SURANCEBAY

INSURANCE. SIMPLIFIED.

SurelLlC

Version 2.0

Producer User Guide
Web Version

Revision: June 15, 2013



Table of Contents

Table of Contents

1.0 OVERVIEW 3
2.0 GETTING STARTED 3
2.1 WHATYou NEED 3
2.2 LOGIN CREDENTIALS 3
2.2.1 NEew USER 3
2.2.2 CHANGE EMAIL / USERNAME 4
2.2.1 FORGOT EMAIL / USERNAME 5
2.2.2 CHANGE PASSWORD 6
2.2.3 FORGOT PASSWORD 7
3.0 SETTING UP YOUR PROFILE 8
3.1.1 NIPRTAB 8
3.1.2 DBATAB 8
3.1.3 QUESTIONS TAB 11
3.1.4 LICENSES TAB 15
3.1.5 EFTTAB 20
3.1.6 CONTRACTS TAB 21
3.1.7 HISTORY TAB 21
3.1.8 E&OTAB 22
3.1.9 TRAINING TAB 23
3.1.10 SCANTAB 25
4.0 REQUESTING A CARRIER APPOINTMENT 28
4.1 REQUESTING APPOINTMENTS 28
4.1.1 STEP 1 - CARRIER AND REQUEST TYPE 28
4.1.2 STEP 2 - STATE(S) AND PRODUCT(S) 29
4.1.3 STEP 3 - CARRIER SPECIFIC QUESTIONS 29
4.1.4 STEP 4 - PREVIEW & CONFIRM 30
4.2 REQUESTING APPOINTMENTS (OUTSIDE OF SURELC) 30
5.0 TROUBLESHOOTING AND FREQUENTLY ASKED QUESTIONS 30
5.1 PRODUCER TRAINING VIDEO 30
5.2 PRINTING PROBLEM 30
5.3 VIEWING SURELC 30

© 2013, SuranceBay, L.L.C.



1.0

2.0

OVERVIEW

Your agency has subscribed to use SurelLC, a licensing& contracting automation software. At some point in
your career, you will likely need to be contracted with multiple insurance companies to sell their products.
Rather then you manually filling out each insurance company’s contracting paperwork whenever you need
a new appointment, SureLCautomates this process. You setup your profile in SureLC one time, and then
whenever you need an appointment with a new insurance carrier, or you need a new non-resident
appointment, SureLC automates this process for you and your agency.

GETTING STARTED

2.1 What You Need

To use SurelLC, you need:

Internet Connection

A scanner hooked up to your computer OR the ability to fax documents.
Please contact your Marketing Organization for the SureLC URL address.

2.2 Login Credentials

2.2.1 New User

From the main login page, you'll add yourself as a new Producer and create your own login
credentials. Your Marketing Organization will send you a link that will bring you to the user screen.
Click on “New User” and fill in information to create a username and password.

e Select "NEW USER" from the main login page.

Please provide your credentials and click login.

Remembe Change Login

Change Password H New User?

Forgoi Username? Forgot Password?

o Enter the four Required fields (SSN#, Last Name, email and Password)

e Select the Checkbox labeled "OK to pull my PDB Report".
e Select the "ADD ME" button
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Agency: YourAgancy Mama

Affiliation: | [=]
HIPR Hame:

() MPM (_) License/State (=) SSM

SSN: N This field is regluired
-* | |

Last Hame: | | £ Thiz faid is required

-_

o

Phone: l

_]

Fax: | |

Cell: | |

* eMall: | | s This hield is reguired
*usswm‘d: [ | iy Thiz field is requirsd

+ -required fields

*EI Qicto pult my PDB Report
-ﬁ o caeve | oy cancal|

Note:Authorization to pull your PDB report is required in order to proceed with the paperless electronic
contracting process through SureLC. If you decide not to authorize pulling your PDB report, contact
your Marketing Organization so they can send you Carrier forms to complete manually.

2.2.2

Change Email / Username

Your Username is your email address that was created at the time of your initial registration. If
your email has changed, you'll need your username changed to match your personal
information on your profile in SureLC.

o Enter your OLD email address
e Enter your password
e Select Change Login, then click on Login

Please provide your credentials and click lagin.

= ENA Your Email Address

Remember Me W Change Login ka

Change Password B

Forgot Username? Forgot Passwoird?

&/ Login
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Enter your new username which is your current email address on file in SureLC.
e Select the "Update" button.

Al YourEmail@gmail.com

2.21 Forgot Email / Username

If your email has changed and you have forgotten what was originally setup, you can request to
have it sent to you.

Select the "Forgot Username" hyperlink.

FPlease provide your credentials and click [agin.

Remember Me Change Login

Change Password M

Forgot Usermame? Forgot Password?

o Enter your SSN# or your cell number.

e Enter your Last Name.
e A drop down selection will populate to confirm the email address or cell # selection.
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Select the "SEND USERNAME" button.
This will be sent to you via email or text message based on your selection.

Please provide your SSH or cell number, Last name and click "Send username”.

=100 s YourEmail@amail.com B

2.2.2 Change Password

e Enter your email address
e Enter your current password
e Select Change Password, then click on Login

Please provide your credentials and click login.
= 50 Your Email Address

Password: ki

Remember Me B Change Login W

Change Password B4

Forgot Username? Forgot Password?

e Enter your new Password twice.
e Select the "Update" button.
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2.2.3 Forgot Password
e Select the "Forgot Password" hyperlink.

Please provide your credentials and click login.

Remember Me W Change Login

Change ro. —vnrd IF

Forgot Username: Forgot Password?

e Enter your SSN# or your cell number.
Your email address and cell number on file will populate - Please select one for your
preferred method of retrieval.

e Select the "RESET PASSWORD" button.

e This will be sent to you via email or text based on your selection.

Please provide your

SSHorcal mumber

SEND PASSWORD TO:

M or cell number and click "Reset P

O  YourEmail@amail.com
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3.0 SETTING UP YOUR PROFILE

Once you set up your profile in SureLC, it will be used to populate all requested contracting paperwork.

After logging in, click on the Producer Info icon.

