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ABOUT THIS DOCUMENT

WHO SHOULD USE THIS DOCUMENT?

This document is intended for all external users in I-File who will be filing data
reports and all analysts within the Office of Insurance Regulation that will be
reviewing and approving these filings.

How TO USE THIS DOCUMENT

ToPICS

Each screen within this document is written in the following format:
Topic Name (i.e. To Create a Filing)

Topic description goes here:

e Stepl1

e Step2

e Step3
CONVENTIONS

e Bold italics are used to reference user confirmation messages. (Example:
“Are you sure you want to continue?")

e All user error messages will be displayed with a red box containing specific
error message text (sample below):

@ Error message goes here.

¢ All information messages will be displayed to the user as shown below:

\i) NOTE: Information message goes here.

¢ All hyperlinks will be referenced in bold blue text. (example: Start Over)
e All buttons will be referenced in bold and with brackets. (example: [Cancel])

e All references to other sections within this document will be underlined and in
green text. (example: See Workbench screen)

e Each Note: in this document is written in the following format and highlighted
within a grey box:

Note: Enter note here...
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The high level process flow for DCAM is shown below:
Mai‘f:\'/lznu e Create Filing Main .| Select Entity Type .| SelectEntiy ol Select Module
Screen Screen Screen Screen
Screen
Data Collection and Select Purpose Select Period | Select Event
Analysis Modules (DCAM) Screen Screen b Screen
Create New Filing *
Filing Creation -
Logon Verification - Filing Created
Screen Screen
Screen
Logout
A
Workbench Add Company-
Screen Workbench Setup \ Company Search
\ Setup Main HEE
Screen *
Delete Filings
Screen Add Other
Review Submissions Required Filer Company Results
Screen
Contact Information
Review Filing *
Submissions
Add Other
e Required Filer Adds?e";ﬁa"y
Screen
Filing Contact DCAM Contact
Information Information
Screen Screen
A
Filing / Filing " .
Component List FlllngSC()mponent | — ——a| Add/Upload File
creen Screen
Screen
o ‘ Past Filing
Filing Submitted ST e
Screen
Screen
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INDUSTRY PORTAL MAIN MENU

The Industry Portal (I-Portal) main menu screen allows for access into the various
systems with the Office of Insurance Regulation Industry Portal. One of these
systems is the Data Collection and Analysis Modules (DCAM).

What would you liks to do? w

Froripa OFFICE OF
InsuraNncE REGULATION

9 Welcome to the Industry Portal
‘4EFILE

Welcome to the Florida Office of Insurance Regulation Industry Portal. The Industry Portal is a convenient, single
point of entry to access the Filing Assembly and Submission System, online Rate Collection Systems, Quarterly

IMPORTANT NOTICES Submission Reports, and other related content.
Pick a Category

OIR 2008 Filing and

Compliance Symposium @ Form & Rate Filing Assembly and Submission

Materials

I-File Introductory User e Regulatory Electronic Filing System (REFS — Financial Related Filings)
Guide — L&H

I-File Introductory User w Data Reporting

Guide — P&C =

P&C RCS Training and User @ Data Collection and Analysis Modules (DCAM)

Manual

QUASR Next Generation (QUASRng) 1st Quarter 2009 Forward
Common Tasks

e QUASR (Click here for FAQ's and Manual) Filing Quarters 2002 through 2008

Set up an account
- Office of Insurance Regulation Website
Filing workbench

What is the Industry Portal -. b

@ Workers Compensation Data Collection

Professional Liability Claims

w Update Contact Information
@ iApply -- Online Company Admissions

_ Contact Us
MyClorida.com Office of Insurance Regulation's Long Range Pragram Plan
‘“ Florida Department of Financial Services
200 East Gaines Street, Tallahassee, FL 32399 (850) 413-3140

To SELECT THE DCAM SYSTEM

To select the DCAM application, perform the following steps:
e Select the Data Collection and Analysis Modules (DCAM) link.
e The DCAM Logon screen appears

5/27/2011 Page 8 of 76 Version 1.02
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LOGON

The Logon screen allows for access into the DCAM system. You will use your Industry
Portal account name (i.e. email address) and password to authenticate into DCAM.

Froripa OFFiCE OF
INSURANCE REGULATION

| I-PORTAL | ‘ HELF | | CONTACT | ‘ ACCOUNT ‘ | LOG OUT |

Data Collection and Analysis Modules

Create Account LOgO“

Flease login below using your existing I-Portal account to begin a session. For first time users, click the Create Account

Retrieve Password link in the common tasks section to the left.

User Name: | |

Password: | |

My, com Contact Us
- Office of Insurance Regulation’'s Long Range Program Plan
Florida Department of Financial Services
% 200 East Gaines Street, Tallahasses, FL 32399 (850) 413-3140

Common Tasks

Help Click this link to navigate to the Help files.

Create Account Click this link to navigate to the Industry Portal Account

Creation screen.
Retrieve Password Click this link to navigate to the Industry Portal Retrieve

Password screen.

Screen Elements

User Name Enter your Industry Portal user name (email address)
into this field.

Password Enter your password into this field.

Logon button Click this button to authenticate the user and navigate to

the Workbench screen.

TO LOGON INTO THE SYSTEM
To logon to the application, perform the following steps:

5/27/2011 Page 9 of 76 Version 1.02
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e Enter your Industry Portal user name.
e Enter your password.
e Click the [Logon] button.

NOTE:
If you did not enter a user name, you will get the following error message:

@ Required fields are missing...A user name must be provided.

If you did not enter a password, you will get the following error message:

@ Required fields are missing...A password must be provided.

If either the user name or password is invalid, you will get the following error
message:

new user account, select the Create Account link in the Common

6 The user name entered is unknown, please try again. To create a
Tasks section.

If you created your I-Portal account but did not activate it, you will get the following
error message:

The user account is not active. To activate your account, select the
activate link that was included in the confirmation email sent to you
when you first created the account.
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ENTITY SETUP

The Entity Setup screen allows the filer the ability to manage entities such as
companies and other required filers. This screen will also access the filer’s contact
information.

‘ I-PORTAL | | HELF | | CONTACT ‘ | ACCOUNT ‘ | LOG CUT |
Data Collection and Analysis Modules
Workbench Entity SEtup

If vou have no entities listed below, please click the corresponding 'Add ..." button to add a new entity.
Contact Information
Companies

The list below represents all entities pre-registered with the Office of Insurance Regulation. To add additional pre-registered entities,
click the 'Add Company' button.

[ comparytame " icm L coCade WA CoCade A O Code St
O BLUE CROSS & BLUE SHIELD OF FLORIDA, INC. |5520156594 (06020 98167 ACTIVE
O CITIZENS PROPERTY INSURANCE CORPORATICN 593164851 99042 10064 ACTIVE
O GEICO GENERAL INSURANCE COMPANY 751588101 (01288 35882 0031 ACTIVE

| Add Company ‘ ‘Delete‘

Other Required Filers

The list below represents other entities required to file with the Office of Insurance Regulation. To add additional entities of this type,
click the 'Add Other Required Filer' button.

S o
Add Other Required Filer | [ Delete |
Workbench Click this link to navigate to the Workbench screen.
Contact Information Click this link to navigate to the Contact Information
screen.
Company Name The name of the company.
FEIN The federal employer identification number of the
company.
FL Co Code The Florida company code of the company.
NAIC Co Code The NAIC company code of the company.
NAIC Grp Code The NAIC group code of the company.
Status The authority status of the company.
Add Company button Click this button to add a company by displaying the
5/27/2011 Page 11 of 76 Version 1.02
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screen.

Delete button Click this button to delete a company. (See to Delete a
Company)

Screen Elements Other Required Filers

Entity Name The name of the other required filer.

License Number The license number of the other required filer.

Type The other required filer type (Individual or Entity)

Add Other Required Filer Click this button to add a required filer by displaying
button the screen.

Delete button Click this button to delete a required filer. (See To
Delete an Other Required Filer)

Done button Click this button to navigate back to the Workbench
screen.

ToO DELETE A COMPANY
To delete a company, perform the following steps:
e From the Workbench screen, select the Setup link.

e The Entity Setup screen displays and the list of companies appear in the
Companies table.

e Select a company to delete. The selected row will be highlighted in yellow.
e Click the [Delete] button.

e A confirmation message appears “Are you sure you want to delete the
selected record?”

e Click the [OK] button to delete the record or the [Cancel] button to cancel
the operation.

NOTE:
If you did not select a company, you will get the following error message:

@ An entity must be selected from the list.

TO DELETE AN OTHER REQUIRED FILER
To delete a required filer, perform the following steps:
e From the Workbench screen, select the Setup link.
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e The Entity Setup screen displays and the list of other required filers appear in
the Other Required Filers table.

e Select a required filer to delete. The selected row will be highlighted in yellow.
e Click the [Delete] button.

e A confirmation message appears “Are you sure you want to delete the
selected record?”

e Click the [OK] button to delete the record or the [Cancel] button to cancel
the operation.

NOTE:
If you did not select a company, you will get the following error message:

@ An entity must be selected from the list.
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CONTACT INFORMATION

The Contact Information screen allows the filer to manage their contact information.
This contact information can be either DCAM or Filing.

The DCAM Contact Information screen contains the main contact information and is
accessible within the Entity Setup screen. The DCAM contact information is copied to
the filing when a filing is created.

