV
3L 321654987 Jones Bob example@sircon.com NV,GA

When the Excel spreadshest is ready, export it 25 = C5V file. From the File menu,
choose Save As and specify CSV (Comma delimited) (*.csv) for the file format.

Sevepi |2 Demo ¥ @-0h|* B

<
sevmas et ooy (Comna deimied) " cn) ¥l

Tk Cane ] [ ewal ]

i Enter a name for this transaction (you can use this name to find your transaction later)

i Choose a C5V Data File to Upload
| || Browse... |

< I | ¥

Powered by Sircon
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1. Inthe Enter a name for this transaction field, enter a name for the Bulk
Appointment Terminations request. The name you enter will become the
searchable value of the request file's Name field. Maximum 45 characters.

2. To the right of the Choose a CSV Data File to Upload field, click the
Browse button. The Choose File dialog box will open. Use the navigation
options on the Choose File dialog box to locate the course completions
record file (*.csv) on your system. When the correct file name appears in the
File Name field, click the Open button. The Choose File dialog box will
close, and the system path to the file will appear in the Choose a CSV Data
File to Upload field.

3. Click the Continue button. The data file will be uploaded into the system,
and the system will validate the data file.

Monitoring the Operation

Once the system has validated the data file for proper formatting and
completeness, the system will perform the following automated steps:

1. Create a separate appointment termination request record for each
producer in the Bulk Appointment Terminations data file. The dependent
or "child" request record maintains a traceable relationship to the original
Bulk Appointment Terminations request, but the system will apply all
subsequent processing steps to each new dependent request. You can view
the relationship between the original request record and any dependent
request on the Related Requests tab.
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@. S i r C 3“??] {3 Producer Express
Current User: Valued User | Acting Role: Licensing Specialist

| @ workspace | [EZ switch to pm| @ Help [ G Bt |

&d Agency: BULK TERM 072010 kd Status @ Processed N

4 i [ Related Requests | . | [
A

Requests Requiring BULK TERM 072010

iD Name Relationship Status E:JTS::L Current Milestone Actions

Nothing found to display.

Requests Required By BULK TERM 072010

14 requests found, displaying 1 to 10. [First/Prev] 1, 2 [N Last

iD Name Relationship G‘M E:JTS::L Current Milestone Actions

226804 Allen Brillhart DPNDNT Processed Packet completed [y,

226305 Allen Brillhart DPNDNT Processed Packet completed [, '&5

226306  Allen Brillhart DPHDNT Processed Packet completed [, '&5

226307 DANIEL JUND DPNDNT Processed Packet completed [, '&5

226308 DANIEL JUND DPNDNT Processed Packet completed [, lﬁ

226309 DANIEL JUND DPNDNT Processed Packet completed =8 lﬁ

226310 DANIEL JUND DPNDNT Processed Packet completed [, l&?

226811 DANIEL JUND DPNDNT Processed Packet completed =, l&?

226812 DANIEL JUND DPNDNT Processed Packet completad <, l&?

226813 Forrest Jormes & Co Inc DPNDNT Processed Packet completed g, l&?

Key: (24 View Request ¥ Review Producer in PM

14 requests found, displaying 1 to 10. [First/Prev] 1, 2 [Mext/Last]

v

Powered by Sircon

. Once all possible dependent requests records are created, change the

Status of the original Bulk Appointment Terminations request record
(containing the data file) to Processed.

. Check Producer Manager for the existence of a producer record related to

each dependent request.

. If the Send Advance Termination Notification? option is enabled,

generate an email to the email address included in the Bulk Appointment
Terminations data file and/or an Advance Termination Notification Letter
attachment in PDF format notifying the producer of impending termination.
(Note that the global setting for this option can be configured differently per
request. See Preparing the Data File.)

. If the Pause the transactions prior to submitting the terminations?

option is enabled, route each dependent request to a holding queue to await
the end of a required advance notice period, at which point the request can
be released to automated processing or stopped. Once a request is
released, or if the run-time option is not enabled, processing proceeds to the
next step.

. If the Sync producer data with PDB before processing appointments?

option is enabled, update with PDB data the Producer Manager record of

A Vertafore
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any producer included in the Bulk Appointment Terminations data file,
where necessary.

7. For each dependent appointment termination request, check if appointment
termination request is supported by active appointment data on producer's
record in Producer Manager.

8. Submit valid appointment termination requests to each state, as follows:

e To states that allow electronic requests, appointment termination
requests will be submitted electronically. Until the state acts on a
request, the dependent request record in Producer Express and the
Appointment section of the producer's record in Producer Manager
will display a Status of Pending.

o To states that require paper requests or have proprietary appointment
processing systems, appointment termination requests will display a
Status of Open. If your company has a Vertafore Outsourcing
Services agreement, appointment termination requests to these states
will be processed by Vertafore Outsourcing Services. If your company
does not have a Vertafore Outsourcing Services agreement, you must
manually submit appointment termination requests to these states in
Producer Manager. In either case, until the state acts on a request,
the dependent request record in Producer Express and the
Appointment section of the producer's record in Producer Manager
will display a Status of Pending.

e In non-appointment filing states, "record-only" appointments will be
terminated in producer records in Producer Manager. The dependent
request record in Producer Express will display a Status of
Processed, and the Appointment section of the producer's record in
Producer Manager will display a Status of Inactive.

9. Once a state processes and approves an electronic or outsourced
appointment termination, the dependent request record will reflect a Status
of Processed for that state, and the Appointment section of the producer's
record in Producer Manager will display with a Status of Inactive.

10. If the Send Termination Letters? option is enabled, generate an email to
the email address included in the Bulk Appointment Terminations data file
and a Termination Letter attachment in PDF format notifying the producer
of each appointment termination. (Note that the global setting for this option
can be configured differently per request. See Preparing the Data File.)

11. Once all state appointment termination requests on a dependent request
record are processed and approved, change overall Status of record to
Processed.

Error and Exception Handling

Producer Express will route to the Error Queue any request that does not meet
functional or business rule validation or that encounters state transaction rejections or
errors.
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The table below lists some common error messages, the pages or functions in the
system upon which you may encounter them, a description of their meaning, and some
troubleshooting guidance.

Affected Pages or

terminate

producer to

Appointment
Terminations request.

When verifying
existence of a producer
record in Producer
Manager.

Error . Error Condition [Resolution Options
Functions
e To help diagnose
formatting errors,
open CSV data file
in a text editing
When attempting to application, such as
upload Bulk Missing required WordPad or
Appointment values in data Notepad.
Data file Terminations data file [fie|ds of data file. « Fix error and
validation and begin processin it oriqi
v J Invalid formatting resubmit original
of original Bulk : Bulk A t t
i of data file ulk Appointmen
Appointment ' Terminations
o Close Erred
Requests
e Stop request
When processing a
dependent request  |Record of e Add producer record
generated from the producer for which to Producer
_ original Bulk appointment Manager and
Cannot find

termination
request was made
does not exist in
Producer
Manager.

resubmit dependent
request to
automated
processing.

e Stop request

PDB report not

When processing a
dependent request
generated from the
original Bulk
Appointment
Terminations request.

System cannot find
record of producer
for which
appointment

e Review producer
record in Producer
Manager, update
regulatory data, and
resubmit dependent

appointment to

dependent request

found When attempting to  [termination request to
synchronize a request was made automated
producer's data in on the PDB. processing.
Producer Manager e Stop request
against state data.

Active When processing a Producer's

appointment data

e Stop request
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support generated from the does not support
termination not|original Bulk termination
found Appointment request.

Terminations request.

When verifying a
producer's regulatory
data on record in
Producer Manager.

When processing a e Open Appointment

dependent request _ tab in request

generated from the Sta(tje to which record, check the

. iqi roducer
State rejected [original Bulk produ reason for the state
appointment  Appointment appointment rejection, resolve the
ot Terminations request. | términation issue, and resubmit
termination
_ request was made request to
termination request to :
state. e Stop request

Notes

Only producers with records in Producer Manager can be included for use with the Bulk
Appointment Terminations utility.

The Bulk Appointment Terminations utility terminates only appointments. It does not
terminate or inactivate any other business relationship artifacts, such as agreements,
associations with a business unit, external system IDs, or firm affiliations.

By default, the system automatically will submit to a state or record a termination reason of
"Canceled." Do not use the Bulk Appointment Terminations utility to process "for cause”
terminations.

In addition to applicable state and Sircon transaction fees, your company may incur a PDB fee
for every Bulk Appointment Terminations request that results in the creation of a new
producer record or updates to an existing producer record in Producer Manager. Should the
Bulk Appointment Terminations operation discover that a producer record is fully
synchronized with PDB data, then the producer record in Producer Manager will not be updated
and your company will not incur a PDB fee.

Vertafore also can configure the Bulk Appointment Terminations utility after your company’s
production deployment of PLM through a separate engagement with Vertafore Managed
Services. Also, if your company already is using the Bulk Appointment Terminations utility,
Vertafore can configure any of its additional options through a separate Managed Services
engagement.

© , fore, Inc. L
2016, Vertafore, Inc Page 29 M Vertafore



Producer Express Bulk Processing Module User Guide

Some Bulk Appointment Terminations configuration options may require additional
investment. For more information, please contact your Vertafore representative.

Tips

Use the Bulk Appointment Terminations utility during a state's appointment renewal period to
terminate a set of producers for lack of production. With minimal effort, you can convert the
state's producer appointment renewal list into a Bulk Appointment Terminations data file. Or,
you can create a data file from the output of the Producer Manager Individual Appointments
Inquiry, narrowing the report criteria by renewal state and then by business unit and appointing
company, if desired.
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Bulk Business Data Updates

The Bulk Business Data Updates utilities are separate and separately-configured self-service
tools that, in a single action, can add or update business data to batches of producer records in
Producer Manager. One Bulk Business Data Updates utility, Bulk Background Investigation
Requests, can be used to request background checks for a batch of producers.

Bulk Business Data Updates utilities include the following:
o Bulk Address Updates

« Bulk Background Investigation Requests

o Bulk Business Unit Updates
e Bulk Email Address Updates
 Bulk External System ID Updates

e Bulk Locations and Departments Updates

Notes

Only producers with records in Producer Manager can be included for use in any Bulk
Business Data Updates ultility.

Vertafore also can configure any Bulk Business Data Updates utility after your company’s
production deployment of PLM through a separate engagement with Vertafore Managed
Services. Also, if your company already is using one or more Bulk Processing utilities,
Vertafore can configure additional utilities and any of their additional options through a separate
Managed Services engagement.
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Bulk Address Updates

Using the Bulk Address Updates utility, in a single action you can update or add address
information for any existing address type in a batch of producer records in Producer Manager.

Address types can include residential, mailing, business location, billing, or others.

File Layout Requirements

Use the information in the table below as quick reference for the layout requirements of

the Bulk Address Updates data file:

Spreadsheet Column

Reference (Field Data Field Required?
Position)
A (First) (EFnI':lr'% Type: IL (Individual) OR AGY Yes
Taxpayer Identification Number:
olsecong  Soea Seeuy Number (i) e
Number (Firm)
C (Third) (Léli?;[nl)\lame (Individual) OR Firm Name Yes
D (Fourth) First Name (Individual ONLY) No
E (Fifth) Email Address No
F (Sixth) Address Type Code Yes
G (Seventh) Address Line One Yes
H (Eighth) Address Line Two No
I (Ninth) Address City Yes
J (Tenth) Address State Code Yes
| (Eleventh) Address ZIP Code Yes
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Step-by-Step Instructions

The process begins with the creation and proper formatting of a data file that contains the
following key information for each request included the Bulk Address Updates
operation:

e A producer whose address information you want to update
e The address type you want to add or update in a producer's record
e The specific address information you want to add or update in a producer's record

Use the following steps to perform a Bulk Address Updates operation:

Preparing the Data File

For processing in the Bulk Address Updates utility, the data file must be in a
comma-separated value (*.csv) file format. To create the data file and save it in the
CSV file format, we recommend the use of a spreadsheet application, such as
Microsoft® Excel®. However, if you are exporting data from another system for
processing in the Bulk Address Updates utility, you may bypass the spreadsheet
application and export the data directly in the CSV file format, making sure to
delineate each field in the CSV file with commas.

Re-format cells with numeric strings to preserve leading zeroes.

.'5;{2 dH9- Z buli address update test.csv - Microsoft Excel
o Page layout  Formulas Data Review  View Deleloper  Add-Ins Acrobat
== ¥ cut - = }d
Calibri 1 rap Text General ~ el as!
Past, aew N a = <0 00| | dt:J I F ‘t
aste E E < - g ;0 onditional  Form:
= F Format Paintd | B L s 5 Merfe & Center - ||| § N P | Formatting ~ as Tablf - S
Clipboard d Font = Number & Styles
021 N 5| N
A B c D E E & H 1 ] K Delete header row
1 Entity Type TIN Name First Name Email Address Address Type Code Line One  Line Two City State Cade ZIP ‘:_'efore saving data
2 AGY 000007654 Corptest 12 123 Cherry Jackson NV 89888 file.
3 AGY 089854615 PennCORP 12 321 Walnut Jefferson TN 34344
4 AGY 033199915 testonecorp 12 789 Smith Washington AL 32220
5 IL 929192910 test 01 444 Pulaski Carter Ml 43445

For more information on data file requirements, see File Layout Requirements.

1. Launch a spreadsheet application. A new, blank spreadsheet file will open.

2. Infirst row of the spreadsheet file, create a header row to guide your data
entry and help format the data file to meet the CSV layout requirements.
(See the screen capture above.) In each cell beginning with Column A and
ending with Column K (the first cell through the eleventh cell in row 1),
enter the following in sequence: Entity Type, TIN, Last Name, First Name,
Email Address, Address Type Code, Address Line One, Address Line
Two, Address City, Address State Code, Address ZIP Code. You must
delete the header row before uploading the data file to the system. (See
step 18.)

3. Required. In Column A, or the first column in the spreadsheet, enter an
entity type of the producer. For individual licensees, enter "IL" (ignore the
guotes); for agencies or other firm producers, enter "AGY" (ignore the
guotes).
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4. Required. In Column B, or the second column in the spreadsheet, enter a
producer's tax ID. For individual licensees, enter a Social Security Number
(SSN); for agencies or other firm producers, enter a Federal Employer
Identification Number (FEIN). Limit 9 characters; remove hyphens.

5. Required. In Column C or the third column in the spreadsheet, enter a
producer's name. For individual licensees, enter a producer's last name; for
agencies or other firm producers, enter a firm's legal name. Replace
apostrophes, ampersands, or other special characters with spaces.
Maximum 75 characters.

6. Optional; individual producers only. In Column D or the fourth column in the
spreadsheet, enter a producer's first name. Maximum 25 characters.

7. Optional. Column E or the fifth column in the spreadsheet specifies an
email address. Use the following guidelines:

o If email notifications are configured in your company's instance of
Bulk Address Updates, to generate an email notification, enter a
valid email address. In most cases the email address you enter will be
a producer's email address; however, instead it may be an affiliated
agency's email address, a carrier-internal email address, etc.

e If email notifications are not configured in your company's instance of
Bulk Address Updates, or to bypass altogether the generation of an
email for a specific request, do not enter an email address. No email
will be generated.

8. Required. In Column F or the sixth column in the spreadsheet, enter the
code of an address type that is active in your company's instance of
Producer Manager (e.g., business location address, residential address,
commission mailing address, etc.) and configured for use in Producer
Express. Be sure to enter the address type code; do not enter a long name,
description, or actual address information. For guidance, review the list of
active address type codes and descriptions displaying on the Upload
Producer CSV File page.

9. Required. In Column G or the seventh column in the spreadsheet, enter a
first line or Line One of the address information you want to add to or update
in a producer record.

10. Optional. In Column H or the eighth column in the spreadsheet, enter a
second line or Line Two of the address information you want to add to or
update in a producer record.

11. Required. In Column | or the ninth column in the spreadsheet, enter a City
of the address information you want to add to or update in a producer
record.

12. Required. In Column J or the tenth column in the spreadsheet, enter a two-
digit state code of the address information you want to add to or update in a
producer record.

13. Required. In Column K or the eleventh column in the spreadsheet, enter a
five- or nine-digit ZIP code of the address information you want to add to or
update in a producer record. Separate the fifth and sixth digits in a nine-digit
ZIP code with a hyphen (e.g., 12345-6789).
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14.
15.

16.

17.

18.

19.

20.

Repeat steps 3 through 13 for each record row in the spreadsheet file.

Many spreadsheet applications by default will strip leading zeroes from
numeric strings in data cells with "general” formatting applied. You will need
to preserve the leading zeroes in all numeric strings in the data file. Change
the cell formatting to protect leading zeroes. Select to highlight the column
with numeric strings, and then right-click and select Format Cells to open
the Format Cells dialog box. In the Category box, select Text. Click the OK
button.

If the tax ID values in Column B include hyphens, you must remove the
hyphens. Click to select Column B. Press Ctrl + H to open the Find and
Replace dialog box. In the Find What field, enter a hyphen (-). In the
Replace With field, do not enter anything (leave null). Click the Replace All
button. The operation will remove all hyphens from all values in the column.

To save the file in the CSV format, from the Office button or File menu of
the spreadsheet application, select Save As. The Save As dialog box will
open. Choose a system location to which to save the data file. In the File
Name field, enter a name for Bulk Address Updates data file. From the
Save As Type dropdown menu, select CSV (Comma delimited) (*csv).
Then, click the Save button. Click Yes on any message box asking to
confirm your choice of CSV file format.

Delete the header row you created in step 2. Select the row, right-click, and
then select Delete.

Re-save the data file. Click Yes on any message box asking to re-confirm
your choice of CSV file format.

Close the data file.

The data file is ready for uploading to the Bulk Address Updates utility for
processing.

Launching the Application

1.
2.

Launch or open Producer Express. The Workspace page will open.

From the Available Tasks menu, select Start a New Packet or Generic
Packet. The Packet Type page will open.
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3 Producer Express

DEMO
2 | Si
-’ Ircon Current User: Licensin a Specialist | Acting Role: Licensing Specialist
‘ G workspace ‘ | Switch to PM| F Help ‘ 5 Ear |

Start New Request

Transaction Type

Packet Type

X Packet Type

Bulk Request - Address
{H-Address - Sircon Use Only

Frivacy Statement | Legal Disclaimer Powerad by Sircon

3. From the Packet Type dropdown menu, select Bulk Request - Address.

4. Click the Continue button. The Bulk Address Change Options page will
open, allowing you to set one or more run-time options to apply to the Bulk
Address Updates operation.

Choosing Run-Time Options

Use the Bulk Address Change Options page to set one or more run-time options
to apply to each Bulk Address Updates operation. The options you select will
apply globally to the operation.

Note that you may use the Load Preset button at the top right of the page to apply
preset run-time options to the bulk operation, which could save data entry. For more
information about the Load Preset and Save Preset buttons, please consult the

Producer Express online help.
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DEMO .
) S H l§ Producer Express
I/ [ r c O n Current User: Licensing Specialist | Acting Role: Licensing Specialist
| 4@ workspace | | Switch to PM| F Help | [ Exit |
Start New Request

Transaction Type Bulk Options Upload Producer CSV File

Bulk Address Change Options

By default, if the resident address state of a producer changes, the transaction will be sent to the error queue. If you
do NOT want to perform this check, click the Skip checkbox below.

skip Resident State Change Check

Privacy Statement | Legal Disclaimer Powered by Sircon

1. Click to checkmark the Skip Resident State Change Check checkbox to
bypass system detection of a possible change in a producer's residency
based on updated address information. Or, leave the checkbox
uncheckmarked to trigger the system to detect differences between a
requested address state update and existing resident state and license
information in the producer’s record in Producer Manager. The system will
route to the Error Queue for manual follow-up any Bulk Address Updates
request in which it detects a difference.

2. Click the Continue button. The Upload Producer CSV File page will open,
allowing you to upload the Bulk Address Updates data file and submit the

file for processing.

Uploading the Data File

Use the Upload Producer CSV File page to upload the Bulk Address Updates
data file and submit the file for processing.
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£ | Sircon | roter ress

Current User: Licensing Specialist | Acting Role: Licensing Specialist

| 4@ workspace | ‘ Switch to PM‘ F Help | (P Eit ‘

Start New Request

Bulk Options Upload Producer CSV File
A
Instructions
To procass bulk address changes, you vill need sn Excel spreadshest listing the
producers to be updated. The columns should be as follows [values in bold indicate
required fields):
A, Entity Type (IL or AGY)
E. TIMN - SSN or EIN (with or without dashes)
C. Name (Individual Last Name or Agency Name)
D. FirstName (Individual First Name)
E. Email Addrass
F. Address Type Code
Walid Address Type Code List - Description
01 - Business Address
02 - Residential Address
02 - Mailing Addrass
G. Address Line One
H. Address Line Two
1. Address City
1. Address State
K. Address Postal Code
See below for an example:
'C!g'u a9- w bulkadgiress.csv - Mia - x
= Home  Iwen  mgelmowt  Fomuss  Data  Revew - x
PLL - £
a [ c D E F G H | 1| x
1L 123456789 Smith John example@sircon.com 01 2112 University Park Dr Okemaos M| 43864
2 |AGY | 987654321 DIG Agency example@sircon.com 02 17200 Park Forast Suite 100 Chicago IL | 66552 |
3L 321654987 Jones Bob example@sircon.com 03 2674 Lake Lansing Rd. East Lansing M| 43823
4
5
[
7
R = L m
Keady =IEI] C 7
When the Excel spreadshest is ready, export it as a CSV file. From the File menu,
choose Save As and specify C5V (Comma delimited) (*.csv) for the file format.
Sava As ZE
Sovepi (i oo ¥ - Xl
{2 MyRecent | |
'\ pocuments
(B pesiazp
LJ"’ -
My
g(rl"ﬂJl!f
My hetwork
Tz
| Flo game: 5 . -
| seveastt (oo commadenved) (os) |
[t [ e ]
+ Enter a name for this transaction (you can use this name to find your transaction later)
|Bu|l< Address Update Test
Choose a CSV Data File to Upload
[er\Pocuments and || Browee...
b
Frivacy Statemant | Legal Disclaimar Powerad by Sircon

1. Inthe Enter a name for this transaction field, enter a name for the Bulk
Address Updates request. The name you enter will become the searchable
value of the request file's Name field. Maximum 45 characters.

