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Overview

Sircon for Carriers is changing the way carriers connect with agents to help build lasting,
productive sales relationships. Sircon Producer Central is expanding beyond the back
office and onto the all-new Sircon Platform, enabling carriers to deliver an outstanding
agent experience while extending their brand directly to the agent community via the
Sircon network.

This guide gives an overview of the new Sircon look & feel, security access, and new
capabilities that are unique to Producer Central.
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Sircon Dashboard Overview

Navigation

Producer Central has a new header to make it easy to switch between the classic
Producer Central views and the new Sircon view.

1. Use the Application Switcher in the upper right-hand corner to move between
the classic Producer Administration view and the new Dashboard view.

. 1
Sircon | Lansing Mutual * . Al B ;

mbrandt@

Licensing Companies Inquiries Express Services Administration

GO TO

ng producers with e e anced Pro c Dashboard
ABC Agency

LEEREEEEN RN Producer Administration
CARRIERDEMO, TESTI
SPINGOLA, JILL
Jackson Health

Producer Network
Add Producer
Add Producers in Bulk

Bulk Transactions & Service Requests Bulk Transactions & Service Requests

B Sy & &y k1

2. Selecting Dashboard will fake you to the new Sircon view.

. Meagan Brandt
Sircon ‘ . mbrandt@vertafore.com
P OVERVIEW
Dashboard
Profile Welcome to the new Sircon
Ll
Reporting L . ) ) )
We're continuing to work on new features that will provide more powerful tools for managing your producers. Here are a few things
{@}ﬂ you can do right now.

Note: Some features below require special permission to get access. Reach out to your system administrator if you have questions.

Dashboeard

( I ) You are here. This is where you'll get high level visibility into any active programs, tasks, or workflows currently in progress. High priority and actionable
items will show up here.

Document Sharing

Share a document with multiple producers through a bulk process or share with one producer at a time. You can also add internal documents that are
only visible to people within your company.

2&% Manage Documents & Bulk Sharing

Interactive Reporting
1 I I I Create and download customizable operational and transactional reports for your company as well as the producers who sell for you.

Reporting

© Vertafore Inc. 4
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3. When in the new view, use the same Application Switcher to switch back to the
classic Producer Administration view.

Sircon | Lansing Mutual ‘ . mbrandt@v

/. OVERVIEW GOTO
pashboard —

Profile Welcome to the new Sircon Producer Administration

Dashboard

Iﬂ Bulk Transactions & Service Requests  eLassic

Reporting L ) . i :
We're continuing to work on new features that will provide more powerful tools for managing your producers. Here are a few things
{fg‘}a you can do right now.
Admin

Note: Some features below require special permission to get access. Reach out to your system administrator if you have questions.

Dashboard

( l ) You are here. This is where you'll get high level visibility into any active programs, tasks, or workflows currently in progress. High priority and actionable
items will show up here.

Document Sharing
| -_— I Share a document with multiple producers through a bulk process or share with one producer at a time. You can also add internal documents that are
_ﬁ only visible to people within your company.

2&% Manage Documents & Bulk Sharing

Interactive Reporting
| 1 I I I Create and download customizable operational and transactional reports for your company as well as the producers who sell for you.

Reporting

Overview of the New View

The new Sircon modernizes how you access information about your producers. New
features will continue to be available in this new view.

Current capabilities include:

e Dashboard to get high level visibility into in progress work.

e Profile to manage your branding when communicating with your Sircon network
of producers.

e Interactive Reporting to allow users to create flexible reports with custom search
criteria and output.

e Administration tasks, including managing user access to new features and
sharing documents with a set of producers.

Note: Interactive Reporting is now accessed by using the Dashboard
option. Itis no longer accessible from the classic view Inquiries menu.

Also note the configuration to grant user access to Interactive Reporting
has moved to the Mange Users and Configure Access tabs of the Admin
Menu in the new view. See Configuring User Access for more details.

More information about Interactive Reporting can be found in the
Interactive Reporting Quick Guide in the Printable Help Guides section of
the online help.

© Vertafore Inc. 5
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INDIVIDUAL PRODUCER PROFILE

Additional producer information is also available in the new Sircon view. You can
access the updated profile from the Review/Update Individual page in Producer
Cenfral. Click the arrow next to the producer’'s name and select Producer Profile New.

. ‘ p)
Sircon | Lansing Mutual A . Meagan Brandt

mbrandt@vertafore.com

Licensing Companies Inquiries Express Services Administration 4 Producer Quick Search

Review/Update Individual

& ADELBERG, MEAGAN Unrated E Search Producer

External System ID GOTO N Resident StatelLicense Additional StatesiLicenses
3023

q This producer has invalid information Producer Profile @
Expand All Producer Profile

Individual Details _ Background Investigations License Applications

Producer Business Rules Firm Associations Business Units Comments

Resident States q‘ Employment History Locations and Departments Product Certifications

External Sys IDs Aliases Costs Transaction History

The producer profile view provides access to the individual's PDB licenses, all their
producer appointments, and documents you have uploaded to their profile.

Header

The header of the profile gives a snapshot of information about the agent, including
basic information such as Name, NPN, and Resident State/License Number. It also
displays any active External System IDs associated with the record.

The Sircon subscription status is shown. If the subscription is active, the agent is counted
towards your producer subscription count and the record has full features available to
it. The header also gives a snapshot whether the agent record has daily PDB updates
enabled and when was the last time new information was updated on the record.

The producer profile header also includes the Sircon Network statfus.

The Sircon Network Status indicates whether this agent has a Sircon for Individuals
account that is in-network or connected/linked to the Producer Central record. The
email address indicates:

1. There is a connection between the Sircon account and the Producer Central
record.

2. The email address associated with the agent’s Sircon for Individuals account. If
the status is “Unknown”, the agent’s Sircon account is not yet in your Sircon
Network. The agent may already have a Sircon for Individuals account, but they
are not yet participating in your network.

Meagan Adelberg~ .
1263623 EHide

Connected On 08/08/2022, 2:26 pm VA/VABT100356

© Vertafore Inc.
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Overview

The Overview page describes the actions that can be done in the new producer

profile, with links to the actions.

Sircon

5 e

Meagan Brandt

mbran afore.com
() Dashboard Meagan Adelberg~
1263623 @ Show
Profile
LICENSES APPOINTMENTS DOCUMENTS ACTIVITIES
alil  Reporting
S5, Admin
Producer Overview
We're continuing to work on new features that will provide more powerful tools for
managing your producers. Here are a few things you can do right now.
Document Sharing
| ='H Share a document with multiple producers through a bulk process or share with one producer
'ﬁ atatime. You can also add internal documents that are only visible to people within your
company. Note: This feature requires special permissions to get access. Reach out to your
system administrator if you have questions.
& Share a Document with this Producer  &8% Manage Documents & Bulk Sharing
View Licenses & Appointments
Q See which licenses a producer currently holds, which licenses are up for renewal and view all of
a producer's appointment information.
View Licenses  View Appointments
More Producer Management Tools
For a full suite of producer management tools, including appointment management and sales
authorization tools, view our classic producer profile.
Go to the Classic Producer Profile
The Licenses page provides license tracking for a specific producer in same way as
- 10 Meagan Brandt -
Sircon A . mbrandt@vertafare.com
() Dashboard Meagan Adelberg~
1263623 B Show
Profile
OVERVIEW - APPOINTMENTS DOCUMENTS ACTIVITIES
ahil Reporting
Loy Admin Licenses £ Options~
¥ Filter By ~ Search... Qa
> STATE~ LICENSE TYPE LICENSE NUMBER EXPIRATION DATE STATUS
> Alabama Producer AL12345 Active
> Colorado Non-Res Producer Individual CO100656 07/05/2022 Expiring Soon Active
> Florida Non Resident Producer FL10U5996 12/15/2022 A Expiring Soon Active
> Michigan ThirdParty MILNEW5996 12/15/2022 A Expiring Soon Active
> Michigan Resident Producer MI15996 12/15/2022 Active
> ohio Non Resident Producer OH10U5996 12/15/2022 Active

© Vertafore Inc.
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Appointments

The Appointments page gives a view of both proprietary and non-proprietary

appointments for the producer.

Sircon | La
o (@] " Meagan Adelberg ~
OVERVIEW CENSES APPOINTMENTS DOCUMENTS
—Back
il

m State registered appointments as of 06/24/2021, 10:44 UTC &

o

Admin
Carrier Appointments. All Appointments
8

ACTIVE STATES

¥ Filter By « (1 Filter Selected
> STATE~

> Ccalifornia

> Delaware

> District of Columbia

> Florida

> Idaho

> New.Jersey

> Virginia

> Washington

Show: 50 v

17

ACTIVE WRITING COMPANIES

TOTAL APPOINTMENTS

O =

Active 1000000005

35

ACTIVE APPOINTMENTS

ACTIVE APPOINTMENTS

1-80f8 € >

Documents

The Documents page allows viewing documents associated with a producer, with the
option to share a document directly with the agent or attach a document to their
profile that is only viewable by carrier users. See Producer Documents for general
information about producer documents, and see Attach a Document to a Single
Producer Record for more details about sharing documents from the producer profile.

‘ ‘ Meagan Brandt - HH
mbrandt@vertafore.com L]

Sircon | Lansing Mutual

(4) Dpashboard Meagan Adelberg«

Profile
OVERVIEW LICENSES APPOINTMENTS DOCUMENTS ACTIVITIES

il Reporting

3y Admin

Y Filter By v

NAME

1

ent Update

uction.pdf

Lansing Mutual - Sircor sction. pdf

GA Amendment

New Welcome Document

Show:

11-17-2021 Contract Amendment Update #Gecy

Shared with Meagan Internal Only

TYPE

Contract Amendment

Contract Amendment

General Document

Contract Amendment

General Document

1263623 Show

+ Share Document

Search... Q
EFFECTIVE DATE SHAREDON ~ ACTIONS
12/01/2021 11/17/2021
12/01/2021 11/17/2021
11/19/2021 11/17/2021
11/01/2021 10/20/2021
08/09/2021 08/10/2021

1-50f5 € >
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Activities

The Activities page shows a history of carrier-specific actions the agent did within their
Sircon account. Currently this page only shows when the agent updated their carrier
contact information (address, phone, or email) in their Sircon account.