"\ 4

S || 28

-

Prescription Check

3.1.1 NIPR Tab

This is information is fed from NIPR (National Insurance Producer Registry). The more information
you provide here, the fewer questions you'll need to answer as contract requests are processed.

e Complete all Required fields with a RED bullet point.

€ Back % (@) ROBERTMORTON's INFO Next Fp E Request Appoirtment

-

Click NEXT to move to the next tab
IDENTIFICATIONS (NPN:6551097 | SB:79234)

SSM: r ! 4 Gender: « (® Male () Female Date ofﬂlnn:-r p eMail: » | yourEmail@agmail.com

NAME

LAST: » [LIORTON #»  FIRST o |ROBERT | #*  wmoDLE: [BRIAN TITLE:
PHONE: « (813) 222-3323 A [(813) 111-2222 oefes | = 1| el
Vel DL STATE:

ADDRESSES REGISTERED WITH THE STATES

Residential (No PO Boxes:| ] Start Date |5 l * Edit i
Mailing: | | * Edit

You Are =22 : g . ’
H Click into each Tab to input the required information.
Bre Required information is indicated with a RED bullet point.
Once all required data is completed on a page, the Tab

SCAN @

NIPR 2 DBA = QUESTI.. @ |LICENS_. ¢ EFT = CONTR.. # | HISTORY E&O ¢ TRAINL.. <

3.1.2 DBATab

The DBA selection explains how you will be doing business.This will affect how forms are
populated, and how commissions will be paid.

e Enter a DBA selection.

© 2013, SuranceBay, L.L.C. 8




L]
¢ Confirm your contact information is accurate. Click on the pencilicon - to make any
necessary corrections.

€ Back % @ ROBERT MORTON's INFO €4 Previous | Next T E Reguest Appointmert

|O Individual () Business Entity () Licensed Only Agent O Institutional| h Select how you will
& be doing business

CONTACT INFO FOR APPOINTMENTS

EMail (Producer): yourEmail@amail.com p

Phone (Producer): (813)222-3333 p

Fax (Producer): (813)111-2222 2

You Are
Here

NIPR & DBA 1 QUESTIONS ¢ LICENSES ¢ | CONTRAC... ¢ HISTORY TRAINING < SCAN #

3.1.21 Individual

Individual agents are independent contractors for the insurance companies they represent.
While the agent collects commissions, they do not collect a salary from the companies they
represent. Typically 1099 would apply to the Producers SSN#.

e Select Individual

— DOING BUSINESS WITH TAMPA' AS

(%) Individual ) ) Business Entity () Licensed OnlyAgent () Institutional
. i

Optional Item - Individual Producer Has Solicitors

Individual Producers may have LOA Solicitor Agents underneath their hierarchy with the
carriers.

If applicable you'll want to ensure the "HAS SOLICITORS" checkbox is selected so
downline agents will be able to be set-up properly in SureLC.

© 2013, SuranceBay, L.L.C. 9



e Select "HAS SOLICITORS"

as Solicitors: [+

3.1.2.2 Business Entity

Business Entities are Principals or Signing Officers for their own company and intend to
have 1099 apply to the Tax ID# for their company.

e Select Business Entity

DOING BUSINESS WITH TAMPA' AS
() Individual & Te) Business Entity J¢ () Licensed OnlyAgent () Institutional

e Enter the EIN#

o Enter your Title

e Select the "Has Solicitor" checkbox if you'll have License Only agents (Solicitors)
underneath your hierarchy.

e Is your BusinessEntity registered with NIPR (National Insurance Producer
Registry)? Select the applicable button below:

= IfYES - "RETRIEVE FROM NIPR".
= IfNO- "CREATE WITHOUT NIPR".

DOING BUSINESS WITH YOUR AGENCY HAME AS
() Individual | (® Business Entity | (O Licensed () Instituional  Has Solicitors: [

EIN; I ' '4‘ Retrieve from NIPR ‘ 4+ CreatewitlloutNiPR| Company name: ABC CONSULTING INC

3.1.23 Licensed Only Agent (Solicitor)

License OnlyAgents (LOA) are appointed and authorized by an Agent/Agency to solicit and
receive applications for insurance as a representative.LOA's are not usually given the
power to bind coverage but are required to be licensed.

Carriers pay all commissions directly to the Agent/Agency the LOA/Solicitor works for, and
the LOA is paid from the company they work for.

e Select License Only Agent

e Contact your Marketing Organization to let them know WHO you solicit for.

© 2013, SuranceBay, L.L.C. 10



DOING BUSINESS WITH 'TAMPA' AS

(v Licensed Only Agent () Institutional

() Individual (") Business Entity

PLEASE NOTE: You will need to contact your Marketing Organization directly to let them

know WHO you solicit for.

3.1.24 Institutional
Institutional agents are registered representatives who usually work for a Broker De

aler.

Carriers pay all commissions directly to the Broker Dealer the agent represents, and the

agent is paid directly by their Broker Dealer.

e Select Institutional

DOING BUSINESS WITH 'TAMPA" AS

() Individual (_) Business Entity (7) Licensed Only Agent w

PLEASE NOTE: Your Market Organization will know who your Broker Dealer is ba

sed on

the FINRA verification completed under your Training Tab. If there are any changes

needed, please contact your Marketing Organization directly.

3.1.3 Questions Tab

Review and answer all Background Questions. Please ensure you scroll through the entire
ensure all questions have been answered. Any unanswered questions will halt the contract
request process and possibly delay business submitted.

‘&= Back S €4 Previous = Next
E’ * ROBERT MORTON's INFO ¢

page to

Fleaze answer these questions in details. SuranceBay will not share information with carriers unless it is explicitly requested as required part of standard

| i AlNg

NIPR ¥ DBA « QUESTIONS 7 | LICENSES # || CONTRAC__ # HISTORY TRAINING +

contracting.
1. Have you ever been charged or convicted of or plead guilty or no contestto any Felony, Misdemeanor, federalistate insurance andfor securities or f| 4]
investments regulations and statutes? Have you ever been on probation? |U Yes (Ul Mo
2. Have you ever been or are you currently being investigated, have any pending indictments, lawsuits, or have you ever been in lawsuit with insurance |ﬁ|
company? m
3. Have you ever been alleged to have engaged in any fraud? |O Yes () N0|
4. Have you ever been found to have engaged in any fraud? |O Yes () No|
5. Has any insurance orfinancial services company, or broker-dealer terminated your contract or appointment or permitted you to resign for reason other 7n|
than lack of sales? (C Yes O No
. Have you ever had an appointment with any insurance company terminated for cause or been denied an appointment? |O Yes () N0|
You Are
Here
vl

SCAN ¢

© 2013, SuranceBay, L.L.C.
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3.1.31

If you answer a question "Yes", there may be sub-questions that populate.

