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Overview

Introduction and Background

Bulk transactions allow you to upload a file which contains basic information about the
producers you need to update.

The system will automatically update the producer records if the information matches
the data in Producer Central. You can perform bulk connection updates for up to
10,000 producers at one time.

The moment you add a producer to your organization, Producer Central will create a
Producer Record that contains all the compliance and licensing information for an
individual licensee or firm. Once the record exists, you can maintain changes to the
producer’s information throughout their career.

PRODUCER MAINTENANCE PROCESS

There are three ways to maintain producer data in Producer Cenftral:
1. Daily Producer Database (PDB) Syncs
2. Bulk Transactions

3. Maintaining the Individual Producer Record

Producer Lifecycle Management

Add Producer
to Organization

Complete Sales Appoint Terminate
Authorization Producer Producer

Add producers to  Update producer Verify producer is Submit producer Terminate
your neftwork and records with properly licensed appointments to appointments and
connect them to demaographic with Sales the states disconnect
daily PDB updates changes Authorization subscription

Daily Producer Database (PDB) Updates

When a producer record has the Sircon subscription enabled, the record syncs daily
with the National Insurance Producer Registry’s (NIPR) Producer Database (PDB) to keep
your producer network as compliant as possible.

© Vertafore Inc. 4
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Daily PDB syncs simplify the process of keeping producer data up to date, helping you
get the most out of your investment in Sircon. This process also makes producer data
more accurate.

Any producer that is synchronized with the PDB will automatically receive daily updates
of the information maintained on the PDB.

Examples of data updates from the PDB include:
e Licenses and qualifications (or lines of authority)
¢ Name changes
e Demographic changes

Note: Refer to the Daily PDB Updates and Subscription Management Quick
Guide for more information.

Bulk Transactions

Another way you can update producer data is through Bulk Transactions. Use this
option to mass update information for up to 10,000 producers at one time. There are
several bulk fransactions you can run, including:

e Address Updates
e Email Updates
e Business Unit Updates

Updating the Individual Producer Record

The last method you can use to maintain data is updating the Individual Producer
Record. The producer record contains links to tfransactions in Producer Central where
you can maintain and update data. Examples of data you can maintain from the
producer record are:

e Appointments

e Licenses / Qualifications

e Address/Demographic Changes
e Business Units

e Cost Centers

e External System IDs

Note: Refer to the Maintain Producer Records Quick Guide for details about
how to maintain data in the producer record.

© Vertafore Inc. 5
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What will be covered?

In this quick guide, we will explore how to use each bulk tfransaction to update data for
multiple producers at one time. We will also learn how to troubleshoot transaction
requests with errors and how to search for requests.

Who should use this document?

Any user who needs to maintain producer data for multiple producers in bulk.

Note: Users will need the appropriate security roles to perform bulk tfransaction
requests.

If you cannot access Bulk Transactions, contact your administrator or your
Vertafore contact for assistance.

When should you use this document?

Use this document when you need to create or review bulk fransaction requests

© Vertafore Inc. 6
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Introduction to Bulk Transactions

Bulk Transactions allow you to update data for multiple producers at one time.

To complete bulk fransactions, you will first create a CSV comma delimited spreadsheet
with all the required information about the producers. Each transaction requires
different information, for example address updates require an address while business
unit updates require business unit references.

Each transaction will list the required and optional fields for the CSV file. After you
prepare the file, you will upload it to the system.

If the data in the spreadsheet matches the producer records, the transactions will

process successfully. If your CSV file contains any discrepancies, the file will fail, and you
will receive a processing error.

Bulk Transactions & Service Requests Process

Navigate to Bulk Prepare CSV Upload CSV Review Bulk
Transactions Datdfile Datdfile Transactions

Navigate to Bulk Prepare the CSV file Upload the CSV Review the
Transactions in with the required file to OB&SS fransaction and
Onboarding & Self information froubleshoot issues

Service (OB&SS)

© Vertafore Inc. 7
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Navigate to Bulk Transactions

In this section we will review how to navigate to the bulk tfransactions. There are two
ways to access bulk fransactions:
e Use the Application Switcher button (E)
e Use the Bulk Transactions & Service Requests Link from the Producer Central
dashboard

Navigate using the Application Switcher

1. Use the Application Switcher in the upper right-hand corner to move from
Producer Administration (also known as Producer Central) to Bulk Transactions
and Service Requests.

. : 1
Sircon | Lansing Mutual A . Meagan Brandt -

mbrandt@vertafore.com

Administration

Licensing Companies Inquiries Express Services

GO TO

Find existing producers with Review/Update Producer or Advanced Producer Search . Dashboard
ABC Agency
ADELBERG, MEAGAN MGt InThIdE 1l
CARRIERDEMO, TESTI
SPINGOLA, JILL
Jackson Health

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

B Sy By &

Bulk Transactions & Service Requests

Navigate from the Producer Central Home Page

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

g ompanie q = pre = = Ad atio L < 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 05172023
Add Producer & DEAN, FRANCIS 05-17-2023
& BROWN, MORRIS 05162023
Bulk Transactions & Service Requests
" . Show All
Update Producer Information ( Recent Subscriber Notices
No notices.
Add/Activate Licenses/Qualifications
Colrrec.t License Data . PDB Updates Summary
Maintain Contact Information ( Producers with pending updates: 4 I

Start a New Request

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.

© Vertafore Inc. 8
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Sircon

Producer O

*Switch To Comp |[E Switch to P MIl—fgAvaitatieTasks

R Help

Personal Work Queue
LMy Requests (0)
Department Queues
Bulk (0)
Paper (0) Request
pi}

++ Personal Work Queue - My Requests

Shows all requests that are in your personal queue.

Initiated
Date

Name Status Current Milestone

Nothing found to display.

Error Queues

3 Account Options

Recruiter| Acti

ions

Start New Request
Reports —

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

Start New Request

Packet Type

Packet Type

2 Packet Type

Continue

5. Select the bulk transaction packet from the list. All the bulk fransactions start with

the word “Bulk.”
[

Bulk - Add Firm Association

Bulk - Address Updates

Bulk - Background Investigation

Bulk - Business Units

Bulk - Business Units Inactivation

Bulk - Connection Status

Bulk - Course Completion PST

Bulk - Course Completion Regulatory
Bulk - Email Updates

Bulk - External System Id

Bulk - External System Id Inactivation
Bulk - Professional Liability

Bulk - Quick Load

Bulk - Sales Authorization

Bulk - Terminations

Bulk - Update Firm Association -
. o
6. Click Continve.
| Start New Request
Packet Type
Packet Type

' Packet Type
[(Bulk - Connection Status v]

Continue

© Vertafore Inc.
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Prepare and Upload the CSV Datafile

In this section we will learn how to prepare the CSV file for each bulk transaction type.
We will also review how to upload the file to the system.

Bulk Transactions & Service Requests Process

Review Bulk
Transactions

Navigate to Bulk
Transactions

DDODD

Navigate to Bulk Prepare the CSV file Upload the CSV Review the
Transactions in with the required file to OB&SS fransaction and
Onboarding & Self information froubleshoot issues

Service (OB&SS)

Bulk - Address Update

Use the Address Updates bulk transaction to add or update address information for any
existing address type for multiple producers in Producer Central.

Address types can include:

e Residential

e  Mailing

e Business location
e Biling

e Other

1. Follow the steps in the Navigate to Bulk Transactions section of this quick guide
to open the Packet Type screen.
2. Select the Bulk — Address Update packet type. Click Continue.

| Start New Request
Packet Type

Packet Type

LRacksl Lo
Bulk - Address Updates VI

© Vertafore Inc. 10
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3. You will see a screen that says “By default, if the resident address state of a
producer changes, the fransaction will be sent to the error queue. If you do NOT

want to perform this check, click the Skip checkbox below.”
Select the Skip Resident State Change Check, if needed.
Click Continue.

o~

) Start New Request

Packet Type  Bulk Options  Upload Producer CSV File

@ SavePreset |

Please enter a value for Enter a name for this transaction (you can use this name to find your transaction later).
Please upload a file for Choose a CSV Data File to Upload.

Bulk Address Change Options

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

Skip Resident State Change Check

0

roa]

Privacy Statement | Legal Disclaimer

Powered by Sircon

o

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

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

Google Sheets.

8. The lefters A-L represent the column headers in the file. The fields in bold are

required fields.

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

A. Entity Type (IL or AGY)
B. TIN (with or without dashes)
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. First Name (Individual First Name)
F. Email Address
G. Address Type Code
Valid Address Type Code List - Description
01 - Business Address
03 - Mailing Address
02 - Residential Address
H. Address Line One
1. Address Line Two
). Address City
K. Address State
L. Address Postal Code

Seabolow for anexamole:

Privacy Statement | Legal Disclaimer

Powered by Sircon

© Vertafore Inc.
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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 ?Nagﬁ)nal Producer ID Type the full NPN number of the producer

D Name Type the Last Name of the producer
Type 01 to update a Business Address

G Address Type Code Type 02 to update a Residential Address
Type 03 to update a Mailing Address

H Address Line One Type the Street Address

J Address City Type the City

K Address State Type the State

L Address Postal Code Type the Postal Code

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 I J K L
. " . |Address Address Address
Bty L N NPN Name | First | EBmail 170 ) Address Line One| Line | Address City |2997%5| postal
Type Name |Address State
Code Two Code
IL 1000000028 | Fasley 01 500 Saint Street Alexandria VA 22301

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 01 to update a Business Address

G Address Type Code Type 02 to update a Residential Address
Type 03 to update a Mailing Address

H Address Line One Type the Street Address

J Address City Type the City

K Address State Type the State

L Address Postal Code Type the Postal Code

© Vertafore Inc.
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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 © D B F G H | J K L
. . . |Address Address Address
Entity TIN NPN Name First Email Type |Address Line One| Line Address City Address Postal
Type Name |Address State
Code Two Code
IL 000999123 Charron 02 334 Cherry Lane Annapolis MD 21401

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 D) or EIN of the firm (with or without dashes)
D Name Type the full Name of the agency/firm. It must
match the name in the producer record.
Type 01 to update a Business Address

G Address Type Code Type 02 to update a Residential Address
Type 03 to update a Mailing Address

H Address Line One Type the Street Address

J Address City Type the City

K Address State Type the State

L Address Postal Code Type the Postal Code

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 L

Entity First Email Address Address Address Address
TIN NPN Name Type [Addressline One| Lline Address City Postal
Type Name |Address State
Code Two Code

AGY | 00-6233077 Dean and Davis 03 | 6403 Aspen Way Macon GA | 31200
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.

© Vertafore Inc. 13
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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.

For individual licensees with a SSN number, the

C NPN (National Producer | National Producer Number, or NPN, is optionall.
Number)

The NPN is also optional for agencies/firms.

For individual licensees, you can include the

E First Name First Name of the producer.

For individual licensees or agencies, you can
F Email Address add the Email Address that is associated with
the producer’s record.

Use the Address Line Two field to fill in
secondary address details such as the
apartment, PO box, suite, room, floor, building,
unit, and department numbers.

| Address Line Two

10. 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 J K L
AGY | 00-6233077 Dean and Davis 03 | 6403 Aspen Way Macen cA | 31200
Insurance Indusiry
IL 1000000028 Easley 01 500 Saint Street Alexandria VA 22301

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.

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

12. 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 a name for the
producer file.

13. Click Save.

© Vertafore Inc. 14
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BB Bulk Spreadsheet Reference « Sav:

lauren Hall % &7

@ Save a Copy
H
ﬁh ome [~ OneDrive - Vertafore, Inc.
@ Recent
D New IBqu Spreadsheet Reference_Address Update I
Vertafore, Inc | 5V (Comma delimited) (*.csv) . I B seve |
& 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)
| o
Sites - Vertafore, Inc. XML Spreadsheet 2003 (*xml) i
| Ihall@vertafore.com .
i CSV (Comma delimited) (*.csv) L
Print E a
Other locations Formatted Text (Space delimited) {*.pr) o
Text (Macintosh) (*.txt)
Share =] "
E; This PC Text (MS-DOS) (*.ta)
Bxport e CSV (Macintosh) (".csv) 9 PM
@ Add a Place CSV (M5-DOS) (*.cs)
Publish DIF {Data Interchange Format) (*.dif)
Browse SYLK {Symbolic Link} (slk] AM
Close Excel Add-in (*.xlam)
Excel 97-2003 Add-in (".xla)
PDF (~pdlf M
fee XPS Document (*.xps)
Strict Open XML Spreadsheet (*.xlsx) AM
Feedback OpenDocument Spreadsheet (*.ods)
Options ] pocuments 5/31/2023 1:08 PM v

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

the system

15. 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.
16. Click the Choose File button.

Start New Request |

Packet Type  Bulk Options  Upload Producer CSV File

Socamens
Boesp
M
ocamens
sy
3 Conputer
My Ntk
roces
Feosne:  [uacronucioncar
Seve ss Lo [y (Comma deimted) (5

) v

[ )

¥ Enter a name for this transaction (you can use this name to find your transaction later)
iAddress Updates_6.26.2.

Choose a CSV Data File to Upload
Choose File fiNo file chosen

Back

“Privacy Statement | Legal Disclaimer

Continue

Powered by Sircon

17. Use the navigation options on the Choose File dialog box to locate the upload

file (*.csv) on your system.

18. When the correct file name appears in the File Name field, click the Open

button.

© Vertafore Inc.
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e > v oA > Lauren - Vertafore, Inc. > Bulk Uploads
Qrganire > New folder
57 Bulk Uploads Name Status Date modified ype Size

«©

> 51 Carrier Fast Tia I 1 Dulk Spreadsheet Reference Address Update 19 AM Microsait Excel Com

> = Course Oulline 8] Bulk Upload 6.14.22 @ J 31209 PM Microsaft Excel Cam. K8
> Deskiop B Bulk Connection Update 6.14.23 2 @ 6/14/2023 11:58 AM Microsaft Excel Cam. KR
> Doauments ] Bulk Producer Load Test 1 e} 5/18/2023 2:31 PM Microsaft Excel Com 148
» Lauren @ Worl

5 T Microsoft Tean

> Pictures.

> Racordings

> I Snagit

> = logaAnimation

> e OneDrive
Documents 4
Pictres 4

~ O

Search Sulk Uplaads »

=- o e

File name: |

] Anres

Open

Cancel

19. The file name will appear next to the Choose File button.

20. Click Continue to submit the file.

i Start New Request

Packet Type  Bulk Options  Upload Producer CSV File

Diocaments
(@oesmp
4
o
g
Computer
q“" Network:
Fie game: ‘ackefproducton. cav -
Seve a8 %! | v (Conm dewmted) () -

Cam ) [oma )

 Enter a name for this transaction (you can use this name to find your transaction later)
Address Updates_6.26.23

Choose a CSV Data File to Upload

Choose File | Bulk Spreads...s Update.csv

Back

“Privacy Statement | Legal Disclaimer

Powered by Sircon

21. The bulk fransaction will be assigned to your queue and will begin processing.
22. Refer to the Review Bulk Transactions section to review the results of the bulk

processing and fo learn how to troubleshoot issues.

(" Producer Onboarding |

Personal Work Queue

¢ Personal Work Queue - My Requests

My Requests (1 I
By Req O Shows all requests that are in your personal queue.

Department Queues
Bulk (0)
Paper (0)
PBrincipal (0)
Recruiter (1)
X-Bulk child (0)

Error Queues

One request found.

Request
1D

iated

Status  Current Milestone

Batch Actions

Current
Rau-ultsr‘Worlﬂlow Actions

Failed Bls (0)

Auto-Pilot Exceptions (287) 5293056 Address Updates_6.26.23

06/26/23 Pending Assigned to Licensing Dep...

=

Key: | Move to Dept Queve (S View this Request

Filter Options

View »s

By Current Owner

dearall

One request found.

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

© Vertafore Inc.
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Bulk Background Investigations

Use the Background Investigations bulk transaction to request background checks for
multiple producers at one time. This transaction is only available for individual
producers.

Background investigation capabilities can include:

Submitting your company's account login information with a chosen Bl firm
Requesting one or multiple background or credit check types
Retrieving a secure link to the results

Pending an appointment request on the retrieval of a favorable background
report

Available background investigation types from most vendors include:

Credit checks

Criminal checks (county/local, state, and federal)
Education verification

Employment verification

Licensing state verification

Before you can use this transaction, you will need the following information:

A list of producers and their Social Security Numbers.

Note: National Producer Numbers (NPNs) cannot be used to initiate
background investigations.

The Background Investigation profile your company set up in Producer Central.
Profiles tell the system which vendor (or firm) to use for each background
investigation type.

Note: Background Investigation profiles are created and maintained by the
Vertafore support team. Contact your Vertafore representative if you do not
have profiles available in the system.

A

Follow the steps in the Navigate to Bulk Transactions section of this quick guide
to open the Packet Type screen.

Select the Bulk — Background Investigation packet type.

Click Continue.

© Vertafore Inc.
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) Start New Request
Packet Type

Packet Type

+ Packet Type

I Bulk - Eackamund Invsﬁllaatlon VI

»

You will now see the Upload Instructions to properly format the bulk update file.
5. To create the file, start by creating a spreadsheet using a program like Excel or

Google Sheets.
6. The letters A-E represent the column headers in the file. The fields in bold are

required fields.

Note: Background Investigations require producers to have an SSN number.

Start New Request

Packet Type  Upload Producer CSV File

Instructions

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

A. 88N (with or without dashes)
B. Individual Last Name
C. Individual First Name
D. Email Address
E. BI Profile (if empty your default profile will be used)
There are no active bi profile type codes configured. Please contact client services.

REQUIRED FIELDS

The required fields for individuals are:

Column Field Name Description
A SSN Type the 9-digit Social Security Number (SSN) of
the producer (with or without dashes)
B Individual Last Name Type the Last Name of the producer
C Individual First Name Type the First Name of the producer

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
SSN individval Last| - Individual -1 e i A daress Bl Profile
Name First Name
999000123 Easley Cora

© Vertafore Inc. 18
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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

Add the Email Address that is associated with

D Email Address the producer’s record.

Enter the name of the Business Investigation
Profile that you need to request for the
producer. If you leave this blank, the bulk

E Bl Profile transaction will use the default profile.

Note: If you do not have a Bl Profile created,
contact your Vertafore representative for
assistance.

7. 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

999000123 | Easley | Cora | |

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.

From the File menu, select Save As.

o ©

CSV (Comma Delimited) (*.csv). In the File Name field, enter a name for the
producer file.
10. Click Save.

© Vertafore Inc.

The Save As window will open. From the Save As Type drop-down menu, select
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B Bulk Spreadsheet Reference Address Update 1

lauren Hall % &7
@ Save As
H .
G Home @ e 4[5 C > Users > hallla > OneDrive - Vertafore, Inc > Bulk Uploads
cent
D New IBqu Spreadsheet Reference_Bl Investigation
e | €SV (Comma delimited) (*.csv) ~ B save I
& Open Excel Workbook (* xdsx)
a OneDrive - Vertafore, Inc. Excel Macro-Enabled Workbeok (*.xlsm)
; Ihall@vertafore.com Excel Binary Workbook (*xsb)
fnfe Excel 97-2003 Workbook (*.xs)
cave Sites - Vertafore, Inc. CSV UTF-8 (Comma delimited) (*.csv) 1
lhall@vertafore.com XML Data (*xm)
Single File Web Page (*.mht, *:mhtmi)
ave As .
Other locations Web Page (* htm, *.html) B A =
- = Bxcel Template (* xitx)
in ;
‘ E; This PC Excel Macro-Enabled Template (*xtm)
- : Excel 97-2003 Template (*.xit) M
@ Add a Place Text (Tab delimited) ()
Export Unicode Text (*.txt)
i XML Spreadsheet 2003 (*.xml) 1AM
Publish . -
CSV (Comma delimited) (*.csv) 1
Close Formatted Text (Space delimited) (*.prn) 7 AM
Text (Macintosh) (*.txt)
Text (MS-DOS) (*.txt) T
Account CSV (Macintosh) (*.csv)
More... @ Bulk Upload_6.14.23 6/14/2023 12:09 PM o

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

12. Return to the application screen 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.

13. Click the Choose File button.

Start New Request
Packet Type  Upload Producer CSV File

B ~

(Foesp

Damens

g

Computer

o
Flegane:  [acofroducon.cov v
Sove 810! [ (Comma deimted) ("o} -

Cam ) Come )

i j i e to find your transaction later)
Business Investigations_6.26.23
CSV Data File to Upload
Choose Filel§ No file chosen

Back Continue

“Privacy Statement | Legal Disclaimer Powered by Sircon

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

15. When the correct file name appears in the File Name field, click the Open
button.

© Vertafore Inc. 20



>4{ Vertafore

Section: Prepare and Upload the CSV Datafile

Ol » Lauren - Vertafore, Inc > Bulk Uploads ~ G | Search Bulk Uploads P
Organiza = New folder =- 1 @
> Bulk Uploads Hame Status Jate mociified Type sive |
& S s
> 0 Carrier Fast Tra 89 Bulk Spreadsheet Reference_8I Investigation 53] 6/26/2023 1:13 PM Micrasoft Excel Com. 1x8 I
% Caurse Outline 8 Bulk Spreadsheet Reference 11 © Miciosoll Excel Co 1 KB
Desktop 87 Bulk Spreadshect Reference Address Update 1 ] oft Bxcel Cor 148
Dowments B9 Bulk Spreadsheet Reference_Address Update @ Micrasoft Excel Com. 148
> Lauren @ Worl &) Bulk Upload 6.14.23 Mictosoll Excel Corm, 1K8
Wierosoft Taan & Bulk Connection Update 6.14.23 2 Microsoft Exccl Com 148
N Bictures @ Bulk Producer Load Test 1 Microsoft Excel Com, 18
Revordings
Snagit
= LogaAnimation
& OneDrive
Documents  #
Pictures  #
File name: | Bulk Spreadsheet Relerence Bl “| Al Files N
Qpen Cancel
16. The file name will appear next to the Choose File button
17. Click Continue to submit the file
| Start New Request
Packet Type  Upload Producer CSV File
O —
(@ vesteo
Ovamens
wy
9 Coruter
My it
e
Fle pame: aorofroduczon v v
o (Comma dewrted) (*.csv) v
Tos o e Concel
 Enter a name for this transaction (you can use this name to find your transaction later)
Business Investigations_6.26.23
Choose a CSV Data File to Upload
| Choose File | Bulk Spreads...stigation.csv
Back
Privacy Statement | Legal Disclaimer Powered by Sircon

18. The bulk transaction will be assigned to your queue and will begin processing.
19. Refer to the Review Bulk Transactions section to review the results of the bulk
processing and to learn how to troubleshoot issues.