The Filing Contact information is specific to the filing and can be modified after a
filing is created by opening up the filing from your workbench, and selecting
View/Edit Filing Contact Information link.

| I-PORTAL | | HELP ‘ | CONTACT | | ACCOUNT ‘ | LOG CUT |
Data Collection and Analysis Modules
Workbench DCAM Contact Information
Setup Use this page to enter the Contact Information. Click 'Use account information' to populate these fields
with the information you entered when you initially set up your I-Portal account. Click 'Save' to save
vour changes.
Personal
“First Name: ‘Jcn ‘
MI:
“Last Name: ‘Mika ‘
Entity Name:‘ |
“Email Address: ‘]cn.m\ka@FldFS‘ccm |
Phone
“Phone Number: ‘450-206-363’ |
Phone Extension:
Fax Number: [480-832-3637 |
Address
“Street: ‘QDD E. Gaines Street |
Optional Street: ‘Suite 250 |
“City: ‘Ta\lahassee ‘
*State: | Florids v
“ZIP/Postal Code:
“Country: ‘ United States vl
* - Required fisld
| Done | |Use I-Portal Account Information ‘ ‘ Save ‘
Common Tasks
Workbench Click this link to navigate to the Workbench screen.
Setup Click this link to navigate to the Entity Setup screen.
Screen Elements Personal
First Name Represents the first name of the contact.
MI Represents the middle initial of the contact.
5/27/2011 Page 14 of 76 Version 1.02
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Last Name Represents the last name of the contact.

Entity Name Represents the entity name of the contact.

Email Address Represents the email address of the contact.

Screen Elements Phone ‘

Phone Number Represents the phone number of the contact.

Phone Extension Represents the phone humber extension of the
contact.

Fax Number Represents the fax number of the contact.

Screen Elements Address ‘

Street Represents the street address of the contact.

Optional Street Represents the optional street address of the contact.

City Represents the city of the contact.

State Represents the state of the contact.

ZIP/Postal Code Represents the zip/postal code of the contact.

Country Represents the country of the contact.

Done button Click this button to navigate to the Entity Setup
screen.

Use I-Portal Account Click this button to use your Industry Portal account

Information button information.

Save button Click this button to save your contact information.

To AbDD/UPDATE DCAM CONTACT INFORMATION
To add or update DCAM contact information, perform the following steps:
e From the Entity Setup screen, select the Contact Information link.

e The DCAM Contact Information screen displays containing personal, phone,
and address related contact information.

e Fill out the required fields manually or click the [Use I-Portal Account
Information] button to use your Industry Portal account information.

e C(lick the [Save] button.
e A confirmation message appears “"Are you sure you want to save

changes?”
¢ Click the [OK] button to save changes or the [Cancel] button to cancel the
operation.
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NOTE:

If the contact information was successfully saved, you will get the following
informational message:

j) The contact information was successfully saved.

If you did not enter your first name, you will get the following error message:

@ Required fields are missing...The first name must not be empty.

If you did not enter your last name, you will get the following error message:

Required fields are missing...The last name must not be empty.

@.

If you did not enter your email address, you will get the following error message:

Required fields are missing...The email address must not be empty.

@.

If you did not enter your phone number, you will get the following error message:

Required fields are missing...The phone number must not be empty.

@.

If you did not enter your street address, you will get the following error message:

Required fields are missing...The address must not be empty.

@.

If you did not enter your city, you will get the following error message:

Required fields are missing...The city must not be empty.

@.

If you did not enter your state, you will get the following error message:

Required fields are missing...The state must not be empty.

@.
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If you did not enter your zip code, you will get the following error message:

8 Required fields are missing...The zip code must not be empty.

If you did not enter your country, you will get the following error message:

@ Required fields are missing...The country must not be empty.

To ADD/UPDATE FILING CONTACT INFORMATION
To add or update the filing contact information, perform the following steps:
e From the Workbench screen, click on a Work Unit Number link to open a
filing.
e From the Filing Component List screen, select the View/Edit Filing Contact
Information link.

e The Filing Contact Information screen displays containing personal, phone,
and address related contact information.

e Fill out the required fields manually or click the [Use I-Portal Account
Information] button to use your Industry Portal account information.

e C(Click the [Save] button.
e A confirmation message appears “Are you sure you want to save

changes?”
¢ C(Click the [OK] button to save changes or the [Cancel] button to cancel the
operation.
NOTE:

If the contact information was successfully saved, you will get the following
informational message:

\]::) The contact information was successfully saved.

If you did not enter your first name, you will get the following error message:

@ Required fields are missing...The first name must not be empty.

If you did not enter your last name, you will get the following error message:
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8 Required fields are missing...The last name must not be empty.

If you did not enter your email address, you will get the following error message:

@ Required fields are missing...The email address must not be empty.

If you did not enter your phone number, you will get the following error message:

@ Required fields are missing...The phone number must not be empty.

If you did not enter your street address, you will get the following error message:

@ Required fields are missing...The address must not be empty.

If you did not enter your city, you will get the following error message:

@ Required fields are missing...The city must not be empty.

If you did not enter your state, you will get the following error message:

@ Required fields are missing...The state must not be empty.

If you did not enter your zip code, you will get the following error message:

@ Required fields are missing...The zip code must not be empty.

If you did not enter your country, you will get the following error message:

@ Required fields are missing...The country must not be empty.
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COMPANY SEARCH

The Company Search screen allows the filer to search for a company using various
search criteria.

| I-PORTAL ‘ | HELP | | CONTACT | ‘ ACCOUNT | ‘ LOG CUT |
Data Collection and Analysis Modules
Common Tasks
Workbench Company Search
Contact Information Please enter criteria into a field and then click 'Search’.
Setup If you are searching on Company Name, you can use the wildcard options such as Anywhere, Starts With, and Exact Match.
O Anywhere ® starts With O Exact Match

Company Name: | |

MAIC Company Code: I:l FEIN: I:l
MAIC Group Code: l:l Florida Company Code: l:l

| Cancel | ‘ Clear‘ | Search

Workbench Click this link to navigate to the Workbench screen.

Contact Information Click this link to navigate to the Contact Information
screen.

Setup Click this link to navigate to the Entity Setup screen.

Screen Elements Search

Search Type Anywhere, Starts With, Exact Match

Company Name Represents the company name search field.

NAIC Company Code Represents the NAIC company code search field.

NAIC Group Code Represents the NAIC group code search field.

FEIN Represents the FEIN search field.

Florida Company Code Represents the Florida company code search field.

Cancel button Click this button cancel the Add Company operation
and return to the Entity Setup screen.

Clear button Click this button to clear all search fields above.

Search button Click this button to perform a search based on the
criteria entered and navigate to the Company Search
Results screen.
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COMPANY SEARCH RESULTS

The Company Search Results screen displays the results of the criteria selected on
the Company Search screen.

| I-PORTAL ‘ | HELP | | CONTACT | ‘ ACCOUNT | ‘ LOG OUT |
Data Collection and Analysis Modules
Workbench Company Search
Contact Infermation Use this page to review the results of vour search. Select a company by clicking the name of the company. If you do not see the

company you wish to add, please click 'Search Again' to try a different search.
Setup

Records 1 to 19 of 19

< Previous 50 Next 50 >

NAIC NAIC |Florida
Company Name FEIN Company | Group | Company
Code Code |Code

STATE AUTC FLORIDA INSURANCE COMPANY 311753341 (11502 0175 |03573
STATE AUTO LIFE INSURANCE COMPANY 310933916 (88137 0175 |05154
STATE AUTC NATICMAL INSURANCE COMPANY 311334827 (19530 3478 | 03059
STATE AUTC PROPERTY & CASUALTY INSURANCE COMPANY | 576010814 |25127 0175 |01747
STATE AUTCMCEBILE MUTUAL INSURANCE COMPANY 314316080 (25135 0175 |09782
STATE BOND & MCORTGAGE LIFE INSURANCE COMPANY 410908019 |69086 05671
STATE CAPITAL INSURANCE COMPANY 560577584 (12661 1116 |01776
STATE CAPITOL INSURANCE RISK RETENTION GROUP, INC. | 273790664 02544
STATE FARM ANNUITY & LIFE INSURANCE COMPANY 371111502 (54498 0176 |05755
STATE FARM FIRE AND CASUALTY COMPANY 370533080 (25143 0176 |01780
STATE FARM FLORIDA INSURANCE CCMPANY 364261774|1073%9 0176 |03462
STATE FARM GENERAL INSURANCE COMPANY 370815476 (25151 0176 (01781
STATE FARM LIFE INSURANCE COMPANY 370533090 (65108 0176 |05570
STATE FARM MUTUAL AUTOMGBILE INSURANCE COMPANY | 370533100|25178 0176 |09785
STATE LIFE INSURANCE COMPANY 350684263 (65116 06310
STATE MUTUAL INSURANCE COMPANY 581449898 (69132 06320
STATE NATIONAL INSURANCE COMPANY INC, 751980552 12831 0093 |02867
STATES GENERAL LIFE INSURANCE COMPANY 750878926 (69175 0958 |05538
STATESMAN NATICNAL LIFE INSURANCE COMPANY 741473034 (69183 05894

< Previous 50 Next 50 >

Records 1 to 19 of 19

Cancel | | Search Again

Workbench Click this link to navigate to the Workbench screen.
Contact Information Click this link to navigate to the Contact Information
screen.
Setup Click this link to navigate to the Entity Setup screen.
screengiemenss
<Previous 50 Click thi_s link to display the previous set of 50
companies.
Next 50> Click this link to display the next set of 50 companies.
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Company Name

Represents the name of the company. Click this link to
add the company by navigating to the Add Company
screen.

FEIN

Represents the federal employer identification number
of the company.

NAIC Company Code

Represents the NAIC company code of the company.

NAIC Group Code

Represents the NAIC group code of the company.

Florida Company Code

Represents the Florida company code of the company.

Cancel button

Click this button cancel the Add Company operation
and return to the Entity Setup screen.