Note: Allowing agents and agencies to update their carrier contact
information in their Sircon account requires Onboarding & Self-Service, in
addition to Producer Cenfral.

Sircon | Lansing Mutua

Dashboard Meagan Adelberg~
Profile
QVERVIEW

Reporting
Admin Activities

T FilterBy~

DATE =

9/27/2022

Show: |10 v

LICENSES

APPOINTMENTS

DOCUMENTS

ACTIVITY

Contact Change

8 Meagan Brandt - T
‘ . mbrandt@vertafore.com H

1000000143 Show

ACTIVITIES

Search. Q
DESCRIPTION

Business Location Phone Number was updated to
111-111-1112

1-10f1 £ >

© Vertafore Inc.
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Configuring User Access for Document Sharing

Producer Central manages user access for features in the new view through the
Manage Users and Configure Access pages in the Admin menu of the new view. User
creation will continue to be done through classic Producer Administration.

1. To navigate to the user access controls, use the Application Switcher in the
upper right-hand corner to move between the classic Producer Administration
view and the new Dashboard view.

Sircon | La tual ‘1 . Meagan Brandt -

mbrandt@vertafore.com

Licensing Companies Inquiries Express Services Administration

GOTO

Find existing producers with er or / rch Dashboard

Prod Network T aBsc Agency
roducer Networl .. .
BRI b1 oducer Administration
Add Producer £ CARRIERDEMO, TESTI
Add Producers in Bulk -
SPINGOLA, JILL - .
Bulk Transactions & Service Requests y Bulk Transactions & Service Requests
irs Jackson Health
Update Preoducer Information
Add/Act Li ’ lificati Recent Subscriber Notices Show All
ctw.a‘te icenses/Qualifications ( No new notices since 07-09-2021.
Correct License Data

Maintain Contact Information

PDB Updates Su Y
Producers with pending updates: 73
Producers with completed updates

Manage Appointments

Add Appointments Today: 70
Terminate Appointments Last 7 Days: 242
Approve/Deny Appointments Last 30 Days: 1828

Review Rejected Appointments

Home | Help | Contact Us
Copyright @ 2003-2021 Vertafore, Inc.

2. Select Manage Users or Configure Access from the Admin menu on the left-hand
side of the screen.

Sircon | Lar

D OVERVIEW
Dashboard

Profile

Welcome to the

[shl

Reporting

Manage Users

Configure Access

Manage Documents

© Vertafore Inc. 10
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Creating and Managing Users and User Access

User creation and information will continue to be managed through classic Producer
Administration in the Administration >> User Security menu.

Sircon

Licensing ~ Companies Inquiries

Producer Network

Find existing producers with Review/Update Producer

AWS TEST
10796

Express Services

Online Help

Configure My Profile

Add Producer
Add Producers in Bulk
Bulk Transactions & Service Requests

Configure System

Education Credentialing

Update Prod

Data Recondiliation

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

Notifications

Sales Authorization

Contact Us

Add Appointments

Terminate Appointments
Approve/Deny Appointments
Review Rejected Appointments

Logout

‘3 g Emily Klopfer

eklopfer+test@

ertafore.com

Add New User

Review/Update All Users

Add Security Role

Maintain Security Role

Maintain All Staff Member Cost Center

Maintain All Staff Member Business Unit

Show All

S Y
pending updates: 932

completed updates
Today: 2

Last 7 Days: 10334

Last 30 Days: 13711

User information is visible, but not editable, from the Manage Users page in the new
view. This page displays a list of users which is automatically populated and kept up to
date with the list of users in Producer Central. This includes the user's name, email, and

status.

Users

T Filerby =

HAME &

0 AHLAYNA KOPPENHOFER

Q Albus Dumbledore

n Bellatrix Lestrange

n Big Boas
kplamp@vertafore.com

n Chester Testington

n Collin Attemptone

ROLE
Compensation

Compliance
fiew Al

Security Administrator

Com drmiinistratior

Compliance Administration

STRTUS ALTHONS

Active

Active

© Vertafore Inc.
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User Roles

There are eight standardized user roles that security administrator users can grant
access to users. These are built-in roles infended to group and categorize producers
flexibly to make granting access simple and efficient:

o Security Administrator - This role conftrols user security access to your account, such
as adding and removing users and assigning roles. Additional Permissions cannot be
added to this role as it only grants the ability to control access permissions.

e Compliance - This role groups users who should have access to the basic
compliance features.

e Compliance Administration - This role groups users who should have access to
configure compliance features.

e Compensation - This role groups users who should have access to the basic
compensation features.

e Compensation Administration - This role groups users who should have access to
configure compensation features.

e Service Requests - This role groups users who should have access to the basic service
requests features.

e Service Requests Administration - This role groups users who should have access to
configure service request features.

e Vertafore Internal - This role controls access for Vertafore staff to be able to support
carrier users, such as froubleshooting issues or training.

Users' roles are visible from the Manage Users page in the Role column.

Users

¥ Filter By = la x

HAME~ ROLE STATUS ACTIONS

Q AHLAYNA KOPPENHOFER Compensation Active
roldapentry@sircon.com Compliance
fiew All

Q Albus Dumbledore Security Administrator Active
L% ertafore.com

Q Bellatrix Lestrange Active
emkloplertest+lestrange@gmail.com

Q Big Boss Compensation Administration Active

-~ kplam

Compliance Administration
view Al

Q Chester Testington Inactive
sirconplatformtest+createcarrier gmail.com

Q Collin Attemptone Inactive
—7  kplamp@vertafore.con

© Vertafore Inc. 12
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UPDATING A USERS' ROLES

1. Click on the three dots on the right side of a user’'s row to open the Assign Roles
option.

‘ Meagan Brandt
mbrandt@vertafore.com
MANAGE USERS CONFIGURE ACCESS MANAGE DOCUMENTS
Dashboard
Profile Users
sl Y Filter By~ Search... Q
Reporting
~ NAME = ROLE FEATURE PERMISSIONS STATUS
&5,
gy
Admin Lucy Licensing General Carrier Branding Active
licensing@lansingmututal.com Security Administrator Reporting
General Carrier Branding Active

test@lansingmutual.com Document Sharing

View All

Show: |20 v 1-200f252 £ >

2. Assign roles for the user by clicking the checkbox next to the appropriate roles.

Click Save.

Assign Roles

AHLAYNA KOPPENHOFER

oldapentry@sircon.com

Warning

* Changing this user's roles will add or remove access to certain functionality. If they are
currently logged in, they may need to refresh their browser.

Assign Roles

Security Administrator Compliance Administration
Compensation Service Requests

Compensation Administration

Compliance

Service Requests Administration

@ © o o
e @ o o

Vertafore Internal

cenee “l

3. The verification message will be displayed. Click Ok.

. X
Assign Roles

AHLAYNA KOPPENHOFER

oldapentry@sircan.com

Successfully Updated

What does this mean?

# The roles assigned to AHLAYNA KOPPENHOFER have been updated

© Vertafore Inc.
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Configuring User Access

System features control what users have access to a restricted piece of functionality.
The Configure Access >> System Features tab lists the features that allow for user access
restriction.

Sircon ccol gl o bl

(7) Dashboard MANAGE USERS MANAGE DOCUMENTS PRODUCER RULES

System Features

Q
FEATURE DESCRIFTION
Allowrs users to create flesitle reports with custom search criteria and output. Users are abile to customize report content, layout and display.
. . Allow share documents with producers one at a time or in bulk, and attach internal docurments to a praducer's profile. This also includes view access to all documents
ucer
associated with producers.
arrier Branding Allowrs users to edit branding leolor, lago), edit carrier support information and emall communications that go t producers.
Show: 10~ 1-30t3 ¢ >

ACCESS GRANTED BY ROLE

Roles are groupings of users by a set of criteria. The Permissions by Roles tab has a list of
roles, the number of users currently assigned that role, and the permission(s) currently
granted to that role.

To grant access by role to a user two things are needed:
e The user must be given the role.

e The role must have the permission granted.

1. To give access to arole, click the Pencil to the right of the role in question.

¢ 9. AAAA
Sircon X ‘ fT"i"‘?’"’f. slorecom

Producer Documents
Configure Access To Producer Documents

WHAT 1S T2
Allowis users to share documents with producers ane at  time or In bulk, and attach internal documents to a producer's profile. This also includes view access to all documents associated with producers.

ROLE USERS IN ROLE PERMISSIONS.

© Vertafore Inc. 14
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Section: Configuring User Access for Document Sharing

2. This will open a dialog box which lists the options for granting permission/access.
Each feature will have a different set of permissions unique to that feature.

3. Select the permissions to grant to the role and click Save Access Permissions. This
will save the changes and return the user to the feature permission page.

Note: Clicking Clear Access Permissions will clear out all the selected
options. Clicking Cancel will return you to the feature permission page
without saving any of the changes. This will open a dialog box which lists
the options for granting permission/access. Each feature will have a
different set of permissions unique to that feature.

.. X
Producer Documents Access Permissions

Role

Compensation

r Access Permissions Cancel Save Access Permissions

ACCESS GRANTED BY PEOPLE

The People with Added Permissions tab is a list of all the users in the system, their current
roles, and the type(s) of access they have been granted.

From this view the Access Types listed reflect the access granted specifically to the user
and will not be affected if they have a role which already grants that access.