2 Switch To Comp | B Switch to PM| BF Available Tasks | § Help

Producer Onboarding
Personal Work Queue -+ Personal Work Queue - My Requests
M
by Bequests (1) Shows all requests that are in your personal queue.
Department Queues
Bulk (0) )
Paper (0) Barch Actions
Principal (0)
Recruiter (1) One request found.
X-Bulk Child (0) Py ‘Current
e e— ]E-.‘?‘M Name Initiated Current Milestone Recruiter Workflow Actions
Date Step
Eailed Bls (0) . P 3
3 ations (288) 10294589 Business Investigations_6.26.23 06/26/23 Pending Assigned to Licensing Dep... @
Key: 4 Move to Dept Queue [\ View this Request
Filter Options clear all One request found.
View »» Export current page to: CSV | Excel | XML | PDE

B By Current Owner Export all 1 records to: CSV

© Vertafore Inc. 21
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Business Units
Use the Business Units bulk transaction to add new business unit information to multiple

producer records at one fime.

1. Follow the steps in the Navigate to Bulk Transactions section of this quick guide
to open the Packet Type screen.
2. Select the Bulk - Business Units packet type. Click Continue.

[ startNew Request |
I Bulk - Business Units = pa(w VI
3. You will see the Bulk Business Unit Options screen.
4. Enter the Business Unit Begin Date. This is the date that all the business units will

become active. If you leave this field blank, the business unit will default to the
current date.
5. Click Continuve.

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

@ Save Preset

Bulk Business Unit Options

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

Begin Date
r

=

Privac | Legal Disclaimer Powered by Sircon

o

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

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

8. The lefters A-G represent the column headers in the file. The fields in bold are
required fields.

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

change.

© Vertafore Inc. 22
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Start New Request
Packet Type  Bulk Options  Upload Producer CSV File

Instructions

To process busines:

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

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

A. Entity Type (IL or AGY)

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

C. NPN

D. Name (Individual Last Name
E. First Name (Individual First Name)
F. Email Addre

without dashes)

ess

G. Business Unit Short Code
HEALTH
LIFE
PC

or Agency Name)

Upload Instructions

Privacy Statement | Legal Disclaimer

Powerad 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

(o ?ngﬁ)nql Producer ID Type the full NPN number of the producer

D Name Type the Last Name of the producer
Type the Short Code of the Business Unit you
need to assign to the producer. The codes you
use will depend on the configuration of your
company'’s business units.

G Business Unit Short Code

Note: To see a list of the available business units,
navigate to the Producer Central home page,
then click Administration > Configure My Profile
> Maintain Staff Member Business Unit.

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
Entity First Email Business Unit
Type TIN NPN Name Name |Address| Short Code
IL 1000000028 | Easley LIFE

© Vertafore Inc.
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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 Short Code of the Business Unit you
need to assign to the producer. The codes you
use will depend on the configuration of your
company’s business units.

G Business Unit Short Code
Note: To see a list of the available business units,
navigate to the Producer Centfral home page,
then click Administration > Configure My Profile
> Maintain Staff Member Business Unit.

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 E G
Entity First Email Business Unit
Type TN NPN Name Name |Address| Short Code

IL 000999123 Charron HEALTH

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 fgi;rm (with or without dashes)
Type the full Name of the agency/firm. It must
match the name in the producer record.
Type the Short Code of the Business Unit you
need to assign to the producer. The codes you
use will depend on the configuration of your
company'’s business units.

D Name

G Business Unit Short Code
Note: To see a list of the available business units,
navigate to the Producer Cenfral home page,
then click Administration > Configure My Profile
> Maintain Staff Member Business Unit.

© Vertafore Inc. 24
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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 [P G
Entity First Email Business Unit
Type TN NPN Name Name |Address| Short Code
AGY | 00-6233077 Dean and Davis PC

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
Cenftral. If any of the fields are inaccurate, the file will fail.

Column

Field Name

TIN (Taxpayer ID)

Description

For individual licenses with an NPN number, the
Social Security Number, or SSN, is an optional
field.

NPN (National Producer

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

c Number)
The NPN is also optional for agencies/firms.
E First Nam For individual licensees, you can include the
irst Name First Name of the producer.
For individual licensees or agencies, you can
F Email Address add the Email Address that is associated with

the producer’s record.

© Vertafore Inc.
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10. 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 G
AGY | 00-6233077 Dean and Davis PC
Insurance Agency
L 1000000028 Easley LIFE

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.

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

12. 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 a name for the

producer file.
13. Click Save.

BB Bulk Spreadsheet Reference - Saved

@ Save a Copy
(R Home

[ New @ Recent
> Open .Vertafnre, Inc.

Ihall@vertafore.com

‘ . OneDrive - Vertafore, Inc.

Info

Sites - Vertafore, Inc.
Ihall@vertafore.com

Print. -
" Other locations

Shi =
o E; This PC
Export

@ Add a Place
Publish

B Browse
Close
Account
Feedback
Options

[~ OneDrive - Vertafore, Inc.

I Bulk Spreadsheet Reference_BU Update

Excel Workbook (*.xlsx)

Excel Macro-Enabled Template (* xitm)
Excel 97-2003 Template (*.xlt)

Text (Tab delimited) (*.bxt)

Unicode Text (* txt)

XML Spreadsheet 2003 (*xmi)

CSV (Comma delimited) (*.csv)

Formatted Text (Space delimited) (*.prn)
Text (Macintosh) (*.txt)

Text (MS-DOS) (*.txt)

CSV (Macintosh) (*.csv)

CSV (MS-DOS) (*.csv)

DIF (Data Interchange Format) (*.dif)
SYLK {Symbolic Link) (*.slk)

Excel Add-in (*.xlam)

Excel 97-2003 Add-in (*.xla)

PDF (*.pdf)

XPS Document (*xps)

Strict Open XML Spreadsheet (*.xlsx)
OpenDocument Spreadsheet (*.ods)

E‘ Documents

AM

PM

AM

AM

AM

5/31/2023 1:08 PM v

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

the system.

15. 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.

16. Click the Choose File button.

© Vertafore Inc.
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Start New Request

Packet Type  Bulk Options  Upload Producer CSV File

e -
(B oeston.
4
D oaments

n
9"
gy et

e game: BDoAuen By v

A =T E

o] (o= ]|

i i i e to find your transaction later)
BU Update_6.26.23
CSV Data File to Upload
Choose File [ No file chosen

Back Continue -

“Privacy Statement | Legal Disclaimer Powered by Sircon

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

18. When the correct file name appears in the File Name field, click the Open
button.

e s v > Lauren - Vertafore, Inc > Bulk Uploads N G| Search Bulk Upioads 2

Organize * New folder =- 1 @

(4N 4

» & Camarrastta || Bulk Spresdsst Reference BU Updlate 672672023 200 PM

> & Course Qutline

Deskiop B 3ulk Spreadsheet Reference 11
> Docurments B 2ulk Spreadshest Reference_Address Updae 1 @
5 T Lauron @ Work B Rl Spresclshecl Relerence_rldress Update @
5 I Micrasaft Tearr B9 gulk Upload 61423
Picres & Bulk Connection Upclate 6.14.23 2 @
Facordings B Bk Proues 1 0adt Test 1 ®
Snagit

» = Logatnimation

> Onolhive
Documents #
Piowes &

File rarmer Bulk Spreadsheet Reference BU Update ~ Al

Open | Caneel

19. The file name will appear next to the Choose File button.
20. Click Continue to submit the file.

« Enter a name for this transaction (you can use this name to find your transaction later)
[BU Update 6.26.23

Choose a CSV Data File to Upload

[ Choose File | Bulk Spreads._u Update.csv

Privacy Statement | Legal Disclaimer Fowered by Sircon

21.The bulk transaction will be assigned to your queue and will begin processing.
22. Refer to the Review Bulk Transactions section to review the results of the bulk
processing and o learn how to troubleshoot issues.
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Producer Onboarding

*Switch To Comp | Switch to PM Available Tasks

T Help

Personal Work Queue

My Requests (1)

Department Queues
Bulk (0)
Paper (0)
Principal (0)
Recruiter (1)
X-Bulk Child (0)
Error Queues
Failed Bls (0)
Auto-Pilot Exceptions (289)

Filter Options

View »»
£ By Current Owner

clear all

Personal Work Queue - My Requests

Shows all requests that are in your personal queue,

One request found

Request
D Name
10294619 BU Update 6.26.23

Key: = Move to Dept Queue
One request found

Q View this Request

Export current page to: CSV | Excel | XML | PDE

Export all 1 records to: ')

Status Current Milestone
Date

06/26/23 Pending Assigned to Licensing Dep...

Batch Actions

Current

Recruiter Workflow Actions
Step

-

© Vertafore Inc.
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Business Units Inactivation
Use the Business Units Inactivation bulk tfransaction to inactivate existing business units

for multiple producer records at one time.

1. Follow the steps in the Navigate to Bulk Transactions section of this quick guide to
open the Packet Type screen.
2. Select the Bulk — Address Update packet type. Click Continue.

[ StartNewRequest |
IBqu - Business Units [nact.:rftﬁﬂm ~i
3. You will now see the Upload Instructions to properly format the bulk update file.
4. To create the file, start by creating a spreadsheet using a program like Excel or

Google Sheets.

5. The lefters A-H represent the column headers in the file. The fields in bold are
required fields.

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

Start New Request |
Packet Type  Upload Producer CSV File

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

Instructions

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

A. Entity Type (IL or AGY)
8. TIN (with or without dashses)
For AGY: EIN (with or without dashes)
For IL: SN (with or without dashes)
C. NPN
D. Mame (Individual Last Name or Agency Name)
E. FirstName (Individual First Name)
F. Email Address
G. Business Unit Termination Type
ALL
SPECIFIC
H. Business Unit Short Code
Business Unit List - Description
HEALTH - Health
LIFE - Life and Annuity
PC - Personal / Commercial

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.
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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 ?Nagﬁ)nal Producer ID Type the full NPN number of the producer

D Name Type the Last Name of the producer
Type ALL to inactivate all the business units
assigned to the producer.

G  Business Unit Type SPECIFIC fo inactivate specific business

Termination Type . . . .

units. If you select this option, you will need to
type the business unit Short Codes in column
HG.H

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 Business Unit Business Unit
Type TIN NFN Name Name |Address| Termination Type Short Code

IL 1000000028 | Easley SPECIFIC HEALTH

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 ALL to inactivate all the business units
assigned to the producer.

G Busm.ess .Un" Type SPECIFIC to inactivate specific business

Termination Type . . . .

units. If you select this option, you will need to
type the business unit Short Codes in column
“G.!l

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 [} G H
Entity First Email Business Unit Business Unit
Type TN NPN Name Name |Address| Termination Type Short Code

IL 000999123 Charron ALL

AGENCY/FIRM REQUIRED FIELDS

The required fields for agencies or firms are:

Column Field Name

A Entity Type

Description

Use “AGY" to indicate an agency/firm

B TIN (Taxpayer ID)

Type the 9-digit Employer Identification Number
or EIN of the firm (with or without dashes)

D Name

Type the full Name of the agency/firm. It must
match the name in the producer record.

Business Unit
Termination Type

“G.ll

Type ALL to inactivate all the business units
assigned to the producer.

G Type SPECIFIC to inactivate specific business
units. If you select this option, you will need to
type the business unit Short Codes in column

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 Business Unit Business Unit
Type TN NPN Name Name |Address| Termination Type Short Code
AGY | 00-6233077 Dean and Davis SPECIFIC LIFE

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.
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Column Field Name

B TIN (Taxpayer ID)

Description

For individual licenses with an NPN number, the
Social Security Number, or SSN, is an optional
field.

NPN (National Producer
Number)

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

The NPN is also optional for agencies/firms.

E First Name

For individual licensees, you can include the
First Name of the producer.

F Email Address

For individual licensees or agencies, you can
add the Email Address that is associated with
the producer’s record.

H Business Unit Short Code

Type the Short Code of the Business Unit you
need to assign to the producer. The codes you
use will depend on the configuration of your
company'’s business units.

Note: To see a list of the available business units,
navigate to the Producer Centfral home page,
then click Administration > Configure My Profile
> Maintain Staff Member Business Unit.

7. Add the required informatfion

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
AGY | 00-6233077 Dean and Davis SPECIFIC LIFE
Insurance Agency
I 1000000028 Easley SPECIFIC HEALTH

Note: If you inserted a header row containing the field names to guide your

data entry, you must delete the

header before moving on o the next step.

o ©

When you are finished, from the File menu, select Save As.
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.
10. Click Save.
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BB Bulk Spreadsheet Reference « Sav:

lauren Hall % &7

@ Save a Copy
H
ﬁh ome [~ OneDrive - Vertafore, Inc.
@ Recent
[ New IBqu Spreadsheet Reference_BU Inactivation
Vertafore, Inc | €5V (Comma delimited) (*.csv) S Bswe |
& 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 .
. SV {Comma delimited) (*.csv) ||
Print E a
Other locations Formatted Text (Space delimited) (*.prn) o
Text (Macintosh) (*.txt)
Share =] "
E; This PC Text (MS-DOS) (*.ta)
Bxport e CSV (Macintosh) (".csv) M
@ Add a Place CSV (M5-DOS) (*.cs)
Publish DIF {Data Interchange Format) (*.dif)
Browse SYLK {Symbolic Link} (slk] AM
Close Excel Add-in (*.xlam)
Excel 97-2003 Add-in (".xla)
PDF (*.pdf) AM
fee XPS Document (*.xps)
Strict Open XML Spreadsheet (*.xlsx) AM
Feadbiack OpenDocument Spreadsheet (*.ods)
Options ] pocuments 5/31/2023 1:08 PM v

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

the system.

12. 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.

13. Click the Choose File button.

. Start New Request

Packet Type  Upload Producer CSV File

Fle gane:

ackodprodcson.cov

Seve a8 by |Cy (Comma deimed) (°.cov)

o 3 Caes J[omai ]

n i i se this name to find your transaction later)
BU Inactivation_6.26.23
CSV Data File to Upload
Choose File No file chosen

Back Continue |

Privacy Statement | Legal Disclaimer Powered by Sircon

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

15. When the correct file name appears in the File Name field, click the Open
button.
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x
T~ ' e, Inc » Bulk Uploads v C seachi
Organize = Hew folder = o e
> BulkUplosds Marme S I
5 Bl Carrer Fast Tra I ) Bulk Spreadshset Refaranca_BLl Inactivation = KB I
5 2 Cowso Oulln " Bulc Spreadshest Reterance BU Upaate 2] THE
Deskiop ) Bulk Spreadsheet Heference B Investigation @ K
Documents ) Bulk Spreadshoet Reference 11 ) w
5 lawen@Worl | 8 Buk Spreadsheet Reterence AddressUprate 1 @ .
Microsof leon | B9 Bulk Spresdsnest Raference Acdress Updaze () .
Pictures 89 Bulk Upload 6.14.23 @ .
Recordings & Bulk Connection Upiate 51423 2 @ o
5 Snaglt &) Bulk Producer 1oad Test 1 @ K
> @ Logeanimatio
& OneDrive
Bowments #
Ptres 4
File name: |Bulk Spreadshoe Reference Bl Inactivation | AlFies
Open Cancel

16. The file name will appear next to the Choose File button.
17. Click Continue to submit the file.

+ Enter a name for this transaction (you can use this name to find your transaction later)
[BU Update_6.26.23

Choose a CSV Data File 1o Upload

| Choose File | Bulk Spreads...u Update csv

v = :

Privacy Statement | Legal Disclaimer Powered by Sircon

18. The bulk transaction will be assigned to your queue and will begin processing.
19. Refer to the Review Bulk Transactions section to review the results of the bulk
processing and to learn how to troubleshoot issues.

Producer Onboarding

Personal Work Queue -+ Personal Work Queue - My Requests
My Reguests (1)

Shows all requests that are in your personal queue.
Department Queues

Bulk (0)

Paper (0) Batch Actions

Principal (0)

Recruiter (1) One request found.

%-Bulk Child (0)
Error Queues

Failed Bls (0) - t
Auto-Pilot Exceptions (289) 10294651 BU Inactivation_6.26.23 06/26/23 Pending Assigned to Licensing Dep... < m

R .I = Current |
et Name Status Current Milestone Recruiter Workflow| Actions.
1D Date Step

Key: = Move to Dept Queue [k View this Request
One request found.

View »» Export current page to: CSV | Excel | XML | PDF
£ By Current Owner Export all 1 records to: CSV

Filter Options clear a
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Connection Status
Use the Connection Status bulk fransaction to manage the Sircon subscription status of

multiple producers at one time. You will normally use this feature to disconnect the
Sircon subscription of multiple producers.

1. Follow the steps in the Navigate to Bulk Transactions section of this quick guide to
open the Packet Type screen.
2. Select the Bulk — Connection Status packet type. Click Continue.

gD workspace 7 Switch To Comp | EF Switch to PM | F Help

Start New Request
Packet Type

Packet Type

+ Packet Type
Bulk - Connection Status v

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

To create the file, start by creating a spreadsheet using a program like Excel or

Google Sheets.

5. The letfters A-G represent the column headers in the file. The fields in bold are
required fields.

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

change.

»w

Start New Request
Packet Type  Upload Producer CSV File

Upload Instructions

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

Instructions

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

A, Entity Type (TL or AGY)
B. TIN (with or without dashes)
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. First Name (Individual First Name)
F. Email Address
G. Connection Update Status
CON - Connect

DIS - Disconnect
\a

Privacy Statement | Legal Disclaimer Powered by Sircon
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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 ?Na;ﬁ)nal Producer ID Type the full NPN number of the producer
D Name Type the Last Name of the producer
G Connection Update Type CON to Connect the Producer
Status Type DIS to Disconnect the Producer

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
Entity . Email Connection
Type TN NPN Name | First Name Address |Update Status
IL 1000000028 | Easley DIS

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
G Connection Update Type CON to Connect the Producer
Status Type DIS to Disconnect the Producer

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
Entity TIN . Emnail Connection
Type (SSN) NPN Name | FirstName | ) yiress |Update Status
IL 000999123 Charron DIS
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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 the full Name of the agency/firm. It must
D Name )
match the name in the producer record.
G Connection Update Type CON to Connect the Producer
Status Type DIS to Disconnect the Producer

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
Entity TIN ) Email Connection
Type (EIN) NPN Name FistName | A ydress  |Update Status
AGY 00-6233077 Dean and Davis DIS

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

B TIN (Toxpayer ID)

Description

For individual licenses with an NPN number, the
Social Security Number, or SSN, is an optional
field.

NPN (National Producer
Number)

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

The NPN is also optional for agencies/firms.
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For individual licensees, you can include the

E A LT First Name of the producer.
For individual licensees or agencies, you can
F Email Address add the Email Address that is associated with

the producer’s record.

7. 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 G
AGY 00-6233077 Dean and Davis DIS

IL 1000000028 Easley DIS

IL 999889018 Vint CON

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.

0

When you are finished, from the File menu, select Save As.
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 a name for the

producer file.
10. Click Save.

B Bulk Spreadsheet Reference - Saved Lauren Hall "\
@ Save a Copy
H
ﬁh ome [~ OneDrive - Vertafore, Inc.
@ Recent —
[ New I Bulk Connection Ugdate 6.14.23
—— = sove |
Ve [ CSV (Comma delimited) (*.csv) I [ save
& open Excel Workbook (* xdsx)
a OneDrive - Vertafore, Inc Excel Macro-Enabled Workbeok (*.xlsm)
; Ihall@vertafore.com Excel Binary Workbook (*dsb)
fnfo Excel 97-2003 Workbook (*xls)
R CSV UTF-8 (C. delimited) (* 4
EToOEET Sites - Vertafore, Inc. (Comma delimited) (*.csv)
Ihall@vertafore.com XML Data (*.xml)
. Single File Web Page (*:mht. *.mhtmi)
Print ) a
Other locations Web Page (* htm, * html) o
- Excel Template (* xlt)
Share
El;l This PC Excel Macro-Enabled Template (*.xitm)
Export 4 Excel 97-2003 Template (*.xit) oM
@ Add a Place Text (Tab delimited) (*.txt)
Publish Unicode Text (*.txt)
XML Spreadsheet 2003 (*.xml) AM
B Browse oo .
Close 5
CSV (Comma delimited) (*.csv) 1
Formatted Text (Space delimited) (*.pm) AM
Account Text (Macintosh) (*.txt)
Text (MS-DOS) (*.txt) »
Feedback CSV (Macintosh) (*.csv)
Options ] pocuments 5/31/2023 1:08 PM v
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11. Your file is now saved in a comma-separated format and is ready for upload to
the system.

12. 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.

13. Click the Choose File button.

Start New Request
Packet Type  Upload Producer CSV File

Doccmes -
(Boeskip
M
osarens
g
Computer
My Netwerk
e
[T —v—— -
Sove s 1iDe: (o5 (Conma demed) (o) v
[

" Enter a name for this transaction (you can use this name to find your transaction later)
Bulk Connection Update June 2023
Choose a CSV Data File to Upload
Choose File BNo file chosen

Back Continue =

Privacy Statement | Legal Disclaimer Powered by Sircon

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

button.
¢ 3 v 3 Lauren - Vertafore, Inc 3 Bulk Uploads v G Search Bulk Uploads »
Organize = New folder =- o3
> = BukUploads Name Status Typ size
> o ComerFost s B9 Bulk Comnection Upeste 61423 2 Microsoft Excel Com. A |
5 Gl CourseOutline f| @) Dulk Producer Load Test 1 o] Microsoft Credl Cor &
Desktop
> Documents
lavren @ Worl
Microsoft Tean
> 7 Pidtures
> T Recording:
Snagit
= LogoAnimati
> OneDiive
Documents  #
Pidues  #
File name: Bulk Connection Update 6.14.23 2 Al Files
Open Cancel

16. The file name will appear next to the Choose File button.
17. Click Continue to submit the file.
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Workspace

Start New Request

*Switch To Comp | EF Switch to PM

% Help

Packet Type

Upload Producer CSV File

Privacy Statement | Legal Disclaimer

poaments
Bk
Hotars
way
3 Computer
Lo
Flegsne:  umchrodion o

Seve s bt o (Conma detmied) (*cov) v

Toos

« Enter a name for this transaction (you can use this name to find your transaction later)
Bulk Connection Update June 2023

Choose a CSV Data File to Upload
| choose File | Bulk Connect....14.23_2.csv

Back

Powered by Sircon

18. The bulk transaction will be assigned to your queue and will begin processing.
19. Refer to the Review Bulk Transactions section to review the results of the bulk
processing and to learn how to troubleshoot issues.

