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Education Provider Services

Thank you for using Vertafore Sircon Education Provider Services (formerly Sircon for Education
Providers).

The purpose of this guide is to familiarize you with Vertafore’s convenient and easy-to-use online services
developed especially for insurance education providers.

Using Education Provider Services, you can update class schedules and locations over the Internet
directly into the state database, so changes are registered instantly and important course information is
kept current. Also, at the end of a class you can electronically feed course completion and credits straight
into state producer licensing records, instantly making attendees’ and class instructors’ producer records
compliant with state requirements. Vertafore’s online services are conveniences and timesavers you will
quickly come to appreciate.

Simplified management of class and course information isn’t the only way Vertafore’s online services
save valuable time. Education providers often are besieged with phone calls and email from producers
wondering if they have earned credit for taking a course, when a class will be held, etc. Vertafore’'s
Producer Education Services allow producers to get the information they are looking for online, reducing
the number of phone calls and other inquiries coming into your office. They can browse a catalog of
instructor-led or online courses, search for a specific course, find classes held at a specific time or
location, and check their education transcript and credits — online, at any hour of the day or night, and at
no charge.

)
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Getting Started

Sign Up for a New Account

It's easy to sign up for a new Vertafore Sircon Education Provider Services account.

On the Internet, visit Sircon for Education Providers Agreement page

(https://www.sircon.com/products/education/provider-agreement.jsp).

M Vertafore:

Help Contact

Sircon for Education Providers Agreement

If you are an approved continuing/pre-ticensing education grovides and would like 10 use Skcon for Education Proveders 1o
man i your courses and gredits, review the | 15 and Condit at\d complete the ‘ollowing registration information
fyou would like to fill out the Shrcon for Education Providers Agreement an paper, please doy v " ment for
you need assistance, please contact Verafore Custamer

Pravider Informatian

Eobctoe -
Genaral Contact Infoemation

Tho nrnnenl aasbonet e oo wimle sbetnme vo ioblod sends oo lebovnneloe boondovon ned ne e aflene ol by

On the Sircon for Education Providers Agreement page, enter your account, contact, and billing
information. Key fields include the following:

e Provider Name: Enter your business or organization name. Maximum 35 characters.

e Provider EIN: Enter your business’s Federal Employer Identification Number. Maximum 10
characters.

e General Contact Information: Enter your company’s principal business contact, address, and
email information.

e E-Mail Address: A valid email address is important, because the system will send activation
email to the address you enter later in the signup process. Maximum 72 characters.

e Billing Contact Information: Enter your company’s primary billing contact, address, and email
information. If it is the same as the information you entered in the General Contact Information
section, click the Copy From Above link.

e User Log In Name: Enter a personalized user name, up to 24 characters, such as “jsmith24” or
“mary_hawkins.” You will use the login name each time you sign in to Vertafore Sircon Education
Provider Services.

",
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e Security Verification: The signup process is protected against malicious usage by automated

scripts. Click to checkmark the I’'m Not a Robot checkbox.

e Agreement: Please read the agreement to use the service. If you agree with the terms and

conditions, click to checkmark the | Agree checkbox.

e  Submit: Click to submit your signup information.

The system will display a summary of your new account information. Also, it will deliver an activation
email to the email address your entered on the Sircon for Education Providers Agreement page.

P
Products M Vertafore
'1'(’5 t i,n O ’l la 15 :Z:‘i::,‘v;“ for signing up! You will receive 8 confinmation omall shoctly with instroctions for activating yoor
Thiz st be g pery Xelpful tood in
mamtamag el my lcenser end Account Information

CZ Information
Unarrama

eriafore ProduserE0GE LUsar Provides Indormation
acher |lare s s Yue Lam Iz

General Contact Information

Find the activation email in your email client application, and click the activation link.

p
<
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Activate your Sircon Compliance Express provider account

accountadmin@sircon.com
Wed 2/24/2016 2:04 PR
B Hawkinz, b ary

Welcome to 2trcon Compliance Express!

Yo have successfiully created an account for your prowider.
Tour account 1s almost complete. To finalize the process, confirm vour email address by
clicking the link below:

hitpsditestex sircon com/ComplanceExpressfaccount A ctivation. do ¥
method=prepare&tmsp=2016022414%3A03%

34453 &accountld=314 164430 &lo o ame=wuser &h=TJlZp WWE gE Hp YU 56 Y HHITEMNEER
303D

The irfmmation covthminead in tf0s message 05 prapeistay of Sireom Covp., pratected from disclosure, and map be privileged The
fmmaton 15 audnd fo B eovaveved crly ot Gt graated vepnert ) of 1REs message. CRrEons copmeessod TN KRS CoTmLBT TN My
o pagy ot b those gf Sirveem Cov, Fthw reader of 1785 message U5 net e freaded recimiens, you ave Berely notified that oy
dssemimaion, we @shrbution ov copneng gf o comprnoation 15 shickly prafninted and mop Be wpdaw il Faon Beove recelved 1o
COMMLNTEIM IR arver. plecse Rolly ws Twsmediarely I replng o e message @l deleling it from WL covrpLer.

4 L1I| 4

The Provider Account Activation page will open in a new browser window.
Enter a password in the Password field, following the Requirements.
Re-enter the password in the Confirm Password field.

Then, click the Get Started! button.

© 2016 Vertafore, Inc. Page 7
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5
M Vertafore
Provider Account Activation

Login Information
Your Usemame:
Yoar Drganization Losm As You Eam i

Set Your Password

Fasawood: sessessanene
Cootem Pussword: [esssssnnnane
Get Startod!

o
tor ool us ot 3TT RT6 4430

Noed help?

The Provider Account Activation page will update, and the system will send a confirmation email to the
email address your entered on the Sircon for Education Providers Agreement page.

[
M Vertafore
Provider Account Activation
Almost done! You will recelve a confirmation emall shortly with instructions for signing Into your account,

Click the Sign in to Sircon Compliance Express link on the Provider Account Application page.

Page 8 © 2016 Vertafore, Inc.
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M Vertafore

Provider Account Activation

Almost done! You will receive a confirmation emall shortly with instructions for signing into your account

o
h

In the login fields on the left side of the Login to Your Account page, enter your Account ID #,

Username, Password.
Click the Login button.

Test Environment

Subscriber Login

Producer Manager, AgencyEDGE
and Compliance Express

for Carmars, Agencies, and Education Providers

assarrt

rn-ouo-nu] >
Fenarmte Tt o 1ArTwRen

-

i

Producn Services & Suzoont MNerwn & Eventy About Us Contact

Login to Your Account

ProducerEDGE

for Intradual Agerrs, Srokers, Aduwiom, sod
C5R»

(Lt Astdans

*azwavet

The Vertafore Sircon Education Provider Services main page will open, with the Online Services

Menu on the upper left.

© 2016 Vertafore, Inc.
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Notes

B

If you have forgotten your password and cannot log in, click the Forgot Your Password? link on the
Login to Your Account page. The system will guide you through a password recovery process.

If your company has multiple EIN, or if the system informs you that the EIN you entered is already in use,
please contact your Vertafore representative for assistance.

>4 Vertafore Page 10
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Tour the Main Menu

Once you are logged into Education Provider Services, to open the Education Services Menu page,
click the Education link in the Online Services Menu.

v
Vertafore

Unirash yaur patertal
Education
Service Reguest
Inguiries
ePAL

Administration

Current User
314134430 Mary Hawkins
devapEn2WTLEINCon. com
dBe47Ef3-f722-4Dba-8354-
4c4Toh2f2 1684

Logowut

—

Neqocation |

General

Available Course Offerings Inguiry

Approved Courses Inguiry

Approved Instructor Inguiry

Approved Providers Inguiry

Confinuing Education Transcript Inguiry

Education Information Center

Course Maintenance
: Offering Mai
Course Renewal

Continuing Education Course Assignment

Course Completions
Confinuing Education Course Completions

Upload Continuing Education Course Completions

Pre-licensing Education Course Completions

Upload Pre-licensing Education Course Completions

Provider Maintenance

Provider Application
Brovider Repewals

Instructor Maintenance
Instructor Application

Instructor Renewal

Transaction History and Status

Education Activity Inguiny

Course Completion Status Inguiry

Instructor Application Inguiry

Instructor Renewal Inguiry

Home | Help | News Releases | FAQ | State Information | MAIC Information

Services available from the Education Services Menu page include the following:

General

e Available Course Offerings Inquiry: Find insurance classes offered by approved education
providers in a specific state. For more information, see Available Course Offerings Inquiry.

e Approved Courses Inquiry: Find approved insurance courses in a specific state. For more
information, see Approved Courses Inquiry.

© 2016 Vertafore, Inc.
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e Approved Providers Inquiry: Find approved insurance education providers in a specific state.
For more information, see Approved Providers Inquiry.

e Continuing Education Transcript Inquiry: Check which of your continuing education
requirements are fulfilled or outstanding in a selected state. For more information, see Continuing
Education Transcript Inquiry.

e Education Information Center: Use this page to view video help on using Education Provider
Services, as well as announcements about regulatory changes affecting education providers. For
more information, see Education Information Center.

Course Maintenance

e Classroom Offering Maintenance: Maintain the dates, times, and locations of specific insurance
education courses you are providing. For more information, see Classroom Offering
Maintenance.

e Course Renewal: Apply for state renewal of approved pre-licensing or continuing education
courses in one or multiple states. For more information, see Course Renewal.

e Continuing Education Course Application: Apply for state approval of new CE courses. For
more information, see Continuing Education Course Approval.

e Continuing Education Course Assignment: Assign a course from one education provider to
another education provider. For more information, see Course Assignment.

Course Completions

e Continuing Education Course Completions: Submit a roster of CE course completions. For
more information, see Continuing Education Course Completions.

e Upload Continuing Education Course Completions: Upload and submit a batch file containing
multiple continuing education course completion records. For more information, see Upload
Continuing Education Course Completions.

e Pre-licensing Education Course Completions: Submit a roster of PE course completions. For
more information, see Pre-Licensing Education Course Completions.

e Upload Pre-licensing Education Course Completions: Upload and submit a batch file
containing multiple PE course completion records. For more information, see Upload Pre-
Licensing Education Course Completions.

Provider Maintenance

e Provider Application: Allows you to apply for approval to offer continuing education and pre-
licensing education courses in a state. For more information, see Provider Applications.

e Provider Renewals: Allows you to renew an active provider registration in a state. For more
information, see Provider Renewals.

n
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Transaction History and Status

e Education Activity Inquiry: Displays a summary of online education services you have
performed during a specified period of time. Also allows you to print state-official certificates of
course completion. For more information, see Education Activity Inquiry.

e Course Completion Status Inquiry: Allows you to verify processing of course completion
transactions, confirm successful transactions, and follow up on errored submissions. For more
information, see Course Completion Status Inquiry.

Notes
Vertafore Education Provider Services are available in selected states only. Contact your Vertafore
representative for more information

© 2016 Vertafore, Inc. Page 13 J" Vertafore
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General

Available Course Offerings Inquiry

Use the Available Course Offerings Inquiry page to run a report displaying date, time, and location
information for education courses offered by approved education providers.

Vertafore

Unleash your potential

Education Services
Inguiries

Education Information
Center

Contact Information
Arizona
Colorado
Connecticut
Georgia
Idaho
Indiana
Minnesota
Mississippi
Nevada
Ohio
Pennsylvania
South Dakota
Texas
Utah
Vermont
Virginia
West Virginia
Wisconsin
Wyoming

Available Course Offerings Inquiry

Find Courses Rmichmond, va
Near You
Provider -
Name
Education
Type
Course
Category

Continuing Education - * Reguired

[ Fieod

D Laws and Regulations

[C] Life & Health

|:| Long Term Care

[ Long Term Care Partnerships

[C] other General Insurance

Property & Casualty

O Title

Course Date pg_z0-2012 To
From

Course Hours

12-31-201 21 * Required (mm-dd-yyy)

Search By
Keyword

Course ID

[ Submit ] [ Cancel ] ’ Change State

Home | Help | News Releases | FAQ | State Information | NAIC Information

Copyright @ 1998-2012 Sircon Corp. | Email Support | B77-876-4430 | 1500 Abbot Rd Ste.100 | East Lansing, M 48823
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Nuclear Energy Risk Overview (20500
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Prowdern:

You may open the Available Course Offerings Inquiry page in the following ways:

In the Quick Start box on the Vertafore home web page, click the Look Up Education
Courses/Credits link to open the Inquiries page. Then click the Available Course Offerings
Inquiry link.

From the Education menu, click the Available Course Offerings Inquiry link.

The Available Course Offerings Inquiry page offers the following fields and controls:

Please select a State: Required. From the dropdown menu, select the state in which you want to
find course offerings.

Find Courses Near You: To search for course offerings near a specific geographic location,
enter a full street address and/or city and state, and/or a ZIP code near which you wish to find
course offerings.

Provider Name: To search for courses offered by a specific education provider, select the name
of the provider from the dropdown menu. If no provider is selected, the report will display courses
offered by all providers.

Education Type: Required. From the dropdown menu, select either Pre-Licensing Education or
Continuing Education.

Course Category: If desired, click to checkmark one or multiple course categories based on the
license types available in the selected state. If you do not checkmark any course categories, the
inquiry will report course offerings in all course categories.

Course Date From: Required. Enter the beginning date of a date range during which you want to
search for courses.

To: Required. Enter the ending date of a date range during which you want to search for course
offerings.

)
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e Course Hours: To limit the search to only course offerings worth a certain number of credit
hours, enter a numeric value. If you do not enter a value, the inquiry will report courses worth any
number of credit hours. You may enter a non-decimal or decimal value, such as “8” or “3.5.”

e Course ID: To search for a specific course offering by its provider-assigned course ID, enter the
ID. If you do not enter a value, the inquiry will ignore course ID as a search criterion.

e Search By Keyword: To search for a course offering by a keyword in the course name, enter a
keyword or phrase. Does not support wildcard searches, but does support partial word or phrase
searches. Enter a minimum of three and a maximum of 50 characters. Any character accepted,
except percentage (%) and underscore (). If you do not enter a value, the inquiry will ignore
keywords in the course name as search criteria.

e Submit: After selecting a state, click to display additional selection criteria. After entering all
desired selection criteria, click to run the inquiry. The results will open in the Results page.

¢ Change State: Click to select a different state in which to find course offerings.

e Cancel: Click to return to either the Inquiries page (Producer Education Services) or the
Education menu (Education Provider Services).

Inquiry Results

The Results page displays provider, course, and location and time information that met your
report criteria.

If you entered a search criterion in the Find Courses Near You field, the Results page will
include an interactive map with pins to mark the 10 course offerings that are geographically
nearest to the entered address. To see additional course locations on the map, click on the pin to
the right hand side of the course result details. A new pin will be added to the map for the selected
course.

It contains the following information:

e Map: Displays a map the plots the geographic locations of course offerings that met
your search criteria.

e Course Name: For each course offering listed, displays its name.

e Public: For each course offering listed, displays whether enroliment in the course is
open to the public at large or privately restricted..

e Credits: For each course offering listed, displays the number of credits it is worth.

e Type: For each course offering listed, displays CE if the course is for continuing
education credit or PE if the course if for pre-licensing education credit..

e Method: For each course offering listed, displays the method by which an enrollee
takes the course.

e Category: For each course offering listed, displays its course category based on the
license types available in the selected state.

e Location: For each course offering listed, displays the physical address of the class.

e Get Directions: For any course offering listed, click to display text directions from the
location specified in the Find Courses Near You field on the search criteria page to
the location of the selected course offering.

e Date Offered: For each course offering listed, displays the date and time of the class.

e Next Page: If your inquiry result spans more than one page, click to display the
succeeding inquiry result page.

n
7\| Vertafore Page 16 © 2016 Vertafore, Inc.



Education Provider Services User Guide

Prev Page: If your inquiry result spans more than one page, click to display the
preceding inquiry result page.

Printable Version: Click to open a printer-friendly version of the inquiry results in a
separate window.

Revise Inquiry: Click to choose different selection criteria and resubmit the inquiry.

Cancel: Click to return to either the Inquiries page (Producer Education Services or the
Education Menu (Education Provider Services).

Finding Available Education Courses

You can find education courses that are approved for credit in selected states.

You can view a list of approved education courses by running the Approved Courses Inquiry.

Notes

1.

Click the Available Course Offerings Inquiry link. The Available Course
Offerings Inquiry page will open.

From the Please Select a State dropdown menu, select the state in which you wish
to search for available courses.

Click the Submit button.

If you want to search for courses near a specific geographic location, in the Find
Courses Near You field enter a full address or city and state of a location near
which you want to search.

If you want to search for courses offered by all providers, do not select anything from
the Provider Name dropdown menu, and proceed to step 7 OR If you want to
search for courses offered by a specific education provider, select the name of the
provider from the Provider Name dropdown menu.

Required. To search for pre-licensing courses, select Pre-Licensing Education
from the Education Type dropdown menu OR To search for continuing education
courses, select Continuing Education from the Education Type dropdown menu.

To limit the search only to certain course categories (e.g., Surety Bail Bond, Title,
General, etc.), click to checkmark one or more Course Category checkboxes.

Required. In the Course Date From field, enter the beginning date of a date range in
which you want to search for courses.

Required. In the Course Date To field, enter the ending date of a date range in
which you want to search for courses. You must use the mm-dd-yyyy date format.

10. To limit the search to only courses worth a certain number of credit hours, enter a

1

numeric value in the Course Hours field.

1. Click the Submit button. The Results page will open, displaying provider, course,
and location and time information. For more information regarding a provider's
courses, please contact the provider directly.

12. To view the courses in another state or to change other search criteria, click the

Revise Inquiry button.

13. When you are finished, click the Cancel button.

For more information regarding a provider's courses, please contact the provider directly

© 2016 Vertafore, Inc.
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Approved Courses Inquiry

Use the Approved Courses Inquiry page to view a list of education courses, both instructor-led and self-
study, that are approved for credit in selected states.

Approved Courses Inquiry

Vertafore

Unleash your patential

Education Services

Inguiries

Education Type Continuing Education ~ * Required

Instruction Method A
Education Information

= oon Course Category || annuity

[ Ethics
Contact Information [] General

g;lfgﬁl-g?jg D Long Term Care
Connecticut [T wiatical Settiements
e Course Hours

ldaho
Indiana Search By Keyword
Minnesota
Mississippi Course |ID
Hevada

Ohio
Pennsylvania
South Dakota
Texas

Utah
Vermont
Virginia
West Virginia
Wisconsin
Wyoming

[ Submit H Cancel H Change State ]

Copyright ® 1988-2012 Sircon Corp. | Emsil Support | 877-876-4430 | 1500 Abbot Rd Ste.100 | East Lansing, MI 48823
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Approved Courses Inquiry for the State of West Virginia

Vertafore
Lot pous pures s
g _fducation Services
| State: West Virginia 09.03-2012 05:23 PM CDT
Jo0training.com, Inc{14658)
Renewal Course
Contact Information |{Course Name Public Credits Category Method  Presentation Method Date Difficulty
A0 |Etnécs 8 Fraug (99795 ) Y 4.0 EMics Sell-Study  On-ine Training/Webinar 05-31-2014
|Etnics 3na Fraug (55504 ) Y 40 EMics Salf-Study  Self-dirscted

[Legal & Morsl f55u8s n e
|Insurance Industry (99601)

{Legal and Moral Is5ues in the Emics  SellStudy Self-ditedted
|Insurance industry (68503 )

AD. Banker & Company, LLC{11173)

Renewal Course

Y 5.0 Emics Sell-Study  Ondine Tralning/\Vebinar 05-31-2012

. |Course Name Public Credits Category Method  Presentation Method Date Difficulty
If':;??g .EB.O Cisims < Eics ¥ 20 EMics Sall-Shudy Corrasspondence 02:37-2014  minrmadans
%’;’9? :“f"'a"c' Pacion Y 3.0 Emics Salt-Study  Comespondencs 02-27-2014  ermmdele
[ (996
0 ;f';';;’;’" Frofsssionsts ¥ 30 Emics  Sal-Study Comespondence 02-27-2014 wtermedute
|

{PAC Risks, Hazards &

1 Emics  SellStudy Self-direced 5-30-2014
Emosules aS (4735 ) N 0 Elic: Sell-Study Self-diretted 05-30-201

110 General

AAMGA Education Foundation - AAMGA University(14195)

! Renewal Course
|Course Name Public Credits Category Method  Presentation Method Date Difficulty

{Insurance Etics of Yesterday

| g Y jes room Tr, Classroom 5-30-2014 will flering
[Toasy & Tomortaw (5407 ) a0 Emics Ciassroom Tradlionsl Classrco 06-30-20 oy I
[Insurance Emics of Yesterday : . _ .

| - 30 hics Classroom Tragtional Classioom  06.25.2014

|TYocay and Tomatrow ( 99993 ) = . “

|

{Insurance Efics Yesterday,

| Y nic 1assroom T | Classroom

{¥oday & Tomormow { 59578 ) 30 Efics Class radfional Classmo

Strant | sunl Ethice (TATARY ¥ 1n Eenice Mlseernam Tradfional Macarmam A N2014

You may open the Approved Courses Inquiry page in the following ways:

In the Quick Start box on the Vertafore home web page, click the Look up education
courses/credits link to open the Inquiries page. Then click the Approved Courses Inquiry link.

From the Education menu, click the Approved Courses Inquiry link.

Fields and controls on the Approved Courses Inquiry page include the following:

Please select a State: Required. From the dropdown menu, select the state in which you want to
find approved courses.

Education Type: Required. From the dropdown menu, select either Pre-Licensing Education or
Continuing Education.

Instruction Method: If desired, select an option from the dropdown menu to limit the search to

courses using a particular presentation method (e.g., Classroom, Self-Study, etc.). If you do not
select a particular presentation method, the inquiry will report courses presented by all available
methods.

Course Category: If desired, click to checkmark one or multiple course categories based on the
license types available in the selected state. If you do not checkmark any course categories, the
inquiry will report courses in all course categories.

Course Hours: To limit the search to only courses worth a certain number of credit hours, enter a
numeric value. If you do not enter a value, the inquiry will report courses worth any number of
credit hours.

Course ID: To search for a specific course by its provider-assigned course ID, enter the ID. If you
do not enter a value, the inquiry will ignore course ID as a search criterion.

Iy
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e Search By Keyword: To search for a course by a keyword in the course name, enter a keyword
or phrase. Does not support wildcard searches, but does support partial word or phrase
searches. Enter a minimum of three and a maximum of 50 characters. Any character accepted,
except percentage (%) and underscore (). If you do not enter a value, the inquiry will ignore
keywords in the course name as search criteria.

e Submit: After selecting a state, click to display additional selection criteria. After entering all
desired selection criteria, click to run the inquiry. The results will open in the Results page.

e Change State: Click to select a different state in which to find approved courses.

e Cancel: Click to return to either the Inquiries page (Producer Education Services) or the
Education Services Menu (Education Provider Services).

Inquiry Results
The Results page displays provider name and contact information that met your report criteria.
It contains the following controls:
e Provider Name: Click the link to view a provider's contact information.