Search Again button

Click this button to return to the Company Search
screen.
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ADD COMPANY

The Add Company screen displays the company information for the company that
was selected in the Company Search Results screen.

| I1-PORTAL | | HELP

| | CONTACT | | ACCOUNT | | LOG CUT |

Workbench
Contact Information

Setup

Data Collection and Analysis Modules

Add Company

Please verify the company information below. To add this company to your account, click 'Add Company' button.

Company Name: STATE AUTC NATIOMAL INSURANCE COMPANY
Company FEIN: 3113343827
MAIC Company Code: 15530
NAIC Group Code: 3478
Florida Company Code: 0303%

Cancel | |Back‘ | Add Company

Workbench

Click this link to navigate to the Workbench screen.

Contact Information

Click this link to navigate to the Contact Information
screen.

Setup
Screen Elements

Company Name

Click this link to navigate to the Entity Setup screen.

Represents the name of the company.

Company FEIN

Represents the federal employer identification humber
of the company.

NAIC Company Code

Represents the NAIC company code of the company.

NAIC Group Code

Represents the NAIC group code of the company.

Florida Company Code

Represents the Florida company code of the company.

Cancel button

Click this button to cancel the add company operation
and return to the Entity Setup screen.

Back button

Click this button to navigate back to the Company
Search screen.

Add Company button

Click this button to add the company and navigate
back to the Entity Setup screen.
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To ADD A COMPANY

To add a company, perform the following steps:
e From the Entity Setup screen, click the [Add Company] button.
e The Company Search screen displays.
e Enter search criteria in the fields provided.

e Click the [Search] button and the Company Search Results screen is
displayed containing a list of companies matching your search criteria.

NOTE:

If you did not enter at least one search parameter, you will get the following error
message:

@ Please provide at least one search parameter to do a search.

e Select the company you wish to add by clicking on the Company Name link.
The Add Company screen will appear displaying the selected company
information.

e Click the [Add Company] button to add the company. A confirmation
window is displayed “Are you sure you want to add this entity?”

o Click the [OK] button to add the entity or click the [Cancel] button to cancel
the operation.

NOTE:

If you have already added this entity to your setup, you will get the following error
message:

@ The company you are tying to add already exists in your Entity
Setup.
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ADD OTHER REQUIRED FILER

The Add Other Required Filer screen allows the filer to add an ‘Other Required Filer
entity to their Setup. There are two main types of required filers, Individual and
Entity. If an Individual type is selected the First Name, MI, and Last name fields
appear and the Entity Name field is hidden. Reversely, if an Entity type is selected,
the Entity Name field appears and the First Name, MI, and Last name fields are
hidden.

7

Type: Individual

| I-PORTAL | | HELP ‘ | CONTACT | | ACCOUNT | | LOG oUT |
Data Collection and Analysis Modules
Workbench Add Other Required Filer
Contact Information To add a required filer, first click the Type from the list, fill cut the remaining figlds, and then click the
'2dd Other Required Filer’ button.
Setup
“First Name: ‘ |
-
“Last Name: ‘ |
“License Number: ‘ ‘
*FEIN/SSN: | |
- Required fisld
| Done | | Add Other Required Filer
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Type: Entity

‘ I-PCRTAL | | HELP | | CONTACT ‘ | ACCOUNT ‘ | LOG CUT |
Data Collection and Analysis Modules

Contact Information To add a required filer, first click the Type from the list, fill cut the remaining fields, and then click the
'&dd Other Required Filer' button.

Setup

*Type: | Entity (PLCR Only)

“Entity Name: | |

“License Number: | |

*FEIN/SSN: | |

| Done | | Add Other Required Filer

workbench Add Other Required Filer

Workbench

Click this link to navigate to the Workbench screen.

Contact Information

Click this link to navigate to the Contact Information
screen.

Setup

Screen Elements

Type

Click this link to navigate to the Entity Setup screen.

Represents a dropdown list containing the other
required filer types:

e Individual (PLCR Only)
e Entity (PLCR Only)
e Individual (GEAR Only)
e Entity (GEAR Only)

First Name

The first name of the other required filer. (Individual
types only)

MI

The middle initial of the other required filer. (Individual
types only)

Last Name

The last name of the other required filer. (Individual
types only)

Entity Name

The entity name of the other required filer. (Entity
types only)

License Number

The license number of the other required filer. (All
types)
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FEIN/SSN The FEIN/SSN of the other required filer. (All types)
Done button Click this button to navigate back to the Entity Setup
screen.

Add Other Required Filer Click this button to add the company and navigate
button back to the Entity Setup screen.

To ADD AN OTHER REQUIRED FILER
To add a required filer, perform the following steps:

e From the Entity Setup screen, click the [Add Other Required Filer] button
to display the Other Required Filer screen.

e Select a Type from the dropdown list.

e If you have chosen an Individual type, please enter the First Name and Last
Name. (MI is optional)

e If you have chosen an Entity type, please enter the Entity Name.
e Enter the License Number and FEIN/SSN.

e Click the [Add Other Required Filer] button and a confirmation message
will appear: “Are you sure you want to save changes?”

e Click the [OK] button to save the required filer or click the [Cancel] button
to cancel the operation.

NOTE:

If you successfully added the required filer, you will get the following informational
message:

i The required filer [First Name Last Name or Entity Name] was
\J) successfully saved.

If you did not select a Type, you will get the following error message:

@ Required fields are missing...The type must not be empty.

If you did not enter a first name, you will get the following error message:

@ Required fields are missing...The first name must not be empty.

If you did not enter a last name, you will get the following error message:
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@ Required fields are missing...The last name must not be empty.

If you did not enter an entity name, you will get the following error message:

@ Required fields are missing...The entity name must not be empty.

If you did not enter a license number, you will get the following error message:

empty.

@ Required fields are missing...The license number must not be

If you did not enter an SSN, you will get the following error message:

be in the format 999-99-9999 or 999999999.

@ Required fields are missing... The SSN must not be empty and must

If you did not enter a FEIN or entered and invalid FEIN, you will get the following
error message:

be in the format 99-9999999 or 999999999.

@ Required fields are missing...The FEIN must not be empty and must
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WORKBENCH

The Workbench screen displays common task links as well as the list of Data and No
Data filings created by the current user. There are three tabs (Data, No Data, and
Informational) that when selected will display all related filings.

To export the filing information displayed in the workbench, click the Export to Excel
link.

Open a filing by clicking on the Work Unit Number in the filing list.

| I-PORTAL | | HELP | ‘ CONTACT | | ACCOUNT ‘ ‘ LOG ouT |
Data Collection and Analysis Modules
Common Tasks
Create New Filing Workbench
Review Submissions Please select a filing to work on from the list below. Please note that the filings containing a File Log Number along with the Work Unit
Mumber are response filings. Select the Data, No Data, or Informational tab to view the list of corresponding filings. To delete a filing,
Setup click the Delete Filings button. To export all filings to Excel, click the Export to Excel link.
Data (2) No Data (0) Informational (0} [Export o Excel]
Work Unit Num/ - .
pERE O Entiy tame m
Wiq- =4 GEICQO GENERAL INSURANCE o v 01
W11-0315 COMBANY TESTMOD Test Event Test Period 1 06/01/2011
Wil-03187 GEICO GENERAL INSURANCE TESTMOD <t Ev < 2 5/31/
W11-03167 COMPANY Test Event Test Period 2 05/31/2011
* . Response filing D Filing is due within 5 week D Filing is past due Ascords 1 to 2 of 2

Delete Filings

Create New Filing Click this link to navigate to the Create New Filing
screen.

Review Submissions Click this link to navigate to the Review Submissions
screen

Setup Click this link to navigate to the Entity Setup screen.

Screen Elements

Data tab Click this link to refresh the contents of the workbench

displaying all filings with a purpose of Data.

No Data tab Click this link to refresh the contents of the workbench
displaying all filings with a purpose of No Data.

Informational tab Click this link to refresh the contents of the workbench
displaying all filings with a purpose of Informational.

Export To Excel Click this button to export all filing data seen in the
workbench to Microsoft Excel. (see To Export the Filing |
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List)

Delete Filings button Click this button to navigate to the Delete Filings
screen.

Filing List

Work Unit Num/ The work unit number assigned to the filing. If the filing

File Log Num has been received by the Office, it will also have a File
Log Number. Clicking on the Work Unit Number link will
display the Filing Component List screen.

Entity Name Represents the name of the entity associated with the
filing.

Module Represents the name of the module associated with the
filing.

Event Represents the name of the event associated with the
filing.

Period Represents the name of the period associated with the
filing.

Due Date Represents the date the filing is due to the Office.

TO SORT THE FILING LIST

You can sort the list of filings on your workbench based on each column. By clicking
on the column you will toggle between sorting in ascending and descending order.

To sort the list of filings, perform the following steps:

e From the Workbench screen, click the respective column header link in which
to sort (Work Unit Num, Entity Name, Module, Event, Period or Create
Date).

e The filing list is refreshed based on the column selected. To sort the same
column but in the opposite sort order, simply click the same column header
again.

To VIEW THE NEXT SET OF FILINGS

The workbench is configured to display only 20 filings at a time. If there are more
than 20 filings at any point, then you will need to page through the set of filings.

To view the next set of filings, perform the following steps:

e From the Workbench screen, there will be a list of page number links at the
bottom of the request list (1 2 3).

¢ Click the desired page number to view the corresponding set of filings.
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TO EXPORT THE FILING LIST
To export the filing information to Microsoft Excel, please perform the following
steps:
e From the Workbench screen, click the Data, No Data, or Informational tab for
the list of filings you would like to export.

e Click the Export To Excel link and a window displays prompting you to Open
or Save the Excel document.
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DELETE FILINGS

The Delete Filings screen displays common task links as well as the list of Data and
No Data filings that can be deleted. Only original filings that have not been submitted
can be deleted from the workbench.

| I-PCRTAL | | HELP | | CONTACT | ‘ ACCCOUNT | ‘ LOG CUT ‘
Data Collection and Analysis Modules
Workbench Delete Filings

Create New Filing To delete filings in the list below, select the filings to delete and click the 'Delete’ button.

