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Overview

Most customers track agency licenses, qualifications, and appointments in PLM Producer
Manager and want to keep this information synchronized with state data through Producer
Manager’s automated data reconciliation services, such as Quick Sync Producer or Scheduled
Sync. Often, a large agency (“mega-firm”) will have multiple branch offices or sub-agencies, any
of which may have its own licenses, qualifications, or carrier appointments to track.

When the main agency and its branch locations all have different Federal Employer
Identification Numbers (EIN), no problem. You can have separate producer records in Producer
Manager for the main office and for each branch. Automated data reconciliation then will update
each record and its distinct licenses, qualifications, and appointments.

However, often the main or master agency and its branches share the same EIN. When this is
the case, it is not practical to use automated data reconciliation to keep the agency information
updated.

This is because the license, qualification, and appointment data for the main agency
headquarters and all branches is mixed together by state on the national PDB — which Producer
Manager uses during automated data reconciliation as its source of state data -- with no
indication of which license, etc. is held by which location.

So, although it isn’t recommended under these conditions to use automated data reconciliation
services, such as Scheduled Sync, to keep master and branch agency records refreshed, you
still may keep them updated with a modicum of manual effort.

This document is intended as a best practice guide for using Producer Manager to track the
compliance data of a master agency and its branch locations when all share a single federal
EIN. It includes instructions on the following manual recordkeeping procedures:

e Quick Add the mega-firm’s record to Producer Manager, and establish it as the
master agency record

¢ Manually add the mega-firm’s branch location records to Producer Manager

¢ Manually add license information to each agency record that Producer Manager
couldn’t automatically load

o Verify other state licensure, manually adding to or clearing from any record, as
necessary

o Establish a record relationship between the master agency and branch agencies

e Protect agency records from being overwritten by automated data reconciliation
actions

e Obtain state update information for periodic manual record upkeep
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NOTE: The procedures outlined in this document assume that the ORG_UNIQ_EIN business
rule in your company’s configuration of Producer Manager has been set to “NO,” which allows a
firm record to have an identical value in the EIN field as another. If you have questions, please
contact your Vertafore representative.

DISCLAIMER: In Producer Manager, your company currently may have numerous identical
records for a master agency and its branch agencies, differentiated only by the value in each
record of the External System ID field of a certain external system type (e.g., Agency Code).
Which record is identifiable as the “master agency” record and which are branch agency records
based on external system ID is information known only to your company’s project team or
licensing staff. Vertafore cannot be responsible for errors resulting from inadvertent changes to
records based on mistaken identity.
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Quick Adding the Master Agency Record

When you know that you have a mega-firm that needs to be added to Producer Manager, the
best practice for adding the record is to use the Quick Add Producers utility. A “mega-firm” is
defined as a large agency with a headquarters location and several branch locations, all of
which share an identical federal EIN.

By loading one mega-firm record into Producer Manager using Quick Add Producers, you can
accomplish the following:

¢ Quickly establish a “master” agency record for the mega-firm’s main office or
headquarters

¢ Auto-populate the master agency record with a considerable amount of up-to-date state
compliance information

e Obtain a fresh report of state compliance data from the national Producer Database
(PDB) that you can use to manually populate the records of the mega-firm’s branch
locations

¢ Avoid the automatic creation of multiple mega-firm records, a situation that will require
considerably more manual data entry and cleanup than the steps included in this best
practice guide.

Note: You also may add one mega-agency record to Producer Manager as part of a large batch
of records loaded into the system using Quick Load Producers. However, this method leads to
more complications.

It is a good idea to analyze the producer data from the legacy producer management system
that you are using as the basis for your Quick Load file. If it includes only one record for the
mega-agency, then the procedure should behave exactly as if you were adding it via Quick Add
Producer, as explained in this chapter.

However, if your legacy producer data includes separate records for each of the mega-agency’s
separate locations, then you may end up with multiple, identical records, with no differentiation
among them. This situation could lead to vastly more manual data entry and cleanup.

If your legacy data does include separate records for each branch agency, before you use
Quick Load Producers, ask your Vertafore representative to temporarily set the
ORG_UNIQ_EIN business rule in your company’s configuration of Produce Manager to “Y”
while the Quick Load process is underway. This will create only one mega-agency record;
attempts to create additional records with the same EIN will error. Then, after Quick Load is
completed, ask your Vertafore representative to set the ORG_UNIQ_EIN business rule to “N,”
so that it is possible to manually create the branch agency records with the same EIN.

Here’s how...
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On the Producer Manager
Home page, in the Add a
Producer section click the
Quick Add Producer link.

The Quick Add Producer
page will open.

On the Quick Add
Producer page, in the
Producer Type field click
to select the Firm radio
button.

In the Name field, enter
the name of the mega-
agency.

v Vertafore

Licensing

Producer Manager™

Companies Inguiries Expres:

Administration

Find existing producers with Review/Update Producer

Recently Viewed Producers

& ARGO, MICHAEL KEITH

& AMBROSE, MICHAEL JOSEPH
& SMITH, J BRIAN

& WILLIAMS, ANDRIA J 07-10 3
& DILLARD, PATTY SIX 07-10-2013

Add a Producer
Add a new Individual Licensee oranew Firm
from PDB data
Quick Lu{r_"} Producers from a batch file using PDB

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

Recent Subscriber Notices Show All

No notices.

Manage Appointments
Add Appointments
Terminate Appointments
Approve/Deny Appointments
Review Rejected Appointments

Home | Help | Contact Us

UAT for 50015

Valued User Logout

"\ Vertafore

Licensing

Producer Manager™

Companies Inguiries Express Services Administration

Quick Add Producer

Producer Type : @ Firm ) Individual Licensee

Name \DVANCED INS UNDER\ EIN 20-4359726 Load data from PDB

Home | Help | Contact Us

In the EIN field, enter the mega-agency’s federal tax ID (Employer Identification Number). A

hyphen is optional.

Verify that the Load data from PDB checkbox is checkmarked.

Finally, click the Search button. Producer Manager will look up the mega-firm’s record on the
national Producer Database (PDB). When it is finished, the Quick Add Producer page will

refresh with additional fields.

v Vertafore
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The system verifies the
existence of the mega-
firm’s record on the PDB. It
also displays its license
residence state and the
date on which the PDB last
was updated with state
compliance information.

Ignore the state list box.

Optionally, you may select
a cost center from the
dropdown menu to assign
the cost of the Quick Add
operation to a specific
accounting bucket.

When you are finished,

Vertafore Producer Manager™

Logged in as Valued User  Logout

Licensing ~ Companies ~ Inquines ~ Express Si Administration ~

Quick Add Producer

ProducerType: @ Firm O Individual Licensee

Name ADVANCED INS UNDER\ EIN 20-4959726 Load data from PDB

1 PDB entry was found:

Name Resident State
Florida

Last Updated

@ Advanced Insurance Underwriters, Lic 06-14-2013

Select the state(s) for which you want to load PDB licensing and appointment data

Alabama -
Alaska =
Arizona

Arkansas

California

Colorado 2

+ Data from a producer's resident states will always be loaded
+ Ifno states are selected, all PDB data will be loaded

Optionally, you may bill the cost of the PDB report to one of the following cost centers.
Mo Cost Centers available.

Add Producer From PDB
&

Instead of loading producer data from a PDB report, | would like to create this firm manually.

Home | Help| Contact Us

click the Add Producer From PDB button.
The Data Reconciliation Details page will open.

The Data Reconciliation
Details page displays the
position your request to
Quick Add the mega-firm
holds in the queue of
automated data
reconciliation requests.

You may click the Refresh
button as needed to update
the page. Eventually the
Quick Add operation will be
completed, and the Data
Reconciliation Details
page will refresh to show
the results of the operation.

Vertafore  Producer Manager™

Licensing ~ Companies ~ Inquiries *  Express

Data Reconciliation Details

ADVANCED INS UNDERWRITERS LLC
EIN License State/#
20-4959726

Active BU NPN Resident States

4, Reconciliation Pending

This reconciliation request is currently number 1 in the Data Reconciliation Queue. Once this request
begins processing, this report will be updated. Please check back later.

3

Overview
Action: Quick Add
Requested Date: 07-17-2013 1:52 PM
Requested By: Valued User
Status: Pending
Status Date: 07-17-2013 1:52 PM

“ Vertafore
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The volume of information
on the Data
Reconciliation Details
page might seem a bit
overwhelming. Don’t worry
too much about it now;
we’'ll look at it again later.

For now, click the Review
Producer Record button
at the bottom of the page.

UAT for 50015

Logged in as Valued User

Vertafore

Producer Manager™

Data Reconciliation Details

5l ADVANCED INSURANCE UNDERWRITERS, LLC Un
EIN License Statei# Active BU NPH
20-4959726 GENLIC 8898786

Resident States

“f This producer has invalid information or i missing required information

Overview
Action: Quick Add
Requested Date: 07-17-2013 1:52 PM
Requested By: Valued User

Reports:
B Producer Record Updates

T PDB Report
Retrieved 07-17-2013
Status: Processed

Status Date: 07-17-2013 1:53 PM
Cost Center: No cost cenfer was associated with this request.

Processing Messages to Review
Review Status: /& 1 Unreviewed

Review All / Reset All

Reviewed State Type
A Mark as Reviewed Florida Excluded State

Processing Message

Florida could not be synchronized because multiple active licenses of the same type in the
same state indicate a situation that cannot be resolved a

Export options: CSV | Excel | XML | PDF

Automatically Resolved Data Issues

“E Alabama
License Type : Non-Resident Producer Firm  License Number : 445650

NN N N NN N NN N NN
Property and Casual DB Qualification expiration date is missing or is after its refated PDB Licenses expiration date.

& Virginia
License Type : Producer License Number : 102529

\Qualification
Property and Casualty

@Washington
License Type : Producer License Number : 701679

Message
Active PDB Qualification status date is different than its original issue date.

Qualification Message

Casualty PDB Qualification expiration date is missing or is after its related PDB Licenses expiration date
Disability PDB Qualification expiration date is missing or is after its related PDB Licenses expiration date
Life PDB Qualification expiration date is missing or is after its related PDB Licenses expiration date.
Property PDB Qualification expiration date is missing or is after its related PDB Licenses expiration date.

= West Virginia
License Type : Business Entity Producer License Number : 100109468

Qualification Message
None PDB Qualification expiration date is missing or is after its related PDB Licenses expiration date
None Active PDB Qualification status date is different than its original issue date.

Review Producer Record
»

Home | Help | Contact Us
o

v
Vertafore
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1 1 UAT for 50015
SO! here IS your mega'ﬂrm Vertafore Producer Manager™ Logged in as Valued Lr Logout

record Currently It Licensing Companies Inquiries ess vices Administration
contains state compliance
information for all of the

Review/Update Firm

sl ADVANCED INSURANCE UNDERWRITERS, LLC Unrated Search Producer

. ’ .
mega-firm’s main and Ccense Sater Fotve o0 Resident states
1 20-4959726 8508786
branch locations, as A sses senue
. . < This producer has invalid information or is missing required information
obtained from the national
Expand All
PDB_ Firm Details Agreements Required ltems
Resident States Individual Associations License Applications
H HTEH External Sys IDs iﬂ Aliases Comments
EXCGptIOﬂS Wl” InClUde Contact Information Data Reconciliation
. Address History State Producer Numbers
StateS that ISSuUe a Licenses/Qualifications FINRA Information
A i Business Units
H Appointments
separate license of the
Key: % =Fix Missing Required Information)

same license class (license

type) to each branch 5 Firm Details
location, such as Florida. Firm ID Status Effective Date Term Date

PrOducer Manager does I:S?;:NCED INSURANCE UNDERWRITERS, LLC - HEADQUARTE gg:::‘:\:filiated

not load this information to  Fm e D-l-n—! TBution Channel NPN

the record, because it does tememom =l e

not want to burden it with o]
what it sees as duplicate ® Resident States b

license information. This is  “Extemal SysiDs
a situation we will deal with
later.

The best thing to do while we have this record open is to identify it as the record of the mega-
firm’s headquarters — the “master” or “main” agency record.

Add/Update/Delete External System ldentifiers
~7

The primary identity of a master agency record should always be an External System ID value.
However, you can add something to the master agency record that will make it more easily
identifiable as the master record. In the Name field in the Firm Details section, append the
firm’s name with something that signifies the record as the master agency record. Use ALL
CAPS if that is your company’s record-keeping convention.

Note: An automated data reconciliation operation, such as Quick Sync Producer, performed
on the master agency record will overwrite the value of the Name field, unless you choose a
Quick Sync Profile that protects demographic information. For more information, see
“Obtaining State Update Information for Periodic Manual Record Upkeep” on page 43.

When you are finished, click the Save button.
We have Quick Added the mega-firm record and established it as that of the master agency.
Next, we will manually add records for each of the branch locations.

Page 8 © 2013, Vertafore, Inc.
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Manually Adding Branch Agency Records

In the previous chapter, we loaded the mega-firm record into Producer Manager, using Quick
Add Producer. We also established the record as that of the main or master agency (i.e., the
mega-firm’s headquarters).

Your next task is to manually add additional records to Producer Manager representing each of
the mega-firm’s branch locations.

Later, we will manually populate the branch agency records with their respective
license/qualification (license line) information.

How do you know how

many branch records to " ADVANGEDINSURANGE  prorecing usiess  PersonaL Assers

UNDERWRITERS  Across FLORIDA AND BEYOND

Call for Quote
(888) 907-7"

manually add? If you don’t
already know how many,
one way to find out is to
visit the mega-firm’s
website. Often the
“Contact Us,” “Corporate
Information,” or similar
page on the agency’s
website will include
contact information for
each of the branch
locations. The PDB Report
obtained when we Quick
Added the one, master
agency record also might
provide some clues. We
will discuss using both of
these toals later in this
document.

Home Business Personal IndustriesServed Employee Benefits AboutUs Disaster Preparedness Forms Library

Our Locations

Get Your Free Analysis:

Hollywood Office
(Corporate Headquarters)
3250 N 29th Avenue
Hollywood, FL 33020

Ph: (954) 9636666

Jacksonville Office
151 Sawgrass Comers Dr.

Ponte Vedra Beach, FL 32082
Ph: (904) 5438186

Ocala Office
409 SE Wenona Ave.

