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Introduction

The System for Electronic Rate and Form Filing (SERFF) is a smart Internet application
designed to provide an efficient process for rate and form filing. The SERFF application
provides for the submission of electronic rate and form filings and facilitates electronic
storage, management analysis, and communication regarding filings and their
disposition. The system is designed to improve the accuracy of rate and form filings,
speed approval processes, and reduce the time and cost associated with the regulatory
filing process. Using SERFF, insurance companies submit rate and form filings to the
State Departments of Insurance for approval of newly developed products, as well as

rate or other changes to existing products.

The NAIC Membership has established SERFF as the premier vehicle for rate and form
filing. SERFF is accepted in nearly all jurisdictions for almost every line of business —

more than any other electronic rate and form application.

SERFF promotes uniformity and has the added benefit of supporting the flexibility states
need to accommodate their differing requirements and laws. SERFF itself is a Speed-to-
Market tool, providing ease of use and offering a wide range of functionality. SERFF
demonstrates the NAIC Member’s commitment to uniformity by incorporating NAIC
Member endorsed Speed-to-Market / uniformity initiatives such as the NAIC Product
Coding Matrices and the NAIC Uniform Transmittal Documents. Additionally, the

Interstate Insurance Compact utilizes SERFF for its filings.

The ultimate benefits that any electronic application should offer are speed, precision,

and, most importantly, efficiency. SERFF offers all of that and more!

Industry users can rest assured that once a filing is submitted to the state, it will be
delivered - immediately. Furthermore, insurance carriers can take advantage of real-time
state filing requirements, resulting in an accurate filing submission process. A Filing
Wizard has been implemented to guide filers through creating and submitting filings -

single or multi-state — it doesn’t matter with SERFF.

SERFF Industry Manual Page 3 of 345
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For states, the incorporation of the NAIC Uniform Transmittal Documents assists in
gathering all of the critical data needed on rate and form filings. Communicating
objections has never been easier. Enhanced navigation along with the ease of use

features makes reviewing filings online a straightforward and uncomplicated process.

For both states and industry — it is simply the economical solution. The only software
required is Internet Explorer and a PDF producer such as Adobe Acrobat. Consider the
time saved in filing preparation by eliminating the copying and delivering of paper filings.
States will no longer have to flip through stacks and stacks of paper to find what they
need in a filing. Furthermore, this automated nationwide system provides some key

benefits to both industry and state:

a) Filing submission process accommodates individual state filing
requirements.

b) Accelerated review cycle allows for more responsiveness to market
change.

c) Enhanced competitive advantage that allows faster product marketing,

resulting in accelerated revenues.

Thank you for choosing SERFF as your rate and form solution. We think you will enjoy

your experience.

The SERFF Team

SERFF Industry Manual Page 4 of 345
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About this Course

This training manual was created to assist SERFF users.

This manual was written using SERFF v5.11, Internet Explorer 8.0 and Acrobat 8.0

Professional.

Using this Manual

We believe that teaching concepts is just as important as teaching procedures. With this
in mind each topic is introduced and background information provided. Then details and

procedures are presented in easy to absorb segments.

Conventions Used In This Manual

The following special features are included in this book to assist readers:

Bold fonts — are used to emphasize an idea or a representation.
&~ The green pointer hand is used represent a task the user may perform.

%~ The red pointer hand is used to represent a note of special interest.

SERFF Industry Manual Page 5 of 345
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Lesson 1

SERFF is a complete web-based program and can be accessed through your browser.

The SERFF application supports use of Internet Explorer and Firefox. Using a browser

the same way it is used for other websites, type in the URL to access the SERFF

application. Upon reaching the website, you will be asked to login.

This lesson covers the following topics:

& Browser Configuration
& SERFF Tracking Number
& SERFF Billing
& Billing Export Tool
& SERFF Website
& Accessing SERFF
& SERFF Roles
& Online Help
SERFF Industry Manual Page 6 of 345
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Browser Configuration

The NAIC recommends Internet Explorer (IE) to access SERFF. The SERFF views are
based on advanced technologies currently available in IE, resulting in a better choice for
efficiency. This section highlights browser configuration settings that need to be applied
prior to using the SERFF application. Only IE browsers configured with the following

settings will be supported.

Note: The screen shots for illustration purposes use |IE 8.0. Users with other versions,

such as IE 5.5 or 7.0 may notice differences in their actual screen display.

&~ For instructions on configuring your settings for other browsers (including IE7

and Firefox), please visit our website, www.serff.com

Start Internet Explorer by choosing Programs - Internet Explorer or by clicking the

desktop Internet Explorer shortcut.

Use the following instructions to configure your browser for optimal SERFF operation.

&~ Browser Settings for SERFF

1. Select Internet Options from the Tools menu.

SERFF Industry Manual Page 7 of 345
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Mational Association of Insurance Commissioners - Microsoft Internet Explorer

File Edit ‘ew Favorites | Tools  Help

$mBack - = - () Z% Mail and News b s Epmedia 6“%' 5 ey

Synchronize. ..
Address I@ htkps e, naic. arg

Send To Bluekooth
Show Related Links
Sun Java Consale ME  ABOUT THE MAIC CONTACT US HELA
1 ﬁ:.: L I’I. ]

1 1 3 () “I! I
m'fl uatio ". Ht'ﬂ

Internet Options. ..

making progress . .. together

Great Jobs FACILITATE THE FAIR AND EQUITABLE

Great Benefits TREATMENT OF INSURANCE CONSUMERS
The NAIC is Hiring Today!

FLICKE WEDE CAD ERDTNYAMERT DALE

2. Under the General Tab, click Settings button in the Temporary Internet Files

section.

Internet Options

General | Securityl F'rivac:yl Cnntentl Connections Programsl Advancedl

—Home page
% ou can change which page to use for your home page.
Address:

|dze Current |z Drefault |Jze Blank.

— Temparary Internet files

o Pages pou view on the Internet are stored in & special folder
@& Y for quick viewing later.

Delete Cookies... |  Delete Files... | Seftings... |
&

— Histary

The Higtory folder containg links to pages pouve visited, for
quick. access to recently viewed pages.

Davs to keep pages in histony: |2D 3: Clear Histomy |

Colors... | Fonts... | Languages... | .-’-‘«ccessibilit_l,l...l

0k I Cancel | Sl |

SERFF Industry Manual Page 8 of 345
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3. Select the option Every visit to the page under “Check for newer versions of
stored pages”.
Settings HE

A

Check For newer versions of stored pages:

& Eyery visit ko the page
i E&

" Aukomatically
 Mever

ry kime wou skart Inkernet Explorer

— Temparary Internet files folder
Currenk location:  Cr\DatalInkernet Explorer, Temporary
Intermet Files),

Amount of disk space to use;
1

20 3 MB

Mowe Folder, .. | ‘Wiew Files. .. | Wiew Cbjects, ., |

Ok I Cancel |

SERFF Industry Manual Page 9 of 345
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4. Go to the Advanced Tab.
5. Scroll to the Browsing options.
6. Check the option for Disable script debugging.

Internet Options HE
Generall Securit_l,ll Privacyl D:untentl Ennnectionsl Frograms Advanced

Settings:

l@ Arcessibility o
O Always expand ALT text for images
O tove system caret with facus/zelection changes

Browzing

Alwayps send URLz as UTF-8 [requires restart)

Automatically check for Intemet Explorer updates

Enable folder wiew for FTP sites

Enable Install On Demand [Internet Ex=plorer)

Enable Install On Demand [Other)

Enable offline iterms to be synchronized on a schedule

Enable page transitions

Enable Personalized Favorites Menu

Enable third-party browser extenzions [reguires restart) -
q ol

Bestore Defaults |
0k I Cancel | Apply |

IHEOREREREERERER

SERFF Industry Manual Page 10 of 345
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7. Scroll to the Java (Sun) options (If you do not have these options, skip to the next
step).
Internet Options HE

Generall Securit_l,ll Privacyl D:untentl Ennnectionsl Frograms Advanced

Settings:

O Use inline AutaCamplete =
[0 Use Passive FTP [for firewall and D5L madem compatibility]

Usze gmocth scroling

FE] HTTP 1.1 zettings

Jze HTTP 1.1

[0 Use HTTP 1.1 through praxy connections

é!? Java [Sun

@ Microzaft
O Java console enabled [requires restart]
O Java logging enabled

JIT compiler for virtual machine enabled [requires restart)
B Mulimedia

O Don't digplay online media content in the media bar
Enable Automatic Image Resizing
Enable Image Toolbar [requires restart)

o | _>l_I
Bestore Defaults |
0k I Cancel | Apply |

8. Scroll to the Microsoft VM options.

9. Check the option for the Java or JIT compiler. This will enable the Java applets.

Internet Options HE

Generall Securityl F'rivac:yl Cnntentl Cnnneclionsl Programs Advanced

Seftings:

O Use inline AutaCamplete =
[0 Use Passive FTP [for firewall and D5L madem compatibility]

Use smoath scraling

FE] HTTP 1.1 settings

Jze HTTP 1.1

[0 Use HTTP 1.1 through praxy connections

é!? Jawva [Sun]

e dava 2 w1.4.2_13 for <applet> [requires restart]

|:§j Microzoft Wi

O Java console enabled [requires restart]

O Java loaging enabled

JIT compiler for virtual machine enabled [requir
8, Multimedia
O Dan't dizgplay online media cantent in the media bar
Enable Automatic Image Resizing

Enable Image Toolbar [requires restart)

o | _>l_I
Bestore Defaults |
0k I Cancel | Apply |
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10. Click the button.

& pop-Up Blockers

SERFF will not work correctly for users with pop-up blockers. If you have a pop-up
blocker installed, please contact your IT department or the SERFF Help Desk for

assistance in configuring it to allow pop-ups from the SERFF application.

SERFF Tracking Number

To ensure uniqueness and provide audit capabilities, the SERFF tracking number

represents a meaningful identifier for each filing.

Instance Identifier Filing ID

ABCD 125000123

1. Instance Identifier: A four character representation of the industry instance.
Each industry instance will be assigned their own code for this portion of the

tracking number.

2. Unique Number: This filing ID number consists of nine digits.

SERFF Industry Manual Page 12 of 345
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SERFF Billing

SERFF offers both pre-paid and “pay as you go” options for filing entities. Industry users

can monitor the balance of their prepaid filing blocks in the Billing tab.

Accessing Billing Information
Industry users can click on the Billing tab to access their billing information. Users will
have one or more Billing Profiles which they may view. To access a Billing Profile, click

on the blue, underlined link.

Filings Billing Settings Filing Rules Reports Templates

Billing Export

Billing Profile

Billing Profiles Billing Profiles 1-2 of 2 | First | Previous | Next | Last
Instance Name 2 | Customer #

SERFF Train 05 55555555
SERFF Train 06 66666666

Industry users will want to take note of the Units Remaining and Units Used columns in
the Pre-Paid Block table. These totals are updated nightly based on that day's usage.
Blocks can be split among instances and each instance will have a separate Entity
Billing Form and usage statistics. Pre-paid customers who allow their blocks to run out
will be billed the Pay as you Go rate, which is currently $15.00 per transaction.

Companies on the Pay as you Go plan will not have any blocks listed.

Instance Name: JEMO1
PeopleSoft Customer ID: 1
Address ID: 1
Billing Contact ID: 1
Customer Type: SERFF
Number of Free Filings: 0
Mote to Customer: Thanks for using SERFF!

Close Previous | Mext |

Block Name | Date Created | Block ID Product ID | Unit Price (USD) | Paid Ref ID | TotalFilingUnits | Units Used | Units Remain

Filing Black 2/8/2004 125000563 SER-B- $9.00 T 400 0 400
i 00400

Users will receive a reminder message in their Message Center when their Units
Remaining falls below 25% of the Total Filing Units and another block is not available.

This message serves as a reminder to order a new filing block. Only one reminder per

SERFF Industry Manual Page 13 of 345
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block will be generated. It is the company’s responsibility to monitor their usage and
remaining transactions to avoid being billed at a higher rate.

Billing Export Tool

Pay as you Go customers may want to balance their monthly invoice against their
transactions each month. The Billing Export Tool will allow users to export their monthly

transactions into a .csv file, which can be converted into an Excel file.

Filings Billing Settings Filing Rules Reports Templates

Eilling Export I

Billing Profile

Billing Profiles Billing Profiles 1-2 of 2 | First | Previous | Next | Last
Instance Name [2] | Customer #
SERFF Train 05 55555555
SERFF Train 06 66666666

1. Click on the Billing Export link.

2. Choose the applicable Month and Year. The report can only be generated per

month.

3. Choose the applicable instance(s).

Export
4. Click the button.

SERFF Website

SERFF’s informational website is located at http://www.serff.com.

The information available at this site includes:
e The v5 Insider Newsletter
e State Insurance Department contacts
¢ Information on getting started with SERFF
e Frequently Asked Questions
e State Participation grid

o EFT Implementation Guides

...and morel!

SERFF Industry Manual Page 14 of 345
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National Association of i
ational Association o
Insurance Commissioners m:’ = o | 5
About SERFF i : =N
Getting Started / Sign U SERFF 411
SLell PPACA and SERFF — What you Need to Know
State Participation SERFF Board of
Data Hosting Cwver the last several weeks the Speed to Market (EX) Task Elections
i Force and NAIC SERFF staff has been working to identify a -
number of items to be implemented for PPACA filings. The The Insider
SERFF Events overall goal was to very quickly make it as simple as possible for Speed to Market Tools
SERFF API both industry and states to identify, submit, review, and report SERFF Tutorials

IIPRC on PRACA filings

NAIC Below is an overview how the NAIC SERFF staff plans to work
Contact Us with states to implement changes in SERFF so industry may
begin submitting PPACA utilizing the new uniform methods State Insurance

Departments

E-Reg Conference

= A new field is being implemented to identify PPACA
filings. Industry will be required to complete information SBS
on the General Information Tab of a SERFF filing if a filing  ypR
has been marked PPACA eligible. The functionality is
expected to be released in SERFF Wednesday evening, AICP
June 8. Documentation is currently being developed for | yea
both states and industry and will be available in SERFF's
Online Help. Release Motes will be available on SERFF's
splash page at: https://login.serff.com

IMPORTANT MOTE - the three field values being
added to SERFF are

Mot PPACA-Related

Mon-Grandfathered Immed Mkt Reforms

Accessing SERFF

Industry users log in to SERFF at https://login.serff.com/ with a registered user name

and password. SERFF IDs and passwords are obtained by e-mailing the SERFF Help
Desk at serffhelp@naic.org.

The SERFF application home page is regularly updated with details about new releases,
upcoming events, and other useful information. Users should bookmark this page for
accessing SERFF. Clicking on the Login here link in the upper right hand corner will

take the user to the log in page.

SERFF Industry Manual Page 15 of 345
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Home | &bout SERFF | Contact Us | naic.arg

GGErPm NAIC
SERFF
National Assodiation of

Insurance Commissioners

Already a User? Login here.

Announcements

This page was last updated January 27, 2011,

SERFF 5.11 Released

SERFF w5.11 was released January 27, 2011, Click here to view the release notes for this version.
Known Issues

Click here to see the documented issues in SERFF w5.11.

Enhancements

Do you have a suggestion for improving the SERFF system? Submit your idea by taking this short survey.

SERFF Roles

The ability to perform various functions within SERFF is based on the roles assigned to
the user ID. Role assignments are made by the SERFF Help Desk. Role updates and
inquiries must be made by a Filing Manager and should be emailed to
serffhelp@naic.org.

The roles available for industry are detailed below.

Role Description

Grants the ability to create and edit instance

Configuration Manager preferences and Company and Contact data.

Grants the ability to create/submit new filings
Filer as well as view or modify filings on which the

user is listed as an Author.

Filing Manager Grants the ability to create/submit new filings

SERFF Industry Manual Page 16 of 345
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as well as modify any filing in the instance.

Grants the ability to submit filings with EFT

payments for state filing fees.

EFT User

EFT Report Grants the ability to run SERFF EFT reports.

Industrv Read Onl Grants the ability to view any filing in the
naustr ea n
’ g instance but does not provide edit capabilities.

. Grants the ability to create and submit filings to
Compact Filer
the Interstate Insurance Compact.

Grants the ability to extract data from SERFF
Export using the Export Tool. Works at data host site

only.

Users may have one role — such as Filer — or may combine roles — such as Filer with
Read Only.

Online Help

Online Help is intended to assist users with their questions about SERFF. Users should
first access Online Help and then, if their question has still not been answered, contact
the SERFF Help Desk at serffhelp@naic.org or (816) 783-8990.

Online Help can be accessed by clicking on the Help link in the upper right hand corner

of the screen, opposite the SERFF logo and under the user’'s name and instance.

Home | About SERFF | Contact Us | naic.org

Welcome, Frances Stuart.
aaalifeinsurancecompany

Help | Logoff
Tracking Number: _@E

search...

SERFF Industry Manual Page 17 of 345
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Lesson 2

SERFF is a secure, web-based application. Each user has an ID and password that
allows access to the system and controls the functions they may perform as well as the
data available for them to view. This lesson will focus on accessing the system and

maintaining preferences and other settings.

This lesson covers the following topics:

&~ SERFF Login

&  SERFF Passwords

&  The SERFF Workspace

& User Preferences

Instance Preferences

& Company Maintenance

Contact Maintenance

& New User/Update Request Form

SERFF Industry Manual Page 18 of 345
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SERFF Login
Users must have an ID and password assigned by the SERFF Help Desk before they

can log into SERFF.
~ Logging into SERFF

1. Open a browser window and navigate to https://login.serff.com.

2. Click on the Login here link in the upper right hand corner of the page to access

the application login page.

Home | About SERFF | Contact Us | naic.org

NAIC

National Assodiation of
Insurance Commissioners

Already a User? Login I*ﬁ'e.
L]

3. At the login page, type in the User Name and Password. Both are case

sensitive.

Home | About SERFF | Contact Us | naic.org

NAIC

National Assodiation of
Insurance Commissioners

Change My Password

User Name: * | |

Password: * | |

Click the __t2gin | putton.

If a valid User Name and Password were entered, the SERFF Workspace will be

displayed.

SERFF Industry Manual Page 19 of 345
Copyright ©2011 National Association of Insurance Commissioners. All rights reserved


https://login.serff.com/�

SERFF End User Training Manual

Home | About SERFF | Contact Us | naic.org

Welcome, Frances Stuart.
aaalifeinsurancecompany
Help | Logoff
Tracking Number:
Search...
Filings Eilling Settings Filing Rules Reports Templates
My Workfolder | My Gpen Filings | My Draft Filings | Messages | Search | Create Filing | Create Paper Filing = EFT Report
My Workfolder Most Recently Yiewed Filings
Remove from Workfolder
Filings 0 Filings
& | State [=] | Product Name Company Tracking # Filing Date Created By SERFF Status
Mo filings in folder.

& If an invalid User Name or Password is entered, the user will be prompted
to try again. To have a forgotten password reset, the user should email
the SERFF Help Desk at serffhelp@naic.org.

Invalid User Name andfor Password.
User Name: I:urkindustrﬂ
Password:
SERFF Passwords

SERFF IDs and passwords are obtained by e-mailing the SERFF Help Desk at
serffhelp@naic.org. The SERFF Help Desk administers user accounts for both state

and industry users. New users will be assigned a temporary password to log into SERFF

and will be prompted to change the password at first login.

& SERFF passwords must be at least 7 characters and must contain both

letters and a numbers.

& SERFF passwords expire after 90-days and are case sensitive.

SERFF Industry Manual Page 20 of 345
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User Hame; * | |

Existing Password; * | |

Hew Password; * | |

Hew Password; * | |

| Change Password | cancel

&~ Changing a Password

Users will be required to change their password every 90-days but may change them

more often as desired.

1.

To initiate a password change, click the Change My Password link on the login

page.

Home | About SERFF | Contact Us | naic.org

(s=RFF NAIC

s ewcocr o YT National Assodation of
Insurance Commissioners

Change My Password

User Name: * | |

Password: * | |

2. The Password Change page will be displayed. This page will display

automatically for 90-day password changes.

Home | About SERFF | Contact Us | naic.org

(SERFF NAIC

Wﬂ// National Assediation of

Insurance Commissioners

User Name: * |

New Password: * |

|
Existing Password: * | |
|
|

New Password: * |

| Change Password I Cancel |

3. Enter the User Name and Existing Password.

SERFF Industry Manual Page 21 of 345
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4. Select a new password that meets the stated requirements and enter it in the first
New Password box. Remember that passwords are case sensitive.

5. Retype the selected password again in the second New Password box to confirm
the entry. The system will not complete the password change if the two New

Password entries do not match.

6. Click on the L__Change Password | button.

SERFF Industry Manual Page 22 of 345
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The SERFF Workspace

After a successful login, the user will be taken to the SERFF Workspace. For most
users, the My Workfolder view is the default page. After a password change, the User
Preference Contact page is displayed, prompting the user to review and update their
contact information as needed. See the User Preferences section of this lesson for

more information.

The SERFF Workspace contains several tabs, each of which has a defined purpose.
The tabs for industry users may vary depending on the roles assigned to the user, and
whether the user is accessing SERFF at the NAIC or at their Data Hoster. The standard
tabs for an industry user logged into SERFF at the NAIC are Filings, Billing, Settings,
Filing Rules, and Templates. If an industry user is logged in to SERFF via their Data

Hoster, a Reports tab will also be present.

Home | About SERFF | Contact Us | naic.org

Welcome, Frances Stuart.
aaalifeinsurancecompany
Help | Logoff

Search...

Tracking Number:

Filings Billing Settings Filing Rules Reports Templates

My Workfelder | My Open Filings | My Draft Filings =~ Messages = Search | Create Filing =~ Create Paper Filing =~ EFT Report

Filings - The Filings tab is where filings are created and managed. The Filings tab also
contains the Message Center, Search, and EFT Reporting capability. The Filings tab is

covered in more detail later in this lesson.

Billing — The Billing tab is where industry users can view their billing information,
including the number of remaining prepaid transactions for their instance(s) and create a

Billing Export report. The Billing tab was covered in Lesson 1.

Settings — The Settings tab is where all user and instance preferences are stored and
where Filing Companies and Contacts are maintained. The Settings tab will be covered

later in this lesson.
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Filing Rules — The Filing Rules tab allows the industry user to review the Submission
Requirements and other information for each state participating in SERFF. The Filing

Rules tab will be covered in Lesson 3.

Templates — Templates provide industry users the convenience of entering Form,
Rate/Rule, and Supporting Documentation schedules once and using them across

multiple filings. Templates are covered in Lesson 4.

Reports — The Reports tab contains the reports used by those users who have a Data
Hoster to monitor their SERFF filings. From the Data Hoster site, an authorized user can

select one of several reports to run against the filings database.

User Preferences

Each user has a set of “User Preferences” that contains their contact information and
some configurable settings that affect some aspects of SERFF. The User Preferences
are navigated by clicking on the tabs running down the left side of the screen. The

preferences apply to all instances to which the user has access.

The first area under User Preferences is Contact Information. This area contains the
name, e-mail address, phone number, and address of the user. Some fields are
required and are denoted with a red asterisk (*). The user can complete or update this

information at any time and should click Save when finished.

Filings Billing J Settings [ Filing Rules Reports Templates

User Preferences Instance Preferences Companies Contacts

Contact

Information Contact Information

LastName * [5q 1

Message Settings

User Preferences First Name * |Francsa

i *
Email Address |fztuarl@naic.crg Ex: name@demain.com

City * |Kanzaz City

|
|
|
Address * 3301 McGee |
|
|
|

state * | yigsouri v

Postal Code * (54102 |

Phone * [(315)733-8585 | Exct. | | Ex: (123) 555-43587
Fax | | Exct. [ | Ex: (123) 555-4367
Save Cancel
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The second area of User Preferences is Message Settings. Under this tab, users can
indicate any type of SERFF message that they do not wish to receive. The user selects
the action(s) for which they would like to receive message by moving them from the list
on the left to the list on the right. Remove items for which you no longer wish to receive

messages by moving them back to the list on the left. These settings are specific to the

user.
Contact : - - -
Information Filing Activity Messages ©Filing Activity Messages Help
Message Settings Biling Low Block Warning

Compact Filng Acknowledge Included State

User Preferences Effective/implementation Date Updated

Disposition Submitted
Public Access Defaults Restored
Filing Reopened

Filing Submited with Default Public Access
Filer Note Created

Industry Reminder Notification Generated
Note To Filer Submitied

bl

State Generated Messages @ state Generated Messagas Help

Business Type: | Life, Accident/Health, Annuity & Credit | Property & Casualty

District:

Alabama
Alaska

|

Alberta N
AMERICAN SAMOA =
Arizona J
Arkanzas <
Australia
Eritish Columbia [==<|
California
Colorade (o

Save Cancel |

The final area under User Preferences is called User Preferences. This section
contains two items — a setting for Current Instance and another for Default Business
Type. The Current Instance setting only applies to users with more than one instance.
By selecting an instance from the list and clicking Save, the user can switch between

instances.

Default Business Type is an optional setting that allows the user to indicate whether they
are primarily Life/Accident/Health or Property/Casualty. Making a selection pre-

populates the Business Type field for the Filing Wizard and Search.
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Filings Eilling J Settings [ Filing Rules Reports Templates

User Preferences | Instance Preferences | Companies | Contacts

Contact
Information User Preferences

Current Instance ifei P — w
Message Setting= aaalifsinzurancecempany

User Preferences Default Business TYpe | _piease Select 3
for New Filings

Save Cancel

Instance Preferences

Instance Preferences are used to define options for the entire instance. Each instance
has its own set of preferences that includes status options and EFT settings. Instance
Preferences are located under the Settings tab. Some of these settings can be modified

by an Industry Configuration Manager; others are maintained by the SERFF Help Desk.

When accessing Instance Preferences, the default view is of the Settings area. Like
User Preferences, Instance Preferences are navigated by clicking on the tabs running
down the left side of the screen. An Edit button will appear for users authorized to make

changes.

The fields under Settings include the Instance Name and Prefix, as well as indicators for
Advisory/Rating Organizations, Third Party Filers, License Agreement status, and Data
Hoster. These flags are maintained by the SERFF Help Desk and cannot be changed

by industry users.

Switch Instance Industry Instance Profile

Settings Prefix: 5T06 Instance Name: SERFF Train 06

Status Options . .

Preference Settings for SERFF Train 06
EFT Opti . . R
= Is Advisory/Rating Organization: No

Is Third Party Filer: No
Is SERFF License Agreement Required: No
Data Hoster: None

& Adding Status Options

Status Options are used to populate the Company Status field on a filing. Ultilizing
Company Status is an excellent tool to manage filings. After putting the Instance

Preferences in Edit, follow these steps to add, change, or remove Status Options:

1. Click the |__5tatus Options [},
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Click inside the Status Options text box.
Add, update, or delete Status Options as needed. Hit the Enter key between

each option.

Filings Eilling J Settings [ Filing Rules Reports Templates

User Preferences | Instance Preferences | Companies | Contacts

Industry Instance Profile

Settings

Prefix: AfAL Instance Name: 3aalifeinsurancecompany

EFT Options
Edit Status Options
Status Options: Pending Actuarial Response
Pending other Dept Response
Response in progress
Submitted/Pending DO Review

Save | Cancel |

4. Click _5a¥¢ | o finalize or __Cancel | i discard the changes made.

EFT Options

The final section under Instance Preferences is for Electronic Funds Transfer. EFT is a
quick and easy way to send state fees to states that accept SERFF EFT. When a state
receives an EFT filing, they consider the fees received and can begin review
immediately. Implementation is minimal and is coordinated by the SERFF team. For
questions about getting started, please review the SERFF EFT Implementation Guide at

www.serff.com.

The first field in this section is EFT Enabled. If the EFT Enabled flag is set to yes, the
instance is able to submit payment via EFT to states that are accepting such payments.
The SERFF team sets this flag.
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Settings Industry Instance Profile
Status Options Prefix: SRFF  Instance Name: SERFF Test Industry
EFT Options . .
Edit EFT Options
EFT Enabled: ® ves ©po
Company EFT Settings
Company Name Payer UNID Disabled for
EFT
Test Group Mame ISERFFTest -
Metropolitan Property and Casualty I Ima
Insurance Company
Econamy Premier Assurance Company I ™
{Former USFG)
Economy Premier Assurance Company I I
{Former Economy )
Q90999 #2 I 7
SERFF Test |SERFF Tast r
Mew Company 41414 IEI-_I'A123 -
SPI Prod Test I Ima
BRE Houston Ins |El—_|'A12-’-1a r
Save | Cancel |

The rest of this section is for Company EFT Settings. This information can be updated
by the SERFF team or an Industry Configuration Manager. This section is usually

completed during EFT implementation, but may be updated later.

The section contains a list of the companies set up for the instance. To modify this list,

updates must be made to the company profile first. Company maintenance is covered
later in this lesson.

Each company has two attributes — Payer UNID and Disabled for EFT. A Payer UNID
controls the bank account from which funds are drawn for the company. If a new
account is needed, contact the SERFF Marketing/Implementation Team -

serffmktg@naic.org or call them at 816.783.8787.

If a particular company should not be eligible for EFT submissions, check the Disabled

for EFT box. For these companies, a Payer UNID is not necessary.
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Company Maintenance

Company information for an instance can be accessed and edited by clicking the
‘Companies’ link under the Settings tab. When creating a filing, the information for the
company/companies comes from data entered here. Most SERFF users will only be
able to view company information. Users must have the Industry Configuration Manager

role assigned to their ID in order to add or edit company information.

Filings Billing Settings Filing Rules Templates

User Preferences Instance Preferences Companies Contacts

One or more companies will need to be set up before filings can be made. Companies

can be added, updated, activated, or deactivated.
&~ Adding a Company

1. Click on the Settings tab.

2. Click on the Companies link.

Click the [ #dd Company | +ion.

Enter the NAIC Company Code (CoCode) for the company to be added or check

“Allow Empty CoCode” if the company to be added does not have an NAIC
Company Code.

Please check Allow Empty CoCode checkbox or enter a CoCode.

CoCode

Industry Instance aaalifeinsurancecoempany
2) search Tips

Allow Empty CoCode ]

CoCode ||

Create I Cancel

5. Click the button.

%~ |f the CoCode entered already exists; the user will be given the option to

edit that company profile or to create a new one. This feature allows two

versions of the company to be maintained if needed. One example of this
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need would be when a company files under different names in different

states.

6. Complete the first section, Company Information. Fields denoted with a red

asterisk (*) are required.

Company Information
Instance: * aaalifeinsurancecompany

2) Instructions

CoCode: 12345

Company Name: * | Field labels followed by

| an asterisk * are
Address: * | | required

|

|

City: * | |

State: * | - |

Postal Code: * | |

Telephone Number: * | | Ext. | | B (123) 555-23587

7

Fax Humber: | | ex: (123) 555-2587

7

Company Type: | |

Group Code: | |

Group Name: | |

FEIN Number: * | | &t 22-7777777

State of Domicile: * | ~|

7. If the instance has implemented EFT, two additional fields will display. Uncheck
EFT Enabled if this company will not be participating in EFT. Otherwise, enter a
valid UNID for the company. UNIDs are discussed earlier in this lesson. For

assistance, contact the SERFF Help Desk.

EFT Enabled: *

UNID: * | |

8. The last section of the company profile is used to indicate the state(s) in which
the company is licensed. To indicate a company is licensed in a given state,
select that state from the drop down list. Enter a State ID Number if applicable

and click the Add State button to save the change.
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State

Select State

Alabama

Licenzed States:

State ID Number

AL-123

Save | Cancel |

Add State

Remove State |

9. Each state added will appear under the entry boxes and each will have a

Remove State button. To change the State ID number, the state must be
removed and added back with the correct number.

&

This section is optional, but the list of licensed states is used in the Filing

Wizard (see Lesson 4) and the State ID Numbers will be displayed for the

appropriate state filings.

10. Click _5a¥ | {0 finalize or __€ancel | 16 discard the changes made.

“~Finding a Company

Once companies have been set up, the Company Search feature will aid in opening the

company profile for viewing or updating.

1. Click the Companies link to search for a company.

Company Search
Company Name

Company Type
Group Code
Group Hame
CoCode

FEIN Number

State of Domicile

Industry Instances

Alabama

Alazka

Alberta

AMERICAN SAMOA

Status
@ Active © Inactive © Either

aaalifeinsurancecompany
SERFF Test Industry

Search Reset

(¥) search Tips

2. Enter criteria in one or more fields and click .
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¥~ Any combination of fields may be used. With the exception of CoCode,
Group Code, and FEIN, the wild card (*) may be used in the search
fields.

& Users with access to more than one instance may choose which

instance(s) to include in the search.

¥~ When leaving the search criteria in the default state, a list of all

companies will return.

&~ Company Search Results

The search results page for Companies displays information to assist in identifying the
correct company to view or edit. Click on the blue, underlined link in the Company
Name column to open a company profile. The user may also add a company if they are

the Configuration Manager, start a new company search, or refine their existing search.

Add Company New Search Edit Search

Company Name Company Type CoCode | Group Hame Group Code | FEIN Number | State of Domicile | Instance | Active | Modified

ABC NoCocode o 24-8§745987 Kanszas Active 12-09-2010
ForceMeqa Force Casualty 10 Underwriters 30000 22-7878758 Missouri Active 12-09-2010
SERFF Test 11111 1] 11-1111111 Kansas Active 12-09-2010
ERK Houston Ins 11111 o 12-8765432 Kanszas Active 12-09-2010
SERFF PPACA 12061 1] 45-4545454 Mississippi Active 12-09-2010
Encompass Indemnity Property & 15130  Allstate 4545 55-2366357 Illinois Active 12-11-2010

& Editing Company Profiles

Once a company profile has been retrieved via company search, authorized users may
edit the company information. Changes made to the company will update draft filings

and future filings for this company, but will not change any filings already submitted.
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Open the company profile to be edited.

Edit Deactivate Back to Search Results
Company Information
Instance; SERFF Test Industry
CoCode: 11111
Company Name: SERFF Test
Address: 2301 McGee, Kansas City, Missouri 64108
Telephone Number; (818)783-85950
Fax Humber:
Company Type:
Group Code: 0
Group Name:
FEIN Humber: 11-1111111
State of Domicile:  kKansas
Active:  Active

Licensed States:
State State ID Number

Alabama AL-123

Click the Edit button to open the fields for changes.

Deactivate

& If the company is no longer needed, click the

company will not be available for selection on new filings.

Make the necessary changes.

& CoCode is not an editable field. If the CoCode has been entered

button.

The

incorrectly, the company should be deactivated and a new company

added with the correct CoCode.

Click _53¥e | t6 finalize or __Cancel | i giscard the changes made.

If one or more draft filings include the edited company, the user will be presented

with a list of affected filings. This list will not display if this company is not listed

on any current draft filings.
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SRFF-126884988

SRFF-125320542

SRFF-125129318

SRFF-125171846

SRFF-126680418

SRFF-125147343

SRFF-125136870

The draft filings below are associated with the company you have edited. Click Save to continue with your company update and change the
company information for these filings, or click cancel to cancel your changes.

SERFF Tracking Index Product Name Reference Title Reference Number

Test
Test Il
test
Test

test

Test 1 1 1
TEst 1
Save Cancel

6. Click 5% | 5 finalize or __Cancel |4 discard the changes made.

& Save will finalize the changes made and update the filings listed. Cancel
will discard any changes to the company profile and no draft filings will
be updated.

Contact Maintenance

Contact information for an instance can be accessed and edited by clicking the

‘Contacts’ link under the Settings tab. At least one contact must be set up before any

filings can be created. The contact is the person whom the state should contact if they

must communicate outside of SERFF. Contacts may also be users, but they must still

be set up as directed below. Users must have the Industry Configuration Manager role

assigned to their ID in order to add or edit contact information.

&~ Adding Contacts

Click on Settings tab.

2. Click on Contacts link.
Click the button.
Complete the information for the Contact. Fields denoted with a red asterisk
(*) are required.
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Contact Information
Industry Instance:; * aaalifeinsurancecompany

First Hame: * | |

Last Name; * | |

Job Title: | |

; .k
Email Address: | |E><: name@doemain.com

Address; * | |

City: * | |

State: * | " |

Postal Code; * | |

Telephone Number: * | | Ext. | | Ex: (123) 555-4367

Fax Number: | | Ex: (123) 555-4367

Save Cancel |

5. Click _53¥8 | to finalize or __Cancel | {4 discard the changes made.

“““Finding Contacts

Once contacts have been set up, the Contact Search feature will aid in opening the

contact profile for viewing or updating.

1. Click the Contacts link to search for a company.

Find a Contact

Last Name

(Z) Search Tips

First Name

may be used. All fislds
will match partial entries,
starting with whatever text

Email Address

| |
| |
| | Any combination of fields
| |

Job Title

you type.
Industry Instances aaalifeingurancecempany To avoid misspellings

SERFF Test Industry that may alter your
results, try entering only
a few characters in each

) fiald.
Active
@ active € Inactive € Either
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2. Enter one or more criteria and click .

& Any combination of fields may be used. The wild card (*) may be used in

all search fields.

& Users with access to more than one instance may choose which

instance(s) to include in the search.

& When leaving the search criteria in the default state, a list of all contacts

will return.

&~ Contact Search Results

The search results for Contacts displays information to assist in identifying the correct
company to view or edit. Click on the blue, underlined link in the Name column to open

a contact profile. The user may also add a new contact from this page.

Add Contact

Last Name, First Name Title Email Address Instance Name Active
Conner, Stacie Admin =d@yahoo.com SERFF Test Industry Active

& Editing Contact Profiles

Once a contact profile has been retrieved via search, authorized users may edit the
contact information. Changes made to the contact will update all filings on which that
contact is listed, including filings already submitted to the state. In order to correct
contact information without impacting filings, the contact should be deactivated and a

new one created.
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Open the contact profile to be edited.

Edit Deactivate

Contact Information

Last Name:

First Name:

Job Title:

Email Address:
Address:
Telephone Number:
Fax Number:

Active:

Kieras

Bridget

Product Suppaort

blkigras@naic.org

2301 McGee, Kansas City, Missouri 64108
{816)783-8590

Active

2. Click the Edit button to open the fields for changes.

& If the contact is no longer needed, click the

contact will not be available for selection on new filings.

3. Make the necessary changes.

4. Click _5a¥e | o finalize or __Cancel | 4 discard the changes made.

New User/Update Request Form

Deactivate | tton. The

Authorized users on the instance will be able to make requests to the SERFF
help desk to add/update users.

Filings

Biling | Settings

User Preferences Instance Preferences

|_ Filing Rules Templates

Companies Contacts Reguest New User Reguest User Update

Reguest User Deactivate

¥~ Request New User

1.

Click the Eequest New User link.

2. Complete the Information for a new user. Fields denoted with a red asterisk (*)

are required.

SERFF Industry Manual
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New User Request

Submit Reset

Requestor E-mail: * [yan@naic org |

.2) Disclaimer
i Firat # —_—
New User ?4;?; [ |
Please be aware that this
. w reques send an email
New User ?‘Ila-EnS&t\ [ | to the Help Desk and
they will process the
. reguest.
New User's E-Mail * | |
The Help Desk
" you en the n
Instances: has been proce

aaalifeingurancecompany
SERFF Test Industry

<<

L]
(=]
L<]

L=<

Appropriate Roles:"
Primary Roles:
[ Industry Filer - Industry Filer Role
O Industry Manager -  Industry Manager Role
O Read-only User - Read-only User Role
O Industry Configuration Manager -  Industry Configuration Manager Role

[ vser-Admin Request User - User who can make user-admin requests on behalf of their
instances.

EFT Roles:
] EFT User-  EFT User Role
[ EFT Report-  EFT Report Role
Hoster Roles:
O Industry Export-  Export Role for an Industry user

Subscriptions:
SERFF Newsletter
Tutorial Notification

Additional Info:

* indicates a required field.

Submit Reset

3. Click the button.

4. Click L button to verify the request.
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Windows Internet Explorern E'
<P Please werify that wour email address is FStuart@naic, org.
L]

This is bhiows the SERFF Help Desk will contact ywou regarding this request,

If this is ok correck, please press cancel ko carrect ik now,

| K | [ Cancel ]

After the request has been submitted the submitting user will receive confirmation that
their request was successfully processed. The SERFF Help Desk will contact you when

the new request has been processed.

Filings Billing J Settings l Filing Rules Templates

User Preferences Instance Preferences Companies Contacts Bequest New User Request User Update Request User Deactivate

Thank you! Your user request has been submitted. The SERFF
Help Desk will notify you when your request has been
successfully processed.

Would you like to make another user request?

Beqguest New User
Bequest User Update
FReguest User Deactivate

&~ Request User Update

1. Click the | Rfausst User Update |\

Update Existing User Request

Submit ‘ Reset ‘

Requestor E-mail: * |f3tuart@naiu:.crg

User: *

— Please Select —
Instances: * |&ntheny Jeris (ajoriz)

Barkara Haz=ell (khaz=ell)
aaalifsinzurancecompany  |EDS EDSSupport (edezupport)
SERFF Test Industry Eric Hartwell (ehzpi)

Fran Scharz (fachwarz)
Frances Stuart (fzimgr)

2. Select the user from the drop down list.

3. Select the roles that you want to change or add.

Submit
4. Click the button.
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5. Click button to verify the request.

Windows Internet Explorer E'

9 ) Please verify that wour email address is F3tuarb@naic, org,
-
This is how the SERFF Help Desk will contact wou reqarding this request,

If this is not correct, please press cancel bo correct it now,

| ok |[ Cancel ]

After the request has been submitted the submitting user will receive confirmation that
their request was successfully processed. The SERFF Help Desk will contact you when

the new request has been processed.

Filings Billing J Settings l Filing Rules Templates

User Preferences Instance Preferences Companies Contacts Request New User Reguest User Update Reguest User Deactivate

Thank you! Your user request has been submitted. The SERFF
Help Desk will notify you when your request has been
successfully processed.

Would you like to make another user request?

Bequest New User
Reguest User Update
Reguest User Deactivate

&~ Request User Deactivate

1. Click the link.

2. Select the user.
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Cleactivate User Request

Submit ‘ Reset ‘

Requestor E-mail: * |f3tuart@nﬂiu:.nrg

User™ | _ pleas

in
£
[11]

lect — W

— Plea=ze Select —
Additional Info: | antheny Joris (ajoris)

Barkara Hazzell (bhazzel)
EDS EDSSupport (edzsupport)
Eric Hartwell (eh=pi)

Fran Scharz (fzchwarz)
Frances Stuart (fzimgr)

Submit
5. Click the button.

]

6. Click L button to verify the request.

Windows Internet Explorer E'

9 Please verify that wour email address is FStuarbi@naic, org,
-

This is hows the SERFF Help Desk will contact vou regarding this request,

If this is nok correck, please press cancel to correct it now,

| ok i [ Cancel

After the request has been submitted the submitting user will receive confirmation that
their request was successfully processed. The SERFF Help Desk will contact you when

the new request has been processed.

Filings Billing J Settings l Filing Rules Templates

User Preferences Instance Preferences Companies Contacts Request New User Reguest User Update Reguest User Deactivate

Thank you! Your user request has been submitted. The SERFF
Help Desk will notify you when your request has been
successfully processed.

Would you like to make another user request?

Reguest New User
Reguest User Update
Request User Deactivate
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Lesson 3

Filing Rules contains information regarding state General Instructions, Types of
Insurance, Requirements, and Submissions Requirements. This lesson looks at where
information can be found that pertains to how a user needs to prepare and submit filings
in SERFF.

This lesson covers the following topics:

& Filing Rules Overview
& Requirements
& General Instructions
& Types of Insurance
& Submission Requirements
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Filing Rules Overview

The Filing Rules tab contains the state specific information needed to submit a filing. It
is created and managed by authorized users from each state. Filing Rules includes

Requirements, General Instructions, Types of Insurance (TOI), Sub-Types of Insurance
(Sub-TOls) and Submission Requirements. Industry users can browse the information

in Filing Rules when preparing filings.

Filings Eilling Settings J Filing Rules [ Reports Templates

FEeguirements General Instructions Tvpes of Insurance Submiszion BEeguirements

o Requirements - Items that need to be submitted on a filing. These
become Supporting Documents on SERFF filings.

e General Instructions — Includes information, not specific to a product,
about submitting SERFF filings to the state instance.

e Types of Insurance — The Types of Insurance (TOlIs) and Sub-Types of
Insurance (Sub-TOls) accepted by a specific state instance in SERFF.

¢ Submission Requirements — A compilation of TOls, Sub-TOls, Filing
Types and Requirements. The Submission Requirements identify the
specific Requirements that need to be submitted to a state, specific to the
TOI, Sub-TOlI, and Filing Type selected.

Requirements

A Requirement, when included in a Submission Requirement, is a request from the state
for Supporting Documentation to aid in the review of a filing. States use the
Requirements list in this view when creating their Submission Requirements. A
Requirement can be used in multiple Submission Requirement documents, but are
instance specific. The Requirement search page allows searches based on the

following information:
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o Name - The Requirement name.
e Business Type — The line of business to which the requirement
applies

e State Instances — The State instance(s) participating in SERFF.

Find Requirements

Hame: |

Business Type: | property & Casualty w

State Instances:

Alabama A
Alabamalife

Alazka ﬂ
AlazkalH .
Arizona

ArizonalH =
Arkanzas

ArkanzazlLH ﬂ
California

CalifornialLAH W

%~ Find Requirements

1. Click the Filing Rules tab to initiate a search.

2. Enter the desired search criteria.

3. Click the button.

" The Name field uses a “starts with” search mechanism just type in the first

few characters of the Requirement name. Wild cards are not supported in

this search.
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Requirements

New Search Refine Search
Requirements
Instance Mame [
alabama
Alabama
Alabamalife
Alaska
2laska

AlaskalH

Requirements 1-50 of 115 | First | Frevious | Next | Last
Actuarial Support Exhibits
Actuarial Memorandum
Actuarial Memorandum - Life & Health
Actuarial Support
Actuarial Memorandum

Actuarial Support

The Requirements view displays up to 50 requirements per page.

First — Displays the first page of Requirements in the search results.
Previous — Displays the previous page of Requirements in the search
results.

Next — Displays the next page of Requirements in search results.

Last — Displays the last page of Requirements in the search results.

The user may choose to resort the Requirements by clicking on the column headers.

%~ When a user resorts a view by any of the columns, that sort will be

maintained until the user loads a different view or goes to the Search

screen.

The following buttons are available on the Search Results screen:

Clears all search field criteria so that a new search may
be started.

Mew Search

Refine Search Takes user back to the search criteria display without

clearing the previously entered search criteria
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" View Requirements

1. To open the Requirement, click anywhere on the Requirement row.

Requirements

New Search Refine Search

Requirements Requirements 1-3 of 3 | First | Previous | Next | Last

Instance Mame (=] Atk Cateqgary Marne
Mew HampshireLH Actuarial Memorandum
Mew r@wpshiraLH

Actuarial Mernorandurn with Rates

Mew HampshirePC Actuarial Memorandum

2. The Requirement information and any related attachments are displayed.

Return ko Search

3. Click the button to go back to the previously displayed
search results.

View the 'Actuarial Memorandum - Life, Variable, Annuity' Requirement

Return to Search

State Instance: TennessesLAH

Name: Actuarial Memorandum - Life, Variable, Annuity

Description:  Any filing that includes a form that develops cash value must include an
actuarial memorandum.