Review Submissions

CNCTT T e oo o
W11-03154 GEICO GEMERAL INSURANCE COMPANY Data TESTMOD 04/20/2011
D W11-03167 GEICO GEMERAL INSURANCE COMPANY Data TESTMOD 05/10/2011

Workbench Click this link to navigate to the Workbench screen.

Create New Filing Click this link to navigate to the Create New Filing
screen.

Review Submissions Click this link to navigate to the Review Submissions
screen.

Setup Click this link to navigate to the Entity Setup screen.

Screen Elements

Delete checkbox Represents the checkbox that when checked will delete
the filing after the [Delete] button is clicked.

Work Unit Num Represents the work unit number associated with the
filing.

Entity Name Represents the name of the entity associated with the
filing.

Purpose Represents the name of the purpose associated with the
filing.

Module Represents the name of the module associated with the
filing.

Create Date Represents the creation date of the filing.
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Cancel button Click this button to cancel the operation and navigate
back to the Workbench screen.

Delete button Click this button to delete the selected filings from the
list. (See To Delete a Filing)

To DELETE A FILING

To delete one or more filings from your workbench, please perform the following
steps:

¢ From the Workbench screen, click the [Delete Filings] button.

e The Delete Filings screen will display containing a list of filings you are
allowed to delete. Only original filings you created that have not been
submitted can be deleted from your workbench.

e Select one or more filings to delete by checking the box in the first column of
the list.

e Click the [Delete] button. A confirmation message appears to the user: “Are
you sure you want to delete the selected filings?”

e Click the [OK] button to delete the selected filings or click the [Cancel]
button to cancel the operation.

NOTE:
If the filings were successfully deleted, you will get the following message:

j) The selected filings were successfully deleted.

If you did not select any filings to delete, you will get the following error message:

@ Please select one or more filings from the list below.
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REVIEW SUBMISSIONS

The Review Submissions screen displays common task links as well as the list of
Data and No Data filings that have been created and submitted for all entities
defined in the current user’s entity setup. This means that if a filing was created and
submitted by a different user (other than the current user) having the same entity in
their setup, it will appear in the Review Submissions list. However, that filing will be
highlighted in pink as shown below.

‘ I-PORTAL | | HELP | ‘ CONTACT | | ACCOUNT | ‘ LOG QUT |
Data Collection and Analysis Modules
workbench Review Submissions

Create New Filing The list below represents all submitted filings for all entities you have configured in your sstup separated by purpose (i.e. Data, Mo

Data, and Informational tabs). To view a submitted filing in read-only mode, simply click the work unit number associated with the

Setup filing.

Data (10) Mo Data (1) Informaticnal (0) Export to Excel

Work Unit Entity Name Status Status as File Log
Hum of Num

WD8-01000  GEICC GENERAL INSURANCE COMPANY  Test Module E 08/06/2008 08-16220
: BLUE CROSS & BLUE SHIELD OF FLORIDA, Long-Term Care ERROR - )

woe-01001 o R i 08/18/2008 08-17429
CITIZENS PROPERTY INSURANCE :

wos-01262  CHIZENS PRON Tropical Storm Fay 1 ACCEPTED 09/15/2008 08-19232
CITIZENS PROPERTY INSURANCE

woe-nig2s  CHUIZENS FROI Tropical Storm Fay 1 ACCEPTED 09/26/2008 08-20320

wos-01520  BLUE CROSS & BLUE SHIELD OF FLORIDA,  Long-Term Care S e p——
INC. Partnership
CITIZENS PROPERTY INSURANCE :

wog-n2272  CHITZENS PRON Tropical Storm Fay 1 ACCEPTED 10/10/2008 08-21553
CITIZENS PROPERTY INSURANCE

woe-p2s8s  CHIZENS FROI Tropical Storm Fay 1 ACCEPTED 10/27/2008 08-22906

W11-03102  GEICO GENERAL INSURANCE COMPANY  MIKASURY Under Review 03/15/2011 11-50001

W11-03106  GEICC GENERAL INSURANCE COMPANY  Test-ARDC-DCAM Prefix  Under Review 03/18/2011 11-50008
CITIZENS PROPERTY INSURANCE ; )

wit-o313z  CHIZENS PROI GEAR_Testing_2011 Under Review 03/24/2011 11-50011

Records 1 to 10 of 10

D- Indicates filing for this entity was created by another user.

Workbench Click this link to navigate to the Workbench screen.

Create New Filing Click this link to navigate to the Create New Filing
screen.

Setup Click this link to navigate to the Entity Setup screen.

Screen Elements

Data tab Click this link to refresh the contents of the review
submissions list displaying all filings with a purpose of
Data.

No Data tab Click this link to refresh the contents of the review
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submissions list displaying all filings with a purpose of
No Data.

Informational tab Click this link to refresh the contents of the review
submissions list displaying all filings with a purpose of
Informational.

Export To Excel Click this button to export all filing data seen in the
workbench to Microsoft Excel. (See To Export the Filing
List)

Work Unit Num Represents the work unit number assigned to the filing.

Clicking on the Work Unit Number link will display the
Filing Component List screen in read-only mode.

Entity Name Represents the name of the entity associated with the
filing.

Module Represents the name of the module associated with the
filing.

Status Represents the current status of the submitted filing.

Possible valued are: Under Review or final action status
displayed in all caps (i.e. ACCEPTED)

Status as of Represents the date of the Status above.

File Log Num Represents the File Log Number assigned by the Office
used to identify the filing during review.

TO SORT THE FILING LIST

You can sort the filings in your review submissions list based on each column. By
clicking on the column you will toggle between sorting in ascending and descending
order.

To sort the list of filings, perform the following steps:

¢ From the Review Submissions screen, click the respective column header link
in which to sort (Work Unit Number, Entity Name, Module, Status,
Status as of or File Log Num).

e The filing list is refreshed based on the column selected. To sort the same
column but in the opposite sort order, simply click the same column header
again.

To VIEW THE NEXT SET OF FILINGS

The review submissions list is configured to display only 20 filings at a time. If there
are more than 20 filings at any point, then you will nheed to page through the set of
filings.

To view the next set of filings, perform the following steps:
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e From the Review Submissions screen, there will be a list of page number links
at the bottom of the request list (1 2 3).

e Click the desired page number to view the corresponding set of filings.

TO EXPORT THE FILING LIST
To export the filing information to Microsoft Excel, please perform the following
steps:
e From the Review Submissions screen, click the Data/No Data tab for the list
of filings you would like to export.
e Click the Export To Excel link and a window displays prompting you to Open
or Save the Excel document.
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FILING COMPONENT LIST

The Filing Component List screen contains all the information for a filing that was
opened from the Workbench or Review Submissions screens. If the filing was opened
from the Workbench, then it will be in edit mode. If the filing was opened from the
Review Submissions screen, then the filing will be displayed in read-only mode.

| I-PORTAL | HELF | CONTACT | | ACCOUNT | LoG ouT |
Data Collection and Analysis Modules
Workbench Filing Component List

Review Submissions

Setup

NOTE: All the compenents in the filing are complete but the filing has not been
submitted to the Office of Insurance Regulation. Flease click the Submit button to

Work Unit Number:
Entity Name:
Module:

Event:

Period:

Due Date:

Purpose:

[View/Edit Filing Contact Infoermation]

To choose a component, click on @ component name in the list below.

Lot Ut Dt

Test Data Extraction
Test Data Extraction

[View Previous Submiss

submit the filing.

W11-03154

GEICO GEMERAL INSURAMNCE COMPANY

SURV Create Date: 04/20/2011
Survey Event Created By: Mika, Jon
Period Test 2 Filing Status: Not Submitted
06/01/2011 Submission Status: Net Submitted
Data

5/27/2011 12:00:19 PM Complete

ions]

Return To Workbench

Workbench

Click this link to navigate to the Workbench screen.

Review Submissions

Click this link to navigate to the Review Submissions
screen.

Setup

Submit Button

Screen Elements

Filing Information

Click this link to navigate to the Entity Setup screen.

Submits the filing to the Office of Insurance
Regulation. This button will appear when all
components marked as Incomplete are Complete. The
filing will not be submitted unless you click this
button.

Work Unit Number

Represents the work unit number assigned to the
current filing.
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Entity Name Represents the entity name associated with the
current filing.

Module Represents the module name associated with the
current filing.

Event Represents the event name associated with the
current filing.

Period Represents the period nhame associated with the
current filing.

Due Date Represents the date the filing is due to the Office.

Purpose Represents the purpose associated with the current
filing.

Filing Number Represents the filing number assigned to the filing

indicating it was received by the Office. This will only
appear for response filings.

Create Date

Represents the creation date of the current filing.

Created By

Represents the filer who created the current filing.

Filing Status

Represents the current status of the current filing.

Submission Status

Represents the current status of the current filing
submission.

Extension Request link

Extension Request link

Screen Elements Extension Request Information

If an extension was requested for the current filing,
this field will appear with a [Show] link.

If an extension was requested for the current filing,
this field will appear with a [Hide] link.

Requested Date

Represents the requested extension date.

Granted Date

Represents the granted extension date. This field will
appear when the extension request is no longer under
review.

Explanation Represents the explanation made by the filer as to the
reason for the extension request.
Status Represents the current extension request status.

Possible values are Under Review, Granted,
Granted/Amended, and Denied.

