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INTRODUCTION

The System for Electronic Rate and Form Filing (SERFF) is an internet-based
application designed to provide an efficient process for rate and form filings. The
SERFF application provides the submission of electronic rate and form filings and
facilitates electronic storage, management analysis, and communication regarding
filings and their disposition. The system is designed to improve the accuracy of rate
and form filings, speed approval processes, and reduce the time and cost associated
with the regulatory filing process.

The NAIC Membership has established SERFF as the premier vehicle for rate and

form filings. SERFF is accepted in nearly all jurisdictions for almost every line of

business —more than any other electronic rate and form application.

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

The ultimate benefits that any electronic application should offer are speed, precision,
and, most importantly, efficiency. SERFF offers all of that and more!

Industry users can rest assured that once a filing is submitted to the state, it will be
delivered - immediately. Furthermore, insurance carriers can take advantage of
realtime state filing requirements, resulting in an accurate filing submission process.
SERFF's Filing Wizard guides filers through creating and submitting filings -single or
multi-state — it doesn’t matter with SERFF.
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For both state and industry — it is simply the economical solution. The only software
required is a browser (Internet Explorer and Firefox are supported) and a PDF
producer such as Adobe Acrobat. Consider the time saved in filing preparation by
eliminating the copying and delivering of paper filings. States will no longer have to
flip through stacks of paper to find what they need in a filing. Furthermore, this
automated nationwide system provides some key benefits to both industry and state:

* Filing submission process accommodates individual state filing requirements.
» Accelerated review cycle allows for more responsiveness to market change.
 Enhanced competitive advantage that allows faster product marketing,

resulting in accelerated revenues.

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

your experience.

The SERFF Team

ABOUT THIS MANUAL

This training manual was created to assist SERFF users. We believe that teaching
concepts is just as important as teaching procedures. With this in mind each topic is
introduced and background information provided. Then details and procedures are

presented in easy to absorb segments.

This training manual was written for SERFF v7.14.1 and uses Windows Internet
Explorer as a browser. For more information on browser set up, see Lesson 1,

Browser Configuration.
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About SERFF System

The SERFF system is available 7:00 am to 7:00 pm CST Monday through Friday,
except in the event of unexpected outages or emergency maintenance. The scheduled
maintenance window for SERFF is every Wednesday from 9:00 pm to 2:00 am CST
and the first Saturday of each month from 1:00 pm until 7:00 pm CST. Other
maintenance will be scheduled as necessary. Users will be notified 24 hours prior to
the maintenance whenever possible.

Technical support is available for the SERFF application from 8:00 am to 6:30 pm

Monday through Friday. The SERFF Help Desk can be contacted by calling (816)
783-8990 or e-mailing serffhelp@naic.org. Additional resources for users are
available at www.serff.com and within the SERFF application's Online Help database.
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LESSON 1

This lesson covers the basic information a user will need to know and the steps they
need to take before beginning to use the SERFF system.

An overview of the recommended browser settings is provided, with steps showing
users how to change their own settings. The SERFF informational website,

www.serff.com, is reviewed and instructions on how to access the SERFF application

are provided.

Before accessing SERFF, users will be assigned an ID which appoints various roles
and is associated with one or more SERFF instances. An explanation of these

concepts is provided in this lesson.

This lesson covers the following topics:

« Browser Configuration
« SERFF Website

* Accessing SERFF

e SERFF Roles
 SEREFF Instances

Browser Configuration

SERFF does not endorse or require the use of any specific internet browser.
However, SERFF is tested for reliability and compatibility using Microsoft Internet
Explorer and Mozilla Firefox. Using these browsers will ensure that website content
is delivered as intended. Other browser versions and operating system platforms may
have received some testing and are not excluded as options for viewing the websites
but have not been thoroughly evaluated for compatibility—using them may yield
unintended viewing results.

Page 4 of 271
SERFF Industry Manual
Copyright ©2020 National Association of Insurance Commissioners. All rights reserved


http://www.serff.com/
http://www.serff.com/

SERFF Industry Manual
The NAIC recommends you use Internet Explorer (IE) to access SERFF. SERFF

supports Microsoft Internet Explorer 11.0 version and above. The SERFF views are
based on advanced technologies which are currently available in IE. Using a browser
the same way it is used to access other websites, type in the URL for the SERFF
application in the appropriate area of the browser. The URL for SERFF is
https://login.serff.com.

This section highlights browser configuration settings that need to be applied prior to
using the SERFF application. Only IE browsers configured with the following settings
will be supported.

NOTE: The screen shots for illustration purposes use |E version
11. Users with different versions may notice slight
differences in their actual screen display.

Changing Browser Settings

Open Internet Explorer (web browser) by either choosing Start > Programs >
Internet Explorer or by clicking the desktop Internet Explorer shortcut.
Use the following instructions to configure your browser for optimal SERFF
operation:
1. Select Internet options from the Tools menu to open the Internet Options
window. Or click the gear icon on the upper right-hand side of the screen.
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2 system for Electronic Rate and Form Filing - Internet Explorer

5| w UIR!D -Iuil
@ 'I. hitps://train.serff.com/inde Dj 4 | “7| M| System for Bectronic Rate a.., % —_'
Fie Edt View Favorites | Took Hep

oo covros |

InPrivate Browsing Ctrl+Shift+F

Slg

Home | About SERFF | Cc

Add site to Start menu

View downioads Crl+] Already a User? Login here.
Pop-up Blocker k

SmartScreen Fiter .

Manage add-ons

Compatibiity View settings
Announce |

e} 1l
Feed disce ¥
This page was last u|
Performance dashboard Cul+shift+U
SERFF 7.14.1 Rele: g2 Developer Tooks

SERFF 7.14.1was re

2. On the General tab > Click Settings in the Browsing history section.
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zeneral |Securit\,f I Privacy I CDntentl Connections I Programs | advanced I

Home page
/‘ To create home page tabs, type each address on its own line.
| . !
v hitp: ffeeiewe . naic.orgf ;I
[
Use current Use default Use new tab |
Startup

(" Start with tabs from the [ast session
(8 | Start with home page

Tabs
Change how webpages are displayed in tsbs, Tabs |

Browsing histary

Delete termporary files, history, cockies, saved passwords, and
wieb form information,

[v Delete browsing histary on exit

Delete... | Settings I

Colors | Languages | Fonts | Accessibility |

Appearance

Ok | Canicel | Aol |

3. Select the option ‘Every time | visit the webpage’, listed under ‘Check for

newer versions of stored pages’.
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Website Data Settings

Temporary Internet Files |Hist3ry | Caches and databases

Internet Explorer stores copies of webpages, images, and media
for faster viewing later,

Check for newer versions of stored pages:

(& Every time I visit the webpage
(" Every time I start Internet Explorer

" Automatically
(" Mewer

Digk space o uge (2-1024MB) 250 ==
{Recommended: S0-250MB)

Current location:
C Msers\rgraf sppDatatiLocal\Microsoftiyindowsy Temparary
Internet Filesh,

‘Wiew objects | Wiew files |

K I Cancel

Wove folder...

4. Click OK.
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Under the Advanced Tab

1. Scroll to the ‘Browsing’ options.

Check the options for ‘Disable script debugging’. This will prevent script errors that do not

impact use of the application.

Internet Options 2] %

General | SEcurit\,rl Privacy | Cu:nntentl Connectionsl Programs  Advanced |

Settings

=] Browsing ;I

O &hways record developer console messages

O Close unused folders in History and Favorites™

Disable script debugging (Internet Explorer)

Disable script debugging (Other)

[ Display a notification about every script error

Enable automatic crash recovery™

Enable FTP folder view {outside of Internet Explorer)

O Enable Suggested Sites

Enable third-party browser extensions*

Enable visual styles on buttons and confrols in webpages
O Go to an intranet site for a single word entry in the Addre:
Load sites and content in the background to optimize perfi
Motify when downloads complete

Show friendly HTTP error messages -
| »

*Takes effect after you restart your compuiber

Restore advanced settings

Reset Internet Explorer settings

Resets Internet Explorer's settings 1o their default Erene |
condition.

*You should only use this if your browser is in an unusable state.

Ok | Cancel Ay

2. Click OK.
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NOTE:  For the settings to take effect, the user may have to close
and reopen the browser.

Pop Up Blockers

SERFF will not work correctly for users with pop up blockers. If you have a pop-up blocker
installed, please contact your IT department or the SERFF Help Desk for assistance in
configuring it to allow pop ups from the SERFF application.

Pop-up Blocker Settings

Open Internet Explorer.
Click Tools.

Hover mouse over Pop-Up Blocker.

P w0 Dh PR

Choose Pop-Up Blocker settings.

,é System for Electronic Rate and Form Filing - Internet Explorer

Ry

@ i I. htips:/frain.serff.comfindex.ht ﬁ)j 4 ||+ M| System for Electronic Rate a...
Fle Edit View Favorites | Tools Help

InPrivate Browsing Col+Shift+F
Turn on Tracking Protection

ActiveX Filtering

Fix conmection prablzms,..

Recper |ast browsing session

Add site to Start menu

View downloads Cirl+]
Pop-Lip r
Smartscreen Fiter
Manage add-ons

Compatibiity View setings

Announce

Subscribe o this fead,.

Feed discover r
This page was last u i

Performance dashboard Cirl+Shift+U
SERFF 7.14.1 Relei  [12 peveloper Took

SERFF 7.14.1was rel  Report website problems
Internet options

Click here to view th:

5. In the list of exceptions, add the web address used to log into SERFF.
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Pop-up Blocker Settings

~Exceptions
7 Pop-ups are currently blocked. You can allow pop-ups from specific
# il wehsites by adding the site to the list below,
Address of website to allow:
https:f:login.serffcomy] Add

Allowed sites:

dfanlinehelp.dayfarcehom.com

Fermowve

Remowve all ..

il

~Motifications and blacking level:
¥ | Flaya sound when & mop-up is klocked.
[¥' Show Notification barwhen a pop-up is blocked.

Blocking lewel:

IMedium: Block most automatic pop-ups

Learn more about Pop-up Blocker Close |

6. Click Close.
SERFF Website

The official SERFF website is http://www.serff.com.
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National Assodiation of
2| Insurance Commissioners

Map  Commitiees Members Products Education Consumers Industry

SERFF Login

SUPPORT

Rates & Forms Filing
» ‘\\:

New Users: Get Started

= + Training & Tutorials
=
TEE - State Participation
e I

e

\

CONTACTUS
ABOUT THE SYSTEM FOR ELECTRONIC RATES & FORMS FILING (SERFF) Product Assistance SERFF Marketing &
SERFF represents the state-of-the art for insurers and regulators seeking efficient operations. The form submittal, SERFF Help Desk Implementation
document management and review access provided by the platform accelerates the pace of market-entry for new and ~ (816) 783-8990 (816) 783-8787
renewing products, while ensuring compliance with consumer protection requirements. serffhelp@naic.org serfimktg@naic.org

For information on how SERFF is governed as a product of the NAIC, visit the Speed to Market (EX) Working ”
Group in Committees SERFF Advisory Board

Speed to Market (EX) Working Group

RESOURCES

* Newsletter (Coming Soon)

& % + SERFF Filing Access (SFA)
+ Health Exchange (HIX) Management
+ Product Requirements Locator (PRL)

+ Interstate Insurance Product Regulation

REGULATORS INDUSTRY Commission (Compact)

Some of the available links that might be of interest to SERFF users include:

» State insurance department Contacts

* Information on how to get started using SERFF

* FAQs - Frequently Asked Questions

* The lines of business and filing types accepted in SERFF - by state
» Information on SERFF vendors

* Details on implementing EFT

» Guides for interfacing with the State Application Program Interface

Accessing SERFF

Industry users log in to SERFF via the internet at https://login.serff.com/ using a registered

user name and password. SERFF IDs and passwords are requested by your company SERFF
Admin person and are issued by the SERFF Help Desk at serffhelp@naic.org.
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The ability to perform certain functions within the SERFF application is based on the roles and
permissions assigned to the users by their management. All roles and permissions are set up
and maintained at the NAIC.

SERFF Roles

Each SERFF User ID must have at least one user role assigned to it. Multiple roles may be
assigned to a user. Some users may have a role assigned to their ID that permits greater
access while other users may have a role with limited access to SERFF functions. Roles have
pre-determined functions within the SERFF application that dictate role related
responsibilities. The SERFF Help Desk maintains and assigns roles for all users. Below is a
table that explains the permissions associated with each state SERFF User role:

Roles Description

Configuration Manager Can Create/Edit Instance Preferences & Settings,

including:

« Company Statuses
« Companies
e Contacts

Filer Can create/submit new filings as well as view or

modify filings on which the user is listed as an
author.

Filing Manager Can create/submit new filings as well as  modify

any filing in the instance.

EFT User Has the ability to submit filings with EFT payments

for state filing fees.
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EFT Report Can run EFT reports.

Industry Read-Only Can view all filings in their instance but not make
any other changes. Read-only can be used as a
dual role. For example, a Filer can also have a
Read-Only role, allowing them to view filings
where they are not listed as an author.

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

Compact Filer Can create/submit filings to the Interstate

Insurance Compact.

User Admin Request/Updates or Deactivates user roles.

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

SERFF Instances

A user is constrained not only by the roles assigned to their User ID, but also by the instance(s)
to which their ID is associated. While SERFF utilizes one database, the database is divided by
subsections called “instances.” Every filing belongs to one state instance and one industry
instance.

Industry can and do have multiple instances. Many create separate instances for each
business area to segregate their filings. While a user may have access to more than one
instance with the same ID, they must have the same roles for each instance as well.

A user may only be logged into one instance at a time and will only see filings and other

information for their current instance. More information on switching instances can be found in

this manual under Lesson 2, User Preferences and Lesson 7, Instance Preferences (for
configuration managers).
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LESSON 2

This lesson will cover the basics of where and how to log in to SERFF as well as provide an
introduction on how to navigate through the system. The lesson also contains a brief overview
of the tabs within the SERFF Workspace.

User and Instance Preferences are two areas in which SERFF can be tailored to best match

workflow needs. Some options require the user to have the Configuration Manager role, others

do not. This lesson explains a few options for user preferences not requiring a Configuration

Manager role. Those options available to Configuration Managers can be found in Lesson 7.

This lesson covers the following topics:

« SERFF Login
« SERFF Workspace

* Online Help
« Billing
e Settings

« Companies & Contacts

SERFF Home Page

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

log in page.
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NAIC

National Association of
Insurance Commissioners

Already a User? Login here)

Announcements

This page was last updated December 7, 2017.
SERFF 7.14.1 Released

SERFF 7.14.1was released on November 30, 2017.

Click here to view the release notes for this version.

Known Issues
Click here to see the updated documented issues in SERFF v7.14.

Enhancements

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

SERFF Login

As stated in Lesson 1, SERFF IDs and passwords are requested through the SERFF User
Admin and processed by the SERFF Help Desk. The SERFF Help Desk administers user
accounts for both state insurance departments and insurance companies. User IDs are unique
and are assigned roles that control the access and permissions a user has in SERFF.

Each User ID will be assigned a temporary password to log into SERFF. Once they have
logged in, the user will be required to change their password and set up security questions
and answers.

1. Open aweb browser and go to https://login.serff.com .

2. Click on the “Login here” link in the upper right corner.
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Home | About SERFF | Contact Us | naic.org

NAIC

National Assodiation of
Insurance Commissioners

Already a User'#. Loain here]
T
3. Enter the User Name.
4. Enter the Password.
5. Click Login.
NOTE: After three unsuccessful attempts to Login, you will be

locked out and will need to contact the SERFF Help Desk.
To avoid this issue, please use “Forgot your password?”

link.
A Your username and password is incorrect. After 2 more attempt(s) your account will be locked.
User Name: * ‘iuserZ? x ‘
Password: *‘ ‘ Forgot your password?
Login

Security Questions

SERFF will prompt new users to set up security questions after clicking on Login button the
very first time.
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Security Questions

Question 1: © | In what city were you born? (Enter full name of city only) E”

Answer 1: " |Kansa5 City |

Question 2: " | What was the name of your first pet? E”

Answer 2: © |Sparky |

NOTE:  You must select two different questions. Answers have a
maximum of 100 characters.

Forgot your password?

