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Overview

Introduction and Background

In most states, a licensed producer requires an Appointment to legally represent, or sell,
a specific product type on an insurance carrier's underwriting company's behalf. A
carrier submits a producer appointment request to the state department of insurance,
pays a fee, and, if the department finds the producer in compliance with state
regulations, receives confirmation of the appointment.

The specific rules for appointments vary among requiring states. For example, some
states require a producer to be appointed at the time of licensure, while other states
require an appointment only upon execution of an application. Some states have
lenient appointment "oackdating" rules that can cover business a producer has already
written, while others do not.

Other states, however, do not require state-verified appointments whatsoever. In those
states, an insurance carrier is only obliged to internally frack its business relationship
among its underwriting company, a producer, and the product lines represented.

A carrier customer using Producer Central can submit a producer appointment request
electronically to the state department of insurance. The state's response to the request
flows automatically back to Producer Central and updates the producer's record. In
non-appoint states, the carrier customer can manually record a producer
"appointment" to comply with state record-keeping requirements.

Terminations are the end of an appointment — a state-acknowledged close of the
business relationship between a producer and an insurer in a given state.

A carrier may terminate its entire business relationship with the producer or only the
authorization to sell specific product lines issued by one or more of the carrier’s
appointing companies (also called “regulated companies,” “underwriting companies,”
or just “writing companies”).

A carrier may decide to terminate all or any of a producer’s appointments for different
reasons. The most common is when the producer does not sell enough of the carrier
group'’s products to justify the continued expense of maintaining the producer’s
appointment.

This situation often is referred to as “termination for lack of production (TLOP).” But other
common reasons to terminate a producer’s appointment can include the loss of the
producer’s license that supports the appointment or the producer’s departure from the
insurance business.

© Vertafore Inc. 3
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Another class of termination reasons is referred to as “termination for cause.” The
producer has violated a state regulation or law or has breached the terms of the
business agreement with the carrier. States require special handling of “for cause”
terminations, usually requiring a carrier to file additional paperwork or cooperate in an
investigation of or regulatory action against the producer.

A producer appointment doesn't expire, per se, although most states require
appointments to be renewed periodically. Many states will automatically renew a
producer appointment and levy a renewal fee, unless the carrier or appointing
company specifically informs the state that it wants to terminate the appointment and
avoid the fee. Thus, state renewal periods are the most common occasion for an insurer
to submit a producer termination fransaction.

Appointments and terminations are part of the producer lifecycle management
process.

Producer Lifecycle Management
Add Producer Maintain Complete Sales
to Organization Producer Autherization _

22D L

e-o
Add producers fo  Update producer Verify producer is Submit producer Terminate
your network and records with properly licensed appoinfments to  appointments and
connect them fo demographic with Sales the states disconnect
daily PDB updates changes Authorization subscription

What will be covered?

In this quick guide, we will cover how to process appointments and terminations in
Producer Central. Topics covered in this training include how to:

e Create new appointments.
e Troubleshoot issues with appointments.
e Terminate appointments.

Who should use this document?
Users that need to appoint or tferminate producers in Producer Central.

When should you use this document?

Use this document when you need to create an appointment or terminate existing
appointments.

© Vertafore Inc. 4
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Appointments

Display Existing Appointments

Before creating an appointment, the first step is to check the producer record to make
sure the producer does not have an existing appointment for the state and writing
company attached to their producer record.

1. To open the producer record, use the Producer Quick Search or open the
producer from the Recently Viewed Producers section of the home page.

Sircon |

Licensing Companies Inquiries Express Services Administration \ Producer Quick Search

Find existing producers with Review/Update Producer or Advanced Producer Search R tly Viewed Producers
P EASLEY, CORA 40 minutes ago
Producer Network

S IE 07-07-2023
Add Producer & AGENCY, COMBINED INSURANCE 07-06-2023
Add Producers in Bulk & CHIN, CHARLIE HEE 07-05-2023
Bulk Transactions & Service Requests £ DORMAND, SARAH 07-03.2093
Update Producer Information
P Recent Subscriber Notices Show All
Add/Activate Licenses/Qualifications ( No notices.
Correct License Data

Maintain Contact Information PDE Updates Summary

Producers with pending updates: 4

Manage Appointments

Add Appointments Producers with completed updates:
Terminate Appointments Today: 1

Approve/Deny Appointments tﬂsi ;ODSYS: 716

Review Rejected Appointments as ays:

Note: Refer to the Adding and Searching for Producers Quick Guide for more
detailed instructions.

2. You will now see the Review/Update Individual page.
3. Click the Appointment quick link.

Review/Update Individual

£ EASLEY, CORA Unrated ¥ Search Producer
External System ID Active BU NPN Resident State/License Additional States/Licenses
DEFAULT 1000000028 VA 736178 E AZ /1000000005

Expand All

Individual Details Agreements Locations and Departments Securities Information
Producer Business Rules Firm Associations Costs Authorization Overrides
Resident States En.-lployment History Education Crede.ntials Compensation Profile &
External Sys IDs Aliases Course Completions

Contact Information Data Reconciliation Third Party Certifications

Address History State Producer Numbers License Applications

Email Messages Required ltems Comments

B dications Background Investigations Transaction History
Appointments Business Units Professional Liability
!

New PX Request Verify Sales Authorization Review Sircon Subscription

© Vertafore Inc. 5
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4. You can now see all the active and inactive appointments.
5. Use the Grouping Options dropdown to either Group by State or Group by

Company.

H Appointments
‘L&Grouping Options~ | | | Display Options~

® Group by State
Group by Writing Company

g ﬂof‘!ﬁ aarohna ! EDDOII'IIITIEHE, EHIVE;

14 Virginia (6 appointments, 6 active)

Actions: (@ Terminate (@ Quick Terminate (@, Quick Terminate (State is not record only)

@ Add New Appointments

:‘ Correct Appointment Dates

a
]

Top

6. Click the Expand button () next to the appointment to see more information

about the writing company and appointment type.

B Appointments

|} Grouping Options~ | | | Display Options~

# New Jersey (4 appointments, 2 active)

2l New Mexico (1 appointment)

ENorth Carolina (1 appointment, 1 active)
1# Virginia (6 appointments, 6 active)

Actions: (@ Terminate (@ Quick Terminate  (@%, Quick Terminate (State is not record only)

© Add New Appointments :' Correct Appointment Dates

a

Gan

Top

7. You can now see the Writing Company, Appointment Type, and Status of the

appointment.

B Appointments

| i} Grouping Options~ | | Display Options~

1 New Jersey (4 appointments, 2 active)

2 New Mexico (1 appointment)

Top

1= North Carolina (1 appointment, 1 active)

@ Terminate i@ Quick Terminate (@ Quick Terminate (State is not record only)

@ Add New Appointments :‘ Correct Appointment Dates

a
1]

@&
Writing Company - Appt Type Status Status Date Actions
#  American Life Life Active 07/14/2023 @ &
[ 4 Pageof il r Mg Displaying appointments 1 - 1 of 1
# Virginia (6 appointments, 6 active) @
Actions:

8.
appointment creation step.

© Vertafore Inc.

If the producer does not have an existing appointment, you can proceed to the




>4 Vertafore

Section: Appointments

Complete the Sales Authorization

In order for an appointment to be submitted to the state, the producer needs an active
license and qualification in the state where they are selling insurance.

Producer Central uses a feature called Sales Authorization to help you verify if a
producer is qualified to sell insurance for a specific product in a selected state and
writing company.

The Sales Authorization feature verifies that the producer is properly licensed to sell the
insurance product in a specific state and writing company.

Note: Refer to the Sales Authorization Quick Guide for detailed instructions on
how to use the Sales Authorization feature.

Verify Sales Authorization

£ EASLEY, CORA Unrated Search Producer
External System ID Active BU NPN Resident State/License Additional States/Licenses
DEFAULT 1000000028 VA /736178 AZ [ 1000000005
State/Jurisdiction fequred This producer is authorized.

() License / LOA

The following license and line of authority combinations satisfied this requirement:

Product Required

License: Lines of Authority:
| Commercial Package v

Insurance Producer Property and Casualty

Sales Event  Rrequired

[ Request Quote v

Writing Company
American P&C v

Related Firm
Search

Check Authorization ] [ Return ]

Note: You can also manually check the Licenses and Qualifications section of
the producer record to ensure the producer is properly licensed.

© Vertafore Inc. 7
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Add a New Appointment
In this section we will learn how to create an appointment in Producer Central.

If a state requires carriers to submit appointments, you can use this process to
electronically submit an appointment to the state department of insurance. The state's
response to the request automatically flows back to Producer Central and updates the
producer's record.

In non-appoint states, you can manually record a producer "appointment" to comply
with state record-keeping requirements.

Navigate to the producer record to add an appointment for an individual producer.
From here you will use the Add Appointments page to submit one or multiple state
appointment requests for one or multiple appointing companies on behalf of an
eligible producer.

1. Begin typing search criteria (such as the last name of the producer, the
agency/firm name, or the NPN, EIN, or SSN) in the Producer Quick Search Box
found in the upper-right corner of any Producer Central page.

2. The list will update itself dynamically as you type. Select the Producer that you
need to view.

Sircon |

Licensing Companies Inquiries Express Services Administration L

£ EASLEY, CORA (V)

SSN: none
Find existing producers with Review/Update Producer or Advanced Producer Search R tly Viewed Producﬁa

& EasLEY, cora 05-18-2023

Producer Network ; SHELBY, GROVER J 05-18-2023
Add Producer 5. DEAN AND DAVIS INSURANCE AGENCY 05-18-2023
Add Producers in Bulk & Forte, Vera 05172023
Bulk Transactions & Service Requests & DEAN FRANCIS 05-17-2023

3. This will open the producer record.
4. Click the Appointments quick link.

Review/Update Individual

& EASLEY, CORA Unrated ¥ Search Producer
External System ID Active BU NPN Resident State/License Additional States/Licenses
1000000028 VA 736178 AZ / 1000000005

Expand All

Individual Details Agreements Locations and Departments Securities Information
Producer Business Rules Firm Associations Costs Authorization Overrides
Resident States Employment History Education Credentials Compensation Profile &
External Sys IDs Aliases Course Completions

Contact Information Data Reconciliation Third Party Certifications

Address History State Producer Numbers License Applications

Email Messages Required ltems Comments

i fications Background Investigations Transaction History
Appointments Business Units Professional Liability

© Vertafore Inc. 8
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Note: You can also add an appointment from the Licensing > Appointments >

Add Appointments menu.

5. You will now see all the appointments that are current appointments assigned to

the producer.
6. Click the Add New Appointments button.

B Appointments
| 4 Grouping Options~ | | | Display Options =

(H New Jersey (4 appointments, 1 active)

3l New Mexico (1 appointment)

# North Carelina (1 appointment, 1 active)
[# virginia (10 appointments, 10 active)

Actions: (@ Terminate () Quick Terminate (% Quick Terminate (State is not record only)

I © Add New Appointments I ": Correct Appointment Dates ;53 Manage Company Relationships

7. You will now see the Add Appointments page.

Add Appointments
Appointee

£ EASLEY, CORA Unrated
External System ID Active BU NPN

Resident State/License

Search Producer

Additional States/Licenses

[ Select All States ” Unselect All States

Appointing Companies

DEFAULT 1000000028 VA 736178 AZ /1000000005
Effective Date
@ Electronic Processing
o2 | O e
O Record Only
Select an Appointment Profile or Select one or more States and Companies
O Appointment Profile
No profiles are available for the appointee's active license states.
® States and Appointing Companies
States
[J Arizona O Florida O Massachusetts [ North carolina
[J california O 1daho m] Michigan @] Pennsylvania
[J pelaware O maine New Jersey @] Virginia
[J pistrict of Columbia [m] Maryland O New Mexico @] Washington

(J 1701400 71730
[J 1701404 64247
() 1701399 12015
1701397 70939
2247975 33455
[J 1701401 95088
[J 1701405 14990
1701402 21478
() 1701403 98214

() 2191070 23764
[ 2166545 88774

D NAIC ID Company

American Ancillary
American Annuities
American Equity Insurance
American Life

American P&C

American Preneed

Lansing Mutual Health
Lansing Mutual Life
Lansing Mutual Life of NY
Lansing Mutual P&C
Lansing Mutual Training Company

Testing Insurance Company

Select All Companies H Unselect All Companies

© Vertafore Inc.
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8. Enter information into the following fields:

o Effective Date: Required. Enter the Effective Date of the appointment. Use the
MMDDYYYY date format or click the Calendar button (=) to open a popup
calendar to select a date.

» |f you are submitting an electronic state appointment request, enter the date
on which you are requesting the appointment to become effective, subject
to state backdating or system future-dating rules.

» |f you are adding a record-only appointment, enter the date on which the
producer appointment became effective.

¢ Submission Method: Required. The submission method determines how the
appointment is submitted.

= Electronic Processing — Click the radio button to frigger the system to submit
the appointment request to a state electronically. The Appointments data
section of the selected producer record will be updated automatically with
system and state processing information, including state approvals, denials,
and errors.

= Paper - Required for Florida outsourced individual producer appointments
only. Producer Central does not generate paper appointment or termination
forms. Unless your company subscribes to Vertafore Outsourcing Services, the
system will ignore paper appointment or termination requests.

= Record Only - Click the radio button to trigger the system to only update the
Appointments data section of the selected producer record with state
appointment information. The system will not submit an appointment request
to a state, and state regulators may not have a record of the appointment.

Note: If you leave the default Electronic Processing option selected, the system
will automatically choose the best processing method for each state. The only
exception to this is outsourced individual appointments for Florida.

e Appointment Profile: Optional. An appointment profile is a pre-defined
collection of state, appointing company, and appointment type criteria that
you set up for frequently requested appointments.

= |f no appointment profile is available, the following message will display "No
profiles are available for the appointee's active license states.”

Add Appointments

Appointee
& EASLEY, CORA Unrated Search Producer
External System ID Active BU NPN Resident State/License Additional States/Licenses

DEFAULT 1000000028 VA /736178 AZ /1000000005

Effective Date
® Electronic Processing

07-14-2023 o) O Paper

O Record Only

Select an Appointment Profile or Select one or more States and Companies
O Appointment Profile

No profiles are available for the appointee's active license states.

© Vertafore Inc. 10
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o States: A table lists all the states where you may submit an appointment request
or add a "record-only" appointment. Available states are limited to only those
states in which the selected producer holds an active license.

» Click the checkmark next to each state where you need to add an
appointment or click Select All States.

e Appointing Companies: A table lists appointing companies for which you may
submit an appointment request or for which you may add a "record-only"
appointment. Available appointing companies are derived from Vertafore-
configured company information, viewable on the Review/Update Company
page.

» Click the checkmark next to each company where you need to add an
appointment.

9. Click Next.

Add Appointments

Appointee
& EASLEY, CORA unrated Search Producer
External System ID Active BU NPN Resident State/License Additional States/Licenses

DEFAULT 1000000028 VA /736178 AZ / 1000000005

Effective Date

@ Electronic Processing
07-14-2023 | ] O Paper

O Record Only

Select an Appointment Profile or Select one or more States and Companies
O Appointment Profile

No profiles are available for the appointee's active license states.