In other words, if | have a role that gives me View Only Documents and then also add
the View Only Documents access types on the People with Added Permissions tab, if
the View Only Documents permission is removed from the role which gave me access
then | would continue to have access.

1. To give access to a specific user, click the Pencil to the right of the user in
question.

© Vertafore Inc. 15
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Section: Configuring User Access for Document Sharing

2. This will open a dialog box which lists the options for granting permission/access.
Each feature will have a different set of permission based on that feature’s set of
capabilities.

3. Select the permissions to grant to the role and click Save Access Permissions. This
will save the changes and return the user to the feature permission page.

Note: Clicking Clear Access Permissions will clear out all the selected
options. Clicking Cancel will return you to the feature permission page
without saving any of the changes.

. .. X
Edit User Access Permissions

AHLAYNA KOPPENHOFER

noldapentry@sircon.com

Add Individual Access Permissions currently g

View Only Documents @
Manage Documents per Producer @
Bulk Document Actions

Note: There is an additional >> Permission currently granted by one or
more roles indicator.

Any permissions/access with this indicator (">>") next to it has already
been granted by one or more roles assigned the user.

Assigning it here will mean if the roles granting access are removed then
the user will retain access.

. .. X
Edit User Access Permissions

AHLAYNA KOPPENHOFER

noldapentry@sircon.com

Add Individual Access I Permissions currently granted by one or more roles I

Bulk Document Actions

© Vertafore Inc. 16
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Section: Carrier Communications and Branding

Carrier Communications and Branding

As part of the Sircon network, you can connect and share information with your agents
via their Sircon accounts. Many of these interactions will send an email to agent Sircon
accounts, for example document sharing.

By default, any Sircon network email sent from you to your producers will display the
standard Sircon look and feel. These notifications can be configured to highlight your
carrier brand, including information for contacting the agent help desk to ensure
agents can get the help they need.

Carrier Profile Configuration

1. From the new Sircon Producer Central dashboard, select Profile from the left-
hand navigation.

Note: To access the Profile option, you need the Carrier Branding access.
See Configure User Access for more information.

2. The carrier profile page displays your current configuration, including previews of
how the information will appear to your producers.

Email Configuration

cocor [ Producer Document v

Lansing Mutual

Shared a Document

[+ Sircon | Lansing Mutual

The carrier profile configuration applies to the following carrier to agent emails:
e Document Sharing

e Onboarding using Sircon accounts
e Onboarding notifications of more information

© Vertafore Inc. 17
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Section: Carrier Communications and Branding

Note: Sircon Onboarding may have more notifications than what are
listed above. Please reach out to your account manager or customer
service representative if onboarding noftification changes are needed.

CARRIER DETAILS

The Carrier Details section allows you to view and update the following information as it
is displayed to your producers:

¢ Name

e Contact phone number

e Contact email address

e Contact web site

e Logo

This information is displayed in multiple places for your producers:
e Carrier to agent email notifications
e Carrier profile in producer Sircon accounts
e Carrier name is also displayed in the Producer Central header

1. To edit this information, click the Pencil icon in the Carrier Details section.

2. Fill out the new information you want to appear. You can add your New
Organization Name, Phone Number, Email Address, Help Website, and Logo.

3. Click Save.

ﬂ Changes saved here will take effect immediately.

New Organization Name
| Lansing Mutual
Phone Number

Email Address

Help Website

Logo

&3 Drag & Drop or Select File File Type: PNG | Max Size: 20KB

© Vertafore Inc. 18



>4{ Vertafore

Section: Carrier Communications and Branding

4. Changes take effect immediately and the header and email previews are
updated.

Sircon - Mt & @ romnonans . m
tual 1238 :
LANSING
||_| MUTUAL S (ss3) ss3amme clp@lonsingmituslcon  (©) wwwlansingmutusl.com
Email Configuration
oo [ ! ~
il LANSING
CJMUTUAL
Shared a Document
Dear Producer,
Lansing Mutual has shared the fallowing document with you.
Vertafors @ Hel

EMAIL CONFIGURATION

In addition to including the logo and contact information, email nofifications can be
further configured to display a custom color in the header and on the action button.

1. To edit the color, click the Pencil icon in the Email Configuration section.

1 Meagan Brandt ]
£ o . ~ |18

ul NG L (em)sssazs & helpglonsingmutusicom € vwmlansingmutusl.com
MUTUAL 2 polansingmutual awarsingmutual o

ML ANSING
LIMUTUAL

Shared a Document

Dear Producer,

Lansing Mutual has shared the following decument with you

Sampie Titie This description deseribes the document.

Pleas
nave

ount o wiew the document. If you don't

© Vertafore Inc. 19
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2. You can either enter in the Branding Color (Hex) value of the color or click the
Pencil icon to open the color swatch to pick a color.

3. Click Save.

Email Configuration

BRANDING COLOR {HEX

#184538 | ]

Resetto defsutt clo

EMAIL TEMPLATE PREVIEW

Producer Document v
il LANSING
JMUTUAL

Shared a Document

Dear Producer,

Lansing Mutual has shared the following document with you.

Sample Title This description describes the documant

Please sign In to your Siroon account to view the document. If you don't
have an account you can create one

View Details

For questions or help, contact Lansing Mutual Support

4. The change will take effect immediately and the email preview is updated.

Note: When testing capabilities in UAT, a whitelist can be configured to
confrol which email addresses or email domains can receive notifications.
Please contact your customer support representative for more
information.

i ihl

Shared a Document

1541 Sircon | EDuAitial

© Vertafore Inc.
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Section: Producer Documents

Producer Documents

With Producer Documents, users can attach PDF documents to a producer record in
Sircon Producer Central, making it easier than ever to get a complete, centralized view
of your producer data.

Users can invite one or many agents to review the centralized view of producer data by
sharing an attached PDF document. Each connected agent becomes one of the more
than 1 million+ that have a Sircon account, providing upgraded access to see their
own licenses, get license renewal reminders, and review carrier-specific data that have
been made available to them.

Example Uses of Producer Documents

Producer documents can be used anytime you wish to communicate information to an
agent or just fo ensure you have single place to store important documents related to
the producer.

Example uses include:

Commission schedule initial publication and ongoing updates

Contract amendments

General producer information, such as help desk procedures

Basic onboarding by sharing the producer information form with an agent
Onboarding status notifications, such as welcome letters and ready to sell letters
Store other documents related to the producer on their record that are carrier
use only

e Invite a set of agents to get connected via Sircon accounts

Getting Started with Producer Documents

To start using Producer Documents, you will need the following:

e Access to Producer Central
An understanding of how to navigate to the new Sircon view
Access to the Producer Documents feature
A document to upload
Single agent or set of agents who need the document
Configured communications information and branding (optional)

Contact your Vertafore Account Manager for more information about
upgrading to Producer Cenftral.

See Getting Familiar with the New Sircon Look & Feel for more information
about navigating to the new view.

© Vertafore Inc. 21
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Configure User Access to Producer Documents

Certain new features, such as Producer Documents, require a security administrator to
enable it for users who should have access. For more information about the security
administrator role and configuring user access, please see Configure User Access.

The user access configuration is in the new view of Producer Central.

1. Use the Application Switcher in the upper right-hand corner to move between
the classic Producer Administration view and the new Dashboard view.

. . 1
Sircon | Lansing Mutual ‘ . Meagan Brandt

mbrandt@vertafore.com

Licensing Companies Inquiries Express Services Administration

GOTO

Find existing producers with R cer or Advanced Pro rc Dashboard
ABC Agency

ADELBERG, MEAGAN Il @t nIIEEL )]
CARRIERDEMO, TESTI
SPINGOLA, JILL
Jackson Health

Producer Network
Add Producer
Add Producers in Bulk

Bulk Transactions & Service Requests Bulk Transactions & Service Requests ~ QAssiC

(s R B R

Update Producer Information
{ Recent Subscriber Notices Show All

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

No new notices since 07-09-2021.

PDB Upd Summary l

Dendirare with nandina ndatas: 79

2. To enable access to Producer Documents, a user with the security administrator
role will do the following within the new view. Select Configure Access from the
Admin menu on the left-hand side of the screen.

OVERVIEW
Dashboard

Profile

el

Reporting

{@:?* Manage Users
Admin

Configure Access

Manage Documents
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3. Locate
access

cer Documents

the Producer Documents feature in the table. It will tell you the current
level and how many users have access to the feature.

4. Click Producer Documents to change the access.

Sircon

() Dashboard
Profile
|ﬂ Reporting
Sy Admin

9 Meagan Brandt HH
& O e -

MANAGE USERS CONFIGURE ACCESS MANAGE DOCUMENTS
————————————

System Features

Search.. Q
FEATURE DESCRIPTION

Allows users to create flexible reports with custom search criteria and output. Users are able to customize report content, layout and
nteractive Reporting :
display.

Allows users to share documents with producers one at a time or in bulk, and attach internal documents to a producer's profile. This

Producer Documents
also includes view access to all documents associated with producers.
Carrier Branding Allows users to edit branding (color, logo), edit carrier support information and email communications that go to producers.
Show: |10 v 1-30f3 < >

CONFIGURATI

ON OPTIONS

Configuration consoles control which users have access to a restricted piece of
functionality. The configuration console lets you control which roles or specific users
have access to the feature. See Configuring User Access for more details about when
to configure access by role vs. people.

1. Locate
2. Update

icer Documents

© Vertafore Inc.

the role or user who needs access then click the Pencil.
the access then click Save Access Permissions to confirm updates.

» @ Meagan Brandt
L=y

Configure Access To Producer Documents

WHAT IS IT?
Allows users to share documents with producers one at a time or in bulk, and attach internal documents to a producer's profile. This also
includes view access to all documents associated with producers.