SERFF has a password reset feature which will allow users to reset their own password. After
three unsuccessful attempts to Login, you will be locked out and will need to contact the
SERFF Help Desk. To avoid this issue, please use “Forgot your password?” link.

A Your username and password is incorrect. After 2 more attempt(s) your account will be locked.

User Name: * [luser27 x|

Password: " | I Forgot your password? I

Login

NOTE: Prior to using this feature, security questions and answers
must be set up by user.

1. Click on the Forgot your password? link and enter your User Name.
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Password Reset

User Name: | |

Next | Cancel

2. Click Next and type in the answers to your security questions.

User Name: naic03

Question 1: In what city were you born? {Enter full name of city only)

Answer 1: |Kansas City |

Question 2: What was the name of your first pet?

Answer 2: |Spar1cy| |

Reset Password | Cancel |

3. Click Reset Password.
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NOTE: For current SERFF users, if you have not set up your
security questions, you will be notified to contact the
SERFF Help Desk to reset password.

Password Reset

No security questions found. Please contact the SERFF Help Desk at
a4 serffhelp@naic.org or 816-783-8990.

User Name: |naic03 |

Next | Cancel

Changing Passwords

SERFF passwords must be changed every 90 days. The password may be changed from
the log in screen or when the user is prompted after their password expires.

Home | About SERFF | Contact Us | naic.org

(e= :

Change My Password

User Name: * || |

Password: y| | Forgot your password?
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User Name: * | |

Existing Password: " | |

New Password: * | |

New Password: * | |

Change Password | Cancel |

Password Requirements

Passwords must be a minimum of 7 characters, but no more than 30. No spaces allowed. At

least one character must be non-alphabetic. Passwords cannot be reused.
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SERFF Workspace

The SERFF Workspace is the launching point for all activity in the SERFF application. There
are several tabs within the SERFF Workspace, each with a subset of options and functionality.
An overview is given here, but each section will be covered in detail in later chapters of this

manual.

£E . £ ,‘

Filings Meszages wlling Settings Filing Rutes Templstes Alerts
tay Workfold ty Qpen Vilin by Denft Filin, Gearch  Creste filing | [FT Begoet

My Workfolder Mt Recently Viewed Filings

Remove from Workfolder

Mo filings in folder.

Remaove from Werkfolder

SERFF Rulnase 7.16.1 ©
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Online Help

SERFF contains an Online Help feature to assist users in answering questions and resolving
issues regarding the SERFF application. Users should first access Online Help and, if their
question has still not been answered, then contact the SERFF Help Desk at
serffhelp@naic.org.

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

Welcome, iuser 27.
LLALC Train 02
Help || Logoff

Tracking Number:

| Search...

Templates Alerts

Most Recently Viewed Filings

Online Help lists several Help options accessible to users while they continue with their SERFF
session.
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On Demand Tutorials

Watch recorded tutorials on topics related

Help Topics

Browse through answers to the most

Download the SERFF user manual by
chapter or in its entirety.

to SERFF. common guestions asked of the SERFF Help
Desk.
User Manual Release Notes & Known Issues

Get an overview of the features introduced
in past releases of SERFF. Also available is a

list of known issues in the current release.

PPACA

Plan Management
Learn more about changes made to SERFF

in support of the Patient Protection and
Affordable Care Act.

Learn more about changes made to support
SERFF Plan Management.

Didn't find what you needed here?

The SERFF Help Desk is a great source of information.

Contact the SERFF Help Desk by calling 816-7383-8990 or emailing serffhelp@naic.org.

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

(SERFF

1 rraosct o QR

Filings

My Workfolder

Messages Billing Settings Filing Rules Templates Alerts

My Open Filings My Draft Filings = Search Create Filing  EFT Report

Filings - The Filings tab is where filings are created and managed.
The Filings tab also contains Search and EFT Reporting
capability. The Filings tab is covered in more detail later in
this lesson.

Messages - The Messages tab is where notifications about key activities

on SERFF filings are located. State generated messages
are located here for those users who subscribe to a state’s
message.
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Billing - The Billing tab is where industry users can view their billing
information, including the number of remaining prepaid
transactions for their instance(s) and create a Billing Export
report. The Billing tab will be covered later in this lesson.

Settings - The Settings tab is where all user and instance preferences
are stored and where Filing Companies and Contacts are
maintained. The Settings tab will be covered later in this
lesson.

Filing Rules - The Filing Rules tab allows the industry user to review the
Submission Requirements and other information for each
state participating in SERFF. The Filing Rules tab will be
covered in Lesson 3.

Templates - Templates provide industry users the convenience of
entering Form, Rate/Rule, and Supporting Documentation

schedules once and using them across multiple filings.
Templates are covered in Lesson 4.

Alerts - The Alerts tab is used to help users stay up to date on the latest SERFF news.
Alerts sent by the SERFF support team may include important
messages related to Plan Management, template validation, SERFF
maintenance windows, or release information.

Filings

Home | About SERFF | Contact Us | naic.org
(\ Welcome, iuser 27.
- NAIC Train 02
SERFF Help | Logoff
W Tracking Number:
Filings Messages Billing Settings Filing Rules Templates Alerts

My Workfolder =~ My Open Filings My Draft Filings Search = Create Filing  EFT Report

My Workfolder Most Recently Viewed Filings

Search...

Remove from Workfolder

0 Filings

6 [ state =] Product Name Company Tracking # Filing Date Created By SERFF Status
No filings in folder.

0 Filings

Remove from Workfolder
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The Filings tab is the area where users access their rate and form filings to perform online

functions. The Filings tab offers several views and functions:

. My Workfolder - A user specific “short list” of priority filings to assist
in managing workload. The Workfolder may
contain draft, open and/or closed filings.

- MyOpenfilings  _pigplays all open filings to which the user is an

author. Filings submitted to the state(s).

« MyDraftFilings  _ pigplays all draft filings to which the user is an

author. Filings not yet submitted to state(s).

. Search/Export
- Provides access to the Search and Export features
of SERFF. (Export functionality is a role that
maybe added to user ID — Data Hoster only).

. Create Filings - Initiates a ten step filing wizard process to create
filing(s).
- EFT Report - authorized users can reconcile state filing fees that

are submitted electronically with the Electronic
Funds Transfer option.

. Most Recently- When a user logs into SERFF, they are able to
Viewed Filings view their most recently viewed files by clicking
on the ‘Most Recently Viewed Filings’ link. This
provides an easy and fast way to access the last
ten filings viewed by the user. (draft, open or

closed)

The functions of the Filing tab will be covered in depth in Lessons 4 and 5.

Messages
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Filings Messages Billing Settings Filing Rules Templates Alerts

Messages Most Recently Viewed Filings

Remove Message

Messages Messages 1-50 of 61 | First | Previous | Next | Last

=

Unread | Subject Tracking Number From on =

The Messages tab is the area where notifications about key activities on SERFF filings can be
found. There are a number of messages that are generated to notify the user when an event
occurs related to a filing.

The Message Center will be covered in depth in Lesson 5.

Billing

SERFF offers both pre-paid and “pay as you go” options for filing entities. Industry users can
monitor the balance of their prepaid filing blocks in the Billing tab.

Accessing Billing Information

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

Filings Messages Billing Settings Filing Rules Templates Alerts

Billing Export

Billing Profile

Billing Profiles Billing Profiles 1-1 of 1 | First | Previous | Next | Last
Instance Name B Customer 7

NAIC Train 02 15085

Billing Profiles 1-1 of 1 | First | Previous | Next | Last
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To access a Billing Profile, click on the blue, underlined link. Industry users will want to take
note of the Units Remaining and Units Used columns in the Pre-Paid Block table. These totals
are updated nightly based on that day's usage. Blocks can be split among instances and each
instance will have a separate Entity Billing Form and usage statistics. Pre-paid customers who
allow their blocks to run out will be billed the Pay as you Go rate, which is currently $13.50 per
transaction. Companies on the Pay as you Go plan will not have any blocks listed. (See Billing

Export Tool section below)

Instance Name: NAIC Train 02
P PeopleSoft Customer ID: 00015085
PeopleSoft Address ID: 1
PeopleSoft Sequence ID: 5
Customer Type: SERFF
| Number of Free Transactions: 0

Mote to Customer: Thanks for using SERFF!

Close Previous | Next |

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

Filing Block 2.07/18/2018 125000563 SER-B- $9.00 N 400 0 400
A 00400

Users will receive a reminder message in their Message Center when their Units Remaining
falls below 25% of the Total Filing Units and when another block is not available. This message
serves as a reminder to order a new filing block. Only one reminder per block will be generated.
It is the company’s responsibility to monitor their usage and remaining transactions to avoid

being billed at a higher rate.

Billing Export Tool

Pay as you Go customers may want to balance their monthly invoice against their transactions
each month. The Billing Export link will allow users to export their monthly transactions into a
CSV (comma separated values) file, which can be converted into an Excel (spreadsheet) file.
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1. From the Billing tab, click the Billing Export link.

Filings Messages Billing Settings Filing Rules Templates Alerts
Billing Export
Billing Profile
Billing Profiles Billing Profiles 1-1 of 1 | First | Previous | Next | Last
Instance Name & customer #
NAIC Train 02 15085
Billing Profiles 1-1 of 1 | First | Previous | Next | Last

2. Complete information as needed.

Billing Export

Export Cancel

Month: ‘January ‘

Year: ‘2018 ‘

Report Type: @ Filing Transactions OPplan Management Transactions

Available Instances:

e
=]
=]
<<
Export Cancel
Month: Use drop down arrow to select the applicable Month.
Year: Year defaults to current year, but can be changed.
Report Type: Select Filing Transactions or Plan Management
Transactions.
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Available
Instances:

Select Instance(s). Use yellow navigation buttons to

move selection(s) from left to right.

moves entire contents of list to box on right
moves selected content from left to right
moves selected content from right to left

a2y
I V

moves entire list from left to right

NOTE: Current instance selected by default.

NOTE: Multiple instances can be selected by holding
down the Ctrl or Shift key while clicking on instance.

3. Click [Export |putton.

SERFF will ask if you would like to open or save the report as a CSV file.

Do you want to open or save SERFF-Billing-Report.csv from train.serff.com?

Open |

Cancel

Save |V|

Sample results after opening CSV report file:

Ef e @~ 33 L Reper E
[~ I Page La s b a @
& cw i Iy et - [ Norma Bad Good 7 e e
H12 &
A B c D E F G H 1 J
| | |
1 SERFF Tracking # Company Tracking #!l" pany Name |Cocode|Date Submitted |Filer Name |Product Name State TOI Sub TOI
2 MNAI3-125980077 |6464WFWU1E16 |MISSOURI Insurance| 99999 2/2/2015 13:46/Jon Sing Annual Health Filing _|Alabama L0 Life - Cther |L08.000 Life - Other
3 NAI3-126017349 |B46EWEGF46 MAIC Insurance Co 11111]  2/4/2015 13:46|Jenni Frank ion Certifi Utah AD2.1] - Individual A02.11.003 Single Premium
4 NAI3-125980076 |[1TRHH23456 MAIC Insurance Co 11111] 2672015 13:52|Kelly Comb |Annual Health Filing  |Kansas | A02.11 - Individual A02.11.003 Single Premium
5 MNAI3-125980075 |12SGFHH345SH56 |MAIC Insurance Co 11111] 211212015 13:58|Kelly Comb |Annual llustration Missouri A02.1] - Individual A02.11.003 Single Premium
6 MNAI3-125980089 [SHSHB46HHTRSH |MISSOURI Insurance| 99999| 2/17/2015 14:04/Jon Sing  |Annual Health Filing | Colorado LOS Life - Other  |LOS.000 Life - Other
7 MNAI3-126017350 |1235DFTTUS64456 MISSOURI Insurance§ 99999 2119/2015 14:07 Jon Sing Annual Life lBustration |Missouri A02.11 - Individual A02.11.003 Single Premium
8 NAI3-125980088 |WENBKM123FFF |MISSOURI Insurance| 99999 2/27/2015 14:09|Jenni Frank |Annual Health Filing  |Colorado |LOS Life - Other  [L0S.000 Life - Other

NOTE:

The report can only be generated per month.
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EFT Account Management

The last item under Billing will only be available to users with the ‘Bank Account Manager’ role.
Users will be able to see a list of the EFT Accounts added to the current instance and have the
capability to activate and deactivate EFT Accounts.

If you have multiple SERFF instances tied to your username first select the instance you will
be updating from the drop-down menu at the top right corner of the screen.

| National Insurer of America v | 9

Tracking Mumber:
[ | Search...|

NOTE: SERFF Accounts are called “Instances”

To access EFT Account Management, Select the ‘Billing’ tab then click the ‘EFT Account
Management’ link.

Home | About SERFF | Contact Us | naic.org
cE :
it

u e o QRN 4

ua

Filings Plan Management Messages Billing Settings

Billing Profiles = Billing Expert | EFT Account Management

Billing Profile

Billing Profiles

Instance Name

For instances that have not had EFT associated you will see the screen like below.

Home | About SERFF | Contact Us | naic.org

(sE -

Plan Management

Billing Profiles | Billing Export | EFT Account

No EFT accounts are configured.
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For instances that have had EFT associated you will see a screen similar to the one below that lists
all the EFT Accounts on file

L]
Plan Management Messages Billing Sertings Filing Rules || Record Retention Reporis Templates Alerts
:

Billing_Profiles Billing_ E!D;R EFT Account

Active

(Bank Name) Bank Account 2020

Last Modified: Jun 8, 2020 by zzzIndRachel Buccierizzz

(Bank Institution Name) Bank Account 2020
Last Modified: Jun 8, 2020 by zzzIndRachel Buccierizzz

To add an EFT Account, select the blue ‘Add EFT Account’ button.

ling Settings Filing Rules Record Retention Reports Templates Alerts

Ne EFT accounts are configured,

The below screen will load:

£ Return to EFT Accounts
Add EFT Account

Bank Information

Account Nickname * Addenda Notice

All EFT accounts will be created with
a transaction type of CTX and no

. addenda. If this account needs to be
Name of Company * ® setup with a transaction type of CCD
Mame of Company cannot be changed after the account is created. or addenda mfer'mat\on, p|ease
contact the SERFF Marketing team.

Routing Number * serffmktg@naic.org (816) 783-8787

Account Number *
Re-enter Account Number *

Contact Person
First Name *

Last Name *

Definitions of criteria

e Account Nickname: Internal Accounting nickname, Bank Name, or some other name that
easily distinguishes this EFT information from other EFT information that may be associated to

the SERFF instance
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o Name of Company: Name of Company associated to the account or the parent
company. This cannot be updated once saved.
. Routing & Account Number: Bank Account information

Example of completed EFT Information.

Add EFT Account

Bank Information

Account Nickname * Addenda Notice
All EFT accounts will be created with
a transaction type of CTX and no
addenda. If this account needs to be
setup with a transaction type of CCD
or addenda infermation, please
American National Insurer contact the SERFF Marketing team.

(Bank Institution Name) Bank Account 2020

Name of Company * @

of Company cannot be changed after the account is created.

Routing Number * serffmktg@naic.org (816) 783-8787

011401532

Account Number *

887766554433

Re-enter Account Number *

887766554433

Next, add the contact information for the account. This is an internal contact. This is not a
representative from the financial institution.

Contact Person
First Name *

John

Last Name *

Smith

Phone Number *
(00) 30300

(913) 375-0566
Email *
Jjohn.smith@amernatins.com
Legal Consent
The National Association of Insurance Commissioners ("NAIC") is authorized to initiate debit entries and to Copy
initiate, if necessary, credit entries and adjustments for the correction of any debit entries in error from or to the
account indicated above of the Company indicated above at the financial institution indicated above.
The Company authorizes the above-named Financial Institution to honor such requests from the NAIC and to
debit or if applicable, to credit, the same to the account indicated above. The debit entries initiated by the NAIC

are for the payment of DOI Fees as such term is defined in the SERFF License Agreement between the Company
and the NAIC.

This authorization shall remain in full force and effect until the above-named Financial Institution as well as the
NAIC have received written notice from the Company of termination of authority in such time and manner as to
afford the Financial Institution as well as the NAIC a reasonable time to act on said termination. Notwithstanding

the foregoing, this authorization shall terminate no later than thirty (30) days after written notice of termination is
received by the NAIC.