If Sub-questions populate, you must answer all appropriate sub-questions that relate to

your incident.
Provide a Date of the Incident.

Select the "Related Documents" button to upload supporting documentation or write your

own Letter of Explanation.

14. Has any state, federal or self-regulatory agency filed a complaint against you, fined, sanctioned, censured, penalized or

When: = | 10/20/2005 ‘ " Related Documents Remave Incident

Mo attached dg ent

otherwise disciplined you for a violation of their regulations or state or federal statutes® Have you ever been the subject ofa * es () Ma
consumer initiated complaint?

»143. Has any regulatory body ever sanctioned, censured, penalized or otherwise disciplined you? () Yes (= No
»14!1. Has any state, federal or self-regulatory agency filed a complaint against you, fined or sanctioned you? O Yes (® No
»140. Have you ever been the subject of a consumer initiated complaint? ® Yes () No

sl Add Incident

Upload Supporting Documentation

Upload a prepared Letter of Explanation or any supporting documentation, such as Court

Documents, etc....

You'll need to upload an explanation and/or documentation for each question you answer

"YES".

Each question is answered independently with each Carrier's contracting forms. This is to
ensure your documentation is only sent to the Carrier if applicable to the unique set of

questions asked for that particular contract.

e Select Upload

¢ Retrieve your supporting documentation from wherever you have it saved on your

computer.
e Attach as many documents needed.

QUESTION

6 15c. Is the bankruptcy pending?

AVAILABLE DOCS . Upload || _ Create Explanation Document

SELECTED DOCS

© 2013, SuranceBay, L.L.C.
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e Your uploaded document is moved to the SELECTED DOCS section.

e AVAILABLE documents are simply a holding tank for all explanation forms
available. In order for form to be applied to the specific question asked, it will need
to be listed in the "SELECTED DOCS" section.

E‘ ROBERT MORTON's INFO & Upload h Create Explanation Document

QUESTION PREVIEW:

——— [0 ()1 [11 » DO Q.

A

@ 15¢. Is the bankruptcy pending?

AVAILABLE DOCS ‘ - Upload H  Creale Explanafion Document

Supporting Documentation

Hover over the uploaded document on the left
— to view it in this window,
Explanation x

A/

1 [T |

e Use the bach arrow button in the top left hand corner to go back to the full list of
question.

3.1.3.2 Create a Letter of Explanation

Some questions can be easily explained in your own words. To create your own Letter of
Explanation simply select the option indicated in the screenshot below.

QUESTION

@ 15c. Is the bankruptcy pending?

AVAILABLE DOCS . Upload ‘ ‘ _ Create Explanation Document

SELECTED DOCS

e Select "CREATE EXPLANATION DOCUMENT" button
e Provide Occurance Date, Action, Reason, and Explanation.
e Select GENERATE DOCUMENT..

© 2013, SuranceBay, L.L.C. 13



¢_' ROBERT MORTON's INFO

QUESTION

@ 15¢. Is the bankruptcy pending?

& Upload ’ Create Explanation Document
PROVIDE EXPLANATION

* @ Generate Document
Occumence date-s |07/22/2012

AVAILABLE DOCS ‘ > Upload H - Create Bxalanafion Dacument

Action:e |State Action ‘

SELECTED DOCS

Reasore |Sfate e Reasan |

Evplanation:* [Write outyour explanation here with all supporing details.

Your uploaded document is moved to the SELECTED DOCS section.

E ROBERT MORTON's INFO & Upoad [B Create Explanation Document
QUESTION PREVIEW:
S B (x| 4]t |11 PN Q.
@ 15¢. Is the bankruptcy pending? SaE el ‘ ‘
&
AVAILABLE DOCS | ' Upload H F Create Explanation Document MORTON. ROBERT BRIAN
Appendix: Questionnaire Answers Explanation
QOvestion; 15¢. Is the bankruplcy pending?
Occurrence Date: 07/22/2012
SELECTED DOCS Actions Taken:  Stale Action
Queston; Uccurrence Date: Actions Taken: Reason: Explanation: x Reason: State the Reason
WMORTOM, ROBERT BRIAM Appendix: Questionnaire Answers Ex o Wrie out sion h hall detail
Explanation 15t Is the bankruptcy pending? 0712212012 State Action ‘: panaton: B 00k Yok éprandiniere Wit i sUporing detgls.
FlesPaper |+
1] I Iv] sl . [T

[ )
question.

Removing Documentation

Use the back arrow button in the top left hand corner to go back to the full list of

Remove any documentation that is now old, or simply not applicable.

Go to Scan Tab

© 2013, SuranceBay, L.L.C.
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3.1.4 Licenses Tab

View your state license records. SureLC provides routine data updates from NIPR (National
Insurance Producer Registry).

3.1.41 Licenses Filter

Click on the filter button to view ALL License records including Active and Inactive records.

NIPR & DBA ¢ |QUESI.. 2 LICENS.. ¢ EFT = CONTR.. #  HISTORY E&O ¢ |TRAINING ¢ | 'SCAN #

3.1.4.2 License Reminder Notifications

Set reminder notifications to alert you when renewals are coming due.

PRODUCER SETTINGS (NULL) -

) Mever (_) When Becomes Available

i) 4 Month Prior to Expiration  (_) 2 Month Priar to Expiration

3143 Renewal Check

Run a quick Renewal Check to verify which licenses are due for renewal and which are
eligible for completion online.

".!‘ Renew NRL '_[ Apply for NRL Q Renewals Check

© 2013, SuranceBay, L.L.C. 15



e See if any renewal licenses are eligible. Any stating "NOT ELIGIBLE" could

simply mean the license is not due for renewal at this time.

