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1.0

2.0

OVERVIEW

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

GETTING STARTED

2.1 What You Need

To use SurelLC, you need:

Internet Connection

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

2.2 Login Credentials

2.2.1 New User

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

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

Please provide your credentials and click login.

os.. ~

Remembe Change Login W

Change Password B New liser?

Forgot Username? Forgot Password?

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

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

© 2013, SuranceBay, L.L.C.



Agency: Your 4gancy Name

Affiliation: | [~
NIPR Name:

() NPN () License/Stata (=) SSN

| A This field i& reguired

| & Thiz frald iz reguired

cel: | |

* eMail: I |& Thiz figld i3 reguired
*Puswm: | | s Thiz field i réguired

+« -required fields

*EI Qi to pult my PDE Report
é g acue

B oo

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

2.2.2 Change Email / Username

Your Username is your email address that was created at the time of your initial registration. If

your email has changed, you'll need your username changed to match your personal
information on your profile in SureLC.

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

Please provide your credentials and click login.

1= 5T Your Email Address

Remember Me W Change Login B4

Change Password W

Forgor Username? Forpor Passwaord?

© 2013, SuranceBay, L.L.C.



e Select the "Update" button.

Enter your new username which is your current email address on file in SureLC.

A YourEmail@gmail.com

2.2.1 Forgot Email / Username

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

have it sent to you.

Select the "Forgot Username" hyperlink.

Please provide your credentials and click [agin

Remember Me W Change Login M

Change Password W

Forgot Usemame? Forgot Password?

e Enter your SSN# or your cell number.
e Enter your Last Name.
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A drop down selection will populate to confirm the email address or cell # selection.



Select the "'SEND USERNAME" button.
This will be sent to you via email or text message based on your selection.

Flease provide your 38N ar cell number, Lastname and click "Send usemame™

210 s YourEmail@amail.com g

2.2.2 Change Password

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

Please provide your credentials and click login.
2 BT Your Email Address
Password: |jdbibsd

RememberMe B Change Login

Change Password Ed

Forgot Username? Forgot Password?

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

© 2013, SuranceBay, L.L.C.



Password:

Repeat Password:

2.2.3 Forgot Password

e Select the "Forgot Password" hyperlink.

Please provide your credentials and click login.

Remember Me W Change Login W

Changete. —nrd I

Forgot Username: Forgot Password?

e Enter your SSN# or your cell number.

¢ Your email address and cell number on file will populate - Please select one for your
preferred method of retrieval.

e Select the "RESET PASSWORD" button.

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

=

Flease provide your SSM or cell numberand click

SN or cell number:

SEND PASSWORD TO:

Q  YowEmail@gmail.com
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3.0 SETTING UP YOUR PROFILE

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

After logging in, click on the Producer Info icon.

fa \ I

i

Prescription Check

3.1.1 NIPR Tab

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

e Complete all Required fields with a RED bullet point.

F sk % (@) ROBERTMORTON's INFO > [B reauest Aopairtment
Click NEXT to move to the next tab

INFUTIFIZATIONS (NPN:RRA1NGT | SR:T70234)

SEN: |“_ | 4 Gendzr: e (2 Wzle (O Female Date of Bith: -!“ I o eMail: « [yourEmal@gmail.ccm

NAME
LAST: » [HIORTONI | #*  FRST «[RCBERT | % WDCLE: [BRIN THE | [ —
o R — - —
LG M STATF
ADDRESSES REGISTERED WITH THE STATES
Residential (No 70 Eoxes):| | Starl Date: I.Ei. ® Edit |
laiing: | | * Eit
You Are _ 2 ! £ R .
H Click into each Tab to input the required information.
ore Required information is indicated with a RED bullet point.

DOnce all required data is completed on a page, the Tab

NIPR = ’ EFT @ CONTR-. ¢ | HISTORY E&D « TRAIML. = SEAN «

3.1.2 DBATab

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

e Enter a DBA selection.
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b1

e Confirm your contact information is accurate. Click on the pencil icon - to make any
necessary corrections.