2. To the right of the Choose a CSV Data File to Upload field, click the
Browse button. The Choose File dialog box will open. Use the navigation
options on the Choose File dialog box to locate the course completions
record file (*.csv) on your system. When the correct file name appears in the
File Name field, click the Open button. The Choose File dialog box will
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close, and the system path to the file will appear in the Choose a CSV Data
File to Upload field.

3. Click the Continue button. The data file will be uploaded into the system,
and the system will validate the data file. While the system validates the
data file, the Bulk Address Updates request will have a Status of Pending.

Monitoring the Operation

Once the system has validated the data file for proper formatting and
completeness, the system will perform the following automated steps:

1. Create a separate business data update request record for each producer in
the Bulk Address Updates data file. The dependent or "child" request
record maintains a traceable relationship to the original Bulk Address
Updates request, but the system will apply all subsequent processing steps
to each new dependent request. You can view the relationship between the
original request record and any dependent request on the Related
Requests tab.

& |Sircon | Pt s

Current User: Licensing Specialist | Acting Role: Licensing Specialist

| 4@ Workspace | | Switch to PM‘ F Help | A et ‘
kd Agency: Bulk Address Update Test kkd Status : Processed
_ 4 ([ Related Requests | [ L b

Requests Requiring Bulk Address Update Test

Closed

n Reason

Status

Name |Relatiunshin Current Milestone Actions

Nothing found to display.

Requests Required By Bulk Address Update Test
4 requests found,displaying all requests.
Closed

(1] Name Relationship & Status Current Milestone Actions

- - - Reason -

117385 Corptest DPNDNT Frocessed Packet completed (BN
117336  PennCORP DPNDNT Processed Packet completed (=N
117337 testonecorp DPNDNT Processed Packet completed g K
117398 tast DPNDNT Error Assigred to specialist |5 F 4

Key: [(®EditRequest [ View Request ¥ Review Producer in M K Remove Dependency

4 requests found,displaying all requests.

Add Dependency

Close All Erred Reguests

Privacy Statement | Legal Disclaimer Powered by Sircon

2. Once all possible dependent requests records are created, change the
Status of the original Bulk Address Updates request record (containing the
data file) to Processed.

3. Check Producer Manager for the existence of a producer record related to
each dependent request.
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4. For each dependent Bulk Address Updates request, check if update is
allowable based on system and business rules and run-time option settings.

For each valid and allowable dependent request, update each related
producer record in Producer Manager with information entered in the data

file.

Processed.

Error and Exception Handling

Producer Express will route to the Error Queue any request that does not meet
functional or business rule validation or satisfy run-time option settings.

. Once the update is complete, change Status of dependent request record to

The table below lists some common error messages, the pages or functions in the
system upon which you may encounter them, a description of their meaning, and some
troubleshooting guidance.

Error

Affected Pages
or Functions

Error Condition

Resolution Options

Data file
validation

\When attempting
to upload Bulk
Address
Updates data file
and begin
processing of
original Bulk
Address
Updates request.

Missing required
values in data fields
of data file.

Invalid formatting of
data file.

To help diagnose
formatting errors, open
CSV data file in a text
editing application,
such as WordPad or
Notepad.

Fix error and resubmit
original Bulk Address
Updates request.

Contact your Vertafore
representative to check
Producer Express
configuration settings
and change settings, if
necessary.

Close Erred Requests

Stop request

the given
criteria

No producer
was found with |generated from

When processing
a dependent
request

the original Bulk
Address
Updates request.

When verifying

Record of producer
for which request
was made does not
exist in Producer
Manager.

Add producer record to
Producer Manager and
resubmit dependent
request to automated
processing.

Confirm intended
producer record by
entering producer's
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existence of a
producer record
in Producer
Manager.

Indv ID or Firm ID into
dependent request
record and resubmitting
request to automated
processing.

Stop request

Producer's
Resident State
Changed - The
producer record

When processing
a dependent
request
generated from
the original Bulk
Address
Updates request.

\When system

Requested address
update conflicts with
resident state and

license information

Open intended
producer record in
Producer Manager to
investigate potential
residency conflict.
Perform an automated
data reconciliation
(Quick Sync
Producer) to update
record with latest state

needs to be ifference in producer's record . . :
reviewed before gg:\?\g{:nda erence in Producer license information.
continuing. requested Manager. Bypass resident state
address state conflict check. For more
update and information, see
resident state Ch005|nq Run'Time
information Options.
Stop request
When processing Verify accuracy of
a dependent requested update in
request Bulk Address
generated from  [Address updates for Updates data file, and
For the the original Bulk [requested address correct, if necessary.
transaction on |aAddress types cannot be
line [x]: - The |Updates request.|Made, because the Contact your Vertafore
value entered - address type is not representative to check
for Address ~ [When verifying Iset up in Producer Producer Express
Type was not a [allowance of Manager or configuration settings
valid value requested update |configured for use in and change settings, if
of producer Producer Express. necessary.
record in Stop request
Producer
Manager.
Warnings

To avoid errors, the address type code specified in Column F of the data file must exist and be
active in your company's instance of Producer Manager and must be configured for use in
Producer Express. Review the list of valid address type codes and descriptions displaying on

the Upload Producer CSV File page to guide your data input. If the address type code that you

>4 Vertafore
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want to use is not displaying on the Upload Producer CSV page, any request to update
address information for that address type will be routed to the Error Queue. Contact your
Vertafore representative for assistance. For more information, see Maintain Codes and
Maintain Contact Information in the Producer Manager online help.

Notes

The Bulk Address Updates utility may be used either to add or update address information to
producer records in Producer Manager. Address information provided in a request will overwrite
any existing address information of the same address type in Producer Manager. For more
information, see Maintain Contact Information in the Producer Manager online help.

Email notifications of Bulk Address Updates based on email address data specified in Column
E of the data file currently is not functional. The system will ignore email address information
entered in the Bulk Address Updates data file.
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Bulk Background Investigation Requests

Using the Bulk Background Investigation Requests utility, in a single action you can request
background checks for a batch of individual producers.

File Layout Requirements

Use the information in the table below as quick reference for the layout requirements of
the Bulk Background Investigation Requests data file:

Spreadsheet Column
Reference (Field Data Field Required?
Position)
Taxpayer ldentification Number:
A (First) Social Security Number Yes
(Individual)
B (Second) Last Name (Individual) Yes
C (Third) First Name (Individual) Yes
D (Fourth) Email Address No
E (Fifth) Background Investigation Profile No
Code

Step-by-Step Instructions

The process begins with the creation and proper formatting of a data file that contains the
following key information for each request included the Bulk Background Investigation
Requests operation:

e An individual producer for whom you want to request a background check

e The type(s) of background check you want to request on a producer from a pre-
configured background investigation vendor

Use the following steps to perform a Bulk Background Investigation Requests
operation:

Preparing the Data File

For processing in the Bulk Background Investigation Requests utility, the data
file must be in a comma-separated value (*.csv) file format. To create the data file
and save it in the CSV file format, we recommend the use of a spreadsheet
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application, such as Microsoft® Excel®. However, if you are exporting data from
another system for processing in the Bulk Background Investigation Requests
utility, you may bypass the spreadsheet application and export the data directly in
the CSV file format, making sure to delineate each field in the CSV file with
commas.

Re-format cells with numeric strings to preserve leading zeroes.

El_] bu%l request test.csv \I/
E

& 8 £ D Delete header row

TIN MName First Name Email Address Bl Profile Code % before saving data

066555901 MacCloud  Conor file.
698501222 Frost Jack

066555915 MacDonald Old

929192910 Test Test oL

122212224 Jackety Jinx 02

@ s ke

For more information on data file requirements, see File Layout Requirements.

1. Launch a spreadsheet application. A new, blank spreadsheet file will open.

2. Infirst row of the spreadsheet file, create a header row to guide your data
entry and help format the data file to meet the CSV layout requirements.
(See the screen capture above.) In each cell beginning with Column A and
ending with Column E (the first cell through the fifth cell in row 1), enter the
following in sequence: TIN, Last Name, First Name, Email Address, Bl
Profile Code. You must delete the header row before uploading the data file
to the system. (See step 12.)

3. Required. In Column A, or the first column in the spreadsheet, enter an
individual producer's Social Security Number (SSN). Limit 9 characters;
remove hyphens.

4. Required. In Column B or the second column in the spreadsheet, enter an
individual producer's last name. Replace apostrophes, ampersands, or other
special characters with spaces. Maximum 75 characters.

5. Required. In Column C or the third column in the spreadsheet, enter an
individual producer's first name. Maximum 25 characters.

6. Optional. Column D or the fourth column in the spreadsheet specifies an
email address. Use the following guidelines:

o If email notifications are configured in your company's instance of
Bulk Background Investigation Requests, to generate an email
notification, enter a valid email address (e.g., a carrier-internal email
address, etc.)

o If email notifications are not configured in your company's instance of
Bulk Background Investigation Requests, or to bypass altogether
the generation of an email for a specific request, do not enter an email
address. No email will be generated.

7. Required. In Column E or the fifth column in the spreadsheet, enter a Bl
Profile code. Do not enter multiple Bl Profile codes; if you want to request
background checks for the same producer using multiple Bl Profiles, create
a separate row for each Bl Profile. If you do not enter a Bl Profile code, the
system is configured to use the code associated with your company's default
Bl Profile. If you are not sure of a code, ask your project lead or contact
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your Vertafore representative. For guidance, review the list of active Bl
Profile codes and descriptions displaying on the Upload Producer CSV
File page.

8. Repeat steps 3 through 7 for each record row in the spreadsheet file.

9. Many spreadsheet applications by default will strip leading zeroes from
numeric strings in data cells with "general” formatting applied. You will need
to preserve the leading zeroes in all numeric strings in the data file. Change
the cell formatting to protect leading zeroes. Select to highlight the column
with numeric strings, and then right-click and select Format Cells to open
the Format Cells dialog box. In the Category box, select Text. Click the OK
button.

10. If the tax ID values in Column B include hyphens, you must remove the
hyphens. Click to select Column B. Press Ctrl + H to open the Find and
Replace dialog box. In the Find What field, enter a hyphen (-). In the
Replace With field, do not enter anything (leave null). Click the Replace All
button. The operation will remove all hyphens from all values in the column.

11. To save the file in the CSV format, from the Office button or File menu of
the spreadsheet application, select Save As. The Save As dialog box will
open. Choose a system location to which to save the data file. In the File
Name field, enter a name for Bulk Background Investigation Requests
data file. From the Save As Type dropdown menu, select CSV (Comma
delimited) (*csv). Then, click the Save button. Click Yes on any message
box asking to confirm your choice of CSV file format.

12. Delete the header row you created in step 2. Select the row, right-click, and
then select Delete.

13. Re-save the data file. Click Yes on any message box asking to re-confirm
your choice of CSV file format.

14. Close the data file.

The data file is ready for uploading to the Bulk Background Investigation
Requests utility for processing.

Launching the Application

1. Launch or open Producer Express. The Workspace page will open.

2. From the Available Tasks menu, select Start a New Packet or Generic
Packet. The Packet Type page will open.
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DEMO E
/’ S - {3 Producer Express
(/ I rc 0 n Current User: Licensing Specialist | Acting Role: Licensing Specialist
| 4@ workspace | | Switch to PM| T Help | (2 Exit |
Start New Request
Transaction Type
Packet Type

@ Packet Type

Bulk Request - Background Investigations
\ %-Background Investigations - Sircon Use Only

Erivacy Statement | Legal Disclaimer Powered by Sircan

3. From the Packet Type dropdown menu, select Bulk Request -
Background Investigations.

4. Click the Continue button. The Upload Producer CSV File page will open,
allowing you to upload the Bulk Background Investigations Requests
data file and submit the file for processing.

Choosing Run-Time Options

Use the Bulk Background Investigations Options page to set one or more run-
time options to apply to each Background Investigation Requests operation. The
options you select will apply globally to the operation.

Note that you may use the Load Preset button at the top right of the page to apply
preset run-time options to the bulk operation, which could save data entry. For more
information about the Load Preset and Save Preset buttons, please consult the
Producer Express online help.

1 © , fore, Inc.
M Ver-tafore Page 46 2016, Vertafore, Inc



Producer Express Bulk Processing Module User Guide

| 3 Producer Express

DEMO
J) I rcon Current User: Valued User | Acting Role: Licensing Specialist
| B workspace [ [E9 switch topm| F Help | G Exit |
[ start New

Transaction Type Bulk Options Upload Producer CSV File

Bulk Background Investigation Options

i Select BI type(s) to include in your request:

Privacy Statement Powered by Sircon

1. From the Select Bl type(s) to include in your request dropdown menu,
select a Bl Profile (e.g., Criminal Federal, Criminal County, Credit Check,
etc.) to apply to all background investigation requests included in the Bulk
Background Investigations operation. Applicable only if your deployment
of the Bulk Business Investigation Requests utility includes multiple Bl
Profiles.

2. Click the Continue button. The Upload Producer CSV File page will open,
allowing you to upload the Bulk Background Investigation Requests data
file and submit the file for processing.

Uploading the Data File

Use the Upload Producer CSV File page to upload the Bulk Background
Investigation Requests data file and submit the file for processing.
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DEMO
/’ S . {% Producer Express
!/ l rc O n Current User: Licensing Specialist | Acting Role: Licensing Specialist
| 4@ workspace | | Switch to PM| F Help | A Exit |

Start New Request

Transaction Type  Bulk Options  Upload Producer CSV File

|*

Instructions

To process bulk background investigation requests, you will need an Excel spreadshest
listing the producers to be updated. The columns should be as follows (values in bold
indicate required fields):

SSN (with or without dashes)
Individual Last Name

Individual First Name

Email Address

BI Profile (if empty your default profile will be used)

mPomy

See below for an example:

() W9 & -
- Home | Insert | Page L | Farmu | Data | Review | View | Develo | Add-In | Acrobe |l — =
a1 * S | 123456789

A B C [+] E F G
1 | 123456789 Smith lohn example@sircon.com 1
2 | 321654987 Jones Bob example@sircon.com 2

When the Excel spreadsheet is ready, export it as a C5V file., From the File menu,
choose Save As and specify CSV (Comma delimited) (*.csv) for the file format.

Svepi  [@0em 0 0 0 W @-@ XA

{7 My Resent
D pocumants
(& Deskzp
My
S pocuaments
My
3 Careuter
g My Metverk
e
e [lockatproducson.cav v
| Seves= b ooy (Comma deimited) (7.5} v

[ res: [ane ] [cond ]

+* Enter a name for this transaction (you can use this name to find your transaction later)

[Elull-c Federal Criminal BI Request

Choose a C5V Data File to Upload
|C:\D0cuments and ” Browse...

=

Privacy Statement | Legal Disclaimer Poweraed by Sircon

1. Inthe Enter a name for this transaction field, enter a name for the Bulk
Background Investigation Requests request. The name you enter will
become the searchable value of the request file's Name field. Maximum 45

characters.

2. To the right of the Choose a CSV Data File to Upload field, click the
Browse button. The Choose File dialog box will open. Use the navigation
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options on the Choose File dialog box to locate the course completions
record file (*.csv) on your system. When the correct file name appears in the
File Name field, click the Open button. The Choose File dialog box will
close, and the system path to the file will appear in the Choose a CSV Data
File to Upload field.

Click the Continue button. The data file will be uploaded into the system,
and the system will validate the data file. While the system validates the
data file, the Bulk Background Investigation Requests request will have a
Status of Pending.

Monitoring the Operation

Once the system has validated the data file for proper formatting and
completeness, the system will perform the following automated steps:

1.

Create a separate business data update request record for each producer in
the Bulk Background Investigation Requests data file. The dependent or
"child" request record maintains a traceable relationship to the original Bulk
Background Investigation Requests request, but the system will apply all
subsequent processing steps to each new dependent request. You can view
the relationship between the original request record and any dependent
request on the Related Requests tab.

Once all possible dependent requests records are created, change the
Status of the original Bulk Background Investigation Requests request
record (containing the data file) to Processed.

Check Producer Manager for the existence of a producer record related to
each dependent request.

For each dependent Bulk Background Investigation Requests request,
check if update is allowable based on Producer Manager system and
business rules.

For each valid and allowable dependent request, submit a background
and/or credit check request to your company's chosen background check
vendor, based on the applicable Bl Profile.

The background check vendor processes the request and returns a result to
the system. The system responds in one of the following ways:

o If the result is "Pass," the Status of the dependent request changes to
Processed, and the related producer record in Producer Manager is
updated with background investigation information.

o If the result is "Falil" or "Needs Review," the request is routed to the
Error Queue for manual follow-up by an authorized user. Once
manual follow-up is completed, the user manually stops the
dependent request to change its Status to Closed.

The system applies the fee for the background check to the cost center
selected in the Choose a cost center to associate with background
investigations dropdown menu.
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Error and Exception Handling

Producer Express will route to the Error Queue any request that does not meet
functional or business rule validation or satisfy run-time option settings.

The table below lists some common error messages, the pages or functions in the
system upon which you may encounter them, a description of their meaning, and some
troubleshooting guidance.

Error Affected Pages or e o condition |Resolution Options
Functions
e To help diagnose
formatting errors,
open CSV data file
in a text editing
application, such as
WordPad or
Notepad.
\When attempting to °© Fix erro! an_d_
resubmit original
upload Bulk
Background o _ Bulk Background
Fout Missing required Investigation
Investigation values in data
Data file Requests data file and| i Requests request
tafil a ; fields of data file.
validation begin processing of _ _ e Contact your
original Bulk Invalid fc_)rmattlng Vertafore
Background of data file. representative to
Investigation check Producer
Requests request. Express
configuration
settings and change
settings, if
necessary.
o Close Erred
Requests
e Stop request
\When processing a e Add producer record
dependent request to Producer
generated from the Manager and
original Bulk Record of . resubmit dependent
No producer Background producer for which request to
was found with Investigation request was made 9 d
the given does not exist in automat_e
< gl Requests request. processing.
criteria o Producer
When verifying Manager. e Confirm intended
existence ofa producer record by
producer record in entering producer's
Producer Manager. Indv ID or Firm ID
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into dependent
request record and
resubmitting request
to automated
processing.

Stop request

Request does
not conform
with
background
investigation
business rules

When processing a
dependent request
generated from the
original Bulk
Background
Investigation
Requests request.

When verifying
allowance of requested
update of producer
record based on
system or business
rules.

Not enough time
has lapsed since
the last prior
background
investigation for
the same
producer was
processed.

Review request and
decide whether to
override business
rule and resubmit to
automated
processing.

Hold request until
sufficient time has
elapsed, after which
resubmit to
automated
processing.

Stop request

Background
investigation
processing
resulted in a
non-pass result.

After processing a
dependent request
generated from the
original Bulk
Background
Investigation
Requests request.

After system submits
an background
investigation request to
background check
vendor.

Background check
vendor responded
to background
investigation
request with a
"Fail" or "Needs
Review" result.

Review request and
make business
determination.

Stop request

Notes

Prior to configuration of the Bulk Background Investigation Requests utility, your company
must establish an account directly with one of the following background investigation vendors:
Business Information Group (BIG), First Advantage, General Information Services (GIS),
Interstate Background Research (IBR), or Applicant Insight. Vertafore can configure integration
with only one vendor per client instance of PLM. Note that not all vendors offer the same
background investigation types. For more information, see Submit Background Investigation
in the Producer Manager online help or contact your Vertafore representative.
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The Bulk Background Investigation Requests utility may be used only to request background
checks for producers and update producer records in Producer Manager with information
related to the requests. You cannot use the Bulk Background Investigation Requests utility
to add information from already-processed background investigations to producer records.
However, you may engage Vertafore Managed Services to perform a custom data load of pre-
existing background investigation information to producer records. For more information, contact
your Vertafore representative.

Vertafore will configure in the system a set of pre-defined, client-specific rules, called a “Bl
Profile." The BI Profile consists of one or multiple types of background checks that will be
submitted to your company's chosen Bl vendor with each background investigation request to
which the Bl Profile is applied. By allowing the background check process to be driven by a
template of pre-configured rules instead of by manual selection, the BI Profile can make Bulk
Background Investigation Requests processing more automated. One Vertafore-configured
or "default" Bl Profile is included as core functionality. However, if you require more control
over background check types (e.g., a credit check only for producers requesting advanced
commissions, etc.), as an additional option, Vertafore can configure multiple Bl Profiles. Then
you could input the code for one, another, or all Bl Profiles in the Bulk Background
Investigation Requests data file. For more information, contact your Vertafore representative.

Email notifications of Bulk Background Investigation Requests based on email address data
specified in Column D of the data file currently is not functional. The system will ignore email
address information entered in the Bulk Background Investigation Requests data file.

Tips

Vertafore can configure a global business rule to allow a background investigation request to go
through only if the last prior Bl request for a producer was a specified number of months or
longer ago. The system will route to the Error Queue a request that does not satisfy the rule.
For more information, contact your Vertafore representative.
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Bulk Business Unit Updates

Using the Bulk Business Unit Updates utility, in a single action you can add new business unit
information to a batch of producer records in Producer Manager.

File Layout Requirements

Use the information in the table below as quick reference for the layout requirements of
the Bulk Business Unit Updates data file:

Spreadsheet Column
Reference (Field Data Field Required?
Position)
A (First) Entlty Type: IL (Individual) OR AGY Yes
(Firm)
Taxpayer Identification Number:
Social Security Number (Individual)
B (Second) OR Federal Employer Identification Yes
Number (Firm)
C (Third) La_st Name (Individual) OR Firm Name Yes
(Firm)
D (Fourth) First Name (Individual ONLY) No
E (Fifth) Email Address No
F (Sixth) Business Unit Short Name Yes

Step-by-Step Instructions

The process begins with the creation and proper formatting of a data file that contains the
following key information for each request included the Bulk Business Unit Updates
operation:

e A producer whose business unit information you want to update
e The business unit information you want to add to a producer's record
Use the following steps to perform a Bulk Business Unit Updates operation:
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Preparing

the Data File

For processing in the Bulk Business Unit Updates utility, the data file must be in a
comma-separated value (*.csv) file format. To create the data file and save it in the
CSV file format, we recommend the use of a spreadsheet application, such as
Microsoft® Excel®. However, if you are exporting data from another system for
processing in the Bulk Business Unit Updates utility, you may bypass the
spreadsheet application and export the data directly in the CSV file format, making

sure to delineate each field in the CSV file with commas.
Re-format cells with numeric strings to preserve leading zeroes.
f"6£\I'I H ﬂ)v
— Home Insgrt Page Layout Formulas Data Review View Developer Add-Ins Acobat @ - 70X
#  Calibri 11 - ||= = =|5¢ | Genernal Al Femset - X - A? &a
Zy B Z]U -||A a7 (8%~ % o 3% Delete - | [8]~
Paste Styles | .. Sort & Find &
- |- A- = ||| %8 5% ~ || fdFormat ~ | C2~ Filter~ Select~
Clipboard ™ ont I Alignment [ Mumber & Cells Editing
| Al - S | Entity Type E
A c D E F G H =z Delete header row
1 hEntithvpe TIN Name First Name Email Address Business Unit Short Name e before saving data

2 AGY
3 AGY
4 AGY
5 1L

EAAC file.
ESIC
AIEC

EAAC

000007654 Corptest
089854615 PennCORP
033159915 testonecorp
929192910 test

For more information on data file requirements, see File Layout Requirements.