Business Type: |ife, Accident/Health, Annuity, Credit

View Category: Life, variable, Annuity

Attachments:  __ ng Attachments --

Author:  siotzer, Vicky

General Instructions

General Instructions contain overall filing information advising companies how they
should submit SERFF filings to a particular state instance.
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" View General Instructions

1. Click the Filing Rules tab.

General Instructions

2. Click on the link.

A list of all General Instructions is displayed. General Instructions for all state instances
are displayed. The user may choose to resort the General Instructions by clicking on the

column headers.

F"When a user resorts a view by any of the columns, that sort will be

maintained until the user loads a different view or goes to the Search

screen.

General Instructions
New Search Refine Search

General Instructions General Instructions 1-111 of 111 | First | Frevicus | Mext | Last
Instance Name (2] Att. Description Date Modified
Llabama & IMPORTANT: All filings must clearly outline items 11/03/2009
Alabamalife & &ll forms MUST be submitted in the PDF format. You 02/05/2009 05/18/2006
Alaska § PLEASE READ THE SERFF INSTRUCTIONS CAREFULLY BEFOR 06/25/2009 05/18/2006
AlaskalH @ IMPORTANT NOTE: PLEASE SUBMIT NEW AND REVISED FORM 10/14/2009 04/12/2007
Arizona & Updated for SERFF v5: IMPORTANT NOTE: PLEASE C 08/05/2009 05/02/2006
ArizonalH F The matrix can be downloaded at: http://www.naic.c 11/02/2009 08/24/2006
Arkansas & If you have questions or problems please contact 06/08/2009 10/18/2007
ArkansasLH @& Description: General Instructions Document Accid 02/05/2009 10/18/2007
California & INTRODUCING NEW MULTI-COVERAGE RATE TEMPLATES FOR 10/15/2009 08/10/2006
CaliforniaLAH r Life illustration certifications can be filed thro 10/22/2009 06/01/2009
Colorado & ALL RATE AND LOSS COST FILINGS ARE REQUIRED T 11/03/2009 06/09/2006
Connecticut F These are general instructions for all property an 11/12/2009 02/23/2005
ConnecticutLH These are general instructions for all life and he 02/10/200% 06/03/2005
DelawarelRF & Delaware LRF - General Instructions 02/11/2009 07/26/2007
DelawarePC r ***Important*** Effective 5/23/07, Delaware Proper 07/29/2009 11/22/2005

To open a General Instruction document, click anywhere on that row. The selected

General Instruction document is displayed.
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View the 'IllinoisLAH" General Instructions

Return to Search
General Instructions Last Updated 02/08/2008 Instance Business Type Life, Accident/Health, Annuity, Credit

General Information

Multi Companies Allowed on Filings? PC: Yes LAH: Yes

Fees

Public Access

Public Access Detail Date Last Meodified:
Confidentiality requests are: Not Allowed

Explanation: Illincis does not want to allow companies to indicate a form is confidential. Please reference 215 ILCS
5/404, which reads in part:

"The office of the Director shall be a public office and the records, books, and papers thereof on file therein, except
those records or documents containing or disclosing any analysis, opinion, calculation, ratio, recommendation, advice,
viewpoint, or estimation by any Department staff regarding the financial or market condition of an insurer not
otherwize made part of the public record by the Director, shall be accessible to the inspection of the public...”

If there are attachments, they will be displayed at the bottom of the document.

Attachments

Attachments

& serffmard.pdf g-:s Uplosded: 12/01/2010 12:35
. . Return to Search
4. To close the General Instruction screen click on the button or

on any of the links or tabs.

Search General Instructions

1. Click the Filing Rules tab to initiate a search.

General Instructions

2. Click on the link.
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3. Click the

button.
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Find General Instructions

State Instances:

AELELE] ~
Alacamalife

laska
\laskalH

1

BB

[==]
=]
L=]

L=<

ArkansasLH <<
California
CalifornisLAH v

Instance Business Types:
O Life, AccidentHealth, Annuity, Credit
[IP&C and LAH
Dproper‘ty and Casualty

Status In Domicile:
[CIDomiciliary Approval Required
DDomiciIiary Status Required
[[Inot Applicable

Multiple Company Filings - P&C
Oves Ono  @Either

Multiple Company Filings - L&H
Oves ONo  @Either

Available Filing Modes:

- Reset

General Instructions Last Updated

 —

Is There A Fee?

Oves OMNo @Either
Is This State Retaliatory?
Oves OMNo @Either
Confidentiality Requests Are:
O Allowed O Not Allowed @ Either
EFT is:
[ accepted
[J ot Accepted
O Required
Payment is:

[ silled in Arrears
[] Due at Submission

Filings Become Public:

Fil= ertificstion £t
Informational

roval

Use & Fil=

p LM

-

Find Reset

Enter the desired search criteria.

4. Click the button

General Instructions

Hew Search Refine Search

General Instructions

Instance Mame  [2] | Att. Description
Alabama @
Alabamalife &

New Search Refine Search

1) MANUAL PAGE The Alabama Department of Insura

...where State Instance is "Alabama’ or "AlabamalLife’ and 'Is a Fee Required?’ is "Yes’

General Instructions 1-2 of 2
Date Last Modified
11/30/2010

12/01/2010

General Instructions 1-2 of 2

| First | Previous | Mext | Last

Date Created
06/29/2006

0s/18/2006

| First | Previous | Mext | Last
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Types of Insurance

The Types of Insurance (TOI) tab includes the lines of insurance that a given state is
accepting through SERFF and any Sub-Types of Insurance (Sub-TOls) that are
associated with those TOls. The following information is stored about Types of

Insurance:

e TOI Name - The Type of Insurance name.
e  Sub-TOIl name — The Sub-TOIl name.
e Business Type — The line of business.

e State Instance — The State Instance.

%~ Find Types of Insurance

1. Click on the Filing Rules tab.

Types of Insurance

2. Click on the link.
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Find Types of Insurance
TOI Name: | |
(O starts With (%) Contsins () Equals
Sub-TOIl Hame: | |
O starts With @ Contains () Equals

Business Type: | gain w

State Instances:

Alabama A
Alabamalife

. ) S
Alazka

AlazkalH -
Arizona

ArizonalH =
Arkanzaz

ArkanzazlLH ﬂ
California

CalifornialLAH w

& Tip: Search for TOIl and Sub-TOI has wildcard options that can be helpful

in locating the appropriate TOIl and Sub-TOI.

e Starts With — The text entered is at the beginning of the TOI or Sub-
TOI Name and might be followed by other text.

e Contains — The text entered is somewhere within the TOI or Sub-TOI
Name and could be preceded by or followed by other text.

o Equals — The text entered should match exactly to the TOI or Sub-
TOI Name.

TOI Hame: | |
O stats With @ contains () Equals

Sub-TOI Name: | |
(O starts with  ®) Contsins ) Equals

3. Enter criteria in one or more of the search fields:
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=

buttons, move the State Instance(s) to search

<

5. Using the 2% |and the

on to the box on the right. Items can be moved out of this box by using the

and the L_*%_{ buttons. Multiple State Instances can be selected by holding

down the Ctrl key while clicking on State Instances.

6. Click on the button.

In the example below the Business Type selected is Property and Casualty, with the

resulting TOls (partial list) displayed for the Alabama P&C State Instance.

Types of Insurance

Hew Search Refine Search

Types of Insurance 1-50 of 279 | First | Previcus | Next | Last

Types Of Insurance

tance Mame (= | TOI Sub-TOI

Alabama 01.0 Property 01.0001 Commercial Property (Fire and Allied Lines)
Llabama 01.0 Property 01.0002 Perscnal Property (Fire and Allied Lines)
Alabama 02.1 Crop 02.1000 Crop-Hail Sub-TOI Combinations

Alabama 02.1 Crop 02.1001 Crop-Hail Non-Federally Reinsured Only

&~ View Types of Insurance

1. To view the TOI details, click anywhere on the TOI row.

Types Of Insurance Types of Insurance 1-50 of 279 | First | Previous | Next | Last
Instance Mame [=] | TOI -TOL
Alabama 01.0 Property 01.0001 Commercial Property (Fire and Allied Lines)
Alabama {b 01.0 Property 01.0002 Personal Property (Fire and Allied Lines)
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Return to Search

State Instance: Alabama

Business Type: * Property & Caszualty

Electronic
Type Of Insurance: 01.0 Property
Sub-Types of Insurance: 01.0001 Commercial Property (Fire and Allied
Lines)

01.0002 Personal Property (Fire and Allied

Lines)

2. To close the Type of Insurance screen click on any of the links on the SERFF

Workspace.

Filings Billing Settings Filing Rules Reports Templates

Reguirements General Instructions Types of Insurance Subrnission Requirements
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Submission Requirements

The Submission Requirements are a set of specific Requirements for a particular
combination of TOI, Sub TOI(s) and Filing Type(s).

The following information is stored in a Submission Requirement:

e State Instance

e Type of Insurance

e Sub Types of Insurance

e Filing Types — The type of filing (ex. Form, Rate, Rule)

e Requirements — Items that need to be submitted on a filing

%~ The Submission Requirements, which are located on the Supporting

Documentation Schedule of a filing, must be satisfied or bypassed in order to

submit a filing for review.
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Find Submission Requirements
State Instances:
Alakama -
Alabamalife
Alazka ﬂ
AlagkalH -
Arizona
ArizonalH =
Arkanzas
ArkanzasLH ﬂ
California
CaliforniaLAH b
Requirement Name
Included Text: | |
. . Enter text that
O Starts With @ Contains D Equals zhould bz in
the
requiremesnt
name.
Excluded Text: |
. . Enter text that
O Starts With @Centalns DEquaIs shoulé not bs
in the
requiremesnt
name.
PCIM Types Of
Insurance:
01.0 Property ~
02.1 Crop
02.3 Flood
03.0 Perzonal Farmow ners
04.0 Homeowners
05.0 CHMP Liabilty and Mon-Liakility
05.1 CHMP Men-Liability Portion Onhy
05.2 CMP Liabilty Portion Onby
06.0 Mortgage Guaranty
08.0 Ocean Marine b
Select

" Find Submission Requirements for State Instances that have implemented the

Product Coding Matrices (PCM)

e PCM Types of Insurance — A standardized naming convention for Types
of Insurance, defined and adopted annually by the Operational
Efficiencies Working Group and implemented by states. This standard
naming convention demonstrates uniformity and consistency, while also

allowing the industry to easily identify the Type of Insurance to file in any
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state. There are two Product Coding Matrices - one for Property and
Casualty products and another for Life/Accident/Health, Credit and

Annuity products.

e PCM Sub Types of Insurance — The standardized Sub-TOls that are
affiliated with each TOI.

1. Click on the Filing Rules tab.

2. Click on the I Subrnission Reguirementsl link

& Clicking in the State Instances box and then typing the first letter of the state

you are looking for will move the highlight to the first instance of the state that
begins with that letter. For example, typing “N” will move the highlight to
Nebraska. Typing “N” again will take you to the second State Instance that
begins with “N” (ex. NebraskaPC.)

Highlight the State Instance(s) and click on 4 button.
Type a Requirement Name in either the ‘Included Text’ or ‘Excluded Text’ field if
looking for a specific Requirement and you want to see when it is used for

specified State Instance(s), PCM TOls and PCM Sub TOls.
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Find Submission Requirements

State Instances:

Alabamalife EY Alabama
Alazka =]

AlaskalH g

Arizona -

ArizonalH

Arkanzaz =
ArkanzasLH

California ﬂ
CalifornialL&H
Colorado

[£

Requirement Name

Included Text: |Actu3ri3| |

{:} Starts With @Eentains l::::)Equals

Excluded Text: |

{:}' Starts With @Cantains l::::)Equals

Enter text that
should be in
the
requiremesnt
name,

Enter text that
sheould net be
in the
requirement
name.
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5. Select PCM Type(s) of Insurance.

6. Clic

k on the button.

%~ Once the Type of Insurance has been selected, the PCM Sub Type(s) of

Insurance will be displayed based on the TOI selected.

PCM Types Of

PCM Su

Select

b Types of

Insurance:

01.0001 Comi
01.0002 Pers

Insurance:
02 1 Grop -
02.3 Flood ==
03.0 Personal Farmowners
04.0 Homeowners -
05.0 CMP Liability and Mon-Liability
05, Mon-Liability Portion Qnly =
05 MP Liability Portion Only
06.0 Wertgage Guaranty ﬂ
08.0 Ocean Marine
09.0 Inland Marine bl

mercial Property (Fire and Allied Lineg)
onal Property (Fire and Allied Lines)

f bl

7. Select the PCM Sub-Type(s) of Insurance and click the

8. Clic

button.

k on the button.

Submission Requirements
New Search Refine Search
Submission Requirements Submission Reguirements 1-4 of 4 | First | Previous | Next | Last
Instance Name  [=] | TOI/Sub-TOI Filing Type
Llabama 01.0 Property/ 01.0002 Perscnal Property (Fire and Allied Lines) Rate
Alabama 01.0 Property/ 01.0001 Commercial Property (Fire and Allied Lines) Rate
Alabama 01.0 Property/ 01.0001 Commercial Property (Fire and Allied Lines) Rate/Rule
Alabama 01.0 Property/ 01.0002 Personal Property (Fire and Allied Lines) Rate/Rule
Submission Requirements 1-4 of 4 | First | Previous | Hext | Last
New Search Refine Search
Submission Requirements Submission Requirements 1-4 of 4 | First | Previous | Hext | Last
Instance Name TOIfSub-TOL = | Fiing Type
Alabama 01.0 Property/ UI‘UUUE{DerscnaI Property (Fire and Allied Lines) Rate
Alabama 01.0 Property/ 01.0001 Commercial Property (Fire and Allied Lines) Rate
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%~ Find Submission Requirements for Specific State Instance

For State Instances that have not implemented the Product Coding Matrices in SERFF,

the user must search on their Submission Requirements individually.

1. Click on the Filing Rules tab.

2 Click on the I Submission Reguirementsl link

3. Highlight the State instance and click on
4. Click on the button.

%~ Once the State Instance has been selected; all Requirements and TOls are

button.

displayed and added to the selector boxes.

Find Submission Requirements
State Instances:
Alabamal fe ~
Alask: -
[=]
- =a3s -
California ﬂ
CalifornialAH
Colorado hd
Requirements:
Included: Excluded:
Explanatory Memerandum -~
Home - Actuarial Memorandum and Support
A Loss Mitigation Discounts g
= Marked up Manual Pages -
Marksd up Manual Pages (Woerkers Compenzation)
= Marked up Symbol Pages -
PPA - Actuarial Memerandum and Support
ﬂ PPA, - Supporting Exhibits Required by AL Department of ﬂ
Pre-Approval
Property and Casualty Certificate of Compliance b
Types Of Insurance:
01.0 Property ~
02.1 Crop
02.2 Flood =]
03.0 Perzonal Farmowners -
04.0 Homeowners
05.0 CMP Liability and Non-Liability =
05.1 CMP Nen-Liabilty Portion Only
05.2 CMP Liabilty Portion Only L=<
06.0 Mertgage Guaranty
09.0 Inland Marine b
Select
SERFF Industry Manual Page 59 of 345

Copyright ©2011 National Association of Insurance Commissioners. All rights reserved



SERFF End User Training Manual

5. Highlight the TOI(s) that you are researching Submission Requirements for and

=

click on the button.

6. Click the button. The Sub-TOls associated to the TOls selected will

populate the selector box.

Included: Excluded:
Marked up Manual Pages A
Marked up Manual Pages (Vorkers Compenzation)
ﬂ Marked up Symbol Pages ﬂ
- PPA. - Actuarial Memorandum and Suppert
PPA, - Supporting Exhibits Reguired by AL Department of
= Pre-Approval
Property and Casualty Certificate of Compliance
ﬂ Property and Casualty Rate, Rule and Form Filings ﬂ
side-by-side comparison
Summary of Supperting Information Form (VWerkers Comp ™
Types Of Insurance:
01.0 Property A
02.1 Crep
02.2 Flood [==]
03.0 Personal Farmowners =
05.0 CMP Liakilty and Non-Liability
05.1 CKP Non-Liabilty Portion QOnby <
05.2 CMP Liabilty Portion Onky
08.0 Mortgage Guaranty ﬂ
08.0 Inland Marine
10.0 Financial Guaranty b

Select

Sub Type of
Insurance:

04.0000 Homeowners Sub-TOI Combinations
04.0001 Condeminium Homeowners

oo oo
w

[=]
[=<]

Find |

7. Highlight the Sub-TOI(s) and click on the L I button. Clicking on the L_#+

button moves an entire list.

8. Click the button.

” If you are looking for Submission Requirements that include or exclude a

particular Requirement, add that criteria by moving Requirements into the

Included or Excluded selector boxes by using arrow buttons.
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&~ View Submission Requirement

1. To open the Submission Requirement, click anywhere on the Submission

Requirement row.
&~ Users can return to their previous search results by clicking on the ‘Refine

Search’ button. To return to the Find Submission Requirements page, click

on the 'New Search’ button and all search criteria will be refreshed.

Submission Requirements

New Search Refine Search

Submission Requirements Submission Requirements 1-10 of 10 | First | Previcus | Next | Last
Instance Name  [2] | TOL/Sub-TOL Filing Type
Alabama 04.0 Homeowners/ 04.0000 Homeowners Sub-TOI Combinations, 04.0001 Condeminium Homeowners, 04.0002 Mcbile Homeowners, Rule

04.0003 Owner Occupied Homeowners, 04.0004 Tenant Homeowners, 04.0005 Other Homeowners
Alabama 04.0 Homeowners/ 04.0000 Homeowners Sub-TOI Combinations, 04.0001 Condeminium Homeowners, 04.0002 Mobile Homeowners, Form
04.0003 Cwner Cccupia@cmecu\mers, 04.0004 Tenant Homeowners, 04.0005 Other Homeowners

Alabama 04.0 Homeowners/ 04.0000 Homeowners Sub-TQI Combinations, 04.0001 Condominium Homeowners, 04.0002 Mobile Homeowners, Consent-to-

2. To close the Submission Requirement screen click on any of the links on the
SERFF Workspace. To return to the Find Submission Requirements view,

click on the ‘Return to Search’ button.

Return to Search

State Instance: zlzbama

TOl:  04.0 Homeowners

Sub-TOl: 04.0001 Condominium
Homeowners
04,0002 Mobile Homeowners
04.0003 Owner Occupied
Homeowners
04.0004 Tenant Homeowners
04.0000 Homeowners Sub-TOI
Combinatiocns
04.0005 Other Homeowners

Filing Types: Form

Requirements: Actuarial Memerandum
Authorization Form

Additional Information:

SERFF Industry Manual Page 61 of 345

Copyright ©2011 National Association of Insurance Commissioners. All rights reserved




SERFF End User Training Manual

Lesson 4

Whether you are filing to one state or multiple states, SERFF’s Filing Wizard makes the
process quick and easy. Speed-to-Market Tools such as the NAIC Product Coding
Matrices and Uniform Transmittal Documents are built into the system. Instance and
user preferences and other ease of use features make creating and submitting a SERFF
filing simple. A single, efficient system means less time creating and submitting your
filing, which translates into increased productivity. This lesson covers the basics of

preparing a SERFF filing.

This lesson covers the following topics:

& Create a Filing

& Create a Single/Multi State Filing

& P&C Filing at a Glance

& |LAH Filing at a Glance

& Attaching Files for Schedule Items

& Bypass/Satisfy

Templates

& Requesting Confidentiality
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Create a Filing

SERFF allows insurers to submit new products, in addition to revisions to their rates and
forms, to State Insurance Departments. The Filing Wizard guides the user through the

preparation and submission of their electronic filing, making the filing process simple.

Filings | Billing Settings Filing Rules Reports Termplates

My Workfolder = My Open Filings =~ My Draft Filings =~ Message Search/Export Creataliiling Creste Paper Filing =~ EFT Report

My Workfolder

Create Filing
Click on the link under the Filings tab to begin using the Filing Wizard.

Definition of Filing Wizard Buttons:

Moves all companies to the right column. (Step

I Mowve All I
7 of the Filing Wizard.)
Moves all authors or states to the right column.
(Step 1 and 2 of the Filing Wizard.)
Moves selected authors, states, or companies
to the right column. (Step 1, 2, or 7 of the Filing

Wizard.)

Removes selected authors, states, or

companies from the right column. (Step 1, 2, or
=

7 of the Filing Wizard.

Remove all authors or states from the right
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column. (Step 1 and 2 of the Filing Wizard.)

| y—— | Removes all companies from the right column.
(Step 7 of the Filing Wizard.)
This button allows you to return to Step 2 from
| S — | Steps 3, 4, or 5 of the Filing Wizard. It allows
the user to change the state(s) that he/she
wants to file to.
[__Previous | Go back a step in the Filing Wizard.
Advance to the next step in the Filing Wizard.
This button will save the filing under the ‘My
[ S— e — | Draft Filings’ link and close the view. The user
may then access the filing from the ‘My Draft
Filings’ link under the Filings tab.
This button is available at Step 6 of the Filing
Wizard. This button will allow the author to save
[ —— ] the filing. Once this button is clicked changes to
the prior Filing Wizard values cannot be
changed.
Saves data entered thus far.
| Cancel | Cancels the Filing Wizard process.
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Step 8 of the Filing Wizard.
| select All Companies | Step 8 of the Filing Wizard
| De-Select All Companies | Step 8 of the Filing Wizard.

Create a Single/Multi State Filing

Step 1- Create a Filing

The first step in the Filing Wizard is to accurately complete the following fields.

e Business Type: In accordance with the NAIC Speed to Market tools, there are
two Business Types: Property & Casualty, and Life, Accident/Health, Annuity,
Credit. The Business Type can be predefined in the ‘User Preferences’ area of
SERFF. Once set in ‘User Preferences’, this field will default to the defined
Business Type without the user selecting it on each filing. The Author has the
ability to change Business Types as some Authors cross business areas and
types.

e Product Name: The Author enters the name of the product that they are
submitting. This is a required field on the filing.

¢ Project Name: The Author may enter a project name for this filing. This is not a
required field.

e Project Number: The Author may enter a project number. This is not a required
field.

e Other Authors: The Creator or Author of the filing may assign Other Authors to a
filing(s). Once given permission as an Other Author, full access to the filing is

granted.
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&~ The Creator or Author can remove themselves as an author if needed. This

would prevent the Creator from getting unwanted messages about filings to
which they are no longer responsible. However, the Creator or Author must
select an additional author before they will be able to progress to Step 2 of the
Filing Wizard.

* Asterisk image denotes reguirsd fisld.

Business Type: * | Property & Casualty v

Product Name: * | |

Project Name: | |

Project Number: | |

Authors: * | Hazsell, Barbara Stuart, Frances
Plezuchenko, Kathy
Scharz, Fran
Sulfaro, Suzan
Thompsen, Tamara
Windham, Victoria

B

Ay

-

Cancel

& Step 1 - Create a Filing

IME
Qmaa.

1. Click on the ‘Business Type’ drop down box and select appropriate ‘Business
Type’ for filing. If the setting has been pre-determined in the users’ ‘User
Preferences’, this field will be automatically populated, but can be changed if
needed.

Enter Product Name for Filing.

Enter Project Name for Filing.

Enter Project Number for Filing.

o > e b

Assign Other Authors if needed. Other Authors can also be added later in the

process. Highlight the name of the Other Author and click on the button.

6. Click on the button to advance to Step 2.
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&~ If the Author clicks on the button all information completed at Step 1

will be lost.
Step 2-Select States
The Select States step allows the Author to choose a single state or multiple states for

which the contact is authorized to file. Hold down the Ctrl or Shift key to select multiple

states from the list.

* Asterizk image denotes reguired fisld.
LN
States: | Alabama ~
Alazka
- e
Arizona Q
Arkanzas -
California
Colorado -
Connecticut
<<
Delaware Q
Diztrict of Columbia
Florida b
Previous Next |
Save and Close | Save Cancel

&~ Step 2 — Select States

1. Select the state(s) for the filing.

2. Click the button to continue to advance to Step 3.
3. Click the button to change data entered on Step 1.

4. Click the I Save and Close I button to save changes and continue to work on

your filing later. This places the filing “In Process Filing Constructors”.

5. Click the button to cancel the filing entirely.

€~ The “In Process Filing Constructors,” found by clicking thel My Draft Filings |

link, is where all filings are stored if the Author has not completed all of the Filing
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Wizard Steps. When the Author is ready to resume the draft filing, simply click on
the filing and the filing will open to the last updated step in the Filing Wizard.

My Draft Filings

Delete Constructor

In Process Filing Constructors
[T Product Name Business Type Date Created Created By Master Tracking Index

|:| Homeowners Product Launch Property & Casualty Dec 13, 2010 Frances Stuart

Delete Constructor

Move to Workfolder Submit Selected Filings Import Templates Bypass/Satisfy Delete Draft

Filings Filings 1-2 of 2 | First | Previous | Next | Last
& [T | State & | Product Mame Company Tracking # Created By SERFF Status
[ Alabama Health Test MNow 30, 2010 Frances Stuart Draft
O alabama Health Test MNow 30, 2010 Frances Stuart Draft
Filings 1-2 of 2 | First | Previous | Hext | Last

Move to Workfolder Submit Selected Filings Import Templates Bypass/Satisfy Delete Draft

Step 3- Select Types of Insurance

Step 3 of the Filing Wizard exhibits improvements made by states to promote uniformity
as well as automation that results in speedy filing creation for industry users. SERFF
has incorporated the NAIC Uniform Product Coding Matrices, a key Speed to Market

and uniformity tool, into the Wizard Type of Insurance Selector.

%~ The Wizard Type of Insurance Selector will only display on multi-state filings.

The Author can select from the “Wizard Type of Insurance Selector” or select

from the TOI drop down next to each state.

ME
‘.;‘[PNER

Wizard Type of Insurance Selector: The Author selects the Type of Insurance from

the Wizard Type of Insurance Selector drop down. For those states that have
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implemented the Product Coding Matrix and accept the Type of Insurance (TOl)

specified, the information will auto populate for each state selected.

%~ For the states that haven't implemented the Product Coding Matrix, the Author

will have to click on the drop down arrow next to the TOI for each state.

L__AddorRemovestates | ik the Add State or Remove states button to

change the states included in the filing.

Multi-State Filing

Type of Insurance Selector: Please select a value w

Selected States
Alabama

Type Of Insurance *

Please select a value v

Caolorado

Pleg elect a value v

Florida

Previous Next

Add or Remove States |

Please select a value | ¥

Save and Close | Save | Cancel

Single State Filing — The Wizard Type of Insurance Selector does not display in a
single state filing.

Selected States Type Of Insurance *

Alabama Fleaze select a value hd

Previous Next |

Add or Remove States |

Save and Close | Save | Cancel

‘@:Step 3 — Select Types of Insurance

1. Click on the drop down arrow next to the “Wizard Type of Insurance Selector”
or to the right of the selected state.
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Select the appropriate TOI (Type of Insurance).
If there is not an exact match for the Type of Insurance, when using the Wizard
Type of Insurance Selector, click the drop down next to each applicable state and

select the appropriate TOI.
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" Inthe example below, notice that Florida does not accept the TOI specified. The

Author would then be required to select a TOI from the offerings presented in the

TOI drop down list specific to Florida.

Type of Insurance Selector: 04.0 Homeowners -
Selected States Type Of Insurance "
Alabama 04.0 Homsowners v
Colorade 04.0 Homsowners )
Florida Please select a value |

Pleaze zelect a value

Previous | Next | P&C - Perzonal Lines k

Add or Remove States |

Save and Close | Save | Cancel

&~ A state can be added or removed at this point by clicking the

Add or Remove States

| button.

4. Click on the button to advance to Step 4.

Step 4 — Select Sub-Type of Insurance

Select the Sub-Type of Insurance. The Sub-TOI drop down arrow will list those Sub-

Types that are available based off of the TOI selected in the previous step.

ME
QMR

Wizard Sub-Type of Insurance Selector: The Author selects the Sub-Type of
Insurance from the Filing Wizard Sub-Type of Insurance Selector drop down. For those
states that have implemented the Product Coding Matrix and accept the Sub-Type of

Insurance (Sub-TOlI) specified, the information will auto populate for each state selected.
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%~ For the states that haven't implemented the Product Coding Matrix, the Author

will have to click on the drop down arrow next to the Sub-TOI field to select the
Sub-TOI for that state.

Multi-State Filing

Sub-Type of Insurance | 04.0001 Condominium Homeowners w
Selector:
Selected States Sub-Type Of Insurance *
Alabama 04.0001 Condominium Homeowners v

TOI: 04.0 Homeowners

Colorado

TOI: 04.0 Homeowners 04.0001 Condominium Homeowners b

Florida

TOIL: P&C - Personal Lines Pleass select 8 value [

Add or Remove States |

Save and Close | Save | Cancel

Single State Filing — The Wizard Sub-Type of Insurance Selector does not display in a

single state filing.

Selected States Sub-Type Of Insurance "

Alabama

eaze zelect a value v
TOI: 04.0 Homeowners Flease select a valu

Previous Next |

Add or Remove States |

Save and Close | Save | Cancel

@DStep 4 — Select Sub-Type of Insurance

1. Select the Sub-TOI by using the Wizard Sub-Type of Insurance Selector or by

individual state.
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2. If there is not an exact match for the Sub-Type of Insurance, when using the
Wizard Sub-Type of Insurance Selector, click the drop down next to each

applicable state and select the appropriate Sub-TOl.

&~ Inthe example below, notice that Florida does not accept the Sub-TOI specified.

The Author would then be required to select a Sub-TOI from the offerings

presented in the Sub-TOI drop list specific to Florida.

Sub-Type of Insurance | 04.0001 Condominium Hemesowners »
Selector:
Selected States Sub-Type Of Insurance *
Alabama , - — R
O A O Homeowners 04.0001 Condominium Homeowners b
Celorado 04.0001 Condaminium Homeowners b

TOI: 04.0 Homeowners

Florida
TOI: P&C - Personal Lines

Previous I Next |

Add or Remove States |

Pleaze select a value |w
Please =elect a value

Save and Close | Save | Cancel

3. Click on the button to advance to Step 5.

Step 5 — Select Filing Types

Filing Type Selector: The Filing Type Selector uses a standard naming convention for
the most commonly used filing types in SERFF. When Filing Types are selected using
the Filing Type Selector, Filing Types will auto-populate for those states that have
implemented the standard naming convention. The Filing Types listed next to each state
contain all of the Filing Types that have been setup by the state and are based on the
TOIl and Sub-TOl selected.
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Multi-State Filing

Filing Type Selector:  [] advertising Form [] Form/Rate [ Form/Rate/Rule [] Form/Rul rate [ Rate/Rule [ Rule

Selected States Filing Types *
Alabama
TOI: 04.0 Homeowners [ consent-to-rate [] Credit Model Form rate [Jrate/Rule [JRule
Sub-TOI: 04.0001 Cendeminium Homeowners
Caolorado
TOI: 04.0 Homeowners [Oioss cost MRrate [Jrate/Rule [JRule

Sub-TOI: 04.0001 Condeminium Homeowners

Florida
TOI: F&C - Personal Lines [“]rate
Sub-TOI: PPA

Add or Remove States |

Save and Close | Save | Cancel

Single State Filing — The Wizard Type of Insurance Selector does not display in a

single state filing.

Selected States Filing Types
Alabama .
TOI: 04.0 Homeowners [ censent-to-Rate [] Credit Model 1 m [Jrate [JRate/Rule [JRule

Sub-TOI: 04.0001 Condominium Homeowners

Add or Remove States |

Save and Close | Save | Cancel

& step 5 — Select Filing Types

1. Using the Filing Type Selector, place a checkmark next to the Filing Type(s)
applicable to the filing. Wherever there is an exact match, the Filing Type for the
state will auto-populate. If there are no Filing Type matches, select the

appropriate Filing Type for each state.

2. Click on the button to advance to Step 6.
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ME
‘-;FP\?JER

& Selecting more than one Filing Type will create unique filings for each type

selected. In the example above we have selected “Form” and “Rate”. In Step 6

there will be four filings displayed for the three states.
Step 6 — Confirm Selections

Step 6 displays a summary of the filing for review and confirmation of all the data
entered in previous steps. Click on the button to make changes to the

filing, prior to saving. Once the | Save and Continue | button is clicked, changes to

the prior Filing Wizard values cannot be changed.

&~ Step 6 — Confirm Selections

State TOI Sub-TOI Filing Types
Alabama 04.0 Homeowners 04.0001 Cendominium Homeowners Rate
Alabama 04.0 Homeowners 04.0001 Cendominium Homeowners Form
Colorado 04.0 Homeowners 04.0001 Condominium Homeowners Rate
Florida P&.C - Personal Lines PPA Rate

Previous | Save and Continue |
Save and Close Save Cancel |
. Save and Continue
1. Click on the button to advance to Step 7.

Step 7 — Select Companies and Contact

The Author selects the contact and company or companies for the filing. All contacts
and companies need to be created in both the Companies and Contacts views (Settings)
prior to completing the Filing Wizard. The Industry Configuration Manager is responsible

for adding contacts and companies. Refer to Lesson 2 for instructions.
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&~ Step 7 — Select Companies

1. Select the contact from the drop down list.

* Asterisk image denotes requirsd fig!
Contact: ™ | Victoria Windham v
Companies: * AAM Life Insurance Company
Auto Club Life
=]
L=
<<
Next
Save and Close Save Cancel

2. Select the company or companies and click on theI z Ior 1 button. Multiple

companies can be added at one time holding down the Ctrl or Alt buttons on your

keyboard.

3. Click to advance to Step 8.

Step 8 — Selection Companies

When multiple states are selected in the filing, the Author will select the companies for

each state. Clicking on the | gelechall Companies | button places a check(s) next

to each company. Clicking on the | BesbelechdllEnmpanies | button will remove

the check(s).
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ME
JMER

&~ Based on a state setting, states can pre-determine if multiple companies are

allowed on a single filing. If the state has established this functionality and
multiple companies are allowed, company fields will auto populate if the
company’s profile reflects that it is licensed in that state. If multiple companies
are not allowed by the state, SERFF will break out the filing automatically for the

industry.

Reset | select All Companies De-5elect All Companies

| + - Multiple companies accepted on a filing

Alabama + Colorado +

ALA Life Insurance Company [Jasa Life Insurance Company
Auto Club Life Auto Club Life

Florida +

AAA Life Insurance Company

Auto Club Life

Previous I Save and Continue |

Save and Close Save Cancel |

SERFF Industry Manual Page 77 of 345
Copyright ©2011 National Association of Insurance Commissioners. All rights reserved



SERFF End User Training Manual

‘@:Step 8 — Select Companies for States

1. Click on the | Save and Continue | tton to advance to Step 9.

Step 9 — Default Filing Data

In Step 9 of the Filing Wizard, the Author has the opportunity to enter the required
Filing Description. This is intended to replace a state’s Cover Letter requirement, but
a Cover Letter may still be required — please check each state’s individual
requirements. In addition, the Author may enter data for certain fields on the filing.
These fields will vary by Business Type and can be modified later. This is the point in

the creation of a filing where users begin to see differences between PC and LAH.

o Filing Description: This area should be used in lieu of a Cover Letter or Filing
Memorandum and is free-form text. This is a required field.

o Company Tracking Number: This field allows the user to enter a company
tracking number. This can be very useful for companies that are creating multi-
state filings that share a Company Tracking Number. This is not a required field.

e Submission Type (LAH only): Select New or Resubmission. If Resubmission,
provide the state tracking number for the prior Submission if it was provided by
the state. If no state tracking number is available, and the prior filing was made in
SERFF, provide the prior filing's SERFF Tracking Number. If neither is available,
leave this blank.

¢ Implementation Date Requested (LAH only): The date the industry would like
to have the product available to sell.

e Lead Form Number (LAH only): Lead Form Number of the policy, rider,
endorsement, etc.

e Overall Rate Impact (LAH only): This is the statewide average percentage
change to the Accepted rates for the coverage’s included for each company.

o Market Type (LAH only): Identification of the targeted group or individuals. If

Group is selected (see below), fields for Group Market Size and Group Market
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Type are presented. Group Market Size and Type are required for all PPACA-

related filings.

Market Type: | Group v 'HIPR Field Help

Group Market Size: Small w

Group Market Type:  [] Employer [ association [] Blanket [ Discretionary [ Trust [ Mon Emplover Group [ other

If Individual is selected (see below), fields for Individual Market Type are presented.

Market Type: | Individual hd 'HIFR Field Help

Individual Market Type: [ ndividual [ Men Emplayer Group - Individual

o Effective Date Requested (New or Renewal — P&C only): This is the effective
date the company is requesting their product be available to sell. It is not
necessarily the date the filing officially becomes effective. The State Insurance
Department will determine the definitive effective date. This is also where the
company can indicate the different effective dates for new
or renewal business. (P&C only).

o Add Rate Data: Filers can indicate whether they will provide information relevant
to rates with this submission. This setting can be overridden on individual filings.
Wherever rates are involved the filer must select the ‘Yes’ radio button to Add
Data. This process is encouraged in the filing wizard or can be completed on the
Rate/Rule Schedule.

The state will require rate data on PPACA-related rate filings and in that
instance the rate data will always be a required and can not be overridden

by the industry filer.

o Status of Filing in Domicile: This field is used to indicate the status of a product
filing in a company’s domiciliary state. This is not a required field.

o Date Approved in Domicile (LAH only): Date contract or other filing or form
filing was approved in state of domicile.

o Domicile Status Comments: This is a free-form text field in which companies
can supplement Domicile Status information. For example, if a form is pending in

a company’s domiciliary state.
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e Reference Organization (if applicable — P&C only): The name of the advisory
organization—i.e. ISO, NCCI, AAIS, etc. or an Insurance Company name if a “me
too filing” is permitted. Some states allow companies to reference another
company’s filing. A “me too” filing is when one company adopts another
company’s filing. Usually, they are not part of the same group. You should check
with each state to determine their rules on these filings. If permitted, use this
area to indicate either an advisory organization name
or “me to0” company name.

e Reference Organization Number & Title (if applicable — P&C only): This is
the unique number that the reference organization gives to the filing. It is
generally not the same number as the circular number.

e Advisory Org Circular (P&C only): This is a unique number that references

the circular number.
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&~ Step 9 — Default Filing Data

1. Complete the Filing data page.

PC Filing

Filing Description:

Company Tracking Humber: | |

Effective Date Requested (New): (@ | (=)
Qon Lpproval

Effective Date Requested (@ | |fem)
(Renewal): () on approval

Add Rate Data?:  (Oves ®nNo

Status of Filing in Domicile: | -Pleaze Select- v

Domicile Status Comments:

Reference Organization:

Reference Number:

Reference Title:

Advisory Org. Circular:

Previous Next
Cancel
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LAH Filing

(SERFF

+rrcover of QI

Filing Description: -
v
Company Tracking Number: | |
Submission Type: [ Pleass Select- =1
Implementation Date Requested: (= | ||§|

7 on Appraval

Add Rate Data?: ves & o

Lead Form Number: | |

Owerall Rate Impact: = | |

Market Type:  |-Please Select- =l ©nier Field Help

Status of Filing in Domicile:  |-Please Select-

Date Approved in Domicile: | (=)

Domicile Status Comments: -

Previous Nexnt

Cancel |

The Health Insurance Premium Review (HIPR) field help link is available on step
9 for the filer when a PPACA Sub-TOl is selected in the Filing Wizard process.

All filings zubmitted with HIPR enabled Sub-
Twpes of Insurance will have additional HIPE
related zelections available, All filings submitted
that do not have HIPR enabled Sub-Twpes of
Insurance will not see the HIPR selections.

P

2. Click on the button to advance to Step 10.
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Step 10 — Final Filing Summary

The final step in the Filing Wizard, Step 10 represents a summary of the filing(s) for

review and confirmation by the Author. By clicking the button, the Author

is able to navigate back to Step 7 of the Filing Wizard if changes are necessary.

State TOI Sub-TOI Filing Types Companies

AAA Life Insurance Company

alabama 04.0 Homeowners 04.0001 Condominium Homeowners Rate :
\uto Club Life

AAA Life Insurance Company

Alabama 04.0 Homeowners 04.0001 Condominium Homeowners Form A >
Auto Club Life
Colorado 04.0 Homeowners 04.0001 Condominium Homeowners Rate Auto Club Life
Florida P&C - Personal Lines PPA Rate Lo Life Insurance Company
Aute Club Life
Previous Finish
Cancel

&~ step 10 - Final Filing Summary

Finish

1. Click the button to complete the Filing Wizard process. The

My Diraft Filings

completed filing(s) is available from the link. (see below)

At this point you have selected your state(s), TOI, Sub-TOl, Filing Types and added the
companies and contact(s). Your filing container has been created. The next step is to

add the state required documentation to each filing and submit to the state(s).

Filings Billing Settings Filing Rules Reports Templates

My Werkfolder | My Open Filings | Mv Draft Filings | Messages | Search =~ Create Filing | Create Paper Filing = EFT Report

State TOI Sub-TOI Filing Types Companies
AAA Life Insurance Company

Alabama 04.0 Homeowners 04.0001 Condominium Homeowners Rate >
Club Life
Alabama 04.0 Homeowners 04.0001 Cendeminium Homeowners Form . ife [nsurance Company
Aute Club Life
Celorado 04.0 Homeowners 04.0001 Cendeminium Homeowners Rate Aute Club Life
Florida P&C - Personal Lines PPA Rate "‘”‘"‘ Life Insurance Company
Aute Club Life
SERFF Industry Manual Page 83 of 345

Copyright ©2011 National Association of Insurance Commissioners. All rights reserved



SERFF End User Training Manual

P&C Filing at a Glance

Filing at a Glance contains key information about the filing and is always displayed at the

top of the page, regardless of where the Author is working.

The Filing at a Glance contains the following fields:

o Product Name: The name of the product being filed to the state.
e SERFF Tracking (Tr) Num: This number is defined by SERFF.
o SERFF Status: This value is assigned by the SERFF application and

automatically updates as activity occurs on a filing. This field has three main

purposes: (1) Give state and industry a common measure as to where the filing

is in the process, (2) give the SERFF application a mechanism to control

activities that can take place on a filing, and (3) allow for the reporting of metrics

information.

Draft: Filing has been assigned a tracking number but has not been
completed and submitted to the state.

Submitted to State: Author has submitted the filing to the state and the
filing has passed all applicable validations. State can now access the
filing.

Assigned: State has assigned the filing to one or more reviewers, but no
additional action has been taken.

Pending Industry Response: There are one or more open Objection
Letters on the filing that need a response from industry.

Pending State Action: One or more Objection Letters have been
responded to by industry. Filing is still open.

Closed: The state has created a Disposition Report indicating the final
action of the filing. The asterisk indicates that the state Disposition Status
(i.e., Approved, Acknowledged, and Disapproved) will be appended to the
SERFF status.

Reopened: The state has reopened the filing.
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&~ Directly behind the SERFF Status there is a dash and then the
Disposition Status will be listed. This status will only be shown on a

closed filing. See example below:

Add Authors Update Create Reminder HMove to Workfolder PDF Pipeline Return to Search
&
View General Instructions View Filing Leg
Product Name: * CIC 2007 Std Med Supp Rate SERFF Tr Num: XXXX-000517584 SERFF Status: C'DSEd
TOI: Accident and Health State Tr Num: 196536 State Status: Approved
Sub-TOI: Individual Medicare Supplement Co Tr Num: Co Status:
Filing Type: Rate Date Submitted: 03/26/2007 Disposition Date: 03/26/2007

e TOI: Type of Insurance.

e SUB -TOI: Sub-Type of insurance.

o State Tracking (Tr) Num: The state will enter their tracking number, if
applicable.

o State Status: The state will select a State Status, if applicable.

e Company Tracking Number (Co Tr Num): The company will enter their
tracking number for this filing.

e Company Status (CO Status): The Company will select a Company Status, if
applicable.

e Filing Type: Defined in the Filing Wizard during the preparation on the filing.

o Date Submitted: The date the filing is submitted to the state.

o Disposition Date: The date the Disposition Report was submitted to company
and final action taken.

o Effective Date Requested (New or Renewal): This is the effective date the
company is requesting their product be available to sell. It is not necessarily the
date the filing officially becomes effective. The State Insurance Department will
determine the definitive effective date. This is also where the company can
indicate the different effective dates for new or renewal business.

e Authors: Author(s) of the filing.

e View General Instructions link: Click the “i2% General Instructions |ink to be

brought to the specific state instances General Instructions document.
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Add Authors Edit Set Confidentiality Submit Filing Create Reminder Move to Workfolder PDF Pipeline
View General Instructions View Filing Log
Product Name: * Homeowners Product Launch SERFF Tr Hum:  AAAL-126835436 SERFF Status:  Draft
TOL  04.0 Homeowners State Tr Hum: State Status:
Sub-TOL  04.0001 Cendominium Homeowners Co Tr Hum: Co Status:
Filing Type: Form Date Submitted: Mot Submitted Disposition Date:
Effective Date Requested {Hew): Effective Date Requested (Renewal): Authors:  Frances Stuart

LAH Filing at a Glance

Filing at a Glance contains key information about the filing and is always displayed at the

top of the page, regardless of where the Author is working.

The Filing at a Glance contains the following fields:

Product Name: The name of the product being filed to state.

o SERFF Tracking (Tr) Num: This is the number defined by SERFF

o SEREFF Status: This value is assigned by the SERFF application and
automatically updates as activities happen on a filing. This field has three main
purposes: (1) Give state and industry a common measure as to where the filing
is in the process, (2) give the SERFF application a mechanism to control
activities that can take place on a filing, and (3) allow for the reporting of metrics
information.

o Draft: Filing has been assigned a tracking number but has not been
completed and submitted to the state.

o Submitted to State: Author has submitted the filing to the state and the
filing has passed all applicable validations. State can now access the
filing.

o Assigned: State has assigned the filing to one or more reviewers, but no
additional action has been taken.

o Pending Industry Response: There are one or more open Objection
Letters on the filing that need a response from industry.

o Pending State Action: One or more Objection Letters have been
responded to by industry. Filing is still open.

o Closed: The state has created a Disposition Report indicating the final
action of the filing. The asterisk indicates that the state Disposition Status
(i.e., Approved, Acknowledged, and Disapproved) will be appended to the
SERFF status.)
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o Reopened: The state has reopened the filing.

e TOI: Type of Insurance.

e Sub - TOIl: Sub-Type of insurance.

o State Tracking (Tr) Num: The state will enter their tracking number, if
applicable.

o State Status: The state will enter a State Status, if applicable.

o Company Tracking Number (Co Tr Num): The company will enter their
tracking number for this filing.

¢ Company Status (CO Status): The Company enters their status of the filing.

¢ Filing Type: Defined in the Filing Wizard during the preparation on the filing.

o Date Submitted: The date the filing is submitted to the state.

e Disposition Date: The date the Disposition Report was submitted to company
and final action taken.

o Implementation Date Requested: The date the company expects to have the
product ready for market.

e Authors: Author of the filing.

e View General Instructions link: Click the “ig% General Instructions ink to be

brought to the specific state instances General Instructions document.

Add Authors Edit Set Confidentiality Submit Filing Create Reminder HMove to Workfolder PDF Pipeline

View General Instructicns View Filing Log

Product Name: * Health Product Launch SERFF Tr Num: AAAL-126885444 SERFF Status:  Draft
TOl HO2G Group Health - Accident Only State Tr Hum: State Status:
Sub-TOI: HO2G.000 Health - &ccident Only Co Tr Hum: Co Status:
Filing Type: Form/Rate Date Submitted: Not Submitted Disposition Date:
Implementation Date Requested: Authors:  Frances Stuart
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Draft Filings

ME
‘.;-EMER

After completing the Filing Wizard process, the Filing Wizard automatically generates the

number of draft filings to be prepared for submission to the selected states.

