How to Register with your Agency

Link to register

To register with an agency who uses the SureLC platform the agency will send instructions with their
weblink to start the registration process. Whether this weblink is sent directly to you via email or is

accessible on their website, select the link to be redirected to their registration page. In the following
example, this is the registration page for the Awesome Group with contact information shown on the
top right. Enter the required information in the fields provided to register with your agency. Additional

details are provided below.
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Create Your Account

o Please fill your SSN and Last Name below. We will use it
to check information about you in the NIPR Producers
Database.

SSN

Last Name *

Date of Birth * E
| o Enter a valid email address to use as your Login ID.
Email *

| @ select the afiiliation you are associated with.

Affiliation -

By pressing “CREATE ACCOUNT" you acknowledge that you read
and understand this Autherization and you authorize SuranceBay,

LLC to pull your PDB report from NIPRY.

Questions?

Please contact your agency

Awesome Group
- . (813) 5551212

contracting@awesomegroup.com

Authorization To Obtain PDB Report

The National Insurance Producer Registry (“NIPR®") maintains a report on
every licensed producer known as the Producer Database Report ("PDB
report”). NIPR® currently collects data from all 50 states, the District of
Columbia and Puerto Rico. The PDB report consolidates each producer's
licensing information, as updated on a regular basis by participating state
insurance departments, as well as data from external sources such as the
Regulatory Information Retrieval System, and includes the following
information: (1) general producer demaographics, such as name and
addresses; (2) license information, such as states licensed, license
numbers, authorized lines, and license status; (3) appointment information,
such as company appointments, effective date, termination date and
reason; and (4) regulatory actions, if any.

The information contained in the PDB report is subject to the Fair Credit
Reporting Act ("FCRA"). Only entities with a "permissible purpose” are
permitted to access a consumer's credit report. This Authorization satisfies
the permissible purpose requirement by serving as a written instruction by
you, the consumer, to whom the report relates.

The PDB report is free to you. The NIPR® fee is covered by your agency.

Step 1: Enter your SSN

Step 2: Enter your Last Name



https://accounts.surancebay.com/oauth/authorize?redirect_uri=https:%2F%2Fsurelc.surancebay.com%2Fproducer%2Foauth%3FreturnUrl%3D%252Fprofile%253FgaId%253D91&ticket=3ca48f7e2b584ea89e8f94c12de6c67a&gaId=91&client_id=surecrmweb&response_type=code

Step 3: Enter your Date of Birth

After entering your DOB the system will check the NIPR database to make sure you are a licensed
producer. Once your account has been located, the following confirmation message will be shown.
This means you can continue with the registration process by completing the remaining steps.

We found the record in the NIPR® database!
The full name on the account is Williams, Kraig D.
We need your authorization to access your Producer

Database Report from NIPR®.

Step 4: Enter the email address you'd like to use as your Login ID.

Step 5: If the affiliation list is shown select the name of the affiliation as per directions provided by
your agency. If the affiliation option is not shown skip this step.

Step 6: Please review the authorization to obtain PDB report from NIPR shown in the right pane.
After reviewing, select CREATE ACCOUNT to provide your authorization and to create your new
SureLC account.

Once your account is created you'll see the following confirmation message:

SurelLC

#1 in Licensing & Contacting

Your account was successfully created.
Please check your mailbox for the confirmation email.

Next, you'll receive a confirmation email at the address entered as your Login ID. The email will be
sent from setup@surancebay.com. Locate the email and select Click Here link to activate your
account and complete the account registration process.



mailto:setup@surancebay.com
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SURANCE BAY

INSURANCE. SIMPLIFIED,

Dear Kraig Williams,
Welcome to SuranceBay! Your new account associated with ABC Agency needs to be activated.

Please CLICK HERE to set your password which will activate your SureApp account.

/

Thanks for using our software. We hope you enjoy it!

Thank you, Please contact ABC Agency directly if you have any questions or need further guidance.

The informafion contained in this message is confidential. The message is intended solely for the addressee(s). If you are not the intended recipient, you are hereby notified that any use, dissemination, or
reproduction is strictly prohibited and may be unlawful. If you are not the intended recipient, please contact the sender by return e-mail and destroy all copies of the original message.

Create your Password

At this point you'll be redirected to the following password creation page where you must create your
login password. Enter your password and re-enter it in the fields provided following the rules below
to make sure it's secure.



Questions?