Launch a spreadsheet application. A new, blank spreadsheet file will open.

In first row of the spreadsheet file, create a header row to guide your data
entry and help format the data file to meet the CSV layout requirements.
(See the screen capture above.) In each cell beginning with Column A and
ending with Column G (the first cell through the seventh cell in row 1), enter
the following in sequence: Entity Type, TIN, Last Name, First Name,
Email Address, Business Unit Short Name. You must delete the header
row before uploading the data file to the system. (See step 13.)

Required. In Column A, or the first column in the spreadsheet, enter an
entity type of the producer. For individual licensees, enter "IL" (ignore the
guotes); for agencies or other firm producers, enter "AGY" (ignore the
guotes).

Required. In Column B, or the second column in the spreadsheet, enter a
producer's tax ID. For individual licensees, enter a Social Security Number
(SSN); for agencies or other firm producers, enter a Federal Employer
Identification Number (FEIN). Limit 9 characters; remove hyphens.

Required. In Column C or the third column in the spreadsheet, enter a
producer's name. For individual licensees, enter a producer's last name; for
agencies or other firm producers, enter a firm's legal name. Replace
apostrophes, ampersands, or other special characters with spaces.
Maximum 75 characters.

Optional; individual producers only. In Column D or the fourth column in the
spreadsheet, enter a producer's first name. Maximum 25 characters.

Optional. Column E or the fifth column in the spreadsheet specifies an
email address. Use the following guidelines:
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10.

11.

12.

13.

14.

15.

o If email notifications are configured in your company's instance of
Bulk Business Unit Updates, to generate an email notification, enter
a valid email address. In most cases the email address you enter will
be a producer's email address; however, instead it may be an
affiliated agency's email address, a carrier-internal email address, etc.

e If email notifications are not configured in your company's instance of
Bulk Business Unit Updates, or to bypass altogether the generation
of an email for a specific request, do not enter an email address. No
email will be generated.

Required. In Column F or the sixth column in the spreadsheet, enter the
short name of a business unit that is active in your company's instance of
Producer Manager and configured for use in Producer Express. Be sure to
enter the short name; do not enter a BU Name, long name, or description.
For guidance, review the list of active business unit short names (called
"short codes") and descriptions displaying on the Upload Producer CSV
File page.

Repeat steps 3 through 8 for each record row in the spreadsheet file.

Many spreadsheet applications by default will strip leading zeroes from
numeric strings in data cells with "general” formatting applied. You will need
to preserve the leading zeroes in all numeric strings in the data file. Change
the cell formatting to protect leading zeroes. Select to highlight the column
with numeric strings, and then right-click and select Format Cells to open
the Format Cells dialog box. In the Category box, select Text. Click the OK
button.

If the tax ID values in Column B include hyphens, you must remove the
hyphens. Click to select Column B. Press Ctrl + H to open the Find and
Replace dialog box. In the Find What field, enter a hyphen (-). In the
Replace With field, do not enter anything (leave null). Click the Replace All
button. The operation will remove all hyphens from all values in the column.

To save the file in the CSV format, from the Office button or File menu of
the spreadsheet application, select Save As. The Save As dialog box will
open. Choose a system location to which to save the data file. In the File
Name field, enter a name for Bulk Business Unit Updates data file. From
the Save As Type dropdown menu, select CSV (Comma delimited) (*csv).
Then, click the Save button. Click Yes on any message box asking to
confirm your choice of CSV file format.

Delete the header row you created in step 2. Select the row, right-click, and
then select Delete.

Re-save the data file. Click Yes on any message box asking to re-confirm
your choice of CSV file format.

Close the data file.

The data file is ready for uploading to the Bulk Business Unit Updates ultility for
processing.
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Launching the Application
1. Launch or open Producer Express. The Workspace page will open.
2. From the Available Tasks menu, select Start a New Packet or Generic

Packet. The Packet Type page will open.
% Producer Express

DEMO
- S .
J/ [ rc O n Current User: Licensing Specialist | Acting Role: Licensing Specialist
‘ 4@ Workspace | | Switch to PMl F Help | g et |

Start New Request

Transaction Type

Packet Type

X Packet Type

Bulk Reguest - Business Unit
»*-Business Unit - Sircon Use Only

Privacy Statement | Legal Disclaimer Powered by Sircon

3. From the Packet Type dropdown menu, select Bulk Request - Business
Unit.

4. Click the Continue button. The Bulk Business Unit Options page will
open, allowing you to set one or more run-time options to apply to the Bulk
Business Unit Updates operation.

Choosing Run-Time Options

Use the Bulk Business Unit Options page to set one or more run-time options to
apply to each Bulk Business Unit Updates operation. The options you select will
apply globally to the operation.

Note that you may use the Load Preset button at the top right of the page to apply
preset run-time options to the bulk operation, which could save data entry. For more
information about the Load Preset and Save Preset buttons, please consult the
Producer Express online help.
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. pEMD : Producer Express

2 S {3 “ z
{/ [ rc O n Current User: Licensing Specialist | Acting Role: Licensing Specialist

| 4@ workspace | | Switch to PM| T Help | 1 Exic |

Start New Request

Transaction Type Bulk Options Upload Producer CSV File

¥ Load Preset Q Save Preset

Bulk Business Unit Options

Enter the Business Unit Begin Date that will apply to all records in the uploaded file. If you leave the field blank, the
begin date will be default to today.

Begin Date

| =
O [Mar w2011 v D

[SU Mo Tu We Th Fr Sa

1 2 3 4 5

& 7 aff 10/ 11| 12

13(| A4 15[ 1&|[ 1Z( 1&( 19

20| 21| 22|| 23| 24|| 25| 26

27|| 28| 29|| 20| 21

Privacy Statement | Legal Disclaimer Powerad by Sircon

1. The Begin Date field specifies the date on which new business unit
information will be recorded as becoming active in the records of all
producers included in the Bulk Business Unit Updates data file. Use the
following guidelines:

e Enter a value in the date field prior to today's date. Use the mmddyyyy

date format, or click the Calendar button (I_—l) to open a popup
calendar from which you can click to select a date.

e Leave the Begin Date field blank (null) to record the processing date
of the Bulk Business Unit Updates operation as the Begin Date.

2. Click the Continue button. The Upload Producer CSV File page will open,
allowing you to upload the Bulk Business Unit Updates data file and
submit the file for processing.
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Uploading the Data File

Use the Upload Producer CSV File page to upload the Bulk Business Unit
Updates data file and submit the file for processing.
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- S . PEMD {% Producer Express
J I r CO n Current User: Licensing Specialist | Acting Role: Licensing Specialist

| 4@ Workspace | | Switch to PM| @ Help | 1 Exit |

Start New Request

Bulk Options Upload Producer CSY File
-
Instructions
To process bulk business unit updates, you will need an Excel spreadsheet listing the
producers to be updated. The columns should be as follows (values in bold indicate
required fields):
A.  Entity Type (IL or AGY) =
E. TIN - S5SN or EIN (with or without dashes)
C. Name (Individual Last Name or Agency Name)
D. FirstName (Individual First Name)
E. Email Address
F. Business Unit Short Code
Walid Business Unit Code List - Description =
FMO - FMO
ICA - ICA
See below for an example:
(@ d9-0¢- 5 bulkbu.csv - Microsoft Excel - o X r
- Home Insert  Pagelayout Formulas  Data  Review View Adddns &) - 7 X
K12 -l E| ¥
A B c D E F [ 'E
1L 133456789 Smith John example@sircon.com MIDWEST
2 |AGY 937654321 DIG Agency example@sircon.com SOUTH
3L 321654987 Jones Bob example@sircon.com NORTH
When the Excel spreadsheet is ready, export it as a CSV file. From the File menu,
choose Sawve As and specify CSV (Cemma dalimited) (*.csv) for the file format.
Swept |12 Deme = @-|X -
{7 My et
(B Docments
(3 Deskizp
QM)‘
Documents
g My
3 Corpure
My Matwork
‘!st
Fig name: V]
B il (e i 3
T Lo
" Enter a name for this transaction (you can use this name to find your transaction later)
[Elull-c Business Unit Update =
Choose a C5V Data File to Upload
|C:\DcH:umer|t3 and || Browse. .
v
< I | 3|
Privacy Statement | Legal Disclaimer Powered by Sircon
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1. Inthe Enter a name for this transaction field, enter a name for the Bulk
Business Unit Updates request. The name you enter will become the
searchable value of the request file's Name field. Maximum 45 characters.

2. To the right of the Choose a CSV Data File to Upload field, click the
Browse button. The Choose File dialog box will open. Use the navigation
options on the Choose File dialog box to locate the course completions
record file (*.csv) on your system. When the correct file name appears in the
File Name field, click the Open button. The Choose File dialog box will
close, and the system path to the file will appear in the Choose a CSV Data
File to Upload field.

3. Click the Continue button. The data file will be uploaded into the system,
and the system will validate the data file. While the system validates the
data file, the Bulk Business Unit Updates request will have a Status of
Pending.

Monitoring the Operation

Once the system has validated the data file for proper formatting and
completeness, the system will perform the following automated steps:

1. Create a separate business data update request record for each producer in
the Bulk Business Unit Updates data file. The dependent or "child"
request record maintains a traceable relationship to the original Bulk
Business Unit Updates request, but the system will apply all subsequent
processing steps to each new dependent request. You can view the
relationship between the original request record and any dependent request
on the Related Requests tab.
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) S H r c Ehﬁ {3 Producer Express
-’ [ Current User: Licensing Specialist | Acting Role: Licensing Specialist
| 4@ Workspace | | Switch to PM| T Help ‘ 19 Exit |
@ Agency: BU Bulk Upload Test k@ Status: Processed
4 Related Requests i | P
Requests Requiring BU Bulk Upload Test
1D Name ‘Relationshig Status Clased Current Milestone Actions
Reason

Nothing found to display.

Requests Required By BU Bulk Upload Test

4 requests found,displaying all requests.

1D Name Relationship ¥ Status Closed Current Milestone |Actions
Reason

117350 Corptest DPNONT Processad Packet completed o, G K

117351 PennCORP DPNDNT Processad Packet completed o, G K

1173%2 testonecorp DFNDNT Closed The following requested b... Packet rejected o, G K

117393 test test DPNDNT Processed Packet completed Q& X

Key: [(3View Request ¥ Review Producer in PM K Remove Dependency

4 requests found,displaying all requests.

Add Dependency

Privacy Statement | Legal Disclaimer Powered by Sircon

2. Once all possible dependent requests records are created, change the
Status of the original Bulk Business Unit Updates request record
(containing the data file) to Processed.

3. Check Producer Manager for the existence of a producer record related to
each dependent request.

4. For each dependent Bulk Business Unit Updates request, check if update
is allowable based on Producer Manager system and business rules.

5. For each valid and allowable dependent request, update each related

producer record in Producer Manager with information entered in the data
file.

6. Once the update is complete, change Status of dependent request record to
Processed.

Error and Exception Handling

Producer Express will route to the Error Queue any request that does not meet
functional or business rule validation or satisfy run-time option settings.
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The table below lists some common error messages, the pages or functions in the
system upon which you may encounter them, a description of their meaning, and some
troubleshooting guidance.

Error

Affected Pages or
Functions

Error Condition

Resolution Options

Data file
validation

upload Bulk
Business Unit

When attempting to

Updates data file and
begin processing of

Missing required
values in data
fields of data file.

To help diagnose
formatting errors, open
CSV data file in a text
editing application, such
as WordPad or
Notepad.

Fix error and resubmit
original Bulk Business
Unit Updates request.

Contact your Vertafore

No producer

which request

original Bulk Invalid formatting :
Business Unit of data file. representative to check
Updates request. Proo!ucer I_Express_
configuration settings
and change settings, if
necessary.
Close Erred Requests
Stop request
Add producer record to
Producer Manager and
When processing a resubmit dependent
dependent request request to automated
generated from the Record of processing.
original Bulk producer for

Confirm intended

A Vertafore

was found ~ [Business Unit was made does producer record by
with the Updates request. o entering producer's
: o not exist in . :
given criteria \Wwhen verifying Producer Indv ID or Firm ID into
existence of a Manager dependent request
producer record in ) record and I’eSmeIttlng
Producer Manager. request to automated
processing.
Stop request
When processing a  [Requested Verify accuracy of
The following | dependent request  |business unit requested update in
requested |generated from the  (information Bulk Business Unit
business original Bulk already exists on Updates data file, and
units are Business Unit producer record correct, if necessary.
invalid: [x] Updates request. in Producer st )
op reques
When verifying Manager. pTed
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allowance of
requested update of
producer record in
Producer Manager.

Warnings

To avoid errors, the business unit Short Name specified in Column F of the data file must exist
and be active in your company's instance of Producer Manager and must be configured for use
in Producer Express. Review the list of valid business unit short names (short codes) and
descriptions displaying on the Upload Producer CSV File page to guide your data input. If the
business unit short name that you want to use is not displaying on the Upload Producer CSV
page, any request to add business unit information using that business unit short name will be
routed to the Error Queue. Contact your Vertafore representative for assistance. For more
information, see Maintain Business Unit in the Producer Manager online help.

Notes

The Bulk Business Unit Updates utility may be used only to add business unit information to
producer records. You cannot use the Bulk Business Unit Updates utility to modify existing
business unit information. For more information, see Maintain Producer Business Unit in the
Producer Manager online help.

Unless you override the default by entering a different date on the Bulk Options page, the
Begin Date of any new business unit added to a producer record using the Bulk Business Unit
Updates utility will be the date of processing. For more information, see Maintain Producer
Business Unit in the Producer Manager online help.

Email notifications of Bulk Business Unit Updates based on email address data specified in
Column E of the data file currently is not functional. The system will ignore email address
information entered in the Bulk Business Unit Updates data file.

Tips

Even if a business unit is not active in or assigned to your user account in Producer Manager,
you may use the Bulk Business Unit Updates utility to add a batch of producers to any
business unit that is configured and active in your company's instance of Producer Manager.
(For more information, see Maintain Staff Member Business Unit in Producer Manager online
help.)
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Bulk Email Address Updates

Using the Bulk Email Address Updates utility, in a single action you can add new or update
existing email addresses to a batch of individual or firm producer records in Producer Manager.

File Layout Requirements

Use the information in the table below as quick reference for the layout requirements of
the Bulk Email Address Updates data file:

Spreadsheet Column
Reference (Field Data Field Required?
Position)
A (First) Entlty Type: IL (Individual) OR AGY Yes
(Firm)
Taxpayer Identification Number:
Social Security Number (Individual)
B (Second) OR Federal Employer Identification Yes
Number (Firm)
C (Third) La_st Name (Individual) OR Firm Name Yes
(Firm)
D (Fourth) First Name (Individual ONLY) No
E (Fifth) Email Address Yes
F (Sixth) Email Address Type Code Yes

Step-by-Step Instructions

The process begins with the creation and proper formatting of a data file that contains the
following key information for each request included the Bulk Email Address Updates

operation:

e A producer whose email address information you want to update

e The email address type you want to add or update in a producer's record

e The specific email address information you want to add or update in a producer's

record

Use the following steps to perform a Bulk Email Address Updates operation:
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Preparing the Data File

For processing in the Bulk Email Address Updates utility, the data file must be in
a comma-separated value (*.csv) file format. To create the data file and save it in
the CSV file format, we recommend the use of a spreadsheet application, such as
Microsoft® Excel®. However, if you are exporting data from another system for
processing in the Bulk Email Address Updates utility, you may bypass the
spreadsheet application and export the data directly in the CSV file format, making
sure to delineate each field in the CSV file with commas.

Re-format cells with numeric strings to preserve leading zeroes.

E;ﬂ\ = 9- = bulk email address upddte test.csv - Microsol
o
/ Hame Insqrt Page Layout Formulas Data Review View Developer Add-Ing Acrobat
J ‘ﬁ Cut. Calibri ?Wrap Text Geheral
o 53 Copy — —
aste | M= = | E ERIE | B || =8 %8|
S Format Paintpr B I U-||i =| | = Merge & Center $- % 0% 50|,
Clipboard Pl Font (F] Alignment Pl Mumber F]
Ell M A ,
A B c D c s c Delete header row
1 Entity Type TIN MName First Name Email Address Email Address Type Code % ?Iefore saving data
2 AGY 000007654 Corptest innybuddy@binggingy.com 01 fie.
3 AGY 089854615 PennCORP caligua@test.com 02
4 AGY 033199915 testonecorp rookie@test.com 03
5 IL 929192910 test test@test.com 01
6 |IL 122212224 Jackety Jinx Jjjackety@big.com 01

For more information on data file requirements, see File Layout Requirements.

1. Launch a spreadsheet application. A new, blank spreadsheet file will open.

2. Infirst row of the spreadsheet file, create a header row to guide your data
entry and help format the data file to meet the CSV layout requirements.
(See the screen capture above.) In each cell beginning with Column A and
ending with Column F (the first cell through the sixth cell in row 1), enter the
following in sequence: Entity Type, TIN, Last Name, First Name, Email
Address, Email Address Type Code. You must delete the header row
before uploading the data file to the system. (See step 18.)

3. Required. In Column A, or the first column in the spreadsheet, enter an
entity type of the producer. For individual licensees, enter "IL" (ignore the
guotes); for agencies or other firm producers, enter "AGY" (ignore the
guotes).

4. Required. In Column B, or the second column in the spreadsheet, enter a
producer's tax ID. For individual licensees, enter a Social Security Number
(SSN); for agencies or other firm producers, enter a Federal Employer
Identification Number (FEIN). Limit 9 characters; remove hyphens.

5. Required. In Column C or the third column in the spreadsheet, enter a
producer's name. For individual licensees, enter a producer's last name; for
agencies or other firm producers, enter a firm's legal name. Replace
apostrophes, ampersands, or other special characters with spaces.
Maximum 75 characters.

6. Optional; individual producers only. In Column D or the fourth column in the
spreadsheet, enter a producer's first name. Maximum 25 characters.

7. Required. In Column E or the fifth column in the spreadsheet, enter a valid
email address to add to or update in a producer's record.
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8. Required. An individual producer record in Producer Manager contains only
one email address field. However, in a firm producer record, you may
associate a distinctive email address with each address type on the record
(e.g., business location, mailing, billing, etc.). In Column F or the sixth
column in the spreadsheet, use the following guidelines:

e For an individual producer, enter "01" (ignore the quotes).

e For a firm producer, enter the code of an address type that is active in
your company's instance of Producer Manager and configured for use
in Producer Express. Be sure to enter the address type code; do not
enter a long name, description, or actual address information. For
guidance, review the list of valid address type codes and descriptions
displaying on the Upload Producer CSV File page.

9. Repeat steps 3 through 8 for each record row in the spreadsheet file.

10. Many spreadsheet applications by default will strip leading zeroes from
numeric strings in data cells with "general" formatting applied. You will need
to preserve the leading zeroes in all numeric strings in the data file. Change
the cell formatting to protect leading zeroes. Select to highlight the column
with numeric strings, and then right-click and select Format Cells to open
the Format Cells dialog box. In the Category box, select Text. Click the OK
button.

11. If the tax ID values in Column B include hyphens, you must remove the
hyphens. Click to select Column B. Press Ctrl + H to open the Find and
Replace dialog box. In the Find What field, enter a hyphen (-). In the
Replace With field, do not enter anything (leave null). Click the Replace All
button. The operation will remove all hyphens from all values in the column.

12. To save the file in the CSV format, from the Office button or File menu of
the spreadsheet application, select Save As. The Save As dialog box will
open. Choose a system location to which to save the data file. In the File
Name field, enter a name for Bulk Email Address Updates data file. From
the Save As Type dropdown menu, select CSV (Comma delimited) (*csv).
Then, click the Save button. Click Yes on any message box asking to
confirm your choice of CSV file format.

13. Delete the header row you created in step 2. Select the row, right-click, and
then select Delete.

14. Re-save the data file. Click Yes on any message box asking to re-confirm
your choice of CSV file format.

15. Close the data file.

The data file is ready for uploading to the Bulk Email Address Updates utility for
processing.

Launching the Application

1. Launch or open Producer Express. The Workspace page will open.

2. From the Available Tasks menu, select Start a New Packet or Generic
Packet. The Packet Type page will open.
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. DEMO Producer Express
& S Y rotucer £
{/ l rc On Current User: Licensing Specialist | Acting Role: Licensing Specialist
| 4@ workspace | | Switch ko PM| G Help | .@’ Exit |
Start New Request
Transaction Type
Packet Type

@ Packet Type

{#-Ernail Update - Sircon Use Only )

Privacy Statement | Legal Disclaimer Powered by Sircon

3. From the Packet Type dropdown menu, select Bulk Request - Email.

4. Click the Continue button. The Upload Producer CSV File page will open,
allowing you to upload the Bulk Email Address Updates data file and

submit the file for processing.