@® States and Appointing Companies
IStates

) Arizona O Florida O Massachusetts [ North carolina
[ california O 1daho O Michigan [J pennsylvania
[J pelaware O Maine New Jersey [ virginia

([ pistrict of Columbia O maryland ) New Mexico [J washington

[ select All States | [ Unselect All States

Appointing Companies

1D NAIC ID Company
(O 1701400 71730 American Ancillary

(0 1701404 64247 American Annuities
(O 1701399 12015 American Equity Insurance
1701397 70939 American Life

2247975 33455 American P&C

(J 1701401 95088 American Preneed

(O 1701405 14990 Lansing Mutual Health

1701402 21478 Lansing Mutual Life

(O 1701403 98214 Lansing Mutual Life of NY

) 1701257 12345 Lansing Mutual P&C

(O 2191070 23764 Lansing Mutual Training Company
(O 2166545 88774 Testing Insurance Company

[ Select All Comaanies Unse\ectAIIComeanies \

Noxt|

10. For each state you selected, you will need to fill out the following information:

o Select Appointments: Click the checkmark next to each Company to assign an
appointment. In the License dropdown, select the license that corresponds to
the company.

© Vertafore Inc. 11
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Note: Vertafore a standard Appointment Letter that is sent when the first
question is answered "Yes", and it is sent using the customers letterhead that we
obtain during our initial requirements gathering meeting with the customer.

e Background Investigations: Displays a list of the background investigations that
were submitted for the selected producer with the results recorded on the
producer's record.

= Select the Bl Firm that completed the background investigation.

Note: This feature requires additional configuration and is not available for
Turbo Track customers.

e Cost Center: Displays a list of each writing company and a dropdown list with
the cost centers that can be assigned to the transaction.

= Select the cost center you need to assign the cost of an appointment request
to the states.

= Use the State Cost Center dropdown to choose one cost center for all

appointments.
Add Appointments for State: New Jersey
& EASLEY, CORA i Search Producer
External System ID Active BU NPN Resident StatelLicense Additional States/Licenses
B DEFAULT 1000000028 VA /736178 @ AZ /1000000005
Current Appointments
NAIC ID Company Appointment Type AT;:':;:" Status

No current appointments in this state for this producer.

Sel

lect Appointments
NAIC ID Company Appointment Type License Category Code License
70939 American Life Doesn't Appoint By LOA

| Insurance Producer (90577) v
33455 American P&C Doesn't Appoint By LOA
21478 Lansing Mutual Life Doesn't Appoint By LOA
12345 Lansing Mutual P&C Doesn't Appoint By LOA

state requires a license to be identified with the request.

| Insurance Producer (90577) v
| Insurance Producer (90577) v

| Insurance Producer (90577) v

Background Investigations
Select the current Background Investigation and related processing instruction for the requested state appointments:
Add New Background Investigation (record only)
Submit Background Investigation

BI Firm Investigation Types Request Date Status Status Date Bl Result Review Result  Result Details
Tf| Employment Agency Employment Verification 05-01-2023 BI Firm is Processing Request 06-01-2023
@)} Dean and Davis Agency Credit Check 05-01-2023 Processed 05-22-2023 Pass Pass
O f None
Bl Processing Instruction | v

Cost Center

State Cost Comr

Companies
NAIC ID Company Cost Center
70939 American Life [12345 v |
33456 American P&C 148479 v |
21478 Lansing Mutual Life 112345 v |
12345 Lansing Mutual P&C 48479 v |
Comments

Save and Continue [ Return

© Vertafore Inc. 12
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11. You will now see the Appointment Results for State page. You should receive a
list of the appointments that were completed with the updated Request Status.

e If the appointment was submitted to the state, the Request Status is “Submitted

"
to SIRCON.
D
< s Producer Quick Search
Appointment Results for State: New Jersey
Appointee
& EASLEY, CORA Unrate
External System ID Active BU NPN Resident State/License Additional States/Licenses
DEFAULT 1000000028 VA /736178 AZ /1000000005
Effective Date: 07-14-2023

NAIC ID Company Cost Center Appointment Type Request Type Request Status
70939 American Life 12345 Doesn't Appoint By LOA Electronic Processing Submitted to SIRCON
33455 American P&C 48479 Doesn't Appoint By LOA Electronic Processing Submitted to SIRCON
21478 Lansing Mutual Life 12345 Doesn't Appoint By LOA Electronic Processing Submitted to SIRCON
12345 Lansing Mutual P&C 48479 Doesn't Appoint By LOA Electronic Processing Submitted to SIRCON

12. An appointment request submitted to certain states using an electronic
submission method is routed directly to the state's department of insurance
regulatory management system.

e Arequest to one of these states, referred to as a "Sircon State," will result in a

rapid state response (i.e., "real-time" response) and can offer significant business
advantages.

e A transaction request submitted to all other states, however, goes first through a
third-party, electronic interface (the NIPR Gateway) and then to the state and
can vary in response time. Ask your Vertafore representative for more
information and for the current list of "Sircon States."

Note: Don't be concerned if you unintentionally leave the default Electronic
Processing option selected in the Submission Method section. The system will
automatically choose the correct submission type — Electronic Processing,
Record Only, or Paper — depending on the type allowed or required by the
appointment state.

© Vertafore Inc. 13
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Add Appointments in Bulk

Use the Sales Authorization bulk tfransaction to authorize whether multiple producers
meet the compliance requirements to sell insurance in one or multiple states. If the
producer has the correct license and qualification, the transaction will submit an
appointment.

1. Click the Bulk Transactions & Service Requests option from the main page of
Producer Cenfral.

g ompanie q e pre e e Ad atio < 4 Producer Quick Search
Find existing producers with Review/Update Producer or Advanced Producer Search Recently Viewed Producers
Prod Network E EASLEY, CORA 46 minutes ago
roducer Networ & Forte, Vera 05-17-2023
Add Producer & DEAN, FRANCIS 05-17-2023
& BROWN, MORRIS 05-16-2023
Bulk Transactions & Service Requests
" . Show All
Update Producer Information { Recent Subscriber Notices
No notices.
Add/Activate Licenses/Qualifications
Correc.t License Data . PDB Updates Summary
Maintain Contact Information { Producers with pending updates: 4 I

2. You will now see the Bulk Transactions & Services Requests home screen. In the
top right-hand corner of the screen, click the Available Tasks button.
3. Click Start New Request.

*Switch To Comp | [ 5
Producer Ont tart New Request
Reports —
3 Account Options

[T + Personal Work Queue - My Requests

My Racuests (0) Shows all requests that are in your personal queue.
Department Queues

Bulk (0)

Papsr (0) Request Initiated ) , )

viocinal (0) = Name Stakus-Current Milestone Recruiter| Actions

Becruiter (1) Nothing found to display.

X-Bulk Child (0)
Error Queues

4. Click the dropdown arrow next to the Packet Type. The packet type determines
the type of bulk fransaction you need to perform.

& workspace *Switch To Comp | B3 Switch to PM| § Help

Start New Request
Packet Type

Packet Type

B Packet Type

Continue

© Vertafore Inc. 14
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5. Select the Bulk - Sales Authorization packet type.
6. Click Continue.

) Start New Request
Packet Type

Packet Type

o Doclar T,

I Bulk - Sales Authorization VI

7. You will now see the Bulk Sales Authorization Options screen.
8. Read each option and select either Yes or No from the list.
9. Click Continue.

) Start New Request

Packet Type  Bulk Options Upload Producer CSV File

@ Seve Preset

Bulk Sales Authorization Options

Please choose from the following options which will apply to all records in the uploaded file:
Send Appointment Letters after appointments have been approved?

No Yes

@® O

Create new producer if not found in PM?

No Yes

Run background investigation before checking Sales Authorizations?

No Yes
® O

Sync producer data with PDB before checking Sales Authorizations?

No Yes
O ®
Back
“Privacy Statement | Legal Disclaimer Powered by Sircon

10. You will now see the Upload Instructions to properly format the bulk update file.

11.To create the file, start by creating a spreadsheet using a program like Excel or
Google Sheets.

12. The letters A-K represent the column headers in the file. The fields in bold are
required fields.

13. Depending on the Entity Type (Individual or Agency), the required fields will
change.

© Vertafore Inc. 15
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Start New Request
Packet Type  Bulk Options  Upload Producer CSV File

Instructions
in bold indicate required fields):

A. Entity Type (TL or AGY)
B. TIN (no dashes)

C.NPN

F. Email Address

Note: Either SSN or NPN must be provided to process individual producers.

To process bulk appointments, you will need an Excel spreadsheet listing the producers to be appointed. The columns should be as follows (values

For AGY: EIN (with or without dashes)
For IL: SSN (with or without dashes)

D. Name (Individual Last Name or Agency Name)
E. FirstName (Individual First Name)

G. Profile Name (Authorization Profile Name)

H. State List (comma separated list of 2 character state codes)

1. Florida Resident County Code (for Florida residents, the resident county Florida county codes)

1. Florida Non-Resident County Codes (comma separated list of non-resident Florida county codes)
K. FL Non-Resident State Level Appointment Only (¥/N)

Upload Instructions

Privacy Statement | Legal Disclaimer

Powered by Sircon

INDIVIDUAL PRODUCER REQUIRED FIELDS

Either an SSN or an NPN must be provided to process individual producers. Depending
on your business setup, your organization may or may not maintain SSN numbers. If you
do not use SSN numbers, the NPN number is required.

If the individual licensee has an NPN number, the required fields are:

Column Field Name Description
A Entity Type Use “IL" to indicate individual licensee
National Producer
C Number (NPN) Type the full NPN number of the producer
D Name Type the Last Name of the producer
Type the Sales Authorization Code.
G PLOf;:? Nar?e Profil Note: You can find a list of the profile names by
L vthorization Frotile clicking the following menu path in Producer
ame) Cenftral: Administration > Sales Authorization >
Sales Authorization Profiles.
Type the list of the two-character state
. abbreviations where you need to check the
H State List

sales authorizations. Separate each state code
by commas.

Note: In the illustration below, we are including a column header as a
reference. Column headers must be deleted before creating the final CSV file.

© Vertafore Inc.
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A B C D E F G H | J K
FL Non-Resident
Entity First Email . . Florida Resident |Florida Non-Resident
Type TIN NPN Name Name |Address Profile Name State List County Code County Code State Level

Appointment Only

IL

1100000028 Shelby

AUTHPROF3 VA

If the individual licensee has a Social Security Number (or SSN), the required fields are:

Column Field Name Description
A Entity Type Use “IL” to indicate individual licensee
Type the 9-digit SSN of the producer (with or
B TIN {Taxpayer ID) without dashes)
D Name Type the Last Name of the producer
Type the name of the authorization profile you
need to use for the sales authorization.
Profile Name i ) i
G (Authorization Profile Note: You can find a list of the profile names by
Name) clicking the following menu path in Producer
Central: Administration > Sales Authorization >
Sales Authorization Profiles.
Type the list of the two-character state
abbreviations where you need to check the
H State List sales authorizations.
Separate each state code by commas.

Note: In the illustration below, we are including a column header as a
reference. Column headers must be deleted before creating the final CSV file.

A B C D E F G H | J K
. " . . . N N FL Non-Resident
Entity 1IN NPN Name First Email Profile Name State List Florida Resident |Florida Non-Resident state Level
Type Name |Address County Code County Code N
Appointment Only
IL 000999123 Charron AUTHPROFI1 MD, MI

AGENCY/FIRM REQUIRED FIELDS

The required fields for agencies or firms are:

Column Field Name Description
A Entity Type Use “AGY" to indicate an agency/firm
Type the 9-digit Employer Identification Number
B TIN {Taxpayer ID) or EIN of the firm (with or without dashes)
Type in the full Name of the agency/firm. It must
D Name ;
match the name in the producer record.

© Vertafore Inc.
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Type the name of the authorization profile you
need to use for the sales authorization.

Profile Name
G (Authorization Profile Note: You can find a list of the profile names by
Name) clicking the following menu path in Producer
Central: Administration > Sales Authorization >
Sales Authorization Profiles.

Type the list of the two-character state
abbreviations where you need to check the
H State List sales authorizations.

Separate each state code by commas.

Note: In the illustration below, we are including a column header as a
reference. Column headers must be deleted before creating the final CSV file.

A B C D B F G H | J K
Entity ™ - weme | Fust | Emal | o | FloridaResident |Florida Non-Resident FL ::?::;:Tni
Type Name |Address County Code County Code

Appointment Only

Dean and
AGY | 00-6233077 Davis AUTHPROFI OK, FL Y
Insurance

Agency

OPTIONAL FIELDS

The table below lists all the optional fields you can include in the file.

Note: The required fields listed above are mandatory to complete the Bulk
Connection update.

It is recommended that you only input the required fields into the file. All the
producer data you add to the file must match the producer record in Producer
Cenfral. If any of the fields are inaccurate, the file will fail.

Column Field Name Description
For individual licenses with an NPN number, the
B TIN (Taxpayer ID) Social Security Number, or SSN, is an optional
field.

NPN (National Producer For individual licensees with an SSN number, the
National Producer Number, or NPN, is optional.

Number) . . e
The NPN is also optional for agencies/firms.
. For individual licensees, you can include the
E First Name First Name of the producer.
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Type the Email Address associated with the

F Email Address
producer.

If the producer is a Florida resident, enter the

Florida Resident County Seitigg Ceeis:

ek Note: Click the link in the Upload Instructions to

see a list of the FL Non-Resident County Codes.

If the producer is not a Florida resident, enter

Florida Non-Resident the Non-Resident County Code.

] County Code
Note: Click the link in the Upload Instructions to
see a list of the FL Non-Resident County Codes.
If the producer is not a resident of Florida, you
will need to indicate whether the authorization
is for a state level appointment only.

Florida Non-Resident
K State Level Appointment | Type “Y" if the producer needs a state-level

Only appointment.

Type “N" if the producer needs a county-level
appointment.

14. Add the required information to your spreadsheet. When you are finished, you
should have a spreadsheet that looks something like the following illustration:

A B C D H F G H J K
IL 1100000028 Shelby AUTHPROF3 VA

IL 000999123 Charron AUTHPROFI MD, MI

Dean and
AGY | 00-6233077 Davis AUTHPROFI OK, FL Y
Insurance

Agenc

Note: If you inserted a header row containing the field names to guide your
data entry, you must delete the header before moving on to the next step.

15. When you are finished, from the File menu, select Save As.

16. The Save As window will open. From the Save As Type drop-down menu, select
CSV (Comma Delimited) (*.csv). In the File Name field, enter the name for the
producer file.