Producer Documents Access Permissions

Role
Compliance Administration

View Only Documents @)
Manage Documents per Producer @

Bulk Document Actions @

Clear Access Permissions Save Access Permissions

Administration

Vertafore Internal View Only Documents.

23
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Section: Producer Documents

PRODUCER DOCUMENTS ACCESS PERMISSIONS
There are three access options for producer documents:

e View Only Documents — Allows user to view documents, but prevents sharing,
revoking, and attaching internal documents.

e Manage Documents per Producer — Allows user to view and manage documents on
a producer record. Includes sharing, revoking, and attaching internal documents for
a specific producer.

e Bulk Document Actions — Allows user o manage a document with multiple
producers at once. Includes sharing and revoking documents in bulk.

Both the Manage Documents per Producer and Bulk Document Actions permissions
allow users to view documents. If they are enabled for a user, you do not need to
enable View Only Documents.

The View Only Documents permission should only be selected for users who should not
have the ability to manage or share documents but do need to view documents.

If all three options are enabled for a user, the user will have full producer documents
capabilities.

Ways to Manage Producer Documents

There are multiple ways to track producer documents within Producer Central. You can:
e Attach and share a PDF document with a single agent from their producer
record
e Aftach a PDF document that is only available in Producer Central and not
accessible by the agent
e Attach and share a PDF document with more than one agent

Note: Currently document management is only available for individual
producer records. Document management for agency producer records
is coming soon.
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Attach a Document to a Single Producer Record

1. To share a document with a specific producer, navigate to the producer’s Sircon
profile. You can access the updated profile from the Review/Update Individual
page in Producer Cenfral.

2. Click the arrow next to the agent’s name and select Producer Profile (New).

. Meagan Brandt

mbrandt@vertafore.com

Mutual K

Inquiries

Sircon | Lan

Licensing Companies Express Services Administration 4 Producer Quick Search

Review/Update Individual

& ADELBERG, MEAGAN Unraicd =] Search Producer

External System ID

< This producer has invalid information

GO TO

Producer Profile D

Resident State/License

Additional States/Licenses

Expand All
Individual Details
Producer Business Rules

Producer Profile

Firm Associations

Resident States

Background Investigations
Business Units
Locations and Departments

License Applications
Comments
Product Certifications

£ ‘ Employment History
Aliases

External Sys IDs Costs Transaction History

Once in the producer profile, you can start sharing in any of the following ways:
e From the Overview page, click Share a Document with this Producer.

Sircon £ @ Meosnonnae
(@) ~ -
B ) Meagan Adelberg ,
OVERVIEW

Producer Overview

We're continuing to work on new features that will provide more powerful tools for managing your producers
Here are a few things you can do right now.

Document Sharing

enses a producer currently holds, which licenses are up for renewal and view all of a producer’s appointment

View Appointments

More Producer Management Tools

Gotothe

e Go to the Documents page and select the Shared with ProducerName tab, and
click Share Document.
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7 o . 6 Meagan Brandt
Sircon | Lansing Mutual ) . mbrandt@vertafore.com
@) Meagan Adelberg ~ .
Dashboard 1263623 Active -
OVERVIEW LICENSES APPOINTMENTS DOCUMENTS
Profile
Wil
Reporting )
Shared with Meagan Internal Only + Share Document
&,
Admi .
mn Y Filter By v Search... Q
NAME TYPE EFFECTIVE DATE SHARED ON ~

2021 M| Fees (aeaicy

Commission Schedule 10/28/2021 11/15/2021
Michigan Fee List 2021.pdf
2021 Ml Fees - P P
o - L Commission Schedule 10/28/2021 10/28/2021
Michigan Fee List 2021.pdf
Producer Help Desk FAQ General Document 10/20/2021
09-01-2021 Contract Amendment Contract Amendment 08/17/2021
FMO Commission Schedule 080421 Commission Schedule 09/01/2021 08/06/2021

1-100f37 £ >

e Go to the Documents page and select the Internal Only tab and click Add an
Internal Document.

- e _ 6 Meagan Brandt
Sircon | Lansing Mutual ‘ . mbrandt@vertafore.com
@) Meagan Adelberg « .
Dashboard 1263623 Active -
OVERVIEW LICENSES APPOINTMENTS
Profile
Wil
Reporting .
Shared with Meagan Internal Only + Add Internal Document
By
Admin Y Filter By v Search... Q
NAME TYPE EFFECTIVE DATE ADDED DATE =
Example Internal Document General Document 07/14/2021

Show:

1-30f3 € >
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Internal Document

Use the Internal Only tab if you have a document you want to associate with the
producer’s record, but don’t want to make it directly available to that agent.

1. To upload a document, click Add Internal Document.

Sircon | Lansing Mutual

@)

Dashboard

Profile

stal

[———

Admin

X

Meagan Adelberg ~

OVERVIEW LICENSES APPOINTMENTS DOCUMENTS

Meagan Brandt
mbrandt@vertafore.com

1263623  Active

Shared with Meagan Internal Only

+ Add Internal Document

Y Filter By v Search... Q
NAME TYPE EFFECTIVE DATE ADDED DATE ~
Example Internal Document General Document 07/14/2021
Show: 1-30f3 £ >

2. Specify a PDF file using a drag and drop method or select it from the file system.

Note: The PDF document file size cannot exceed 20MB.

3. Provide additional information about the document, including a descriptive
Name, Type, optional Effective Date, and optional Description. This additional

data is intended to help you keep frack of the different internal documents.
4. Click Add Document.

Add Internal Document x

© Vertafore Inc.

E This document will be visible to internal users only & not shared with the producer.

[+

ExampleProducerDocument.pdf

¥ Remove

Document Name

I Example Internal Document I

Type

I General Document

Effective Date

MM/DD/YYYY £
Description

This is an example document, only available internally.

)

55 of 600 characters aliowed

AddBocument
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5. Once uploaded, the document will appear in the Internal Only list.
6. To view the details, including the PDF file, click the Document Name.

Sircon | Lansing Mutual

*6 . Meagan Brandt

mbrandt@vertafore.com

@) Meagan Adelberg +
Pashboard 1262623 Active
OVERVIEW LICENSES APPOINTMENTS DOCUMENTS
Profile
Wil
Reporting .
Shared with Meagan Internal Only + Add Internal Document
O
o
min Y Filter By = Search... Q
NAME TYPE EFFECTIVE DATE ADDED DATE ~
Example Internal Document General Document 07/14/2021
Show: 1-30f3 £ »

7. You can now see the document details.

Document Details

Internal PIF for Melissa
Generic Amendment.pdf

ADDED DATE
General Document 11/17/2021

TYPE EFFECTIVE DATE

DESCRIPTION

This is an example internal document for Melissa.
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EDIT AN INTERNAL DOCUMENT

You can edit the name, effective date, and description, in case you made a mistake
when you initially added the document or missed some information you want to add

later.

1. To edit an internal document, click the ...

need to modify from Internal Only talbs.
2. Click Edit Document.

Sircon | Lan

button next to the document you

4
‘ . Meagan Bran!‘.ll - HH
mbrandt@vertafore.com [ 1]

CD Dashboard

Profile

alil Reporting

B .
%07 Admin

MELISSA CLARK ~

OVERVIEW LICENSES APPOINTMENTS DOCUMENTS ACTIVITIES
—
Shared with MELISSA Internal Only
Y FilterBy
NAME TYPE

Welcome Letter - Melissa

General Document

Generic Amendment.pdf

Internal PIF for Melissa

Generic Amendment. pdf

General Document

Internal Info for Melissa General Document

Show:

EFFECTIVE DATE

1000000143 Show

+ Add Internal Document

Search... Q

ADDED DATE v ACTIONS

01/10/2023 E

Share Document

11/17/2021
Edit Details

08/10/2021 | pelete Document

1-30f3 £ >

3. Update the document details then click Save.

Edit Internal Document x

© Vertafore Inc.

m This document will be visible to internal users only & not shared with the producer.

PDF Generic Amendment.pdf

(

Document Name

I Welcome Letter - Melissa

Type

I General Document

Effective Date

MM/DD/YYYY :x:]

Description

This is an example document, only available internally.

Cancel

P

55 of 600 characters allowed
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DELETE AN INTERNAL DOCUMENT
You can also delete an internal document if it is no longer needed.

1. To delete an infernal document, click the ... button next fo the document you
need to modify from Internal Only talbs.

2. Click Delete Document.

. . 4
Sircon | Lan ual ‘ . Meagan Brandt - EEE

mbrandt@vertafore.com

(7) Dashboard MELISSA CLARK ~

Profile

1000000143 Show

OVERVIEW LICENSES APPOINTMENTS DOCUMENTS ACTIVITIES
il Reporting —
iy Admin .
Shared with MELISSA Internal Only + Add Internal Document
¥ Filter By » Search... Q
NAME TYPE EFFECTIVE DATE ADDED DATE v ACTIONS
Welcome Letter - Melissa
| N General Document 01/10/2023
Generic Amendment.pdf |.||
o
Share Document
Internal PIF for Melissa i
. . . General Document 11/17/2021
Generic Amendment.pdf . .
Edit Details
Internal Info for Melissa General Document 08/10/2021 Delete Docurment
Show: 1-30f3 ¢ >

3. You will be asked to confirm if you want to delete the document. This action
cannot be undone. Click Yes, Delete Document or Cancel to return to the
Internal Only tab.

Confirm Delete

Are you sure you want to delete the document Internal Info For Melissa? This action cannot be

undone.

© Vertafore Inc. 30



>4{ Vertafore

Section: Attach a Document to a Single Producer Record

SHARE AN INTERNAL DOCUMENT

In the event that an infernal document should be shared with the producer, you can
share the document directly from the Internal Only tab instead of needing to re-upload

if.

1. For the document you wish to share, select the Share Document option. This will
walk you through sharing the document with the producer.