¢ Next Page: If your inquiry result spans more than one page, click to display the
succeeding inquiry result page.

e Prev Page: If your inquiry result spans more than one page, click to display the
preceding inquiry result page.

e Printable Version: Click to open a printer-friendly version of the inquiry in a separate
window.

e Revise Inquiry: Click to choose different selection criteria and resubmit the inquiry.

e Cancel: Click to return to either the Inquiries page (Producer Education Services) or
the Education Menu (Education Provider Services).

Viewing Approved Education Courses

To use the Approved Courses Inquiry, follow these step-by-step instructions. You can view a list
of education courses, both instructor-led and self-study that are approved for credit in selected
states. To find approved education providers in other states, contact the state insurance office.

1. Click the Approved Courses Inquiry link. The Approved Courses Inquiry page will
open.

2. From the Please Select a State dropdown menu, select the state in which you wish
to search for approved courses.

Click the Submit button.

4. Required. To search for approved pre-licensing education courses, select Pre-
Licensing Education from the Education Type dropdown menu, or to search for
approved continuing education courses, select Continuing Education from the
Education Type dropdown menu.

5. If you want to search for all courses regardless of instruction method, do not select
anything from the Instruction Method dropdown menu, and proceed to step 6, or if
you want to search only for instructor-led courses, select Classroom from the
Instruction Method dropdown menu, or if you want to search only for independent
study courses, select Self-Study from the Instruction Method dropdown menu.

6. To search for a specific course by its course identifier, enter the identifier in the
Course ID field.

n
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7. To search for a course by a keyword or phrase in its course hame or title, enter a
minimum of three characters in the Search by Keyword field.

8. To limit the search only to certain course categories (e.g., Surety Bail Bond, Title,
General, etc.), click to checkmark one or more Course Category checkboxes.

9. To limit the search only to courses worth a certain number of credit hours, enter a
numeric value in the Course Hours field.

10. Click the Submit button. The Results page will open, displaying information about
each course that met your search criteria, grouped by education provider name.

11. To view courses in another state or to change other search criteria, click the Revise
Inquiry button.

12. When you are finished, click the Cancel button.

Approved Providers Inquiry

Use the Approved Providers Inquiry page to view a list of approved education providers in selected
states along with their contact information. You can also click a link to view a selected provider's available
education courses.

v Approved Providers Inquiry
Vertafore:
Unleash your potential
Education Services
Inguiries
Education Type Continuing Education v * Regquired
Education Information Provider Name A.D. Banker & Company, LLC -
Center
Contact Information [ Submit H Cancel ” Change State ]
Arizona
Colorado

Connecticut

Georgia m " 7
Ii:iaT Home | Help | News Releases | FAQ | State Information | NAIC Information

Indiana
Minnesota Copyright @ 1888-2012 Sircon Corp. | Email Support | 877-875-4430 | 1500 Abbot Rd Ste.100 | East Lansing, MI 48823

Mississippi

b=l

ennsylvania
South Dakota
Texas
Utah
Vermont
Virginia
West Virginia
Wisconsin
Wyoming
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L' Approved Providers Inquiry for the State of West Virginia
Vertafore
No of Providers: 672 09.93.2012 05:29 PM CDT

State: Wast Virginia

P ), - .
Contact Iformation Provider 1D Provider Hame & Address Contact Inlo Courses

J60training.com, Inc. Pagne 512-213.2361
14608 13501 Bumet Road. Sate 100 Fax: 5128574837
Austn, TX 78727 Tok 852-360-2754

A B & C Educational Service
16388 1314 Mdmeadow Road
Towson, MO 21285

Prone 443-485-0687

Fax

A.D. Banker & Company, LLC
11173 5000 Colings 8vd, Sie 120
Overdand Park, KS 66211

Phone: 8D0-255-5408
Fax: 9134517633

AAMGA Education Foundation - AAMGA University

Prone 618-952-5004
14195 6§10 Fresdom Business Center, Sute 110

Fax 610-0652-2021
King of Prussia, PA 19404
ABC Self Study, Inc.
11734 PO Box 185780,
Winrder Spangs, FL 32718

Prane 800-774-4388

Fax: B03-329-8860

You may open the Approved Providers Inquiry page in the following ways:

¢ Inthe Quick Start box on the Vertafore home web page, click the Look Up Education
Courses/Credits link to open the Inquiries page. Then click the Approved Providers Inquiry
link.

e From the Education menu, click the Approved Providers Inquiry link.
Fields and controls on the Approved Providers Inquiry page include the following:

e Please select a State: Required. From the dropdown menu, select the state in which you want to
find approved education providers.

e Education Type: Required. From the dropdown menu, select either Continuing Education to
search for approved CE providers or Pre-licensing Education to search for approved PE
providers.

e Provider Name: To search for a specific education provider, select the name of the provider from
the dropdown menu. If no provider is selected, the inquiry will display all approved providers in
the selected state.

e Region: To search for education providers in a specific region of the selected state, select the
name of the region from the dropdown menu. If no region is selected, the inquiry will display all
approved providers in all regions of the selected state.

¢ Change State: Click to select a different state in which to find providers.

e Submit: After selecting a state, click to display additional selection criteria. After entering all
desired selection criteria, click to run the inquiry. The results will open in the Results page.

e Cancel: Click to return to either the Inquiries page (Producer Education Services) or the
Education Services Menu (Education Provider Services).

Inquiry Results
The Results page displays provider name and contact information that met your report criteria.

It contains the following controls:

n
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Provider ID: For each education provider listed, displays the provider's unique
identification number.

Provider Name & Address: For each education provider listed, displays the provider's
name and business address.

Telephone: For each education provider listed, displays the provider's business, fax,
and toll telephone information.

Available Courses: Click the link to view a provider's current approved courses.

Next Page: If your inquiry result spans more than one page, click to display the
succeeding inquiry result page.

Prev Page: If your inquiry result spans more than one page, click to display the
preceding inquiry result page.

Printable Version: Click to open a printer-friendly version of the inquiry results in a
separate window.

Revise Inquiry: Click to choose different selection criteria and resubmit the inquiry.

Cancel: Click to return to either the Inquiries page (Producer Education Services) or
the Education Services Menu (Education Provider Services).

Viewing Approved Education Providers

You can obtain a list of approved education providers in selected states along with their contact
information. You can also click a link to view a selected provider's available education courses.

To find approved education providers in other states, contact the state insurance office.

1.

Notes

Click the Approved Providers Inquiry link. The Approved Providers Inquiry page
will open.

From the Please Select a State dropdown menu, select the state in which you wish
to search for approved education providers.

Click the Submit button.

Required. To search for approved pre-licensing education providers, select Pre-
Licensing Education from the Education Type dropdown menu OR To search for
approved continuing education providers, select Continuing Education from the
Education Type dropdown menu.

If you want to search for all providers offering courses in the education type you
selected in step 3, do not select anything from the Provider Name dropdown menu,
and proceed to step 5 OR If you want to search for a specific firm, select the name of
the firm from the Provider Name dropdown menu.

Click the Submit button. The Results page will open, listing the provider(s)'s name,
address, telephone number, and approval status. To view the provider's current
courses, click the Available Courses link. For more information, see Approved
Courses Inquiry. For more information regarding a provider's courses, please contact
the provider directly.

To view providers in another state or to change other search criteria, click the
Revise Inquiry button.

When you are finished, click the Cancel button.

For more information regarding a provider's courses, please contact the provider directly.

© 2016 Vertafore, Inc.
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To find approved education providers in other states, contact the state insurance office.

Continuing Education Transcript Inquiry

Run the Continuing Education Transcript Inquiry service to view an individual producer's continuing
education transcript in certain states. In many states the transcript includes CE requirements in the
current or a past license renewal/CE review period, course information applied to the requirements, and
the producer's current CE status (Compliant, Pending, or Not Compliant).

Results are obtained directly in real time from a selected state's regulatory records. There is no fee for

this service.
Continuing Education Transcript Inquiry
Vertafore
Unleash your potential
. State |Georgia v * Required
Education
License Number |123456?5889 * Required
Service Request .
Last Mame |DOE * Reguired
Inquiries Last 4 Digits of SSN [739 * Required
Sircon Edge
Administration Submit | Cancel |
Home | Help | News Releases| FAQ | State Information | NAIC Information
Copyright © 1998-2013 Sircon Corp. | Email Support | 877-876-4430 | 1500 Abbot Rd Ste 100 | East Lansing, Ml 43323
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w Cuntinuing Education Transcript Inquirjr For the State of ldaho
Vertafore

Unleas® your potentish

Education Services Education Review Period 02012011 - 01/21/2012 -
Inguiries
Education Informatio
Ce:t:rl S £h Print Sep 3, 2012 5:37 PM
e Continuing Education Transcript

Licensee: SCOTT PORTER JOHNSOMN Begin Date: 02-01-2011
License: #35349 Resident Producer Review Date: 01-31-2013

State: Idaho
Minnesota
f'.']l‘.-‘.-l"::IHI Req“irements
Pennsylvania Resident Producer
South Dakota
Texas Requirement Required Hours Applied Hours Remaining Hours  Status
Utak
e Ethics 3.0 17.0 0.0 Complant
Virginia Total 240 240 0.0 Compliant
West Virginia
Wisconsin
Whyoming CO“FSES
Course Course Provider Catego Course Instruction Completion Processed
ID Name 9% Hours Method  Date Date
Stiypga e SIDRERUES e 17.0 Selfstudy  08-13-2012  08-14-2012

Insurance REGED INC
There are 17.0 hours applied to the Ethics and Total requirements.

Mutual Funds
Multi-clazs STONERNER | .

=
25934805 Shares REGED INC Life 3.0 Self-study 08132012 08-14-2012
Suitability
There are 3.0 hours applisd to the Total requirement.
Leng Term
Care: 4 Hour STONERNER
3183614 Training REGED INC Long Term Care 4.0 Self-study 06-18-2012  06-19-2012
Requirement

There are 4.0 hours applied to the Total requirement.

Revise Inguiry ] [ Dane ]

Home | Help | Hews Releases | FAQ | State Information | HAIC Information

Use the following steps:
1. Click the Continuing Education Transcript Inquiry link. The Continuing Education Transcript
Inquiry page will open.

2. Required. From the State dropdown menu, select the name of a state in which to search for an
individual licensee's continuing education transcript.The page will refresh and display additional
search fields.

3. Required. In the License Number field, enter the licensee's license number in the state you
selected in the State field.

4. Required. In the Last Name field, enter the licensee's full last name. No wildcard or partial match
searches are allowed.

)
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5. Required in some states. If required, in the Last 4 Digits of SSN field, enter the final four digits of
the licensee's Social Security Number.

6. Click the Submit button to run the inquiry. The page will refresh to display the results. If no
producer met your search criteria, the following message will display: "Could not find an active
license with the entered information. If you feel this information is in error, please contact your
state's insurance licensing department.”

The results display inline based on the search criteria you entered. Information includes the
following:

e Summary Information
o Licensee
o License
o State
o Begin Date (Effective date of current license)

o Review Date (Current license expiration date or date by which CE requirements
must be met for the current review period)

e Requirements
o License Type Name (License to which CE information applies)

o Requirement (Course categories in which applied CE courses are required to
be taken and completed)

o Required Hours (Number of course hours required in current CE review period)

Applied Hours (Number of course completion hours applied to Required Hours
value; may include hours carried over from preceding review period)

e}

o Remaining Hours (Value of Applied Hours subtracted from value of Required
Hours)

o Status (Current CE status)
e Courses
o Course ID (State identifier of approved course)
o Course Name
o Provider (CE provider name)
o Course Hours (Applied course hours)
o Instruction Method
o Completion Date (Course end date)
o Processed Date (Date on which state processed course completion)

e Courses Carried Forward From Previous Period (Course hours completed in a
preceding review period applied toward current review period)

o Course ID (State identifier of approved course)
o Course Name

o Provider (CE provider name)

o Course Hours (Applied course hours)

o Instruction Method

n
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o Completion Date (Course end date)
o Processed Date (Date on which state processed course completion)
7. Review the results of your inquiry.

8. By default the transcript includes course and requirement information for the current CE review
period. If desired, select a previous CE review period from the Education Review Period
dropdown menu. The results will refresh to display information for the selected review period.

9. If your inquiry result spans multiple pages, click the Next Page button to display the next inquiry
result page. Or, click the Prev Page button to display the previous inquiry result page.

10. If desired, click the Print button (@) at the top of the page to print the results to a local printer.

11. Click the Revise Inquiry button to return to the Continuing Education Transcript Inquiry
search criteria page, where you can update selection criteria and resubmit the inquiry.

Notes

If you do not know your license number, you can look it up using the free License Number/National
Producer Number Inquiry service.

Results of the Continuing Education Transcript Inquiry service in some states may include only a raw
listing of the continuing education course completions that are recorded for a selected licensee, without
CE requirement, applied coursework, or CE status information. For more information, contact the state's
department of insurance. Click the State Information link at the bottom of the page to find state contact
information.

If a transcript appears to be incorrect or incomplete, first contact the CE provider to verify completion of a
course and submission of the course completion to the appropriate state. Then, if necessary, contact the
appropriate state department of insurance to verify record of the course completion.

Many state insurance departments are in the process of streamlining the administration of the continuing
education for insurance providers and producers. Education providers now are electronically reporting
course completions to the state for your continuing education credit. During this transition period, you may
see a status of "waived" for your continuing education requirements on your continuing education
transcript. A "waived" status does not mean necessarily that you do not have to complete your continuing
education requirements -- you must complete your continuing education requirements, unless the
insurance department has exempted you. If you have questions or concerns, please contact the
appropriate state insurance department. Click the State Information link at the bottom of the page to find
state contact information.

Education Information Center

Use this page to view video tutorials on using Education Provider Services, as well as important
announcements about regulatory changes affecting education providers.
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Education Information Center

Vertafore _ _ ]
Unleash your potential Please select the item(s) you wish to view.
I State Education Contact Information and Available Services
Education
Service Request Choose a State
Inquiries
--Choose a State - j
Sircon Edge
Administration
I State Notices I Help Decuments & Videos
Click an item to view Click an item to view
See all notices PDF: Cancel a Clagsroom Course Offering
Arizona Continuing Education Senvices PDF. Waived CE Requirements
ldaho Offers Electronic Course Renewal PDE: Sircon for Education Providers Training
Aftachments Guide
ermont Offers Electronic Course Renewals Video: Renewing Provider Courses

Video: Printing a Course Completion Certificate

Video: Submitting Pre-Licensing Course
Completion Information

Video: Running a Report of System Activity

Video: An Overnview of Sircon for Education

Ers

Prov

Video: Submitting Education Course
Completion Information

Oklahoma Education Senices Video: Uploading Education Course Completion
Information

Ohio Education Senices

PDFE: Sircon Electronic Processing Fees Catalog

Current User

11560 Valued Provider Home | Help | News Releases| FAQ | State Information | NAIC Information

I nvnuasd _—— . e e . I

To open the Education Information Center page, click the Education Information Center link on the
Education Services Menu page.

)
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Course Maintenance

Classroom Offering Maintenance

Use the Classroom Offering Maintenance service to keep the schedules of education provider course
offerings, including locations, dates, and times, up to date in the state database. This will help ensure that

producers will be able to find available class offerings in order to register to attend them.

Vertafore

Unleash your potential

Classroom Offering Maintenance in the State of Utah

Education
Senvice Request
Ingquiries

Sircon Edge

Provider Name  481032958-4.D. Banker & Company

Course ID

’ Submit ][ Cancel ” Change State ]

~ * Required

Administration

Home | Help | News Releases | FAQ | State Information | NAIC Information

Copyright © 1988-2012 Sircon Carp. | Email Support | BT7-878-4430 | 1500 Abbot Rd Ste.100 | East Lansing, M 48823

Vv’ Classroom Offering Maintenance in the State of Utah
Vertafore
(deah pous senect
[ Osiea servces } Mo of Courses: 18 09.03.2012 03:26 PM COT
tdycat Provider; A0 BANKER & COMPANY LLC (136741 ) Phone 513-451-1280
= 5000 COLLEGE BLVD 7120 Fax - 8134511280
! e . OVERLAND PARK, KS 62211 Toll 300-865-2468
uuitie Course ID  Course Mame Public Credits Category  Status Type
n ¥ 808
. " A-Howr RAC LTC Parmership Renawal Long Tarm - .
eI o Course X oo Cars #G <&
UHE
25553 AJl About UHE Y 40 Fremum  AC CE i
Azslistance
Annusty ;
2554 Anruity Traireng Course 3 N 30 Trainng &C CE 9
23548 Ant Money Laundenng Y 50 Generat a CE ] )
25546 Ball Bones 101 N 20 BxiBonds AC CE At a
25550 Ball Bonds 102 N 20 BaiBonds AC CE e 1
23843 Eftics and the Customer Y 30 Ethics A CE 1M )
25554 Everyiing you want 1o know aboul UME Y a0 UNE Basks AC CE 1 1
23640 Gét 2 LS Tarm and Wnole Life Y 50 Lee AC CE 1N |
23841 Get 3 Life Universal Life & VUL Y 40 Life A CE n )
23548 Kenaly That Ecucating Yout Clients Y 50 Gensral AC CE
23647 Insurance Ethics Y 30 Ethics AC CE 1 ]
23650 Long Term Care Pamnership Y 30 b Tom s cE I g
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»
Vertafore

Unleash your potential

Classroom Offering Maintenance in the State of Utah

Education Confirmation

Service Request

L Provider 1481032959 - A D BANKER & COMPANY LLC
Course : 23648 - Anti Money Laundering

Sircon Edge ServiceType - Course Offering Maintenance

Administration Request Date - 09-03-2012
State : Utah
Requestor - Sam Meyer
Confirmation 1D Status Reference ID Action Taken Error Message
115617457 Processed 28221 Create Offering

[ Continue Processing ] [ Main Menu ]

Home | Help | News Releases | FAQ | State Information | NAIC Information

Copyright @ 18588-2012 Sircon Corp. | Emsil Support | 877-875-4430 | 1500 Abbot Rd Ste.100 | East Lansing, M1 48823

To open the Classroom Offering Maintenance page, click the Classroom Offering Maintenance link in
the Course Maintenance section of the Education Services Menu page.

Fields and controls include the following:

Please select a State: Required. From the dropdown menu, select the state in which you want to
maintain course offerings.

Provider: Required. From the dropdown menu, select the education provider firm or organization
whose course offerings you want to maintain.

Course ID: Enter the ID number of the approved course you want to maintain. Not required.

Submit: After selecting a state, click to enter provider and/or course information. After entering
state and provider or course information, click to view courses that met your selection criteria.

Cancel: Click to return to the Education Services Menu.

Change State: Click to select a different state in which to maintain course offerings.

Add New Offering: Click the link to display fields allowing you to maintain class information for
the course.

Line One Address: Required. Enter the street address of the location where the class will be
offered.

Line Two Address: Enter additional address information for the location of the class, such as
building name.

City: Required. Enter the city in which the class is to be offered.
State: Select from the dropdown menu the state in which the class is to be offered.

Province: If the class is to be held in Canada, select from the dropdown menu the province in
which the class is to be offered.

Country: If the class is to be held outside of the United States, select from the dropdown menu
the country in which the class is to be offered.
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e Postal Code: Enter the zip code of the class location.
e Begin Date: Enter the date on which the class will begin. Use the mm-dd-yyyy date format
e End Date: Enter the date on which the class will conclude. Use the mm-dd-yyyy date format

e Begin Time: Enter the time at which the class will begin on the Begin Date. Use the hh:mm
format. Then, from the dropdown menu, select “AM” (to denote a morning hour) or “PM” (to
denote an evening hour).

e End Time: Enter the time at which the class will conclude on the End Date. Use the hh:mm
format. Then, from the dropdown menu, select “AM” (to denote a morning hour) or “PM” (to
denote an evening hour).

e Cancel Offering: Click to checkmark to set the selected class to be canceled.
e Cancellation Reason: From the dropdown menu, select a cancellation reason.

e Create: When adding a new offering, click to submit the classroom offering information to the
state database and display the Confirmation page.

e Update: When editing an existing offering, click to submit the classroom offering information to
the state database and display the Confirmation page.

e Continue Processing: On the Confirmation page, click to post additional class schedules for
other courses.

e Main Menu: On the Confirmation page, click to return to the Education Services Menu page.

Updating Class Schedules

To use the Classroom Offering Maintenance service, use the following step-by-step instructions.

1. From the Please select a state dropdown menu, select the state in which you want to
update class schedules.

2. Click the Submit button. The Classroom Offering Maintenance page will refresh to
show additional options.

3. If you know the exact ID number of the approved course for which you want to post new
class schedules, enter it in the Course ID field, click the Submit button, and then proceed
to step 6, or if you do not know the exact ID number of the approved course for which you
want to post new class schedules, select your company or organization name from the
Provider Name dropdown menu.

4. Click the Submit button. The Classroom Offering Maintenance page will display a list of
all of your company’s or organization’s education courses that have been approved in the
selected state.

5. Click the Add New Offering link corresponding to the course whose class schedule
information you want to update. The Classroom Offering Maintenance page will display
fields for entering updated class schedule information for the selected course.

6. Inthe Line One Address field, enter the street address of the facility at which the class is
to be conducted.

7. Inthe Line Two Address field, enter additional street address information (i.e., the name
of the building or facility).

In the City field, enter the city in which the class is to be offered.

From the State dropdown menu, select the state in which the class is to be held.

p
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10. In the Postal Code field, enter the zip code of the class location.

11. In the first Begin Date field, enter the month, day, and year the class is to be conducted.
(Use the mm-dd-yyyy date format.)

12. In the Begin Time field, enter the time at which the class will start. (Use the hh:mm
format.

13. From the Begin Time dropdown menu, select “AM” (to denote a morning hour) or “PM”
(to denote an evening hour).

14. In the End Date field, enter the month, day, and year the class is to conclude. (Use the
mm-dd-yyyy date format.)

15. In the End Time field, enter the time at which the class will conclude. (Use the hh:mm
format.)

16. From the End Time dropdown menu, select “AM” (to denote a morning hour) or “PM” (to
denote an evening hour).

17. Repeat steps 6 through 16 to post additional offerings of the same course.

18. Click the Create button. Your posting will be transmitted to the selected state, and the
Confirmation page will open. The Confirmation page contains confirmation and
reference ID numbers. You may wish to either print the Confirmation page or record
these numbers, just for future reference.

19. To post additional class schedules for other courses, click the Continue Processing
button.

Cancelling a Class

You may cancel a classroom offering in certain states. The offering must have a begin date on or after the
current date to be eligible for cancellation. In addition, you must provide a cancellation reason.

Click the Classroom Offering Maintenance service and select the appropriate State.

n

Enter the Course ID number of the course you would like to cancel an offering, or click
the Submit button to view a list of all classroom course offerings.

Click the Offering ID of the classroom course offering you would like to cancel.
On the Classroom Offering Maintenance page, check the Cancel Offering checkbox.

From the Cancellation Reason, select a reason for the class cancellation.

o g M~ w

Click the Update button to cancel the offering.

Notes
You may enter date and time information for multiple classroom offerings of the same course.

Ignore the Province and Country fields, unless the class is going to be held out of the United States.

To print any page, select the Print option from your browser toolbar.

Course Renewal

You can use the Course Renewal service to renew state-approved pre-licensing or continuing education
courses.

n
M Vertafore Page 32 © 2016 Vertafore, Inc.