€ sk % () ROBERTMORTON'SINFO €4 previous Net ¥ [ ReauestAppoiniment

& ;
|D Individuz! ) Jusiness Enfity () Licensed OrlyAgznt () IrstitJﬁonaI| I h Select how you will
w be doing business

CONTACT INFO FOR APPOINTRENTS
EMail {Produceri: your=maili@gmail.com F

Phone (Producer): (8°3)222-3333 p

Fax (Producer): (3-3y 112222 "

You Are
Here

DBA 1 QUESTIONS ¢ | LCENSES ¢ | CONTRAC.. @ HISTORY TRAINING = SCAN =

3.1.2.1 Individual

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

e Select Individual

DOING BUSINESS WITH TAMPA' AS

) Individual )
- ~

{_) Business Entity (0 Licensed OnlyAgent () Institutional

Optional Item - Individual Producer Has Solicitors

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

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

© 2013, SuranceBay, L.L.C. 9



e Select "HAS SOLICITORS"

as Solicitors:  [+]

3.1.2.2 Business Entity

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

e Select Business Entity

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

e Enter the EIN#

e Enter your Title

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

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

= |IfYES - "RETRIEVE FROM NIPR".
= |f NO- "CREATE WITHOUT NIPR".

DOING BUSINESS WITH YOUR AGENCY NAME AS
(") Individual | (®) Business Entity | () Licensed () Ingtitutional  Has Solicitors: [

EIN: I ¢ | Retrieve from NIPR ‘ *, Create without NIPR Company name: ABC CONSULTING INC

3.1.2.3 Licensed Only Agent (Solicitor)

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

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

e Select License Only Agent

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

© 2013, SuranceBay, L.L.C. 10



DOING BUSINESS WITH 'TAMPA' AS

() Individual () Business Entity () Institutional

) Licensed Only Agent

PLEASE NOTE: You will need to contact your Marketing Organization directly to let them
know WHO you solicit for.

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

Carriers pay all commissions directly to the Broker Dealer the agent represents, and the
agent is paid directly by their Broker Dealer.

e Select Institutional

DOING BUSINESS WITH 'TAMPA" AS

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

PLEASE NOTE: Your Market Organization will know who your Broker Dealer is based on
the FINRA verification completed under your Training Tab. If there are any changes
needed, please contact your Marketing Organization directly.

3.1.3 Questions Tab

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

€ sak % () ROBERTMORTON's INFO 44 Previous  Next )
Piease enawerthese Juestions in details. SuranceBay will not share infarmation with carmiers unless it is explicitly requested as required part of stardard g e
contracting. i All'No
1. Have you ever been charged cr convcted of or plead guity cr no contest to any Felony, Misdemeanar, federalistae insurance andlor securities or |ﬁ| =t
investments reculations end statutes? Have you ever beer on probatior? _U_Yes‘v' N_O
2. Hawe you eve” been or are you currently being investigated, nave any pending indicments, lawsuits, orhave you ever beenin lawsuil with insurance |7]|
company? M
3. Have you eve: been alleged to have engaged in any fraud? |O fes() N0|
4. Have you eve- beenfound :o have ergagedin anyfraud? |(:J fes () N0|
5. Has aryirsu-ance or finarcial services company, or broker-dealer terminated your contrect or appointment or permitted you to resign for reasan other ﬁ|
thzn lack of sales? |_L' fes(_) No
6. Have you ever had an appointment with any insurance company terminated for ause or been denied an appainiment? |C; Yes () |\|0|
You Are
Here
vl

NIPR +« DBA @ QUESTIONS T | LICENSES ¢ | CONTRAC._ # HISTORY TRAINING «
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3.1.3.1

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

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

your incident.
Provide a Date of the Incident.

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

own Letter of Explanation.

14. Has any state, federal or self-regulatory agency filed a complaint against you, fined, sanctioned, censured, penalized or
otherwise disciplined you for a violation of their regulations or state or federal statutes? Have you ever been the subjectof a
consumer initiated complaint?

) Yas () Mo

14a. Has any regulatory body ever sanctioned, censured, penalized or otherwise disciplined you?

) Yes (2) No

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

() Yes (%) Mo

14c. Have you ever been the subject of a consumer initiated complaint?

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

Mo attached d ent

Yyy

(® Yes () Mo

+ Add Incident

Upload Supporting Documentation

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

Documents, etc....

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

"YES".

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

guestions asked for that particular contract.

e Select Upload

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

computer.
e Attach as many documents needed.

QUESTION

9 15c. Is the bankrupicy pending?

AVAILABLE DOCS  Upload ‘ ‘ Z Create Explanation Document

SELECTED DOCS

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

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

€ ROBERT MORTON's INFO & Upoad B Create Explanasion Document

QUEETION PREVIEW:

HHE ———— |0 41 11 R DT e

@ 15¢. I= The bankruptcy pending?