Uploading the Data File

Use the Upload Producer CSV File page to upload the Bulk Email Address
Updates data file and submit the file for processing.
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DEMO

Producer Expres

| Si
I rco n Current User: Licensing Specialist | Acting Role: Licensing Speciali

| 4@ Wworkspace | | Switch to PM| F Help | [ Exit

Start New Request

Upload Producer CSV File

Instructions

To process bulk email changes, you will need an Excel spreadsheet listing the producers
to be updated. The columns should be as follows (values in bold indicate required
fields):

Entity Type (IL or AGY)

TIN - SSN or EIN (with or without dashes)
Name (Individual Last Name or Agency Name)
FirstMame (Individual First Name)

New Email Address

New Email Address Type Code

mmbome

valid Address Type Code List - Description
01 - Business Address

0Z - Residential Address

03 - Mailing Address

See below for an example:

- Sl = bulkemail.csv - Microsoft Excel - B X
Home | Insert | Page Layout | Formulas | Data | Review | View | Adddns | @& - & X
| n -G A =]
| A B c D E F T
IL 123456789 Smith John example@sircon.com 01
AGY 987654321 DIG Agency example@sircon.com 02
IL 321654987 Jones Bob example@sircon.com 01

When the Excel spreadsheet is ready, export it as a C5V file. From the File menu,
choose Save As and specify CSV (Comma delimited) (*.csv) for the file format.

¥ @-3 X LB

— C= =]

' Enter a name for this transaction (you can use this name to find your transaction later)

[Elull-c Email Update

Choose a C5V Data File to Upload
|C:\Dcn:umer|t5 and ” Erowse...

|

24 ]

v

| >

Privacy Statement | Legal Disclaimer

Powered by Sircon
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1. Inthe Enter a name for this transaction field, enter a name for the Bulk
Email Address Updates request. The name you enter will become the
searchable value of the request file's Name field. Maximum 45 characters.

2. To the right of the Choose a CSV Data File to Upload field, click the
Browse button. The Choose File dialog box will open. Use the navigation
options on the Choose File dialog box to locate the course completions
record file (*.csv) on your system. When the correct file name appears in the
File Name field, click the Open button. The Choose File dialog box will
close, and the system path to the file will appear in the Choose a CSV Data
File to Upload field.

3. Click the Continue button. The data file will be uploaded into the system,
and the system will validate the data file. While the system validates the
data file, the Bulk Email Address Updates request will have a Status of
Pending.

Monitoring the Operation

Once the system has validated the data file for proper formatting and
completeness, the system will perform the following automated steps:

1. Create a separate business data update request record for each producer in
the Bulk Email Address Updates data file. The dependent or "child"
request record maintains a traceable relationship to the original Bulk Email
Address Updates request, but the system will apply all subsequent
processing steps to each new dependent request. You can view the
relationship between the original request record and any dependent request
on the Related Requests tab.
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117420 test test DPNDNT Frocessad Packet completed o, o #K
117421  Jinx Jackety DFNDNT Frocessed Packet completed o i K
Key: [QView Request ¥ Review Producer in PM & Remove Dependency

5 requests found.displaying all requests.

Add Dependency

Close All Erred Reguests

Privacy Statement | Legal Disclaimer

Powered by Sircon

2. Once all possible dependent requests records are created, change the

Status of the original Bulk Email Address Updates request record

(containing the data file) to Processed.

3. Check Producer Manager for the existence of a producer record related to

each dependent request.

4. For each dependent Bulk Email Address Updates request, check if update
is allowable based on system and business rules.

5. For each valid and allowable dependent request, update each related

producer record in Producer Manager with information entered in the data

file.

6. Once the update is complete, change Status of dependent request record to

Processed.

Error and Exception Handling

Producer Express will route to the Error Queue any request that does not meet

functional or business rule validation or satisfy run-time option settings.
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The table below lists some common error messages, the pages or functions in the
system upon which you may encounter them, a description of their meaning, and some
troubleshooting guidance.

processing of

Affected Error
Error Pages or Condition Resolution Options
Functions
To help diagnose formatting
When errors, open CSV data file in a
- text editing application, such as
attempting 1o WordPad or Notepad
upload Bulk \issing pad.
Email required Fix error and resubmit original
Address values in data Bulk Email Address Updates
Data file %giitgzgﬁ;a fields of data request.
validation gin ffile. Contact your Vertafore

address of type
"[X]" does not

firm producer

generated

because the

email address

original Bulk |Invalid representative to check _

Email formatting of Producer Express configuration

Address data file. settings and change settings, if

Updates necessary.

request. Close Erred Requests

Stop request

When

processing a

dependent

request Add producer record to

?ene;ﬁted Producer Manager and resubmit

rom the dependent request to

original Bulk |Record of autpomated prgcessing.

Email producer for
No producer was |address which request Confirm intended producer
found with the  |ypdates was made record by entering producer's
given criteria request. does not exist Indv ID or Firm ID into

in Producer dependent request record and

When Manager. resubmitting request to

verifying automated processing.

existence of a

producer Stop request

record in

Producer

Manager.
Email address  |When Requested Verify accuracy of requested
cannot be processing a [email address update in Bulk Email Address
added/updated | dependent |update cannot Updates data file, and correct, if
because an request for a |be completed,

necessary.

Check if requested code type
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exist or was not [from the type is not set exists and is active in the
specified with this|original Bulk (up in ORG_ADDR_CNTCT_TYPE_C
firm Email Producer D code group on the Maintain
communication |Address Manager or Codes page in Producer
change. Updates configured for Manager.

request. g?g dlzcer e Contact your Vertafore

When Express representative to check

verifying P ' Producer Express configuration

allowance of settings and change settings, if

requested necessary.

update of firm «  Stop request

producer

record in

Producer

Manager.

Warnings

To avoid errors in email address updates to firm producer records, the address type code
specified in Column F of the data file must exist and be active in your company's instance of
Producer Manager and must be configured for use in Producer Express. Review the list of valid
address type codes and descriptions displaying on the Upload Producer CSV File page to
guide your data input. If the address type code that you want to use is not displaying on the
Upload Producer CSV page, any request to update email address information for that address
type in firm producer records will be routed to the Error Queue. Contact your Vertafore
representative for assistance. For more information, see Maintain Codes and Maintain
Contact Information in the Producer Manager online help.

Notes

The Bulk Email Address Updates utility may be used either to add or update email address
information to producer records in Producer Manager. Email address information provided in a
request will overwrite any existing address information of the same address type in Producer
Manager. For more information, see Maintain Contact Information in the Producer Manager
online help.

Tips

If you are populating your Producer Manager database with producer data for the first time, or if
you are onboarding a new distribution channel to an existing instance of Producer Manager
following an acquisition, we recommend the following order of steps: 1. Create producer records
and populate them with state regulatory data using Quick Load Producers in Producer
Manager; 2. Populate new producer records with email address information using the Bulk
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Email Address Updates utility (so that appointment letters may be generated and delivered to
the producers); 3. Populate new producer records with other non-regulatory data using other
Bulk Business Data Updates utilities (notably Bulk Background Investigation Requests), as
needed, and 4. Submit appointment requests for the new producers using the Bulk
Appointments utility. You may use the same data file for each step in the workflow, after making
adjustments to accommodate each utility's specific file layout requirements.
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Bulk External System ID Updates

Using the Bulk External System ID Updates utility, in a single action you can add new external
system IDs to a batch of producer records in Producer Manager.

File Layout Requirements

Use the information in the table below as quick reference for the layout requirements of
the Bulk Appointment Terminations data file:

Spreadsheet Column
Reference (Field Data Field Required?
Position)
A (First) Entlty Type: IL (Individual) OR AGY Yes
(Firm)
Taxpayer Identification Number:
Social Security Number (Individual)
B (Second) OR Federal Employer Identification Yes
Number (Firm)
C (Third) La_st Name (Individual) OR Firm Name Yes
(Firm)
D (Fourth) First Name (Individual ONLY) No
E (Fifth) Email Address No
F (Sixth) External System Type Code Yes
G (Seventh) External System ID Yes

Step-by-Step Instructions

The process begins with the creation and proper formatting of a data file that contains the
following key information for each request included the Bulk External System ID

Updates operation:

e A producer whose external system ID information you want to update

e The external system ID information you want to add to a producer's record

Use the following steps to perform a Bulk External System ID Updates operation:
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Preparing the Data File

For processing in the Bulk External System ID Updates utility, the data file must
be in a comma-separated value (*.csv) file format. To create the data file and save
it in the CSV file format, we recommend the use of a spreadsheet application, such
as Microsoft® Excel®. However, if you are exporting data from another system for
processing in the Bulk External System ID Updates utility, you may bypass the
spreadsheet application and export the data directly in the CSV file format, making
sure to delineate each field in the CSV file with commas.

Re-format cells with numeric strings to preserve leading zeroes.

.-’:?5‘-.‘ Hd9-
J Home Insert Page Layout Formulas Data Review View Developer Add-Ins crobat '@ - a3 X
o= 8] clip Art My Line ~ gy Area ~ Q Text Box 2% Signature Line ~
i) b ) & il : 4 ;
JJ Shapes ~ @B Pie ~ I.'-_.-Scatter' j Header & Footer |*4g Object
PivotTable Table Pictur = Column = Hyperlink
- I3 smartart - SpBar- #J) Other Charts - Al wordart ~ €2 symbal
Tables Ilpustrations Charts ] Links Tept
EL7 RE | ¥
A B c D E F oG A& Delete header row
1 |Entity Type TIN Name  First Name Email Address External System ID Type Code External SystemID % before saving data
2 092384503 basestar PRNC 349872357 file.
3 888838388 Nature PRNC 304933609
4 987654321 Smith PRNC 289389476

For more information on data file requirements, see File Layout Requirements.

Launch a spreadsheet application. A new, blank spreadsheet file will open.

In first row of the spreadsheet file, create a header row to guide your data
entry and help format the data file to meet the CSV layout requirements.
(See the screen capture above.) In each cell beginning with Column A and
ending with Column G (the first cell through the seventh cell in row 1), enter
the following in sequence: Entity Type, TIN, Last Name, First Name,
Email Address, External System Type Code, External System ID. You
must delete the header row before uploading the data file to the system.
(See step 14.)

Required. In Column A, or the first column in the spreadsheet, enter an
entity type of the producer. For individual licensees, enter "IL" (ignore the
guotes); for agencies or other firm producers, enter "AGY" (ignore the
guotes).

Required. In Column B, or the second column in the spreadsheet, enter a
producer's tax ID. For individual licensees, enter a Social Security Number
(SSN); for agencies or other firm producers, enter a Federal Employer
Identification Number (FEIN). Limit 9 characters; remove hyphens.

Required. In Column C or the third column in the spreadsheet, enter a
producer's name. For individual licensees, enter a producer's last name; for
agencies or other firm producers, enter a firm's legal name. Replace
apostrophes, ampersands, or other special characters with spaces.
Maximum 75 characters.

Optional; individual producers only. In Column D or the fourth column in the
spreadsheet, enter a producer's first name. Maximum 25 characters.

Optional. Column E or the fifth column in the spreadsheet specifies an
email address. Use the following guidelines:
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o If email notifications are configured in your company's instance of
Bulk External System ID Updates, to generate an email notification,
enter a valid email address. In most cases the email address you
enter will be a producer's email address; however, instead it may be
an affiliated agency's email address, a carrier-internal email address,
etc.

o If email notifications are not configured in your company's instance of
Bulk External System ID Updates, or to bypass altogether the
generation of an email for a specific request, do not enter an email
address. No email will be generated.

8. Required. In Column F or the sixth column in the spreadsheet, enter an
external system type code that is active in your company's instance of
Producer Manager and configured for use in Producer Express. Enter a
code -- Do not enter an external system type description. For guidance,
review the list of active external system type codes and descriptions
displaying on the Upload Producer CSV File page.

9. Required. In Column G or the seventh column in the spreadsheet, enter an
external system ID. Maximum 50 characters.

10. Repeat steps 3 through 9 for each record row in the spreadsheet file.

11. Many spreadsheet applications by default will strip leading zeroes from
numeric strings in data cells with "general" formatting applied. You will need
to preserve the leading zeroes in all numeric strings in the data file. Change
the cell formatting to protect leading zeroes. Select to highlight the column
with numeric strings, and then right-click and select Format Cells to open
the Format Cells dialog box. In the Category box, select Text. Click the OK
button.

12. If the tax ID values in Column B include hyphens, you must remove the
hyphens. Click to select Column B. Press Ctrl + H to open the Find and
Replace dialog box. In the Find What field, enter a hyphen (-). In the
Replace With field, do not enter anything (leave null). Click the Replace All
button. The operation will remove all hyphens from all values in the column.

13. To save the file in the CSV format, from the Office button or File menu of
the spreadsheet application, select Save As. The Save As dialog box will
open. Choose a system location to which to save the data file. In the File
Name field, enter a name for Bulk External System ID Updates data file.
From the Save As Type dropdown menu, select CSV (Comma delimited)
(*csv). Then, click the Save button. Click Yes on any message box asking
to confirm your choice of CSV file format.

14. Delete the header row you created in step 2. Select the row, right-click, and
then select Delete.

15. Re-save the data file. Click Yes on any message box asking to re-confirm
your choice of CSV file format.

16. Close the data file.

The data file is ready for uploading to the Bulk External System ID Updates utility
for processing.
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Launching the Application
1. Launch or open Producer Express. The Workspace page will open.

2. From the Available Tasks menu, select Start a New Packet or Generic
Packet. The Packet Type page will open.

DEMO <
A~ S H l% Producer Express
#/ l rc 0 n Current User: Licensing Specialist | Acting Role: Licensing Specialist
Workspace ET Switch to PM Hel Exit
[ 4& | [E [ relp | G et |

Start New Request |
Transaction Type

Packet Type

R Packet Type

Bull: Request - External System Id

®-External System Id - Sircon Use Only

Privacy Statement | Legal Disclaimer Powered by Sircon

3. From the Packet Type dropdown menu, select Bulk Request - External
System ID.

4. Click the Continue button. The Upload Producer CSV File page will open,
allowing you to upload the Bulk External System ID Updates data file and

submit the file for processing.

Uploading the Data File

Use the Upload Producer CSV File page to upload the Bulk External System ID
Updates data file and submit the file for processing.
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DEMO

& | Sircon

{% Producer Express

Current User: Licensing Specialist | Acting Role: Licensing Specialis

| 4@ Workspace |

[EY switch to pr[ T Help [ GF Exit

E’ﬂ Producer: BULK TRANSACTION
Start New Request |

& Status: Open

Transaction Type Upload Producer CSV File

<

Instructions

To process bulk external id changes, you will need an Excel spreadsheet listing the
producers to be updated. The columns should be as follows (values in bold indicate

|

required fields):

Entity Type (IL or AGY)
TIN - S5N or EIN (with or without dashes)

FirstName (Individual First Name)
. Email Address

External System Id Type Code
External System Id

PrmIOE

Name (Individual Last Name or Agency Name)

valid External ID Type Code List - Description

FOS - Producer Data System

See below for an example:

(][] = | %

1 IL 123436789 Smith

2 |AGY 987654321 DIG Agency
3 IL 321654587 lones

4

Pl
M 4 v M| bulkextid < ¥

When the Excel spreadsheet is ready, export it as a CSV file. From the File menu,
choose Sawe As and specify CSV (Comma delimited) (*.csw) for the file format.

John example@sircon.com WRTNG 123
example@sircon.com ACFID 456
Bob example@sircon.com PARTYID 789

e =
seves ipet[cov fconma deimed) (~.on) “

= =

w Enter a name for this transaction (you can use this name to find your transaction later)

[ Buk ExtzysiD

Choose a CSV Data File to Upload
|C:\Dcﬂ:uments and || Browse. .. |

B9 bulkextid.csv - Microsoft Excel = B
Home Insert Pagelayout Farmulss Data Review View Adddns &) — =
| no - ™|
[ a B c D E F G H

b

| >

Privacy Statement | Legal Disclaimer

Powerad by Sircon
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1. Inthe Enter a name for this transaction field, enter a name for the Bulk
External System ID Updates request. The hame you enter will become the
searchable value of the request file's Name field. Maximum 45 characters.

2. To the right of the Choose a CSV Data File to Upload field, click the
Browse button. The Choose File dialog box will open. Use the navigation
options on the Choose File dialog box to locate the course completions
record file (*.csv) on your system. When the correct file name appears in the
File Name field, click the Open button. The Choose File dialog box will
close, and the system path to the file will appear in the Choose a CSV Data
File to Upload field.

3. Click the Continue button. The data file will be uploaded into the system,
and the system will validate the data file. While the system validates the
data file, the Bulk External System ID Updates request will have a Status
of Pending.

Monitoring the Operation

Once the system has validated the data file for proper formatting and
completeness, the system will perform the following automated steps:

1. Create a separate business data update request record for each producer in
the Bulk External System ID Updates data file. The dependent or "child"
request record maintains a traceable relationship to the original Bulk
External System ID Updates request, but the system will apply all
subsequent processing steps to each new dependent request. You can view
the relationship between the original request record and any dependent
request on the Related Requests tab.
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i S [ r c 3"?% { % Producer Express
. ‘/ Current User: Licensing Specialist | Acting Role: Licensing Specialist
| 4@ viorkspace | | Switch ko PM| T Help | 1" Exit |
id Agency: Bulk External System ID Update il Status: Processed
4 Related Requests I | >
Requests Requiring Bulk External System ID Update
1D MName Relationship ‘Status Closed Current Milestone Actions
Reason

Nothing found to display.

Requests Required By Bulk External System ID Update
3 requests found,displaying all requests.

1D Name Relationship 4 |Status Closed Current Milestone Actions
Reason

117378 basestar DFNDNT Processed Packet completed [E=? I%D x

117373 Force Nature DPNDNT Processed Packet completed o, & K

117380  John Smith DFNDNT Processed Packet completed o, G

Key: [ View Request §%Review Producer inPM & Remove Dependency

2 requests found, displaying all requests.

Add Dependency

Privacy Statement | Legal Disclaimer Powered by Sircon

2. Once all possible dependent requests records are created, change the
Status of the original Bulk External System ID Updates request record
(containing the data file) to Processed.

3. Check Producer Manager for the existence of a producer record related to
each dependent request.

4. For each dependent Bulk External System ID Updates request, check if
update is allowable based on Producer Manager system and business rules.

5. For each valid and allowable dependent request, update each related

producer record in Producer Manager with information entered in the data
file.

6. Once the update is complete, change Status of dependent request record to
Processed.

Error and Exception Handling

Producer Express will route to the Error Queue any request that does not meet
functional or business rule validation or satisfy run-time option settings.
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The table below lists some common error messages, the pages or functions in the
system upon which you may encounter them, a description of their meaning, and some
troubleshooting guidance.

Affected Pages or

Error F : Error Condition [Resolution Options
unctions
e To help diagnose
formatting errors, open
CSV data file in a text
editing application, such
as WordPad or
Notepad.
When attempting to Missing required o Fix error and resubmit
upload Bulk External |,ajues in data original Bulk External
Data file System ID Updates |fie|ds of data file. System ID Updates
L data file and begin _ request.
validation , - Invalid
processing of original i o Contact your Vertafore
Bulk External System [formatting of Y

representative to check
Producer Express
configuration settings
and change settings, if
necessary.

ID Updates request.  |data file.

o Close Erred Requests

e Stop request

e Add producer record to
Producer Manager and

\When processing resubmit dependent
a dependent request request to automated
generated from the Record of processing.

No producer|original Bulk External [Producer for

. e Confirm intended
was found |system ID Updates  [Which request

producer record by

w_|th the request. was m_ad_e does entering producers
given ifyi not exist in Indv ID or Firm ID into
criteria When verifying Producer

existence of a producer Manager dependent request_ _

record in Producer ' record and resubmitting

Manager. request to automated

processing.
e Stop request
Warnings

To avoid errors, the external system type code specified in Column F of the data file must exist
and be active in your company's instance of Producer Manager and must be configured for use
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in Producer Express. Review the list of valid external system type codes and descriptions
displaying on the Upload Producer CSV File page to guide your data input. If the external
system type code that you want to use is not displaying on the Upload Producer CSV page,
any request to update external system ID information for that external system type will be routed
to the Error Queue. Contact your Vertafore representative for assistance. For more information,
see Maintain Codes in the Producer Manager online help.

Notes

Only producers with records in Producer Manager can be included for use with the Bulk
External System ID Updates utility.

The Bulk External System ID Updates ultility is intended only for use in adding external system
ID information to producer records. However, if your company's instance of Producer Manager
is configured with the appropriate business rules, you can use the Bulk External System ID
Updates utility to automatically inactivate an existing external system ID while adding and
activating a new ID, provided the old and new IDs are of the same external system type and the
changes are allowed under other business rules regarding associated business units. For more
information, see Maintain External System Identifiers and Maintain Producer Business Unit
in the Producer Manager online help.

Email notifications of Bulk External System ID Updates based on email address data specified
in Column E of the data file currently is not functional. The system will ignore email address
information entered in the Bulk External System ID Updates data file.
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Bulk Locations and Departments Updates

Using the Bulk Locations and Departments Updates utility, in a single action you can add
new locations and departments information to a batch of producer records in Producer
Manager.

File Layout Requirements

Use the information in the table below as quick reference for the layout requirements of
the Bulk Locations and Departments Updates data file:

Spreadsheet Column

Reference (Field Data Field Required?
Position)
A (First) Last Name (Individual) Yes

Taxpayer ldentification Number:

B (Second) Social Security Number (Individual) |¥ €S
C (Third) Location/Department Begin Date  |Yes
D (Fourth) Location Code Yes
E (Fifth) Department Code Yes

Step-by-Step Instructions

The process begins with the creation and proper formatting of a data file that contains the
following key information for each request included the Bulk Locations and
Departments Updates operation:

e A producer for which you want to add location and department information

e The specific location and department information you want to add to a producer's
record

Use the following steps to perform a Bulk Locations and Departments Updates
operation:

Preparing the Data File

For processing in the Bulk Locations and Departments Updates utility, the data
file must be in a comma-separated value (*.csv) file format. To create the data file
and save it in the CSV file format, we recommend the use of a spreadsheet
application, such as Microsoft® Excel®. However, if you are exporting data from
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another system for processing in the Bulk Locations and Departments Updates
utility, you may bypass the spreadsheet application and export the data directly in
the CSV file format, making sure to delineate each field in the CSV file with
commas.

Re-format cells with numeric strings to preserve leading zeroes.

2 bulk Ic-catic-rgl;partmem FJ;EST test.csv

- . B ! * Delete header row
1 MName TIN Begin Date Location Code Department Code F before saving data
2 Holley 123786786 02-14-2005 OKE DEV file.
3 Irwin  7&3456734 04-13-2010 OKE DEV
4 Walker 1234586783 12-21-2010 OKE DEV

For more information on data file requirements, see File Layout Requirements.