1 agree to the terms and conditions above and wish to continue.

Add EFT Account [ERIE]

Review the information entered and the legal consent. Click ‘Agree’ box and then the blue ‘Add
EFT Account’ button.
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All EFT Accounts will show here on the EFT Account Management dashboard. To edit an existing
account, hover over the account to edit and click to open the edit page.

ssages U Billing ” Settings ” Filing Rules “ Record Retention ” Reports ” Templates “ Alerts
nt Management
EFT Account Add EFT Account
(Bank Institution Name) Bank Account 2020 Active

Last Modified: Jun 8, 2020 by zzzindRachel Buccierizzz

(Bank Name) Bank Account 2020 Active
Last Modified: Jun 8, 2020 by zzzIndRachel Buccierizzz

You can edit the account nickname, Companies associated with the bank account, and the contact
information can be updated. Too add or remove companies click the blue ‘Edit’ link next to
‘Associated Companies’

Associated Companies Edit

No companies are using this EFT account.

Associated Companies

Below shows the screen once you select edit. Select an available company on the left panel and
move to the right panel by clicking the singular arrow point right. To move all available companies,
click the double arrow point right. Doing the opposite will remove companies from being associated.

Edit Associated Companies

Available Companies Associated Companies

MNational Insurer of America American National Insurer

-

Cancel Save Associated Companies
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If the bank account is no longer valid, the EFT information can be deactivated. At the top right-
hand corner of the EFT information, click the white ‘Deactivate’ EFT button. A confirmation box
will pop up allowing you to cancel or proceed with deactivating the EFT Account.

Deactivate EFT Account?

Deactivating this EFT account will unassociate all companies.
Do you want to continue?

Yes, Deactivate EFT Account

Once deactivated, it is still visible on the EFT Account Management Dashboard and can still be
edited or reactivated.
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Sett

ings

The Settings tab is where preferences that affect usage of the system are stored. It is

also where users with the Configuration Manager role can manage instance

preferences, Companies and Contacts information. If a user has the user admin role

they can view the User Administration Report and Request New Users/User

Update/User Deactivation. Instance Preferences and other options available to

Configuration Managers will be covered in detail in Lesson 7.

Filings

Messages Billing |

User Preferences

Instance Preferences Companies

Settings | Filing Rules Templates Alerts

Contacts User Administration Report Request New User Request User Update Request User Deactivate

Contact
Information

Message Settings

User Preferences

Contact Information

Last Name * |2T

First Name * |iuser

Email Address * |rtrainin@naic org | Ex: name@domain.com

Each user has a set of “User Preferences” that contains their contact information and

some configurable settings that affect aspects of SERFF. The User Preferences are

navigated by clicking on the tabs running down the left side of the screen. The

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

When clicking the Settings tab, the user is taken to the Contact Information screen of

the User Preferences section.

Cont

act Information

The Contact Information section contains the name, email, address, phone and security

guestions for the user.

After receiving a SERFF ID, users need to complete all required fields, denoted by a

red asterisk (*), prior to using SERFF. After initial set up, users can update this

information at any time.

Page 36 of 271
SERFF Industry Manual

Copyright ©2020 National Association of Insurance Commissioners. All rights reserved




SERFF Industry Manual

Filings Messages Billing | Settings | Filing Rules Templates Alerts

User Preferences Instance Preferences Companies Contacts User Administration Report Request New User Request User U gdate Request User Deactivate

Contact

- Contact Information
Information

*
Message Settings Last Name |27

User Preferences First Name * |iuser

Email Address * |ttrainin@naic org Ex: name@domain.com

city * |Anyt0wn

|
|
|
Address *[1 SERFF way |
|
|
|

State * | Kansas ‘

Postal Code * 12345 |

Phone * [(800)555-1212 | Ext. | | Ex: (123) 555-4567

Fax Ext. Ex: (123) 555-4567
| | Ext. | |

Security Questions

Question 1: © | What is the middle name of your youngest child? |

Answer 1: © |child |

Question 2: * | What is the name, breed and color of your pet? |

Answer 2: © |pet |

Save | Cancel

To change or update any information:

1. Make necessary changes.

2. Click the Save button.

Response:
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Filings Messages Billing Settings

User Preferences Instance Preferences Companies Contacts Use

I User preferences saved successfully. I

Contact

. Contact Information
Information

Message Settings

Industry users can control the receipt of types of messages as listed under Filing Activity
messages. All Message Settings options are specific to each individual user and assist users

in managing their Message Center.

Filings Messages Billing | Settings Filing Rules Templates Alerts

User Preferences Instance Preferences Companies Contacts User Administration Report Reguest New User Req|

Contact

IFiIing Activity Messages I YFiling Activity Messages Help

Message Settings Billing Low Block Waming
Compact Filing Acknowledge Included State
User Preferences Binder Note To Reviewer Deleted

Binder Filer Mote Deleted
Effective/implemeniation Date Updated
Disposition Submitted

Draft Schedule ltem Warmning

Public Access Defaults Restored

Filing Reopened
Filing Submitted with Default Public Access

NOTE: Filing Managers will have the option to adjust User
Message Settings. Please refer to Lesson 7 for more
information.
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Filing Activity Messages

Filing Activity Messages will be created when a filer submits or receives filing correspondence
and when filings are submitted with default public access. These messages are also
generated on a Reminder's due date, with low block warnings, when a state updates a filing,

when filings are reopened and/or assigned, and when plan management activities occur.

Select the action(s) for which you would like to receive messages by moving them from the
list on the left to the list on the right. Remove items for which you no longer wish to receive
messages by moving them back to the list on the left.

Click the Save button to save changes. Inthe previous example, the user is set to receive all

types of Filing Activity Messages.

NOTE: All Message Settings options are specific to each individual
user. Users can update their Message Settings at any time
by following the steps above.

State Generated Messages (SGM)

Authorized state users may create State Generated Messages (SGM) to notify industry users
of changes to State Settings or Filing Rules. A state will generate a SGM when they want to

notify users of those changes when filing to their state.
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To receive State Generated Messages, you must first subscribe to the State
Generated Messages (SGM) under the Settings tab, User Preferences link > Message

Settings.

Filings Messages Billing Settings Filing Rules Templates A

User Preferences = Instance Preferences = Companies = Contacts User Administration Report Request Mew User

Contact

Information Filing Activity Messages ¥ Filing Activity Messages Help

Billing Low Block Warning
Compact Filing Acknowledge Included State

Message Settings

Binder Note To Reviewer Deleted

Binder Filer Note Deleted
Effective/implementation Date Updated
Disposition Submitted

Draft Schedule Item Warning

Public Access Defaults Restored

Filing Reopened

Filing Submitted with Default Public Access

User Preferences

(3ol

State Generated Messages @State Generated Messages Help

Business Type: [ all
O Property & Casualty
0 uife
[ Annuity
[ Health - PrACA {Comprehensive Major Medical)
D Health - Exchange
O Health - All Other

District:
Pennsylvania
Prince Edward Island ~
Fuerto Rico EC|
Quebec
Rhods Island =1
Saskatchewan <
South Carolina
South Dakela B
Tennessee ™
Texas

Save | _Cancel

1. Select the Business Type(s) for which you would like to receive State Generated

Messages.
2. Select the District or state(s) for which you would like to receive messages. Use

yellow navigation arrows to move selection(s) from the list on the left to the list

on the right.

Example: selecting Business Type: P&C, States: Alabama, Minnesota, Utah
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State Generated Messages State Generated Messages Help

Business Type: [ all
¥ Property & Casualty
L1 Life
O Annuity
D Health - PPACA {Comprehensive Major Medical)
[ Health - Exchange
[ Health - All Other

District:
Rhode Island Alabama
Saskatchewan A~ Minnesota
South Carolina 23 | utan
South Dakota &
Tennesses
Texas <]
Unknown
Vermont (<<
Virgin Islands b
Virginia

Cancel

3. Click the Sav button.

Response:

Filings Messages Billing Settings

User Preferences Instance Preferences Comganies Contacts Use

User preferences saved successfully.

To Remove state(s) that you no longer wish to receive Message(s) on:
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1. Select the district/state in the right-side section that you no longer wish to receive

messages from.
2. Use yellow navigation arrows to move selection(s) from the list on the right to the

list on the left.

3. Click the Sav button.

User Preferences

The third area under User Preferences link is called User Preferences. This section contains
three items — Current Instance, Default Business Type for New Filings and Subscription

options.

Filings Messages Billing Settings Filing Rules Templates A

User Preferences  Instance Preferences = Companies  Contacts = User Administration Report  Reguest New User

S User Preferences

Information

Message Settim Current Instance | NAIC Train 02 |
User Preferences Default Business Type | -Please Select- |

for New Filings

Subscriptions: M| sERFF Newsletter ™ Tutorial Notification

Save | Cancel

The Current Instance setting only applies to users with more than one instance. By selecting

an instance from the drop down list and clicking Save, the user can switch between instances.
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Default Business Type for New Filings is an optional setting that allows the user to indicate
whether they are primarily Life/Accident/Health or Property/Casualty. Selecting pre-populates
the Business Type field for the Filing Wizard creating new templates, searching filing

requirements, and Search for filings.

Filings Messages Billing ‘ Settings | Filing Rules T

User Preferences Instance Preferences Companies Contacts User Administration Report

Contact User Preferences
Information

Message Seifia i Current Instance | NAIC Train 02 ~]

User Preferences Default Business Type EEErkEaas

for New Filings |Froperly & Casualty
g Life, AccidentHealth, Annuity, Credit

F Newsletter W Tutonal Notification

Save | Cancel

Select the SERFF Newsletter and or Tutorial Notification box to receive notification when new

SERFF newsletters and tutorials become available.

Click Sav button after all selections have been made.

Filings Messages Billing Settings

User Preferences  Instance Preferences Companies  Contacts  Use

User preferences saved successfully.
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Companies & Contacts

The Companies and Contact links stores information for the instance. When creating a
filing, information for the company/companies and contacts specified comes from data
entered in the Companies and Contacts links.

Filings Messages Billing | Settings ‘ Filing Rules Templates Alerts

User Preferences = Instance Preferences I Companies = Contacts I User Administration Report = Reguest New User  Reguest User Update

Most SERFF users will only be able to view company information. Users must have the
Industry Configuration Manager role assigned to their ID in order to add/edit company
and contact information in SERFF. See Lesson 7 for more information.

Companies

You can enter a company name, or the beginning of a company name, to return a

search. You can also use the asterisk sign* (wildcard) to enter a partial name and return results.
If the user does not make an entry in a field, no attempt to match on that field will be
made. Completing no fields will return all companies that are available.
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Filings Messages Billing Settings Filing Rules Templates Alerts i

User Preferences  Instance Preferences  Companies = Contacts = User Administration Report = Reguest New User =~ Reguest User Update |

Company Search

Company Name

Company Type ) search Tips

Any combination of fields may

Group Code
be used

Group Name

exactly. All other fields will

|
|
|
| Fields in bold must match
|
|

CoCode match partial entries, starting
with whatever text you type. If
FEIN Number Ex: 22-7777777 Vot ks ad et in o

field, no attempt to match on
- that field will be made. Filling
State of Domicile | Alabama out no fields will return all

Alaska ~ companies you can view.
Alberta v
AMERICAN SAMOA

Status.
@® active O tnactive O Either

Search Reset

1. On the Settings tab, click on the Companies link.

2. Complete information as needed.

In the example below, ABC Company has been entered for Company Name.

Filings Messages Billing Settings Filing Rules Templates Alerts

User Preferences Instance Preferences Companies Contacts User Administration Report Reguest New User Reguest User Update

Company Search

Company Name ‘ABC Company ‘
Company Type ‘ ‘ ) search Tips
Group Code ‘ ‘ Any combination of fields may
be used.
Group Name | | Fields in bold must match
exactly. All other fields will
CoCode ‘ ‘ match partial entries, starting
with whatever text you type. If
FEIN Number ‘ ‘ Exi 22-7777777 you do not make an entry in a
field, no attempt to match on
il that field will by de. Fillir
State of Domicile | AIG Submissions A m‘at ml,eﬂe‘é; wi?l T;:UE,. a‘ng
Alabama companies you can view.
Alaska
Alberta b
Status

® active O active O Either

e
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NOTE: Any combination of fields may be used.

3. Click Search button.

Results:
Filings Messages Billing Settings Filing Rules Templates Alerts
User Preferences Instance Preferences Companies Contacts User Administration Report Request New User Request User Update
Company Name Company Type CoCode Group Name Group Code FEIN Number State of Domicile Active Maodified
pany 0 22-7777777 Alabama Active 12-30-2015
To view detailed information on the company:
4. Click Company Name link.
Results:
| rrrr—
Filings Messages Billing | Settings Filing Rules Templates Alerts
User Preferences  Instance Preferences = Companies = Contacts = User Administration Report = Reguest New User = Request User Update

Back to Search Results ]

Company Information
Instance:
CoCode:
Company Name:
Address:
Telephone Number:
Fax Number:
Company Type:
Group Code:

Group Name:
FEIN Number:

State of Domicile:

Active:

NAIC Train 03

This entity does not have an NAIC Company Code.
ABC Company

123 , Orlando , Alabama 97213

(503)123-4567

22-7777777
Alabama

Active

Licensed States:
State

Alabama

State ID Number

£ HIOS Issuer ID £NCQA Org ID £ URAC App Number

12345

The [Back to Search| Results button returns user back to list.
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The Licensed States area is maintained by the Configuration Manager and lists states that the

company is licensed to conduct business in, as well as any ID. The accreditation information is

entered for companies who utilize Plan Management functionality.

Contacts

Every SERFF filing created is required to include one contact. The contact is the person whom

the state should contact if they must communicate outside of SERFF.

Filers may also be contacts, but they must first be set up as a contact.

Users must have the Industry Configuration Manager role assigned to their ID in order to add

or edit contact information. At least one contact must be set up before any filings can be created.

Refer to Lesson 7 for more information.

Contact information for an instance can be accessed by clicking the Contacts link under the

Settings tab.

Filings Messages Billing

Settings

User Preferences Instance Preferences Companies Contacts

Filing Rules

User Administration Repo

Find a Contact

Last Name ||

First Name

|
Email Address |
|

Job Title

Active

Search

® active O tnactive OFEither
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The Contacts link behaves much like the Companies link. If the user does not make an entry
in a field, no attempt to match on that field will be made. Completing no fields will return all

contacts that are available. You may use the asterisk wildcard in this search as well.

Sample search result for all contacts listed in instance:

Filings Messages Billing | Settings | Filing Rules Templates Alerts

User Preferences Instance Preferences Companies Contacts User Administration Report Reguest New User Request User Update

Last Name, First Name Title Email Address Active
Brown, John JohnBrown@naictrain03.com Active
Jacks, Joe abc@123.com Active
Jones, Jennifer jenniferjones@naictrain03.com Active
Legal, Joseph Senior Compliance Officer joseph.legal@email.com Active
Smith, Sally Sr Compliance Analyst ssmith@email.com Active
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LESSON 3

SERFF's Filing Rules database is a core piece of the application and this information is the
basis for the creation of all filings in SERFF. This information is accessed through the Filing
Rules tab on the SERFF Workspace.

Filing Rules contains information regarding state General Instructions,

Requirements, Types of Insurance, and Submissions Requirements. This lesson discusses

how to find state filing requirements in advance of filing preparation and submission.

This lesson covers the following topics:

* Filing Rules Overview

+ General Instructions

« Requirements

« Types of Insurance

e Submission Requirements

Filing Rules Overview

The Filing Rules tab contains all of the state specific information needed to submit a filing.

It is created and managed by authorized users from each state.
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Filings Messages Billing Settings Filing Rules Templates

General Instructions Reguirements | Types of Insurance Submission Reguirements

Filing Rules contain:

« General Instructions « Adocument thatincludes information, not specific
to a product, about submitting SERFF filings to
the state instance. General Instructions are an
overview of how the company should submit
SERFF filings in each state.

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

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

°  Submission )

A compilation of TOIs, Sub-TOls, Filing Types and
Requirements Requirements. The Submission
Requirements identify the specific Requirements that

need to be submitted to a state, for a given TOI, Sub-
TOI, and Filing Type selected.