Prior to submission, the Author must complete the filing requirements. Placing the
cursor over a filing in the Draft view, highlights that filing and the filing can be opened by

clicking anywhere on that row.

Filings { Billing Settings Filing Rules Reports Templates

My Workfolder | My Open Filings | My Draft Filings = Messages | Search — Create Filing | Create Paper Filing | EFT Report

My Draft Filings

Move to Workfolder Submit Selected Filings Import Templates Bypass/Satisfy Delete Draft

Filings Filings 1-10 of 10 | First | Previous | Mext | Last

& [~ | State [=1 | Product Mame Company Tracking # Create Created By
[0 alabama Health Product Launch Dec 14, 2010 Frances Stuart Draft
O alabama Health Preduct Launch Dec 14, 2010 Frances Stuart Draft
[0 alabama Health Product Launch Dec 14, 2010 Frances Stuart Draft
[0 alabama Health Product Launch Dec 14, 2010 Frances Stuart Draft
[ alabama Homeowners Preduct Launch Dec 14, 2010 Frances Stuart Draft
[0 alabama Homeowners Preduct Launch Dec 14, 2010 Frances Stuart Draft
[0 Alabama Health Test Nov 30, 2010 Frances Stuart Draft
O alabama Health Test Nov 30, 2010 Frances Stuart Draft
O colorads Homeowners Product Launch Dec 14, 2010 Frances Stuart Draft
[ Flarida Homeowners Preduct Launch Dec 14, 2010 Frances Stuart Draft

Filings 1-10 of 10 | First | Previous | Hext | Last

Move to Workfolder Submit Selected Filings Import Templates Bypass/Satisfy Delete Draft

& Thereis a grey dollar sign next to the Draft Filing for Alabama in the above
screen shot. This icon indicates that Alabama is eligible for EFT. Once the EFT
section of the Filing Fees tab has been completed and the filing submitted, the

dollar sign will turn to green, as shown below:

& O alsbama Jul 25, L071 Individual Life - Whole/L0O7I.101 Form Closed- AAAL-126737026 SL-10
2010 Fixed/Indeterminate Premium - Single Approved as
Life revised
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@Opening a Filing from Draft Filings

1. To open the filing, click anywhere on the filing.

”
2. To edit the filing, click on the L= button.

Add Authors Edit Set Confidentiality Submit Filing Create Reminder Move to Workfolder PDF Pipeline

View General Instructions View Filing Log

Product Name: * Homeowners Product Launch SERFF Tr Num: AAAL-126885436 SERFF Status: Draft
TOl:  04.0 Homeowners State Tr Num: State Status:

Sub-TOl:  04.0001 Condominium Homeowners Co Tr Num: Co Status:

Filing Type: Form Date Submitted:  Not Submitted Disposition Date:

Effective Date Requested (Hew): Effective Date Requested (Renewal): Authors:  Frances Stuart

View Filing Log

Users have the ability to view activity history on a filing with the View Filing Log feature.
The activities displayed are limited to Filing Events and do not include events that occur
outside the filing flow. The View Filing Log feature is particularly helpful if more than one

person has worked on a filing or if there was a problem with the filing.

%~ How to Access the Filing Log
1. When in a filing, will be shown under the state name.

Add Authors Update Create Reminder Move to Workfolder PDF Pipeline Return to Search
&
View General InstructiongView Filing ch]

Product Hame: * Whole Life SERFF Tr Hum: A/AL-126737026 SERFF Status: Closed-Approved as revised
TOL  L07I Individual Life - whole State Tr Hum: State Status:
Sub-TOl: L071.101 Fixed/Indeterminate Premium - Single Life CoTrNum: SL-10 Co Status:
Filing Type:  Form Date Submitted: 07/25/2010 Disposition Date:  08/06/2010
Implementation Date Requested: On Approval Authors:  Victoria Windham , Barbara Hassell

2. Click on[¥iztFiling Lod] jjny
3. The View Filing Log will appear showing activity on the filing.
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Close

Filing Compan

TOIL:
Product Name:

Project Name:

Date of Event
8/6/10
§:11:43 AM
8/6/10
8:11:43 AM

8/e/10
8:11:38 AM

SERFF Tracking Number:

Company Tracking Number:

Filing Event Log

126737026 State: Alabama

' A ife Insurance Company State Tracking Number:

SL-10

LO7I Individual Life - Whole Sub-TOI: L071.101 Fixed/Indeterminate Premium - Single Life
: Whole Life
Simple Life

Detail User

Public Access Status of Disposition(126557060) submitted on 08/06/2010 was Changed to true. Jennifer
Haskell

Disposition(126557060) for Filing AAAL-126737026 was Submitted with a Status of Approved as revised. Public Access Status has been Set by Default. Jennifer
Haskell

Public Access Status of this filing was Changed to true. Public Access Status of Objection Letter{125668501) submitted on 07/27/2010 was Changed to true. Jennifer

Public Access Status of Response Letter(125676295) submitted on 08/05/2010 was Changed to true. Public Access Status of Whole Life Insurance Policy Haskell

(140427286) was Changed to true. Public Access Status of Accelerated Death Benefit Endorsement (140257183) was Changed to true. Public Access Status of

Disability Waiver of Premium (140257184) was Changed to true. Public Access Status of Travel Accident Rider(140427287) was Changed to true. Public

Access Status of Daily Benefit Rider (140257186) was Changed to true. Public Access Status of Accidental Death Benefit Rider (140257187) was Changed to

true. Public Access Status of Child Term Rider (140257188) was Changed to true. Public Access Status of Direct Sold Application(14025718%) was Changed to

true. Public Access Status of Agent Sold Application(1402571580) was Changed to true. Public Access Status of Third Party Authorization(140242036) was

Changed to true. Public Access Status of Readability Certification{140257191) was Changed to true. Public Access Status of Statement of Variability

(140257192) was Changed to true. Public Access Status of Accelerated Death Benefit - Supporting Documents(140257193) was Changed to true. Public

Access Status of Base Premiums(140257194) was Changed to true.

Response Letter(125676255) for Filing AAAL-126737026 was SUBMITTED. Barbara
Hassell

Close

4. When finished, click

General Information

. The user will be returned to the filing.

The General Information tab contains the filing description and is Business Type

specific. It is designed to capture both the general information needed for a filing and

the specific information requested in the NAIC Uniform Transmittal Document. This

information is not editable once the filing has been submitted.

Product Name: * Homeowners Product Launch
TOL  04.0 Homeowners
Sub-TOL  04.0001 Condominium Homeowners

Filing Type: Rate

Effective Date Requested (New): Effective Date Requested (Renewal): Authors:  Frances Stuart
[ General Form Rate/Rule Supporting State Companies Filing Filing
Information Schedule Schedule Documentation Specific and Contact Fees Correspondence

view General Instructions View Filing Log

SERFF Tr Hum: AAAL-126885435 SERFF Status:  Draft

State Tr Num: State Status:

Co Tr Hum: Co Status:

Date Submitted:  Not Submitted Disposition Date:

These fields may also be entered during the Filing Wizard.
o Project Name: The Author may enter a project name for this filing.
e Project Number: The Author may enter a project number.
e Status of Filing in Domicile: Place to indicate the status of company’s
authorization to file in state. This is not a required field.

o Filing Status Changed: The Date the status of the Filing changed.

SERFF Industry Manual
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o State Status Changed: The Date the State status changed.

¢ Domicile Status Comments: Additional comments may be added in the field.

e Corresponding Filing Tracking #: For those states that do not accept a rate
and a form in the same filing, the Author can use this field to reference the Form /
Rate SERFF Tracking Number.

o Reference Organization (if applicable): The name of the advisory
organization—i.e. 1ISO, NCCI, AAIS, etc. or an Insurance Company name if “me
too filing” is permitted. Some states allow companies to reference another
company’s filing. A “me too” filing is when one company adopts another
company’s filing. Usually they are not part of the same group. You should check
with each state to determine their rules on these filings. If permitted, use this area
to indicate either an advisory organization name or “me too” company name.

o Reference Organization Number & Title (if applicable): This is the unique
number that the reference organization gives to the filing. It is generally not the
same number as the circular number.

e Advisory Org Circular: This is a unique number that reference the circular
number.

e Company Status Changed (if applicable): The Date the Company status
changed.

e Assigned to: This is the State reviewer(s) assigned to the filing.

¢ Request Filing Mode (if applicable): The reason the filing is being submitted to
the State.

o Submission Type (if applicable): If resubmission, provide the state tracking
number for the prior Submission if it was provided by the state. If no state
tracking number is available, and the prior filing was made in SERFF, provide the
prior filing’s SERFF Tracking Number. If neither is available, leave this blank.

o Overall Rate Impact (if applicable): This is the statewide average percentage
change to the Accepted rates for the coverage’s included for each company.

e Market Type (if applicable): An identification of the targeted group or
individuals. (This is a required field for PPACA-related filings only, but is

encouraged to be completed on all LAH filings)
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¢ Individual Market Type: If Individual is selected on Market Type then the filing

author will select Individual or Non-Employer Group-Individual under Individual
Market type (for PPACA-related filings only).

Market Type: *

Individual Market Type:

ndividual i
O 1ndividual
] Mon Employer Group - Individual

o Group Market Size: If Group is selected under Market Type fields for Group

Market Size fields are presented. (This is a required field for PPACA-related

filings only, but encouraged to be completed for all LAH filings)

Market Type: * v

Group Market Size: * | -Please Select-

b Group Market Type: [ empleyer
O asscciation
[ slanket
[ iscretionary
O Trust
[ non Employer Group
[ other

Explanation For Other Group Market Type: | |

o Filing Description (if applicable): This area should be used in lieu of a Cover

Letter or Filing Memorandum and is free-form text.

o Patient Protection and

Affordable Care Act (PPACA- LAH Only): This field is

used to identify filings that are being submitted to comply with the requirements
of the Patient Protection and Affordable Care Act (PPACA). Select 'Not PPACA-
Related' when NONE of the filing content is related to PPACA. If 'Not PPACA-

Related' is chosen, no other values may be selected. While the field allows for

multiple PPACA-related
to determine if the state

a required field.)

selections, please check the state General Instructions

to which you are filing allows multiple selections. (This is

PPACA: *
@ what is PPACA?

[] not PRPACA-Related
] Mon-Grandfathered Immed Mkt Reforms
] Grandfathered Immed Mkt Reforms

SERFF Industry Manual

Page 93 of 345

Copyright ©2011 National Association of Insurance Commissioners. All rights reserved




SERFF End User Training Manual

The only other difference between a PPACA filing and a typical SERFF filing is
the addition of a required Supporting Documentation item — the PPACA Uniform
Compliance Summary.

- .
@b B Name: |PPACA Uniform Compliance Summary
Comment
L{? index health reform ppaca uniform compliance summary.pdf Remove
Attach Files |
Remove

The PPACA Uniform Compliance Summary intends to assist the industry by
ensuring filings comply with immediate market reforms, effective 9/23/2010.
Please complete the form in full and ‘Satisfy’ this Submission Requirement in the
same manner you would other Submission Requirements. Accurate and
completeness of the form will help the states’ identify and review your PPACA-
related filing. Complete the balance of your SERFF filing as usual (attach the
necessary forms and address any other Submission Requirements), and then
submit your filing.
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[ General ] .Form Rate/Rule Supporting State Companies Filing Filing
Information | Schedule | Schedule Documentation Specific | and Contact | Fees Correspondence
Project Name: Project Humber:
Status of Filing in Domicile:
Domicile Status Comments:
Filing Status Changed: 12/14/2010 State Status Changed:
Company Status Change:
Reference Organization: | | ReferenceMumber: [ |
ReferenceTie: [ | Advisory Org. Circular: [ |
Assigned To:
Created BY: Frances Stuart Submitted By:
Corresponding Filing Tracking Number: [ |
Filing Description: *
LAH Filing — General Information
General Form Rate/Rule Supporting Companies Filing Filing
Information | Schedule | Schedule Documentation | and Contact | Fees | Correspondence
PPACA:* [ mot PPACA-Related

vhat is PPACA?

Project Name:
Status of Filing in Domicile:

Domicile Status Comments:

Filing Status Changed:
Company Status Changed:
Requested Filing Mode:
Submission Type:

Overall Rate Impact:
Market Type: *

Group Market Size: *

Assigned To:
Created By:
Corresponding Filing Tracking Number;

Filing Description: "

[ Mon-Grandfathered Immed Mit Reforms
[ Grandfathered Immed Mkt Reforms

HPL 2011
-Please Select- | ¥

Date ApprovedinDomicile: [ |[m]

State Status Changed:

12/14/2010

O Employer

[ association

[ slanket

[ piscretionary

[T Trust

O Nen Emplayer Group
O other

Group Market Type:

Explanation For Other Group Market Type: l:l

Frances Stuart Submitted By:

[
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Form Schedule
The Author adds all Form Schedule data under the Form Schedule tab.

e Form Name - Enter name of Form being submitted.

e Form Number - Enter Form Number of Form being submitted.

e Edition Date (P&C only)- Enter the month and year the form was developed.

e Form Type- There are many types of forms (i.e. policy, contract, advertisement,

etc.). Click the Form Type selection box and choose appropriate type of form for

the filing.

e Action- Click the Action selection box and select appropriate action for the filing
o New (P&C)
o Replacement (P&C)
o Withdrawn (P&C)
o Initial (LAH)
o Other (LAH)
o Revised (LAH)

e Action Specific Data:
o Replaced Filing Number - Enter the form number that is being replaced
by a previously submitted form.
o Previous Filing Number- Enter the previous filing number if a
replacement form is being submitted.
o Readability Score- Indicates reader comprehension. Enter if required by the

state.

@~ Attaching Files for Schedule Items

The Author may attach and upload up to 5 files per line item at one time.

Select Form Form Form Action ¥ Action Specific | Readability Attachments Submitted
IF] Humber Type * Hame * Data Score

1. Click on the | actachFiles | button on the line item.
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2. Click on the button.

Attachments larger than 2MB or Microsoft Word(tm)
documents cannot be uploaded to SERFF.

File 1: | ” Browse. .. |
File 2: | ” Browse. .. |
File 3: | ” Browse. .. |
File 4: | ” Browse. .. |
File 5: | ” Browse. .. |

Upload | Cancel |

¥~ Word documents and files over 3mb will not be allowed to be uploaded into the

system.

3. Select the appropriate file and click on E.

Loak i IEL.-'E-. j o ek -

EHealthCDmp.ﬁ.FFidavit.deE
'@HeaIthTransmittaIEDDS-D?-24.|:u:|F
'@hipaainst_wnrksheet.pdf

File name: I j Open I
Files of type: I,-'l'-.ll Filez [*%] j Cancel |
g
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4. Click on button when all files are uploaded.

Attachments larger than 2MB or Microsoft
Word(tm) documents cannot be uploaded to

SERFF.

File 1: |HealthCompAHidavit pdf || Brows=... |
File 2: | |[ Browse... |
File 3: | || Browse... |
File 4: | || Brows=... |
File 5: | |[ Erowss... |
Upload I Cancel |
”Form Schedule
Form Count: 1

Select Form Form Edition Form Action * Action Specific | Readability Attachments Subn|

O Mame * Number Date Type * Data Score

O Forma | [z34 | [z010 A0V (% | Hew Attach Files

# GodzillaExclusion.pdf Remove

1. Click the ﬂ button to initiate a row where Form data will be entered.

2. Complete the required fields.

The Author attaches all forms related items on the Form Schedule tab.

4. Continue to click on the button in order to add additional rows and

attachments.
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&~ Form Schedule Using Templates

& The Import Template

button will be visible if the Author has created

Schedule Templates. See how to create Schedule Templates later in this

lesson.
1. Click the Lot emplake button to import a Schedule Template.
General [ Form ] . Rate/Rule Supporting Companies Filing Filing
Information Schedule Schedule Documentation and Contact Fees Correspondence
Form Count: 0
Select Form Form Edition Form Action * Action Specific Readability Attachments Submitted
| Name * Number Date Type * Data Score
Delete Selected Add Import Template
. . . Import
2. Select the appropriate Template to import. Click the button.
Select Template(s) to Import
Import Close
Template Hame Template Owner
Form - F&C Frances Stuart
Import Close
3. The Form Schedule item has now been added to the filing.
General Form | Rate/Rule Supporting State Companies Filing Filing
Information Schedule Schedule Documentation Specific and Contact Fees Correspondence
Form Count: 1
Select Form Form Edition Form Action * Action Specific = Readability Attachments Sub|
F Name * Number Date Type * Data Score
O Forma | [eee= | [z010 ADV [ | New v 0 Attach Files
# GodzillaExclusion.pdf Remove

SERFF Industry Manual
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Rate/Rule Schedule — P&C

The Author completes any Rate/Rule Schedule items under the Rate/Rule Schedule tab.

The information in this tab can be updated post-submission. All Rate/Rule related

attachments will be attached here.

o Filing Method - This is the review method for which the filing is being submitted.

See state specific requirements.

o Rate Change Type — The Author can choose from either:

¢

¢

¢

Increase
Decrease

Neutral

e Overall Percentage of Last Rate Revision -This is the statewide average of the

last percentage change implemented in the state.

o Effective Date of Last Rate Revision-This is the implementation date of the last

overall percentage rate impact.

¢ Filing Method of Last Filing- This is the review method for which the last filing

was submitted. See state specific requirements.

¢ Company Rate Information

SERFF Industry Manual

¢

Overall Percentage Indicated Change (when applicable) — This
field is only to be completed when an actuarial indication is
included in the filing submission.

Overall % Rate Impact - This is the statewide average percentage
change to the accepted rates for the coverage’s included for each
company.

Written premium change for this program - This is the statewide
change in written premium based on the proposed overall
percentage rate impact for each company.

Number of policyholders affected for this program - This is the
number of policyholders affected by the overall percentage rate
impact for each company.

Written premium for this program - This is the statewide written

premium for each company.
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¢ Maximum % Change & Minimum % Change — This information
should be completed if required by the state to which the filing is
being submitted.
e Overall Percentage Rate Indicated for this Filing — Overall % Rate Indicated.
e Overall Percentage Rate Impact for this Filing- Overall % Rate Impact.
e Effect of Rate Filing — Written Premium Change for this Program- Written
premium for this program.
o Effect of Rate Filing — Number of Policyholders Affected — Number
Policyholders impacted.
If there are multiple companies on a filing, the Overall Rate Information (Premium

and Policyholders) will automatically calculate for the user

[ Rate/Rule

General Form Supporting Companies Filing Filing
Information Schedule Schedule Documen tation and Contact Fees Corres) pondence

Add Rate Data?|* vez T | No

Filing Method:

Rate Change Type: Please Select- b
Overall Percentage of Last Rate Revision:

Effective Date of Last Rate Revision: (=)
Filing Method of Last Filing:

Company Rate Information
Company Overall % Indicated Overall % Rate Written Premium # of Policy Holders  Written Premium for Maximum % Change  Minimum % Change
Name: Change: Impact: Change for this Affected for this this Program: (where required): (where required):
Program: Program :

ARA Life % % § s

Insurance

Company

America's % % $ g

Best

Company

Overall Rate Information for Multiple Company Filings

Overall Percentage Rate Indicated For This Filing:

Overall Percentage Rate Impact For This Filing:

Effect of Rate Filing-Written Premium Change Fer This Program: s

Effect of Rate Filing - Number of Policyholders Affected:

Select Exchibit Name: * Rule# or Page #: Rate Action: * Previous State Filing Number: Attach Document: Submitted:
O
Delete Selected Add Import Template
| Icon Legend: il - Draft Schedule Ttem [Tl - Open Objection |

The Rate/Rule schedule contains the following fields:

e Exhibit Name- This is a list of Rate and Rules and various exhibit data
being filed.

e Rule/Page #- This is the list of changes to the Rate/Rule manual.
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e Rate Action — The type of rate action being submitted.

o New

. #*
o Replacement Rate Action:

o Withdrawn

-Pleaze Select- |w

” EI\‘FI
Replacement
Withdrawn

e Previous State Filing Number - If rate data is being replaced or
withdrawn, the Previous State Filing Number field is displayed. This field

will not display if a ‘Rate Action’ of new is selected. This is required field.
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The Author completes any Rate/Rule Schedule items under the Rate/Rule Schedule tab.

The information in this tab can be updated post-submission. All Rate/Rule related

attachments will be attached here.

[ Rate/Rule |

General Farm Supporting State Companies Filing Filing
Information Schedule Schedule Document tation Specific and Contact Fees Correspondence
Add Rate Data? @ ves © o

Filing Method: I
Rate Change Type: -Please Select- *
Overall Percentage of Last Rate Revision: [
Effective Date of Last Rate Revision: =
Filing Method of Last Filing: [

Company Rate Information

Company Company Rate Overall % Indicated  Overall % Rate Written Premium # of Policy Holders  Written Premium for

Maximum % Change  Minimum % Change

Name: Change? * Change: Impact: Change for this Affected for this this Program: (where required): (where required):
Program: Program:
Auta Club [-Plesse Select- 7] | 2 | J% 4] I | 5] ) % | [
Life
Edit Rate Review Detail
Product Types: @ HMO PPO EPO POS HSA HDHP FFS Other

Humber of Policy Holders: * | | | | | | | | | | ‘ ‘ ‘ ‘ ‘ ‘

Number of Covered Lives: * | | | | | | | | | | ‘ ‘ ‘ ‘ ‘ ‘
Select Document Name: Affected Form Numbers: Rate Action: ™ Rate Action Information: Attach Document: Submitted:
r (Separate with commas)

Delete Selected Add
Icon Legend: ||| - Draft Schedule Item [f] - Open Objection & - Complete Rate Review Detail &, - Incomplete Rate Review Detail

Save | Apply || Cancel

The Rate/Rule Schedule contains the following fields:

e Company Rate Change: The industry filer will identify the type of rate

change. (see below) This field is only applicable to

filings.

Company Rate
Change? *

-Pleaze Select- »
Increaze

Decreaze

Meutral

Mew Product

e Product Type: For each company on a PPACA-rel

PPACA-related rate

ated Rate filing, a

table of Product Types will display. (see below) These fields will be used
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he states that applied for and received Premium Review Grant Funds

to report to HHS.

HMO - Health Maintenance Organization
PPO - Preferred Provider Organization
EPO - Exclusive Provider Organization
POS - Point of Service
HSA - Health Savings Account
HDHP - High Deductible Health Plan
FFS - Fee for Service
s

Edit Rate Review Detail
For each company on a PPACA-related rate filing the industry filer will

complete fields that will be used by the state to report to HHS. Fields marked

with an

Compa

asterisk are required fields which will vary depending on the

ny Rate Change selection. All data that is entered by the company is

for the company that you are submitting this rate related filing.

SERFF Industry Manual

HHS Issuer id: The unique identifier as assigned by the HHS HIOS
system. This will be required upon submission for a PPACA-related
rate filing.

Product Names: The "street" name of the insurance product as sold
by the insurance company. This will be one string but may have
commas in the data for other systems benefit. This will be required on
submission on PPACA rate related filings.

Trend Factors: Text description of trend factors and rating factors
used in developing the rate.

New Policy Forms: A policy is a 'New' issue if it has never been

issued before. HHS wants the names of all new policies listed here.
Affected forms for Closed Blocks: Demonstrates if the rate for the

policy is "open", "closed". An open policy is one that is available for

sale to new enrollees
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Other Affected Forms: The insurer will list other affected forms.

Requested Rate Change Information

Change Period: Demonstrates the time for which the premium change
is effective. If there are multiple different change periods on products
within the filing, the filer should select 'Other'. The choices are Annual,
Semi-annual, Quarterly or Other. This is a required field.

Member Months: The member months used for the purpose of the
rate development. This is not a required field on a New Product.
Benefit Change: Data will be collected at the company level. This is a
dropdown with the options of No Change, Increase, Decrease.
Percent Change Requested- (Min, Max, Weighted Average): The
percentage of change approved can be a positive or negative number

or 0.

Prior Rate

Total Earned Premium: The total dollar amount collected for the
purpose of premium payments.

Total Incurred Claims: The total dollar amount paid for services
incurred.

Annual Dollars-(Min, Max, Weighted Average): The dollar amount of
the Prior Annual Rate. This will be identified in 3 fields that should

show minimum, maximum, and a weighted average.

Requested Rate

SERFF Industry Manual

Projected Earned Premium: The total dollar amount collected for the
purpose of premium payments.

Projected Incurred Claims: The total dollar amount paid for services
incurred.

Annual Dollars — (Min, Max, Weighted Average): The minimum dollar

amount of the New Annual Rate.
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F The weighted average should be calculated by weighting the increases using

volume of premiumes.

Premium Weighting of the Premium
Minimum increase $10M 10% of $10M=$1M
requested: 10%
Maximum increase 20M 20% of $20M=$4M
requested: 20%
Total: $30M $5M

$5M/$30M=.1667 Weighted Average = 16.67%

Company Name: Auto Club Life

HHS Issuer ID:

Product Names: ‘& *

Trend Factors:

FORMS: * &
New Policy Forms:

Affected Forms for Closed Blocks:

Other Affected Forms:

REQUESTED RATE CHANGE INFORMATON:

Change Period: * & -Please Select- w

Member Months: *

Benefit Change: ™ -Please Select- »
Percent Rate Change Requested:  Min: * Max: * Weighted Ave.: & *
PRIOR RATE:

Total Earned Premium: *
Total Incurred Claims: ™

Annual $: Min: Max: ™ Weighted Avg.:: & *
REQUESTED RATE:

Projected Earned Premium: *

Projected Incurred Claims: *

©
*

Annual $: Min: Max: ™ Weighted Avg.::

Cancel Apply
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%~ On the Edit Rate Review Detail page there are help links for some of the

fields. Click on the button to display the related help. (see below)

FORMS: ™ ETF_")
Mew Policy ms:

Affected Forms for Closed Blocks:

At least one of the three Form fields must be
completed. All form numbers must be listed
Other Affected Forms: individually and separated by commas.

Apply
After completing all the fields the filer will click the button.

@ Edit Rate Review Detail

After the industry filer saves the filing the icon will change to complete if

industry filer has completed all the required fields.

| Icon Legend: | ;| - Draft Schedule Item || - Open Objection @ - Complete Rate Review Detail & - Incomplete Rate Review Detail

e Number of Policy Holders —For each company on a PPACA-related
Rate filing, a table of Product Types will display and at least one column
(pair) of values must be entered for the new fields: Number of Covered
Lives and Number of Policy Holders). These fields will be used by the
states that applied for and received Premium Review Grant Funds to
report to HHS.

e Number of Covered Lives - For each company on a PPACA-related
Rate filing, a table of Product Types will display and at least one column
(pair) of values must be entered for the new fields: Number of Covered
Lives and Number of Policy Holders). These fields will be used by the
states that applied for and received Premium Review Grant Funds to
report to HHS.

e Document Name- This is a list of Rate and Rule and various exhibit data
being submitted.

o Affected Form Number- This is the list of changes to the Rate/Rule

manual.
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e Rate Action — The type of rate action being submitted.

o New Please Select- -]
o Revised -Please Select-

o Other

e Rate Action Information — Select Revised or Other from the Rate

Action. The Rate Action Information is displayed. This is a required field.

&~ Rate/Rule Schedule

1. Select radio button if Rate data applies or does NOT apply to filing. If ‘does NOT
apply to filing’ is selected, rate related fields will not display. The Rate/Rule
Schedule defaults to ‘does NOT apply’.

2. If Rate data applies to filing, complete the appropriate fields.

3. Click on the Button to add Rate and /or Rule data and file attachments.

Select Exhibit Name: * Ruled or Page #: Rate Action: * Previous State Filing Humber: | Attach Document: Submitted:
O
O | Pleass Select- v Attach Files
Delete Selected Add Import Template

%~ The P&C Rate/Rule schedule contains the following fields:

e Exhibit Name- This is a list of Rate and Rules and various exhibit data being
filed.
e Rate/Rule or Page Number- This is the list of changes to the Rate/Rule manual.
¢ Rate Action — The type of rate action being submitted.
¢ New
¢ Replacement
¢ Withdrawn
o Previous State Filing Number — If rate data is being replaced or withdrawn, the
Previous State Filing Number field is displayed. This field will not display if a

‘Rate Action’ of new is selected.
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¥~ The LAH Rate/Rule schedule contains the following fields:
e Document Name- This is the name of the data being filed.
e Affected Form Numbers- This is the list of changes to the Rate/Rule manual.
e Rate Action — The type of rate action being submitted.
¢ New
¢ Other
¢ Revised

e Rate Action Information — If rate data is being replaced or withdrawn, the
Previous State Filing Number field is displayed. This field will not display if a

‘Rate Action’ of new is selected.
&~ Remove a Rate/Rule Schedule or Attachment

1. Click on the check box next to the line item and then click the

| Delete Selected | b tton to remove information from the Rate/Rule

Schedule. All information entered will be deleted.

Select Exhibit Hame: *

Delete Selected |

%~ Note: Clicking on the Remove link next to the added attachment deletes the

attached file (see below). This does not delete the new rate information displayed

on the rate/rule schedule. Clicking on the | Delete Selected | button next to

the exhibit name deletes the added rate information and any attached files (see

above).

Attach Documenk:

Attach Files |
01-EVENT MWOTES.doc Remove
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&~ Rate Schedule Using Templates

Import Template

F  The button will be visible if the Author has created

Schedule Templates. See how to create a Schedule Templates later in this

lesson.

Import Template

1. Click the button to import a Schedule Template.

General Form Rate/Rule Supporting State Companies Filing Filing
Information Schedule Schedule Documentation Specific and Contact Fees Correspondence
Add Rate Data? (O ves @& neo
Select Exhibit Name: * Rule# or Page #: Rate Action: Previous State Filing Number: Attach Document: Submitted:
]
Delete Selected Add Import Template
Icon Legend: | g - Draft Schedule Item [ - Open Objection
. . . Import
2. Select the appropriate template to import. Click the button.
Import Close
Template Name Template Owner
[0 mate - pac Frances Stuart
Import Close
3. The Rate/Rule Schedule item has now been added to the filing.
General Form [ Rate/Rule | Supporting State Companies Filing Filing
Information Schedule Schedule Documentation Specific and Contact Fees Correspondence
Add Rate Data? O ves @ ne
Select Exhibit Name: * Rule# or Page #: Rate Action: * Previous State Filing Number: | Attach Document: Submitted:
]
O [Rate ] Hew v Attach Files
# Premiumandloss Experience Exhibit.xls Remove
# Premiumandloss Experience Exhibit.odf Remove
Delete Selected | Add | Import Template
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Supporting Documentation

General Form Rate /Rule | Supporting | Companies Filing Filing
Information Schedule Schadule Documentation and Contact Fees Correspondence

The Supporting Documentation tab provides functionality for attaching information to a
filing that might be required when submitting a SERFF filing. Clicking the tab displays a

list of state-defined requirements.

Each requirement has an option to Bypass or Satisfy. If the Author chooses to Bypass
the requirement, an explanation is required. If the Author chooses to Satisfy the
requirement, the Author must first either attach a file or check No Attachment
Required. Once one of the above has been completed, the Author may enter an

optional comment pertaining to the requirement.

General rm Rate/Rul
d

enera Fol = Supporting State Companies Filing Filing
Information Schedule Schedule tation i ees

Documen

Expand All Collapse All |\ View Additional Info
J Actuarial Memorandum
_ Authorization Form
Icon Legend: i - Mo Action Taken @) - Satisfied @ - Bypassed & - User Added | j - Draft Schedule Item [fj, - Open Cbjection

The Author can expand, collapse, or bypass multiple requirements. When collapsed,
only the Requirement Name and its Status (No Action Taken, Satisfied, or Bypassed)
are visible. When a requirement is expanded, the Author can also see the state’s
description of the requirement and any attachments the state has added for the
requirement. Links in the requirement description will be active, meaning they can be

clicked and a new window will open with the web address referenced.
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| state Companies Filing Filing

| Supporting
Specific | and Contact | Fees Correspondence

Documentation

General Form Rate/Rule
Information Schedule Schedule

Expand All Collapse All | View Additional Info |

2 Actuarial Memorandum
Description
Any actuarial documents that will help to support the change. Of those, the required exhibits consist of a 5-year rate change history, a histogram showing the
percentage of insured's falling with a range of premium increase. i.e. (0-10%, 10-20% increase, etc.) and a worst case scenerio after all changes have been
considered. Also, if it is an initial program, a competitors comparison exhibit is always helpful.

Clicking the Satisfy button reveals the following options:

o Comment text box- Comments may be added after attaching a file.

e No Attachment Required check box- Use this check box to indicate that no
attachment was required for this item. This will allow the requirement to pass
completeness validation when submitting the filing to state regulators.

e Attach Files button- Use this button to attach supporting documentation to this
requirement.

o Reset button- Clears all information from the requirement and resets the
status flag to “No Action Taken” (this is applicable to both satisfy and bypass).

Expand All | Collapse All | Bypass Multiple | View Additional Info |

[] /*» @MName: Actuarial Memorandum

to standard actuarial support, please provid
proposed impact of this particulz

Comment

[J No Attachment Required

Attach Files
Reset
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@DSupporting Documentation

Bypass
1. To Bypass Multiple Requirements, click thel Bypass Multiple _ | button and
click on the check box next to each Requirement.
General Form Rate/Rule ‘ Supporting ‘ State Companies Filing Filing
Information Schedule Schedule Documentation Spacific and Contact Faes Correspondence
Expand All Collapse All I Bypass Multiple ' View Additional Info
- Actuarial Memorandum

Authorization Form

Add Supporting Documentation |

Icon Legend: &, - No Action Taken () - Satisfied @ - Bypassed &3 - User Added | 4| - Draft Schedule Ttem
i, - Open Objection

Expand All | Collapse All | Bypass Multiple

Bypass Reason

Multiple Supporting Document Bypass

Pleaze zee filing fees tab and Form Schedule

Bypass Cancel

2. Enter explanation in the Bypass Reason text box and click the
| Bypass | button.
3. To Bypass an Individual Requirement, click theI Bypass Ibutton to
skip the item listed.
4. Enter explanation in the Bypass Reason text box.
Satisfy
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. I Satisfy || .
5. Click the button to attach a file and add comments.
General Form Rate/Rule ( Supporting State Companies Filing Filing
Information Schedule Schedule Documentation Specific and Contact Fees Correspondence
Expand All Collapse All | Bypass Multiple | View Additional Info

[ 4 @ Actuarial Memorandum
Description
Any actuarial documents that will help to support the change. Of those, the required exhibits consist of a S-year rate change histary, a histogram showing the

percentage of insured's falling with a range of premium increase. i.e. (D 10%, 10-20% increase, etc.) and a worst case scenerio aFter’ all changes have been
considered. Alzo, if it iz an initial program, a competitors comparison exhibit iz always helpful.

Bypass

Satisfy [

6. Click the L_AttachFiles |, iionto specify files for associating with the filing.

Expand All ‘ Collapse All | Bypass Multiple | View Additional Info |

O @ actuarial Memorandum
Description

Lny actuarial documents that will help to support the change. Of those, the required exhibits consist of a 5-year rate change history, a histogram showing the
parcentage of insured's falling with a range of premium increase. i.e. (D 10%, 10-20% increase, etc.) and a worst case scenerio after all changes have been
considered. Also, if it is an initial program, a competitors comparison exhibit is alway = helpful.

Comment

[J Mo Attachment Required

Attach Files

Reset

7. You may attach up to 5 files at a time. Use the Browse button to navigate to the

file you wish to attach. Then click the button to link the file or files to

the requirement.

%~ Word documents and files over 3mb will not be allowed to be uploaded into the

system.
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Attachments larger than ZMB or Microsoft Word(tm)
documents cannot be uploaded to SERFF.

File 1: |.3:".Dn:|:um5nt3 and Eettings".FEtuart".D||§ Browse. .. |

File 2: | | Browss... |
File 3: | | Browse... |
File 4: | | Browse... |
File 5: | || Browse... |

Upload I Cancel |

Comments may be added before or after files have been attached. The attached files
are listed below the comment box, adjacent to the file Remove option. Attached files

may be removed from the requirement by clicking on the Remove link.

Expand All Collapse All Bypass Multiple View Additional Info

© =2 Actuarial Memorandum

Description
Any actuarial documents that will help to support the change. Of those, the reguired exhibits consist of a 5-year rate change history, a histogram showing the
percentage of insured's falling with a range of premium increase. i.e. (0-10%, 10-20% increasze, etc.) and a worst caze scenerio after all changes have been
considered. &lso, if it is an initial program, a competitors comparison exhibit is always helpful.

Comment

Type your comments in thiz text box.

The text box has a grey background when editing iz not available.
The text box becomes active after a file has been attached.

& pctuarial Memorandum.pdf Remove

Attach Files
Reset

The document links will be active, meaning they can be clicked and a new window will

open with the web address referenced (see below).

# Actuarial Memorandum.pdf Remove

Attach Files |

Reset

SERFF Industry Manual Page 115 of 345
Copyright ©2011 National Association of Insurance Commissioners. All rights reserved



SERFF End User Training Manual

ﬁ H I_il %- ’T i1 Tk o"_‘; i:g & ® |12 - &jcallaborate' /Slgn' lé—j EIj -

THE STATE
OF ALABAMA

DEPARTMENT
OF
INSURANCE

The Status Flag Legend is located at the bottom of the page. Each symbol is described
for easy reference. When a requirement is satisfied, the flag becomes a green dot with

a white check mark inside.

General Form Rate/Rule . Supporting 1 Companies Filing Filing
Information Schedule Schedule Documentation and Contact Faes Correspondence
Expand All Collapse All |
%0 Actuarial Memorandum - Life & Health
Legend: % - No Action Taken k;_‘:' - Satisfied @ . Bypassed &J - User Added

il - Draft Schedule Ttem L. - Open Objection
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Users may review Supporting Documentation by clicking on the plus sign (expand
button). Clicking the expand link reveals the information contained in the comment box

and the attached files are listed below the comments.

General Form Rate/Rule | Supporting | Companies Filing Filing
Information Schedule Schedule Documentation and Contact Fees Correspondence
Expand All Collapse All |

%O = Actuarial Memorandum - Life & Health

Description
This is the document produced and signed by a Certified Actuary that attests to
the wvalidity of the filing information. For life policies, this includes a
description of the policy and reserve and nonforfeiture value methadalogy.
Additianally, annuities must include a surrender charge description. For all
health policies, include the rating methoedology with all appropriate factors

and the actual premium rates to be used. All necessary exhibit files shall be
att_a;hed to thi= component header as necesszary to substantiate the actuary
opinion.

# Actuarial Memorandum. pdf
Submitted
Date Submitted: 12/14/2010
By: Frances Stuart

The Author can add one or more items of Supporting Documentation in addition to the
list provided, which is generated from the state’s Submission Requirements for the
selected TOI/Sub-TOI/Filing Type combination. For each item of Supporting
Documentation added, the Author must provide a Name and Comments or one or more

attachments. The Author may also supply both comments and attachments.

& Any of the information on this tab can be modified until the time the filing is
submitted with the exception of removal of any requirement items created from
the state Submission Requirements list. Once the filing has been submitted,
new or revised items can be added, but the original submission cannot be
changed or removed. The State can define a requirement as Non-Bypassable.
When the Author views the requirement the only available button will be

Satisfy.

View Additional Information
The view additional information button under the Supporting Documentation tab will
display information provided by the state to assist the filer in completing the

supporting documentation requirements.
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General Form Rate/Rule | Supporting | state Companies Filing Filing
Information Schedule Schedule Documentation Specific and Contact Fees Correspondence
Expand All Collapse aAll | Bypass Multiple | View Additional Info

Additional Information for XX XX-000535778 Close

Please submit the Property and Casualty Certificate of Compliance Form when
submitting filings in compliance with Regulation 123

hitp'www.aldoi gov/PDE/123r22001 pdf

@:BypasslSatisfy Multiple Supporting Documents from the Draft View

ME
gmﬁ?‘-

To increase efficiency in preparing a SERFF filing, a user may bypass and/or satisfy

multiple Supporting Document Schedule Items from the Draft view.

My Draft Filings
Move to Workfolder | Submit Selected Filings | Import Templates Delete Draft
Filings Filings 1-10 of 10 | First | Previous | Next | Last
G [~ | State [=] | Product Name Company Tracking # Created Date Created By SERFF Status
] D Alabama Health Preduct Launch Dec 14, 2010 Frances Stuart Draft
7 D Alabama Health Preduct Launch Dec 14, 2010 Frances Stuart Draft
7 D Alabama Health Preduct Launch Dec 14, 2010 Frances Stuart Draft
7 D Alabama Health Preduct Launch Dec 14, 2010 Frances Stuart Draft
7 D Alabama Homeowners Preduct Launch Dec 14, 2010 Frances Stuart Draft
S O alabama Homeowners Product Launch Dec 14, 2010 Frances Stuart Draft
& The S will be available to users in the Draft view.

1. Select the filings in which multiple Supporting Document Schedule ltems are

going to be bypassed or satisfied.
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Move to Workfolder

My Draft Filings

Submit Selected Filings

Import Templates

Bypass/Satisfy | Delete Draft

Filings Filings 1-10 of 10 | First | Previous | Next | Last
& [~ | State [=] | Product Mame Company Tracking # Created Date Created By SERFF Status

L Alabams Health Froduct Launch Dec 14, 2010 Frances Stuart Draft

> Health Froduct Launch Dec 14, 2010 Frances Stuart Draft

2 Health Froduct Launch Dec 14, 2010 Frances Stuart Draft

Bypass,/Satisfy

2. Select

3. Use the empty fields to filter the filings that you wish to bypass or satisfy.

&~ Note: The empty fields in the filter are case sensitive when narrowing the

requirement list.

Bypass Satisfy Reset | Apply Filter Clear Filter
Tracking Number State = | Filing Type Company Name(s) Status Reguirement Name
| \ | I | I A | Pctuerial iemorandum- |
AAAL-126885441 Alabamalife Form/Rate Auto Club Life Actuarial Memorandum - Life & Health
Requirement Last Medified: Jan 27, 2004
AAAL-126885441 Alabamalife Form/Rate Auto Club Life Third Party Authorization
Requirement Last Madified: Nowv 18, 2010
L-126885443 Alabamalife Form/Rate Life Insurance Company Actuarial Memerandum - Life & Health
Reguirement Last Modified: Jan 27, 2004
AAAL-126885443 Alabamalife Form/Rate AAA Life Insurance Company Third Party Authorization
Requirement Last Modified: Now 18, 2010
AAAL-126855444 Alabamalife Form/Rate Aute Club Life Actuarial Memorandum - Life & Health
Requirement Last Medified: Jan 27, 2004
Alabamalife Form/Rate Auto Club Life Third Partv Authorization
Requirement Last Medified: Now 18, 2010
4 clect Apply Filter
. Sel
Bypass Satisfy Reset | Apply Filter Clear Filter
Tracking Number State &  Filing Type Company Name(s) Status Requirement Name
] 0 P
-126885441 Alabamalife Form/Rate Auto Club Life Actuarial Memorandum - Life & Health
Requirement Last Modified: Jan 27, 2004
AAAL-126885443 Alabamalife Form/Rate Aan Life Insurance Company Actuarial Memerandum - Life & Health
Requirement Last Modified: Jan 27, 2004
AlabamalLife Form/Rate Auto Club Life Actuarial Memorandum - Life & Health
Requirement Last Modified: Jan 27, 2004

5. Once the filter has been applied, the user may:

a. Select

Bypass

or

Satisfy

The user will need to enter a Bypass reason or Satisfy the requirement as

they would when working in a single draft filing. Either option can be

cancelled.
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Bypass Window:

Cancel Action

Bypass Reason

Decument not required for this filing,

Bypass

r Tracking Mumber State [ | Fiing Type

Company Mame(s) Status Requirement Name
AAAL-126885441 Alabamalife Form/Rate Aute Club Life ! Actuarial Memorandum - Life & Health
Requirement Last Modified: Jan 27, 2004
Alabamalife Form/Rate Life Insurance Company Actuarial Memorandum - Life & Health
Requirement Last Modified: Jan 27, 2004
L-126835444 Alabamalife Form/Rate Aute Club Life !

Actuarial Memorandum - Life & Health

Requirement Last Modified: Jan 27, 2004

Satisfy Window:

Cancel
Comment
[OnNo attachment Required
Attach Files | Satisfy |
r Tracking Number State & | Filing Type Company Mame(s) Status Requirement Name
O AAAL-126885441 AlabamalLife Form/Rate Auto Club Life ! Actuarial Memorandum - Life & Health
Requirement Last Modified: Jan 27, 2004
O ARAL-126885443 Alabamalife Form/Rate AAR Life Insurance Company _ Actuarial Memorandum - Life & Health
Reguirement Last Modified: Jan 27, 2004
O AAAL-126885444 AlabamalLife Form/Rate Auto Club Life ! Actuarial Memorandum - Life & Health
Reguirement Last Modified: Jan 27, 2004

Reset
b. Select Sl | This will reset the status of the requirement.

c. Select all the requirements that need to be reset.

Bypass | Satisfy | Reset | Apply Filter | Clear Filter |
Tracking Number State & | Filing Type Company Name(s) Status Requirement Name
| I | [ | I [ ) [Actuarial Memorandum - 1|

ARAL-126885441 Alabamalife Form/Rate Auto Club Life @ Actuarial Memerandum - Life & Health
Requirement Last Modified: Jan 27, 2004

AAAL-126885443 Alabamalife Form/Rate AAA Life Insurance Company @ Actuarial Memerandum - Life & Health
Requirement Last Medified: Jan 27, 2004

AAAL-126885444 Alabamalife Form/Rate Auto Club Life @ Actuarial Memerandum - Life & Health
Requirement Last Medified: Jan 27, 2004

1. Select .
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2. Select to confirm the action.

Microsoft Internet Explorer x|

Are you sure vou wish ko reset this supporting document item?

Zance| |

3. The statuses have now been updated.

Supporting Document items have been updated.
Bypass | Satisfy ‘ Reset | Apply Filter || Clear Filter
Tracking Mumber State & | Filing Type Company Name(s) Status Reguirement Mame
[ ] [ ] [ [ Al ¥ [Acwariar |
AlabamalLife Form/Rate Auto Club Life . Actuarial Memorandum - Life & Health

Requirement Last Modified: Jan 27, 2004

AAAL-126885443 AlabamalLife Form/Rate AAA Life Insurance Company L Actuarial Memerandum - Life & Health
Requirement Last Modified: Jan 27, 2004

AAAL-126885444 AlabamalLife Form/Rate Aute Club Life ! Actuarial Memorandum - Life & Health
Requirement Last Modified: Jan 27, 2004

Clear Filter

d. Select .

Clear Filter | . . . . .
If is selected, the window will show all requirements found in

the filings.

Bypass | Satisfy | Reset | Apply Filter | Clear Filter
Tracking Number State 2 | Filing Type Company Name(s) Status Requirement Name
\ [ \ [ | [ Al [
AAR|-1265885441 Alabamalife Form/Rate Auto Club Life L Actuarial Memorandum - Life & Health
Requirement Last Modified: Jan 27, 2004
Alabamalife Form/Rate Auto Club Life - Third Party Autharization
Reguirement Last Modified: Nov 18, 2010
Alabamalife Form/Rate A Life Insurance Company _ Actuarial Memorandum - Life & Health
Requirement Last Modified: Jan 27, 2004
126885443 Alabamalife Form/Rate A Life Insurance Company - Third Party Authorization
Reguirement Last Modified: Nov 18, 2010
AARL-126B885444 Alabamalife Form/Rate Aute Club Life ! Actuarial Memorandum - Life & Health
Requirement Last Medified: Jan 27, 2004
Alabamalife Form/Rate Auto Club Life L Third Party Authorization
Requirement Last Modified: Nov 18, 2010
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‘@:Supporting Documentation - Using Templates

@ Thel___ ImportTemplate |y tt0n will be visible if the Author has created

Supporting Documentation Templates. See how to create Supporting

Documentation Templates later in this lesson.