1. Launch a spreadsheet application. A new, blank spreadsheet file will open.

2. Infirst row of the spreadsheet file, create a header row to guide your data
entry and help format the data file to meet the CSV layout requirements.
(See the screen capture above.) In each cell beginning with Column A and
ending with Column E (the first cell through the fifth cell in row 1), enter the
following in sequence: Last Name, TIN, Begin Date, Location Code,
Department Code. You must delete the header row before uploading the
data file to the system. (See step 12.)

3. Required. In Column A, or the first column in the spreadsheet, enter an
individual producer's last name. Replace apostrophes, ampersands, or other
special characters with spaces. Maximum 75 characters.

4. Required. In Column B, or the second column in the spreadsheet, enter an
individual producer's Social Security Number (SSN). Limit 11 characters;
hyphens optional.

5. Required. In Column C or the third column in the spreadsheet, enter the
date on which a producer's association with a department and location
began. Enter any date prior to and including today's date. Use the mm-dd-
yyyy date format, including hyphens. Limit 10 characters.

6. Required. In Column D or the fourth column in the spreadsheet, enter the
code of a location to which a producer reports.

7. Required. In Column E or the fifth column in the spreadsheet, enter the
code of a department to which a producer reports.

8. Repeat steps 3 through 7 for each record row in the spreadsheet file.

9. Many spreadsheet applications by default will strip leading zeroes from
numeric strings in data cells with "general" formatting applied. You will need
to preserve the leading zeroes in all numeric strings in the data file. Change
the cell formatting to protect leading zeroes. Select to highlight the column
with numeric strings, and then right-click and select Format Cells to open
the Format Cells dialog box. In the Category box, select Text. Click the OK
button.
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10. To save the file in the CSV format, from the Office button or File menu of
the spreadsheet application, select Save As. The Save As dialog box will
open. Choose a system location to which to save the data file. In the File
Name field, enter a name for Bulk Locations and Departments Updates
data file. From the Save As Type dropdown menu, select CSV (Comma
delimited) (*csv). Then, click the Save button. Click Yes on any message
box asking to confirm your choice of CSV file format.

11. Delete the header row you created in step 2. Select the row, right-click, and
then select Delete.

12. Re-save the data file. Click Yes on any message box asking to re-confirm
your choice of CSV file format.

13. Close the data file.

The data file is ready for uploading to the Bulk Locations and Departments
Updates utility for processing.

Launching the Application

1. Launch or open Producer Express. The Workspace page will open.

2. From the Available Tasks menu, select Start a New Packet or Generic
Packet. The Packet Type page will open.

. DEMO ‘ Toaucer ess
& |Sircon |3 proer s

Curren it User: Licensin q Specialist | Acting Role: Licensing Specialist

| 4@ Workspace | | Switch ko PMl G Help | A Exit |
Producer Data
Transaction Type
“9 Load Preset [ Save Presat
Category Type
hd
B Transa ction Type

| -

Manual - Bulk Location Department Update k
Manual - Create External Systern IDs Test Packet

Brivacy Statement Powered by Sircon
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3. From the Packet Type dropdown menu, select Bulk Request - Locations
and Departments.

4. Click the Continue button. The Upload Producer CSV File page will open,
allowing you to upload the Bulk Locations and Departments Updates data
file and submit the file for processing.

Uploading the Data File

Use the Upload Producer CSV File page to upload the Bulk Locations and
Departments Updates data file and submit the file for processing.
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. DEMO ‘ E roaucer ess
& |Sircon =Y s s

Current User: Licensing Specialist | Acting Role: Licensing Specialist

| 4@ Workspace | | Swiktch o PM| P Help | A Exit |

Producer Data

Transaction Type  Upload Producer C5V File

>

Instructions

To process bulk departmants and lacations, you will need an Excel spreadshaat listing
the producers to be updated. The columns should be as follows (values in bold indicate
required fields):

A. Name (Individual Last Name)

E. SSN (with or without dashes)

C. Begin Date (date on which the department/location being added is/was
effective; must be in the past; must be formatted mm-dd-yyyy)

D. Location

E. Department

See below for an example:

sert  Fagelayout  Formulas  Dala  Review  View  Addlns (&
2 fe | Smith

A B c D] E 3

@E ©9- = locetiondepartment.csy - Microsoft Fxcel
S Home Ins
AL

G
1 Smith 123-45-6789 12-21-2010 LOC1 DEPT1
2 Jones 224-56-7890 12-10-2010 LOC1 DEPT2
3 Johnsen  345-67-3%01 11-30-2010 LOC2 DEPT3
4 Anderson 456-73-9012 11-01-2010 LOCZ DEPT1
5 Thompson 567-83-0123 12-05-2010 LOC3 DEPT1

@~ o

WA w5
Ready |

Whan the Excel spreadshest is redy, export it as a CSV file. From the File menu,
choose Save ds and specify C5V (Comma delimited) (*.csv) for the file format.

Sepi | Dene o @-0h X [

{3, My Recent

' Documents

(5 Deskizp

oMy

" iocmants
My

3 Corputer

g M Metnork

| |

| Aomame: lackoproducson.co el
e T T—

[ = Cane ][ oo )

Enter a name for this transaction [you can use this name to find your transaction later)
‘Elull( Add Location/Department

Choose a CSV Data File to Upload
[e\Documents and || Browse... |

3

| &

Brivacy Statement Powered by Sircon

1.

In the Enter a name for this transaction field, enter a name for the Bulk
Locations and Departments Updates request. The name you enter will
become the searchable value of the request file's Name field. Maximum 45
characters.

To the right of the Choose a CSV Data File to Upload field, click the
Browse button. The Choose File dialog box will open. Use the navigation
options on the Choose File dialog box to locate the course completions
record file (*.csv) on your system. When the correct file name appears in the
File Name field, click the Open button. The Choose File dialog box will
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close, and the system path to the file will appear in the Choose a CSV Data
File to Upload field.

Click the Continue button. The data file will be uploaded into the system,
and the system will validate the data file. While the system validates the

data file, the Bulk Locations and Departments Updates request will have
a Status of Pending.

Monitoring the Operation

Once the system has validated the data file for proper formatting and
completeness, the system will perform the following automated steps:

1. Create a separate business data update request record for each producer in

the Bulk Locations and Departments Updates data file. The dependent or
"child" request record maintains a traceable relationship to the original Bulk
Locations and Departments Updates request, but the system will apply all
subsequent processing steps to each new dependent request. You can view

the relationship between the original request record and any dependent
request on the Related Requests tab.

& |Sircon | prodcer s

Current User: Licensing Specialist | Acting Role: Licensing Specialist
| 4@ Workspace ‘

[E3 switch to P | P Help | G Exic |

kd Agency: Bulk Add Location/Department

Related Requests

kd Status @ Processed

Requests Requiring Bulk Add Location/Department

Closed
Reason

i

Name Relationship Status Current Milestone Actions!

Nothing found to display.

Requests Required By Bulk Add Location/Department

3 requests found,displaying all requests.

1D Name Relationship 4 |Status Closed Current Milestone Actions
Reason
117424 Kolley, COLLEEN Dependent Processed Packet completed o &

117425 Irwin, KAREN Dependent Processed Packet completed i 4
117426 Walker, NANCY Dependent Processed

Packet completed o,

Key: [ View Request § Review Producer in PM

3 requests found,displaying all requests.

Privacy Statement Powered by Sircon

2. Once all possible dependent requests records are created, change the
Status of the original Bulk Locations and Departments Updates request
record (containing the data file) to Processed.
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3. Check Producer Manager for the existence of a producer record related to
each dependent request.

4. For each dependent Bulk Locations and Departments Updates request,
check if update is allowable based on system and business rules.

5. For each valid and allowable dependent request, update each related
producer record in Producer Manager with information entered in the data
file.

6. Once the update is complete, change Status of dependent request record to
Processed.

Error and Exception Handling

Producer Express will route to the Error Queue any request that does not meet
functional or business rule validation or satisfy run-time option settings.

The table below lists some common error messages, the pages or functions in the
system upon which you may encounter them, a description of their meaning, and some
troubleshooting guidance.

Affected Pages

Error : Error Condition [Resolution Options
or Functions
e To help diagnose
formatting errors,
open CSV data file
in a text editing
application, such as
WordPad or
Notepad.
When attempting e Fix error and
to upload Bulk resubmit original
Locations and o _ Bulk Locations
Departments Missing required and Departments
Updates data file [values in data Updates request.
Data file validation and begin fields of data file.
: f ) ) e Contact your
original bu of data file. i
Departments
Express
Updates request. , .
configuration

settings and
change settings, if
necessary.

e Close Erred
Requests

e Stop request
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No producer was
found with the given
criteria

When processing
a dependent
request generated
from the original
Bulk Locations
and Departments
Updates request.

\When verifying
existence of a
producer record in
Producer
Manager.

Record of
producer for
which request
was made does
not exist in
Producer
Manager.

Add producer
record to Producer
Manager and
resubmit
dependent request
to automated
processing.

Confirm intended
producer record by
entering producer's
Indv ID or Firm ID
into dependent
request record and
resubmitting
request to
automated
processing.

Stop request

The following
Location/Department
combinations are
invalid:-- "[x]" / "[y]"

\When processing
a dependent
request generated
from the original
Bulk Locations
and Departments
Updates request.

\When verifying
allowance of
requested update
of producer record
based on system
or business rules.

Request to add
location and
department
information to
producer record
cannot
completed,
because the
requested
location is not
connected to the
requested
department.

Verify accuracy of
requested update
in Bulk Locations
and Departments
Updates data file,
and correct, if
necessary.

Check if connection
between requested
location and
requested
department exists
on Connect
Locations and
Departments page
in Producer
Manager. If not,
make connection,
return to Producer
Express, and
resubmit request to
automated
processing.

Stop request

Warnings

A Vertafore

Page 90 © 2016, Vertafore, Inc.



Producer Express Bulk Processing Module User Guide

To avoid errors, the codes for both location and department specified in Column D and E of the
data file must exist, be active, and be connected in your company's instance of Producer
Manager and must be configured for use in Producer Express. Any request to add location and
department information that does not meet these criteria will be routed to the Error Queue. For
more information, see Locations and Departments and Connect Locations and
Departments in the Producer Manager online help.

Notes

The Bulk Locations and Departments Updates utility may be used only to add location and
department information to producer records in Producer Manager. You cannot use the Bulk
Locations and Departments Updates utility to modify existing location or department
information. For more information, see Locations and Departments in the Producer Manager
online help.
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Bulk Record-Only Appointments

Using the Bulk Record-Only Appointments utility, you can to apply in a single action "record-
only" appointments for non-appointment filing states to the records of a batch of producers in

Producer Manager.

File Layout Requirements

Use the information in the table below as quick reference for the layout requirements of

the Bulk Record-Only

Appointments data file:

Spreadsheet Column

Reference (Field Data Field Required?

Position)

A (First) (EFr:':lr% Type: IL (Individual) OR AGY Yes
Taxpayer Identification Number:

olsecong  Soea Seeuy Number (i) e
Number (Firm)

C (Third) (Léli?;[nl)\lame (Individual) OR Firm Name Yes

D (Fourth) First Name (Individual ONLY) No

E (Fifth) Email Address No

F (Sixth) Appointment Profile Code(s) No

G (Seventh) State(s) Code Yes

H (Eighth) Appointing Company NAIC ID(s) No

I (Ninth) Appointment Effective Date Yes

Step-by-Step Instructions

The process begins with the creation and proper formatting of a data file that contains the

following key information for each request included the Bulk Record-Only

Appointments operation:

e A producer for which to record an appointment

A Vertafore
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e A non-appointment filing state(s) for which to which to record an appointment
e An appointment profile to apply to the operation
e An appointing company

e An email address to which to transmit an Appointment Letter (if the option to
send Appointment Letters is user-enabled at run time)

Use the following steps to perform a Bulk Record-Only Appointments operation:

Preparing the Data File

For processing in the Bulk Record-Only Appointments utility, the data file must
be in a comma-separated value (*.csv) file format. To create the data file and save
it in the CSV file format, we recommend the use of a spreadsheet application, such
as Microsoft® Excel®. However, if you are exporting data from another system for
processing in the Bulk Record-Only Appointments utility, you may bypass the
spreadsheet application and export the data directly in the CSV file format, making
sure to delineate each field in the CSV file with commas.

Re-format cells with numeric strings to preserve leading zeroes.

&l Bulk Appts Data F”l." J, l l

b B © > E 5 © i L Delete header row

1 |Entity Type TIN Last Name First Name Email Address Appointment Profile Code State  Appointing Company NAICID Effective Date % before saving data
2 |IL 123456784 CORDOVA 5001234 CO 12345 07-13-2011 file.
3 JIL 123456786 CROSBY 5001234 CO 12345 07-13-2011
4 |IL 123456782 ESSARY 5001234 1L 12345 07-13-2011
5 |IL 123456783 FREDERICK 5001234 AK, IL 12345 07-13-2011
6 |IL 178456786 GASKINS 5001234 CO 12345 07-13-2011
7 Il 123786786 GLASS 5001234 IN 12345 07-13-2011
8 |IL 783456784 JUND 5001234 AZ, IL 12345 07-13-2011
9 |IL 123456783 MOSLEY 5001234 CO, AK 12345 07-13-2011
10 1L 123456783 PIPKIN 5001234 MD 12345 07-13-2011
11 |IL 123456783 STARNES 5001234 CO 12345 07-13-2011
12 [IL 123456787 TAYLOR 5001234 CO 12345 07-13-2011
13 IL 123456781 WHISLER 5001234 CO 12345 07-13-2011
14 /IL 123456778 WILGUS 5001234 CO 12345 07-13-2011
15 |IL 123456786 BISHOP 5001234 CO 12345 07-13-2011
16 |IL 563456781 FESTE 5001234 CO 12345 07-13-2011
17 |IL 123457882 GATTI 5001234 CO 12345 07-13-2011
18 |IL 123456785 GONZALEZ 5001234 CO 12345 07-13-2011
19 IL 123458181 KRUM 5001234 CO 12345 07-13-2011
20 IL 123456788 LEFTWICH 5001234 CO 12345 07-13-2011
21 |IL 123456783 MEYER 5001234 CO 12345 07-13-2011
22 |IL 123454588 ROVELLO 5001234 CO 12345 07-13-2011
23 |IL 123456780 SANDLIN 5001234 CO 12345 07-13-2011
24 |IL 123456783 SILEO 5001234 CO 12345 07-13-2011
25 |IL 123456783 SOUTHERLAND 5001234 CO 12345 07-13-2011
26 |IL 453456784 SPEEGLE 5001234 CO 12345 07-13-2011
27 |IL 123454584 CRIBB 5001234 CO 12345 07-13-2011
28 |IL 123456723 DAVIS 5001234 CO 12345 07-13-2011
29 |IL 123456745 DIMEO 5001234 CO 12345 07-13-2011
30 |IL 123456783 GERMAN 5001234 CO 12345 07-13-2011
31 |IL 123456781 GOLDMAN 5001234 CO 12345 07-13-2011
32 |IL 813456786 JACKSON 5001234 CO 12345 07-13-2011
33 |IL 123456813 MEYER 5001234 CO 12345 07-13-2011
aaln 123816787 PAPF 5001234 CO 12345 07-13-2011

For more information on data file requirements, see File Layout Requirements.

1. Launch a spreadsheet application. A new, blank spreadsheet file will open.

2. Infirst row of the spreadsheet file, create a header row to guide your data
entry and help format the data file to meet the CSV layout requirements.
(See the screen capture above.) In each cell beginning with Column A and
ending with Column 1 (the first cell through the ninth cell in row 1), enter the
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following in sequence: Entity Type, TIN, Last Name, First Name, Email
Address, Appointment Profile Code, State, Appointing Company NAIC
ID, Effective Date. You must delete the header row before uploading the
data file to the system. (See step 16.)

3. Required. In Column A, or the first column in the spreadsheet, enter an
entity type of the producer. For individual licensees, enter "IL" (ignore the
guotes); for agencies or other firm producers, enter "AGY" (ignore the
guotes).

4. Required. In Column B, or the second column in the spreadsheet, enter a
producer's tax ID. For individual licensees, enter a Social Security Number
(SSN); for agencies or other firm producers, enter a Federal Employer
Identification Number (FEIN). Limit 9 characters; remove hyphens.

5. Required. In Column C or the third column in the spreadsheet, enter a
producer's name. For individual licensees, enter a producer's last name; for
agencies or other firm producers, enter a firm's legal name. Replace
apostrophes, ampersands, or other special characters with spaces.
Maximum 75 characters.

6. Optional; individual producers only. In Column D or the fourth column in the
spreadsheet, enter a producer's first name.

7. Optional. Column E or the fifth column in the spreadsheet specifies an
email address to which to send an email attached with a producer's
Appointment Letter. Use the following guidelines:

e To generate an Appointment Letter and attach it to an email, enter a
valid email address. In most cases the email address you enter will be
a producer's email address; however, instead it may be an affiliated
agency's email address, a carrier-internal email address, etc.

e To accommodate postal mail delivery of a hard-copy Appointment
Letter instead of an electronic copy delivered via email, enter
"donotsend@customer.com" (ignore the quotes). The system will
generate the Appointment Letter but not an email, allowing you to
retrieve the Appointment Letter from the Transaction Image Web
Service for printing and mailing. (For more information, consult the
Transaction Image Web Service user documentation.)

e To bypass altogether the generation of an Appointment Letter and
email for a specific request, do not enter an email address. No
Appointment Letter or email will be generated.

8. Optional. In Column F or the sixth column in the spreadsheet, enter an
Appointment Profile code. Separate multiple Appointment Profile codes
in a cell by commas. (If you are entering data directly into a CSV text file
rather than a spreadsheet application, enclose multiple entries with double
guotation marks.) If you do not enter an Appointment Profile code, the
system is configured to use the code associated with your company's default
Appointment Profile. If you are not sure of a code, ask your project lead or
contact your Vertafore representative.

9. Required. In Column G or the seventh column in the spreadsheet, enter a
two-character code representing a state(s) for which you want to record the
appointment. Separate multiple state codes in a cell by commas. (If you are
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10.

11.

12.
13.

14.

15.

16.

17.

18.

entering data directly into a CSV text file rather than a spreadsheet
application, enclose multiple entries with double quotation marks.) The
producer's record in Producer Manager will be updated with a "record-only"
appointment; the system will not actually submit the request for state
processing.

Optional. In Column H or the eighth column in the spreadsheet, enter a five-
digit NAIC ID code of an appointing company. If no NAIC ID code is entered,
the system will record appointments for each appointing company included
in the Appointment Profile. Separate multiple NAIC ID codes in a cell by
commas. (If you are entering data directly into a CSV text file rather than a
spreadsheet application, enclose multiple entries with double quotation
marks.)

Required. In Column I or the ninth column in the spreadsheet, enter a date
on which you want to record that the appointment became active (the
Effective Date). Use the mm-dd-yyyy date format, including hyphens. Limit
10 characters. The system will insert the date you enter as the Effective
Date for the appointment on the producer's record in Producer Manager. If
you do not enter a date, the system automatically will record the processing
date as the Effective Date.

Repeat steps 3 through 11 for each record row in the spreadsheet file.

Many spreadsheet applications by default will strip leading zeroes from
numeric strings in data cells with "general" formatting applied. You will need
to preserve the leading zeroes in all numeric strings in the data file. Change
the cell formatting to protect leading zeroes. Select to highlight the column
with numeric strings, and then right-click and select Format Cells to open
the Format Cells dialog box. In the Category box, select Text. Click the OK
button.

If the tax ID values in Column B include hyphens, you must remove the
hyphens. Click to select Column B. Press Ctrl + H to open the Find and
Replace dialog box. In the Find What field, enter a hyphen (-). In the
Replace With field, do not enter anything (leave null). Click the Replace All
button. The operation will remove all hyphens from all values in the column.

To save the file in the CSV format, from the Office button or File menu of
the spreadsheet application, select Save As. The Save As dialog box will
open. Choose a system location to which to save the data file. In the File
Name field, enter a name for Bulk Record-Only Appointments data file.
From the Save As Type dropdown menu, select CSV (Comma delimited)
(*csv). Then, click the Save button. Click Yes on any message box asking
to confirm your choice of CSV file format.

Delete the header row you created in step 2. Select the row, right-click, and
then select Delete.

Re-save the data file. Click Yes on any message box asking to re-confirm
your choice of CSV file format.

Close the data file.

The data file is ready for uploading to the Bulk Record-Only Appointments utility
for processing.
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Launching the Application
1. Launch or open Producer Express. The Workspace page will open.

2. From the Available Tasks menu, select Start a New Packet or Generic
Packet. The Packet Type page will open.

) S H DEMD {Z % Producer Express
4/ [ rc O n Current User: Valued User | Acting Role: Licensing Specialist
| 4@ Workspace | | Switch ko PM| @ Help | 12 Exit |
Start New Request
Transaction Type
Packet Type
@l Packet Type
-
Bulk Request - Appointments
|X-App0intment - Sircon Use Only |

Privacy Staterment Powered by Sircon

3. From the Packet Type dropdown menu, select Bulk Request - Record-
Only Appointments.

4. Click the Continue button. The Bulk Appointments Options page will
open, allowing you to set one or more run-time options to apply to the Bulk
Record-Only Appointments operation.

Choosing Run-Time Options

Use the Bulk Appointments Options page to set one or more run-time options to
apply to each Bulk Record-Only Appointments operation. The options you select
will apply globally to the operation.

Note that you may use the Load Preset button at the top right of the page to apply
preset run-time options to the bulk operation, which could save data entry. For more
information about the Load Preset and Save Preset buttons, please consult the
Producer Express online help.
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DEMO _‘;% Producer Express

& | Sircon

| {© workspace | [E9 switch to pm| F Help | G Exit |

Start New Request

Transaction Type Bulk Options Upload Producer CSV File

~J Load Preset Q Save Preset

Bulk Appointment Options

Please choose from the following options which will apply to all records in the uploaded file:

iR send Appointment Letters after appointments have been approved? O'res OND

i Create new producer if not found in PM2 OYes OND

i Run background investigation before processing appointments? O'res OND

iR Sync producer data with PD B before processing appointments? O'res OND
Back Continue

Privacy Staternent Powered by Sircon

1.