17. Click Save.
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BB Bulk Spreadsheet Reference « Sav: lauren Hall % &7
@ Save a Copy
H .
ﬁh ome [~ OneDrive - Vertafore, Inc.
@ Recent S —
D New I Bulk Spreadsheet Reference_Sales Auth Ih
b - ~ S
Vertafore, Inc. | €5V (Comma delimited) (*.csv) [ save
& Open - Excel Macro-Enabled Template (*.xitm)
@, OneDrive - Vertafore, Inc. Excel 97-2003 Template (*.xlt)
; Ihall@vertafore.com Text (Tab delimited) (*.txt)
nfe Unicode Text (*.t)
— Sites - Vertafore, Inc. XML Spreadsheet 2003 (*.xml) i
Ihall@vertafore.com .
p— SV (Comma delimited) (*.csv) L
rin .
Other locations Formatted Text (Space delimited) (*.prn) - =
- = Text (Macintosh) {*.txt)
are ;
E; This PC Text (MS-DOS) (*.ta)
CSV {Macintosh) (*.csv) M
Export
D AddaPlace €SV (Ms-DOS) (50
ETE DIF (Data Interchange Format) (*.dif)
SYLK {Symbolic Link) (* slk] AM
B Browse ”,H)(”
Close Excel Add-in (*.xlam)
Excel 97-2003 Add-in (*.xla)
PDF {*.pdf) e
Account XPS Document (*.xps)
Strict Open XML Spreadsheet (*.xlsx) B
Feedback OpenDocument Spreadsheet (*.ods)
Options [ Documents 5/31/2023 1:08 PM v

18. Your file is now saved in a comma-separated format and is ready for upload to
the system.

19. Return to the application and scroll down to the bottom of the screen. Enter the
name of this transaction in the box. This name will be visible to everyone in your

organization.
20. Click the Choose File button.
[ tart New Request |
Packet Type  Bulk Options  Upload Producer CSV File

(1L [ -
(3 Deskicp.
9.
q:le:lmh
= =]

i i i e to find your transaction later)
Szles Authorization_6.27.23

fess 'V Data File to Upload

Choose File BNo file chosen

Back Continue

21. Use the navigation options on the Choose File dialog box to locate the upload
file (*.csv) on your system.

22. When the correct file name appears in the File Name field, click the Open
button.
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F » Lo - Verafore, Inc » Bulk Uploars

Qrgonize © New folder

I > Bulk Uplosds

& Carrier Fast Tra: I B Bulk Spreadsheet Reterance Sales Auth iz
b G Course Dutline a e

3 Deskiop B9 Bulk Spreashent Referanie_Professional Lability

» Documents B9 Bulk Spreadsheet Reterence Inactivate Ext Syst

> Lauren & Worl B Bulk Spreadshast Reterance Ext System |0 Upd.. &

N Microsoft Tean B3 Bulk Spreadshoet Reference_Fmail Updates @

> Pictures B9 Bulk Spreadsheet Reference PST @

5 13 Recordings 13 Bulk Spreadshest Reterence Reg Course Updates &
Snagit 3 Bulk Spreadsheet Referance Reg Courses

2= Logonimation B9 Bulle Spreanlshent Referenie_Course Complol @

» € OneDiive 3] Bulk Spreadshest Referance B Inaethvation @
B3] Bulk Spreadsheet Reterance BU Upcate ]

Domments # B9 Bulk Spreadsheet Reference Bl Investigation @

B Hulk Sprvvlsdien 11 @

Pictures #

File name: Bulk Spreadshest Reference Sales Auth

| AllFiles

Opsen

Coneel

23. The file name will appear next to the Choose File button.
24. Click Continue to submit the file.

Start New Request

Packet Type  Bulk Options  Upload Producer CSV File

Dbocmens

My
ocamens
My
3 Compures
gty etk
Flenwme:  cobrod.sen v
Seve ssbei (cov (Camma deimed) (.cov)

= =

[sales Authorization_6.27.23

Choose a CSV Data File to Upload
[ Choose File | Bulk spreads..ales Auth.csv|

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

Back

-

25. After a bulk transaction or service request is submitted, the system will process
the file and complete the operation. Initially, the tfransaction will be assigned to

your Personal Work Quevue.

Sircon

Producer Onboarding

2 Switch To Comp | B Switch to PM| B# Available Tasks

Personal Work Queue 5
My Requests (1)
Department Queues.
Bulk (0)
Paper (0)
Principal (0)
Recruiter (1)
X-Bulk Child (0)

Error Queues

One request found.
Request Name
1D

Failed Bls (0)

Auto-Pilot Exceptions (297) 10301521 Terminations_6.27.23
Key: < Move to Dept Queue [ View this Request
One request found.

Export current page to: CSV | Excel | XML | PDE
Export all 1 records to: CSY

Filter Options clear a

View »»

£ By Current Owner

.+ Personal Work Queue - My Requests
Shows all requests that are in your personal queue,

=
D Status Current Milestone

06/27/23 Pending Assigned to Licensing Dep...

Batch Actions

Current
Recruiter Workflow Actions
Step

Y
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Note: Once you submit your bulk file, the system will confirm the formatting in
your file is correct and if so, spawn off child packets - one for each individual or
agency listed in your bulk file.

26. Refresh your browser periodically to update the status of the request. You may
need to refresh the page several times depending on the size of the request and
the length of time it takes to process the information.

27.1f the request is processed successfully, the file will be removed from your
personal work queue. This means that all the required information was accurate,
and the transactions were processed in Producer Central.

?Switch To Comp | EJ Switch to PM| kg Available Tasks | @ Help

Producer Onboarding

Personal Work Queue

=+ Personal Work Queue - My Requests
My Requests (0) Shows all requests that are in your personal queue.
Department Queues

Bulk (0)
Paper (0) Request Initiated =
nal (0) D ‘Nﬂms Date Status Current Milestone ‘Reaumer

Recruiter (1) Nothing found to display.
X-Bulk child (0)

Error Queues

Actions

Note: If the request contains an error, refer to the Bulk Transactions Quick Guide
to troubleshoot the bulk fransaction request.
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Troubleshooting Appointment Errors

Producer Central will display error messages in bold, red text on the appointment page
if you are attempting to submit appointments that contain missing or incorrect
information.

In order for appointments to be submitted successfully, Producer Central created
system conditions that prevent incorrect information from being sent to the states.
These conditions help carrier customers save time and money by preventing faulty
appointments from being submitted to the states and later rejected.

In this section, we will review the most common appointment error messages and steps
fo troubleshoot each issue.

Note: To see a full list of appointment errors, refer to the Error Messages page of
the Producer Central Online Help site.

“No Possible Appointments Due to One or More of the Following Reasons”

One of the main errors you may encounter is the seven-line error message that starts
with “no possible appointments due to one or more of the following reasons.” This error
will appear if there are issues with:

e Existing Appointments
e Licenses & Qualifications
e Writing Company Setup

g ompanie g e pre e e Ad atio L < § Producer Quick Search

Add Appointments for State: Delaware

« No possible appointments due to one or more of the following reasons:
- All selected companies do not appoint in this state.
- All selected companies do not offer any of the active appointment types in this state.
- All selected companies are inactive in this state.
- The producer is already appointed for all possible appointment types and companies in this state.
- The producer’s licenses and qualifications do not support available appointment types for the selected companies in this
state.
- The effective date is before the earliest active date of the producer’s supporting licenses.
- The producer has licenses or qualifications that have expiration dates in the past.

£ EASLEY, CORA Unrated Search Producer
External System ID Active BU NPN Resident State/License Additional States/Licenses
E DEFAULT 1000000028 VA 736178 E AZ /1000000005

Current Appointments

B Tied to an
NAIC ID Company Appointment Type Application Status

No current appointments in this state for this producer.
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“THE PRODUCER IS ALREADY APPOINTED FOR ALL POSSIBLE APPOINTMENT TYPES

AND COMPANIES IN THIS STATE.”

The system prevents you from adding appointment information or submitting an
appointment request for the same appointment type(s) that already are active for a
selected producer in a selected appointment state for a selected appointing

company.

In this example, we are submitting an appointment request for Virginia with the Lansing

Mutual P&C company when we receive the error message.

) Massachusetts O Pennsylvania

| Select Al States || Unselect All States |

O Florida

Appointing Companies

Add Appointments
Appointee
£ EASLEY, CORA Unrated Search Producer
External System ID Active BU NPN Resident State/License Additional StatesiLicenses
DEFAULT 1000000028 VA /736178 AZ /1000000005
Effective Date
@® Electronic Processing
07-17-2023 |7 O Paper
O Record Only
Select an Appointment Profile or Select one or more States and Companies
O Appointment Profile
No profiles are available for the appointee's active license states.
@ States and Appointing Companies
States
[J Arizona O Georgia O Michigan
[ california O 1daho O New Jersey O Washington
[ pelaware J maine [J New Mexico
[J pistrict of Columbia ) maryland ) North carolina

ID NAIC ID Company
O 1701400 71730 American Ancillary
(] 1701404 64247 American Annuities
O 1701399 12015 American Equity Insurance
() 1701397 70938 American Life
(O 2247975 33455 American P&C
(O 1701401 95088 American Preneed
(D 1701405 14990 Lansing Mutual Health
[0 1701402 21478 Lansing Mutual Life

() 1701403 98214

Lansing Mutual Life of NY

=
1T 2191070 23764

1701257 12345

Lansing Mutual P&C

[[] 2166545 88774

Lansing Mutual Training Company

Testing Insurance Company

Select All Companies H Unselect All Companies
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To resolve this issue, complete the following steps:

1. Navigate to the producer record by selecting the producer’s name from the
Producer Quick Search or the Recently Viewed Producers.

g ompanie quirie pre e e Ad atio < | Producer Quick Search

E‘ EASLEY, CORA 40 minutes ago

Producer Network 07-07-2023

Add Producer & AGENCY, COMBINED INSURANCE 07-06-2023

Add Producers in Bulk & CHIN, CHARLIE HEE 07-05-2023

Bulk Transactions & Service Requests & DORMAND, SARAH 07-03-2023
Update Producer Information Recent Subscriber Notices Show All

Add/Activate Licenses/Qualifications ( No notices.

Correct License Data

Maintain Contact Information

PDB Updates Summary
Producers with pending updates: 4

Manage Appointments
Add Appointments Producers with completed updates:
Terminate Appointments Today: 1
Approve/Deny Appointments t:zt ;[P;g?:m
Review Rejected Appointments i

2. Click the Appointments quick link.

Review/Update Individual
& EASLEY, CORA Unated ¥ Search Producer
External System ID Active BU NPN Resident State/License Additional States/Licenses
DEFAULT 1000000028 VA 736178 AZ / 1000000005
Expand All
Individual Details Agreements Locations and Departments Securities Information
Producer Business Rules Firm Associations Costs Authorization Overrides
Resident States Employment History Education Credentials Compensation Profile @
External Sys IDs Aliases Course Completions
Contact Information Data Reconciliation Third Party Certifications
Address History State Producer Numbers License Applications
Email Messages Required ltems Comments
s dications Background Investigations Transaction History
Appointments Business Units Professional Liability
!

3. Expand the appointment details next to the state to see if the producer already
has an appointment with the writing company.

Note: In this example, the producer already has P&C licenses for Virginia with
the Lansing Mutual P&C writing company.
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E Appointments

Top
L&Gruuping Options~ \ Lj, Display Options~
# New Jersey (4 appointments, 2 active) @
H New Mexico (1 appointment)
(= virginia (6 appointments, 6 active) @
Writing Company = Appt Type Status Status Date Actions
#  American Annuities Life and Health Active 07/14/2023 ® @
#  Lansing Mutual Health Life and Health Active 07/14/2023 ® &
#  Lansing Mutual Life Life and Health Active 07/14/2023 ® &
8 Lansing Mutual P&C Life and Health Active 07/14/2023 ® &
I #  Lansing Mutual P&C Property and Casualty Active 07/14/2023 ® @ I
#  Lansing Mutual Training Company Property and Casualty Active 07/14/2023 ® @
H 4] Pageof 1|k k| Displaying appointments 1 - 6 of 6
Actions: (@ Terminate (@ Quick Terminate i@ Quick Terminate (State is not record only)
© Add New Appointments ': Correct Appointment Dates ;a3 Ci Relati

4. Since the producer already has an appointment, you do not need to do

anything to resolve the error.

Note: The goal of this error is to prevent carrier customers from incurring
erroneous state appointment fees when the producer already has an active

appointment.
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“THE PRODUCER'S LICENSES AND QUALIFICATIONS DO NOT SUPPORT AVAILABLE
APPOINTMENT TYPES FOR THE SELECTED COMPANIES IN THIS STATE.”

The system prevents you from adding appointment information or submitting an
appointment request for a producer whose active license type or qualifications (license
lines) in a selected appointment state do not support a selected appointment type.

In this example, we are submitting an appointment request for Florida with the
American P&C company when we receive the error message.

Add Appointments

Appointee
& EASLEY, CORA uUnrated Search Producer
External System ID Active BU NPN Resident State/License Additional States/Licenses

DEFAULT 1000000028 VA 736178 AZ / 1000000005

Effective Date i i
@ Electronic Processing

07-14-2023 = O Ppaper

O Record Only

Select an Appointment Profile or Select one or more States and Companies
O Appointment Profile

No profiles are available for the appointee's active license states.

[O) States and Appointing Companies

States

[J Arizona Florida [J Massachusetts [J North carolina
[J california [ 1dano ) michigan [J pennsylvania
[J pelaware O maine ) New Jersey [J virginia

[ pistrict of Columbia O Maryland J New Mexico 0 Washington

| Select Al States || Unselect All States

Appointing Companies
ID NAIC ID Company
(O 1701400 71730 American Ancillary

[J 1701404 64247 American Annuities

(O 1701399 12015 American Equity Insurance
(] 1701397 70939 American Life

2247975 33455 American P&C

_[:] 1701401 95088 American Preneed

(O 1701405 14990 Lansing Mutual Health

(O 1701402 21478 Lansing Mutual Life

(O 1701403 98214 Lansing Mutual Life of NY

(0 1701257 12345 Lansing Mutual P&C

O 2191070 23764 Lansing Mutual Training Company
[0 2166545 88774 Testing Insurance Company

Select All Companies H Unselect All Companies

To resolve this issue, complete the following steps:

1. Navigate to the producer record by selecting the producer’s name from the
Producer Quick Search or the Recently Viewed Producers.
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Producer Network

Find existing producers with Review/Update Producer or Advanced Producer Search

Add Producer
Add Producers in Bulk
Bulk Transactions & Service Requests

Update Producer Information
Add/Activate Licenses/Qualifications
Correct License Data
Maintain Contact Information

Manage Appointments

Add Appointments

Terminate Appointments
Approve/Deny Appointments
Review Rejected Appointments

IP EASLEY, CORA I

tly Viewed Producers

4 Producer Quick Search

40 minutes ago

07072023
& AGENCY, COMBINED INSURANCE 07-06-2023
& CHIN, CHARLIE HEE 07052023
& DORMAND, SARAH 07-03-2023
Show All

Recent Subscriber Notices
( No notices.