Education Provider Services User Guide

v N Course Renewal
Vertafore
Unleash your potential = —_—
Select Provider
Education Pleaze select the state and the provider renewing the course. You may also enter the Course ID of the course to be renewed.

Senvice Request

Inquiries Provider |A_D. Banker & Company |Z| *
Sircon Edge p
e State | All Available States El *

Administration

Course ID

+% =reqguired field

Continue Cancel

Home | Help | News Releases | FAQ | State Information | NAIC Information

Copyright ® 1998-2012 Sircon Corp. | Email Support | 877-376-4430 | 1500 Abbot Rd Ste. 100 | East Lansing, M| 48823
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Vertafore

Unleash your potential

Education
Service Request
Inquiries

Sircon Edge

Administration

Course Renewal

Select Course(s) to Renew

Virginia

Mote: f any course informaticn or materials have changed since your last renew al or initial approval, then you cannct rensw using
this service. *ou must renew by submitting & course renew al request formow ith all course changes to the VA Bureau of Insurance.
Attestation: By renswing any courses | amattesting to the fact that |ams WA formally approved Educstion Coordinater for this
Provider; that | have completely read and follow ed all guidelines and reguirements and understand the information listed above

regarding course renew als.

fou must select at least one course to renew .

Current User
11560: Valued Provider

I vt

Renewal
D

6335

8559

7257

7683

6572

7324

8393

6743

Provider Name: AD. Banker & Company, LLC { 124174 )
EIN: oeoe2259
Contact Person: Laurie Coe
Mailing Address
Check All Uncheck All
Renew? Cu:.gse Course Name Course Categories
I G8720 Agribusiness Risk Management Property & Casualty
I 62321 Annuity Fundamentals Laws & Regulations
I 274 Anti-Money Laundering Other General Insurance
™ 62343 CGL Sections I II, Il and IV Property & Casualty
. Other General Insurance,
I 62344 CGL Sections Vand M Property & Casualty
— £2300 Characteristics of Universal Life Life & Health
Insurance
— 57311 Chgractenspcs ofvariable and Life & Health
Variable Universal
™ 66304 Commercial Lines Property & Casualty
Check All | Uncheck All |

Courses to Renew in Virginia

: 5000 College Bivd, Ste 120, Overland Park, KANSAS, 66211

Renewal Invoice State

Date [n] Fee
v s
o e
2 aw
2 aw
v s
e
2 e
2w

Home | Help | News Releases| FAQ | State Information | NAIC Information

Back

Continue | Cancel |

)
<
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Course Renewal

Prossssing Courss Renswal: 4 o9

Attach Documents for a Course

o e mmch mry Cocumsnin mine in e pabe mncions beo. Sheres i e siachmeni bz oy Mioreest Wiond [ Sac] o 08 gl
CoosTEE eEn then 0 egesier N o
I=z
| S e UraT S (g SSSUTAET G2 e minches bz U recesicEen eneeE| mpesEen
* An secinoc opy o MEULESE FOM UM INLUIMNG SOUCAE PO OOUMSE AU YAL filed out in ful siong wih ol o the puastios

el Whan sisching thia cocurant. sanne meac UShe’ m the Oocurant Typs from thae seiscion Bt n the Attsch Cis secion
T A celmied Umes conient SUUNE @ nEGUneS WhiEn NMnENTG B S3UT

e S = - 8o mourm
7 Al e COUSTEE I COUCH NN Ine Bcie N 28 months from the cate © spproval.
+ FrovESED My rE CIUCBED S L SR SO e Do,

* Coorsar mor S rensea ey b thar aopinstion Saie in oo b2 reman scite. Sor aoamgia. 3 oourss apprved on Saptember V1 2009
wil be msirvow through September 20 200

* If m courss i o renswed prior o B3 sqretion cate, & il expine. Lipon courss scpinstion, tha courss sponms wil naeed b neggly wih @ Tl
ourre pSToren song wih Hhe approore appicsn R

+ Tha oy cocumantaton that il be proviced b2 show rod o renesal o @ Continuing (SEucetion course wil e the ransssl confinmation
DGR CrTVIES Bt e e o R COUSTE Pl TENEECon. SO el EConTvEl M vl ot e mes. Drrt oot the renaeal
ge fior oo recarn.

TR SEunm St oot BE e C aty S TR Counm SoT et of MaRted o dE ey Rl Cran g Sl e aRE e e counm
W Rt e oo Ens or MAERod of deoeEry CERSc Sonteum ST D Sesg st 1T SO Cohe o Sener; maee hEn changes.
o L COUTE EE B M COUT BUSTEERT

Amatatecn: By renenng By caoaes] | T atiaing that | am an Indem apprevee Reucation Coodmaty (o thin Sooma, that | e campetaly
rewc mnc foicwec =l L o the EC EOTON FEGETSNG CIUTE MENEAEE

Attach Documsants

Prowvidsr Hams: A D. BANKER & COMPANY { T1004 )
EM: oS58
Contaod Person: LAURIE COE
Malling Address: S000 COLLEGE BLVID STE 120, OWERLAND PARK, Kansas, 56211-1571

Courss ID; 22138
Courss Hams: IDENTITY THEFT: EDUCATING YOUR CLIENTS

Copyright © 'S85-20"2 Sircon Cop | Lol Sucood | STT-STE-S430 | 1300 Abbot P Sa 100 | Saxt Leneng, M S350
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v
Vertafore

Course Renewal
Unleash your potential
Processing Course Renewal: 1-2 of 2
Education

Service Reguest
Inguiries
Sircon Edge Wisconsin

MOTE: I & course has a significant change to the content cutling, then the course must be resubmitted a5 a new course, with a new
fes. After review and spprovsl, the course willbe issusd 3 new course number.

Courses to Renew in Wisconsin

Pl=ass review the rensw al information and press submit to process with the stats.

Administration

Provider Name: INSURANCESTUDY.COM(20815)
EIN: 0000230
Contact Person: ED ZUREK

America's Health Insurance Plans, 1400 Lake Cook Road, Suite 150,

Mailing Address: o, &\ Grove, liinois, 50089

Course ID Course Name Course Categories Renewal ID Renewal Date Invoice ID State Fee
58086 CBC TRAINING IN HSAs, HRAs, FSAs  Health 7813 05-16-2009 503421 $40.00
57981 GROUP BENEFITS DISABILITY SPEC  Health & Life T404 04-02-2000 494812 $40.00

State State Fee Sircon Fee Sub Total
Wisconsin £20.00 0.00 $50.00
Current User Total Amount $80.00
11560: Valued Provider
Logout Submit | Cancel Skip These Renewals
Page 36 © 2016 Vertafore, Inc.
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w Veriafow‘ Course Renewal Jan 25,2013 309 PMEST £ Print
Unleash your potential
Finished Processing Course Renewal: 1-2 of 2

Education
Service Request Renewal Confirmation
Inguiries
Sircon Edge Confirmation 1D State Course ID Course Name Renewal Date Status
e 3866553 Wisconsin 58086 CBC TRAINING IN HSAs, HRAs, FSAs 05-16-2010 o Approved

a

3866554 Wisconsin 57981 GROUP BENEFITS DISABILITY SPEC 04-02-2010 o Approved
LEGEND

ﬂ'y = Fenew al was submitied successfully and automatically approved by the siate.

Renew al w as submitied successfully and is under review by the state. Course Renew als that are under
£ = review by the state will show anew renew al date on the Approved Courses Inquiry once the
state has processed the renewal

& = State service is termporarily unavailable. Please try again later.

State State Fee Total Sircon Fee:  Sub Total
Wisconsin $80.00 $0.00 $80.00
Total Amount $80.00
Current User
11560 W alued Provider Home | Help | News Releases| FA(Ql | State Information | NAIC Information

Logout

Copyright © 1988-2013 Sircon Corp. | Email Support | 877-876-4430 | 1500 Abbot Rd Ste.100 | East Lansing, M| 48523

To open the Course Renewal page, click the Course Renewal link in the Course Maintenance section
of the Education Services Menu page.

Renewing an Education Course

Use the following steps to renew an approved pre-licensing or continuing education course:

1. Click the Course Renewal link in the Course Maintenance section of the Education
Services Menu. The Course Renewal page will open.

From the Provider dropdown menu, select your education provider name.

3. If you want to renew eligible courses in a single state, select the state name from the
State dropdown menu, or if you want to renew eligible courses in all states accepting
electronic renewals through Education Provider Services, select "All Available States"
from the State dropdown menu.

4. If you want to renew all eligible courses available in all states, proceed to step 5, or if you
want to renew just one eligible course, and you know the exact ID number of the course
as recorded in the selected state's system, enter it in the Course ID field.

5. Click the Continue button. The Course Renewal page will refresh to show additional
options. If you selected to renew courses in one state, all courses that are eligible for
renewal in that state will display in the Courses to Renew in [StateName] section of the
page. If you selected "All Available States" from the State dropdown menu, all courses
that are eligible to be renewed in each state will display in separate Courses to Renew in
[StateName] sections.

)
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6. To select a course to renew, click to checkmark its corresponding Renew? checkbox. Or,
click the Check All button to select all courses available to renew.

7. If the state requires additional documentation to submit with the renewal, click the
Browse button to find an electronic document file on your computer or network, and then
click the Attach button.

Repeat steps 5 and 6 to renew courses in multiple states.

When you are finished, click the Continue button. The Course Renewal - Selected
Courses to Renew Summary page will open.

10. Review and confirm the information on the Course Renewal - Selected Courses to
Renew Summary page, including the renewal fee totals displaying in the Fee Summary
section.

11. If all information displaying on the Course Renewal - Selected Courses to Renew
Summary page is satisfactory, then click the Submit button. Your course renewal
request will be submitted for approval to the selected state(s), and the renewal fees will
be applied to your Education Provider Services subscriber account balance. The Course
Renewal - Confirmation page will open, displaying a condensed summary of the
submitted course renewal request(s), including Confirmation ID number and the Status
of the request. It also displays total transaction fees.

12. When you are finished, click the Done button to return to the Education Services Menu
page.

Notes

If the system finds that multiple entities are recorded in state systems with the same Employer
Identification Number (EIN) as the provider you selected initially, the Duplicate Provider page will
open. You must verify the provider by re-selecting the provider name from the Provider dropdown menu,
and then click the Continue button to proceed.

To select all courses displaying in a Courses to Renew in [StateName] section, click the Check All
button to place a checkmark in all Renew? checkboxes.

To de-select all selected courses displaying in a Courses to Renew in [StateName] section, click the
Uncheck All button.

Check the legend below the Renewed Course(s) Confirmation section for definitions of the symbols
appearing in the Status field. The X symbol indicates an error with the request transaction; contact your
Vertafore customer support representative for assistance.

The size of an attached electronic file must not exceed 1 megabyte (MB).

To apply for state approval of a new course, see Continuing Education Course Application.

Continuing Education Course Application

You can use the Continuing Education Course Application service to apply to your home state for
approval of new continuing education courses. Then, once the home state application is approved, you
can apply for course approval in reciprocal states (states that accept course applications based on
approval in your home state).

n
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v
Vertafore Continuing Education Course Application

Unleash your potential =
Select Provider
+% = reqguired field
Education
Service Request Provider s A D Banker & Company [~]
Inquiries "
Course Applied To % ) Home State @ Reciprocal State
Sircon Edge
A [T Arizona [T Minnesota [ utan
ministration
[ colorade [l Mississippi [ virginia
[ connecticut  [Z] Nevada O West Virginia
State <
O Georgia O Pennsylvania [T wisconsin
[T 1gano [ south Dakota [C] Wyoming
[Z] Indiana O] Texas

Home | Help | News Releases | FAQ | State Information | NAIC Information

Copyright @ 1998-2012 Sircon Corp. | Email Support | 877-876-4430 | 1500 Abbot Rd Ste. 100 | East Lansing, Ml 48823

Y
© 2016 Vertafore, Inc. Page 39 M Vertafore



Education Provider Services User Guide

l"""'n.*’a-rtelfo::nre'

Usleaih yias poteslial

Online Services

Education

Service Request

Inguiries
Sircon Edge

Administration

Current User
11560 Sam Meyer
Logout

Continuing Education Course Application

Provider Information ]

Provider
Provider Mame A.C. Banker & Company, LLC
EIN 4E-103Z355
Is Provider an Insurer? Mo
Mziling Address and Contzet Informadion for West Virginia
Contact Person
E-mail Address lsurie{@mail.adbanker com
Fax Mumber 124517332
Phone Mumber 200-ZZ5-040E
Ext 214
Line One 5000 College Blvd
Line Two Ste 120
Line Three
City Owerland Fark
State Hansas
Zip Code ©2211

Note: The siale 0oas ot have your contachioaardinator Ifmation on record. Flaass ypdale the Siaie with your primary
camackooaranainr ikmation

Home state Information —

& = requined fiekd
Home State = B

Home State Provider #

1 agree o flie fils course In a1y Home Siate o necele Reclprocky in ofer states. The only ime a Provider |5 aliowed o flie Ina
=iz ofmer fnan R Home State ks e home state as nestriction by k2w on e number of course cnedl RoUrs, ar when
omnenwise allowed by e non-home siate

Course Information —

% = reguired el

Course Title -

Instruction Method & |z|
Fresentation Method = El
Is this course open to Public? % & was 0 Mo
Natignal Insurance Designation? % wae 0 Mo
Examination Required? % & wac 0 Mo

First Presentation Date

Requested credit hours =

State Course Category Hours =

West
Winginia |E|

[ Back | [ Continue | [ Cancel |

Home | Help | News Releases | FAGQ | State Information | NAIC Information

Copyrignt @ 1955-2012 Sircon Carp. | Emall Support | S77-875-4430 | 1500 Anbof Rd 5%2.100 | EastLansing, M 43823
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v
Vertafore: Continuing Education Course Application

Unleash yeur petential

State Requirements —
: West Virginia
Education The West Virginia Office of the Insurance Commizgioner reguires the following documents to be attached to this

i lication:
Senvice Request application

| s * Detaileditimed outline
inguines * CER/Home State Approval Letter

Sircon Edge

Administration (AttachFee o ey

< =reguired field

Document Type E
File %
Attach

Attached Files —

Remaove File Hame Document Type File Size(Bytes)
| Home State Approval Letter pdf Home State Approval Letter 458591

Remove

[ Back ” Continue ” Cancel l

Home | Help | News Releases | FAQ | State Information | NAIC Information

Current User
11580: Sam Meyer

Logout

Copyright © 1998-2012 Sircon Corp. | Email Support | 877-876-4430 | 1500 Abbot Rd Ste.100 | East Lansing, MI 43823
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Vertafore Continuing Education Course Application - Summary

Rsleash your pooestisl
Fleasa review all of he data on Fils page betore you submi e Course Application. Once submiBed, e Course Application will be

Online Services TTENETIE W0 e SIZEIE) ToT raview
Education Provider Information ]
Frovider
Inquiries Provider Mame A.D. Banker & Company, LLC
Sircon Edge EIN 48-1032383

Administration

Is Provider an Insurer? Mo

Mailing Address and Contact Informaton for West Virginia
Contact Person

E-mail Address lsurie@masil. sdbanker.com
Fax Number 2134517833
Fhone Number £00-255-0408
Ext Zt4
Line One 5000 Callegs Blvd
Line Two Stz 120
Line Three
City Owerland Park
State Kanzas
Zip Code &4211

Hote: The Staie 0085 10t ASVE Jour CONBGHEOArINair Infmatan on recam Fieass wyists tha Siate with pour arimary
comtactooardinaior Infrmetion

Home state Information ]

Home State Kansas
Home State Provider # 12345

| agres b flle fils course In my Home S3te to recehe ReciprocRy In ofner states. The only time 3 Prowder §s aliwed B0 flle N3
Sie omer TEn ks Home St2te ks IThe home Sie Mas restriction by 3w on e numder of course cradR Rours, or when
cmerwise aliowed By Bhe nom-home state

Course Information —

Course Title West Virginia FEC 101
Instruction Method Classroom
Presentation Method SeminarWorkshop
Is this course open to Public? as
Matienal Insurance Designation? Mo
Examination Required? Mo
First Presentation Date
Requested credit hours &

State Course Category Hours
West e 60
Virginia

Attached Files
File Mame Document Type
Home State Approval Letter pdf Home State Approwal Letter

Fee Information

State Sircon® Fee State Fee Sub Total
West Virginia 340.00 $0.00 40.00
Total Amount $40.00

Aftestation

Wiast Virginia
By submiing this application, jou agree it you ane auiortzed 1o submill course applications on behall of e provider. Youl
aks0 agres Mat, 1 Me best of your knowlsdge, all infarmation and documents afached 10 Miks Fpplication are current and
accursie.

] Agree “Repuirzg

[(Back ] [ Submit | [ Gancel |

Current User
11560: Sam Meger i Releases | FAQ | State Information | NAIC Information

Logout Copyright © 19852012 Sircon Comp. | Ema ot | STT-GTE-4430 | 1300 Abbct Rd Sie 100 | E3st Lansing. W 48523
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g
Vertafore:

Undewsh yrur peestind
Online Services

Education

Inquiries
Sircon Edge
Administration

Current User
11550: Sam Meyer
Logout

Continuing Education Course Application - Confirmation

ta

Transaction Information ]
State Confirmation [D Course ID Status

West Virginis 11517448 55261 Pending State Review

Provider Information —

Provider
Provider Name A.D. Banker & Company, LLC
EIN 48-1032859

Is Provider an Insurer? Nz
Mailing Address and Contact Informadon for West Virginia
Contact Person
E-mail Address lsurizi@mail. adbanker.com
Fax Number 5124517832
Phone Number 200-255-0402
Ext I14
Line One 5000 Collage Blvd
Line Two Ste 120
Line Three
City Qwerland Fark
State Kanzas
Zip Code 83211

Nole: The siale does nat have your condachicoordinalor inbrmation an record. Plaase ypdake the siale with your primary
CONBETaaNTINGIr It mati

Home state Information ]

Home State Kanzzs
Home State Provider # 12345
agree io flle Tl course In my Home Siate o necale Reclorocky In ofher siales. The only fime a Provider ks allowed o fle ina

Shahe ofneT an Rs Home State ks ITie home state s resiriothon Dy IS on e rumider of Sourse Sredl Mours, o wien
amarwize aliowed Dy e non-homs S

Course Information

Course Title West Virginiz PEC 101
Instruction Method Classroom
Presentation Method SeminarWorkshop
Is this course open to Public? 'Yes

Mational Insurance Designation? Mo
Examination Required? Mo
First Presentation Date
Requested credit hours &

State Course Category Hours
\'?E't Genaral 6.0
Virginia

Attached Files —
File Name Document Type
Home State Approwal Letter pdf Home Stats Approval Letter

Fee Information

State Sircon® Fee State Fee Sub Total
West Virginia $40.00 $0.00 340,00
Total Amount $40.00

[ Done | [ Submit Another Application |

Home | Help | News Releases | FAG | State Information | NAIC Information

Copyright @ 1938-2012 Siroon Comp. | E ort | G77-876-4430 | 1500 Anioct Rd Ste 100 | East Lansing. MI 48823

To open the Continuing Education Course Application page, click the Continuing Education Course
Application link on the Education Services Menu page.

Fields and controls include the following:

e Provider: Select your education provider name from the dropdown menu.

© 2016 Vertafore, Inc.
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e Course Applied to - Home State: Click the radio button to apply for course approval in your
residence state, and then click the radio button that corresponds to your residence state.

e Course Applied to - Reciprocal State: Click the radio button if you have already gained
approval of the course in your residence state and are applying for course approval in a state that
accepts course applications based on home-state approval. Then, click to checkmark the
checkbox(es) that correspond(s) to the reciprocal state(s) to which you want to apply.

e Continue: Click to validate and save existing data and proceed with the process.

e Home State: If you are applying for course approval in one or multiple reciprocal states, select
from the dropdown menu the residence state that has already approved the course for which you
are applying for reciprocal state approval.

e Home State Provider #: If you are applying for course approval in one or multiple reciprocal
states, enter your provider number as recorded with your residence state.

e Course Title: Enter the name of the course.
e Instruction Method: Select from the dropdown menu either "Classroom™ or "Self-Study."”

e Presentation Method: Select from the dropdown menu the media or method by which the course
material is presented.

e Is this course open to the Public?: Click the Yes radio button if the course is open for
enrollment to the public at large, or click the No radio button if only members of a specific
company or organization may enroll in the course.

o National Insurance Designation?: Click the Yes radio button if course credit can be applied
toward national certification programs, or click the No radio button if course credit is course credit
cannot be applied toward national certification programs.

e Course offered by Higher Education Institution?: Click the Yes radio button if the course is
being offered by an accredited college or university, click the No radio button if the course is not
being offered by an accredited college or university.

e Examination Required?: Click the Yes radio button if enrollees must take and pass an
examination to earn course credits, or click the No radio button if enrollees are not required to
take an examination to earn course credits.

e Requested credit hours: Enter the proposed number of credit hours enrollees would earn by
taking and passing the course.

e Course Category: Select from the dropdown menu a course category.

e Document Type: Select from the dropdown menu select the type of supporting document you
are uploading to the system for transmission to the state.

¢ File: Enter the fully qualified path to the document you are electronically submitting to the state.

e Browse: Click to open the Choose File dialog box, allowing you to browse on your system for a
supporting document to upload to the system for transmission to the state.

e Attach: Click to upload the selected supporting document file to the system.

¢ Remove: Click to checkmark the checkbox, and then click the Remove button to remove an
uploaded file.

e Back: Click to return to the preceding page.

e Cancel: Click to return to the Education Services Menu page.

e Submit: Click to submit the course application and accompanying documentation to the selected
state(s) for approval and to display the Confirmation page.
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e Submit Another Application: Click to restart the process with a new course application.

e Done: Click to return to the Education Services Menu page.

Applying for State Approval of a Continuing Education
Course

Use the following steps to apply for state approval of a new continuing education course:
1. Select Provider. Defaults to the provider’s secure account.

Select whether to apply in your Home State or a Reciprocal State.

Select the actual state to which you want to apply for state approval.

Enter course information.

Select document type and attach course documents.

Review the course application summary including fees.

Click to checkmark the Attestation checkbox.

Click the Submit button.

© ©® N o g &~ w DN

Review the course application summary page.
10. Click the Done button to exit.

Notes
The size of an attached electronic file must not exceed 1 megabyte (MB).

You may attach an electronic file in the following file formats only: .DOC, .DOCX, .PDF, .PPT, .PPTX.

To renew state approval of an existing course, see Course Renewal.

The Continuing Education Course Application service can support discounted fees or fee waivers,
based on the number of course applications submitted to a state that allows volume discounts. If you
submit a certain, configurable number of course applications to a participating state within a calendar year
at an established state fee, the state fees for all successive course applications submitted in the same
year can be discounted or waived. For more information, contact the state insurance department.

Course Assignment

Use the Course Assignment service to assign a course owned by one provider (assignor) to be used by
another provider (assignee). Assigned courses have an active date and termination date and cannot be
renewed.
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Course Assignment.: Select State and Assignor Provider

Please satoct the xtste and the provider axsigeing the courss (e ssngnork. You may also enter e Course 1D of the cours:

10 be asxigned.