[ =

RVAILAELE DOCS | - Lplzad || 54 Creaie Sqanaio” Coc.mert

Supparting Documentation

Hover over the uploaded document on the left
seithas to view it in this window,

4] . TT*]

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

3.1.3.2 Create a Letter of Explanation

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

QUESTION

@ 15c. Is the bankruptcy pending?

AVAILABLE DOCS - Upload ‘ ‘ i Create Explanation Document

SELECTED DOCS

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

© 2013, SuranceBay, L.L.C. 13



€ ROBERTMORTON's INFO & Upoad B

QUESTICH PROVIDE EXPLANATION * b) Gererct Cocurrert

0 15¢. 15 the bankruptcy pending? Drcumence daee |07.22/20°2

Adlicn:e |St;te!\:tnr |

FUALABLEDOCS l & Upoad ‘ ) Creatz Exzlanaion Doc.ment Pasatice |State1h R REED |

Zxplznzticn: * [ W-te outyeur explangtion here wi al zuppordirg desais.

SELECTED DOCS

e Your uploaded document is moved to the SELECTED DOCS section.

e )
‘&' ROBERT MORTON's INFO & Unicac
QUESTION PREVIEVY:
S EEBYH ————[nx O { fi IR a:
g 15¢. I= the bankruptcy pendng? = I: D = - | -'
&
AVAIN ARIF TVICR ; 4 ; i Jn
| » Lploaz F Create Ciplznaficn Joc.ment MORTON, ROBERT BRIAN
Appendix: Questionnaire Answers Explanation
Cueston; 15¢. I the banwruplcy pending”
Oeawrenes Dater (77222012
SELECTEC DOCS Aciions Taker:  Stals Action
eston Ucc me~cs Dae: AZtons Taker: Reason: Exp anation K Reason: Siate the Reason
[ CRTON, ROEERT BRIAN Appendie. Joesliovnnzie A swes B Wrie oul lior hese: with all ding detal
Exp anaiian 152 Is he baniuatcy pending J7122/2012 Etate Acan l IV SO AL S .
FleaPaper [v]

L] [ v [ T |

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

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

e Goto Scan Tab

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

¢ Any documents that have been archived will no longer apply to contract requests.

© 2013, SuranceBay, L.L.C. 14



3.1.4 Licenses Tab

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

3.14.1 Licenses Filter

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

% (@ ROBERTMORTON's INFO

[ '\? Adtivz cnly [,_‘_:_ Motif cztior e | | ;‘ Renzw MREL “ Hr Apply ‘er IRL | g Renewa ¢ Check H

DBA & QUEST_ @ CENS._ € = CONTR._ & HISTORY E&D @ TRAIMING + SCAN &

3.1.4.2 License Reminder Notifications

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

PRODUCER SETTINGS (NULL) —

() Mever ) \When Becomes Available

() 1 Month Prior to Expiration () 2 Month Prior to Expiration

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

< RenewNRL || r'[ Applyfor NRL ‘ Qﬂgnew:alscheck

© 2013, SuranceBay, L.L.C. 15



3.14.4

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

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

Renew Licenses

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

checkmark next to each license record.

LERSE IKFORMATICH

Arizona: 28660

Erpires Un: 2130431
Descriadlon: r3ararce Mrofesz anal

Linz of Autharty
Srod_zehzridzab-HriSics as; Producer, Lie
State bea: H120.00

Todisl: £170 00

Cuplres Qn: 2213-03-31
Duscripfion: 1 ma Prody s
Lin2 of Autharity
T Mt ok =ealin
Stote Feer §132.00

Toial: §122.00

Colorado: 2037
Expires On; 20130431
Deacripdion: “rod 27

Linz of Autharty
_'2 Accldert 27 ~zaln

State Feel H120.00

North Dakota: 233287
Cupires On: 204 3-03-1
Desciipion: 2100

Linz of Autharity
Aaivdear & Hesallh, Lile & feai g

Torlial: §170 00

|

State Fee: £25.00

Tukal; £25.00

Ninois: 233287

Erpires Ui <M-Ld-31

Descrisdlon: Proc_ze”

Linz of Authorty
L Hezish

West Virginia: 2:

Cuplres On: 201 3-02-31

Duscription: Prod. s
Linz of Autherty

T Ml Rickness

State Foed HelU JU

Torake §7570 00

JI2BT

State Fee: £32.00

Tokial: £32.20

Frocessing Fees: $29.33

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

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

|‘f Procaad vit N PR informatisn

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

© 2013, SuranceBay, L.L.C.
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3.145

? Rack | % Apply for NR Licenses

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

then proceed back through the renewal request through SureLC.