1. Click the | Import Template |} tton to import a Supporting Documentation

Template.

mpork

Imp
2. Select the appropriate template to import. Click the button.

Select Template(s) to Import

Import Close

Template Name Template Owner
[1 2010 Annual Ilustration Certification Barbara Hassell
[0 2010 MLTA Riders - Supparting Documents Victaria Windham
(] Annual Hlustration Certification Kathy Flesuchenko

Import Close

Import
3. Click the button to initiate a row where Supporting Documentation data
will be entered.

4. The Supporting Documentation Template has now been added to the filing.
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&) = Mame: |&nnualllustration Certification

Comment

& zaa.ia.cert.2010.doc.pdf Remove
Attach Files |

Remowve

State Specific Fields

The State Specific Fields tab holds additional fields that are required by the state to

which you are filing. These are required fields and must be completed prior to submitting

the filing to the state. The state may define up to ten State Specific Fields.

" If a state does not have State Specific Fields defined; this tab will not appear on

the filing.
General Form Rate/Rule Supporting | State ] Companies Filing Filing
Information Schedule Schedule Documentation Specific and Contact Fees Correspondence

Electronic Field 1 : I—
Electronic Field 2 : I—
Electronic Field 3 : I—
Electronic Field 4 : I—
Electronic Field 5 : I—
Electronic Field 6 : I—

Companies and Contacts

This is the section of the filing where the Author views the company and contact

information. The State Insurance Department will also view company and contact

SERFF Industry Manual
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information here. This information was specified on Step 7 of the Filing Wizard, but can

be modified prior to submission.

A company can be added to the filing by selecting the company name in the drop-down

and then clicking Add. Companies can also be removed, but there must be at least one

company and one contact on the filing. Multiple companies may be added to a filing, but

only one contact per filing is permitted.

Form
Schedule

General
Information

Rate/Rule
Schedule

Supporting
Documentation

Companies
and Contact

Filing Contact Information:
Victoria Windham, Compliance Specialist
17900 M. Laurel Park Drive
Livonia, MI  48152-3985

Filing Company Information:

Auto Club Life

c/o AAL Life Insurance Company
17900 M. Laurel Park Dr.
Livonia, MI 48152
(734)591-6329 [Phone]

VWindham@aaalife.com
(800)624-1662 ext. 2075 [Fhone]
(734)805-5282 [FAX]

CoCode:

Group Code:
Group Name:
FEIN Humber:
State of Domicile:
Company Type:

Filing Filing
Fees Correspondence
84522
38-2043661
Michigan
L&H

CEDCompanies and Contacts

1. Click on the button to change the contact for the filing.
2. Click on the button to add additional companies to the filing.
3. Click on the button to remove companies from the filing.

Filing Fees

This is the section where rate and form filing fees, including EFT, will be recorded.

o Fee Required: Defaults to No for all filings. If left at no, the rest of the fields will be

hidden. Click the Yes radio button to display fee related fields.

o Fee Amount: Enter the state filing fee. Allows only valid US currency.

e Retaliatory: Click the Yes/No radio button if state filing fee is retaliatory.
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Fee Explanation: Enter the explanation of where your state filing fee was derived if

required by state.

General Form Rate/Rule Supporting State Companies | Filing | Filing
Information Schedule Schedule Documentation Spacific and Contact Faes Correspondence
Overall Fees
Fee Required? ONo
Fee Amount:
Retaliatory? Oves @ no
Fee Calculation Explanation :
Electronic Funds Transfer
Company Amount
anh Life Insurance Company 3 ™ Bypass EFT for this company?
$10.00 ™ Bypass EFT for this company?

Auto Club Life

Checks
There is no check information entered on this filing.

Add Check

" Filing Fees Required

1. Click on Yes Radio button.
2. Complete the appropriate fields.

&~ Adding a Check to Filing Fees

Addcheck | . o

1. Click the
2. Complete the appropriate fields.

Checks

Check Number Check Amount

5

Check Date

|E| Remove

¢~ Adding EFT to Filing Fees

1.

basis — depending on the state setting).

Enter the EFT amount owed for the filing (either on a per company or per filing
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¥~ |f the filing is eligible for EFT, there will be a note in the EFT portion of the

Filing Fees tab while in View mode.

General Form Rate/Rule Supporting State Companies | Filing Filing
Information Schedule Schedule Documentation Specific and Contact Fees Correspondence
Overall Fees
Fee Required? vyes
Fee Amount: ¢
Retaliatory? o
‘ Electronic Funds Transfer
This filing is eligible for EFT.
Checks
Check Number Check Amount Check Date
5
General Form Rate/Rule Supporting State Companies Filing Filing
Information Schedule Schedule Documentation Specific and Contact Fees Correspondence

Overall Fees
Fee Required?

One

Fee Amount: 5|

Retaliatory? (yvee @ no

Fee Calculation Explanation :

Not Eligible for
EFT

Electronic Funds Transfer

There is no check information entered on this filing.

Add Check

F”  |f the filing is eligible for EFT, the filer must enter an amount. If no fees are to
be submitted, the filer must check the ‘Bypass’ box in order to submit the filing.

If the state charges per company, there will be a field next to each company in

which the filer is submitting EFT.

&~ Companies without a Payer UNID cannot be included on an EFT submission.
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Rate/Rule Supporting Filing
Correspondence

State Companies | Filing |
Documentation Specific

General Form
and Contact Fees

Information Schedule Schedule

Overall Fees

Ono

Fee Required?

Fee Amount:

Retaliatory? Oves @ no

Fee Calculation Explanation :

Ele i ransfer

1 Company
< anh Life Insurance Company 3 ypass EFT for this company?

Bypass EFT for this company?

Auto Club Life

Checks
There is no check information entered on this filing.

Add Check

&~ Ifthe state charges per filing, the filer must select one of the companies from
the dropdown list to which the Filing Fees should be attributed.

Companies | Filing | Filing

Rate/Rule Supporting
and Contact Fees Correspondence

General Form
Schedule Documentation

Information Schedule

Overall Fees
Fee Required? @ves Ono

Fee Amount: s|

Retaliatory? Oves @no

Fee Calculation Explanation :

IC Funds Transfer

Company
[ Bypass EFT for this filing?

Auto Club Life(84522)
Auto Club Life(34522)
AAA Life Ingurance Company(71854)

Checks
check information entered on this filing.

Add Check

%~ New or additional fees may be sent on a previously submitted filing if it is
eligible for EFT. While in view mode, click on the Filing Fees tab and click
‘Submit Additional EFT Fees.” A window will appear in which you can enter the

fee amount and submit.
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General Form Rate/Rule Supporting State Companies 4 Filing .. Filing
Information Schedule Schedule Documentation Specific and Contact Fees Correspondence
Overall Fees
Fee Required? g
Electronic Funds Transfer
All companies on this filing have been bypassed.
Submit Additional EFT Fees |
Checks
There is no check information entered on this filing.
Submit Additional Fees using EF
Submit | Cancel
Additional EFT Information:
Company Amount
Abh Life Ingurance Company(71854) |» 5|EIJ.IJIJ|
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Filing Correspondence

The Filing Correspondence tab is where communication will be stored between the
industry and the state. The Filing Correspondence tab will contain Notes to Filer, Notes
to Reviewer, Filer Notes, Amendments, Objections Letters, Responses, and

Dispositions. The links will not be available until the filing is submitted.

General Rate fRule Form Companies Filing Supporting State ( Filing
Information Schedule Schedule and Contact Fees Documentation Specific Correspondence
Mo filing notes available.
&~ Submit Filing
This will submit the filing to the state selected.
. Submit -
1. Click on the button to send the filing to the state.

2. If the Author doesn’t complete all the required requirements, a Submission Failed
message appears with a list of all the missing requirements. The error message
will contain a link to the filing so the Author can complete the missing

requirements.

Filing #DELT-000300116 was not submitted for the following reasons:

ERROR: 1004 & filing mode is required on each filing.

ERRCR: 4001 Supporting Documentation item Actuarial memorandurn is required,

ERROR: 4001 Supporting Documentation itemn Applications {LH) is required.

ERRCR: 4001 Supporting Documentation item Forms Filed for Informational Purposes / Other Supporting Docurmentation is required,
ERRCR: 4001 Supporting Docurmentation itern Life and Health Cover Letter is required,

ERRCR: 4001 Supporting Documentation itemn MAIC Uniform Transmittal Doc is required,

ERRCR: 4001 Supporting Documentation itern Policy / Certificates is required.

ERROCR: 4001 Supporting Documentation itern Riders /£ Endorsements / Insert pages is required,

[ T I R

3. If all requirements have been satisfied, the filing will be submitted to the state.

The Author will receive the following confirmation if the filing was successful.

SERFF Industry Manual Page 129 of 345
Copyright ©2011 National Association of Insurance Commissioners. All rights reserved



SERFF End User Training Manual

Filings [ Eilling Settings Filing Rules Reports Templates

My Workfolder My Open Filings My Draft Filings | Messages | Search — Create Filing = Create Paper Filing =~ EFT Report

My Draft Filings

Your filing was submitted to Alabama

Templates

The use of Templates allows Authors to create reusable Schedules. A Template can be
attached to any new or draft filing. Once attached to a filing, a Schedule created from a
Template is identical to any other Schedule. It can be edited prior to submission and will

appear in the same manner as other Schedules at both the state and industry.

@DCreating A Template for Rate/Rules and Forms

1. Click on the Templates tab.

Filings Billing Settings Filing Rules Reports Ter';ni.ljates

Create Schedule Template

2. Click on the button.
Schedule Templates
Create Schedule Template Filter Templates

Template Name Business Type Schedule Type Template Owner

[ Jal | |al | Jal |
Rate/Rule Schedule Property & Casualty Rate/Rule Frances Stuart

Form Template Froperty & Casualty Farrn Frances Stuart

Form Life, Accident/Health, Annuity, Credit Form Frances Stuart

e The following page will appear:
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Create Schedule Template

Next Cancel

Template Owner: * Frances Stuart
Industry Name: * aaalifeinsurancecompany
Business Type: ™ | property & Casualty w

Schedule Type! * | rorm W

3. Select the Business Type.

4. Select the Schedule Type.

Form ;I
SUEEDrtini Document
Farm
. Next
5. Click the button.

Create Schedule Template

MNext Cancel

Template Owner * Stacie Donner
Industry Name * MAIC

Business Type ™ [property & Casualty |
Schedule Type * IFI:Irm |
e The following page will appear:
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Preview Template

Previous | Save | Apply | Cancel

Template Owner: * Frances Stuart
Industry Name: * zaalifeinsurancecompany
Business Type: * property & Casualty

Schedule Type: * Form

Schedule Template Name: *

Select Form Form Edition Form
F Hame Number Date Type *

Form Type Legend:
ABE = Application/Einder/Enrcllment
BND = Bond
CNR = Canc/NonRen Notice
DSC = Disclosure/Notice
ERS = Election/Rejection/Supplemental Applications

PCF = Policy/Coverage Form

Delete Selected Add

Action ™ Action Specific Readability
Data Score

ADV = Advertising

CER = Certificate

DEC = Declarations/Schedule

END = Endorsement/Amendment/Conditions

OTH = Other

Attachments

6. Enter the Schedule Template Name.

7. Click the button to complete the information for the Schedule Item.

For Forms:

a. Form Number - Enter Form Number of Form being submitted.

b. Form Type- There are many types of forms (i.e. policy, contract, advertisement,

etc.) Click the Form Type selection box and choose appropriate type of form for

this filing.

c. Form Name - Enter name of Form being submitted.

Action- Click the Action selection box and select appropriate action for this filing

¢ Initial
¢ Revised
¢ Other

e. Action Specific Data:

¢ Replaced Filing Number -

Action

Enter the form number that is being replaced by a previously submitted

form.

¢ Previous Filing number- Enter the previous filing number if a

replacement form is being submitted.

¢+ Readability Score- Enter the Readability if required by state.
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Preview Template

Previous Save Apply Cancel

Template Owner: * Frances Stuart
Industry Name: * zaalifeinsurancecompany
Business Type: * property & Casualty

Schedule Type: * Form

Schedule Template Name: *

Select Form Form Edition Form Action™ Action Specific Readability Attachments
O Name Number Date Type* Data Score
O ] T ] | |Peasesekct [w| PreviousFlingx [ ] Attach Files

For Rate/Rules:

a. Exhibit Name — This is a list of Rate and Rules and various exhibit data being
filed.

b. Rate/Rule or Page number — This is the list of changes to the Rate/Rule
manual.

c. Rate Action — The type of rate action being submitted.

¢ New

¢ Replacement
¢ Withdrawn

Replacement
withdrawmn

d. Previous State Filing number - If rate data is being replaced or withdrawn, the
Previous State Filing Number field is displayed. This field will not display if a

‘Rate Action’ of new is selected.

Preview Template

Previous Save Apply Cancel

Template OWner: * Frances Stuart
Industry Name: * aaslifeinsurancecompany
Business Type: * property & Casualty

Schedule Type: * Rate/Rule

Schedule Template Name: *

Select Exhibit Name: Rule# or Page &: Rate Action: * Previous State Filing Humber: Attach Document:
O
O [ 7 -Please Ssiect. | Attach e
Delete Selected || Add |
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12. The Author attaches all forms. Please see “Atftaching Files for Schedule Items” for

instructions.

13. The Author may then click on one of the following three options:

a. Click the Previous button to go back a step.
. Cancel . .
b. Click the button to cancel this action.
] Apply . .
c. Click the button to save, but stay in Edit mode.
Save
d. Click the button to save the Schedule Template.

¥~ Templates can be edited or deleted by the user who created them or by a Filing

14.

Manager. Templates can be viewed, created, or added to a filing by any user on

the instance.

Preview Template

Edit | Copy | Delete | Close

Template Owner: * Frances Stuart
Industry Name: * aaalifzinsurancecompany
Business Type: * property & Casualty
Schedule Type: * rate/Rule
Schedule Template Name: * pa.C Rate Template

Exhibit Name: Rule# or Page #: Rate Action: * Previous State Filing Number: Attach Document:

Rate New # PremiumandLoss Experience Exhibit.pdf

# Premiumandloss Experience Exhibit.xls

Edit | Copy | Delete | Close

Once the Template has been saved, the Author may do any of the following:

Edit
e Click the button to update the Schedule Template.

) Copy
e Click the button to create another Schedule Template based off

the selected template.

Delete

o Click the button to delete the Schedule Template.
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Close
e Click the button to close the Schedule Template.
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‘?:Creating a Template for Supporting Documentation

1. Click on the Templates tab.

I Filings Billing Settings Filing Rules Reports Ten@ates

e e —

Create Schedule Template

2. Click on the button.
Schedule Templates
Create Schedule Template Filter Templates

Template Name Business Type Schedule Type Template Owner

[ [ai = & | [ai =
Rate/Rule Schedule Property & Casualty Rate/Rule Frances Stuart

Form Template Praperty & Casualty Forrn Frances Stuart

Form Life, Accident/Health, Annuity, Credit Form Frances Stuart

3. Select the Business Type.

IF‘rnperty & Casualky
Pro Casialky
Life, Accident/Health, annuity, Credit

4. 4. Select the Schedule Type.

| Farmi ;l

‘Supporking Document

Mext
5. Click the button.
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Create Schedule Template

Mext | Cancel |

Template Owner: * Frances Stuart

Industry Hame: * aaalifeinsurancecompany

Business Type: * | Property & Casualty V|

Supporting Document hd |

Schedule Type: *

The following page will appear:

Preview Template

Previous Save

Apphy | Cancel |

Template Owner: * Frances Stuart
Industry Name: * aaalifeinsurancecompany
Business Type: * property & Casualty

Schedule Type: * supporting Document

Schedule Template Name: * o3¢ =pp0rting Document

Delete Selected | Add |

6. Enter the Schedule Template Name.

7. Click the button to complete the information for the Schedule Item.

The following page will appear:
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Preview Template

Previous Save Apply Cancel

Template Owmner: * Frances Stuart
Industry Name: * aaalifeinsurancecompany
Business Type: * property & Casualty

Schedule Type: * supporting Document

Schedule Template Hame: * [pg¢ cupporting Decument

O &2 name:

Comment

Mo Attachment Required

Attach Files
Remove

8. For each item of Supporting Documentation added, the Author must provide a Name
and either Comments or one or more attachments. The Author may also supply
both Comments and attachments. The Author will be able to choose the following
options:

e Comment text box — Enter comments related to the status of the
requirement.

o No Attachment Required check box - Use this check box to indicate
that no attachment was required for this item. This will allow the
Supporting Documentation to pass completeness validation when
submitting the filing to the state.

e Attach Files button - Use this button to add attachments to the
Supporting Documentation.

e Remove button - Use this button to remove the Supporting Document

item.
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D &J B Name:; [State Reguirement
Comment

& Declaration.pdf Remove
Attach Files
Remove

Delete Selected | Add |

9. The Author may then chose one of the three following options:

Previous

o Click the button to go back a step.
. Cancel . .
o Click the button to cancel this action.
Save
e Click the button to save the Schedule Template
) Apply . .
e Click the button to save, but stay in Edit mode.

10. Once the Template has been saved, the Author may do any of the  following:

Edit
e Click the button to update the Schedule Template.

Copy
e Click the button to create another Schedule Template based off

the selected template.

Delete

e (Click the button to delete the Schedule Template.
Close
e Click the button to close the Schedule Template.
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Preview Template

Edit Copy Delete Close

&) = State Requirement
& Declaration.pdf

Edit Copy Delete Close

Template Owner: * Frances Stuart
Industry Name: * zaalifeinsurancecempany
Business Type: * property & Casualty
Schedule Type: * supporting Document

Schedule Template Name: * paC Supporting Document

&~ How to Search for a Schedule Template

Scheadule Templates

Create Schedule Template Filter Templates
Template Name Business Type Schedule Type Template Owner
| Jai =l Jai =l ET =l
LAH Form Life, Accident/Health, Annuity, Credit Form Frances Stuart
Rate/Rule Zchedule Froperty & Casualty Rate/Rule Frances Stuart
Form Template Property & Casualty Form Frances Stuart
Form Life, Accident/Health, Annuity, Credit Form Frances Stuart

1. Type in the first few characters of a Template Name in the Description field.

(Ex. lah)
2. Choose a Business Type.
a. Al
b. Property & Casualty

c. Life, Accident/Health, Annuity, Credit

Prnpert':.f & Casualky
Life, AccidentfHealth, Annuity, Credit
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3. Choose the Schedule Type.

a. All

b. Rate/Rule

c. Form

d. Supporting Document

Suppl:urting Dacument
Fate/Rule
Farr

4. Select the Template Owner.

Filter Templates

5. Click on the button.

Schedule Templates

Create Schedule Template Filter Templates
Template Name Business Type Schedule Type Template Owner
iz [ai =l [ =l [ai Bl
LAH Farm Life, Accident/Health, Annuity, Credit Faorm Frances Stuart

&~ Add a Schedule Template to a Filing

1. Create a new filing or open a draft filing.

_ Edit
2. Click the button.
Click the “Rate/Rule Schedule,” “Form Schedule,” or “Supporting Documentation”
tab.
General Form [ Rate/Rule Supporting Companies Filing Filing
Information Schedule Schedule Documentation and Contact Fees Correspondence

Add Rate Data? " |ves | |no

il

Delete Selected Add Import Template

Select Exchibit Name: * Rule# or Page #: Rate Action: * Previous State Filing Number: Attach Document: Submitted:

SERFF Industry Manual
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Import Template

4. Click the button.

Select Template(s) to Import

Import Close

Template Name Template Owner

r Rate/Rule Schedule Frances Stuart

5. Select the Template(s). You may select more than one template at a time.

Close

6. Click the button to close the window.

Impork

7. Click the button.

The Schedule is now populated with the information from the Template.

Select Exhibit Name: * Rule# or Page #: Rate Action: * Previous State Filing Number: | Attach Document: Submitted:

>

O Rates 123 New - Attach Files
Retaliatory Fee Summary Remove

Pagefor SERFF
Acrobat Forml.pdf
Delete Selected Add Import Template
Icon Legend: il - Draft Schedule Ttem 1. - Open Objection
Save
8. Click the button to save the filing.

@:Importing Templates from the Draft view

To increase efficiency when preparing a SERFF filing, a user may import templates to

one or multiple filings from the Draft view.

My Draft Filings

Move to Workfolder | Submit Selected Filings | Import Templates Bypass/Satisfy Delete Draft
Filings
& [~ | State [ | Product Name Company Tracking #
O alabams Health Product Launch
D Alabama Health Product Launch Dec 14, 2010

Frances Stuart

Frances Stuart
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Import Templates

& The

Schedule Templates have been created. See how to create Schedule Templates

button will be available to users in the Draft view if

in the previous section.

1. Select the filings in which a Template will be added.

My Draft Filings

Move to Workfolder Submit Selected Filings Import Templates Bypass/Satisfy Delete Draft

Filings
G st [ | Product Name Company Traddng #
Alabama Health Product Launch Frances Stuart Draft
5 il¥ alabama Health Preduct Launch Dec 14, 2010 Frances Stuart Draft
Import Templates
2. Select
Select the Template that should be added to the filing.
Select Templates for Multiple Filings
Import Cancel Filter Templates
Schedule Template Name Business Type Schedule Type Template Owner
r l:| Life, Accident/Health, Annuity, Credit Al A Al v
O 2010 Annual Tllustration Certification Life, Accident/Health, Annuity, Credit Supporting Document Barbara Hassell
[0 2010 MLTA Riders - Supperting Documents Life, Accident/Health, Annuity, Credit Supperting Document Victeria Windham
Import
4. Select

5. The template has now been added to the two filings.

My Draft Filings

1 templates were applied to the 2 selected filings.

Confidentiality

The Confidentiality option allows a user the ability to make a request that certain parts of
a filing be kept confidential and not be made available via Public Access. The pieces of
the filing will be labeled with an icon to indicate a request for confidentiality. The state
reserves the option to override the request. If the request is overridden, the user will
receive notice that the Public Access has changed on the filing. The confidentiality

request icon will change from red to grey.

¥~ Requesting Confidentiality
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My Draft Filings

HMove to Workfolder Submit Selected Filings Import Templates

Bypass/Satisfy Delete Draft

Filings
& | state
5 O Alabama

= Product Name

Homeowners Product Launch

Company Tracking % Created Date

Dec 2, 2009

Most Recently Viewed Filings

Filings 1-13 of 13 | First | Pravious | Next | Last
Created By SERFF Status
Frances Stuart Draft

Set Confidentiality

2. Select

Add Authors Edit Set Confidentiality I Submit Filing | Create Reminder Move to Workfolder PDF Pipeline

Product Name: * Homeowners Product Launch
TOI: 04.0 Homeowners

Sub-TOI: 04.0001 Condominium Homeowners
Filing Type: Form

Effective Date Requested (New):

SERFF Tr Num: XXxX-000535771
State Tr Num:

Co Tr Num:

Date Submitted: Mot Submitted

Effective Date Requested (Renewal):

View General Instructions View Filing Log

SERFF Status: Draft
State Status:

Co Status:

Disposition Date:
Authors: Frances Stuart

3. Select the parts of the filing to be kept confidential.

Save Cancel

Alabama accepts Confidentiality requests.

O Mark entire filing as confidential.
@ Mark parts of filing as confidential.

= D Form Schedule Items

D Filing Rate Information
2dd Supporting Documents

Update Confidentiality for AAAL-126885436

O FormA, 9865, 2010, Advertising

9865

L] Actuarial Memorandum Satisfied
O Autheorization Form Satisfied
Save Cancel
i Save . . . . . .
4. Click .. A confirmation message will appear verifying this action.

Message from webpage

\_g) ‘ou are about ko save changes to the filing's confidentiality, Are vou sure?

| ok

4 [ iZancel

E3

Click

SERFF Industry Manual
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5. The Confidentiality icon () will display next to the items for which the user

requested confidentiality.

Exhibit Name: * Rule# or Page #: | pate Action: * Previous State Filing Number: Attach Document: Submitted:
@& Rates 123 MNew Retaliatory Fee Summary Pagefor SERFF Acrobat Formi.pdf
SERFF Industry Manual Page 145 of 345

Copyright ©2011 National Association of Insurance Commissioners. All rights reserved



SERFF End User Training Manual

Lesson 5

After an industry user submits a filing, it is assigned to a Reviewer by the state’s intake
staff in order to be processed. The Reviewer, or Intake Clerk, may send Objection
Letters or Note to Filers before a Disposition is finally attained on a filing. This lesson

also looks at the different types of Correspondence used in SERFF.

This lesson covers the following topics:

& My Open Filings

& Message Center

& Post Submission Update

~

&= Responding to an Objection Letter

& Amendments

PDF Pipeline

& Filer Note

&= Note to Reviewer

& Reminders

& Dispositions
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My Open Filings

. : My Cpen Filings | .
All filings that have been assigned to an analyst appear under the S ink.

My Workfolder

Open filings can be moved to by placing a check mark in the check box

Move to Workfolder

next to the filing(s) that the user wishes to move and clicking the

button to execute the move.

& Filing Managers will not see filings in the ‘My Open Filings’ view unless they are

added as an Author to the filing. Filing Managers must use the Search feature to

locate filings that are not assigned to them.

Filings [ Billing Settings Filing Rules Reports Templates
My Workfolder = My Open Filings =~ My Draft Filings | Messages | Search | Create Filing = Create Paper Filing | EFT Report

My Open Filings

Move to Workfolder

Filings 1-1 of 1

Filings
& [~ |State (= | Product Name Company Tracking # Filing Date Created By
e ¥ O alzbama Health Test Dec 14, 2010 Frances Stuart Submitted

Filings 1-1 of 1 | First | Previous | Hext | Last

Move to Workfolder

Most Recently Viewed Filings
When a user logs into SERFF, they are able to view their most recently viewed files by
clicking on the ‘Most Recently Viewed Filings’ link. This provides an easy and fast way to

access the last 10 filings that they have been working with most recently.
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Home | About SERFF | Contact Us | naic.org

Welcome, Frances Stuart.
[ o = - aaalifeinsurancecompany
-—ERFF Help | Logoff

s rmcovct o QTN Tracking Number:

Filings Billing Settings Filing Rules Reports Templates

My Workfolder | My Open Filings =~ My Draft Filings =~ Messages = Search | Create Filing =~ Create Paper Filing | EFT Report

My Workfolder

Search...

Remove from Workfolder

Filings 0 Filings
& [| State [ | Product Mame Company Tracking # Filing Date Created By SERFF Status
No filings in folder.

0 Filings

Remove from Workfolder

&~ View Filing

1. Click anywhere on the filing row to open a filing you wish to view.

& My warkfolder

is a customizable, user specific, view. The Workfolder may

contain draft filings, open filings, and closed filings. Filings can be moved to My
Workfolder from any view on the Filings tab.

¥~ Move to My Workfolder

1. Place a check mark in the box next to the filing by clicking inside the box. To

remove the check, click in the box again.

. Move to Workfolder
2. Click on the button.

3. The user is notified that the selected filing has been moved to their Workfolder.

Filings | Billing Settings Filing Rules Reports Templates

My workfolder =~ My Open Filings =~ My Draft Filings =~ Messages — Search/Export = Create Filing Create Paper Filing =~ EFT Report

My Open Flllngs 1 filing was moved to your Workfolder.

¥~ Remove from My Workfolder
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. My workfold .
1. Click on — link.

2. Place a check mark in the box next to the filing(s) to be removed from My
Workfolder.

My Workfolder

Remove from Workfolder

Filings Filings 1-2 of 2 | First | Previous | Next | Last
T | State [= | Product Mame Company Tracking # Filing Date Created By SERFF Status
¥ Maine Persanal Praperty Sep 17, 2006 Melissa Moeller Assigned
[~ Maine Animal Maortality Sep 12, 2006 Melissa Moellar Pending Industry Response

Remove from YWorkfolder

3. Click the button.

Filings | Billing Settings Filing Rules Reports Templates

My Workfolder My Open Filings =~ My Draft Filings =~ Message Search/Export = Create Filing =~ Create Paper Filing =~ EFT Report

My Workfolder 1 filing was removed from your Workfolder.

& Removing filings from My Workfolder will not remove or delete the filing from

SERFF. The filings can still be found under the My Open Filings link or the My
Draft Filings link.

Message Center

The Message Center contains notifications about activity on SERFF Filings.

Messages can be viewed by clicking on the link under the Filings tab. There
are a number of messages that are generated to notify the user of their filings’ status.
Authors receive messages for all events on filings to which they are assigned. Managers

receive messages for all events on all filings in their instance.

Messages are identified by a distinct subject line. Once the message is opened,

additional information is displayed and the user can link directly to the filing referenced.
If two Authors receive messages on the same filing, and one user opens the message,
the icon will disappear for the filer who reads the message. The message for the other
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Author will be displayed with a push-pin icon # indicating that the message has not

been read.
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Types of Messages:

Assigned/Changed Reviewer

Note to Filer received

Filer Note created

Objection Letter received

Disposition submitted

Filing submitted with Default Public Access
Public Access status change
Reopened Filing

Compact Filing Acknowledgement
Effective/Implementation Date Updated
Filing State Info Changed

Billing Low Block Warning

Reminder Notification Generated

Post Submission Update Approved/Disapproved

SERFF Industry Manual
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The Message Center View

Like the other views in SERFF, the columns in the Message Center can be sorted. Click

once to sort the column in ascending order, click again to sort in descending order. The

default sort for the Message Center is descending by date. The column on which the

view is currently sorted is highlighted in yellow.

Filings Billing Settings Filing Rules Reports Templates
My Workfolder | My Open Filings = Mv Draft Filings | Messages | Search | Create Filing = Create Paper Filing | EFT Report
Messages
Remove Message
Messages Massagas 1-6 of 6 | First | Previous | Next | Last
™ | unread e Filing From on =
O # Filing ARAL-126884560 Updated by Alabama. Attn: Frances Stuart AAAL-126884560  Frances Stuart Dec 14, 2010
D # Public Access Status Changed for Filing AAAL-126884560 to Alabama . Attn: Frances Stuart 126884560 Frances Stuart Dec 14, 2010
O # Mote to Filer Received for AAAL-126884560 from Alasbama. Attn: Frances Stuart AlL-126884560 Frances Stuart Dec 14, 2010
O # Assignment Made on Filing AXAL-126334560 to Alabama. Attn: Frances Stuart 126884560  Frances Stuart Dec 14, 2010
D ” Public Access Set by Default for AAAL-126884560 Submitted to Alabama. Attn: Frances Stuart ARAL-126884560 Frances Stuart Dec 14, 2010

The Message Center displays 50 messages at a time. To view additional messages,

use the First, Previous, Next and Last links.

%~ Remove a Message

From the Message Center view, messages can be removed individually or several at a

time.

1. Select the messages to be removed by clicking in the box to the left of the

Message Subject. Click the box in the column header to select the entire page of

messages.
Filings [ Billing Settings Filing Rules Reports Templates
My Workfolder | My Open Filings | My Draft Filings | Messages = Search | Create Filing | Create Paper Filing ~ EFT Report

Messages

Remove Message

Messa{;—zs

™ | unreBd | subject

Filer Mote Created on West VirginialH filing 2011 TERMAD .. Attn: Victoria Windham

O+

Public Access Set by Default for AAAL-126884560 Submitted to Alabama. Attn: Frances Stuart

Messages 1-6 of 6 | First | Previous | Next | Last

4L-126813428 Frances Stuart Nov 17, 2010

4| -126884560 Frances Stuart Dec 14, 2010
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Remove Message

button.
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Messages

1 message was removed from your message center.

&~ Whena Message is received, it will have an icon indicating that it has not been

read. If two users receive the same message and only one reads it, the other

user will still see the icon as it is user specific. Once a user opens the message,

the icon will be removed.

¥~ Open a Message

1. To open a Message, move the pointer to the Message. Click when the Message

to be read is highlighted in yellow.

2. The Message will display. The Message contains details about the filing and a

description of the event that triggered the Message.

Message

Remove Message

Co Tr Num:

State Tr Num:

Company:
Contact:

State:

Event Detail:

Move to Workfolder

Type Of Insurance:

Sub-Type Of Insurance:

Product Name:

Assignment Made on Filing AAAL-126884560 to Alabama. Attn: Frances Stuart

SERFF Tr Num: A2~

Health Test

HO3G Group Health - Accidental Death &
Dismemberment

HO3G.000 Health - Accidental Death & Dismemberment

Form/Rate

Frances Stuart

12/14/2010 01:44 PM

Filing Type:
ann Life Insurance Company From:
Fran Schwarz Message Received:
Alabama
Primary Reviewer changed for Filing AXAL-126884560 to Stuart, Frances.

When viewing a Message, the user has several options.

e To return to the Message Center, click the

SERFF Industry Manual

Messages .
=== llink.
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Remove Message

e To delete the Message for the current user, click the

button.

o To move the referenced filing to the user’'s Workfolder, click the

Move to Workfolder

button.

& Moving a filing to the Workfolder from within the Message also removes the

Message from the Message Center.

e To open the filing referenced in the Message, click the blue, underlined
SERFF Tracking Number.

Message Setting

Message Settings allows users to control two types of Messages they receive the first

type is Filing Activity Messages the second is State Generated Messages.

Filing Activity Messages

The user can specify which messages they will receive so that their Message view
remains manageable. For example, if a particular user is a Filing Manager, he/she may
not want to receive a Message each time a Filer Note is created on a filing. To access

this feature, click on the Settings tab and then click on Message Settings.

Filing=s Billing J Settings |_ Filing Rules Reports Templates

Uzer Preferences Instance Preferences Companies Contacts

Contact
Information

Last Name * [zy,aq |
~
User P rences First Name * |Frﬂn|:53 |

Email Address * | st an@naic.org |

Contact Information
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The following screen shows all pieces of Correspondence that can be activated:

Contact

Information Filing Activity Messages

Message Settings

>

User Preferences

Akl

<

State Generated Messages
Business Type:

District:

©Filing Activity Messages Help

©state Generated Messages Help
] Life, Accident/Health, Annuity & Credit O Froperty & Casualty

Biling Low Block Wamning

Compact Filing Acknowledge Included State
Effective/implementation Date Updated
Disposition Submitted

Public Access Defaults Restored

Filing Reopened

Filing Submitted with Default Public Access
Filer Note Created

Industry Reminder Notification Generated
Note To Filer Submitied

Alabama

Alaska

Alberta

AMERICAN SAMOA
Arizona

Arkanzas

Australia

British Columbia
California

Colorado

ekl

|2

Save Cancel |

Clicking on the

©Filing Activity Messages Help

link will open the following help page

information.

Filing Activity Messages will be created when a
state updates a filing or submits
Correspondence. These messages are also
generated when a Filer Maote is created, on a
Reminder's due date, or with Low Block

warnings.

Select the actan(s) for which vou would like to
receive messages by moving them from the list
on the left to the list on the right. Remove
items for which vou no longer wish to receive
messages by moving them back to the list an the
left.

4

Users will receive all action messages that a

re listed in the right list box. In our example

above this user will not receive any messages regarding low block warnings, but will

receive all other messages that they are listed as the Filing Author or have the Filing

Manager Role in SERFF.
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&~ Remove actions that you no longer wish to receive a Message(s)

1. Click on the Settings tab.

Click on Message Settings

- the left side of the page.
Click on the type of Message(s) that want to move to the left list box. In the example

below, ‘Filer Note Created’ has been selected.

4. Click the [Z22] putton.

Contact - L - ..

Information Filing Activity Messages ©Filing Activity Messages Help

Message Settings Biling Low Block Warning Compact Fiing Acknowledge Included State ~
Effective/implementation Date Updated 7
Disp n Submited

=
ﬂ Public Access Defaults Restored
=]
L=<

User Preferences

Filing Reopened

Filing Submitted with Default Public Access

1
Industry Reminder MNotification Generated

Note To Filer Submitted

Objection Letter Submitted ™

<=

State Generated Messages @ State Generated Messages Help

Business Type: O Life, Accident/Health, Annuity & Credit O Property & Casualty

District:
Alabama A
Alaska S
. = =
RICAN SAMOA -
nsas 2
Australia
British Columbia [==]
California
Colorado b
Concel

4. Cliok Lsare 1

5. The user preferences have now been saved.

Filings Billing J Settings [ Filing Rules Reports Templates

User Preferences Instance Preferences Companies Contacts

User preferences saved successfully.

Contact

Information Contact Information

Last Name *

Message Settings Stuart |

User Preferences First Name * :Frances ]

F Al Message Settings options are specific to each individual user. Users can

update their Message Settings at any time by following the same steps as above.
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State Generated Messages
State Generated Messages may generated when a state would like to send a general

message to SERFF industry users.

@=Setting up to Receive State Generated Messages

1. Click on the Settings tab.

2. Click on [ Mes539= 5ettings |, the left side of the page.

3. Select the Business Type.

Contact

Information Filing Activity Messages ©Filing Activity Messages Help
Message Settings Biling Low Block Warning Compact Filing Acknowledge Included State
Filer Note Created Effective/implementation Date Updated
User Preferences CiclBll| 1< 05ition Submitted
> Public Access Defaults Restored
Filing Reopened

= Filing Submitted with Default Public Access
= Industry Reminder Motification Generated
Hote To Filer Submitted

Objection Letter Submitted
Filing Primary Reviewer Changed

State Generated Messages ©@5tate Generated Messages Help
Business Type: O Life, Accident/Health, Annuity & Credit O Property & Casualty

District:
Alabama ~
Alaska s
Alberia (| L=
AMERICAN SAMOA -
Arizena
Arkansas <
Australia
British Columbia [==|
California
Colorado (5%
Cancel

4. Select the state(s) for which you would like to receive messages by moving them
from the list on the left to the list on the right. Remove states for which you no

longer wish to receive messages for by moving them back to the list on the left.

5. Click the button
6. Click button.
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®=Viewing State Generated Messages

Click on the Filings tab.
Click the Message link.
To open a Message, move the pointer to the Message. Click when the

Message to be read is highlighted in yellow.

Messages

Remove Message

Messages
™ | Unread | Subject Fiing From
O # State Message Received from Alabama Frances Stuart

4. The Message will display. The Message contains the message sent by the
state.

Remove Message

State Message Received from Alabama

Business Type: FP&C and L&H
Message Received: 01/20/2011 03:33 FM

Message Detail: The state of Alabama has updated their General Instructions. Please reveiw them prior to submitting any filings to our state.
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Post Submission Update

The Post Submission Update feature of SERFF gives industry users the ability to
update various filing fields after the filing has been submitted. Depending upon a
state setting, these updates will be allowed on open filings, both open and closed
filings, or none at all. Once received, the state will review the request and allow

or disallow the changes.

"~ Note: The filers will only be able to submit post submission updates if the

state allows the functionality on their instance. If the state does not accept

updates, the link will be replaced by explanatory text.

Filing

General Form Rate/Rule Supporting State Companies Filing
Correspondence

Information Schedule Schedule Documentation Specific and Contact Fees

Obijection Letters
Mo Objection Letters

Amendments

MNe Amendments
There are no draft Schedule Items to submit in an Amendment.

I Post Submission Updates I

This filing does not support post-submission updates.

Dispositions
Mo Dispositions

Filing Notes
Mo Filing Motes

Create Filer Note Create Note to Reviewer

Reminders
Ne Reminders

Create Reminder

‘?:Creating a Post-Submission Update

1. Click on the Filing Correspondence tab.

2 Click on the Create Post-Submission Update button.
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General Form Rate/Rule Supporting Companies Filing | Filing
Information Schedule Schedule Documentation and Contact Fees Correspondence

Objection Letters
Mo Cbjection Letters

Amendments

Mo Amendments
There are no draft Schedule Items to submit in an Amendment.

Post Submission Updates

Mo Post-Submission Updates

Create Post-Submission Update

Dispositions
Mo Dispositions

Filing Motes
Mo Filing Motes

Create Filer Note Create Note to Reviewer

Reminders
Mo Reminders

Create Reminder |

The Post Submission Update request will show the fields available for update.
The current values of the fields will be displayed. Please note that there will be

slight differences between filings of different business types.

¥~ Note: If you chose the incorrect PPACA Value option when creating your

original PPACA filing, you must use the Post-Submission Update feature to make

changes to your filing.
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Save | Apply | Cancel |

Post-Submission Update for AAAL-126885444

This state accepts post-submission updates.
Status:  Draft

General Information

Product Name: * [Heath Product Launch | Project Name: [HPL 2011

Project Humber: (8888 |

P

PPACA:™ B ot praca-Related
™ Non-Grandfathered Immed Mkt Reforms
™ Grandfathered Immed Mkt Reforms

&) what is FPACA?

Status of Filing in Domicile: | —Please Select— hd

Domicile Status Comments:

Requested Filing Mode: |_P|eaae Select- V|
Market Type: | Group ~|
Group Market Size: | Small and Large v|

Group Market Type: Association Blanket O Discretionary O Employer MNon Employer Group O Cther [] Trust

Implementation Date Requested: & | |@ ¢ On Approval

Corresponding Filing Tracking Number: | |

Rate Information

Rate Info Applies:

Filing Method:
Rate Change Type:

Overall Pct. of Last Revision:

Effective Date of Last Revision

Filing Method of Last Filing: I:l

Company Name: Company Rate Overall % Overall % Rate Written Premium # of Policy Holders Written Premium Maximum % Minimum %
Change: * Indicated Impact: Change for this Affected for this for this Program:  Change (where Change (where|
Change: Program: Program: required): required):
suko Clu e e} b | v 4 || | || | H
Product Types: HMO PPO EPO POS HSA HDHP FFS Other

Number of Policy Holders: * | 0 ] 0 ] [ | | |

Number of Covered Lives: * | | | | ] | | ] |

save | Apply | Cancel

3. Update the fields as needed and click the 2V | putton.

%~ Note: Rate Data can be added or updated on a Post Submission Update,

regardless of whether it was included on the original filing.
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4. After saving the update the author will receive confirmation that the

submission has been saved.

5ubmil:| Er:IiI:| Delete

Close

The post-submission update has been saved.

Post-Submission Update for AAAL-126885444

Status:  Draft

This state accepts post-submizsion updates.

5. Click the

Submit

Message from webpage

=

Are wou sure you wish ba submit this update?

Once subritked, no other updates may be created unkil
the state reviews and processes this change.

| ok

|[ iZancel ]

button to send to the state.

X

6. Click thel

1 button to submit.

Note: Once submitted, the request cannot be changed and another

request cannot be created until the state takes action on the current

request.

Filings with pending Post Submission Updates will have an icon above Filing at a

Glance. The full request can be accessed from the Correspondence tab.

My Werkfolder | My Open Filings | My Draft Filings

Filings [ Billing Settings Filing Rules Reports

Messages | Search

Templates

Create Filing | Create Paper Filing | EFT Report

AddAuthors| Update| Change Schedule Items

Set Confidentiality Create Reminder

Move to Workfolder PDF Pipeline

&

&
&

Product Name: * Health Product Launch
TOl:  HO2G Group Health - Accident Only
Sub-TOl: HO02G.000 Health - Accident Cnly
Filing Type:  Form/Rate

Implementation Date Requested:

SERFF Tr Hum: AA/AL-126835444
State Tr Num:

Co Tr Num:

Date Submitted:  12/14/2010

Authors:

Frances Stuart

View General Instructions Wiew Filing Log

SERFF Status:  Submitted to State
State Status:
Co Status:

Disposition Date:
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On the filing correspondence, tab the filing author can view the post submission

that was submitted to the state.

Post Submission Updates
Status Created By Created On Submitted By Date Submitted Processed By Date Processed

“d) Submitted Stuart, Frances 12/14/2010 Stuart, Frances 12/14/2010 02:30 PM

Once the state has reviewed your Post Submission Update, the filer will receive a
message in your SERFF Message Center advising that your request has been

allowed or disallowed.

Message
Remove Message Move to Workfolder
Post-Submission Update ALLOWED for Filing AAAL-126885444.] Attn: Frances Stuart
SERFT 1T IO, Aenrosoosees Proauct ame:  reann produet ceanen oee 2010
Co Tr Num: Type Of Insurance: HO2G Group Health - Accident Only
State Tr Hum: Sub-Type Of Insurance: HO02G.000 Health - Accident Only
Filing Type; Form/Rate
Company: Aute Club Life From; Frances Stuart
Contact: Victoria Windham Message Received: 12/14/2010 02:33 FM
State: Alabama
Event Detail: pgst-Submission Update(1250062328) for Filing AAAL-126885444 to Alabama was
ALLOWED. State Comment: The request has been approved..

After allowing the update, the icon and wording in Filing at a Glance changes, as
does the status of the request. If the request is disallowed, the icon above Filing

at a Glance is removed and the request status is changed to Disallowed.

©

Post Submission Updates

5%, allowed Stuart, Frances 12/14/2010 Stuart, Frances 12/14/2010 02:30 PM Stuart, Frances 12/14/2010

Status Created By Created On Submitted By Date Submitted Processed By Date Processed

When a request is approved, the applicable fields on the filing are updated.
Fields that has been changed post submission will have an icon next to them
representing changed data. This icon does not appear if the change was not
approved.
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" View Approved Post Submission Updates

1.

PPACA Example:

Click on the schedule tab to view the approved updates.

[ General | Form Rate/Rule Supporting Companies Filing Filing
Information Schedule Schadule Documentation and Contact Faas Correspondence
\‘_i".'-.li ;i Prior Walue: Mot PPACA-Relsted
Proj Changed By: Frances Stuart er: gzag
Status of Filing in Change Date: 12/14/2010 le:
Domicile Status C
ng Staty slew kelated Vpdate X
E s Yiew Related Update o
P— P— " Rate/Rule | Supporting T — e
Information Schedule Schedule Documentation and Contact Fees Correspondence
& Add Rate Data? ves
@ Filing & Use
Filing Method:
Increase

@ Rate Change Type:
Overall Percentage of Last Rate Revision:
Effective Date of Last Rate Revision:

Filing Method of Last Filing:

Company Rate Information

Company Name: Owverall % Overall % Written Premium # of Policy Holders Written Premium Maximum % Change Minimum % Change
Indicated Rate Impact: Change for this Affected for this for this Program: {where required): (where required):
Change: Program: Program :
5,650 % 2,560 % £ 10000 1000 %500 6.560 % 8.560 %
Name Prior Last Last Yiew
Insu Yalue Changed Changed Related
Com By Date Update
A . 5
Am Overall o Frances 12/07/2009 Wiew
Con e Stuart
Indicated
Change
Sov;r:t! "° Ert‘::?fs RO i verall Rate Information for Multiple Company Filings
Impact

2. Clicking the icon for a field with changes will trigger the display of

the history of changes for that field, including prior values and the date

the field was changed.

3. The user can click the link to be taken to the Post Submission

Update for that change

%~ Note: The post submission
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Rate Information

Rate Info Applies: Yes

Filing Method: Filing & Use

Rate Change Type: Increase

Company Overall % Overall % Rate Written # of Policy Written Maximum %
Name: Indicated Impact: Premium Holders Premium for Change (wherg
Change: Change for this Affected for this Program: required):
Program: this Program :
ARA Life 5.650°% 2.560°% £10,000 1,000 500 6.560°%:
Insurance
Company

Responding to an Objection Letter

If a filing does not meet all of a state’s filing requirements, an Objection Letter will be
created by the state. An Objection Letter requires the Author or another user to submit a
Response Letter, which may include one or more Schedule Item revisions or additions.
The Reviewer will create Objections while reviewing the filing, which will be inserted into
an Objection Letter and sent to the Author indicating what needs to be revised and/or
added. The Author will receive a message in the Message Center stating that an

Objection Letter has been received.