PDB Updates Summary
Producers with pending updates: 4

Producers with completed updates:
Today: 1
Last 7 Days: 7
Last 30 Days: 16

2. Click the Licenses/Qualifications quick link.

& EASLEY, CORA Uniated W
External System ID Active BU NPN

DEFAULT 1000000028

Review/Update Individual

Resident State/License
VA /736178

Search Producer

Additional States/Licenses
[H AZ /1000000005

Expand All

Individual Details
Producer Business Rules
Resident States

External Sys IDs

Contact Information
Address History

Licenses/Qualifications
'WB_I

Agreements

Firm Associations
Employment History
Aliases

Data Reconciliation

State Producer Numbers
Required ltems
Background Investigations
Business Units

Locations and Departments
Costs

Education Credentials
Course Completions

Third Party Certifications
License Applications
Comments

Transaction History
Professional Liability

Securities Information
Authorization Overrides

Compensation Profile&

New PX Request

Verify Sales Authorization

Review Sircon Subscription

3. Check that the Producer has the correct license and qualifications. In the
License section, click the Expand button () next to the License to see the Active

Qualifications.

4. In this example, the producer does not have any P&C qualification in the state of

Florida.

B Florida Non-Resident Agent W448056

Audit Information

10-24-2017 Active 10-24-2017 12-31-2024

Inactivate

Created by Created on

System User 05-17-2023

Updated by

System User

Updated on
05-17-2023

License Status History

No history found.

Active Qualifications

Non-Res Health

Non-Res Life with Variable Ann

Qualification Type

Comments (0)

Add Comment
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5. The producer cannot receive an appointment until they obtain the necessary

license and qualifications.

6. You do not need to take any action; the producer record will automatically
update as long as the producer is receiving daily PDB syncs. Manually adding a
license and/or qualification to the producer is record is not necessary. Once the
producer has the license and qualification added to their record, the
appointment request will go through successfully.

“THE PRODUCER HAS LICENSES OR QUALIFICATIONS THAT HAVE EXPIRATION DATES

IN THE PAST.”

The system prevents you from adding appointment information or submitting an
appointment request for a producer whose supporting license type and/or qualification

(license line) is inactive.

In this example, we are trying to submit an appointment request to Idaho for the

American P&C company.

Appointee

£ EASLEY, CORA unrated
External System ID Active BU
DEFAULT

Effective Date

07-14-2023 =

O Appointment Profile

Add Appointments

NPN Resident State/License
1000000028 VA 736178

Select an Appointment Profile or Select one or more States and Companies

Search Producer
Additional States/Licenses
AZ /1000000005

@ Electronic Processing
O Paper
© Record Only

No profiles are available for the appointee's active license states.

O] States and Appointing Companies

States

[ Arizona

[ california

() pelaware

O pistrict of Columbia

Appointing Companies

LJ Maine
O Maryland

[J massachusetts

a Michigan

o New Jersey
O New Mexico
[ select All States || Unselect All States

[J Neorth carolina
O Pennsylvania
O Virginia

[ washington

D NAIC ID Company

[J 1701400 71730
() 1701404 64247
[J) 1701399 12015
[) 1701397 70939

American Ancillary
American Annuities
American Equity Insurance

American Life
=

2247975 33455

American P&C

() 1701401 95088
[J) 1701405 14990
[ 1701402 21478
() 1701403 98214
[ 1701257 12345
[) 2191070 23764
() 2166545 88774

American Preneed

Lansing Mutual Health

Lansing Mutual Life

Lansing Mutual Life of NY
Lansing Mutual P&C

Lansing Mutual Training Company

Testing Insurance Company

Select All Companies H Unselect All Companies

© Vertafore Inc.

29



> Vertafore

Section: Troubleshooting Appointment Errors

To resolve this issue, complete the following steps:

1. Navigate to the producer record by selecting the producer’s name from the
Producer Quick Search or the Recently Viewed Producers.

e g ompanie quirie pre e e Ad atio < | Producer Quick Search

Find existing producers with Review/Update Producer or Advanced Producer Search R tly Viewed Producers
Prod Network E EASLEY, CORA 40 minutes ago
roducer Networl 07.07 2023

Add Producer & AGENCY, COMBINED INSURANCE 07-06-2023
Add Producers in Bulk & CHIN, CHARLIE HEE 07.05.2023
Bulk Transactions & Service Requests & DORMAND, SARAH 07032023
Update Producer Information
P Recent Subscriber Notices Show All
Add/Activate Licenses/Qualifications ( No notices.
Correct License Data

Maintain Contact Information

PDB Updates Summary
Producers with pending updates: 4

Manage Appointments
Add Appointments Producers with completed updates:
Terminate Appointments Today: 1
Approve/Deny Appointments t:zt ;()Dsgigm
Review Rejected Appointments i

2. Click the Licenses/Qualifications quick link.

Review/Update Individual

£ EASLEY, CORA Unated Search Producer
External System ID Active BU NPN Resident State/License Additional States/Licenses
DEFAULT 1000000028 VA 736178 AZ [ 1000000005
Expand All
Individual Details Agreements Locations and Departments Securities Information
Producer Business Rules Firm Associations Costs Authorization Overrides
Resident States Employment History Education Crede_ntials Compensation Profile &
External Sys IDs Aliases Course Completions
Contact Information Data Reconciliation Third Party Certifications
Address History State Producer Numbers License Applications
iLle ga Required ltems Comments
Licenses/Qualifications Background Investigations Transaction History
b . e Business Units Professional Liability

3. Click the Expand button (i) next to the License to see if the producer has an
active license or qualification. In this example, the license is inactive.
4. You cannot submit an appointment until the producer has an active license.

Idaho Non-Resident Producer 330290 10-27-2009 Active 04-11-2014 10-05-2023 Inactivate
= Idaho Independent Adjuster 330290 03-01-2023 Inactive 06-13-2023 05-02-2025 Canceled
Audit Information
Created by Created on Updated by Updated on
hallla 05-24-2023 System User 06-13-2023
License Status History
Status Begin Date Inactivation Reason
Active 04-01-2023
Comments (0) Add Comment
Maine Non-Resident Producer PRN291771 08-12-2017 Active 08-12-2017 12-31-2024 Inactivate
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“THE EFFECTIVE DATE IS BEFORE THE EARLIEST ACTIVE DATE OF THE PRODUCER'S
SUPPORTING LICENSES.”

The system prevents you from adding appointment information or submitting an
appointment request for a producer whose supporting, active license type and/or
qualification (license line) has an effective date value that precedes the effective date
of the requested appointment.

In this example, we are trying to submit an appointment request to Arizona with the
American P&C company with an Effective Date of 04-02-2023.

Add Appointments
Appointee
£ EASLEY, CORA Unrated Search Producer
External System ID Active BU NPN Resident State/License Additional States/Licenses
DEFAULT 1000000028 VA/ 736178 AZ /1000000005

Effective Date

04-03-2023 i

Select an Appointment Profile or Select one or more States and Companies
O Appointment Profile

@® Electronic Processing
O Paper
O Record Only

No profiles are available for the appointee's active license states.

@ States and Appointing Companies

| Select All States || Unselect All States

Appointing Companies

States

Arizona O Florida J Massachusetts [J North carolina
California [ I1daho O Michigan O Pennsylvania

[J pelaware O maine [ New Jersey [J virginia

[ pistrict of Columbia O Maryland ) New Mexico O Washington

[ 1701400 71730
[] 1701404 64247
[ 1701399 12015
[ 1701397 70939

D NAIC ID Company

American Ancillary
American Annuities
American Equity Insurance

American Life
=

2247975 33455

American P&C

1701401 95088
() 1701405 14990
[ 1701402 21478
) 1701403 98214
[ 1701257 12345
[) 2191070 23764
[) 2166545 88774

American Preneed

Lansing Mutual Health

Lansing Mutual Life

Lansing Mutual Life of NY
Lansing Mutual P&C

Lansing Mutual Training Company

Testing Insurance Company

Select All Companies H Unselect All Companies

To resolve this issue, complete the following steps:
1. Navigate to the producer record by selecting the producer’s name from the
Producer Quick Search or the Recently Viewed Producers.
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< 4 Producer Quick Search

IP EASLEY, CORA I

Producer Network
Add Producer
Add Producers in Bulk
Bulk Transactions & Service Requests

Find existing producers with Review/Update Producer or Advanced Producer Search R

tly Viewed Producers

40 minutes ago

Update Producer Information

07072023
& AGENCY, COMBINED INSURANCE 07-06-2023
& CHIN, CHARLIE HEE 07052023
& DORMAND, SARAH 07-03-2023
Show All

Add/Activate Licenses/Qualifications
Correct License Data

Recent Subscriber Notices
( No notices.

Maintain Contact Information

PDB Updates Summary

Manage Appointments

Add Appointments

Terminate Appointments
Approve/Deny Appointments
Review Rejected Appointments

Today: 1
Last 7 Days: 7
Last 30 Days: 16

Producers with pending updates: 4

Producers with completed updates:

2. Click the Licenses/Qualifications quick link.

Review/Update Individual

& EASLEY, CORA Unrated w
External System ID Active BU NPN

DEFAULT 1000000028

Resident State/License
VA 736178

Search Producer

Additional States/Licenses
[ AZ /1000000005

Expand All
Individual Details
Producer Business Rules
Resident States
External Sys IDs
Contact Information
Address History

Me

Licenses/Qualifications

Agreements

Firm Associations
Employment History
Aliases

Data Reconciliation

State Producer Numbers
Required ltems
Background Investigations
Business Units

Locations and Departments
Costs

Education Credentials
Course Completions

Third Party Certifications
License Applications
Comments

Transaction History
Professional Liability

Securities Information
Authorization Overrides

Compensation Profile &

3. Click the Expand button (B) next to the license and note the Effective Date of
the license. In this example, the date the license became active was 05-06-2023.

Hlicenses

License License

License State License Type ::’:;er Iscs):igigzlte status Ef::g"e E":::::i"" Inactivation Reason 5:'::" su;::"d Copy Rec'd
Date Date
[E Arizona Insurance Producer 1000000005 05-06-2023 Acliv5-06-2023 Inactivate
Audit Information
Created by Created on Updated by Updated on
System User 05-17-2023 System User 05-17-2023

License Status History

No history found.

Active Qualifications

Qualification Type
Variable Life/Variable Annuity
Life

Accident & Health or Sickness

Comments (0)

Add Comment
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4. Change the Effective Date in the Add Appointments screen to be on or after the

Effective Date of the license.

l Select All States H Unselect All States ]

Appointing Companies

Add Appointments
Appointee
£ EASLEY, CORA Unrated Search Producer
External System ID Active BU NPN Resident State/License Additional States/Licenses
DEFAULT 1000000028 VA 736178 AZ / 1000000005
Effective Date i )
@ Electronic Processing
: O pager
O Record Only
Select an Appointment Profile or Select one or more States and Companies
O Appointment Profile
No profiles are available for the appointee's active license states.
(O] States and Appointing Companies
States
Arizona O Georgia O Michigan O Virginia
[ california O 1dano [ New Jersey ) washington
[ pelaware O maine O New Mexico
[J pistrict of Columbia [J Maryland [J North carolina
[ Florida [ Massachusetts O Pennsylvania

ID NAIC ID Company

[ 1701400 71730
(] 1701404 64247
[ 1701399 12015
() 1701397 70939
2247975 33455
[ 1701401 95088
() 1701405 14990
[ 1701402 21478
[ 1701403 98214
() 1701257 12345
[ 2191070 23764
[ 2166545 88774

American Ancillary
American Annuities
American Equity Insurance
American Life

American P&C

American Preneed
Lansing Mutual Health
Lansing Mutual Life
Lansing Mutual Life of NY
Lansing Mutual P&C
Lansing Mutual Training Company

Testing Insurance Company

Select All Companies H Unselect All Companies
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“ALL SELECTED COMPANIES DO NOT APPOINT IN THIS STATE.”

The system prevents you from adding appointment information or submitting an
appointment request when a selected appointing company is not configured for
appointments in a selected appointment state.

In this example, we need to appoint a producer to the American P&C company in
Delaware when we received the error.

Add Appointments

Appointee
& EASLEY, CORA unrated Search Producer
External System ID Active BU NPN

DEFAULT 1000000028

Resident State/License

VA T736178

Additional States/Licenses
AZ /1000000005

Effective Date i i
@ Electronic Processing

07-14-2023 ] O paper

O Record Only

Select an Appointment Profile or Select one or more States and Companies
O Appointment Profile

No profiles are available for the appointee's active license states.

[O) States and Appointing Companies

States

) Arizona [J Fiorida [J Massachusetts [J North carolina
[J california 0 1daho O Michigan O Pennsylvania
Delaware O maine O New Jersey @]Virginia

[J pistrict of Columbia O Maryland J New Mexico O Washington

| Select All States || Unselect All States

Appointing Companies

[ 1701400 71730
() 1701404 64247
[ 1701399 12015
() 1701397 70939

ID NAIC ID Company

American Ancillary
American Annuities
American Equity Insurance

American Life

2247975 33455

American P&C

[ 1701401 95088
() 1701405 14930
[ 1701402 21478
[) 1701403 98214
[) 1701257 12345
() 2191070 23764
() 2166545 88774

American Preneed

Lansing Mutual Health

Lansing Mutual Life

Lansing Mutual Life of NY
Lansing Mutual P&C

Lansing Mutual Training Company

Testing Insurance Company

Select All Companies H Unselect All Companies

After checking for existing appointments and verifying the producer has active licenses
and qualifications, the next step is to validate the writing company is active in the
selected state.
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To resolve this issue, complete the following steps:

1. From the Companies menu, click Appointment Details and Maintain State
Appointment Details.

g Companies q e pre e e Ad atio < , Producer Quick Search
IR [ Recently Viewed Producers
p EASLEY, CORA 5 minutes ago

Producer N¢| Appointment Details 4 Add State Appo ent Deta & Allen 07-07-2023

BUELREEH]  Appointment Profile Maintenance Maintain State Appointment Detalle §&» AGENCY, COMBINED INSURANCE 2023

Add Prod SRSISRmmoe. &, CHIN, CHARLIE HEE 7.05.2023

Bulk Transactions & Service Requests I & DORMAND, SARAH 07032023
Update Producer Information Recent Subscriber Notices Show All

Add/Activate Licenses/Qualifications { No notices.

Correct License Data

Maintain Contact Information PDEB Updates Summary

Producers with pending updates: 4

Manage Appointments

Add Appointments Producers with completed updates:

Terminate Appointments Today: 1

Approve/Deny Appointments tasi goD;ys: -716

Review Rejected Appointments as ays:

2. From the Maintain State Appointment Details page, select the State to

determine which companies are set up for that state.
3. Click Search.
D
g ompanie q e pre = e Ad atio < s Producer Quick Search

Maintain State Appointment Details

Find appointing companies in the following state: | Delaware ~|

4. If the Company Name is not on the list, you will need to follow the steps in the
Writing Company Setup Quick Guide to configure the company.

g ompanie q e pre e e Ad atio < , Producer Quick Search

Maintain State Appointment Details for State: Delaware

Available Companies

Company Name Short Name EIN NAIC ID City
O American Life AML 132611847 70939 bus city
O Lansing Mutual P&C LMPC 698666597 12345 Mail City

Next || Cancel
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Note: If the Company IS in the list, then you will need to confirm the
appointment types that are set up for the selected State and selected
Company.