Renew Licenses

Select RENEW button and choose the licenses you would like to renew by placing a

checkmark next to each license record.

I
| = Apply for NRL H i Renewals Check

LICEN SE INFORMATION

Arizona: B650 @ Colorado: 2037 @ Illinois: 233287

Expires On: 2013-08-31
Description: Insurance Professional

Line of Authority
Producer AccidentHIthiSicknes; Producer, Life

State Fee: $120.00

Total: $120.00

Mississippi: 9201053 @

Expires On: 2013-08-31
Description: Insurance Producer

Line of Authority
Life; Accident and Health
State Fee: $150.00

Total: $150.00

Expires On: 2013-08-31
Description: Producer

Line of Authority
Life; Accident and Health

North Dakota: 233287
Expires On: 2013-08-31
Description: Producer

Line of Authority
Accident & Health; Life & Annuity

State Fee: $120.00

Total: $120.00

State Fee: 32500

Total: 2500

Expires On: 2013-08-31
Description: Producer

Line of Authority
Life; Health

State Fee: $250.00

Total: $250.00

West Virginia: 233287
Expires Om: 2013-08-31
Description: Producer
Line of Authority
Life; Accident and Sickness
State Fee: 35000

Total: $50.00

Processing Fees: $29.33

The address on file in SureLC will be verfied against what is on file with NIPR. If

there's a descrepency you'll receive an alert message as follows:

Your personal and address information doesn't match the info in NIPR:

| w/ Proceed with NIPR information

© 2013, SuranceBay, L.L.C.
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= If you receive this message you have two options.
1. Proceed with the address on file through NIPR.
2. Revert out of the license request, contact NIPR directly to correct the address,

then proceed back through the renewal request through SurelLC.

= Complete all required fields under the Personal Information and employment history, if
it wasn't retrievable from your SureLC records.

= Answer all Background questions

= Accept all disclosures and fees for each state you are renewing. Place a checkmark
in the ACCEPTED box for each.

= Enter Credit Card details to complete the transaction.

3145 Apply for NEW Non-Resident Licenses
Easily apply for a NEW non-resident state license right through SureLC.

e Select the APPLY button

-
<. Renew NREL | Apply for MRL - Renewals Check

e Select the states you wish to apply for
e Select NEXT

'E Back | % | Apply for NR Licenses ROBERT BRIAN MORTON Total Amount: $0.00 Next F»
Select applicable states
Alaska Alabama Arkansas Arizona California Colorado Connecticut
0 u] 0| 0 ] u]
District of Columbia Georgia Hawaii lowa Idaho llinois
0 u] u] u] u] u]
Indiana Kansas Kentucky Louisiana Massachusetts Maryland Maine
0 0 u] 0| u] ] u]
Michigan Minnesota Missouri Mississippi Montana North Carolina North Dakota
Active License(s) D D D D D Active License(s) D D
2 4] J 2 =)
Nebraska New Hampshire New Jersey New Mexico Nevada New York Ohio
] 0 ) u) u) 0 u) .
QOklahoma QOregon Pennsylvania Rhode Island South Carolina South Dakota Tennessee
] ) 0O 0 ) u) e

¢ Make all applicable selectionsfor License Type and Line of Authority.
e Select NEXT

© 2013, SuranceBay, L.L.C. 17



"3 Back | ¥ @ Apply for NR Licenses ROBERT BRIAN MORTON Total Amount: $6.24 €4 Previous Next

Alabama Price: $60.00 x ¥ Producer

Producer $60.00
Loas: Life: Health [ Life [ Health [] Variable Life & Variable Annuity [] Non-Resident Reciprocal
[[] Bail Band [[] Dental Senvices [] Legal Senices [] Motor Club
State Fee: §60.00
- ] Surplus Line Broker
Make all applicable P
selections 4 None

Ll Adjuster
[ Crop

Reguirement Cannot be held with Property and C: Workers' Con and Crop)

[[] workers Campensation
Requirement. Cannot be held with Property and C: ing Workers' Con and Crop)

[[] Praperty and Casualty (excluding Workers Compensation and Crop)

Requirement Cannot be held with Property and C: ing Workers' Com and Crop)
(] Property and Casualty (including Workers Compenzation and Crop)

Requirement Cannot be held with any of the other adjuster loas

o Enter Required Personal Data

e Address listed should reflect how you are listed with NIPR (National Insurance
Producer Registry). If this address is inaccurate, you'll need to login to NIPR
directly and have this corrected before applying for a license or renewal
through SureL.C.

o Verify 5 years of Employment History. Please EDIT or ADD History as
needed.

e Select NEXT

E Back ¥ Apply for NR Licenses ROBERT BRIAN MORTON Total Amount: $6.24 <4 Previous  Next

PERSONAL INFORMATION

Email Address: e | yourEmail@ Business Phone: « [(812) 222-3333 l Business Email: « |jament@email org * 1. Enter Required
Home Phone: e | (313) 222-3333 Business Fax o | (513) 111-2222 * Business Website p Data highlighted
. - RED
ADDRESS INFORMATION
NIPR Residence Address
504 EMBERWOQD DR, BRANDON, FL, U.S A, 33511-7945
NIPR Business Address 5
504 EMBERWOOD DR, BRANDON, FL, US4, 335117945 2. Verify the address

HIPR Mailing Address
504 EMBERWOOQD DR, BRANDON, FL, U.S A, 33511-7945

EMPLOYMENT RECORDS (5 YEARS)
Include full history including self employment, full-ime education, military service and unemploymant up till today

|l | | ot | X memove

Company: ABC Agency

August (08) / 2007
CURRE Position: President y
Location: Brandon, FL, United States 3 Vel'lfy address
history for the last
5years.

o Verify all Background Questions are complete.
o Select NEXT

© 2013, SuranceBay, L.L.C. 18



Apply for NR Licenses ROBERT BRIAN MORTON Total Amount: $6.24 4 Previous  Next

Verify Background Questions "
BACKGROUND QUESTIONS

1. Have you ever been convicted of a crime, had a judgment withheld or deferred, or are you currently charged with commiitting a crime? ) Yes® No
Note: "Crime” includes a misdemeanor, a felony or a military offense

You may exclude misdemeanor traffic citations and misdemeanor convictions or pending misdemeanor charges involving driving under the influence (DUI) or driving while intoxicated (DVWI),
driving without a license, reckless driving, or driving with a suspended or revoked license and juvenile offenses

“Convicted” includes, butis notlimited to, having been found guilty by verdict of a judge or jury, having entered a plea of guilty or nolo contendere or no contest, or having been given probation, a
suspended sentence, or afine

2. Have you ever been named or involved as a party in an administrative proceeding, including FINRA sanction or arbitration proceeding regarding any professional or occupational license or O Vg_l;@ Mo
registration?