Sircon

Producer Onboarding

*Switch To Comp | Switch to PM| B Available Tasks

T Help

Personal Work Queue
My Requests (1)
Department Queues
Bulk (0)
Paper (0)
Pringipal (0)
Recruiter (1)
X-Bulk Child (0)
Error Queves
Failed Bs (0)
Auto-Filot Exceptions (289)

Filter Options clear all

View »»
B) By Current Owner

Personal Work Queue - My Requests

Shows all requests that are in your personal queue.

One request found.

Request
1D

Initiated =
Dat: Status Current Milestone

10294655 Bulk Connection Status update

Key: =i Move to Dept Queue [\ View this Request
One request found

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

06/26/23 Pending Assigned to Licensing Dep...

Batch Actions

Current
Recruiter Workflow Actions
Step

H ®
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Course Completion Product-Specific Training (PST)

Use the Course Completion Product-Specific Training (PST) bulk transaction to add
course completion information to multiple producers at one tfime. This transaction is only
used for individual producers.

To process this transaction, you will need:
e A producer for which to record a product-specific training course completion.
e Course information, including course name and ID, education provider name
and ID, course hours, and completion date.

Course completion information will be inserted in the Course Completions data section
of the affected producers’ records in Producer Central.

1. Follow the steps in the Navigate to Bulk Transactions section of this quick guide to
open the Packet Type screen.
2. Select the Bulk — Course Completion PST packet type. Click Continue.

) Start New Request
Packet Type

Packet Type

' Packet T‘Ee

|| Bulk - Course Completion PST vl

You will now see the Upload Instructions to properly format the bulk update file.
To create the file, start by creating a spreadsheet using a program like Excel or
Google Sheets.

5. The letfters A-L represent the column headers in the file. The fields in bold are
required fields.

»ow

~ Start New Request |
Packet Type  Upload Producer CSV File

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

Instructions

To process Bulk Course Completions - Product Specific Training, you will need an Excel
spreadsheet listing the producers to be updated. The columns should be as follows (values in bold
indicate required fields):

A. SSN (with or without dashes)
B. NPN

C. Name (Individual Last Name or Agency Name)
D. First Name (Individual First Name)

E. Email Address

F. Provider Subscriber 1D

G. Provider Name

H. Provider Course ID

1. Course Name

1. Completion Date

K. Course Hours

L. Category Code

Privacy Statement | Legal Disclaimer Powered by Sircon
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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

B ?Na;ﬁ)nal izl Type the full NPN number of the producer

C Name Type the Last Name of the producer

F Provider Subscriber ID Enter Tbe education provider's Vertafore
Subscriber ID.

. Enter the name of the education provider who

G Provider Name
offered the course.

H Provider Course ID Enter The identifier that the education provider
has assigned to the course.
Enter the name of the education or training

I Course Name
course.

. Type the date the producer completed the

. CelmpEion e course. Date format must be MM-DD-YYYY.
Enter the code representing the education type
or grouping for the course.

. Category Code Note: The code must be configured in the
CRS_CTGRY_CD code group on the Maintain
Codes page in Producer Central.

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.

B C D E

F G H | J K L

First Email Provider . Provider Completion | Course | Category
SSN NPN Name Name |Address| Subscriber ID Provider Name Course ID Course Name Date Hours Code
1000000028 | Easley 257117 WebCE 130124 | Wfelnsurance | o5 5 5093 10 ANU4
for Businesses
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If the individual licensee has a Social Security Number (or SSN), the required fields are:

Column Field Name Description

Type the 9-digit SSN of the producer (with or

A SSN .
without dashes)

C Name Type the Last Name of the producer

F Provider Subscriber ID Enter ’rbe education provider's Vertafore
Subscriber ID.

. Enter the name of the education provider who

G Provider Name
offered the course.

H Provider Course ID Enter The identifier that the education provider
has assigned to the course.
Enter the name of the education or training

I Course Name
course.

. Type the date the producer completed the

. el pEien e course. Date format must be MM-DD-YYYY.
Enter the code representing the education type
or grouping for the course.

. Category Code Note: The code must be configured in the
CRS_CTGRY_CD code group on the Maintain
Codes page in Producer Central.

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 © D E

F G H | J K L

First Email Provider . Provider Completion | Course | Category
SSN NPN Name Name |Address| Subscriber ID Frovider Name Course ID Course Name Date Hours Code
000999123 Charron 11656 RegEd R502301 ”T‘?;':mzs 06-01-2023 4 2004ANU

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
Cenftral. If any of the fields are inaccurate, the file will fail.
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Column Field Name Description
SSN (Social S " For individual licenses with an NPN number, the
A el Soeuiy; Social Security Number, or SSN, is an optional
Number) .
field.
For individual licensees with an SSN number, the
B NPN (National Producer | National Producer Number, or NPN, is optional.
Number)
The NPN is also optional for agencies/firms.
D First N For individual licensees, you can include the
irst Name First Name of the producer.
For individual licensees or agencies, you can
E Email Address add the Email Address that is associated with
the producer’s record.
Enter the full and/or partial hours for which the
K Course Hours producer has earned credit for completing the
course.

6. 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 © D E

F G H | J K L

000999123 Charron

Annuities

11656 RegEd R502301 06-01-2023 4 2004ANU

Training

Life Insurance

1000000028 Easley 257117 WebCE 130124 05-31-2023 10 ANU4

for Businesses

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.

N

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

8. 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.
9. Click Save.
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BB Bulk Spreadsheet Reference « Sav: lauren Hall % &7
@ Save a Copy
H .
ﬁh ome @ Re [~ OneDrive - Vertafore, Inc.
cent
D New IBqu Spreadsheet Reference_Course Completions I
o - ~ S
Vi [ | €SV (Comma delimited) (*.csv) I [ save I
& 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 L
print SV (Comma delimited) (*.csv) II
rin -
Other locations Formatted Text (Space delimited) (*.pm) o =
& = Text (Macintosh) (*.txt)
are .
E; This PC Text (MS-DOS) (*.ta)
CSV (Macintosh) (".csv) M
Export
D AddaPlace €SV (Ms-DOS) (50
Publish DIF (Data Interchange Format) (*.dif)
SYLK (Symbolic Link) (*.slk AM
Browse {Symbolic Link) (*.slk)
Close Excel Add-in (*.xlam)
Excel 97-2003 Add-in (".xla)
PDF (*pdf) g™
fee XPS Document (*.xps)
Strict Open XML Spreadsheet (*.xlsx) AM
Feedback OpenDocument Spreadsheet (*.ods)
Options ] pocuments 5/31/2023 1:08 PM v

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

the system

11. 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.

12. Click the Choose File button.

. Start New Request

Packet Type  Upload Producer CSV File

Fle gane:

ackodprodcson.cov

Seve a8 by |Cy (Comma deimed) (°.cov)

o 3 Caes J[omai ]

n i i se this name to find your transaction later)
- 62623
CSV Data File to Upload
Choose File fiNo file chosen

Back Continue |

Privacy Statement | Legal Disclaimer Powered by Sircon

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

14. When the correct file name appears in the File Name field, click the Open
button.
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¢ > > Lauren - Vertafore, Inc > Bulk Uploads v O Search Bulk Uplosds "
Organize = New folder =-u @
> Bulk Uploads St L o " o I
> E Carrier Fast Ira 9 sulk Spreadsheet Reference_ Course Completions 1K8 I
> & Course Outline Wu preaddshest Aeterence 60 Inacivation o) g
> Dasktop 89 Bulk Spreadsheet Reference_BU Update @ 1KB
Documents 18] Bulk Spreadsheet Reference Bl Investigation ® Tk@
Lauren @ Worl 99 Bulk Spreacisheet Reference 11 ® e
> BB Microsoht Tean 1) Bulk Spreadsheet Reference. Address Upclare 1 @ .
Picwres 9 Bulk Spreadsheet Reference_Address Update ol 1KR
Recordings ) Bulk Upload 612,23 ) o
Snagit B Bulk Connestion Update 5.14.23 2 o} KB
> 3 LogoAnimatia B} Bulk Praducer Load Test 1 @ ! KB
& OneDrive
Dacuments &
Pictures: »
File name:. Bulk Spreadsheel Beference_Course Completions ~ AllFies ~
Cpen Cancel

15. The file name will appear next to the Choose File button.
16. Click Continue to submit the file.

Start New Request
Packet Type  Upload Producer CSV File

Ple came: acofproducton cev v
Save be 1% {5 (Comma deimed) (*.cov) v

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

Course Completions_6.26.23

Choose a CSV Data File to Upload

| Choose File | Bulk Spreads...mpletions.csv

Back
Privacy Statement | Legal Disclaimer Powered by Sircon

17.The bulk transaction will be assigned to your queue and will begin processing.
18. Refer to the Review Bulk Transactions section to review the results of the bulk
processing and to learn how to troubleshoot issues.

Sircon

ZSwitch To Comp | B Switch to PM| E& Available Tasks | @ Help
Producer Onboarding
Personal Work Queue -+ Personal Work Queue - My Requests
M
by Bequests (1) Shows all requests that are in your personal queue.
Department Queues.
Bulk (0) )
Paper (0) Barch Actions
Principal (0)
Recruiter (1) One request found.
X-Bulk Child (0) = Current
e e— ]E-.‘?‘M Name Initiated o o | Current Milestone Recruiter Workflow Actions
Dats Step
Eailed Bls (0) N : N
3 ations (290) 10294742 course Completions_6.26.23 06/26/23 Pending Assigned to Licensing Dep... & @
Key: 4 Move to Dept Queue [ View this Request
Filter Options clear all One request found.
T— Export current page to: CSV | Excel | XML | PDF
B By Current Owner Export all 1 records to: CSV
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Course Completion Regulatory

Use the Course Completion Regulatory bulk function to apply regulatory continuing
education (CE) course completions to multiple producers in Producer Central.

Before you can add course completion, you will need:
e A producer for which to record a regulatory course completion

e Course information, including course name, education provider name, course
hours, and completion date

e The applicable regulatory body

Course completion information will be inserted in the Course Completions data section
of affected producers’ records in Producer Central.

1. Follow the steps in the Navigate to Bulk Transactions section of this quick guide to
open the Packet Type screen.
2. Select the Bulk — Course Completion Regulatory packet type. Click Continuve.

) Start New Request
Packet Type

Packet Type

&backetluns,

| Bulk - Course Completion Regulatory v

You will now see the Upload Instructions to properly format the bulk update file.
To create the file, start by creating a spreadsheet using a program like Excel or
Google Sheets.

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

»w

Start New Request

Packet Type  Upload Producer CSV File

Upload Instructions

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

Instructions

To process Bulk Course Completions - State Education Training, you will need an Excel spreadsheet
listing the producers to be updated. The columns should be as follows (values in bold indicate
required fields):

A. SSN (with or without dashes)

B. NPN

C. Name (Individual Last Name or Agency Name)
D. First Name (Individual First Name)
E. Email Address

F. Provider Name

G. Course Name

H. Regulatory Body

1. Completion Date

). Course Hours

K. Category Code

-

Privacy Statement | Legal Disclaimer Powered by Sircon
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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

National Producer ID
(NPN)

Description

Type the full NPN number of the producer

C

Name

Type the Last Name of the producer

F

Provider Name

Enter the name of the education provider who
offered the course.

Course Name

Enter the name of the education or training
course.

Regulatory Body

Enter the Regulatory Body (either the state or
the region) applicable to the
course/certification.

Note: The Regulatory Body Code must be
configured in the RGLTRY_BDY_CD code group
on the Maintain Codes page in Producer
Central.

Completion Date

Type the date the producer completed the
course. Date format must be MM-DD-YYYY.

Category Code

Enter the code representing the education type
or grouping for the course.

Note: The code must be configured in the
CRS_CTGRY_CD code group on the Maintain
Codes page in Producer Central.

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.

B

E

E

G

H

J

K

SSN

NPN

Name

First
Name

Email
Address

Provider Name

Course Name

Regulatory
Body

Completion
Date

Course
Hours

Category
Code

1000000028

Easley

Quest CE

Conflicts of
Inferest

OH

04-21-2023

0.5

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

Column Field Name Description
Type the 9-digit SSN of the producer (with or
A SSN .
without dashes)
C Name Type the Last Name of the producer
. Enter the name of the education provider who
F Provider Name
offered the course.
Enter the name of the education or fraining
G Course Name

course.

Enter the Regulatory Body (either the state or
the region) applicable to the
course/certification.

o S el B Note: The Regulatory Body Code must be

configured in the RGLTRY_BDY_CD code group
on the Maintain Codes page in Producer
Central.

Type the date the producer completed the
course.

Enter the code representing the education type
or grouping for the course.

| Completion Date

K SRR (S Note: The code must be configured in the

CRS_CTGRY_CD code group on the Maintain
Codes page in Producer Central.

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

C

E

E

G

H

J

K

SSN

NPN

Name

First
Name

Email
Address

Provider Name

Course Name

Regulatory
Body

Completion
Date

Course
Hours

Category
Code

000999123

Charron

iCapital

Treasury
Securities

MD

05-13-2023

2

2004ANU

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
Cenftral. If any of the fields are inaccurate, the file will fail.
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Column Field Name Description

For individual licenses with an NPN number, the
A SSN Social Security Number, or SSN, is an optional
field.

For individual licensees with a SSN number, the
NPN (National Producer | National Producer Number, or NPN, is optional.
Number)
The NPN is also optional for agencies/firms.

For individual licensees, you can include the

D First Name First Name of the producer.

For individual licensees or agencies, you can
E Email Address add the Email Address that is associated with
the producer’s record.

Enter the full and/or partial hours for which the
J Course Hours producer has earned credit for completing the
course.

6. 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 I J K
1000000028 | Easley Quest CE conflicts of OH 04212023 | 0.5 AHI
Inferest
000999123 Charron iCapital Treasury MD 05-13-2023 2 2004ANU
Securities

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.

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

8. 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 a name for the
producer file.

9. Click Save.
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BB Bulk Spreadsheet Reference « Sav: lauren Hall ' &7
@ Save a Copy
H .
ﬁh ome [~ OneDrive - Vertafore, Inc.
@ Recent
D New Bulk Spreadsheet Reference_Reg Courses I
Vi [ CSV (Comma delimited) (*.csv) = I [ save I
& open P Excel Macro-Enabled Template (*xitm)
. OneDrive - Vertafore, Inc. Excel 97-2003 Template (*.xlt)
; Ihall@vertafore.com Text (Tab delimited) (*.txt)
Info L

Unicode Text (*.txt)

Sites - Vertafore, Inc. XML Spreadsheet 2003 (*.xml) ']
Ihall@vertafore.com Microsoft Excel 5.0/95 Workbook (*.xls]
CSV (Comma delimited) (*.csv) | |

Print

Other locations Formatted Text (Space delimited) (*.prn) o =
- — ) Text (Macintosh) (*.txt)
E; This PC Text (MS-DOS) (*.bat)
Beport " CSV (Macintosh) (*.csv) oM
@ Add a Place CSV (MS-DOS) (*.csv)
Publish DIF {Data Interchange Format) (*.dif)
i SYLK (Symbolic Link) (*.slk) AM
Close Excel Add-in (*.xlam)
Excel 97-2003 Add-in (*.xla)
PDF (*pdf) M
femn XPS Document (*xps)
Strict Open XML Spreadsheet (*.xlsx) AM
Feedback OpenDocument Spreadsheet (*.ods)
Options D Documents 5/31/2023 1:08 PM v

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

11. 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.

12. Click the Choose File button.

Start New Request |
Packet Type  Upload Producer CSV File

O hoimens
(B pessp.
an

oamens

my
3 Concuter

My Petmork
=ty

Fegame:  [icobrod.cson.cov v

Save 85 % [ (Camms deinted) (-.) -

Caem ] [ o= ]

 Enter a name for this transaction (you can use this name to find your transaction later)
ICourse Regulatory Updates_6.26.23

hoose a CSV Data File to Upload

Choase File l§ No file chosen

Back. Continue

Privacy Statement | Legal Disclaimer Powered by Sircon

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

14. When the correct file name appears in the File Name field, click the Open
button.
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™ > Louren - Vertafore, Inc > Bulk Uploads o & || Somch Rk Uploads .
Oigonize New folder =- 1 @
I » aulk Uploads a 2
L Carer Fast Toa I B9 Bulk Spreadsheet Reference_Reg Courses = 6/26/2023 4:47 PM Microsaft Fuc 1 KB I
e EET - T
Desktop B9 Bulk Spreadsheet Reference B Inactivation
S Dacuments ) Bl Spreadsheet Relerence B Update o
Lovien @ Worl | B3 Bulk Spreacishet Reference Bl vestigation o
> Microsoft Tean B Rulk Spreadsheet Reference 11 L
Pictures B} Rulk Spreacsheet Reference Address Update 1 kB
> [ Recordings B Rull Spreadsheet Reference_Address Update k8
Snagil B3 Rulk Uplnad_6.14.23 e
5 5= LogoAnimatiar B Aulk Connestion Undare 61432 e
» s Onelrive B Aulk Proucer | oad Teat 1 @ b Mira 1K
Dowrments #
Pidures  #
File name: | Bulk Spreadsheet Reference Reg Courses - T .

Open Cancel

15. The file name will appear next to the Choose File button.
16. Click Continue to submit the file.

Start New Request
Packet Type  Upload Producer CSV File

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

Course Regulatory Updates_6.26.23

Choose a CSV Data File to Upload
| cnocse File | Bulk Spreads... Courses.csv

(s

Privacy Statement | Legal Disclaimer Powered by Sircon

17.The bulk transaction will be assigned to your queue and will begin processing.
18. Refer to the Review Bulk Transactions section fo review the results of the bulk

processing and fo learn how to troubleshoot issues.

2 Switch To Comp | B Switch to PM| BF Available Tasks | § Help

Producer Onboarding

Personal Work Queue -+ Personal Work Queue - My Requests
My Reguests (1)

Shows all requests that are in your personal queue.
Department Queues
Bulk (0)
Paper (0)
Principal (0)
Recruiter (1) One request found.
X-Bulk Child (0)
Error Queues
Failed Bls (0)
Auto-Pilot Exceptions (291)

Batch Actions

S Current |
Name Status Current Milestone Recruiter Workflow| Actions.
1D Date Step

10294745 Course Regulatory Updates_6.26.23 06/26/23 Pending Assigned to Licensing Dep... @

Key: =3 Move to Dept Queue [Tk View this Reguest
One request found.

View »» Export current page to: CSV | Excel | XML | PDF
Export all 1 records to: CSV

Filter Options clear a

£ By Current Owner
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Email Updates
Use the Email Address bulk fransaction to add new email addresses or update existing

email addresses for multiple producers in Producer Central.

1. Follow the steps in the Navigate to Bulk Transactions section of this quick guide to
open the Packet Type screen.
2. Select the Bulk - Email Updates packet type. Click Continue.

) Start New Request
Packet Type

Packet Type

2 packst I,

| Bulk - Email Updates vl

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

To create the file, start by creating a spreadsheet using a program like Excel or

Google Sheets.

5. The letfters A-G represent the column headers in the file. The fields in bold are
required fields.

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

change.

»w

Start New Request
Packet Type  Upload Producer CSV File

Upload Instructions

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

Instructions

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

A. Entity Type (IL or AGY)
8. TIN (with or without dashes)
For AGY: EIN (with or without dashes)
For 1L: SSN (with or without dashes)
C. NPN
D. Mame (Individual Last Name or Agency Name)
E. First Name (Individual First Name)
F. New Email Address
G. Mew Email Address Type Code
Valid Address Type Code List - Description
01 - Business Address
03 - Mailing Address
02 - Residential Address

“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.
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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 ?ngﬁ)nql Producer ID Type the full NPN number of the producer

D Name Type the Last Name of the producer

F New Email Address Type the New Email Address for the producer
Type 01 to add the email to the Business Address

G New Email Address Type 02 to add the email to the Residential

Type Code Address

Type 03 to add the email to the Mailing Address

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
Entity TIN NPN Name | First New Email Address | ¢ W Email Address
Type Name Type Code

IL 1000000028 Easley rerofe8226@devswp.com 03

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

F New Email Address Type the New Email Address for the producer
Type 01 to add the email to the Business Address

G New Email Address Type 02 to add the email to the Residential

Type Code Address

Type 03 to add the email to the Mailing Address

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
Entity TIN NPN Name | First New Email Address | ¢ W Email Address
Type Name Type Code

IL 000992123 Charron rerofe8226@devswp.com 02

© Vertafore Inc.

54




>4{ Vertafore

Section: Prepare and Upload the CSV Datafile

AGENCY/FIRM REQUIRED FIELDS

The required fields for agencies or firms are:

Column Field Name
A Entity Type

Description
Use “AGY" to indicate an agency/firm

B TIN (Taxpayer ID)

Type the 9-digit Employer Identification Number
or EIN of the firm (with or without dashes)

D Name

Type the full Name of the agency/firm. It must
match the name in the producer record.

New Email Address

Type the New Email Address for the producer

New Email Address
Type Code

Type 01 to add the email to the Business Address
Type 02 to add the email to the Residential
Address

Type 03 to add the email to the Mailing Address

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
Entity TIN NPN Name First New Email Address New Email Address
Type Name Type Code

AGY 00-6233077

Dean and Davis
Insurance Agency

rolen.aceson@fixedfor.com 01

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

B TIN (Taxpayer ID)

Description

For individual licenses with an NPN number, the
Social Security Number, or SSN, is an optional
field.

Number)

NPN (National Producer

For individual licensees with a SSN number, the
National Producer Number, or NPN, is optional.
The NPN is also optional for agencies/firms.
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For individual licensees, you can include the

E First Name First Name of the producer.

7. 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

AGY | 00-6233077 Dean and Davis rolen.aceson@fixedfor.com 01
Insurance Agency

1L 000999123 Charron rerofe8226@devswp.com 02

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.

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

9. 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 a name for the
producer file.

10. Click Save.

BB Bulk Spreadsheet Reference - Saved

Lauren Hall ' &2

@ Save a Copy
H
£} Home = OneDrive - Vertafore, Inc. > Bulk Uploads
@ Recent
D New Bulk Spreadsheet Reference_Email Updates
ey - S
Ve [ CSV (Comma delimited) (*.csv) I [ save I
& open Excel Workbook (*xdsx)
a OneDrive - Vertafore, Inc. Excel Macro-Enabled Workbook (*.xlsm)
; Ihall@vertafore.com Excel Binary Workbook {*xlsb)
1
e Excel 97-2003 Workbook (*.xls)
Firme CSV UTF-8 (Comma delimited) (*.csv] i
Sites - Vertafore, Inc. ( ) (“.esv)
Ihall@vertafore.com XML Data (*.xml)
. Single File Web Page (*.mht. *.mhtml)
Print . a
Other locations Web Page (* htm, * html) o
— Excel Template (*tx)
Share
El;l This PC Excel Macro-Enabled Template (*.xitm)
Export " Excel 97-2003 Template (*xlt) M
@ Add a Place Text (Tab delimited) (*.txt)
Publish Unicode Text (*.txt)
XML Spreadsheet 2003 (*.xml) 1AM
B Browse
Close
ICSV (Comma delimited) (*.csv) I
7 AM
-ormatted Text (Space delimite .prm)
Account Text (Macintosh) (*.txt)
Text (MS-DOS) (*.t) T
Feedback CSV {Macintosh) (*.csv)
Options @ Bulk Spreadsheet Reference_BI Investigation 6/26/2023 1:13 PM =

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

12. 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.