Estero Office
10600 Chevrolet Way
uite 200

Here’s how to manually add a branch agency record to Producer Manager...

On the Producer
Manager Home page, in
the Add a Producer
section click the Add a
new Firm link.

The Add Firm page will
open.

Vertafore

Companies

Licensing

Find existing producers with Review/Update P

Inquiries

Producer Manager™

Expr:

Add a Producer
Add a new Individual Licensee or a new
Quick Add Producer from PDB data

U

uick Load Producers from a batch file using

Update Producer Information
AddiActivate Licenses/Qualifications
Correct License Data
Maintain Contact Information

Manage Appointments
Add Appointments
Terminate Appointments
ApproveiDeny Appointments
Review Rejected Appointments

UAT for 50015

Administration

Recently Viewed Producers
_Dl], ADVANCED INSURANCE UNDERWRITERS, LLC 6 minutes ago
£ ARGO, MICHAEL KEITH o
& AMBROSE, MICHAEL JOSEPH
& SWITH, J BRIAN

& WILLIAMS, ANDRIA J

Recent Subscriber Notices Show All

Mo notices.

Home | Help | Contact Us

v Vertafore
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The Add Firm page UAT for 50015
. . Vertafore  Producer Manager™ - .
requires data entry in a o p— e Sevies - AN
. icensing Companies Inquiries Express Services Administration
number of fields. Many are _
set by configuration based ., petais Add Firm
on your company’s unique — — Clear
business rules. |ADVANCED INS UNDERWRITERS LLC - BRANCH 1 (204959726 |
. . . Firm Type NPN [Indirect Appointments Preferred
In the Firm Details section, ‘:;:;‘jy::bg;:°mpa”v = \ \
enter the Name of the \
mega-agency. Enter it :ﬂdd i
. ress
exactly as it appears on the  juuees 1ype
master agency record that Copy From (¥
was Quick Added into the oo }‘23 e }
System Use ALL CAPS |f Line Three | ‘
that is your company’s o I:wd I‘
record-keeping convention. s code EoT ]
Append the name with an Province | ¥
identifier, such as a branch ~ “*™ ' Y
number or location city (if Conactinformation | |
you know it). You can First \ | Middle \
overwrite this information Email Address \ |
. Phone \ | Ext \ |
later, if necessary. T | ‘ e | ‘
Fax \ |
’ Communication Preferences
Enter the meg_a-agency_ S ©  Electronic Mail © Fax & Postal Mail ©  Telephone Phone Type | b
EIN. This, obviously, will be Clear
the same as that of the picress e
master agency. (If it wasn’t, |copyFrom [Mailng ¥
ou wouldn’t have to go Line One [123 Man ‘
hrough all of this ) ) e e | |
g . Line Three [ |
City |city |
In the Address Type sute [Flonda 3
sections, enter address Postl Cade Iam | |
data, if available, in all Country | 3
required adq_ress type fields . .o
(usually Mailing and Last \ \
Business Location). You . } \ Micdle |
can overwrite this data Phome | | e | |
later, as well. (See Tip, Toll \ \ Ext \ \
below.) Fax \ |
TO save data entry, you Communication Preferences
3 Electronic Mail (3 Fax @ Postal Mail (3 Telephone Phone Type v
may use the Copy From Clear
tool in the second addresSs  yuq resident state
type, |f the addreSS Values State Cert Effective Date Cert Expiration Date License Expiration Date
are the same [Foice 4 | a ] ] lear
. Add External System Identifier
In the Add ReSIdent State External System Type External System ID Business Unit Primary Inactive
: | Agency ID | 1234567 [ & 0O ] Clear
section, enter the branch
| t| n’ || n r | n Add Business Unit
é)tcat O S Ce Se eS de Ce ‘Elusiness Unit | V| Clear‘
ate.
%
In the Add External

Page 10 © 2013, Vertafore, Inc.
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System Identifier section, enter the branch location’s unique External System Type and
External System ID. This information, for the time being, will be the primary differentiator
between the master agency record and all of the branch location records. If you are already
differentiating among the various mega-agency records in another system (policy admin or new
business, for example), you probably already have an External System Type (Agency ID, for
example) and External System ID (a unique code) established for each of the mega-agency
records. Simply enter that information. (If you do not see the appropriate External System
Type, contact your system administrator or Vertafore representative.)

When you are finished, click the Save and Review button.

Tip: You may be able to obtain address data to manually enter in each branch location record
from the mega-firm’s website. See page 9 for more information. Or, you can copy the address
information for each branch directly from the PDB Report that was obtained when you Quick
Added the master-agency record.

v Vertafore PDB Data Report &8, Print Document
Fiteer . ——

ADVANCED INSURANCE UNDERWRITERS, LLC
Retrieval Date: 07/17/2013

FEIN: 20-4959726
NPHN: 8898786

OTHER NAMES:

ADDRESSES:

STATE: FL

Date Updated Address Type Address Type Code Address

03/31/2010 Business 2 206 SW 10TH STREET OQCALA FL 34471 US A

03/31/2010 Mailing
03/31/2010 Business
03/31/2010 Mailing
03/31/2010 Business
03/31/2010 Mailing

3 PO BOX 6 OCALAFL 34478 US A
2 11440 OKEECHOBEE BLVD SUITE # 201 ROYAL PALM BEACH FL 33411 U.S. A
3 11440 OKEECHOBEE BLVD SUITE # 201 ROYAL PALM BEACH FL 33411 U S A
2 10600 CHEVROLET WAY SUITE 200 ESTERO FL 33925 US.A.
3 10600 CHEVROLET WAY SUITE 200 ESTERO FL 33928 US A
03/31/2010 Business 2 151 SAWGRASS CORNERS DR SUITE 101 PONTE VEDRE BEACH FL 32082 U.S A
03/31/2010 Mailing 3 151 SAWGRASS CORNERS DR SUITE 101 PONTE VEDRE BEACH FL 32082 U.S A,
08/02/2010 Business 2 3701 S OSPREY AVENUE SARASOTA FL 34239 US A
08/02/2010 Mailing 3 3701 S OSPREY AVENUE SARASOTA FL 34239 US A
03/31/2010 Business 2 3250 NORTH 29TH AVE HOLLYWOQOD FL 33020 U.S.A.
03/31/2010 Mailing 3 3250 NORTH 28TH AVE HOLLYWOOD FL 33020 US A
03/31/2010 Business 2 1411 WESTSHORE BLVD SUITE # 301 TAMPA FL 33607 U.S.A.
03/31/2010 Mailing 3 1411 WESTSHORE BLVD SUITE # 301 TAMPA FL 33607 US A
03/31/2010 Business 2 606 BALD EAGLE DRIVE SUITE 301 MARCO ISLAND FL 34145 US A
03/31/2010 IMailing 3 606 BALD EAGLE DRIVE SUITE 301 MARCO ISLAND FL 34145 LS A

To open the PDB Report, in the Data Reconciliations data section of the master agency
record, click the PDB Report link.

B Data Reconciliation Top
L ] - Producer ,
Reconciliation Action Status Requested Date Data Sources Processing Messages Modrﬁed?Amon
Quick Add Processed 07-17-2013 = /2 1 Unreviewed N
Retrieved 07-17-2013
Key: | View PDB Report [Z View Reconcilation Details
Page 11 © 2013, Vertafore, Inc.
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UAT for 12029
Producer Manager™ inas Valued User Logout

A “workflow transition” L~ \ Vertafore

page Wi” Open, Oﬁerlng Licensing Companies Inquiries Administration
several choices as to what
to do next.

«f ADVANCED INS UNDERWRITERS LLC - BRANCH 1 has been added to Producer Manager.
If at thls tlme you Want to NEXT [Iwould like to attach licensing information by:
add another branch agency T ot e sophestos o s o Copiann Eeete ="
record’ CIICk the Ad d - Recording license applications that have previously been submitted
another firm link at the OR 1 would ik 1o review this producer

bottom of the page.

4 Add another Firm

Then simply repeat the
steps in this chapter.

Home | Help| Contact Us

Now we have distinctive, separate records for the mega-firm’s master agency and each of its
branch locations. Next we will manually add license and qualification information.

Page 12 © 2013, Vertafore, Inc.
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Manually Adding Unmerged License Information

When processing automated data reconciliation for an agency producer and sorting through the
information acquired from the states via the national PDB, Producer Manager may encounter
numerous instances of the same license in a single state, for example, differentiated only by
license number.

Does it load license type A with license number 001, number 00122, or number 003 to the
agency record? Producer Manager doesn’t know, and because it does not want to make a
mistake, it will not load what it sees as a duplicate license to any record.

In the previous chapters, we Quick Added the mega-agency record, established it as the master
agency record, and then manually added records for each of the branch locations.

Now we must determine which license goes with which agency location and then manually
record the license information for each location.

Here’s how....

UAT for 12029

as Valued User

Vertafore

Companies

Producer Manager™

On the Producer Manager
Home page, click the

Licensing Inquiries Administration L

Ad vanc ed PI’O d ucer Find existing producers with Review/Update Producer or Recently Viewed Producers
. & EONANHL ANTHONY A
Search link. s 2 new Indlividual Licenses or anew Firm L ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS
[l ADVANCED I

Quick Add Producer from PDB data o
CEDINS UNDERWRITERS LLC - BRANCH 6 2012

The Advanced Producer Huick Load Producers from a batch fle using FDS _u; ;D*.-‘AII\;ED INS UNDERWRITERS LLC-ERAHISHS z;z:rz:\z
Search page will open. Update Producer Informatian Show A1l

Add/Activate Licenses/Qualifications Recent Subscriber Nofices
. No notices.

Correct License Data

Maintain Contact Information

J

CED INS UNDERWRITERS LLC -BRANCH 7
J
il

Manage Appointments
Add Appointments
Terminate Appointments
Approve/Deny Appointments
Review Rejected Appointments

Home | Help | Contact Us

Page 13 © 2013, Vertafore, Inc.
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From the Producer Type
dropdown menu, select
Firm.

In the Firm Name field,
enter the name of the
agency.

Click the Search button.

The Advanced Producer
Search page will refresh

UAT for 12029

Logged in as Valued User

Vertafore

Companies

Producer Manager™

Logout

Administration

Licensing Inquiries Express Services

Advanced Producer Search

Producer Type Firm E

Business Units  |C -
- L e
Firm Name  Advanced HQ |
EIN M
MA
AlID NC -
Search
¥

Home | Help | Contact Us

with a list of all records that met your search criteria.

From the list of records on
the Advanced Producer
Search page, click the
name of the “master”
agency record.

After clicking the master
agency’s hame, the record
will open in the
Review/Update Firm

page:

UAT for 12029

Logged in as Valued User Logout

Vertafore  Producer Manager™

Licensing Companies Inquiries Administration

Express Services

Advanced Producer Search

Producer Type  |Firm [~] Business Units  [C -
FL E
Firm Name  Advanced HQ ‘i‘
EIN M
MA
AllD NC -
Sort By: 4 Name EIN Al'ID
Producer Status Latest Reconciliation Missing Info
5l ADVANCED INS UNDERWRITERS LLC - BRANCH 1 Pendin
EIN: 204959726 | Ext. ID: 1234563 9
5l ADVANCED INS UNDERWRITERS LLC - BRANCH 2
EM: 204959726 | Ext.ID:102026 | BU:FL FEILIE o 20110147
L5l ADVANCED INS UNDERWRITERS LLC - BRANCH 3
EM: 204959726 | Ext ID:24175 | BU:FL Fending o 20110147 b
5l ADVANCED INS UNDERWRITERS LLC - BRANCH 4 .
EM: 204959726 | Ext.ID:26458 | BUIFL AN ¥ 20120319
1l ADVANCED INS UNDERWRITERS LLC - BRANCH 5
EM: 204959726 | Ext.ID: 21436 | BU:FL LR o 20110147 b
5l ADVANCED INS UNDERWRITERS LLC - BRANCH 6
EM: 204959726 | Ext.ID:16267 | BU:FL FEILIE o 20110147 h
L5l ADVANCED INS UNDERWRITERS LLC - BRANCH 7
EM: 204959726 | Ext.ID:19837 | BU:FL A o 20110117 b
5l ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS
EIN: 204959726 | Ext ID:19875 | BU:FL A o 20120319 b
Key: of =Processed i\ =Error @ =in Progress {9 = Closed

& results found, displaying all results,

Home | Help | Contact Us

The master agency record, at this point, is the only one in the mega-agency group that is
populated with compliance data.

The goal now is to differentiate each record’s license, qualification, and appointment data, so
that the licenses, etc. held by the master agency are reflected correctly on the master agency
record, and the licenses, etc. of each branch agency are reflected correctly on their respective

records.

This requires analysis of the PDB Report stored with the master agency record that was
obtained when the master agency record was created via Quick Add Producer.

v Vertafore
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Producer Manager User Guide Maintaining Records of Agencies with Multiple Branch Locations and a Single EIN

To open the PDB Report,
click the Data
Reconciliation link in the
Quick Links box at the top

UAT for 12029

as Valu

v Vertafore  Producer Manager™

Licensing Companies Inquiries ess Services Administration

Review/Update Firm

f h . |5l ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS Unrated Search Preducer
of the Rev I eW/U p d ate EN License State/# Active BU [0 Resident States
Firm page 20-4959726 AL 445650 FL 8298786
= This producer has invalid information or is missing required information
Expand All
Firm Details Appointments FINRA Information
Producer Business Rules Agreements Business Units
Resident States K ‘ Individual Associations Required ltems
External Sys IDs Costs License Applications
Contact Information Aliases Comments
Address History
Licenses/Qualifications Staté&)u(lucsr Numbers

Key: Sl = Fix Missing Required Information|

The Data Reconciliation & Firm Detalls
data section will display:
B Data Reconciliation Top
. " . Producer .
Reconciliation Action Status Requested Date Data Sources Processing Messages Modified?Amon
Quick Load With Sync Processed 07-17-2012 “Z PDB Report 2% 1 Unreviewed 5

Retrieved 07-17-2013

Key: ﬁ View PDB Report (& wiew Job Details Q\ View Reconciliation Details

In the Processing Messages field, check if there are processing messages to review. If there
are, this means that Producer Manager may have encountered duplicate license information
that it did not add to the mega-firm’s record.

In the example above, there is one (1) processing message to review.