General Instructions

General Instructions contain overall filing information advising companies how they should
submit SERFF filings to a state instance. It is important for a user to review a state’s General

Instructions to ensure a complete and accurate submission.
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1. From Filing Rules tab, select the General Instructions link.
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Filings Messages Billing Settings

General Instruction

Reguirements  Types of Insurance Submission Reguirements

‘ Filing Rules Templates

A list of all State’s General Instructions is displayed in a columnar view.

General Instructions
New Search | Refine Search

General Instructions General Instructions 1-106 of 106 | First | Previous | Next | Last
Instance Name [= Description ate Last Modif Jate Created
Alabama 1) RATE/RLULE TAB ***PLACEMENT OF FINAL RATE/RL 02/14/2014 06/29/2006
AlabamaLife FOR ALL LIFE FILINGS: See the state bulletin on ou 10/31/2012 02/23/2006
Alaska General Instructions Document ***Important*** Eff 09/13/2011 05/18/2006
Arizona Updated for SERFF v5: IMPORTANT NOTE: PLEASE C 09/11/2012 05/02/2006
ArizonalH Arizona is accepting live filings for all produc 08/24/2006
Arkansas If you have questions or problems please contact 10/16/2009 04/14/2006
California Description: VERY IMPORTANT INFORMATION FOR CALIFO 05/06/2007 08/10/2006
California DMHC General Instructions for California DHMC 01/06/2011 11/15/2010
Colorado ***Important®** Effective 01/12/2006 Colorade Life 06/09/2006
Connecticut These are general instructions for all property an 02/23/2005
ConnecticutlH These are general Instructions for all life and he 06/03/2005

The default view is sorted by Instance Name in ascending order. The following columns can

be sorted:

¢ |nstance Name -« Date Last Modifi

* Att. (attachments),

ed

» Date Created

Click on the column header to sort. Click again to switch to descending order.

NOTE:

When a user sorts the view by any of the columns, that sort
will be maintained until the user loads a different view or

goes to the Search screen.

2. To open the General Instructions for a state instance, click anywhere on the

General Instructions row.
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General Instructions

New Search Refine Search

General Instructions General Instructions 1-106 of 106 | First | Previous | Next | Last
Instance Name [ Att. Description Date Last Modified Date Created
{A\abama 1) RATE/RULE TAB ***PLACEMENT OF FINAL RATE/RU 5 02/14/2014 06/29/2006]
Alabamalife FOR ALL LIFE FILINGS: See the state bulletin on ou a 10/31/2012 02/23/2006
Alaska General Instructions Document ***Important™** Eff 09/13/2011 05/18/2006
Arizona Updated for SERFF v5: IMPORTANT NOTE: PLEASE C 09/11/2012 05/02/2006

The selected General Instruction document is displayed.

View the 'Alabama' General Instructions

Return to Search

General Instructions Last Updated 02/14/2014 Instance Business Type P&C and LAH

General Information

Status in Domidile: Date Last Modified: 04/15/2010 07:44 AM
Domiciliary Status Required

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

Effective Date Rules: Date Last Modified: 02/14/2014 04:39 PM
The deemer date, or effective date, for SERFF filings is 30 days from the date the department of insurance receives the
proper fee.

Change of Effective Date Requests: Date Last Modified: 04/15/2010 07:44 AM

Change of Effective Date Requests must be sent via Note to Reviewer.

Additional Information Links: Date Last Modified: 04/15/2010 07:44 AM
Additional filing information can be found at The Department of Insurance's website at
http://www.aldoi.gov/Companies/PCFilingRegs.aspx

NOTE: “General Instructions Last Updated” and “Date last
Modified” will reflect the date changes were made to the
General Instructions.

Search General Instructions

Users will be able to search General Instructions using the field-based design to allow for a
more targeted review of each state’s filing guidelines. This is used to search multiple state
instances for General Instructions that meet certain criteria.
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Filings

Messages Billing

Settings | Filing Rules Templates

General Instructions Reguirements  Types of Insurance Submission Reguirements

2. Click

New Search putton.

General Instructions

Refine Search

3. Select multiple states.

Find General Instructions

State Instances:

Find Reset

AlG Submissions - Alabama
California DMHC =l Alabamalife
Californial AH Alaska
CalifornialD AlaskalH
Colorado Arizona
Connecticut ArizonalH
ConnecticutLH Arkansas
DelawarelRF California
DelawarePC

District of Columbia x

Instance Business Types:
[7] Life, Accident/Health, Annuity, Credit
7] P&C and LAH
"] Property and Casualty

Status In Domicile:
"] Domiciliary Approval Required
[“ Domiciliary Status Required
[CINot Applicable

Multiple Company Filings - P&C
JYes (' No @ Either

Multiple Company Filings - L&H
©'¥Yes (©No @ Either

Available Filing Modes:

General Instructions Last Updated

e E—
N —

Is There A Fee?
JYes JNo @ Either
Is This State Retaliatory?
©Yes (JNo @ Either
Confidentiality Requests Are:
© Allowed ) Not Allowed @ Either

EFTis:
[ Accepted
[[INot Accepted
[[IRequired

Payment is:
[“IBilled in Arrears
|| Due at Submissien

Filings Become Public:

At Effective Date
At Submission

Exempt
File & Use

>>
File with Certification 4
Informational 2
Other
Prior Approval ﬂ
Use & File <<

o [==]

er

Upon Authorization for Use >

Upon Disposition

Upon Request Only ﬂ
<<
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State Instances: Select State or States(s) by using yellow navigation buttons to move
selection(s) from left to right.

moves entire contents of list to box on right

moves selected content from left to right moves selected
content from right to left ~ B8 moves entire list from left to right

NOTE: Multiple states can be selected by holding down the Ctrl key
while clicking on states.

4. Select desired search criteria.

Click on A check box(s), O radio button or use navigational arrows to make selections.

5. Click Find.

A list of all General Instructions meeting search criteria is displayed.

NOTE:  Selecting

Results: Based on search criteria selected will display.

General Instructions

-..where State Instance is "Alabama’ or "Alabamalife’ or 'Alaska’ or 'AlaskalH' or 'Arizona’ or "ArizonalH' or "Arkansas’ or "California’ and 'Is a Fee Required?’ is "Yes'
New Search Refine Search

General Instructions

General Instructions 1-2 of 3 | First | Pravious | Next | Last
Instance Name [ Description Date Last Madified Dite Create

Alabama 1) RATE/RULE TAB ***PLACEMENT OF FINAL RATE/RL 02/14/2014 06/29/2006

Arizona Updated for SERFF v5: IMPORTANT NOTE: PLEASE C 09/11/2012 05/02/2006

Arkansas 4 If you have questions or problems please contact 10/ 16/2009 09/ 1472006

General Instructions 1-2 of 3 | First | Pravious | Next | Last

New Search  Refine Search

* For example, as shown above, the state instances’ of Alabama, Arizona and Arkansas does
have a required fee.
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Click on a state instance to view their General Instructions.
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General Instructions

..where State Inst s "Alalk: " or "Alab

Wew Search | Hefine Search

General Instroctions

Life’ or "Alaska’ or "Alaskal H' or "Arizona’ or "Arizonal H or "Arkansas’ or "California’ and "Is a Fee Required?’ is "Yes'

Ganaral Instructions 1-3 of 3 | First | Previaus | Nest | Last

tew Search | Refine Search

@& | A Dascrptian Last Mod

bama ¥ 1) RATE/RIAE TS ==~ FLACEMENT OF FINAL RATERU 05/29/7014 I
Tnzona Updatad far GEAFT Wb TMPORT ANT MOTE: BLEAGE C T
arkansas . 4 If you have questions or problems ploase contact 10/16/200%

General Instructions 1-3 of 3 | First | Previous | Next | Last

Results:

View the 'Alabama’ General Instructions

Return to Search

General Instructions Last Updated 05/29/2014 Instance Business Type P&C and LAH

General Information

Status in Domicile:

Domiciliary Status Required

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

Effective Date Rules:
The deemer date, or effective date, for SERFF filings is 30 days from the date the department of insurance receives the proper fee.

Change of Effective Date Requests:

Change of Effective Date Requests must be sent via Note to Reviewer.

Date Last Modified: 04/15/2010 07:44 AM

Date Last Modified: 05/29/2014 10:57 AM

Date Last Modified: 04/15/2010 07:44 AM

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

Attachments
Attachments
# Certification of Compliance.pdf Date Uploaded: 04/15/2010 07:43 AM
# DISCLOSURE 1.pdf Date Uploaded: 04/15/2010 07:43 AM
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NOTE: To close the General Instructions screen, click on the
[Return to Search | button or on any of the links or tabs.

Requirements

When included in a Submission Requirement, a requirement is a request from the state for
Supporting Documentation to aid in the review of a filing. States use the Requirements list in
this view when creating their Submission Requirements. A Requirement can be used in multiple

Submission Requirement documents, but are instance specific.

The following information is stored about Requirements:

* Name - The Requirement name.

* Business Type — The line of business to which the
requirement applies.

» State Instance - The State instance(s) participating in
SERFF.

Finding Specific Requirements

When searching for specific requirements, some or all information about that requirement might
be known. In the instructions below, if there is a field in which the criterion is unknown, the field
may be left blank, or in the case of Business Type, may be left on “Both.”

1. From Filing Rules tab, select the Reguirements link.
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Filings

Messages Billing Settings

Filing Rules Templates

General Instructions f| Reguirements j| Types of Insurance Submission Requirements

Find Requirements

2. Select desired search criteria.

Find Requirements

Name: |

Business Type: Both

State Instances:

Alabamalife
Alaska
AlaskalLH
Arizona
ArizonalLH

[>> ]
]
Arkansas e
[ << |

m »

California

California DMHC
CaliforniaLAH

CaliforniaLD ¥

Alabama

Name:

Business Type:

(e.g. act)

Select a business type. (e.g. Both, ‘Property &

SERFF Industry Manual

Type the first few characters of the requirement name.

Casualty’, ‘Life, Accident/Health. Annuity, Credit’)

State Instances: Select State or
buttons to move selection(s) from left to right.
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moves entire contents of list to box on right moves

selected content from left to right
moves selected content from right to left

@ moves entire list from left to right
NOTE: Current state instance selected by default. NOTE: Multiple

states can be selected by holding down the Ctrl or Shift key while
clicking on states.

3. Click Find button.

The following buttons are available on the Search Results screen:

New Search Clears all search filed criteria and initiates a fresh Requirement

search.

Refine Search | Takes user back to the search criteria display without clearing the
previously entered search criteria.

The Requirements view displays 50 requirements per page and shows the total count of

Requirements retrieved by the search.

Requirements Requirements 1-10 of 10 | First | Previous | Next | Last
Instance Name [=] | Att Category Name
Alabama Actuarial Support Exhibits
Alabama Authorization Form
Alabama Expedited Terrorism Form
Alabama Explanatery Memorandum
Alabama Filing Fee Form
Alabama & Property and Casualty Certificate of Compliance
Alabama side-by-side comparison
Alabama Complete Rate/Rule Manual
Alabama " 4 FIS 0701-Policy Form Data Sheet
Alabama & Actuarial Actuarial Memorandum
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The following links display next to the count:

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

First: Displays the first page of Requirements in the search results.

Previous: Displays the previous page of Requirements in the search results.
Next: Displays the next page of Requirements in the search results.
Last: Displays the last page of Requirements in the search results.

Viewing a Requirement

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

Requirements

New Search Refine Search

Requirements Requirements 1-10 of 10 | First | Previous | Next | Last

Instance Name [2] Att. Category Name

Alabama Actuarial Support Exhibits
Alabama Authorization Form
Alabama Expedited Terrorism Form

Alabama Explanatory Memorandum

The content of the Requirement will be displayed.
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Return to Search

State Instance:
Name:

Description:

Business Type:
Require Per Company:
Parse Attachments?
View Category:
Attachments:

Author:

View the 'Authorization Form' Requirement

Alabama

Authorization Form

Authorization Form must be submitted any time a filing is being submitted on
behalf of the insurance company by another party

P&C and LAH

No

No

-- None Selected --
-- No Attachments --

Migration, Filing Rules

The following button is available:

Return to Search

Returns the user to the search results.

NOTE: If Attachment(s) are associated with requirement, click on
link to open attachment. This schedule item can then be
saved, printed or emailed.

Types of Insurance

The Types of Insurance (TOI) tab shows the lines of insurance that states are accepting through
SERFF and any Sub-Types of Insurance (Sub-TOIs) that are associated with those TOls.

The following information is stored about Types of Insurance:

* TOIl Name
* Sub-TOI Name

» Business Type

» Methods

- The Type of Insurance name

- The Sub-TOIl name

- The line of business

- How the TOI may be used
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» State Instances - The state instance

Finding Types of Insurance

The Type of Insurance search feature allows the user to search by one or more criteria.

Find Types of Insurance

TOI Name: | |
O Starts With @ Contains O Equals
Sub-TOI Name: | |
O Starts With @ Contains O Equals
Business Type: |an |
State Instances:
AlG Submissions
Alabama ~
Alabamalife b
Alaska
AlazkalH ﬂ
Arizona = |
ArnzonalH
Arkansas ﬂ
California W
Califernia DMHC

Find

1. From Filing Rules tab, select the Types of Insurance link.

Filings Messages Billing Settings Filing Rules Templates

General Instructions Requirements | Types of Insurance Submission Reguirements
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2. Complete the following.

TOI Name: Type in a TOI Name or a portion of the TOl Name
(e.g. Homeowners)
Sub-TOIl Name: Type in Sub-TOI Name or a portion of the Sub-TOI Name
(optional)
Business Type: Select a business type from drop down
(e.g. Both, ‘Property & Casualty’, or
‘Life, Accident/Health, Annuity, Credit’)

Find Types of Insurance
TOI Name: |Homeowners ‘
' Starts With @' Contains Equals
Sub-TOI Name: | |
) startsWith @ Contains ' Eguals
Business Type: Both E
NOTE: 1b-TOI Name searches allow the user to set

what type of te <t search to use:
Starts With - The text entered is at the beginning of the
item and might be followed by other text.
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3. Click F

Results:

Contains -

Equals - The text entered should match exactly to the

SERFF Industry Manual
The text entered is somewhere in the item
and could be preceded by or followed by

other text.

item.

es: Select State or States(s) by using yellow navigation buttons to move
selection(s) from left to right.

ind button.

Alabama
Mabama
Alabama
Alabama
Alabama
Alabama
Alabama

Instance NameE

Types of Insurance
New Search Refine Search

Types Of Insurance

TOI

04.0 Homeowners
04.0 Homeowners
04.0 Homeowners
04.0 Homeowners
04.0 Homeowners
04.0 Homeowners

30.0 H ars/Auto Combinati

New Search Refine Search

Types of Insurance 1-7 of 7 | First | Previous | Next | Last
Sub-TOI
04.0000 Homeowners Sub-TOL Combinations
04,0001 Condominium Homeowners
04.0002 Moblle Homeowners
04.0003 Owner Occupled Homeowners
04.0004 Tenant Homeowners
04.0005 Other Homeowners
30.0000 H. r/Auto C

Types of Insurance 1-7 of 7 | First | Previous | Next | Last
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Viewing Types of Insurance

To open the TOI, click anywhere on the TOI row.

| Types of Insurance

|
MNew Search Refine Search

Types Of Insurance Types of Insurance 1-F of 7 | First | Previous | Next | Last

i Instance Namel=l TOI Sub-TOI

|Alabama 04.0 Homeowners ) 04.0000 Homeowners Sub-TOI Combinations I
] " T TEO00T T T

| Alabama 04.0 Homeowners 04.0002 Mobile Homeowners

:'\l b 04 0 LL 0A 0003 Ouunar Occunlad Ll

Results:

Return to Search

State Instance: Alabama

Business Type: " Property & Casualty

Electronic

04.0

Of Insurance:
Type Homeowners

04.0000
Sub-Types of Homeowners
Insurance: Sub-TOI
Combinations
04.0001
Condominium
Homeowners
04.0002
Mobile
Homeowners

04 00072

To close the Type of Insurance screen, click on the [Return to Search |button or on any of the
links or tabs within the SERFF workspace.
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Submission Requirements

The Submission Requirements are a set of specific Requirements for a particular combination
of State Instance, TOI, Sub-TOI(s) and Requirements.