13. Click the Choose File button.
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Start New Request |
Packet Type  Upload Producer CSV File

Flegane:  [aacfroduconcev vl
Seve ss 1o [ (Conma deimted) (") -

o ) o=

Enter a name for this transaction (you can use this name to find your transaction later)
Email Updates._¢ 2

SV Data

to Upload
Choose File fiNa file chosen

Back Continue -

“Privacy Statement | Legal Disclaimer Powered by Sircon

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

15. When the correct file name appears in the File Name field, click the Open
button.

y 1+ > Lauren - Vertafore, Inc » Bulk Uploads ~ (G Search Bulk Uploads »
Organize = New folder =- 0 @
> Bulk Uploads Name S% Date moclw"wng Type 5‘}
> &1 Carrier Fast Tra 87 Bulk Spreadsheet Reference_Email Updates = 6/27/2023 10:34 AM Microsoft Excel Com, 1KB I
> & Course Outline : U Spreadsheet Reterence PoT = 6/21/2023 9 A v bxcel Com. TKB
> Desktop @Y Bulk Spreadsheet Reference_Reg Course Updates (2 Microsoft Excel Com. 1KB
> Documents 07 Bulk Spreadsheet Reference_ Reg Courses @ 023 4:47 PM Microsoft Excel Com. 148
> Lauren @ Worl 89 Bulk Spreadsheet Reference_Course Completions & /2023 4:19 PM Microsoft Excel Com. 168
> Microsoft Tean 8] Bulk Spreadsheet Reference_BU Inactivation @ 6/26/2023 3:04 PM Microsoft Excel Com. 1KB
> Pictures @Y Bulk Spreadsheet Reference_BU Update @ 6/26/2023 2:00 PM Microsoft Excel Com. 1KB
N Recordings @9 Bulk Spreadsheet Reference._Bl Investigation @ 6/26/2023 1:13 PM Microsoft Excel Com. 1K8
> Snagit @9 Bulk Spreadsheet Reference 11 =] 6/26/2023 10:51 AM Microsoft Excel Com. 1k8
> @8 LogoAnimatior @9 Bulk Spreadsheet Reference Address Update 1 & 6/26/2023 10:47 AM Microsoft Excel Com. 1kB
5 @ OneDrive 8 Bulk Spreadsheet Reference_Address Update ® 6/26/2023 10:19 AM Microsoft Excel Com. KB

@9 Bulk Upload_6.14.23 ® 6/14/2023 12: Microsaft Excel Com. 1KB

Documents # &9 Bulk Connection Update_6.14.23 2 @ Microsoft Excel Com. 1k8

Pdums & @9 Bulk Producer Load Test 1 @ Microsoft Excel Com. 1kB
File name: | Bulk Spreadsheet Reference_Email Updates All Files v

[ oven | o

16. The file name will appear next to the Choose File button.
17. Click Continue to submit the file.
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Packet Type

Start New Request

Privacy Statement | Legal Disclaimer

Upload Producer CSV File

Fleoame:  saotyoducton cov v

Seve a3 D Coy (Comma demted) (".cov v

= = =]

+ Enter a name for this transaction (you can use this name to find your transaction later)
Email Updates_6.27.23

Choose a CSV Data File to Upload
[ choose File | Bulk Spreads... updares.csv}

Back

Powered by Sircon

18. The bulk transaction will be assigned to your queue and will begin processing.

19. Refer to the Review Bulk Transactions section to review the results of the bulk
processing and to learn how to troubleshoot issues.

T Help

| (' Switch To Comp | Switch to PM| kf Available Tasks

Producer Onboarding

Personal Work Queue
My Requests (1)
Department Queues.
Bulk (0)
Paper (0)
Principal (0)
Recruiter (1)
X-Bulk Child (0)
Error Queues
Failed Bs (0)
Auto-Filor Exceptions (291)

Filter Options

View »»
EJ By Current Owner

clear all

-

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

One request found.

f!%“@ Name L‘h:‘“’" Status Current Milestone

10296166 Email updates_6.27.23

Key: =i Move to Dept Queue [ View this Request
One request found

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

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

Batch Actions

Current |
Recruiter Workflow Actions
Step

H ®
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External System ID

Use the External System ID bulk fransaction to add new external system IDs to a batch
of producer records in Producer Cenftral.

1. Follow the steps in the Navigate to Bulk Transactions section of this quick guide to
open the Packet Type screen.
2. Select the Bulk - External System ID packet type. Click Continue.

) Start New Request
Packet Type

Packet Type

PacketTune,

| Bulk - External Systen 1d vl

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

To create the file, start by creating a spreadsheet using a program like Excel or

Google Sheets.

5. The letfters A-H represent the column headers in the file. The fields in bold are
required fields.

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

change.

»ow

Start New Request
Packet Type  Upload Producer CSV File

Upload Instructions

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

Instructions

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

A. Entity Type (IL or AGY)
B. TIN (with or without dashes)
For AGY: EIN (with or without dashes)
For IL: SSN (with or without dashes)
C. NPN
D. Mame (Individual Last Name or Agency Name)
E. First Name (Individual First Name)
F. Email Address
G. External System Td Type Code(s)
Valid External 1D Type Code List - Description
AGENCYID - Agency 1D
AGTCD - Agent Code
AGENTID - Agent 1D
DEFAULT - Default
DISTCD - Distribution Code
ENTCONCD - Entity Contact Code

H. External System Id -

Privacy Statement | Legal Disclaimer

Powered by Sircon
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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 ?Nagiﬁ)nal Producer ID Type the full NPN number of the producer
D Name Type the Last Name of the producer

Type AGENCYID for Agency ID
Type AGTCD for Agent Code
External System ID Type | Type AGENTID for Agent ID

G Codes Type DEFAULT for Default

Type DISTCD for Distribution Code

Type ENTCONCD for Entity Contact Code
H External System ID Type the producer’s External System ID

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 External System ID

Type TIN NPN Name Name | Address Type Codes External System ID
IL 1000000028 Fasley AGENTID 5234897

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 AGENCYID for Agency ID
Type AGTCD for Agent Code
External System ID Type | Type AGENTID for Agent ID

G Codes Type DEFAULT for Default

Type DISTCD for Distribution Code

Type ENTCONCD for Entity Contact Code
H External System ID Type the producer’s External System ID
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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 External System ID

Type TIN NPN Name Name | Address Type Codes External System ID
IL 0009992123 Charron DISTCD NW-WA

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 fgigrm (with or without dashes)
Type the full Name of the agency/firm. It must
match the name in the producer record.
Type AGENCYID for Agency ID
Type AGTCD for Agent Code
External System ID Type | Type AGENTID for Agent ID

D Name

G Codes Type DEFAULT for Default

Type DISTCD for Distribution Code

Type ENTCONCD for Entity Contact Code
H External System ID Type the producer’s External System ID

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 External System ID
Type TIN NPN Name Name | Address Type Codes External System ID
AGY | 00-6233077 bean and Davis AGENCYID 8253
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.
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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.

For indivi i th N i
NPN (National Producer or individual licensees with a SSN number, the

C NUMb National Producer Number, or NPN, is optional.
umber) The NPN is also optional for agencies/firms.

E First N For individual licensees, you can include the
irst Name First Name of the producer.

F Email Address Type the Email Address associated with the

producer.

7. 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
AGY | 00-6233077 Dean and Davis AGENCYID 8253
Insurance Agency
I 000999123 Charron DISICD NW-WA
I 1000000028 Easley AGENTID 5234897

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.

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

9. 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 a name for the
producer file.

10. Click Save.
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BB Bulk Spreadsheet Reference « Sav:

lauren Hall % &7

@ Save a Copy
H
G Home 1[5 OneDrive - Vertafore, Inc. > Bulk Uploads
@ Recent I I
D New Bulk Spreadsheet Reference_Ext System 1D Update
Vertafore, Inc | sV (Comma delimited) (*.csv) Al Bsae ||
& open - Excel Macro-Enabled Template (*.xltm)
~- OneDrive - Vertafore, Inc. Excel 97-2003 Template (*.xit)
; lhall@vertafore.com Text (Tab delimited) (*.txt)
Info

Unicode Text (*.txt)

Sites - Vertafore, Inc. XML Spreadsheet 2003 (*xml) b
Ihall@vertafore.com Lhook (- o)

ot CSV (Comma delimited) (*.csv) >
Other locations oTmatted Text [opace denmitedy oo
- — ) Text (Macintosh) (*.txt) i AM
E; This PC Text (MS-DOS) (*.bat)
Beport " CSV (Macintosh) (*.csv) oM
@ Add a Place CSV (MS-DOS) (*.csv)
Publish DIF {Data Interchange Format) (*.dif)
i SYLK (Symbolic Link) (*.slk) 1AM
Close Excel Add-in (*.xlam)
Excel 97-2003 Add-in (*.xla)
PDF (*pdf) A
femn XPS Document (*xps)
Strict Open XML Spreadsheet (*.xlsx) 9 AM
Feedback OpenDocument Spreadsheet (*.ods)
Options @ Bulk Spreadsheet Reference_BI Investigation 6/26/2023 1:13 PM -

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

12. 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.

13. Click the Choose File button.

[ Start New Request
Packet Type  Upload Producer CSV File

Flegame:  facotroducson cov v
Sewe 3 ty0 {5 (Comma dead) (*.cov) v

[ o] Cona ]

i i i e to find your transaction later)
External System 1D_6.27.23
@ Choose a CSV Data File to Upload
Choose File fiINo file chosen

Back Continue |

“Privacy Statement | Legal Disclaimer

Powered by Sircon

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

15. When the correct file name appears in the File Name field, click the Open
button.
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=4
« > T~ > lauren - Vertafore, Inc > Bulk Uploads v o o
Organize = New folder o e
> Bulk Upleads Sl = — s L
> &0 Coriar Fost Toar ulk Spreaclshuet Reference Ext System 1D Upd.. < 6/27/2023 10:58 AM Microsolt Excel Com. 1KB I
» & Course Outline oy
Desktop ' Bulk Spreadshect Reference PST @ KB
» T Documents ) Bulk Spreadsheet Reference Req Cours Updates 2 ot Fxcel Com. 1k8
Lauren @ Work B Bulk Spreacishest Reference_Keq Courses Microsakt Excel Com. 1k8
Microsoft Tearr B Bulk Spreadshest Reference Course Campletions Microsaft Excel Com... 1KE
N Pictures B Bulk Spreadsheet Relerence BU Inactivation KB
Recordings ) Bulk Spreadsheot Reference BU Update © KB
Snagit 87 Bulk Spreadsheet Reference B Investigation @ Micrasoft Freel Com.. 1KB
» 2 LogoAnimation B Sulk Spreadshest Reference 11 Micrasoft Fxesl Com. 1B
. @ OneDiive B Sulk Spreadshest Reference_Address Update 1 Micrasoft Excel Com 1KB
B Bulk Spreadsheet Relerence Adchess Update @ Miciosolt Excel Com.. KB
Docments # o7 Bulk Upload £.14.23 @ ¢ 1209 PM Micr KB
e & Bulk Connection Update_6.14.23 2 @ 61472023 11:58 AM Micrasoft Bxcel Com. 1KB
file name: |Bulk Spreadsheet Reference Ext Syster D Update Al Files
Open Cancel
16. The file name will appear next to the Choose File button.
17. Click Continue to submit the file.
[ start New Request
Packet Type  Upload Producer CSV File
Docments =
(D veskop.
O
3 S
iyt
Fle game: ackofproducton o v
Seve 08 YDt |5y (Comma demzed) (*.cov) v

o] Cona ]

« Enter a name for this transaction (you can use this name to find your transaction later)
External System 1D_6.27.23

Choose a CSV Data File to Upload
| Choose File | Bulk Spreads...D Update.csv

Back

Privacy Statement | Legal Disclaimer Powered by Sircon

18. The bulk transaction will be assigned to your queue and will begin processing.
19. Refer to the Review Bulk Transactions section to review the results of the bulk
processing and fo learn how to troubleshoot issues.

ZSwitch To Comp |E Switch to PM| Bf Available Tasks

Producer Onboarding

RerscoalWork Ouece .+ Personal Work Queue - My Requests

My Requests (1)

Shows all requests that are in your personal queue,
Department Queues
Bulk (0)
PBaper (0)
Principal (0)
Recruiter (1)

Batch Actions

One request found.

X-Bulk Child (0}
Error Queues

Failed Bls (0)
Auto-Pilot Exceptions (291)

Filter Options clear all

View »»
B3 By Current Owner

Initiated
Date Status |Current Milestone

Request
D Name

10296212 External System ID_6.27.23

Key: 5 Move to Dept Queue [k View this Request
One request found.

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

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

‘Current
Recruiter Workflow| Actions
Step

= .
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External System ID Inactivation

Use the External System ID bulk tfransaction to inactivate existing external system IDs for
a batch of producer records in Producer Central.

1. Follow the steps in the Navigate to Bulk Transactions section of this quick guide to
open the Packet Type screen.
2. Select the Bulk - External System ID Inactivation packet type. Click Continue.

i Start New Request
Packet Type

Packet Type

o
lBqu - External System Id Inactivation VI

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

To create the file, start by creating a spreadsheet using a program like Excel or

Google Sheets.

5. The letfters A-l represent the column headers in the file. The fields in bold are
required fields.

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

change.

o

Start New Request |
Packet Type  Upload Producer CSV File

Upload Instructions

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

Instructions

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

A. Entity Type (TL 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. External System Id Termination Type

ALL_BY_TYPE
SPECIFIC
H. External System 1d Type Code(s)
Valid External ID Type Code List - Description
AGENCYID - Agency 1D
AGTCD - Agent Code
AGENTID - Agent ID
DEFAULT - Default
DISTCD - Distribution Code
ENTCONCD - Entity Contact Code
1. External System 1d

Privacy Statement | Legal Disclaimer Powered by Sircon
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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 ?Nagﬁ)nal Producer ID Type the full NPN number of the producer

D Name Type the Last Name of the producer
Type ALL to inactivate all the external system IDs.

e If you use this option, you can leave
columns "H” and “I” blank.

Type ALL_BY_TYPE to inactivate external system
IDs by type.

e If you use this option, you will need to
enter the Ext System ID Type Code in
column "H” (such as all AGENCYID).

Type SPECIFIC to inactivate specific IDs

e If you use this option, you will need to list

the specific IDs in column “I."”

External System ID
Termination Type

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 I

Entity First Email External System ID External System ID

Type TIN NPN Name Name |Address| Termination Type Type Codes External System ID
IL 1000000028 Easley ALL_BY_TYPE DEFAULT

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) inEr)houT doshgs) P (

D Name Type the Last Name of the producer

Type ALL to inactivate all the external system IDs.
e If you use this option, you can leave

columns “H" and “I" blank.
Type ALL_BY_TYPE to inactivate external system
IDs by type.

External System ID

G Termination Type
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¢ If you use this option, you will need to
enter the Ext System ID Type Code in
column *H” (such as all AGENCYID).
Type SPECIFIC to inactivate specific IDs
If you use this option, you will need to list the
specific IDs in column “I.”

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

D

F

G

H

Entity
Type

TIN

NPN

Name

First
Name

Email
Address

External System ID
Termination Type

External System ID
Type Codes

External System ID

IL

000999123

Charron

ALL

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
B TIN (Taxpayer ID) Type the 9-digit Employer Identification Number

or EIN of the firm (with or without dashes)

D

Name

Type the full Name of the agency/firm. It must

match the name in the producer record.
Type ALL to inactivate all the external system IDs.
e If you use this option, you can leave
columns “H" and “I" blank.
Type ALL_BY_TYPE to inactivate external system
IDs by type.
G 5:::;:2:1?3'::;:;') e If you use this option, you will need to
enter the Ext System ID Type Code in
column “H” (such as all AGENCYID).
Type SPECIFIC to inactivate specific IDs
If you use this option, you will need to list the
specific IDs in column “I.”

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 7 G H |
Entity First Email External System ID External System ID
Type TIN NPN Name Name |Address Termination Type Type Codes External System D
AGY | 00-6233077 Pean and Davis SPECIFIC 8253
Insurance Agenc
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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

B TIN (Taxpayer ID)

Description

For individual licenses with an NPN number, the
Social Security Number, or SSN, is an optional
field.

NPN (National Producer
Number)

For individual licensees with a SSN number, the
National Producer Number, or NPN, is optional.
The NPN is also optional for agencies/firms.

E First Name

For individual licensees, you can include the
First Name of the producer.

F Email Address

Type the Email Address associated with the
producer.

External System ID Type
Code

This field is optional if you typed ALL in the
External System ID Termination Type.

If you typed ALL_BY_TYPE or SPECIFIC in the
External System ID Termination Type field in
column “G,” this field is required.

Type AGENCYID for Agency ID

Type AGTCD for Agent Code

Type AGENTID for Agent ID

Type DEFAULT for Default

Type DISTCD for Distribution Code

Type ENTCONCD for Entity Contact Code

I External System ID

This field is optional if you typed ALL or
ALL_BY_TYPE in the External System ID
Termination Type in column “G.”
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If you typed SPECIFIC in the External System ID
Termination Type field, you need to type the
External System ID that you need to inactivate.

7. 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 |
AGY | 00-6233077 Dean and Davis SPECIFIC 8253
Insurance Agency
IL 1000000028 Easley ALL BY_TYPE DEFAULT
IL 000999123 Charron ALL

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.

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

9. 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 a name for the
producer file.

10. Click Save.

EH  Buk Spreadsheet Reference + Saved Lauren Hall "\
@ Save a Copy
Home .

@ ']\ [~ OneDrive - Vertafore, Inc. > Bulk Uploads

@ Recent
D) New | Bulk Spreacisheet Reference Inactivate Ext Syst IDs |

m— o1l 2|

Vertafore, Inc. CSV (Comma delimited) (*.csv) I B save

& Open Excel Macro-Enabled Template (*.xltm)
OneDrive - Vertafore, Inc. Excel 97-2003 Template (*.xit)
] Ihall@vertafore.com Text (Tab delimited) (*.txt)

Info

Unicode Text (*.txt)

- XML S dsheet 2003 (*.xml) i
Save a Copy Sites - Vertafore, Inc. preadsheet (*xml)
Ihall@vertafore.com A Sealafigs Markbaal sl
ICSV (Comma delimited) (*.csv) L
Other locations Formatted Text (Space delimited) (*.prn)
- Text (Macintosh) (*.txt)
El;l This PC Text (MS-DOS) (*.txt)
Export 4z CSV (Macintosh) (*.csv) M
@ Add a Place CSV (MS-DOS) (*.csv)
Publish DIF (Data Interchange Format) (*.dif)
B Browse SYLK {Symbolic Link} (slk] 1AM
Excel Add-in (*.xlam)
Excel 97-2003 Add-in (.xla)
PDF (*.pdf)
Account XPS Document (* xps)
Strict Open XML Spreadsheet (*.xls)
Feedback OpenDocument Spreadsheet (*.ods)

Print

Share

Close

9 AM

Options nj Bulk Spreadsheet Reference_BI Investigation 6/26/2023 1:13 PM =

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

12. 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.

13. Click the Choose File button.
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Start New Request

Packet Type  Upload Producer CSV File

Flegane:  acofrodurion.cov -
Seve a8 1D (s (Comma demmtnd) (- c3v)

Cam ) (o)

Enter a name for this transaction (vou can use this name to find your transaction later)
Inactivate Ext System IDs_6.27.23

SV Data File to Upload
Ghoose File o file chosen

Back Continue

“Privacy Statement | Legal Disclaimer Powered by Sircon

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

15. When the correct file name appears in the File Name field, click the Open
button.

© 3 v oA » Lauren - Vertafore. Ine 5 Bulk Uplosds v C Search Bulk Uplosds El
Orgonize ©  New folder = 1 @
I > Bulk Uploads il il Sl il \ll
G CamierfastTa || &% Bulk Spreadsheet Reference Bt System IDUpd... (2} 6/27/2023 1127 AM Micrasoft Excel Com. 168 I
> B ey mul o
> Desktop B Bulk Spreadsheet Reference P51 @ 1K8
> Documents B Bulk Spreacisheet Reference Req Course Updates (21 1K8
5T Lawen @ Worl B fulk Spreadshoct Reforene_Rog Coursos [=] 1KB
> Migrosoft Tean B pulk Spreadsheet Heference Course Completions 1K8
N r—— 8% Bulk Spreadishest Reference B Inactation @ 168
> 28 Recordings B Bulk Sproadshect Reforence_BU Update @ 168
> 2 snagt B Bulk Spreadsheet Reference 81 Investigation @ 168
35 Logonniml @ 1K
& Cnelrive @ e
B pulk Spreadsheet Heference Addiess Update (@ K8
Docmants # 8% Bulk Upload 6.14.23 @ 168
e » @ Bulk Connadtion Update 614232 @ %8
File name: Bulk Spreadshoet Referenee_Fit System 1D Update < AllFiles

16. The file name will appear next to the Choose File button.
17. Click Continue to submit the file.

 Enter a name for this transaction (you can use this name to find your transaction later)
Inactivate Ext System IDs_6.27.23

Choose a CSV Data File to Upload
[ Choose File | Bulk Spreads... Syst IDs.csv

Back I Continue I

“Privacy Statement | Legal Disclaimer Powered by Sircon

18. The bulk transaction will be assigned to your queue and will begin processing.
19. Refer to the Review Bulk Transactions section to review the results of the bulk
processing and fo learn how to troubleshoot issues.
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*Switch To Comp |8 Switch to PM Available Tasks | F Help

Producer Onboarding

Personal Work Queue &
My_Requests (1)
Department Queues.
Bulk (0)
Paper (0)
Principal (0)
Recruiter (1)
X-Bulk Child (0)
Error Queues
Failed Bls (0)

Auto-Pilot Exceptions (291)
Filter Options clear all
View »»

£ By Current Owner

Personal Work Queue - My Requests

Shows all requests that are in your personal queue.