&~ Review the State’s Objections

An ‘Open Objection’ icon will appear next to any Schedule Item that has an open
Objection. In cases where an Objection Letter has no Objections, or has Objections not

related to a specific Schedule Item, the icon will display in the Filing at a Glance section.

| Add Authors Update Chan

General Formn Rate /Rule
Information Schedule Schedule 1]

L

Form Count: 1

Schedule Item Form
Status Name "
iy Training Forrm Product Name: = Training Filing
TOI: 04.0 Homeowners
Sub-TOI: 04.0001 Condorminiurn Hor
Form Type Legend: Filing Type: Form/Rate
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& Clicking on the icon provides the user with the details of the related Objections.

Objections for Supporting Document Item:
Exhibit &, B, & C (20 CSRE 500-4.200)

2 Objection

Objection Also Associated With:

® Filing Memorandumn (Supparting Docurment)
® Actuarial Justification (Supporting Docurnent)

& Training Forr, TF4829, 01/01/2009, Declarations=chedule {Form)
# Training Exhibit, 95 (Rate}
& Training Co Authorization Form (Supporting Docurment)

Comments:

all documents need page numbers - centered on bottorm,

2 Objection
Objection Also Associated With:
® Actuarial Justification (Supporting Docurnent)
Comments:

These documents must be printable on & and 1/2 by 11 paper. Currently they
are printing on legal,

Close this Windowe
(ou mavw also dick anywhere outside this window

¥~ This information can also be viewed within the Objection Letter on the

Filing Correspondence tab.

1. The Filing Author will receive notification in their message center that the
state reviewer has created an objection letter to their filing.

Message

Remove Message Move to Workfolder

Objection Letter Received for Filing AAAL-126885444 from Alabama. Attn: Frances Stuart

SERFF Tr Num: AAAL-126885444 Product Mame: Health Product Launch Dec 2010
Co Tr Num: Type Of Insurance: HO2G Group Health - Accident Cnly
State Tr Num: Sub-Type Of Insurance: HO2G.000 Health - Accident Only

Filing Type: Form/Rate

Company: Aute Club Life From: Frances Stuart

Contact: Victoria Windham Message Received: 12/14/2010 02:50 PM

State: Alzsbama

Event Detail: objection Letter(125717264) for Filing AAAL-126385444 from Alabama was
SUBMITTED. Public Access Status has been Set by Default.

2. Open the filing by clicking on the SERFF tracking number in the message
and then go to the Filing Correspondence tab.
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[ Filing ‘

Objection Letters
Status Created By

8% Under review. Stuart, Frances

Created On

12/14/2010

mﬁspondence

Date Submitted Responded By Response Created On Response Submitted On

12/14/2010 02:50 PM Respond

4. Click on the Status link under the Objection Letters header.

Once the user has clicked on the Status link, the letter should be displayed. The

user will see the Objection(s) that the Reviewer has noted regarding the filing. In the

example below, there are two Objections included in the Objection Letter. Objection

1 refers to the entire filing, which is why a Schedule Item is not given in parentheses.

Objection 2 refers to an item from the Form Schedule, with the Form Name ‘Animal

Mortality Policy Form.’

The Obijection Letter Status is state specific and set by the Reviewer. The Objection

Letter Date is the date that the Reviewer sent the Objection Letter. The Respond by

Date is a date by which the state expects the Author to respond. The Submitted

Date is the date that the Objection Letter was actually submitted and viewable by the

Author.
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Objection Letter for AAAL-126885444

Close
SERFF Tracking Number: AAAL-126885444 State: Alabama
Filing Company: Auto Club Life State Tracking Number:

Company Tracking Mumber:

TOI: HO2G Group Health - Accident Only Sub-TOI: HO2G.000 Health - Accident Only
Product Name: Health Product Launch Dec 2010
Project Name: HPL 2011

Objection Letter Status:
Under review.

Objection Letter Date:
12/14/2010

Respond By Date:

Submitted Date:
12/14/2010 02:50 PM

Dear Victoria Windham,
Introduction:

Cbijection 1
Comments:  Cne or more of the required forms is missing from the filing. The state of Alabama requires the following documents
with this type of submission.

File 1, etc.

For more infemation on filing to Alabama please visit our website. hitp://www.nai

Cbijection 2
® 5501WL, Policy/Contract/Fraternal Certificate, Whole Life Insurance Policy (Form)

Comments: Text: The form that is attached is not the correct form for this request.

. Close .
5. Click on the button after reviewing.

The first step in the Response Letter process is to make the requested changes to the
Schedule Items. **NOTE: Do not click on the ‘Respond’ button. This will be the last
step in the process.

&~ Revising Schedule Items

. Change Schedule Items . .
1. Click from the filing view.

Filings Eilling Settings Filing Rules Templates

Mv Workfolder | My Open Filings My Draft Filings Messages = Search | Create Filing EFT Report

Add Authors Update Change Schedule Ttems Set Confidentiality Create Reminder Move to Workfolder PDF Pipeline

2. The filing will be put into “Revise Mode.”
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Filings l Billing
My Workfolder

Settings Filing Rules Reports

My Open Filings My Draft Filings Messages Search

Templates

Create Filing

Create Paper Filing EFT Report

Save Apply Cancel

| -- Revise Mode - |

3. Click to the left of the item to be changed.

Rate/Rule
Schedule

Supporting Filing

( Form |
Schedule Documentation Correspondence

Form Count: 2

Lead Form Number:

Revise

Insurance Policy

Action Specific | Readability | Attachments

Schedule Ttem | Form Form Form Action ™
Status Number Type * | Name * Data
65, [ SS04WL POL Whole Life Initial

Score

50.3 3501WL Whole Life |
Insurance Policy.pdf

& New items may also be added while in ‘Revise mode’ by clicking on the ‘Add

Schedule Items’ button.

4. Make necessary changes to the Schedule ltem.

[ Form Rate/Rule Supporting Filing
Schedule Schedule Documentation Correspondence
Form Count: 3
Lead Form Number:
Schedule Ttem | Form Form Form Action ¥ Action Specific | Readability Attachments
Status Number Type * | Hame Data Score
Undo Draft |55E!1'.:'\"L POL % | [Whole Life Insurance P[:Iid Initial ha 50.3 Attach Fil
# 5501WL
Previous Version
L, [ 5501WL POL Initia 50.3 # 5501WL
Life Ins
Bolicy.p

&~ When revising a Schedule Item, a new line (in white) is automatically populated

with the information from the original version (in grey) because many of the items

may not change. (Please refer to the area pertaining to Forms Schedule Item

Changes.) All fields and attachments can be changed in order to respond

appropriately to the Objection Letter.
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5. Click on the ‘Remove’ link next to the document on the revision line (white) to

remove the duplicated original document.

&~ Clicking on the link that is after the attachment will remove the previous
version of the attachment and enable the user to submit an amended file. The
user should remove the attachment that is being revised and attach the updated
version. The original attachment is still seen below the attachment in the grayed

out area and cannot be removed or changed

Attach Files button.

6. Attach the revised files by clicking on the

a. Click to find the file.

Attachments larger than 2MB or Microsoft
Word(tm) documents cannot be uploaded to
SERFF.
File 1: | |[ Erowse... |
File 2: | || Browss... |
File 31 | || Browse.. |
File 41 | |[ Browse... |
File 51 | || Browse.. |
Upload | Cancel |

b. After selecting the appropriate file, click button to add the

attachment to your file list.

SERFF Industry Manual Page 172 of 345
Copyright ©2011 National Association of Insurance Commissioners. All rights reserved



SERFF End User Training Manual

Choos=e file

Laak in: Iﬁ Mew Faolder

D p

[0 i
=

I
(]

by Documents

1FiIiru;| Description, pdf

File name: IFiIing Drezcription. pdf j | Cpen :'E I
Files of type: I,-'l'-.ll Files [*#] j Cancel |
24

c. Click on the button.

Attachments larger than 2MBE or Microsoft
Word(tm) documents cannot be uploaded to

SERFF.

File 11 | |[ Erowss... |

File 2: | |[ EBrowse.. |

File 3: | |[ Erowse... |

File 4: | || Browss... |

File 5: | || Browse.. |

Upload | Cancel |
Up to five files can be attached at a time before uploading.
Continue in this manner until all the necessary Schedule Item changes have

been made. Be sure to click

SERFF Industry Manual
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Save

8. Click

to save changes and exit Revise mode.

¥~ If a Schedule Item has been replaced in error, click the Undo Draft button.

&~ Build the Response Letter

1. Click button located next to the Objection Letter on the Filing

Correspondence tab. This will generate your Response Letter.

General

Form Rate/Rule Supporting Filing
Information Schedule Schedule Documentation

Companies Filing |
Correspondence

and Contact Fees

Objection Letters

Status Created By Created On Date Submitted
-4

Responaea By
= Under review.

Response Created On Response Submitted On
Stuart, Frances 12/14/2010 12/14/2010 02:50 PM Respond

SERFF will automatically pull all Draft Schedule Items (the filing revisions) into the

Response Letter. Each Response will automatically match up with the corresponding
Objection.

2. Enter an Introduction, Comments (per Objection) and Conclusion in the

respective fields. The Comments field is required and must be completed for
each Objection.

SERFF Industry Manual

Page 174 of 345
Copyright ©2011 National Association of Insurance Commissioners. All rights reserved



SERFF End User Training Manual

Objection 2

Applies To:

# S501WL, Policy/Contract/Fraternal Certificate, Whole Life Insurance Policy
(Form)

Comment: Text: The form that is attached is not the correct form for this request.
Response 1:

Comments: *
Pleaze =ee the attached fils for the reguested changes.

Changed Items:

Form Schedule Item Changes

Form Form Form Action * | Action Specific | Readability | Attachments Submitted
Number | Type * | Name Data Score
Remove | 5501wl POL whole Life Initial 50.3 # Health Rider.pdf

Insurance Policy

Previous Version

% @ 5501WL  POL Whole Life Initial 50.5 & M Date Submitted:
I I
Insurance Policy.pdf

By: Frances Stuart

Mo Rate/Rule Schedule items changed.
Mo Supporting Documents changed.

Add Schedule Ttem(s) |

" If there are no Schedule Item changes for a given Objection, enter a comment

relating to the particular Objection.

appl
3. Throughout the process, click — to periodically save updates.

4. Click S once all updates have been made.

5
& After clicking on the S button, the user can Submit, Edit, Delete or Close

the Response Letter. The user can also View the original Objection Letter sent

by the Reviewer.

Submit

5. After reviewing the Response Letter and the changes, click
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Response Letter for AAAL-126885444
Submit Edit Delete Close View Objection Letter Expand All Collapse all
SERFF Tracking Number: AAAL-126885444 State: Alabama
Filing Company: Auto Club Life State Tracking Number:
Company Tracking Number:
TOI: HO2G Group Health - Accident Cnly Sub-TOI: HO02G.000 Health - Accident Only
Product Name: Health Product Launch Dec 2010
Project Name: HPL 2011
Status: Draft
Dear Frances Stuart,
Introduction:
Objection 1
Applies To: Entire filing Comment: One or more of the required forms is missing
from the filing. The state of Alabama requires the following documents with this type
of submissicn.
File 1, ete.
For more infomation on filing to Alabama please visit our website. http://www.
Response 1:
Comments: *
Please see attached.
Changed Items:
Form Schedule Ttem Changes
Form Form Form Action ™ Action Specific Readability Attachments Submitted
Number Type * Name Data Score
FormA CER Certificate Initial # Compliance Certification.pdf
= How to Edit the Response Letter
] Edit
1. Open the Response Letter and click the button to update.

2. Update the Introduction, Response Comments and/or the Conclusion fields as
needed.
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Response Letter for AAAL-126885444

Save Apply Cancel View Objection Letter

SERFF Tracking Number:
Filing Company:

Company Tracking Number:
TOI:

Product Name:

Project Name:
Status: pDraft

Dear Frances Stuart,

Introduction:

Expand All Collapse All

AAAL-126885444 State:

Aute Club Life

HO2G Group Health - Accident Only
Health Product Launch Dec 2010

HPL 2011

Sub-TOI:

Alabama

State Tracking Number:

HO2G.000 Health - Accident Only

Introduction

Obiection 1

3. If needed, change the updated Schedule Items. Select next to the

item being updated.

Obijection 2

Applies To:

(Form)

Response 1:

*
Comments:

® 5501WL, Policy/Contract/Fraternal Certificate, Whole Life Insurance Policy

Comment: Text: The form that is attached is not the correct form for this request.

Pleaze zee the attached file for the requested changes

Changed ltems:

Form
Number

Remove S501WL

Previous Version

5L, [ 5501WL

Form
Type =

FOL

Form Schedule Item Changes

*

Form Action Action Specific
Name Data

Whole Life Initial

Insurance Policy

Whol Initial

Insurance Policy

Mo Rate/Rule Schedule items changed.
No Supporting Documents changed.

Add Schedule Ttem(s) |

Readability = Attachments Submitted
Score
50.3 # Health Rider.pdf
50.3 # 5501WL Whole Life Date Submitted
Insurance
Policy.pdf

By: Frances Stuart

Add Schedule Item(s)

4. Click

belong with the Objection.

SERFF Industry Manual
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Ff updates need to be made to individual Schedule ltems, please refer to the
section titled ‘Revising Schedule ltems’ for complete instructions.
i Save
5. Click the button.

6. The Response has now been changed. The user may Submit, Edit, Delete,

Close, or View Objection Letter.

Response Letter for AAAL-126885444

Submit Edit Delete Close View Objection Letter Expand All
SERFF Tracking Number: AAAL-126885444
Filing Company: Auto Club Life
Company Tracking Number:
TOI: HO02G Group Health - Accident Only

Product Name: Health Product Launch Dec 2010

Project Name: HPL 2011

Status: Draft

Dear Frances Stuart,

Introduction:
Introduction

Collapse All

State:

Alabama

State Tracking Number:

Sub-TOIL:

HO2G.000 Health - Accident Cnly

Chbijection 1

Applies To: Entire filing Comment: One or moere of the required forms is missing
of submission.

File 1, etc.

For more infomation on filing to Alabama please wvisit our website. http://www.nai

Response 1:

*
Comments:
Please see attached.

Changed [tems:

Form Schedule Item Changes

Form Form Form Action * Action Specific
Number | Type * Name Data
FormA CER Certificate Initial

from the filing. The state of Alabama requires the following documents with this type

Readability
Score

Attachments

Submitted

# Compliance Certification.pdf

¥iew Objection Letter

7. Click

If the Response Letter is incorrect, click the

entire Response Letter.

%~ How to View the Response Letter

SERFF Industry Manual

Delete

if you would like to see the Objection Letter again.

button to delete the
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The draft of the Response Letter is located under the Filing Correspondence tab.

The user will be able to view the Response Letter two ways (please see the following

two examples).

General Form Rate/Rule Supporting Companies Filing | Filing
Information Schedule Schedule Documentation and Contact Fees Correspondence
Objection Letters
Status Created By Created On Date Submitted Responded By Response Created On Response Submitted On
Eﬁ‘:) Under review. Stuart, Frances 12/14/2010 12/14/2010 02:50 FM il Stuart, Frances 12/14/2010
E—

Example 1:

& When clicking on the Objection Letter link, the user will be directed to the

Objection Letter sent by the Reviewer.

Filing

General Form Rate/Rula Supporting Companies Filing
Information Schadule Schadula Documentation and Contact Faas Correspondence
Obijection Letters
Sbabie Created By Created On Date Submitted Responded By Response Created On Response Submitted On
% Under review Stuart, Frances 12/14/2010 12/14/2010 02:50 PM il Stuart, Frances 12/14/2010

By clicking the

Yiew Response Letker II

Response Letter.

button, the user is directed to the

Close

View Response Letter

Objection Letter for AAAL-126885444

SERFF Tracking Number:
Filing Company:

Company Tracking Number:
TOI:

Product Name:

Project Name:

Objection Letter Status:
Objection Letter Date:
Respond By Date:

Submitted Date:
Dear Victoria Windham,
Introduction:

AAAL-126885444

Auto Club Life

HO02G Group Health - Accident Only
Health Product Launch Dec 2010

HPL 2011

Under review.

12/14/2010

12/14/2010 02:50 PM

State:

Sub-TOI:

Alabama

State Tracking Number:

HO02G.000 Health - Accident Only

SERFF Industry Manual
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Example 2:

& By clicking on the Author’s name (under Responded by), the user will be able to

view the draft Response Letter.

General Farm Rate/Rule Supporting Companies Filing | Filing

Information Schedule Schedule Documentation and Contact Fees Correspondence
Objection Letters
Status Created By Created On Date Submitted Responded By Response Created On Response Submitted On
% Under review. Stuart, Frances 12/14/2010 12/14/2010 02:50 PM i Stuart, Frances 12/14/2010
& . Close .
Click the button to close the Response Letter when finished
reviewing.

&~ How to Submit the Response Letter

1. Click the Submit button to send the Response Letter.
Response Letter for AAAL-126885444
Submit Edit Delete Close View Objection Letter Expand All Collapse All
SERFF Tracking Number: AALL-126585444 State: Alabama
Filing Company: Auto Club Life State Tracking Number:

Company Tracking Number:

TOIL: HO2G Group Health - Accident Only Sub-TOI: HO2G.000 Health - Accident Only
Product Name: Health Product Launch Dec 2010
Project Name: HPL 2011

Status : Draft

Drear Frances Stuart,

Introduction:
Introduction

Chbiection 1

2. A confirmation message appears confirming this action.
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Message from webpage El

\‘;) You are about ko submit this Response Letker, Are wou sure?

I ook [ Cancel

3. Click the L button.

*The Response Submitted on Date is now populated with the date sent to the State.

Ceneral Form Rate/Rule Supporting Companies Filing Filing
Information Schedule Schadula Documentation and Contact Feas Correspondence
Obijection Letters
Status Created By Created On Date Submitted Responded By Response Created On Response Submitted On
% Under review. Stuart, Frances 12/14/2010 12/14/2010 02:50 PM % Stuart, Frances 12/14/2010 12/14/2010 03:55 PM
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*This is only used when the amendment is not in response to an Objection Letter (i.e. -

The filer has decided to add a schedule item.).

&~ Revising/Adding Schedule Items

Change Schedule Items

1. Click from the filing view.
Filings [ Billing Settings Filing Rules Templates
My Workfolder | My Open Filings My Draft Filings Messages | Search | Create Filing = EFT Report

Add Authors Updatg Change Schedule Items Set Confidentiality

Create Reminder

Move to Workfolder PDF Pipeline

2. The filing will be put into “Revise Mode.”

Filings l Billing Settings Filing Rules Reports Templates
My Workfolder = My Open Filings =~ My Draft Filings = Messages  Search =~ Create Filing =~ Create Paper Filing =~ EFT Report
Save Apply Cancel | -- Revise Mode -- |
3. Click _m to the left of the item to be revised.
Form | Rate/Rule Supporting Filing
Schedule Schedule Documentation Correspondence
Form Count: 1
Schedule Item | Form Form Edition Form Action * Action Specific | Readability Attachments
Status Hame ™ Number Date Type * Data Score
Undo Draft Forma | [oses | [z010 A0V | [ New v o Attach Files
# GodzillaExclusi
Previous Version
Forma 5365 2010 ADV Ve

# GodzillaExclus]

&~ New items may also be added while in ‘Revise mode’ by clicking on the

| Add Schedule Item(s) | button.

Undo Draft

Add Schedule Ttem(s) |

~

-Please Select- %

Filing #
Repleced [ ]

Form #

SERFF Industry Manual
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&~ When revising a Schedule Item, a new line (in white) is automatically populated
with the information from the original version (in grey) because many of the items
may not change. (Please refer to the area pertaining to Forms Schedule Item

Changes.) All fields and attachments can be changed.

4. Attach any appropriate files by clicking on the |__AttachFiles | ption.

a. Click to find the file.

Attachments larger than 2MB or Microsoft
Word(tm) documents cannot be uploaded to
SERFF.
File 1: | || Browse.. |
File 2 | |[ Browse... |
File 3: | || Browse.. |
File 4: | |[ Erowse... |
File 5: | || Browss... |
Upload | Cancel |

b. After selecting the appropriate file, click button to add the

attachment to your file list.
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Choose file

2=

Loaok in: Ia MHew Faolder

-]« @ e E

‘Filiru;l Description, pdf

File name: IFiIing Dezcription, pdf

Files of type: | &1l Files 7]

c. Click on the button.

Attachments larger than 2MB or Microsoft
Word(tm) documents cannot be uploaded to
SERFF.

File 1:  |C:\Documents and Settings\FStl[ Frowse ]
File 2: | || Browse.. |
File 30 | |[ Browse... |
File 4: | || Browse.. |
File 3¢ | |[ Browss... |

Upload

Cancel |

& Up to five files can be attached at a time before uploading.

5. Continue in this manner until all the necessary Schedule Item changes have

been made. Be sure to click

SERFF Industry Manual

Apply

to save your changes periodically.
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&= Clicking on the after the attachment will remove the previous version of
the attachment and enable the user to submit an amended file. The user should
remove the attachment that is being revised and attach the updated version. The
original attachment is still seen below the attachment in the grayed out area and

cannot be removed or changed.

Rate/Rule Supporting Filing
Schedule Documentation Correspondence

Form
Schedule

Form Count: 1

Schedule ITtem  Form Form Edition Form Action ™ Action Specific = Readability Attachments
Status Name " Humber Date Type * Data Score
Undo Draft Forma, | [eses | 2010 AV ] [mew v o Attach Files

Revised
GodzillaExclusi|

Previous Version
- # GodzillaExclusi

=3
[=}
I
5]
<
oW

&

FormA 9865 2010

Save
6. Click to save changes and exit Revise mode.

%~ Build the Amendment

1. Click on the Filing Correspondence tab.

2. Click the | Create Amendment | button.

[ Filing

General Form Rate/Rule Supporting State Companies Filing
Correspondence

Information Schedule Schedule Documentation Specific and Contact Fees

Obiection Letters
Mo Objection Letters

Amendments
No Amendments

Create Amendment

Post Submission Updates

This filing does not support post-submission updates.

Dispositions
No Dispositions

Filing Notes
No Filing Notes

Create Filer Note Create Note to Reviewer

Reminders
Ne Reminders

Create Reminder

3. Enter Comments in the Comment field.
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Amendment of AAAL-126885435

Save Apply Cancel

SERFF Tracking Number: AAAL-126885435

First Filing Company:

Company Tracking Number:
TOI: 04.0 Homeowners
Product Name:

Project Name: HPL 2010

Date Submitted:

AAL Life Insurance Company ...

Homeowners Product Launch

State:

Alabama

State Tracking Number:

Sub-TOI:

04.0001 Condominium Homeowners

Comments: *

Changed Items:
Mo Form Schedule items changed.
No Rate/Rule Schedule items changed.
Mo Supporting Documents changed.

Add Schedule Ttem(s) |

Save Apply Cancel

4. To make an association between draft Schedule Items and the Amendment, click

Add Schedule Item(s)

with the update.

| and select Schedule Item changes that belong

Amendment of AAAL-126885435
Save Apply Cancel

SERFF Tracking Number: AAAl -126885435
First Filing Company:

Company Tracking Number:
TOIL: 04.0 Homeowners
Product Name: Homeowners Product Launch

Project Name: HPL 2010

Date Submitted:

Aag Life Insurance Company ...

State:

State Tracking Number:

Sub-TOI:

Alabama

04.0001 Condominium Homeowners

vk
Comments: * [yere is my amendment|

Changed Items:

Mo Form Schedule items changed.

Neo Rate/Rule Schedule items changed.
il Sn s s tin g Do e nte chansad.
Add Schedule Item(s)

Save Apply Cancel

5. From the ‘Draft Schedule Items for Filing’ window, select the draft items to be

included in the Response Letter. Click |

SERFF Industry Manual

Add Item(s) |
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Draft Schedule Ttems for Filing
SERFF Tracking No: AAAL-126885435

[JForma, 9565, 2010, Adwertising (Farmm)

Select all | Deselect all

Add Itemis)

Close this Window
[fou may also cick anywhere outside this window)

Apply

5. Throughout the process, click

Save

to periodically save updates.

6. Click once all updates have been made.

7. The user may then Submit, Edit, Delete or Close the Amendment.

SERFF Industry Manual
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Amendment of AAAL-126885435

Submit | Edit | Delete | Close |

SERFF Tracking Number: AAA) -126885435 State: Alabama
First Filing Company: ann Life Insurance Company ... State Tracking Number:
Company Tracking Number:
TOI: 04.0 Homeowners Sub-TOIL: 04.0001 Condominium Homeowners
Product Name: Homeowners Product Launch
Project Name: HPL 2010
Date Submitted:
Comments: * Here is my amendment.
Changed ltems:
Form Schedule Item Changes

Form Form Edition | Form Action ¥ | Action Specific | Readability | Attachments Submitted

Mame * Mumber |Date | Type * Data Score

Form4 9865 2010 ADV New 0 # PRevised GodzillaExclusion.pdf

Previous Version

FormA 9865 2010 ADV New 0 # GodzillaExclusion.odf Date Submitted: 12/14/2010

By: Frances Stuart

No Rate/Rule Schedule items changed.

No Supporting Documents changed.

Submit | Edit | Delete | Close |

&~ The Date Submitted field is now populated with the date and time the

Amendment was sent to the State.

General Form Rate/Rule Supporting State Companies Filing | Filing
Information Schedule Schedule Documentation Specific and Contact Fees Correspondence

Obiection Letters
No Objection Letters
Amendments

Comment Created By Created On Date Submitted

12/14/2010 04:07 PM

Here is my amendment.... Stuart, Frances 12/14/2010
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PDF Pipeline

PDF Pipeline provides users with the ability to create a single PDF file of their entire
filing or selected parts of their filing. The PDF Pipeline is generated on demand. The
results will be displayed instantly and the user can save the PDF locally to their network

or review online.

All Schedule Items and Correspondence including Reviewer Notes and Filer Notes will

be available to PDF Pipeline.

%" PDF Pipeline

1. Open the SERFF filing.

2. Click the [P Pipeline | tton.

Add Authors Update Change Schedule Items Set Confidentiality Create Reminder Move to Workfolder || BDF Pipeiine

view General Instructions View Filing Log

Product Name: * Homeowners Product Launch SERFF Tr Num:  AAAL-1268835433 SERFF Status:  Submitted to State
TOE  04.0 Homeowners State Tr Num: State Status:

Sub-TOl:  04.0001 Condominium Hemeowners Co Tr Num: Co Status:

Filing Type: Rate Date Submitted:  12/14/2010 Disposition Date:

Effective Date Requested (Hew): Effective Date Requested (Renewal): Authors:  Frances Stuart

When selecting the Form, Rate and Supporting Documentation Schedules, at least one
item must be selected for the Schedule to print. If just an item from the Schedule is
chosen and not the Schedule itself, only the attachment and/or details for that item will

generate. Nothing will print if just the Schedule is selected and no items.

A dialog box will appear that lists all of the pieces of the filing that can be included in the
PDF.
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Generate PDF for AAAL-126885435

Generate PDF Cancel Select All Select None

Select the porticns of the filing to include in the generated POF. Qe Fipeline Help

O Filing Information

& [0 Form Schedule Summary

stsil for All Items ate Submitte
D =il £ Al T8 D t S b 'tt d
F () Form&, 9865, 2010, Advertising 12/14/2010
] FormA, 9865, 2010, Advertising 12/14/2010

There is no Rate information to include.

& [] Rate/Rule Schedule Summary
[0 Detaif for All items Date Submitted

| -L__.} @ Rate, [Mo rule/page number] 12/14/2010

a [ Supporting Document Schedule Summary

[1 Detaif for All items= Date Submitted
0@ Actuarial Memorandum Satisfied 12/14/2010
F Authorization Form Eypassed 12/14/2010

= [ Filing Correspondence Summary

[0 opetaif for All items Date Submitted
| Amendment Letter 12/14/2010
L . . Select all
3. Select the individual items or click the button.

Select Mone

4. Click the button to deselect all the items.

5. Click the S button to cancel the action.
Generate PDF

6. Click the button to create the PDF.
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D el & & @ @ - i 43~ ..
== S i v G (O [e-ig- A P
- A
= | T
@ Ak least one signature is invalid. % Signature Panel
Firat Pl Cammery. ALt LG drrem Cmgay, R Trockmy Number:
E k k Campen, Tracting Wumter =
L Buu marks T O 0 ) Fmrcrwruer Ruh-TOH- O ] Coandosminie Thmeowmors
Frogucy Name. Mamerener Predac Lamch
rapcs N MR HPL IO _—
.
o Filing at a Glance
=g Filing Infio
D F|||ng ata Companies: AR Life Insurance Company, Auio Club Life
Product Name: Homeownemns Product Launch  SERFF Tr Num: AAAL-126886435 State: Alabarma
Glance TOk: 04.0 Homeorwmers SERFF Status: Subemited to State State Tr Mum:
D Sub-TOI: 04.0001 Condominium Homeownems. Ca Tr Nure State Stamus:
General Filing Type: Rl Co Status: Fesiewer(a)
Infarmation Author: Frances Stuart Disposition Diate:
Derte Submitted: 12142010 Disposition Status:
I[l F|||ng Descriptign Effective Daie Raquested [New): Effective Date (New):
Effective Date Raquestad [Renewal] Effective Date (Renewal]:
Il_-l Cormpany and General Information
Contact
0. Project Mame: HPL 2010 Status of Filing in Domigile:
Il_-l Filing Fees Project Munber: 9556 Domicie Statis Comments:
. Rederence Organization: Reference Numbsr:
Il_-l State Specific Redererce Tite: Advisary Org, Circular:
Filing Status Changed: 12143010 Company Stans Changed
= I[l Corresponcence State Status Changed: Deernes Date:
SL’”'nn-']ar's,I Creabed By: Frances Stuart Submitied By: Frances Stuart
Comesponding Filing Tracking Mumber:
K] smendments Filing Description:
cover letier
= IH Amendment Letter Company and Contact
|[| Form Scheduls )
Filing Contact Information
Item Changes Victoria Windham, Compliance Specigist VWindham@aaalite com
17800 N, Lausred Park Drive BOOLG24- 1662 [Phone] 2076 [Ext]
|[| Farm SChEdL”E Livoniz, MI £8162-3965 TH-BOG-B282 [FAX]
= 0 Filing Company Information
El ."Jﬂttal:h ment: AAA Life Insurance Company CoCode: T1854 State of Domicle: Michigan
Revised 1TB00 N, Lausel Park Drive: Group Code- -39 Company Type:
GodzillaBxclusion.p o Livoriia, M| 481523965 Group Name State 1) Number:
FEIN Number: 52-0631929 =]

(8O0} E24-1662 st 2347 Phone]

Generate PDF ‘

After clicking on the

button the PDF file will open in a new window.

Click on the individual bookmarks to navigate to the different sections of the filing.

&

&~ Click on the button to save the PDF file outside of the SERFF system.

¥~ Non-PDF attachments and attachments that are larger than 3 MB will not work

with PDF Pipeline.
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A Non- PDF attachment will be displayed with a symbol. That symbol indicates the

attached file is not a PDF document. If the box is checked prior to selecting the

Generate PDF

button it will display Non-PDF attachment in the bookmarks and on the

page.

Generate PDF for AAAL-126885435

Generate PDF Cancel Select All Select None

Select the porticns of the filing to include in the generated FOF. Qe Fipeline Help

O Filing Information

@ [0 Form Schedule Summary

[0 Detaif for Al items Date Submitted
F k_:«:' Formd&, 9865, 2010, Advertising 12/14/2010
0o @ FormA, 9865, 2010, Advertising 12/14/2010

There is no Rate information to include.

8 [ rate/Rule Schedule Summary
[0 pglgibéor All items Date Submitted

0 ga Rate, [Mo rule/page number] 12/14/2010

=1 Sunnertinn Diecnymant Schadila Soenmmaes

=B EC 24/ k) & 8@ e - %ﬂ' A -

@ At lzast one signature is insalid, % Signakure Pane

Attachment "Premismandloss Experience Exhibit xls” is not a POF document and cannot be
Bookmarks reproduced hare

-

[| attachment:
PremiumandLoss
Experience
Exhibit.pdf

[| ManPOF
Aftachment:
Premiurmandloss
Experience
Exhibit.xls
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Filer Note

A Filer Note is internal communication. Only those users who have access to the filing

will be able to read the Filer Note. Filer Notes can be added to an open or closed filing.

General Form Rate/Rule Supporting Companies Filing | Filing
Information | Schedule | Schedule Documentation | and Contact | Feas Correspondence
Objection L etters

Mo Objection Letters

Amendments

No Amendments
There are no draft Schedule Items to submit in an Amendment.

Post Submission Updates

Mo Post-Submission Updates

Create Post-Submission Update

Dispositions
Mo Dispositions

Filing Notes

ol

Create Filer Note Create Hote to Reviewer

Reminders
No Reminders

Create Reminder

%~ Filer Notes

1. Click the Filing Correspondence tab.

Click the | Create Filer Note | button.

Type a subject in the Subject Field (this is a Required Field).

WD

Type a comment in the comments field (the comments section can contain up to

4000 characters and is a required field).

5. Click thel Attach Files I button to attach related files.

5
6. Click the ave button to save the Filer Note.
. Cancel .
7. Click the button to cancel the Filer Note.
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Filer Note for AAAL-126885443

Save Apply Cancel

SERFF Tracking Number: AAAL-126885443

Filing Company: AAA Life Insurance Company

Company Tracking Number:

Product Name: Health Product Launch

Project Name: HPL 2011

Submitted by:  pya

TOI: HO2G Group Health - Accident Only

State: Alabama

State Tracking Number:

Sub-TOIL: HOZ2G.000 Health - Accident Only

Subject: * [ziatus

Comments: * [yynat is the status of this fiing?

Attach Files

Save Apply Cancel

Save

After clicking the

button, the user can then click on the Filing Note subject

link. The user can then Edit, Delete, or close the Filer Note.

Filer Note for AAAL-126885443
Edit Delete Close

SERFF Tracking Number: AAAL-126885443

Filing Company: Anp Life Insurance Company

Company Tracking Number:

Product Name: Health Product Launch

Project Name: HPL 2011
Created BY:  Frances Stuart on 12/14/2010 04:15 PM
Submitted by:  n/a
Subject: * status
Comments: * What is the status of this filing?

Edit Delete Close

TOI: HO2G Group Health - Accident Only

State: Alabama

State Tracking Number:

Sub-TOI: HO2G.000 Health - Accident Only

the respective ‘Created On’ date.

SERFF Industry Manual

All Filer Notes are located under the Filing Correspondence tab of the filing. The Filing

Notes section lists all notes, whether it is a Filer Note or a Note to Reviewer, as well as
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General Form Rate/Rule Supporting Companies Filing Filing
Information Schedule Schedule Documentation and Contact Fees Correspondence

Objection Letters
No Objection Letters

Amendments

No Amendments
There are no draft Schedule Items to submit in an Amendment.

Post Submission Updates

Mo Post-Submission Updates

Create Post-Submission Update

Dispositions
No Dispositions
Filing Notes
Subject Note Type Created By Created On Submitted On Submitted By
aty Filer Note Stuart, Frances 12/14/2010
Create Filer Note Create Note to Reviewer

Reminders
No Reminders

Create Reminder
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Note to Reviewer

A Note to Reviewer is sent to the Reviewer from the user. It becomes part of the filing.

&~ Note to Reviewer

1. Click the Filing Correspondence tab.

2. Click the | Create Note to Reviewer | button.
General orm Rate/Rule Supporting Companies Filing | Filing
Information Schedule Schedule Documentation and Contact Faes Correspondence

Objection Letters
No Objection Letters

Amendments

No Amendments
There are no draft Schedule Items to submit in an Amendment.

Post Submission Updates

No Post-Submission Updates

Create Post-Submission Update

Dispositions
No Dispositions

Filing Hotes
Subject Note Type Created By Created On Submitted On Submitted By

Filer Note Stuart, Frances 1z2/14/2010
Create Filer Note Create Note to Reviewer
Reminders
No Reminders
Create Reminder

Type a subject in the Subject Field (this is a required field).
Type a comment in the Comments Field (the comments section can contain up to

4000 characters and is a required field).

5. Click theI Attach Files I button to attach related files.

6. Click the Bave button to save the Note to Reviewer.

. Cancel .
7. Click the button to cancel the Note to Reviewer.
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Note To Reviewer for AAAL-126885443

Save Apply Cancel

SERFF Tracking Number: AAL-126885443 State: Alabama

Filing Company: Life Insurance Company State Tracking Number:

Company Tracking Number:

TOIL: HO2G Group Health - Accident Only Sub-TOI: HO2G.000 Health - Accident Only
Product Name: Health Product Launch
Project Name: HPL 2011

Submitted by:  nya

Subject: *

Comments: *

Attach Files

Save Apply Cancel

5
After clicking on the e button a preview of the note is displayed. The user

can Submit, Edit, Delete, or Close the note.

Note To Reviewer for AAAL-126885443

Submit Edit Delete Close

SERFF Tracking Number: 126885443 State: Alabama

Filing Company: Aaa Life Insurance Company State Tracking Number:

Company Tracking Number:

TOIL: HO2G Group Health - Accident Only Sub-TOI: HO02G.000 Health - Accident Only
Product Name: Health Product Launch
Project Name: HPL 2011

Created by: Frances Stuart on 12/14/2010 04:17 PM
Submitted by: A
Subject: * yatice

Comments: * Notice to reviewer.

Submit Edit Delete Close

1. Click the =L button to edit the Reviewer Note.

. Delete .
2. Click the button to delete the Reviewer Note.

3. A confirmation message appears confirming this action.

SERFF Industry Manual Page 199 of 345
Copyright ©2011 National Association of Insurance Commissioners. All rights reserved



SERFF End User Training Manual

Message from webpage E'

\\?’) You are about ko delete this Moke To Reviewer, Are you sure?

[ oK | [ Cancel

4. Click the l 1 button.

Close
5. If you choose not to Delete, click the button to save the Note to

Reviewer as a draft.
&~ The Submitted On field is blank. When the Note to Reviewer has been

submitted, the Submitted On field will be populated with the date submitted and

the draft icon will no longer be displayed.

Filing Notes
Subject Note Type Created By Created On Submitted On Submitted By
._n Notice Note To Reviewer Stuart, Frances 12/14/2010
. Submit .
6. Click the button to send the Note to Reviewer.
Message from webpage b_(l

\\?{) You are about ko submit this Moke To Reviewer, Are wou surey

[ oK |[ Cancel ]

7. A confirmation message appears confirming the action.
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Close

Filing Company:

TOI:
Product Name:

Project Name:

Created by:
Last edited by:

Submitted by:

Close

SERFF Tracking Number:

Note To Reviewer for AAAL-126885443

AAAL-126885443

AfA Life Insurance Company

Company Tracking Number:

HO2G Group Health - Accident Only

Health Product Launch

HFL 2011

Frances Stuart on 12/14/2010 04:17 PM
Frances Stuart on 12/14/2010 04:19 PM

Frances Stuart on 12/14/2010 04:19 PM

Subject: * Natice

Comments: * Motice to reviewer.

State: Alabama

State Tracking Number:

Sub-TOI: HO2G.000 Health - Accident Only

&~ A Note to Reviewer may be sent with the original submission of the filing, as well

as on a closed filing (provided the states have not disabled this option).

Submitting a Note to Reviewer on a closed filing is beneficial if the user needs to

change an effective or implementation date or to ask that the filing be re-opened

for another purpose. It is important to note that attachments may not be added to

a Note to Reviewer on a closed filing.

When States Restrict NTR on Closed Filings

Some states will not accept a ‘Note to Reviewer’ on a Closed Filing. In this instance,

there will not be a ‘Create Note to Reviewer’ button at the bottom of the page. Some

states my provide an explanation in place of the button, if there is no explanation,

then that area will just be left blank.

SERFF Industry Manual

Page 201 of 345

Copyright ©2011 National Association of Insurance Commissioners. All rights reserved




SERFF End User Training Manual

Reminders

Reminders are user defined messages that will be sent to the Message Center are there

due date.

&~ Create a reminder

Set Confidentiality | Create Reminder Move to Workfolder PDF Pipeline

Add Authors Update Change Schedule Ttems

Create Reminder

1. Open the filing, click the button.

Reminder for XXXX-000535780

Save Apply Cancel

SERFF Tracking XX ¥-000535780 State: Alabama

Number:

First Filing Ans Life Insurance State Tracking

Company: Company ;... Number:

Company Tracking

Humber:

TOI: 03.0 Farmowners Sub-TOI: 03.0001 Commercial
Farmowners

Product Name: Farmowners

Project Name: Commercial

Subject: *

Due Date: *

Comments:

Send To:

'@" Creator {:} All

Generate Reminder on Closed Filing:

O ves @® nNo

Save Apply | Cancel |
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2. Type the Subject and Due Date (required fields) and comments.

Send To:

® creater O all

3. If the creator radio button is selected upon creation, then the message will

appear in the creator message center, if the all radio button is selected, then
everyone who has access to the filing will receive the message in their message

center.

Save

Click the button.

The reminder will be displayed under the filing correspondence tab.

Reminders
Subject Created By Created On Date Due Processed
Reminder Stuart, Frances 12/22/2009 03:04 PM 12/23/2009

Dispositions

When a Disposition Report is created for a filing, the SERFF status of that filing is

changed to "Closed.” The filing is then removed from the “My Open Filings” view. The
user can find any closed filings by using the Advanced Search. The Disposition can be
found on the Filing Correspondence Tab of the filing. The user receives a message in

the Message Center indicating that there is a Disposition.
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Messages

Remove Message

Messages Messages 1-16 of 16 | First | Previous | Next | Last
™ |unread | Subject Filing r an =
[F] # Disposition Received for AAAL-126885443 from Alabama. Attn: Frances Stuart AAL-126885443 Frances Stuart Dec 14, 2010
D # Public Access Status Changed for Filing AAANI 26885443 to Alabama . Attn: Frances Stuart AARL-126885443 Frances Stuart Dec 14, 2010

1. To open a message, move the pointer to the message. Click when the message

to be read

is highlighted in yellow.

2. The message will display.

Message

Remove Message

SERFF Tr Hum:
Co Tr Num:

State Tr Num:

Company:
Contact:

State:

Event Detail:

ARAL-126885443

Hove to Workfolder

Type Of Insurance:
Sub-Type Of Insurance:
Filing Type:

AfA Life Insurance Company
Victoria Windham

Alabama

Product Hame:

From:

Message Received:

Disposition Received for AAAL-126885443 from Alabama. Attn: Frances Stuart

Health Preduct Launch
HO2G Group Health - Accident Only
HO2G.000 Health - Accident Only

Form/Rate

Frances Stuart

12/14/2010 04:23 PM

Disposition(126653734) for Filing AAAL-126885443 was Submitted with a Status

of Approved. Public Access Status has been Set by Default.

3. To open the filing referenced in the message, click the blue, underlined SERFF

Tracking Number.

4. Click on the Filing Correspondence tab.

General
Information

Form
Schedule

Rate fRule
Schedule

Supporting
Documentation

| Filing
l:orrrEspondence

Filing
Fees

Companies
and Contact

R

5. Click the blue link under Dispositions.

Dispositions
Status

% Approved

Created By

Stuart, Frances

Created On

12/14/2010

Date Submitted

12/14/2010 04:23 PM

F The Disposition is now viewable.
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Close

SERFF Tracking Number:

Filing Company:

TOI:
Product Name:

Project Name:

Comments:

Company Tracking Number:

Disposition Date:
Implementation Date:

Status:

Disposition for AAAL-126885443

AAAL-126885443

apa Life Insurance Company

HO2G Group Health - Accident Only

Health Product Launch
HPL 2011

12/14/2010

Approved

State:

State Tracking Number:

Sub-TOI:

Alabama

HOZ2G.000 Health - Accident Only
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Lesson 6

This lesson covers the Search functionality of SERFF. Search is available to all users.

SERFF offers two levels of search — a Tracking Number Search that provides quick
access to a particular filing and an Advanced Search that allows queries of the filings

database based on several criteria.

This lesson covers the following topics:

& Tracking Number Search

& Advanced Search
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Tracking Number Search

The Tracking Number Search box displays in the upper right portion of the SERFF
Workspace. This search will use the value entered to search the SERFF Tracking

Number, State Tracking Number, or Company Tracking Number fields.

Home | About SERFF | Contact Us | naic.org

Welcome, Frances Stuart.

aaalifeinsurancecompany

( =y e - ¥

SERFF Help | __Logoff
oucr o QT

M_/ Tracking Number:
search...
Filings Billing Settings Filing Rules Reports Templates

My Workfolder | Mv Gpen Filings =~ Mv Draft Filings = Messages  Search | Create Filing  Create Paper Filing =~ EFT Report

My Workfolder

Remove from Workfolder

0 Filings

Filings

& [~| State & | Product Name Company Tracking = Filing Date Created By SERFF Status

No filings in folder.

0 Filings

Remove from Workfolder

cgDRunning a Tracking Number Search

Tracking Number:

1. Click in the I field.

2. Enter the SERFF Tracking Number, State Tracking Number, or Company
Tracking Number of the filing being sought.

Tracking Number:

lJNSE-EIEIEIEIHEIS? Search |

3. Click the button, and then select the type of Tracking Number.

Tracking Number:
IIMSE-0000 14037 f
SERFF Tracking Mumber

State Tracking Number

Company Tracking Number
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If only one match is found for the Tracking Number entered, the user will be taken
directly to the filing. However, it is possible that the search will bring back two or
more filings. In such a case, the search results screen will display and the user must

select a filing.

Advanced Search

Advanced Search allows users to search their filings database on one or more pre-
defined criteria options. To access this feature, click on the Search link from the

Workspace. For some users, the link may be called Search/Export.

Filings l Billing Settings Filing Rules Reports Templates
My Workfolder My Cpen Filings =~ My Draft Filings | Messages Create Filing | Create Paper Filing = EFT Report

The Advanced Search Screen

From Advanced Search, the user can enter search criteria, execute the search, and
save and maintain frequently used searches. As discussed later in this lesson,

authorized users can also export data from filings based on their search criteria.

Advanced Search utilizes several field types, including text fields, date ranges, select
lists, source-target lists, and radio buttons. All fields are optional, but at least one field

must be used to execute a search.
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Search Filings

Search Reset

Tracking Number

Most Recently wed FIings

3) Search Tips

Search.

To execute a search, enter one or more criteria options and hit the Search button. Business
Typ= and Filing Medium can only e usad in conjunction with othar critaris.

You may use a vildeard (<) in any text fisld. Click the Help link for more information on

Saved Searches

prjectiame: [ searces:
Statel | please Select v
company Name: [ smens. | Save
Group Code: [ ] SERFF Status:
e ——
Closed
- . Draft L= |
Filing Medium .
Pending Industry Response -
CElectronic  Paper () Both Pending State Action
Reopene _|<
Business Type Submitted to State ==
O Opac ®Both
Submission Date
stare. [
’E Company Status:
End: 'E Pending Actusrial Response
==
State Disposition Date =
sare [ |g) 2
O — =]
Continued...
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T PTOgTEss

State Disposition Date Submitted/Pending DOI Review >
O — -] -
e — B

Date Status Last Changed

Type: | <ErFF - Users on Filing:

Start: l:“§| [Jauthor [luser created [user submitted

Hassel, Barbara

o — ] A
— Scharz, Fran g
Stuart, Frances -
Correspondence Submission Date Sulfaro, Susan
Type: — 3 Thempson, Tamara ﬂ
* | Diepostion Windham, Victoria e

e
N — )
Respond By Date PPACA
Start: |:||§| [] MotPPACA-Related
End: |:||§| [ Mon-Grandfathered Immed Lkt Reforms

Grandfathered Immed Mkt Reforms

O 1nclude Inactive

Market Type (LAH Only) |
[ individual [ Small Group [ Large Group [ Pre-PPACA Submission
[ small and Large Group

Product Type:

HIKO
PPO
EPO
POS
HSA
HDHP
FFS
Other

el

Tracking Number
Users can search for filings based on three Tracking Numbers: SERFF, State, and
Company. If users are not sure of the entire Tracking Number, a wild card (*) can be

used before and/or after the criteria string.