Sircon | Lansing Mutual

@) Meagan Adelberg «
Dashboard € £

‘G . Meagan Brandt -
8 mbrandt@vertafore.com

OVERVIEW LICENSES APPOINTMENTS DOCUMENTS
Profile

[atil
Reporting .
Shared with Meagan
{é}?
Admin Y Filter By v
NAME

2021 Ml Fees (amicy

Michigan Fee List 2021.pdf

2021 M Fees

Michigan Fee List 2021.pdf

Internal Only

1263623 Active

+ Share Document

Search.. Q
TYPE EFFECTIVE DATE SHARED ON &
Commission Schedule 10/28/2021 11/15/2021
Commission Schedule 10/28/2021 10/28/2021

2. Review the additional data associated with the document and ensure you do
not have any information (e.g. name or description text) that should not be

shared with the producer.

Sircon

Share a Document

Complete this form to edit the document
information, and add an optional custom
message to the email notification to provide
any additional details.

Edit Information
Message Details

Confirm & Send

© Vertafore Inc.

Edit Information

Would you like to edit the information provided on this screen?

You are about to share an internal document. Once shared the document will be removed from the internal only tab.
All of the information on this screen will be shared with the producer, except the Internal note. The internal note will only
be visible to internal users and will not be shared with the producer. Please review the information, and update as

needed.

D
Generic Amendment.pdf

Document Name

I Welcome Letter - Meagan

Type

I General Document

Effective Date

MM/DD/YYYY i}

Description
00of 600
Internal Note
Was mistakenly uploaded as an internal document - needed to be shared with the producer.
of 600 ci

Continue
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3. See the next section, Share a Document, for more information about the sharing
options.

SHARE A DOCUMENT

In addition to attaching a document to a producer’s record, you can also share the
document with the agent via their Sircon for Individuals account. Sharing a document
will send the agent a notification and let them either log into their existing Sircon
account to view the document or create a Sircon account to access the document.

1. To share a document with a specific agent, either click Share a Document with
this Producer from the Overview page or click Share Document from the Share
with ProducerName tab.

. SN, _ 6 Meagan Brandt
Sircon | Lansing Mutual ] mbrandt@vertafore.com
@) Meagan Adelberg ~
Dashboard 1263623 Active
PE OVERVIEW LICENSES APPOINTMENTS DOCUMENTS
Wil
Reporting .
Shared with Meagan Internal Only + Share Document
By
Admi -
min Y Filter By v Search... Q
NAME TYPE EFFECTIVE DATE SHARED ON «
2021 MIFees aeamer Commission Schedule 10/28/2021 11/15/2021
Michigan Fee List 2021.pdf
2021 M| Fees . .
i, ) . Commission Schedule 10/28/2021 10/28/2021
Michigan Fee List 2021.pdf

2. When sharing a document with an agent, you can either upload a new PDF file
or select a document that was uploaded as part of bulk document sharing (see
Managed Documents for more information).

Sircon

Share a Document
Select Document

Complete this form to select a document, add

an optional custom message to the email Would you like to share a new document or select from the list of previously uploaded documents?
notification to provide any additional details. © share a new document

Select a previously uploaded document

Select Document

Message Details

shared with the producer.

Confirm & Send G

Drag & Drop

or Select File

E All of the information on this screen will be shared with the producer, except the internal note. The internal note will only be visible to internal users and will not be

File Type: PDF | Max Size: 20MB

Document Name
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Share a New Document

1. To upload a new document, select Share a new document.

2. Specify the PDF file by dragging & dropping or selecting it from the file system.

3. Provide additional information about the document, including a descriptive
Name, Type, optional Effective Date, and optional Description.

Note: The agents will see all this information when the document is shared
with them, except for the internal note. The internal note will only be
visible to carrier users.

4. This additional data is informational only, both to help the agents understand the

purpose of the document and for users to keep track of the different shared
documents.

5. Click Continue.

Sircon

Share a Document

Select Document
Complete this form to select a document, add

2n optional custom message to the email Would you like to share a new document or select from the list of previously uploaded documents?
notification to provide any additional details. © share a new document
Select a previously uploaded document
Select Document
All of the information on this screen will be shared with the producer, except the internal note. The internal nete will only be visible to internal users and will not be
Message Details shared wiith the producer.
Confirm & Send 6
Drag & Drop
or Selec

File Type: PDF | Max Size:

Document Name

Type

| Select One v

Effective Date

MMDDNYY

Description

Continue

© Vertafore Inc.
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Select a Previously Uploaded Document

1. To share a previously uploaded document, click Select a previously uploaded
document.

Sircon

Share a Document

Select Document
Complete this form to select a document, add

an optional custom message to the email
notification to provide any additional details.

Would you like to share a new document or select from the list of previously uploaded documents?

I Select a previously uploaded document I

All of the information on this screen will be shared with the producer, except the internal note. The internal note will only be visible te internal users and will not be
shared with the producer.

Confirm & Send o

Drag & Drop

Select Document

Message Details

or S

File Type: PDF | Max Size: 20MB

Document Name

2. Alist of previous documents will appear. You can search for a specific document

and/or filter by document type.
3. Select the Document you wish to share then click Continue.

Sircon

Share a Document
Select Document

Would you like to share a new document or select from the list of previously uploaded documents?

Share a new document

Select Document

]

© selecta previously uploaded document

Y FiterBy~ Search, Q

NAME

TVPE

DATE UPDATED

Confirm & Send

Thank You Document

DocShare_A

Managed_Document

Managed_Documentl|

State Fees

Welcome Document Test 1

1B-Wecome

06-17-2021 General Document

1A 20MB_Doc

General Document

General Document

General Document.

General Document

General Document

General Document

General Document

Document

General Document

07/16/2021

07/14/2021

07/13/2021

07/12/2021

07/09/2021

07/08/2021

06/22/2021

06/04/2021

Show: |25 ~
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Message Details

When sharing the document, the agent will get an email notification of the new
document. The Message Details step allows you to verify which email address the
nofification should be sent to and preview the email that will be sent. You also can
enter a custom message to be included in the email.

LANSING

L MUTUAL

Lansing Mutual Shared a Document

4 Sircon | EhkiHiAL

PRODUCER EMAIL

If the producer already has a Sircon account that is connected to their Producer
Cenftral producer record, the Producer Email field shows the email address associated
with the account that will receive the notification. This cannot be changed.

Note: If there are multiple Sircon accounts associated with the producer
record, you can select to which account to share the document.

If the agent does not yet have a connected Sircon account, the Producer Email field
shows the email address on the Producer Central producer record. If there is no email
address on the record this field will be blank.

Note: If the email address is incorrect or missing you can change the email
address that will receive the notification. To also update the producer
record with the supplied email address, select the Save the email to the
producer’s record checkbox.
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Confirm & Send

1. Before sharing the document, you can review the document, email address,
and message details. If everything looks correct, click Share Document.

Sircon

Sharea umer

Confirm & Send

DOCUMENT TO SHARE
[\ Thank Vou Dacument
Ganeral Dacumer onjar
Adding Docurentto Share Doss it showupin Prograrms Lis,

PRODUCER EMAIL

mbrandtvertaforet:
LANSING
MUTUAL

Lansing Mutual Shared a Document

2. The document will appear in the list of Share with ProducerName tab and the
agent will receive an email informing them of the new document.

q Scing M . 6 Meagan Brandt
Sircon | Lansing Mutual ¥ . mbrandt@vertafore.com
/. Meagan Adelberg
Dashboard 1263623 Active
p OVERVIEW LICENSES APPOINTMENTS DOCUMENTS
rofile
Wl
Reporting )
Shared with Meagan Internal Only + Share Document
By
Admi
e Y Filter By Search... Q
NAME TYPE EFFECTIVE DATE SHARED ON =

2021 Ml Fees  (heence

) . Commission Schedule 10/28/2021 11/15/2021
Michigan Fee List 2021.pdf
2021 MI Fees L P
° ) o Commission Schedule 10/28/2021 10/28/2021
Michigan Fee List 2021.pdf
Producer Help Desk FAQ General Document 10/20/2021
09-01-2021 Contract Amendment Contract Amendment 08/17/2021
FMO Commission Schedule 080421 Commission Schedule 09/01/2021 08/06/2021

Show: 1-100f37 £ >
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How Notifications and Shared Documents Appear to Agents

Agents with a Sircon account will receive an email that a document was shared with
them. The email looks the same whether the agent already has an account or whether
they need to create an account.
e If agents need to create an account, clicking View Details will allow the agent to
either create an account, or sign in with an existing Sircon account.

Note: Going through this Sign In / Signup process will also “connect” the
agent’s Sircon account to their producer record.

e If the agent already has a connected Sircon account, clicking View Details takes
them directly to the login page.

LANSING

JMUTUAL

Lansing Mutual Shared a Document

Dear Meagan,

Lansing Mutual has shared the following document(s) with you.

Thank You Document Adding Document to Share.

Please sign in to your Sircon account to view the document. If you don't have an
account you can create one.

View Details

For questions or help, contact Lansing Mutual Support

PHONE EMAIL WEBSITE
(555) 555-1234 help@lansingmutual.com www.lansingmutual.com

>4 Sircon | EIMUTUAL

This email was sent by Sircon, a Vertafore company

Note: When testing this functionality in UAT, a whitelist can be configured
to control which email addresses or email domains can receive
nofifications. Please contact your customer support representative for
more information.
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Accessing the Document

1. Once the agent logs into their new or existing Sircon account they will be
directed to the Documents tab for the document they just received.

£ @ Vomniike e

CARRIER PROFILE
ﬁ Lansing Mutual
-

Documents
Y Filter By~ — a
NAME TveE EFFECTIVE DATE SHARED ON
Thank You Document General Document 06/23/2021 06/23/2021
roducer Help Desk FAQ General Document 06/15/2021 06/17/2021
05-15-2021 Amendment Contract Amendment 06/01/2021 05/14/2021
Show: [10 | 1-100f25 € >

e The Documents tab can also be accessed from the account Overview page by
selecting the carrier’'s name in the Carriers panel and then clicking the Documents
tab.