Status Comments

Represents the comments made by the Office. This
field will appear when the extension request is no
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longer under review.

View/Edit Filing Contact Clicking this link will display the Contact Information
Information link screen (See To View/Edit DCAM Contact Information.

NOTE: If the filing was opened from the Review
Submissions screen, the link will be labeled View
Filing Contact Information.

Screen Elements Component List

Component Name Represents the name of the filing component. Beneath
the filing component name link is the component
description. Click the Component Name link to
display the Component screen.

Last Updated Date Represents the date that the component was last
updated.
Status Represents the current status of the filing component.

Possible values are:

Incomplete - The required filing component is
incomplete and a file or files must be uploaded to
complete the filing component.

Complete - A file or files were successfully uploaded
for the required filing component.

---------- - The optional required filing component is
incomplete and a file or files must be uploaded to
change the status to Included.

Included - A file or files were successfully uploaded
for the optional filing component.

View Previous Clicking this link will display the View Past Filing
Submissions link Submissions screen.

Return To Workbench or Click the Return To Workbench button to navigate
Return To Submissions back to the Workbench screen if the filing is not
button submitted. If this is a submitted filing, click the Return
To Submissions button to navigate back to the Review
Submissions screen.

TO SHOW/HIDE THE EXTENSION REQUEST INFORMATION
To show the extension request information, perform the following steps:

e Open a filing from either the Workbench screen or the Review Submissions
screen.

e If an extension was requested for the filing, there will be a Extension Request
field displaying the current status as well as a [Show] link
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e Click the [Show] link and the extension request information table will appear
below.

e To hide the extension request information, simply click the [Hide] link within
the Extension Request Information table.
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FILING COMPONENT

The Filing Component screen displays the list of uploaded files associated with the
current filing submission.

| I-PORTAL | ‘ HELP | | CONTACT | ‘ ACCCOUNT | | LOG CUT |
Data Collection and Analysis Modules

Filing Component

Download Template The list below represents the files uploaded for this filing submission.

1) To add/uplead a file, click the 'Add/Upload File' link in the Common Tasks section

2) To download the template to be used to fill out, click the 'Download Template' link in the Common Tasks section
NOTE: Not all components have a template to download. If they do, the ‘Download Template’ link will appear
below the 'Add/Upload File' link

3) To view an uploaded file, click the file name link in the 'File Name' column in the table below

4) To delete an uploaded file, click the 'Delete’ link in the Action column in the table below

Suen B)—Dote Upoaded
MikaTestTemplate(1).xls 19 5/27/2011 12:00:32 FM Delete

Add/Upload File Click this link to navigate to the Add/Upload File
screen.

NOTE: If the Add/Upload File link is disabled, you
have met the file upload limit and cannot add
anymore files. In order to add more files, you must
delete some of the files that have already been
uploaded.

Download Template Click this link to download the template file associate
with the current filing component. If the Download
Template link is disabled, then there is no template
configured for this filing component.

NOTE: Download the template for each filing to
ensure that you are using the most current version.
Instructions are included on the templates to assist
the user. Once the appropriate data has been entered
into the template the user will need to save it to their
desktop so that it maybe uploaded to the system.

Screen Elements

File Name Represents the uploaded file name for the filing
component. To view the uploaded file, click on the
File Name link.

NOTE: If the file was taken offline, the File Name link
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will be disabled and will read:
[FILE OFFLINE]: filename.pdf

Size (in KB) Represents the size of the uploaded file. The size is
displayed in kilobytes.

Date Uploaded Represents the date the file was uploaded.

Action Represents the Delete action link. Click the Delete

link to delete an uploaded file.

NOTE: If the current filing was already submitted,
then the Delete link will be disabled.

Restore button Click this button to restore the files that are OFFLINE

for the filing component.

Back button Click this button to navigate back to the Filing

Component List screen.

TO DELETE AN UPLOADED FILE
To delete an uploaded file, perform the following steps:

Open filing from the Workbench screen.

From the Filing Component List screen, select the filing component containing
the uploaded file you wish to delete.

From the Filing Component screen, click the Delete link next to the file to
delete.

A confirmation message appears to the user: “Are you sure you want to
delete this uploaded file?”

Click the [OK] button to delete the file or click the [Cancel] button to cancel
the operation.

ToO RESTORE OFFLINE FILES

Over time, files uploaded to our server will need to be purged to free up disk space.
To accomplish this, the files associated with processed filings will be archived after a
period of time.

So, if you are reviewing old filings and need to view a specific file, odds are that file
is offline and will need to be restored. To restore offline files, perform the following

steps:
[ ]

Open filing from the Review Submissions screen.

From the Filing Component List screen, select the filing component containing
the uploaded files you wish to restore.

From the Filing Component screen, click the [Restore] button.

A confirmation message appears to the user: “Are you sure you want to
restore the offline files?”
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e Click the [OK] button to queue the files for restoration or click the [Cancel]
button to cancel the operation.

NOTE:
If the files were successfully queued for restoration, you will get the following
informational message:

. The files were successfully queued for restoration. You will receive
‘EJ’) an email when the file(s) are restored.
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ADD/UPLOAD FILE

The Add/Upload File screen allows the filer to select and upload a file to a filing
component. Depending on the filing and the filing component, data may also be
extracted from the file at the time it is being uploaded.

‘ I-PORTAL ‘ |

| ‘ CONTACT ‘ | ACCOUNT | ‘ LOG oUT ‘

Component Name:

File To Upload:

The fils types supported are:

Adobe Acrobat document (*.pdf)
Rich Text Format document (*.rtf)
Microsoft Excel document (*.xls)
Microsoft Word document (*.doc)

You are allowed & maximum 5§ file upload(s) for this filing component,

The maximum upload fil

Data Collection and Analysis Modules

Add/Upload File

Supperting Documentation

C-\Documents and Settings‘\Administratoriily Dncumem

Cancel Save

None

Component Name

Screen Elements

Represents the name of the filing component.

File To Upload field
Browse button

Represents the file name to upload. Click the
[Browse] button to display the File Open dialog
window. File name will display in field after file is
selected.

File Upload Information

Represents information about the file upload:

The file types supported - lists the different file types
you are allowed to upload for this component.

Maximum number of uploads — Depending on the
filing component this number will vary.

Maximum upload file size - file cannot exceed 5MB.

Cancel button

Click this button to cancel the operation and navigate
back to the Filing Component screen.

Save button

Click this button to upload and extract the file.
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To ADD/UPLOAD A FILE
To add/upload a file, perform the following steps:

e From the Filing Component List screen, select the filing component to which
you wish to add files.

e From the Filing Component screen, click the Add/Upload File link.

e From the Add/Upload File screen, click the [Browse] button to select the file
to upload.

e Once the file is selected, click Open and the file name will be added to the
‘File To Upload’ field.

e Click the [Save] button to upload and extract the file. Click the [Continue]
button to navigate back to the Add/Upload File screen.

NOTE:

If the file was successfully uploaded and/or extracted, you will get the following
informational message:

i File {File Name} upload was successful. This component is now
\l) complete.

If you attempt to upload a file type that is not supported, you will get the following
error message:

supported for this filing component are:
Adobe Acrobat document (*.pdf)
Rich Text Format document (*.rtf)
Microsoft Excel document (*.xls)
Microsoft Word document (*.doc)

@ The file type you are attempting to upload is incorrect, the file types

If errors occur during data extraction, you will get similar types of extraction errors:

File DataExtractionTest_2.xls upload was unsuccessful.
The following errors were found during data extraction:

Global Validations

Worksheet Cell Error Message

SECTION A K2 B4 must equal B5

SECTION A |L8 |C10 must equal C11

SECTION A |K14 |B16 must equal B17

SECTION A 141 |Cell cannot be null.

SECTION A D41 |Cell cannot be null.

SECTION B |F5 |Sum of column Number 3 must be greater than 250000
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SECTION B

Worksheet
SECTION A
SECTION A
SECTION A
SECTION A
SECTION A
SECTION A
SECTION A
SECTION A
SECTION A
SECTION A

Worksheet
SECTION A

F25 |Sum of column Number 4 must be greater than 500000

Cell
H4
H5
H6
H7
H8
H9
H10
H11
H12
H13

Cell

U_DATA_TEST1 Data Table

Error Message

Value must be greater than
Value must be greater than
Value must be greater than
Value must be greater than
Value must be greater than
Value must be greater than
Value must be greater than
Value must be greater than
Value must be greater than
Value must be greater than

U_DATA_TEST2 Data Table

Error Message

1000
1000
1000
1000
1000
1000
1000
1000
1000
1000

Too many errors (10) reached for this data table. Please fix current
errors and try again.

No match of columns for range (B28:K28)
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VIEW PAST FILING SUBMISSIONS

The View Past Filing Submissions screen allows the filer to review all past
submissions for the current filing. This includes submission information and all files
that were uploaded to the filing components for the original filing as well as all the
response filings.

The submissions will appear with the most recent listed first.
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The infarmation below represents all past submissions for this filing, Each set contains submission infarmation as
well as the components submitted. vou can click the component name link to view the uploaded files.

Submission ID: 110z Submission Date: 6/27/2008 1:40:00 PM

Submission Type: Response Submission Status: Received

Analyst Comments:

Comments go here

Last Updated
component Name m

Cover Letter 6/27/2008
A brief introductary letter frorm the submitter describing the nature or 1150152 pM Complete

purpaose of the submitted information.