Refer to the Writing Company Management Quick Guide for more information.

“ALL SELECTED COMPANIES DO NOT OFFER ANY OF THE ACTIVE APPOINTMENT
TYPES IN THIS STATE.” OR "ALL SELECTED COMPANIES ARE INACTIVE IN THIS STATE.”

The system prevents you from adding appointment information or submitting an
appointment request when a selected appointment type is not available for a selected
appointing company in a selected state.

In the example below, we are trying to add an appointment for the state of Georgia for
the American P&C company.

Add Appointments

Appointee
£ EASLEY, CORA Unrated Search Producer
External System ID Active BU NPN Resident State/License Additional States/Licenses

DEFAULT 1000000028 VA/ 736178 AZ / 1000000005

Effective Date
@® Electronic Processing

07-17-2023 | & O Paper

O Record Only

Select an Appointment Profile or Select one or more States and Companies
O Appointment Profile

No profiles are available for the appointee's active license states.

[O) States and Appointing Companies

States

([ Arizona Georgia O Michigan [ virginia

[J california O 1daho O New Jersey (@] Washington
[ pelaware O maine J New Mexico

() pistrict of Columbia O Maryland O North carolina

[ Frorida ) Massachusetts O Pennsylvania

[ Select All States H Unselect All States ]

Appointing Companies
D NAIC ID Company
(3 1701400 71730 American Ancillary

[ 1701404 64247 American Annuities

(O 1701399 12015 American Equity Insurance

() 1701397 70939 American Life

2247975 33455 American P&C

[0 1701401 95088 American Preneed

(O 1701405 14990 Lansing Mutual Health

(O 1701402 21478 Lansing Mutual Life

(O 1701403 98214 Lansing Mutual Life of NY

(0 1701257 12345 Lansing Mutual P&C

(O 2191070 23764 Lansing Mutual Training Company

(O 2166545 88774 Testing Insurance Company

Select All Companies H Unselect All Companies
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After checking that the company is assigned to the state of Georgia, we need to
validate that the Appointment Types are active.

To resolve this issue, complete the following steps:

1. From the Companies menu, click Company and Review/Update Company.

g Companies q P Ad 0 L < § Producer Quick Search
Company Review/Update Company R tly Viewed Producers
p EASLEY, CORA about 3 hours ago
Producer NeEl:d ent Deta Add Compa — | & Allen 07-15.2023
LELRMEE  Appointment Profile & AGENCY, COMBINED INSURANCE 07-06-2023
Add Prod fRmSamme & CHIN, CHARLIE HEE 07-05.2023
Bulk Transactions & Service Requests £ DORMAND, SARAH 07-03.2023
Update Producer Information
P Recent Subscriber Notices Show All
Add/Activate Licenses/Qualifications ( No notices.
Correct License Data
Maintain Contact Information PDEB Updates Summary
Producers with pending updates: 4
Manage Appointments
Add Appointments Producers with completed updates:
Terminate Appointments Today: 1
Approve/Deny Appointments tasi ;OD;)’S: FSW
Review Rejected Appointments S ays:
2. Click the Company Name to open more details.
Review/Update Company
Search Company
Search criteria:
Company Name [ ]
EIN [ NAIC ID
Records Per Page: Search || Cancel
Displaying 1 - 10 (of 12 matching records) Page 1 of 2
Name a EIN NAIC ID City State
American Ancillary 12-4548951 71730 bus city CA
American Annuities 87-9546213 64247 bus city CA
American Equity Insurance 14-7685745 12015 bus city CA
American Life 13-2611847 70939 bus city CA
American P&C 00-1234567 33455 Helen GA
American Preneed 97-8964621 95088 bus city CA
Lansing Mutual Health 12-4546516 14990 bus city CA
Lansing Mutual Life 32-1251651 21478 bus city CA
Lansing Mutual Life of NY 98-4653213 98214 bus city CA
Lansing Mutual P&C 69-8666597 12345 Mail City ME
Displaying 1 - 10 (of 12 matching records) Page 1 of 2

3. Click the Expand button () next to the State Appointment Details section.
4. You can now see the Status of each state appointment.

5. Click Edit to see more details about the Appointment Types.
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Note: In this example, the Status of the GA appointment is Inactive.

Review/Update Company

Search Company

Company Name EIN License Number NAIC ID City State
American P&C 00-1234567 33455 Helen Georgia
B Expand All
Company Details State Appointment Details External System |dentifiers Comment
Contact Information Aliases
B Company Details Top
Company ID 2247975 Status ~cive Effective Date 07-14-2023
Company Name| American P&C | Short Name| AMPC
EIN| 00-1234567 NAIC ID| 33455 Company Type Property and Casuzlty Insurer +
Domicile State| Georgia v
Save || Cancel
Contact Information Top
B State Appointment Details Top
States Add New States
State Status Status Date CompanyiLicense Number Assigned Appointing Authority
E Arizona Active 07-14-2023 976655 Administrator, SIRCON Edit
la Georgia Inactive 07-17-2023 332211 Stom, Dennis Edit
Available Appointment Types Add New Appeintment Types
Appointment Type Suspend New Appts Start Date End Date Company/License Number
[ Carrier Requests Inactive 01-01-1300 07-17-2023
E Doesn't Appoint By LOA Inactive 01-01-1800 07-06-2023
B No LOA Needed Inactive 01-01-1900 07-17-2023
Appointing Authorities Add New Appointing Authorities
Appointing Authority Begin Date End Date
Stom, Dennis 07-06-2023 Edit
Hall, Lauren 07-06-2023 07-06-2023 Edit
E  New Jersey Active 07-14-2023 1290874 Administrator, SIRCON Edit
@ Virginia Active 07-14-2023 973429 Administrator, SIRCON Edit
Aliases Top

6. If the Appointment Types are inactive or if the Suspend New Appts checkbox is
selected, the appointment will not go through.

Note: Vertafore recommends setting the Start Date of an Appointment Type o
01-01-1900. This is standard for all customers.

If you use the current date as the Start Date in this field, then any appointments
effective PRIOR to the date will not sync with Producer Central. Additionally,
you will not be able to backdate a producer Appointment if the Start Date is a
recent date. The 01-01-1900 is standard Start Date for Appointment Types.

7. To update the Appointment Type, change the Status to Active and remove the
date from the End Date field.
8. Click Save.
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Maintain State Appointment Details for State: Georgia

Company Name EIN License Number NAIC ID city State

American P&C 00-1234567 33455 Helen Georgia

‘CompanyILicense Number [332211 | Assigned Appointing Authority ‘

Appointment Types

Appointment Type Status Suspend New Aeets Start Date End Date Company/License Number

Carrier Requests Inactive v (01011900 | & [o7-172023 | & | ]

Doesn't Appoint By LOA (01011900 | & [o7-06-2023 | & | |

No LOA Needed Inactive v (01011900 | & [o7-17-2023 | & | |

Appointing Authorities

Appointing Authority Begin Date End Date

Stom, Dennis |07-06-2023 | 5] 07-06-2023 | 7]

Hall, Lauren [07-06-2023 |5 =
I Savel Cancel

“This Functionality is Unavailable until all Missing Information is
Completed on the Producer Record.”

The system prevents you from adding appointment information or submitting an
appointment request when the affected producer record is "incomplete” or lacks
required information.

Add Appointments

Appointee
& SHELBY, GROVER J Unrated Search Producer
External System ID Active BU NPN Resident State/License Additional States/Licenses

1100000028 VA /14155587

q This producer has invalid information or is missing required information

« This functionality is unavailable until all missing information is completed on the producer record. Review this producer to
see which sections are missing information.

= You cannot add an appointment for this producer because you do not support the producer's assigned business unit(s).

To resolve this issue:
1. Navigate to the affected producer record in the Review/Update Producer
page.
2. Review any data section represented in the Quick Links that is surrounded by a
pink box.

3. Click the Fix Missing Required Information button (‘i ) to navigate directly to the
maintenance page for the data section in question, where you can correct the
deficiency.

4., Once the datais updated, you can submit the appointment request to the
producer.
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Review/Update Individual

& JACKSON, ELOISE uUnrated w Search Producer

External System ID Active BU NPN Resident State/License Additional States/Licenses
110000999

q This producer has invalid information or is missing required information.

E Expand All
Individual Details Agreements Backgreound Investigations License Applications
Producer Business Rules _Firm Associations Business Units Comments
Resident States Iq Employment History Locations and Departments Product Certifications
External Sys IDs fm—lAliases Costs Transaction History
Contact Information Data Reconciliation Education Credentials Professional Liability
Address History State Producer Numbers Course Completions Securities Information
Email Messages Education/Prof. Design. CE Requirements Authorization Overrides
Licenses/Qualifications FINRA Information CE Courses Compensation Profilea
Appointments Required Items Third Party Certifications

Key: q = Fix Missing Required Information

Verify Sales Authorization Review Sircon Subscription

“You Cannot Add an Appointment for this Producer because you do not
Support the Producer's Assigned Business Unit(s).”

The system prevents you from adding appointment information or submitting an
appointment request under the following conditions:

e When the affected producer is assigned to a business unit different from the
business unit(s) you are permitted to work with in your user account.

o If the affected producer is not assigned to any business unit.
e If you have not been permitted to work with any business unit in your user

account.
Add Appointments
Appointee
£ SHELBY, GROVER J Unrated Search Producer
External System ID Active BU NPN Resident State/License Additional States/Licenses
1100000028 VA 14155587

q This producer has invalid information or is missing required information

« This functionality is unavailable until all missing information is completed on the producer record. Review this producer to
see which sections are missing information.

= You cannot add an appointment for this producer because you do not support the producer's assigned business unit(s).

To resolve this issue, complete the steps below:

1. Navigate to the producer record and click the Business Units link from the quick
links section.
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Review/Update Individual

£ SHELBY, GROVER J Unated w Search Producer
External System ID Active BU NPN Resident State/License Additional States/Licenses
2345 ABCD 1100000028 VA | 14155587
Expand All
Individual Details Agreements License Applications
Producer Business Rules Firm Associations Comments
Resident States Employment History Product Certifications
External Sys IDs Aliases Transaction History
Contact Information Data Reconciliation Education Credentials Professional Liability
Address History State Producer Numbers Course Completions Securities Information
Email Messages Education/Prof. Design. CE Requirements Authorization Overrides
Licenses/Qualifications FINRA Information CE Courses Compensation Profile &
Appointments Required ltems Third Party Certifications

2. You can now see all the Business Units assigned to the producer.

E Business Units

BU Name Status Begin Date End Date Cost Center
ABCD Active 07-17-2023

Add/Update Business Unit

3. From the Administration menu, click Configure My Profile then click Maintain Staff
Member Business Unit.

e g ompanie q e pre e e Administration < 4 Producer Quick Search
Online Help
de g produce Review/Update Producer or Advanced Producer Se or Se —— Recently Viewed Producers
— 1 minute ago
Confi My Profil > Revie

Producer Network gure My Profile pd 07-11-2023

Add Producer s z i T o (e G 07-11-2023

Add Producers in Bulk 07-07-2023

CRIEGC slEnrEg Maintain Staff Member Business Unit 05.31.2023

Update Producer Information D Reco o

Add/Activate Licenses/Qualifications riber Noti Show All

Correct License Data SHICARE

Maintain Contact Information Autho 7

. Summary
0

Manage Appointments pending updates: 1

Add Appointments 0go

Terminate Appointments TronGoTom completed updates:

Approve/Deny Appointments Today: 1

Review Rejected Appointments Last 7 Days: 1

Last 30 Days:

4. This page displays all the active and inactive business units that are assigned to
you.
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Maintain Staff Member Business Unit

Edit the business units for the user below

Staff Member User Name

Hall, Lauren hallla

Current Business Units Add a New Business Unit

Business Unit Name Status Beﬁin Date End Date Default Actions’

ABCD Inactive 05-30-2023 05-31-2023 /

DEFAULT Active 07-17-2023 Va

Key: / = Edit Business Unit

Add/Update Busi Unit Clear
BU Name Status Begin Date End Date Default

Active v 07-17-2023 | 0O
Add All Business Units

5. If the required business unit is missing or inactive, you will need to add it to your
profile. Alternatively, you can add a new business unit fo the producer record.

Note: If you do not see a link for Add a New Business Unit, you will need to

reach out to an Administrator in your account to add the Business Unit to your

user profile for you.
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Review Rejected Appointments

Use the Review Rejected Appointments page to review state and county appointment
or termination requests that did not process successfully. This can be due to a system
error, user-aborted processing, or state denial.

You also may elect to submit a new appointment or termination request based on a
rejected request after resolving the issue that caused the processing exception.

The Review Rejected Appointments function uses a three-page, "wizard" procedure,
whereupon on the first page you search within a specified time period for appointment
or termination requests that were rejected, select one or multiple requests from the
resulting list on the second page, and then diagnose the reason for the denial and
resolve the selected requests in one way or another on the third page.

1. From the Licensing menu, click Appointments then click Review Rejected

o
Appointments.
D
020
Licensing ompanie quirie pre e e Ad atio [ < 4 Producer Quick Search
Produce
Appointments > Add Appo . Producer Search R tly Viewed Producers
P. SHELBY, GROVER J 1 minute ago
ociatio
pEs & CcOKER, JORDAN 07-11-2023
: iy AEs & EAsLeY, corA 07-11:2023
S ) ) _ & ABDALLAH, MAHARE 07-07-2023
Review Rejected Appointments £l agency 0591907
ducatio edentialing Abort Appo ent Reque
o g Educatio A Recent Subscriber Notices Show All
i ( No notices.
Data Reconciliation Reque hation
orizatio PDB Updates Summary
Producers with pending updates: 1
Da
| TCHatce APPOTticiies Producers with completed updates:

2. Search for the rejected appointments using the Begin Date and End Date when
the appointment response was received.
3. You can also narrow down the search using the Staff Member, State, or Request

Type.
4. Click Search.

Review Rejected Appointments

Response Date | Begin Date [07-06-2020 |_%] End Date |07-14-2023 | 2] I
Staff Member ; =

Adams, Kristi

Admin, Sircon

Aldrich, Rosanna

Atkinson - Test User, Tricia ~
State ( M
Request Type ( M

I Search ' Cancel
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5. You will now see a list of the Unresolved Rejected Appointments.
6. Click the checkmark next to the appointment you need to review then click

Next.