One request found

Request
ID

10296274 Inactivate Ext System IDs_6.27.23

Key: = Move to Dept Queue [k View this Request
One request found.

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

Initinted o4 ptys | Curent Milestone

06/27/23 Pending Assigned to Licensing Dep

Batch Actions

Current
Recruiter Workflow Actions
Step |
=Y
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Professional Liability

Use the Professional Liability bulk transaction to add professional liability coverage
information to individual and/or firm producer records in Producer Central. Professional
liability coverage information will be inserted in the Professional Liability data section of
affected producers’ records.

1. Follow the steps in the Navigate to Bulk Transactions section of this quick guide to
open the Packet Type screen.
2. Select the Bulk - Professional Liability packet type. Click Continue.

) Start New Request
Packet Type

Packet Type

L¥4
l Bulk - Professional Liability VI

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

To create the file, start by creating a spreadsheet using a program like Excel or

Google Sheets.

5. The letfters A-M represent the column headers in the file. The fields in bold are
required fields.

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

change.

»w

Start New Request

Packet Type  Upload Producer CSV File

Upload Instructions

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

Instructions

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

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
0. Name (Individual Last Name or Agency Name)
E. First Name (Individual First Name)
F. Coverage Type
BOND
POLICY
. Policy Number
H. Company Name
1. Effective Date (mm-dd-yyyy)
J. Expiration Date (mm-dd-yyyy)
K. Per Incident Amount
L. Total Amount
M. Exclusions (comma delimited list of values)

cA
VSL -

Privacy Statement | Legal Disclaimer Powered by Sircon
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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 ?ngﬁ)nql Producer ID Type the full NPN number of the producer
D Name Type the Last Name of the producer
Type either BOND for bond coverage or POLICY
F Coverage Type .
for errors & omissions coverage.
G Policy Number Enter The poll'cy Qumber of the producer’s
professional liability coverage.
Enter the beginning date of the effective period
. of the producer’s professional liability coverage.
! Effective Date Use the MM-DD-YYYY date format, including
hyphens.

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

C D E F

G H | J K L M

Entity
Type

TIN

NPN Name First Coverage

Policy Company Expiration | Per Incident Total

Number Name Fffective Daie Date Amount Amount

Excluions

IL

Name Type
1000000028 | Easley BOND

197410 Geico 08-19-2021 250,000 750,000

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 either BOND for bond coverage or POLICY
F Coverage Type .
for errors & omissions coverage.
G Policy Number Enter the policy number of the producer’s

professional liability coverage.

Effective Date

Enter the beginning date of the effective period
of the producer’s professional liability coverage.
Use the MM-DD-YYYY date format, including
hyphens.
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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 L M
Entity TIN NPN Name First Coverage Policy Company Effective Date Expiration | Per Incident Total Excluions
Type Name Type Number Name Date Amount Amount

IL 000999123 Charron POLICY 982372 AICPA 09-29-2019 500000 1000000 | CA, VSL

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 the full Name of the agency/firm. It must
match the name in the producer record.
Type either BOND for bond coverage or POLICY
for errors & omissions coverage.
Enter the policy number of the producer’s
professional liability coverage.
Enter the beginning date of the effective period
of the producer’s professional liability coverage.
Use the MM-DD-YYYY date format, including
hyphens.

D Name

F Coverage Type

G Policy Number

| Effective Date

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 © D E F G H | J K L M
Entity 1IN NPN Name First Coverage Policy Company Effective Date Expiration | Per Incident Total Excluions
Type Name Type Number Name Date Amount Amount

Dean and
AGY | 00-6233077 Davis BOND 662893 Hartford 12-14-2022 1000000 | 10000000 | CA, VSL
Insurance Insurance
Agenc

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
Cenftral. If any of the fields are inaccurate, the file will fail.
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Column Field Name

B TIN (Taxpayer ID)

Description

For individual licenses with an NPN number, the
Social Security Number, or SSN, is an optional
field.

NPN (National Producer
Number)

For individual licensees with a SSN number, the
National Producer Number, or NPN, is optional.
The NPN is also optional for agencies/firms.

E First Name

For individual licensees, you can include the
First Name of the producer.

H Company Name

Enter the name of the company issuing the
producer’s professional liability coverage.

J Expiration Date

Enter the name of the company issuing the
producer’s professional liability coverage.

K Per Incident Amount

Enter the limit in dollars and cents payable per
claim or incident under the producer’s
professional liability coverage.

This field must be formatted as a number
without commas separating the values.

L Total Amount

Enter an aggregate limit in dollars and cents
payable during the effective period under the
producer’s professional liability coverage.

This field must be formatted as a number
without commas separating the values.

M Exclusions

Enter one or multiple codes representing types
of claims specifically excluded under the terms
of the producer’s professional liability
coverage.

Separate multiple codes with commas.
Note: Codes must be configured in the

PROF_LIAB_EXCL_TYPE_CD code group on the
Maintain Codes page in Producer Cenfral.
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7. 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 J K L M
Dean and

AGY | 00-6233077 Davis BOND 662893 Harrford 12142022 1000000 | 10000000 | CA, V5L
Insurance Insurance
Agenc

IL__[ 000999123 Charron POLICY 982372 AICPA 09-29-2019 500000 | 1000000 | CA, VL

I 1000000028 | Easley BOND 197410 Geico 08-19-2021 250000 | 750000

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.

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

9. 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 a name for the
producer file.

10. Click Save.

BB Bulk Spreadsheet Reference - Saved Lauren Hall ' &2
@ Save a Copy
H
£} Home = OneDrive - Vertafore, Inc. > Bulk Uploads
@ Recent
D New Bulk Spreadsheet Reference_Professional Liability H
P - 5
Vertafore, Inc. CSV (Comma delimited) (*.csv) [ save
& open Excel Macro-Enabled Template (*xitm)
a OneDrive - Vertafore, Inc. Excel 97-2003 Template (*.xlt)
Ihall@vertafore.com Text (Tab delimited) (*.bxt)

Info

Unicode Text (*.txt)

\
Froe XML Spreadsheet 2003 (*xml) i
Sava a Copy Sites - Vertafore, Inc. (
Ihall@vertafore.com Al Eicalafugs Wodbook (s,
|

. ICSV (Comma delimited) (*.csv) L
Print

Other locations Formatted Text (Space delimited) (*.prn) 20
— Text (Macintosh) (*.txt)
Share
E‘;' This PC Text (MS-DOS) (*.txt)
Export 4 CSV (Macintosh) (*.csv) M
@ Add a Place CSV (MS-DOS) [*.csv)
Publish DIF {Data Interchange Format) (*.dif)
= Browse SYLK (Symf)ullL Link) (*.slk) 1AM
Close Excel Add-in (*.xlam)
Excel 97-2003 Add-in (.xla)
FDF (*.pdf) 7AM
fee XPS Document (*.xps)
Strict Open XML Spreadsheet (*.xlsx) 9 AM
Gl OpenDocument Spreadsheet (*.ods)
Options @ Bulk Spreadsheet Reference Bl Investigation 6/26/2023 1:13 PM S

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

12. 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.

13. Click the Choose File button.
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. Start New Request |
Packet Type  Upload Producer CSV File

D osments -
(B eskacp
My
Docamets
wy
3 Camou
gy Netvart
Flegane:  facuofroduczon v v
Seve 28102t |csv (Comma demted) (".cov) v
=) o=

 Enter a name for this transaction (you can use this name to find your transaction later)
Professional Liabili 023
hoose a CSV Data File to Upload
Choose File INo file chosen

Back. Continue -

Privacy Statement | Legal Disclaimer Powered by Sircon

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

15. When the correct file name appears in the File Name field, click the Open
button.

€ 3 v o > Lauren - Vertafore, Inc > Bulk Uploads v G searchrulk Uploads »
Organize = New folder =- o0 9
3 Bulk Uploads ¢ S s S
5 5 Carier Fast Tra I B Bulk Spreadsheet Reference Professional Liabilty & 672172023 12:20 PV K8 I
> Course Qulling T T T e e A 1
3 77 Deskiop B Bulk Spreadsheet Reference Ext System 1D Upd.. @) Mic 1K8
> Docurments B Rulk Sprearshest Reference_Fmail Updates ©] Microseft Excel Com.. KB
5 77 Louren @ Worl B Dulk Spreadsheet Reference PST @ Migasoft Lxcel Com.. K3
» Microsoft Tean B Bulk Spreadsheet Reference_Req Course Updates @) Microsoft Excel Com. K8
T Petures B Dulk Spreadshet Referenco Reg Courses @ Micosof 1KB
T Recordings B} Hulk Spreadsheet Reference Course Completions (2 Micros 1K8
N Snagit B9 Rulk Spreadsheet Reference_BU Inactivation ] Microsaft Excel Com. [
- B fulk dsheet Ref: : BU Update @ 1k
s b OreDrive B9 Bulk Spreadshest Refarenca Bl Investigation @ Micrasaft £ ]
B¢ Dulk Spreadsheet Reference 11 @ K8
Documents # B! Rulk Spreadshest Refarence_Address Update 1 @) K8
Pictures . B9 Dulk Spreadsheet Reference Address Update @ KB
File name: |Bulk Spreadsheet Raference_Prafessional Liabilfty v ATl
Open | Cancel

16. The file name will appear next to the Choose File button.
17. Click Continue to submit the file.

¥ Conputer
i

Flegne:  lnsckodcten e v

Save se o | cv (Comma demted) (.cov) v
o) Come )

+ Enter a name for this transaction (you can use this name to find your transaction later)
Professional Liability_6.27.2023

Choose a CSV Data File to Upload
| Choose File | Bulk Spreads... Liability.csv

Back | I Continue |

Privacy Statement | Legal Disclaimer Powered by Sircon
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18. The bulk transaction will be assigned to your queue and will begin processing.
19. Refer to the Review Bulk Transactions section to review the results of the bulk
processing and to learn how to froubleshoot issues.

Producer Onboarding

Personal Work Queue
My Requests (1)
Department Queues.
Bulk (0)
Paper (0)
Principal
R iter

(@)

u
Failed Bls (0)
Auto-Pilot Exceptions (292)

Filter Options clear af

View »»
B By Current Owner

Personal Work Queue - My Requests

Shows all requests that are in your personal queue,

One request found.

Request Initiated

D Name Date Status Current Milestone

10296331 Professional Liability 6.27.2023

Key: = Move to Dept Queue [Q View this Request
One request found

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

Recruiter Workflow Actions

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

Batch Actions

Current

Step
=@
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Quick Load

Use the Quick Load bulk transaction to add multiple new individual and firm producer
records from data maintained by state departments of insurance, including all active
licenses, qualifications, appointments, addresses, and license name aliases.

1. Follow the steps in the Navigate to Bulk Transactions section of this quick guide to
open the Packet Type screen.

2. Select the Bulk - Quick Load packet type.

3. Click Continue.

) Start New Request
Packet Type

Packet Type

aPackellune,
l Bulk - Quick Load Vl

»

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

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

6. The letters A-I represent the column headers in the file. The fields in bold are

required fields.

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

. Start New Request

Packet Type  Upload Producer CSV File

Upload Instructions

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

Instructions

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

A. Entity Type (IL or AGY)
B. TIN (with or without dashes)
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. First Name (Individual First Name)
F. Email Address
G. External System 1D Type
AGENCYID - Agency 1D
AGTCD - Agent Code
AGENTID - Agent ID
DEFAULT - Default
DISTCD - Distribution Code
ENTCONCD - Entity Contact Code
H. External System ID
1. Business Unit Short Code
HEALTH - Health
LIFE - Life and Annuity
#C - Personal / Commercial

Privacy Statement | Legal Disclaimer

Powered by Sircon
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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 ?Nagiﬁ)nal Producer ID Type the full NPN number of the producer
D Name Type the Last Name of the producer

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 External System ID Business Unit Short
Type TIN NPN Name Name |Address Type Codes External System ID Code

IL 1100000028 Shelby DEFAULT 852008 LIFE

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

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 R G H |
Entity First Email External System ID Business Unit Short
Type TIN NPN Name Name |Address Type Codes External System ID Code

IL 999000333 Allen AGENTID 229014 HEALTH
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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 (Toxpayer ID) or EIN of the firm (with or without dashes)

Type the full Name of the agency/firm. It must

= NELTE match the name in the producer record.

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 External System ID Business Unit Short
Type TIN NPN Name Name |Address Type Codes External System ID Code
Home
AGY | 00-9900123 Grown AGENCYID 889075 LIFE
Insurance
Inc.

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 (National Producer For individual licensees with a SSN number, the

(of NUMb National Producer Number, or NPN, is optional.
umber) The NPN is also optional for agencies/firms.
E First Name For individual licensees, you can include the

First Name of the producer.
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F Email Address Type the Email Address associated with the
producer.

Type AGENCYID for Agency ID
Type AGTCD for Agent Code
External System ID Type | Type AGENTID for Agent ID

£ Codes Type DEFAULT for Default

Type DISTCD for Distribution Code

Type ENTCONCD for Entity Contact Code
H External System ID Type the producer’s External System ID.

Type the Short Code of the Business Unit you
need to assign to the producer. The codes you
use will depend on the configuration of your
company'’s business units.

I Business Unit Short Code
Note: To see a list of the available business units,
navigate to the Producer Central home page,
then click Administration > Configure My Profile
> Maintain Staff Member Business Unit.

8. 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
Home M
AGY | 009900123 Grown AGENCYID 889075 LIFE
Insurance
Inc.
IL 1100000028 | Shelb DEFAULT 852008 LIFE
Il 999000333 Allen AGENTID 229014 HEALTH

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.

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

10. 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 a name for the
producer file.

11. Click Save.
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BB Bulk Spreadsheet Reference « Sav:

(]
Lauren Hall '/

}')_?

@ Save a Copy
ﬁh Home
@ Recent
D New
Vertafore, Inc.
& open )
. OneDrive - Vertafore, Inc.
Ihall@vertafore.com
Info
Sites - Vertafore, Inc.
Ihall@vertafore.com
Print
" Other locations
Sh =] "
o E;. This PC
Export
@ Add a Place
Publish
Browse
Close
Account
Feedback
Options

[~ OneDrive - Vertafore, Inc.
S —

Bulk Spreadsheet Reference_Quick Add

CSV (Comma delimited) (*.csv)

= I[F""SEVE I

Excel Macro-Enabled Template (* xitm)
Excel 97-2003 Template (*.xlt)

Text (Tab delimited) (*.bxt)

Unicode Text (*.txt)

XML Spreadsheet 2003 (* xmi)

Icsv ;Ccmma delimited) (*.csv)

Formatted Text (Space delimited) (*.prn)
Text (Macintosh) (*.txt)

Text (MS-DOS) (*.txt)

CSV (Macintosh) (*.csv)

CSV (MS-DOS) (*.csv)

DIF {Data Interchange Format) (*.dif)
SYLK (Symbolic Link) (*.slk)

Excel Add-in (*.xlam)

Excel 97-2003 Add-in (*.xla)

PDF (*.pdf)

XPS Document (.xps)

Strict Open XML Spreadsheet (*.xlsx)
OpenDocument Spreadsheet (*.ods)

D Documents

AM

2FM

AM

AM

AM

5/31/2023 1:08 PM v

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

the system.

13. 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.

14. Click the Choose File button.

Start New Request

Packet Type  Upload Producer CSV File

Bosames
(Doeskp
D
o
Computer
k.
e

Fleoane:  [uckofrodurion cov

Sevessbive: |csy (Comms deimted) (*.cov) v

o= ) [omat ]

i i is.name to find your transaction later)
IQuick Add Producers_6.27.23

SV Data File to Upload
Choose File o file chosen

Back

Privacy Statement | Legal Disclaimer

Continue

Powered by Sircon

15. Use the navigation options on the Choose File dialog box to locate the upload

file (*.csv) on your system.

16. When the correct file name appears in the File Name field, click the Open

button.
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€ v 2 laurcn = Verlalore, e > ul Lplack: v G Search Bulk Uploads P
Grganiza = New folder =- 10 @
5 Bulk Uploads I
5 e Land lra I 9 ke Sy | oo Chi ke Pkl B 01 Misronfl szl Com.. 1K1 I
. _
Deskiop & Bulk Spreadsheet Reforcnce Inactivte Ext Syt Microsoft Excel Com 1%
Docurnents &9 hulk 5 T3
Louren @ wior [ ) Bulk Spresdsheet Referenca Email Updates @ e
Microsoft Tean || B Bulk Sprasclshe Reforence FST @ 1 ke
T 81 Bulk Speeadshest Rafarence Reg Coursa Updatss @ 16
N & Bulk Spreadsheet Reference Reg Courses @ 1 KB
[ 3 Bulk Speandshest Rofn T
) S logonimatin @) BuK SpreadshestReternce BU Inactatan ] k8
PR 9 Bulk Spreadshest Reference BU Update @ 1KE
B3k Spechbest elene W ewstignion @ T
Dooments & @Y Bulk Spreadsheet Reference 11 @ 1 KB
Penues + © Bulk Spreadsheet Reference Address Update 1 @ 6 Excel 1KE
File narmes |k Spausahd Refrcan v Qick Ack] AN Files v
Open Camce
17.The file name will appear next to the Choose File button.
18. Click Continue to submit the file.
| start New Request
Packet Type  Upload Producer CSV File
Doccments -
otamens
9 e
H::‘hwﬁ
Fle game: aofproducion o -
Save 88008 05 (Conma detmited) (* cov) -

oo concal

i i i e to find your transaction later)
Quick Add Producers_6.27.23
Data File to Upload
Choose File || Bulk Spreads...uick Add.csv

Back Continue

“Privacy Statement | Legal Disdlaimer Powered by Sircon

19. The bulk transaction will be assigned to your queue and will begin processing.
20. Refer to the Review Bulk Transactions section to review the results of the bulk
processing and o learn how to troubleshoot issues.

Sircon

2 Switch To Comp | B Switch to PM| BF Available Tasks | § Help

Producer Onboarding

e .+ Personal Work Queue - My Requests
My Requests (1) Shows all requests that are in your personal queue.
Department Queues
Bulk (0
m@(é) Batch Actions
Principal (0)
Recruiter (1) One request found.
X-Bulk Child (0) - Current
Request Initiated
Error Queues §T) Name Date Status Current Milestone Recruiter Workflow Actions
Failed Bls (0] Step |
AT:t;—Pl\nS; (L)();;gpgnsfzgd) 10296363 Quick Add Producers_6.27.23 06/27/23 Pending Assigned to Licensing Dep... @

Key: =3 Move to Dept Queue [Tk View this Reguest
One request found.

View »» Export current page to: CSV | Excel | XML | PDF
B By Current Owner Export all 1 records to: CSY

Filter Options clear a
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Sales Authorization

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. Follow the steps in the Navigate to Bulk Transactions section of this quick guide to
open the Packet Type screen.

2. Select the Bulk - Sales Authorization packet type.

3. Click Continue.

) Start New Request

Packet Type

Packet Type

o Daclar T,

I Bulk - Sales Authorization

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

Privacy Statement | Legal Disclaimer

Start New Request

Packet Type  Bulk Options

Upload Producer CSV File

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
® O
Run background investigation before checking Sales Authorizations?
No Yes
Sync producer data with PDB before checking Sales Authorizations?
No Yes
O ®
Back

@ Save Preset

Powered by Sircon
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7. You will now see the Upload Instructions to properly format the bulk update file.
8. To create the file, start by creating a spreadsheet using a program like Excel or

Google Sheets.

9. The letfters A-K represent the column headers in the file. The fields in bold are

required fields.

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

change.

Start New Request
Packet Type  Bulk Options  Upload Producer CSV File

Note: Either SSN or NPN must be provided to

Instructions
To process b
in bold indica

ppointments, you will need an Excel
e required fields):

A. Entity Type (TL or AGY)
B. TIN (no dashes)
For AGY: EIN (with or without da:
For IL: SSN (with or withaut dashes)
C. NPN

E. FirstName (Individual First Name)
F. Email Address

1. Florida Non-Resident County Codes (comma

D. Name (Individual Last Name or Agency Name)

G. Profile Name (Authorization Profile Nam
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)

K. FL Non-Resident State Level Appointment Only (¥/N)

Upload Instructions

process individual producers.

| spreadsheet listing the producers ta be appointed. The columns should be as follows (values

shes)

e)

separated list of non-resident Florida county codes)

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 ?Na;:)nal Producer ID Type the full NPN number of the producer
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
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
. S L abbreviations where you need to check the
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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

B

G

H

J

K

Entity

Type TIN

NPN

Name

First
Name

Email
Address

Profile Name

State List

Florida Resident
County Code

Florida Non-Resident
County Code

FL Non-Resident
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 ) )
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

B

G

H

J

K

Entity

Type TIN

NPN

Name

First
Name

Email
Address

Profile Name

State List

Florida Resident
County Code

Florida Non-Resident
County Code

FL Non-Resident
State Level
Appointment Only

IL 000999123

Charron

AUTHPROFI

MD, MI
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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 (Toxpayer ID) or EIN of the firm (with or without dashes)
Type the full Name of the agency/firm. It must
match the name in the producer record.

D Name

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
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.

A B c D E F G H | ) K
Entity ™ PN Nome | First | Email | oo State List Florida Resident | Florida Non-Resident| F- ;2?:3:?"'
Type Name |Address County Code County Code

Appointment Only

Dean and

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

Agenc

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
Cenftral. If any of the fields are inaccurate, the file will fail.
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Column

Field Name

TIN (Toxpayer ID)

Description

For individual licenses with an NPN number, the
Social Security Number, or SSN, is an optional
field.

Number)

NPN (National Producer

For individual licensees with a SSN number, the
National Producer Number, or NPN, is optional.
The NPN is also optional for agencies/firms.

First Name

For individual licensees, you can include the
First Name of the producer.

Email Address

Type the Email Address associated with the
producer.

Code

Florida Resident County

If the producer is a Florida resident, enter the
County Code.

Note: Click the link in the Upload Instructions to
see a list of the FL Non-Resident County Codes.

Florida Non-Resident
County Code

If the producer is not a Florida resident, enter
the Non-Resident County Code.

Note: Click the link in the Upload Instructions to
see a list of the FL Non-Resident County Codes.

Only

Florida Non-Resident
State Level Appointment

If the producer is not a resident of Florida, you
will need to indicate whether the authorization
is for a state level appointment only.

Type “Y" if the producer needs a state-level
appointment.

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

11. 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 | J K
I 1100000028 | Shelby AUTHPROF3 VA
I 000999123 Charron AUTHPROFI MD, M
Dean and
AGY | 00-6233077 Davis AUTHPROFI OK, FL Y
Insurance
Agenc
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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.

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

13. 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 a name for the
producer file.