“Involved” means having  license censured, suspended, revoked, canceled, terminated; or, being assessed a fine, a cease and desist order, a prohibition order, a compliance order, placed on
probation, sanctioned or surrendering a license to resolve an administrative action. “Involved™ also means being named as a party to an administrative or arbitration proceeding, which is related
ta a professional or occupational license, o registration. “Involved” alsa means having alicense, of registration application denied or the act of withdrawing an application to avoid a denial.
INCLUDE any business so named because of your actions, in your capacity as an owner, partner, officer or director, or member or manager of a Limited Liability Company. You may EXCLUDE
terminations due solely to noncompliance with continuing education requirements or failure to pay a renewal fee

3. Has any demand been made or judgment rendered against you or any business in which you are or were an owner, pariner, officer or director, or member or manager of a limited liability O Yes(® No
company, for overdug monies by an iNsUrer, iNsured or producer, of have you ever been subject to a bankruptcy proceeding? Do notinclude personal bankrupteies, unless they involve funds held
on behalf of others

4. Have you been natified by any jurisdiction to which you are applying of any delinquant tax obligation that is natthe subject of a repayment agrasment? () Yes (&) No

5. Are you currently a party to, or have you ever been found liable in, any lawsuit, arbitrations or mediation involving of fraud, ar of funds, c:') Yes @ No
misrepresentation or breach of fiduciary duty?

6. Have you or any business in which you are orwere an owner, partner, officer or director, or member or manager of a limited liability company, ever had an insurance agency contract or any O Yes (® No
olher business relationship with an insurance company terminated for any alleged miscanduct?

7. Do you have a child support obligation in arrearage? () Yes(®) No

e Certify and accept any fees.
e Select NEXT

@ Back ¢  Apply for NR Licenses ROBERT BRIAN MORTON Total Amount: $6.24 €% Previous  Next |

Certify and accept any fees
APPLICANT'S CERTIFICATION AND ATTE STATION

The producer must read the following very carefully:

1.1 hereby cemfvthat under penalty of perjury, all ofthe information submitted in this application and attachments is true and complete. | am aware that submitting false information or emitting pertinent or material

with this is grounds for license revocation or denial of the license and may subject me to civl or criminal penaltiss.
2. Unless provided otherwise by law or regulation of the jurisdiction , | hereby designate the C 1l Directar or i of Insurance, or other appropriate party in each jurisdiction for which this
application is made to be my agent for senvice of process regarding all insurance matters in the respective jurisdiction and agres that service upon the Ci . Director ar ofInsurance, or other

appropriate party of that jurisdiction is of the same legal force and validity as personal senvice upan myself

3. | further certify that | grant permission to the Commissioner, Director or Superintendent of Insurance, or other party in each for which this is made to verify information with any
federal, state or local government agency, current or former employer, of insurance company.

4. further certify that, under penalty of perjury, a) | have no child-support obligation, by 1 have a child-support abligation and | am currently in compliance with that obligation, or c) | have identified my child support
obligation arrearage on this application

5. | authorize the jurisdictions to which this application is made to give any information concerning me, as permitted by law, to any federal, state or municipal agency, or any other organization and | release the
jurisdictions and any person acting on their behalf from any and all liability of whatever nature by reasen of furnishing such information.

6.1 acknowledge that | understand and will comply with the insurance laws and regulations of the jurisdictions to which | am applying for licensure
7. For Non-Resident License Applications, | certify that | am licensed and in good standing in my home state/resident state for the lines of authority requested from the non-resident state.

8. | hereny certify that upon request, | will furnish the jurisdiction(s) to which | am applying, certified copies of any documents attached ta this application of requested by the jurisdiction(s).

FEE REFUND

Fees are not refundable

e Add or edit Credit Card information for payment of fees.
e Select PROCESS

%  Apply for NR Licenses ROBERT BRIAN MOI

Add Credit Card info for payment and Process
AVAILABLE CREDIT CARDS

TESTHAME LASTNAME
<INVALID CARD NUMBER>
Exp Date: 08/2014

Processing Fees: -$53.76
State Fees: $60.00
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3.1.5 EFT Tab

This tab will only be available for Brokerage Associates doing business as an INDIVIDUAL or
BUSINESS ENTITY.

PLEASE NOTE: If you are doing business as a “Licensed Only Agent” or "Institutional" Producer,
this tab will not be available.

e Upload a copy of a voided check. There are 3 options:
e Use Upload button from the EFT Tab
o Use the Camera Capture button from the EFT tab.
e Upload from the SCAN Tab.

e Enter your Routing Number, Account Number and Account Type.

o If the name on your checking/savings account is different than your personal name, please
provide that information in the space provided.

4 Previous MNext ¥ » E Request Appointment
I ‘ =
|
| e [emerome
| > |D Checking O Sa\dings‘ ‘ ELECTRONIC FUND TRANSFERS (EFT)
— =t Account Dwnar Nams (Required): RODERT BRIAN MORTON
BANK ADDRESS
TransittABA #:
i)
| Account #:
Financial Ins titution Nama-
= = Branch Address
3 — T
MName on the account, only if | -
y 3. Enterif cw State: zip:
different: licahl
& | App Account T)’pe:OCh«acking O Saving Phone:
: By eigning below | heraby authoriza the Company to inftiate credit entrias and, if
Sk listoad FERSONAL ¥oklad Check necessary, adjustments for credit antries in error to the checking andior savings account
. 4. Upload  indiated on this form. This authority i ta remain in full ffect unti the Company has
‘ B8 Use Camera for Capiure | = recaivad written notification fram me of its tarmination | undarstand that this
copy autharization s subject o the terms of any agant or rspresentative contract, commission
agreement, or lban agreement that | may have now, or in the future, with the Company.
bate. 0611712013
ou Are
Here d
Attach copy of the check here for checking account or
deposit slip for saving account:
[v]

NIFR DBA «~ QUESTI . ¢ |LICENS. = EED 1 CONTR.. ¢ HISTORY E&Q « TRAINING +  SCAN «

e If you are doing business as a BUSINESS ENTITY, move the data and voided check to
your BUSINESS ACCOUNT.

e Simply click on the button displayed below.