Select Requests to Review:

Unresolved Rejected Appointments

Company
£ HOLTMAN, KELI (AR, NY)
Ext ID: 19414214 | BU: ASH

& Tiethof, Jennifer (NY)
Ext ID:65467 | EBU: ASH

& HOLTMAN, KELI (AR, NY)
Ext ID: 19414214 | BlBU: ASH

£ HOLTMAN, KELI (AR, NY)
Ext ID: 19414214 | BlBu: AsH

& HOLTMAN, KELI (AR, NY)
Ext ID: 19414214 | BBU: AsH

& HOLTMAN, KELI (AR, NY)
Ext ID: 19414214 | BlBu: AsH

& HOLTMAN, KELI (AR, NY)
Ext. ID: 19414214 | HBU: ASH

& HOLTMAN, KELI (AR, NY)
Ext ID: 19414214 | BEBU: ASH

Producer Name

0O o 0o o o o o

Acme Insurance Writing Company

Acme Insurance Writing Company

Acme Insurance Writing Company

Acme Insurance Writing Company

Acme Insurance Writing Company

Acme Insurance Writing Company

Acme Insurance Writing Company

Acme Insurance Writing Company

Requested Action State Response Date
Appointment MI 05-21-2020
Appointment ND 06-03-2020
Appointment Ml 07-08-2020
Appointment MI 07-08-2020
Appointment Ml 07-31-2020
Appointment MI 07-31-2020
Appointment MI 07-31-2020
Appointment MI 08-03-2020
Select All || Unselect Al

[ Previous || Next || Cancel |

7. Review the Rejected Reason to determine what you need to fix to create a new

appointment or termination.
8.

Once you update the appointment, click the checkmark next to Resolved then

click Save. This will remove the appointments from the unresolved rejected

appointments page.

Resolved Revert Appointment To Active

Unresolved Rejected Appointments

State

Producer Name
Submit Date
Rejection Reason
Resident County
Counties

Appointment Type
Status
Termination Reason

Current Appointment Status

Michigan Requested Action Appointment
HOLTMAN, KELI SSN/EIN 387-36-2524
09-30-2019 Response Date 05-21-2020 Requested Effective Date  09-01-2020
Request aborted by user Keli Holtman.
Casualty Company Acme Insurance Writing Company
Inactive Active Date 05-21-2020 Termination Date 05-21-2020
Entered in Error

Submit a new request based on this request

Previous | Save || Cancel |

Note: If you have a termination that has been rejected by the State, you will go
to the Unresolved Rejected Appointments section, find your Termination and
check the box that says Revert Appointment to Active. If you do not check the
box to Revert Appointment to Active, then you will not be able to re-subbmit your

Termination.
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Maintain Appointment Profiles

An appointment profile associates one state, to one or more regulated companies,
and to one or more appointment types.

Appointment profiles are used to facilitate appointment and appointment termination
processing. This is optional functionality which you can use to speed up appointment
processing. The Appointment Profiles are unrelated to Sales Authorization Profiles.

When an appointment profile is selected on the Add Appointments or Terminate
Appointments page, the state, companies, and appointment types are automatically
populated and selected.

Create Appointment Profile

Use the Add Appointment Profile page to configure a set of pre-defined state,
appointing company, and appointment type criteria that you can apply to frequently
requested appointment or termination tfransactions.

1. From the Companies menu, click Appointment Profile Maintenance then click
Add Appointment Profile.

Companies q = pre = e Ad atio L < 4 Producer Quick Search
E EASLEY, CORA about 2 hours ago

CLILEEIE  Appointment Deta & Allen 07-07-2023

Add Prodl appointment Profile Maintenance - I Add Appointment Profile & AGENCY, COMBINED INSURANCE 07-06-2023

Add Prod d & CHIN, CHARLIE HEE 07-05-2023

Bulk Transactions & Service Requests Maintain Appointment Profile £ DORMAND, SARAH 07.03.2023
Update Producer Information Recent Subscriber Notices Show All

Add/Activate Licenses/Qualifications ( No notices.

Correct License Data

Maintain Contact Information

Producers with pending updates: 4

Manage Appointments

Add Appointments Producers with completed updates:

(FDBI',.‘ tes Summary

2. Enter a Profile Name then select the State the profile applies to as well as the
Begin Date of the profile.

3. Click Next.
Add Appointment Profile
Profile Name [Virginia P&C Appointments ]
Profile State [Virginia v
Begin Date [07-14-2023 |7
I Next I Cancel
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4. Select the Company, or Companies, you want to add to the profile then click
the checkboxes next to the Appointment Types to add to the profile.
5. Click Save and Continue.

Add Appointment Profile

Begin Date 07-14-2023 |

Profile Name Virginia P&C Appointments
Profile State
Companies
Select Companies to Add:
[J AMERICAN ANNUITIES
AMERICAN P&C
() LANSING MUTUAL HEALTH
[J LANSING MUTUAL LIFE
LANSING MUTUAL P&C
() LANSING MUTUAL TRAINING COMPANY
Appointment Types
Select Appointment Types to Add:
Carrier Requests
Life and Health
Property and Casualty
Title
=

Virginia v

I Save and Continue I[ Cancel

Maintain Appointment Profile
The Maintain Appointment Profile page is used to update or delete existing
appointment profiles for any company in Producer Cenftral.

1. From the Companies menu, click Appointment Profile Maintenance then click
Maintain Appointment Profile.

Companies q e pre e e Ad atio < 4 Producer Quick Search

Find existing TS tly Viewed Producers

Advanced Producer Search R

& EAsLEY, CORA

about 2 hours ago

Add/Activate Licenses/Qualifications
Correct License Data
Maintain Contact Information

Manage Appointments

Add Appointments

Terminate Appointments
Approve/Deny Appointments
Review Rejected Appointments

(

Producer NefaiT ent Deta £ Allen 07-07-2023
Add Prodiiig Profile S Add Appointment Profile & AGENGY, COMBINED INSURANCE 07-06-2023
Add Pro & CHIN, CHARLIE HEE 07-05-2023
Bulk Transactions & Service Requests Maintain Appointment Profile & DORMAND, SARAH 07-03-2023
Update Producer Information Show All

Recent Subscriber Notices
No notices.

PDB Updates Summary
Producers with pending updates: 4

Producers with completed updates:
Today: 1
Last7 Days: 7
Last 30 Days: 16

© Vertafore Inc.

46




>4 Vertafore

Section: Maintain Appointment Profiles

EDIT APPOINTMENT PROFILE

1. To update the details of an appointment profile, click Edit.

Maintain Appointment Profile

Add New Appointment Profile

Delete Profile Name Profile State Begin Date End Date
[ Virginia P&C Appointments Virginia 07-14-2023 I Edit
Delete Return

2. From here you can either add or delete Companies or Appointment Types.

Maintain Appointment Profile

Profile Name Virginia P&C Appointments | Begin Date|07-14-2023 | ]
Profile State Virginia v End Date |
Companies
Delete Current Companies Add Available Companies
O American P&C 0 American Annuities
O Lansing Mutual P&C O Lansing Mutual Health
O Lansing Mutual Life
Vv Lansing Mutual Training Company
—
Appointment Types
IDeIete Current Types
O Carrier Requests
O Life and Health
O Property and Casualty
)] Title
Delete || Save and Return || Return

DELETE APPOINTMENT PROFILE

1. To delete the appointment profile, click the checkbox next to the profile then
click the Delete button.

Maintain Appointment Profile

Add New Appointment Profile

Delete Profile Name Profile State Begin Date End Date
Virginia P&C Appointments Virginia 07-14-2023 Edit
[ Delete ] Return

2. The profile will be removed from the Maintain Appointment Profile page.

Maintain Appointment Profile

Add New Appointment Profile

| Delete Profile Name Profile State Begin Date End Date ‘
Delete Return
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Sales Authorization Profiles

Sales Authorization Profiles are preset rules which check if producers have the

regulatory credentials to represent particular products in specific states/appointing

companies.

For example, a sales authorization profile may contain rules that check if producers are
authorized to represent Group Medical policies in 10 states for three underwriting

companies.

You will need to set up Sales Authorization Profiles in order to appoint producers in bulk.

Note: Although the Sales Authorization engine would allow an authorization
check on a producer to return an “Approved” result if the producer held either
of the “optional” LOA paths, you could configure your company's Code Use
Indicators to require one or the other. The globally allowed combinations still will
be reflected on the View Regulatory Mappings page.

If you have system administrator permissions, use the Sales Authorization Profiles page to
configure combinations of product types, states, and carrier underwriting companies to

create a sales authorization profile.

1. From the Administration menu, click Sales Authorization then click Sales
Avuthorization Profiles.

Find existing producers with Review/Update Producer or Advanced Producer Se

Producer Network

Add Producer
Add Producers in Bulk
Bulk Transactions & Service Requests

Update Producer Information
Add/Activate Licenses/Qualifications
Correct License Data
Maintain Contact Information

Manage Appointments

Add Appointments

Terminate Appointments
Approve/Deny Appeintments
Review Rejected Appointments

Administration

Recently Viewed Producers

IELISSA J
CORA
[SROVER J

COMEINED INSURANCE

4, Producer Quick Search

about 4 hours ago
about 4 hours ago
07-17-2023
07-15-2023
07-06-2023

Show All

riber Notices

Sales Authorization > Ad er Prod

Today: { ense and LOA Setting
Last7
Last 30 Sales Authorization Profiles
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2. You will now see the Sales Authorization Profiles page.

3. This page will show you all the active and inactive profiles that are currently
available in the system.

Sales Authorization Profiles

SHOW| Active v | SORT(A-Z _ v|

Commercial Package AUTHPROF2

Profile to authorize agents to sell any of our commercial package products
® Active # Edit Profile

Health Products AUTHPROF3
@ Active # Edit Profile

Life and Annuity AUTHPROF4

Onboarding profile for agents selling term life and fixed annuity

@ Active # Edit Profile

PLand CL AUTHPROF1
Profile to authorize agents to sell personal lines and commercial lines policies
® Active # Edit Profile

Add New Profile

4. To create a new profile, click the Add Profile button.

Sales Authorization Profiles

Add Profile

soRTAZ |

sHow[Actve ~'|

Commercial Package AUTHPROFZ2

Profile to authorize agents to sell any of our commercial package products
@ Active # Edit Profile

Health Products AUTHPROF3
@ Active # Edit Profile

5. Enter the Profile Name, the Profile Code and optionally a Profile Description.
6. Click Create Profile.

Create Sales Authorization Profile

Profile Name *

| Life & Health

Profile Code *

Profile Code must be alphanumeric and in all capital letters.

AUTHPROF5

Profile Description

Onboarding profile for agents to sell life and health policies.

[ Cancel ] ICreate Profile I
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7. Select a product from the dropdown menu.

Note: If you are unsure of which Product to select, as there are so many, you
can review the products in more detail under Administration > Sales
Authorization > View Regulatory Mappings.

8. Click Next: Select Writing Companies.

Sales Authorization Profile Save
Life & Health Code: AUTHPROF5 Status: Inactive # Edit
Onboarding profile for agents to sell life and health naliriac

| Select a Product x
Products
There are no products to display. Product Name:
Life - Group M Save
Related Links: Admi I Next: Select Writing Companies I Cancel icense and LOA Settings
Home | Help | Contact Us
Copyright © 2003-2023 Vertafore, Inc.

9. Select the Writing Companies you want to add to your profile.

10. Click Next: Select States.

Sales Authorization Profile Save
Life & Health  code: AuTHPROFS5 Status: Inactive & Edit

‘ Select Writing Companies

Select All

Clear All

[ American Ancillary

0 American Annuities

0 American Equity Insurance
American Life

DAmerican P&C

[ American Preneed
Lansing Mutual Health
Lansing Mutual Life

Lansing Mutual Life of NY

0 Lansing Mutual PRC

[] Lansing Mutual Training Company
[] Testing Insurance Company

I Next: Select States I Cancel

11. Select which States you want to assign to each writing company.

12. Click Add Product if you need to add multiple products to the profile.

13. Click Save to submit

© Vertafore Inc.
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Note: You can also use the Select All or Clear All buttons to speed up your
selection process. Click Remove Company to delete the writing company from
the profile.

Sales Authorization Profile [Retun |[ Save |
Life & Health Code: AUTHPROFS Status: Inactive & Edit

Onboarding profile for agents to sell life and health policies.

Products | Add Product
Life - Group
LIFGR x Remove Product

Companies States Selected Available

& Add Companies

¥ Remove Company

»
E

DE

o

4|z

i
[n]
b

American Life

>
g

@
c
z
>

@ Finish Editing States
M

<E | Z |
<IElcS |-
z
EH

[
S
3
(2]
@
8
=

Lansing Mutual Health

K Remove Company

@
c

H

[

LA © Finish Editing States

&
41|z =]
z||= 3]
41z n
z|lz]| @
EII!

z
7]
Q
o

c
S
5
5

o=z =l = el | = =l
= ||® = K = I wllll|®]| =

Select All Clear A

Lansing Mutual Life K Remove Company

GA
@© Finish Editing States

Q

o

o}

=

llw lz l. lc:
[ m
ll—q E i lo
F a
H

o

= ] =
HI H

GU LA

© =
O =
=]

E EEE

Lansing Mutual Life of
NY

o
=
=]
m

¥ Remove Company

HE EE
Q z
II EE!
w
0B
@
2
2
(2]
o
2
>

@
c

= =
H
=
B
n

4|z o

LA @ Finish Editing States

M

z
=<

2
0
@
@
a
=
(2]
@
o
=

wv

WA

EE
EE

[ Return

14. Click Finish Editing States and Save if you are finished updating the profile.
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Lansing Mutual Life

Lansing Mutual Life of
NY

C - IR

IEN - IEEEREN - | -
ENERER \LHINH\AHKSHKYHLAHMEHMDHMA‘
o - BT - | - IS
EN - =N -~ Bl - [EEN - BN
[ur ][ v |IEN v | v || wr ] setectan  ciearan

In-Progress Edits

You have states in edit mode. What would you like to do?

I Finish Editing States and Save I Cancel

STTCGT AT wrCar AT

[
[
[
[
[

T

& Remove Company
@ Finish Editing States

&K Remove Company

@ Finish Editing States

15. Finally, click Activate and Save if you are ready to use the profile. Alternatively,
you can click Save Inactive if you are sfill working on the profile.

(oo | IR0 (o] (o=

uT VT |WA W\HWY|
Profile is Valid and Complete
Lansing Mutual Life of {
NY

Would you like to make this profile active?