To review the processing messages, click the View Reconciliation Details button in the
Actions column.

Page 15 © 2013, Vertafore, Inc.
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Maintaining Records of Agencies with Multiple Branch Locations and a Single EIN

The Data Reconciliation
Details page will display:

In this example, the
processing message
confirms that multiple
licenses of the same type
exist in Florida. This means
that we need to dig deeper,
find the Florida licenses
that we have information
about, and determine which
entity -- the master agency
or one or more of the
branch agencies -- holds
which of the multiple active
licenses.

UAT for 12029

Vertafore  Producer Manager™

Licensing Companies Inquiries Express Services Administration

Data Reconciliation Details

sl ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS Unrated

EIN License Statei# Active BU HPH
20-4959726 FL 8808786

< This producer has invalid information or is missing required information

Resident States

Overview
Action: Quick Load With Sync ( View Job Details )
Requested Date: 07-17-2013 2:27 PM
Requested By: Nate Silvers

Reports:
= Producer Record Updates
% PDB Report
Retrieved 07-17-2013
Status: Processed
Status Date: 07-17-2013 2:33 PM
Cost Center: 93

N Reconciliations during this time did not have Indiana appointiment data
Processing Messages to Review

Review Status: £ 1 unreviewed

Review All [ Reset All

Reviewed State Type
A Mark as Reviewed Florida Excluded State

Processing Message
Florida could not be synchronized because multiple active licenses ofthe same type in the
same state indicate a situation that cannot be resolved automatically.

Export options: CSV | Excel | XML | PDF

To keep track of your work, click the Mark as Reviewed link. This will let everyone in the
department know that you have reviewed the processing message and are working to resolve

any record-keeping issues.

Now we need to review the
PDB Report itself that was
obtained during the
creation of the master
agency record.

Click the PDB Report link.

Vertafore Producer Manager™

Companies Inquiries Expres Administration

Data Reconciliation Details

5 ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS Unrated
EIN License State/# Active BU nPN
20-4959726 FL 8898786

Resident States

= = Sim —maales
b
Remev{’_')u'm 72012

§ This producer has invalid information or is missing required information

Overview
Action: Quick Load With Sync ( View Job Details )
Requested Date: 07-17-2013 2:27 PM
Requested By: Nate Silvers
Status: Processed
Status Date: 07-17-2013 2:33 PM
Cost Center: 93

&

Reconciliations during this time did not have Indiana appointment data

Processing Messages to Review

Review Status: /& 1 unreviewed

v Vertafore
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Producer Manager User Guide Maintaining Records of Agencies with Multiple Branch Locations and a Single EIN

The PDB Report will open in a separate window.

‘2 hitps://sdbuat.sircon.com/Inquiry/viewP dbAsHtml.do?method=forminitProcessBtpdbld=56895 - Windows Intemet Explorer oo ==

v Vertafore PDB Data Report & Print Document
Use the Filter Options to “FilterOptions = e |

narrow the report tO Include Report Information ADVANCED INS UNDERWRITERS LLC

[“JAll Information Retrieval Date: 07/17/2013

only the Licenses of the ) penograpnes.
. . . License Information
state indicated in the IE] Appommerterteme
processing message, as - ety Actars
Report Format

shown at right. @ Groun by Secton

(©) Group by State

i »

B Advanced Filter Options
Company Appointments
Company Appointments s Ll 63321
[¥ All Companies
My Companies
No maiching companies found in
results.

s Llc 63821
States

[CJ Al States

Resident State ( FL )
[az[Oar[az Clea s Lic 63821
[Clee Der[Moc Cloz
[ [[x Cxs
ey [ za [ua Cuo
[Tz [z Ml Cluo s U 63821
[Cus Cwc Clns Owe
[Fen [ or [ sc Flmx
Cva Dz Mww

IS

UG OVATTCET TS Ul Llc -000

s Llc 63821

[ hitpsy//sdbuat.sircon.com/Inquiry/viewPdbAsHtml.domethod=processépd... | o8

NOW, notlce that the PDB 2 https://sdbuat.sircon.com/Inguiry/viewP dbAsHiml. do?method=process@pdbld=56895 - Windows Internet Explorer
Report does indeed list D
multiple instances of the Fiter @
same, active license type in ADVANCED INS UNDERWRITERS LLC
the SeleCted state. Retrieval Date: 07/17/2013

Vertafore PDB Data Report {3, Print Document

The fields in which we are LICENSE SUMMARY

most interested in the STATE:
lass:

report are CIa.SS, Act|ve’ Agency Issue Date: 10/07/2006 Expiration Date:
and L|Cense # assCude: 4 Residency: R

LOA Authority Issue Status Status/Reason CE CE Renewal CE Credits
Code Date Status Reason Date Compliance  Date Needed

Line of Authority

Each instance belongs to
LINES DETERMINED BY 3032 10/07/2006 Active 10/07/2006 NIS 0
the master agency or one AGENT
of the branch agencies. We ““fjm s Coder 4 menn i —
need to establish which is

Q‘

H . . LOA Authority Issue Status Status/Reason CE CE Renewal CE Credits
Wh ICh . Line of Authority Code Date Status Reason Date Compliance Date Needed
LINES DETERMINED BY 3032 10/07/2008 Active 10/07/2006 N/S 0
AGENT
Issue Date: 10/07/2006 Expiration Date:
(Cicense £ L03000TClass Code: 4 Residency: R
Line of Authority LOA Authority Issue Status Status/Reason CE CE Renewal CE Credits
Code Date Status Reason Date Compliance  Date Needed
LINES DETERMINED BY 3032 10/07/2006 Active 10/07/2006 N/S 0
AGENT
Issue Date: 10/07/2006 Expiration Date:
€License #: L030004 Flass Code: 4 Residency: R ‘M
Page 17 © 2013, Vertafore, Inc.

v
Vertafore



Producer Manager User Guide

Maintaining Records of Agencies with Multiple Branch Locations and a Single EIN

Our recommended approach is to visit the state website and look up the correct entity based on

license information.

Tip: You can find a directory of most states’ license number lookup web pages at
http://healthguideusa.org/insurance_license lookup.htm.

Most state websites have a
search engine you can use
to enter basic information
about an agency.

Click the Search button to
execute the query.

/= LICENSEE SEARCH - Windows Internet Explorer
@@ =@ hetpsfumssmyfioridacta comdatafsar_als index.htm

o - [k Page + G Teols - @ (I B B

JEFF ATWATER, CHIEF FINANCIAL OFFICER
FLORIDA DEPARTMENT OF FINANCIAL SERVICES

¥4 x

Co it the Agency Espafiol

: : Licensee Appointment Terminated Appointment
Hicensee Address bowniosd g

Licensee Search

The DFS licensee search service can provide names and addresses of licensees with at least one active license in the
state of Florida. The companies with which the licensees have active appointments are provided as well. Please view the
disclaimer before using this service

Please make one of the following three choices and supply the corresponding information. if you choose to search by

name, type in as much of the licensee 's name {last, first) or the agency's name as you think is accurate (at least 2
characters).

@ Firm Name: ‘Advanced Ing|

You may enter city to narrow the search

Seargy | | Clear
s

Search City:

DISCLAIMER

The most accurate infermation possible is used, but information found through this service is not guaranteed to be
accurate or timely; nor does the Department of Finandial Services guarantee its suitability for any purpose. DFS does
not take responsibility for any inaccuracies or omissions in this data

Back to Top

Disciplinary Actions

For a listing of the most recent disciplinary actions taken by the department against licensees please click here

2022 ® Florida Department of Fins

Vertafore
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Maintaining Records of Agencies with Multiple Branch Locations and a Single EIN

In the search results, note
the listing of agencies with
identical names,
differentiated by business
address city.

On this state website, you
can click a name to view
more details.

Review the details of the
branch agency.

Note especially the license
number.

> LICENSEE SEARCH - Windows Internet Explorer

@@ | http: v myfloridacto. comfdatafear sl jsarlst_tesults.asp RIESIE
T B B G- @ @63
JEFF ATWATER, CHIEF FINANCIAL OFFICER

FLORIDA DEPARTMENT OF FINANCIAL SERVICES

Licensee Appointment Terminated Appointment
Hisensee Aadress boumiosd =0

AAR Search Result: Licensees List

This information is current as of g/19/2011.
Your search for firms with ADVANCED INS as part of their name returned 1g records.

You are now viewing records 1 through 1g.

Agent(Firm) Name

ADVANCED INSURANCE & FINANCIAL SERVICES, LLC [COOPER CITY,FL

ADVANCED INSURANCE BROKERAGE
ADVANCED INSURANCE BROKERAGE
ADVANCED INSURANCE CONCEPTS INC
ADVANCED INSURANCE COVERAGES INC
ADVANCED INSURANCE COVERAGES, INC
ADVANCED INSURANCE GROUP, INC
ADVANCED INSURAMNCE LLC

City of Business Address

ANNA MARIA,FL
BRANDON,FL
BENSALEM,PA

DEERFIELD BEACH,FLORIDA
DEERFIELD BEACH,FL
SEBRING,FL

TITUSVILLE,FL

ADVANCED INSURANCE NESTING, INC
ADVANCED INSURANCE UNDE|
ADVANCED INSURANCE UND! N LLC

LAKE WALES,FL
LLC HOLLYWQOD,FL
TAMPA,FL

ADVANCED INSURANCE UNDERWRITERS, LLC SARASQTA,FL
ADVANCED INSURANCE UNDE| ITERS, LLC MARCO ISLAND,FL
ADVANCED INSURANCE UNDERWRITERS, LLC QCALAFL

ADVANCED INSURANCE UNDERWRITERS, LLC ROYAL PALM BEACH,FL
ADVANCED INSURANCE UNDERWRITERS, LLC ESTERO,FL

ADVANCED INSURANCE UNDERWRITERS, LLC PONTE VEDRE BEACH,FL

ADVANCED INSURANCE UNDERWRITERS, LLC
ADVANCED INSURORS, INC

BOCA RATON,FL
ATLANTA, GA

NEW SEARCH

DISCLAIMER
The most accurate information possible is used, but infermation found through this service is not guaranteed to be
accurate or timely; nor does the Department of Financial Services guarantee its suitability for any purpose. DFS does not
take responsibility for any inaccuracies or omissions in this data

LICENSEE DETAILS - Windows Internet Explorer.

@.\_ > p: v, myFloridacfo, comydatafaar _alis1 /LicenseeDetail asp7name=ADWAMCED+INSURANCE+HUNDER WRITERS % 2CHL L idno=L014 7538ty =HOLLYWQOD%ZCFL V‘ *+|
Wk &8 FTook ~ @+ (L B 3

JEFF ATWATER, CHIEF FINANCIAL OFFICER
FLORIDA DEPARTMENT OF FINANCIAL SERVICES

s - |- Page v

Y

ut the Ager

: Licensee Appointment Terminated Appointment
{icenses Address bownioad s

Licensee Details

9{18/2011

Demographic Information

Name of Licensee: ADVANCED INSURANCE UNDERWRITERS, LLC
License #: Lo15788
Business Location: HOLLYWQOD,FL
Agent In Charge Name : CHARLOTTEFLOYD
Agent In Charge License Number: Ao86490

Types and Classes of Valid Licenses

Original Issue

Expiration
Date P

Type Qualifying Appointment

AGENCY LICENSURE
(2105)

Appointments are not required for insurance

. 9/8f2012
agencies

9/8/2006

Types and Classes of Active Appointments

(nfa)

v
Vertafore
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Maintaining Records of Agencies with Multiple Branch Locations and a Single EIN

Refer back to the PDB
Report.

Note that the PDB Report
lists the same license as is
included in the branch
agency record on the state
website.

You have verified a match
of the license number for
the master agency on the
PDB Report. We now
know that this license on
the PDB Report belongs to
master agency and must
be manually recorded on
the master agency’s
record.

To do this, re-open the
master agency record.

You may click the master
agency’s name link above
the Record Summary on
the Data Reconciliation
Details page.

o

o Ab ol
Licensee Appointment Terminated Appointment
Jeenses faess pavness _ Do Downioad

9/18/2011

Demagraphic Information

AgentIn Charge Name : CHARLOTTE FLOYD
Agent In Charge License Number: Ao86490

Types and Classes of Valid Licenses

Type

AGENCY LICENSURE
(21205)

Class:  Agency Issue Date: 09/08/2006 Expiration Date:
Typesand Classes of Active 4 | License # L0874 Class Code: 4 Residency: R Active: Yes
(nfa)
. N LOA Authority Issue Status Status/Reason CE ClI
_ Line of Authority Code  Date Status Reason Date Compliance D
UNES DETERMINED BY 3032 00/08206 Active 09/08/2006 s
AGENT
Tass:  Agenc Issue Date: 03/08/2006 Expiration Date:
Teense # L014783Class Code: 4 Residency: R
. ) LOA  Authority Issue Status Status/Reason  CE
Line of Authority Code  Date Status Reason Date Compliance D,
LINES DETERMINED BY 3032 09/08/2006 Active 09/08/2006 N/S
AGENT
Class:  Agency Issue Date: 09/08/2006 Expiration Date:
License #: L014805 Class Code: 4 Residency: R Active: Yes

FLORIDA DEPARTMENT OF FINANCIAL SERVICES

Contact

tthe Agency Espa

Licensee Details

Name of Licenses: ADVANCED INSURANCE UNDERWRITERS, LLC
Lo14768
LLYWOOD,FL

ense

Business Locatio

Original Issue

Date Qualifying Appointment

Expiration

Appointments are not required for insurance

N g/8/2012
2gencies

9/8/2006

{2 https:#fsdbuat.sircon.comiinquiry/viewP dbAsHiml. do?method-processitpdbld=56895 - Windows Internet Explorer

Vertafore Producer Mana

v

Licensing Companies Inquiries

UAT for 12029

ed in as Valued User |

ger™

Administration

Data Reconciliation Details

& [C rate
EIN License Stateh/ Active BU NPH Resident States
20-4959726 FL 8898786

<§ This producer has invald information or is missing required inform;

ation

Qverview

Action: Quick Load With Sync { View Job Details )
Requested Date: 07-17-2013 2:27 PM

Requested By: Nate Silvers

Status: Processed

Status Date: 07-17-2013 2:33 PM

Cost Center: 93

Reports:
B Producer Record Updates

{EIPDE Heport

Relrieved D7-17-2013

& Reconciliations during this time did not have Indiana appointment data.