Carriers

NAME

Acme Insurance Company

Lansing Mutual

Specialized Sircon services available

Viewing the Document

Clicking a document shows the details about the document and the agent can
Download the PDF file.
| Document Details x

(=3
=

FMO Commission Schedule 080421

Download
& Download
TYPE SHARED ON EFFECTIVE DATE
Commission Schedule 08/06/2021 09/01/2021

DESCRIPTION
Updated commission schedule to go into effect in September.
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Managed Documents (Bulk Document Sharing)

Document sharing in bulk is available if you need to share the same document with
more than one agent. Just like sharing a document with a specific agent, sharing a
document to a set of agents will send an email nofification to each recipient and they
can view the document within their Sircon account.

1. From within the classic producer administration view, click the top right
navigation and select Dashboard.

Meagan dt -

mbrandt@vertafore.com

Sircon | Lansing Mutual *1

Licensin Companies Inquiries Express Services Administration
g P q P GOTO

Dashboard

Find existing producers witl er or Advanced Pr
ABC Agency
ADELBERG, MEAGAN IEO TN @t [T lo]
CARRIERDEMO, TESTI
SPINGOLA, JILL
Jackson Health

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

K % & 8 kY

Bulk Transactions & Service Requests ~ GAssic

Update Producer Inf i
{ Recent Subscriber Notices Show All

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

No new notices since 07-09-2021.

~ PDB Updates Summary
Producers with pending updates: 73

A sk Producers with completed updates:
Add Appointments Today: 70
Terminate Appointments Last 7 Days: 242

Last 30 Days: 1829

Approve/Deny Appointments
Review Rejected Appointments

2. This will take you to the new Sircon Producer Central dashboard. Under the
Admin navigation, select Manage Documents.

i _ _ 3 Meagan Brandt -
Sircon | La I S . mbrandt@vertafore.com

Vi OVERVIEW
Dashboard

Profile Welcome to the new Sircon

Labal.

Reporti
“perine We're continuing to work on new features that will provide more powerful tools for managing your producers. Here are a few things

Sy Manage Users
Admin . ) . . . .
ires below require special permission to get access. Reach out to your system administrator if you have questions.

Configure Access

Manage Documents | EHLIEIG]

You are here. This is where you'll get high level visibility into any active programs, tasks, or workflows currently in progress. High priority and actionable
items will show up here.

Document Sharing
Share a document with multiple producers through a bulk process or share with one producer at a time. You can also add internal documents that are

only visible to people within your company.

282 Manage Documents & Bulk Sharing

Interactive Reporting
Create and download customizable operational and transactional reports for your company as well as the producers who sell for you.

Reporting
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Manage Documents View

The Manage Documents view is where you can view and add documents, share
documents with a set of agents, and view the shared status of documents.

- i M - 5 Meagan Brandt
Sircon | Lansing Mutual ] mbrandt@vertafore.com
/4 MANAGE USERS CONFIGURE ACCESS MANAGE DOCUMENTS
Dashboard
Documents + Add Document
Profile
Iﬂ Y Filter By = Search... Q
Reporting
NAME TYPE DATE UPDATED ~ SHARING SHARED ON
&
hid
Admin Maintaining your Relationship with Lansing Mutual .
“ . g). . g General Document 11/08/2021 -1 11/08/2021 :
Lansing Mutual - Sircon Acct Intro m.pdf
Annual Error Resolution Notice 2021 General Document 11/02/2021 26 11/02/2021 :
ce-2021.PDF
Welcome Document ; . B .
General Document 08/24/2021 & 14 09/29/2021 H
Agent Welcome,paf
Marketing information for Oct 2020 . o o A
) K L General Document 07/28/2021 - 12 08/24/2021 H
10202_Marketing.pdf
. Processing
Onboarding Form (ACORD 821) ) o -
- General Document 06/29/2021 Complete 06/24/2021 :
ACORDE21.pdf N
View Results
Onboarding Request Received . . P .
General Document 06/24/2021 & 10 07/01/2021 H
Leter-Onbrd-Request-Ack. pdf
Getting Started General Document 06/16/2021 & 10 09/08/2021 H
Getting Started.pdf
MI Fee List 2021 p o f99 H
. . General Document 02/10/2021 -t 10 09/22/2021 H
Michigan Fee List 2021.pdf
Show: 1-190f19 € >

Add a Document

1. To upload a document, click Add Document.

5 Meagan Brandt
L gl e

CD MANAGE USERS CONFIGURE ACCESS MANAGE DOCUMENTS
Dashboard
Documents + Add Document
Profile
Iﬂ Y Filter By v Search... Q
Reporting
NAME TYPE DATE UPDATED = SHARING SHARED ON
B,
++
Admin Maintaining your Relationship with Lansing Mutual
@ gyour P € General Document 11/08/2021 &1 11/08/2021 :
Lansing Mutuol - Sircon Acct Intro n.pdf

2. Specify the PDF file by dragging & dropping it or selecting it from the file system.

Note: The PDF document file size cannot exceed 20MB.
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3. Provide additional information about the document, including a descriptive
Name, Type, optional Effective Date, and optional Description.

4. The agents will see all this information when the document is shared with them,
except for the Internal Note. The internal note will only be visible to carrier users.

5. This additional data is informational only, both to help the agents understand the
purpose of the document and for users to keep track of the different shared
documents.

6. Click Save.

Add Document =

a All of the information provided on this screen will be shared with the producer except Internal

note.

Drag & Drop

or Select File

File Type: PDF | Max Size: 20MB

Document Name

Type
I Select One... v

Effective Date

MM/DD/YYYY =

Description

P

0 of 600 characters allowed

Internal Note

Pl

0 of 600 characters allowed
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7. Once a document is in the system, it will display in the Documents list. Click the ...
button next to the document to display additional options. From there you can
Share it with Producers, View Details & Sharing History, and Download the

Document.
i nsing Mutua 5 Meagan Brandt
Sircon | Lansing Mutual ‘ . mbrandt@vertafore.com
CD MANAGE USERS CONFIGURE ACCESS MANAGE DOCUMENTS
Dashboard
Documents =+ Add Document
Profile
IL'[ Y Filter By v Search... Q
Reporting
NAME TYPE DATE UPDATED ~ SHARING SHARED ON
Admin

Maintaining your Relationship with Lansing Mutual

Lansing Mutual - Sircon Acct Introduction. pdf

Annual Error Resolution Notice 2021 General Document 11/02/2021 a6 11/02/2021 I = I

AnnualErrorResolutionNotice-2021.PDF

General Document 11/08/2021 a1 11/08/2021

Share with Producers
Welcome Document ;
i . General Document 08/24/2021 ) ; X .
Agent Welcome.pdf View Details & Sharing History
Marketing information for Oct 2020 i .|| Download Document
. General Document 07/28/2021 ]
10202_Marketing. pdf
. . Processing
Onboarding Form (ACORD 821) i o
> General Document 06/29/2021 Complete 06/24/2021
ACORD&21.pdf .
View Results
Onboarding Request Received , P
General Document 06/24/2021 &% 10 07/01/2021
Leter-Onbrd-Request-Ack.pdf
Getting Started ; g/
etting Started General Document 06/16/2021 2 10 09/08/2021
Getting Started.pdf
MI Fee List 2021 B -
General Document 02/10/2021 . 10 09/22/2021

Michigan Fee List 2021.pdf

Show: (25 | 1-190f19 < >

SHARE WITH PRODUCERS

To share a document, select the Share with Producers option for that document.

Share with Producers

View Details & Sharing History

Download Decument

The Share with Producers flow walks you through the steps to:

e Addrecipients by uploading a CSV file

e Verify the CSV file format is correct

e Review how many recipients can receive the documents and any errors found
when looking up the producer records

e Preview the email that will be sent fo agents and opfionally add a custom
message to be displayed in the email

e Confirm and send
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Upload Recipients
Sharing a document in bulk allows you to send multiple individuals a document at one
time. Before you can complete this process, you must:

e |dentify the recipients of the document in a CSV file.

e Ensure that agents are already in Producer Central. Agents need to be in the
system to be eligible to receive a document.

Currently documents can only be sent to individuals. But, if you need to share an
agency focused document, you can specify the principal (or other responsible person)
in the CSV file. They will receive the agency document in their individual Sircon
account.

1. On the Upload Recipients page, click View Formatting Requirements to see the
required file format for the CSV file or see the below illustration.

Formatting Requirements

E The data in the CSV file will be used to match producer records in the system.

| A | B | (€ | D | E F | G | H |
1 Entity Type First Name Last Name Identifier Identifier Type  Agency Name Agency |dentifier Agency |dentifier Type
2 AGY John Smith 123456 AGENTID DIG Agency LLC 111111111 EIN
3L Julie Simpson 344000126 NPN
4 1L Joe Producer 90809808 WRTNBR
5 | AGY Paul Principal 98765 PMID Acme Insurance  B76543323 AGENCYID
6 :AGY Bob Baker 123456789 NPN ABC Agency 7654321 NPN
-

Sample spreadsheet for illustration purposes

Required Formatting

ROWS

1 Column Header This data will be ignored.

2-n  DataValues This is the data we'll use to look up and match producer records in our system.
COLUMNS

A Entity Type Indicates whether the producer is an agency (AGY) or individual producer (IL).

B First Name The individual producer's first name (for agencies this will be the Principal).

C Last Name The individual producer's last name (for agencies this will be the Principal).

b Identifi The value of the identifier you're using to match the individual producer record. The type of identifier is defined in

entifier

column E.