Text Fields

The text search fields include Form Number, Product Name, Company Name, Group
Code, NAIC Company Code and Project Name. When using any of these fields to
search, remember that unless a wild card is used, the search will be looking for an exact

match. An asterisk (*) can be used as a wildcard before or after the criteria string.

Date Ranges

The date ranges available in Advanced Search include Submission Date, State
Disposition Date, Date Status Last Changed, Correspondence Submission Date, and
Respond by Date. These date fields are inclusive, meaning the date entered will be part
of the search. For instance, a search for Submission Date that starts with 01-01-2010
will include filings submitted on 01-01-2010.
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Select Lists

The select lists in Advanced Search are State, Date Status Last Changed Type and
Correspondence Submission Date Type. The State list includes all states available for
paper or electronic filing. The Correspondence Submission Date type includes all types
of Correspondence. Only one value from each of these lists may be chosen for each

search.

Source-Target Lists

The source-target lists for Advanced Search are SERFF Status, Company Status,
Product Type and Filing Authors. The SERFF Status options are those status indicators
used by the system. The Users on a Filing list includes all active and inactive users on
the current instance with the authority to create a filing. The search results may be
filtered according to the user that was the author, the creator or the submitter of the
filing(s). To use these lists, move one or more of the options from the source box on the
left to the target box on the right. If more than one option is selected, the system will

search for filings that contain either selection.

Radio Buttons
The two radio button search options are Filing Medium and Business Type. Both are set
to a default of “Both” and can be changed by clicking a different option in the set.

Searching by either of these fields requires the use of at least one other criteria item.

Check Boxes
The two check box search options are Market Type (LAH only) and PPACA. The user

can select one or all items available in these two fields.

¥~ Running an Advanced Search

1. Click the ‘Search’ or ‘Search/Export’ link on the Workspace.

Filings l Billing Settings Filing Rules Reports Templates

My Workfolder = My Open Filings =~ My Draft Filings = Messages Search = Create Filing = Create Paper Filing | EFT Report
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2. The Advanced Search page displays.
3. Enter the desired search criteria.

4. Click the ‘Search’ button at the top of the page.

The Search Filings screen displays the search criteria and all the filings that match

the criteria. Click on any row to open a filing.

Search Filings
...where SERFF Status is 'Assigned’ or 'Closed’ or 'Draft’ or 'Pending Industry Response’ or "Pending State Action’ or 'Reopened’ or "Submitted to State’
hnd Current Revision is "No’
Move to Workfolder New Search Refine Search
Filings Filings 1-50 of 66 | First | Previous | Nesxt | Last
& [~ | State = | Filing Date TOI/Sub-TOL Filing Type | SERFF Status SERFF Tracking # | Company Status Company Tracking #
G O Connecticut Apr 27, Commercial Auto/All Sub- Form Closed-Rejected SRFF- 09393993
2008 types 126130237
[] Flerida Test 2/5ub-TCI A Form Draft SRFF-
125835605
O Florida F&C - Personal Lines/FPA  Rate Draft SRFF-
125835604
& O Florida Aug 29, P&C - Personal Lines/PPA  Rate Submitted SRFF-
2008 125797271
= O Florida Aug 29, P&C - Personal Lines/PPA  Rate Submitted SRFF-
2008 125797265
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\ME
SAVER

Refine Search

The Refine Search button on the search results page takes the user back to the
search criteria screen without erasing the search criteria previously entered. The

search can be refined without having to re-enter the existing criteria.

Filings l Billing Settings Filing Rules Reports Templates

My Workfolder | My Open Filings =~ My Draft Filings = Messages = Search | Create Filing  Create Paper Filing =~ EFT Report

Search Filings

...where SERFF Status is 'Assigned’ or "Submitted to State’

Move to Workfolder Hew Search Refine Search

Filings
& [T State [= | Filing Date | TOI/Sub-TOL Filing Type SERFF Status | S ng #
[0 alabama Dec 14, 04.0 Homeowners/04.0001 Condominium Rate Submitted  AAAL-126885435
2010 Homeowners
a5 [0 alabama Dec 14, HO3G Group Health - Accidental Death & Form/Rate Assigned AMAL-126884560
2010 Dismemberment/H03G.000 Health - Accidental

Death & Dismemberment

& Saving an Advanced Search

Users can also save frequently run searches. The Saved Searches are user specific

and can be updated or deleted as needed.

1. Set up an Advanced Search as previously described.
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Search Filings

Search Reset

Tracking Number

Type: | sERFF v
. To execute a search, enter one or more criteria options and hit the Search button. Business
TrackingHumber: [ ] T e s T o o o i e Tt G e e

You may use a wildcard (*] in any text field. Click the Help link for mare infarmation on

%) search Tips

Saved Searches

profetNames [ Searches:
State! | please Select hd
Company Name: |:| Save As... | | Save

GoupCode: [ ] SERFF Status:

Draft Submitted to State
Filihg Medium Pending Industry Response g
Pending State Action =
O Electronic O Paper @ Both Reopened
P B 1

2. Enter a name to identify this search in the Search Name text box.

Save Search
’7 Search Name: | Save

3. Click the button.

%~ Loading a Saved Search

1. From the Advanced Search, click on the drop down arrow in the Saved Searches

field and select a search to load.

— Saved Searches

Searches: | Please select

Please Select
Anmerican Bankers

2. Click the button.

3. The screen will be updated to show the criteria for this search. The criteria may

be modified without affecting the saved search.
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4. Click the Search button as with any search.

" To modify an existing saved search, update the criteria and re-enter the same

name in the Search Name box, then click Save. The system will prompt for

confirmation to overwrite the existing search.

&~ Deleting a Saved Search

1. Go to the Advanced Search screen.

2. Click on the drop down arrow in the Saved Searches field and select the

search to be deleted.

Saved Searches

Searches: | Please select

Please Select

Anmerican Bankers

3. Click the button.

— Sawved Searches

Current Search: American Bankers Delete

Searches: I Please Select ;I

Load | Reset |

4. Click the button.
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Message from webpage E'

P | Are you sure you wank ko delete the search ‘american Bankers'?
\t(' It will be deleted permanently.

[ ok | [ Cancel

o]'¢
5. A confirmation message appears confirming this action. Click _

button to delete.
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Search Results

The results screen for Advanced Search is similar to the others views used in the
system, such as My Open Filings. From the search results page, the user can start a
new search, refine the current search, open a filing, or move one or more filings to the
Workfolder.

The search results screen also displays the criteria used for the search and shows the

number of filings found. All of the columns in the search results page can be sorted.

Filings Billing Settings Filing Rules Reports Templates

My Warkfalder My Open Filings =~ My Draft Filings =~ Messages  Search | Create Filing — Create Paper Filing

Search Filings
...where SERFF Status is "Assigned’ or "Submitted to State' and Business Type is 'LAH"

Move to Workfolder New Search Refine Search
Filings Filings 1-8 of 8 | First | Previous | Mext | Last

T | state [= | Filing Date TOISub-TOI Filing Type SERFF Status SERFF Tracking # Company Status Company Tracking #
r Georgia Sep 16, 2006 Life/Terrm Life Faorrs & Rates Assigned KIER-000500620 Subrnitted 99999n0t & toi

r Georgia Sep 14, 2006 Credit Life/ =120 Months Advertising Submitted KIER-000500669

r Georgia Sep 16, 2006 Credit Life/<120 Months Form Subrnitted KIER-000500777

r Geargia Sep 16, 2006 Credit Life/«< 120 Months Form Submitted KIER-000501000

r Geargia Sep 17, 2006 Credit Life/«< 120 Months Forrm Submitted KIER-000501005

r Geargia Sep 16, 2006 Credit Life/ =120 Months Form Submitted KIER-000500666

r Geargia Sep 16, 2006 Credit Life/ =120 Months Forms & Rates Submitted KIER-000500667

r Georgia Sep 16, 2006 Credit Life/=120 Months Rate Submitted KIER-000500665
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Adobe Acrobat software is a document exchange program that enables users to share

files that can be viewed and printed easily with a freely downloadable Acrobat reader.

Acrobat allows you to convert virtually any document easily, in a shareable Portable

Document

Format (PDF). Documents in PDF format retain likeness of the original

document with a smaller file size, making them easier to share the document via email,

disk, or other means. In addition, Adobe Acrobat contains tools for you to markup,

review, and edit changes with PDF documents. Adobe Acrobat allows you to create

interactive table of contents, notes, stamps, annotations, bookmarks, and indexes for

your document.

The following lesson will show you how to use Adobe Acrobat. In addition, SERFF

standards for documents will also be included.

&

Note: When a state receives a filing for review, it is important to understand

that in order for Adobe Acrobat files to be edited, they must first be detached
from the original filing, annotations and/or corrections must be made to the
document, the document must be saved as the edited version (with a
different file name), and finally, the edited version must be attached to the
filing in either a Response Letter or Amendment. The original Adobe file

always stays with the original filing.

This lesson covers the following topics:

& |Introduction to Acrobat
& Creating and Editing Acrobat Pages m
& Marking Up an Acrobat Document -——7
= _—
& Advanced Acrobat Features \)\\
& Creating Forms
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Adobe Acrobat allows you to open any PDF formatted file. Below are the steps to open

a file in Adobe Acrobat or, you can also double click on an attached PDF file to open

Adobe. Click the Start Menu, choose Programs then Adobe Acrobat Professional and

click the name of the program you want to start. You can also double-click the Adobe

Acrobat icon on your desktop to start the Acrobat program, or double-click a PDF file

icon to start the program with that file open.

" Opening a File

1. Click © * or select File, Open from the main menu. The Open dialog box will

appear.

2%

Loak jn: I 5] Acrobat 7.0

| «®mckE-

.................... (1 TemplccProfiles
fcrobat Elements [ lpdate
AckiveX

De=signer 7.0

Diiskillr

Esl

Help

PDFMaker

Reader

Resaurce

Setup Files

File name: I

Files of type: | Adobe PDF Files [+ pdf]

j Open I
j Cancel ,..-'L

2. Select the appropriate file and click . The file will open in the Adobe

Acrobat program window.
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Adobe Acrobat Work Area

The Acrobat work area includes a window with document pane, control icons, menu
bars, status bars and several toolbars. The document pane is used to view PDF
documents, and an accompanying navigation pane shows bookmarks, signatures,
layers, pages and several other navigation elements pertaining to the document. Below

is an example of an open document in Acrobat.

Menu
@Fde Edit  iew D ents  Tools Advanced Window  Help - 18] x|
P Py = _\“ {—‘ 5 ﬁ E Creste POF ~ A__J Comment & Markup = &7 Send for Review « Bv gv
ST Teselect i F® - | I @ [u% @ |00 | wne | @ten -
1
Navigation f W EE B+ osions - x 4
Pane E & pdfrark Reference Manual = Adobe Acrobat 7.0
i
m
s
°° Document
o] : Pane
far} g
& i
=
=z pdfmark Reference N\ |nual
ey
]
|5
£
£
8 Hevambar 17, 2004
]
¥ P Ficase fin tha latsst vardnn it ihis documant cn the Adobe Solutlons Heowark:
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The following table explains each the most commonly used buttons:

Button Purpose
= Open a PDF file.
A, Create PDF from Web Page.
= Save the file currently in the Adobe Acrobat program window.
= Print the file currently open in the Adobe Acrobat program
' window.
4 Navigates to the first page of the document currently open in
the Adobe Acrobat program window.
4 Navigates to the previous page of the document currently open
in the Adobe Acrobat program window.
3 Navigates to the next page of the document currently open in
the Adobe Acrobat program window.
Pl Navigates to the last page of the document currently open in
the Adobe Acrobat program window.
o Navigates to the previous view you had displayed in the Adobe
Acrobat program window.
o Navigates to the next view available in the Adobe Acrobat
program window.
- Displays the document in actual size in the Adobe Acrobat
program window.
EI ‘ Shrinks the document to display the entire page in the Adobe
T Acrobat program window.
EI Displays the document width to fit the Adobe Acrobat program
window but you must scroll to see the full length of the
document.
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Find a word or phrase in the current document open in the

'liﬁ
Adobe Acrobat program window.

i o Navigate through the document testing hyperlinks, inserted

il N

items, etc by clicking on them.

Zoom in on a portion of the current document open in the

Adobe Acrobat program window.

Touch up text in the current document open in the Adobe

Acrobat program window.

Crop a portion of the current document open in the Adobe

Acrobat program window.

Add a note to the current document open in the Adobe Acrobat

program window.

o Write directly on the current document open in the Adobe
Acrobat program window.
™ Highlight a portion of the current document open in the Adobe

Acrobat program window.

Insert a movie file on the current document open in the Adobe

Acrobat program window.

Create a hyperlink on the current document open in the Adobe

Acrobat program window.

Identify article properties for a portion of the current document

open in the Adobe Acrobat program window.

Insert a digital signature on the current document open in the

Adobe Acrobat program window.

s

Select the text on the current document open in the Adobe

Acrobat program window.
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Use the following areas of the Acrobat screen to help you navigate through multi-page

documents.

@Eile Edit YWiew Document Comments Tools Adwanced  Window Help

=81

=% JEL = ':]1% v yv (a_l ﬁ %7__] Create POF ~ %Commem&hﬂarkup + w7 Send for Reviews + ﬁ- _é. ":E:'%.

[ & Inseea G 1@~ (] (J[cd (@5 - OPO8- v

Click the down

=0 U arrow Fo select the

B0 A view size of the
document.

&

EHEY L ererrrgerrerre—rrerrrerrew
@l Finding Adobe PDF Files U
E ADOBE FOF CREATION
#={[Y Creating Adobe PDF Files |
#={[Y Creating Adobe PDF Files |
=Y Adobe POF Settings

=Y Saving and Converting Adok
=3 ForRMS

=R Creating Adobe PDF Forms
@ Filling in Adobe PDF Forme
=Y Collecting Data from Submi
|DL'—’| REWIEW AMD MARKUP

l Comments \ Aﬂachi Pages‘ Signatures -1 Bookmarks

% @Help -

=4 Using Commentina Tools = —_—
‘I fTi! Ll_/l"/

Drag the scroll
box to quickly
move to a
different page.

A -
—

EE (I\ B =)

Teee—
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Click the right and left arrows to go to —
the next and previous pages of the

document. Use the double arrows to
go to the first and last pages of the

document.
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Navigation Toolbar Buttons

There are quick navigation buttons available on the toolbar within Adobe. These buttons

will help you navigate quickly through any large documents you may be reviewing.

ﬁﬁile Edit Yiew Document Comments Tools Advanced  wWindow  Help _|E|i|

- 2 P J;_ = []1%" f' fe- ﬁ %ﬁ'CremePDFv %Commem&hﬂarkupv w1 Send for Review ~ ﬂv .Z' "'E-'gzv
@ Dowes @A) [P [~ © 103 vmfi @ren-

|
»
These three buttons allow for g‘
quick reduction or enlargement
of an Adobe document:
ABC CO Actual Size, Fit Page, and Fit
ABC Company, a stock company, will pay the bensfits g Width'

terms and provisions of this policy. The Schedule of Exh —
applies and its effective date.

B,
B

(1 [Policyholder: AnyCompany]
[i Group Policy No.:  [XXXXX]
EFFECTIVE DATE
2y This policy will take effect on [October 1, 15999, This policy replaces Group Policy NMumber ¥YYY which was

issued by ABC Company ahd took effect an October 1, 1557 ]
POLICY ANNIVERSARIES

Palicy anniversanes will ke [Cctober 1, 2000 and sach subseguent October 1.]

l Comments \‘\ Aﬂachi Pages.] Signatures -1

PREMIUM PAYMENTS

— 1 Thiz nolicy is issned in return for the nawment b the Bolicvholder of I'Pﬂl_lirPl" Praminms  Premiums are ;I
= R rE:
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&~ Using Adobe Acrobat Help

The help file in Adobe Acrobat contains information on what the program can do, how to
perform functions in the program, and why you would use certain things in the program.

Below are the steps to use the Adobe Acrobat Help file:

1. To open the help file and look through the bookmarks in the file, select the main
menu item Help, Complete Acrobat 7.0 Help. This will display the help file and a

list of bookmarks in the navigation pane on the left side of the screen.

T

= ® e Adobe Acrobat Help "
J Con‘ten‘ts\Seach\lndex g
P |

& ACROBAT ESSEMTIALS

& What's Mew in Adobe Acrab
7.0

& Locking at the Work Area [

& Finding Adobe POF Files Using Search
Organizer

& ADOEE PDF CREATION Tab

& Creating Adobe POF Files
Using POFMaker

& Creating Adobe POF Files
Using Acrobat

& Adobe POF Settings

& saving and Converting Adobe
PLF Content

& FORMS
& Creating Adobe PDF Farms
& Filing in Adobe PDF Forms

& Callecting Data from
Submitted Forms

& REVIEW AND MARKLUP
& Using Commenting Tools
& Initiating Document Reviews

& Participating in Document
Reviews

j+ o Mananinn Camments _ILI
4 2

=l

2. To see sub-topics of a bookmark, click the F-button to the left of the bookmark.

This will expand the sub-topic list.
3. To search the help file for a particular word or phrase, click the Search tab.

Using Bookmarks in an Acrobat File
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Bookmarks are electronic links within an Adobe Acrobat document. If a document is
originally created in a word processing program and has a table of contents, when it is
converted to an Acrobat document, bookmarks are automatically created from the table
of contents. In addition, you can add your own bookmarks to an Acrobat document,
similar to paper bookmarks, and mark parts of documents that you often return to.
Bookmarks can also be used as an outline for a lengthy document.

Many of the documents you will work with in Adobe Acrobat will contain bookmarks in
them. Use the following steps to navigate the bookmarks of an Acrobat file:

&~ Bookmarks
1. Open the appropriate file in Adobe Acrobat.

2. Select View, Navigation Tabs, Bookmarks, from the menu bar if the Bookmark

pane is not already open.

@ File Edit ‘Wiew Document Comments Tools Advanced window Help 18] x|
P B, 3 = E['E-. .{?' (8- “_ﬁ E _JJ.{_::'CreatePDFv A%Commem&Markup' | Send for Review ~ iﬂ' Zv = v|

WILSeIedg @ - _Ll?@hs% - $00% - 1= w2 @ e -

| :

/ \ ABC COMPANY
Bookmark

mpany, will pay the bensfits specifisd in the Exhibitz of this policy subject to the

¥

Comments \ AttachIE Pages\|§ Signatures kBookmarks

Pane policy. The Schedule of Exhibits liste each Exhibit to this policy, to whorm it
e,
[Policyholder: AnyCompany]
H Group Policy No.: [0

EFFECTIVE DATE

This policy will take effect on [October 1, 1599, This policy replaces Group Policy Number YY" which was
issued by ABC Company and tack effect on October 1, 15587 ]

POLICY ANNIVERSARIES

Policy anniversaries will be [Cctober 1, 2000 and each subsequent October 1]

PREMIUM PAYMENTS

Thie nolicy ie ieznsd in return for the nawment by the Enlicvholder of recuired Preminms  Bremipms are LI
= B [ 5 Ll LILI
S [t [ Bl | © rE

3. Expand the main level in the list by clicking the| - to the left of the title.

4. Click on the Subtitle name. The view pane will display that portion of the

document.
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Bookmarks allow you to move quickly to important parts of documents. Below are the

steps to add bookmarks to an acrobat file:

1. Open the appropriate document in the Adobe Acrobat program window.

2. If the bookmark window is not open, click on the ‘Bookmarks’ tab.

@Eile Edit Wiew Document Comments Tools Advanced ‘Window  Help _|ﬁ'|ﬂ

-

i3 e . =
E Create PDF + A"_‘j Comment & Markup ™ g7 Send for Review -« iﬂ -~ g -

o

2B AN

=1l + I— I3, |2 : o
“HE - + 4 53% - H - |2 H @Hel -
T HE @K | I © - @ | DV P
_ _ ABC COMPANY —
0 EE 2= \optiors 5 x 3
] - ABC Company, a stock company, wil pay the bensfis specfied In the Exhibils of s polcy sublect to he -
f ferms and prowisions of this policy. The Schedule of Exbibils lsts sach Exnibit o this policy, 1o whom it
E E F" |L|| T |:|T||: ( — appies and 5 stactue dats _I
i ) N 1] [Fedlayholder: AnyCompan]
S | [ TABLE OF CONT AN .
m
L | D% TABLE OF CONTENTS N Text
gl | = Selection
g DEFlNlTIONS @ T I ber 1, 1595, This pollcy replaces Group Policy Mumiber YYYYY which was
J =%ecton Ocoiober 1, 1557.]
& | | =Y PREMIUM RATE(S) 00
o
@ | | ®=05 PREMIUM RATE(S) (Cantir ——
?‘# PREMIUM PAYMENT2
(]
% ; This policy Is Issued i retum for e payment by the Folcyhoicer of nequired Premiums. Fremiums ane
& E payabie at e home office of ABC Company of 0 Bs suthorized agent. The first Fremium Is dus on and
[ must be
(2102 Dy tls POy’ aMactie cate. Ay ater Framiums ane due [Montly In advance on the trst cay of
-E' =ach Pollcy Month]. These dates are the Fremium Due Dates.
[x}
il Ll
= POLICY 3TU3
=L ) Triz pelicy Iz Iszusd for deibery I and govemed by S laws of [Jurscictor]
7/ Signed by
% A Icanzed agert or resderh ageh as recuked By b
£
= (<] [THIS POLICY 12 INTENDED TO BE A GUALIFIED LONG-TERAM CARE INJURANCE CONTRACT
8 UNDER SECTION TTO2ZE|b) OF THE INTERMAL REVENUE CODE OF 1882, A% AMENDED.]
THIS POLICY MAY NOT COVER ALL THE COSTS ABSOCIATED WITH LOMG-TERM CARE INCURRED
(aaaad EY THE EUYER DURING THE PERIOD OF COVERADE. THE BUYER I2 ADVIZED TO CAREFULLY
REVIEW ALL POLICY LIMITATIONS.
=
4 I I » £l GROUP [GUALIFED] LONG TERM CARE INSURANCE POLICY HON-DIVIDEND FAYING :l
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[ select

Click the Text Selection Tool button on the left toolbar.

Click and drag to highlight the text you would like for the bookmark title. This is

usually a portion of the first sentence of the area you want book marked.

Right mouse click on the highlighted text and select Add Bookmark from the
shortcut menu. A bookmark with the highlighted text as the title will appear in the

bookmark pane.
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@nRenaming a Bookmark Title

Bookmark titles are generally a section header or a few words in an important sentence.
Once the bookmark has been established to point to a certain part of the document, you

can change the bookmark title to something more descriptive and it will not affect the
document text.
1. Open the appropriate document in the Adobe Acrobat program window. Be sure

the bookmark pane is also open.

'@Fﬂe Edit  Wiew Document Comments Tools Advanced  Window  Help = |

ﬁ E E [g] E & % n‘ ﬁCrea’[ePDFv |AQC0mment&Markupv ﬁlSendforRewewv [%v Zv [E'
li]:}Selec‘tﬁ @k IJ r—_+| @W @ 5%‘;“%@%“3-

Eﬂ Eﬁ Options - b4

& POLICY NOTICE(S)
[ TABLE OF CONTENTS
[ TABLE OF CONTENTS
[% DEFINITIONS s ot T s s A
[ PREMIUM RATE(S) o
& PREMIUM RATE(S) (Contir e

-

manha
t fony Tria s T ey

Fasama
7 ey e e 3 e i ]

e —
A vt G € e et ke

THIMPOUIT 1 SYTGNCES T B A QUALIAED LONG-TERR S MIURACE CONTRACT
S Thow 7| 0P T INTER AL REVENLE CODE OF 108, 40 AVENDED
TP MY WO COVER ALL THE GO TS AR TED 1T L0 TERM CAR E [MCURRED
T R

-

W- Comments ‘\ Aﬂachl Pagesl Signatures 1 Bonkmarks‘

[ A4l s T p Bl O O | ERTREE

]

2. Right mouse click on the title of a bookmark in the bookmark pane. A shortcut

menu will appear.
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E File Edit Wiew Document Comments Tools Advanced Window  Help

X P E l;-_n. W‘%_ - & - ‘5 ﬁ |§ @ Create POF - E‘i—}’] Commert & Markup * @"_""Send for Review - a - Z -
il ] - + - 3 -
T [mselect ol E - | 1 ¢ © [53% = Wi |© @) Hep
ABC COMPANY
W EE =+ options» X
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ja
I

[
4

BN

L] [Folayholdar: AnyCompary]
(0% TABLE OF CONTENTS
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m G0 ko Bookmark: E DATE
@ DE wil Sake affect on [October 1, 1595, This polcy repisces Group Policy Number YYYYY ahich was
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DElEtE HNIVERSARIES
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Set Destination PAYMENTZ
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‘Wrap Long Bookmarks mus
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Properties. .. Chrl+I
=
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(=l [THIS POLACY |2 INTENDED TO BE A QUALIFIED LONG-TERM CARE INJURANCE CONTRACT

UHDER $ECTION TT02E|b) OF THE INTERNAL REVENUE CODE OF 1882, AZ AMENDED.]
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3. Select Rename from the shortcut menu.

4. Enter the appropriate text for the Bookmark title. Click the Enter key on your

keyboard to save the change.
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Deleting bookmarks allows you to keep only the bookmarks you are currently using.

1. Open the appropriate document in the Adobe Acrobat program window. Be sure

the bookmark pane is also open.

ﬁﬁile Edit Yiew Document Comments Tools Advanced ‘Window Help _|E|ﬂ

Halal - F-AERE. AR =N . ‘ T Creste POF + || Comment & Markup ~ g Send for Review ~ ()« o -

[ Irscec Gl [i@- | 1 f ©F% - ® [ID3]i vl @ren-

EE F= options ~ x

™ POLICY NOTICE(S)
[ TABLE OF CONTENTS
[ TABLE OF CONTENTS
3% DEFINITIONS
EH[Y PREMIUM RATE(S)
EH[Y PREMIUM RATE(S) (Contir

s

-
-
4
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T
Patcoce Qe
g Py o

]
o AR Doy s s Dot 1, 1457
e
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e
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2. Right mouse click on the title of a bookmark in the bookmark pane. A shortcut

menu will appear.
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3. Select Delete from the shortcut menu.

SERFF End User Training Manual

4. Select File, Save from the main menu or click Hi to save the changes.

¥~ Reviewing Comments

You may receive an Acrobat file that contains comments. Use the following steps to

review the comments attached to the document:

1. Open the appropriate file in Adobe Acrobat.

2. Select View, Comments, Show Comments List from the menu bar if the

Bookmark pane is not already open.

Comments tab.

SERFF Industry Manual

If the Bookmark pane is open, click on the
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@ File Edit YWiew Document Comments  Tools  Advanced  Window  Help - |5|5|
X Py E = Iq‘% - f - {3_' ﬁ % m Create POF ~ AE'?J Comment & Markup * !E Send for Review ~ ﬂ = é = % >

) Drost [ B | 0 © [mn - @ [[0%] ] @

o =l
’ _ ABC COMPANY o
-g ABC Company, a stock company, will pay the benefits specified in the Exhibits of this policy subject to the
/5” terms and provisions of this policy. The Schedule of Exhibits lists each Exhibit to this policy, to whom it
i applies and its effective date.
=i
T
/Ey () [Policyholder: AnyCompany]

-]
% Group Policy No.: [POOO0K] .

; | gs0xii00in 4] | i

,,,,,,,

Expand Al Mext (€3 ‘ 4y Reply T '* ~ [ | L Show = 8 SortBy v [=h o - Optionz » X
% LT — .
2| B Paget =
g
5 0 FStuark Incarrect
E 00T FSkuart
E
E = Page 3
LS} -

o | _'I_I
"I;I"l = | | I 1of 14 i’ F’H | @ & | ._||l'='I i AL
3. Click on a comment pane. The view pane will display that portion of the document.

4. For a summary list of all annotation notes, select Document, Summarize
Comments. Choose a ‘layout type’. A summary document will be prepared, listing

all annotations in the PDF file. See an example summary document below.

SERFF Industry Manual
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Summary of Comments on Changes to the
G-.2130-S policy form

Page: 1

Sequence number: 1
Author: FSiuart

Subject Mote

Date: 8/14/2008 4:44:50 PM
~ ncomect

Sequence number: 2
Author: FStuart

Subject: Highlight

Date: 81472008 4:44-57 PM

T

Page: 3

Sequence number: 1
Author: FStuart

Subject: Approved

Date: 8/14/2006 4:45:18 PM

&
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Creating and Editing Acrobat Pages

Adobe Acrobat Professional allows users to convert existing files into a PDF File format.
There are a few ways this can be completed, depending on the original file formats.
Microsoft applications such as Word, Excel and PowerPoint are easily converted using
the Create Adobe PDF toolbar icon. Other applications, other than Microsoft products
can also be converted fairly easily. Image files, such as Bitmap’s or JPEG’s can be
converted into an Acrobat file. This lesson contains information about converting a
Microsoft document, a non-Microsoft document, and an image file into a PDF Document.
This lesson also includes editing an Acrobat file. It covers changing text in a single
sentence to deleting entire pages and adding new pages. Adobe Acrobat is not a word
processing program; so editing features are not as simple as they are with Microsoft
Word or WordPerfect. Remember, the reasons for using Acrobat are file size and the

ease of transport through email, not because it is a better word processing program.

Many times the document you would like to submit with your SERFF filing has already
been created in a word processing program like WordPerfect or Microsoft Word. Use the
following steps to convert a Microsoft Word document to a PDF file. There are similar

steps for other word processing programs.

¥~ Create an Acrobat File from a Word Processing Program

1. Open the appropriate document in your word processor.
2. Select Adobe PDF, Convert to Adobe PDF from the main menu or click 2= on the
toolbar.

3. You will be brought to the Save PDF file as dialog box.
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21|
Save in; Ia PYCS_work j = EF -

| ACCESS
|| Acrobat
_1ETS

) ABC COMPANY -palicy.pdf

File name: j | Save I
Save az hype: IF'DF files j Cancel |
E

4. Enter the appropriate name for the document and click button

%~ Note: When you have returned to your word processor program, the file has

been created and will be found in the folder you selected during the saving
process. Conversion can take a several minutes depending on the size of

the document being converted.
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Create an Acrobat File from a Word Processing Program (Alternate Method)

In some word processing programs, the previous method is not available. If that is the

case, follow the steps below to use your print dialog box to create an Acrobat file:

&~ Create an Acrobat File
1. Open the appropriate document in your word processor and select File, Print from

the main menu. The Print dialog box appears.

prnt 2| |

~Printer
Marne: 56 HP LaserJet 9000 PCL 6_709 Propetties |
Status: =
Twpe:
Where: Print to File
Carnmenkt:
Page range —| -
o al [1 =]
& Current page " Selection
" Pages: I v Callate
Enter page numbers andfor page ranges
separaked by commas. For example, 1,3,5-12
—Z00m
Prink what: IDDI:LImEHt j Pages per sheet: |1 page j
Prinit: I.ﬁ.ll pages in range v| | Scale to paper size: |m|:. Scaling v

Cpkions. .. Ik I Cancel |

2. Select Adobe PDF from the Name: field. Click . The Save PDF file as

dialog box appears.
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Save i I'a Hiztary j

Mame | Modified | -
. E':I 2005 Febroary 3/8/2005 7:02 AM
Histary ) ABC COMPANY -p... 3/8/2005 5:49 AM
| @.ﬁ.ccess Level 1 M,,, 1/27/2005 9:39 AM
]

I
@
Ll ) airline Miltary Pall,.. 3(2/2005 9:31 AM

p @bsb_catalug.pdf (2 1/24/2005 1:13 PM
o HBsBarder. pdf 1/20/2005 12:50 PM
E:I CriticalbatesDocuy, ., 30372005 1:50 PM
by Documents ENLII:xI:.pu:IF 3212005 725 AM
[ etime (2) 1/25/2005 10:47 A
[ etime 3/5/2005 7:03 AM
@ETS Manual 2004..., 2/24/2005 12:45 PM

[ B A Y A0 Amnd S d A kA

File name: ILessurﬂ 1.pdf j Save
j Cancel

Save as lype: I PDF files [*.POF)

i

3. Enter the appropriate name for the document and click . When you have

returned to your word processor program, the file has been created and will be found

in the folder you selected during the saving process.

Using the Drag and Drop Option to convert an image file into an Adobe PDF File
Format

If the file is an image, you can convert it to a PDF without opening Adobe or the original
document. Drag the image file within the Windows desktop onto the Adobe Acrobat
application window. If you drag the image onto the Adobe icon, Acrobat will create a
new PDF file for each image; multiple images will be opened into multiple PDF
documents. The file name will remain the same, but the file extension will be changed to
.pdf.

If you drag the image file onto an already opened Adobe Acrobat file, it will place the
image at the end of the document. This might be a useful tool if a state seal needs to be

added to a document.
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Only image files (such as .gif, jpg, .omp or .png) can be converted this way. Text

documents must be converted using the previous two types of file conversions.

" Drag and Drop
1. Ensure that all applications on the desktop have been minimized.

2. Find the image file that you want to convert to a PDF file format, select the file by

single clicking on it and hold your mouse down while you drag it over the Adobe

Acrobat desktop icon and release.

&~ Make sure that you are dragging the file onto the Adobe Acrobat icon and not

the Adobe Acrobat Reader icon.)

FullShot 7

"

3. Adobe will automatically convert the image into a PDF file format. (Note: the file

extension will have been changed to .pdf, but the name of the initial file name will

carry over.)
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2 Adobe Acrobat Professional - [SERFF.pdf]

=
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%~ To convert multiple images, select the images using the Ctrl + Click option (to

select particular files) or Shift + Click options (to select a range of files), hold
down your mouse and release the selected images over the Acrobat shortcut.

Each image will be opened into its own PDF file.

Editing Text in an Acrobat Document

An Adobe Acrobat file is text converted to a compressed graphical format. Therefore,
editing text within the document is very restrictive. You may add new text only on a line
that currently has text. When you delete an entire line of text, you are left with white
space on the page. The text does not move up the page as it does in a word processing
program. If you need to make major changes to a document that has been saved as an
Adobe Acrobat file, it is better to make the changes in the original word processing
version of the document and re-save it as a PDF file again. Below are the steps to edit

text in an Adobe Acrobat document.

&~ Editing Text

1. Open the appropriate document in the Adobe Acrobat program window.

_@ File Edit Wiew Document Comments Tools Advanced ‘Window Help =18 x|
i X P A — ETE - (.‘;; - @J ia'] |§ _u Craate POF ~ 360mmem&Markup * w7 Send for Review - Iﬂ - Z - 5= v|
| ) Irsocct i [& - [ | I[cd O % - @ D @ren-
A F

yu gy ou(@ D

ABC COMPANY [ Touchup

. The Schedule of Exhibits lists each Exhibit to this policy, to whom it Text Tool
applies and itz effective date.

LLe =]

() [Policyholder: AnyCompany]
Group Policy No.: [RRHR]
I EFFECTIVE DATE

T3

This policy will take effect on [October 1, 1999, This policy replaces Group Policy Mumber YWY which was
issued by ABC Company and took effect on October 1, 1597 ]

POLICY ANMIVERSARIES

Paolicy anniversanes will be [Cctober 1, 2000 and each subseguent October 1.]

Comments \ Aﬂach‘é Pages \I Signatures \I Bookmarks

PREMIUM PAYMENTS

This pelicy is issued in return for the payment by the Policyholder of required Premiums. Premiums are
payakle at the hoeme office of ABC Company or to ite authonzed agent. The first Premium iz dues on and _I
-

rmust be
1of14 b bl | e | B F 00

]
0
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2. Right Click on the Toolbars to activated the Advanced Editing Toolbar

- I wr—mmem [ = a1 o

)
Basic !

Cammenkting

Drrawing Markups

3. Click the Touchup Text Tool button Ii ~ from the Advanced Editing Toolbar.

4. Click on the text you would like to edit. A box will appear around the text block

with the text highlighted.

21

&l

L SRR [GUALISED) LONG TERM CARE INSURANCE POLICY HOH-OWVIDERD PAYIMNG

ABC COMPANY

ABC Company, A 5ok comoany, wil pay e benetis specifed i e Exhibils of fnis polcy sutfect o the
s and provisions o this policy. The Schedule of Extibils llsts sach Exhibit io this poilcy, o whom
apoles and s efiecle date.

[Follcyhoidar: AmpCampany]

EFFECTIVE DATE

This pollcy wil take etiect on [Ociober 1, 1555, This poilcy repinces Geowp Folicy Number YYYYY which was
Issued by ARG Comoany and ook effect on Qclober 1, 1957

POLICY ANNNERSARIED

Falicy annheersanies will b [Cclober 1, 2000 and sach subssguent Doiober 1]

FPREMLIM PAYMENTE

This paolkcy Is lsued In refum for the: paymert by ine Foilcyhoider of pequined Premiums. Premiues ars

Fayabie ot e home offics of ASC Company of o s authorized ageni. The first Pramium b dus on and
rustbe

(AEad by inis polcy's effecive date. Anylater Premiums are dus [monthly In advance on fne frst day o
2ach Policy kont]. Thess dades ans fhe Premium Due Caies.

POLICY BITUE

This peikcy I kssusd for defeery In and govemed by Ine laws of fbersdichion].

Egred by

{4 hcensed agent or reskient agert as reguied by b

[THEE POLICY EE INTENDED T BE A @UALIFED LONG-TERM CTARE IMIURAMCE COMNTRACT
UMOER SECTIZN TTO2En) OF THE INTERKAL FEVENLIE CODE OF 1083, A% AMENDED.]

THIZ POLICY MAY HIOT COVER ALL THE COATE A3BDCIATED WITH LONG-TERM CARE IMCURRED
EY THE BUYER DURING THE PERIDD OF DOVERAGE. THE BUYER 12 ADVIZED TC CAREFULLY
FEVIEW ALL POLICY LIMITATIONE,

new text you would like to add in its place.
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Move the cursor to the appropriate spot using the arrow keys on the keyboard.
Use the delete key on the keyboard to Delete any text to the right of the cursor

and the Backspace key to delete any text to the left of the cursor. Enter any

Select File, Save from the main menu or click |5 to save the changes.
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Adding Pages to an Acrobat Document
While working on a document in Acrobat, you can insert another file into the current
document. If you would like to insert only certain pages from a file, simply save them as

their own file.

&~ Adding Pages
1. Open the document to which you would like to add pages in the Adobe Acrobat

program window.

2. Select Document, Pages, Insert from the main menu. The Select File to Insert

dialog box appears.

Select File To Insert

k Look, in: Ia Histon j

| Modified
382005 7:02 AM

MName ¢
[ 2005 February

I ABC COMPANY -p...
@.ﬁ.ccess Lewel 1 M,.,
25 dirline Milkary Pali,..
@bsb_catalug.pdf (2]
@BSBDrder.de

[ CriticalDatesDaocu, .
TEIENUEt

E:I etime (2}

E:I etime

FHETS Manual 2004....
r‘_'l—. P L

/52005 §:49 AM
1/2712005 9:39 AM
3/2}2005 9:31 AM
1/242005 1:13 PM
1/20/2005 12:50 PM
5/3/2005 1:50 PM
5/2/2005 9:25 AM
1/25{2005 10:47 AM
/82005 7:03 AM
2}24/2005 12:45 PM

At JmmsA A4 A AR

File name: I

Filez of type:

I.-'-‘-.n:h:ul:ue PDF Files [*.pdf)

Lef Lo

Settings... |

Cancel

[

| Select I

__Concel |
A

3. Navigate to and select the appropriate PDF file. (You cannot insert a file of any

other type.)

4. Click|[ salect I The Insert dialog box will appear.
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Insert Pages x|

Insert File:  EMUExE, pdf

Lacation: -

—Page

" Firsk

" Last

+ Page: |1 of 19
| 0, I Cancel

5. Select the appropriate position for the new file. The pages from the selected file

will be inserted into the current document at the location specified.

6. Select File, Save from the main menu or click [E to save the changes.

@DMoving Pages in an Acrobat Document

Adobe Acrobat allows you to rearrange the pages of a document using a simple drag and drop

method.
1. Open the appropriate document in the Adobe Acrobat program window.

2. Select the ‘Pages’ tab to open the thumbnail pane on the left side of the

document.

“ This pane can be widened by moving the mouse pointer to the line dividing it

and the display pane. The mouse pointer will turn into a double headed

arrow. Click and drag to the right to make the pane wider.
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_ﬁﬁile Edit Yiew Document Comments Tools Advanced Window  Help 8] x|

@™ EH @ E & % 11] FﬁCreatePDFv ] Comment & Markup ~ g Send for Revisw = ()« &
[ &) Insoect @il |G- | (1 o4 O - ® (D% | viw|i @ree-

0 Options + X

ABC COMPANY

Aanmmmy 2 50K company, wil pay e benetils specified In e Extibils of inis polcy subject o the
o thiz policy. Evtiits st paiicy, o whom &
anumm

P [Folleyhaider: AryCampany
Group Felloy N pUOO0]

EFFECTIVE DATE

This poikcy wil ke efiect on [Dclober 1, 1555, This policy repiaces Group Folicy Number YYYYY which was
Ismued by ASC Company and fook =ffect on Oclober 1, 1357]

POLICY ANNWERSARIED
Foiicy anrhversanies wil be [Dciober 1, 2000 and each suisacuent Cicicher 1]

FREMILM PAYMENTS

This pokcy 5 lsusd In relum for the pagn Fremiums oz
mdhmmwmmwhmmm The first Premium ks cue an and

Attache: Pagest Signatures 1\ Bookmarks ‘

puw-- Ay mter tretdayor
=52 Foiizy bent]. Traze dates ane fr Sremium Cus Dates.

POLICY BITUE

This palkey 1= lzued for defvery In and govemed by he iaws of [Jburizdiction].

Sgnedby,
1A hcenmed agent or residert agert az required by Laa)

Comments

[THIE FOLICY 12 INTENDED TO BE A GUALIFED LONG-TERM CARE INJURANGE CONTRACT
UMDER SECTION 7026 OF THE INTERHAL REVENUE GODE OF 1888, 43 AMENDED.]

vI THIS POLICY MAY HOT COVER ALL THE COATS AJSDCIATED WITH LONG-TERM CARE INCURRED
Y THE BUYER DURING THE PERIOD OF COVERAGE. THE BUYER I8 ADVISED TO CAREFULLY
| REVIEW ALL POLICY LIMITATIONS.

ERE [ 4 o h B[O O | U [H

3. Click and drag the appropriate thumbnail page to its new location which
identified by a blue line under the page number. Acrobat will cut the entire page

and paste it to the new location.

4. Select File, Save from the main menu or click E to save the changes.
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¥ Deleting Pages in an Acrobat Document

Adobe Acrobat allows you to delete unwanted pages from a document. Below are the

steps to delete pages in an Adobe Acrobat document:

1. Open the appropriate document in the Adobe Acrobat program window.

2. Locate the pages you wish to delete from the document. (You will need to know

the page numbers.)

3. Select Document, Pages, Delete from the main menu. The Delete Pages dialog

box appears.

Delete Pages x|

" Selected

& From: To: |1 of 19

(a4 I Cancel |

4. Enter the appropriate page numbers and click ol . The pages will be

removed from the document.

5. Select File, Save from the main menu or click |H] to save the changes.
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@DExtracting Pages from an Acrobat Document

If you find pages in your document that would be better suited in a document of its own,
you can extract them to a new document while at the same time deleting them from the
current document. You can also extract pages from a document without deleting them.
This may be done to insert these pages into other documents or to let them stand alone

as their own document while still retaining them as part of the original document.

1. Open the appropriate document in the Adobe Acrobat program window.
2. Locate the page numbers of the pages you would like to extract.

3. Select Document, Pages, Extract from the main menu. The Extract Pages

dialog box appears.

x
Erarm; I To: |1 of 19

[ Delete Pages After Extracting

(0] 4 I Zancel

4. Enter the appropriate page numbers in the dialog box. Select the Delete Pages
After Extracting checkbox if you would like the pages to be deleted from the

original document upon extraction.

5. Click button. The pages will be extracted to a new document in your

Adobe Acrobat program window.

6. Select File, Save from the main menu or click B to save the new document.

7. Select File, Close to close the new document and return to the original

document.
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8. Select File, Save from the main menu or click |5 to save the changes to the

original document.

@Replacing Pages in an Acrobat Document

Adobe Acrobat allows you to replace pages in a document with another Acrobat file.
This is helpful if you have an original document in a word processing program and you
saved a copy of it as a PDF file to insert it into another PDF document. Every time you
make changes to the original word processing file, you will want to save the changed
document as a PDF file and replace the pages in the other document with the new
updated information. The only restriction to replacing pages is that the number of pages

being replaced and replacing must be the same.

1. Open the document that needs updating in the Adobe Acrobat program window.
2. Locate the page numbers of the pages you would like to replace.

3. Open the document that has the updated information in the Adobe Acrobat

program window.
4. Locate the pages numbers of the pages you would like to replace.

5. Select File, Close from the main menu to close the document with updated

information.
%~ You cannot insert an open file into another file.

6. Select Document, Pages, Replace from the main menu. The Select File with

New Pages dialog box appears.
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Select File With New Pages ilil

Lack in: | 23 PYCS_work x| = ®ck ER-

1 ACCESS
I Acrobat
IETS

T ABC COMPANY -palicy pdF

File name: || j Select I
Files of lwpe: |r-‘«d-:ube POF Files [*.pdf] j Cancel |

Settings...
= ”

7. Select the file with the updated information in it.

8. Click button. The Replace Pages dialog box will appear.

—Criginal

Replace Pages: I Tos |1 af 19

inCABC COMPANY -policy, pdF!

£

—Replacement

With Pages: |1 To: 1 af 64

fram 'PeopleSaftRequsitionsManual, pdf

| Ik I Cancel

9. Enter the appropriate page numbers from step 2 in the Original section of the

dialog box.

10. Enter the appropriate page numbers from step 4 in the Replacement section of

the dialog box.
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11. Click button. The pages from the updated document will replace the

appropriate pages in the original document.

Marking Up an Acrobat Document

When a state reviewer receives Adobe Acrobat files attached to a filing, it is their job to
review the document and make any suggestions directly on the document. They do this

through the use of annotations.

There are many types of annotations in Adobe Acrobat. You can create notes, stamps,
highlight, text, etc. In addition to being able to create all of these annotations, both state

and industry employees must know how to edit and delete the annotations.

¥~ Adding a Note to an Acrobat Document

Notes are similar to the paper post-it notes that we use every day to put reminders or
changes on printed documents, except they are electronic and placed on an electronic

document.