Processing Messages to Review
Review Status: £ 1 unreviewed
Review All/ Reset All

State
Florida

Reviewed
A Mark as Reviewed

Type

Excluded State

Processing Message
Florida could not be synchronized because multiple active licenses of the same type in the
same state indicate a situation that cannot be resolved automatically.

Export options: CSV | Excel | XML | PDF

v Vertafore
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In the Quick Links section
of the master agency’s
record, click the

UAT for 12029

Logged in as Valued User Lo

Vertafore

Companies

Producer Manager™

v

Licensing

Inquiries

Administration

Licenses/Qualifications Review/Update Firm

||nk Lzl ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS Unrated Search Preducer
EIN License State/# Active BU HPN Resident States
20-4959726 AL 445650 FL 8808786

S This producer has invalid information or is missing required information

Expand All

Firm Details Appointments FINRA Information
Producer Business Rules Agreements Business Units
Resident States < ‘ Individual Associations Required Items
External Sys IDs Costs License Applications
Contact Information Aliases Comments

Address History Data Reconciliation

State Producer Numbers

!

Key: 9§ = Fix Missing Required Information)

B Firm Details -

AT A e e 2 e Y a A e eV AN NV N S A AV AV e e e AV N Y N Y N VAV AV AV AV A AV

HLicenses/Qualifications T

And then, in the Licenses

data section, click the Add  |[FLicenses 0
License
. " . License
NEW License State License Type License Original Status Effective  Expiration Inactivation Suspend Suspend Copy
. e . . Number  Issue Date Date Date Reason Begin | iete  RECd
License/Qualification link. Date
[ Alabama Non-Resident Producer Firm 445650 01-26-2010 Inactive 09-01-2011 12-31-2012 Canceled
The Add/Activate Arizona Insurance Professional 881413 12-22-2006 Active 12-22-2006 12-31-2014 Inactivate
L I Cen S eS/QU al I fl Catl O n S Arkansas Nonresident Producer Agent 311666 03-13-2007 Active 03-13-2007 09-30-2012 Inactivate
a e Wi” 0 en California Non-Resident Producer Firm 0FB9725 07-30-2007 Active 07-30-2007 07-31-2013 Inactivate
p g p : Coleorado Non-Resident Producer 285661 02-09-2007 Active 02-09-2007 03-01-2013 Inactivate
[ Connecticut  Non-Resident Producer Firm 002272107 12-22-2006 Active 12-22-2006 01-31-2014 Inactivate
Delaware Non-Resident Producer Firm 1055167 03-14-2007 Active 03-14-2007 02-28-2013 Inactivate

A A VAV A U N AV A A AN AV AN A AV A AV AV N Y AV AN AV AV AN AN AV AV AV AN AV AV AV AV AV A VAN A A YA AV AV

Page 21 © 2013, Vertafore, Inc.
v
Vertafore



Producer Manager User Guide
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The Add/Activate
Licenses/Qualifications
page will open. Here is
where you can manually
record license information.

Select the state, and then
click the Next button.

Click to select the License
Type, checkbox.

Enter the Effective Date.

Enter the License
Number.

Then, click to select
applicable Qualifications.

Tip: You can copy data
directly from the PDB
Report and paste it into the
fields in Producer
Manager.

Vertafore

UAT for 12029

Logged in as Valued User

Producer Manager™

Compani

Add/Activate Licenses/Qualifications

L5l ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS Unrated Search Producer
EIN License State/# Active BU NPN Resident States
20-4959726 AL 445650 FL 8898786

< This producer has invalid information or is missing required information.
States

[l Alabama [ Idaho [ Montana [[] Rhode Island

[ Alaska [ linois [C1 Nebraska [T South Carolina

[C1 American Samoa [ Indiana [ Nevada [ South Dakota

[C] Arizona 1 lowa [C] New Hampshire [ Tennessee

[”] Arkansas ["] Kansas 7] New Jersey 7] Texas

[7] California 7] Kentucky [T New Mexico 7] U.S_ Virgin Islands
[l Colorado [ Louisiana ] New York [ Utah

[C1 Connecticut [ Maine [C1 North Carolina [ Vermont
[l Delaware [C] Maryland [C] North Dakota [T Virginia
[C] District of Columbia ] Massachusetts [C] Ohio [l Washington
Florida [7] Michigan [7] Oklahoma [7] West Virginia
[”] Georgia [7] Minnesota [”] Oregon [”] Wisconsin
[T Guam [T Mississippi [T Pennsyivania [T Wyoming
[ Hawaii [ Missouri [[ Puerto Rico

[ Select All States H Unselect All States I

Home | Helo | Contact Us

UAT for 12029

in as Valu

Vertafore

v

Producer Manager™

User

Administration

Add/Activate Licenses/Qualifications
for State: Florida

5l ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS Unrated Search Producer

EIN License Statel# Active BU NPN
20-4959728 AL 445650 FL 8898786

S§  This producer has invaiid information or is missing required information.

Resident States

This producer is not a resident in Florida
Current Active Licenses

This producer does not have any active licenses in Florida

Current Inactive Licenses
This producer does not have any inactive licenses in Florida

Available Licenses to Add

License Type Effective Date Original lssue Date  Expiration Date License Humber proense Suspend Begin Lieense Suspend End oo ed
i & & =] I = = o
D Non-Res Service ‘ ‘j ‘ |j ‘ ‘j | H |j | ‘j D
Non-Resident Agency [09/08/2006 | L] | 13| |21 [Lotaras I[ 3 [ &E o

Current Active Qualifications
This producer does not have any active qualications in Florida

Current Inactive Qualifications
This producer does not have any inactive qualifications in Flarida.

Available Qualifications to Add

Qualification Type Effective Date Original Issue Date Expiration Date.
Lines Held By Employees osioerz006 |7 I | =
[]  MGA-General Lines All [oaroar200s | @ |
[] NRSwcRep General Lines All [oorosrz006 |7 [ = I =
]  sncRep-PrivPass Auta Only T | =

(2 hitps:#isdbuat.sircon.comfInguirylviewP dbAsHiml. do?method=processt pdbld-56895 - Windows Internet Explorer

Line of Authori LOA Authority Issue Status Status/Reason CE CE Renewal CE Credits
y Code Date Status Reason Date Compliance  Date Needed

LINES DETERMINED BY 3032 09/08/2006 Active 09/08/2006 N/S 0

AGENT

Class:  Agency Issue Date: 09/08/2006 Expiration Date:

License # MJINEE Class Code: 4 Residency: R Active: Yes

When you are finished, click the Save button.

The license information is added correctly to the master agency record.

v’
Vertafore
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We have demonstrated how this is accomplished for one state. If there are other states for
which Producer Manager could not load license information (because of multiple occurrences of

the same license type), you will need to undertake the same steps for each of those states in
the master agency record.

After that, you will need to open all branch agency records and perform the same procedures for
each license held uniquely by each branch agency.

Page 23 © 2013, Vertafore, Inc.
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Verifying License Information on Each Record

After you have correctly sorted out unmerged state license information that Producer Manager
could not add automatically, the next task is to make sure that the license information from other
states — states that do not issue separate licenses of the same class to differing branch
locations — are properly recorded on the appropriate records.

This involves verifying state licensure and possibly clearing erroneous license information from
the master agency record and manually recording it on one of the branch records, where it
belongs...

Here’s how...

= hitp ey quiry/vi Html.do? itProc 56895 - Windows Internet Explorer fol o=
LOO!( at the PDB Report L~ Vertafore PDB Data Report &8 print Document ;
again. Now filter the I’epOrt [~ Filter Options~~———————~—~p~%¢ |
to a state for which Report Information ADVANCED INS UNDERWRITERS LLC
Producer Manager did load H“;':":';‘::“::“’“ Retrieval Date: 07/772013
I|Cense, etC. data. [¥] License Information

["] Appointments/Terms
[”] Regulatary Actions

You can see that, as

Report Format

opposed to the scenario in & Groupby Secton
. ) Grouj State
the previous chapter, only -
. B Advanced Filter Options
one license was added to Company Appointments - e 3521
the master agency record e
from this state. oA
States
The question is: Does it =
rightly belong on the HM} :u} }az: :u s Lic 63821
master agency record? Or DO Dan s
does it belong to one of the D 2 Ue 63821
s Clwe Cwa Clwy
branch agency records? e
(CvaCa s Lic 63821

e avanceu s unuerwers Lic -000
hitps://sdbuat.sircon.com/Inquiry/viewP dbAsHtml.do?method= process&tpd... |

Page 24 © 2013, Vertafore, Inc.
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Go to the state’s license
lookup web page, and type
in the search criteria.

Licensee Look-up

To check the status of a license and/or to verify the expiration date, you may enter the last
name, first name, (or licensed business entity name), license number or NPN. You are not
required to enter values in all of the fields below.

Licensee Type:

Business Entity +

Suffix 1

e iy e

FEI: [ | Enter FEIN without hyphen ()
DBA/Trade Name* ]

Is Resident?

License Type: Al v
License Status- [An ~
Line of Authority. Al v

License Number:

[ | One or more License Numbers separated by commas.
|| One or more National Producer Numbers separated by commas.
Business Address State [ v

Business Address ZIP 1

Sort By:

“Ifless than 3 characters are entered exact search is used, otherwise a starts-with search is used.

%mm

SBS 2011 Summer Release
Copyright ® 2011 National Association of Insurance Commissioners. Al rights reserved.

Verisign: VSP
o

s

National Producer Number:

Business Address City:

Tip: You can find a directory of most states’ license number lookup web pages at
http://healthguideusa.org/insurance_license lookup.htm.

Here you can see that this
state’s lookup seems to
imply that the license is
indeed held by the master
agency, based on business
address.

Licensee Look-up
This document may serve in lien of a Letter of Certification.

Report Date: September 19, 2011
Total Number of Licensees = 1

Selected Criteria
[First Name = None Middle Name = None
ILast Name = None Suffix = None
|Business Entity Name = Advanced Ins Und Is Resident? = All
[License Num = None License Type = All
[License Status = All LOAs = All
[National Producer Number = None DBA Name =None
Sort By = Last Name Licensee Type: = Business Entity

Indicates those agents which have branch offices. Click the link to view.
o view active Company Appointments, click the Licensee's Name.
Lo view active Affiliations of the following type(s) click on the License Type link.
i d ible Licensee
Look-Up Results / \
License Business
Full Name License Address
License Res o (click Status LOAs (Effective Expiration city, Blsiness
Number NN giatus  (CHick Iink Link (Status Date) Date [pRR. N state, hone
for Appt) for Date) ZIP
affiliations)
ADVANCED IN§ I HOLLYWOOD, ofy-a16.
fo445650 8598786 | N UNDERWRITERS PRODUCER Actrve 3 a0 a6a010) 12312012 FL 4
LiC i 33020
)]
Need Help? Click here!
(Noos o ) B2l

Vertafore
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If, however, you discovered that the license did not belong to the master agency and instead
belonged to one of the branch agencies, you can add the license information to the appropriate
branch agency record and delete the license from the master agency record.

To manually add license information to one of the branch agency records, follow the steps

beginning on page 21 until the end of the chapter.

After you have successfully added license information to the correct branch location record, you
will need to clear the license information from the master agency record, where it currently

exists erroneously.

This requires first
inactivating the license (in
your Producer Manager
records only — it will not
become inactive at the

Vertafore

Companies

Producer Manager™

Licensing Inquiries ~ Express Services ~ Administration -

Producer Type Firm Business Units
State |eV€|) . Firm Name  Advanced
EIN
AlID
Sort By: tName
Producer
Lal ADVANCED INS UNDERWRITERS LLC - BRANCH 1
Open the ma.ster agency EM: 20-4959726 | Ext. ID: 1234568
il ADVANCED INS UNDERWRITERS LLC - BRANCH 2
record. - 204060725 | B ;102825 | UL

sl ADVANCED INS UNDERWRITERS LLC - BRANCH 3
EN: 20-4959726 | Ext.ID:24175 | BU:FL

5l ADVANCED INS UNDERWRITERS LLC - BRANCH 4
EN: 20-4959726 | Ext.ID:26458 | BU:FL

Lz, ADVANCED INS UNDERWRITERS LLC - BRANCH 5
EIN: 204959726 | Ext.ID: 21486 | BU:FL

_ul ADVANCED INS UNDERWRITERS LLC - BRANCH 6
EN: 20-4959726 | Ext.ID: 16267 | BU:FL

|s, ADVANCED INS UNDERWRITERS LLC - BRANCH 7
EMN: 20-4959726 | Ext.D:19837 | BU:FL

lal ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS
EIN: 204959726 | Ext.ID:19975 | BU:FL {b

Key: of =Processed /i, =Ermor €3 =i Progress (& = Closed

8 results found, displaying al results.

Home | Help | Contact Us

Advanced Producer Search

c
FL
HQ
M

MA
NC

Status

Pending
Pending
Pending
Pending
Pending
Pending
Pending

Pending

UAT for 12029

Logged in as Valued User Logout

m] »

AlID

Latest Reconciliation Missing Info
b |
«
b
«
o 2013.0747 T
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With master agency record
open, in the Licenses data
section click the Inactivate
link associated with the
state license you want to
delete.

E LicensesiQualifications

)

The Inactivate License page will open.

From the Inactivation
Reason dropdown menu,
select Canceled.

Enter a date, today or
earlier, in the Inactivation
Date field.

Click the Save button.

Add New License/Qualification
E Licenses
License
License Original Effective  Expiration Inactivation  Suspend S°"S%  Copy
License State License Type Number  Issue Date S pate Date Reason Begin USPEMY  pecg
End Date
Date
[ Alabama Non-Resident Producer Firm 445650 01-26-2010 Aclive 09-01-2011 12-31-2014 Inactivate
Arizona Insurance Professional 881413 12-22-2006 Active 12-22-2006 12-31-2014 Inactivate
Arkansas Nonresident Producer Agent 311666 03-13-2007 Active 03-13-2007 09-30-2012 Inactivate
California Non-Resident Producer Firm 0F69725 07-30-2007 Active 07-30-2007 07-31-2012 Inactivate
UAT for 12029
Vertafore  Producer Manager™
Companies Inquiries EXpi

Inactivate License for State: Alabama
[l ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS Unrated

Search Producer

EIN
20-4959726

License State/#
AL 445650

Active BU
FL

NPN
8898786

Resident States

<§  This producer has invaiid information or is missing required information

License

License Type Status Effective Date Original Issue Date Expiration Date License Number License Suspend Begin Date License Suspend End Date Copy Received
Non-Resident Producer Firm  Active  09-01-2011 01-26-2010 12-31-2014 445650
Inactivation Reason ‘Canceled &

Inactivation Date

oras |3

With the license inactivated on the master agency record, now it can be deleted from the record.