Submission ID: 1081 Submission Date: 6/26/2008 1:35:08 PM

Submission Type: Criginal Submission Status: Received

Analyst Comments:

More comments go here

Last Updated
compenent Name W

CEDRA OIR-DO-1681 Section 4 6/26/2008
Large Data Extraction for Hurricane Loss Data Section A. Pursuant to 1124108 PM
Rule 690-142.015{1), FAC e

CEDRA QIR-DC-1681 Section B 6/26/2008
Large Data Extraction for Hurricane Loss Data Section B, Pursuant to 1:26:31 PM Complete
Rule 690-142.015(1), FAC o

Cover Letter

Complete

& brief introductory letter from the submitter describing the nature or ?ggﬁggu})ﬁm ---------

purpose of the submitted information. e

Explanatary Information

Additional infarmation from the subrnitter that explains a known EESHSEDF‘BM —————————

discrepency in the submitted information. T

Supporting Docurmnentation 6/26/2008

Documentation frorm another source {e.g., MAIC) that supports the en.om DRy -

b . . ; 1:30:08 PM

inforrmation being submitted.

Response to Request for Clarification ; 6/26/2008

A formal reply from the submitter to a request from an internal e o mmmmmmmme
L T : K 1:30:08 PM

analyst/reviewer for additional information.

Other Information/Docurnents 6/26/2008

Miscellaneous information or docurnents voluntarily provided by the 1:E0:imE pM 0 T

subrmitting entity.

Common Tasks

Screen Elements Submission Information
Submission ID Represents the Submission ID.
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Submission Date

Represents the Submission Date.

Submission Type

Represents the Submission Type. (Original or
Response)

Submission Status

Represents the Submission Status. (Not Submitted,
Submitted or Received)

Analyst Comments

Screen Elements

Component Name

Represents the comments supplied by the analyst
during a response filing. If the field is empty then no
comments were entered for this submission.

Submission Information

Represents the name of the filing component. Beneath
the filing component name link is the component
description. Click the Component Name link to
display the Filing Component screen.

Last Updated Date

Represents the date that the component was last
updated.

Status

Represents the current status of the filing component.

Back button

Click this button to navigate to the Filing Component
List screen.
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FILING SURVEY COMPONENT

The Filing Survey Component screen displays the list of survey questions associated
with the current filing survey component.

| I[-PCRTAL | ‘ HELP | ‘ CONTACT | | ACCOUNT | | LOoG CuUT |
Data Collection and Analysis Modules
Workbench Filing Survey Component
Filing Component List Component Name: ARDC Survey Part 1T

* 1. What was the Company's Flerida policy count for
all coverage to be reinsured under its Catastrophe
program on May 31, 20117

5]

. How many policies are indicated on the 'Final' PML
Information Sheet entitled required model?

w

. If the Company used anything other than a
current data set in the 'Final PML Information
Sheet entitled required model, please provide an
explanation.

* 4, What is the 'as of' date for the pelicy count used in
the 'Final' PML Information Sheet entitled required
model?

5. Does the Company expect policies covered by its .
catastrophe program to increase or decrease O INCREASE
during the upcoming hurricane season? ODECREi‘FE

O 5TAY THE SAME

@

. Does the Company expect policies covered by its
catastrophe program to increase or decrease e
during the upcoming hurricane season?

Workbench Click this link to navigate to the Workbench.
Filing Component List Click this link to navigate to the Filing Component List.
Red Asterisk (*) Displayed if an answer is required for a question.

Question Number (1., 2., | Represents the question to be answered.
etc)

Text Box Displayed for text type, number type, and date type
questions. Enter appropriate survey answer here.

Yes/No Radio Buttons Displayed for yes/no type questions. Enter
appropriate survey answer here.

Drop Down List May be displayed for choice type questions. Select
appropriate survey answer here.
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Radio Button List May be displayed for choice type questions. Select
appropriate survey answer here.

Rating Matrix Displayed for rating type questions. Select
appropriate survey rating here.

Return Button Clicking this button will return to the Filing Component
List without saving the survey component.

Save and Return Button Clicking this button will save the survey component.
If the save is successful, the user will be returned to
the Filing Component List.

Save Button Clicking this button will save the survey component
and return the user to the survey component.

NOTE:

If the survey is saved successfully when clicking the Save Button, you will get one
of the two following informational messages, depending on if the survey is
complete. A survey is considered completed when all required questions are
completed successfully:

\i:) Incomplete survey saved successfully.

i Completed survey saved successfully. Please click 'Filing Component
\l) List' to the left to return to the Filing Component List.

TEXT TYPE QUESTION

* 31, In addition to traditional reinsurance, did the
company use any alternative risk transfer
rmechanisms?

* 32, If 50, please explain the alternative risk transfer
mechanismis) used and the impact on the
company's catastrophe program? Ctherwise enter
NAB if answer to previous guestion was 'Ma’,

Text type questions may be single or multiple lines. Each question will have a
maximum number of characters that may be entered. If the maximum number of
characters is exceeded, an error message like the one below will be displayed.

Response too long, Maxirnurm allowed length is 50, Current response is 50
characters long.
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NUMBER TYPE QUESTION

6. Please provide a percent estimate for the
expected increasefdecrease in policies during the o
upcoming hurricane season.

7. Based on the required options {switches) indicated
for the PML Information Sheet entitled required
rmodel, to what level did the Company purchase its
reinsurance coverage for the first event? 1 in X=X
vear event.,

&. Based on the required options {switches) indicated
for the PML Information Sheet entitled required
model, what is the Company's net retention
assuming a 1 in 100 year event? (This amount $
should match the Reinsurance Structure Chart
submitted as part of this filing.)

Number type questions may be percentage, currency, or normal number. There
may be a maximum and/or minimum amount allowed for the response. If the
response is not within the required range, an error message like the one below will
be displayed.

Maximurn allowable response is 100%:,

There may be a maximum number of decimal places allowed for the response. If the
response has too many digits after the decimal place, an error message like the one
below will be displayed.

Response must have no more than 2 digits after decimal point.

DATE TYPE QUESTION

4., What is the 'as of' date for the policy count used in
the 'Final' PML Information Sheet entitled required |
model?

Date type questions must be answered with a response in the format of
MM/DD/YYYY. If the response entered is not in this format, an error message like
the one below will be displayed.

Friday is not a walid date,

There may be a minimum and/or maximum date allowed for the response. If the
response is not within this date range, an error message like the one below will be
displayed.

Please enter a date after 04/01/2011,
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YES/NO TYPE QUESTION

30, In addition to traditional reinsurance, did the
corpany use any alternative risk transfer O ves OnNo
mechanisms?

31. Has the Company assigned any payments that
would be due from the Florida Hurricane
Catastrophe Fund to any insurer, reinsurer or any Orves One Onva
other party?

Yes/No type questions are answered by selecting the proper radio button. There
may or may not be a “"N/A” option.

CHOICE TYPE QUESTION

5. Does the Company expect policies covered by its
catastrophe program to increase or decrease O ncreAsE
during the upcoming hurricane season? ) DECREASE

(O STAY THE SAME
&, Does the Company expect policies covered by its

catastrophe program to increase or decrease ~
during the upcoming hurricane ssasan?

INCREASE

DECREASE
STAY THE SAME

Choice type questions may be displayed as a radio button list or a drop down
selection box. They are answered by selecting the proper response.

RATING TYPE QUESTION

* 17, How satisfied are you with the new survey Highly Meither Highly
component? Dissatisfied Satisfied Satisfied
Mor
Dissatisfied

O O O O O O Unsure

Rating type questions are displayed as a radio button list with descriptions of the
various rating options. They are answered by selecting the proper response.
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FILING SUBMISSION

The Filing Submission screen is displayed after the filing has been successfully
submitted. It lists the current filing submission information (ID, status, and date) as
well as in the informational message at the top of the screen indicating the Work
Unit Number. Click the Return to Workbench button to begin working on your new
filing.

I-PORTAL | | HELF | | CONTACT | | ACCOUNT | | LOG OUT |
Data Collection and Analysis Modules
Workbench Filing Submission
HEstE) SIHETINS \y Filing W11-03154 was submitted successfully.
Setup

Your filing was submitted successfully. The submission information is listed below. &n email notification has been
sent to the email address associated with this I-Portal account.

Submission ID: 3256
Submission Status: Submitted
Submission Date: 05/27/2011

Return To Workbench

Workbench Click this link to navigate to the Workbench screen.

Review Submissions Click this link to navigate to the Review Submissions
screen.

Setup Click this link to navigate to the Entity Setup screen.

Submission ID Represents the ID of the filing submission.

Submission Status Represents the status ID of the filing submission.

Submission Date Represents the date of the filing submission.

Return To Workbench Click this button to return back to the Workbench

button screen.

To SUBMIT A FILING
To submit a filing, perform the following steps:
¢ Open filing from the Workbench screen.

e From the Filing Component List screen, ensure all filing components with a
status of ‘Incomplete’ are set to ‘Complete’. (See To Add/Upload a File)
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e Verify the Filing Contact Information is correct (See To Add/Update Filing
Contact Information)

e Click the [Submit Filing] button.

e A confirmation message appears to the user: “Are you sure you want to
submit this filing?”

e Click the [OK] button to submit the filing or click the [Cancel] button to
cancel the operation.

NOTE:

If the filing was successfully submitted, you will get the following informational
message:

\i:) Filing [Work Unit Number] was submitted successfully.
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CREATE NEW FILING

The Create New Filing screen begins the process of creating a new filing.

| I-PORTAL | | HELF | | CONTACT ‘ | ACCOUNT ‘ ‘ LOG OUT |
Data Collection and Analysis Modules
Workbench Create New Filing

Welcome to the New Filing Wizard
Review Submissions
These pages allow you to create a new filing. You will be allowed to enter all the data pertaining to the filing.
Once complete, you can review the data before submitting it to the Office of Insurance Regulation. Click 'Next' to
continue.

Setup

Common Tasks

Workbench Click this link to navigate to the Workbench screen.