In the Send Appointment Letters? field, click to select the Yes radio button
to set the system to generate an Appointment Letter for each appointment
request in the data file and attach the letter to an email transmitted to the
email address specified in Column E of the data file. (Note that the global
setting for this option can be configured differently per request. See
Preparing the Data File.) Or, click to select the No radio button to bypass
generation of an Appointment Letter.

In the Create new producer if not found in PM? field, click to select the
Yes radio button to set the system to automatically attempt to create a new
record in Producer Manager for any producer included in the data file but
whose record is missing in Producer Manager. Prior to submitting an
appointment request for the producer, the system automatically will attempt
to populate the new producer record with active regulatory data obtained
from the PDB. Then, if the new producer record supports the Bulk Record-
Only Appointments appointment request, the system will proceed with
submitting the request to the state. Or, click to select the No radio button to
bypass creation of a new record for any producer included in the Bulk
Record-Only Appointments data file but whose record is not found in
Producer Manager.

In the Run background investigation before processing appointments?
field, click to select the Yes radio button to set the system to automatically
submit a background investigation request to your company's chosen
background check vendor on each producer in the data file, prior to
submitting a state appointment request. (Integration with the background
check vendor must be pre-configured for use prior to using the Bulk
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Record-Only Appointments utility.) Or, click to select the No radio button
to bypass submission of a background investigation request for all
producers in the Bulk Record-Only Appointments data file.

4. Inthe Sync producer data with PDB before processing appointments?
field, click to select the Yes radio button to set the system to check the
record of each producer included in the data file against data in the PDB
and update the producer's record in Producer Manager, if necessary, prior
to submitting an appointment request for the producer. Or, click to select the
No radio button to bypass the PDB check for all producers in the data file.

5. Click the Continue button. The Upload Producer CSV File page will open,
allowing you to upload the Bulk Record-Only Appointments data file and
submit the file for processing.

Uploading the Data File

Use the Upload Producer CSV File page to upload the Bulk Record-Only
Appointments data file and submit the file for processing.
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. DEMO - roaucer WESS
& | Sircon Y protcr s

Current User: Valued User | Acting Role: Licensing Specialist

| 4@ Waorkspace | | Switch ko PM| F Help | 1 Exit |

Start New

Transaction Type Bulk Options Upload Producer C5V File

|»

Instructions

Ta process bulk record only appointments, you will nead an Excel spreadsheet listing the
producers to be appointed, The columns should be as follows (values in bold indicate required
fields):

4. Entity Type (IL or AGY)
B. TIN - SSN or EIN (with or without dashes)
€. Mame (Individual Last Mame or Agency Name)
D. FirstName (Individual First Name)
E. Email Address
F. Profile List (comma separated list of profile numbers)
There are no active profiles configurad. The default profile will be used
G. State List (comma separated list of 2 character state codes)
H. Maic ID List (comma separated list of Naic ID's)
1. Effactive Date (mm-dd-yyyy)

See below for an example:

A9~ = bulk appointment - record on Micrasatt Exce ocBRB
n Home  Insert  Pagelayout  Formulas Data  Review  View vi@go@ =
n - I3 v
A B c D E F G H 1 ] a
10 123456789 Smith John example@sircon.com 5001234 AK,ILMD 12345 07-30-2011
2 AGY 987654321 DIG Agency example@sircon.com 5001235 AR,MO 98765 0B-15-2011
3L 321654987 Jones Bab example@sircon.com 5001234 Ri 12345 08-05-2011
4
5
6
7 -
M 4 31| bulk appointment - record only . £J el w ]
Reagy | | EHC @ 100% (=F {} (] 5

When tha Excal spreadsheet is ready, sxport it as a CSV file. From the Fila menu, choose Save ds
and specify CSV (Comma delimited) (*.csv) for the file farmat.

v @- X oM

i Enter a name for this transaction (you can use this name to find your transaction later)

i Choose a CSV Data File to Upload

Browse..

-

Privacy Statement | Legal Disclaimer Powered by Sircon

1. Inthe Enter a name for this transaction field, enter a name for the Bulk
Record-Only Appointments request. The hame you enter will become the
searchable value of the request file's Name field. Maximum 45 characters.

2. To the right of the Choose a CSV Data File to Upload field, click the
Browse button. The Choose File dialog box will open. Use the navigation
options on the Choose File dialog box to locate the course completions
record file (*.csv) on your system. When the correct file name appears in the
File Name field, click the Open button. The Choose File dialog box will
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close, and the system path to the file will appear in the Choose a CSV Data
File to Upload field.

3. Click the Continue button. The data file will be uploaded into the system,
and the system will validate the data file.

Monitoring the Operation

Once the system has validated the data file for proper formatting and
completeness, the system will perform the following automated steps:

1. Create a separate record-only appointment request record for each
producer in the Bulk Record-Only Appointments data file. The dependent
or "child" request record maintains a traceable relationship to the original
Bulk Record-Only Appointments request, but the system will apply all
subsequent processing steps to each new dependent request. You can view
the relationship between the original request record and any dependent

request on the Related Requests tab.

DEMO

& | Sircon

{ % Producer Express

Current User: Valued User | Acting Role: Licensing Specialist

| 4@ Workspace |

[ED switch ta | P Help | 8 Exit |

&d Agency: UAT BULK 081810

4

[

| Related Requests [ P

kd Status : Processed

~
Requests Requiring UAT BULK 081810
= = Closed . ’
1D Name Relationship Status Current Milestone Actions
Reason
Nething found to display.
Requests Required By UAT BULK 081310
10 requests found.displaying all requests.
- - Closed = .
1D Name Relationship 4 |Status Current Milestone Actions
Reason
252500 David Wiggins DPHONT Processed Packet completed a, &
252301 David Wiggins DPNDNT Processed FPacket completed o, &
252502 David Wiggins DFNDNT Processed Facket completed o, &
252503 David Wiggins DPHONT Processed Packet completed o, &
252304 Dawid Wiggins DFNDNT Processed Facket completed o, &
252905  INSURE COM INC DPNONT Error Get Writing Numbers o,
252906 INSURE COM INC DPHDNT Processed Packet completed o, &
252907 PFS INS GROUP LLC DPNDNT Processed FPacket completed o, &
252308 PFS INS GROUP LLC DFNDNT Processed Facket completed =
252909 PFS INS GROUP LLC DPNDNT Processed FPacket completed o, &
Key: [Qview Request & Review Producer in PM L3
10 requests found,displaying all requests.
v

Powered by Sircon

2. Once all possible dependent requests records are created, change the
Status of the original Bulk Record-Only Appointments request record

(containing the data file) to Processed.

3. If the Create new producer if not found in PM? option is enabled, create a
new producer record for any producer included in the Bulk Record-Only
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10.

11.

Appointments data file who does not have an existing record in Producer
Manager and supplement the new record with PDB data.

If the Sync producer data with PDB before processing appointments?
option is enabled, update with PDB data the Producer Manager record of
any producer included in the Bulk Record-Only Appointments data file,
where necessary.

If the Run background investigations before processing appointments?
option is enabled, submit a background and/or credit check request to your
company's chosen background check vendor for every producer included in
the Bulk Record-Only Appointments data file, based on the applicable BI
Profile. (For more information, see Bulk Background Investigation
Requests.) The Status of a dependent request is Pending while the system
awaits a response from the background check vendor.

. The background check vendor processes each request and returns a result

to the system. The system responds in one of the following ways:

o If the result of a producer background check for a dependent request
is "Pass," the system resumes automated processing, and the Status
changes to Processed, and the related producer record in Producer
Manager is updated with background investigation information.

o If the result for a dependent request is "Fail" or "Needs Review," the
request is routed to the Error Queue for manual follow-up by an
authorized user. Once manual follow-up is completed, the user
determines whether or not to proceed with the appointment request. If
the user chooses to proceed, the user resubmits the request to
automated processing. If the user decides to abort the appointment
request, the user manually stops the dependent request to change its
Status to Closed.

For each dependent appointment request, check if requested combination of
state(s), appointing companies, and appointment types (as specified in the
Bulk Record-Only Appointments data file and as allowed by the specified
Appointment Profile(s)) is permissible, based on data stored in producer
and company records in Producer Manager.

Using the state-specific processing method specified in the Appointment
Profile, in non-appointment filing states, appointments will be recorded as
"record-only" in producer records in Producer Manager. The dependent
request record in Producer Express will display a Status of Processed, and
the Appointment section of the producer's record in Producer Manager will
display a Status of Active.

If the Send Appointment Letters? option is enabled, generate an email to
the email address included in the Bulk Record-Only Appointments data
file and/or an Appointment Letter attachment in PDF format notifying the
producer of each new state appointment. (Note that the global setting for
this option can be configured differently per request. See Preparing the Data
File.)

Once all state appointment requests on a dependent request record are
processed, change overall Status of record to Processed.
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Error and Exception Handling

Producer Express will route to the Error Queue any request that does not meet
functional or business rule validation or that encounters state transaction rejections or

errors.

The table below lists some common error messages, the pages or functions in the
system upon which you may encounter them, a description of their meaning, and some
troubleshooting guidance.

Affected Pages or - : :
Error ST R Error Condition |Resolution Options
To help diagnose
formatting errors,
open CSV data file in
a text editing
When attempting to application, such as
Only Appointments  |yaues in data Notepad.
Da}f‘g f;!e data file and ]Eaeglr) I fields of data file. Fix error and
validation processing of origina _ ) resubmit original
Bulk Record-Only Invalid formatting Bulk Recor?j—OnIy
Close Erred
Requests
Stop request
Add producer record
to Producer Manager
and resubmit
) dependent request to
depen(tlle;'][c feqUtﬁSt Record of processing.
enerated from the i
gent ] producer for which Have the Bulk
. Ol‘lglnal Bulk ReCOTd record_only
Cannot find  |only Appointments appointment Record-Only
producer to  |request. request was made Appointments utility
appoint o does not exist in configured to
When verifying automatically add
existence of a producer|Producer new records for
record in Producer Manager. producers missing
Manager. from Bulk Record-
Only Appointments
data file.
Stop request
PDB report  |When processing a System cannot Review producer
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not found

dependent request
generated from the
original Bulk Record-
Only Appointments
request.

When attempting to
synchronize a
producer's data in
Producer Manager
against state data.

find record of
producer for which
appointment
request was made
on the PDB.

record in Producer
Manager, update
regulatory data, and
resubmit dependent
request to automated
processing.

Stop request

Active license
to support
appointment
not found

When processing a
dependent request
generated from the
original Bulk Record-
Only Appointments
request.

\When verifying a
producer's regulatory
data on record in
Producer Manager.

Producer's state
licensing data
does not support
state appointment
request.

Add or obtain proper
state license and
lines of authority to
support requested
appointment.

Update regulatory
data on producer's
record in Producer
Manager.

Stop request

Notes

Vertafore will configure in the system a set of pre-defined, client-specific rules, called an
“Appointment Profile” (or, sometimes, "enhanced appointment profile"). An Appointment
Profile consists of combinations of states, the appointing companies in your carrier group that
are admitted in those states, the appointment types available to each company in each state,
and the submission method (electronic, paper, or record-only) used by each state. During a
Bulk Record-Only Appointments operation, the Appointment Profile enforces the valid
combinations of states, appointing companies, and appointment types against each
appointment request included in the data file. With the Appointment Profile in place and
governing the universe of allowable appointments, you then are free to tailor any appointment
request in the batch, narrowing it, for example, to include only specific states or appointing
companies. One Vertafore-configured or "default” Appointment Profile is included as core
functionality. However, if you require more control over appointment types (e.g., variable annuity
lines only, surety lines only, etc.), as an additional option, Vertafore can configure multiple
Appointment Profiles. Then you could input the code for one, another, or all Appointment
Profiles in the Bulk Record-Only Appointments data file. For more information, contact your
Vertafore representative.

Tips

If your company's instance of Producer Manager contains updated records of newly-licensed
producers for which you need to record appointments, you can run the Producer Licenses
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Inquiry and use the report output in a spreadsheet or comma-delimited format as the basis for
your Bulk Record-Only Appointments data file. When selecting report criteria, filter the output
by individual or firm entity type, by state if desired, and by a range of dates during which the
producers' licenses became active. Use the Search function in the report window to specify the
data fields from the report output needed for the Bulk Record-Only Appointments data file
(i.e., Last Name or Firm Name, Social Security Number or Federal Employer Identification
Number, and Appointment State Code), and then download the search results as an MS Excel
File. Then, supplement the data file with the other required data elements specified in the File
Layout Reguirements. For more information, see Inquiries in the Producer Manager online
help.

Bulk Regulatory Course Completions

Using the Bulk Regulatory Course Completions utility, you can to apply in a single action
continuing education (CE) course completion information to the records of a batch of individual
producers in Producer Manager. Course completion information will be inserted in the Course
Completions data section of affected producers’ records in Producer Manager.

File Layout Requirements

Use the information in the table below as quick reference for the layout requirements of
the Bulk Regulatory Course Completions data file:

Spreadsheet Column Reference . S,
(Field Position) Data Field Required*
. Social Security

A (First) Number Yes

B (Second) Last Name Yes

C (Third) First Name No

D (Fourth) Email Address No

E (Fifth) Provider Name Yes

F (Sixth) Course Name Yes

Regulatory Body
G (Seventh) Code* Yes
H (Eighth) Completion Date Yes
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I (Ninth) Course Hours No
J (Tenth) 883;5*3 Category  |\oo

* Regulatory Body Code must be configured in the RGLTRY_BDY_CD
code group on the Maintain Codes page in Producer Manager.

** Course Category Code must be configured in the CRS_CTGRY_CD
code group on the Maintain Codes page in Producer Manager.

Step-by-Step Instructions

The process begins with the creation and proper for

matting of a data file that contains the

following key information for each request included the Bulk Regulatory Course

Completions operation:
[ ]

hours, and completion date

The applicable regulatory body

A producer for which to record a regulatory course completion
Course information, including course name, education provider name, course

Use the following steps to perform a Bulk Regulatory Course Completions operation:

Preparing the Data File

For processing in the Bulk Regulatory Cours

e Completions utility, the data file

must be in a comma-separated value (*.csv) file format. To create the data file and
save it in the CSV file format, we recommend the use of a spreadsheet application,
such as Microsoft® Excel®. However, if you are exporting data from another

system for processing in the Bulk Regulatory

Course Completions utility, you

may bypass the spreadsheet application and export the data directly in the CSV file
format, making sure to delineate each field in the CSV file with commas.

Reformat cells with numeric strings to preserve leading zeroes.

Bulk Reg Test.csv - Microsoft Excel

Review  View  AddIns  loadTest  Acobat  Team

(x| N - =
Home | Insert  Pagelayout  Formulas  Data
cut .
& &«
153 Copy ~
R

< Format Painter
ipboard ont

@

Calibri -1

B I U-

B m =P
s 2 5 =2
Conditional Format Cell Insert

‘matting ~ as Table = Styles ~ -
stytes

F10 Fe

A B c D
1 SSN LastName First Name Email Address

2 123456788 Domash

Education Provider Name Course Name

WebCE How Obamacare Impacts Life Insurance
Kaplan Mobile Clients, Mobile Responsibilities
Online Learning Systems  Taking Stock of Life

3 123456789 Adair

4 123456787 Abernathy
5

I

J Delete header

row before
Course Category Code — saving data file.

G |
Regulatory Body Code Course Completion Date Course Credit Hours
™I 12/12/2011
™I
M

10/23/2012
10/23/2012

For more information on data file requirements, see File Layout Requirements.

1.

2.
entry and help format the data file to me

Launch a spreadsheet application. A new, blank spreadsheet file will open.

In first row of the spreadsheet file, create a header row to guide your data

et the CSV layout requirements. (See

the screen capture above.) In each cell beginning with Column A and ending
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with Column J (the first cell through the tenth cell in row 1), enter the
following in sequence: SSN, Last Name, First Name, Email Address,
Education Provider Name, Course Name, Regulatory Body Code,
Course Completion Date, Course Credit Hours, Course Category Code.
You must delete the header row before uploading the data file to the system.
(See step 17.)

3. Required. In Column A, or the first column in the spreadsheet, enter a Social
Security Number (SSN). Limit 9 characters; remove hyphens.

4. Required. In Column B, or the second column in the spreadsheet, enter a
producer's last name. Replace apostrophes, ampersands, or other special
characters with spaces. Maximum 75 characters.

5. Optional. In Column C, or the third column in the spreadsheet, enter a
producer's first name. Maximum 35 characters.

6. Optional. In Column D, or the fourth column in the spreadsheet, enter a valid
email address for a producer. The system will update the value of the Email
Address field in the Contact Information data section on the producer’s
record in Producer Manager. Maximum 72 characters.

7. Required. In Column E, or the fifth column in the spreadsheet, enter the
name of the education provider who offered the course. Maximum 255
characters.

8. Required. In Column F, or the sixth column in the spreadsheet, enter the the
name of the education or training course. Maximum 255 characters.

9. Required. In Column G, or the seventh column in the spreadsheet, enter a
code representing the regulatory or oversight entity that compels a producer
to take and earn credit for the course. The code must be configured in the
RGLTRY_BDY_CD code group on the Maintain Codes page in Producer
Manager.

10. Required. In Column H, or the eighth column in the spreadsheet, enter a
date on which on which the selected producer completed the course. Use the
mm-dd-yyyy date format, including hyphens. Limit 10 characters.

11. Optional. In Column I, or the ninth column in the spreadsheet, enter the
whole and/or partial hours for which the producer has earned credit for
completing the course. Maximum 5 characters; may include a decimal point.

12. Required. In Column J, or the tenth column in the spreadsheet, enter a code
representing the education type or grouping for the course. The code must be
configured in the CRS_CTGRY_CD code group on the Maintain Codes page
in Producer Manager.

13. Repeat steps 3 through 12 for each record row in the spreadsheet file.

14. Many spreadsheet applications by default will strip leading zeroes from
numeric strings in data cells with "general" formatting applied. You will need
to preserve the leading zeroes in all numeric strings in the data file. Change
the cell formatting to protect leading zeroes. Select to highlight the column
with numeric strings, and then right-click and select Format Cells to open the
Format Cells dialog box. In the Category box, select Text. Click the OK
button.
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15.

16.

17.
18.
19.

The data file is ready for uploading to the Bulk Regulatory Course Completions
utility for processing.

If the tax ID values in Column A include hyphens, you must remove the
hyphens. Click to select Column A. Press Ctrl + H to open the Find and
Replace dialog box. In the Find What field, enter a hyphen (-). In the
Replace With field, do not enter anything (leave null). Click the Replace All
button. The operation will remove all hyphens from all values in the column.

To save the file in the CSV format, from the Office button or File menu of the
spreadsheet application, select Save As. The Save As dialog box will open.
Choose a system location to which to save the data file. In the File Name
field, enter a name for Bulk Regulatory Course Completions data file.
From the Save As Type dropdown menu, select CSV (Comma delimited)
(*csv). Then, click the Save button. Click Yes on any message box asking to
confirm your choice of CSV file format.

Delete the header row you created in step 2. Select the row, right-click, and
then select Delete.

Re-save the data file. Click Yes on any message box asking to re-confirm
your choice of CSV file format.

Close the data file.

Launching the Application

1.
2.

Launch or open Producer Express. The Workspace page will open.

From the Available Tasks menu, select Start a New Packet or Generic
Packet. The Packet Type page will open.

{ 3 Producer Express

Current User: Sircon Administrator | Acting Role: Licensing Supervisor

‘ 4@ Warkspace | | Switch ko PM| T Help | 1B Exit |

Start New Request

Transaction Type

Packet Type

& Packet Type

Address - System Generated

Background Investigation - System Generated
Bulk Request - Address Continue
Bulk Request - Background Investigaton | ———
Bullc Request - Business Unit

Bulk Request - Course Completion PST

p
Bulk Raquest Email k
Bulk Request - External System Id

Bulk Request - Termination

Business Unit - System Generated

Email Update - System Generated

External System Id - System Generated
Termination - System Generated

“ 1 »

Privacy Statement | Legal Disclaimer Powered by Sircon
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3. From the Packet Type dropdown menu, select Bulk Request — Course
Completion Regulatory.

4. Click the Continue button. The Upload Producer CSV File page will open,
allowing you to upload the Bulk Regulatory Course Completions data file
and submit the file for processing.

Uploading the Data File

Use the Upload Producer CSV File page to upload the Bulk Regulatory Course
Completions data file and submit the file for processing.

‘ 3 Producer Expres:
Current User: Sircon Administrator | Acting Role: Licensing Supervisc

[ 4@ WOH‘SFGCS l f@ Switch to F‘M‘ ? Help f mi Exit

4@ Producer: BULK TRANSACTION @ Status: Open
[ Start New
Transaction Type  Upload Producer CSV File

B Instructions

To process Bulk Course Completions - State Education Training, you will need an Excel

spreadsheet listing the prod. to be updated. The should be as follovs
(values in bold indicate required fields):
A. SSN (with or without dashes)
E. Last Name (Individual Last Name)
C. First Name (Individual First Name)
D. Email Address
E. Provider Name
F. Course Name
G. Regulatory Body
H. Completion Date (mm-dd-yyyy)
I. Course Hours
). Category Code
See below for an example:
"
®] bulkCourseReg.csv
A B C D E F
1 123456783 Smith John example@vertafore.com NOBLE CONTINUING EDUCATION LIFE POLICIES |
2 987654321 Jones Bob example@vertafore.com EDUCATIONAL TRAINING SYSTEMS, INC LONG TERM CARE  |=
3 147852963 Allen Kevin example@vertafore.com USALLIANZ INVESTOR SERVICES, LLS. DISTRIBUTION PLANH
,74 -
S
6
W < ¥ ¥ bulkCourseReg /%J il

When the Excel spreadsheet is ready, export it as a CSV file. From the File menu,
choose Save As and specify CSV (Comma delimited) (*.csv) for the file format.

Swep: |2 Demo v @2 Xmm-

Flemame:  lyciofroducton.cov v
Seve s tive: |cov (Comma detmited) (.cov)

B Enter a name for this transaction (you can use this name to find your transaction later)

& Choose a CSV Data File to Upload

Tl m J b

1. Inthe Enter a name for this transaction field, enter a name for the Bulk
Regulatory Course Completions request. The name you enter will become
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the searchable value of the request file's Name field. Maximum 45
characters.