Enter new password

Please follow the required rules to set new password for

User ID: kraig.williams@surancebay.com ABC Agency
N i-.-h e (222)216-1778
srsssseseess f{%) © contracting@abcagency.com
Confirm Password

&

Make sure that your pas rd meets the requirements

@ At least 8 characters long

@ Contains uppercase letters

@ Contains lowercase letters

(&) contains digits

@ Contains special character or punctuation
@ Different than your previous 13 passwords
@ Must not match your User ID

() Both entered password values must match

SAVE PASSWORD

Click Save Password to complete the registration process and to be logged into your new SurelL.C
account for the first time.

The first time you log in you will need to review and accept the SureLC Saa$S Privacy
Policy and Terms of Use. Select the checkbox and click Accept Policy to continue past each
screen.



KRAIG Questions? Contact your agency: (222) 216-1778 or LOG OUT
WILLIAMS test161778.7@surancebay.com

SURELC™ SAAS PRIVACY POLICY

THIS PRIVACY POLICY WAS LAST UPDATED ON 12/01/2018

SuranceBay, LLC ("SuranceBay" "we" or "us") gathers certain types of information in connection with your use
of our SureLC™ SaaS platform. The SureLC™ SaaS platform (formerly known as SureApp™) includes software
modules such as SurelLC™, SureLC™ Datalink, SureLC™ One, SureLC™ Compliance+, and such other modules
as SuranceBay may add from time to time (collectively "SaaS"). This document outlines the terms and
conditions of SuranceBay's privacy policy governing the use of our Saas (" Privacy Policy'). Specifically, it
explains how we collect information from users of our SaaS, share your information, and ways you can limit
our sharing of your information. SuranceBay places the highest priority on protecting the privacy of its SaaS
Users. By using our SaaS, you ("You"or "User") are accepting the practices described in this Privacy Policy.

OTHER TERMS / PRIVACY When you become our customer, you will communicate and exchange information, including

POLICY FOR CUSTOMERS personally identifying information, with us. When forming a business relationship with us, a
Carrier, a Broker General Agency ("Agency”) and/or a Producer will be asked to enter into a
Master Services Agreement and one or more Statements of Services with SuranceBay
("Services Agreements”) that will govern the use of specifiic Saa5 modules. The Terms of Use
posted at SureLC™ Saa$S Terms of Use and the Service Agreements may contain other
privacy terms dealing with the use of personal information. Service Agreements supplement,
and to the extent of any inconsistency supersede, the general terms outlined in this Privacy
Policy. The terms of this Privacy Policy supplement, and to the extent of any inconsistency

supersede, the terms of the SureLC™ SaaS Terms of Use.

| have read the SuranceBay Privacy Policy



https://support.surancebay.com/hc/en-us/articles/360059012173-SureLC-for-Producers-Overview
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Producer Workflow -> Producer Profile
Overview

This article provides an overview of the SureLC for Producers application. After logging in to the
application either directly or through Single Sign-On (SSO) from their agency, producers are first
taken to the My Profile page. The navigation menu on the left allows producers to access the
various pages that make up their SureLC profile and perform other actions such as creating new
carrier contracting requests.

Table of Contents

 Navigation Menu
e Profile and Contracting Notices
e User Menu

Navigation Menu
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Address Information

The menu is comprised of two main sections: My Profile and Contracting, plus a Help &
Support page. My Profile and its related pages contain personal information about the producer,
background information, banking info, licenses, and more.

The Contracting section at the bottom of the menu is where producers can submit new contracting
requests, check the status of outstanding requests, and view any existing carrier contracts. Please
refer to the table below for more information about each page.

Please note: Producers should review the information shown on all pages to verify it is current and
correct. Failure to do so may result in delays or rejection of any contracting requests.


https://support.surancebay.com/hc/en-us/articles/360059012173-Producer-Workflow-Producer-Profile-Overview#h_01EQXTQ3C0W0SGXMX0HSXWXXA2
https://support.surancebay.com/hc/en-us/articles/360059012173-Producer-Workflow-Producer-Profile-Overview#h_01EQXTQBAW7HR0J2B56NM58HDH
https://support.surancebay.com/hc/en-us/articles/360059012173-Producer-Workflow-Producer-Profile-Overview#h_01EQXTQK4F1FB0W8G6BN8QNYED

The My Profile page is the starting point when

® My Profile producers login to SureL.C. The producer's last name,
= v SSN, NPN, and DOB are imported directly from the

producer's PDB report at NIPR and are not editable.

The Doing Business As page is where the producer's
DBA type is specified. This setting determines which
forms are required for new carrier contracting requests
and how producer commissions will be paid. See Page

12 for more information about the Doing Business
As page.

Eﬁ} Doing Business As

The Firm page is only shown when the producer is
doing business as a Business Entity. It shows the
information for the Firm that is specified on the Doing
Business As page.