State Tesms (o0 *

“
ES

Assignor Provider Rame A D Sarsar & Corcany

Course D 17583

* = recuted fea

Copyrge ® (0023012 Secoe Tov. | Frad Jsiar | BITETS-4430 | 1500 Assor Rz Sia 130 | Gaet Laneng, VI 42233

Course Assignment: Sciect Course

Plosse select the cosrse you would like 10 as8ign to another provider:

A D HANKER & COMPANY, LAC, (32723)

2041 Tuxas Avrsity CE Cosree | 4 Veur Rertty Seitabultig) { 35908 § CE-Amvusty 0
2011 Taxan Avrrty CE Coaree-Seft Siacy |4 Howr Anrusy Sutasiby) | 83507 | Cr-amuty 40
2011 Texas Avrrty Traming Caures | BSL70 ) CamtAnrusty 4“0
2011 Taxes Anrutly Traming Course-Sell Sy | 15471 ) Condnrng 40
Araur ML LIC Pattrmtshp Resews Course | 25787 | Ganeral 40
ANIUATIE § COMCEPTS (17881 | Germrat 18
U MKE S5 ETHICS { T111) Em nae
COMPRERENSNVE ANMATY COURSE 1 17637 | Garwral 1no
Civarng Ranaheet Bismers Auts Coverage Foom ( 27843 ) Garmral 48
Coverng Nakatwet M Busnescowners Pulicy { 77431 ) General 40
: ) Cice 20

 ETHICAL BOLUTNONS { 17320 )

ETHICE B THE INSUNANCE MAMCETHLACE | 11461 ) Lihze
Garneral _3s
Ethios far the Ssurasos Prodesslenal | 28075 ) Ethicy 20
FLOOO INSURARCE WFer | 17563 | Gerweal 30
Gt & Litw Tarm and Whale Litw | 23001 | G‘-'m.-l ‘0
Gt 3 Litw Uniyerssl Lide ane VUL | 79093 | Carwral 40
LR & KEALTH ISURANCE ESSENTIALS | 17867 | Garwtal 1e
LOMG TEMM CAKE FPANTMERSHIFS | 21187 ) Cont LT Parmwershop L1
LICH & Mour Hanessal | BOB40 | CEAVC Fartsntship 40
Laewy Term e Pammersivg | 2NTT ) Co LT Parmmratepn LA
MODENN HETIREMERT FLANNNG | 7128 ) Gateeal LT
NATIOMAL FLOOO I SURANCE PROGRAM ( 1127 ) Genrral 30
PERSONAL LIIES ( T122 ) Ganeral 78
2 : Ganecal 7

PROPEATY K CASUALTY INJURANCE ESSENTIALS T |

)
M Vertafore Page 46 © 2016 Vertafore, Inc.



Education Provider Services User Guide

Course Assignment Information
Course Name: FERSONAL LINES
Course Ix 7133

Assignor Provider: 4 D BANCER 8 COMPANY LLC

Assignee Provider
Please enter the Provider ID of the provider who will be assigned this course {the sssignee)

Assigoee Provider 1D 272214 -

Course Assignment: Select Assignee Provider

A

2723}

Copyrgt © 18882012 Sacom Cong | Lans 11 ETT-ETAARN0 | 1500 Asoer A2 St X0

The following questons mest be answered

1) VW psagnee charge more et 29% of e cartfed cowrsa content? Yes # ho
27 YW astigree CAmge e nurber of cartfied Coures Tredt haus? vea ® o
3} W assignes change he type of certfied course credt hours? vea # no
4) W sEsignee wide and use Cuaminations different om Rose develeped Dy assenae? vea ® 5o
S) Wl course be oo A Mepabic? W Yes o
Colandiar datn thal e ssagriment Wil be slfecive (ladey U] 4 2012
Masth Qay Your
VNl & the cabndar dele thal the sasigrmmel wil be hertnated” 5 4 201 *
Mosth Oey

e Felases | FAQ | Slan

e FTaMN

@

et Cory

[

Eaet Lmarg. W a5528

Course Assignment: Questions

Course A Intor
Course Name: PERSONAL LIES Assignor Provider: A D BANKER & COWPANY LLC (32723)
Course I 7113 Assigoee Provider: nawmnce Agents of Dalas {32346
Questions

1900 Apaet RE Bae W0 | Eaat Lamgeg. I 45530

S aawd fee
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Course Assignment: Attestation

Course M!‘gmﬂl lmgrmnlon
Course Name: PIRSONAL LNES Assagnor Provider: A D DANKER & COMPANY, LLC (2723)
Comrse 1x 7122 Assigr Provyder: art sarance Agents of Dalss  (323%6)
Effective Date: Sep s 2012 Open 10 the Public? ves

Torminaton Date: Sep 4 2011

Attestation
Please check the agreement box after reading the toliowing:

W saul thatl we wit conloim 8 e peevisions of I8 TAC §518 20081 ene 18 201304 (¥

] 1agwe #

W ¥ retoved fele

I | . n | WANC

Abbor R Sw 100 | Ex Lansag. W <3321

Copyigm © 13352017 Sives Com. (£ A

Course Assignment: Summary

Course Assignment Information
Course Name: PFERSONAL LNES Asaigoor Providern A D BANKER & COMPANY LLC (32723
Coorse Ik 7133 Assig Provider: t Msurasce Agents of Dadlas (22346
Effective Date: Sep 4, 2012 Open 30 the PatSe? Yas

Terminasion Date: Sep 4, 2013

Course Assignment Fee Summary

Total State Fou 450 .90
Total Secon Feu 20
Totst Fou 50 20

[ ser Mate Lo on | HAK

feyene | Hulp | Py

Loy © 12012 Seven Cop
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Course Assignment: Confirmation F

¢ Your Course Assignment was sgproved by the state.
Cosfimeaton 1D 14347523

Tty Assigned Course - 39853

Course Assignment Information
Course Marmw: SERSONAL LNES Asaignoe Proveder: A O SANKER & COMPANY LLEC (22723
Coursm Kt 7133 Axxignee Provder: ndeperdent haurssce Agenty of Oalas  (2316)
EMuctive Dates Sep 4, 2017 Open 10 the Publc? Ves
Terménation Date: Sep 4, 2012

Course Assignment Fee Summary

Fotal Statw Fon $50 02
Total Secoe Few 1000
Tots Faw 330 02

Course Assignment Questions

WA astignas change Mo IaT 2% of e ContlFed Goume Comtent? Yes
Wil amgree Cange the susiber Of cetifed doune Owdi houns® o
W pgnes Nange M trae 6f 0ot led Goune awdi haws” ves [
W magras Wit one cai examitation el fom these Seicped By amgrer Y hoz

Wil coue be cpen o the puslis?

Course Assignment Attestation

Ve attast itat we will confoem & the provisces of 28 TAZ EF19.900KN and 18 337210 (3

To open the Course Assighment page, click the Continuing Education Course Assignment link on
the Education Services Menu page.

Use the following steps to assign a course:
1. Select a State and an Assignor Provider Name. (Course ID is an optional field.)
Click the Continue button.
Click a radio button to select a course to assign to another provider.
Click the Continue button.

o~ 0D

Enter the provider number of the course "assignee," which is the provider to whom you
wish to assign the course.

o

Click the Continue button.
Answer the questions regarding use of the course after it is assigned.

8. If desired, update the date on which the course assignment will be effective. The date
defaults to today's date.

9. Enter the date on which the assignment of the course will be terminated.
10. Click the Continue button.

11. Read the Attestation. If you wish to move forward with the process, click to checkmark
the | Agree checkbox, and then click the Continue button.

12. Review the Course Assignment Fee Summary. If you agree with all charges and
information, click the Process button to finalize the course assignment.

13. Once the assignment has been processed and approved by the state, you will receive a
confirmation page with a summary of all information. Click the Print icon (.5) to print this
page for your records.

p
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14. Click the Done button to go back to the Education Services Menu page.

Notes
You must enter a valid assignee number in the Assignee Provider ID field.
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Course Completions

Continuing Education Course Completions

Use the Continuing Education Course Completions service to submit information to a state about
individual licensees who have completed a particular course to satisfy continuing education or licensure
requirements.

Continuing Education Course Completions in the State of Idaho

Vertafore

Unlzash your petential

Education

Provider Name  481032959-A.D. Banker & Company ~ = Required

Service Reguest Course ID

Inguiries

Sircon Edge [Submit” Cancel H Change State l
Administration

Course Completion Date (-G yyyy)

Home | Help | News Releases | FAQ | State Information | NAIC Information

Copyright ® 1998-2013 Sircon Corp. | Email Support | 877-876-4430 | 1500 Abbot Rd Ste.100 | East Lansing, M1 48823

)
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[~ signment: Sclect

Plosse select the cosrse you would like 10 as8ign to another provider:

A D HANKER & COMPANY, LAC, (32723)

2041 Taxas Avreity CE Cosree | 4 Veur Rrmutty Seitatuliy) { 35903 ) cE “"""l o
© 2071 Tanan Aoy CE Comrue- St Stcty 1 Hour Aneusy Sutasites) | BS507 | b o
2511 Texas Avrurty Tramisg Cauree | BSE70 ) CamtAnrusy 4“0
2011 Taxas Anrutly Tramisg Course-Sell Sty | 5471 ) Cont Avrniity 40
Araw NG LIC Pattrmtshp Nesewst Course | 28787 | Goarecal 40
ANLATIE § CONCEPTS (17861 | Germrat s
PUNBKESSE ETHICS { T111 ) Emaos mao
COMPREHRENSNVE ANMATY COURSE 1 17637 | Ganwral |:\ a
Covarng Nansnaet Bismers Auts Coverage Foom ( 27493 ) Garmral 4B
Covenng Nakatwet M Busmescowners Pulicy { 77431 ) General 40
| ETHICAL BOLUTIONS { 17520 ) o :-::. 7:07
ETHICE B THE INSURANCE MAMCETILACE | 11461 ) Cihze

Garwral 2
Ettica e

FLOCO INSURARCE 1w | 17563 | Gereal

Gt & Lifw Tarm and Whole Liw | 23001 oamm an.
e Uniwnraal Lite 3ng VUL | 79093 Oareral 40
LIFE & MEALTH B SURANCE ESSENTIALS | (T267 ) Garwtal 18
LOMG TENM CRRE PANTHERSHIFS | 21187 ) Con LTC Parmrershon "0
LIGH & Mour Hatewal | B0848 | CELTC-Farswtshiy 4“0
Loy Ferm Care Sarmersivg | 23077 | ConlIC Pamruraten L]
MODENN HETIREMENRT FLANMING | 7128 ) Gareeal 180
NATIONAL FLOOD IMSURANCE PROGRAM ( 1127 Comrwnral 20
PERSONAL LIIES ( 7123 ) Gareral 78
PROPEATY & CASUALTY 1N SURANCE £ SSUNTIALS § 7128 | Gararal 78
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Continuing Education Course Completions in the State of Idaho

e
Vertafore-
Unleash your potential
) Provider:
Education Course:

Service Reguest

481032959 - AD. BANKER & COMPANY
3182766 - Self Course ID
Course Category : Property

Sircon Edge

Administration

Inquiries Submit Method () National Producer Number

Course Completion Date

@ License Mumber

* Required (mm-cdd00y)

* Required

Enter the License Number and Last Name of Successful Students
License Number and Last Name are required.

License Number Last Name

License Number

Last Name

Copyright @ 1998-2013 Sircon Corp. | Email Supp

Home | Help | News Releases | FAQ | State Information | NAIC Information

ort | BFT-876-4430 | 1500 Abbot Rd Ste.100 | East Lansing, M| 48823

To open the Continuing Education Course Completions page, click the Continuing Education

Course Completions link on the Education Services Menu page.

Fields and controls include the following:

e Please select a State: Required. From the dropdown menu, select the state to which you want to

submit continuing course completion information.

e Provider Name: Required. From the dropdown menu, select the education provider firm or

organization of the continuing education course provider.

e Course ID: Enter the identification number of the continuing education course.

e Course Completion Date: Enter the date on which the continuing education course was

completed. (Use the mmddyyyy date format.)

e Submit: After selecting a state, click to enter provider and course information. After entering
provider and course information, click to enter class roster information. After entering class roster
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information, click to submit the continuing education course completion information to the
selected state.

e Cancel: Click to leave the page without running the inquiry.
e Change State: Click to select a different state to which to submit course completions.

e Course ID: From the list of courses, click the link that corresponds to the course for which you
want to submit course completion information.

e Course Offering: From the list of courses and course offerings, click the link that corresponds to
the course offering for which you want to submit course completion information.

e Submit Method: Click a radio button corresponding to the method by which to identify producers
who successfully completed the course: SSN, National Producer Number, or License Number (in
the selected state).

o |dentifier: Student or instructor identifier. Enter any of SSN, National Producer Number, or
License Number (in the selected state)

e SSN: Enter the Social Security Number of students who successfully completed the course or of
instructors who led the course.

o National Producer Number: Enter the National Producer Number (NPN) of students who
successfully completed the course or of instructors who led the course.

e License Number: Enter the state license number of students who successfully completed the
course or of instructors who led the course.

e Last Name: Enter the last names of the students who successfully completed the course or of the
instructors who led the course.

e Continue Processing: On the Confirmation page, click to post additional class schedules for
other courses.

Use the following steps to submit a CE course completions roster:

1. From the Select a State dropdown menu, select the state where you want to record a
continuing course completion in the regulatory database.

Click the Submit button. The Course Information page will open.

3. Required. In the Provider ID field, enter the identification number of the continuing
education course provider.

In the Course ID field, enter the identification number of the continuing education course.

In the Course Completion Date field, enter the date on which the continuing education
course was completed. (Use the mmddyyyy date format.)

6. Click the Submit button. The Submit Method page will open.

7. To identify producers who completed the course by their Social Security Numbers, click
the SSN radio button, or to identify producers who completed the course by their National
Producer Numbers (NPN), click the National Producer Number radio button, or to
identify producers who completed the course by their license numbers in the selected
state, click the License Number radio button. After you make your selection, the Course
Roster page will open. Header information on this page shows the course provider name
and ID, the course name and ID, the course category, the number of credit hours, and the
course completion date. The page also contains rows of fields in which you can record
identification data of the producers who completed the course.
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8. If you chose on the Submit Method page to identify producers by their Social Security
Numbers, in the top and leftmost SSN field, enter the Social Security Number of a
producer who successfully completed the course, or if you chose on the Submit Method
page to identify producers by their National Producer Numbers (NPN), in the top and
leftmost NPN field, enter the National Producer Number (NPN) of a producer who
successfully completed the course, or if you chose on the Submit Method page to
identify producers by their license numbers in the selected state, in the top and leftmost
License Number field, enter the license number of a producer who successfully
completed the course.

9. Inthe Last Name field, enter the last name of a producer who successfully completed the
course.

10. Repeat steps 8 and 9 to enter the information in successive fields for other producers who
completed the course.

11. At the bottom of the page, enter the identifier (SSN, NPN, or License Number) of the class
instructor(s).

12. Enter the number of hours the class instructor(s) is to be credited for teaching the class in
each course category displayed (i.e., Flood, General, etc.).

13. When you are finished, click the Submit button. The system will transmit continuing
education course completion information in the selected state database for the identified
students. The Confirmation page will open. This page displays confirmation information
about continuing education course completion record, including Confirmation Number(s),
Reference ID, and the Social Security Number, First and Last Name, and Birth Date (if
entered) of each producer you entered in the record.

14. To process another continuing education course completion record, click the Process
Another button. The Course Information page will re-open.

15. To complete the operation, click the Cancel button.

Notes

The Student Last Name field is required only in certain states; however if you enter a value in the
Student Last Name field, then it will be validated against the state database. If your state does not
require last name information and you do not enter a value in the Student Last Name field, then only the
data that you do enter will be used for validation.

If you do not enter information in the Course ID or Course Completion Date fields, when you click the
Submit button the Continuing Education Course Completions page will refresh and display a list of all
of your company’s or organization’s CE current courses and course offerings that are approved in the
state you selected. Locate the specific class for which you want to enter roster information, and click the
corresponding Course ID or Offering ID link to continue.

The total instructed hours must equal the total number of credit hours for the course.

Errors identified on the confirmation page are typically the result of incorrect data entry. If you receive an
error, use the error description to pinpoint the error. Resolve the error, and then resubmit the information.

To print any page, select the Print option from your browser toolbar.

Upload Continuing Education Course Completions

Use the Upload Continuing Education Course Completions page to select your course completions
record file and upload it to Education Provider Services.

)
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VVEI'IafOI'E‘ Upload Continuing Education Course Completions

Unleash your potential

Education

Senvice Request .
File to upload:

Inguiries

Administration

Please select & file to upload that is in comma separated format. See help for further details on the file format.

By using this service, you agree to the Terms and Conditions.

Home | Help | News Releases | FAQ | State Information | NAIC Information

Copyright ® 1988-2012 Sircon Corp. | Email Support | 877-875-4430 | 1500 Abbot Rd Ste. 100 | East Lansing, MI 43823
€ Choose File to Upload
—
Cu v, | . » Libraries » Documents » MyDocuments » CE Demonstrations - Sircon CX »
Organize v New folder
/T Favorites Documents library
Bl Desktop CE Demonstrations - Sircon CX
& D load
I owTioacs Brochures

1= R t Pl
il hrcentFlaces FINRA Demos 11-26-08

Provider Renewals
Provider Sircon CX Fees 2010
PSI Partnership & LP
“L]1 - National CE Upload File - SAMPLE.csv

Bl Desktop
.~ Libraries

<] Documents

‘h hiteac 12 - National CE Upload File - SAMPLE. csv
=) Prctures 32009 Texas Education Provider Services.pdf
B Videos (#2012 National CE Upload File - SAMPLE.csv

: ?::’n:f:eT + Cancel a course offering.htm

g 12, CE Dashboard 3-12-09.png

G‘ﬁ Network

“4| CE Data Course Completions - Template.csv

“L|CE Demos - TX1 - Sam Meyer - Upload Course Completion Spreadsheet.csv

L] CE Demos - TX 2 - 6 TX producers - Upload Course Completion Spreadsheet.csv
L] CE Demos - TX 3 - Upload Course Completion Spreadsheet.csv

L) CE Demos - Upload Course Completion Spreadsheet.csv

(53 Control Panel

& Recycle Bin

To open the Upload Continuing Education Course Completions page, click the Upload Continuing
Education Course Completions link on the Education Services Menu page.
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Before you can upload a course completions record file, first you must format your data so that it is
readable by Education Provider Services.

The course completions upload function requires a comma-separated format file, or *.csv. To format your
course completions record file, we recommend the use of a spreadsheet application, such as Microsoft®
Excel®.

Use the following instructions for formatting a course completions file using a spreadsheet application:

1.
2.

© ©® N o2

Launch a spreadsheet application, such as Microsoft® Excel®.

With a new, blank spreadsheet open, using consecutive cells in Row 1, enter the field names as
expressed in the Field Name column of Basic Education Provider Services Course Completions
Upload File Layout Requirements.

The field names you enter in Row 1 constitute the file’s header row. The header row will make it
easier for you to enter course completion data in the correct fields. However, the course
completions upload function will ignore header row data.

In the appropriate cells in Row 2 of the spreadsheet, enter actual data from the first course
completion record. For example, enter the first record’s state abbreviation in the State field, enter
the first record’s provider organization ID number in the Provider ID field, etc.

Enter the data from the second course completion record in the appropriate cells in the next row
on the spreadsheet.

Repeat step 4 until you have entered all of the course completion records on their own separate
rows on the spreadsheet.

When you are finished, from the File menu, select Save As. The Save As dialog box will open.
From the Save As Type drop-down menu, select CSV (Comma Delimited) (*.csv).
In the File Name field, enter a name for the course completions record file.

Using the navigation options on the Save As dialog box, browse for a location on your system to
save the course completions record file.

. Click the Save button. The Save As dialog box will close.
11.

Click the OK button on any message box asking you to confirm your choice to save the file in the
CSV format. Your file is now saved in a comma-separated format and is ready for upload to
Education Provider Services.

With your course completions file properly formatted, use the following instructions to upload the file to
the system for processing:

1.

3.

On the Upload Continuing Education Course Completions page, click the Browse button.
The Choose File dialog box will open.

Use the navigation options on the Choose File dialog box to locate the course completions
record file (*.csv) on your system.

When the correct file name appears in the File Name field, click the Open button. The Choose
File dialog box will close, and the system path to the file will appear in the File to Upload field.

4. Click the Submit button. Education Provider Services will import and validate the file. When it
is finished, the File Load Results page will appear. (For more information, see File Load
Results.)
© 2016 Vertafore,
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Notes

To help ensure system validation of your data, please refer to Course Completions Upload File Layout
Requirements.

You may be able to export the required data in the required file layout and format directly from your

company's learning management or other education tracking system. Consult the help system of the
other system for more information.

The Student Last Name field is required only in certain states; however if you enter a value in the
Student Last Name field, then it will be validated against the state database. If your state does not
require last name information and you do not enter a value in the Student Last Name field, then only the
data that you do enter will be used for validation.

You may upload a maximum of 200 course completions per file.

If you include a header row or line in your upload file, it will appear as an errored record on the File Load
Results page. Do not be alarmed; the submission process will continue to take place for all course
completion records that pass validation. It is not necessary to correct the header row or line.

Don’'t worry if a course completion record does not contain data to satisfy all of the fields identified in the
header row. For fields where there is no data to enter, simply leave them blank. Use caution, however,
not to enter data in the wrong field.

Basic Education Provider Services Course Completions
Upload File Layout Requirements
Use the table below as field reference when entering data in the course completions upload file.

IMPORTANT: If you are using ProviderEDGE to submit course completions to all 51 national regulatory
jurisdictions, ignore the file layout below and instead refer to ProviderEDGE Course Completions Upload
File Layout Requirements instead.

Column Field Name Description Req?

A State Must be a valid 2-letter state abbreviation. See v
Codes.

. Must be alphanumeric
B Provider ID Y
Must be 10 characters or less

Must be 25 characters or less
C Course ID ) Y
Must be alphanumeric

Must be in the format MM-DD-YYYY
Must contain a valid month, day, and year

. Note: If you are using a spreadsheet application
D Course Completion Date such as Microsoft Excel, do not allow leading zeros|Y
to be stripped from the date formatting. Bracket
date values with apostrophe (‘) symbols to
preserve leading zeroes, or format all cells in the
spreadsheet as TEXT, rather than Excel’s native

n
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GENERAL format.

Note: Each state has its own submission deadline
rules regarding the maximum number of days after
the Course Completion Date that it will accept
course completion information. For more
information, see State-Specific Requirements.

] Must be in the format MM-DD-YYYY
E Course Begin Date ) . N
Must contain a valid month, day, and year

Must be 5 characters or less

Must be a in the format HH:MM. For example,
F Course Begin Time 08:30, and 18:30 are valid values. N

May contain only letters, numbers, spaces, or
punctuation

Must be between 2 and 10 characters
G Course Address Postal Code [Must not contain consecutive symbols N

May contain only digits, hyphens, or spaces

Must be a number
Must not have more than 5 total digits

H Instructor Credit Hours No more than 2 digits may succeed a decimal N
point

Not allowed if Course Hours is entered

Must contain 4 or 9 digits, or in the following
format: ##H-tHt-HiHH

Must be between 4 and 11 characters long

May contain only numeric digits and dashes.
I Student SSN ) ] o N
Note: Either a nine-digit SSN or the last four digits

of the SSN may be accepted, depending on the
state. Dashes are not required but may be used.
For more information, see State-Specific
Requirements.