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

Answer all Background questions

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

Enter Credit Card details to complete the transaction.

Apply for NEW Non-Resident Licenses

Easily apply for a NEW non-resident state license right through SureLC.

e Select the APPLY button

-
w. Renew MNRL | Apply far NRL | Renewals Check

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

ROBERT BRIAN MORTON Total Amount: $0.00  Hesi & »

Select applicable states

Akansas | Anzona Caltorna Coloraco Connecticut
A= I S = . 0 S0
T ceoge | Hewall | Towa Ieano } tinois
Bl O a O O &) O
rdiane | Kameas | Kemucky || lousiane | Messechisets Mendand Mame |
g u) [ (e
Midigan  Mimesol | Missoui T Mississioni Morlani Noilh Canolinia Morh Dakols |
e m] uj} gl Olaeswn @, =)
([ neoewa 7 Newkompohiee || Wewderery | MewMeice [ Newds || mewvae OFie [
! O Ql Ql O a ol
Okebura | Oregon Pemsyieania || Rlouesknd | SediGeroie || SouhDakoks Tomessee |
0 N Al ol o o]

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

© 2013, SuranceBay, L.L.C. 17



%  Apply for NR Licenses ROBERT BRIAN MORTON Total Amount: $6.24 | €4 Previous Naxt

Alabama [rics: 560 20 K ¥ Producer
Preducer BE0.CD

Loas Life Hecllh HAde Al zalt [ varztle Le & V=reble Anuity [ Ha=-esident Redz-zeal
“14a kona Tl Lenta semzes [1Lega szmzes [ Moarun
Clate "ee: 53100
Make all applicable I~ Surplus Line Braker
selections oz

I~ Adjuster
~ Grop
Requl'smaT Cannot 08 held witT Fropeny and Sasuaty rus ng yWorkers' Sompensztion 3td Crag)
_| ‘Worwers Nompetsafion
Requieme-t Cannot oe held witt Tropery and Zasua byl rduz ng Workzrs" Zompenszfion ad Gzl
_1 “ropey 270 Gzoually (ekel Sing Wokers Lompensat on and Srop)
Hequie ment Lannot 0c held Wit Fropery and Sasuaty) rous ng Workor' Sompenszlion 374 Graz)
1 Frapey 2ro Gzoualt (nziudng Workers SempeIdlion Znd Crop
Hequireme-t Cannot oo heldwit any of the obvze adusizr loag

e Enter Required Personal Data

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

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

e Select NEXT

E Aack | Apply for NR Lizenses ROBERT BRIAN MORTON Total Amount: $8.24 <40 Mrevinus | New B

EFREOMAI HFORMATION

Cmai Addesz » | yzuil ~zilZgmail com " [usiness Prong « (B12) et 5323 i Dusinz2z Cail: » | ament@ema .org * 1. Enter Required
Ilome Phons o (017)222-2273 b DusinzssTaxe (09001172322 * 3uzness Watsite: 4 Onta highghed
; : RED
ANNRFSS INFORMAT N

HIPR Residence hudexy

fild FHF=RWCN N2, 3RANDOH, 71 LI 8 A, 235177245
HIPT Dusineas Address .2

504 ENESTNCAC D3, IRAMICH, L, LS4, 23517545 2. Verify the address
HIPR Mailing Addrass

HO4 ENE=AWCOL U, JRAMIUHN, L LEA, 23017 240

FRPI (YRIFNT RECORNDS [T YFARS)
rrlazz ful hiskyy in-ludi- 2 self employment full+ e edosafion milizzre s2nice and cnemployment op i led=y

+ _kuu| Eull || 5 Remue
Tompaty ARG Agency
Lol “asnon: Prezident
GURRENT: _ualizy, Brandon FL, Jnils 2 Shales 3. Verify address
history for the last
5 years.

Adgust (08 7 2007

o Verify all Background Questions are complete.
e Select NEXT

© 2013, SuranceBay, L.L.C. 18



&  Apply for NR Licenses ROBERT BRIAN MORTON Total Ameunt: $6.24

Verify Background Questions
HBACHGRUUKD UUESTIORS

1 Heve ruu wven Laon vareic.ed of = uile, had = adgnanbw aheld o delen sd, o 2e you cunaally O = ged with conemilling = o0me?® i Yaz s Mo

Mife “ZAme” a1z ades & misdemears” 3 zlom or am cTerige,

i v s an panding ©

e : zirmealiv g ik v
oty w "’ outallcense ~eck2ss druine o drv 10 lﬂn asLs :»enrje:lor reuwckes cense El'ﬁ avenl 2 offenses.