14. Click Save.

BB Bulk Spreadsheet Reference « Saved

Lauren Hall ¥/
@ Save a Copy
Home -
m = OneDrive - Vertafore, Inc.
(D Recent tafore, Inc
D) new Bulk Spreadsheet Reference Sales Auth |
Vertafore, Inc. | €SV (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)
e XML Spreadsheet 2003 (*.xml i
O Sites - Vertafore, Inc. preadsheet (*ml)
Ihall@vertafore.com .
p— SV (Comma delimited) (*.csv) L
rin :
Other locations Formatted Text (Space delimited) (*.prn) - =
Text (Macintosh) {*.txt)
Share = ;
-1 ThisPC Text (MS-DOS) (*.ta)
Beport " CSV {Macintosh) (*.csv) M
@ Add a Place CSV (M5-DOS) (*.cs)
ETE DIF (Data Interchange Format) (*.dif)
= Browse SYLK (Sym?olin Link) (*slk) AM
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

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

16. 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.

17. Click the Choose File button.

Start New Request
Packet Type  Bulk Options  Upload Producer CSV File

O 1T —1
(Boesp
m
osanes
g™
[
-
riaces
Fle pome: Bctrodron oB -
Sevt #8191 (031 (Comma demed) ~.cov) -

= =) (=)

i i i e to find your transaction later)
Sales Authorization_6.27.23
X Choosa V Data File to Upload
Choose File [INo file chosen |

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

19. When the correct file name appears in the File Name field, click the Open
button.

¢« 3 v oA 5 Lausen - Vertafora, Inc > Bulk Uploatls w (| Search Bulk Uploads 2

Organza = New folder =-m e

5 Bk Uploads
5 5 Cartier Fast Tran I [ Bulk Spreadshact Reterance Sales Auth
2 Course Outline =

5T Deskion )l Spreabie Referer

> Docurments @Y Bulk Spreadsheet Refere:

Lauren i Work 1 Bulk Spreadshest Reterence Ext System D Upd..

MicrosaftTean fl 83 Bulk Spreardshont il Ut @
> Pitures B9 Gulk Spreadsheet Referer ®
r—— 5} Bk Spreadshast Setsrence Rag ®

‘Snagit 3} Bulk Spreadsheet Reference. Reg Cou [c]

) 1k Sprvnbbent Rrer

5 35 Logodnimation
) Bulk Spreadshee Reference B Inactivatior

> OneDrive:

1 Bulk Spreadshest Raterance. BU Upchate ]

ocumente 4 9 Bulk Spreadsheet Raference. Bl Imvestigation [}

hilk Spnosmbdont Meroni 11

Pictures  # 8 fulksp =
File name: Sulk Spreacsheet Reference Sales Auth | i

Open el

20. The file name will appear next to the Choose File button.
21. Click Continue to submit the file.

Start New Request
Packet Type  Bulk Options  Upload Producer CSV File

gty ek
Flegame:  acofroducton o -
Sevess b (Coy (Comma demvied) (°.cov)

[ e

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

[sales Authorization_6.27.23

Choose a CSV Data File to Upload

Choose File | Bulk Spreads..ales Auth.csv|
Bock

Privacy Statement | Legal Disclaimer Powered by Sircon

22. The bulk fransaction will be assigned to your queue and will begin processing.
23. Refer to the Review Bulk Transactions section to review the results of the bulk
processing and fo learn how to troubleshoot issues.
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Producer Onboarding

*Switch To Comp |8 5

tch to PM| BF Available Tasks

T Help

Personal Work Queue
My Requests (1)
Department Queues.
Bulk (0)
Paper (0)
Principal (0)
Recruiter (1)
X-Bulk Child (0)
Error Queues
Eailed BIs (0)
Auto-Pilor Exceptions (295)

Filter Options clear all

View »»
£ By Current Owner

Personal Work Queue - My Requests

Shows all requests that are in your personal queue.

One request found.
Request
1D

10300962 sales Authorization_6.27.23
Key: = Move to Dept Queue [ View this Request
One request found,

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

D Status Current Milestone

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

Barch Actions

Current
Recruiter Workflow Actions
Step

o @
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Terminations

Use the Terminations bulk fransaction to submit 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 Central.

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

appointing companies.

1. Follow the steps in the Navigate to Bulk Transactions section of this quick guide to

open the Packet Type screen.

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

) Start New Request

Packet Type

Packet Type

s Backet T

I Bulk - Terminations

3. You will now see the Bulk Termination Options screen.

4. Read each option and select either Yes or No from the list.

5. Click Continve.

Start New Request

Packet Type  Bulk Options  Upload Producer CSV File

Bulk Termination Options

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

Send Termination Letters after appoi have been inated and approved by the

state?

Send Advance Termination Notification?

Pause the ions prior to itting the

Syne producer data with PDB before processing terminations?

Back

Privacy Statement | Legal Disclaimer

I Seve Preset

Powered by Sircon

6. You will now see the Upload Instructions to properly format the bulk update file.
7. To create the file, start by creating a spreadsheet using a program like Excel or

Google Sheets.
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8. The letters A-l represent the column headers in the file. The fields in bold are
required fields.

9. 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 (Y/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 ?Na;i':))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
Ccommas.

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.
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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 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
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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
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 (Nati | Prod For individual licensees with a SSN number, the
C N k() anional 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.

10. 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.

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

12. 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 a name for the
producer file.

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

15. 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.

16. Click the Choose File button.

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

Dnaamers -
(G Deskzn
My
Srsarets
y
3 Canpuaer
My Netwcrk
e
Flename:  ckotrodcton cav -
Seves e (o5 (Comma demted) (*.c5v) 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

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

18. When the correct file name appears in the File Name field, click the Open
button.

S v T - Vatabar e 3 bk tpksadks v O sawenukUsioads »
Organize = New folder =- 11 @
I RS- :
5 oo il ) 09l Syeadsboct B ereree_lovminations E 1K I
5 Couse Oull Ul Sprasdsnes: 2] TRE
> Desktop &) Bulk Spreodsheet Reference Quick Add @ 1KB
Documents 9 bulk Spreaclshoet Reference Professional labity @ KB
Lauren @ Worl B Bulk Spreadshest Reference Inactivate B Syst .. @ 1KE
Micrasoft Tean 6 Bulk Spravdsheet Reference Ext System 1D Upd. & 1K8
> B Prctwes &) bulk Spreacisheet Reference_Fmal Updates @ KB
> B wdings ) Bulk Spreadishes: Reference PST @ 1KE
[ 9 Bulk Sprenchoet Hoforenc e Couroe Uprales @ T
N LogoArimati @9 Bulk Spreadshest Reference_Reg Courses 2] KB
& CnaDrive 1 Bulk Spreadsheet Reference < @ 1KE
51 ulk bt Reonvnce, 1) scfiention ® Vi
Docmments # & Bulk Spreadshest Reference BU Update c] 1KE
e 1 Bulk Sproadishoet Reforence 81 Investgation @ 1KB
File nome: | Hulk Sparm ol efocnns:lenminaio, < AlFiles
Opm Caneel

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

2 Documents -
B oo
M
osamens

wy
3 Canputes

by retvark
e

Flegsne: nahraducnon o v

Seve s DOt oy (Comma demted) (" v} v

= a1l o

« Enter a name for this transaction (you can use this name to find your transaction later)
trermwnal]ansﬁé,l‘l 23 |

Choose a CSV Data File to Upload
| Choose File | Bulk Spreads...inations.csv

= =

Privacy Statement | Legal Disclaimer Powered by Sircon

21. The bulk tfransaction will be assigned to your queue and will begin processing.
22. Refer to the Review Bulk Transactions section to review the results of the bulk

processing and to learn how to troubleshoot issues.

Sircon

| (#Switch To Comp |5 to PM| B# Available Tasks | G Help

Producer Onboarding

Personal Work Queue

~ Personal Work Queue - My Requests

My Re: sts (1 1
My Requests (1) Shows all requests that are in your personal quaue.
Department Queues
Bulk (0)
Paper (0) Batch Actions
Principal (0)
Recruiter (1) One request found.
X-Bulk Child Py
2 Request Initiated
Error Queues D Name Date
Failed Bls (0) |
Auto-Pilot Exceptians (297) 10301521 Terminations_6.27.23 06/27/23 Pending Assigned to Licensing Dep. .. a9 g

Current
Status Current Milestone Recruiter Workflow Actions
Step

Key: = Move to Dept Queue [\ View this Request
One request found.

View »» Export current page to: CSV | Excel | XML | PDF
& By Current Owner Export all 1 records to: CSV

Filter Options clear a
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Update Firm Associations
Use the Update Firm Associations bulk fransaction to update an existing association
between a producer and a firm. You can use this fransaction to:
e Edit an existing firm association
e End an association between a firm and a producer
Follow the steps below to complete the transaction.

1. Follow the steps in the Navigate to Bulk Transactions section of this quick guide to
open the Packet Type screen.
2. Select the Bulk — Update Firm Association packet type. Click Continue.

. Start New Request
Packet Type

Packet Type

sPackstline,

| Bulk - Update Firm Assoclation vl

Continue

3. You will now see the Upload Instructions screen which describes how to properly
format the bulk update file.

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

5. The letfters A-N represent the column headers in the file. The fields in bold are
required fields.

[T 4@ Workspace | [ (7 Switch To Comp | 7 Switch To Producer Admin | ¥ He

| Start New Request
Packet Type  Upload Producer CSV File

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

B Instructions

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

Note: For Associated Firms, Producer ID, EIN, NPN or ESID/ESID Type Code must be
entered. State Registered must be set to Y to be re i with Sales izati
verification.

A. SSN (with or without dashes)

B. NPN

C. Last Name

D. First Name

E. Email Address

F. Associated Firm - Producer 1D

G. Associated Firm - EIN

H. Associated Firm - NPN

1. Associated Firm - External System ID

). Associated Firm - External System ID Type Code ( ESID Type Codes )
K. State Code ( State Codes )

L. Association Type ( Association Type Codes )
M. State Registered (Y/N)

N. Association End Date (MM-DD-YYYY)

ter Program Terms Powered by Sircon

© Vertafore Inc. 100




>4{ Vertafore

Section: Prepare and Upload the CSV Datafile

REQUIRED FIELDS

To associate a producer with a firm, you must identify both the producer and the firm in

the system.

e Required Producer Information: Type either the SSN or the NPN to identify the
producer.

e Required Firm Information: Type the firm’s EIN, or the NPN, or the External System
ID & External System ID Type Code.

Depending on your business setup, your organization may or may not maintain SSN
numbers for producers. If you do not use SSN numbers, the NPN number is required.

Column Field Name Description
Type the 9-digit SSN of the producer (with or
A SSN h
without dashes).
B ?ngﬁ)nal Producer ID Type the full NPN number of the producer.
C Last Name Type the Last Name of the producer.
F Associated Firm - Type the Firm ID located in the firm’s producer
Producer ID record.
G Associated Firm - EIN Type the 9-digit EIN of the firm (with or without
dashes).
H Associated Firm - NPN Type the full NPN number of the firm.
I ?:is;ﬁ:lisess::;‘ I_D Type the External System ID of the firm.
Type the list of the two-character state
abbreviations where you need to terminate the
K State Code
producers. Separate each state code by
CoOmMmass.
Type the code to describe the association
between the producer and the firm.
o AG-Agent
« AGBK - Agent/Broker
e BK - Broker
L Association Type Codes e CO - Consultant
e EMP -Employee
¢« OW-Owner
e PRNC - Principal
* QM - Qualified Manager
»  QAO - Quadlifying Active Officer
. State Registered must be set to Y to be
M State Registered (Y/N) recognizged with Sales Authorization verification.
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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 L

Email |Associated Firm -| Associated Associated | Associated Firm - Associated Firm - State | Association

S e External System ID Registered Date
Address ProducerID Firm - EIN Firm - NPN | External System ID Type Code Code |Type Codes /N (MM-DD-¥YYY)

M N
State Associated End

SSN NPN Last Name |First Name

1000000028 Easley 2000000019 X AG Y

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 Firm
Associations 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
Cenftral. If any of the fields are inaccurate, the file will fail.

Column Field Name Description
D First N For individual licensees, you can include the
irst Name First Name of the producer.
E Email Address Type the Email Address associated with the

producer.

This field is optional unless using the External
System ID to identify firm.

AGYCD - Agency Code
Associated Firm - QSEESTlngﬁ?ggeID
J External System ID Type AGENTID - Agent ID
Code

AGYCD - Agency Code
AGENCYID - Agency ID
AGTCD - Agent Code
AGENTID - Agent ID

Use this field to end an association. Enter the

N | AssociatedEndDate |y ic i the MM-DD-YYYY format.

6. Add the required information to your spreadsheet. When you are finished, you
should have a spreadsheet that looks something like the following illustration:
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A B c D E F G H 1 1 K L ] N
1000000028 Easley [ 2000000019 GA AG Y 10-31-2024
199999999 Hartnet 00-6233077 Mi AGBK Y

000-99-2123 Charron 2190826 FL ow Y
1100000028 Shelby 8253 AGENCYID GA PRNC Y

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.

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

8. 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 a name for the
producer file.

9. Click Save.

BB Bulk Spreadsheet Reference + Saved

@ Save a Copy

(R Home = )
@ Recent [~ OneDrive - Vertafore, Inc.

D New IBquSpreadsheet Reference - Firms I

| €SV (Comma delimited) (*.csv) v

& open ‘ [ &T,E@?',L:;ﬂ-:;:afom' = Excel Workbook (*xdsx) - I [ save I
Excel Macro-Enabled Workbook (*.xlsm) S
15 share Quick access Excel Binary Workbook (*xlsb)
_ Excel 97-2003 Workbook (*.xls)
o i Sircon Customer Facing... CSV UTF-8 (Comma delimited) (*.csv)
XML Data (*.xml)
. Total Rewards Single File Web Page (*.mht, *.mhtmi)

Web Page (*.htm, * html)

Savc ., Vertaf 0 Excel Template (*xlte)
e a Lopy VO ertafore Open Exchan a
} Excel Macro-Enabled Template (*.xitm) I

. Excel 97-2003 Template (*.xit)
Print
ﬂ Vue Dev Text (Tab defimited) (*.txd)
Export Unicode Text (* txt) A
Sircon Documentation XML Spreadsheet 2003 {*xml)
Close 1
- ited) (*.
2 DCM Launch 2020 - Up... CSV (Comma delimited) (*.csv) M
o Formatted Text (Space delimited) (*.pm)
Account ' Text (Macintosh] (*.txt)
CEl  DCM PS Documentatio... Text (MS-DOS) (*.tct) AM
ImageRight CSV (Macintosh) (*.csv) o
DCM Product Docume.. .
o Carrier Fast Track Training Videos 10/30/2024 1:24 PM
Options 2

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

11. 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.

12. Click the Choose File button.
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Start New Request

Packet Type  Upload Producer CSV File

(B Oeskizp
oM
Docamens
My
’Cm
My Netverk
Mo
Flogame:  [aciokroducsonan
Seveastie: (csv (Comma debnted) (*.cov)

[EHE‘

i i i e to find your transaction later)
Firm Associations_10.31.24

SV Data File to Upload
Choose File ||No file chosen |

Back

Continue

Privacy Statement | Legal Disclaimer | Early Adopter Program Terms

Powered by Sircon

13. Use the navigation options on the Choose File dialog box to locate the upload

file (*.csv) on your system.

14. When the correct file name appears in the File Name field, click the Open

button.

€ 5 v @ Lauren - Venatora, Inc >

Orgarize ©  New folder

> Lauren - Vertafo

3]

0/31/2024 1002 AN Migosoft Excel Com.. 1KE I

Il@ Bulk Example - Fim Update 1031.24
Dosuments T

* =

Pitures A @} Bulk Spreadsheet Reference @

L Dovmicads # B Compensation Process Flow Notes. ©
[ Documents # @ vertafare Sircan Compensation Process Flaws (&
R | & sron compencaton - an ntroductian @
Camtasia & Customer Facing Product Diocumentation Creatl.. <
Bulk Uploads ) 510 SILA screenshot dem for Sellers 10,13 24.. @

&) SF1& SFA- App @ DCM Comp Scoping Document - Carrier ©
) Sveon foringen [] B Pina & Sies Process ®

& Copy of Sales Qualificarion Chexkdist 2021 092

~ T FC 8 Getting Startecl in Pl Gurinder Tracker

» By SHS ORI Semor Cob Tackar

@ Compensation Tralning Plansing <]

10K

8110 KE

106 KB

18 KB

40 KE

i
=
®

File pome: Bulk Example - Fiim Update 10.31.24

<| - paFiles

Cancel

15. The file name will appear next to the Choose File button.

16. Click Continue to submit the file.

Start New Request

Packet Type  Upload Producer CSV File

() Desiace
My
Docamens
My
3 Corputer
My Netnork
= it
Fegane: ackoroducton.cov
Seve 8 10¢: 5y (Conma demed) ()

EE|

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

[Firm Associations_10.31.24

Choose a CSV Data File to Upload
| Choose File | Bulk Exampl... 10.31.24.csv

_ Back |

Privacy Legal Disclaimer | Early Adopter Program Terms
eg og!

Powered by Sircon
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17.The bulk transaction will be assigned to your queue and will begin processing.
18. Refer to the Review Bulk Transactions section to review the results of the bulk

processing and to learn how to froubleshoot issues.

?Switch To Comp | (#Switch To Producer Admin | k# Available Tasks |  Help
Producer Onboarding
Personal Wark Queue .+ Personal Work Queue - My Requests
My Re: E: 1
My Requests (1) Shows all requests that are in your personal queue.
Department Queues
Bulk (1)
Guidewire (0) Batch Actions
Home Office (0)
Paper (0) One request found.
Principal (0) - Current
Recruter (1) i Tnifiated siatus | Current Milestone Recruiter Warkflow Actions
ID e
SalesForce (0) Step
¥:Bulk Child (0) 13453921 Firm Associations_10.31.24 10/31/24 Pending Assigned to Licensing Dep... =5 (q
Error Queues -
Failed Bls (0) Key: = Move to Dept Queue (S View this Request
Auto-Pilot Exceptions (539) One request found.
Export current page to: CSV | Excel | XML | PDF
Filter Options clear all Export all 1 records to: CSV
View »»
E) By Current Owner
Assigned to me v
Privacy Statement | Legal Disclaimer | Early Adopter Program Terms Powered by Sircon
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Review Bulk Transaction Requests

Bulk Transactions & Service Requests Process

Navigate to Bulk Prepare CSV Upload CSV
Transactions Datafile Datdfile
Navigate to Bulk Prepare the CSV file Upload the CSV Review the
Transactions in with the required file to OB&SS fransaction and
Onboarding & Self information froubleshoot issues

Service (OB&SS)

In this section, we will learn how to:
e Navigate to work queues

e Review the status of bulk tfransactions
e Verify bulk fransactions processed successfully
e Resolve bulk transactions with errors

Introduction to Work Quevues

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

| (2 Switch To Comp | £ Switch to PM Available Tasks | @ Help
[ Producer Onboarding
Personal Work Queue ¢ || Personal Work Queue - My Requests
My Requests (1) Shows all requests that are in your personal queue.
Department Queues
Bulic (0)
Paper (0) Batch Actions
Erincipal (0)
Recruiter (1) One request found.
X-Bulk Child (0) == Current
Request Initiated e
Efror Quetes D Name Dat Status Current Milestone ‘Multsr‘ﬂoﬂ(ﬂw Actions
Failed B]s (0!
T (E,)(Epﬁ,ms (207) 10301521 Terminations_6.27.23 06/27/23 Pending Assigned to Licensing Dep... A @
Key: | Move to Dept Queve [S View this Request
Filter Options clear all —

Queues are used to divide fransactions and service requests into different groupings.
Typically, there are three types of queues:

e Personal Work Queue
e Department Queues
e FError Queues
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The Personal Work Queue contains all the bulk transactions and service requests that
are currently assigned to you. When an item is in your queue you are the only person
who can edit, update, or process the item.

ltems only arrive in your work queue if you created the item or if you move items from a
Department Queue or an Error Queue.

[ Producer Onboarding

Personal Work Queue .|| Personal Work Queue - My Requests

Requests (1
LE: £ Shows all requests that are in your personal queue.
Department Queues
Bulk (0)
Paper (0) Batch Actions
Principal (0)
Recruiter (1) One request found.
X:-Bulk Child (0) e Current
e i%““—‘“ Name I['"t'“'d Status Current Milestone Recruiter xrkﬂm Actions
Failed BIs (0) N ) . . . . i 3
Auto-Pilet Exceptions {297) 10301521 Terminations_6.27.23 06/27/23 Pending Assigned to Licensing Dep... 2 @
Key: ]| Move to Dept Queue (G View this Request
Filter Options dearall

One request found.

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

By Current Owner

Department Queues are used to sort the fransactions or requests into different
distribution channels within your organization. Your company can create a variety of
queues depending on the needs of your business. In the example below, this company
created the following queues:

Bulk

Paper

Principal

Recruiter

e X-Bulk Child

ltems can be automatically routed to queues if they match specific criteria, or they can
be manually assigned to the queues by licensing specialists.

i i Producer Onboarding

Personal Work Queue .+ Personal Work Queue - My Requests

Shows all requests that are in your personal queue.
Department Queues
Bulk (0)
Paper (0) Batch Actions
Principal (0)
Recruiter (1) One request found.
X-Bulk Child (0) = Current
Reducal Name _l:l;lltla!ed Status Current Milestone Recruiter Workflow Actions
i Step
Failed Bs (0) =
Auto-Pilot Exceptions (297) 10301521 Terminations_6.27.23 06/27/23 pending Assigned to Licensing Dep. .. @
Key: =] Move to Dept Queue Q. View this Request
Filter Options clzarall o
ne request found.
[ View»» | Export current page to: CSV | Excel | XML | PDE

By Current Owner Export all 1 records to: CSV
B

The Error Queues contain bulk fransactions and service requests with errors or
exceptions. Like department queues, your company can create custom error queues
to address your business needs.
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[ Producer Onboarding

Personal Work Queue
My Requests (1)
Department Queues
Bulk (0)
Paper (0)
Principal (0)
Recruiter (1) One request found.
AUk chid o0 Current

x““‘“ Name I['"t'“‘" Status Current Milestone Recruiter Workflow Actions

. Personal Work Queue - My Requests

Shows all requests that are in your personal queue.