J Student NPN Must be 10 digits or less N

) Must be alphanumeric
K Student License Number N
Must be 15 characters or less

Must be between 2 and 35 characters long
Must start and end with a letter
L Student Last Name Must not contain consecutive symbols N

May contain only letters, commas, spaces,
hyphens, apostrophes, or periods

M Instructed Category Code Must contain only letters and digits. N

)
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Must be 10 characters or less

Note: Valid values are state-specific. See Codes.

Virginia and Maryland allow usage of an Identifier ("Smart ID") to identify a student.

Column Field Name Description Req?

Must be a valid 2-letter state abbreviation. See

A State Codes.

. Must be alphanumeric
B Provider ID Y
Must be 10 characters or less

Must be 25 characters or less
C Course ID ) Y
Must be alphanumeric

Must be in the format MM-DD-YYYY
Must contain a valid month, day, and year

Note: If you are using a spreadsheet application
such as Microsoft Excel, do not allow leading zeros
to be stripped from the date formatting. Bracket
date values with apostrophe (‘) symbols to

D Course Completion Date preserve leading zeroes, or format all cells in the |y
spreadsheet as TEXT, rather than Excel’s native
GENERAL format.

Note: Each state has its own submission deadline
rules regarding the maximum number of days after
the Course Completion Date that it will accept
course completion information. For more
information, see State-Specific Requirements.

_ Must be in the format MM-DD-YYYY
E Course Begin Date ] . N
Must contain a valid month, day, and year

Must be 5 characters or less

Must be a in the format HH:MM. For example,
F Course Begin Time 08:30, and 18:30 are valid values. N

May contain only letters, numbers, spaces, or
punctuation

Must be between 2 and 10 characters
G Course Address Postal Code [Must not contain consecutive symbols N

May contain only digits, hyphens, or spaces

) Must be a number
H Instructor Credit Hours o N
Must not have more than 5 total digits

n
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No more than 2 digits may succeed a decimal
point

Not allowed if Course Hours is entered

| Identifier

"Smart ID"
Can be an NPN or Resident State License Number
Must be alphanumeric

Must be 20 characters or less.

J Student Last Name

Must be between 2 and 35 characters long
Must start and end with a letter
Must not contain consecutive symbols

May contain only letters, commas, spaces,
hyphens, apostrophes, or periods

K Instructed Category Code

Must contain only letters and digits.
Must be 10 characters or less

Note: Valid values are state-specific. See Codes.

Pre-licensing Education Course Completions

Producers often are required to successfully complete one or more pre-licensing education courses to
qualify for licensure in a state. The Pre-licensing Education Course Completions service allows you to
record pre-licensing course completions with the appropriate states.

Administration

v Pre-licensing Education Course Completions in the State of Utah
Vertafore
Unleash your potential
Education Provider 1D * Required
Service Request Course ID * Required
» Course Completion Date * Required (mm-dd-yyyy)
Inquiries
Sircon Edge ’ Continue H Cancel H Change State l

Home | Help | News Releases | FAQ | State Information | MAIC Information

Copyright © 1998-2012 Sircon Corp. | Emsil Support | 877-876-4430 | 1500 Abbot Rd Ste.100 | East Lansing, Ml 48823
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Vertafore

Unleash your potential

Pre-licensing Education Course Completions in the State of Utah

>4 Vertafore

Education Provider : 156741 - AD BANKER & COMPANY LLC
e Request Course : 25571 - PE Intermediate 102
Course Category : Property & Casualty
Inquiries Credit Hours : 2.00
Sircon Edge Course Completion Date : 09-02-2012
Admimstaton Enter the Successful Students Information
* = Required Enter Addresses
Last * First * Middle
Suffix SSN = (Last four digits) Birth Date = (mm-ddyyyy)
Last * First * Middle
Suffix SSN = (Last four digits) Birth Date * (m-ddyyyy)
Last * First = Middle
Suffix S5N = (Last four digiis) Birth Date # (r-dd-y)
Last * First = Middle
Suffix SSN = {Last four digits) Birth Date * (im-ce-yyyy)
Last * First * Middle
Suffix SSN = (Last four digiiz) Birth Date * (m-dd-y)
Last * First = Middle
Suffix S5N {Last four digits) Birth Date = (Hir-ddyyYY)
Current User Last * First = Middle
11560° Sam Meyer Suffix SSN (Last four digits) Birth Date * (im-ce-yyyy)
Logout Last * First « Middle
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Pre-licensing Education Course Completions in the State of Utah

L
Vertafore

Unleash your potential

Confirmation

Education

Service Request Provider : 156741 - AD BAMKER & COMPANY LLC
Inguiries Course : 25571 - PE Intermediate 102

Sircon Edge Course Category : Propery & Casualty

Credit Hours : 2.00

Administration l
Course Completion Date : 09-02-2012

Course completion(s) have been successfully processed.

Confirmation ID Reference ID 55N Name Birth Date
11517456 5] W0-0-5123 Meyer, Sam 12-21-1947
[ Process Ancther ] [ Main Menu l

Home | Help | News Releases | FAQ | State Information | NAIC Information

Copyright @ 1988-2012 Sircon Corp. | Email Support | 877-876-4430 | 1500 Abbot Rd Ste. 100 | East Lansing, MI 43823

To open the Pre-licensing Education Course Completions page, click the Pre-licensing Education
Course Completions link on the Education Services Menu page.

Fields and controls include the following:

o Please select a State: Required. From the dropdown menu, select the state in which you want to
submit pre-licensing education course completion information.

e Provider ID: Required. Enter the state identification number of the pre-licensing education course
provider.

e Course ID: Required. Enter the identification number of the pre-licensing education course.

e Course Completion Date: Required. Enter the date on which the pre-licensing education course
was completed. (Use the mm-dd-yyyy date format.)

e Submit: After selecting a state, click to enter provider and course information. After entering class
roster information, click to submit the pre-licensing education course completion information to
the selected state.

e Continue: Click to enter class roster information.

e Cancel: Click to return to the Education Services Menu.

e Change State: Click to select a different state in which to maintain course offerings.

e Enter Addresses: Click to display fields in which to enter student address information.

e Last: Enter the student's last name.

e First: Enter the student's first name.

e Middle: Enter the student's middle name.

o Suffix: Enter the student's name suffix, if any (e.g., "Jr.," "lll," etc.)

e SSN: Enter the Social Security Number of a student who successfully completed the course.
e Birth Date: Enter the student's date of birth. (Use the mm-dd-yyyy date format.)

e Line One: Enter the student's street address of the location where the class will be offered.

p
© 2016 Vertafore, Inc. Page 63 M Vertafore




Education Provider Services User Guide

e Line Two: Enter additional address information for the student.

e City: Enter the student's city of residence.

e State: Select from the dropdown menu the student's residence state.
e Postal Code: Enter the student's zip code.

e Phone: Enter the student's phone number.

e Process Another: On the Confirmation page, click to post additional class schedules for other
courses.

e Main Menu: On the Confirmation page, click to return to the Education Services Menu page.

Use the following steps to submit a PE course completions roster:

1. From the Select a State drop-down menu, select the state in whose regulatory database
you want to record a pre-licensing course completion.

Click the Submit button. The Course Information page will open.

3. Inthe Provider ID field, enter the identification number of the pre-licensing education
course provider.

4. Inthe Course ID field, enter the identification number of the pre-licensing education
course.

5. Inthe Course Completion Date field, enter the date on which the pre-licensing education
course was completed. (Use the mm-dd-yyyy date format.)

6. Click the Continue button. Education Provider Services will validate course information
against the selected state database. The Course Roster page will open. Header
information on this page shows the course provider name and ID, the course name and
ID, the course category, the number of credit hours, and the course completion date. The
page also contains rows of fields in which you can record identification data of the
producers who completed the course.

7. If you are not required by the selected state to enter student address information, proceed
to step 8, or if you are required by the selected state to enter student address information,
click the Enter Addresses button.

8. Inthe topmost SSN field, enter the Social Security Number of a student who successfully
completed the course. (Required.)

9. Inthe topmost Last field, enter the student's last name. (Required.)

10. In the topmost First field, enter the student's first name. (Required.)

11. In the topmost Middle field, enter the student's middle name.

12. In the topmost Suffix field, enter the student's name suffix, if any (e.g., "Jr.," "lll," etc.).

13. In the topmost Birth Date field, enter the student's date of birth. (Use the mm-dd-yyyy
date format.)

14. If you are not required by the selected state to enter student address information, proceed
to step 20, or if you are required by the selected state to enter student address
information, enter the student's street address in the Line 1 field.

15. In the Line 2 field, enter the student's additional street address information, if any.

16. In the City field, enter the student's city of residence.

n
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17. From the State dropdown menu, select the student's residence state.
18. In the Postal field, enter the student's Zip Code.
19. In the Phone field, enter the student's phone number.

20. Repeat steps 8 through 19 to enter the information in the fields on the succeeding rows
for other students who completed the course.

21. When you are finished, click the Submit button. Education Provider Services will transmit
pre-licensing education course completion information in the selected state database for
the identified students. The Confirmation page will open, displaying confirmation
information about pre-licensing education course completion record, including
Confirmation Number(s), Reference ID, and the Social Security Number, First and Last
Name, and Birth Date (if entered) of each producer you entered in the record.

22. To process another pre-licensing education course completion record, click the Process
Another button. The Course Information page will re-open, or to complete the
operation, click the Main Menu button. The Education Services Menu page will open.
(For more information, see Education Services Menu Page.)

Notes

To obtain your company’s or organization’s Provider ID, click the Click here to view your organizations
link on the Maintain User Profile page. (For more information, see Maintain User Profile.)

To print any page, select the Print option from your browser toolbar.

Upload Pre-licensing Education Course Completions

Use the Upload Pre-Licensing Education Course Completions page to select your course completions
record file and upload it to Education Provider Services.

To open the Upload Pre-Licensing Education Course Completions page, click the Upload Pre-
Licensing Education Course Completions link on the Education Services Menu page.

Before you can upload a course completions record file, first you must format your data so that it is
readable by Education Provider Services.

The course completions upload function requires a comma-separated format file, or *.csv. To format your
course completions record file, you may use a spreadsheet application, such as Microsoft® Excel®.

The following sections provide instructions for using either formatting method:
1. Launch a spreadsheet application, such as Microsoft® Excel®.

2. With a new, blank spreadsheet open, using consecutive cells in Row 1, enter the following field
names (refer to the illustration below):

= State

= Provider Number

= Course Number

= Course Completion Date
= SSN
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= Last Name

= First Name

= Middle Name

= Suffix

= Birth Date

= Mailing Address Line One
= Mailing Address Line Two
= Mailing Address City

= Mailing Address State

= Mailing Address Postal Code
= Business Phone Number

The field names you enter in Row 1 constitute the file’s header row. The header row will
make it easier for you to enter course completion data in the correct fields. However, the
course completions upload function will ignore header row data.

3. Inthe appropriate cells in Row 2 of the spreadsheet, enter actual data from the first course
completion record. For example, enter the first record’s state abbreviation in the State field, enter
the first record’s provider organization ID number in the Provider Org ID field, etc.

4. Enter the data from the second course completion record in the appropriate cells in the next row
on the spreadsheet.

5. Repeat step 4 until you have entered all of the course completion records on their own separate
rows on the spreadsheet. (Refer to the illustration below.)

When you are finished, from the File menu, select Save As. The Save As dialog box will open.
From the Save As Type drop-down menu, select CSV (Comma Delimited) (*.csv).

In the File Name field, enter an 8-character name for the course completions record file.

© © N o

Using the navigation options on the Save As dialog box, browse for a location on your system to
save the course completions record file.

10. Click the Save button. The Save As dialog box will close. Your file is now saved in a comma-
separated format and is ready for upload to Education Provider Services.

n
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E3 Microsoft Excel - PATest2.csv

@_] File Edit ‘iew Insert Format Tools Data  RoboPDF Window  Help  Adobe PDF Type aquestionforhelp = o & X
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ERG Rt W I Mo B N | [ ) - | ¥4 Reply with Changes... End Review... !

=k HElEYE )

ﬁSnagIt 21 | windaw - !

Al - fe State
A | e | ¢ | o | E | F | 6 | H | 1 | J | kK | L=

1 |State Provider NiCourse Nu Course Co S3N Last Marne First Name Middle MNar Suffix Birth Date Mailing Ad Mailing —
2 PA 37846 100539 BA30S2006 111111111 Festoon  Barth 12/3/1969 123 Mocki Sormew
| 3 |PA 37846 27661 B/30/2006 222200003 Pending | Patricia 11/4/1970 555 West | Sormewl
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| 5 |
| B |
| 7 |
|8 |
| 9 |
10|
11
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1 13 |
14 |
1 15 |
|16 |
17|
18 |
19
| 20|
21|
|22 |
123 |
|24 | £
|25 |

26
o7 | \/
4 4 » w[\PATest2 / < | »
Ready

1. Onthe Upload Pre-Licensing Education Course Completions page, click the Browse
button. The Choose File dialog box will open.

2. Use the navigation options on the Choose File dialog box to locate the course
completions record file (*.csv) on your system.

3. When the correct file name appears in the File Name field, click the Open button. The
Choose File dialog box will close, and the system path to the file will appear in the File to
Upload field.

4. Click the Submit button. Education Provider Services will import the file. When it is
finished, the File Load Results page will appear. (For more information, see File Load
Results.)

Notes

To help ensure system validation of your data, please refer to PE Course Completions Upload File Layout
Requirements.

Y
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You may be able to export the required data in the required file layout and format directly from your
company's learning management or other education tracking system. Consult the help system of the
other system for more information.

The Student Last Name field is required only in certain states; however if you enter a value in the
Student Last Name field, then it will be validated against the state database. If your state does not
require last name information and you do not enter a value in the Student Last Name field, then only the
data that you do enter will be used for validation.

You may upload a maximum of 200 course completions per file.

If you include a header row or line in your upload file, it will appear as an errored record on the File Load
Results page. Do not be alarmed; the submission process will continue to take place for all course
completion records that pass validation. It is not necessary to correct the header row or line.

Don’t worry if a course completion record does not contain data to satisfy all of the fields identified in the
header row. For fields where there is no data to enter, simply leave them blank. Use caution, however,
not to enter data in the wrong field.

Pre-Licensing Education Course Completions File Layout

Requirements

Use the table below as field reference when entering data in the course completions upload file.

Column Field Format Description Req?

A State 2 characters. State value must be Y
identical in all records in a
file.

B Provider Number Numeric. The state-specific Sircon Y
provider ID. No commas
allowed.

C Course Number Numeric. The state-specific Sircon Y
course ID. No commas
allowed.

D Course Completion Date MM/DD/YYYY Enter the course end date. |Y

E SSN 9 digits plus optional Y

dashes.

F Last Name 2-35 characters. Must contain minimum two |Y
letters.

G First Name 1-25 characters. Numbers and double quotes|Y
not allowed.

H Middle Name 0-25 characters Numbers and double quotes |N
not allowed.

I Suffix 0-3 characters Numbers and double quotes |N
not allowed.
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J Birth Date MM/DD/YYYY. Y
K Mailing Address Line One  |0-40 characters N*
L Mailing Address Line Two  [0-40 characters N*
M Mailing Address City 0-25 characters N*
N Mailing Address State 0-10 characters N*
O Mailing Address Postal Code [XXXXX OF XXXXX-XXXX N*
P Business Phone Number 10 digits plus optional N*
dashes
*May be either required or optional, depending on the state. For more information, see State-Specific Requirements.

File Load Results

Use the File Load Results page to review and confirm the results of the course completions record file
upload process.

L Vertafore Upload Continuing Education Course Completions: File Load Results
{ Guine senvices "}
CAcx e suted DUtoo It sand Daded *Ows o e stare o procainry
Provider AD._ Banker & Company
Service Type Cowsa Campletion Maintenanca
Request (ate 02052010
Sute Parrsyteana
Requestor Trh Seedng

Row ST Provides 1D Course ID End Date Begin Dote  Begin Time Postal Cd  bnsar Hos™  Mdentifior  Last Name  losir Cot Cd™
1 Pa 3748 192161 oVI62018 E702010 0500 1231 123452758  WALTER

Subma | | Cancel

™ AW TEITUCHSr e mety CF cresh! for Seaching 3 coerae

Home | Help | Nows Releases | FAQ | State Information | NAIC Information

Copyrght & 19582013 Secan Caep U77-£76-4230 | 1500 Alstet A4 Sie 180+ East Larang Vi 48823

The top part of the page displays summary information about this transaction, including Subscriber
Name, Request Date, and Requestor. This information is transmitted to the state along with the course
completion data.

Below the summary information is a list of all course completion records that have been uploaded to
Education Provider Services in this upload session. The records are sorted in ascending order by row
number. The list provides the following visual information about the status of the uploaded records:

e Records displaying black text characters have been successfully validated and are ready for
transmission to the state. (Regular processing fees will be charged for these records regardless
of whether they are processed or not processed because of state-validation errors.)

p
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e Records displaying red text characters and error messages have not passed validation and will
not be transmitted to the state. Read the contents of the error message and make necessary
corrections to the upload file before again attempting upload to Education Provider Services.
(Records containing validation errors will not be transmitted and will not incur a processing fee.)

To submit validated records to the state, click the Submit button. When the operation is complete, the
State Submission Results page will open. (For more information, see Reviewing State Results.)

Notes

If you include a header row or line in your upload file, it will appear as an errored record on the File Load
Results page. Do not be alarmed; the submission process will continue to take place for all course
completion records that pass validation. It is not necessary to correct the header row or line.

State Submission Results

Use the State Submission Results page to review the education course completion records that have
been successfully transmitted to the state in this session.

L Vertafore Upload Continuing Education Course Completions: State Submission Results
| Ontine Services |
1 Provider AD Banker & Company
Service Type Course Comgletion Mamtensnce
Request Date 08-05-20%0
Stote Pannsyhanis
Requestor Tnsh Steding
Coorsa: 1101 . Etfactve Praparty & Cannty Soktens

Raw  Ideatitier Name Coafl) Status Ref 10 Massage
[ 123484700 1048313 Processas 432113

[Dona |

Home | Help | Mows Releases | FAQ | State Information | NAK. Information

Copyrgtt ©@ 15082013 Sezen Corp BTT-EPe-4430 | 1500 Athel R Ste 100 | Ean Lanang NI 45223

The top part of the page displays summary information about this transaction, including Provider ID and
Name, Service Type, Request Date, State, and Requestor. This information was transmitted to the
state along with the course completion data.

Below the summary information is a list of all course completion records that were transmitted to the state
in this upload session. Records are sorted by Course Name, Offering ID, and row humber.

Each record contains a confirmation number (Conf ID) to track successful transmission to the state. Only
processed records contain a reference number (Ref ID). A record not processed because of a state-
validation error will display an error message in the Message field. Note that all records submitted to the
state are charged regular fees, regardless of whether they were processed or not processed because of
errors.

You may use the Print command in your browser to print the State Submission Results page, if desired.

When you are finished, click the Done button.

n
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Provider Maintenance

Provider Application

Use the Provider Application service to apply for approval to offer continuing education courses in a
state. The service also can be used to approve pre-licensing education providers in a state that does not
require a separate pre-licensing education provider application.

- Vertafore

I Crévs Services S Provider Application: Provider Information

Plwass provide the lollowing isfcemation for Provider Application.
Sute:  Toxm =]~
Provider Name:  AD Sarker *

ALY K000 EIN. TX1234567 &

&« rganes e

Homs | Halp | News Reluases | FAQ | Staw Infoosation | NAIC Infoemation

Copyvgre @ TE84.207) Sevom Corp ot | E77. 608200 | VEDG Aot R She 100 | Eaat L), M S840

)
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Vertafore Provider Appiication: Region information
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To open the Provider Application page, in the Provider Maintenance group, click the Provider
Application link on the Education Services Menu page.

Applying for State Approval

Use the following instructions for applying for state approval to offer education provider services:

1. Onthe Education Provider Services menu, in the Provider Maintenance group, click the
Provider Application link.

2. Onthe Provider Application: Provider Information page, enter the application State, Provider
Name, and EIN number in each of the given fields.

3. Click the Continue button. The Provider Application: Demographics Information page will
open.

4. Enter demographic information in the fields provided, including:

o Domicile State

o Provider Type

o Mailing Location Address

o Business Location Address

o CE Address

o DBA Aliases (optional)

o Approved Provider Representative

o Website Address (optional)
5. Click the Continue button. The Provider Application: Background Questions page will open.
6. Answer honestly all background questions. The question set is unique to each state.

7. Once you have answered all required background questions and uploaded all required supporting
documentation, click the Continue button. The Provider Application: Region Information page
will open.

8. Select the presentation methods of the courses you will offer in the state.

If you selected a Classroom presentation method, select the geographic region(s) in the state in
which the courses will be offered.

10. Click the Continue button. The Provider Application: Attach File page will open.

11. Read the state's requirements for additional documentation, and then, if necessary, browse for an
electronic document file on your computer or network to attach to the application.

12. Click the Attach button to attach the electronic file to the application.
13. Click the Continue button. The Provider Application: Summary page will open.

14. Review the Summary of Fees information, as well as the other information you entered on the
application.

15. In the Attestation section, click to checkmark the | Agree checkbox.

16. When you are ready, click the Process button to transmit your application to the state. The
Provider Application: Confirmation page will open.

17. Review the status of your provider application, either Pending or Under State Review.

18. If desired, print the confirmation page for your records.

n
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19. When you are finished, click the Done button, or click the Process Another button to restart the
process for an additional state.

Tips

You can check the status of your application in the future by clicking the Education Activity Inquiry link
on the Education Provider Services menu. The inquiry will display the updated status of your application,
such as Approved or Denied. If Approved, your provider expiration date is also displayed.

Notes

If you answer "yes" to a background question, where required you must supply additional information or
documentation. Click the View/Attach Documents link associated with a background question to open
Attach Documents popup window, where you can browse for an electronic document file on your
computer or network, upload it to the system, and then submit the file to the state together with your
provider application.

The Region Information page displays only for certain states.

The maximum size of any electronic document file attachment is 5 MB.

Use the Provider Renewals service to renew active provider registrations in one or multiple states.
v
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To open the Provider Renewals page, in the Provider Maintenance group, click the Provider
Renewals link on the Education Services Menu page.

Applying for State Renewal

Use the following instructions for applying for renewal to offer education provider services in one or

multiple states:

1. Onthe Education Provider Services menu, in the Provider Maintenance group, click
the Provider Renewals link.

2. Onthe Provider Renewals: Select Provider page, from the dropdown menu select the
Provider Name.

3. Click the Continue button. The system will search for renewals available for the selected
provider in all available states. When it is finished, the Provider Renewals: Select
Provider Renewal page will open.

4. Click to select the radio button that corresponds with the state renewal you wish to
process.

© 2016 Vertafore, Inc.
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5. Click the Continue button. The Provider Renewals: Background Questions page will
open.