The producer's banking information is added on

the Bank Info page. Bank routing and account numbers

MUST be added for producers who are doing business

— as Individuals and Business Entities. Please note for
License-Only Agents (aka 'Solicitors') this page will not
be shown.

il Bank Info

The Licenses page shows ALL of the producer's state
licenses by status (Active or Inactive). Most of this
information is imported from NIPR and updated on a
regular basis. Producers may purchase or renew state
licenses right from SureLC! Click Here for more info.

The FINRA page is where a producer indicates if they
are a registered representative with FINRA or

not. If Yes then SureLC will attempt to automatically
import their CRD#, Broker Dealer information, and
other FINRA-related details such as State Registrations,
Exams, Disclosures, etc.

W FINRA

The Questions page contains some of the most
common background questions that carriers ask.
Producers must answer ALL background questions
before they will be able to submit any new carrier
contract requests. Background questions and answers
are included with ALL new carrier contract requests.

Questions

The History page is where producers can provide the
£ History last 7 years of employment and resident address history.
Please note this information is optional.



https://support.surancebay.com/hc/en-us/articles/360057012674
https://support.surancebay.com/hc/en-us/articles/360057048554

The CE & Training page is where producers provide
proof of current Anti-Money Laundering, Annuity
" CE & Training State, LTC State, and AHIP Medicare training
certification to agencies & carriers. Click Here for
more information on how to use this page.

The E&O Insurance page is where producers add their
‘?‘ E&O Insurance existing E&O policy information or purchase new
E&O coverage.

The Signature page is where producers MUST review

A and sign the signature authorization form before they
_# Signature can create any new carrier contracting requests. Use this
page to access the form and/or to create a digital
signature on-screen.
The Profile Documents page contains ALL the

documents uploaded to the producer's profile. For
= Profile Documents example, AML certificates, E&O declaration pages,
voided checks, signature authorizations and more can

be found here. Click Here for more details.

The Contracting Requests page is where producers
EH Contracting Requests can create and submit new carrier contracting requests
to their agency and/or check the status of outstanding
requests. Click Here for more details.

The Carrier Contracts page shows a producer's carrier
» Carrier Contracts contracts that were completed through SureLC. Click
Here for more details.

Visit the Help & Support page to see contact
@ Help & Support information for your agency and to access support and
training materials in SureLC's Help Center.

Profile and Contracting Notices

Certain information is required in order for a producer to create and submit a contracting request to
their agency. When this information is missing, SureLC displays yellow and/or red notices indicating
what information is necessary. These appear as dots on the menu, and as full text notices on each
relevant page.

11 Bank Info There is no bank account information in your profile


https://support.surancebay.com/hc/en-us/articles/360057048234-Producer-Profile-CE-Training
https://support.surancebay.com/hc/en-us/articles/1260802038530
https://support.surancebay.com/hc/en-us/articles/1260802038530
https://support.surancebay.com/hc/en-us/articles/360058923453
https://support.surancebay.com/hc/en-us/articles/360057048454
https://support.surancebay.com/hc/en-us/articles/360057048474
https://support.surancebay.com/hc/en-us/articles/360057048474

Yellow dots/notices indicate which pages contain information that is necessary to submit
contracting requests to the agency/carrier but will not prevent the producer from creating a
request. Some of this information can be provided during the submission process.

0o A signature authorization is required for contracting with most carriers.
Use the Draw Signature button below, or upload a signed signature authorizatic

Signature

Red dots/notices indicate which pages are missing information that is required BEFORE the
producer will be able to create a new contracting request.

Note: When the notice includes a FIX button you can click on it to be taken to the page where the
information can be added or corrected.

User Menu

Click the circle in the top right corner of the application to open the User Menu. This menu contains:

¢ Information about the logged-in user

e Alink to Sign out of SureLC

e The link to Account Settings where you can change your UserID and Password (if not using
SSO from your agency)

e Your agency's contact information

SurelLC My Profile > Producer Info
= My Profile
Full Name
Doing Business As
First Name * Middle Name Last Name
Bank Info
Title RHONDA A JENKINS

Licenses

FINRA
Personal information

Questions

SSN NPN Date of Birth Gender * Marital Status

uuuuuuuuu oy AT A rianne ORI . st ¥



Rhonda A Jenkins
I 77 @ surancebay.com

=] Sign out

Account & Setting
Last Marmg

JENKIN 2% Errors

Questions?

Please contact you agency

Awesome Group Inc.
tal Status

J W (222)219-8702

test198702.1@ N co™

act marital...




Producer Profile -> Doing Business As

This article describes how to use the Doing Business As page in SureLC. The DBA selection on this
page will determine which carrier forms and questions are included in any contracting requests, and
how commissions will be paid to the producer.