Here’s how...

From the Licensing menu,
select Data Fix and then
select Delete Licensing
Data by State.

UAT for 12029

Logged in as Valued User

Vertafore

Producer Manager™

Administration

Producer

Review/Update Firm

Appointments
LITERS LLC - HEADQUARTERS Unrated
hse Statei*
L 445650

Search Producer
Associations

Active BU
FL

NPN
8898736

Resident States
Agreements

License Applications : o
ation or is missing required information

Education Credentialing

Continuing Education Appointments

FINRA Information
Business Units
Required Items
License Applications
Comments

Data Reconciliation Requests

Contact Information
Address History
Licenses/Qualifications

Correct Qualification Dates

Correct Appointment Dates

Correct State Association Data Key: q = Fix Missing Required

Delete Prot

Quick Sync Producer

B Firm Details
Firm ID 746893

Producers With

2012 Term Date
Name EIN Clcaptive
ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS 20-4959726
Firm Type Distribution Channel NPN
Mon Macnnn = = oonovor

v
Vertafore
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UAT for 12029

Vertafore Producer Manager™

Delete Licensing Data by State

Search Producer

Producer Type @ Firm O Individual Licensee
Search for the master
H Please enter at least one of the search criteria below:
agency record with the R
State ||Cens|ng data you EIN NPN Active Business Unit =
License Number License State =
Want to delete External System ID Primary External ID Only =]
Records Per Page: | 10 |z| Search | | Cancel
Displaying 1 - 8 (of 8 matching records) Page 10of 1
Name = EIN License Statel# 1PN Active BU  City State
IADVANCED INS UNDERWRITERS LLC - BRANCH 1 204959726 City FlL
IADVANCED INS UNDERWRITERS LLC - BRANCH 2 204959726 EAL 445650 8898786 FL HOLLYWOOQOD FL
IADVANCED INS UNDERWRITERS LLC - BRANCH 3 20-4959726  FAR 311666 8898786 FL HOLLYWOOD  FL
IADVANCED INS UNDERWRITERS LLC - BRANCH 4 20-4959726  EAR 311666 6898786 FL HOLLYWOOD FL
IADVANCED INS UNDERWRITERS LLC - BRANCH 5 204959726 EAL 445650 8898786 FL HOLLYWOOD  FL
IADVANCED INS UNDERWRITERS LLC - BRANCH 6 20-4959726  EAR 311666 8898786 FL HOLLYWOOD FL
IADVANCED INS UNDERWRITERS LLC - BRANCH 7 20-4959726  EIAL 445650 8898786 FL HOLLYWOOD  FL
Q 204959726 EAL 445650 8898786 FL HOLLYWQOD FL
Displaying 1 - 8 (of 8 matching records) R Page 10of 1
UAT for 12029
Vertafore  Producer Manager™

From the Licensed States Delete Licenses, Qualifications and Appointments By State
; 7 — Search Prod
dropdown menu, select the [l ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS Unrated earch Producer
. . EIN License State/# Active BU NPH Resident States
state whose inactive 204080725 AL aaseso fL sssaras
I |Ce n Se d ata yo u Want to < This producer has invalid information or is missing required information.
delete from the master Licensed States Ao 5
agency record. Licenses
License License Original Effective  Expiration .
. License Type Status Inactivation Reason Copy Rec'd
C“Ck the Delete button State . Number Issue Date Date Date
Alabama Non-Resident Producer Firm 445650 01-26-2010 Inactive 07-17-2013 12-31-2014 Canceled
Qualifications
State Qualification Type Original Issue Date Status Effective Date Expiration Date Inactivation Reason
Alabama Casualty 01-26-2010 Inactive 07-17-2013 12-31-2014 Canceled
Alabama Property 01-26-2010 Inactive 07-17-2013 12-31-2014 Canceled
Appointments

Mo Appointment exists

Rsturn

Home | Help | Contact Us

The license data exists now on the correct branch agency record (where it belongs) but is now
cleared from the master agency record (where it doesn’t belong).

Bl icenses/Qualifications

Add New License/Qualification
HlLicenses
License License
. . License Original Effective  Expirati ivati Suspend Copy
License State License Type Number Issue Date Status Date Date Reason Begin Suspend Rec'd
End Date
Date
Arizona Insurance Professional 881413 12-22-2006 Active 12-22-2006 12-31-2014 Inactivate
Arkansas Monresident Producer Agent 311666 03-13-2007 Active 03-13-2007 09-30-2012 Inactivate
California MNon-Resident Producer Firm 0F69725 07-30-2007 Active 07-30-2007 07-31-2013 Inactivate
Colorado Non-Resident Producer 285661 02-09-2007 Active 02-09-2007 03-01-2013 Inactivate
Page 28 © 2013, Vertafore, Inc.
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Repeat these steps for all duplicative state license data that you want to clear from any record.

Tip: As a time-saver, when you inactivate a license, all qualifications and appointments that are
supported by the license automatically are inactivated as well. No need to inactivate them

separately.

Page 29 © 2013, Vertafore, Inc.
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Tying the Branch Agency Records to the Master
Agency Record

When tracking a “mega-agency,” you can record the relationship between the master agency
headquarters and all branch agency locations.

There are two recommended methods by which the record relationships between the master
agency and its branches can be connected:

e Using a shared system identifier
e Through a recorded agreement

Your Vertafore implementation representative will consult with your company’s project team to
determine the best approach for your business requirements. We will explore the set-up of each
approach in this section.

Using a Shared System Identifier

A simple approach to establishing a record relationship between a master agency and its
branches is through a shared code type and code tracked in the External System ID data
section of all affected firm records. This will have the effect of grouping together all locations in
the mega-agency.

An advantage of this approach is that it could reduce some manual set-up of the system.

Note: This procedure assumes that your business does not require a master agency and its
branch locations to be differentiated by unique system identifiers, either in PLM Producer
Manager or another of your company’s systems. Also, for this procedure to work, the
ORG_UNIQ_EXT_SYS _TYPE_ID business rule in Producer Manager must be Vertafore-
configured as “NO,” and the desired external system type must be configured as a value in the
INTRFC_TYPE_CODE

COde grOUp on the UAT for 12029
Maintain Codes page in L~ \ Vertafore  Producer Manager™ e e
Producer Manager Licensing Companies Inquiries Express Services Administration
Review/Update Firm

5l ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS Unrated Search Producer
With the record of the 2sssras i o e
master agency open inthe  |pexganaai
Rev I eW/U p d a'te FI rm Eirruqllljtit?gilﬁineﬁ Rules igf;ehr‘:.gi';m E‘L:.Iﬁ':?e!;fa:m:[ion
page, click the External :" Sf@ _ 'ﬁ‘ii_';;;"'“a' et Eilii'éii‘;iﬁfam

- H - ontact In ation lases omments
SyS IDs link in the QU ick Address History Data Reconciliation
I_| n kS bOX Licenses/Qualifications State Producer Numbers
BIFirm Details
. . Firm ID Status Effective Date Term Date
The system will navigate Name EN FCaptive
: ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS 20-4959726
quickly to the External Firm Type Distribution Channel NPN
System IDs data section. | [, L= =l e0seTEe
The prlmary purpose Of thIS Rate this Producer: X unrated Save Cancel
[ Cancel |
Page 30 © 2013, Vertafore, Inc.
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section is to store all of the producer’s record key information in other systems that may be
integrated with PLM. However, it may be used for other purposes, such as ours: Tying together
the records of multiple entities in Producer Manager.

B External Sys IDs Top
In the EXternaI SyStem I External System Type External System Identifier Business Unit Primary Inactive |
IDs data section, click the [ 5 |
ion .

Add/Update/Delete
External System Identifiers link. The Maintain External System Identifiers page will open.

In the Add/Update External System Identifiers section, select a value from the External
SyStem Type dl’OdeWﬂ UAT for 12029
menu. This will be the code Vertafore  Producer Manager™ | e
type that the master

Logged in as Valued User Logout

Licensing Companies Inguiries Administration L

agency and its branches Maintain External System Identifiers
will share in common. [l ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS  Unates Search Producer
EIN License State/# Active BU NPH Resident States
Then, enter a code value in | "™ AR artess L oaparen iois
the EXtern al SyStem ID |(3urrent External System Identifiers Add New External System Identiﬂer‘
f|e|d ThIS Value tOO W|” Delete External System Type External System ID Business Unit Primary Inactive
" 1 7 Retumn
be Shared among a” Add/Update External System Identifiers Clear
- External System Type External System ID Business Unit Primary Inactive
locations in the mega
agency Master ID =] 1212123 [=] &
. Save || Return | | Save and Return
.
If this external system ID
will serve as the primary

identifier, click to checkmark the Primary checkbox.
When you are finished, click the Save and Return button to re-open the master agency record.

NOW’ in the EXternaI EEXter“al f:s IE\,: e hN Exct | Syste Identifi B Unit Pi Inacti =
System IDs data section, Haster i

‘ Add/Update/Delete External System ldentifiers |
you Can see the neWIy ® Contact Information = — = : To
entered grouping type and
code.

Next, let’'s apply the same grouping information to the first branch location record.

Page 31 © 2013, Vertafore, Inc.
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Search for and open the
branch record.

Click the External Sys IDs
link in the Quick Links
box....

... and then open the
Maintain External
System Identifiers page.

UAT for 12029
7" \ Vertafore  Producer Manager™
omp a p o 2l &, Prod earch
Lol ADVANCED INS UNDERWRITERS LLC - HEADQUARTE
Last Viewed: 3 minutes ago
Find existing prod: Recently Viewed Producers EIN; 204950726
Add 3 Producer |5l ADVANCED INS UNDERWRITERS LLC - HEADQUA rl‘twn;c&gwl;lgﬁgntmknms LLC - BRANCH 1 (7
4 . - - . ast View A7
Add a new Individual Licensee ora new Firm b ADVANCED WS UNDERWRITER S LLC - BRANCH 1y, Amoseras
Quick Add Producer from PDB data Lal ADVANCEDINS UNDERWRITERS LLC -BRANCH S 4 ) praneED INS UNDERWRITERS LLC - BRANCH 2 (F
Quick Load Producers from a batch file using PDB B BONANNI, ANTHONY A Last Viewsd: 07-17-2013
J5l ADVANCED INS UNDERWRITERS LLC - BRANCH 7 EN: 204859726
Update Producer Information
A Activate Li o Recent Subscriber Notices Showr All
Correct License Data No notices
Maintain Contact Information
Manage Appointments
Add Appeintments
Terminate Appointments
Approve/Deny Appointments
Review Rejected Appointments
Home | Help | Contact Us
Copyright ® 2003-2013 Vertafore, Inc.
UAT for 1202
L~ \ Vertafore  Producer Manager™
omp a D o Ml , Froducer Quick Search
Review/Update Firm
[El ADVANCED INS UNDERWRITERS LLC - BRANCH 1 U Search Producer
EIN License Statet# Active BU NPH Resident States
20-4959726 Florida
Expand All
Firm Details Appointments FINRA Information
Producer Business Rules Agreements Business Units
Resident States Individual Associations Required ltems
Costs License Applications
Con(ac(h@ma(ion Aliases Comments
Address History Data Reconciliation
Licenses/Qualifications State Producer Numbers
Quick Sync Producer
EFirm Details Top
Firm ID B6. Status Pending Effective Date Term Date
Name EIN [Clcaptive
ADVANCED INS UNDERWRITERS LLC - BRANCH 1 20-4959726
Firm Type Distribution Channel NPN
Limited Liability Company E
AVa e Ve AVAV VA A A A A AV AVAV AV VAV AV oV aVAV AV AV AV VaVE A A0 A A YA VAVAVA VAV VAVA AR AaA VAV Ve
B External Sys IDs Top
[ External System Type External System Identifier Business Unit Primary Inactive |
| i |
LE Contact Information \J oo

v
Vertafore
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UAT for 12029
Producer Manager™ ogged in as Valued User Logout

Vertafore

v

Inquiries : es Administration

Licensing Companies

Enter and save the same
. Maintain External System ldentifiers
grouping type and code
. . 51 ADVANCED INS UNDERWRITERS LLC - BRANCH 1 Unrated Search Producer
Informatlon as the maSter EIN License State/# Active BU NPH Resident States
agency... 20-4959726 Florida
Current External System Identifiers Add New External System Identifier
1 Delete External System Type External System ID Business Unit Primary Inactive |
Add/Update External System Identifiers Clear
External System Type External System ID Business Unit Primary Inactive
Master ID [=] 1212123 ¥ B
3
Home | Helo | Contact Us

... and repeat the process for all branch location records.