6. Answer honestly all background questions. The question set is unique to each state.
Click the Continue button. The Provider Renewals: Attach Documents page will open.

8. Read the state's requirements for additional documentation, and then, if necessary,
browse for an electronic document file on your computer or network to attach to the
renewal.

9. Click the Attach button to attach the electronic file to the application.

10. Click the Continue button. The Provider Renewals: Update Contact Information page
will open, allowing you to update the selected state's records with basic provider
information along with your renewal.

11. To add basic information, click the Add link associated with any data section, or to edit
existing basic information, click the Edit link. To save added or edited information in any
data section, click its associated Save link.

12. When you are finished with updates, click the Continue button. The Provider Renewals:
Summary page will open.

13. Review the Summary of Fees information, as well as the other information you entered
on the renewal.

14. In the Attestation section, click to checkmark the | Agree checkbox.

15. When you are ready, click the Process button to transmit your application to the state.
The Provider Renewals: Confirmation page will open.

16. Review the status of your provider renewal, either Renewed or Under State Review.
17. If desired, print the confirmation page for your records.

18. When you are finished, click the Done button, or click the Process Another button to
restart the process for an additional state.

Tips

You can check the status of your renewal in the future by running the Education Activity Inquiry from
the Education Provider Services menu. The inquiry will display the updated status of your renewal, such
as Renewed or Under State Review. If Renewed, your Next Renewal Date is also displayed.

Notes

If you answer "yes" to a background question, where required you must supply additional information or
documentation. Use the Provider Renewals: Attach Documents page, where you can browse for an
electronic document file on your computer or network, upload it to the system, and then submit the file to
the state together with your provider application.

The maximum size of any electronic document file attachment is 5 MB.

On the Approved Providers Inquiry page, if the status of the renewal is Under State Review, then the
provider Status Valid Until date will not be updated until the provider renewal has been approved by the
state.

n
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Instructor Maintenance

Instructor Application

Use the Instructor Application service to process electronically one or multiple insurance course
instructor applications with a state.

To open the Instructor Application page, in the Instructor Maintenance group on the Education
Services Menu page, click the Instructor Application link.

Submitting a State Application

1. Onthe Education Provider Services menu, in the Instructor Maintenance group, click the
Instructor Application link.

2. Onthe Instructor Application page, from the Please select a state dropdown menu select the
name of the state to which you wish to submit an instructor application.

3. Click the Submit button.

Instructor Application

Please select a State:

Virginia -

[ Submit H Cancel ]

Home | Help | News Releases | FAQ | State Information | NAIC Information

Copyright © 1898-2015 Sircon Corp. | Email Suppor | 877-876-4430 | 1500 Abbot Rd Ste.100 | East Lansing, MI 48823

4. From the Provider Name dropdown menu, select the name of the education provider
organization with which the instructor applicant is associated.

5. Click the Continue button.

Instructor Application Select Provider

Provider Name A D Banker & Company j=] *

Home | Help | News Releases | FAQ | State Information | NAIC Information

Copyright © 1993-2015 Skcen Corp. | | E77-876-4430 | 1500 Abbot Ra Ste 100 | Esal Lansing, W 42823

6. If the applicant ever has been an instructor in the selected state, click the Yes button. Proceed to
step 8

OR

Y
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If the applicant never has been an instructor in the selected state, click the No button. Proceed to
step 7.

7. If the applicant is or has been a licensee in the selected state, click the Yes button

OR

If the applicant is not nor ever has been a licensee in the selected state, click the No button.

8. The system must either search for the applicant's existing state record or create a new state
record. Depending on the applicant's past relationship with the selected state, perform one set of
the following tasks:

o If the applicant has been an instructor in the selected state, enter the Last Name
and state-specific Instructor ID of the applicant. The system will search for the
applicant's record in the selected state.

o If the applicant never has been an instructor but has been a licensee in the
selected state, in the Instructor Application Instructor Search page, enter the
Last Name and either the License Number or National Producer Number (NPN)
of the applicant.

o If the applicant never has been either an instructor or licensee in the selected state,
on the Instructor Application Information page, enter all required information in
the Instructor Information, Alias, Contact Information, and Mailing Address
sections.

9. When you are finished, click the Continue button. The system will search for the applicant's
record in the selected state. Review the information for accuracy.

Instructor Application Instructor Search

State: Virginia
Mease ancer your Last Name and yowr hsiruciod 10
Please search for the applying instructor:
Last Namo Lagkler ®

Instructor id 606603 #

¥ « reguired flekd

Home | Help | News Relesses | FAQ | State Information | NAIC Information
Copyrgnt @ 19332015 Sircon Carp O77- 2764430 1500 Abbat Rd She. 100 | Zast Lansing, W 48323

10. In the Additional Requested Details section of the Instructor Application Information page,
from the Course Category dropdown menu, select the type of course for which the applicant is
applying to provide education.

11. If you wish to expedite state processing of the instructor application at additional cost, in the
Expedite Processing field, click to select the Yes radio button. Otherwise, click to select the No

radio button.

12. In the Background Questions section of the Instructor Application Information page, click to
select either the Yes or No radio button to respond to each question.

13. Click the Continue button.

n
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14. In the Select Files to Attach section of the Instructor Application Attachment page, click the
Browse button to the right of the File name field. The Choose File dialog box will open.

15. Use the navigation options on the Choose File dialog box to locate on your system an electronic
file containing the applicant's resume, curricula vitae, or other biographical information. Be sure
the electronic file is saved in one of the supported formats (e.g., *.doc, *.docx, or *.pdf).

16. When the correct file name appears in the File Name field, click the Open button. The Choose
File dialog box will close, and the system path to the file will appear in the File name field.

17. From the Description dropdown menu, select the most appropriate description of the attached
file.

18. Click the Attach button. The file name, description, and file size information will display in the
Attached File section. If you made a mistake and wish to delete the attached file, click the Delete
Attachment button (3() in the Actions column.

19. Click the Continue button.
20. On the Instructor Application Attestation page, read the attestation carefully.

21. When you are finished, if you submit to the terms of the attestation, click to checkmark the |
Agree checkbox.

22. Click the Continue button.

23. Onthe Instructor Application Fee Summary page, review the information to be submitted to
the state and the fee totals. If you need to make any changes to the application, click the
Previous button to return to the data entry fields to update the entered information. Otherwise,
click the Process button to submit the application.

24. On the Instructor Application Confirmation page, review the confirmation information, making
special note of the Confirmation ID number at the top of the page.

25. If desired, click the Print button (5) to print a copy of the application confirmation for your
records.

Tips

You can check the status of instructor applications by running the Instructor Application Inquiry or the
Education Activity Inquiry from the Education Provider Services menu. The inquiry will display the
updated status of your application, such as Approved, Denied, Pending, or Withdrawn, as well as the
transaction confirmation number.

Notes

The Expedite Processing field may or may not be available, depending on the state to which you are
submitting the instructor application.

You may attach an electronic file in the following file formats only: .DOC, .DOCX, or .PDF

Instructor Renewal

Use the Instructor Renewal service to process electronically one or multiple insurance course instructor
renewals with a state.

To open the Instructor Renewal page, in the Instructor Maintenance group on the Education Services
Menu page, click the Instructor Renewal link.

Applying for State Renewal

)
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Use the following instructions for applying for instructor renewal:

1. Onthe Education Provider Services menu, in the Instructor Maintenance group, click the
Instructor Renewal link.

2. Onthe Instructor Renewal page, from the Please select a state dropdown menu select the
name of the state in which you wish to process an instructor renewal.

3. Click the Submit button.

Instructor Renewal

Please select a State:

| Submit || Cancel |

Home | Help | News Releases | FAQ) | State Information | MAIC Information

Copyright & 1983-2014 Sircon Corp. | Emall Support | 877-876-4430 | 1500 Abbot Rd Ste. 100 | East Lansing, Ml 45523

4. Required. In the Search Criteria page, in the Last Name field enter the last name of the
instructor you wish to renew.

5. Required. In the associated Instructor ID field, enter the instructor's state identifier. (Note that in
Virginia it is the instructor's license number.)

6. Repeat steps 4 and 5 to enter search criteria for additional instructors to renew. Click the Add
More button to display additional search fields, if necessary.

n
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7. Click the Continue button. The system will search for renewals available for the selected

instructor(s) in the selected state(s).
Instructor Renewal: Search Criteria

State: Virginia
Please enter information for each instructor you wish to renew:
Last Name Lajkler R | Last Name [Kunoye
Instructor id 606603 B Instructor Id
Last Name ] Last Name
Instructor id Instructor Id
Last Name g Last Name
Instructor | Instructor Id
Last Name | Last Name
Instructor id | Instructor Id
Last Name | Last Name
lnstructor id | Instructos Id
| Add More |

Home | Holp | News Releases | FAQ | State Information | NAKC information

Copyright ® 1980.204 Sircon Cong | £ Qg BF2.870.4430 | 1500 Abbot Mo She 100 | Eost Lansing M 43503

8. Onthe Search Results page, review the values of the Instructor Name, Instructor ID, and
Course Categories fields of the instructors returned by the search.

9. If the information is correct, and you wish to proceed, click the Continue button.
Instructor Renewal: Search Results

State: Virginia

Instructors 1o be renewed:

Instructos Name Instructor Id ‘Approved Categories
Laws and Regulations
Lagider, Kirby 606603 Other General insurance

Property & Casualty

Laws and Regulatons
Kunaye, Crystal 586685 Other Genaral Insurance

Property & Casualty

< evon =

Home | Help | News Releases | FAQ | State Information | NAKC Informetion

Comyrght @ 1985.2014 Sirson Corp. | {00 | BTT.0764430 | 1500 Abbot At Sbe.100 | Eost Lansing. Mi 48823

10. On the Attestation page, review the attestation and click to checkmark the | Agree checkbox.

Y
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11. Click the Continue button.

Instructor Renewal: Attestation

Please read the following and select the agree box to continue
Attestation for the Stat f Virginia
| am authonzed to perform thes instrucior renewal transaction an behall of the instructors selecied

W1 Agree *

Home | Help | News Roleases | FAQ | State Information | NAIC Information

Copynght @ 1860.2074 Sirton Carp | LN of UY7A70.4400 | 1500 Abtot Rd Sie 100 | Esst Lansing, AN 4552)

12. On the Fee Summary page, review the instructor renewal fee information for the renewal
transaction(s).

13. To acknowledge that the renewal fees are non-refundable, click to checkmark the | Understand
checkbox.

14. When you are ready, click the Process button to submit the renewal transaction to the state.
Instructor Renewal: Fee Summary

State; Virginia

Instructor Name Instiuctor id Approved Categories State Fee Sircon Fee
Laws and Regulations

Laykler . Kirby 606603 Other General insurance $0.00 $15.00

Property & Casualty
Laws and Regulations
Kunoye, Crystal 586685 Other Genaral insurance $000 $1500
Property & Casualty

Total State Fee $0.00
Total Sircon Fee $30.00

Total $30.00

| understand that all instructor renewal fees are non-refundable,

M | Understand #

Home | Help | News Redeases | FAQ | State Information | NAIC Information

Copyright © 1958-2014 Srcon Conp | | PEO(] | S77-876-2430 | 1500 Abbet Ro Ste 100 | East Lansing. M1 43823

)
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15. If desired, click the Print button (5‘) to print the Confirmation page for your records.

Instructor Renewal: Confirmation
State: Virginia

October 21, 2014 4:22:47 PM EDT =2 &
Instructors Successfully Renewsd: 4

Fee Summary:
Instructor Name Instructor Id Approved Categories State Fee Sircon Fee Caonfirmation 1D
Laws and Regulations
Casualty. Kiroy 605603 Other General Insurance $0.00 $1500 4038923
Property & Casualty
Laws and Regulations
Lye Mchaurin 586685 Other General Insurance S0 00 $1500 4035924

Property & Casualty

Total State Fee $0.00
Total Sircon Fee $30.00

Total $30.00

Home | Help | News Releases | FAQ | State Information | NAIC Information

Cotretiat & 1668.2074 Skton Cors. | L1 8778764430 | 1500 Abbot Rdf Ste 100 | Emel Lansine. M 43523

Tips
You can check the status of instructor renewal requests by running the Instructor Renewal Inquiry or the

Education Activity Inguiry from the Education Provider Services menu. The inquiry will display the
updated status of your renewal, such as Renewed, as well as the transaction confirmation number.

Y
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Transaction History and Status

Education Activity Inquiry

Use the Education Activity Inquiry page to run a report showing all course completion transaction
activity for a specified time period within the past 60 calendar days. From the inquiry results, for course
completion submissions to certain states you can view and print a state-official certificate of course
completion.

Education Activity Inquiry

Vertafore

Unleash your potential

Bl Date From 0%-01-2012 To 08032012 * Required (mm-dd-yyyy)
) State -

Senvice Request Activity T ALL
B ivity Type -

Inquiries Course Completion Status

Sircon Edge Sort By Ascending by Activity Type, Date and State «

Administration
| agree to use any information viewed or printed including, but not limited to, social security numbers only in compliance

with the Social Security Privacy Act of 1574.

Home | Help | News Releases | FAQ | State Information | NAIC Information

Copyright & 1988-2012 Sircon Corp. | Emzil Support | 877-876-4430 | 1500 Abbot Rd Ste.100 | East Lansing, M| 48823

v
Vertafore

J agrae 15 e any mAvmahion Wases! &r peiiag incicbeg DL Aol Anied fo sociel secorty Averders oYy in corpiiaccs it e Sacel Secunty Mreecy Axfof raTd

e Hoque Total No of Tramsactions: 12 09.03.2012 0233 PM COT
=
ST BrATonD A D BANKER & COMPANY LLC EIN: 481072969

Confirm 1D fodUest Statas State Course 1D Course Name Method

mnovas 09-03.2012 Processed ah 23848 Ak Money Launderng Classroom
Locatiom: 101 Nan S1, SylLake Ciy  UT 35858 Ofering Dotey 08-20-2012 - 08-20-2092 0800 am -04 00 pm

11517446 00-03-2012 Processad West Wginia 41395 PERSONAL AUTO COVERAGE Clasgroom
Location: 103 Napie S, Ralsigh, NC 27001 Ofering Date: 03-12.2012 - 05.12.2012 0800 am - 0400 pm

ontinuing Education Course Compietio

A D BANKER & COMPANY LLC E: 481032960
Gonfirm ReqUest i Swie U™ CourseMame  Method SN NPN Lichibr  idwatifiar insuucionStdent

Fropary & Casualy o o

L) 08-03-2012 Processsd Utah 20807  wssurance sy 5123 s MNeyer  Sam
Essentals
Ufe & Hesith Se1-
Current Uses 11517451 09-03-2042 Emee Utah 20008 insurance Shadr 345788 Hams
11530 Sam Weyer Essemals v
e Life & Health -~
- 11517454 09.03-2012 Enx Utah 20909 nsurance :h‘ oe-o-5123 =3 Meyer  Sam

)
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To open the Education Activity Inquiry page, click Education in the Online Services panel, and then in
the Transaction History and Status section click the Education Activity Inquiry link.

Report Input
Enter report criteria, including filter and grouping options.
Fields and controls include the following:

e Date From: Required. Enter the beginning date of a date range during which you want
to report service request activity.

e To: Required. Enter the ending date of a date range during which you want to report
service request activity.

e State: If desired, select a state from the dropdown menu to limit the report only to
service request activity in the selected state. If no state is selected, the report will
contain service request activity in all available states.

e Activity Type: If desired, select an activity type from the dropdown menu to limit the
report only to a specific service request activity. If no activity type is selected, the report
will contain all service request activity.

e Sort By: Select from the dropdown menu a sort order for the report. The default sort
order is Ascending by Activity Type, Date, and State, which groups activity types, and
then lists activities in order by date and then by state. Select Ascending by Activity
Type, Date, and State to group activity types, and then list activities in order by state
and then by date.

e Submit: Click to run the report. The report will open in a separate browser window.
e Cancel: Click to return to the Education Services Menu page.
Report Output
The Results page displays education service request activity that met your report criteria.
Fields and controls include the following:

e Confirm ID: Pre-Licensing and Continuing Education Course Completion sections only.
Displays a confirmation ID of the selected course completion. If the value displays as a
red hyperlink, you may click it to open a course completion certificate for the associated
student in a separate window display. (For more information, please see Generating
and Printing Course Completion Certificates.)

e Next Page: If your inquiry result spans more than one page, click to display the
succeeding inquiry result page.

e Prev Page: If your inquiry result spans more than one page, click to display the
preceding inquiry result page.

e Printable Version: Click to open a printer-friendly version of the inquiry in a separate
window.

e Revise Inquiry: Click to choose different selection criteria and resubmit the inquiry.

e Cancel: Click to return to the Education Services Menu page.

Notes
Course completion certificates are available only in participating states.

Tips
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For the fastest search, in the Date fields enter the date on which you submitted the course completions
file, and from the State dropdown menu, select the state to which you submitted the file.

Course Completion Status Inquiry

Use the Course Completion Status Inquiry page to verify processing of course completion transactions,
confirm successful transactions, and follow up on errored submissions.

You can search for course completions by one of the following criteria options:
e Confirmation ID
e Course Schedule ID
e State
e Course Completion Status
e Course ID
e One of the following date ranges:
e Course Completion Date
e Submit Date
¢ Result Received Date

Report output displays online and includes key student and course information, transaction confirmation
ID, result status and date, and error description.

Also, you can export the results of the Course Completion Status Inquiry to a CSV-formatted file, which
opens in a spreadsheet application such as Microsoft® Excel®. Each course completion in the file
includes all of the fields displayed in the online results, as well as additional fields that were included in
the uploaded course completions record file. (For more information, see Preparing a Course Completions
File and Course Completions Upload File Layout Requirements.)

From the inquiry results, for course completion submissions to certain states you can view and print a
state-official certificate of course completion.

n
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To open the Course Completion Status Inquiry page, click Education in the Online Services panel,
and then in the Transaction History and Status section click the Course Completion Status Inquiry

link.
Online Report Output

The online report output displays at the bottom of the Course Completion Status Inquiry page
and lists course completion results that met your search criteria.

Fields and controls include the following:

e Confirm ID: For each course completion result listed, displays its system-generated
confirmation ID. If the value displays as a red hyperlink, you may click it to open a
course completion certificate for the associated student in a separate window display.

e Request Date: For each course completion result listed, displays the date on which the
course completion record was submitted to ProviderEDGE.

e State: For each course completion result listed, displays the state to which the course

completion record was submitted.

© 2016 Vertafore, Inc.
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e Provider: For each course completion result listed, displays the identifier and name of
the provider of the education course.

e Course: For each course completion result listed, displays the course ID and name of
the education course.

e Course Schedule ID: For each course completion result listed, displays the course
schedule ID or course offering ID of the education course (when available).

e Completion Date: For each course completion result listed, displays the date on which
the education course was completed.

e Student: For each course completion result listed, displays the name of the student
who completed the education course.

e Status: For each course completion result listed, displays its current processing status.

e Result Date: For each course completion result listed with a Status of Processed or
Error, displays the date on which the Status was last updated.

e Error Reason: For each course completion result listed with a Status of Error, displays
the reason for the processing error.

Exported Report Output

Course completion results exported to a CSV-formatted file contain the same data elements as
the course completions record file that was uploaded to ProviderEDGE but with the addition of five
(5) fields added by the system during processing.

For more information see Course Completions Upload File Layout Requirements.
The additional fields added to the end of the CSV file include the following:

e Submit Date: For each course completion result listed, displays the date on which the
course completion record was submitted to the system.

e Confirm ID: For each course completion result listed, displays its system-generated
confirmation identifier, generated when the course completion record was uploaded to
the system.

e Status: For each course completion result listed, displays its current processing status.

e Error Description: For each course completion result listed with a Status of Error,
displays the reason for the processing error.

¢ Result Date: For each course completion result listed with a Status of Processed or
Error, displays the date on which the Status was last updated.

p
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ProviderEDGE

ProviderEDGE offers submission of education course completions via electronic file upload to all 51
national regulatory jurisdictions.

The following sections provide step-by-step instructions for formatting and uploading a course completion
file for submission via ProviderEDGE. It assumes that the user already has the ProviderEDGE
application open.

Notes

Unlike the Upload Continuing Education Course Completion service in Vertafore Education Provider
Services, which offers course completion submission to only selected states, ProviderEDGE offers
submission capabilities to all 51 national regulatory jurisdications. Please consult your Vertafore sales
representative for more information.

Preparing a Course Completions File

Before you can upload a course completions file, first you must format your data.

The ProviderEDGE upload function requires your course completions data file to use a comma-separated
value (*.csv) file format. To manually create the data file and save it in the CSV file format, we
recommend the use of a spreadsheet application, such as Microsoft® Excel®. However, if you are
exporting data from another system for processing in ProviderEDGE, you may bypass the spreadsheet
application and export the data directly in the CSV file format, making sure to delimit each field in the CSV
file with commas.

The following sections provide instructions for using either formatting method:

Using a Spreadsheet Application

1. Launch a spreadsheet application, such as Microsoft® Excel®.

2. With a new, blank spreadsheet open, using consecutive cells in Row 1, enter Field
Names as expressed in the second column of the Course Completions Upload File
Layout Requirements. The Field Names you enter in Row 1 constitute the file's
header row. The header row will make it easier for you to enter course completion
data in the correct fields. However, the course completions upload function will
ignore header row data.

3. Inthe appropriate cells in Row 2 of the spreadsheet, enter actual data from the first
course completion record. For example, enter the first record’s state abbreviation in
the State field, enter the first record’s provider organization ID number in the
Provider ID field, etc.

4. Enter the data from the second course completion record in the appropriate cells in
the next row on the spreadsheet.

5. Repeat step 4 until you have entered all of the course completion records in their
own separate rows on the spreadsheet.

)
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6. When you are finished, from the File menu, select Save As. The Save As dialog box
will open.

From the Save As Type dropdown menu, select CSV (Comma Delimited) (*.csv).
8. Inthe File Name field, enter a name for the course completions record file.

Using the navigation options on the Save As dialog box, browse for a location on
your system to save the course completions record file.

10. Click the Save button. The Save As dialog box will close. Your file is now saved in a
comma-separated format and is ready for upload. To continue, see Uploading a

Course Completions File.

Using a Text Editor

In most cases, you can export course completions data from an LMS or other education tracking system
to the required .csv format. It must follow the file layout requirements expressed in the Course
Completions Upload File Layout Requirements section.

The steps below describe a manual formatting of data using a text editor:
1. Launch a text editor application, such as Notepad® or WordPad®.

2. With a new, blank file open, enter Field Names as expressed in the second column
of the Course Completions Upload File Layout Requirements.

3. Separate each field name with a comma, but do not use a space as a separator. The
field names you enter constitute the file’s header line. The header line may make it
easier for you to recognize the course completion data in the file. However, the
course completions upload function will ignore header line data.

Press the Enter key to move the cursor to the next line.

Enter data from the first course completion record. Enter each data value in the order
specified in the header line (for example, first enter the State value, then enter the
Provider ID value, then the Provider Name value, etc.) Separate each data value
with a comma, but do not use a space as a separator.

6. Press the Enter key to move the cursor to the next line.

7. Enter data from the second course completion record, using the correct order and
separating values only with a comma (see step 5).