2. Tothe right of the Choose a CSV Data File to Upload field, click the
Browse button. The Choose File dialog box will open. Use the navigation
options on the Choose File dialog box to locate the course completions
record file (*.csv) on your system. When the correct file name appears in the
File Name field, click the Open button. The Choose File dialog box will

close, and the system path to the file will appear in the Choose a CSV Data
File to Upload field.

3. Click the Continue button. The data file will be uploaded into the system, and
the system will validate the data file.

Monitoring the Operation

Once the system has validated the data file for proper formatting and
completeness, the system will perform the following automated steps:

1. Create a separate regulatory course completion request record for each
producer in the Bulk Regulatory Course Completions data file. The
dependent or "child" request record maintains a traceable relationship to the
original Bulk Regulatory Course Completions request, but the system will
apply all subsequent processing steps to each new dependent request. You
can view the relationship between the original request record and any
dependent request on the Related Requests tab.

% Producer Express
Current User: Sircon Administrator | Acting Role: Licensing Supervisor
[ 4G workspace | [E3 switch ta pr| @ Help | G50 Exit |
@ Agency: Test_CourseC ions_Reg_5.29.13 @ status: Processed
4 T RelatedRequests [ [ oo 1 b

Requests Requiring VertaforeTest_CourseCompletions_Req_5.29.13

Closed
Reason

D Name

Relationship Status

Current Milestone Actions

Nothing found to display.

Requests Required By VertaforeTest_CourseCompletions_Req_5.29.13
3 requests found.displaying s/l requests.

Closed
Reason

D Name

Relationship & Status

Current Milestone Actions

706615 Jack DPNDNT Processe d Packet completed [

706616  Smith DPNDNT Processe d Packet completed &

706617 Broach DPNDNT Processe d

Packst completad i

Key: P Review Producer in PM

3 requests found,displaying all requests.

. (T

Privacy Statament | Legal Disclaimer Powere, d by Sircon

2. Once all possible dependent requests records are created, change the
Status of the original Bulk Regulatory Course Completions request record
(containing the data file) to Processed.
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3. Check Producer Manager for the existence of a producer record related to

4.

each dependent request.

For each dependent Bulk Regulatory Course Completions request, check
if update is allowable based on system and business rules.

For each valid and allowable dependent request, update each related
producer record in Producer Manager with information entered in the data

file.

Once the update is complete, change Status of dependent request record to

Processed.

Error and Exception Handling

Producer Express will route to the Error Queue any request that does not meet
functional or business rule validation or that encounters state transaction rejections or

errors.

The table below lists some common error messages, the pages or functions in the
system upon which you may encounter them, a description of their meaning, and some
troubleshooting guidance.

Error

Affected Pages or Functions

Error
Condition

Resolution Options

Data file
validation

\When attempting to upload
Bulk Regulatory Course
Completions data file and
begin processing of original
Bulk Regulatory Course
Completions request.

Missing
required
values in data
fields of data
file.

Invalid
formatting of
data file.

e To help diagnose
formatting errors,
open CSV data file in
a text editing
application, such as
WordPad or Notepad.

e Fix error and resubmit
original Bulk
Regulatory Course
Completions request

o Close Erred Requests

e Stop request

Bulk Product-Specific Training Course Completions

Using the Bulk Product-Specific Training Course Completions utility, you can to apply in a
single action product-specific training (PST) course completion information to the records of a
batch of individual producers in Producer Manager. Course completion information will be
inserted in the Course Completions data section of affected producers’ records in Producer

Manager.
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File Layout Requirements

Use the information in the table below as quick reference for the layout requirements of
the Bulk Product-Specific Training Course Completions data file:

Spreadsheet Column Reference : e
(Field Position) Data Field Required*
- Social Security

A (First) Number Yes

B (Second) Last Name Yes

C (Third) First Name No

D (Fourth) Email Address No

E (Fifth) :Browder Subscriber Yes

F (Sixth) Provider Name Yes

G (Seventh) Provider Course ID [|Yes

H (Eighth) Course Name Yes

I (Ninth) Completion Date Yes

J (Tenth) Course Hours No

Course Category

K (Eleventh) Code* Yes

* Course Category Code must be configured in the CRS_CTGRY_CD
code group on the Maintain Codes page in Producer Manager.

Step-by-Step Instructions

The process begins with the creation and proper formatting of a data file that contains the
following key information for each request included the Bulk Product-Specific Training
Course Completions operation:

e A producer for which to record a product-specific training course completion

e Course information, including course name and ID, education provider name and
ID, course hours, and completion date

Use the following steps to perform a Bulk Product-Specific Training Course

Completions operation:
s
M Vertafore
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Preparin

g the Data File

For processing in the Bulk Product-Specific Training Course Completions
utility, the data file must be in a comma-separated value (*.csv) file format. To
create the data file and save it in the CSV file format, we recommend the use of a
spreadsheet application, such as Microsoft® Excel®. However, if you are exporting
data from another system for processing in the Bulk Product-Specific Training
Course Completions utility, you may bypass the spreadsheet application and
export the data directly in the CSV file format, making sure to delineate each field in
the CSV file with commas.

Tables

Reformat cells with numeric strings to preserve leading zeroes.

B2 &

PivatTable Tatfle

= Bulk PST Test.csvft Microsoft Excel

ne | Insert | Pagelayout  Formulas  Data  Review | View  Adddns  LoadTest  Acrobat

crobat Team
il e Sk [ ) o
Pie Bar Line I

Picture Clip  Shapes SmartArt Sereenshot | Column  Line Area Scatter Othffr Column Win/Loss
At - - - - B

J w TE 3

S Charf ~ x & Footer

i
Hiustrations Charts Sparklines Filter Links Tef Sym

eader Wordhrt Signature Object  Equatior Text  Header |
oter - Line - - Bo»

H20|

S Z N P N ol

A
1 ssN

2 | 123456789 Domash  Major
3 | 987654321 Adair Cherry
4 | 243546576 Abernathy Ned

=

»
B c D E F ¥'s H | | ¥ ) K

Last Name First Name Email Address Provider Subscriber ID Provider Name Provider Course ID Course Name
8858687 Selling Our Company's Life Products
2378578576 When It's Right to Call
374765 Rejecting Unethical Temptations

12345 Insurance Carriet 12/12/2011 L
54321 Partner in Ed

53423 Partner in Ed

10/23/2012 u
10/23/2012 u

For more information on data file requirements, see File Layout Requirements.

1.
2.

Launch a spreadsheet application. A new, blank spreadsheet file will open.

In first row of the spreadsheet file, create a header row to guide your data
entry and help format the data file to meet the CSV layout requirements. (See
the screen capture above.) In each cell beginning with Column A and ending
with Column J (the first cell through the tenth cell in row 1), enter the
following in sequence: SSN, Last Name, First Name, Email Address,
Provider Subscriber ID, Provider Name, Provider Course ID, Course
Name, Course Completion Date, Course Credit Hours, Course Category
Code. You must delete the header row before uploading the data file to the
system. (See step 18.)

Required. In Column A, or the first column in the spreadsheet, enter a Social
Security Number (SSN). Limit 9 characters; remove hyphens.

Required. In Column B, or the second column in the spreadsheet, enter a
producer's last name. Replace apostrophes, ampersands, or other special
characters with spaces. Maximum 75 characters.

Optional. In Column C, or the third column in the spreadsheet, enter a
producer's first name. Maximum 35 characters.

Optional. In Column D, or the fourth column in the spreadsheet, enter a valid
email address for a producer. The system will update the value of the Email
Address field in the Contact Information data section on the producer’s
record in Producer Manager. Maximum 72 characters.

Required. In Column E, or the fifth column in the spreadsheet, enter the
education provider’s Vertafore subscriber ID. Maximum 9 digits.

Required. In Column F, or the sixth column in the spreadsheet, enter the
name of the education provider who offered the course. Maximum 255
characters.

Delete
header row

Completion Date Course Hours Course Category Code Hbgfure

saving file.

A Vertafore

Page 112

© 2016, Vertafore, Inc.



Producer Express Bulk Processing Module User Guide

10.

11.

12.

13.

14.
15.

16.

17.

18.

19.

20.

Required. In Column G, or the seventh column in the spreadsheet, enter an
identifier that the education provider has assigned to the course. Maximum
20 characters.

Required. In Column H, or the eighth column in the spreadsheet, enter the
the name of the education or training course. Maximum 255 characters.

Required. In Column I, or the ninth column in the spreadsheet, enter a date
on which on which the selected producer completed the course. Use the mm-
dd-yyyy date format, including hyphens. Limit 10 characters.

Optional. In Column J, or the tenth column in the spreadsheet, enter the
whole and/or partial hours for which the producer has earned credit for
completing the course. Maximum 5 characters; may include a decimal point.

Required. In Column K, or the eleventh column in the spreadsheet, enter a
code representing the education type or grouping for the course. The code
must be configured in the CRS_CTGRY_CD code group on the Maintain
Codes page in Producer Manager.

Repeat steps 3 through 13 for each record row in the spreadsheet file.

Many spreadsheet applications by default will strip leading zeroes from
numeric strings in data cells with "general" formatting applied. You will need
to preserve the leading zeroes in all numeric strings in the data file. Change
the cell formatting to protect leading zeroes. Select to highlight the column
with numeric strings, and then right-click and select Format Cells to open the
Format Cells dialog box. In the Category box, select Text. Click the OK
button.

If the tax ID values in Column A include hyphens, you must remove the
hyphens. Click to select Column A. Press Ctrl + H to open the Find and
Replace dialog box. In the Find What field, enter a hyphen (-). In the
Replace With field, do not enter anything (leave null). Click the Replace All
button. The operation will remove all hyphens from all values in the column.

To save the file in the CSV format, from the Office button or File menu of the
spreadsheet application, select Save As. The Save As dialog box will open.
Choose a system location to which to save the data file. In the File Name
field, enter a name for Bulk Product-Specific Training Course
Completions data file. From the Save As Type dropdown menu, select CSV
(Comma delimited) (*csv). Then, click the Save button. Click Yes on any
message box asking to confirm your choice of CSV file format.

Delete the header row you created in step 2. Select the row, right-click, and
then select Delete.

Re-save the data file. Click Yes on any message box asking to re-confirm
your choice of CSV file format.

Close the data file.

The data file is ready for uploading to the Bulk Product-Specific Training Course
Completions utility for processing.
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Launching the Application
1. Launch or open Producer Express. The Workspace page will open.
2. From the Available Tasks menu, select Start a New Packet or Generic

Packet. The Packet Type page will open.
3 Producer Express

Current User: Sircon Administrator | Acting Role: Licensing Supervisor

[ 4 workspace | [E3 swich eo pm] F relp | G et |
N

Start New Request

Transaction Type

Packet Type

B Packet Type

ddress - System Generated

Background Investigation - System Generated
Bulk Request - Address o
Bulk Request - Background Investigation
Bulk Request - Business Unit

Bulk Reguest - Course Completion PST
Bulk Request - Course Completion Regulato
Bulk Request - Email

Bulk Request - External System Id

Bulk Request - Termination

Business Unit - System Generated

Email Update - System Generated

External System 1d - System Generated
Termination - System Generated

« I ]

Privacy Statement | Legal Disclaimer Powerad by Sircon

3. From the Packet Type dropdown menu, select Bulk Request — Course
Completion PST.

4. Click the Continue button. The Upload Producer CSV File page will open,
allowing you to upload the Bulk Product-Specific Training Course
Completions data file and submit the file for processing.

Uploading the Data File

Use the Upload Producer CSV File page to upload the Bulk Product-Specific
Training Course Completions data file and submit the file for processing.

7 © , fore, Inc.
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% Producer Expres,

Current User: Sircon Administrator | Acting Role: Licensing Supervisc

| 4@ Warkspace |

[E switch to PM| F Help | G Exit

kd Producer: BULK TRANSACTION kd Status: Open

Start New Request

Transaction Type Upload Producer CSV File

B Instructions

To process Bulk Course Completions - Product Specific Training, you will need an Excel
spreadshest listing the producers to be updated. The columns should be as follors
(values in bold indicate required fields):

SSN (with or without dashes)

Last Name (Individual Last Name)
First Name (Individual First Name)
Email Address

Provider Subscriber ID

Provider Name

Provider Course ID

Course Name

Completion Date (mm-dd-yyvy)
Course Hours

. Category Code

FenIOmMMODE P

See below for an example:

& bulkCourseP ST, cav
o B C D = F G H
1 123456783 Smith John example@vertafore.com 11656 RegEd RS026PT.5 Polaris Annuity Training -
2 987654321 Jones Bob example@vertafore.com 11715 QuestCE  RSO26PT) Annuities Training 1
3 1147952963 Allen kevin example@vertafore.com 257117 WehCE 263137 California 8-Hour &nnuity Co
4
5

fﬁ[ bulkCoursePST ~FJ N

When the Excel spreadsheet is ready, export it as a CSV file. From the File menu,
choose Save As and spacify CSV (Comms delimited) (*.csv) for the file format.

Save s FE

Swveps | Demo W @ %cim-.
[y My Recent
I pogments
(B eshazp
oMy
-‘WW'G
My
i Computer

My Metwark
|-l

Flomme:  [ncofpradaczon.cae -

See &8 P81 [csi fConma deimeed) (- -

o

IR Enter a name for this transaction (you can use this name to find your transaction later)

@ Choose a CSV Data File to Upload
Browse..

. r

In the Enter a name for this transaction field, enter a name for the Bulk
Product-Specific Training Course Completions request. The name you
enter will become the searchable value of the request file's Name field.
Maximum 45 characters.

To the right of the Choose a CSV Data File to Upload field, click the
Browse button. The Choose File dialog box will open. Use the navigation
options on the Choose File dialog box to locate the course completions
record file (*.csv) on your system. When the correct file name appears in the
File Name field, click the Open button. The Choose File dialog box will
close, and the system path to the file will appear in the Choose a CSV Data
File to Upload field.

Click the Continue button. The data file will be uploaded into the system, and
the system will validate the data file.
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Monitoring the Operation

Once the system has validated the data file for proper formatting and
completeness, the system will perform the following automated steps:

1. Create a separate regulatory course completion request record for each

producer in the Bulk Product-Specific Training Course Completions data
file. The dependent or "child" request record maintains a traceable
relationship to the original Bulk Product-Specific Training Course
Completions request, but the system will apply all subsequent processing
steps to each new dependent request. You can view the relationship between

the original request record and any dependent request on the Related
Requests tab.

3 Producer Express
Current User: Sircon Administrator | Acting Role: Licensing Supervisor
[ 4@ workspace | [EZ switch to pr| @ Help | G Exit |
@ Agency: VertaforeTest_CourseCompletion_PST_5.28.13 @ status: Processed
o [ ReawdRemuests [ [ oo | b

Requests Requiring VertaforeTest_CourseCompletion_PST_5.28.13

Closed
Reason

D

Name |Re|atiunshig Status

Current Milestone Actions

Nothing found to display.

Requests Required By VertaforeTest_CourseCompletion_PST_5.28.13
3 requests found,displaying all requests.

Closed

ID Name Relationship & |Status
Reason

Current Milestone Actions

706534 Adam DPNDNT Processe d Packet completed

706535  Andrews DPNONT Processed Packet completed

TER

706538 Elack DPNDNT Processe d Packet completed

Key: % Review Producerin PM

2 requests found,displaying all requests.

r

< T

Privacy Statement | Legal Disclaimer Powered by Sircon

Once all possible dependent requests records are created, change the
Status of the original Bulk Product-Specific Training Course Completions
request record (containing the data file) to Processed.

Check Producer Manager for the existence of a producer record related to
each dependent request.

For each dependent Bulk Product-Specific Training Course Completions
request, check if update is allowable based on system and business rules.

For each valid and allowable dependent request, update each related

producer record in Producer Manager with information entered in the data
file.

Once the update is complete, change Status of dependent request record to
Processed.

A Vertafore
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Error and Exception Handling

Producer Express will route to the Error Queue any request that does not meet
functional or business rule validation or that encounters state transaction rejections or
errors.

The table below lists some common error messages, the pages or functions in the
system upon which you may encounter them, a description of their meaning, and some
troubleshooting guidance.

Error Affected Pages or Functions Egr?éition Resolution Options
e To help diagnose
formatting errors,
open CSV data file in
a text editing
application, such as
_ Missing WordPad or
When attempting to _upload required Notepad.
Bulk Product-Specific values in data £ g
Data file |r@ining Course Completions fie|ds of data e FKX et;rOE[ and I
Validation [d8t@ file and begin processing ffije, resubmit origina
of original Bulk Product- _ Bulk Product-
Specific Training Course Invalid Specific Training
Completions request. formatting of Course
data file. Completions
request
o Close Erred
Requests
e Stop request

Bulk Professional Liability Coverage Updates

Using the Bulk Professional Liability utility, you can to apply in a single action professional
liability coverage information to the records of a batch of individual and/or firm producers in
Producer Manager. Professional liability coverage information will be inserted in the
Professional Liability data section of affected producers’ records in Producer Manager.

Note: You can use the Professional Liability Insufficient Coverage Inquiry in Producer
Manager to isolate producers whose records are missing professional liability coverage. Then,
you can use the inquiry results as the basis for a Bulk Professional Liability data file to add
coverage information to those records. For more information, see the Producer Manager online
help.
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File Layout Requirements

Use the information in the table below as quick reference for the layout requirements of
the Bulk Professional Liability data file:

Spreadsheet Column

Reference (Field Data Field Required?
Position)
. Entity Type: IL (Individual) OR
A (First) AGY (Firm) Yes
TIN (Social Security Number or
Federal Employer Identification
B (Second) Number) Yes
OR
Producer Manager record ID
Last Name (individual producers)
C (Third) OR Yes
Firm Name (firm producers)
D (Fourth) First Name (individual producers) [No
E (Fifth) Coverage Type Code Yes
F (Sixth) Policy Number Yes
G (Seventh) Insuring Company Name No
H (Eighth) Effective Date Yes
I (Ninth) Expiration Date No
J (Tenth) Per Incident Amount No
K (Eleventh) Total Amount No
L (Twelfth) Exclusion Codes No

type.

in Producer Manager.

** Exclusion codes must be configured in the
PROF_LIAB_EXCL_TYPE_CD code group on the Maintain Codes page

* Coverage Type Code must be expressed as either BOND for a bond
coverage type or POLICY for an errors & omissions insurance coverage
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Step-by-Step Instructions

The process begins with the creation and proper formatting of a data file that contains the
following key information for each request included the Bulk Professional Liability

operation:
e A producer for which to record professional liability coverage information
[ ]

Coverage information, including coverage type, coverage period, coverage

underwriter, coverage per-incident and total amounts, and exclusions.

Use the following steps to perform a Bulk Professional Liability operation:

Preparing the Data File

For processing in the Bulk Professional Liability utility, the data file must be in a
comma-separated value (*.csv) file format. To create the data file and save it in the
CSV file format, we recommend the use of a spreadsheet application, such as
Microsoft® Excel®. However, if you are exporting data from another system for
processing in the Bulk Professional Liability utility, you may bypass the
spreadsheet application and export the data directly in the CSV file format, making
sure to delineate each field in the CSV file with commas.

Re-format cells with numeric strings to preserve leading zeroes.

@ H9- = report_440330000100:ds [Compatibility Mode §- Microsoft Excel
File Home  Insert | Papelayout  Formulas | Data | Review  View  AddIns  Aoobat  Team
L) L} Dy L o (B connections | TR g E mm = > ®BE @ OE =

RN ST NER T = 88 E &= B 4% & Z

From From  From From Other  Exsting | Refresh z) sort | Fiker o Tetto  Remove ata  Consolidate Wfhatl | Group Ungroup Sublotal
Aecess Web  Text  Sourcedr  Connections | allr & 7 Advanced | Cojumns Duplicates Valilation - lysisw -

Get External Da Connections Sort & Filter Dfft Tools Outline
135 - Fe
A c D E F G N N J K Delete header row

1 |ProducerType PM Producer Id Producer Name First Name Coverage Type Company Name Policy Number Effective Date Expiration Date Per-Incident Coverage Total Coverage Exclusions H before saving data
20 =43152 ARGO FOLICY Brunswick 123456 01012013 12312013 1000000.00 3000000.00 FRAUD il
Rl e BRANDT POLICY Brunswick 123456 0101 2014 123120131000000.01 3000000.01 FRAUD ile.
10 e BROCKMAN POLICY Brunswick 123456 101 2015 123120131000000.02 3000000.02 FRAUD
i Se3a10 BRUNSCHEEN POLICY Brunswick 123456 101 2016 123120131000000.03 3000000.03 FRAUD

Rl b7 OWAN POLICY Brunswick 123456 101 2017 12312013 1000000.04 3000000.04 FRAUD

7 aGY lanG0 FIRST ALLIED POLICY Brunswick 123456 101 2018 12312013 1000000.05 3000000.05 FRAUD

B[\ S 4eE Dy POLICY Brunswick 123456 T101 2019 12312013 1000000, 06 3000000 06 FRAUD

i et LAPIERRE POLICY Brunswick 123456 T101 2020 12312013 1000000.07 =000000.07 FRAUD
10 43148 GE POLICY Brunswick 123456 11012021 12312013 1000000.08 3000000.08 FRAUD
0 e MCMAHON POLICY Brunswick 123456 T 2022 12312013 1000000.09 A000000.09 FRAUD
12| 2 MELTZER POLICY Brunswick 123456 T 2023 12312013 1000000.10 A000000.10 FRAUD
13 |0 43151 RRIS POLICY Brunawick 123456 101 2024 12312013 100000011 300000011 FRAUD
(LS LeErg MOYNIFAN POLICY Brunawick 123456 101 2026 12312013 1000000.12 3000000.12 FRAUD
15 | et NICHOLS POLICY Brunawick 123456 101 2026 12312013 1000000.13 00000013 FRAUD
16 AGY LA SECURITIES POLICY Brunawick 123456 101 2027 12312013 1000000.14 300000014 FRAUD
17 1L ©43158 STINEHOUR POLICY Brunawick 123456 1011 2026 12312013 1000000.15 =000000.15 FRAUD
18 Ay Eo5414 TEST FIRM POLICY Brunawick 123456 1012029 12312013 100000016 3000000 16 FRAUD
19 agy o040 THE LEADERS POLICY Brunawick 123456 1011 2050 12312013 1000000.17 00000017 FRAUD
200 S43161 ESSLER POLICY Brunawick 123456 T 01 2051 12312013 100000015 300000016 FRAUD
21 agy Fa0240 UBS FINARNCIAL POLICY Brunawick 123456 101 2052 12312013 100000015 300000019 FRAUD
2210 B3 VAN EPPS POLICY Brunswick 123456 11012033 12312013 1000000.20 7000000 20 FRAUD

For more information on data file requirements, see File Layout Requirements.