UAT for 12029
Now, you can search for all " \ Vertafore  Producer Manager™ e e e
mega'agency IocatlonS, Licensing Companies Inquiries Expi Administration ducer Quick Search
_based 0!’] the grouping Advanced Producer Search
information.
Producer Type | Firm [=] Business Units  [C -
FL E
You can use the o Name " E
Advanced Producer Em u
Search, available from the MASTERIDID 1212123 ne <
-Search
Producer Manager Home
. . Sort By: 4+ Name EIN AlID
page or Licensing
menu>Producer>Advanc | Saivs Latat evoncilatio
] ADVANCED INS UNDERWRITERS LLC - BRANCH 1 (FL
ed Producer Search. (See |a. i we
1 sl ADVANCED INS UNDERWRITERS LLC - BRANCH 2 (FL
page 13 to review hOW to EIN: 204958726 | ExtD:1212123 | BU:FL Pending
i L=l ADVANCED INS UNDERWRITERS LLC - BRANCH 3
use It) EIN: 204959726 | Ext ID:1212123| BU:FL Pending b
5l ADVANCED INS UNDERWRITERS LLC - BRANCH 4 (FL Pendin
EIN: 204959726 | Ext ID:1212123| BU:FL 9
L=l ADVANCED INS UNDERWRITERS LLC - BRANCH 5
EIN: 204859726 | Ext.ID:1212123) BU:FL FEELIE, h
|5l ADVANCED INS UNDERWRITERS LLC - BRANCH 6
EIN: 20-4859726 ‘ Ext. \D'12121Z?‘ BU:FL Befdng q
Ll ADVANCED INS UNDERWRITERS LLC - BRANCH 7
EIN: 20-4959726 | Ext.ID:1212123) BU:FL FEIEIE h
|5l ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS (IL T
EIN: 204959726 | Ext.ID:1212123) BU:FL R o 20130717
Key: of =Processed /i =Error @ =InProgress () = Closed
8 results found, displaying al resuls.
Home I Helo | Contact 1l
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You can also run many ) UAT for 12029
.. .. X v Vertafore Producer Manager™ T T

built-in inquiries using the - pr— : EAEE——

shared identifier. Pictured

at right is the Individual

Licensing Companies Inquiries

All Reports  Recent Reports m

Individual Appointments Inquiry

Appointments Inquiry, o ol pporinentand frmnston sy for sl roducers (o st o1 scucer) i your syt urn e sast o,
which you can run to view s snter, s & minimum.the ‘Agpontmant Tarminstion dses
individual producer AgpointmertTermination Between
appointment and/or Begin Date 01012013 7] EndDate 07182013 |9
termination activity for Extomal System D [1212123 Primary Oniy
agents affiliated with the

. State (s) Status (es) Submitting Staff Member (s) Business Unit (s)
mega-agency over a given Alabama 5 Active - Approved 3 ADMIN, SIRCON = t E
time period. E‘iiiian samea | :Eiﬁé!‘?bg:‘iﬁf" A Cmica EAE =
Find this inquiry in Ao porces Amancas |2 o oo ! ! NG I~
Producer Manager through et Witing Companies
Inquiries>Producer S o

Management>Individual
Appointments Inquiry.

[C] Spreadsheet View

Search Specific Individual

No Individual has been selected. |

[Subm\t Offline ] [V\ewlReﬁesh Repon] [ Cancel ]
X

Home | Help | Contact Us
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Through a Recorded Agreement

You also may record connections between a mega-agency’s headquarters and its subsidiary
offices in the Agreements data section of all affected firm records.

An advantage to this approach include that the entire hierarchical relationship between your
company, the master agency, and all of its branches are viewable and maintainable from within
the master agency record.

The ability to track a master/branch relationship has been configured on a page available to
Producer Manager system administrators, called Maintain Hierarchy Levels.

To the right is an e —
illustration of an example L \ Vertafore' _Producer Manager™
Of Such a Conflguratlon In Licensing Companies Inquiries Express Services Administration = roducer Quick Search
it you can see that records Maintain Hierarchy Levels
deslgnated in a Ordered Levels Additional Producer Type Codes

Master Agency [AGYRLTN] Agency

relationship as a Branch

Location WI” be Branch Location WA TRLT Agent
) Ordered levels are used to create hierarchy templates. To change the the order of a level, Principal
su bord i nate to those drag-and_drop the level in the appropriate postion.
‘Additional Producers are used to represent a producer related to an agreement that is not
d H t d M t necessariy a part of the hierarchy relationship. In arder to include one of the labels above
ESIg nated as a aster when creating hierarchy relationships, drag-and-drop the level inside the Ordered Levels list
Agency_ [agreeme: =] Agreements at the hierarchy level will be assigned this agreement type. The agreement type will remain editable until the level is used by an agreement.

Revert Changes “ Save Changes

Home | Help| Contact Us

To record a master/branch relationship, first open the master agency record.

UAT for 12029

Logoed in as Valued User  Logout

Vertafore

Companies

Producer Manager™

v

Licensing

In the Quick Links box,
click the Agreements link.

Inquiries Express Services Administration

Review/Update Firm

5l ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS Unrated Search Producer
EIN License State/# Active BU HPN Resident States
20-4959726 AR 311666 FL 3898786

<§ This producer has invalid information or is missing required information

Expand All
Firm Details Appointments FINRA Information
Producer Business Rules Business Units
Resident States - ‘ In[livi(f{bl Associations Required Items
External Sys IDs Costs License Applications

Contact Information Aliases Comments
Address History Data Reconciliation

Licenses/Qualifications State Producer Numbers

Key: % =Fix Missing Required Information

Quick Sync Producer

B Firm Details Top
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In the Agreements data section, click the Add New Agreement link.

B Agreements

Type Status  Status Date

Q Add New Agreemer};

Business Unit Highest Upline Producer

The Add Agreement page will open.

The Add Agreement function uses a “wizard” approach. First you want to establish the master
agency record to a relationship with your company and establish its superordinate position with
regard to the branch agencies.

From the External
System ID menu, select
the Agency ID of the
master agency.

From the Type dropdown
menu, select Agency
Relationship.

From the Hierarchy
Template, select Master
Agency (as Master Agency
level).

Then, click the Next
button.

Next, you need to tie the
entire mega-agency to
your company in the
relationship.

In the Companies section
of the Add Agreement
page, click the checkmark
associated with your
company.

Then click the Save
button.

UAT for 12029

ed in as Valued User it

v Vertafore

Producer Manager™

Licensing Companies Administration

Inguiries Express

Add Agreement
5l ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS Unrated Search Producer
EIN License State/# Active BU NPN Resident States
20-4959726 AR 311666 FL 8898786
<  This producer has invalid information or is missing required information.
Primary Producer
Primary Producer Type @ Firm Individual EIN/SSN  20-4959726

Primary Producer Name NPN

External System ID f Agency ID | 19975 | | Y | Active E

Business Unit

Add External System ID

Type ‘ Agency Relationship| | ’ [7] Custom
Status Termination Reason

Begin Date 07172013 9 End Date

Level ID Manager Level ID

Hierarchy Template < Master Agency (as Master Agency level)

Additional Producer Roles

[[] Agency
[7] Agent
[”] Principal
L
v Vertafore  Producer Manager™

Licensing

Companies Inguiries Administration

Add Agreement

Hame EIN HPN Status  Type Company
5l ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS 20-4959726 8898786 Active  Agency Relationship
Select one or more Companies:

Companies

Company Hame

INS CO

Begin Date p7-17-2013 7]
L

Home | Help | Contact Us

v Vertafore
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A “workflow transition” page will open, allowing you to perform related operations on the master
agency agreement. Ignore it (or click the Add an Agreement link at the bottom of the page and
search for a branch agency record).

Instead, open a branch UAT for 12029
v Vertafore Producer Manager™ n o5 Valued User Logout
agency record, and add o p— s A
icensing Companies Inquiries ces Administration
the same agreement
information as you added Add Agreement
for the master agency. /5l ADVANCED INS UNDERWRITERS LLC - BRANCH 1 Unrated Search Producer
EIN License State/# Active BU NPN Resident States
20-4959726 Florida
Primary Producer
Primary Producer Type @ Firm Individual EIN/SSN 20-4959726
Primary Producer Name NPN
External System ID < Aaency ID | 1234568 | | N | Active : > Add External System ID
For a branCh agency’ Business Unit =
SeleCt Its EXterna‘I SyStem Type < AgencyRelat\onsh\p: > [[] Custom
ID and its Type’ but do not Status = Termination Reason
- Begin Date 07-17-2013 o End Date
SeIeCt a HI erarc hy Level ID Manager Level ID
Tem Iate Hierarchy Template
p Additienal Producer Roles
Then, click the Next e
button, and tie the branch = Principal —
ext | | Cancel
agency to your company. 5
Home | Help | Contact Us
UAT for 12029
v Vertafore Producer Manager™ ST Lr Logout
Licensing Companies Inquiries Express Services Administration
Add Agreement
Click the checkbox Hame e WPH Status  Type Company ‘
. . 5l ADVANCED INS UNDERWRITERS LLC - BRANCH 1 204959726 Active  Agency Relationship
associated with your
Select one or more Companies:
Company. Companies
‘Company Name
Click Save. ”” |
Begin Date 07-17-2013 9
b
Home | Help | Contact Us
£ iti ” UAT for 12029
A Work_ﬂow tranSIt_lon_ v Vertafore Producer Manager™ Logged in as Valued User Logout
page will open. This time, e
click the Assign a Parent
link Add Agreement

o Agreement for ADVANCED INS UNDERWRITERS LLC - BRANCH 1 has been successfully added to Producer Manager.

NEXT 1l would like to:
= review this agreement

. to this agreement
= review thé{bru(lucer on this agreement

OR | just want to add an agreement for a different producer.

Home | Help | Contact Us
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The Assign Parent
Agreement search page
will open, allowing you to
find the record of the
master-agency -- the
record you want to assign
as the “parent” to the
branch agency.

Click to select the master
agency record.

The Assign Parent

Agreement page will show

you the agreement you
already recorded for the
master agency. Now all
you need to do is select it.

Click the radio button
corresponding to the
master agency agreement.

Then, click the Select
Agreement button.

The last thing to do is
select the level in the
hierarchy template that the
branch agency will assume
in the master/branch
relationship.

Click the Branch Location
radio button.

Then, click the Select
Template button.

UAT for 12029

din as Valued User

Vertafore  Producer Manager™

v’

Administration

Assign Parent Agreement

Search Producer

‘Pruducer Type @Firm O Individual Licensee

Please enter at least one of the search criteria below:

Firm Name advanced

EIN NPN Active Business Unit [~]

License Number License State [+]

External System ID Primary External ID Only =

Records Per Page: 105
Displaying 1 - 8 (of 8 matching records) Page 10f 1

Name & EIN

License Statef# NPN B pctive BU  City State
IADVANCED INS UNDERWRITERS LLC - BRANCH 1

20-4959726 City FL

IADVANCED INS UNDERWRITERS LLC - BRANCH 2 204959726 EIal 445650 8695786 FL HOLLYWOOD  FL
IADVANCED INS UNDERWRITERS LLC - BRANCH 3 204959726  EAR 311666 8898786 FL HOLLYWOOD  FL
IADVANCED INS UNDERWRITERS LLC - BRANCH 4 204959726 EaR 311666 8595786 FL HOLLYWOOD  FL
IADVANCED INS UNDERWRITERS LLC - BRANCH 5 204959726  Elal 445650 8898786 FL HOLLYWOOD  FL
IADVANCED INS UNDERWRITERS LLC - BRANCH 6 20-4959726 311666 8895786 FL HOLLYWOOD  FL
IADVANCED INS UNDERWRITERS LLC - BRANCH 7 204959726  Elal 445650 8898786 FL HOLLYWOOD  FL

204959726  EIAR 311666 8695786 FL HOLLYWOOD  FL

T
Displaying 1 - 8 (of & matching records) R Page 10f 1

Home | Help| Contact Us

UAT for 12029

in as Valued Use

L7\ Vertafore

Licensing

Producer Manager™

Companies

Inquiries Expres: Administration

Assign Parent Agreement

‘Current Agreement
Name EIN NPN Status Type Company
5l ADVANCED INS UNDERWRITERS LLC - BRANCH 1 20-4959726 Active  Agency Relationship INS CO

The following active agreements were found for ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS. Please select the appropriate parent agreement from the list below.

Type: Agency Relationship Status : Active Start Date : 07-17-2013 End Date : Hierarchy Template : Master Agency
i1 Business Unit: External System ID: 18975  LevelID:
© INo producer upline for this agreement.
Select Agreement
Home I Helo | Contact Us
UAT for 12029
v Vertafore  Producer Manager™

Logged in as Valued User Logout

Licensing Companies Inquiries

Expres Administration

Assign Parent Agreement

Current Agreement
Name EIN NPN Status Type Company
5l ADVANCED INS UNDERWRITERS LLC - BRANCH 1 20-4959726 Aclive  Agency Relationship INS CO

The selected parent agreement will give the current agreement the following upline:
Producer Upline Level
ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS

Master Agency

This hierarchy has been effective since: | 07-17-2013 52|

Note: Any hierarchy history on the child agreement that has been recorded since the selected effective date will be overwritten with this new hierarchy.

Please select the hierarchy template to assign to the current agreement

Hame Description

Base Level
Branch Location Branch Location Agencies

Branch Location

Lo

v Vertafore
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The Review/Update
Agreement page will open,
where, in the Agreement
Hierarchy data section,
you can review the
established relationship
between the branch
agency and its master
agency.

Click the Return button to
exit.

Then, switching to the
master agency record, in
the Child Agreements
sub-section of the
Agreements data section,
you can review the
relationship between the
master agency and all
branch agencies.

Vertafore

Companies

v

Licensing Inguiries Exp

Producer Manager™

Administration

Review/Update Agreement

UAT for 12029

Logged in as Valued User

Search Agreement

Name

Maximum Advance Amount
Statement Distribution ID

Advance Transaction Status

EIN HPH Status  Type Company
.nl ADVANCED INS UNDERWRITERS LLC - BRANCH 1 20-4959726 8898786 Active  Agency Relationship PHILADELPHIA INDEMNITY INS CO
Expand All
Agreement Details Companies Child Agreements Comments
Additional Producers Agreement Hierarchy
5 Agreement Details Top
Primary Producer Type @ Firm Individual EINISSN 204959726
Primary Producer Name NPN
External System ID Agency ID | 1234568 | | N | Active El Add External System 1D
Business Unit
Type [] Custom
Status Active Termination Reason
Begin Date 07172013 [F] End Date =
Level ID Manager Level ID
Hierarchy Template Branch Location (as Branch Location level)
Payment Freguency E ‘Conduct Business via DTCC El
Advance Commission E Percent of Advance

® Additional Producers

Top

B Companies Top
B Agreement Hierarchy Top
Producer Name Type Status Start Date  End Date Business Unit Hierarchy Template Level ID Actions
fﬁ%ﬁ#gi:NDERWRITERS 2= Agency Relationship Active 07-17-2013 Master Agency (as Master Agency level) 3E(3 4
ADVANCED INS UNDERWRITERS LLC -BRANCH 1 Agency Relationship Active 07-17-2013 Branch Location (as Branch Location level}

Key: B =View & =Change Assigned Parent Agreement 94 = Remove Link to Assigned Parent Agreement

View Agreement Hierarchy History

& Child Agreements Top
Comments Top

Delete Agreement

E Agreements Top
Add New Agreement
Type Status  Status Date Business Unit Highest Upline Producer Level ID
= Agency Relationship  Active 07-17-2013 Edit

External System ID Begin Date EndDate  Hierarchy Template Termination Reason
Agency D [ 18975 || Y | Active 07-17-2013 Master Agency (as Master Agency level)
Bl commission Details
B additional Producers
B agreement Companies
B agreement Hierarchy
£ Child Agreements (2 Active/0 Inactive)
4 Producer Name Type StartDate  Business Unit Hierarchy Template Level ID Actions
ADVANCED INS UNDERWRITERS LLC - BRANCH 1 Agency Relationship  07-17-2013 Branch Location (as Branch Location level) @=
ADVANCED INS UNDERWRITERS LLC-BRANCH2  Agency Relationship  07-17-2013 Branch Location (as Branch Location level) 3

Key: [ = View

2 active agreements found, displaying all active agresments.