' Move PERSONAL EFT to BUSINESS account
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3.1.6 Contracts Tab

The Contracts Tab is not a required tab, it simply provides a means for tracking your Active and

Inactive Contracts/Appointments.

= Back 's
§ L 4 ROBERT MORTON's INFO

The Contracts section tracks your Appointments with the CARRIER.
The Appointments section tracks your STATE appointments

€4 Previous | Next &y E Request Appointment
Contracts
‘ Carrier Agent # Active 4 | Start Date
Massachusetts Mutual Life Insurance Company MM444 (i} 12/04/2008 4]
Integrity Life Ins Co Integrity777 o] 02M10/2009
Banner Life Insurance Company ENTER AGENT# 1 10/29/2010 [
C.M. Life Insurance Company ENTER AGENT# ™ 12/04/2008 v
Appointments
State County Code Status From Renew On Line of Authority | Code Termination R...
Florida State Appointed 12/08/2008 09/30/2013 1543
North Carolina Appointed 12/04/2008 You Are LIFE 16
North Carolina Appointed 12/04/2008 Here ACCIDENT & HEAL 935

NIPR ¢ DBA ¢ QUESTL @ | LICENS. . #

EFT @

CONTR._ @

3.1.7 History Tab

HISTORY E&O TRAINING ¢ | SCAN ¢

Provide your last 5 years history for employment and residence. This is Optional Data, but the
more information provided, the fewer questions needed when requesting a contract.

€ ak % (@) ROBERTMORTON's INFO 4

IEM PLOYMENT RECORDS (5 YEARS) I

Include full history including self employment, full-ime education, military service and unemployment up till today

L+ Add || " Edit H X Remove ‘
Company: ABC Agency
Paosition: President
Location: Brandon, FL, United States

August (08) / 2007
CURRENT

NPR < DBA ¢ QUEST.. # | LICEN.. EFT @

You Are

4 Previous | Next & Ej Request Appointr

I ADDRESS HISTORY (5 YEARS) I
Address History is less than 5 years old
[+Add H "Edn” 2< Remove ‘
January (01)/21/2009 SHENFERNO00ER
CURRENT

BRANDON, FL 335117945

Here

CONTR... @

© 2013, SuranceBay, L.L.C.
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e Select The ADD button

EMPLOYMENT RECORDS (5 YEARS)

Include full history including self employment, fulliime education, military service and unemployment up till today
Employment History is less than 5 years

—>

Edit | | #& Remove

e Enter Required fields

¢ Date fields only require Month and Year (Click on Year to change the Year)

e Select the SAVE button

CMPLOYMCNT RECORD'S (5 YCARS)

Incluge full nistory Including seil emplayment, full-ime educaton. milliany service and unemploment up 1l 0day

—'—’ i s | 3 concal|

Feb  Mar  Apr

¢ Jm Jul CAug

Od N Dec

Jan  Feb  Mar  Apr |

| May Jun o Jw Aug

Sep O Now Dec

Company: » | ADC Agency r‘os-tnn:'
1
Location: » | Brandon, FL, United Statas |
From: o[~ 2 Toie o |
) o Q) (@) maua Q|

3.1.8 E&O Tab

Maintain a current copy of your E&O declaration page.

PLEASE NOTE: Institutional Producers will not have an E&O tab to maintain as they are typically
covered under their Broker Dealer's Master Policy.

Enter your own INDIVIDUAL E&Q Certificate. You will need to provide p

well as PDF/image ofthe certificate.

%. + Create Personal E&D

© 2013, SuranceBay, L.L.C.
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2_ Back | @ ROBERT MORTON's INFO 44 Previous | Next EReques:[Ap;::mrw[r‘nem

PERSONAL E&O POLICY
1 Policy # , Carrier.

% Summary and Options
Case Limitis , Total Limit is , Expires on

This is individual policy 5
El Personal E&Q cClickinto Edit Case Limit is required (at least $500k); Total Limit is required; Policy " Edit Personal E&O

- HMumber is required; Carrier is required; Started On date is required;
T Expiration date is required
Policy # = |
Carrier: » ‘ |
Limits/iCase -‘ ‘ Total: = ‘ ‘ | 2. Enter Data

- Upload Another Certificate

= 1. Upload Copy
Il I @ Use Camera ForAnother Snapshot |

You Are
Here

NIPR < DBA @ QUESTI... ¢ | LICENS.. » BT CONTR.. @ HISTORY E&O 1 TRAINING & | SC

e Upload a copy of E&QO Policy. There are 3 options:
e Use the Upload button from the E&O Tab
o Use the Camera Capture button from the E&QO Tab.
e Upload from the SCAN Tab.

e Enter your E&O policy data in the fields provided.

3.1.9 TRAINING Tab

Easily retrieve your training data by simply answering a few questions. SureLC allows easy access
to it right when you need it and provides copies for your Marketing Organization or Broker Dealer.

E Back | % @ ROBERT MORTON's INFO €4 Previous | Next Ep ERequestAppomtment

FINRA REGISTRATION INFO

Are you currently a registered representative with FINRA? (&) yes (0) No

CRD#: Broker/Dealer: « |Broker Dealer || £ Reload

ANTLMONEY LAUNDERING COURSE COMPLETION (7]
Provider: Completed On: [07/07/2012 Screenshot: Mot avallable ¥ setup
HONORS
o [0 chre: [ cre: [0 cFe: [ MDRT []

FLM: [ Naa: [ Cther: [] ‘

You Are
Here

NIPR < DBA @ QUEST... #  LCEN.. = EFT @ CONTR... ¢ | HISTORY E&O < TRAINL.. @ | SCAN #
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3.1.91

3.1.9.2

3.1.9.3

FINRA Registration Info

If you are currently a Registered Rep with FINRA, you can easily have the data uploaded
into SureLC. By selecting the YES radio button, SureLC will begin searching the FINRA

database for verification.