1. Launch a spreadsheet application. A new, blank spreadsheet file will open.

2.

In first row of the spreadsheet file, create a header row to guide your data

entry and help format the data file to meet the CSV layout requirements. (See
the screen capture above.) In each cell beginning with Column A and ending
with Column L (the first cell through the twelfth cell in row 1), enter the
following in sequence: Entity Type, TIN (Social Security Number or
Federal Employer Identification Number) OR Producer Manager record
ID, Last Name (individual producers) OR Firm Name (firm producers),
First Name, Coverage Type Code, Policy Number, Insuring Company
Name, Effective Date, Expiration Date, Per Incident Amount, Total
Amount, Exclusions. You must delete the header row before uploading the

data file to the system. (See step 19.)
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3. Required. In Column A, or the first column in the spreadsheet, enter an entity
type of the producer. For individual licensees, enter "IL" (ignore the quotes);
for agencies or other firm producers, enter "AGY" (ignore the quotes).

4. Required. In Column B, or the second column in the spreadsheet, enter a
producer's tax ID. For individual licensees, enter a Social Security Number
(SSN); for agencies or other firm producers, enter a Federal Employer
Identification Number (FEIN). Limit 9 characters; remove hyphens

OR

Enter the unique ID of a producer’s record in Producer Manager. For
individual licensees, enter the value of Indv ID field in the Details data section
of the producer’s record; for agencies or other firm producers, enter the value
of the Firm ID in the Details data section of the producer’s record.

5. Required. In Column C, or the third column in the spreadsheet, enter a
producer's name. For individual licensees, enter a producer's last name; for
agencies or other firm producers, enter a firm's legal name. Replace
apostrophes, ampersands, or other special characters with spaces. Maximum
75 characters.

6. Optional; individual producers only. In Column D or the fourth column in the
spreadsheet, enter a producer's first name.

7. Required. In Column E, or the fifth column in the spreadsheet, enter the
coverage type code representing the producer’s professional liability
coverage. For a bond, enter BOND; for errors & omissions liability insurance,
enter POLICY. Maximum 6 characters.

8. Required. In Column F, or the sixth column in the spreadsheet, enter the
policy number of the producer’s professional liability coverage. Maximum 30
alphanumeric characters.

9. Optional. In Column G, or the seventh column in the spreadsheet, enter the
name of the company issuing the producer’s professional liability coverage.
Maximum 30 alphanumeric characters.

10. Required. In Column H, or the eighth column in the spreadsheet, enter the
beginning date of the effective period of the producer’s professional liability
coverage. Use the mm-dd-yyyy date format, including hyphens. Limit 10
characters.

11. Optional. In Column I, or the ninth column in the spreadsheet, enter the
ending date of the effective period of the producer’s professional liability
coverage. Use the mm-dd-yyyy date format, including hyphens. Limit 10
characters.

12. Optional. In Column J, or the tenth column in the spreadsheet, enter the limit
in dollars and cents payable per claim or incident under the producer’s
professional liability coverage. Maximum 18 fixed point decimal characters.

13. Optional. In Column K, or the eleventh column in the spreadsheet, enter
anaggregate limit in dollars and cents payable during the effective period
under the producer’s professional liability coverage. Maximum 18 fixed point
decimal characters.

/ Page 120 © 2016, Vertafore, Inc.
A Vertafore age ertafore, Inc



Producer Express Bulk Processing Module User Guide

14. Optional. In Column L, or the twelfth column in the spreadsheet, enter one or
multiple codes representing types of claims specifically excluded under the
terms of the producer’s professional liability coverage. Separate multiple
codes with commas. Codes must be configured in the
PROF_LIAB_EXCL_TYPE_CD code group on the Maintain Codes page in
Producer Manager.

15. Repeat steps 3 through 14 for each record row in the spreadsheet file.

16. Many spreadsheet applications by default will strip leading zeroes from
numeric strings in data cells with "general” formatting applied. You will need
to preserve the leading zeroes in all numeric strings in the data file. Change
the cell formatting to protect leading zeroes. Select to highlight the column
with numeric strings, and then right-click and select Format Cells to open the
Format Cells dialog box. In the Category box, select Text. Click the OK
button.

Note: Do not apply this formatting change to the Per Incident Amount (Column
J) and Total Amount (Column K) columns.

17. If the tax ID values in Column B include hyphens, you must remove the
hyphens. Click to select Column B. Press Ctrl + H to open the Find and
Replace dialog box. In the Find What field, enter a hyphen (-). In the
Replace With field, do not enter anything (leave null). Click the Replace All
button. The operation will remove all hyphens from all values in the column.

18. To save the file in the CSV format, from the Office button or File menu of the
spreadsheet application, select Save As. The Save As dialog box will open.
Choose a system location to which to save the data file. In the File Name
field, enter a name for Bulk Professional Liability data file. From the Save
As Type dropdown menu, select CSV (Comma delimited) (*csv). Then,
click the Save button. Click Yes on any message box asking to confirm your
choice of CSV file format.

19. Delete the header row you created in step 2. Select the row, right-click, and
then select Delete.

20. Re-save the data file. Click Yes on any message box asking to re-confirm
your choice of CSV file format.

21. Close the data file.

The data file is ready for uploading to the Bulk Professional Liability utility for
processing.

Launching the Application

1. Launch or open Producer Express. The Workspace page will open.

2. From the Available Tasks menu, select Start a New Packet or Generic
Packet. The Packet Type page will open.
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Test2 for 22890
- g Producer Express
Vertafore Demo
v Current User: Valued User | Acting Rale: Licensina Soecialist
[ 4@ workspace | [EQ switch to pw | @ Help | @ Exit |
Start New Request
Packet Type
Packet Type
X Packet Type
Bulk - Address
Bulk - Appeointments
Bulk - Background Investigation s s
Bulk - Business Unit
Bulk - Email
Bulk - External System ID
Bulk - Professional Liabili
Bulk - Roster *
Bulk - Terminations
Professional Liability - Professional Liability
X-Address - Sircon Use Only
X-Appointment - Sircon Use Only
X-BI Check - Sircon Use Only
X-Business Unit - Sircon Use Only
X-Email Update - Sircon Use Only Unit
X-External System Id - Sircon Use Only AH
3 -Termination - Sircon Use Onb | B

From the Packet Type dropdown menu, select Bulk — Professional Liability.

Click the Continue button. The Bulk Options page will open, allowing you to
choose a key identifier for finding producer records in Producer Manager to
update with professional liability coverage information.

Choosing a Record ldentifier

Use the Bulk Options page to choose a key identifier for finding producer records
in Producer Manager to update with professional liability coverage information. You
may choose to locate producers based on their unique record identifier in Producer
Manager (Indv ID for individual producers or Firm ID for firm producers) or by
producers’ tax ID information (Social Security Number for individual producers or
Federal Employer Identification Number for firm producers).

Your choice will determine which data type values to include in Column B of the
Bulk Professional Liability data file. (For more information, see Preparing the
Data File.)

1. From the Producer Record Identifier dropdown menu, select PM Producer
Id to locate producers based on their unique record identifier in Producer
Manager or select TIN to locate producers based on their tax ID information.

2. Click the Continue button. The Upload Producer CSV File page will open,
allowing you to upload the Bulk Professional Liability data file and submit
the file for processing.
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Test2 for 22890

L7 \ Vertafore” Demo

% Producer Express

Current User: Valued User | Acting Role: Licensing Specialist

[ 4 workspace |

[E3 switch to P | P Help [ @ Ext |

Start New Request

Packet Type Bulk Options Upload Producer CSV File

oad Prezet | Save Preset

X Producer Record Identifier

PM Producer ID

I

Back

2l

Uploading the Data File

Use the Upload Producer CSV File page to upload the Bulk Professional

Liability data file and submit the file for processing.

Test2 for 22800

L7 \l Vertafore Demo

% Producer Express

Current User: Valued User | Acting Role: Licensing Spedialist

| 4@ Workspace |

[ED switch toPr| T Help | @ Ext |

Start New R st

Packet Type Bulk Options Upload Producer CSV File

Upload Instructions

& Instructions

«* Enter a nama for this transaction (you can usa this name to find your transaction later)
|Bulk Professional Lizbility

Choose a CSV Data File to Upload
:_440390000100.c5v|| Browse...

«

4

1. Inthe Enter a name for this transaction field, enter a name for the Bulk
Professional Liability request. The name you enter will become the

searchable value of the request file's Name field. Maximum 45 characters.

2. Tothe right of the Choose a CSV Data File to Upload field, click the
Browse button. The Choose File dialog box will open. Use the navigation
options on the Choose File dialog box to locate the course completions

record file (*.csv) on your system. When the correct file name appears in the

File Name field, click the Open button. The Choose File dialog box will
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close, and the system path to the file will appear in the Choose a CSV Data

File to Upload field.

Click the Continue button. The data file will be uploaded into the system, and

the system will validate the data file.

Monitoring the Operation

Once the system has validated the data file for proper formatting and
completeness, the system will perform the following automated steps:

1. Create a separate professional liability coverage request record for each

producer in the Bulk Professional Liability data file. The dependent or
"child" request record maintains a traceable relationship to the original Bulk
Professional Liability request, but the system will apply all subsequent
processing steps to each new dependent request. You can view the
relationship between the original request record and any dependent request

on the Related Requests tab.

v Vertafore” Demo

Test2 for 22800

Current User: Valued User | Acting Role: Licensing Specialist|

3 Producer Express

[ 4@ workspace |

& Agency: PMID

4 Related Requests D

kd Status : Processed

[ED switch to PM| F Help | @& Esit |

Requests Requiring PMID

i}

Name

Relationship

Closed
Reason

Status

Current Milestone

Actions

Nothing found to display.

Requests Required By PMID

2 requests fou

nd.displaying il requests.

1D Name

Relationship

Closed
Reason

O‘Status

Current Milestone

Actions

1067355 Groetsch Inc. DPNDNT

1067356 Deb Grostsch DPNDNT

Processed

Processad

Packet completsd

Packet complatad

@ %

i

Key: [@viewRequest § Review Producer in PM

2 requests fou

nd.displaying Il requests.

| +F]

Once all possible dependent requests records are created, change the
Status of the original Bulk Professional Liability request record (containing

the data file) to Processed.

Check Producer Manager for the existence of a producer record related to

each dependent request.

For each dependent Bulk Professional Liability request, check if update is
allowable based on system and business rules.

For each valid and allowable dependent request, update each related
producer record in Producer Manager with information entered in the data

file.

Once the update is complete, change Status of dependent request record to

Processed.
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Error and Exception Handling

Producer Express will route to the Error Queue any request that does not meet
functional or business rule validation or that encounters state transaction rejections or
errors.

The table below lists some common error messages, the pages or functions in the
system upon which you may encounter them, a description of their meaning, and some
troubleshooting guidance.

Affected Pages or Error . .
Error Eunctions Condition Resolution Options
e To help diagnose
formatting errors, open
CSV data file in a text
_ Missing editing application,
When attempting to upload |required values such as WordPad or
Bulk Professional Liability fin gata fields of Notepad.
Data file |(data file and begin data file. _ _
validation [processing of original Bulk _  Fixerror and resubmit
Professional Liability Invalid original Bulk
request. formatting of Professional Liability
data file. request
o Close Erred Requests
e Stop request
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Appendix A: Closing Erred Requests

A Producer Express user in the Licensing Supervisor role can, in one action, close all
dependent requests that have encountered an error.

This section describes this process. The procedure assumes you are logged into Producer

Express with the Licensing Supervisor role.

First, in the Producer Express Workspace, locate the bulk parent request. Remember that bulk

parent requests once they complete processing and spinning off dependent requests are given
a status of “Processed.”

3 Producer Expreg

Current User: Jill Plate | Acting Role: Licensing Supery

[ @ Available Tasks [ F Help [ 4 &x

Producer Onboarding

Personal Work Queue
My Reguests (2)
Department Queues
Bulk (1)
Baper (0]
Erincipal (14)
Recontracting (0)
Recruiter (43)
Recruiting Channel (0)
X-Address ()
X-Appointment (0}

X-Appointment RO (0)
%-BI Check (0)
X-Business Unit (0)
¥-Email Update (0)
¥-Extarnal System 1d (0)

Navigator - Custom

Shows requests using your customized filter options.

Bulk Reassign: =l 4 request(s)

4 requests found, displaying all requests.
;:II;M Name

Initiated

Date Status

Current Milestone

Current
Workflow
Step

Packet

Recruiter
Type

705320 MW Bulk Address

05/24/13 Processed Assigned to Licensing Dep...

e - ALren o

Processed EPADDRESS

mn

I 844322 Bulk Address _Test

08/15/13 Processed Assigned to Licensing Dep...

=

il
Processed BPADDRESS |G I

=

¥-Termination (4)
Error Queues

Failed B1s (0)
Auto-Pilot Exceptions [81)

Filter Options clear all

View #a

By Current Owner

Unassigned -

By Request Attributes
Channel

B
Paper =1
Principal

Recontracting

Recruiter a

Status

8s5782  kishi23

08/22/13 Processed Packet completed

Processed BPRECON

Key: [@hview this Request

4 requests found, displaying all requests.

Export current page to: CSV | Excel | XML | EDF
Export all 4 records to: C5W

A Vertafore:

Page 126

© 2016, Vertafore, Inc.



Producer Express Bulk Processing Module User Guide

Then, click the Bulk Reassign link above the Search Results panel of the Workspace page.

Bulk Reassign: all 4 request(s)

4 requests found, displaying all requests.
eque-L HName Initiated Status Current Milestone Recruiter 3::::““:;“’ Packet Actions
ID Date o Type
705320  Mw Bulk Address 05/24/13 Processed Assigred to Licensing Dep... Processed BPADDRESS |[S,
839438 ADDRESS TEST 08/14/13 FProcessed Assigred to Licensing Dep... Frocessed BFADDRESS |[S4 E
844322  Bulk Address _Test 08/15/13 Processed Assigred to Licensing Dep... Processed BPADDRESS | [0
aas7a2 kishi23 08/22/13 Processed Packet completed Processed BPRECON =%
Key: [ View this Request
4 requests found, displaying all requests.

Export current page to: CSV | Excel | XML | PDF
Export all 4 records to: CSV

Re-assign the bulk parent request to the user who will be closing the erred dependent requests.

On the Select Requests page, click to checkmark the checkbox associated with the bulk parent
request.

Then, click the Next button.

- % Producer Express
Current User: Jill Plate | Acting Role: Licensing Supervisor
| § @ workspacs

[ Z Help | @ Ext |

1) Select Requests 7 Reas=ign Requesis

Select Reguests

Select the requests you would like to change

Mext ==
o Current
[ |m Name e e ey e Current Milestone | e Ry ot
Date Owner Type
Step

D 705820 MW Bulk Address 05/24/13 Processed Address Updates Assigred to Licensing Dep... Bulk Processed BPADDRESS
839438 ADDRESS TEST 08/14/13 Processed Address Updates Assigred to Licensi Dep... Bulk Processed BPADDRESS
r ‘ 844322 Bulk Address _Test 08/15/13 Processed Address Updates Assigred te Licensing Dep... Bulk Processed BPADDRESS

D 885782 kishiz3 08/22/13 Processed Recontracting Packet Packet completed Bulk Processed BPRECON

Hext >>
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On the Reassign Requests page, click to select the radio button corresponding to the user who
will be closing erred dependent requests. It can also be yourself.

Then, click the Reassign button.

% Producer Express

Current User: Jill Plate | Acting Role: Licensing Supervisor|

| G workspace [ B Help [ 48 exic

1) Select Requests  2) Reassign Requests

Unassign Requests

) Unassign all requests back to the channel departmant quaus

Unassign ==

Assign Requests
Below is a list of available users for reassignment, with a list of requests that can be reassigned. A request vill not be listed as
available for reassignment for & user under "Affacted Requests’ if the user does not have permissions for the channel of the

request.
After choosing the user, select " gn" to change p of the ts
|User Name { User Affected Requests [
I @ delatesup  Plate, 3411 saa322 I
) SteveDeleon Deleon, Steve 214322
) tdoan Doan, Trish 322
@ thoward Howard, Tamara-Jean  gas3zz L

5

Filter Options clear all

Now, the user can find the bulk parent request using the
Filter Options on the left side of the Workspace.
Remember that a bulk parent request will have a status of
“Processed,” and so you must search based on that
Status.

By Current Ovmer

Azsigned to me -

By Request Attributes

Channel

-
FPaper =1
Principal

Recontracting

Recruiter 57

Status

Closed
Error
Cn Hald
COpen

PendinE

Queue Type

Producer
Recruiter

BEenuest T
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Once you have found the bulk parent request, click the View this Request button to open it.

% Producer Expre

Currant User: Jill Plate | Acting Role: Licensing Superv

‘ Available Tasks ‘ ‘T Help | o=

Producer Onboarding

Department Queues
Bulk (1) ]

Eaper (0]
Brincipal (14) Bulk Reassign: all request(s]

Recontracting (0)

Recruiter [(49) One request found. ¥,
Recruiting Channsl (0) — Current

%-Address (0) Name Initiated 5 vys | Current Milestone Recruiter|Workfow [PEtE | ackione

X-Appointment (0) 1D Date step  |'VP®

~App A
:'E‘u C‘“}:;ﬁ:;‘; O (0) 844322 Bulk Address _Test 08/15/13 Processed Assigned to specialist Processed BPADDRESS |9 Q%

%-Business Unit [0) . . W)
TR s m Key: | Move to DeptQueue [k View this Request

X-External System Id (0) One request found.

%-Termination (4) Export current page to: CSV | Excel | XML | PDF

Error Queues Export all 1 records to: C5W

Failed Bls (0]
Auto-Pilot Exceptions (91)

Shows requests using your customized filter options. -

i

Filter Options clear all

View »»

By Current Cwner

Assigned to me -

By Request Attributes
Channel

-
Paper =1
Principal

Recontracting

Recruiter a

Status.

Queue Type

[Lcensing ]| i

Navigate to the Related Requests tab.

3 Prodgucer Express

Current User: Jill Plate | Acting Role: Licensing Supervisor
[ 4 workspace | [ T Help [ @ et |

@ Agency: Bulk Address _Test @ Status: Processed

Revi Related 3
4 k1
)

Name Action

Summary =%

Key: [QView/Print this Form

The Related Requests tab displays all dependent requests that were spun off by the bulk
parent request, including those that encountered processing errors.
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Click the Close All Erred Requests link. It will be available only if there are requests in Error
status that can be stopped (closed).

% Producer Express

Current User: Jill Plate | Acting Role: Licensing Supervisor
‘ 4 workspacs | ‘ F Help ‘ 1 Exit |
@ Agency: Bulk Address _Test @ sStatus: Processed
4 (- | RelatedRequests | .. | ... | b

Requests Requiring Bulk Address _Test

D Name |Ke|ationshig Status Closed Current Milestone Actions!
Reason
Nothing found to display.
Requests Required By Bulk Address _Test
One request found.
. . Closed e -
D Hame Relationship & |Status Current Milestone Actions
Reason
844323 SUITH DPNDNT Errer Assigned to Licensing Dept | (04 ¥
Key: [QView Request & Remove Dependency

One request found.

Add Dependency

The Close Erred Requests page will open.

In the Reason field, you must enter a reason for stopping (closing) the requests.

% Producer Express|

Current User: Jill Plate | Acting Role: Licensing Supervisor
‘ @ workspace | @ Help ‘ AR Exic
@ Agency: Bulk Address _Test @ Ststus: Processed

Close Erred Requests

Warning: no regrets letter will be sent for these producers

B Reason

Fnsoluble arrors.

Erred Dependent Requests

One request found.

Error
Description

D Name

& |Current Milestone

844323 SMITH No producer was found with the given criteria. Assigned to Licensing Dept

Gns requast found.

Back to Request } [ Close Requests in Error and Return
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The Related Requests tab will redisplay, this time showing that the erred dependent requests

are now closed.

Producer Express

Current User: Jill Plate | Acting Role: Licensing Supervisor

[ 4@ workspace |

[ Bhep [ @ Ex |

i Agency: Bulk Address _Test

4 (o Related Requests [ | oo 1 B

@ Status: Processed

Requests Requiring Bulk Address _Test

D Name Relationship ‘Status Closed Current Milestone Actions
Reason

Nothing found to display.
Requests Required By Bulk Address _Test

One request found.

. - Closed e -
D Hame Relationship & Status Current Milestone Actions
Reason

844323 SUITH DPNDNT Clased Insoluble errors. Packet rejected @ K
Key: [QviewRequest #&Remove Dependency

One request found.

£dd Dependency

When you search for one of the stopped dependent requests in the Workspace, you can also
see that it now shows a status of Closed.

Producer Exprd

Current User: Jill Plate | Acting Role: Licensing Superv]

| & availsble Tasks | F nelp [ G E

Producer Onboarding

RECOATrSEAe (U7

Recruiter (43)
Recruiting Channel (0)

one reque‘m found.

¥-Address (0)
¥-Appointment (0}
X-Appointment RG [0)
%-BI Check (0)
¥-Business Unit (0)
¥-Email Updste (0)
¥-External Systemn 1d (0]
¥-Termination (4)

Error Queues

Eailzd BI= (0)
Auto-Pilot Exceptions (90)

Filter Options clear all
By Current Owner
<No owner criteria> -

By Request Attributes
Channel

Bulk -
Paper =]
Principal

Recontracting

Recruiter S

Status
Closed
Error

On Hold
Open
Pending
Processed

Queue Type
Licensing
Producer
Recruiter

I IP—

Lroiti
D e |Date [T Ctep Type [T
844323 SUITH 08/15/13 Closed Packet rejected Check PM Existence BCADDRESS|[S}
B O n s =iy M
One request found.

Export current page to: CSV | Excel | XML | EDF
Export all 1 records to: CSW

I Request m"gﬂgzg

1
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