The Submission Requirements, located on the Supporting Documentation schedule, must be
satisfied or bypassed for the state to receive the filing for review. The following information is
stored about Submission Requirements:

e State Instance

* Type of Insurance

e Sub-Types of Insurance

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

Find Submission Requirements

State Instances: |AIG Submissions
shces A 551
= N
o= =
pn o =]
California DMHC

Select
PCM Types Of |01.0 Property

; . |021Crop A

NSUrance: g3 3 Fiood >>
03.0 Personal Farmowners
04.0 Homeowners =]
05.0 GMP Liability and Non-Liability =]
05.1 GMP Non-Liability Portion Only
05.2 CMP Liability Portion Only
08 0 Mortgage Guaranty N ﬂ
|08.0 Ocean Marine

Select
Sub Type of Insurance: Please select a Type Of Insurance first.
Find

Requirement Name

Included Text: | | Enter text that should be in the requirement name.

O Starts With @ Contains. O Equals.
Excluded Text: :| Enter text that should not be in the requirement name.
O Starts With @ Contains. O Equals.
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Finding Submission Requirements for a Specific State

1. From Filing Rules tab, select the Submission Reqguirements link.

Filings Messages Billing Settings | Filing Rules ‘ Templates

General Instructions Requirements  Types of Insurance Submission Reguirement§

2. Select a State Instance.
3. Click |:|Select button

Find Submission Requirements
State Instances:
AlG Submissions -
Alabamal.ife =
Alaska E
AlaskalH >
Arizona
ArizonalLH <]
Arkansas << |
California
California DMHC
CaliforniaLAH o
Select |
State Instances: Select a state by using yellow navigation buttons to move selection from
left to right.

NOTE: Typing the first letter of the state in the State Instances box
will move the highlight to the first state that begins with that
letter. For example, typing “N” takes the highlight to
Nebraska. Typing “N” again will take the user to the next
state instance that starts with “N.”
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PCM Types Of |01.0 Properly

. |02.1 Crop

Insurance: |555 pjoog

03.0 Personal Farmowners

04.0 Homeowners

05.0 CMP Liability and Mon-Liability
05.1 CMP Nen-Liability Portion Only
05.2 CMP Liability Portion Only
06.0 Morigage Guaranty

0&.0 Ocean Marine

AL

Sub Type of Insurance:  Please select a Type Of Insurance first.

SERFF Industry Manual

Find
Requirement Name
Included Text: | ‘ Enter text that should be in the requirement name.
O sttswith @ Contains ) Equals
Excluded Text: | ‘ Enter text that should not be in the requirement name.
O Starts With @' Contains O Equals
Find

Types of Insurance:

Sub Types of
Insurance:

(Optional)

Requirements:
(Optional)

Results:

Select TOI(s) by using yellow navigation buttons to
move selection(s) from left to right.

Once the TOI(s) have been chosen and the Select
button has been clicked, the Sub-TOls will be displayed
based of the TOIs previously selected. Use
navigational arrows to select and then click Find .

Option to enter text that is either included or excluded
from the requirement name. Enter text and then click
Find .

Listed by Filing Type(s) are the submission requirements for the state instance, particular
combination of TOIl and Sub-TOI(s) selected.
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Submission Requirements

HNew Search Refine Search

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

Instance Name  [&]  TOI/Sub-TOI

Filing Type
Alabama 19.0 Personal Auto/ 19.0001 Private Passenger Auto (PPA), 19.0004 Other, 19.0003 Recreational Vehicle (RV), 19.0002 Form
Motorcycle
Alabama 19.0 Personal Auto/ 19.0004 Other, 19.0002 Motorcycle, 19.0001 Private Passenger Auto (PPA), 19.0003 Recreational Vehicle Rate
(RV)
Alabama 19.0 Personal Auto/ 19.0004 Other, 19.0003 Recreational Vehicle (Rv), 19.0002 Motorcycle, 19.0001 Private Passenger Auto Rule
(PPA)

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

HNew Search Refine Search

Viewing a Submission Requirement

Click anywhere on the filing type row to open the Filing Type to determine the submission
requirements that are required by the state.

Submission Requirements

New Search Refine Search

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

Instance Name  [&) | TOYSub-TOI

Filing Type
Alabama 19.0 Personal Auto/ 19.0001 Private Passenger Auto (PPA), 19.0004 Other, 19.0003 Recreational Vehicle (RV), 19.0002 Form
Moturcycl_a
Alabama 19.0 Personal Auto/ 19.0004 Other, 19.0002 Motorcycle, 19.0001 Private Passenger Auto (PPA), 19.0003 Recreational Vehicle Rate
(RV)
Alabama 19.0 Personal Auto/ 19.0004 Other, 19.0003 Recreational Vehicle (RV), 19.0002 Motorcycle, 19.0001 Private Passenger Auto Rule
(PPA)

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

New Search Refine Search

Results:
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Return to Search

State Instance: Alabama
TOl:  19.0 Personal Auto

Sub-TOl: 19.0001 Private Passenger
Auto (PPA)
19.0002 Motorcycle
19.0003 Recreational Vehicle (RV)
19.0004 Other

Filing Types: Rate

Requirements: Actuarial Memorandum
Authorization Form

Additional Information:

To close the submission requirements screen, click on the [Return to Search |button or on any

of the links or tabs within the SERFF workspace.

Finding Submission Requirements under the NAIC Uniform Product Coding Matrices
(PCM)

If no states are selected or when multiple states are selected, users may only choose from
the PCM TOIs and Sub-TOls. If one state is selected (see previous section), the TOIs and
Sub-TOls for that state are available in the search selection.

1. From Filing Rules tab, select the Submission Reguirements link.

Filings Messages Billing Settings Filing Rules | Templates

General Instruchions Reguirements = Types of Insurance Submission Reguirements
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2. Select multiple State Instances or remove default state instance.

Find Submission Requirements Find Submission Requirements
State Instances: State Instances:
AlG Submissions = AIG Submissions ~
Alabamalife = | Alaska =1
AlaskalH = | == || e ?:::::::Llfe | =
imkznnaLH L Q:ES:ELH >
ga:\;nrma e ﬂ Anazsanaa
CalfomiaLad == s |
CaliforniaLD California
Colorado S5 | California DMHC Si.
or Select
State Instances: Select States by using yellow navigation buttons to move

selections from left to right.
NOTE: Use the Ctrl key or Shift key to select multiple states at one

time.

NOTE: If a state has not implemented the NAIC Uniform Product
Coding Matrix, no results will come back for that state.

3. Click Select button.

Optional selections:

Requirement Name

Included Text: | |

Enter text that

O startswith @ contains O Equals _ _
should be in the requirement name.

Excluded Text: | |

Enter text that

© startswith @ Contains ) Equals
should not be in the requirement name.

Included Text: Enter text that should be in the requirement name.
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Excluded Text Enter text that should not be in the requirement name.

4. Select PCM Types of Insurance and click [Find |putton.

PCM Types Of
Insurance:

01.0 Property - 19.0 Personal Auto
02.1 Crop =1 20.0 Commercial Auto
02.3 Flood ﬂ

03.0 Personal Farmowners -

04.0 Homeowners

05.0 CMP Liability and Non-Lia 53

05.1 CMP Non-Liability Portion
05.2 CMP Liability Portion Only E=EN
06.0 Mortgage Guaranty

08.0 Ocean Marine i @

PCM Sub Types of

19.0001 Private Passenger Auto
19.0002 Motorcycle
19.0003 Recreational Vehicle (RV) e

>>]
19.0004 Other -
20.0001 Business Auto
<
<<

20.0002 Garage
200003 Other

PCM Types of Select PCM TOI(s) by using yellow navigation buttons
Insurance:  to move selection(s) from left to right. O
PCM Sub Types of Once the PCM TOI(s) have been chosen and the
Insurance: button @ has been clicked, the PCM Sub-
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Results:

(Optional)

TOls will be displayed based of the TOIs previously selected. Use

navigational arrows to select and then click .

Find

Listed by Filing Type(s) are the submission requirements for the state instances, particular

combination of TOIl and Sub-TOI(s) selected.

Alabama

Alabama

Alabama

Alaska

Alaska

Alaska

Hew Search

Submission Requirements

Instance Name  [=]

Submission Requirements

Refine Search

TOI/Sub-TOI

19.0 Personal Auto/ 19.0001 Private Passenger Auto (PPA), 19.0002 Motorcycle, 19.0004 Other, 19.0003
Recreational Vehicle (RV)

19.0 Personal Auto/ 19.0004 Other, 19.0002 Recreational Vehicle (RV), 19.0002 Motorcycle, 19.0001 Private
Passenger Auto (PPA)

19.0 Personal Auto/ 19.0003 Recreational Vehicle (RV), 19.0002 Motorcycle, 19.0001 Private Passenger Auto (PPA),
19.0004 Other

19.0 Personal Auto/ 19.0003 Recreational Vehicle (RV), 19.0001 Private Passenger Auto (PPA), 19.0004 Other,
19.0002 Motorcycle

20.0 Commercial Auto/ 20.0001 Business Auto, 20.0003 Other, 20.0004 Truckers, 20.0002 Garage

20.0 Commercial Auto/ 20.0004 Truckers, 20.0002 Garage, 20.0003 Other, 20.0001 Business Auto

Submission Requirements 1-13 of 13 | First | Previous | Next | Last

Filing Type

Form

Rule

Rate

Rate, Rule,
Rate/Rule

Form

Rate, Rule,
Rate/Rule

Viewing a Submission Requirement

Click anywhere on the filing type row to determine the submission

required by the state.

requirements that are

Submission Requirements

New Search

Submission Requirements

Instance Name (2] | TOI/Sub-TOT Filing Type

Alabama 19.0 Personal Auto/ 19.0001 Private Passenger Auto (PPA), 19.0002 Motorcycle, 19.0004 Other, 19.0003 Form
Recreational Vehicle (RV)

Alabama 19.0 Personal Auto/ 19.0004 Other, 19.0003 Recreational Vehicle (RV), 19.0002 Motorcycle, 19.0001 Private Rule

Refine Search

Passenger Auto (PPA)

Submission Requirements 1-13 of 13 | First | Previous | Next | Last

Alabama 19.0 Personal Auto/ 19.0003 Recreational Vehicle (RV), 19.0002 Motorcycle, 19.0001 Private Passenger Auto (PPA),  Rate |
19.0004 Other {Z’
Alaska 19.0 Personal Auto/ 19.0003 Recreational Vehicle (RV), 19.0001 Private Passenger Auto (PPA), 19.0004 Other, Rate, Rule,
19.0002 Motorcycle Rate/Rule
Alaska 20.0 Commercial Auto/ 20.0001 Business Auto, 20.0003 Other, 20.0004 Truckers, 20.0002 Garage Form
Alaska 20.0 Commercial Auto/ 20.0004 Truckers, 20.0002 Garage, 20.0003 Other, 20.0001 Business Auto Rate, Rule,
Rate/Rule

Results:
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Return to Search

State Instance: Alabama
TOIl: 19.0 Personal Auto

Sub-TOIl: 19.0001 Private Passenger
Auto (PPA)
19.0002 Motorcycle
19.0003 Recreational Vehicle (RV)
19.0004 Other

Filing Types: Rate

Requirements: Actuarial Memorandum

Authorization Form

Additional Information:

To close the submission requirements screen, click on the [Return to Search |button or on any

of the links or tabs within the SERFF workspace.

LESSON 4

SERFF’s Filing Wizard makes the process of filing to one or multiple states quick and easy.
Speed-to-Market Tools such as the NAIC Product Coding Matrices and Uniform Transmittal
Documents are built into the system. Instance and user preferences and other ease of use
features make creating and submitting a SERFF filing simple. This lesson covers the basics
of preparing a SERFF filing.

This lesson covers the following topics:

* Create a Single/Multi State Filing
P&C/LAH Filing at a Glance
Attaching Files for Schedule ltems

Bypass/Satisfy Supporting Documentation
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* Requesting Confidentiality

Create a Single/Multi State Filing

SERFF allows insurers to submit new products, in addition  to

revisions to their rates and forms, to state insurance departments.

The Filing Wizard guides the user through the preparation and submission of their electronic
filing, making the filing process simple.

1. From Filing tab, select Create Filing link to begin searching.

Filings | Messages Billing Settings Filing Rules Templates Alerts

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

2. Select the ‘Business Type’ and complete all required fields.

* Asterisk denotes required field.

Business Type: ’“| Please Select |

Product Name: * | ‘

Project Name: | ‘

Project Number: | ‘

Authors: * |10, iuser 27, iuser
11, iuser A
12, luser >
13, luser ~
26, iuser (=]
Becker, Paul <
Bennett, Morgan
Burke, Leila == |
Graf, Reggie v
Hamilton, Josef Industry

Next | Cancel

 Business Type: There are two Business Types: Property & Casualty, and Life,
Accident/Health, Annuity, Credit. The business type can be predefined in the ‘User

Preferences’ area of SERFF. Once set in ‘User Preferences’, this field will default to the
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defined business type without the user selecting it on each filing. The author has the
ability to change business types.

* Product Name: The author enters the name of the product that they are submitting. This
is a required field.

* Project Name: The author may enter a project name for this filing. This is not a required
field, but is searchable.

* Project Number: The author may enter a project number. This is not a required field.

» Other authors: The creator or author of the filing may assign other authors to a filing(s).
Once given permission as an author, full access to the filing is granted.

* The creator or author can remove themselves if needed. This would prevent the creator
from getting unwanted messages about filings to which they are no longer responsible.
However, the creator or author must select an additional author before they will be able
to progress to Step 2 of the Filing Wizard.

3. Select State(s) and continue.

* Hold down the Ctrl or Shift key to select state multiple states from the list.

* 4

sterisk image denotes required figld.

States; ™| alabama ~
Alazka

Arizona

Arkanzas

-

California

Colorado

Connecticut

Delaware

District of Columbia

Florida hi

Ay

-

Previous Next |

Save and Close | Save Cancel
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NOTE: returns you to the previous page.
moves you to the next step in the Filing
Wizard.

ISave and Close]| saves changes and closes filing.
Places

filing “In Process Filing Constructors.” saves
[savelchanges and keeps you in the filing.

[Cancelcancels the filing entirely.

In Process Filing Constructors

Found by clicking the “my draft filings” link, all filings are stored here if the author has not
completed all the Filing Wizard Steps. When the author is ready to resume the draft filing,
simply click on the filings and the filing will open to the last updated step in the Filing Wizard.

| My Draft Filings |

found by clicking the

My Draft Filings Most Recently Viewed Filings

Delete Constructor

In Process Filing Constructors

[ | product Name Business Type Date Created Created By Master Tracking Index

] Homeowners Test Product Property & Casualty Jul 24, 2018 iuser 27

Delete Constructor

Select Types of Insurance

The author selects the Type of Insurance from the Wizard Type of Insurance

Selector drop down. For those states that have implemented the Product Coding Matrix (PCM)
and accept the Type of Insurance (TOI) specified, the information will auto populate for each
state selected.
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For the states that haven't implemented the Product Coding Matrix, the author will have to

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

NOTE:  The Wizard Type of Insurance Selector will only display on
multi-state filings.

1. Click on the drop-down arrow next to the Type of Insurance Selector or to the right of
the selected state.

2. Select the appropriate TOI (Type of Insurance).

If there is not an exact match for the Type of Insurance, when using the Wizard Type of
Insurance Selector, click the drop down next to each applicable state and select the

appropriate TOI.

Click the Add State or Remove States button to change the states included in the

filing.

Type of Insurance Selector: |Please selecta value ﬂ\

Selected States Type Of Insurance 8
Alabama |Please select a value LI
Minnesota [Piease select a value v
Utah |Please select a value Ll
Previous | Next

Add or Remove States I
Save and Close | Save | Cancel |

Select Sub-Type of Insurance
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The author selects the Sub-Type of Insurance from the Filing Wizard Sub-Type of Insurance

Selector drop down. For those states that have implemented the Product Coding Matrix and
accept the Sub-Type of Insurance (Sub-TOI) specified, the information will auto populate for

each state selected.

For the states that haven't implemented the Product Coding Matrix, the author will have to
click on the drop down arrow next to the Sub-TOl field to select the Sub-TOI for that state.