8. Repeat steps 5 and 6 until you have entered all of the course completion records,
each on its own separate line in the file.
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11. When you are finished, from the File menu, select Save As. The Save As dialog box
will open.

12. In the File Name field, enter a name for the course completions record file, then
enter a period, and then enter "csv".

13. Using the navigation options on the Save As dialog box, browse for a location on
your system to save the course completions records file.

14. Click the Save button. The Save As dialog box will close. Your file is now saved in a
comma-separated format and is ready for upload. To continue, see Uploading a
Course Completions File.

Warnings

To help ensure system validation of your data, please refer to Course Completions Upload File Layout
Requirements. Also, certain fields may be required, depending on state rules or rules governing the
submission of product-specific training. For more information, see State-Specific Requirements and
Product-Specific Requirements.

Notes

You may be able to export the required data in the required file layout and format directly from your
company's learning management or other education tracking system. Consult the help system of the
other system for more information.

Don’t worry if a course completion record does not contain data to satisfy all of the fields identified in the
header line. If you are using a spreadsheet application, for fields where there is no data to enter, simply
leave them blank. Use caution, however, not to enter data in the wrong field. If you are using a text editor,
for fields where there is no data to enter, simply enter a comma.

The system requires data only in fields required by the states; non-required data will be ignored.

Uploading a Course Completions File

Use the Upload Continuing Education Course Completions page to select your course completions
file, upload it to the system for validation, and submit course completions to the states.

1. With the Online Services - Education menu page open, click the Continuing Education
Course Completions link. The Upload Continuing Education Course Completions
page will open.

2. Onthe Upload Continuing Education Course Completions page, click the Browse
button. The Choose File dialog box will open.

3. Use the navigation options on the Choose File dialog box to locate the course
completions file (*.csv) on your system.

p
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4. When the correct file name appears in the File Name field, click the Open button. The
Choose File dialog box will close, and the system path to the file will appear in the File to

Upload field.

5. Click the Submit button. The file will be uploaded into ProviderEDGE. When it is finished,
the Upload CE Course Completions: File Validation page will open. To continue, see
Validating the Course Completions File Upload.

Validating the Course Completions File Upload

After you upload a course completions file to ProviderEDGE, the system validates that the course
completions are formatted properly and meet reporting requirements by state. Use the Upload CE
Course Completions: File Validation page to review the results of the ProviderEDGE validation

process.

~
Upload CE Course Completions: File Validation
Subscriber Name Request Date  Requestor
Sircon Education Provider 8122010 John Smith
File Validation Summary L
Total Records 420
Successfully Validated 412
Failed Validation g
Validation Errors
The first 50 validation errors are displayed below.
Row  State Course 1D Last Name Lic Num Failure Reason
2 AK 2000 Belcher 12345 Alaska does not process course completions.
3 NE 2000 Belcher 12345 Nebraska does not process course completions.
4 MM 2000 Belcher 12345 New Mexico does not process course completions.
5 OR 2000 Belcher 12345 Oregon does not process course completions.
12 AL 2 The Completion Date must be on or after 08-02-2010.
13 AL 3 Belcher The Completion Date must be on or after 08-02-2010.
55 co 43717 Dahl 318939 Provider ID is missing.
56 co Dahl 318939 Course ID is missing.
H pownload Complete Validation Error Report
Only successfully validated records will be submitted to the states for processing.
<< Previous Process
Copyright ® 1%%8-2010 Sircon Corp. | Email Support | (517) 381-3850 | 2112 University Park Dr | Okemos, M| 43354 M

To open the Upload CE Course Completions: File Validation page, click the Submit button on the
Upload Continuing Education Course Completions page.
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The Upload CE Course Completions: File Validation page contains the following sections:

Summary Information

Displays summary information about the ProviderEDGE account and current user and the file
upload processing date.

Fields and controls include the following:

e Subscriber Name: Displays the name of the organization associated with the
ProviderEDGE subscriber account.

e Request Date: Displays the date on which the currently selected course completions
file was uploaded for validation in ProviderEDGE.

e Requestor: Displays the name of the subscriber representative logged into the current
session of ProviderEDGE.

File Validation Summary

Displays summary information about the results of the ProviderEDGE course completions file
validation process.

Fields and controls include the following:

e Total Records: Displays the total number of course completion records that the
ProviderEDGE validation process detected in the upload file.

e Successfully Validated: Displays the total number of course completion records in the
upload file that passed the ProviderEDGE validation process and are ready to submit to
states.

o Failed Validation: Displays the total number of course completion records in the
upload file that failed ProviderEDGE validation. The first 50 records display in the
Validation Errors section; you can export all failed course completion records to a
comma-separated value (CSV) formatted file by clicking the Download Complete
Validation Error Report button.

Validation Errors

Displays a table listing the first 50 course completion records in the course completions upload file
that failed ProviderEDGE validation, sorted in ascending order based on record row number in the
upload file. Also offers a control to export to a comma-separated value (CSV) formatted file
information about all course completion records that failed validation.

Fields and controls include the following:
e Row: For each course completion listed, displays its record row number.

e State: For each course completion listed, displays the two-letter code of the state to
which the course completion is being submitted for processing.

e Course ID: For each course completion listed, displays the course identifier of the
course completion.

e Last Name: For each course completion listed, displays the last name of the student
associated with the course completion.

e Lic Num: For each course completion listed, displays the insurance license number of
the student associated with the course completion in the state to which the course
completion is being submitted for processing.

e Failure Reason: For each course completion listed, displays the long description of the
specific error that caused the course completion to fail ProviderEDGE validation.

)
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e Download Complete Validation Error Report: Click to export to a comma-separated
value (CSV) formatted file all course completion records that failed ProviderEDGE
validation.

In the file, note that the system has added two columns at the horizontal end of the
spreadsheet: Row Number (pinpointing the row number in the upload file that contained
an error) and Error Description (the reason for the error).

View screen capture of Validation Error Report

- 4 Al AX Al AM

1 /Course End Time Provider Phone Numder Fyovider Authoraed Rep First Name  Provider Authonzed Rep Last Name  Row Number Error Description
£6.00 555-121-1212 lohs D 5The <o Date must Do on of after 12-07-2010
1700 555-11-112 lohr £ The Co of after 12-07-2010,

4 155-121-142 Jen HLnse N must provaded

1300 35%-121-1212 Johs

585 & &
R

19 Course Schedule 1D 1y missing

33-121-1112 Jobn Doe 10 Student Semart 10 s misung

Page Controls
Fields and controls include the following:

e Previous: Click to open the Upload Continuing Education Course Completions
page.
e Process: Displays only if a value displays in the Successfully Validated field in the

File Validation Summary section. Click to submit for state processing all course
completion records in the upload file that have passed ProviderEDGE validation.

The Upload CE Course Completions: Confirmation page will open.

Notes

Do not be confused by the Process button. When clicked, it will submit only course completions that
passed ProviderEDGE validation. It will not attempt to submit course completions displaying in the
Validation Errors section of the Upload CE Course Completions: File Validation page.

Records containing validation errors will not be submitted nor incur a processing fee.

Tips

You can use the Validation Error Report, available in the Validation Errors section, to pinpoint specific
problems in the upload file, correct the errors, and then resubmit the corrected course completions for re-
validation. Be sure to delete the Row Number and Error Description columns from the file (the last two
columns in the file) before resubmitting.

Confirming the Course Completions File Upload

After you submit validated course completions to the states through ProviderEDGE, use the Upload CE
Course Completions: Confirmation page to review the initial results of the state processing.

n
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Upload CE Course Completions: Confirmation

Subscriber Name Request Date  Requestor

Sircon Education Provider 8/12/2010 John Smith

Processing Results Summary

Records Submitted H A Vi
Records Processed : 3RO
Records Pending : 49
Records Rejected : 3

Rejected Records

The first 50 rejected records are displayed below.

Confirm ID State  Course ID Last Name Lic Num Rejected Reason

350137 co 43717 Dahl 318939 Course completion already exists in CO datastore .
3501372 co 43717 Dahl Course completion already exists in CO datastore .
3501373 D 3182766 One 319492 Course completion already exists in ID datastore .

Download All Processing Results

Dane

Home Help MNews Releases FAQ State Information NAIC Information Important Notices

Copyright & 1998-2010 Sircon Corp. | Email Support | (517} 381-3850 | 2112 University Park Dr | Okemos, M| 42854

To open the Upload CE Course Completions: Confirmation page, click the Process button on the
Upload CE Course Completions: File Validation page.

The Upload CE Course Completions: Confirmation page contains the following sections:

Summary Information

Displays summary information about the ProviderEDGE account and current user and the file
upload processing date.

Fields and controls include the following:

e Subscriber Name: Displays the name of the organization associated with the
ProviderEDGE subscriber account.

o Request Date: Displays the date on which the currently selected course completions
file was submitted for state processing through ProviderEDGE.

e Requestor: Displays the name of the subscriber representative logged into the current
session of ProviderEDGE.

Processing Results Summary

Displays summary information about the results of state processing of the submitted course
completions.

Fields and controls include the following:

e Records Submitted: Displays the total number of validated course completions in the
upload file that were submitted for state processing.
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e Records Processed: Displays the total number of course completions that have been
successfully processed by the state.

e Records Pending: Displays the total number of course completions that are awaiting
state processing.

e Records Rejected: Displays the total number of course completions that have
encountered an error in state processing.

Rejected Records

Displays a table listing the first 50 course completion records in the course completions upload file
that encountered an error in state processing, sorted in ascending order based on confirmation 1D
in the processing results file. Also offers a control to export to a comma-separated value (CSV)
formatted file information about the processing results of all course completion submitted for state
processing.

Fields and controls include the following:

e Confirm ID: For each course completion listed, displays its system-generated
confirmation identifier.

e State: For each course completion listed, displays the two-letter code of the state to
which the course completion was submitted for processing.

e Course ID: For each course completion listed, displays the course identifier of the
submitted course completion.

e Last Name: For each course completion listed, displays the last name of the student
associated with the submitted course completion.

e Rejected Reason: For each course completion listed, displays the long description of
the specific error that caused the course completion to error in state processing.

e Download All Processing Results: Click to export to a comma-separated value
(CSV) formatted file all course completions submitted for state processing.

In the file, note the inclusion of three columns at the horizontal end of the spreadsheet:
Confirm ID (a system-assigned transaction tracking number), Status (the current status of
the course completion transaction), and Error Description (if the Status is Error, the
reason for an error).

View screen capture of Processing Confirmation Report.

A Ax N o AN

r Provider Authorizes Rep Frst Name  Provider Authonges Rep Last Name  Coofirm 1D Status Error Description

[=
8 8
CO Y

1700 555-121-1212 Johe Dos

1 17:30 358-121-1212 Jokn Oce

Page Controls
Fields and controls include the following:

Stodent Ucarse Number does not exist i state

e Done: Click to close the Upload Continuing Education Course Completions page
and open the Education Services main menu page.
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All validated requests submitted for processing are accepted by the system and assigned a Confirmation
ID, regardless of state result.

Tips

To review updated results of state processing, run the Education Activity Inquiry. The report allows you to
check the status of course completions that initially were in Pending status when they were first
submitted.

Checking for Updated State Results

ProviderEDGE offers two methods for checking on the status of submitted course completion records,
including the following:

e Education Activity Inquiry (For more information, see Education Activity Inquiry on page 92.)

e Course Completion Status Inquiry (For more information, see Course Completion Status Inquiry
on page 94.)

ProviderEDGE Course Completions Upload File
Layout Requirements

Use the table below as field reference when entering data in the course completions upload file.

Column Field Name Description Req?
A State Must be a valid 2-letter state abbreviation. See N
Codes.

] Must be alphanumeric
B Provider ID Y
Must be 10 characters or less

Must be between 2 and 100 characters long

) May contain only letters, digits, commas,
C Provider Name apostrophes, accents, quotation marks, brackets, [N
hash marks ampersands, plus symbols, minus

symbols, equal symbols, underscores, or periods.

Must be 25 characters or less

Must be alphanumeric

D Course ID Note: Do not confuse Course ID with Provider

Course ID. Course ID is state-assigned; Provider
Course ID is provider-assigned.

Must contain only letters and digits.
E Course Category N
Must be 10 characters or less

)
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Note: If course completion applies to multiple
course categories (up to 4), include additional
course categories in Course Category 2, Course
Category 3, and Course Category 4.

Note: Valid values are state-specific. See Codes.

May contain any of the following: a-z A-Z0-9! @

#SW&*()_;:""\1?-

F Course Name Must be 200 characters or less N
May con'gain only letters, numbers, spaces, or
punctuation

G Course Schedule ID/Course |Must be 25 characters or less N

Offering ID Must be alphanumeric

Must be in the format MM-DD-YYYY
Must contain a valid month, day, and year

Note: If you are using a spreadsheet application
such as Microsoft Excel, do not allow leading
zeros to be stripped from the date formatting.
Bracket date values with apostrophe (‘) symbols to
H Course Completion Date preserve leading zeroes, or format all cells in the |y
spreadsheet as TEXT, rather than Excel’s native
GENERAL format.

Note: Each state has its own submission deadline
rules regarding the maximum number of days
after the Course Completion Date that it will
accept course completion information. For more
information, see State-Specific Requirements.

Field does "double-duty": If Course Category is
included, then value applies to the first category to
which the course completion applies; if Course
Category is not included, then value reflects the
total credit hours of the course completion.

Must be a number

Note: Decimals are not required, but may be used
if needed.

I Course Hours Must not contain more than 6 total characters Y
No more than 2 digits may succeed a decimal
point

Not allowed if Instructor Hours Completed is
entered

Note: If course completion applies to multiple
course categories (up to 4), include additional
course hours per additional category in Credit
Hours 2, Credit Hours 3, and Credit Hours 4.

J Course Address Line 1 May contain only letters, numbers, spaces, or N
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punctuation

Course Address Line 2

May contain only letters, numbers, spaces, or
punctuation

Course Address City

Must be between 2 and 35 characters long
Must start and end with a letter
Must not contain consecutive symbols

May contain only letters, spaces, hyphens, or
periods

Course Address State

Must be a valid 2-letters state abbreviation

Course Address Zip Code

Must be between 2 and 10 characters
Must not contain consecutive symbols

May contain only digits, hyphens, or spaces

Student First Name

Must be between 2 and 25 characters long
Must start and end with a letter
Must not contain consecutive symbols

May contain only letters, commas, spaces,
hyphens, apostrophes, or periods

Student Middle Name/Student
Middle Initial

May provide either full Student Middle Name or
Student Middle Initial.

Note: Either middle initial or middle name could
be accepted, depending on the state. See State
Specific Requirements.

If full Student Middle Name is provided it must:
e Be between 2 and 25 characters long
e Start with a letter
¢ Not contain consecutive symbols

e Contain only letters, commas, spaces,
hyphens, apostrophes, or periods

Student Last Name

Must be between 2 and 35 characters long
Must start and end with a letter
Must not contain consecutive symbols

May contain only letters, commas, spaces,
hyphens, apostrophes, or periods

Student Email Address

Must be 72 characters or less

Must be a valid email address

Student License Type

Must contain only letters and digits

Must be 10 characters or less

© 2016 Vertafore, Inc.
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) Must be in the format MM-DD-YYYY
T Student Birth Date ] . N
Must contain a valid month, day, and year

Must contain 4 or 9 digits, or in the following
format: ###H-##-#H#H#

Must be between 4 and 11 characters long
u Student SSN May contain only numeric digits and dashes. N
Note: Either a nine-digit SSN or the last four digits
of the SSN may be accepted, depending on the
state. Dashes are not required but may be used.
See State Specific Requirements.

\/ Student NPN Must be 10 digits or less N

) Must be alphanumeric
W Student License Number N
Must be 15 characters or less

Must be alphanumeric

% Student State ID Must be 20 characters or less N
Note: Often student license number or state code
is used.

Must be alphanumeric

v Student Smart ID Must be 20 characters or less N
Note: A “Smart ID” can be NPN or License

Number.

Must be a number
Must not have more than 5 total digits

A Instructor Hours Completed  |No more than 2 digits may succeed a decimal N
point

Not allowed if Course Hours is entered

May contain only letters, numbers, spaces, or

AA Student Address Line One : N
punctuation

AB Student Address Line Two May contain only letters, numbers, spaces, or N
punctuation
Must be between 2 and 35 characters long
Must start and end with a letter

AC Student Address City Must not contain consecutive symbols N
May contain only letters, spaces, hyphens, or
periods

AD Student Address State Must be a valid 2-letters state abbreviation N

AE Student Address Zip Code Must be between 2 and 10 characters N
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Must not contain consecutive symbols

May contain only digits, hyphens, or spaces

Must be a valid 1-letter Instruction Method Code.
VValid values:

e C =Classroom
e S = Self-Study
AF Instruction Method Code e B = Both (classroom and self-study)
e R = Self-Study - Correspondence

e | = Self-Study - Internet

Note: Not all code values are allowed in all states.
For more information, see State-Specific

Requirements

_ Must be in the format MM-DD-YYYY
AG Course Begin Date ] . N
Must contain a valid month, day, and year

Must be 5 characters or less

Must be a in the format HH:MM. For example,

AH Course Begin Time 08:30, and 18:30 are valid values. N
May contain only letters, numbers, spaces, or
punctuation

Al Course End Date Must be in the format MM-DD-YYYY N

Must contain a valid month, day, and year

Must be 5 characters or less

Course End Time Must be a in the format HH:MM. For example,
AJ 08:30, and 18:30 are valid values. N

May contain only letters, numbers, spaces, or
punctuation

Must be in the format ###-#H-##H#H or
AK Provider Phone Number HHHHHHH N
Note: Dashes are not required but may be used.

Must be between 2 and 25 characters long

] ] ~|Must start and end with a letter
Provider Authorized Rep First

AL Name Must not contain consecutive symbols N
May contain only letters, commas, spaces,
hyphens, apostrophes, or periods
Must be between 2 and 35 characters long

AM Provider Authorized Rep Last |Must start and end with a letter N

Name . .
Must not contain consecutive symbols

May contain only letters, commas, spaces,
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hyphens, apostrophes, or periods

An identifier that a provider assigns to a course.

Must be 25 characters or less.

AN Provider Course ID Note: Do not confuse Provider Course ID with N

Course ID. Provider Course ID is provider-
assigned; Course ID is state-assigned.

The name of a carrier for which a product-specific
AO Carrier Name training (PST) course was designed. N

Must be 100 characters or less.

Type of education course completed.

Valid values:

AP Course Type e CE N
e PST

Default is 'CE".

Indicates whether a course completion should be
submitted to the department of insurance in the
state identified in the State field.

Valid values:
i ?
AQ Submit to State~ e Y VYes N
e N:No

Note: If the value of the Course Type field is
"PST," then "Submit to State?" must be 'N'

To reflect a course completion applying to two
course categories, may be included in addition to
Course Category

AR Course Category 2 Must contain only letters and digits. N
Must be 10 characters or less

Note: Valid values are state-specific. See Codes.

May be included in addition to Course Hours or
Instructor Hours Completed

If reflecting instructor hours, must not exceed
instructor hours allowed by state for Course

Category 2 N (Y, if
Course
AS Credit Hours 2 Must be a number Category
Note: Decimals are not required, but may be used |2 1
if needed. included)

Must not contain more than 6 total characters

No more than 2 digits may succeed a decimal
point
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To reflect a course completion applying to three
course categories, maybe added in addition to
Course Category and Course Category 2.
AT Course Category 3 Must contain only letters and digits. N
Must be 10 characters or less
Note: Valid values are state-specific. See Codes.
May be included in addition to Course Hours or
Instructor Hours Completed
If reflecting instructor hours, must not exceed
instructor hours allowed by state for Course )
Category 3 N (Y, if
Course
AU Credit Hours 3 Must be a number Category
Note: Decimals are not required, but may be used 3 IS
if needed. included
Must not contain more than 6 total characters
No more than 2 digits may succeed a decimal
point
To reflect a course completion applying to four
course categories, maybe added in addition to
Course Category, Course Category 2, and Course
Category 3.
AV Course Category 4 ) o N
Must contain only letters and digits.
Must be 10 characters or less
Note: Valid values are state-specific. See Codes.
May be included in addition to Course Hours or
Instructor Hours Completed
If reflecting instructor hours, must not exceed
instructor hours allowed by state for Course )
Category 4 N (Y, if
Course
AW Credit Hours 4 Must be a number Category|
Note: Decimals are not required, but may be used 4 IS
if needed. included
Must not contain more than 6 total characters
No more than 2 digits may succeed a decimal
point
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Account Information

Maintain User Profile

Use the Maintain User Profile page to view or update an Education Provider Services subscriber
representative user account, change a system password, or maintain account security permissions.

Maintain User Profile

v’
Vertafore

Unleash your potential

Producer Manager
Appointment Processing
License Application
License Renewal
Virginia Continuance
Backaround Investigation
Senvice Request
Inguiries

Sircon Edge
Administration

Insurance Company

Subscriber Rep ID 16692

Sulbarmit Cancel

Last Name |User * Reguired
First Name [waluesd * Required
Middle Name |
Title |
Login Name Yuser Authorized Services
Old Password W Background Investigation
p .
New Password o CE Continuance
v -
Thiz pagsword is used across all Sircon products. Inciries
Please note that the passvword must be st least B M License Application
characters long and cannot he the same as your last "2 Appoirtments
pazswword.
V' Praducer Data Reconciliation
Confirm New W Zervice Requests
Password
¥ roE Inquiries
. " .
Business Telephone 3334445555 Reguired W License Renewal
Business Extension W appoirtment Renewal
Business Fax
Email Address |vuser@vertafore. com * Reguirad
Administrator?  * Yes O Mo
Cost Center | [ |

Click here to maintain your cost centers

Click here to view your organizations

Current User
10012 Walued User

Logout

Home | Help | News Releases | FAQ | State Information | NAIC Information
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To open the Maintain User Profile page, in the Online Services panel, click Administration.
The Administration Menu will open. Then, choose one of the following:

e To update your own user account, in the Account Management section of the Administration
Menu click the Maintain User Profile link

e To update another user's account, click the user's Name link on the Maintain Subscriber
Representative page.

The Maintain User Profile page contains the following sections:

Account Information

Fields and controls include the following:

e Subscriber Rep ID: Required. Read only. Displays the system identifier of the user
whose account information you are reviewing or updating.

e Last Name: Required. Update the user's last name.
e First Name: Required. Update the user’s first name.
e Middle Name: Update the user's middle name.

e Title: Update the user's business title.

e Login Name: Required. Read only. Displays the system-validated user name. The user
name cannot be modified.

e Old Password: Enter your current, valid password.

e New Password: Enter a new password that complies with your organization's chosen
password requirements. For more information, see Maintain Password Parameters.

e Confirm New Password: Re-enter the password you entered in the New Password
field.

e Business Telephone: Required. Update the user’s phone number at his or her desk.
e Business Extension: Update the user's phone extension at his or her desk.

e Business Fax: Update the user's fax number.

e Email Address: Required. Update the user's business email address.

e Administrator?: To allow the user only to use system services, click the No radio
button. To grant the user administrator permissions, including the ability to create,
modify, and delete user accounts, click the Yes radio button. (The default is No.)

e Cost Center: Not functional in Education Provider Services.
e Authorized Services: Not functional in Education Provider Services.

e Click here to maintain your cost centers: Not functional in Education Provider
Services.

e Click here to view your organizations: Not functional in Education Provider Services.
Page Controls
Fields and controls include the following:

e Submit: Click to save the updated user information to the system. If all required
information was entered and all information is valid, the Maintain User Profile page
will refresh and display a message confirming the successful account creation.
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e Add Another: Click when you have saved updated user information and wish to keep
the Maintain User Profile page open for the purpose of adding or updating another
user.

e Cancel: Click to open the Administration Menu.
To perform related tasks, review the following instructions:

Updating a User Account

You can make changes to certain information in a Education Provider Services user account,
including your own account.