thies i ez (T e i

e ig B S il Ly

fied o o g, gy e s a e  guill s ol ey ande s ar s e o e

dapan g inan i s

e g incufn s TIRF A e o Bilic e Eoag ooy g ool o aerps il

| ok e sl " e
10 = professional o pesupaliora €759, of “agist . CImolva 3T alsz me. hanag aicensa, of 1< stralior zophcabon oz '|I80 ore ECI ofw drEar g an ape .
IMCLUDC 27 business 30 named Decedse ofvaur e211C73,In yoUr Capes ¥ as &r Jwner, par
1emir 22092 due zolely D toncorpliance with cortr 1q ecuzaton recllverents or = Jrefo

10 a2 ader 3l
ameer oo direclar, of mertder ¢ marajer ¢ & - mited L adils Cortoany Yod mavCAIL.DC
arznewalfes.

Illes an; ?eﬂ'i'|cbee'| maos Df]l.l omer:rendeted a0 1styT0 of £ry BUE 183 I wWh CF 0L 7 O viEre an owire” partmer of* et or drectar, or memeostor manaceof 3 lim 123 anliity (:I Yes (l:l Mo
" craeaih i e b ! ey e oo ik sy paoazendio g o ol i) e, wpinlar ks T
I

neiifca] g s i o weich Iy -y el sy clefinn: abligalicr s el The e 6l (T Ve @ M
S Ars CJ TUMETTy @ L IC oo hawe ¢oJ ever Been und gD o2 10, anv awsult artralons o med 27 on procseding IrvomMag allecat ons of r2ud, migasproonsfior or corvers sn of uncs, I: j fes Ll:l Ha

misrernsr v alian ar feark o0 g b i

F e o iy §osin

R i gl e, ol oo o on e e e e S il anvinss I sy o s an g
131 DLS 1852 M21al0NE T 0 W T 3N INSL7aNCE CoMpary term Aated 1o any 3l 2ged "uSCondJ T
£ 2600 Fave 220 3 sUpEXToBIgE 010 arsarage i1 Yoz @ Mo
. o -

e Certify and accept any fees.
o Select NEXT

%  Apply for NR Licensas ROEBERT BRIAN MORTON Total Amount: $6.24 d Frewions

Certify and accept any fees
APFLCANTS CER P CATUN ANL ATTESIATIOR P Y

Tae producer mi 2 “ead e fallowing ver, carsflly

1. marey com Ty hEt Lader 0enz ol pEUR 3 oFE1e InlcTET 20 sUETUted Ir T 3 ADE 520N ard sttachreams 15 T8 ard ciTE abe. | A aware Fat sutruting 1als 3 1abermatior 37om T g pes aen o matetal
Ir*arrratian In comnector wiE 1 2 applicss o ls araunds “or leense revocatlon of denlal of the license ard may suojectme i =l of or ming: cenatiles

£ o e
Zoplicatior 5 madz bobe

; W sy diane i
EI‘JIC@ U'E'DCES‘ eqaling 3 surance IT!nPf‘ 8 res pechive uns2
3 o e zeme lecal “wce end vall ity £3 persons 2epdIe upc Tvsel.

federe =abe of Sial JOVEIT MErT SJeNcy DUTECT f fOIMer 8 ME Cve”, o INEJMArsE SomEany.

4wt sy Lol preally o
coligancr arrearags oniris apphcatc=

g 1) v u chiledcoppec el B 1o il sooppe ekl e el in sl el 0l abligan o e el g
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€ reregy cen®y thet Loan request CwlllLlzhibe Urisd enisiswnlen | am apping, cer a3 coples of anv Jocuments aTached o Tz apr o

von or requested by the dsdidicrs)

—>

- FLCRIFUND

Feps ars Jotretsndib @

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

E Rack | #¢ | Apply for NR Licenses ROBERT BRIAN MORTON

MIALABLE CREDIT CARDSE

TLSTHAME LASTRAME
INVALIL CAHD NUMEEH>
Exp Date: U212014

Processing Feea: -$53.76
3tate Fees: $50.00
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3.15 EFTTab

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

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

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

Enter your Routing Number, Account Number and Account Type.