Batch Actions

Step
ions (297) 10301521 Terminations_6.27.23 06/27/23 Pending Assigned to Licensing Dep.. M

Key: ] Move to Dept Queue (G View this Request
Filter Options. clear all o
ne request found.
View »» Export current page to: CSV | Excel | XML | PDE
Export all 1 records to: CSV

B By Current Owner

FIELDS IN THE TABLE OF REQUESTS

Within each queue, you will see a table that lists all the requests. Each table contains
the following fields:

Field Name Definition

Request ID The request record’s system-generated ID number.
Name Title of the bulk fransaction
Initiated Date Date the transaction was initially submitted

The current disposition of a request. Here are the different
statuses available for each request:

e Open - Arequest is awaiting user action.

e Pending - The system is currently processing the request.
No user action is possible.

e Error — A request has encountered an error in one of the
steps in its workflow process. User intervention is
necessary.

e Processed - A request has completed all steps in its
workflow process and is considered successfully
completed. No additional user action is necessary or
possible.

e Closed - A user manually has stopped processing of a
request, usually as a resolution to an error. A closed
request cannot be reopened. No additional user action is
necessary or possible.

The stages of a request's workflow are called "milestones." When
a request has completed a workflow processing stage, it has
passed a particular milestone.

Status

Current Milestone

Note: Milestones are configured for your company by your
Vertafore representative.

This field lists the name of the supervisor, or recruiter, for any
requests that are part of a workflow.

Recruiter
Note: Bulk transactions are not assigned to a workflow, so this
field will be blank.
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Current Workflow | Service requests that contain workflows will list the current
Step workflow step.

Shows the different actions available for the queue. The actions

that are available will change depending on the queue and the

status of the request. Examples of actions include:

Actions e Moving requests to different queues
e Viewing requests
e Viewing related requests
e Editing requests
~ Producer Onboarding |

Personal Work Queue

¢ Personal Work Queue - My Requests

1y Bequests (1) Shows all requests that are in your personal queue.
Department Queues
Bulk (0)
Paper (0) Batch Actiens
Principal (0)
Recruiter (1) =
- (0) = Current
Error Queues %m Name n:[mtlated Status Current Milestone Recruiter Workflow Actions

Step
Eailed BIs (0)

Auto-Pilot Exceptions (297) 10301521 Terminations_6.27.23

=@

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

: | Move to Dept Queue [ View this Request
Me Tequest round.

Export current page to: CSV | Excel | XML | PDF
Export all 1 records to: CSV.

Filter Options clear all

View »»
By Current Owner

Verify Bulk Transactions Processed Successfully

In this section, we cover the steps to verify that bulk fransactions processed successfully.
When the datdfile is properly formatted and the required information is accurate, the
system will complete the operation and will update the producer record.

1. All bulk processing requests will be available on the Personal Work Queue — My
Requests page. Transactions you submit will initially be assigned to your queue.

2. When the bulk connection file is loading into the system you will see the Status of
the request is “Pending.” The Current Milestone will say “Assigned to Licensing
Department.”

Note: Depending on the size of the file, the amount of time required to process
the entries will vary.

Sircon

Zswitch To Comp | [EJ Switch to PM Available Tasks

Producer Onboarding

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

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

Batch Actions

One request found.

Current
Recruiter Workflow Actions

Request
s stan

Initiated
Error Queues Name = Status Current Milestone

Failed Bls (0) .
Auto-Pilot Exceptions {285) IlOZEOBi Bulk Connection Status June 2023 06/14/23 Pending Assigned to Licensing Dep... = _QI
Key: 2] Move to Dept Queue [ View this Request
Filter Options clear all
One request found.
View »» Export current page to: CSV | Excel | XML | PDE
B By Current Owner Export all 1 records to: CSV
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3. 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.

) Vertafore Open Exchange - Ko X | 145 Handing Errars and Exceptions X | 1 x| g , x Warkspace x |+ v - & x

« ‘ 0 e fwopr/lic e g —QVXD-STIG-KNZT-RGKS-3ZIT-GPAI-MO48-SIWR e &« »0@ :

Google 1 V0K (B Band X Wi @ Seestorce (@ Workcy () Ariiste360 (B 57 (3 DOMTM [ ek @ Cama b PWRCPXUST @ Sra () Frame DA ePAL G2 Gllogn DA Producs 1D Mestng Taining @ Baecamp —— # | [] ther bookmarks
W

7 Switch To Comp | [EJ Switch to PM | Eg Available Tasks | € Help

Producer Onboarding

Personal Work Queue
My Requests (1)
Department Queues
Bulk (0)
Paper (0) Batch Actions
Principal (0)
Recruiter (1) One request found.
X-Bulk Child (0) o Current
Request Initiated
Error Queves D Name Status Current Milestone Recruiter x:ﬂlm Actions
Failed Bs (0)
Auto-Pilot Exceptions (285) 10260333 Bulk Connection Status June 2023 06/14/23 Pending Assigned to Licensing Dep... bolEY

¢ Personal Work Queue - My Requests

Shows all requests that are in your personal queue.

Key: ] Move to Dept Queve [ View this Request
One request found.

View »» Export current page to: CSV | Excel | XML | PDE
a By Current Owner Export all 1 records to: CSV

Filter Options clear all

| Assigned to me -

F) By Request Attributes

Channel

Bulk

Privacy Statement | Legal Disclaimer Powered by Sircon

4. If the request processed successfully, the file will be removed from your personal
work queue. This means that all the required information was accurate, and the
fransactions 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 Requests (0) Shows all requests that are in your personal queue.
Department Queues

Bulk (0)
Paper (0) Request Initiated _ )
Princial (0) mp  Mame Date  Status Current Milestone |Recruiter| Actions

Recruiter (1)
X-Bulk child (0)

Error Queues

Nothing found to display.

Note: For some bulk transactions, such as Bulk — Sales Authorizations and Bulk —
Terminations, the system will perform additional checks before updating the
producer record. For example, for a termination to be processed, a producer
will need to have an existing appointment.

Refer to the next section to learn how to spot check information in Producer
Cenftral to validate the updates were submitted successfully.
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VALIDATE UPDATES WERE SUBMITTED TO PRODUCER CENTRAL

If the request goes through successfully, you can perform the spot checks listed in the
fable below to validate the bulk transactions were submitted successfully. You can do
this by checking the individual producer records in Producer Cenfral.

Sircon
Licensing Companies Inquiries Express Services Administration 2, Producer Quick Search
Review/Update Individual
£ EASLEY, CORA Unrated Search Producer
External System ID Active BU NPN Resident State/License Additional States/Licenses
DEFAULT 1000000028 VAL T36178 AZ /1000000005
Expand All
Individual Details Agreements Locations and Departments Securities Information
Producer Business Rules Firm Associations Costs Authorization Overrides
Resident States Elvploymem History Education Credelntials 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
Licenses/Qualifications Background Investigations Transaction History
Appointments Business Units Professional Liability
New PX Request Verify Sales Authorization Review Sircon Subscription

Note: For more information about how to review the producer record, refer to
the Maintain Producer Records Quick Guide.

Bulk Transaction Type ] Producer Record Validation Steps \

« Navigate to the producer record
zglld(c;;ddress e Open the Contact Information quick link
o Expand the address type to see the full address
¢ Navigate to the producer record
« Open the Background Investigations quick link
» Verify the background investigation is in the record
« Navigate to the producer record
e Open the Business Units quick link
e Check that the business units are visible on the record
and contain a status of “Active”
« Navigate to the producer record

Bulk — Background
Investigation

Bulk — Business Units

Bulk - Business Units e Open the Business Units quick link
Inactivation e Check that the business units have a status of
“Inactive”

* Navigate to the producer record
e Click the Review Sircon Subscription button
« Verify the connection status matches the data file

Bulk — Connection
Status
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Bulk — Course
Completion PST

Navigate to the producer record
Open the Course Completions quick link
Check that the course was added to the section

Bulk - Course
Completion
Regulatory

Navigate to the producer record
Open the Course Completions quick link
Check that the course was added to the section

Bulk — Email Updates

Navigate to the producer record

Open the Contact Information quick link
Check that the email address is available in the
record

Bulk - External System
ID

Navigate to the producer record

Open the External Sys IDs quick link

Check that the external system ID(s) are available in
the record

Bulk - External System
ID Inactivation

Navigate to the producer record

Open the External Sys IDs quick link

Check that the external system ID(s) show up in the
record with the “Inactive” box checked.

Bulk — Professional
Liability

Navigate to the producer record

Open the Professional Liability quick link

Check that the professional liability coverage was
added to the record.

Bulk - Quick Load

Search for the producer using the producer quick
search

If you can find the producer, the bulk fransaction
completed successfully.

Bulk — Sales
Avuthorization

Navigate to the producer record

Open the Appointments quick link

Check that the appointment is visible in the record
and that the appointment is “Active”

Note: For the appointment to process, the producer needs
the correct licenses and qualifications. If the appointment is
not on the producer’s record, double-check the
Licenses/Qualifications section.

Bulk — Terminations

Navigate to the producer record

Open the Appointments quick link

Check that the appointment is visible in the record
and that the appointment is “Inactive.”

If you choose to disconnect the producer after
tfermination, click Review Sircon Subscription.

Note: For the termination to process, the producer needs to
have an existing appointment.
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« Navigate to the producer record
¢ Open the Firm Associations quick link
o Check that the associations is visible and correct.

Bulk — Update Firm
Associations

Troubleshoot Bulk Transactions that Contain Errors

In this section, we will learn how to review the errors on the datafile and cover common

errors that may cause your datdfile to fail.

If you see an “Error” in the Status field, the request was not processed successfully.

Producer Onboarding

?Switch To Comp | Switch to PM| [g Available Tasks

¢ Help

Personal Work Queue

My Requests (1)

¢+ Personal Work Queue - My Requests

Shows all requests that are in your personal queue.

Department Queues

Key: | Move to Dept Queue [ Edit Request
One request found.

Export current page to: CSV | Excel | XML | PDF
View »» Export all 1 records to: CSV

Filter Options. clear all

F By Current Owner

Bulic (0)

Paper (0) Batch Actions

Principal (0)

Recruiter (1) One request found.

X:Bulk Child (0) f;‘“"ﬂ Name Initiated oy 01, ¢ current Milestone Recruiter| CUTTent Workflow |,
Error Queues

Failed B1s (0) Iwzsssse 8ulk Connection Update 1 06/14/23 Error Assigned to Licensing Dep... Create Dependents =4 3'

Auto-Pilot Exceptions (283)

VIEW REQUEST ERRORS

1. Click on the Edit Request (C®) button to view the error details.

Personal Work Queue -+ Personal Work Queue - My Requests
My Requests (1)

Shows all requests that are in your personal queue.
Department Queues

Auto-Pilot Exceptions (29 5
ito-Pilot Exceptions (296) Key: =4 Move to Dept Queue (B Edit Request

One request found.
Filter Options clear all
Export current page to: CSV | Excel | XML | PDF

View »» Export all 1 records to: CSV

B) By Current Owner

Bulk (0)

Paper (0) Batch Actions

Principal (0)

Recruiter (1) One request found.

X-Bulk Child (0 [Initi. - - =

X:Bulk Child (0) Request Initiated i Racruiter ;:errent Workflow -
Error Queues pi2] |Date Status| P

Failed Bls (0) 10307311 Terminations_6.28.23 06/28/23 Error Assigned to Licensing Dep... Create Dependents DE

2. You will now see the Error Message Log. The log will describe the issue that was

found for each line of the CSV file.

Note: In the example below, the issue is that the value entered in the
Requested Termination States columnin line 1 is not a valid value.
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@ Agency: Terminations_6.28.23 » 4 Status: Error
Review and Assign

Error Messages Log

Resolve Errors »»

Bulk Processing

b For the transaction on line 1:
- The value entered for Requested Termination States was not a valid value.

An error accured while processing the file. Please correct the issues with the file and upload again for reprocessing.

3. Locate the issue in your CSV data file.
4. Troubleshoot and correct each issue listed in the error log.

Note: In the example below, the Requested Termination State in column “G”
was in the incorrect format. The file needed the state to be in the two-
character abbreviation, but we used the full state name.

A A B | C | D | E | F | G H | 1
1 Il 1000000028 Easley Virginia N
2 |IL 999123 Charron MD Y
3 |AGY 00-6233077 Dean and Davis Insurance Agency NM, OH, GA N

COMMON DATAFILE ERRORS

Here are common errors you may encounter while working with bulk fransactions.

Columns Do Not Match the Upload Instructions

The columns you use must exactly match the bulk fransaction upload instructions. If you
miss a column or add an unnecessary column, you will receive an error.

In the example below, the instructions requested us to insert information from columns
A-l for the Bulk — Quick Add transaction. We accidentally inserted an empty column
(column B). This made all the remaining columns fall out of sync.

Incorrect Datafile Example

A A « D E F G H J
g Home
AGY 00-9900123 Grown AGENCYID 889075 LIFE
Insurance
1 Inc.
21 1100000028 | shelby DEFAULT 852008 LIFE
ENI 999000333 Allen AGENTCODE 229014 HEALTH

Here is the error log we received for this transaction. You will see that all the required

information after column “A" (Entity Type) is missing.
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@ Agency: Incorrect Column Example w & Status: Error

Review and Assign

Error Messages Log

Resolve Errors »»

Bulk Processing

¥ For the transaction on line 1:

- TIN is required.

- Name (Last / Agency) is required.

- The value entered for NPN must be numeric.

- The value entered for Business Unit Short Name was not a valid value.
For the transaction on line 2:

- TIN is required.

- NPN is required.

- The value entered for Business Unit Short Name was not a valid value.
For the transaction on line 3:

- Name (Last / Agency) is required.

- The value entered for Business Unit Short Name was not a valid value.
An error occured while processing the file. Please corract the issues with the file and upload again for reprocessing.

Correct Example

We corrected the file by making sure the datafile columns match the upload
instructions.

A A B [« D E F G H
Home
AGY | 009900123 Grown AGENCYID 889075 LIFE
Insurance
1 Inc.
2L 1100000028 | _Shelby DEFAULT 852008 LIFE
30 IL 999000333 Allen AGENTCODE 229014 HEALTH

Data does not Match Existing Records in Producer Central

Before transactions can update the producer record, the system needs to locate the
producer. If the data does not exactly match the producer record in Producer Central,
you will receive an error message. Common fields that cause errors are:

¢ Entity Type (IL or AGY)

¢ Name (Last Name of an individual producer or Full Name of a firm)
e NPN

e SSN

e EIN

Incorrect Datafile Example

In the example below, we entered incorrect information for the Bulk — External System
ID transaction. The datafile has three errors:

e Line 1 —Incorrect EIN Number
e Line 2 —Incorrect Entity Type
e Line 3 - Last Name Spelled Incorrectly

4 A B C D E F G H
. r
AGY | 444444444 Dean and Davis AGENCYID 8253
1 Insurance Agency
2| AGY 000999123 Charron DISTCD NW-WA
3 IL 1000000028 Eastley AGENTID 5234897
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In the Error Messages Log, we received an unknown system error. If you do not see
specific fields called out, you should check your datafile and make sure all the
information matches Producer Central.

@ Agency: Incorrect Data Required Fields w &@ Status: Error
" Review and Assign |

Error Messages Log

Bulk Processing Resolve Errors »»

» Unknown system error. Please see description for more information.

An unknown error occurred. We recommend that you log out, log back in, and try to repeat your last action. If the error
persists, please contact Sircon Client Services.

Correct Datdfile Example

We corrected the file by making sure the producer data matched the records in
Producer Central.

A A B C D E F G H
AGY | 00-6233077 Dean and Davis AGENCYID 8253

1 Insurance Agency

2L 000959123 Charron DISTCD NW-WA

3L 1000000028 Easley AGENTID 5234897

Datadfile Contains a Header

You will also receive an error message if your datafile contains a header.
Incorrect Datafile Example

In the example below, we forgot to delete the file header.

A—A B C D F E el H

Entity First Email External System ID
1] 1ype TIN NPN Name Name |Address Type Codes External System ID
2 IL 1000000028 Easley AGENTID 523489/

In the Error Messages Log, we received an unknown system error.

4 Agency: Header Error w @ Status: Error

Review and Assign

Error Messages Log

Bulk Processing Resolve Errors »»

» Unknown system error. Please see description for more information.

An unknown error occurred. We recommend that you log out, log back in, and try to repeat your last action. If the error
persists, please contact Sircon Client Services.
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Correct Datafile Example

We corrected the file by deleting the file header.

| | 1000000028 | FEasley | AGENTID [ 5234897

A A B ‘ C D E F G , H
il

Data in the File is Not Formatted Properly

Certain fields need to be in a specific format. For example:
e Dates need to be in the MM-DD-YYYY format with dashes

e Numbers need to be in a numeric format (instead of Text)
e Fields that need a leading zero (for example Address Type Codes)

If the information in the datafile is not formatted correctly, you will receive an error.
Incorrect Datafile Example

In the example below, the date is in the incorrect format.

A A B C D E F G H I J K
1000000028 | Easley Quest CE Conflicts of OH 42172023 | 05 AHI
1 Interest
000999123 Charron iCapital Treasury MD 5/13/2023 2 2004ANU
2 Securities

In the Error Messages Log, we received an error that lists which column to fix and gives
the valid formatting for the field.

@ Agency: Incorrect Formatting w @ Status: Error

Review and Assign

Error Messages Log

. r 7
Bulk Processing Resolve Errors =»

} For the transaction on line 1:
- The value entered for Completion Date must be a valid date (mm-dd-yyyy).
For the transaction on line 2:
- The value entered for Completion Date must be a valid date (mm-dd-yyyy).

An error occured while processing the file. Please correct the issues with the file and upload again for reprocessing

Correct Datafile Example

We corrected the file by correcting the formatting of the fields.

A A B C D E F G H I J K
1000000028 | Easley Quest CE conflicts of OH 04212023 | 0.5 AHI
1 Interest
000999123 Charron iCapital Treasury MD 05-13-2023 2 2004ANU
2 Securities
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Close Bulk Tr

ansaction Requests with Errors

After you correct the issues with the bulk transaction datafile, you can reupload the file
by following the steps below.

1. From the Error Messages Log, click the Resolve Errors button.

@ Agency: Terminations_6.28.23 w

& Status: Error
Review and Assign
Error Messages Log
Bulk Processing
» For the transaction on line 1:
- The value entered for Requested Termination States was not a valid value.
An error occured while processing the file. Please correct the issues with the file and upload again for reprocessing.
@ Agency: Terminations_6.2: - @ Status: Error
4 (o Sl 1 S )
Appointment States
Summary Information
Packet Type Bulk Terminations
Request 1D 10307311 Print
Current Workflow Step Create Dependents
= Individual Demographics
Name BULK TRANSACTION
Birth Date
NPN
Email Address
“privacy Statement | Legal Disclaimer Powered by Sircon
. .
3. Click the Remove File button.
@ Agency: Terminations_6.28.23 w @ Status: Error

4 |

| Resolve | P

Upload Instructions

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

& Instructions

V Data File to Upload
Remove File

Reference_ sV

Back

Continue
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4. Click Choose File.

@ Agency: Terminations_6.28.23 w @ Status: Error
4 I y | Resolve [ | b .
Upload Instructions
Note: Either SSN or NPN must be provided to process individual producers.
& Instructions
hagsea . CSV Data File to Upload
Choose File N file chosen
Back Continue |
x
R R N » Lauren - Vertafore, Inc > Bulk Uploads ~ Q| SemchBuk Uploads »
Crganize ©  New folder - @ @
> = Bukupl sl Raisadiia _ i
Carrier Fast Tia, B Bulk Spresdsheet Reference Terminations Corre... & 6/29/2023 224 PM Microsoft Excel Com.. 1KB I
> 0 Course Outline " >~
> 7 Desktep B9 Bulk Spreadsheet Reference Header @ 6/29/2023 1551 PM Microsoft Excel Com.. 158
> 7 Documents B Byl Spreadsheet Reference Incomect Data @ 6/29/2023 112 PM Microsoft Excel Com 148
5> T Lauren @ Worl B° Bulk Spreadsheet Reference Wrong Data @ 6/29/2023 12:59 PM Microsoft Excel Com. 158
3 I Microsoft Tean B Bulk Spreadsheet Reference_Column Wrong @ 2972023 12:21 PM Microsoft Fxcel Com. 148
5 5 Picures B Bulk Spreadsheet Reference_Terminatians @ /2872003 1:24 PM Microsoft Fxcel Com... 158
> I Recordings ulk Spreadsheet Reference Sales Auth @ 6/27/2023 3:20 PM Microsoft Frcel Com. 158
ST Snagit B gulk Spreadsheet Referance Quick Add @ 621/2023 2:58 PM Microsoft Fxcal Com. 1%8
N logaAnimation B Bulk Spreadsheet Reference_Professional Liabilty &) B24/2023 12:52 PM Microsoft Excel Com, 148
3 & OneDrive B Hulk Spreadsheet Reference_Inactivate kot Syst L. ) B/21 11:54 AM Microsoft bxcel Com.. 1ke
3 Bulk Spreadsheet Reference_bxt System 1D Upd.. @ /2172022 1121 A Micros m.. 148
Docnents # B Bulk Spreadsheet Reference_Email Updates 62742023 10:34 AM Microsoft Excal Com. 148
B Bulk Spreadsheet Reference PST 6/27/2023 045 AM Microsoft Excel Cor K8
Pictures 4
Fike name: | Bulk Sprearisheet Reference_Terminations Correction < | ANFiks v
Open Cancel
6. Click Continve
@ Agency: Terminations_6.28.23 w @ Status: Error
4 \ [ Resoive [ 4 .

Upload Instructions

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

& Instructions

Choose a CSV Data File to Upload

Choose File | Bulk Spreads...orrection.csv

Back
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7. Click Resume Workflow to reprocess the request and resolve the errors.

@ Agency: Terminations_6.28.23 w @ Status: Error
4 T Finish

Once you are satisfied with your changes, clicking Resume Workflow below will resolve these issues and restart the
workflow for this request.

Back | Resume Workflow

8. The request will appear in your Personal Work Queue. It may take time to process
the request. Refresh your browser to monitor the status of the request.

| Producer Onboarding |

Personal Work Queue .+ Personal Work Queue - My Requests
My Requests (1) Shows all requests that are in your personal queue.
Department Queues

Bulic (0)

Paper (0) Batch Actions

Principal (0)

Recruiter (1) One request found.

X-Bulk Child (0) Request Initiated o+ o |current Milestone Recruiter. g:arrent Workflow |, 4o
Error Queues ip Date P

Failed Bls (0) 10307311 Terminations_6.28.23 06/28/23 Pending Assigned to Licensing Dep... Create Dependents =4 [Q

Auto-Pilot Exceptions (301)

Key: ] Move to Dept Queve [ View this Request
One request found.

Export current page to: CSV | Excel | XML | PDE
View »» Export all 1 records to: CSV.