VH‘lV\U‘\‘lVVV‘lVV\HVVTl

I Activate and Save I Save Inactive

Cancel

v T v (T - | o S
| ~ [ENEE] - [EXEN -

* ][]

[ ]
B
[ ]

&K Remove Company

& Edit States

16. The profile will now appear on the Sales Authorization Profiles page.

Sales Authorization Profiles

SHow

Commercial Package AUTHPROF2

Profile to authorize agents to sell any of our commercial package products
@ Active # Edit Profile

SORT

Health Products AUTHPROF3
@ Active & Edit Profile

Life & Health AUTHPROF5

Onboarding profile for agents to sell life and health policies
@ Active # Edit Profile

Life and Annuity AUTHPROF4

Onboarding profile for agents selling term life and fixed annuity
@ Active # Edit Profile
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Edit Existing Profile

1. From the Sales Authorization Profiles page, click the Edit Profile button.

Sales Authorization Profiles Add Profile
SHOW SORT

Commercial Package AUTHPROF2

Profile to authorize agents to sell any of our commercial package products
® Active # Edit Profile

Health Products AUTHPROF3
@ Active # Edit Profile

Life & Health AUTHPROF5

Onboarding profile for agents to sell life and health policies

® Active & Edit Profile

Life and Annuity AUTHPROF4

Onboarding profile for agents selling term life and fixed annuity
® Active & Edit Profile

PLand CL AUTHPROF1

Profile to authorize agents to sell personal lines and commercial lines policies
® Active # Edit Profile

SFONBOARD SFONBOARD

Salesforce Onboarding

@ Active # Edit Profile

2. Update the States or click Add Product if you need to add another product to
the profile.

3. Click Save when you are finished updating the profile.

Sales Authorization Profile

Commercial Package Code: AUTHPROF2 Status: Active 2 Edit

Profile to authorize agents to sell any of our commercial package products

Products Add Product

Commercial Package
CPKGE & Remove Product

Companies states © Add Companies

Lansing Mutual P&C ‘AL H AK H AS H AZ H AR |‘ co H CcT H DE H DC H FL H GA‘ XRemoveCompany
‘GUHHIH\DHILH\NHIAHKSHKYHLAHMEHMDHMA‘ & Edit States
v |ENENEEE - [T
[wo J[on J[ox ] [or J[ e J[pr J[ m [['sc ][ so [ | BREH[ v ]
EaE - [ENEEENE
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Terminations

Terminate an Appointment

Use the Terminate Appointments page to submit producer appointment termination
requests to one or multiple states for one or multiple appointing companies. You may
also use the Terminate Appointments page to manually terminate a "record-only" state
appointment on a producer record.
There are two ways to process terminations:

1. Terminate from the Licensing Menu

2. Terminate from the Producer Record

TERMINATE FROM THE PRODUCER RECORD

Follow the steps listed below to terminate an appointment from the producer record.

1. Locate the producer record using the Producer Quick Search or by selecting a
producer from the Recently Viewed Producers section.

g ompanie q e pre e e Ad atio L < § Producer Quick Search
P EASLEY, CORA 43 minutes ago
Producer Network Allen 07-07-2023
Add Producer & AGENCY, COMBINED INSURANCE 07-06-2023
Add Producers in Bulk & CHIN, CHARLIE HEE 07-05-2023
Bulk Transactions & Service Requests & DORMAND, SARAH 07-03-2023
Update Producer Information Show All
i . o Recent Subscriber Notices
Add/Activate Licenses/Qualifications ( No notices.

2. Select the Appointments quick link.

Review/Update Individual

& EASLEY, CORA Unrated w Search Producer

External System ID Active BU NPN Resident StateiLicense Additional States/Licenses
DEFAULT 1000000028 VA /736178 AZ / 1000000005
Expand All
Individual Details Agreements Locations and Departments Securities Infermation
Producer Business Rules Firm Associations Costs Authorization Overrides
Resident States Employment History Education Credgntials Compensation Profile&
External Sys IDs Aliases Course Completions
Contact Information Data Reconciliation Third Party Certifications
Address History State Producer Numbers License Applications
Email Messages Required Items Comments
icenses/Qualifications Background Investigations Transaction History
I Business Units Professional Liability
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You will now see a list of the active and inactive appointments.

Click the Expand button () next to the appointment to see the writing company
and status of each appointment for the state.

5. Inthe Actions column, you have up to three different termination options:

e Terminate (@): Use the Terminate icon to submit a fermination request for a

producer’s appointment(s) by one or multiple appointing companies in a
selected state or process a record-only termination of an appointment.

3.
4.

= The system will submit the termination request to the state unless the state is a
“record-only” state.

e Quick Terminate (¥): Use the Quick Terminate icon to terminate a producer's
appointments for a selected appointing company in a selected non-
appointment state (i.e., a state that does not require state-verified
appointments).

= The system will not submit a termination request to the state; the process will
result in a "record-only" termination.

e Quick Terminate (State is not record only) (4): Use the Quick Terminate (State is
Record Only) icon to record a termination of a producer's appointments for a
selected appointment company in an appointment state (i.e., a state that
processes carrier appointment requests and tracks producer appointments).

= The system will not submit a termination request to the state; the process will
result in a "record-only" termination.

B Appointments Top
|1y Grouping Options~ | |} Display Options~
= New Jersey (4 appointments, 3 active) @
Writing Company « Appt Type Status Status Date Actions
#  American Life Doesn't Appoint By LOA Active 07/14/2023 ® .
& American P&C Doesn't Appoint By LOA Inactive 07/14/2023
4 Lansing Mutual Life Doesn't Appoint By LOA Active 07/14/2023
4 Lansing Mutual P&C Doesn't Appoint By LOA Active 07/14/2023 ® &
Pageof 1 | | & Displaying appointments 1 - 4 of 4

2 New Mexico (1 appointment)

Terminate

1. Click the Terminate button (®) to transfer to the Terminate Appointments page.

E Appointments Top
|2 Grouping Options~ | | -, Display Options~
=) New Jersey (4 appointments, 2 active) @
Writing Company « Appt Type Status Status Date Actions
I+ American Life Doesn't Appoint By LOA Active 07/14/2023 Eg_
4 American P&C Doesn't Appoint By LOA Inactive 07/14/2023
4 Lansing Mutual Life Doesn't Appoint By LOA Inactive 07/14/2023
& Lansing Mutual P&C Doesn't Appoint By LOA Active 07/14/2023 9 &
PageE]af 1 e Displaying appointments 1 - 4 of 4
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2. The State and Appointment Company will transfer from the producer record
appointment you selected.

3. Click Next.
Terminate Appointments

Appointee

£ EASLEY, CORA Unrated Search Producer

External System ID Active BU NPN Resident State/License Additional States/Licenses

E DEFAULT 1000000028 VA1 736178 E AZ /1000000005

Effective Date

® Electronic Processing
p7-17-2023 | F O Paper

O Record Only

Select an Appointment Profile or Select one or more States and Companies

@] Appointment Profile

No profiles are available for the appointee’s active appointment states.

® States and Appointing Companies
States

New Jersey [J North carolina 0 Virginia
Select All States || Unselect All States

Appointing Companies
D NAIC ID Company

[J 1701400 71730 American Ancillary

[ 1701404 64247 American Annuities

_D 1701389 12016 American Equity Insurance
1701397 70939 American Life

(J 2247975 33455 American P&C

[0 1701401 95088 American Preneed

(J 1701405 14990 Lansing Mutual Health

[ 1701402 21478 Lansing Mutual Life

[J 1701403 98214 Lansing Mutual Life of NY
(J 1701257 12345 Lansing Mutual P&C

[J 2191070 23764 Lansing Mutual Training Company

[ 2166545 88774 Testing Insurance Company

| Select All Companies || Unselect All Companies |

IMI[ Return |

You will now see the Terminate Appointments for State page.
Select the Appointment and license you need to terminate.

Determine the Cost Center where the state termination fee will be charged.
Select the state-specific Termination Reason from the dropdown list.
Click Save and Continue.

© N o O~
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Terminate Appointments for State: New Jersey

& EASLEY, CORA Unraled Search Producer
External System ID Active BU NPN Resident State/License Additional StatesiLicenses
DEFAULT 1000000028 WA/ 736178 AZ | 1000000005
Current Appointments
NAIC ID Company Appointment Type Tied to an Application Status
70939 American Life Doesn't Appoint By LOA Active
33455 American P&C Doesn't Appoint By LOA Inactive
21478 Lansing Mutual Life Doesn't Appoint By LOA Inactive
12345 Lansing Mutual P&C Doesn't Appoint By LOA Active

Select Appointments to Terminate via Electronic Processing

NAIC ID Company Appointment Type License Category Code License
70939 American Life Doesn't Appoint By LOA Insurance Producer (90577) v
This state requires a license to be identified with the request.

Cost Center

State Cost Center v

Companies
NAIC 1D Company Cost Center

70938 American Life

Select the Termination Reason; :
Termination Reason v I

Comments

I Save and Continue I Return |

Quick Terminate

1. Select the Quick Terminate button.

e Inthe Appointments data section of a producer record, click the Quick
Terminate button (&) opposite the name of a non-appoint state (i.e., a state
that does not require state-verified appointments).

e Inthe Appointments data section of a producer record, click
the Quick Terminate (state is not record only) button (¥:) opposite the name of
an appointment state (i.e., a state that processes carrier appointment requests
and tracks producer appointments).

B Appointments Top
| Grouping Options~ | | . Display Options~

=) New Jersey (4 appointments, 3 active)

&
Writing Company = Appt Type Status Status Date Actions
4 American Life Doesn't Appoint By LOA Active 07/14/2023 @ &
i American P&C Doesn't Appoint By LOA Inactive 07/14/2023
4 Lansing Mutual Life Doesn't Appoint By LOA Active 07/14/2023
& Lansing Mutual P&C Doesn't Appoint By LOA Active 07/14/2023 ® @
| Pageof 1| b ] Displaying appointments 1 - 4 of 4
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2. You will now see the Quick Terminate Appointment page.
3. Select the Effective Date and the Termination Reason.
4. Click Save.

Quick Terminate Appointment

Appointee
& EASLEY, CORA Unrated
External System ID Active BU NPN Resident State/License Additional States/Licenses
DEFAULT 1000000028 VA/ 736178 AZ [ 1000000005
State Company Appointment Type Active Date
New Jersey Lansing Mutual Life Doesn't Appoint By LOA 07-14-2023
Effective DaleIOT-'l 4-2023 IE Termination Reascnl Cancel v] ‘

You are about to record a termination that will NOT result in a request to the state to process this termination (record only termination).

5. You will see a screen confirming that the termination request was processed
successfully.

Quick Terminate Appointment

Appointee
& EASLEY, CORA Unrated
External System ID Active BU NPN Resident State/License Additional States/Licenses
DEFAULT 1000000028 VA /736178 AZ /1000000005
Effective Date NAIC ID Company State Appointment Type Termination Reason
07-14-2023 21478 Lansing Mutual Life NJ Doesn't Appoint By LOA Cancel

TERMINATE FROM THE LICENSING MENU

1. From the Licensing menu, click Appointments then click Terminate Appointments.

Licensing [ < 4, Producer Quick Search
TradliEs
Appointments N Add Abpo . Producer Sea R tly Viewed Producers
& EASLEY, CORA 35 minutes ago
0 0 Terminate Appointments £ Allen 07-07-2023
Agreeme Approve/Deny Appo e P- AGENCY, COMEINED INSURANCE 07-06-2023
o o & CHIN, CHARLIE HEE 07-05-2023
Sl & DORMAND, SARAH 07032023
d 0 d g DO Appo q
D o . q o Recent Subscriber Notices Show All
Qualifications ( No notices.
orizatio
s pation PDB Updates Summary
Producers with pending updates: 4
Manage Appointments
Add Appointments Producers with completed updates:
Terminate Appointments Today:1
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2. Locate the producer using at least one of the search criteria on the page. Click

Search.

Terminate Appointments

Search Producer

‘Producer Type

O Firm

® Individual Licensee

Please enter at least one of the search criteria below:

Last | Easley First | | Middle [ |
SSN NPN | | Active Business Unit

License Number [ l License State [ v
External System ID [ I Primary External ID Only a

Records Per Page:

I Search I Cancel

3. You will now see the Terminate Appointments page. Select the State and the
Appointment Companies you need to terminate.
4. Click Next.

Appointee

Terminate Appointments

£ EASLEY, CORA Unrated
External System ID

Effective Date

O

Active BU
DEFAULT

NPN
1000000028

Resident State/License

VA 736178

07-14-2023 |9

Select an Appointment Profile or Select one or more States and Companies
Appointment Profile

Search Producer

Additional States/Licenses

AZ /1000000005

@® Electronic Processing
O paper
O Record Only

No profiles are available for the appointee's active appointment states.

States and Appointing Companies

States

New Jersey I

Select All States || Unselect All States

Appointing Companies

() 1701400 71730
[) 1701404 64247
) 1701399 12015
) 1701397 70939

ID NAIC ID Company

American Ancillary
American Annuities
American Equity Insurance

American Life

2247975 33455

American P&C

[) 1701401 95088
() 1701405 14990
[) 1701402 21478
() 1701403 98214
[) 1701257 12345
() 2191070 23764
[) 2166545 88774

American Preneed

Lansing Mutual Health

Lansing Mutual Life

Lansing Mutual Life of NY
Lansing Mutual P&C

Lansing Mutual Training Company

Testing Insurance Company

Select All Companies H Unselect All Companies

I Next I Return
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0 0 No O

You will now see the Terminate Appointments for State page.

Select the Appointment and license you need to terminate.

Determine the Cost Center where the state termination fee will be charged.
Select the state-specific Termination Reason from the dropdown list.

Click Save and Continue.

& EASLEY, CORA Unrated

Terminate Appointments for State: New Jersey

Search Producer

External System ID Active BU NPN Resident State/License Additional States/Licenses
DEFAULT 1000000028 VA/ 736178 AZ / 1000000005

Current Appointments

NAIC ID Company Appointment Type Tied to an Application Status
70939 American Life Doesn't Appeint By LOA Active
334556 American P&C Doesn't Appoint By LOA Active
21478 Lansing Mutual Life Doesn't Appeint By LOA Active
12345 Lansing Mutual P&C Doesn't Appoint By LOA Active

Select Appointments to Terminate via Electronic Processing

NAIC ID Company
33455 American P&C

Appointment Type License Category Code License

Doesn't Appoint By LOA !l Insurance Producer (90577) v}

Cost Center

Is state requires a license to be identified with the request.

State Cost Center | 12345 v

Companies
NAIC ID Company Cost Center
33455 American P&C I’I 2345 v I

Select the Termination Reason;

Termination Reason | Voluntary Termination ~|

Comments

I Save and Continuel Return

10. You will see a screen confirming that the termination request was processed

successfully.

Appointee

& EASLEY, CORA unrated

Appointment Termination Results for State: New Jersey

External System ID Active BU NPN Resident State/License Additional States/Licenses
DEFAULT 1000000028 VA/ 736178 AZ / 1000000005
Effective Date: 07-14-2023
NAIC ID Company Cost Center Appointment Type Request Type Request Status
33455 American P&C 12345 Doesn't Appoint By LOA Electronic Processing Submitted to SIRCON

11. An appointment or termination request submitted to certain states using an
electronic submission method is routed directly to the state's department of
insurance regulatory management system.
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e Arequest to one of these states, referred to as a "Sircon State," will result in a
rapid state response (i.e., "real-time" response) and can offer significant business
advantages.

e A transaction request submitted to all other states, however, goes first through a
third-party, electronic interface and then to the state and can vary in response
fime. Ask your Vertafore representative for more information and for the current
list of "Sircon States”.

Terminate Appointments in Bulk

Use the Terminations bulk fransaction to appointment termination requests to one or
multiple states for processing.

For non-appointment filing states, you can use the Bulk Appointment Terminations
function to terminate "record-only" appointments in the records of a batch of producers
in Producer Cenfral.