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

[

| ELECTRONIC FUND TRANSFERS (EFT)
RO3Z=T BRIAH NORTON

I
| - —
i
|

- |D Crecking () Savings

Aernuint Ownar Nama

TransitlhBA #:

-
! Aecount &

Financial nafitfinn hamra-

Franch Adedrase
3. Enterif ity Stat- 7ir
Applmahlemmum‘[y:e:OChu.—.king O Saving Ihone:

3¥ Eigning bekow | herety authamnze the Compeny tc ntistz cred tant-es and. it
1ecazzeny, adustmants for ciledt aniries In Brmorto the checking a1d/of s8vings account

4. Upload e on this R This guthuily & b e il Teol untd e Con ey bes
B¢ | Use Camera for Captura | = wosived writken netiftstion from me of it rm nation | undarsimnd that this
copy authorzaton ik sUDesi D the temvs ot any age 1L.Or re Freseniaive conirect, commisson
— _ agreement, orfoa sgrament that - may heve naw, or ir the futurs, with the Ccmpany.
Agnatie e DBM7I2013
ou Are
Here

Attach copy of the check here for checking account or
depusil slip Tor saving =ucounl.

NIFR - DDA « QUEGT. . ¢« LIGENG. ¢ CET CONTR. » | [ISTORY E&C = TRAINING

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

Simply click on the button displayed below.

/*" Move PERSONAL EFT to BUSINESS account

© 2013, SuranceBay, L.L.C.
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3.1.6 Contracts Tab

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

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

i': Back = % @ ROBERT MORTON's INFO €1 Previous | Next By E Request Appointment

Contracts

Carrier Agent # Actve 4 | Start Date
Massachusetts Wutual Life nsurance Comozny  Wili4<d (5 121042008
Integrity Life Ins Zo ™~ 02H02009
Banner Lifz Insurznce Company # AN29z040
C.M. Life Insarance Company [l 120042008

Appointments

State County Code Status From Renew On Linz of Authorty | Code Termination R... |
Flcridz Sae Appointed 1200812008 J9/20/2013 1543
Morth Czralinz Appointed 121042008 You Are LIFE 13
Morth Cereling Appointed 120412008 Here ACCIDENT & H=AL 935

NIPR » DBA @ QUESTL. & | LICENS.. @ EFT # CONTR.. & HISTORY E&O @ TRAINING = | SCAN &

3.1.7 History Tab

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

Ej Request Appointment

IEMPLOYM ENT RECORDS (5 YEARS) I

{ADDRESs HiSTORY (5 YEARS) |
Include full nistory ncluding self employment, full-time education, miltary sevice ard unemployment up tll today

Address History is less than § years old
‘ o A H ea H & Remore ‘ l+md H et ” #< Remoye |
CURRENT iiiion sr s ieiots

August (08)/ 2007
CURRENT

You Are
Here

NIPR ¥ DBA ¢ | QUEST. « | LICEN. @ EFT # CONTR._ ¢ | HISTORY E&D « | TRANL_ ¢ | SCAN #

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

EMPLOYMENT RECORDS {5 YEARS)
Include full history including self employment, fulltime education, military senvice and unemployment up till today

Employment History is less than 5 years
ﬁ ‘* Md| Edit '_-’, Remove

e Enter Required fields

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

e Select the SAVE button

CMPLOYMENT RECORDS (5 YCARS)
Inciuge fusl nisioe INCluaing Seit emplayment, fuli-ime educabion, milian Senice and unemgoyment up Wl oday

——’ fd sae | 2 cancl|

WW':W Fomn:-[@
Loczfion; .!Emndnn. FL, United Stales
From: « Fjl Aug /2007 {:J h:'im,
an  Feb  Mar  Apr Jan Fob  Mar  Apr |
Jmo Ml Chug | Mag Jun  Ju g

Sep Ot Now Dec
|

Od  Nw  Dec

3.1.8 E&OTab

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

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

Enter your own INDIV DUAL E&O Certificate. You will need to provide paolige] i
well as PDFimage ofte certficate. s Create Personal E80
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? Hack | % G) ROBERT MORTON's INFO enrbummany | 94 Previgus o | He L Appoiniment

P1HSEIRAL Faeld Oy
m fommeEry and Cpkans Aulicy &, Car wr.
Zzse _imiis, Toa Limitis Expices on

Tolz s nd v duzlpalloy Y
& Personal E&O CiceimtcEar Lase | wmet @ reguirsd [k l2nst S500K) Dot | imet i3 required: Podey o LatirEraanal &l

Humber s regaired; Carneris required: Started On JaEc 1s roquirod;