NOTE:  The Wizard Sub-Type of Insurance Selector will only
display on multi-state filings.

1. Click on the drop-down arrow next to the Sub-Type of Insurance Selector or to the
right of the selected state.

2. Select the appropriate Sub-TOI (Type of Insurance).

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

the appropriate Sub-TOlI.

Click the Add State or Remove States button to change the states included in the

filing.
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Sub-Type of Insurance |Please select a value

[v]

Selector:
Selected States

Alabama
TOIL: 04.0 Homeowners

Minnesota
TOI: 04.0 Homeowners

Utah
TOIL: 04.0 Homeowners

Previous | Next
Add or Remove States

Save and Close | Save | Cancel |

Sub-Type Of Insurance

‘ Please select a value

\P\ease select a value

|Please select a value

[ [

Select Filing Types

1. Place a checkmark next to the Filing Type(s) applicable.

The Filing Type Selector uses a standard naming convention for the most commonly used
filing types in SERFF. When filing types are selected using the Filing Type

Selector, the fields will auto-populate for those states that have implemented the
standard naming convention. All of the filing types that have been setup by the state and are
based on the TOI and Sub-TOI selected will be shown.

NOTE: Wherever there is an exact match, the Filing Type for the
state will auto-populate. If there are no Filing Type matches,
select the appropriate Filing Type for each state.
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Filing Type Selector: | | advertising rarm || Form/Rare [ ] Form/rare/rule [ ] Form/rule rate || rate/rute || Rule
SelEE - Fing Types
Alabama Clrorm Clrate [ rule
TOI: 04.0 Homeowners
Sub-TOI: 04.0001 Condominium Homeowners
Minnesota Crorm Clrormymate [ rormymratesiute Clrormirule Tl rate [ ravesmute [ nule
TOI: (4.0 Homeowners
Sub-TOI: 04.0001 Condominium Homeowners
Urah Clrerm Crorm/rate [ Formy/Rate/Rule [ Rate [ rule

TOT: 04.0 Homeowners
Sub-TOT: 04.0001 Condominium Homeowners

Proviows | Mext |

Add or Remove States |

Save and Close | Save | Cancel |

Confirm Selections

This step displays a summary of the filing for review and confirmation of all the data entered
in previous steps.

Once the Save and Continue button is clicked, changes to the prior Filing  Wizard values
cannot be changed.

State TOI Sub-TOI Filing Types
Alabama 04.0 Homeowners 04.0001 Condominium Homeowners Rate
Alabama 04.0 Homeowners 04.0001 Condominium Homeowners Form
Minnesota 04.0 Homeowners 04.0001 Condominium Homeowners Form/Rate
Utah 04.0 Homeowners 04.0001 Condominium Homeowners Form/Rate

Previous | Save and Continue |

Save and Close | Save | Cancel |

Select Companies and Contact
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The author selects the contact and company or companies for the filing. All contacts and
companies need to be created in both the Companies and Contacts view (Settings) prior to

completing the Filing Wizard. The Industry Configuration Manager is responsible for adding
contacts and companies. Refer to Lesson 7 for instructions.

1. Select the contact from the drop-down list.

* Agterisk denotes reguired fieid.

Contact: * [ Mark vincent [~

Companies: # [ American Life and Health Insurance Company
First Insurance Company

Galaxy Insurance Company

KC Life and Health

ABC Insurance Company
Meorthern Mational

alatal}

Nexct
Save and Close | Save | Cancel

2. Select Companies.

Reset | Select All Companies | De-Select All Companies

| + - Multiple companies accepted on a filing

Alabama +

ABC Insurance Company

Morthern Maticnal

Previous | Save and Continue |

save and Close | Save | Cancel |

3. Click the Save and Continue button.
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Based on a state setting, states can pre-determine if multiple companies are allowed on a single
filing. If the state has established this functionality and multiple companies are allowed,
company fields will auto populate if the company’s profile reflects that it is licensed in that state.
If multiple companies are not allowed by the state, SERFF will separate the filing

automatically.

Default Filing Data

The author can enter the cover letter in the required Filing Description field. However, a cover
letter may still be required — please check each state’s individual requirements. In addition, the
author may enter data for certain fields on the filing. These fields will vary by business type and
can be modified later. This is the point in the creation of a filing where users begin to see
differences between PC and LAH.

PC Filing
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Filing Description:

Company Tracking Number:

Effective Date Requested (New): (3 [ IE]
QO on Approval
Effective Date Requested (& | =)
(Renewal):

QO on Approval
AddRate Data?:  (Oves ®no

Status of Filing in Domicile: |7P|saas Select- v

Domicile Status Comments:

Reference Organization:

Reference Number:

Reference Title:

Advisory Org. Circular:

Previous Hext
Cancel

LAH Filing

Filing Description: -
5
Company Tracking Number: | |
Submission Type:  [-Please Select. |
Implementation Date Requested: &' | ||E

© on approval

Add Rate Data?:  ( ves & pg

Lead Form Number: | |

Overall Rate Impact: <, | |

Market Type:  [-Please Select. =l ©npe Field Help
Status of Filing in Domicile: [ Pleass Seisct- =1
Date Approved in Domicile: | |(==)
Domicile Status Comments: -

Previous Next

Cancel |

* Filing Description

« Company Tracking Number
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Submission Type
(LAH only)

Implementation

Date Requested

(LAH only)

Lead Form
Number (LAH
only)

Overall Rate

Impact (LAH only):

Market Type (LAH
only):

Effective Date
Requested (New

or Renewal — P&C
only):

To be used in lieu of a cover letter or Filing
Memorandum and is free-form text. This is a
required field.

Companies assign their own tracking number to a
filing. This is not a required field.

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

The date the industry would like to have the product
available to sell.

Lead Form Number of the
endorsement, etc.

policy, rider,

This is the statewide average percentage change to
the Accepted rates for the coverage’s included for
each company.

Identification of the targeted group or individuals. If
Group is selected (), fields for Group Market Size
and Group Market Type are presented. Group
Market Size and Type are required for all PPACA-
related filings.

This is the date the company is requesting their
product be available to sell. It is not necessarily the
date the filing officially becomes effective. The state
insurance department will determine the definitive
effective date. This is also where the company can
indicate the different effective dates for new or
renewal business. (P&C only).
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* Add Rate Data: - Filers indicate whether they will
provide information relevant to rates. This setting can be overridden on individual
filings. Wherever rates are involved the filer must select the ‘Yes’ radio button to
Add Data.

NOTE: The state will require rate data on PPACA-related rate filings and in
that instance the rate data will always be a required and cannot be
overridden by the filer.

- Indicates the status of a product filing in a
» Status of Filing in company’s domiciliary state. Not a required field. Domicile:

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

. Domicile Status - Free-form text field in which companies can
Comments: supplement domicile status information. For

example, if a form is pending in a company’s
domiciliary state.
. Reference - The name of the advisory organization—i.e. 1SO,
NCCI, etc. or insurance company name if a “me too
filing” is permitted. A “me too” filing is when one
company adopts another company’s filing. Usually,

Organization (if
applicable - P&C

onl
y) they are not part of the same group. You should
check with each state to determine their rules on
these filings.
. Reference Org - The unique number that the reference organization
Number & Title (if gives to the filing. It is generally not the same

applicable — P&C number as the circular number.

only):

« Advisory Org The unique number that references the circular
number.
Circular (P&C only

Final Filing Summary
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This final step represents a summary of the filing(s) for review and confirmation by the

author. By clicking the Previous button, the author can navigate back to previous steps
of the Filing Wizard if changes are necessary.

State TOI Sub-TOI Filing Types Companies

ABC Insurance Company

Alabama 04.0 Homeowners 04.0001 Condominium Homeowners Rate
Morthern National

ABC Insurance Company

Alabama 04.0 Homeowners 04.0001 Condominium Homeowners Form
Morthern National

Previous | _Finish
Cancel

The completed filing(s) is available from the My Draft Filings link.

Filings Messages Billing Settings Filing Rules Templates Alerts

My Workfolder = My Open Filings = My Draft Filings = Search = Create Filing =~ EFT Report

My Draft Filings

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

& [ | state [= | Product Name
: |:| Alabama Homeowners Product Launch
. [ alabama Homeowners Product Launch

At this point you have selected your state(s), TOI, Sub-TOI, Filing Types and added the
companies and contact(s). Your filing draft has been created. The next step is to add the
state required documentation to each filing and submit to the state(s). Placing the cursor
over a filing in the Draft view, highlights that filing and the filing can be opened by clicking
anywhere on that row.
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NOTE: There is a grey dollar sign next to the draft filing for Alabama in the

above screen shot. This icon indicates that Alabama is eligible for
EFT. Once the EFT section of the Filing Fees tab has been
completed and the filing submitted, the dollar sign will turn to
green.

To edit the filing click the Edit button

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

View General Instructions View Filing Log

Product Name: * Homeowners Test Product SERFF Tr Num: NAI2-000078528 SERFF Status: Draft
TOIl:  04.0 Homeowners State Tr Num: State Status:

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

Filing Type: Form Date Submitted: Not Submitted Disposition Date:
Effective Date Requested (New): On Approval Authors:  iuser 27

Effective Date Requested (Renewal):

View Filing Log

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

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

How to Access the Filing Log

1. Click on the View Filing Log link in the upper right-hand corner (under the

state name).
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Add Authors Edit Set Confidentiality Submit Filing Create Reminder Move to Workfolder PDF Pipeline Clone Filing

View General Instructioffs View Filing Log

Product Name: * Homeowners Test Product SERFF Tr Num: NAI2-000078528 SERFF Status: 0T
TOl:  04.0 Homeowners State Tr Num: State Status:
Sub-TOl:  04.0001 Condominium Homeowners Co Tr Num: Co Status:

Filing Type: Form Date Submitted: Not Submitted Disposition Date:
Effective Date Requested (New): On Approval Authors: iuser 27

Effective Date Requested (Renewal):

NOTE: The View Filing Log link is available on draft, open
and closed filings.

A new window will open, containing a list of all activity on a filing. The activity is listed in
chronological order, with the most recent activity on top.

Filing Event Log
Close
SERFF Tracking NAI2-000078534 State: Alabama
Number:
Filing Company: ABC Insurance Company State Tracking
Number:
Company Tracking
Number:
TOI: H16G Group Health - Major Sub-TOI: H16G.001A Any Size Group -
Medical PPO
Product Name: PPACA Test Product
Project Name: Test
Date of Event Detail User
8/28/18 5:15:46 MNote To Reviewer(26730) for Filing NAI2-000078534 was SUBMITTED. Public Access iuser 27
PM Status has been set by Default.
8/28/18 5:15:46 Public Access Status of Note To Reviewer(26730) submitted on 08/28/2018 was iuser 27
PM changed to true.
B8/28/18 5:13:50 Note To Reviewer{26730) for Filing NAI2-000078534 was CREATED. iuser 27
FM
B/28/18 4:56:44 Filer Note(26729) for AlabamalLife Filing NAI2-000078534 was CREATED. iuser 27
PM

2. Once user has completed their review of the activity log, click the

button. The user will be returned to the filing.
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The group of fields in the top section of the filing is called the Filing at A Glance. This

area contains key information about the filing and is always displayed at the top of the

page, regardless of which tab is being viewed.

Add Authors Edit Set Confidentiality

Product Name: * Homeowners Test Product
TOl:  04.0 Homeowners

Sub-TOl:  04.0001 Condominium Homeowners
Filing Type: Form

Effective Date Requested (New): On Approval

Effective Date Requested (Renewal):

Submit Filing Create Reminder Move to Workfolder PDF Pipeline Clone Filing

View General Instructions View Filing Log
SERFF Status: Draft

SERFF Tr Num:
State Tr Num:
Co Tr Num:
Date Submitted:

NAI2-000078528
State Status:
Co Status:

Not Submitted Disposition Date:

Authors:  iuser 27

The Filing at a Glance contains the following fields:

e Product Name:

e TOLI

* Sub-TOL:

* Filing Type:

» Effective Date
Requested (New
or Renewal):

 SERFF Tracking
(Tr) Num:

 State Tracking
(Tr) Num:

« Company
Tracking (Tr) Num:

« Date Submitted:

The name of the product being filed to the state.
Type of insurance.

Sub-type of insurance.

The type of filing being submitted.

This is the effective date the company is requesting their
product be available to sell. It is not necessarily the date
the filing officially become effective. The state insurance
department will determine the definitive effective date.
This is also where the company can indicate the
difference effective dates for new or renewal business.

This number is defined by SERFF.
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The state will enter their The company will enter their tracking number for this

tracking  number,
applicable.

if filing.

The date the filing was submitted to the state.

. Authors: Author(s) of the filing.

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

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

Submitted: author has submitted the filing to the
state and the filing has passed all applicable
validations. State can now access the filing.
Assigned: State has assigned the filing to one or
more reviews, but no additional action has been
taken.

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

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

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

« State Status: The state will select a State Status, if applicable.
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- Company Status:  The company will select the Company Status, if

applicable.

The date the Disposition Report was submitted to

« Disposition Date: ) )
company and final action taken.

General Information — P&C

The General Information tab contains the description of the filing and is business type specific.
It is designed to capture both the general information needed for a filing and the specific
information requested in the NAIC Uniform Transmittal Document.

Form Rate/Rule Supporting State Companies Filing Filing

General
J Information Schedule Schedule Documentation Specific and Contact Fees Correspondence

Project Name: Project Number:

Status of Filing in Authorized
Domicile:

Domicile Status

Comments:
Filing Status Changed: 07/24/2018 State Status Changed:
Company Status
Changed:
Reference Organization: Reference Number:
Reference Title: Advisery Org. Circular:

Assigned To:
Created By: iuser 27 Submitted By:
Corresponding Filing
Tracking Number:

Filing Description: * Cover Letter

The General Information Tab contains the following fields:
. Project Name: The filer may enter a project name for this filing.

« Project Number: The filer may enter a project number.

Place to indicate the status of a company’s pending

Status of Filing in form and/or rate in their domiciliary state.

Domicile:
Domicile Status This is a free-form text field in which companies can
Comments: supplement domicile status information. For

example, if a form is pending in a company’s
domiciliary state.
Page 91 of 271

SERFF Industry Manual
Copyright ©2020 National Association of Insurance Commissioners. All rights reserved



SERFF Industry Manual

* Filing Status Indicates the date the SERFF status of the filing last
Changed: changed. (SERFF status automatically updates)

. State Status Indicates the date the State Status field last
Changed: changed. The State Status field is manually updated

by the state and the State Status Changed

date field is automatically updated.

. The date the Company Status is last changed.
Company Status

Changed:

. Reference
Organization
(if applicable):

The name of the advisory organization, i.e. ISO,
NCCI, AAIS, etc. or an insurance company name if
“me too filing” is permitted. A “me too” filing is when
one company adopts another company’s filing.
. Reference Number
& Title
(if applicable):

This is the unique number and or title that the
reference organization gives to the filing. It is
generally not the same number as the circular

number.
. . This is a unique number that references the circular
Advisory Org
- number.
(Organization)
Circular:
. Assigned To: State reviewer the filing was assigned to.

The industry user who created the filing.
* Created By:

The industry user who submits the filing.
* Submitted By:

R The filer may enter a corresponding filing trackin
Corresponding number y P g ing g

Filing Tracking
Number:
. Filing Description: * This field is required and can be used in lieu of a
cover letter or Filing Memorandum and is free-form
text.

General Information — LAH
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The General Information tab contains the description of the filing and is Business Type specific.

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

information requested in the NAIC Uniform Transmittal Document.

The General Information Tab contains the following fields:

General Form

Information

Schedule

Rate/Rule
Schedule

Supporting State
Specific

Documentation

Filing Filing

Fees Correspondence

“'What is PPACA?

“ Include Exchange
Intentions?
Project Name:

Status of Filing in
Domicile:

Domicile Status
Comments:

Filing Status Changed:

Company Status
Changed:

Requested Filing Mode: *
Submission Type:
Overall Rate Impact:
Market Type: *
Assigned To:
Created By:
Corresponding Filing
Tracking Number:

Filing Description: *

No

07/24/2018

%

-Please Select-

iuser 27

Cover Letter

PPACA: * Pre-PPACA Submission

Project Number:

Date Approved in
Domicile:

State Status Changed:

Submitted By:

PPACA:

* Filers are required to complete this field. This field is used to identify filings

that are being submitted to comply with the requirements of the Patient Protection and
Affordable Care Act (PPACA). ‘Not PPACA-Related' is displayed when NONE of the filing
content is related to PPACA. If 'Not PPACA- Related' is chosen, no other values may be

selected.