1. Open the appropriate document in the Adobe Acrobat program window.
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'@Eile Edit View Document Comments Tools Advanced ‘Window  Help

===

PR HRE- AR

- T creste POF -

|% Comment & Markup

- ESendforReviewv - Z- -

Lsan

| Inseect i

m B GW'G%-

Commenting

F, Text Edts ~ 2 stamp Tool » T - ﬁv

E

% Showy +

n

Note Tool

Comments K Attachl Pages‘\ Signatures ‘\ Bookmarks

L]

Mm:mm -mummnmsmdmmmnu
o whom it

mm-mm
[Folkyhaider: AnyCompary)
Group Folloy Moo DOOOOG

EFFECTIVE DATE

This poikcy wil ke etiect on {0ciober 1, 1558, This poilcy rapiaces Geoup Folicy Kumber WYY waich was
Ismumd by ABC Company and 100k sffect on Oclober 1, 1957

POLICY ANNIVERSARIES
Foiicy annheersares will be [Oclober 1, 2000 and each subseguent October 1]
FREMILM PAYMENTS

This pakcy IS Issued In refum for nilcyt Fremiums e

Eayabie at o The irst Fremium b5 cus an and

mustbe

tﬂpmbymmlq’!mnﬂ-_ Ary iier Fremiums are cus [monthily in acvance on tne frst day of
ench Policy Mont. These dates ane fhe Fremium Dus Cetes.

EOLICY STUS
Trks ey s lusd

Sgred by,
A kczraed sgentor mskerl agert a5 mauked by e

[THES POLICY 12 INTENDIED TO BE A QUALIFIED LONG-TERM CARE INJURANCE CONTRACT
UNDER SECTION 7722B00) OF THE INTERNAL REVENUE CODE OF 1883, A3 AMENDED.]

THIE POLUCY MAY HOT COVER ALL THE CO4TS A3SOCIATED WITH LONG-TERM CARE INCURRED
EV THE BUYER DURING THE PERIDD OF COVERAGE. THE BUVER I8 ADVI2ED TO CAREFULLY

L

[ 4] o Tp B[O © |

2. Click the Note Tool button

. Note Tool on the commenting toolbar.

3. Click on the document where you would like the note to appear. A Note box will

appear on the document.
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'@Fne Edit Wiew Document Comments Tools Advanced  Window  Help =1

Il - | [g] - & & "‘ T Creste POF - o Send for Review = () F o ).
' Q- | o] O - o0

|% Comment & Markup [~

g B2 /1472008 12:46:23 Ph

Options ()

= This peikcy Wil ke ettect on [Dclober 1, 1555, This poilcy repinces Gooup
Iszued by ASG Company and took =ffecton Ociober 1, 1557

POLICY ANNNERSARIER
Foliy annisarsaries wil be [Ociober 1, 2000 and ach subisaquent Ocicber 1

FREMILM PATMENTE

This peicy 15 ssued In relum for the payment by ine Foiicihoider of pequired Fremiums
maummumWUwhhmm The: tirs2 Premium

tapdnn-;mmm
mmmmnhmmm

POLICY BITUE

) This ol s ssued for defuery| f—

Fgned by,
A lcersed agent or residert agert as required by law)

i o ) IFIED LK \CE CONTRACT
UNDER SECTION TTR2E)S) OF THE INTERKAL REVENUE CODE OF 1883, A3 AMENDED]

THIZ POLICY MAY HOT COVER ALL THE COSTE A3LOCIATED WITH LONG.) \GARE IMCURRED
B THE BUYER DURING THE PERIOD OF GOVERAGE. I'IEBuYEtlumanD GAREFULLY

& [ df o [ Pl @ © |

m - Comments ‘\ Aﬂachl Pagesi Signatures ‘\ Bookmarks

4. Enter the desired text in the note.

5. Click [ to close the Note.

6. Click n to turn off the Note feature.
7. The document will contain a @ at the location of the note.

8. Select File, Save from the main menu or click [ to save the changes.
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Acrobat allows you to add, change, or delete part of a note previously created. Use the

following steps to edit a note:

1. Open the appropriate document in the Adobe Acrobat program window.

@ Fle Edit Wew Document Tools Advanced Window Help

=& x|

15[ 8- 2 ]

x g p W-8H-IT-

AN

% L:‘:-”..? ]:ﬁ Select Texdt - [—:ﬂj

e - D 0e o

(O] %B‘ k| % I%_E]HDWTD..? A

Mot Tool F, TextEdts - ® - T o  show -

applies and its effective date.

AnyCompany] ¥
[HHHX]

i Signatures \H Bookmarks

(1) [Policyholder:

Group Policy No.:

H Layers

EFFECTIVE DATE

l Pages

POLICY ANNIVERSARIES

PREMIUM PAYMENTS

Comtmernts

Fmem ot ke

ABC COMPANY

ABC Company, a stock company, will pay the henefits specified in the Exhibits of this policy subject to the
terms and provisions of this policy. The Schedule of Exhibits lists each Exhibit to this policy, to whom it

This policy will take effect on [October 1, 1999, This policy replaces Group Policy Mumber YYYYY which was
issued hy ABC Company and took effect on October 1, 1957 ]

Palicy anniversaries will be [October 1, 2000 and each subsequent October 1]

SRS TR

2. Clickthe (=) onthe document. The note will open.

3. Change the information in the note as desired.

4. Click [ to close the Note.

5. Select File, Save from the main menu or click [F to save the changes.
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@nDeIeting a Note in an Acrobat Document

Acrobat allows you to add, change, or delete part of a note previously created. Use the

following steps to edit a note:

1. Open the appropriate document in the Adobe Acrobat program window.

'@Eile Edit Wiew Document Comments Tools Advanced  Window Help

*eAmE AN

~ @ Send for Reviesw

m Create PDF +

,f:a Comment & Markup

£ oy e |2 - * ° > = [ =
| I » select ™ Q B HZ E)I?S.-’o @ ;B D W | (@ e
=
© Mote Tool F,, TestEts - ¥ Stamp Tool » X v s v | L Show -

nents: ‘\ Aﬂachlé Pages\ Signatures \ Bookmarks

ABC COMPANY

ABC Company, a stock company, will pay the benefits specified in the Exhibits of this policy subject fo the
terms and prowvisions of this palicy. The Schedule of Exhibits lists each Exhibit to this policy, o whom it
applies and its efective date.

11l

L

[Palicyhalder: AnyCompany]

Group Policy Mo.: [R0K]

EFFECTIVE DATE

This policy will take effect on [Dctober 1, 1929, This policy replaces Group Policy Mumber Y™™ which was
izsued by ABC Company and took effect on October 1, 1887

POLICY ANNIVERSARIES

Policy anniversaries will be [October 1, 2000 and each subsequent Ociober 1]

2. Right mouse click the [VE: on the document. A shortcut menu will appear next

to the note icon.
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E File Edit Wiew Document Comments Tools Adwanced Window Help MEES|
(2@ Bl o T - @B P T Create PR + | Commert & Markup |+ g Send for Review ~ () - F - 5~
5\“’3 T setect ﬁ: Q' _IJ D‘J _|+_+| 5] |?5% - @ %v @) Help ~
E
~Note Tool T, TextEcits + 2, Stamp Tool » T+ 43 v | L Show -

ABC COMPANY

ABC Company. a stock company, will pay the benefits specified in the Exhibits of this policy subject to the
terms and provisions of this policy. The Schedule of Exhibits ists each Exhibit to this policy, to whom it

e

applies and its effective date.
g = Hote SM 452006 12:48:35 PM
i [Palicyhalder: AnyCompany]
Sef Status L4
G Paolicy No.: [P
Toup Folley 1 Mark with Checkmark

EFFECTIVE DATE Close Pop-up Mote

[} This policy will take effect on [October 1, 1922, This policy replaces Gr Reset Pop-up Moke Location

issued by ABC Company and took effect on October 1, 1887 ] —_—
- (o ]

Policy anniversaries will be [October 1, 2000 and each subsequent Oct Reply

PREMIUM PAYMENTS Show Comments Lisk

Comments ‘\ AﬂachIE Pages‘\ Signatures ‘\ Bookmarks

This policy is issued in return for the payment by the Policyhalder of rec Make Current Properties Default
payable at the home office of ABC Company or to its authorized agent. -

must be Broperties. ..

{2lpaid by this policy's effective date. Any later Premiums are due [mior

Do Misdes

EE I EEEE -y

3. Select Delete from the menu.

4. The note is deleted from the document.
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@DAdding a Stamp to an Acrobat Document

Acrobat allows you to apply a stamp to a document much the same way you would use

a rubber stamp on a paper document.

1. Open the appropriate document in the Adobe Acrobat program window.

2. Click on the Notes Tool ::, button. The stamp type will appear.

E File Edit Yiew Document Comments Tools Advanced ‘Window Help - |ﬁ'|5|
i X E = []1% - j - e ﬁ % Eﬂj Create POF ~ %Commem&hﬂarkup ~ @ Send for Review + B = g > % >
5 e
M [eseect o I EL - || D] @ [ - @ 0% w2 @t -
ANY 1y
%’ £ [=] Mote Tool :P,\ Text Edits ~ "_’:, Starmg Tool y T v g | L Show - ﬂ
_\E any, GO0 e = wr A M e KT AT = AT=1A T4 =0 aT=Tad =Ty the Exhibits of this policy subject to the
@ terms and provisions of this g ts each Exhibit to this policy, to whom it
P/ applies and its effective date O
: APPROVED
% (1) [Policyholder: An Stamp Tool
& Group Policy No.: [HO0K]
d
o
El_ EFFECTIVE DATE
E- (2) This policy will take effect on [October 1, 1999. This paolicy replaces Group Policy Mumber YYYYY which was
b= issued by ABG Company and took effect on October 1, 1997 ]
’: POLICY ANNIVERSARIES
=
E Palicy anniversaries will be [October 1, 2000 and each subsequent October 1]
=1
Q
- PREMIUM PAYMENTS
n ‘l. SISD x‘lil.l.:laoni;l:n..iil'nﬂ..n.l b o Foe B mm e d b e Tlalin denldne of comiend Mlecma i ame n I'hm-.-.i..m.i. e _blﬂ
g 3 4 Al e T Bl © | L5 H

3. Click the Stamp Tool button ::, . The cursor will turn into the stamp symbol.

4. Click the mouse on the document where you wish the stamp to appear. The

Approved stamp graphic will appear on the document.
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U4 Be EAE Wiew  Document  Comments  Tools  Advanced  Window Help = |

TERHESE & @ ﬁ| 1 Creste FOF - * @ Send forReview - )+ & -
) Do i[O | L g OTEE - @ e

i

% Commert & Markup

O3 .

[
4

e

Commenting | Y
~ Mote Tool T, Text Euits + #) Stamp Tool + T2+ 42~

L=

v‘—_' | Show

: . the Exhibits of this palicy subject to the
terms and provisions of this policy. The Schedule of Exhibits lists each Exhibit to this policy, to whom it
applies and its effective date.

(1) [Policyholder:

vnraoss: 1ol APPROVED |

EFFECTIVE DATE

2) This policy will take effect on [October 1, 1999. This policy replaces Group Policy Number YYYYY which was
issued by ABC Company and took effect on Octaber 1, 19597 ]

POLICY ANNIVERSARIES

Palicy anniversaries will be [October 1, 2000 and each subsequent October 1.]
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5. Select File, Save from the main menu or click |H to save the changes.
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@nDeIeting a Stamp in an Acrobat Document

Acrobat allows you to delete stamps from documents. Use the following steps to

delete a stamp:

1. Open the appropriate document in the Adobe Acrobat program window.

[T Fle Edt Wew Documert  Commerts 100k Advanced  wWindow  Help — 1= X1
= X P B .\_\ q— y ‘3 ﬁ ‘ E Creste POF = | = 'JCOmment&Markup @_’"Send for Review: - ﬂ ‘é
u\"f} T setect Eﬁ:i Q ] _-u 1 © |101% (o ' IE @Help -
ANY D
211 ¢ Note Taol T, Test Edits = P stamp Tool + TTE - ‘ﬁ - | L show - [
z : — - o
= ABL Comparny, a the Exhibits of this policy subject to the
@ terms and provisions of this pc—llcy The Schedule of Exhibits lists each Exhibit to this policy, to whom it
?/ applies and its effective date.
]
é (1) [Policyholder: AnyCo
C
@ Group Policy No.: XXX APPRO VED
]
gl
E_ EFFECTIVE DATE
E- (2) This palicy will take effect on [October 1, 1999. This policy replaces Group Palicy Number YYYYY which was
b= issued by ABC Company and took effect on Octaber 1, 1997 ]
’: POLICY ANNIVERSARIES
=
% Palicy anniversaries will be [October 1, 2000 and each subsequent October 1.]
=1
[
- PREMIUM PAYMENTS
n ‘lp B ll-aDnlal .iil'n.-u.nnl N N S S R T e N O N PN FE R B PR T R nmmillmi\ ——— _'I—I
o [ i df e Th MO O R
2. Right Mouse Click on the stamp graphic. A shortcut menu will appear.
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Exhibits of this policy subjs

APPROP ’EE:_LU} Exhibit to this policy, to :-.-r

Mark with Checkmark.

pany]

Open Pop-up Moke

Reset Pop-up Moke Location

Delete M |I
I s
R
bber 1,1999. Thispol -
effect on October 1, Show Comments List

Make Current Properties Default

Properties. ..

3. Select Delete from the menu. The stamp is deleted from the document.

4. Select File, Save from the main menu or click [H to save the changes.

%" Highlighting Text in an Acrobat Document

Acrobat has the ability to highlight text just as many of the current word processing
programs can. Highlighted text draws attention to the words. This can be very helpful if
this document is often read online. The highlighting will only print if you have a color

printer.

1. Open the appropriate document in the Adobe Acrobat program window.

E 5

2. Click the Highlight Text Tool button "1 -
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J\E_'_.”j Comment & harkup

== @'b B Ev &v ‘3_‘ ﬁ |§ m\:—Crea{ePDFv - of_’*"SendforReviewv B- Zv ‘;_g‘ ‘
S Teseect Gog = ® - | ) ey O - @ 0 v @ten -
Jcommenting £

:MoteTool T TextEdis » ® Stamp Tool
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3

z

4
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Highlight Tool ABC COMPANY

ABC Company, a stock company, will pay the benefits specified in the Exhibits of this palicy subject to the
terms and provisions of this policy. The Schedule of Exhibits lists each Exhibit to this policy, to whom it
applies and its effective date.

E (1) [Policyholder: AnyCompany]

Group Policy No.: OO

EFFECTIVE DATE

I Comments \ Attachli Pages‘\ Signatures ‘\ Boakmarks

2) This palicy will take effect on [October 1, 1999. This policy replaces Group Palicy Number YYYYY which was
issued by ABC Company and took effect on Octaber 1, 1397 ]
POLICY ANNIVERSARIES M|
] smsoxitoon 4 | —’I—I
g 5 EEEEEr - rER

3. Select the text you would like highlighted. The text will be highlighted with a

yellow color.

~ You may need to click away from the text to see the highlight color.

4. Select File, Save from the main menu or click |Hl to save the changes.
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&~ Changing the Highlight Color

The default color for the Acrobat Highlighter is yellow. However you can use multiple
colors, or change the color you highlight the text with. Use the following steps to change

the highlight color.

1. Open the appropriate document in the Adobe Acrobat program window.

'@Eile Edit View Document Comments Tools Advanced Window Help _|5’|ﬂ
: X @ B = E'fv ‘3_1 ﬁ‘%mf'CreatePDFv vot_';'SendforReviewv[Ellvgv __glv
ST Thoselect Gog i@ - | 1 o © o - @ [F0%- v @ ten -

A

: Mote Tool F, Text Eolts - 2 Stamp Tool ~ T @S -

f‘f‘j Comment & harkup

=

!

il

2]}

g

]

4
L~ [

ABC Company, a stock company, will pay the benefits specified in the Exhibits of this policy subject to the
terms and provisions of this policy. The Schedule of Exhibits lists each Exhibit to this policy, to whom it
applies and its effective date.

I Commerts \ Aﬂachli Pages‘\ Signatures \ Bookmarks

El (1) AnyCompany]
Group Policy No.: [HOOO0K]
EFFECTIVE DATE
2) This palicy will take effect on [October 1, 1999. This policy replaces Group Policy Number YYYYY which was
issued by ABC Company and took effect on October 1, 1997 ]
POLICY ANNIVERSARIES ~|
Ll sEoxinooin 4] | v
ClS WAl e Th bl O O | IR

2. Right mouse click on the highlighted text. A shortcut menu appears.
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ABC COMPANY

Set Stakus

Mark with Checkmark
[Policyholder: AnyCompany] Onen Pop-up Note
Group Policy No.: [HHHHK] Reset Pop-up Mote Location

Delete

EFFECTIVE DATE Reply

This palicy will take effect on [October 1, Shaw Comments List Number YYYYY which w
issued by ABC Company and took effect

Make Current Properties Default

POLICY ANNIVERSARIES |

Propertigs, ..
" = |

3. Select Properties... from the menu. The Highlight Properties dialog box will
open.

Highlight Properties | |

Appearance | Genetal I Review Hiskary I

r LDEkEd ngSE |

4. Click Jin the Color: field. The Color dialog box appears.

5. Select the color you would like to use as your highlighter. The highlighted text
will be highlighted with your new color choice.

6. Select File, Save from the main menu or click [H to save the changes.
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& All highlighted comments and other marked-up comments are easily found

by clicking on the comments tab. You can easily find your comments by using

the bookmarks automatically created in the comments tab.

& Delete Highlighting in an Acrobat Document

If the text no longer needs to be highlighted, you can delete the highlighting without

affecting the text. Use the following steps to delete highlighting in a document:

1. Open the appropriate document in the Adobe Acrobat program window.

T Ble  Edit  View Document Comments Tools Advanced Window  Help = =] X]

=
==

ol - =R Al ﬁ‘%mereatePDF-

Comment & Markup

- !L" Send for Review ﬁv _g' ;

-
|

M ot Gl FE® - || 3] @ [ - SO e | @ e -

K|

~ Mote Tool P, TestEdts > ® Stamp Tool > ¥ v 42 - | L show -

ABC COMF

ABC Company, a stock company, will pay the benefits specified in the Exhibits of this policy subject to the

N terms and provisions of this policy. The Schedule of Exhibits lists each Exhibit to this policy, to whom it
lies and its effective date.
F (1) [Policyholder: AnyCompany]
Group Policy No.: OO0

EFFECTIVE DATE

2) This policy will take effect on [October 1, 1999. This policy replaces Group Policy Number YYYYY which was
issued by ABC Company and took effect on Octaber 1, 1397 ]

I COmmerits \ Aﬂachlé Pages‘\ﬁgqatures \ Bookmarks

POLICY ANNIVERSARIES
| ssoxitooin 4] |

LLe |= ]|

= 4 4 o [ bl [ @ © | L = M
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2. Right mouse click on the highlighted text. A shortcut menu appears.
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terms and ]

applies and |t-:z: -:Eeff;é'--:i:f.i'-
[Policyholder:

Group Policy No.:

EFFECTIVE DATE

This paolicy will take ef
issued by ABC Comp

POLICY ANNIVERS!

Set Stakus
Mark with Checkmark

Open Pop-up Moke

Resek Pop-up Moke Location

Delete %

Feply

Shioww Comments Lisk

Make Current Properties Default

Propetties. ..

3. Select Delete from the menu. The highlighting will be removed from this area of

the document.

4. Select File, Save from the main menu or click |H to save the changes.
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Advanced Adobe Features

There are some advanced features that can be done in Adobe that allow users to more
efficiently use the Acrobat product. Individuals can add links within an Adobe document

to other locations in the same document, to other electronic documents or to Web sites.

The second advanced feature that is referenced in this section will save users time when
a revised document has been submitted. The comparison feature is ideal for using with
documents that are nearly identical. In Adobe Acrobat, you can open an original
document and then open a revised copy of that very same document and pinpoint the
exact changes that have been made. Within Adobe Acrobat there are two options that
allow for comparing PDF documents: page-by-page visual differences, and textual
differences including fonts. (It is important to note that you must have the complete

version of Adobe Acrobat Professional utilize the comparison options.)

The third advanced feature included in this section is how to create a customized
stamp. Most image files can be converted to stamps. This feature would be ideal for

individuals that need to insert a seal or special image into a PDF file.

&~ Adding Links to an Acrobat Document

Links can be used to ensure that readers have immediate access to related information.
Simple links can be established that connect users to other places within the same

document, other documents out on a network or Web sites.

1. Go to the place in the documents where you would like to establish a link.

N
2. Select the link tool icon L9 | on the advanced editing toolbar. When this

option has been selected, the pointer turns into a crosshair and existing

links within the same document will become visible.

3. Create a box, or rectangle, around the text.
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4. Hold down the mouse on the top left corner of the text that will become the link
and drag the mouse to the bottom right area of the text to be selected. When the

mouse is released a text box should appear around the text.

DEFINITIONS | )., -

5. Once the text has been selected the Create Link dialog box will display.

Create Link

—Link Appearance

1 = it Rectangle Lime: Skyle: IS::-Iiu:I vI
Highlight Style: | Invert . Color: !I
Line Thickness: IThin j
—Link Action

i G0 ko a page wiew
™ Open a fil=
" Cpen a web page
" Cuskom link

Help | Mexk I Cancel

6. There are four Link Action choices in the create link dialog box.
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The Link Action option on the Create Link Window allows users to define what

action type the link will perform.

€ Go to a page view — This action type will allow users to link to another

place in the existing document.

€ Open File — The Open File action type will allow users to create links to

other documents that could PDF files or other file types.

4 Open a web page — Establishing a World Wide Web Link will allow users

to connect directly to a Web site by selecting the active link.

€ Custom Link — This action allows you to create a link based off a variety

of choices.

Linking within a PDF Document or to Another Document

Adobe Acrobat does allow for links to be set that will connect users from a word or text
phrase to another place within that PDF file or another document. In addition, links to
other PDF files can also be established. It is recommended that the connected file be in

a location that all users have access to.

&~ To Establish a Link within the Same Document

1. Complete steps one through five of the Adding Links to Adobe Acrobat

Document within this lesson.

2. With the Create Link Window open, under Link Action click on the Go to a Page

view radio button.
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Create Link

—Link Appearance

Wp IR -H | i<ible Fectangle

Highlight Skyle: I Irvvert

Line Thickness: I Thin

Line Skyle: IS:::IiI:I "I
Colar: .l

—Lirik. Ackion
' Goto & page view
£ pen a file
£~ Open a web page
" Cuskarn link,

Help | Mexk I

Zancel

3. Move to the linked destination.

Create Go bo Yiew

Ilse the scrollbars, mouse, and zoom
koals ko select the kargek wigw, then
press Set Link to create the link

destination,
Cancel |

]

4. Click the L d button

OR

&~ To Establish a Link to another Document

1. Complete steps one through five of the Adding

this lesson.

2. With the Create Link Window select open a file.
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Create Link

—Lirk Appearance
Link Type: I Wisible Reckangle j Ling Skyle: I Salid vI
Highlight Skvle: I Invert j Color; -I
Line Thickness: I Thin j
—Link Ackion

i G0 ko a page wview
% Open afile
" Open aweb page
£ Custom link

Help | Mlexk I Cancel

3. Click on the E button.

Select File to Dpen d |
Lok in: I 3] sdobe Files j = ek -
Adobe Acrobat Internal Training Files '@Certificate of Comp
SERFF Files ) Certificates For Adc
Suspected Trash B Cerbs For Albary.dr

1Pages from ABC COMPAMNY -policy . pdf
45 Year Loan.xls
ABC COMPANY -policy Docurment, pdf
ABC COMPANY -policy, pdf
ABC COMPANY -palicytest, pdf
acrobatt_complete, pdf
Actuarial Mernorandum, pdf
W Cert For Albany 2.doc
Cert For Albanyw 2. pdf
Cert of Assumption Form Approval Procedures. pdf

L |

W Cerbs For MY, doc
@Certs Far MY, pdf
'@CDmpare.de
IElliu:u'-.uar Letter, pdf
'@Declaratiun.pdf
'@Declaratinnf‘-’ludiﬁet
'@Draft.pdf

T Farmzo04, pdf

W Friendly Insurance
@Header Footer test

i

File name: ||

Filez af type: I.-’-'-.II File= [*.7]

j Select I
j Canizel /L

4. Select the file and location and click on
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Select

button.

Page 268 of 345

Copyright ©2011 National Association of Insurance Commissioners. All rights reserved




SERFF End User Training Manual

@zLinking a PDF Document to a World Wide Web Page

This option does require that the user have connection to the Internet. Internet Web
Browser configurations can be altered by reviewing the information available in the

Adobe Acrobat Help. It is necessary to include the entire World Wide Web Link name.

1. Complete steps one through five of the Adding Links to Adobe Acrobat

Document within this lesson.

& Many Web links utilize the standard appearance of blue underlined text. Itis

recommended to create the original document with text that is blue and
underlined for the location that the link will be inserted prior to converting it

into a PDF file format.

Create Link

—Link Appearance
Link Type: I Yisible Reckangle j Line Skyle: I Solid "I
Highlight Skyle: I Irvert j Calar; -I
Line Thickness: I Thin j
—Link Ackion

" Goto a page view

" Cpen afile

Help | Mexk I Zancel
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2. Complete the Appearance features that apply to the link. If the text of the PDF

document is already blue and underlined, you may want to make the Type

Invisible Rectangle and to select None for the Highlight option.

3. With the Create Link Window select open a web page.

4. Click on the

x

Enter a URL For this link:

.

| W, NaEIc, org

=
ok I Zancel |

5. Type in the complete Website address. (ex. www.naic.org.)

6. Click the button.

&~ Editing a link in a PDF Document

You can edit a link at any time. You can change its appearance, associated link action,

delete or resize the link rectangle, or change the destination of the link. Changing the

properties of an existing link affects only the currently selected link.

1. Select the Link tool or the Select Object tool, and then move the pointer over the

link rectangle. The cross hair changes to an arrow when the cursor is over a

corner. If the cursor is not directly over a corner of the link rectangle, the cursor is a

standard pointer.

2. Do one of the following:

a. To move the link rectangle, position the arrow anywhere in the rectangle,

and drag it to the new location.
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b. To resize the link rectangle, drag any corner point until the rectangle is

the size you want.

c. Select the Link tool or the Select Object tool, and double-click inside the
link rectangle to open the Link Properties dialog box or right click and

choose properties.

=
E POLICY ANNIVERSARIE®= l
&

Edit J
Policy anniversaries will be  gjgn »
PREMIUM PAYMENTS = — '
Diskribuke r

This policy is issued inrett. 2%

payable at the home office Ise Current Appearance as Mew Defaulk
must be

(@paid by this policy's effe [ ERERNFG ]
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Appearance Tab

You can define the appearance of a link before you set the link or after you set the link.

You define the link appearance in the Properties toolbar or in the Link Properties dialog

box. The Link Properties dialog box opens automatically when you create a custom link.
For other link types, you must open the dialog box manually.

&~ To define the visibility of a link, you must use the Properties dialog box. You

cannot define the visibility of a link in the Properties toolbar.

Link Properties X

Appearance | Actions |

Link Type: e e el Line Style: | Solid "I
Highlight Skvle: I Trvert j Calar; -l
Line Thickness: I Thin j

e

Actions Tab

To add an action, you must generally define a trigger that causes the action to occur and
then define the action itself. You can add multiple actions to one trigger. Triggers are not

available when setting actions for bookmarks and links. These actions are activated only
by a mouse click.
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Link Properties x|

Appearance  Ackions

—add an Action

t=!1=Tel e Yulu 1o g P | o0 b0 & page in Ehis document

—Ackions

= ©pen a file
File: C1\Documents and SettingsifstuartiDeskiophadobe File

1 | 0

[t Edit | Delete |

5

[~ Locked Close |

SAVER

@Comparing Two PDF Documents

There are two comparison options available with the Professional version of Acrobat.
The Acrobat Standard version does not include the compare feature. The two

comparisons available are page by page visual differences, textual differences including

fonts.

1. Close all open Adobe files.

2. Open the two documents that will be compared.
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g2 Adobe Acrobat Professional - [DeclarationModified.pdf]

@File Edit Wiew | Document Tools  Adwanced  Window Help

33

|x |x

i 'bOpen [ Pages C E E Creste FOF - 14-: Review & Comment ~ (| Secure = Zsign -

Add Headers & Footers...

m Advanced Editing -

[ o = 03 FOE
E | Seleat T 9 - 03 D
R ;I ]:T‘ =eet Add Wwatermark & Background... 118% ® £ £

Add a Camment

Surnmarize Comments. . .

Import Comments. ..

Export Comments. .,

Export Comments to Word. ndependence of the Thirteen

File Attachments...

ﬂ Security
£ Digital Signatures

- 4, 1776
, [laration of the thirteen United States

Paper Capture

" bf human events, it becomes

, —ople to dissolve the political bands
which have connected them with another, and to assume
among the powers of the earth, the separate and equal
station to which the Laws of Nature and of Nature's God
entitle them, a decent respect to the opinions of mankind
requires that they should declare the causes which impel
them to the separation.
We hold these truths to be self-evident, that all men are
created equal, that they are endowed by their Creator with
certain unalienable Rights, that among these are Life,
Liberty, and the pursuit of Happiness. That to secure these
rights, Governments are instituted among Men, deriving

Jheir ist nowers from the consent of the aoverned That

signiatures ) Layvers ) Pages “f Bookmarks

Preflight. ..

B comments

A G5xllin

W ERE 10f5 PRl @

3. From the menu bar select Document, Compare Documents.

4. The following window will be displayed:
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Compare Documents

—Compare {older document)

Document:  ([IniSe = R e ls Choose, ., |

Renvision:

— To (newer document)

Document: I Declarationtodified, pdf j Choose. .. |

Resision:

— Type of Comparisan

f+ Page by page visual differences I Detailed analysis (very slow) j Markup color: |:||

{ Textual differences [T | Include Font information (style, size, bypeface)

— Choose compare report bype

{+ Side by Side Report

{" Consolidated Repark

Type of Comparison

€ Page by page visual differences — to find any textual or graphic differences
between the documents. (Note: If many changes have been made to the revised
document, it may denote changes to every page. This feature is best used for
comparing changes to document with minor revisions, such as the addition of a

signature file.)

Types of Analysis:

IN-:urmaI analysis -

Detailed analysis (very slow)

Coarse analysis (Faster)
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Markup color - To change the result color

& Textual differences — to show which text has been inserted, deleted, or moved.

Select ‘Include Font Information’ to compare any formatting differences.

" To compare text-based documents, you may want to select Textual

Differences to appear in Side-by-Side Report format. For technical drawings,
you may want to select Page-by-Page Visual Differences to appear in

Consolidated Report format.

Once a compare option has been selected a new compare document is created that
has two sections. The initial section displays two pages and the changes between the
two documents. The next section displays the differences between the original and

revised document.

5. Click button.
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2 Adobe Acrobat Professional - [Acr1C4.Emp] = | =3 Ll
ﬁFile Edit View Document Tools Advanced Window Help -7 x|
fﬂfOpen ?& E Save ”'.Prirrt Email ﬁ Search ‘ @Creaie PDF - '\T:j Review & Comment - Secure - Zsign - m Advanced Editing
I T seect e - @) F € - ) [ ® s8% - @ IO FOE S HowTa? -
4
n
= ~
5
._E Page by Page Comparison
g
&
': Documents Compared
% Declaration.pdf
=8
F DeclarationModified_pdf
w
5
5
': Summary
% 1 page(s) differ
R
5
[
w
=
T
£
E
=3
53
To see where the changes are, please scroll down.
-
3
4 4 10of4 PRl @ O U H[HE oo
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=18] x|
=18] x|

Cpen @‘& Save

tirt 4 Emsil Search : Creste PDF = ' Review & Comment ~ Secure - Sign - - e Advanced Editing
il

B =

How To. 7 +

Original

and that as Fres and Independent States, they have full
Power to levy War, conclude Peace, confract Alliances,
establish Commerce,

and to do all other Acts and Things which Independent
States may of right do.

And for the support of this Declaration, with a firm refiance
on the protection of Divine Previdence, we mu pledge
to each other our Lives, our nes, and our ‘ed
Honor.

The signers of the Declaration represented the new
states as follows:

MNew Hampshire:

Josgiah Bartlett, William Whipple, Matthew Thornton
Massachusetts:

John Hancock, Samual Adams, John Adams, Robert Treat
Paine, Elbridge Gamy

Rhode Island:

Stephen Hopkins, William Ellery

Connecticut:

Reger Sherman, Samue! Huntington, William Williams,
Oliver Wolcott

New York:
William Floyd, Philip Livingston, Francis Lewis, Lewis Morris
Mew Jersey:

Richard Steckton, John Witherspoon, Francis Hopkinson,
John Hart, Alraham Clark

Pennsylvania:

Robert Morris, Benjamin Rush, Benjamin Franklin, John
Morton, George Clymer, James Smith, George Taylor,
James Wilson, George Ross

Delaware;

Signatures \l Layers\! Pages\! Bookmarks

! Comments

Caesar Rodney, George Read, Thomas McKean
Maryland:
Samuel Chase, William Paca, Thomas Stone, Charlss

o] sExilin__ 4|

[T ——

Modified

and that as Free and Independent States, they have full
Power to levy War, conclude Peace, contract Alliances,
establish Commerce,

and to do all other Acte and Things which Independent
States may of right do.

And for the support of this Declaration, with a firm reliance
on the protection of Divine Presvddence, we mu pledge
to each other our Lives, our nes, and our fed
Honor.

The signers of the Declaration represented the new
states as follows:

New Hampshire:

Jogiah Bartlett, William Whipple, Matthew Thornton
Massachusetts:

John Hancoeck, Samual Adams, John Adams, Robert Treat
Paine, Elbridge Gamy

Rhode lsland:

Stephen Hopkins, William Ellery

Connecticut:

Reger Sheman, Samuel Huntington, William Williams,
Oliver Wolcott

New York:
‘William Floyd, Philip Livingston, Francis Lewig, Lewis Morris
MNew Jersey:

Richard Stockton, John Withersgoon, Francis Hopkinson,
John Hart, Abraham Clark

Pennsylvania:

Robert Mormis, Benjamin Rush, Benjamin Franklin, John
Morton, George Clymer, James Smith, George Taylor,
James Wilson, George Ross

Delaware;

Caesar Rodney, George Read, Thomas McKean
Maryland:

Samuel Chass, William Paca, Thomas Stone, Charlss

[ 4 4

3of4 PPl O O U H
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Adobe offers users the ability to add customized stamps to the Adobe stamp library. In

order to start this process, it is necessary to have the image file converted into an Adobe

file format (PDF). The following exercise will walk you through the process of taking a

previously converted image file into a separate category of stamps:

&~ Stamps

1. Select Tools, Stamp Tool and the option of Create Custom Stamp from the

menu bar.

Tools Advanced  Window  Help

Drawing Markups 4 :‘FA Text Edits

Zoom k '-v=ii:] Show

. =L
end for Review - IIE'I Secure - Z Sign + == Fd

L4 Sian Here L4

iti S
Advanced Editing 15 Highlight Text Tool

i F o
Mzl g Underline Text Taol

Print Production g —f Cross-2ut Texk Tool

Dbject Data

Show Highlighting Toolbar

Standard Business 4

Eavorites L4

D Faste Cliphoard Image as Stamp Taal

,q{f’j fktach & File as a Comment
[:]:}) Record| &udio Comment

[Manage Skamps...

Show Stamps Palette

Show Commenting Toolbar

2. Click the [.E2%58:. | button to navigate to the appropriate PDF file.
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Select Image for Custom Stamp

File: I

i Browse,.,

—Sample

Ik Zancel

3. Click on the

button.

2l xi

ﬁlitepages
e Backup of Deskkop

MDILogo. gif

{Missouri Logo. pdf

File name: IMissnuri Logo.pdf j
~

Filez of type: I.-’-'-.II Supported Farmatz

Select

Cancel

L
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Select Image for Custom Stamp

File: I,I'C,I'Dcu:uments and Settings)Fskuart/Des

i Browse,.,

—Sample

Missouri

Department of
Insurance

1 out of 1 images

Ik Zancel

4. Click the ok I putton.
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Missouri

Department of
Insurance

Select Image For Custom Stamp. ..

Cakegory IMissu:uuri j

ame: ILDQD

¥ Down sample stamp to reduce file size

Help |

I, I Zancel

5. Type a Category name and a Name for the image. For this example, we will title

this category of Stamps “Missouri” and the name “Logo.”

6. Click on

L= Touton

When you add a stamp annotation to a document, you will now have an option of

Missouri. From the new option you will see the image named logo.

Tools Advanced  Window  Help

|| Commenting E Mote Tool for Review = (- Secure = g Sign ==/ For

; Drawing Markups L4 '-:Fn Text Edits L4 - —

E Basic L4 | Skamps Dwvniarmic L4
Zoorm F S Show L4 Sign Here r
Advanced Editing . , Missauri . | |
Measuring Missour Standard |@siness L4

Department of
Print Produckion Insurance Eavorites L4
Object Data G D Paste Clipboard Image as Stamp Tool

6& Attach a File as a Commenk
[:]:}j Record Audio Cornmment

Create Cuskom Skamp...

Manage Stamps. ..

Show Commenting Toolbar

Show Stamps Palette
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Creating Forms

Adobe Acrobat Professional has the tools necessary to transform regular PDF
documents into interactive forms. Standardizing forms can be very useful in speeding up
the user’s completion of the form, and reduce input errors that may delay filing
processing. Although it will not be covered in this manual, it is also possible to

electronically capture the data from the form to be entered into a database.

Some of the form tools available in Adobe Acrobat include text boxes, buttons, check
boxes, combo boxes, list boxes, radio buttons and signature fields. In this chapter you
will familiarize yourself with the different form field options and you will be provided with

practical exercises for some of the more common ones.

Getting Started
The first step is to import a document into Adobe Acrobat. Here is a portion of a
document created in Microsoft Word and distilled into a PDF. We will be using this

document as the base to create our form.

Retaliatory Fee Summary Page

Company Name on Check Date Check Mailed with this Form Attached

Check Amount Type of Filing
Life and Health
Property and Casualty

Check Number Company Filing Number

Date on Check Submissions/SERFF Tracking Number

Retaliatory Filing Fee Calculation

Companies State of Show Retaliatory Fee Fee
Filing Domicile Calculation Total
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While it is possible to create a similar layout in Acrobat using the Text, Box, and Line
tools, it is more efficient to use your word processing application. Also, form fields
created in word processing applications will not translate into the PDF document, so

don’t include them in the document.

Types of Form Fields

A Form Field is the portion of the form that is interactive. It is created with

the Form Tool bar represented by the following:

2]

£

-l v B E e

Button Tool

v

Check Box Tool

[ |
E13 4

Combo Box Tool

£i3

List Box Tool

Radio Button Tool

=
Text Field Tool

&

The Form Tool bar can be used to create several different
types of interactive fields.
e Button Tool. Buttons allow the user to activate commands or actions.

Digital Signature Field Tool

Buttons are most commonly associated with forms, but you can add them to
any document. Buttons can open a file, play a sound or movie clip; submit

data to a Web server, and much more.

SAVE

|F'Iease press the button o save the file
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e Check Box Tool. Check boxes allow the user to make one or more

selections of items on the list.

/ Selection 1

Selection 2

%~ The size of the check inside the check box is determined by the size of the

font you specify on the Appearance tab.)

e Combo Box Tool. A Combo Box allows the user to view the choices for that

item using a drop-down menu.

¥~ The highlighted item in the Item List box appears as the default selected item
in the combo box field. To change the default item, highlight another item

from the list.)

Select a State -

Select a State
Arizona
Alabama
Alaska

Am. Samoa
Arkansas £

California

e List Box Tool. List boxes are similar to combo boxes in that they display a
list of options from which the user can make a selection. In the list box,

though, the user can add items to the drop-down menu.
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Select a State @

e Radio Button Tool. Radio buttons provide the means to limit the user to one

choice (either-or).

@ Life and Health

Property and
Casualty

o Text Field Tool. Text fields can be set up to accept user input, to display text
strings, and to allow multiple lines of text. You can also limit the number of
characters a user can type into the field, and allow users to add text

formatting.

User can type information mnto this field

&~ Some property settings are dependent on others. For example, you cannot

check the spelling of a password field or a field used for file selection. These
options appear unavailable. You must deselect the check spelling option

before you can select the password or field used for file selection options.

o Digital Signature. A digital signature box allows the user to “sign” the
documents with an electronic signature and then inserts a graphic
representation of that signature. A digital ID contains your signature

information. Digital IDs are also referred to as credentials or profiles.
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The Text Box is the most commonly used field. The initial procedure for creating any of

the above options is exactly the same. Ensure that the document you intend to make

into a form is open and displayed in Adobe Acrobat.

1.

Click on the text field tool

button.

Comments \ Aﬂachli Pages\"\\ Signstures \ Bookmarks

A

N vEEE e

Retaliatory Fee Summary Page

ﬁﬁile Edit View Document Comments Tools  Advanced  Window Help _Iﬂlﬂ
2 ®d G RE- & A ‘ 7] Creste PDF = = Comment & Markup ~ | Send for Review + (=) - # - /-
g M TR O + . M. .

R T select i @\ BN ZE - |90% @ |2 0% 2w | @ Hep

=l

Company Hame on Check

Date Check Mailed with this Form Attached

Check Amount

Type of Filing

Life and Health
Property and Casualty

Check Number

Company Filing Number

Date on Check

Submissions/SERFF Tracking Number

Retaliatory Filing Fee Calculation

Companies

[

8,50 11.000n

[ State of |

Show Retaliatory Fee

[ Fee |

| o

=

=

o

| 1of 1

4

=

2. After you click the Text Field Tool Button, Acrobat’s cursor will turn into

crosshairs (- A ). Position the crosshairs at the point where you want the form

field to begin then click and hold the left mouse button and drag to create a box.
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Retaliatory Fee Summary Page

Company Name on Check eck Mailed with this Form Attached

W’I Type of Filing

Life and Health
Property and Casualty

Check Number Company Filing Number

Date on Check Submissions/SERFF Tracking Number

3. When you release the mouse button the form field will be automatically inserted

and the Field Properties text box will appear.

Text Field Properties x|

General |.ﬁ.ppearance I Dpkions I fckions I Farmat I Yalidate I Caloulate I

Tooltip I

Cammon Properties
Form Figld: I Yisible j [~ Read Onily
Qrignkation: I 1] vI deqrees [ Reguired

[ Locked Close |

4. In the text field properties there are 7 tabs to choose to format a text field.

a) General — Enter a name, tooltip text, and other general properties. Select the

Read Only option to prevent the field from being modified by the user.

b) Appearance — The appearance properties determine how the form field looks
on the page. Remember, if you select a background color, you won't be able

to see through to any graphics behind the form field.
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c) Options — In the Text Field Properties dialog box, click the Options tab, and

then do any of the following:

1) Select the text field alignment from the Alignment menu. This sets
the alignment of text within the text box; it does not align the text

box itself.

2) Type the default value text for the text field. You can leave the text

box empty.

3) Select Multi-line to allow for more than a single-line entry in the
text field.

4) Select Scroll Long Text to compensate for text that extends

beyond the boundaries of the text field.

5) Select Allow Rich Text Formatting to allow users to apply styling
information to the text, such as bold, italic, etc. This might be
useful in certain text fields where such styling information is

important to the meaning of the text, such as an essay.

6) Select Limit of Characters to set a limit to the number of

characters that can be entered in the field.
7) Check spelling.

d) Actions — The Actions tab, and specify any actions that you want to
associate with the form field, such as jumping to a specific page or playing a

media clip.

e) Format — You can choose the format of data entered in text and combo box
form from the Select Format Category menu, such as numbers, percentages,

dates, and times.

f) Validate — Use validation properties to restrict entries to specified ranges,
values, or characters. This ensures that users enter the appropriate data for a

specified form field.
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g) Calculate — The calculation options let you perform mathematical operations
on existing form field entries and display the result. You can use the common

operations predefined in the Calculate Properties dialog box.

5. The Name: field is mandatory and it is recommended that you select a name that
is descriptive and unique to each field. In our example we named the field
“Company Name.” The Short Description field is optional. Text entered into
this box will appear as a tool-tip like pop-up when the user’s mouse passes over

it. This makes it extremely useful for displaying short instructions.

Text Field Properties x|

General I.ﬁ.ppearance I Options I fhckions I Farmat I Yalidate I Calculate I

Mame

Toolkip ITw:IE in the Comnparry Mame

Common Properties

Eotrn Field: I Yisible j [ Read Orly
Crigntation: ID TI degrees I™ Required

[ Locked Clase |
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Company Name on Check

1

_CiType in the Comparny Name|

Check Number

Date on Check

6. Next, click the Appearance tab.

Text Field Properties - x|

General  Appearance |Optiu:un5 I Actions I Formak I YWalidate I Calculate I

—Borders and Calars

Border Color:

Line Thickness; IThin vI
Fill Color: EI| Line Style: ISDIiI:I vI

—Texk

Fant Size: I.ﬁ.utc. - I Text Calar: -l

Faont: I Helvetica j

[~ Locked Close |

From this window you can change the appearance of the text box and text by changing
the respective options. If you want a visible border around your text box or a color

background, simply check the boxes next to the option and select the style and colors.

7.  Click the Close button to close the Field Properties box and return to the form.
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Company Name on Check

Campany Mame

Check Amount

Check Amount

Check Number

Check Mumber

& While still in the Form Tool view, the text boxes will be displayed with the

name of the field inside the box (the box and field name will not be visible
while the form is being used). Note that we’ve created fields for the other form

items, using the same methods described above.

The Field Properties box can be redisplayed by double clicking on the name of the text

box you want to view.

8. The size of the form field can be changed to increase, or decrease, the field area.

Single clicking on the field will cause the field box to turn red and squares, called
“handles” will appear in the corners of the box. Place the cursor over one of the

boxes and note what you see.

)

&~ Notice the double-headed arrow that has appeared, indicating that you can

change the box. With the arrow showing, left mouse click and drag the box to

the desired size and shape, then release.

\.ii'\ |h
Y

9. Once the form field is created, you can test it by clicking the Hand Tool
button. This will activate the form and allow you to enter information just as the
user would.
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To ensure the information being entered by the users is consistent, the text fields can be

formatted. Some of the formatting options that are available are date and time, number

and currency, zip code, telephone numbers, and social security numbers. You can also

create custom formats to use with organizationally specific entries (such as the SERFF

Tracking Number).

1. Open the Field Properties box by clicking on the text field tool and then double

clicking the form field, “CheckAmt” then select the Format tab. Numbers entered

in the “Check Amount” field will represent United States currency. We will change

the formatting to always display the numbers as currency.

& (Field Properties: Right click on the field and choose
properties after clicking on the text field tool.)

Company Name on Check
L

Company Marme

Check Amount

Edit

Date Check Mail

$6,000.00

Check Amourt

Check Number

Align
Cenker
Diskribute

Size

Date on Check

103/10/2005

Create Multiple Copies...
Duplicate. ..

Ise Current Properties as Mew Defaults

[nill

Properties...
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Text Field Properties x|

General I Appearance | Options | Actions  Format |Validate | Calculate |

Select format categary: -

Format Fields automatically, select a format from the

Q The field value wil be Formatted as it is entered. To
Format Category list,

" b

2. Since the default format is “None,” click the “Number” choice in the Category

window.

Text Field Properties x|

General | Appearance I Optionsl Actions  Format |Validate I Calculatel

Select format category: Im

—Mumber Options
Decimal Places: Iﬂ

Separatar Style: Im

Currency Symbal; Im

Meqative Mumber Stvle: [~ Show parentheses

Example of current format:  -$4,123.03

Use the Mumber format category to display
numbers, including currency skyles.

[~ Locked Close |
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Making selections from the drop-down menus will make changes to the format.
Select “Dollar” from the Currency Symbol: drop down list and leave the other

defaults unchanged.