— ':I Expiraton datz is required
Ay E -

|
i
l;'— ST -:m:.| | | 2. Enter Data
| Catfa e
s A¥ — =l
Plegs sy va o WHDVIDUAL EEC curlifeals o -‘
“» Uzlozd Anocher Czdificzle 1

| 1. Upload Copy
|

E lﬁ‘. Usw Zarerd Foranalhe Snzps ool

You Are
Here

NPR 2 PR = AUESTT @ | [IGENS = EEE TGONTH @ HIRTORY REE T TRANING & | BOAN &

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

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

3.1.9 TRAINING Tab

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

E Back % @ ROBERT MORTON's INFQ €4 provious | Next B E Request Appointment

HHHA HEGLSTRATION INFLD

Are yod cunently 3 teciclered represontative with FMRA® (s vas T ko

CRDA. Broker Dealer a|B'uke| Diga'e: | % Reluar

AN MONEY LAUNUERING CUUHSE COMELE OR

Provider Completed On: [C7i07/2012 | 5] Sercenshot: Metavzilaklc " osetp

HONORS
CELE 5] chee. [ CFC. ] CFR. [] MORT =]

(&

Fimi ] naa [ e ]

You Are
Here

CONIR. = | HiSTRRY Ry = I HAINI <

M - HHA « UHER 2 | HGEN -+ L 2
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3.19.1

3.1.9.2

3.1.9.3

FINRA Registration Info

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

FINRA REGISTRATION INFO

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

CRD# |[12345 BrokeriDealer: « |Broker Dealer | | @ Reload|

AML Certification

Enter your AML certification Provider and Completion Date.

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

{0 Getitforme

Agree to the Terms.

Provide User ID and Password.

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

Select "GET SCREENSHOT"

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

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

AKTIKCKEY LAUNCERING COURSE CCMFLETION | 7] |

Have you completzd an A fraini-Z? 2 Mo (® LIVRA C teer |g>§ Cuse|

Provder. Linv: Compieted Om: (77202 |

W'l 3 tomat zally g=; a soreensh o of your AM_iraini= ¢ from _IM=A. You zre the ole _zerof you Jsemas and @azzwod f 27vome else accesses yous azoou, you will ose 3| caoi Fo- prevous courses, since
‘e zannotvevwha comp sled te cosrzewane By d congon dhe | 2gree”, you ~zreby autho-ze 57z~ oeBay to 200225 your accoun: for b2 sol2 purpose o obtzin anz maintz nths histay o' the Tzining and
“omplesion d="es bzt you have compleed throoch LIMRA.

(« |agree () Na Thankz
\We'2 aboutto getit Trecy, butws need your _M3A JsedD a~d Fassword,

Uzzrid o l:l “azawnd » l:l 172 Torgos Yoo passwond, you can "ECovenreset thets,

Honors

Select any Honors you hold
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3.1.10 SCAN Tab

3.1.10.1 Required Forms

The only Required Form is the Signature Authorization Page. This isso your signature

can be applied to contracting paperwork you've requested.

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

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

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

button.

j Signature Capture

ﬁ.}k Forms
—*—

Pleazz, selectafcrmis) you wanttc ce printzd

[] Signalure Authorzat o1 Mage

LI FFTFarm

I| ) Close |

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

e We recommend using a black Sharpie marker.

Signature Autharization

PEASE BEAD TS AUTHORTZATION, SIGN T THE DDX BELOW AN
i PORM BY POLLOWING THE INSTRUC TIONS AROVIGED

+ hirébl Suthurize
e

any Inurance canier (s
SuritC wftware
limAation, by e
parmistet to cpm)
iy behall fur

e
¥ BT Pursustt fe ERis §uThor kpln.

Floase sian n fhe conber of i bos betow,

o

PRODUCERIDTS224

manually.

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

© 2013, SuranceBay, L.L.C.
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3.1.10.2  Optional Forms

Voided Check.

E&O Declaration Page
CE Certification

AML Certification

LTC Certification
Letter of Explanation
Court Documents

3.1.10.3 Upload Document Process

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

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

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

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

T e % (@) ROBERTMORTON's INFO &l pievious Reuvest Appointinent

2 ease usload paperwo k provided by your GA here - Electronic Sicnature “orm E&C Certficate, DepeositSlio, etc.
Youmightnesdtc upload additona documen:s:

+ Annuity Trairing Cedifcation

* LTS = Tidining Cerlizdlun

+ Court Dacuments

= perssh s i o ariatiien O
Uploaded doc“mems[ [ Refrzsh staus & Show Archived | £ ignzturs Capure