Review Submissions Click this link to navigate to the Review Submissions
screen.

Setup Click this link to navigate to the Entity Setup screen.

Next button Click this button to navigate to the Select Entity Type
screen.
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SELECT ENTITY TYPE

The Select Entity Type screen provides the user a list of entity types to choose from
when creating a new filing.

‘ I-PORTAL | | HELP | | CONTACT | | ACCOUNT | | LOG CUT ‘
p Data Collection and Analysis Modules
Workbench Select Entity Type
To choose an entity type, select an item from the list below then click 'Next' to continue.
Review Submissions
[ | teme | Descroten |
O Company Company
() other Required Filers Other Required Filers
cancel | [ Back | [ Next
Common Tasks
Workbench Click this link to navigate to the Workbench screen.
Review Submissions Click this link to navigate to the Review Submissions
screen.
Setup Click this link to navigate to the Entity Setup screen.
Screen Elements
Select radio button Represents the button to select the entity type. When

an entity type is selected, the entire row will be
highlighted in yellow.

Name Represents the name of the entity type.

Description Represents the description of the entity type.

Cancel button Click this button to cancel the current operation and
return to the Workbench screen.

Back button Click this button to go back to the Create New Filing
screen.

Next button Click this button to save the current selection and

navigate to the Select Entity screen.

TO SELECT AN ENTITY TYPE
To select an entity type, perform the following steps:

e From the Select Entity Type screen, click the radio button next to the entity
type you wish to choose. The selected row will be highlighted in yellow.

5/27/2011 Page 56 of 76 Version 1.02
DCAM User Manual_v1.02_FINAL_20110527.docx Mika Consulting, Inc.



F].U RIDA ()[: FICE OF Data Collection and AnaIYSiS Modules
Insurance REGuLATION User Manual

e Click the [Next] button to save the selection and navigate to the Select
Entity screen.

NOTE:
If you did not select an entity type, you will get the following error message:
@ An entity type must be selected from the list.
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SELECT ENTITY

The Select Entity screen provides the user a list of entities to choose from when
creating a new filing. The entities that appear are the list of entities the user added
within their Setup.

The screen below shows a sample of the Select Company screen:

| I-PORTAL | | HELP | | CONTACT ‘ | ACCOUNT ‘ ‘ LOG OUT |
p Data Collection and Analysis Modules
Workbench Select Company
Review Submissions Entity Type: Company
Setup To choose a company, click on an item in the list below. If you have no companies listed below, please click 'Setup’ in the Common
Tasks to add a new company entity to your workbench. Otherwise click 'Next’ to continue.

[ | Compammame | EN _]FLCoCode A Co Code NAK GrpCode] Status

O BLUE CROSS & BLUE SHIELD CF FLCRIDA, INC. 5520156584 06020 98167 ACTIVE

O CITIZENS PROPERTY INSURANCE CORPORATION 593164851 99042 10064 ACTIVE

O GEICC GENERAL INSURANCE COMPANY 751588101 01288 35882 0031 ACTIVE

[cancel | [Back | [ Next]

Common Tasks

Workbench Click this link to navigate to the Workbench screen.

Review Submissions Click this link to navigate to the Review Submissions
screen.

Setup Click this link to navigate to the Entity Setup screen.

Screen Elements

Entity Type Represents the name of the entity type chosen from
the Select Entity Type screen.

Select radio button Represents the button to select the entity. When an
entity is selected, the entire row will be highlighted in
yellow.

Name This column represents the name of the entity.

Description This column represents the description of the entity.

Cancel button Click this button to cancel the current operation and
return to the Workbench screen.

Back button Click this button to go back to the Select Entity Type
screen.

Next button Click this button to save the current selection and

navigate to the Select Module screen.
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TO SELECT AN ENTITY
To select an entity, perform the following steps:

e From the Select Entity screen, click the radio button next to the entity you
wish to choose. The selected row will be highlighted in yellow.

e Click the [Next] button to save the current selection and navigate to the
Select Module screen.

NOTE:
If you did not select an entity, you will get the following error message:

@ An entity must be selected from the list.
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SELECT MODULE

The Select Module screen provides the user a list of modules to choose from when
creating a new filing.

‘ 1-PORTAL ‘

HELP ‘ | CONTACT | | ACCOUNT | | LOG QUT |

Workbench
Review Submissions

Setup

Data Collection and Analysis Modules

Select Module
Entity Type: Company

Entity: GEICC GENERAL INSURANCE COMPANY

To choose a medule, select an item from the list below then click "Next' to continue.

S

. 5 i W sualty = stablis s
© P&C Special Data call Select this module to locate any current Property & Casualty data calls that have been established as
ad hoc or nen-recurring.

() Test GEAR Medule Set up for quarterly GEAR data collections in DCAM

Cancel | [ Back | [ Next

Workbench Click this link to navigate to the Workbench screen.

Review Submissions Click this link to navigate to the Review Submissions
screen.

Setup Click this link to navigate to the Entity Setup screen.

Screen Elements

Entity Type Represents the name of the entity type chosen from
the Select Entity Type screen.

Entity Represents the name of the entity chosen from the
Select Entity screen.

Select radio button Represents the button to select the module. When a
module is selected, the entire row will be highlighted
in yellow.

Name This column represents the name of the module.

Description This column represents the description of the module.

Cancel button

Click this button to cancel the current operation and
return to the Workbench screen.

Back button

Click this button to go back to the Select Entity Type
screen.
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Next button Click this button to save the current selection and
navigate to the Select Event screen.

TO SELECT A MODULE
To select a module, perform the following steps:

e From the Select Module screen, click the radio button next to the module you
wish to choose. The selected row will be highlighted in yellow.

e Click the [Next] button to save the current selection and navigate to the
Select Event screen.

NOTE:
If you did not select a module, you will get the following error message:

8 A module must be selected from the list.
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SELECT EVENT

The Select Event screen provides the user a list of events to choose from when
creating a new filing.

| I-PORTAL | | HELP | ‘ CONTACT ‘ | ACCOUNT | | LOG CUT |
Data Collection and Analysis Modules
Workbench Select Event

Review Submissions Entity Type:  Company

Entity: GEICC GEMERAL INSURANCE COMPANY
Setup

Module: P&C Special Data Call

To choose an event, select an item from the list below then click 'Next' to continue.

] wame | wn |

) PIP Data Call Data call related to Personal Injury Protection claims filed in Florida,

[cancel | [Back | [MNext

Workbench Click this link to navigate to the Workbench screen.

Review Submissions Click this link to navigate to the Review Submissions
screen.

Setup Click this link to navigate to the Entity Setup screen.

Screen Elements

Entity Type Represents the name of the entity type chosen from
the Select Entity Type screen.

Entity Represents the name of the entity chosen from the
Select Entity screen.

Module Represents the name of the module chosen from the
Select Module screen.

Select radio button Represents the button to select the event. When an
event is selected, the entire row will be highlighted in
yellow.

Name This column represents the name of the event.

Description This column represents the description of the event.

Cancel button Click this button to cancel the current operation and
return to the Workbench screen.

Back button Click this button to go back to the Select Module
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screen.
Next button Click this button to save the current selection and
navigate to the Select Period screen.

TO SELECT AN EVENT
To select an event, perform the following steps:

e From the Select Event screen, click the radio button next to the event you
wish to choose. The selected row will be highlighted in yellow.

e Click the [Next] button to save the current selection and navigate to the
Select Period screen.

NOTE:
If you did not select an event, you will get the following error message:

@ An event must be selected from the list.
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SELECT PERIOD

The Select Period screen provides the user a list of reporting periods to choose from
when creating a new filing.

‘ I-PORTAL ‘ ‘ HELF ‘ | CONTACT | | ACCOUNT | | LOG oUT |
Data Collection and Analysis Modules
Workbench Select Period

Entity Type: Company
Entity: GEICC GEMERAL INSURAMNCE COMPANY
Module: P&C Special Data Call
Event: FIP Data Call

Review Submissions

Setup

To choose a period, select an item from the list below then click 'Mext’ to continue. Please pay particular attention to the submission
Due Date indicated in the grid below to avoid possible referral to Market Investigations.

| vame | Descpton [ Duebate |
() 2011 PIF Data Call (2006-2010) Personal Injury Protection for Scope period 2006 through 2010 02/22/2011
[Cancel | [Back | [ Next |

Workbench Click this link to navigate to the Workbench screen.

Review Submissions Click this link to navigate to the Review Submissions
screen.

Setup Click this link to navigate to the Entity Setup screen.

Screen Elements

Entity Type Represents the name of the entity type chosen from
the Select Entity Type screen.

Entity Represents the name of the entity chosen from the
Select Entity screen.

Module Represents the name of the module chosen from the
Select Module screen.

Event Represents the name of the event chosen from the
Select Event screen.

Select radio button Represents the button to select the period. When a
period is selected, the entire row will be highlighted in
yellow.

Name This column represents the name of the period.

Description This column represents the description of the period.
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Due Date This column represents the due date of the filing if
created with this reporting period.

Cancel button Click this button to cancel the current operation and
return to the Workbench screen.

Back button Click this button to go back to the Select Event
screen.

Next button Click this button to save the current selection and

navigate to the Select Purpose screen.

TO SELECT A REPORTING PERIOD
To select a reporting period, perform the following steps:

e From the Select Period screen, click the radio button next to the period you
wish to choose. The selected row will be highlighted in yellow.

e C(Click the [Next] button navigate to save the current selection and navigate
to the Select Purpose screen.