Move Children to Another Agreement

Now, you will want to tie the rest of the branch agency records to the master agency record,
repeating the steps beginning on page 37 for each branch record.

v Vertafore
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Protecting the Corrected Records from Automated
Data Reconciliations

Now that you have your master and branch agency records reflecting accurate licenses, etc.
information, you will want to keep them from being accidentally “refreshed” by automated data
reconciliation. If that happens, all of your manual record-keeping could be undone.

As a safeguard, you can apply a setting to each record that will protect it from an automatic
Scheduled Sync.

Here’s how...

Open one of the agency
records.

In the Quick Links box,
click Producer Business [l ADVANCED INS UNDERWRITERS LLC - BRANCH 1 Unrated

UAT for 12029

d in as Valued User

Vertafore

v’

Licensing

Producer Manager™

Companies Inquiries

Administration

Review/Update Firm

Search Producer

Ru I es ) EIN License State/# Active BU NPN Resident States
20-4059726 Florida
Expand All
Firm Details Appointments FINRA Information
Agreements Business Units
Resident States {5 Individual Associations Required Items
External Sys IDs Costs License Applications
Contact Information Aliases Comments
Address History Data Reconciliation
Licenses/Qualifications State Producer Numbers

In the Producer Business  2Producer Business Rules
Rules data section, click [ proccarhes v chsomend oinges i

the Update Producer & Resident States &
Business Rules link.

The Producer Business Rules page will open.

On the Producer UAT for 12029

L~ \ Vertafore  Producer Manager™

ogged in as Valued User Logout
B uSl n ESS Ru I es page, Licensing Companies Inquiries Express Services Administration
click the View All Rules .
| Producer Business Rules
togg e. [l ADVANCED INS UNDERWRITERS LLC - BRANCH 1 Unrates Search Producer
EIN License Statel# Active BU HPH Resident States
20-4959726 Florida
Customized Business Rules (' Al )]
This producer has ne customized busiéss rules.
Home | Help | Contact Us
Page 40 © 2013, Vertafore, Inc.
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H UAT for 12029
In the Customized . v Vertafore Producer Manager™ Logged in as Valued User Logout
Business Rules section, e e s S R S R —
find the Allow Scheduled

Syncs to Run For This

Producer Business Rules

L&l ADVANCED INS UNDERWRITERS LLC - BRANCH 1 Unratee Search Producer
Prod ucer rule. EIN License State/# Active BU NPH Resident States
20-4959726 Florida

Click the Edit button in the
Actions column.

All Business Rules (Hide Defaulted Rules)

Allow Scheduled Syncs to Run For This Producer Value: Yes @
If setto "No” for a producer, the producer will not be synced by a Sync Schedule

Key: £ =Edi

Home | Help | Contact Us

By default, this producer ‘ UAT for 12029
. L~ \ Vertafore Producer Manager™

bUSIneSS rUIe aIIOWS a” Licensing Companies Inquiries Express Services Administration

producer records to be

Logged in as Valued User Logout

Subject to a Scheduled Producer Business Rules

| A nrated Search Producer
SynC' A SChedUIed Sync E.\n: e U”DET.:::?\LLESRI;EI;:C e Active BU NPN Resident States
might bring back all the 20-4050725 Floida
license data you have NI Business Rules Hide Defaulted Rules)
cleared from this record. | Value: Yes
You need to protect the \fset‘to"Na"far-apgucer‘mepmducerwnlnotbesyncedbyasyn:s:hedu\e |

Value: |15

record from that
happening. ey =s al
From the Value dropdown

menu, select No
Then, click the Save button.

UAT for 12029

Logged in as Valued User  Logout

L~ \ Vertafore Producer Manager™

i licensing ~  Companies -  Inquiries Administration
Now the record will have
the producer business rule Review/Update Firm
app“ed that prOtECtS Its [l ADVANCED INS UNDERWRITERS LLC - BRANCH 1 Unrates Search Producer
i EIN License Stateli Active BU HPH Resident States
ala against scneaule
Syncs 20-4959726 Florida
Expand All
Firm Details Appointments FINRA Information
Producer Business Rules Agreements Business Units
Resident States Individual Associations Required Items
External Sys IDs Costs License Applications
Contact Information Aliases Comments
Address History Data Reconciliation
Licenses/Qualifications State Producer Numbers

Quick Sync Producer
Firm Details Top
B Producer Business Rules Top

Yalug '
Allow Scheduled Syncs to Run For This Producer No ||

Update Producer Business Rules

Page 41 © 2013, Vertafore, Inc.
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Repeat these procedures for all of your mega-agency records, master and branch alike.

Important Note: To further protect license, etc. data on mega-agency records from
unintentional overwriting, your company must adopt an internal business practice never to use
the manual Quick Sync Producer function for mega-agency branch location records and rarely
for the master agency record but only under certain conditions, as we will explore in the next
chapter.

UAT for 12029
L7 \ Vertafore Producer Manager™ e e e o

Administration 4, Producer Quick Search

Licensing Companies Inquiries Express Servi

Review/Update Firm

[5l ADVANCED INS UNDERWRITERS LLC - BRANCH 1 Unrated Search Producer
EIN License State/# Active BU NPN Resident States
20-4959726 Florida
Expand All

Firm Details Appointments FINRA Information

Producer Business Rules Agreements Business Units

Resident States Individual Associations Required Items

External Sys IDs Costs License Applications

Contact Information Aliases Comments

Address History Data Reconciliation

Licenses/Qualifications State Producer Numbers

Quick Sy ‘= Producer
Firm Details

B Producer Business Rules
|R||Ie Name

Value

Page 42 © 2013, Vertafore, Inc.
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Obtaining State Update Information for Periodic
Manual Record Upkeep

Of course, license, qualification, and appointment information for any producer will change over
time. You will want to stay apprised of these changes and periodically update your master and
branch agency records.

Or, a natural event in the producer lifecycle may trigger the need for an update, such as when
the master agency or one of its branches has new business in hand in a state and needs an
appointment there. You can obtain the latest compliance information from the state and
manually update the record in advance of submitting the appointment request, all within
Producer Manager.

Another occasion that might warrant an update is before a state’s appointment renewal period.
You could perform automated data reconciliation on the mega-firm’s records, just to make sure
the master and branch agencies still hold the licenses that support your company’s appointment
in the renewal state. If they do not, you could save renewal fees by terminating the state
appointment.

The recommended procedure in these cases is to obtain a PDB report and store it on the
master agency record, and then use it as the basis for manual updates of the master and all
branch agency records.

Here’s how...

If you have administrator rights in Producer Manager, you can configure the automated data
reconciliation services to retrieve a PDB report but not refresh a record with the state data
contained in the report. (If you don’t have administrator rights, you can ask an administrator to
set up Producer Manager using the following sequence of steps.)

From the Administration
menu, select Data
Reconciliation, and then 0l onve en

Vertafore

Companies

Producer Manager™

Licensing Inquiries = Administration

. . Find existing producers with Review/Update Producer or S User Securi | Producers
select Maintain Data ™
Reconciliation Profiles.

The Maintain Data
Reconciliation Profiles
page will open.

Add a Producer
Add a new Individual Licensee or anew Firm
Quick Add Producer from PDB data

Quick Load Producers from a batch file using PDB

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

Manage Appointments
Add Appointments
Terminate Appointments
Approve/Deny Appointments
Review Rejected Appointments

S UNDERWRITERS LLC - BRANCH 1 3
S UNDERWRITERS LLC - HEADQUARTERS 1
Configure System S UNDERWRITERS LLC - BRANCH 2 s

Configure My Profile

_ 012
Data Reconailiation Maintain Data Recenciliation Profiles N .
03-20-2012
Notifications

Show All
ier Notices

Logout

v Vertafore
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A “profile” is a collection of rules that govern the behavior of all automated data reconciliation
actions that use the profile — what kinds of new state data will be merged to a record, what data
will be ignored, etc. When performing a Quick Sync Producer manual automated data
reconciliation, a user can choose which profile to use for the operation.

The Data Reconciliation Profiles table lists all of the profiles that exist currently in your
company’s instance of Producer Manager.

What we need to do is to create a new profile that obtains a PDB report when a user performs a
Quick Sync Producer, but that does not use the state license, etc. information on the report to
update the producer record.

On the Maintain Data
Reconciliation Profiles
page, click the Add Data
Reconciliation Profile

Vertafore Producer Manager™

Logged in as Valued User  Logout

Licensing ~ Companies ~ Inguiries ~ Express Services ~  Administration ~

Maintain Data Reconciliation Profiles

Iln k Data Reconciliation Profiles

The Ad d Data ig”:ﬁl’roﬁla PFI\V;:UEEVT“DE s & K7 ;
Rec O n C I I I atl 0 n PrOfI I e :::'m;:‘:p;:z: Data Reconciliation Prul:::\di‘;ia;;l”:a:‘:::cmcmahun Profie [] = Make This Profile Default = ®e
page will open, allowing
you to configure a new

profile that only pulls a Home | Kelp] Contactus

PDB Report when a Quick Sync Producer is performed.

On the Add Data Reconciliation Profile page, enter a descriptive name for the new profile in
the Profile Name field.

Vertafore Producer Manager™

Enter details about the
purpose of the profile in the

Logged in as Valued User Logout

Licensing ~ Companies ~ Inguiries ~ Express Services =  Administration ~

Profile Descri ption field. Add Data Reconciliation Profile
Add Data Recenciliation Profile Clear
From the Producer Type Profle ame Obtan OB Repart Orly
dropdown menu’ SElECt Profile Description Does not merge license, qualification, or appointment dat
. . . . . Producer Type Firm hd
Firm. This will restrict this | summcostcen T
proflle to belng available Sections That Trigger a Sync [J Demographics [¥] Producer Licensing [] Appointments
- . Continug -Ratum
only when Quick Syncing

agency records.

From the Default Cost
Center dropdown menu, if desired, select an accounting category to which the costs of all
automated data reconciliations that use this profile will apply.

In the Sections That Trigger a Sync field, click to checkmark the Producer Licensing
checkmark. This means that whenever an automated data reconciliation operation is performed
that uses this profile, the system will check first to see if the PDB has licensing information that
is newer than what is already contained on the producer record in Producer Manager before
continuing with the operation.

Then, click the Continue button. The Maintain Data Reconciliation Profile page will re-open.

Page 44 © 2013, Vertafore, Inc.
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Here is where specific
rules or “strategies” that
govern the profile can be
configured. Many profiles
may have elaborate
combinations of strategies
within the listed categories:
Demographics, Aliases,
Addresses, Licenses,
Quialifications,
Appointments, or others.

For our purposes, we
simply want this profile to
allow a user to obtain a
PDB Report without
effectuating any changes
in a producer record.

So, all we need to do is
click the Save button.

UAT for 12029

Logoed in as Valued User

Vertafore

Producer Manager™

Licensing Companies Inquiries Expres Administration

Maintain Data Reconciliation Profiles

Profile Details

Profile Name Obtain PDB Report Only

Profile Description Does not merge license, gualification, or appointms
Producer Type Firm

Default Cost Center

<No Cost Centers [~

Sections That Trigger a Sync [”] Demographics Producer Licensing [ Appointments

Return
Profile Merge Strategies
Demographics : o sirategy selected change
This section will not be merged with External Data Sources
Aliases : no sirstegy sslected change
This section will not be merged with External Data Sources
Addresses: no strategy sslected change
This section will not be merged with External Data Sources
Licenses : no sirategy selecled change
This section will not be merged with External Data Sources
Qualifications :  no siratagy ssiscted change
This section will not be merged with External Data Sources
Appointments : o sirategy selected change
This section will not be merged with External Data Sources

Home | Help | Contact Us

Then, click the Return button. You will see the new profile added to the others.

Vertafore

Licensing Companies Inquiries

Data Reconciliation Profiles

Producer Manager™

UAT for 12029

Logged in as Valued User Logout

Expre Administration Ll

Maintain Data Reconciliation Profiles

4 Name

Producer Type Description Default Cost Center Default Actions
Agency Profile Firm A R
Individual Profile Individual Licensee K7
Obtain PDB Report Only Firm Does not merge license, qualification, or appoi... [F1 K7
Key: ¥ = Delete Data Reconcilistion Profile & = Edit Data Reconciliation Profie [] = Make This Profile Default

Home | Help | Contact Us

Now, let’s say you have an occasion to obtain a new PDB Report, to check and see if licensing,
etc. data has changed in any state for our master agency or any of its branch locations.

v Vertafore
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Open the master agency
record, and click the Quick
Sync Producer button.

The Quick Sync Producer
page will open.

UAT for 12029
7"\ Vertafore  Producer Manager™

Inquiries Expri e Administration

Review/Update Firm

L5l ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS Unrated Search Producer
EIN License State/# Active BU NPN Resident States
20-4959726 AR 311666 L 8898786

<§ This producer has invalid information or is missing required information.