To preview/zelect up oaded ilzs clickthe entries below

7 A
E&0 Insuranca - Signature | — =
—n
ALY UpbadeatErarts 08:33 @) Uploaded 05122113 0859 Click on the Blue Folder.
5 57213324 Staus complete 37211762 Staus complete 1. Find the location of your saved forms.
2. Choose the Document.
__, Signature mage Contract wiith Medpoint 3. Click OPEN to upload the form.
g' Uploaded 05/22/ 3 08:59 Upladed:05/20/13 05:32
s 5722554 Faluscomplets : Sze10 Status complete
_ FRO Insurance =5 Court Nocuments Drag and Dro our documents You Are
3}\ Uplyaded 05724113 09:34 @ Uploaded:05/25/13 02:49 1. Drop them in the white hox.
W 571330 StauscoTplets ; Sz Status comolete : 2 Here
p 2. Multiple page documents will
/ be sorted and re-named
. Voided Check P
1 accordingly.
‘; Uploaded 05/2513 0710 aly
572253963 Staus complete b
T

MPR & DBA ¢ QUEST.. ¥ | LCEN.. 2 EF ¢ |CONTR.. #| HISTORY E&C ¢ | TRAINL. <
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3.1.10.4 Form Types / Labels

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

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

e Click the "CHANGE FORM TYPE" icon.

~ <Unknown: T
Fi’ Uploaded:05/22/13 08:12 | e ‘
Size:08744 Status.complete _m'_-

&lles

i Change Form Type

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

Select Proper Form Type

}""' . ’ L
/I <unknown= EEJ AML Annuity Cerfification
E Archive .. Arficles of Incorporation .: CheckList
I_".’ Company State License ¢+ Contract with Medpoint @ Court Documents
. Credit Report Authorization . Disclosure for Medpoint ™, E2OInsurance
L;:' Explanations: T\ Finra {’ﬁ:; History

Y L= A
. - \ oy
[é" LTC +. Personal State License e Questionnairg
A2 cuns 4 ided Check
2% sinature __ Vioided Chec

3.1.10.5 Archive Forms

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

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

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

4.1 Requesting Appointments

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

€ ak % () ROBERTMORTON's INFO

€14 Previous | Nexp = E Request Appointment

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

r ™\ s r ™,

My Appointments

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

L | :‘ Request Appointment

|

4.1.1 Step 1- Carrier and Request Type

.,"‘1 Home | % ® Appointment Request / Carrier & Product - Step 1 of 3

Step 1 Carrier selection:

N

then you may request
additional carriers.

* Ihen click on REWUES]
TYPE you wantto make.

» Select NEXT afterwards.

[] Baltimare Life Ins Co

[] Bankers Life Ins Co
1. [#] Banner Life Insurance Company
* You may request one [] HealthSpring Of Alabama Inc
carrier at a time. Pleas

a ]| Request:
2 (®) Contract
() Add State

() Hierarchy
= 3.
P t
. ; [[] Liberty Bankers Life Ins Co b o L
finalize your appointment ; 3
request for this carrier, [] savings Bank Life Ins. Co. Of Massachusetts (The) () Transfer

© 2013, SuranceBay, L.L.C.
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4.1.2 Step 2 - State(s) and Product(s)

Previous

Next F

,‘ﬁ Home | ¥ Appointment Request / States & Counties - Step 2 of 4
bbb Licensed St... Products:
Banner Life Insurance Select all states |
s = = 2 == Variable Life:
Step 2 [+/] Florida ] Michigan [] Morth Carolina [ Virginia NS A
Long Term Care:
Group Lite and Health:
2. # Fixed Life:
Fixed Annuity:
Dizability:
1. Accident and Sickness:
Med Supplements:
P&C:

EEEEREENEEREER

4.1.3 Step 3 - Carrier Specific Questions

.,‘?‘1 Home | @ Appointment Request / Miscellaneo...

< Previous

[ o
o

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

Michigan
Step 3

Minimum Transaction Amount {min $50): | | £

() Daily (EFT required}

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

() Manthly

1. Required questions are highlighted in RED

e Select the SUBMIT Button.

™= Submit

e A successful request will show the following notice.

Success
Thank you for your appointment request. It has

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

is needed.

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

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

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

;.-r.r Caonfirm: Apply My Signature

e A successful request will show the following notice.

Success
Thank you for your appointment request. It has

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

is needed.

4.2 Requesting Appointments (Outside of SureLC)

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

e Send your Marketing Organization an email.

e Call your Marketing Organization directly.

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

only).

50 TROUBLESHOOTING AND FREQUENTLY ASKED QUESTIONS

5.1 Producer Training Video

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

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

5.3 Viewing SureLC

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

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