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

1. Click the Bulk Transactions & Service Requests option from the main page of
Producer Central.

g ompanie q e pre e e Ad atio < 4 Producer Quick Search

Prod Network E EASLEY, CORA 46 minutes ago

roducer Retwor & Forte, Vera 05-17-2023

Add Producer & DEAN, FRANCIS 05-17-2023

& BROWN, MORRIS 05-16-2023
Bulk Transactions & Service Requests
" . Show All
Update Producer Information Recent Subscriber Notices
l No notices.
Add/Activate Licenses/Qualifications

2. You will now see the Bulk Transactions & Services Requests home screen. In the
top right-hand corner of the screen, click the Available Tasks button.
3. Click Start New Request.

Sircon v

*Switch To Comp | E3 Swit £+ raniatieTasis:
New Request

Producer O g v
Reports

3 Account Options

Personal Work Queue
My Requests (0)

Department Queues
Bulk (0)
Paper (0) Request Initiated
Principal (0) 1D Mame Date
Recruiter (1)
X-Bulk Child (0)

Error Queues

 Personal Work Queue - My Requests

Shows all requests that are in your personal queue.

Actions

Status Current Milestone | Recruiter |

Nothing Found to display.
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4. Click the dropdown arrow next to the Packet Type. The packet type determines
the type of bulk fransaction you need to perform.

2 Switch To Comp | BF Switch to PM| F Help

QD workspace

Start New Request
Packet Type

Packet Type

& Packet Type

Continue

5. Select the Bulk - Terminations packeft type. Click Continue.

Start New Request
Packet Type

Packet Type

o Dacket T,

I Bulk - Terminations VI

6. You will now see the Bulk Termination Options screen.
7. Read each option and select either Yes or No from the list.
8. Click Continue.

Start New Request

Packet Type  Bulk Options  Upload Producer CSV File

[ Save Preset

Bulk Termination Options

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

Send Termination Letters after i have been inated and approved by the Oves @no

state?
O¥es @No

Send Advance Termination Notification?

OYes @No

Pause the ions prior to itting the

Syne producer data with PDB before processing terminations? O¥es

fack i

Powered by Sircon

Privacy Statement | Legal Disclaimer

9. You will now see the Upload Instructions to properly format the bulk update file.
10. To create the file, start by creating a spreadsheet using a program like Excel or
Google Sheets.
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11.The letters A-l represent the column headers in the file. The fields in bold are
required fields.

12. Depending on the Entity Type (Individual or Agency), the required fields will
change.

Start New Request
Packet Type  Bulk Options  Upload Producer CSV File

Upload Instructions

Note: Either SSN or NPN must be provided to process individual producers.

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

A. Entity Type (IL or AGY)
B. TIN (with or without dashses)
For AGY: EIN (with or without dashes)
For IL: SSN (with or without dashes)
C. NPN
D. Name (Individual Last Name or Agency Name)
E. FirstName (Individual First Name)
F. Email Address
G. State(s) to terminate (if multiple, separate each state with a comma)
H. NAIC ID(s) of appointments to terminate (if multiple, separate each NAIC ID with a comma)
1. Disconnect producer after terminations (¥/N) .

Privacy Statement | Legal Disclaimer Powered by Sircon

INDIVIDUAL PRODUCER REQUIRED FIELDS

Either an SSN or an NPN must be provided to process individual producers. Depending
on your business setup, your organization may or may not maintain SSN numbers. If you
do not use SSN numbers, the NPN number is required.

If the individual licensee has an NPN number, the required fields are:

Column Field Name Description
A Entity Type Use “IL" to indicate individual licensee
C ?Nagi':))nal Producer ID Type the full NPN number of the producer
D Name Type the Last Name of the producer

Type the list of the two-character state
abbreviations where you need to terminate the
producers. Separate each state code by
commas.

G States to Terminate

Select whether you want to disconnect

producers after the termination is complete.
Disconnect Producers
After Termination (Y/N) | Type “Y" to disconnect the producer.

Type “N” to only process the termination.

Note: In the illustration below, we are including a column header as a
reference. Column headers must be deleted before creating the final CSV file.
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A B C D E F G H |
Entity First | Email States fo NAIC IDs of Pisconnect
Tvbe TIN NPN Name Name |Address Terminate Appointments | Producers After
yp to Terminate | Terminations (Y/N)

IL 1000000028 Easley VA N

If the individual licensee has a Social Security Number (or SSN), the required fields are:

Column Field Name Description

A Entity Type Use “IL" to indicate individual licensee

Type the 9-digit SSN of the producer (with or
B TIN (Taxpayer ID) without dashes)
D Name Type the Last Name of the producer
Type the list of the two-character state
abbreviations where you need to terminate the
producers. Separate each state code by
CoOmMmass.
Select whether you want to disconnect
producers after the termination is complete.

G States to Terminate

Disconnect Producers
After Termination (Y/N) | Type "Y" to disconnect the producer.

Type “N” to only process the termination.

Note: In the illustration below, we are including a column header as a
reference. Column headers must be deleted before creating the final CSV file.

A B C D E [F G H |
Entity TIN NPN Name First Email States fo ANA::?nIt::ec:ts Prgg Szer‘rr;e:filer
Type Name |Address Terminate PR

to Terminate |Terminations (Y/N)
IL 000999123 Charron MD Y

AGENCY/FIRM REQUIRED FIELDS

The required fields for agencies or firms are:

Column Field Name Description

A Entity Type Use “AGY" to indicate an agency/firm

Type the 9-digit Employer Identification Number
B TIN {Taxpayer ID) or EIN of the firm (with or without dashes)
Type in the full Name of the agency/firm. It must
match the name in the producer record.
Type the list of the two-character state
abbreviations where you need to terminate the

D Name

G States to Terminate

© Vertafore Inc. 64




>4 Vertafore

Section: Terminations

producers. Separate each state code by
commas.

Disconnect Producers
After Termination (Y/N)

Select whether you want to disconnect
producers after the termination is complete.
Type "“Y" to disconnect the producer.

Type “N” to only process the termination.

Note: In the illustration below, we are including a column header as a
reference. Column headers must be deleted before creating the final CSV file.

A B C D E [F G H |
Entity First | Email States to NAIC IDs of Disconnect
Type TIN NPN Name Name |Address Terminate Appointments | Producers After
yP to Terminate |Terminations (Y/N)
Dean and
AGY | 00-6233077 Davis NM, OH, GA N
Insurance
Agency

OPTIONAL FIELDS

The table below lists all the optional fields you can include in the file.

Note: The required fields listed above are mandatory to complete the Bulk
Connection update. It is recommended that you only input the required fields
into the file. All the producer data you add to the file must match the producer
record in Producer Central. If any of the fields are inaccurate, the file will fail.

Column Field Name

Description

For individual licenses with an NPN number, the

B TIN (Taxpayer ID) Social Security Number, or SSN, is an optional
field.
NPN (Nati | Prod For individual licensees with an SSN number, the
C N k() amtional Froducer | \ational Producer Number, or NPN, s optional.
umber) The NPN is also optional for agencies/firms.
. For individual licensees, you can include the
First Name

First Name of the producer.

Email Address

Type the Email Address associated with the
producer.
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Enter a five-digit NAIC ID code of an
appointing company whose appointment you
want to terminate.

NAIC.IDS el If no NAIC ID code is entered, the system will
H Appointments to . . .
Terminate submit appointment termination requests for

each appointing company included in the
Appointment Profile. Separate multiple NAIC ID
codes in a cell by a comma.

13. Add the required information to your spreadsheet. When you are finished, you
should have a spreadsheet that looks something like the following illustration:

A B C D E [F G H |
IL 1000000028 Easley VA N
IL 000999123 Charron MD Y
Dean and
AGY | 00-6233077 Davis NM, OH, GA N
Insurance
Agency

Note: If you inserted a header row containing the field names to guide your
data entry, you must delete the header before moving on to the next step.

14. When you are finished, from the File menu, select Save As.

15. The Save As window will open. From the Save As Type drop-down menu, select
CSV (Comma Delimited) (*.csv). In the File Name field, enter the name for the
producer file.

16. Click Save.

EE  Bulk Spreadsheet Reference Terminations + Saved to this PC Lauren Hall '
@ Save As
() Home .

@ R n [~ C: > Users > hallla > OneDrive - Vertafore, Inc > Bulk Uploads

ecen

D New Bulk Spreadsheet Reference_Terminations

e ST CSV (Comma delimited) (*.csv) ~ I [ save I
& Open Excel Workbook (* xlsx)

OnaDrivel- Vertafora) Inc Excel Macro-Enabled Workbook (*xlsm)
L] Ihall@vertafore.com Excel Binary Workbook (*dsb)

Info
Excel 97-2003 Workbook (*.xls)

Sites - Vertafore, Inc. CSV UTF-8 (Comma delimited) (*.csv) 1
Ihall@vertafore.com XML Data (*.xml)

Single File Web Page (*.mht. *.mhtml)
Save As A
Other locations Web Page (*.htm, *.html) Bt

Save

) Excel Template (*xtx)
Print = )
‘ E;I This PC Excel Macro-Enabled Template (*ltm)
T - Excel 97-2003 Template (*.xlt) o
@ Add a Place Text (Tab delimited) (*.txt)
Export Unicode Text (*.txt)
= XML Spreadsheet 2003 (*.xml) 1AM
e coft Fxcel 5 0/9¢ (* xle)
Publish g Warkhook
SV (Comma delimited) (*.csv) I
Close Formatted Text (Space delimited) (*.pm) [ AM
Text (Macintosh) (*.txt)
Text (MS-DOS) (*:bx) »
Account CSV (Macintosh) (*.csv)
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17.Your file is now saved in a comma-separated format and is ready for upload to
the system.

18. Return to the application and scroll down to the bottom of the screen. Enter the
name of this transaction in the box. This name will be visible to everyone in your
organization.

19. Click the Choose File button.

Start New Request |
Packet Type  Bulk Options  Upload Producer CSV File

Femme:  ocobrodston oo -
Savess e [csy (Comms demted) (*.cov) v

o) o]

i i i e to find your transaction later)
erminations_6.27.23

00562 CSV Data File to Upload

Choose File BNo file chosen

Back Continue

“Privacy Statement | Legal Disclaimer Powered by Sircon

20. Use the navigation options on the Choose File dialog box to locate the upload
file (*.csv) on your system.
21. When the correct file name appears in the File Name field, click the Open

button.
© v T Laren - Vealslor I > ke Uplosds v | SearchBukUpleads £
Orgamize = Mew folder =. 0 e
> Rulk Uploads ﬁ ol L Size

3 Canrier sl I B9 Bulk Speeedshost Beloenee_lemintions ] Micresuli Facel Com.. 1Kl
5 L Couse Oulline | B Bulk Spreadshas: Reference Sales Auth e Micros; ThE
> I Desktop B8] Bulk Sprasdshest Referenca Quick Ade! @ 1KE
Documents 1 Bulk Sproncdsheet Reforence_Profescional akifty &) -
Lawren @ Wiorl || ) Bulk Spreacisheet Reference Inactivate B Syst L. © e
3 Micrasaft Tean B9 Bulk Sproadshest Reforenca_Ext System 10 Upd. & Micro KB
3 Pichuras B Bulk Spreadshest Reference_Email Updates o] 1 KB
3 B Reeeeling ) Bulk Spreadshest Reference PST @ Micros 1kE
B Soagil B Gk Sprosdshoot Reforence g Course Updates & Micros 1 KB
» 8 Logotnimation 1) Bulk Spreadshest Reference Reg Courses © 1KB
» dh OneDrive ) Bulk Spreadshest Reference Course Completions ) 1KE
B Bk Spreessedshiet Hefonrnee U1 Irsedivs lien @ 1K
Doaments ] Bulk Spraadshest Refarenca BU Update 1KE
Petwes ] Bulk Spreadsheet Reforenca Bl Invesigation @ 1 KB

File name: | ulk Spreaibdect Hefzron _laminalion, ¥ AllFiles v

T opm || o

22. The file name will appear next to the Choose File button.
23. Click Continue to submit the file.
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[ Start New Request
Packet Type  Bulk Options  Upload Producer CSV File

B 5ocmers &
(& Deskaep.
&
§SiE
el

=3 = =]

Choose a CSV Data File to Upload

Choose File | Bulk Spreads...inations.csv

Back | Continue

24. After a bulk transaction or service request is submitted, the system will process
the file and complete the operation. Initially, the tfransaction will be assigned to
your Personal Work Quevue.

*Switch To Comp |E Switch to PM Available Tasks | F Help

Producer Onboarding

Personal Work Queue

~ Personal Work Queue - My Requests

My Re: sts (1
by Bequests (1) Shows all requests that are in your personal queue.

Department Queues

Batch Actions

One request found.

Request Initiated Ot
Error Queues p  |Name Date  Status Current Milestone Recruiter Workflow| Actions.
Failed Bls (0) T
10301521 Terminations_6.27.23 06/27/23 Pending Assigned to Licensing Dep... @

Auto-Pilot Exceptions (297)

- . Key: 2 Move to Dept Queue [k View this Request
Filter Options clear all One request found.
View »» Export current page to: CSV | Excel | XML | PDF

@ By Curren: Owner Export all 1 records to: CSYV

25. Refresh your browser periodically fo update the status of the request. You may
need to refresh the page several times depending on the size of the request and
the length of fime it takes to process the information.

26. If the request is processed successfully, the file will be removed from your
personal work queue. This means that all the required information was accurate,
and the tfransactions were processed in Producer Central.

*Switch To Comp |[EJ Switch to PM| [ Available Tasks | § Help

Producer Onboarding

Personal Work Queue

~+ Personal Work Queue - My Requests

My_Re ts (0 N
Uy Requests (0) Shows all requests that are in your personal queue.

Department Queues

Bulk (0)

Paper (0 Request Initiated N .
Frlm) = Name Date  Status Current Milestane |Recruite| Actions
Recruiter (1) Nothing found to display.

X-Bulk Child (0)

Error Queues

Note: If the request contains an error, refer to the Bulk Transactions Quick Guide
to troubleshoot the bulk fransaction request.
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APPENDIX 1: Sircon for Carriers Help Resources

Help is just a click away. Vertafore has two resources available to support you 24/7:
e My Vertafore
e Sircon Support

My Vertafore

My Vertafore is our free online customer support portal and knowledge base. At My
Vertafore you can:

e Log a Case — Cases are used to request product support.
e Submit Ideas — Send Vertafore ideas for new product features or enhancements.

o Search Knowledgebase - Search for detailed articles on the Sircon Knowledge

Base
@  S— N\ ’ :
LogA Case View Cases Chat with VICKI - Virtual Assistant
Click Here To Request Product Support Click Here To View Cases Click Here To Use Our Chat

_

Submit A Product Idea Check Out Training Customer Billing Support & Financials
Click Here To Get Started Click Here to Start Learning Click Here to Access

Note: Sircon does not use the Submit a Product Idea or Chat with VICKI
functions.

Contact Vertafore Customer Support

Can't find what you are looking for at My Vertafore2 Our Customer Support team is
here to help. Click here to email Support or call 877-876-4430.
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