NOTE:
If you did not select a reporting period, you will get the following error message:

@ A period must be selected from the list.
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SELECT PURPOSE

The Select Purpose screen provides the user a list of filing purposes to choose from
when creating a new filing.

| I-PORTAL | ‘ HELP | ‘ CONTACT | | ACCOUNT | | LOG OUT |
Data Collection and Analysis Modules
Workbench Select Purpose

Entity Type: Company
Entity: GEICO GEMERAL INSURANCE COMPANY
Module: PEC Special Data Call
Event: PIF Data Call
Period: 2011 PIF Data Call (2006-2010)
Submission Due Date: 02/22/2011

Review Submissions

Setup

To choose a purpose, select an item from the list below then click 'Mext’ to continue.

I ™

® Data "Data filing" means required reporting entity is required to file components that include data regardless of
whether data was generated in the specified reporting period.

Extension Request

=
The extension date must be within 30 calendar day(s) from teday's date,
= June 2011 =
Sun Mon Tue Wed Thu Fri Sat
1 z 3 4

5 6 7 8 S 10 11

12 13 14 16 17 18

19 20 21 22 23 24 25

26 27 28 28 30

*Explanation (limited to 1000 characters)

Cancel | [ Back | [ Next

Workbench Click this link to navigate to the Workbench screen.
Review Submissions Click this link to navigate to the Review Submissions
screen.
Setup Click this link to navigate to the Entity Setup screen.
screengtemens
Entity Type Represents the name of the entity type chosen from
the Select Entity Type screen.
Entity Represents the name of the entity chosen from the
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Select Entity screen.

Module Represents the name of the module chosen from the
Select Module screen.

Event Represents the name of the event chosen from the
Select Event screen.

Period Represents the name of the reporting period chosen

from the Select Period screen.

Submission Due Date

Represents the due date of the filing.

Select radio button

Represents the button to select the purpose. When a
purpose is selected, the entire row will be highlighted
in yellow.

Name

This column represents the name of the purpose.

Description

This column represents the description of the purpose.

Extension Request
checkbox

If this checkbox is enabled and checked, the extension
Date and Explanation fields will become visible.

Date

Represents the extension date being requested. The
date must be entered in the format MM/DD/YYYY.

Date Picker Button

Clicking this button will display a calendar screen in
which the user can select a date. When the date is
selected, it will appear in the Date field.

Explanation

Represents a text box that contains the explanation
for the extension request. This field is limited to 1000
characters.

Cancel button

Click this button to cancel the current operation and
return to the Workbench screen.

Back button

Click this button to go back to the Select Period
screen.

Next button

Click this button to save the current selection and
extension request information and navigate to the
Filing Creation Verification screen.

TO SELECT A PURPOSE

To select a purpose, perform the following steps:

e From the Select Purpose screen, click the radio button next to the purpose
you wish to choose. The selected row will be highlighted in yellow.

e Click the [Next] button to save the current selection and navigate to the
Filing Creation Verification screen.
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NOTE:
If you did not select a purpose, you will get the following error message:
@ A purpose must be selected from the list.

TO REQUEST AN EXTENSION
To request an extension, perform the following steps:

e From the Select Purpose screen, click the radio button next to the purpose
you wish to choose. The selected row will be highlighted in yellow.

e If the selected purpose is configured to allow extension requests, the
Extension Request checkbox will become enabled.

e Check the Extension Request checkbox and the Date and Explanation fields
will appear.

e Enter a valid date (format mm/dd/yyyy) or select the date from the date
picker button located next to the Date field.

e Enter an explanation as to why you are requesting the extension.

e Click the [Next] button to save the extension request date and explanation
and navigate to the Filing Creation Verification screen.

NOTE:
If you did not enter an extension date, you will get the following error message:

@ Required fields are missing...The Extension Date must not be empty.

If you did not enter an explanation, you will get the following error message:

@ Required fields are missing...The Extension Explanation must not be
empty.

If you did not enter an extension date that was within X calendar days, you will get
the following error message:

9 The extension date must be within X calendar day(s) from today's
date.
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If you enter an invalid extension date, you will get the following error message:

The Extension Date is invalid, please enter a date in the format
mm/dd/yyyy.
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FILING CREATION VERIFICATION

The Filing Creation Verification screen provides a summary of what was selected
during the filing creation process prior to actually creating the filing. It is here that
the user will create the actual filing.

‘ I-PORTAL | | HELP | ‘ CONTACT | | ACCOUNT | ‘ LOG CUT |
Data Collection and Analysis Modules
Workbench Filing Creation Verification

The information displayed below summarizes the type of filing you wish to create.
Review Submissions

Setup Entity Type: Company
Entity: GEICC GENERAL INSURANCE COMPANY
Module: F&C Special Data Call
Event: FIP Data Call
Period: 2011 FIP Data Call (2006-2010)
Submission Due Date: 02/22/2011

Purpose: Data

Extension Reguest Information

Date: 6/15/201 5:58 PM

Explanation: Extension reguest explanstion goes here..,

If yvou are confident that the information above is correct, please click 'Create Filing' to complete the filing creation
process. Otherwise click 'Cancel’ to start over or 'Back’ to return to the previous screen.

| Cancel | | Back | | Create Filing ‘

Workbench Click this link to navigate to the Workbench screen.

Review Submissions Click this link to navigate to the Review Submissions
screen.

Setup Click this link to navigate to the Entity Setup screen.

Screen Elements

Entity Type Represents the name of the entity type chosen from
the Select Entity Type screen.

Entity Represents the name of the entity chosen from the
Select Entity screen.

Module Represents the name of the module chosen from the
Select Module screen.

Event Represents the name of the event chosen from the
Select Event screen.

Period Represents the name of the reporting period chosen
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from the Select Period screen.

Submission Due Date Represents the due date of the filing.

Purpose Represents the name of the filing purpose chosen
from the Select Purpose screen.

Extension Request Date Represents the date that was entered from the Select
Purpose screen.

Extension Request Represents the explanation that was entered from the

Explanation Select Purpose screen.

Cancel button Click this button to cancel the current operation and
return to the Workbench screen.

Back button Click this button to go back to the Select Purpose
screen.

Create Filing button Click this button to create the filing and navigate to

the Filing Creation screen.

To CREATE A FILING
To create a filing, perform the following steps:

From the Workbench screen, select the Create New Filing link.

From the Create New Filing screen, click the [Next] button to navigate to the
Select Entity Type screen.

Select an entity type. (See To Select an Entity Type)

Select an entity. (See To Select and Entity)

Select a module. (See To Select a Module)

Select an event. (See To Select an Event)

Select a reporting period. (See To Select a Reporting Period)

Request an extension (This is optional. Only request an extension if
necessary) (See To Request an Extension)

Select a purpose. (See To Select a Purpose)

From the Filing Verification screen, click the [Create Filing] button. A
confirmation window appears to the user “Are you sure you want to
create this filing?”

Click the [OK] button to create the filing and navigate to the Filing Creation
screen or click the [Cancel] button to cancel the operation.

NOTE:
If a filing has already been created for the entity with the same module, event, and
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period combination, you will get the following error message:

@ A filing with the selected criteria already exists for this entity.

If you have not entered your contact information into the DCAM Contact
Information screen, you will get the following error message:

There is no contact information created for this account. Please
complete the Contact Information screen in Setup before filing.
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FILING CREATION

The Filing Creation screen provides a summary of the filing that was just created
including the new Work Unit Number.

| I-PORTAL | | HELP | | CONTACT | ‘ ACCCUNT | | LOoG CUT |
Data Collection and Analysis Modules
workbench Filing Creation

Review Submissions

The information displayed below summarizes the type of filing you have created on your Workbench but have not
vet submitted. Please return to your Workbench and using the Work Unit Number provided below, complete the
Setup filing prior to the Submission Due Date listed below.

Work Unit Number:
Entity Type:

Entity:

Module:

Ewvent:

Period:

Submission Due Date:

Purpose:

W11-03169

Company

GEICC GEMERAL INSURANCE COMPANY
P&C Special Data Call

PIF Data Call

2011 PIP Data Call (2006-2010)
02/22/2011

Data

If the information displayed above is not correct, you may return to your Workbench, delete this filing and begin
the filing creation process again.

Return To Workbench

Workbench

Click this link to navigate to the Workbench screen.

Review Submissions

Click this link to navigate to the Review Submissions
screen.

Setup

Work Unit Number

Screen Elements

Click this link to navigate to the Entity Setup screen.

Represents the newly assigned Work Unit Number for
the filing just created.

Entity Type Represents the name of the entity type for the filing
just created.

Entity Represents the name of the entity for the filing just
created.

Module Represents the name of the module for the filing just
created.

Event Represents the name of the event for the filing just
created.
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Period Represents the name of the reporting period for the
filing just created.
Submission Due Date Represents the date the filing is due to the Office.
Purpose Represents the name of the filing purpose for the
filing just created.
Return to Workbench Click this button to navigate back to the Workbench
button screen.
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APPLICATION AVAILABILITY

The application availability screen will appear when there is either scheduled or
unscheduled maintenance being performed on the application. In either case, the
application will be unavailable to all users.

Common Tasks

‘None ‘ ‘

NOTE:

If the application is down for scheduled maintenance, the following error message
will appear:

Q DCAM is currently unavailable due to scheduled maintenance.

If the application is down for unscheduled maintenance, the following error
message will appear:

@ DCAM is currently unavailable due to unscheduled maintenance.
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SESSION TIMEOUT

The session timeout screen will appear there is no activity for a period of time.
When the session does timeout, the following screen will appear.

| I-PORTAL | | HELF | ‘ CONTACT | ‘ ACCOUNT ‘ | LOG OUT ‘
Data Collection and Analysis Modules

Session Timeout

Your current session has timed out.

Please click the Return to Logon link to log back into the application.

Common Tasks

‘ Logon ‘ Click this link to navigate you to the Logon screen. ‘
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