All changes are optional, except that you may be required by your organization's business rules to
change your password. Some information is system-protected or configured by your administrator
and therefore is display only.

Use the following steps:
1. Inthe Last Name field, update the user's last name.
In the First Name field, update the user's first name.
In the Middle Name field, update the user's middle name.

In the Title field, update the user's business title.

o > 0N

In the New Password field, enter a new password for the user that complies with your
organization's chosen password requirements. For more information, see Maintain
Password Parameters.

6. Inthe Confirm New Password field, re-enter the password you entered in the New
Password field.

In the Business Telephone field, update the user's phone number.

8. Inthe Business Extension field, update the user's phone extension.
In the Business Fax field, update the user's fax number.

10. In the Email Address field, update the user's business email address.

11. Click the Submit button to save the updated information to the user's user account. If you
are changing a user's password, the Admin Authorization Required popup will display.
Proceed to step 16. If you are changing any user information other than the user's
password, and if all required information was entered and met system validation, the
Maintain User Profile page will refresh and display a message confirming the successful
account update. Proceed to step 18.

12. In the Admin Authorization Required popup, enter your own Education Provider
Services password.

13. Click the Submit button on the Admin Authorization Required popup. The popup will
close, and the Maintain User Profile page will refresh and display a message confirming
the successful account update.

14. To return to the Administration Menu, click the Cancel button.

Changing a Password

Password changes occur under two scenarios:

Changing a Password When Required

Depending on your company’s or organization’s configuration of Education Provider
Services, you may be required to change your “starter” password (the password the
administrator set when he or she created your user account) the very first time you log onto
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Education Provider Services. You may also be required to change your password after
certain intervals of time (for example, every 90 days), based on your organization’s
password-aging requirements.

When you are required by your organization's password change requirements, instead of
the Main Page the Maintain SIRCON Password page will display when you successfully
log onto Education Provider Services.

Use the following steps:

1. Inthe Old Password field, enter your current, valid password. Note: Use the
password you just used to log in to the system.

2. Inthe New Password field, enter a new password that complies with your
organization’s password requirements. For more information, see Maintain
Password Parameters.

3. Inthe Confirm New Password field, enter the password you entered in the New
Password field.

4. Click the Submit button.

The system will record your new password, and the Education Provider Services
main page will open. The next time the user logs in to Education Provider Services,
the user must use the new password.

Changing a Password Voluntarily

A user may wish to change a password voluntarily at any time.
Use the following steps:
1. Inthe Old Password field, enter your current, valid password.

2. Inthe New Password field, enter a new password that complies with your
organization's password requirements. For more information, see Maintain User
Profile and Maintain Password Parameters.

3. Inthe Confirm New Password field, re-enter the password you entered in the New
Password field.

4. Click the Submit button to save your new password.

The Maintain User Profile page will refresh and display a message confirming the
successful account update.

6. To return to the Administration Menu, click the Cancel button. The next time the
user logs in to Education Provider Services, the user must use the new password.

Notes

A password set on the Maintain User Profile page in Education Provider Services will apply to all
Vertafore Sircon applications, including Producer Manager and Producer Express.

Some fields and controls on the Maintain User Profile page are available only to users
with administrative permissions.

The user permission to set "ad hoc" cost centers at transaction run-time is configured on the Maintain
Subscriber Cost Center page. If the permission is disabled, costs for all transactions and other fee-
based activities must be assigned to a pre-defined cost center.

If you are a user with administrative permissions and are resetting another user’'s password, after you
click the Submit button, the Admin Authorization Required popup box will open. To verify your system
administrator credentials, enter your own password in the field, and then click the Submit button on the

)
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popup box. The popup box will close, and the Maintain User Profile page will confirm the successful
update of the user's account.

)
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Appendix A: State-Specific
Requirements

The following are state-specific course completion upload file validation requirements:

Note: Any data included in an Optional Field will be passed to and accepted by the state. Data in any
field not identified as either a Required Field or an Optional Field will be ignored by the state.
Submission Deadline represents the maximum number of days after the Course Completion Date that
a state will accept course completion information.

. . . . Conditional Submission

State Name Required Fields Optional Fields Requirements Deadline (in days)

Provider ID

Provider Name Student First Name

Course ID Student Middle

Course Name Name
Alabama Course Completion [Student License 10

Date Type

Course Hours Student SSN

Student Last Name

Student NPN OR

Student License

Number

Provider ID

Provider Name

Course ID Student Middle

Course Name Name

Instructor Hours

Alaska Course Completion [Student License Com_pleted is 10

Date Type required for the

Course Hours Student License course instructor.

Student Last Name Number

Student First Name

Student NPN
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. . . . Conditional Submission
State Name Required Fields Optional Fields Requirements Deadline (in days)
Provider ID
Provider Name
Course ID
Course Name
Arizona Course Completion [Student Middle 30
Student Last Name
Student First Name
Student License
Number
Provider ID
Provider Name
Course ID
Course Name
Course Completion [stydent Middle
Arkansas Date Name 20
Course Hours License Type
Student Last Name
Student First Name
Student License
Number OR Student
NPN
Instruction Method
valid values:
e C
(Classroom)
Provider ID o S (Self-
Provider Name Study)
Course ID If Ilnstr_ucgonhMethod
. value is C, the
California Course Name flt;f]zm Middle It liowing fields are  [30
Instruction Method required:
Student License o Course
Number OR Student Address Zip
SSN Code
e Course
Start Date
e Course
Start Time
5 Page 118 © 2016 Vertafore, Inc.
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State Name

Required Fields

Optional Fields

Conditional
Requirements

Submission
Deadline (in days)

Colorado

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Student License
Number OR Student
SSN OR Student
NPN

Student Last Name

160

Connecticut

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Student Last Name

Student License
Number OR Student
NPN

Course Schedule ID

46

Delaware

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Course Hours

Student First Name

Student Middle
Name

Student License
Type

30

Student Last Name [Student SSN
Student NPN OR
Student License
Number
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State Name

Required Fields

Optional Fields

Conditional
Requirements

Submission
Deadline (in days)

District of
Columbia

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Course Hours
Student Last Name

Student NPN OR
Student License
Number

Student First Name

Student Middle
Name

Student License
Type
Student SSN

Florida

Provider ID
Provider Name
Course ID

Course Name
Course Schedule ID
Course Hours

Course Completion
Date

Course End Date
Student Last Name
Student First Name

Student License
Number OR Student
SSN

Student Middle
Name

Instruction Method
valid values:

e C
(Classroom)

o S (Self-
Study)

Student Student
State ID is required
for the course
instructor.

20

Georgia

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Student License
Number OR Student
SSN OR Student
NPN

Student Last Name

270
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State Name

Required Fields

Optional Fields

Conditional
Requirements

Submission
Deadline (in days)

Hawaii

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Course Hours
Student Last Name
Student First Name

Student License
Number (Note: Must
be the Hawaii
Vendor ID)

Student Middle
Name

15

Idaho

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Student Last Name

Student License
Number OR Student
NPN

Course Schedule

Course Category is
required for the
course instructor.

Instructor Hours
Completed is
required for the
course instructor.

lllinois

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Course Hours
Student Last Name

Student NPN OR
Student License
Number

Student First Name

Student Middle
Name

Student License
Type
Student SSN

10
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State Name

Required Fields

Optional Fields

Conditional
Requirements

Submission
Deadline (in days)

Indiana

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Student License
Number or Student
SSN or Student
NPN

Student Last Name

If Instruction Method
value is C
(Classroom), the
following fields are
required:

e Course
Schedule
ID/ Course
Offering ID

lowa

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Course Hours
Student Last Name

Student NPN OR
Student License
Number

Student First Name

Student Middle
Name

Student License
Type
Student SSN

10

Kansas

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Course Hours
Student Last Name

Student NPN OR
Student License
Number

Student First Name

Student Middle
Name

Student License
Type
Student SSN

30

p
<
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State Name

Required Fields

Optional Fields

Conditional
Requirements

Submission
Deadline (in days)

Kentucky

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Instruction Method
Student Last Name
Student First Name

Student License
Number OR Student
NPN

Student Middle
Name

Instruction Method
valid values:

e C
(Classroom)

e S (Self-
Study)

If Instruction Method
value is C
(Classroom), the
following fields are
required:

e Course
Address
Line 1

e Course
Address
City

e Course
Address
State

e Course
Address Zip
Code

e Provider
Authorized
Rep First
Name (Must
be
instructor's
first name)

e Provider
Authorized
Rep Last
Name (Must
be
instructor's
last name)

If Instruction Method
value is C
(Classroom), the
following fields are
optional:

e Course
Address
Line 2
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. . . . Conditional Submission
State Name Required Fields Optional Fields Requirements Deadline (in days)
Provider ID
Provider Name
Course ID
Course Name Student M|dd|e
isi Name
Louisiana Course Completion | 60
Date License Type
Student Last Name
Student License
Number
Provider ID
Provider Name
Course ID
Course Name
Instruction Method
must be ‘C’, ‘R’, or ‘I’
Maine Course Completion 30
Date
Course Hours
Student Last Name
Student First Name
Student License
Number OR Student
SSN
Course Category is
required for the
course instructor.
Provider ID Instructor Hours
Provider Name Com_p|edt(?d Ifh
required for the
Course ID Course Schedule | 0 o instructor.
ID/Course Offering
Maryland Course Name ID If Ilnstr_ucgon Method |5
Course Completion ; value IS
Date P ﬁgﬁim Middle (Class_roor_n), the
following fields are
Student Last Name required:
Student Smart ID e Course
Schedule
ID/Course
Offering ID

| Vertafore
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State Name

Required Fields

Optional Fields

Conditional
Requirements

Submission
Deadline (in days)

Massachusetts

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Course Hours
Student Last Name
Student First Name

Student License
Number

Student Middle
Name

30

Michigan

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Course Hours
Student Last Name

Student License
Number

Student First Name

Student Middle
Name

30

Minnesota

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Student License
Number OR Student
SSN OR Student
NPN

Student Last Name

If Instruction Method
value is C
(Classroom), the
following fields are
required:

e Course
Schedule
ID/ Course
Offering ID

730
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State Name Required Fields Optional Fields ggggil::aorrr:::]ts S:gg“ﬁi'zg days)
Provider ID
Provider Name
Course ID
Mississippi Course Name Student Last Name 160
ississippi ;
Course Completion Course Schedule ID
Date
Student License
Number OR Student
SSN OR Student
NPN
Provider ID
Provider Name
Course ID Student First Name
Course Name Student Middle
. ] Course Completion |[Name
Missouri Date i 30
Student License
Course Hours Type
Student Last Name [Student SSN
Student NPN OR
Student License
Number
Provider ID
Provider Name Student First Name
Course ID Student Middle
Course Name Name Instructor Hours
M . ] Completed is 30
ontana Course Completion |Student License  |required for the
Date Type course instructor.
Course Hours Student License
Student Last Name Number
Student NPN
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State Name

Required Fields

Optional Fields

Conditional
Requirements

Submission
Deadline (in days)

Nebraska

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Course Hours
Student Last Name

Student License
Number OR Student
NPN

Student First Name

Student Middle
Name

Student License
Type
Student SSN

30

Nevada

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Student License
Number OR Student
SSN OR Student
NPN

Student Last Name

Course Schedule ID

90

New Hampshire

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Course Hours

Student First Name

Student Middle
Name

Student License
Type

15

Student Last Name [Student SSN
Student NPN OR
Student License
Number
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State Name

Required Fields

Optional Fields

Conditional
Requirements

Submission
Deadline (in days)

New Jersey

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Student Last Name

Student License
Number OR Student
NPN

Instruction Method

If Instruction Method
value is C
(Classroom), the
following fields are
optional:

e Course
Start Date

e Course
Start Time

e Course Zip
Code

720

New Mexico

No CE

New York

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Student Last Name
Student First Name

Student License
Number

Student Middle
Name

30

North Carolina

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Student Last Name
Student NPN

If the Instruction
Method value is C
(Classroom), the
following fields are
required:

e Course
Schedule
ID/Course
Offering ID

15
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State Name

Required Fields

Optional Fields

Conditional
Requirements

Submission
Deadline (in days)

North Dakota

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Course Hours
Student Last Name

Student NPN OR
Student License
Number

Student First Name

Student Middle
Name

Student License
Type
Student SSN

15

Ohio

Student State 1D
Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Student Last Name
Student NPN

If Instruction Method
value is C
(Classroom), the
following fields are
required:

e Course
Schedule
ID/ Course
Offering ID

160

Oklahoma

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Course Hours
Student Last Name

Student License
Number

Student First Name

Student Middle
Name

Student License
Type

Student SSN
Student NPN

10
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Course Hours
Student Last Name

Student NPN OR
Student License
Number OR Student
SSN

Student License
Type

3 ; ; : Conditional Submission
State Name Required Fields Optional Fields Requirements STl ([ Sy
Provider ID
Provider Name
Course ID
Course Name Student First Name
Course Completion Student Middle
Oregon Date Name 15

Provider ID
Provider Name

Course ID

If Instruction Method
value is C
(Classroom), the
following fields are
required:

Date

Course Hours

Student License
Type

e Course
Course Name Schedule
i . ID/ Course
Pennsylvania Course Completion Offering ID|L60
Date )
Course Category is
Student Last Name required for the
Student License course instructor.
Number OR Student Instructor Hours
NPN Completed is
required for the
course instructor.
Provider ID
Provider Name
Provider Name
Course ID Student First Name
Course Name Student Middle
. Name
Rhode Island Course Completion 20

Student SSN
Student Last Name
Student NPN OR
Student License
Number
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State Name

Required Fields

Optional Fields

Conditional
Requirements

Submission
Deadline (in days)

South Carolina

Provider ID
Provider Name
Course ID
Course Name

Course Completion
Date

Student Last Name
Student First Name

Student License
Number

Student Middle
Name

30

Provider ID

Provider Name

If Instruction Method
value is C
(Classroom), the
following fields are
required:

Date

Course Hours

Student License
Type

Course ID e Course
Course Name Schedule
. ID/ Course
South Dakota Course Completion Offering ID |15
Date .
Course Category is
Student LaSt Name required for the
Student License course instructor.
Number OR Student Instructor Hours
NPN Completed is
required for the
course instructor.
Provider ID
Provider Name
Course ID Student First Name
Course Name Student Middle
Course Completion |[Name
Tennessee 30

Student Last Name [Student SSN
Student NPN OR
Student License
Number
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. . . . Conditional Submission
State Name Required Fields Optional Fields Requirements Deadline (in days)
Provider ID
Provider Name
Course ID
Course Name
Texas . Course Schedule ID 731
Course Completion
Date
Student Last Name
Student License
Number
If Instruction Method
value is C
. (Classroom), the
Provider ID following fields are
Provider Name required:
Course ID e Course
Schedule
Course Name ID/ Course
Utah Course Completion [Student Last Name Offering ID  [°00
Date Course Category is
Student License required for the
Number OR Student course instructor.
SSN OR Student
Instructor Hours
NPN .
Completed is
required for the
course instructor.
Provider ID
Provider Name
Course ID
Course Name
Vermont Course Completion 31
Date
Student Last Name
Student License
Number OR Student
NPN
5 Page 132 © 2016 Vertafore, Inc.
7\ Vertafore g




Education Provider Services User Guide

Course Completion
Date

Student Last Name

Student Smart
Identifier

State Name Required Fields Optional Fields gce’ggii:iaonq:Lts S:gg“rs]zlzg days)
Provider ID
Provider Name
Course ID
Course Name
Virginia 21
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State Name

Required Fields

Optional Fields

Conditional
Requirements

Submission
Deadline (in days)

Washington

Provider ID
Provider Name
Course ID

Course Name
Instruction Method:
Must be ‘C’, ‘'S’ or
iBi

Course Completion
Date

Student Last Name
Student First Name

Student License
Number

Course Begin Date

Student Middle
Name

Course Hours

Course Category

If Instruction Method
value is C
(Classroom), the
following fields are
required:

e Course
Address
Line 1

e Course
Address
Line 2 (if
applicable)

e Course
Address
City

e Course
Address
State

e Course
Address Zip
Code

e Provider
Authorized
Rep First
Name (Must
be
instructor's
first name)

e Provider
Authorized
Rep Last
Name (Must
be
instructor's
last name)

Instructor Hours
Completed is
required for the
course instructor.

10

p
<

Page 134

© 2016 Vertafore, Inc.




Education Provider Services User Guide

Conditional Submission

State Name Required Fields Optional Fields Requirements Deadline (in days)

Provider ID
Provider Name
Course ID

Course Name

Course Completion .
West Virginia Date Student Middle 20

Name
Course Hours

Student Last Name
Student First Name

Student License
Number

Provider ID
Provider Name
Course ID
Course Name

Wisconsin Course Completion 180
Date

Student Last Name

Student License
Number OR Student
NPN

Provider ID
Provider Name
Course ID
Course Name

Wyoming Course Completion 60
Date

Student Last Name

Student License
Number OR Student
NPN
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Appendix B: Product-Specific
Requirements

The following are product-specific course completion upload file validation requirements:

Student Last Name
Student First Name

Student NPN OR
Student License
Number

Submit to State?

Submit to State?
value must be N.

3 ; . q Conditional Submission

Course Type Required Fields Optional Fields S| R Deadline (in days)

Course Type

Provider Course ID

Course Category

Course Hours

Course Completion Course Type value

Date . must be PST.
PST Carrier Name N/A

© 2016 Vertafore, Inc.

Page 137

] Vertafore




Education Provider Services User Guide

Appendix C: Codes

The following lists the valid values for specified data types in a course completions upload or request file

and their definitions.

Course Category Code/Instructed Category Code

Code Value Definition

AH Accident & Health

AHADJ Accident & Health Adjuster

AHDIS Accident & Health Including Disability

ALL All

ANNC Annuity — Classroom

ANNCS Annuity — Company Sponsored

ANNCSDL Annuity — Company-Sponsored Distance Learning
ANNDL Annuity — Distance Learning

ANS Annuity Suitability Training

CAS Casualty

CASO Casualty Only

CSs General — Company-Sponsored

DL General — Distance Learning

ETH Ethics

ETHCL Ethics — Classroom

ETHCS Ethics — Company-Sponsored

ETHCSDL Ethics — Company-Sponored Distance Learning
FCL Flood — Classroom

FCS Flood — Company-Sponsored

>4 Vertafore
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Code Value Definition
FCSDL Flood — Company-Sponsored Distance Learning
FDL Flood — Distance Learning
FLOOD Flood
GEN General — Classroom
GENCSDL General — Company-Sponsored Distance Learning
HLTH Health
HC Health & Casualty
HP Health & Property
HPC Health, Property and Casualty
LAH Life, Accident & Health
LAHPC Life, Accident Health P&C
LI Life
LC Life & Casualty
LH Life & Health
LHC Life & Health, Casualty
LHP Life, Health & Property
LMPC LTC/MA/PT — Classroom
LMPCS LTC/MA/PT — Company-Sponsored
LMPDL LTC/MA/PT — Distance Learning
LPC Life, Property and Casualty
LP Life & Property
NA Not Applicable
OTHR Other
PC Personal P&C
PCADJ Property & Casualty Adjuster
PPC Property & Casualty
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Code Value Definition

PROP Property

TI Title

TIETH Title Ethics

wC Workers’ Compensation

WCADJ Workers’ Compensation Adjuster

State Codes

AK: Alaska

AL: Alabama

AR: Arkansas

AS: American Samoa
AZ: Arizona

CA: California

CO: Colorado

CT: Connecticut
DC: District of Columbia
DE: Delaware

FL: Florida

GA: Georgia

GU: Guam

HI: Hawaii

IA: lowa

ID: Idaho

IL: lllinois

IN: Indiana

KS: Kansas

KY: Kentucky

LA: Louisiana

MA: Massachusetts
MD: Maryland

ME: Maine

MI: Michigan

)
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MN: Minnesota
MO: Missouri

MS: Mississippi
MT: Montana

NC: North Carolina
ND: North Dakota
NE: Nebraska

NH: New Hampshire
NJ: New Jersey
NM: New Mexico
NV: Nevada

NY: New York

OH: Ohio

OK: Oklahoma
OR: Oregon

PA: Pennsylvania
PR: Puerto Rico
RI: Rhode Island
SC: South Carolina
SD: South Dakota
SK : Saskatchewan
TN: Tennessee
TX: Texas

UT: Utah

VA: Virginia

VI: U.S. Virgin Islands

VT: Vermont

WI: Wisconsin
WV: West Virginia
WY: Wyoming
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Appendix D: Document History

Version

Update Date

Author/Editor

Revisions

Comments

15.2.2

4/12/2013

Mark Nowlin

Update Submission
Deadline for DC

DOC-903

15.3

5/6/2013

Mark Nowlin

Added new State-
Specific Regs for
Montana

DOC-919

1531

5/7/2013

Mark Nowlin

Split basic Course
Completion File
Layout between
non-Smart ID and
Smart ID states

DOC-918

15.3.2

6/11/2013

Mark Nowlin

Updated State-
Specific Regs
section with new
Virginia submission
deadline.

DOC-940

15.6

1/8/2014

Mark Nowlin

Added new State
Specific Reqgs for
Alaska

DOC-991

15.6.1

2/11/2014

Mark Nowlin

Added new State
Specific Reqs for
Wyoming

DOC-1003

16.0

1/6/2015

Mark Nowlin

Added new State
Specific Reqs for
Arkansas; updated
format to new
Vertafore corp reqs

DOC-1061

16.1

2/18/2015

Evan Nowlin

Updated State-
Specific Regs
section with new
Maryland
submission
deadline.

DOC-1064

16.2

4/20/2015

Mark Nowlin

Updated Course
Category/Instructed
Category Codes

DOC-1090

16.2.1

6/11/2015

Mark Nowlin

Updated State-
Specific Reqgs
section: Removed
Student State ID as

DOC-1101, RCS-
4307
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Version

Update Date

Author/Editor

Revisions

Comments

req'd field for all
states except Ohio

16.3

6/11/2015

Mark Nowlin

Updated State-
Specific Reqgs
section to update
Maryland
requirements

DOC-1106

16.3.1

6/25/2015

Evan Nowlin

Added Instructor
Maintenance
section

DOC-1065

16.3.2

9/25/2015

Evan Nowlin

Added Annuity
Suitability code to
Course Category
Codes section

DOC-1112

16.5

2/23/2016

Mark Nowlin

Added provider
self-signup section

DOC-1123

16.8

8/23/2016

Mark Nowlin

Moved Document
History section to
Appendix D

Made separate
appendices of
state- and product-
specific
requirements and
codes.

Added file type
support for course
applications.

DOC-1181
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