Expand All
Firm Details Appointments FINRA Information
Producer Business Rules Agreements Business Units
Resident States q‘| Individual Associations Required Items
External Sys IDs Costs License Applications
Contact Information Aliases Comments
Address History Data Reconciliation
Licenses/Qualifications State Producer Numbers

Key: % =Fix Missing Required Information

B Firm Details U T
Firm ID

Status

9 Term Date

Name EIN Cicaptive
ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS 20-4959726

Firm Type Distribution Channel NPN

Non-Person = =] 8896786

Last Sync Date

Rate this Producer: X unrateg

Producer Business Rules
Resident States
B External Sys IDs T

Vertafore
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In Step 1, note that the
system detected that,
indeed, the PDB holds

UAT for 12029

ogged in as Valued User

Vertafore

Companies

Producer Manager™

Administration

Licensing Inquiries Expri

newer licensing information Quick Sync Producer

(as We” a.s Demog raphlcs @ The most recent reconciliation completed on 03-19-2012.

and AppOIntmentS) tha.n |5l ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS Unrated

What IS Currently Contalned EIN License Statei# Active BU nen Resident States
. 20-4959726 AR 311666 FL 8898786

n the master agency 4§ This producer has invalid information or is missing required information.

record.

STEP 1: 1 PDB entry was found:

From the Step 2 dropdown e Residont state New Information Available
@  Advanced Insurance Underwriters, Lic Florida - Demaographics
menu, you want to select e e
the prOflle yOU Created that STEP 2: Select the profile to use to sync this producer:
WI” Only pu” a PDB Report 21;i2 F‘PDEﬁiepnn Only Edit this profile's merge strategies
an d n ot m erg e d at a on th e rpunb:l.;,r:: z;(;:;\:; :l;gfbsetrpas&q;zse.rf: ::: "(;lum{nue, a PDB report will be retrieved, but the producer record
report to the master agency STEP 3: Select which states should be synced:
record The reason for that Note: Resident States will always be synced.
. Select All States | Unselect All States
s that you want to review L Sl I e
the PDB Report and Arizona Kansas NewJers:y Texas
Arkansas Kentucky New Mexico U.S. Virgin Islands
manua”y update the master California Louisiana New York Utah
Colorado Maine North Carolina Vermont
and branCh a_gency re_cords Connecticut Maryland MNorth Dakota Virginia
Wlth the new |nf0rmat|0n_ Delaware Massachusetts Ohio Washington
District of Columbia Michigan ‘Oklahoma West Virginia
H Florida Minnesota QOregon Wisconsin
JUSt Ignore Step 3' Georgia Mississippi Pe?:lsylvama Wyoming
Hawaii Missouri Puerto Rico
Idaho Montana Rhode Island
lllinois Hebraska South Carolina

In Step 4, you may choose
a COSt Center aCCOUI’]tIng STEP 4: Optionally, you may bill the cost of the PDB report to one of the following cost centers:

i 93 [=] Bill the defauit cost center.
bucket to which to apply the
cost of the Quick Sync
Producer transaction.
When you are ready, click Home |Help| Contact Us

Copyright ® 2003-2013 Vertafore, Inc.

the Submit button. The
system will retrieve the PDB Report.

A workflow transition page will open.

UAT for 12029

as Valu r L ut

Vertafore

Companies

Producer Manager™

Click the | Want to View
the Data Reconciliation
Record for this offline Quick Sync Producer
reconciliation request link.

Administration

Licensing Ingquiries

Qf An offline data reconciliation for ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS was successfully submitted.

NEXT |want to view:

= the producer record
- the for this offiine reconciliation request

b

Home | Help| Contact Us
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The Data Reconciliation
Details page will open,
indicating that the
automated data
reconciliation (Quick Sync)
is in progress.

Click the Refresh button
until the operation is
complete.

UAT for 12029

Logged in as Valued User  Logout

v Vertafore  Producer Manager™

Licensing Companies Inquiries

Administration Ml @, Producer Quick Search

Data Reconciliation Details

|5l ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS Unrated

EIN License State/# Active BU NPN
20-4959726 FL 5898786

Sf This producer has invalid information or is missing required information

Resident States

4  Reconciliation In Progress

This reconciliation is in progress. This report will continue to be updated until the reconciliation is
complete.

Overview
Action: Quick Sync
Requested Date: 07-20-2013 5:35 PM
Requested By: Valued User
Status: Running
Status Date: 07-202013 5:35 PM

Review Producer Record

v
Vertafore
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The Data Reconciliation
Details page will refresh.
Note that it confirms that
no producer record
updates were made.

Click the PDB Report link
in the Reports box. The
PBB Report will open.

You can filter the PDB
Report to show only
licenses and qualifications
for particular states.

Vertafore

Compani

Producer Manager™

UAT for 12029

Data Reconciliation Details

5l ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS Unrated

EIN License State/#
20-4959726 FL

S This producer has invalid information or is missing required information

Active BU

NPN
8898786

Resident States

Overview
Action: Quick Sync
Requested Date: 07-20-2013 5:35 PM
Requested By: Valued User
Status: Processed
Status Date: 07-20-2013 5:36 PM
Cost Center: 93

Processing Messages to Review
Review Status: & 1 Unreviewed
Review All / Reset All

Retrieved 07{5-201 3

Reviewed
A Mark as Reviewed

State
Florida

Type
Excluded State

Processing Message

Florida could not be synchronized because multiple active licenses ofthe same type in the
same state indicate a situation that cannot be resolved automatically.

Export options: CSV | Excel | XML | PDF

Review Producer Record
Home | Help | Contact Us
2 httpsif: ircon.c iry i Html.do p pdbld=1311260 - Windows Intemet Explorer ===
L Vertafore PDB Data Report ]

LICENSE SUMMARY

License # 881413 Class Code: 746 Residency: NR

1 Fier 2

ADVANCED INSURANCE UNDERWRITERS, LLC
Retrieval Date: 07/20/2013

Active:

8 Print Document ‘7

STATE: AL

Class: BUSINESS ENTITY PRODUCER Issue Date: 01/26/2010 Expiration Date: 12/31/2014

License #: 445650 Class Code: 1405 Residency: NR Active: Yes

Line of LOA Authority Issue Status Status/Reason CE CE Renewal CE Credits
Authority Code Date Status Reason Date Compliance Date Needed
Casualty 1" 01/26/2010 Active 10/11/2012 NS 0

Property 12 01/26/2010 Active 10/11/2012 NIS 0
STATE: AR

Class: Non-Resident Agency Issue Date: 03/14/2007 Expiration Date: 09/30/2013

License #: 311666 Class Code: 437 Residency: NR Active: Yes

Line of LOA Authority Issue Status Status/Reason CE CE Renewal CE Credits
Authority Code Date Status Reason Date Compliance Date Needed
Casualty 1" 03/13/2007 Active 02/16/2009 NS 0

Property 12 03/13/2007 Active 02/16/2009 NIS 0

Marine 197 03/13/2007 Active 02/16/2009 NS 0

Surety 30 03/13/2007 Active 02/16/2009 NIS 0
STATE: AZ

Class: Insurance Professional Issue Date: 12/22/2006 Expiration Date: 12/31/2014

Yes

v Vertafore
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Then, open each of the mega-agency master and branch office records, and manually update
the records with the newly-retrieved state information from the PDB Report.

To Update license Washington Property 07-01-2009 Adive  07-01-2009 02-27-2013 Inactivate

Informatlon In the West Virginia MNone 05-01-2007 Active 05-01-2007 06-30-2013 Inactivate
1

L I CenSeS/Qu al I fl Catl O ns West Virginia AGY 05-01-2007 Inactive 01-31-2011 06-30-2011 Canceled

Submit a License Application

data SeCtIOI"I Of a Selected Activate Licenses/Qualifications
agency record, click the
Correct License Data
link.

The Correct License Data page will open.

Page 50 © 2013, Vertafore, Inc.
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Click to select the radio
button that corresponds to
a state whose license
information you want to
manually update on the
selected agency record.

In the edit fields at the
bottom of the Correct
License Data page,
update any information that
has changed, based on the
PDB Report.

When you are finished,
click the Next button.

The Correct Qualification
Dates page will open.

Vertafore Producer Manager™

Correct License Data

lil ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS unrated Search Producer
EIN License State/# Active BU NPH Resident States
20-4959726 AR 311666 L 33987265

S This producer has invalid information or is missing required information

Selectthe License to correct

Licenses
. License License
State License Type License Humber O"Q'S‘:‘“ Status Effective Date Expiration Date Inactivation Reason  Suspend  SuspendEnd Copy Rec'd
Begin Date Date
T A7 InsurgncaBy 4900006 12.31-2014
1@95m 311666 03-13-2007  Active W

() CA Non-Resige T T I7-31-2013
@) CO Non-Resident Producer 285661 02-09-2007  Active  02-09-2007  03-01-2013
~) CT Men-Resident Producer Firm 002272107 12-22-2006  Active  12-22-2006 01-31-2014
") DE Mon-Resident Producer Firm 1055167 03-14-2007  Active  03-14-2007  02-28-2013
() DC Non-Resident Praducer Agency 2842263 01-19-2007  Active  01-19-2007  05-31-2013
") FL  MNon-Resident Agency L014788 Active  09-08-2006

1 GA Nonresident Principal Agency 165078 10-27-2011  Active  10-27-2011 12-31-2012
) IL  Business Entity Producer 100285860 02-15-2008  Active 02-15-2008  05-31-2014
0 IN Mon-Res Producer Organization 519160 12-27-2006  Active  12-27-2006  12-31-2012
7 KS Non-ResidentAgency 204959726-0 12-22-2006  Aclive  12-22-2006  12-22-2012
) KY Non-Resident Agency DOI-649843 02-21-2007  Active  02-21-2007  03-31-2013
") LA Non-Res Prop & Casualty Agency 420879 12-29-2006  Active  12-20-2006

~/ ME Non-Resident Producer Firm AGN150482 02-22-2008  Active  02-22-2008

@ MD Producer 99970273 02-19-2007  Active  02-19-2007  02-18-2013

) MD Noen-Resident Producer Firm NPF 99970273  02-19-2007 Inactive 04-05-2011 02-18-2013 Canceled

) MA  Non-Res Prdcr Business Entity 1870435 04-29-2009  Active  04-29-2009  04-29-2013
) MI Non-Resident Preducer Firm 204959726 05-25-2007  Active  05-25-2007
") MN  Non-Resident Agency 40015378 01-02-2007 Inactive 10-31-2008  10-31-2008 Canceled
") MS Insurance Producer Entity 15007382 10-27-2009  Active  10-27-2009  05-31-2012
) MO Business Entity Producer 8022957 05-15-2007  Active  05-15-2007  05-15-2013
() NJ  Producer - Organization (Corp) 1087152 12-22-2006  Active  12-22-2006  05-31-2012
) NY MNon-Res Prop & Casualty Agency PC-1066760 07-01-2010  Active  07-01-2010  06-30-2012
() NC Non-Res Agency - Corporation 204959726 04-27-2007 Inactive 09-27-2010 03-31-2012 Canceled
) OH  Major Lines 35928 03-13-2007  Active  03-13-2007  09-30-2013
") OH MNon-Resident Agency 35928 03-13-2007 Inactive 05-08-2011 Canceled
() OR Non-Res Prder Business Entity 818082 02-28-2007  Active  02-28-2007  02-28-2013
) 3C Non-Resident Agency 175314 01-26-2010  Active  01-26-2010
O TX  General Lines Agency 1432810 02-21-2007  Active  02-21-2007  02-21-2013
) VA Producer 102829 05-09-2007  Active  05-09-2007
© WA Producer 701679 07-01-2009  Active  07-01-2009  02-27-2013
~) WA Non-Resident Producer 701679 07-01-2009 Inactive 03-30-2011 02-27-2011 Canceled
) WV Business Entity Producer 100109468 05-01-2007  Active  05-01-2007  08-30-2013
) WV Non-Resident Agency 4936 05-01-2007 Inactive 01-31-2011 08-30-2011 Canceled
Original Issue Date 03132007 7]

Effective Date
Expiration Date
License Number

License Suspend Begin Date j
License Suspend End Date j
Copy Received ]
Locked from Data Reconciliation Updates a

Home | Help| Contact Us
Copyright ® 2003-2013 Vertafore, Inc.
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On the Correct

Qualification Dates page, L~ \ Vertafore  Producer Manager™ Logged n asujr-:
click to checkmark the PN D SN DTN PR N W B Frodcr sk Seareh
gualifications (related to
the license you worked on

Correct Qualification Dates

he C Li D Ll ADVANCED INS UNDERWRITERS LLC - HEADQUARTERS Unrated Search Producer
t e Orrect icense ata Em License Statei# Active BU NP Resident States
tt dat 20-4959726 AR 311666 L 3898736
page) you wantto up ate. ~§  This producer has invalid information or is missing required information
Update the Selected Select the Qualification(s) to correct
agency record with new ueiihostions
. . . . State Qualification Type Date Status Effective Date Expiration Date Inactivation Reason
qua“flcatlon (Ilcense Ilne) F AR Casualy 03-13-2007 Active 03-13-2007  09-30-2012
information, as obtained VAR Maring 03-13-2007 Active 03-13-2007  09-30-2012
¥ AR Property 03-13-2007 Active 03-13-2007  09-30-2012
from the PDB Report' IAR Surety 03-13-2007 Active 03-13-2007  09-30-2012
Click the Save and Return
Original Issue Date [ I Clear selected Original Issue Date(s)
button to re-open the Effective Date E
master agency record_ Expiration Date 0930-2013 [ Z] [ Clear selected Expiration Date(s)
Locked from Data B

Reconciliation Updates

Previous ] [ Save and Return ] [ Cancel ]
b

Repeat the steps, S —
beginning on page 46, as Copvrn 2009201 Verstore, n.
necessary for any and all of the mega-agency records that need updating.

Note: Alternately, you could allow the master agency record’s license, qualification, and
appointment information to be auto-updated through Quick Sync Producer. Depending on the
complexity and volume of a mega-firm’s compliance information, this approach might save
some manual updating of the master agency record.

To do this, repeat the steps outlined in this chapter, except select the “Merge All” strategy from
the Licenses, Qualifications, and Appointments Profile Merge Strategies sections on the
Maintain Data Reconciliation Profiles page (see page 45). Save the profile with a name such
as “For Master Agencies Only.” Then, select this profile when you perform a Quick Sync
Producer on the master agency record.

Be aware that this approach might restore unique branch license information to the master
record that would need to be cleared, using the steps outlined in “Verifying License Information
on Each Record” beginning on page 24. Also you would still need to manually update branch
agency records with compliance information contained in the new PDB Report that is stored on
the master agency record, as outlined in the steps in this chapter, beginning on page 46.
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