FINRA REGISTRATION INFO

Are you currently a registered representative with FINRA? (=) yes () No

CRD# 12345 Broker/Dealer: « | Broker Dealer | f—ig Reload

AML Certification

Enter your AML certification Provider and Completion Date.

If you completed your AML through LIMRA, you can retrieve a screenshot of completion by
selecting the "GET IT FOR ME" button.

o Getitforme

Agree to the Terms.
Provide User ID and Password.

The User ID and Password are the login credentials for the LIMRA website. (NOT the
your SureLC credentials)
Select "GET SCREENSHOT"

If an incorrect completion date is entered, upon retrieving a screenshot the date will
automatically be adjusted to reflect the correct date of completion on file with LIMRA

If you've forgotten LIMRA password, simply select the recover/reset link.

ANTI-MONEY LAUNDERING COURSE COMPLETION ‘ (7] |

Have you completed an AML training? O No (®) LIMRA () Other |q§f C\ose‘

Provder:[Limia | Completed On: [070712012

We'll automatically get a screenshot of your AWML training from LIMRA. You are the sole user of your Username and Password. If anyone else accesaes your account, you will lose all credit for previous courses, since
we cannot verify who completed the coursewark. By clicking on the ‘I agree”, you hereby authorize SuranceBay to access your account for the sole purpose to obtain and maintain the history of the training and
completion dates that you have completed through LIMRA,
(®) lagree () NoThanks

We're aboutto getitfor you, butwe need your LIMRAUserlD and Password.

Userld: » I:I Pazsword: « I:I [fyou forgot you password, you can recoverireset it here

Honors

Select any Honors you hold
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3.1.10 SCAN Tab

3.1.10.1 Required Forms

The only Required Form is the Signature Authorization Page. This isso your signature
can be applied to contracting paperwork you've requested.

The signature authorization form can be printed or emailed to to you for completion. You
can also complete this on your monitor using your mouse to write on the screen.

e Select the SIGNATURE CAPTURE button to complete your signature online with
your mouse.

_ﬁ Signature Capture

e [f you would prefer a printed copy of the form to upload. Select the FORMS
button.

—’ || Forms

Please, select a form(s) you want to be printed
[] signature Authorization Page
[] EFT Form

I I 5o |

e Please ensure your signature doesn't extend outside the box or your signature will
be cut off at any protruding areas.

e We recommend using a black Sharpie marker.

Signature Authorization

PARASE BEAD THIS MITHORTZATION, SIGN T8 THE BON AFLOW AND
SUBMIT THIS FOKM BY POLLOWING THE INSTRUCTIONS PROVIDER

Floase sign in fhe conterof e bos belaw,

BTt

PRODUCERIDTS224

Note:The Signature Authorization Page is a required document that you must sign
and have uploaded toSureLC. Failure to sign and upload this document to your profile
will inhibit your Marketing Organization from producing yourcontracting paperwork.
Should you choose not to sign, you will need to complete your contracting requests
manually.
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3.1.10.2 Optional Forms

Voided Check.

E&O Declaration Page
CE Certification

AML Certification

LTC Certification
Letter of Explanation
Court Documents

3.1.10.3 Upload Document Process

Forms can be uploaded several different ways. If you don't have a scanner or other means
of saving documents to your computer for uploading, please contact your Marketing
Organization for assistance and they'll upload the forms for you.

e CLICK ON BLUE FOLDER - From the SCAN Tab, click the blue folder and choose
the location where the forms have been saved. Once selected, click "Open" to upload
forms.

o DRAG & DROP - Drag and drop the forms into the large box to the left of the screen
as indicated below. Once you releasethe form it will begin the upload process.

e UPLOAD SEPARATELY WITHIN EACH TAB - You always have the option to upload
forms separately within each Tab as you move through the profile. For example:
Voided Checks can be uploaded from within the EFT Tab.

'_E' Back % @ ROBERT MORTON's INFO 44 Previous Request Appointment

Please upload paperwork provided by your GA here - Electronic Signature form, E&O Certificate, Deposit Slip, etc.
You might need to upload additional documents:

+ Annuity Training Certification

+» LTC CE Training Certification ]

» Court Documents Upload
Scanned
PDF

@ Refresh status H ‘.5’ Show Archived H / Signature Capture

Uploaded documents

To preview/select uploaded files click the entries below

" A
E&O Insurance Signature | .
I~ Uploaded 052413 09:33 @ Uploaded:0522/13 0859 Click on the Blue Folder.
S 50324 Status:complete Size: 11762 Status:complete 1. Find the location of your saved forms.
2. Choose the Document.
_, Signature Image N el sk ATt 3. Click OPEN to upload the form.
& Uploaded522113 0859 D‘;. Uploaded:05/20/13 05:32
#. 8ize:2554 Status:complete Size:0 Status:complete
- EBOInsurance Court Documents Drag and Drop your documents You Are
Hﬁ‘ Uploaded:05/2413 09:34 @ Uploaded:05/25/13 02:49 1. Drop them in the white box
T Size:19324 Status:complete Size:0 Status:complete v 5 Here
p 2. Multiple page documents will
/ be sorted and re-named
Voided Check .
accordingly.
@ Uploaded:05/25/12 07:10 aly
Size:26963 Status:complete =
v

NIPR # DBA <« QUEST... @ | LIGEN... + / ~ % | HISTORY E&D @ TRAINL.. ¢ | SCAN #
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3.1.10.4 Form Types / Labels

Infrequently, SureLLC may encounter difficulty recognizing your uploaded files. This is
normally due to bad quality PDF files or otherwise unrecognized forms. If you have
uploaded files that SureLC does not recognize, you will need to manually tell SureLC what
the file type is. Follow these steps:

e Hover your mouse cursor over the form that is unknown.
e The image of the form will populate in thepreview screen to the far right.

e Click the "CHANGE FORM TYPE" icon.