£) By Current Owner

Filter Options clear all

9. When the file has processed successfully, it will disappear from your Personal
Work Queue. You can then Validate that Updates Were Submitted to Producer
Central.

Note: If the Status of the datafile is “Error,” there are still issues with your datafile.
Repeat the steps to Troubleshoot the Bulk Transactions that Contain Errors.

Sircon

ZSwitch To Comp |E Switch to PM| Bf Available Tasks | @ Help
Producer Onboarding

Personal Work Queue ~+ Personal Work Queue - My Requests
My Requests (0}
Department Queues
Bulk (0)
Paper (0) Request
Principal (0) 1D
Recruiter (1)
X-Bulk Child (0}
Error Queues
Failed Bls (0)
Auto-Pilot Exceptions (301)

Shows all requests that are in your personal queue.

Initinted| o .tus Current Milestone Recruiter| Actions

Mothing found to display

Filter Options clear al
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Search for Bulk Transaction Requests

After requests are created, you can use filters and search functions to locate bulk
transactions and search requests. This is helpful if you need to see a historical record of
the requests or to perform advanced troubleshooting.

In this section, we will cover how to use the filters and search fields to find requests.

Search & Filter from the Selection Panel

The selection panel is located along the left-hand side of the Workspace. At the top of
the panel, you will see a list of the queues within your company in yellow.

As you scroll down you will see Filter Options and Search Options listed in grey. These
functions work in conjunction with one another to allow you to create sophisticated
views of request records.

7 Switch To Comp | [EJ Switch to PM Available Tasks | @ Help

Producer Onboarding

Personal Work Queue
My Requests (0}

Department Queues
Bulk (0)

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

Papsr (0) Request
Principal (0) 1D

Name

Initiated =
D Actions

Status Current Milestone ‘ Recruiter|

Recruiter (1 Nothing found to display.
X-Bulk Child (0)
Error Queues

Failed Bls (0)

Auto-Pilot Exceptions (301)

Filter Options. clear all

PEE—
View »»

£ By Current Owner

| Assigned to me v

By Request Attributes

Channel
| Buikc -

“Privacy Statement | Legal Disdlaimer Powered by Sircon

Here are the different Filter Options that are available:

e Clear All: Use this option to reset the currently selected filters. This will allow you to
pull a new request query.

o Clicking this button does not remove the requests from the previous
search.

e View: Use this option to process the search. The View button is located at the top
and at the bottom of the selection panel.
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e By Current Owner: Use the dropdown menu to filter the requests by the owner of
the request. The options available are:

o <No owner criteria> — Displays the requests for all users.

o Assigned to me - Displays the requests for requests that are assigned to
you.

o <Unassigned> - Displays the unassigned requests.

o Assigned to a Specific User — Displays the requests assigned to a specific
user. If you select this option, another dropdown item appears with a list of
the employees.

| Producer Onboarding | i
Filter Options clear all 10293066 Address Text 06/26/23 Processed Packet completed Processed N @ = -
[ view» | 10294619 BU Update_6.26.23 06/26/23 Processed Packet completed Processed | AR
B3 By Current Owner 10294651 BU Inactivation_6.26.23 06/26/23 Processed Packet completed Processed | @R
[ <No owner criteria> v 10294745 Course Regulatory Updates_6.26.23 06/26/23 Processed Packet completed Processed o @@
10296134 PST Course Updates 06/27/23 Processed Packet completed Processed = E
£ By Reguest Attributes 10296166 Email Updates_6.27.23 06/27/23 Processed Packet completed Processed H @A E
Channel 10296212 External System ID_6.27.23 06/27/23 Processed Packet completed Processed R
EU”‘ - 10296274 Inactivate Ext System IDs_6.27.23 06/27/23 Processed Packet completed Processed = @
p‘:.‘:gg:pal 10296331 Professional Liability_6.27.2023 06/27/23 Processed Packet completed Processed o @
E;m:irhﬂd = 10296363 quick Add Producers_6.27.23 06/27/23 Processed Packet completed Processed = @
- ANIANGED calar awebncizasdan & 37 33 NS S3TI3) peazarsad pazbae samelavad oS4 o -3

e By Request Attributes: Use this option to filter the requests by channels, request
types, status, or by queue type.

o Channels refer to the origin of the fransaction request (such as Bulk or
Recruiter).

o Request Types are the packet types (such as Business Units or Quick Load).
o Status refers to the status of the request (such as Open, Pending, or Error).

o Queue Type refers to the workflow queue associated with the request. This
is only available if configured through user security settings. Bulk
fransactions are not associated with any queues.

Note: To select multiple criteria, hold down the CTRL key and click the options
to select criteria. When you are finished, click the View button.

\' Producer Onboarding
Channel 10300962 sales Authorization_6.27.23 06/27/23 Processed Packet completed Processed = YT} -
s::;r - 10301521 Terminations_6.27.23 06/27/23 Processed Packet completed Processed - Q i
Principal 10306878 Connection Status Update_6.28.23 06/28/23 Error Assigned to Licensing Dep... Create Dependents ==Y
Recruiter
¥-Bulk Child - 10307311 Terminations_6.28.23 06/28/23 Processed Packet completed Processed L] & 2
Request Types 10313139 Incorrect Column Example 06/29/23 Error Assigned to Licensing Dep... Create Dependents ¥ @
B“:‘dmess Updates - 10313166 Wrong Data Exanple 06/29/23 Error Assigned to Licensing Dep... Create Dependents ¥ @
Background Investigation 10313175 Incorrect Data Example 06/29/23 Error Assigned to Licensing Dep... Create Dependents & @
Business Units. -
Riicinace Iinite Tnactivatic 10313178 Incorrect Data Required Fields 06/29/23 Error Assigned to Licensing Dep... Create Dependents L SE-Y
3
10313188 Header Errar 06/29/23 Error Assigned to Licensing Dep... Create Dependents ¥ @
Status
Closed ~ 10313201 Incorrect Formatting 06/29/23 Error Assigned to Licensing Dep... Create Dependents ¥ @
g:aHru\d Key: = Move to Dept Queve ‘%] Move to your Queue [, View this Request [{3 View Related Requests
Open 66 requests found, displaying 51 to 66. [Eirst/Prev] 1, 2, 3 [Next/Last]
Pending Export current page to: CSV | Excel | XML | PDF
Processed. e Export all 66 records to: CSV
Queue Type
Licensing -
Producer
Recruiter
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e By Request ID: If you know the Request ID, you can type this in to open the

request directly.

e By Request Date: Use the Calendar button (=) to select the Begin Date, End
Date, or use both to enter a date range of the request.

o You can also type the date(s) using the MMDDYYYY format.

e By Producer Atftributes: Use the search fields to type the Name of the Request,
the SSN of a producer within the file, or the EIN of the agency/firm in the file.
When you are finished, click the View button.

Note: You will need to type the full name or the SSN/EIN number of the
Producer. Wildcard searches are not available for these fields.

| (7'Switch To Comp | EJ switch to PM [ Available Tasks | § Help

Queue Type

Licensing =
Producer

Recruiter

Request IDL |
Include Related Requests

Expired Requests Only[ |
By Request Date

Begin datef- 'j

End da(e'—‘_—ég

By Producer Attributes

Name

ssu[ |

View »»

-

1. Use the filter and search criteria listed above to find the requests you need.

2. Click View to locate the requests.

| Producer Onboarding |

10294621 CORA EASLEY

10234653 CORA EASLEY

View »»
& Bycu

10296115 CORA EASLEY
) By Reguest Attributes

10296137 CORA EASLEY

Channel

- 10296340 CORA EASLEY
Paper 10301522 CORA EASLEY
Principal
Recruiter 10313213 CORA EASLEY
X-Bulk Child -

Request Types

Bulk -
Address Updates
Background Investigation
Business Units.

Riicinace 1nite Tnartatic
»

9 requests found, displaying all requests.

Export all 9 records to: CSV

1

Status

Closed =
Error

On Hold

Open

Pending

Processed il

Privacy Statement | Legal Disclaimer

Key: [QView this Request {3 View Related Requests

Export current page to: CSV | Excel | XML | PDE

06/26/23
06/26/23
06/27/23
06/27/23
08/27/23
06/27/23
06/29/23

Processed Packet completed
Processed Packet completed
Processed Packet completed
Processed Packet completed
Processed Packet completed
Processed Packet completed

Processed Packet completed

Processed (& [
Processed | (S [

Processed (9 [

Processed (8 [

7
-]
3
Processed [Q W&
5
Processed | (8 [

1

Processed (G /3

Powered by Sircon
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3. You can now see the requests that meet your search criteria.

Producer Onboarding

*Switch To Comp |8 5

tch to PM| B Available Tasks

T Help

Personal Work Queue
My Requests (0)

Department Queues.
Bulk (0)
Paper (0)
Brincipal (0)
Recruiter (1)
%-Bulk Child (0)

Error Queues

Failed Bls (0)
Auto-Pilot Exceptions (301)

Filter Options clear al

View »»

@ By Current Owner

£ By Request Attributes

Channel
Bulk

Paper
Principal
Recruiter
¥-Bulk Child

Privacy Statement | Legal Disclaimer

Navig

ator - Custom

Shows requests using your customized filter options.

Batch Actions

66 requests found, displaying 1 to 25.

Request
ID

4644886
4644887
4644922
4644923
4644938
4644965
4644986
4645023
4646519

5816045

Name

Bulk AGT €D
Bulk Dist CO
Bulk AGT €D 2
Bulk DIST CD 2
Bulk Addr 1
ENT CON CD 1
Bulk Email 1
Bulk Addr 2
Bulk Addr 2

10 14 2020 test martinez eno add a year to expire

Initiated
Date

08/06/19
08/06/19
08/06/19
08/06/19
08/06/19
08/06/19
08/06/19
08/06/19
08/08/19

10/14/20

Status

Processed
Processed
processed
Processed
Processed
Processed
Processed
Processed
Closed

Closed

Current Milestone

Packet

Packet

Packet

Packet

packet

Packet

Packet

Packet

Packet

Packet

completed
completed
completed
completed
completed
completed
completed
completed
rejected

rejected

Recruite:

[First/Prev] 1, 2, 3 [Next/Last]
. Current Workflow
Step
Processed

Actions

Processed

Pracessed

Processed

Processed

Processed

Processed

bbbkl

Processed

"]

Create Dependents

Create Dependents | (S

Powered by Sircon

4. Follow the steps in the next sections to learn more options to process the

requests.

SORT REQUESTS

You can sort the data in the request table by clicking on a column header.

Note: In this example, we are clicking on the Initiated Date column header to
see the newest requests first.

Producer Onboarding

*Switch To Comp |[EJ Switch to PM| B Available Tasks

T Help

Personal Work Queue
My Requests (0)

Department Queues.
Bulk (0)
Paper (0)
Brincipal (0)
Recruiter (1)
%-Bulk Child (0)

Error Queues

Failed Bls (0)
Auto-Pilot Exceptions (301)

Filter Options clear al

View »»

@ By Current Owner

£ By Request Attributes

Channel
Bulk

Paper
Principal
Recruiter
¥-Bulk Child

Privacy Statement | Legal Disclaimer

Navig

ator - Custom

Shows requests using your customized filter options.

66 requests found, displaying 1 to 25.

Request
1D |

10313201
10313188
10313178
10313175
10313166

10313139

Name

Incorrect Formatting

Current Milestone

10307311

10306878

10301521

10300362

Header Error 06/29/23
Incorrect Data Required Fields 06/29/23
Incorrect Data Example 06/29/23
wrong Data Exanple 06/29/23
Incorrect Column Example 06/29/23
Terminations_6.28.23 06/28/23
Connection Status Update_6.28.23 06/28/23
Terminations_6.27.23 06/27/23
sales Authorization_6.27.23 06/27/23

Error Assigned to Licensing
Error Assigned to Licensing
Error Assigned to Licensing
Error Assigned to Licensing
Error Assigned to Licensing
Error Assigned to Licensing
Processed Packet completed

Error Assigned to Licensing

Processed Packet completed

Processed Packet completed

Recrui

Dep...
Dep...
Dep...
Dep...

Dep. ..

Dep...

Dep...

liter

Batch Actions

[First/Prev] 1, 2, 3 [Next/Last]

g;r;entWDrkﬂuw —

Create Dependents ¥ @
Create Dependents| @ (&
Create Dependents & @
Create Dependents @ @
Create Dependents ¥
Create Dependents @ @
Processed = 3 &
Create Dependents L=
Processed L] Q iz
Processed | = 8 &

Powered by Sircon
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NAVIGATE REQUESTS

In the First/Prev. section, you can click on the page numbers or click Next or Last to
move between request screens.

| Producer Onboarding |
Personal Work Queue & Nav|gator - Custom
0
My Bequests (0) Shows requests using your customized filter options.
Department Queues
Bulk (0)
Paper (0) Batch Actions
Principal (0)
Recruiter (1) 66 requests found, displaying 1 to 25. [First/Prev] 1, 2, 3 [Next/Last]
x o ey | S U
:Bulk Chld (0) Request npme ‘M © Status  Current Milestone Recrulter| Actions
Error Queues I | Date | Step | [
Failed Bls (0 10313201 Incorrect Formatting 06/29/23  Error Assigned to Licensing Dep. .. Create Dependents LY
. Rtions (301) 10313188 Header Error 06/29/23  Error Assigned to Licensing Dep... Create Dependents | | (Q
Filter Options cleac all 10313178 Incorrect Data Required Fields 06/29/23 Error Assigned to Licensing Dep... Create Dependents U @
o 10313175 Incorrect Data Example 06/29/23 Error  Assigned to Licensing Dep... Create Dependents| @ (R
@ By Current Owner 10313166 Wrong Data Exanple 06/29/23  Error Assigned to Licensing Dep. .. Create Dependents U R
) By Request Attributes 10313139 Incorrect Column Example 06/29/23 Error Assigned to Licensing Dep... Create Dependents % @
Channel 10307311 Terminations_6.28.23 06/28/23  Processed Packet completed Processed @) Q i
::::l;r = 10306878 Connection Status Update_6.28.23 06/28/23  Error Assigned to Licensing Dep... Create Dependents AU @
Principal 10301521 Terminations_6.27.23 06/27/23  Processed Packet completed Processed L) Q
Recruiter
X-Bulk Child v 10300962 Sales Authorization_6.27.23 06/27/23  Processed Packet completed Processed b | Q ia v
Privacy Statement | Legal Disclaimer Powered by Sircon

EXPORT LIST OF REQUESTS

At the bottom of the request page, you will see options to either export a list of the
requests from the current page to the following file formats:

CSVv
Excel
XML
PDF

You can also export a list of all the requests to a CSV datafile.

| Producer Onboarding
— = TUIBGY8  TEXASAPPTESTZ U9y ZI7Z1 FTOCESSEd PAackeTr COMpTETEn Frocesseq & &g
Address Updates -
Background Investigation 7249951 aquick 11/22/21 Closed  Assigned to Licensing Dep... Create Dependents [
Business Units . ;
Ruicinace |inite TnacHustis 7348236 demo 12/22/21 Closed  Update Batch Action Statu... Create Dependents |54
4 » -
7348291 appoint 12/22/21 Closed  Update Batch Action Statu... Create Dependents (@
Status
Cosed = 7348293 appoint 12/22/21 Closed  Update Batch Action Statu... Create Dependents | [
Error 7348294 terminate 12/22/21 Closed Update Batch Action Statu.. Create Dependents [Q
On Hold
Open 7968628 Bulkappt_Pnasil 05/09/22 Processed Packet completed Processed & i
Pending .
Processed - 7968644 BulkAuth-Pmasi2 05/09/22 Processed Packet completed Processed R =
Queue Type 7968655 Bob Packet Creation 05/09/22 Closed Packet rejected Create Dependents [
7 Bobs Packet Creation for Automation Processed Packet complete Processe [FF]
:;“Z“S‘“g - 7968659 Bobs Pack fon f i 05/03/22 4 Pack Teted d
roducer
Recruiter 7968730 Bobsattempt2 05/09/22 Processed Packet completed Processed M 52
7968734 BobsAttempt3 05/09/22 Closed Packet rejected Create Dependents [
Request 1D[" Key: [ View this Request ({1 View Related Requests
Include Related Requests z = [First/Prev] 1, 2, 3 [Next/Last]
Export current page to: CSV | Excel | XML | PDF
Expired Requests Only( ]l Export all 66 records to: CSY
B By Reguest Date
Begin datef | hd
Privacy Statement | Legal Disclaimer Powered by Sircon
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VIEW REQUEST DETAILS

If you locate a request you want to view, click the View this Request (%) button.

| Producer Onboarding |

Personal Work Queue &
My Requests (0)
Department Queues
Bulk (0)
Paper (0)
Principal (0)
Recruiter (1)
X-Bulk Child (0)
Error Queues
Failed Bls (0)
Auto-Pilot Exceptions (301)

Filter Options clear al
View »»
By Current Owner
| <No owner criteria> v

£ By Request Attributes

Navigator - Custom

Shows requests using your customized filter options.

66 requests found, displaying 26 to 50.
Request
1D

9204812

9204821

9403097

9505929

9505931

9508625

9508627

9508629

|N.luu

Bob Bulk 0G

Bob Bulk 2

Test1.17.2023
Termination of Agent Test
Appointment terminations
Terminate agents
Terminate agents

Terminate

|Date
12/21/22

12/21/22
01/17/23
01/30/23
01/30/23
01/31/23
01/31/23

01/31/23

Status
Processed
Processed
Processed
Processed
Processed
Error
Processed

Processed

Current Milestone
Packet completed
Packet completed
Packet completed
Packet completed

Packet completed

Assigned to Licensing Dep...

packet completed

packet completed

Batch Actions

[First/Prev] 1, 2, 3 [Next/Last]

Recruiter Current Workflow
step

Processed

Processed

Processed

Processed

Processed

Processed

Processed

|

A

kB

This will open the request details.

| @ Workspace |

@ Agency: Bob Bulk 0G w
Summary

[ ZSwitch To Comp | B9 Switch to PM| § Help

@ Status : Processed

Appointment States

Packet Type

Request ID

Current Workflow Step

~ Individual Demographics

Name

Summary Information

BULK TRANSACTION

| Print

ASSIGN REQUESTS TO QUEUES

If you need to assign a request to your Personal Work Queue, click the Move to Your
Quevue button (¥).

| Producer Onboarding ]

Personal Work Queue &
My Reguests (0)
Department Queues
Bulk (0)
Paper (0)
Principal (0)
Recruiter (1)
X-Bulk Child (0)

Error Queues

Eailed Bls (0)
-Fi ations (301)
Filter Options clear all
View »»

By Current Owner

| <No owner criteria> v

Navigator - Custom

Shows requests using your customized filter options.

66 requests found, displaying 26 to 50.

Request

Current Milestone

Batch Actions

(First/Prev] 1, 2, 3 [Next/Last]

‘Current Workflow

D |!lnmg |Date ‘Ms Rm\sup lm
9204812 Bob Bulk 0G 12/21/22 Processed Packet completed Processed R
9204821 Bob Bulk 2 12/21/22 Processed Packet completed Processed 2§
9403097 Testl.17.2023 01/17/23 Processed Packet completed Processed 5}
9505929 Termination of Agent Test 01/30/23 Processed Packet completed Processed Q i
9505931 Appointment terminations 01/30/23 Processed Packet completed Pracessed @ &=
9508625 Terminate agents 01/31/23 Error Assigned to Licensing Dep... Create Dependents

9508627 Terminate agents 01/31/23 Processed Packet completed Processed
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Section: Search for Bulk Transaction Requests

Click on the My Requests queue from the selection panel.

Producer Onboarding
Pecsonal Wock Quee ~ Navigator - Custom
My Requests (1 " "
Shows requests using your customized filter options.
DepSHmEnT Qe
Bulk (0)
Paper (0) Batch Actions
Principal (0)
Recruiter (1) 66 requests found, displaying 26 to 50. [Eirst/Prev] 1, 2, 3 [Next/Last]
g I iti
X-Bulk Child (0) Request l Initiated s Current Mil - R iter Current Workflow | R
Error Queues 1D Date |
Failed Bls (0) 9204812  Bob Bulk 0G 12/21/22 Processed Packet completed Processed Q
Auto-Pil Eptic
uto-Pilot Fxceptions (300) 9204821 Bob Bulk 2 12/21/22 processed Packet completed processed a
Filter Options clear all 9403097 Test1.17.2023 01/17/23 Processed Packet completed Processed (=}
A 9505929 Termination of Agent Test 01/30/23 Processed Packet completed Processed (=
B By Current Owner 9505931 Appointment terminations 01/30/23 Processed Packet completed Processed Y
< to:owner. aiterta> 203 9508625 Terminate agents 01/31/23 Error Assigned to specialist Create Dependents | 4] ~ 4
9508627 Terminate agents 01/31/23 Processed Packet completed Processed Q

You will now see the request appear in your Personal Work Queue.

*Switch To Comp |[EJ Switch to PM| B Available Tasks | F Help
Producer Onboarding
Personal Work Queue -+ Personal Work Queue - My Requests
My Requests (1) Shows all requests that are in your personal queue,
Department Queues
Bulk (0)
Paper (0) b Acn
Principal (0)
Recruiter (1) One request found.
Ee e ) Request yome Initiated oy atus Current Milestone Recruiter CUrrent Workflow g
Error Queues pis] Dats Step
Failed BIs (0) 9508625 Terminate agents 01/31/23 Error Assigned to specialist Create Dependents 9 (8
Auto-Pilot Exceptions
2o Key: = Move to Dept Queue [ Edit Request
Filter Options clear all One request found.
Export current page to: CSV | Excel | XML | PDF
View »» Export all 1 records to: CSV
£) By Current Owner
| Assigned to me v
B By Request Attributes
Channel
|Bulk -
Privacy Statement | Legal Disclaimer Powered by Sircon
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Section: APPENDIX 1: Sircon for Carriers Help Resources

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.

With 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
@ L Q
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

]

5 ﬁ? e

’O‘ Ll
y 1

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

Cannot 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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https://support.vertafore.com/Support/vf_VertaforeHome
https://sirconwalkup.vertafore.com/apex/sc_ContactSupport

>4 Vertafore

Section: APPENDIX 2: Document History

APPENDIX 2: Document History

Version Revision Date Revision Record
1.0 6/14/2023 Original Document
2.0 10/31/2024 Added Bulk — Update Firm Associations instructions.
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999 18th St | Denver, CO, 80202 | 877.876.4430| Vertafore.com
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purposes only. Vertafore makes no warranties, express or implied, with respect
to the information provided here. Information and views expressed in this
document may change without notice. The names of actual companies and
products mentioned herein may be the frademarks of their respective owners.