3. Clicking the Close button will save the format and close the box. Click the Hand
Tool and test the formatting by entering a number into the field. After clicking off

of the field the number should be formatted like this:

Check Amount

$6.000.00

Formatting the date would also be a fairly common requirement. If the data in the
form were being captured to export to a database, making sure the date was in the

required format would be vital since there are numerous ways of writing a date.

4. To format the date field, open the Field Properties box and select the Format

tab.

Test Field Properties x|

General | Appearance I Optionsl Actions  Format |Ualidate| Calculate I

Select format category: I Date v|

—Date Options

Example of current Format: 03092005

date or both date and time walues, Use the Time

Q Use the Date format category ko display only the
format category to display only the time,

[~ Locked Close |
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We have chosen the format that separates the date by slashes and will
require the user to type the four-digit year. If the user does not include the

four-digit year, a warning message will appear.

Adobe Acrobat x|

Invalid dateftime: please ensure that the datetime exists, Field [ Check Date ]
should match Format mm/dd)yyey

5. Click Close to exit the Field Properties box.

Now, regardless of how the user enters the date, it will always display

the way you choose. After activating your form, type in:

Date on Check

March 10, 2DD5|
Click off of the field (or press the Enter key) and you will see that the

date has been changed to meet our criteria.
Date on Check
0:3/10/2005
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@’:Creating and Editing Combo and List Boxes

Combo boxes, or drop-down menus, are very useful when the user must be given
several choices to select from, but form space must be conserved. In this example, we
will create a list of states the user can choose from. List boxes are created in the same

manner as combo boxes.

1. Select the combo box Tool button from the Forms tool bar

2. Open the Field Properties and Choose the Options Tab. The Options Tab
allows you to create the list of choices from which the user can make their

selection.

3. Type the first item you want displayed into the Item: box. Only one item can be
entered at a time. When text is entered into the Iltem: box, the Add button will
become active. Clicking the Add button will add the item to the box in the center

of the window.

Combo Box Properties il

Generall Appearance  Cptions Inctionsl Format | validate | Calculatel

Item: IE &dd

Export Yalue: I

Ttemn List: (&)l Delete |
Lo |

r Sort items
™ allows user ko enker custom kext
¥ Check spelling

[~ Commit selected valus immediately

Q Seleck an item in the list ko make it the default chaice.

I™ Locked Close |
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4. Repeat the process for all of the choices you want displayed.

Combo Box Properties 5[

General I Appearance  COptions IActions I Format I Yalidate I Calculate I

Item: I édd
Export Yalue: I

Item List:  |american Samoa ;I Delete |
AZ
AR Up |
o
T Do |
A >
r Sort items

[~ Allow user to enter cuskom kext
v Check speling

[T Commit selected value immediat ek

Q Select an iterm in the list ko make it the default choice,

[ Locked Close |

&~ Notice from the preceding diagram that California (CA) was

entered out of order. There is no need to retype the list. Use
the Up and Down buttons to move the selection to different
positions in the list. You could also check the Sort Items
check box to automatically sort the items as you enter them
into the list.

5. Before exiting the form, create a blank item to be used as the default selection.
This will prevent the field from being automatically populated and will make it
more noticable if it is not filled out. It will also reduce unnecessary clutter on the
page.

Place the cursor into the Item: box and press the Space
Bar then click Add. Make sure the blank line is T
selected to make it the default and click OK. Domicile

6. When you activate the form, the combo box will look like

this: '4‘

| [AL
AK |
Amet|
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State of
Domicile

b

Click the arrow button to reveal the list and make the selection.

¥~ Creating Radio Buttons and Check Boxes

Radio buttons and Check boxes are tools that allow the user to makes selections from
a list of items. If you want to restrict the user to making one choice, a radio button would
be your best choice. Though if you want to give the user the option of making more than
one choice, use check boxes. The procedures for setting up radio buttons and check

boxes are exactly the same. For our example, use radio buttons in the “Type of Filing”
section on the Retaliatory Fee Form. The user will be given the choice of either Life and

Health or Property and Casualty.

1. Select the radio button from the Forms tool bar. Filing Type has been entered
into the "Name:” box under the general tab. Open the Field Properties box and

select “Options Tab.”

SERFF Industry Manual Page 299 of 345
Copyright ©2011 National Association of Insurance Commissioners. All rights reserved



SERFF End User Training Manual

Radio Button Properties x|

izeneral I fppearance  Cpkions |.ﬁ.|:ti|:|n5 I

Butkon Stvle:

Export Yalue:  |Ves

[~ Button is checked by default

[ Buttons with the same name and value are selecked in unison

buttons (i.e., where only one can be selected at
a time], give the fields the same name buk
different expart values.

Q To create a set of mutually exclusive radio

" o

2. From the Radio Style drop-down, you have the choice of several different styles
of radio buttons: Circle, Check, Cross, Diamond, and Star. For this example, use

the “Circle” style, since it is the most common.

3. In the Export Value box, the default entry is “Yes” and will remain that way for
this Field Property. Click the Close button.

4. With the Filing Type form field still highlighted, copy and paste the field using the
Edit menu, keyboard shortcuts (Ctrl+C and Ctrl+V), or right mouse-click the field

and use the Edit menu in the pop-up box.

When you Paste, the new field will appear somewhere in
the middle of the form. Move the duplicated field under the
first.

Type of Filing
Life and Health [Filic]
Property and Casualty
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5. Double click the second Filing Type form field to open it.

Radio Button Properties |

General I Appearance  Options |.ﬁ.|:ti|:|ns|

Butkon Style:

Export Yalue: IND

[ Button is checked by default

™ Buttons with the same name and walue are selected in unison

bukttans (i.e., where onlv one can be selected at
a kime], give the fields the same name buk
different export walues,

Q To create a set of mubually exclusive radio

[~ Locked Close |

6. Change the Export value in this field to “No.”

&~ IMPORTANT: In order to make the FilingType radio buttons

mutually exclusive, the Export Values must be different but

the form fields must have the same name.

7. Activate the form using the hand tool to view the “Type of Filing” radio buttons.

Type of Filing i
Life and Health Jo}
Property and Casualty

Company Filing Number
Select one of the filing tg.rpes|

" You will only be able to select one of the buttons at a time.

&~ Creating Calculated Fields
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In our example, there are additional rows to add subsidiary companies to
the form.

Retaliatory Filing Fee Calculation

Companies State of Show Retaliatory Fee Fee
Filing Domicile Calculation Total

M
5

For each row there is a calculation that results in a value that is placed in

the “Fee Total” column. Adobe Acrobat has the ability to calculate the

sum of the values in the “Fee Total” column for the user.

1. First, set up a Text Form Field in each of the cells in the “Fee Totals” column
using the techniques used earlier in the chapter. Give each of the cells a different

name to make them unique.

Companies State of Show Retaliatory Fee Fee
Filing Domicile Calculation Total

Total of Retaliatory Fees for this Filing
Submission

2. Copy and paste one of the “FeeTotal’ fields and place it into the cell beneath
“FeeTotal 4.” Open the Field Properties box by double clicking the new field and

change the Name: to an appropriate title.

3. Make sure the field is formatted for Numbers and Currency. If it's not, the

Calculate tab will not allow access to the calculating functions.

4. Next, select the Calculate tab. The default selection is “Value is not calculated”
so select the “Value is the [calculation] of the following fields:” button. Once

that button is selected you will have access to the calculation options.
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Select ‘'sum (+)’ from the drop down.

Text Field Properties

” Yalue is nat: calculated

¢ g

sum {+)

-

General I Appearance I Options I Actions I Farmat I yalidate ~Calculate |

af the Following fields:

" Simplified field notation:

Pick... |

€~ Custom calculation script:

Edit... |

Edt... |

I~ Locked

Clase |

SERFF End User Training Manual

5. Next, Acrobat must be told which fields to sum. This is done using the Pick...

button. When the button is pressed, a dialog box containing a list of the available

form fields will appear.

Select ‘Fee Total 1, Fee Total 2, Fee Total 3, Fee Total 4’
and click the ‘OK button.

Field Selection

— Select Fields for Caloulation

] iZheck. Humber
[ Campany Mame
[ Fee Cal1

[ Feecalz

[ Feecal3

[] Pee Cal4

Fee Total 1
Fee Total 2
Fee Total 3
Fee Total 4
[ Filing Ca 1

[ Filing Co 2

[ Filing Co 3

;I Select Al |

Deselect All |

[ 1]

Cancel
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Text Field Properties x|

Generall Appearance I Options I Actions I Farmat I yalidate Calculate |

" Walue is not calculated

¥ valug is the I sum (+) vI of the Follaving Fields:

Fee Tokal 1, Fee Total 2, Fee Total 3, Fee Total 4

" Simplified field notation:

Edit... |

€ Custom calculation scripk:

Edit... |

[~ Locked Close |

6. Click the Close button to close the Field Properties then the Hand Tool to

activate the form.

The table should look like this:

Show Retaliatory Fee Fee
Calculation Total

Total of Retaliatory Fees for this Filing $O 00
Submission ’

The zeros are displayed in the “Total of Retaliatory Fees” cell because no values have
been entered into the cells above it. Once those values are entered, the sum will be

calculated and displayed in the cell.
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Appendix

Many companies use the services of a Data Hoster. There are many benefits to using a

Data Hoster; like Disaster Recovery and special SERFF functionality only available to
Data Hoster users.

This lesson covers the following topics:

& Export Tool
& Reports
& Paper Tracking
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Export Tool

The Export Tool is available to authorized industry users from their Data Hosting site. If
a user has access to the Export Tool, the link in the Workspace on the Filings tab will

read ‘Search/Export’ rather than ‘Search’.
The Export Tool utilizes the Advanced Search feature as the mechanism to write the
query and identify filings to be exported. Refer to the sections on creating and running
Advanced Searches for more information.
@;Running an Export
1. In the Advanced Search screen, enter the search criteria or load a saved search.
&~ Before exporting data, it's a good idea to run the query as a search and validate

that the desired results are being returned.

i Export
2. Click the button on the Advanced Search screen.

&~ Users that do not have the Export role will not have this button and cannot run

exports.

3. Select the objects to be included in the export. Each object has a defined set of

fields. See the next section for a list of the fields.

Select Export Objects

— Objects
" Filing
r Company

r Supporting Document Schedule Item
[ Form Schedule Ttem

[" RatefRule Schedule Item

r Company Rate Data

Export | Cancel |

4. For each object selected, a ‘sub-level’ of options becomes available. The User

may choose which fields should be in the result file and what order those fields
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should be in. (See example below.) The user should utilize the arrow buttons to
determine which fields will be included and the up and down buttons to determine

the order in which the fields should appear.

— Objects
I Filing
r Company

v Supporting Document Schedule Item

Supporting Document Name Field Ordering

Supporting Document Status u
- _Up |

Supporting Document Bypass E

Supporting Document Commen Down
=

Supporting Document Review &
<]

<< |

r ;Furm Schedule Item

r Rate fRule Schedule Item

r Company Rate Data

Export I Cancel

5. Click the button.

6. The File Download dialog opens.
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File Download x|

Some files can harm pour computer. IF the file infarmation below
looks suzpicious, or wou do not fully trozt the zource, do not open or
gave thiz file.

File name:  filing-expork. sz

File type:  Microsoft Excel Worksheet

Frimn: zerff-int. naic.org

Wwhould vou like to open the file or save it bo your computer?

Open |

¥ | Always ash before opening thiz e of file

Cancel Mare [rnfa

7. Choose an action.

a. Open launches Microsoft Excel and displays the export results.

b. Save prompts the user to save the export file to a local or network drive.
c. Cancel returns the user to the Select Export Objects screen.
d

More Info provides more information for the user.
Export Objects

The objects available for export are Filing, Company, Supporting Document Schedule
Iltem, Form Schedule Item, Rate/Rule Schedule Item, and Company Rate Data. Some
objects, such as the Filing Object, only occur once per filing while others, like the

Company Object, may return several records per filing.

Understanding the Export Result File

When a single object is exported, the resulting file is relatively easy to manage. The
fields are listed in the columns and each row is a new occurrence of the object. For
instance, if the Filing object is selected, each row in the result is a filing that met the

search criteria.
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If additional objects are selected, the columns showing the fields for the second object

do not start until the end of the fields for the first object.

In the example below, parts of the Filing Object, Company Object, and Supporting

Document Object were all exported.

The first three fields, SERFF Tracking #, TOI, and Product Name, are from the Filing
Object. The two tracking numbers represent the two filings returned. The third column
starts the Company Object fields — Cocode and Company Name. The first filing has one
company, the second filing has two. Finally, the last two columns are from the

Supporting Document Schedule Item Object.

Note that the cell is empty for columns that do not apply for the row. Thus, the first three
columns and the last two columns have no data for the rows that contain the Company
Object.
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Support
SERFF Produ Co- Company Supporting Document ng
Tracking # Tol ot Code Name Name Docum
Name ent
Status
KIER- LAH
000500245 | Life Test
Life Ins Co of
12345 | Kansas
Transmittal/ Filing Fee
Form Satisfied
Readability - Life Satisfied
Forms - Life & Credit Satisfied
Third Party Filing Bypasse
Authorization - Life d
Cover Letter - Life & Credit | Satisfied
Form
KIER- Credit Filing
000500666 | Life Test
Life Ins Co of
12345 | Kansas
SERFF Ins
65987 | Co
Forms - Life & Credit Satisfied
Third Party Filing Bypasse
Authorization - Life d
Readability - Life Satisfied
Cover Letter - Life & Credit | Satisfied
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Quick Export Tool

As with the Export Tool, Quick Export is available to authorized industry users from their
Data Hosting site. If a user has access to Quick Export, the link in the Workspace on the

Filings tab will read ‘Search/Export’ rather than ‘Search’.

Quick Export utilizes the Advanced Search feature as the mechanism to pull back data
on the filings that meet the criteria entered. Refer to the sections on creating and

running Advanced Searches for more information.

Quick Export will always pull back the same fields. The data is exported into an Excel

spreadsheet, allowing users to create custom reports.
¥~ Running a Quick Export
1. In the Advanced Search screen, enter the search criteria or load a saved search.
&~ Before exporting data, it's a good idea to run the query as a search and validate

that the desired results are being returned.

. Quick Export
2. Click the button on the Advanced Search screen.

&~ Users that do not have the Export role will not have this button and cannot run

exports.

3. The File Download dialog opens.
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File Download x|

Some files can harm pour computer. IF the file infarmation below
looks suzpicious, or wou do not fully trozt the zource, do not open or
zave this file.

File name:  filing-expork. sz

File type:  Microsoft Excel Worksheet

Frimn: zerff-int. naic.org

Wwhould vou like to open the file or save it bo your computer?

Open |

¥ | Always ash before opening thiz e of file

Cancel Mare [rnfa

4. Choose an action:
a. Open launches Microsoft Excel and displays the quick export results.
b. Save prompts the user to save the file to a local or network drive.
c. Cancel returns the user to the Advanced Search screen.
d

More Info provides more information for the user.
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Fields
The fields returned, contained to one row per filing, via Quick Export are as follows:

State, Company Name, Co-Code, Third Party Filer, SERFF Tracking Number,
State Tracking Number, Company Tracking Number, SERFF Status, SERFF
Status Date Changed, Company Status, State Status, State Status Date
Changed, TOI, Sub-TOlI, State TOI, State Sub-TOI, Filing Type, Primary
Reviewer, Other Reviewers, Author, Filing Contact Name, Overall Fee Amount,
Submitted Date, Disposition Status, Disposition Date, Effective Implementation
Date Request new, Effective Implementation Date Request Renew, Effective
Date New, Effective Date Renewal, Requested Filing Mode, Requested Filing
Mode Explanation, Product Name, Project Name, Project Number, Form

Number, Form Count, Rule Number and Deemer Date

Reports

The Reports tab is where authorized users can run reports on their filings. There are

four reports available to industry users.

¥~ The Export Tool and Quick Export tools are a good way to create custom reports

if none of the reports meet the user’s needs.

Filings Billing Settings Filing Rules J Reports [ Templates
Select 3 Report

Dizposition
Filing Status
Metrice By Filer
Productivity
Sample Report
Summary Text
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Disposition Report — Provides a list of all the filing with a Disposition in the given date

range.

Filing Status — Provides a summary of all open filings.

Metrics by Filer — Provides an aging report of open filings by filer.

Productivity — Provides the number of filings submitted, Objection Letters received, and

response sent by filer.

&~ Generating a Report

1. Click the Reports tab.
2. Click the link for the report to run.

Set the report criteria. Criteria may include:

a.
b.

Date Ranges — enter a start date and end date. Dates are inclusive.

Filing Medium — choose to include paper or electronic filings, or both.

SERFF Industry Productivity Report

Submit Cancel

Please choose the parameters for your report.

Begin Date (inclusive):  |43/15:201p ||E|

End Date (inclusivel:  |4z/15:2010 ||§|

Report format: @ POF file

'O' Excel file
O csv file
O ¥ml file

Submit Cancel

4. Select the Report Format.

a.

PDF file — Portable Document File that can be opened by Adobe Reader,

Adobe Acrobat, or similar PDF software tools.

b. Excel file — A file that can be opened in Microsoft Excel or similar
spreadsheet tools.
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c. CSV file — Comma Separated Value file that defaults to Microsoft Excel,

but can be opened in any word processing, spreadsheet or database

applications.

d. XML file — Extendible Markup Language that can be opened in any

browser window.

5. Click the

Submit

button to run this report or click

the Reports main page.

6. A notification page appears asking the user to wait.

Cancel

to return to

Your Report Has Been Started

Your report has been started and will begin downleading shortly...

When you are done with the report, and would like to return to the report home-page, please click here.

8. The File Download dialog opens.

File Download

Do you want to open or save this hle?

q':. Mame: Serff-Industry-Productivity-Report. pdf
| Type: Adobe Acrobat Documenk
From: serff-int.naic.org

X

Open

][ Save ]| Cancel |

l--' ‘~| YW'hile filez from the Internet can be useful, zome fles can potentially
@ harm your computer. If pou do Aot trust the zource, do not opet or
= save this file. What's the risk?

9. Click the

Dpen

button to open the file.

10. Click the

Save

button to save the file.
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11. Click the E button to cancel this action.
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Create a Paper Filing

Industry users have the flexibility to enter their paper filings into SERFF, making SERFF
their sole repository for all filings. Using the Paper Tracking feature SERFF allows users
to have all filings, both electronic and those submitted to states via other filing mediums,

stored in one place.

Searching, Reporting, and the Export Tool can be used to gather metrics on paper filings
as well as SERFF filings. The look and feel is much the same as an electronic filing and

the industry has the option to enter as much or as little data as they deem necessary.

Paper Filing Wizard Definitions:

Move all states to the right column.

Move the selected states to the right column.

Remove the selected states from the right column.

[_Removean | Remove all states from the right column.

To go back a step in the Filing Wizard.

To advance to the next step in the Filing Wizard.

|__saveandclose |  This button will save the Filing under the My Draft Filings

link and close the view. The Author may then access the

My Diraft Filings

Filing from the link under the Filings
tab.
Save and Continue | This button is available after Step 6 of the Filing Wizard.

This button will allow the Author to save the filing. Once
this button is clicked, changes to the prior Filing Wizard

values cannot be changed.

SN This will save the paper filing under the A Lorat Dilines

link.
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Cancels the Filing Wizard

Create a Paper Filing

Paper filings are similar to electronic filings in many ways. Each paper filing created will
have a SERFF Tracking Number. The primary difference between an electronic filing
and a paper filing is that the paper filing does not contain Supporting Documentation and
is not visible to the state. The process to create a paper filing is similar to creating an

electronic filing - they both utilize the Filing Wizard.

Filings | Billing Settings Filing Rules

My Workfolder My ©pen Filings My Draft Filings Messages Search Create Filing Create Paper Filing

My Workfolder )

Simply click on Create Paper Filing link under the Filings tab to begin using the
Filing Wizard.

Step 1- Create a Paper Filing

The first step in the Paper Filing Wizard is to accurately complete the following fields:

o Business Type: In accordance with the NAIC Speed to Market tools, there are
two business types: Property & Casualty and Life, Accident/Health, Annuity,
Credit. These are lines of business under which an insurance company is
licensed by its state of domicile. The business type can be predefined in the User
Preferences area of SERFF, located by clicking on the Settings tab. Once set
within User Preferences, this field will default to the defined business type without
the user selecting it on each filing. The Author has the ability to change business
types as some Authors will work across multiple business areas and thus require
this flexibility.

e Product Name: The Author enters the name of the product that they are

submitting. This is a required field on the filing.
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Project Name: The Author may enter a project name for this filing. This is not a
required field, but the Author is encouraged to complete it if they use Project
Names within their organization.

Project Number: The Author may enter a project number. This is not a required
field, but the Author is encouraged to complete it if they use Project Number
within their organization.

Other Authors: The creator or ‘Author’ of the filing may assign Other Authors to
a filing(s). Once given permission as an ‘Other Author’, full access to the Filing is

granted. An Author may also be removed from a filing.

Asterizk image denotes required fisld.

Project Number: | |

Next Cancel

Business Type: * | Please Select w

Product Hame: * | |

Project Hame: | |

Authors: * | Haseel, Barbara Stuart, Frances
Plezuchenke, Kathy
Scharz, Fran
Sulfare, Su=an
Thoempson, Tamara
VWindham, Victeria

=

-

!

" Step 1 — Create a Paper Filing

1. Click on the ‘Business Type’ drop down box and select appropriate ‘Business
Type’ for the Filing. If setting has been pre-determined in the user’s ‘User
Preferences’, the field will be automatically populated, but can be changed if
needed.

Enter Product Name for filing.
Enter Project Name for filing. This is not a required field.
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Enter Project Number for filing. This is not a required field.

5. Assign Other Authors if needed. Other Authors can also be added and removed

later in the process. Highlight the name of the other Author and click on the

button.
Click on the button to advance to Step 2.

Note: Click on the button to cancel the process. Canceling the Filing

Wizard now will discard what was entered in Step 1.

& step 2-Select State

1.

Select the states using the CTRL or SHIFT key for this filing.

Click the button to continue to advance to Step 2.
Click the button to change data entered on Step 1.

Click the I Save and Close I button to save changes and continue to work on

your Filing later.

Click the button to cancel Filing entirely.

Note: The “In Process Filing Constructors,” found by clicking the

[ saveandClose | link, is where all filings are stored if the Author has not

completed all of the Filing Wizard Steps. When the Author is ready to resume the
draft filing, simply click on the Filing and the Filing will open to last updated step
in the Wizard.
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* Asterizk imsge denotes required fisld.

States: * | Alabama s
Alazka
Alberta =
AMERICAN SAMOA -
Arizona
Arkanzas =
Australia

<
Britizh Columbia Q
California
Colorado b
Previous Next |
Save and Close | Save Cancel

Step 3- Select Types of Insurance

As with electronic filings, Step 3 demonstrates SERFF’s use of the NAIC Uniform
Product Coding Matrices, a key Speed to Market and uniformity tool, in the Wizard Type
of Insurance Selector. This is a nice enhancement for paper filings if the company has

submitted the same forms to multiple states.
%~ Note: The Wizard Type of Insurance Selector will only display on multi-state

filings. The Author can select from the “Wizard type of Insurance Selector” or

select from the TOI drop down next to each state.

ME
;‘ PVER

Wizard Type of Insurance Selector: The Author selects the Type of Insurance (TOI)
from the Wizard Type of Insurance Selector drop down. For those states that have
implemented the Product Coding Matrix and accept the (TOI) specified, the information
will auto populate for each state selected.
%  Note: For the states that haven’t implemented the Product Coding Matrix, the
Author will have to click on the drop down arrow next to the TOI for those to

select the TOI for each state.

L__AddorRemovestates | ik the Add State or Remove states button to

change the states involved in the filing.
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Type of Insurance Selector: Pleaze =elect a value W

Selected States

Alabama

California

Previous

Type Of Insurance *

Pleaze =elect a value

Pleaze =elect a value

Next |

Add or Remove States |

Save and Close | Save | Cancel

& Step 3 — Select Types of Insurance

1. Click on the drop down arrow next to the “Wizard type of Insurance Selector”

or to the right of the selected state to select TOI.

Select the appropriate TOI.

If there is not an exact match for the TOI, when using the Wizard Type of

Insurance Selector, click the drop down next to each applicable state and select

the appropriate TOI.

4. Click on the button to advance to Step 4.

¥~ NOTE - states can be added or removed at this point by clicking the

Add or Remove States | button
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Step 4 — Select Sub-Type of Insurance

Select the Sub-Type of Insurance. The Sub-Type drop down arrow will list the Sub-Type

of Insurance that are available based on the TOIl selected in the previous step.

ME
QWF-R

Wizard Sub-Type of Insurance Selector: The Author selects the Sub-Type of
Insurance from the Filing Wizard Sub-Type of Insurance Selector drop down. For those
states that have implemented the Product Coding Matrix and accept the Sub-Type of

Insurance (Sub-TOl) specified, the information will auto populate for each state selected.

¥~ NOTE: For the states that haven’t implemented the Product Coding Matrix, the

Author will have to click on the drop down arrow next to the Sub-TOl for those to

select the Sub-TOI for each state.

Sub-Type of Insurance | Please select a valus A
Selector:
Selected States Sub-Type Of Insurance *

Alabama

eaze zelect a value w
TOI: 19.0 Personal Auto Flease select a valy

California

eaze zelect 8 value w
TOI: 19.0 Perzcnal Auto Flzase select 2 valy

Previous Next |

Add or Remove States |

Save and Close | Save | Cancel
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& Step 4 — Select Sub-Type of Insurance

1. Select the Sub-TOI by using the Wizard Sub-Type of Insurance selector or by
individual state.

2. If there is not an exact match for the Sub-TOI, when using the Wizard Sub-Type
of Insurance Selector, click the drop down next to each applicable state and

select appropriate Sub-TOl.

3. Click on the button to advance to Step 5.

Step 5 — Select Filing Types

The Filing Type Selector uses a standard naming convention for the most commonly
used Filing Types in SERFF. When Filing Types are selected using the Filing Type
Selector, Filing Types will auto populate for those states that have implemented the
standard naming convention. The Filing Types listed next to each state contain all of the
Filing Types that have been setup by the state and are based on the TOIl and Sub-TOlI

selected.

Filing Type Selector:  [] aAdvertising [] Form [] Form/Rate [ Form/Rate/Rule [J Form/Rule [ Rate [] Rate/Rule [ Rule

Selected States Filing Types *
Alzbama R [l Advertising [JrForm [dform/Rate []Form/Rate/Rule []Form/Rule [JRate
TOL: 15.0 Personal Auto
Sub-TOI: 19.0000 Personal Aute Combinations [Orate/rule [Jrule
CEfll_i[F]CIr_”ifg 0 Personal Auts D:ld'-:artising [rorm [form/rate []Form/Rate/Rule [JFarm/Rule [JRate
Sub-TOI: 19.0000 Personal Aute Combinations Orate/rule [rule
Previous Next

Add or Remove States |

Save and Close ‘ Save | Cancel

&~ step 5 - Select Filing Types

1. Using the Filing Type Selector, place a checkmark next to the Filing Type(s)
applicable to the filing. Wherever there is an exact match, the Filing Type for
the state will auto-populate. If there are no Filing Type matches, simply

select the appropriate Filing Type for each state.
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2. Click on the button to advance to Step 6.

Step 6 — Confirm Selections

Step 6 displays a summary of the Filing for review and confirmation of all the data

entered in previous steps. Click on the button to make changes to the

Filing, prior to saving. Once the | Save and Continue | button is clicked, changes to

the prior Filing Paper Wizard values cannot be changed.

State TOL Sub-TOI Filing Types
Alabama 15.0 Personal Auto 19.0000 Personal Auto Combinations Form/Rate

California 19.0 Personal Auto 19.0000 Personal Auto Combinations Form/Rate

Previous Save and Continue |

Save and Close Save Cancel |

&~ Step 6 — Confirm Selections

Save and Continue

1. Click on the button to advance to Step 7.

Step 7 — Select Companies

The Author selects the contact and company, or companies, for the Filing. Go to the
Companies view to create Companies and the Contacts view to create contacts. All
contacts and companies need to be created prior to completing the Filing Paper Wizard.
The Configuration Manager will be able to create contacts and companies. Refer to

Lesson 2 for instructions.
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* Asterizk image denotes reguired fisld.

Contact: * | [ T I%

Companies: *| AAA Life Insurance Company
Auto Club Life

-
=]
[=]

<<

Save and Close Save Cancel

&~ Select the Contact and Company

1. Select the company or companies and click on theI z Iorl Move all ] button.

Multiple companies can be added at one time by holding down the Ctrl or Shift

buttons on your keyboard.

2. Click to advance to Step 8.

Step 8 — Select Companies for States

When multiple states are selected in the Filing the Author will select the companies for

each state. Clicking on the | gelechall Companies | button places a check(s) next

to each company. Clicking on the | BesbelechdllEnmpanies | button will remove

the check(s). Choose the appropriate companies for each state.
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Reset | Select All Companies De-Select All Companies

| + - Multiple companies accepted on a filing

Alabama + California +
[ a4 Life Insurance Company [¥] a4 Life Insurance Company
[ auto Club Life [¥] auto Club Life
Previous Save and Continue |
Save and Close Save Cancel |

& Step 8 — Select Companies for States

1. Click on the | Save and Continue | button to advance to Step 9.
Step 9 — Default Filing Data

Step 9 in the Filing Paper Wizard is where the Author will enter the description of the
Filing. In addition, the fields in this step will vary by Business Type. These fields can also

be modified at a later time.

¢ Filing Description: This area can be used in lieu of a Cover Letter or Filing
Memorandum and is free-form text. This is not a required field.

o Effective Date Requested (New or Renewal): This is the effective date the
company is requesting for their product to be available to sell. It is not necessarily
the date the filing officially becomes effective. The State Insurance Department
will determine the actual effective date. This is also where the company can
indicate the different effective dates for new or renewal business. (P&C only).
This is a not required field.

e Status of Filing in Domicile: Field to indicate the status of companies’

authorization to file in a state. This is not a required field.
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Domicile Status Comments: Free-form text field for company to supplement
Domicile Status. For example, if company license is pending in a state where
filings will be accepted. This is not a required field.

Reference Organization (if applicable): The name of the advisory organization
-i.e. ISO, NCCI, AAIS, etc. or an Insurance Company name if “me too filing” is
permitted. Some states allow companies to reference another company’s filing. A
“‘me too” filing is when one company adopts another company’s filing. Usually
they are not part of the same group. You should check with each state to
determine their rules on these filings. If permitted, use this area to indicate either
an advisory organization name

or “me too” company name. This is not a required field.

Reference Organization Number & Title (if applicable): This is the unique
number that the reference organization gives to the Filing. It is generally not the
same number as the circular number. This is not a

required field.

Advisory Org Circular: This is a unique number that references the circular

number. This is not a required field.

Domicile Status Comments:

Filing Description:

Company Tracking Number: | |

Effective Date Requested (New): (@ | |(e=)
Con Approval
Effective Date Requested @ | HEl

(Renewal): () on approval
Add Rate Data?:  Ovez: ®nNo

Status of Filing in Domicile: -Please Select- w

Reference Organization:

Reference Number:

| |
| |
Reference Title: | |
| |

Advisory Org. Circular:

Previous Hext
Cancel
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& Step 9 — Default Filing Data

1. Complete the Filing Data page.

2. Click on the button to advance to Step 10

Step 10 - Final Filing Summary

This is the final step in the Filing Paper Wizard and represents a summary of the filing(s)

for review and confirmation by the Author. By clicking the button, the

Author is able to navigate back to the step in the Filing Paper Wizard where companies

are selected for states if changes need to be made.

State TOI Sub-TOI Filing Types Companies
Alabama 19.0 Perscnal Auto 19.0000 Personal Auto Combinations Form/Rate s Life Insurance Company
Auto Club Life
California 19.0 Perscnal Auto 19.0000 Personal Auto Combinations Form/Rate ARA Life Insurance Company
Auto Club Life
Previous Finish
Cancel

&~ step 10 - Final Filing Summary

1. Click Finish button to complete the Filing Paper Wizard process. The

completed filing(s) is available from thel My Draft Filinas |My Draft Filings link.

(see below)

At this point you have selected your state(s), TOI, Sub-TOlI, Filing Types and added
companies and contact. Your Filing container has been created. The next step is to add

the filing documentation if desired.
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State TOI Sub-TOI Filing Types Companies
Alabama 19.0 Personal Auto 19.0000 Personal Auto Combinations Form/Rate AAA Life Insurance Company
uto Club Life
Califernia 19.0 Personal Auto 19.0000 Personal Auto Combinations Form/Rate ! Life Insurance Company
o Club Life
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After completing the Filing Paper Wizard process, the Filing Paper Wizard automatically

generates the number of draft filings to be prepared for the selected states.

Placing the cursor over a Filing in the Draft view, highlights that Filing and the Filing can

be opened by clicking anywhere on that line.

L [C Kansas Faper Manual
L [ lowa Homeowner's Filing
[T Kansas Homeowner's Filing

Sep 13, 2006 Thea Cook Draft
Sep 18, 2006 Thea Cook Draft
Sep 18, 2006 Thea Cook Draft

F The N indicates that this is a Paper Filing

&~ Open a Paper Filing

1. To open the filing, click anywhere on the Filing.

Add Authors Edit Set Confidentiality Create Reminder Move to Workfolder

Product Name: * Auto Product
TOE  18.0 Personal Auto State Tr Hum:
Sub-TOl:  19.0000 Personal Aute Combinations Co Tr Hum:
Filing Type: Form/Rate

Effective Date Requested (New):

Companies Filing Filing
and Contact Fees

Rate/Rule
Schedule

Supporting

General | Form
Documentation

Information Schedule

PDF Pipeline

SERFF Tr Num:  A&AL-126885557

Date Submitted: Mot Submitted

Effective Date Requested (Renewal):

Correspondence

View General Instructions View Filing Log

SERFF Status:  Draft
State Status:

Co Status:

Disposition Date:

Authors:  Frances Stuart

Paper
Information

Project Hame:
Status of Filing in Domicile:
Domicile Status Comments:
Filing Status Changed: 12/15/2010

Company Status Changec:
Reference Organization:
Reference Title:
Assigned To:

Created By: Frances Stuart
Corresponding Filing Tracking Number:
Filing Description: ™

Project Humber:

State Status Changed:

Reference Number:
Advisory Org. Circular:

Submitted By:

Add Authors Edit Set Confidentiality Create Reminder Move to Workfolder

PDF Pipeline

SERFF Industry Manual
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2. Click the button to update the Filing.

Save Apply Cancel

Product Name: * |Auto Product

TOL 19.0 Personal Aute
Sub-TOL 19.0000 Personal Aute Combinations  |w
Filing Type: | FormRate ~
Effective Date Requested (Hew):
e [ 1®

O oOn Approval

Wiew General Instructions View Filing Log

SERFF TrNum: AAAL-128885557 SERFF Status: Draft i
v State Trhwm: [ | State Status: ||
CoTrbwm: [ ] Co Status: | — Pleaze Select — b
Date Submitted: | |[m] DispositionDate: | |[=]
Effective Date Requested {Renewal): Authors:  Frances Stuart
e =

O On Approval

Status of Filing in Domicile:

Domicile Status Comments:

Filing Status Changed:
Company Status Changed:
Reference Organization:
Reference Title:

Assigned To:

Created By:

Corresponding Filing Tracking Number:

-Pleaze Select- | ¥

[ General | Form Rate/Rule Supporting Companies Filing Filing Paper
Information Schedule Schedule Documentation and Contact Fees Correspondence Information
projcthame: | projct umbor: [

12/15/2010 State Status Changed:
—— Reference fumber: [
— Advsory org. Creuar: [ |
Frances Stuart Submitted By:

General Information Tab

Unlike electronic filings, all the data on the General Information Tab of a Paper Filing

can be modified at any time in the filing process. On a Paper Filing, the SERFF Status

field is Author-generated and not system-generated. This allows the Author to change

the status to match feedback they may be receiving from the state, outside of the

SERFF system.

¥~ Note: The TOI, Sub TOI and Filing Type fields may be changed on a paper filing

after it has been created. However, if TOl is changed, a new Sub TOI and Filing

Type fields must be

SERFF Industry Manual

selected before saving the filing.
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Other Paper Filing Tabs

The Rate/Rule Schedule, Form Schedule, Companies and Contacts and Filing Fees

Tabs all work the same in Paper Filings as they do in Electronic Filings.

State Specific Tab
There is no information required on the Paper State Specific Tab.

Add Authors Edit Move to Workfolder Generate PDF

Product Name: Paper Filing for Manual 2 SERFF Tr Mum: JEM1-000501015 SERFF Status: Draft
TOI: AD1 Annuities - Assumption Agreement State Tr Mum: State Status:
Sub-TOI: A01.000 Annuities - Assumption Agreement Co Tr Num: Co Status:
Filing Type: Farm Date Submitted: Mot Submitted Disposition Date:
Implementation Date Requested: Authors: Joy User, Filer User
General Rate fRule Form Companies Filing Supporting | State .
Information Schedule Schedule and Contact Fees Documentation Specific
Filing Paper
Correspondence Information

MNo state specific information required.

Paper Filing Completion

At this point, SERFF offers several options depending on company workflow. One option
would be to complete the Filing requirements by adding a scanned copy of the submitted
paper filing to the Supporting Documentation Tab. For other companies, it may be
enough to add a Filer Note with a description or filing locator explaining where the hard
copy filing resides. A third option is to attach the individual forms and rates, the same
process followed when creating an electronic SERFF filing. The Author now adds any
supporting documentation to the paper filing prior to sending the paper company to the

state.
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& Add Supporting Documentation

1. Click on the Supporting Documentation tab.
2. Click on the Add Supporting Documentation link.

General Form Rate/Rule Supporting | Companies Filing Filing Paper
Information Schedule Schedule Documentation and Contact Feas Correspondence Information
Expand All Collapse All | Bypass Multiple |
Add Supporting Documentation | Import Template |
Icon Legend: i, - No Actien Taken (@) - Satisfied @ - Bypassed [ - User Added | ) - Draft Schedule Item
ij, - Open Cbjection

3. Add the Supporting Document Information. (See Lesson 4 for details on

completing requirements).
4. Repeat steps 2 and 3 for each item needed for the paper filing.

Expand All | Collapse All Bypass Multiple |

&)B Name: | |
Comment

[1 Mo Attachment Required

Attach Files
Remowve

Add Supporting Documentation Import Template

& Filing Correspondence Tab

Authors may use the Filing Correspondence Tab to record correspondence to and from

states as the paper filing goes through the review process. All correspondence is added
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via the ‘Create Filer Note’ link on the Filing Correspondence Tab. Multiple Filer Notes

can be created if desired.

General Form Rate/Rule Supporting Companies Filing | Filing | Paper
Information Schedule Schedule Documentation and Contact Faas Correspondence Information

Dispositions

Filing Notes
Mo Filing Notes

Create Filer Note

Reminders
Mo Reminders

Create Reminder

%" Filer Notes

1. Click the Filing Correspondence tab.
2. Click the Create Filer Note link.

Filer Note for AAAL-126885557

Save Apply Cancel
SERFF Tracking Mumber: AAM| -126885557 State: Alabama
First Filing Company: AAA Life Insurance Company ;... State Tracking Number:

Company Tracking Number:

TOI: 19.0 Perscnal Auto Sub-TOI: 19.0000 Perscnal Autc Combinaticns

Product Name: Auto Product

Project Name:

Submitted by:  /a

Subject: * |

Comments: *

Attach Files

Save Apply Cancel

3. Type a subject in the Subject Field (this is a Required Field).
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4. Type a comment in the comments field (the comments section can contain up to

4000 characters and is a required field).

5. Click theI Attach Files Ibutton to attach related files.

6. Click the Dave button to save the Filer Note.
. Cancel .
7. Click the button to cancel the Filer Note.
After clicking the =S button a preview of the Filer Note is displayed. The

Author can then edit, delete, or close the Filer Note.

Filer Note for AAAL-126885557

Edit Delete Close
SERFF Tracking Number: AAAL-126885557 State: Alabama
First Filing Company: aan Life Insurance Company ... State Tracking Number:
Company Tracking Number:
TOL: 19.0 Perscnal Auto Sub-TOI: 19.0000 Perscnal Autc Combinaticns
Product Name: Auto Product

Project Name:
Created bY: Frances Stuart on 12/15/2010 09:20 AM
Submitted by:  pya

Subject: * author Status

Comments: * This is my note.

Edit Delete Close

& Paper Information Tab

This tab contains fields that are not on the electronic version of a SERFF filing. Unlike
the electronic version, all fields on this tab and every other tab in SERFF can be

modified at any time.
¥~ The Date Mailed to State field is used as the Filing Date when the filings are

categorized in the views.

1. Click on the Paper Information tab.

2. Complete the Paper Information Page.
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Save

3. Click the button.
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SERFF Glossary

Company — A Company view is used to store all the pertinent information about an
individual company. When creating a filing, the information for the company specified
comes from data entered in the company view, via the Companies link. Also, when a
Contact document is created, a user can specify companies on whose behalf they can
file. Users must have the Industry Configuration Manager role assigned to their ID in
order to have the “Add Company” option. A SERFF filing must have at least one, but can
have many companies listed on it; depending on the states’ requirements for multi-

company filings.

Contact — A contact is the authorized person responsible for the filing. Most Industry
SERFF users will only be able to view contact information. Users must have the
Industry Configuration Manager role assigned to their ID in order to have the “Add

Contact” option. A SERFF filing can have only one Contact.

Disposition — When a Disposition Report is created for a filing, the SERFF status of that
filing is changed to "Closed. The filing is then moved from the “My Open Filings.” The
user can find any closed filings by using the Search tool. Disposition Reports can be

found on the Filing Correspondence Tab of the filing.

Filing — A Filing is a package of information sent from an insurance company to a state
rate and form filing review department. A filing contains one or more Schedules—
including a Supporting Documentation schedule and Notes from the insurance company.
The state reviewer may add Notes, Objection Letters and Reports as responses. All of

these pieces make up the SERFF filing.
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Type

Rate

Rule

Form

Advertisement

Multi

state makes changes.

Instance Preference —

SERFF Industry Manual

SERFF End User Training Manual

Definition
A filing that contains a company's proposed rates and documents that

support the rate filing.

A filing that contains a company's proposed rules and documents that

support the rule filing.

A filing that contains a company's proposed forms and documents that

support the form filing.

A filing that contains a company's proposed advertisements and

documents that support the advertisement filing.

A filing that contains components from more than one filing type. Ex.

Rates/Rules, Rates/Forms

Filing Wizard — A component of SERFF that helps guide a user through the initial
creation of a single or multi-state filing. The Filing Wizard leverages uniformity found with

the Product Coding Matrix and the standard Filing Types.

General Instructions — Each state/state instance has a General Instructions document.
The General Instructions document provides basic information from the state on how to
submit SERFF filing in that state. Users are encouraged to read through the General

Instructions before filing in a state for the first time and periodically after that in case the

Instance Preferences are settings that apply to all users of that

instance. Settings for things like EFT, Company Status Options, and Data Hoster are
found on the Instance Preference Only users with the Configuration Manager Role have
access to modify the Instances Preferences—some settings can only be modified by the

SERFF Help Desk. The Instance Preferences can be found on the Settings Tab.
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Message — A Message is used to notify a filer about the activity of a filing. Messages

can be viewed and deleted in the Message Center view on the SERFF Workspace page.

Messages are shared notifications. If two filers or reviewers receive messages on the
same filing, and one person deletes the message, it will still be available for the other
filer. A status indicator in the left column of the Messages view lets the filer know if
he/she has read that message. There is no information on a Message that is not in the

filing itself. Filers are encouraged to read and then delete messages.

Multi-State Filing — A Multi-State Filing is a filing intended for multiple states. A filer
creates the filing and identifying all the states to which they would like to submit their
filing. The Filing Wizard walks the filer through the creation process, selecting the base
information on a filing that might be the same for all the states selected. Once the Filing
Wizard is completed, the filer can go back through the filings and add state specific

information.

Notes — Notes are used as a means of communicating between filer and reviewer, or
internally on either the state or industry side. A Note is created from the filing and

becomes part of the filing.

Type Definition
Note to Sent from the company to the state where it will be read by the
Reviewer reviewer and becomes a part of the filing. This is more general

communication to the reviewer.

Note to Filer Sent from the state to the company, this is information a reviewer may
want to add to a filing outside of other reports. More general

communication to the filer.

Reviewer Note |Created on the state side. For internal use only, this note is not seen

by the industry

Filer Notes Created on the industry side. For internal use only, this note is not

seen by the state.
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Report — Communication from the reviewer to the filer about a specific filing will be done
with Reports. A Report is created to reference the entire filing or only specific pieces of

the filing. There are two types of Reports a reviewer may send to a filer.

Type Definition

Objection Letter |Reports indicating errors and/or omissions found in schedules during

review.
Disposition The results of a review of the filing. A filing rejection is also handled
Report with a Disposition Report.

Requirement — A Requirement identifies an individual requirement that can be
requested by the state. Requirements are used when creating Submission
Requirements. A Requirement can be used in multiple Submission Requirement

documents.

Schedule — A schedule is one of the actual documents submitted for review. It will be

attached to the “Form” or “Rate/Rule” schedule in PDF format.
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SERFF Filing Status —
Draft Filing has been assigned a tracking number but
has not been completed and submitted to the

state.

Submitted to State | Filer has chosen to submit filing and the filing has
passed all applicable validations. State can now

access the filing.

Assigned State has assigned the filing to one or more

reviewers, but no additional action has been

taken.
Pending Industry There are one or more open objection letters on
Response the filing that need a response from industry.
Pending State One or more objection letters have been created
Action and fulfilled by industry. Filing is still open.
Closed - * The state has created a disposition report

indicating the final action on the filing. The
asterisk indicates that the state disposition status
(i.e., Approved, Acknowledged, Disapproved) will
be appended to the SERFF status.

Closed - Rejected The filing has been rejected by the state and is

closed.
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SERFF Tracking Number
To ensure uniqueness and provide audit capabilities, the SERFF Tracking Number
collectively represents several meaningful identifying components for each company

filing.

Each industry instance will be assigned their own code for this portion of the tracking

number.

Instance ldentifier Random Unique
Alpha/Numeric
Characters

ABCD 12A34B56C

e Instance Identifier: A four alpha character representation of the first four

characters of the company name.

e Random Number: This overall filing number is a combination of nine

alpha/numeric characters.

SERFF Workspace — The SERFF Workspace is the active window for the filings
database where the industry users will create new filings and check the status of
submitted filings. The SERFF Workspace is the first screen accessed by industry users

to perform most SERFF related tasks.

State Specific Fields — State Specific are unique fields to an Electronic and Paper
Filings. Any company submitting through SERFF to your state will have a State Specific
tab on their filing that contains the fields you specify on the state instance view. These
fields are text only fields and are not fixed-length fields. There are up to 10 fields that
can be used for Electronic/Paper filings. States may provide information regarding the

expected entry for those fields in their General Instructions document.

Submission Requirements — For each filing combination (Type of Insurance/Sub-
Type/Filing Type) there is a set of submission requirements that must be met for the

state to receive the filing for review.
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Type of Insurance — A Type of Insurance is used to organize the lines of insurance,

which a state is accepting through SERFF and any sub-types that fall under them.

User Preferences — A User Preference is designed to allow the SERFF Application to
be customized to the specific needs and work processes for a single user of SERFF.

The User Preferences inherits some of its values from the Instance Preference.

The User Preferences contains the following information.
e Contact Information — update users’ contact information.

e Industry Preferences — set Default Industry instance and Default Business

Type
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