. <lUnknown= [

-J_-,- Uploaded:05/22/13 08:12 e = -
g uptonce | =¥

Size:98744 Status:complete _%:
i Change Form Type

e Select the appropriate form type from the menu that appears.

Select Proper Form Type
& <Unknown= Ea AML O annuity certinication
é Archive - Arficles of Incorporation > CheckList
L_ Company State License ,I,-- Contract with Medpoint @ Court Documents
(,p.* Credit Report Authorization :4.- Disclosure for Medpoint {:.E’ E&0 Insurance
== A "
.ka/; Explanations /1 Finra < - | History
. ‘Lie . Personal State License e Questionnaire
i : Signature < Voided Check

3.1.10.5 Archive Forms

Archive any documents that are old, expired, or simply not applicable.Any documents that
have been archived will no longer apply to contract requests.

e Hover over the document with your mouse and select the Blue File cabinet icon.
e Or simply click into the file and re-label the document as "ARCHIVED".
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40 REQUESTING A CARRIER APPOINTMENT

After your profile has been set up in SureLC, you can request contracting paperwork with any carrier.

4.1 Requesting Appointments

e Click on “REQUEST APPOINTMENT” in the “My Info” section.

'E" Back = % @ ROBERT MORTON's INFO €4 Previous | Next = E Request Appointment

e OR, Click on the “MY APPOINTMENTS” Icon on the SureL.C Desktop.

r ! 3 F e

€

Zi

My Appointments

e Click on the “REQUEST APPOINTMENT” button to begin the appointment request process:

Li z‘ Reqguest Appointment.

LR
e — —

41.1 Step 1 - Carrier and Request Type

“’51 Home | %% ® Appointment Request / Carrier & Product - Step 1 of 3 ‘(E Quit | Next

N

Step 1 Carrier selection: a | Request:
> ‘=) Contract
[[] Baltimore Life Ins Co L] - anir
[[] Bankers Life Ins Co () Add State
5 1. . [ Banner Life Insurance Company ) Hierarchy 5
= SO 1Y TEULSL DHE HealthSpring Of Alabama Inc .
carrier at a time. Pleas - o () Payment

finalize your appointment [ L|bgrty Elankers.Llfe Ins Co
request for this carrier, [] Savings Bank Life Ins. Co. Of Massachusetis (The) (O Transfer
then you may request
additional carriers.

» Then click on REQUEST
TYPE you want to make.

» Select NEXT afterwards.
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4.1.2 Step 2 - State(s) and Product(s)

«d Previous

Mext

.“5 Home | ¥ Appointment Request / States & Counties - Step 2 of 4
i e Licensed St... . Products:
Banner Life Insurance H Select aﬁstaies‘
gt ra : = ——— = Variable Life:
Step 2 [+/] Florida ] Michigan [] Morth Carolina [ Virginia Variabie Annuity
Long Term Care:
Group Life and Health:
2. q Fixed Lie:
Fixed Annuity:
Disability:
1. Accident and Sickness:
Med Supplements:
P&C:

I A VS O S O

4.1.3 Step 3 - Carrier Specific Questions

qﬁ Home | % @ Appointment Request / Miscellaneo...

" Previous

T it

= Submit

Request Contract for
Banner Life Insurance
Company to sell Fixed
Life in Florida and

Michigan
Step 3

Minimum Transaction Amaount (min $50): | | *

() Daily (EFT required)

() Weekly (EFT required)
Commission Payment Frequency. () Standard (3 times per month)| #
() Bi-weekly (26 times per year)

() Monthly

1. Required questions are highlighted in RED

e Select the SUBMIT Button.

= <bmit

e A successful request will show the following notice.

Success
Thank you for your appointment request. It has

been submitted and received by our contracting
department. You will be notified if anything further

is needed.
[ ok |

© 2013, SuranceBay, L.L.C.
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41.4 Step 4 - Preview & Confirm

Certain Carriers require you to PREVIEW the forms prior to applying your signature. If you see the
PREVIEW button below, you'll need to select it and review the contracting forms.

e Scroll through and review the pagesto the bottom of the file
e Selectthe "CONFIRM: Apply my Signature" button.

&'.f Confirm: Apply My Signature

e A successful request will show the following notice.

Success
Thank you for your appointment request. It has

been submitted and received by our contracting
department. You will be notified if anything further

is needed.
Ok

4.2 Requesting Appointments (Outside of SureLC)

If you prefer not to use SureLC to submit contracting requests, contact yourMarketing Organizationto get
paper contract copies to be completed manually.

e Send your Marketing Organization an email.

e Call your Marketing Organization directly.

e  Submit new business to your Marketing Organization, which will prompt them to process
appointment paperwork if you are not contracted with the carrier (non pre-appointment states
only).

50 TROUBLESHOOTING AND FREQUENTLY ASKED QUESTIONS

5.1 Producer Training Video
Click herefor a full-length demo for how to set up your profile and submit appointment requests.

5.2 Printing Problem
SureLC requires that you have Adobe Reader version 9.2 or higher. Click here to install the most recent
version of Adobe Reader.

5.3 Viewing SurelLC

To best view SureLC, set your monitor’s resolution to 1280 x 800.

If you have any additional problems and/or questions, contact your Marketing Organization for support.
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SURANCEBAY

INSURANCE. SIMPLIFIED.

© SuranceBay, LLC. All rights reserved.

SuranceBay, the SuranceBay logo, SurelLC, SureOffice,
SureApp, SureMail, SurelLeads, and SureBiz are trademarks
ofSurancebay, LLC.

Adobe and Acrobat are trademarks or registered trademarks
Adobe Systems Incorporated in the U.S. and/or other countries.

Other company and product names mentioned herein may be
trademarks of their respective companies.

Mention of third-party products is for informational purposes only and
constitutes neither an endorsement nor a recommendation.

SuranceBay assumes no responsibility with regard to the performance
or use of these products. All understandings, agreements, or warranties,

if any, take place directly between the vendors and the prospective users.

Every effort has been made to ensure that the information in this manual
is accurate. SuranceBay is not responsible for printing or clerical errors.
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