The type code of the identifier you're using to match the individual producer record. You can identify the
E Identifier Type producer by National Producer Number (NPN), Producer Manager ID (PMID), or an external system identifier. Valid
type codes include: NPN, PMID, type code of the external system ID.

F Agency Name (Optional} If the producer is an agency, enter the agency name.

= If using agency name in column F, this is the value of the identifier you're using to match the agency record. The
G Agency Identifier . o . K
type of identifier is defined in column H.

If using agency name in column F, this is the type code of the identifier you're using to match the agency record.
You can identify the agency by Federal Employer Identification Number (EIN), National Producer Number {(NPN),
Producer Manager ID (PMID), or an external system identifier. Valid type codes include: EIN, NPN, PMID, type code

of the external system ID.
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2. To upload the CSV file, either drag & drop the file or select it from the file system.
Click Continue.

Note: There is a max limit of 20K rows for the CSV file. If you need to send a
single document to more than 20K producers, you will need to create
multiple CSV files and share the document multiple times using different

CSV files.

Sircon

Share Documents With

Producers

Complete this form to add producers and
provide access to the document(s) listed here.
You can add a custom message to the email
notification to provide any additional details.

Upload Recipients

File Processing Results

Producer Summary

Message Details

Confirm & Send

D4 Vertafore @ 2021 Vertafore, Inc. All rights reserved. Terms & Conditions Privacy Statement

Upload Recipients

DOCUMENT TO SHARE
EFFECTIVE DATES

[ Thank You Document LS
Thankyou_agents.pdf General Document 10/28/2021 - no end
Thank you for connecting with Lansing Mutual. date

ADD RECIPIENT LIST

Selecta CSV file containing the producers you'd like to access this document. The format of this file is important to ensure it's processed correctly.
@ View Formatting Requirements or & Download a Sample Template

| &3 Drag & Drop or Select File File Type: CSV | Max Size: 20MB

Cancel Continue

© Vertafore Inc.
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File Processing Results

The File Processing Results step lets you know if there are any formatting errors in the
CSV file. Errors are displayed in a table so you can tell what went wrong. You can either
fix the file and start over or Continue if the errors do not impact your recipient list.

File Processing Results
111 Rows Processed
108 Rows look good
This prodiscer data s formatted correctly. In the next step, we'luse this information to search and match this data to exsting Sircon records.

@ 3Errors
W found the followi

Errors. .

Producer Lookup

After verifying the file format, the system will process the CSV file and lookup the
recipients in Producer Central. Depending on the number of records in the file, this
process could take a while. While it is processing you will be returned to the Manage
Documents view so you can do other work while you wait. A progress bar is displayed
SO you can see the status of the lookup.

Note: If you decide you don't want to finish the producer lookup step, you
can click the Cancel link to stop the process.

6% Done
Thank You Document General Document 07/16/2021 07/16/2021

Cancel

Once the file has completed processing, you will receive an in-application alert that it is
done. The document will also show a status of Processing Complete in the Manage
Documents view. Click View Results to finish sharing the document.

Processing
Thank You Document General Document 07/16/2021 Complete 07/16/2021

View Results
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Producer Summary

After the file is processed and you click View Results, a summary is displayed that shows

how many producers will receive the document and information about errors.
e Count of producers who will be notified of the document.
o Count of producers who already have a connected Sircon account

o Count of producers who don’t yet have a connected Sircon account and

will get invited to create one.

Note: An agent may already have a Sircon account, but it may not be
connected yet to the Producer Central record. The invite will detect if
they already have a Sircon account for that email address.

e Count of producers who were either not found in Producer Central or were
missing data required to share the document

e Detailed list of the producers who were not found or had a data error. This list
can be exported to a CSV file if needed.

Note: If an agent already has access to this document because it was
shared with them previously, they will not receive a notification and will
not receive multiples copies of the document.

Sircon

Share Documents With
Producers Producer Summary

Complete this form to add producers and 2: 4 Producers will be notified that a document is available to review
provide access to the document(s) listed here.
You can add a custom message to the email
notification to provide any additional details.

4 people have connected Sircon accounts. They will just need to log in to retrieve the document.

© 3 Producers excluded
There are various reasons why we might not be able to share this document with these producers. See the reasons below. You can try a

Upload Recipients ) ) . N
Try a Different File or continue and we'll exclude the producers listed.

File Processing Results

Excluded Producers & Download CSV
Producer Summary
Search.. Q

Message Details

RECORD~  PRODUCER CARRIER ID CODE CARRIER 1D VALUE REASON
Confirm & Send 5 ABC Company EIN 111111111 Agency Record Not Found

6 Julie Simpson AGENTID 344000126 Producer Record Not Found

7 Joe Producer WRTNBR 90809808 Producer Record Not Found

Show: 1-30f3 € >

Cancel Continue
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Producer Identification in Producer Central
The system uses the Identifier and Last Name columns from the CSV file to lookup the
agent in Producer Central. To determine where to send the nofification:

e |f the producer already has a connected Sircon account, the notification is sent
to the email address associated with the Sircon account.

e If the producer does not already have a connected Sircon account, the
notification is sent to the email address on the Producer Central record.

Note: The system looks up both the individual and the agency provided in
the CSV file to ensure both exist in the system. The document is only
shared with the individual.

Reasons for Excluded Producers
The following are the possible reasons why the document cannot be shared with
producers in the CSV file:

Reason Description

Agency and Principal Record Not | Cannot find either the agency or principal with

Found the provided info.

Agency Principal Record Not Cannot find the agency principal with the

Found provided info.

Producer Record Not Found Cannot find the individual with the provided
info.

No Email on Record If the producer does not have a connected

Sircon account and the producer record does
not have an email address.

Document Already Shared with The document was already shared with the
Producer producer.
Name Mismatch The last name of the individual or the agency

name on the producer record does not match
the name is the CSV file. Name check is not
case sensitive, and matching allows 2 letters
transposed. For example, “testing” and “testign”
matches, but “test” and “etts” does not match.

Inactive Identifier If the external system ID provided in the CSV is
not active on the producer's producer record.

To continue sharing the document with found producers, click Continue.
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Message Details
The Message Details step allows you to preview the email that will be sent to the
agents. An optional custom message can be added to the email.

Message Details

ADD MESSAGE

LANSING

W MUTUAL

Lansing Mutual Shared a Document

Dear Producer,

Lansing Mutual has shared the following document(s) with you

Continue

@ Help

The email will apply any custom branding configured on the Profile page in the new
view. See the Carrier Communications and Branding section of this document for more
information.
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Confirm & Send

There is an opportunity to review the sharing details, including how many people will
receive the document before it is shared with agents.

1. Click Share Document to share the document.

al Shared a Document

2. Once sent the Documents view is updated to reflect when the document was
last shared and how many total producers it was shared with.

3. Agents will receive an email notification about the new document, and they will
log into their Sircon account (or create a Sircon account) to view the details.

See Agents — Notification and View Shared Documents for more information about
the agent experience.

Note: When testing this functionality in UAT, a whitelist can be configured
to control which email addresses or email domains can receive
notifications. Please contact your customer support representative for
more information.
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OTHER DOCUMENT ACTIONS

The following are additional actions that can be taken on a specific document within

the Manage Documents page.

View Detdails & Sharing History

Share with Producers
| View Details & Sharing History |
| Download Document

| Delete Document

The View Details & Sharing History option provides detailed information about a specific

document.

e |t displays the information provided when the document was uploaded,
including when it was added and the user who uploaded it.
e History of who shared the document and with how many producers. Also allows
you to download the CSV file associated with each share.
e Visualization of how many total producers the document was shared with and
how many of those producers viewed the document.
e Option to download a detailed report of producers who have access to the

document.

Details & Sharing History

Michigan Fees Listing for 2021

Details & Sharing History

Current Shares

I 4 views

History @
ACTION DATE BY

AFFECTED PRODUCERS.

35 Total Shares

BULKCSVO

1 Preducers

1 Producers

Download Document

19 Producers.

& Producers 12/22/2021, by Lucy Lieensing

LAST REVOKED
3 Producers 12/22/2021, by Lucy Licensing

Download

Use the Download Document option to view the contents of the PDF document.

Cancel Processing

Use the Cancel Processing option when you have started sharing a document but

don't wish to finish the sharing.

© Vertafore Inc.
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Revoke Access
This option is used to remove access to an already shared document. See Revoke
Access to a Shared Document for more information.

Delete Document
If you have not yet shared a document with agents, you can use the Delete Document
option to remove it. Once a document has been shared, it cannot be deleted.
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Tracking Bulk Document Sharing Results

To track document sharing details, select the View Details and Sharing History for
a specific document from Admin > Manage Documents.

Share with Producers

| View Details & Sharing History |

Download Document

When sharing a document with a set of agents, you can track the results of this
campaign, including:

¢ How many producers the document was shared with
¢ How many produced actually viewed the document

Under the Current Shares section, you will see a visualization showing the number
of views in relation to the shares. You can also download the CSV file associated
with each share.

Note: The visualization does not include producers from whom the
document was revoked.

You can also download a report with details about the producers with whom the
document was shared.

Details & Sharing History

Document Details Sharing History

[31 Download Sharing Report
Report last updated 1/7/22, 1AM

Current Shares

. 4 Views 35 Total Shares
History &

ACTION DATE BY AFFECTED PRODUCERS BULK CSV @

Share 11/15/2021 Meagan Brandt 1 Producers Download

Share 10/28/2021 Lucy Licensing 1 Producers Download

Share 10/28/2021 Lucy Licensing 19 Producers Download

Direct Sharing &

TOTAL DIRECT SHARES LAST SHARED

6 Producers 12/22/2021, by Lucy Licensing
TOTAL ACCESS REVOKED LAST REVOKED

3 Producers 12/22/2021, by Lucy Licensing
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Reporting Data

The downloadable report data is generated nightly, so the downloadable report is as of
Tam that day. Additionally, this reporting only applies to sharing a document in bulk.
The counts in the visualization are updated immediately.