DBA Type

One of the following three options MUST be selected to complete the DBA setup:

e Individual
e Business Entity
e Licensed Only Agent

@ SurelC My Profile > Doing Business As

= My Profile
e Doing Business with Awesome Group, INC as Individual

Doing Business As

Bank Info

[ Select your DBA type: Individual, Business, License Only, etc \

: Individual
Licenses Carrier pays your commissions directly to you

FINRA * Business Entity

Carrier pays your commissions to your Business

Licensed Only Agent
Someone other than carrier pays you

Questions

History
[ Assigning Commissions

CE & Training When DBA Individual, Commission Assignment is available only for carriers that allow it. Otherwise,
commissions will be paid to you personally. Contact your agency for more details.

E&Q Insurance

" Signature 9 Contact Information for Appointments

Profile Documents o
Phone (Producer)

(203)555-1212

Individual

This option should be selected when when the producer will be paid commissions directly from the
insurance company at the set commission rate. Producers will receive a 1099 with their SSN at the
end of the year from the insurance company.


https://support.surancebay.com/hc/en-us/articles/360057012674-Producer-Profile-Doing-Business-As#h_01ER00FSRM36WT6X5CVNTWM66D
https://support.surancebay.com/hc/en-us/articles/360057012674-Producer-Profile-Doing-Business-As#h_01ER00G5AVR28J9A3QJPKHP6NG
https://support.surancebay.com/hc/en-us/articles/360057012674-Producer-Profile-Doing-Business-As#h_01ER00GD5HYVX46X43KF17FE3Z

e Doing Business with Awesome Group, INC as Individual

Select your DBA type: Individual, Business, License Only, etc. *
( Individual v

Additional Options

[C] Have Solicitors
Select this option if you intend to have LOA solicitors underneath you.

[J Assigning Commissions

When DBA Individual, Commission Assignment is available only for carriers that allow it. Otherwise,
commissions will be paid to you personally. Contact your agency for more details.

Additional Individual Options:

Have Solicitors - Select this check box when you'll have Licensed Only Agents soliciting for you.

Assigning Commissions - This setting is ONLY available when Doing Business As is set to Individual
and ONLY for the carriers that allow it. Producers can select this check box when they want to
assign their commissions to a beneficiary/business. After selecting this option the tax id, name, and
beneficiary address must be provided.



Business Entity

Select this option when the applicant is an owner or officer of a business entity that has an EIN
(employer identification number) and commissions will be paid directly to the business entity.

Doing Business with Awesome Group, INC as Business
Entity of ABC Agency, LLC

[ Select your DBA type: Individual, Business, License Only, etc.

Business Entity v

EIN *

99-9999999

Your Position *

President

Additional Options

[J Have Solicitors
Select this option if you intend to have LOA solicitors underneath you.

Additional Business Options:

Have Solicitors - Producers who will have Licensed Only Agents soliciting for their business should
check this box to enable this option.

Linked Firm Information

After entering the EIN for the business and importing the business information from NIPR the firm
information will be linked to the producer profile. Firm information will be shown here. Firm info is
imported from NIPR and cannot be edited here.



e Linked Firm Information

Company ldentifications

NPN: 1234567 SuranceBay ID: 555555
EIN: 99-9999099

®
Company Details
Company Alias ®
Gompany Type
C Corporation e
Licensed Only Agent

Also referred to as "Solicitors". This option should be selected when producers are soliciting for
another individual or business.

Doing Business with Awesome Group, INC as Licensed Only
Agent (Solicitor)

Select your DBA type: Individual, Business, License Only, etc.
[ Licensed Only Agent v

This selection is only for applicants who:

Need to be appointed by a carrier
Do not receive commissions directly from the carrier
Are not an owner or officer of a business entity

o O O

Contact Information for Appointments



No matter what DBA type is selected, contact information should always be reviewed to make sure
it's current as this information will be included on the contracting paperwork. By default, this
information is pulled from the My Profile page. However, if the producer works with multiple
agencies in SureLC and has specific contact information they'd like to use for one agency's contract
requests they can enter that information here and it will not affect the contact information used by
the other agencies.

Select the arrow to expand any of the sections in order to modify the contact info.

9 Contact Information for Appointments

Phone (Producer)

(203)555-1212 /

(Producer) (203)555-1212

O (Other)

Fax (Producer)
(203) 555-1313

E-mail (Producer)

producer@surancebay.com

Mailing Address (Producer)

125 Farmington Ave. Farmington, CT 06030

Business Address (Producer)

1200 North Main St. West Hartford, CT 06107