NOTE: Clicking on a white question mark/blue circle provides

more information on select fields.

Y What is PPACA?

Filers indicate yes or no if pieces of this filing will be
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Include Exchange a part of a health plan intended to be sold on the Intentions? state's
Health Insurance Exchange. If Yes, the filer will provide additional detail in the 'Exchange
Intentions' text box.

Project Name: * The filer must enter a product name.
Project Number: The filer may enter a project number.

Status of Filing in Place to indicate the status of a company’s pending Domicile:
form and/or rate in their domiciliary state.

Date Approved in The filer may enter the date the company’s form Domicile: and/or
rate is approved in their domiciliary state.

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

Filing Status The date the SERFF status of the filing last
Changed: changed.

State Status The date the State Status last changed.

Changed:

Company Status The date the Company Status last changed. Changed:

Requested Filing * Filers are required to select a requested filing mode
Mode that is accepted by the state.

Submission Type: Filer can select ‘New Submission’ or

‘Resubmission’. If resubmission, they will enter the State
Tracking Number for the prior submission if it was provided by
the state.

Overall Rate This is the statewide average percentage change to impact:
the accepted rates for the coverage included for each company.

Market Type: * An identification of the targeted group or individuals.

(This is a required field for PPACA-related filings
(If applicable)

only, but is encouraged to be completed on all LAH
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filings).

Individual: Individual Market Type: If Individual is selected on Market
Type then the filing author will select
Individual or Non-Employer Group-Individual under Individual
Market type (for PPACA-related filings only).

Group: If Group is selected under Market Type fields, Group Market
Size and Group Market Type fields are presented. (These are
required fields for PPACA-related filings only, but encouraged
to be completed for all LAH filings).

Group Market Size: Small, Large or Small & Large

Group Market Type: Employer, Association, Blanket,
Discretionary, Trust, Non Employer Group and Other (requires
an explanation for other group market types)

* Assigned To: State Reviewer filing has been assigned to.
* Created By: The industry user who created the filing.
e Submitted By: The industry user who submits the filing.

« Corresponding The filer may enter a corresponding filing tracking Filing Tracking
number. Number:

» Filing Description: * This field is required and can used in lieu of a cover letter or Filing
Memorandum and is free-form text.

Form Schedule

All Form related documents are attached on the Form schedule.

P&C:
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Form Type Legend:

+ ADV = Advertising

* BND = Bond

* CER = Certificate

* DSC = Disclosure/Natice

« PCF = Policy/Coverage Form

General | Form b Rate/Rule Supporting State Companies Filing Filing
Information Schedule Schedule Documentation Specific and Contact Fees Correspondence
Form Count: 1
Form Form Edition Form Action " Action Specific Readability Attachments Submitted
Name " Number Date Type * Data Score
simple Policy Form 16A March 2018 PCF New 55 # simple Policy Form.pdf

* END = Endersement/Amendment/Conditions

* ABE = Application/Binder/Enrollment

* CNR = Canc/NonRen Notice

* DEC = Declarations/Schedule

+ ERS = Election/Rejection/Supplemental Applications
* OTH = Other

LAH:

Form Type Legend:

« ADV = Advertising
 CER = Certificate

* DDP = Data/Declaration Pages
* MTX = Matrix

* OTH = Other

* PIK = Policy Jacket

Page, Endorsement or Rider

General Form Rate/Rule Supporting State Companies Filing Filing
Information Schedule Schedule Documentation Specific and Contact Fees Correspondence
Form Count: 1
Lead Form Number:
Form Form Form Action * Action Specific Readability Attachments Submitted
Name * Number Type * Data Score
Health Contract 32 POL Initial 50 # Health Policy Contract.pdf

* POLA = Policy/Contract/Fraternal Certificate: Amendment, Insert » SCH = Schedule Pages

* AEF = Application/Enrellment Form

« CERA = Certificate Amendment, Insert Page, Endorsement or
Rider

* FND = Funding Agreement (Annuity, Individual and Group)

« MOC = Motice of Coverage

« OUT = Outline of Coverage

* POL = Policy/Contract/Fraternal Certificate

Form Name:

* Form Number:
Edition Date:

* Form Type:

. Action:

Action Specific Data:

P&C:

LAH:

. Readability
Score:

* The name entered by the filer.

The number entered by the filer.

The date entered by the filer. (P&C only)

* The form type code entered by the filer. Reference
the form type legend for a definition.

* The action selected by the filer.

This field is triggered by the action selected by the
filer. If triggered, fields must be completed by filer.

Replaced - ‘Previous Filing # & ‘Replaced Form #

Withdrawn - ‘Previous Filing # & ‘Replaced Form #
Other - ‘Other Explanation’

Revised - ‘Previous Filing # & ‘Replace Form #

The readability score entered by the filer.
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Click on the name of the file to view the attachment
in a new window.

Displays the date form submitted and name of filer
who submitted the form.

Attaching Files for Schedule Items

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

1. Click on the Attach Files button on the line item.

Select

O
O

Form Form Form Action ¥ Action Specific Readability Attachments Submitted
Number Type * Name ¥ Data Score
e M ] [Peasesekar v ] l Attach Files | I

2. Click on the Browse... button.

File 1:

File 2:

File 3:

File 4:

File 5:

Attachments larger than 2MB or Microsoft Word(tm)
documents cannot be uploaded to SERFF.
| || Browse... |
| || Browse... |
| || Browse... |
| || Browse... |
| ” Browse... |
Upload | Cancel |
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NOTE: Word documents and individual files over 5mb will not be allowed tc

uploaded into SERFF.

3. Select the appropriate file and click Open button.

g(_)v| ¥ Temp ~ 23 | searcn Temp Egi_ul’

Organize ¥ Mew folder = o~ (2]

& ot a]  ame
5 tean
& app
5 rara
5 datz " Heaith Policy Contract pdf
& retwic % Simple Policy Form pdf
A FET
e
& UEN
e
5 Contr
i Recyc

- Declaration.pdf
% Endorsement.pdf

Ilaru:
Shorty
Temp

File name: =] |AiFiles ¢ =]
Open I Cancel |

4. Click Upload button when all files are uploaded.
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Attachments larger than 3MB or Microsoft Word(tm)
documents cannot be uploaded to SERFF.

File 1: ||C:\U5er5\rgraf\[}esklop\'l'emp\8im| Browse...
File 2: || Browse...
File 3: || Browse. ..
File 4: || Browse...

File 5: || Browse. . I

upload | cancel |

Form Schedule Using Templates

The Import Template button will be visible if the author has created a schedule

Template. See how to create schedule Templates later in this lesson.

1. Click the Import Template button to import a schedule Template.

General Form | Rate/Rule Supporting Companies Filing Filing
Information Schedule Schedule Documentation and Contact Fees Correspondence
Form Count: 0
Select Form Form Edition Form Action * Action Specific Readability Attachments Submitted
O Name * Number Date Type ™ Data Score
Delete Selected Add Import Template

2. Select the appropriate Template to import. Click the Import button.
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Select Template(s) to Import

Import Close

Template Name Template Owner
[1 Auto Template iuser 27

Import Close

3. The Form schedule item has now been added to the filing.

General 1 Form Rate/Rule Supporting State Companies Filing Filing
Information I Schedule Schedule Documentation Specific and Contact Fees Correspondence

Form Count: 1
Select Form Form Edition Form Action * Action Specific = Readability Attachments Submitted
O Name " Number Date Type " Data Score
a

Auto Policy ] [ | [PCFT&] [New ~ [o | Attach Files
§ Ssimple Policy Form.pdf Remove

Rate/Rule schedule — P&C
All Rate/Rule related documents will be attached on the Rate/Rule schedule. The
information in this tab can be updated post-submission.
« Filing Method - This is the review method for which the filing is being submitted. See
state specific requirements.
» Rate Change Type — The author can choose from either:
¢ Increase
¢ Decrease

4 Neutral
« Overall Percentage of Last Rate Revision -This is the statewide average of the last
percentage change implemented in the state.
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- Effective Date of Last Rate Revision-This is the implementation date of the last overall
percentage rate impact.
« Filing Method of Last Filing- This is the review method for which the last filing was
submitted. See state specific requirements.
« SERFF Tracking Number of Last Filing — If there is a rate change, you can indicate the
tracking number of the previous filing.
« Company Rate Information
¢ Overall Percentage Indicated Change (when applicable) — This field is only
to be completed when an actuarial indication is included in the filing
submission.
¢ Overall % Rate Impact - This is the statewide average percentage change
to the accepted rates for the coverage’s included for each company.
¢ Written premium change for this program - This is the statewide change in
written premium based on the proposed overall percentage rate impact for
each company.
¢ Number of policyholders affected for this program - Thisis the number of
policyholders affected by the overall percentage rate impact for each

company.

4 Written premium for this program - This is the statewide written

premium for each company.

4 Maximum % Change & Minimum % Change — This information
should be completed if required by the state to which the filing is
being submitted.

* Overall Percentage Rate Indicated for this Filing — Overall % Rate Indicated.
» Overall Percentage Rate Impact for this Filing- Overall % Rate Impact.
» Effect of Rate Filing — Written Premium Change for this Program- Written

premium for this program.
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» Effect of Rate Filing — Number of Policyholders Affected — Number
Policyholders impacted.

NOTE:

If there are multiple companies on a filing, the Overall
Rate Information (Premium and Policyholders) will

automatically calculate for the user.

General Form Rate/Rule
Information Schedule | Schedule

Supporting
| Documentation

State Companies Filing Filing
Specific and Contact Fees Correspondence

Add Rate Data? ® ves O no
Filing Method:

Rate Change Type:

Overall Percentage of Last Rate Revision:
Effective Date of Last Rate Revision:
Filing Method of Last Filing:

SERFF Tracking Number of Last Filing:

Company Overall % Indicated Overall % Rate

-Please Select- | v

| %

Company Rate Information

Written Premium Number of Policy Written Premium for

Maximum % Change

Minimum % Change

Delete Selected Add

Import Template

Icon Legend:

L - Draft Schedule Item i - Open Objection

Name: Change: Impact: Change for this Holders Affected for this Program: (where required): (where required):
Program: this Program:

First ) o !

Insurance | J% | % $ $ % | %

Company

Select Exchibit Name: * Rule# or Page #: Rate Action: ¥ Previous State Filing Number: Attach Document: Submitted:

[Fl

The Rate/Rule schedule also con

tains the following fields:

* Exhibit Name- This is a list of Rate and Rules and various exhibit data being

filed.

* Rule/Page #- This is the list of changes to the Rate/Rule manual.

* Rate Action — The type of rate action being submitted. o New o Replacement

o Withdrawn
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* Previous State Filing Number - If rate data is being replaced or withdrawn, the
Previous State Filing Number field is displayed. This field will not display if a
‘Rate Action’ of new is selected. This is required field.

Rate/Rule Schedule — LAH

All Rate/Rule related documents will be attached on the Rate/Rule schedule. The information
in this tab can be updated post-submission.

Form Rate/Rule Supporting State Companies Filing Filing
Informa tion Schedule Schedule Documentation Specific and Contact Fees Correspondence

Add Rate Data? @ ves O no

Filing Method: [ ]
Rate Change Type: [Prease seect-[¥]
Overall Percentage of Last Rate Revision: 7| %
Effective Date of Last Rate Revision: [ |
Filing Method of Last Filing: |

SERFF Tracking Number of Last Filing: [ |

Company Rate Information

Company Company Rate oOverall % Indicated overall % Rate Written Premium Number of Policy Written Premium for Maximum % Change Minimum % Change

Name: Change? * Change: Impact: Change for this Holders Affected for  this Program: (where required): (where required):
Program: this Program:

ABC

Insurance [-Please Select-[¥/] % % § ] ] s % | %

Company

Edit Rate Review Detail

Select Document Name: * Affected Form Numbers: Rate Action: * Rate Action Information: Attach Document: Submitted:
1 (Separate with commas)

Delete Selected | Add | Import Template |
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The Rate/Rule schedule contains the following fields:
0 Filing Method - This is the review method for which the filing is being submitted.
See state specific requirements.
« Rate Change Type — The author can choose from either:
¢ Increase
¢ Decrease

¢ Neutral
* Overall Percentage of Last Rate Revision -This is the statewide average of the
last percentage change implemented in the state.
« Effective Date of Last Rate Revision-This is the implementation date of the last
overall percentage rate impact.
* Filing Method of Last Filing- This is the review method for which the last filing
was submitted. See state specific requirements.

* SERFF Tracking Number of Last Filing — If there is a rate change, you can indicate
the tracking number of the previous filing.
1 Company Rate Information
¢ Company Rate Change — Indicate whether there was a change in
company rate information.
¢ Overall Percentage Indicated Change (when applicable) — This field
is only to be completed when an actuarial indication is included in
the filing submission.
¢ Overall % Rate Impact - This is the statewide average percentage
change to the accepted rates for the coverage’s included for each
company.
¢ Written premium change for this program - This is the statewide
change in written premium based on the proposed overall
percentage rate impact for each company.
¢ Number of policyholders affected for this program - This is the number

of policyholders affected by the overall percentage rate impact for
each company.
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¢ Written premium for this program - This is the statewide written
premium for each company.
¢ Maximum % Change & Minimum % Change — This information should

be completed if required by the state to which the filing is being

submitted.

Edit Rate Review Detalil

For each company on a PPACA-related rate filing the filer will complete fields that will be
used by the state to report to HHS. Fields marked with an asterisk are required fields
which will vary depending on the Company Rate Change selection. All data that is

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

[ )

Company Name: ABC Insurance Company

HHS Issuer ID: (& * l—

PRODUCTS: & *
* HIOS Product HIOS Submission Number of Covered
Product Name b B Lives *
| x
Add Product

Trend Factors: (7]

FORMS: © &
New Policy Forms: I

Affected Forms for Closed Blocks: I

Other Affected Forms: I

REQUESTED RATE CHANGE INFORMATION:

Change Period: * [Please Select-| v |
Member Months: *
Benefit Change: I—Please Select—.

Percent Rate Change Requested: Min: " | % Max: * % Weighted Avg.: * | %

PRIOR RATE: &

Total Earned Premium: *
Total Incurred Claims: * |
Annualized PMPM §: Min: * § | Max: * $ | Weighted Avg.: © SI

REQUESTED RATE: &

Projected Earned Premium: *
Projected Incurred Claims: "
Annualized PMPM $: Min: * § | Max: * § | Weighted Avg.: © SI

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

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

HIOS Product ID: The product level tracking number assigned by the
HIOS system.

HIOS Submission ID: A submission specific tracking number assigned
by the HIOS system.

Number of Covered Lives: The total number of enrolled individuals
included in the rate change requested for this product. For new
products, provide an estimate of projected enrollment.

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

New Policy Forms: A policy is a 'New' issue if it has never been issued
before. HHS wants the names of all new policies listed here.

Affected forms for Closed Blocks: Demonstrates if the rate for the policy
is "open", "closed". An open policy is one that is available for sale to
new enrollees

Other Affected Forms: The insurer will list other affected forms.

Requested Rate Change Information

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

Member Months: The member months used for the purpose of the rate

development. This is not a required field on a New Product.
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= Benefit Change: Data will be collected at the company level. This is
a dropdown with the options of No Change, Increase, Decrease.

» Percent Change Requested- (Min, Max, Weighted Average): The
percentage of change approved can be a positive or negative
number or 0.

Prior Rate

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

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

* Annual Dollars-(Min, Max, Weighted Average): The dollar amount
of the Prior Annual Rate. This will be identified in 3 fields that should
show minimum, maximum, and a weighted average.

Requested Rate

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

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

= Annual Dollars — (Min, Max, Weighted Average): The minimum
dollar amount of the New Annual Rate.

= The weighted average should be calculated by weighting the
increases using volume of premiums.

Premium Weighting of the

Premium
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Minimum increase| $10M 10% of $10M= $1M

requested: 10%

Maximum increase| $20M 20% of $20M= $4M
requested: 20%

Total: $30M $5M

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

On the Edit Rate Review Detail page there are help links for some of the fields.
Click on the button to display the related help.