If you want to view more details about the producers who received a document, a
report is available for download in CSV format. Below is the data contained in the

report.

Column Description

Producer Name of the individual producer

Agency Agency name, if applicable

Email Email address stored on the Producer Central record
Status Most recent event that occurred

Status Date

Date of the most recent event

PM ID

Internal Producer Cenftral ID of the individual producer

Producer Type

Type of producer who receive the document (i.e. individual)

Agency_pm_id

If applicable, the agency record Producer Central ID

Date_accepted_invite

If the producer was not connected when the document was
shared, the date they clicked the email link and got
connected

Date_clicked_alert_link

Date the producer clicked the document notification link within
their Sircon account

Date clicked_email_link

If the producer was already connected when the document
was shared, the date they click the email link

Date_invited

If the producer was not connected when the document was
shared, the date the document was shared

Date_revoked

Date access to this document was removed for the producer, if
applicable

Date_shared_connected

If the producer was already connected when the document
was shared, the date the document was shared

Date_viewed_document

Date the producer downloaded the document PDF file in their
Sircon account

External_system_ids

List of active external system IDs from the Producer Cenfral
record

Notification_email_
address

The email address to which the document notification was sent

NPN

If applicable, the National Producer Number for the producer

Sircon_for_individual_
email_address

The email address associated with the producer’s Sircon
account
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Revoke Access to a Shared Document

In the event the wrong document is shared with producers, there is a way to remove
access to that document. Access to a document can be revoked either in bulk or for a
single producer.

Revoke a Document for a Single Producer

1. Toremove a document with a specific agent, navigate to the producer’s Sircon
profile. You can access the updated profile from the Review/Update Individual
page in Producer Cenfral.

2. Click the arrow next to the agent’s name and select Producer Profile (New).

- : 2
Sircon | Lansing Mutual A Meagan Brandt

mbrandt@vertafore.com

Licensing Companies Inquiries Express Services Administration y Producer Quick Search

Review/Update Individual

£ ADELBERG, MEAGAN U '|;.I'=::E Search Producer

External System ID GOTO N Resident State/License Additional States/Licenses
3623

q This producer has invalid information Producer Profile @
Expand All Producer Profile

Individual Details _ Background Investigations License Applications

Producer Business Rules Firm Associations Business Units Comments

Resident States q Employment History Locations and Departments Product Certifications

External Sys IDs Aliases Costs Transaction History

3. Once in the producer profile, go to the Documents page and select the Shared
with ProducerName tab.

4. Locate the document the producer should no longer have access and select
the Revoke Access opfion from the menu.

2 Mut 4 Meagan Brandt
Sircon | L g K mbrandt@vertafore.com
(7) Dashboard
Meagan Adelberg » 1263625 Pending
Profile
DOCUMENTS
Wil Reporting
B3y Admin )
Shared with Meagan Internal Only + Share Document
Y Filter By v Search. Q
NAME TYPE EFFECTIVE DATE SHARED ON »
FMO Commission Sche 18042 Commission Schedule 09/01/2021 11/02/2021 H
h
N>
0 Annual Plan Legal Notice General Document 03/04/2021 10/04/2021
Show: (10 v 1-20f2 € >
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5. You will be asked to confirm the action by clicking Revoke Access. Once
confirmed, the document no longer appears on the agent’s profile and is no
longer available in the agent’s Sircon account. Agents will not receive a
nofification that they lost access to a document.

Revoke Document Access :

TYPE
Commission Schedule

DESCRIPTION
Updated commission schedule to go into effect in September.

+ The producer will no longer have access to this document.

FMO Commission Schedule 080421

Download

Are you sure you want to revoke access to this document?

+ You may share the document again with the producer from the Manage Document page.

EFFECTIVE DATE
09/01/2021

;MEEI

Revoke Access from All Producers for a Document

A document can be revoked in bulk if you need to remove access for more than one

agent. Just like revoking a document for a specific agent, revoking a document from a
set of agents will remove that document from their Sircon account.

1. From within the classic producer administration view, click the top right

navigation and select Dashboard.

Sircon | Lansir

Licensing Companies Inquiries Express Services

Find existing preducers with R Producer or Advanced Produ

Meagan Brandt

mbrandt@vertafore.com

g

GOTO

-

Administration

Dashboard
# ABC Agency

Producer Network
Add Producer

Add Producers in Bulk
Bulk Transactions & Service Requests

ADELBERG, MEAGAN
CARRIERDEMO, TESTI
SPINGOLA, JILL

Jackson Health

Producer Administration

5 & 8o #a k]

Bulk Transactions & Service Requests  CLASSIC

Update Producer Inft

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

Manage A i t:
Add Appointments
Terminate Appointments
Approve/Deny Appointments
Review Rejected Appointments

Show All

Recent Subscriber Notices
( No new notices since 07-09-2021.

PDB Updates Summary
Producers with pending updates: 73
Producers with completed updates:

Today: 70

Last 7 Days: 242

Last 30 Days: 1829

Home | Help | Contact Us
Copyright © 2003-2021 Vertafore, Inc.
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2. This will take you to the new Sircon Producer Central dashboard. Under the
Admin navigation, select Manage Documents.

'S Meagan Brandt
mbrandt@vertafore.com

OVERVIEW

Welcome to the new Sircon

Reporting . . . . . .
We're continuing to work on new features that will provide more powerful tools for managing your producers. Here are a few things

Oy Manage Users

ires below require special permission to get access. Reach out to your system administrator if you have questions.

‘ Configure Access
Manage Documents | CELLLET]

bu are here. This is where you'll get high level visibility into any active programs, tasks, or workflows currently in progress. High priority and actionable
items will show up here.

Document Sharing

Share a document with multiple producers through a bulk process or share with one producer at a time. You can also add internal documents that are
only visible to people within your company.

&&% Manage Documents & Bulk Sharing

3. In the Manage Documents view, locate the document you wish to revoke
access and select the Revoke Access option from the menu.

Note: The Revoke Access option is only available for documents that
have already been shared with atf least one producer. It is not available if
a bulk share is in the middle of processing.

Sircon ual ‘

( ) DELLLLETG] MANAGE USERS CONFIGURE ACCESS MANAGE DOCUMENTS

Profile
Documents + Add Document
alil  Reporting
) . YFilter By~ Search... Q
9 Admin
NAME TYPE DATE UPDATED ~ SHARING SHARED ON
2021 General Document General Document 01/05/2022 & 16 01/05/2022 E

Process Share with Producers

Contract Amendment 01/04/2022 Comple
View Re View Details & Sharing History
- . Download Document
our Relationship with Lansing Mutual p o
. . General Document 12/15/2021 a1
con Acct Introduction. pdf
Revoke Access

Welcome Document General Document 12/15/2021 & 15 12/09/2021 i
A Shared Document General Document 11/16/2021 & 15 12/06/2021 i

General Document 11/02/2021 &7 12/15/2021 f
DocShareTest General Document 10/05/2021 & 18 12/09/2021 i
Identifiers Document General Decument 10/05/2021 & 11 12/15/2021 i
Security Info - Test General Decument 10/05/2021 &% 9 10/05/2021 H
WelcomeDocument General Document 08/24/2021 &5 16 12/09/2021 i
New Welcome Document General Document 08/09/2021 & 15 09/30/2021 i
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4. You will be asked to confirm that you wish to revoke access to all the producers
who have access to this document. Click Revoke Access.

Revoke Access x

2021 General Document

Download
TYPE EFFECTIVE DATE
Contract Amendment 05/01/2021

DESCRIPTION
SHARED WITH
85 16
Are you sure you want to revoke access to this document?

» 16 Producers who had this document shared with them will lose access to this document in their Sircon account.

 If you wish to provide access to the document again you will have to share the document again.

This process may take a while. We'll let you know when access to this document is successfully revoked.

Cancel Revoke Access

5. Once confirmed, it may take a few minutes for the revoke to complete. A
notification is displayed when the process is done.

A
NOTIFICATIONS Mark All As Read

Access to document 2021 General Document has

been successfully revoked for 16 producers.

6. Once revoked, the document no longer appears on the agent’s profile and is no
longer available in the agent’s Sircon account. The document is still available in
Manage Documents with a Shared On status of Revoked and can be shared
again if needed.

SHARING SHARED ON

&0 Revoked

7. The Sharing History tab of the View Details & Sharing History dialog shows the
history of shares and revoke actions.
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Details & Sharing History

Document Details Sharing History

History ©

ACTION DATE BY AFFECTED PRODUCERS BULK CSVO
Share 01/07/2022 Meagan Brandt 3 Producers Download
Revoke Access 01/06/2022 Lucy Licensing 2 Producers -

Share 01/05/2022 Meagan Brandt 2 Producers Download
Revoke Access 01/04,/2022 Lucy Licensing 2 Producers -

Share 04/15/2021 Meagan Brandt 1 Producers Download

Direct Sharing &

TOTAL DIRECT SHARES LAST SHARED
3 Producers 12/22/2021, by Lucy Licensing
TOTAL ACCESS REVOKED LAST REVOKED

3 Producers 01/07/2022, by Meagan Brandt
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APPENDIX 1: Sircon for Carriers Help Resources

Help is just a click away. Vertafore has two resources available to support you 24/7:
e My Vertafore
e Sircon Support
My Vertafore
My Vertafore is our free online customer support portal and knowledge base.
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
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
O » h
= ——
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

Contact Vertafore Customer Support

Can't find what you are looking for at My Vertafore2 Our Customer Support team is
here to help. Click here to email Support or call 877.876.4430.
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APPENDIX 2: Document History

Version Revision Date | Revision Record

1.0 5/8/2023 Original Document
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