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

© Edit Rate Review Detail

After the filer saves the filing the icon will change to complete if filer all required fields

have been completed.

Icon Legend: | ;) - Draft Schedule Item [ij| - Open Objection ) - Complete Rate Review Detail 4, - Incomplete Rate Review Detail

The Rate/Rule schedule also contains the following fields:
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« Document Name- This is a list of Rate and Rule and various exhibit

data being submitted.

» Affected Form Number- This is the list of changes to the Rate/Rule
manual.

 Rate Action — The type of rate action being submitted. o New o
Revised o Other

 Previous State Filing Number - If rate data is being replaced or
withdrawn, the Previous State Filing Number field is displayed. This field
will not display if a ‘Rate Action’ of new is selected. This is required
field.

Remove a Rate/Rule schedule or Attachment
1. Click on the check box next to the line item and then click the Delete
Selected button to remove information from the Rate/Rule

schedule. All information entered will be deleted.

Note: Clicking on the Remove link next to the added attachment deletes the
attached file. This does not delete the new rate information displayed on the
rate/rule schedule. Clicking on the Delete Selected button next to the

exhibit name deletes the added rate information and any attached files.

Rate Schedule Using Templates

The Import Template button will be visible if the author has created schedule

templates. See how to create schedule templates later in this lesson.

1. Click the Import Template button to import a schedule template.
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[ Rate/Rule Supporting State Companies Filing Fili

eeeeeee ng
Schedule Documentation Specific | and Contact | Fees Correspondence

Form
Information Schedule

Add Rate Data? () ves @& Ne

Select Exhibit Name: * Rule# or Page #: Rate Action: * Previous State Filing Number: Attach Document: Submitted:
O

Delete Selected Add Import Template
Icon Legend: || - Draft Schedule Item [ff! - Open Cbjection

2. Select the appropriate template to import. Click the [Import [button.

Select Template(s) to Import

Import Close

Template Name Template Owner
[[] Health Product Template iuser 27

Import Close

3. The Rate/Rule schedule item has now been added to the filing.

Select Document Name: * Affected Form Numbers: Rate Action: * Rate Action Information: Attach Document:
(Separate with commas)

O [Heattn [ New ~ Attach Files

# Health Policy Contract.pdf Remove

Delete Selected | Add | Import Template

Bypass/Satisfy Supporting Documentation

General Form Rate /Rule | Supporting | Companies Filing Filing
Information Schedule Schedule Documentaton and Contact Fees Comespondence

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

list of state-defined requirements.
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Each requirement has an option to Bypass or Satisfy. If the author chooses to

bypass the requirement, an explanation is required. If the author chooses to satisfy
the requirement, the author must first either attach a file or check No Attachment
Required. Once one of the above has been completed, the author may enter an
optional comment pertaining to the requirement.

General Form Rate/Rule
Information Schedule 5

Expand All Collapse All ‘\ View Additional Info. =|

o Actuarial Memorandum

h Authorization Form

Icon Legend: &, - No Action Taken @ - Satisfied (@) - Sypassed [ - User Added []] - Draft Schedule Ttem [ - Open Objection

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

Supporting Documentation
Bypass

1. To bypass multiple requirements, click the Bypass Multiple button and

click on the check box next to each requirement.
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General Form Rate/Rule Supporting State Companies Filing Filing
Information Schedule Schedule Documentation Specific and Contact Fees Correspondence
Expand All Collapse All I Bypass Multiple I View Additional Info
= Actuarial Memorandum
: Authorization Form
Add Supporting Documentation |
Icon Legend: . - No Action Taken Q - Satisfied (@ - Sypassed &3 - User Added .l - Draft Schedule Item
Ij, - Open Objection
Expand All | Collapse All | Bypass Multiple

Multiple Supporting Document Bypass

Bypass Reason
Pleaze zee filing fees tab and Form Schedule

Bypass Cancel

2. Enter explanation in the Bypass Reason text box and click the Bypass

button.
3. To bypass an individual requirement, click the  Bypass button to skip

the item listed.
4. Enter explanation in the Bypass Reason text box.

Satisfy

5. Click the Satisfy button to attach a file and/or add comments.
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General Form Rata/Rule Supporting Stata Companies Filing Filing
Information Schedule Schedula Documentation Specific and Contact Feas Correspondence
Expand All Collapse All | Bypass Multiple ‘ View Additional Info

[ = 8 Actuarial Memorandum
Description
Any actuarial documents that will help to support the change. OF thase, the required exhibits consist of a 5-year rate change history, a histogram showing the

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

Bypass

Satisfy [

6. Click the Attach Files button to specify files for associating with the
filing.

Expand All | Collapse All Bypass Multiple View Additional Info

O @ Actuarial Memorandum
Description

Any actuarial decuments that will help to support the change. Of those, the requwred exhibits consist of a 5-year rate change history, a histogram showing the
percentage of insured's falling with a range of premium increase. i.e. (0-10%, 10-20% increase, stc.) and a worst case scenerio after all changes have been
considered. Also, if it is an initial pregram, a competitors comparison Exhlblt i al. ways helpful.

Comment

[] Mo Attachment Required

Attach Files

Reset

7. You may attach up to 5 files at atime. Use the Browse button to

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

Word documents and individual files over 5mb will not be allowed to be
uploaded into the system.
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Attachments larger than 3MB or Microsoft Word(tm)
documents cannot be uploaded to SERFF.

File 1: |C:".Dccum5nt3 and Seﬂings".FStuart".DHE Browse ... |

File 2: | | Browse... |
it | ==
i | ==
s | ==

Upload I Cancel |

Comments may be added before or after files have been attached. The attached
files are listed below the comment box, adjacent to the file Remove option. Attached
files may be removed from the requirement by clicking on the Remove link.

Expand All Collapse All Bypass Multiple View Additional Info

@ = Actuarial Memorandum

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

Comment

Type your comments in this text box.

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

& Actuarial Memorandum.pdf Remove

Attach Files
Reset

The document links will be active, meaning they can be clicked and the document will
open.

# Actuarial Memorandum.pdf Remove

Attach Files |

Reset
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The Legend is located at the bottom of the page. Each symbol is described for easy

reference. When a requirement is satisfied, the flag becomes a green dot with a white
check mark inside.

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

Expand All Collapse All

% @ Actuarial Memorandum - Life & Health

Legend: % - Mo Action Taken @ Satis_F_ieu:I  _ Bypassed aﬁ - User Added
I - Draft Schedule Item 4. - Open Objection

Users may review Supporting Documentation by clicking on the plus sign (expand
button). Clicking the expand link reveals the information contained in the comment box
and the attached files are listed below the comments.

The author can add one or more items of Supporting Documentation in addition to the

list provided, which is generated from the state’s Submission Requirements for the

selected TOI/Sub-TOI/Filing Type combination. For each item of Supporting

Documentation added, the author must provide a name and comments and/or one

or more attachments.

®* Any of the information on this tab can be modified until the time the filing Is

submitted with the exception of removal of any requirement items created from
the state Submission Requirements list. Once the filing has been submitted, new
or revised items can be added, but the original submission cannot be changed or
removed. The State can define a requirement as Non-Bypassable. When the

author views the requirement the only available button will be Satisfy.

View Additional Information
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The view additional information button under the Supporting Documentation tab

will display information provided by the state to assist the filer in completing the

supporting documentation requirements.

General Form Rate/Rule | Supporting State Companies Filing Filing
Information Schedule Schedule Documentation Specific and Contact Fees Correspondence
Expand All Collapse All | Bypass Multiple | View Additional Info

Additional Information for XXXX-000535778 Close

Please submit the Property and Casualty Certificate of Compliance Form when
submitting filings in compliance with Eegulation 123

http/wwwr.aldol gov/PDE/123r22001 pdf

Bypass/Satisfy Multiple Supporting Documents from the Draft View

To increase efficiency in preparing a SERFF filing, a user may bypass and/or satisfy

multiple Supporting Document schedule Items from the Draft view.

* The |Bypass/Satisfy |will be available to users in the Draft view.

1. Selectthefilings in which multiple Supporting Document schedule Items

are going to be bypassed or satisfied.

My Draft Filings

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

Filings 1-5 of 5 | First | Proviou

..... O | state 2 | Product Name Company Tracking # Created Date Crested By
[] Alabama PPACA Test Product Jul 24, 2018 luser 27 Draft
[ Alabama PPACA Test Product Jul 24, 2018 iuser 27 Draft
$ [ Alabama Homeowners Test Product Jul 24, 2018 luser 27 Draft
[ aiabama Homeawners Test Product Jul 24, 2018 luser 27 Draft
5 [0 utah Auto Test Product ul24,2008  user 27 Draft

2. Select [Bypass/Satisfy|.

3. Usethe empty fields to filter the filings that you wish to bypass or satisfy.
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Note: The empty fields in the filter are case sensitive when narrowing the requirement

list.

Bypass Satisfy Reset Apply Filter Clear Filter
Tracking Number State Filing Type Company Name(s) Status = =
— [ ] All Wctuarial Memorandur x
bl i) fisbama hate :gg';:ggam[clzﬂca;muanv eqlrment Last Modified: Jan 27, 2004
ATz-000078527 Alabema Rate ABC nsurance Gompany Requrement Last Modfied: Jan 27, 2004
NALz 000078528 Alzbema Form Ao Tnurance Gompany Reirement Last Modied: Jul 24, 2014
i Alabama Fom :ggzizzgiﬁzn;;mpany ::::.:r”:rf::l:: \_F:srthudmed: Jan 27, 2004
A epeie i A oo Conpa, Requrement Los Modired: Ap 30, 2010
NAI2-000078533 Alabamalife Form A5G Insurance Company! 2:35.’!:2222‘ fa;;en'«o;r[;: :Z:llha, 2006
NAI2-000078533 Alabamalife Form ABC Insurance Company. Eiiﬁfri'r‘:enfﬂﬁié%ed: un 6, 2017
NAI2-000078534 Alabamalife Rate ABC Insurance Company :—Z‘q‘:;;':r'nf::t”‘:;?t”;:;‘ﬁ;;i:—fis‘—r';i;“zzw
NAI2-000078534 Alabamalife Rate ABC Insurance Company! ::E:]u?:;ﬁg:: t:::eb;o;:;;: HFZ:T& 2006

4. Select Apply

Bypass Satisfy Reset Apply Filter Clear Filter

Tracking Number State Filing Type Company Name(s) Status Requirement Name
[ [ [&] [Actuarial Memorandum

MAoRe At i :;gr:rszf::g:nca(l’mpany :;t;rlrr:r‘n::(”l‘.(:sir:lg;:ﬁed: Jul 24, 2014
NAIZ-000078530 Utah Fki e First Insurance Company ﬁi;?«;::ﬁ:;ﬂﬂﬁﬁeu: Dec 28, 2009

5. Once the filter has been applied

a. Select[Bypass|or [Satisfyl|.

, the user may:

The user will need to enter a Bypass reason or Satisfy the requirement

as they would when working in a single draft filing. Either option can

be cancelled.

Bypass Window:

Cancel Action

Bypass Reason [Document not required.

L Bypass |
&4 Tracking Number State Filing Type Company Name(s) Status Requirement Name
Northern National Actuarial Memorandum
¥ NATOD00TaS Habama form ABC Insurance Company Requirement Last Modified: Jul 24, 2014
Actuarial M d
v NAI2-000078530 Utah Form/Rate First Insurance Company TR

Requirement Last Modified: Dec 28, 2009
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Satisfy Window:

Cancel Action
Comment |
|
[JNo Attachment Required
Attach Files Satisfy |
] Tracking Number State Filing Type Company Name(s) Status Requirement Name
v Northern National Actuarial Memorandum
2 Al " Actuarial Memorandum
] NALZZ000075528 labamsa Rorm ABC Insurance Company Requirement Last Modified: Jul 24, 2014
Actuarial Memorandum
i) NAIZ-000078530 Utah Form/Rate First Insurance Company Requirement Last Modified: Dec 28, 2009

b. Select . This will reset the status of the requirement.

c. Select all the requirements that need to be reset.

Cancel Action
Reset
H| Tracking Number State Filing Type Company Name(s) Status Requirement Name
[0 NAI2-000078530 Utah Form/Rate First Insurance Company ) %ﬁem —
O NALZ 1000078528 absins rerm :ggrzzg:\?tclzr‘;;mpany s ::uuual:s;g?: L‘;;Z:r‘l:zgfled: Jul 24, 2014

1. Select [Reset|-

2. Select [OK]to confirm the action.

Microsoft Internet Explorer x|

@ fre wou sure you wish to reset this supporting docurment ikem?

Cancel |

3. The statuses have now been updated.

Page 118 of 271
SERFF Industry Manual
Copyright ©2020 National Association of Insurance Commissioners. All rights reserved



SERFF Industry Manual

Supporting Document items have been updated.

Bypass Satisfy Reset Apply Filter Clear Filter

Tracking Number State Filing Type Company Name(s)
NAI2-000078530 Utah Form/Rate First Insurance Company
NAI2-000078528 Alabama Form Northern National

ABC Insurance Company

Status

A

Requirement Name
= |

Actuarial Memorandum

Reguirement Last Medified: Dec 28, 2009

Actuarial Memorandum
Requirement Last Modified: Jul 24, 2014

Supporting Documentation - Using Templates

The Import Template button will be visible if the author has created Supporting

Documentation Templates for the appropriate Filing Type. See how to create

Supporting Documentation Templates later in this lesson.

1. Click the Import Template button to import a Supporting Documentation

Template.

2. Select the appropriate template to import. Click the [Import [button.

Select Template(s) to Import

Import Close

Template Name
[] zo01io annual Hlustration Certification
[0 2010 MLTA Riders - Supporting Documents

Annual Ilustration Certification

Import Close

Template Owner
Barbara Hassell
Victoria Windham

kathy Flesuchenko

3. The Supporting Documentation Template has now been added to the filing.
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&J = Wame: |Annual llustration Certification

Comment

@ aaa.ia.cert.2010.doc.pdf Remove

Attach Files
Remove

State Specific

The State Specific tab holds additional fields that are required by the state to which
you are filing. These are required fields and must be completed prior to submitting the
filing to the state. The state may define up to ten fields.

If a state does not have any state specific fields; this tab will not appear on the

filing.

Companies Filing Filing
and Contact Faes Correspondence

State
Spacific

General Form Rate/Rule Supporting
Information Schedula Scheduls Documentation

Did you read the state's general instructions? : »

Companies and Contacts

This is the section of the filing where the author views the company and contact
information. The state insurance department will also view company and contact
information here. This information was specified on Step 7 of the Filing Wizard, but

can be modified prior to submission.
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A company can be added to the filing by selecting the company name in the drop-
down and then clicking Add. Companies can also be removed, but there must be at
least one company and one contact on the filing. Multiple companies may be added
to a filing, but only one contact per filing is permitted.

General Form Rate/Rule Supporting State Companies Filing Filing
Information Schedule Schedule Documentation Specific and Contact Fees

Filing Contact Information:

Correspondence

Change Contact: | Martin Last | Change
Marlk Vincent, mark@email.com
111 {456)789-1234 [Phone]

Denver, CO 66067
Filing Company Information:

Add Company: |An-|erican Life and Health Instl Add

Morthern Mational CoCode: 12121

2301 McNee Street Group Code:

Kansas City, KS 66222 Group Name:

(913)555-2323 [Phone] FEIN Number: 33-7777777
Remove State of Domicile: Kansas

Company Type: Property & Casualty
State ID Number: AL-1234

Companies and Contacts

1. Click on the Chang button to change the contact for the filing.
2. Click on the Add button to add additional companies to the filing.

3. Click on the Remov button to remove companies from the filing.

Filing Fees

This is the section where rate and form filing fees, including EFT, will be recorded.
. Fee Required: Defaults to No for all filings. If left at no, the rest of the fields
will be hidden. Click the Yes radio button to display fee related fields.

. Fee Amount: Enter the state filing fee. Allows only valid US currency.
. Retaliatory: Click the Yes/No radio button if state filing fee is retaliatory.
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. Fee Explanation: Enter the explanation of where your state filing fee was

derived if required by state.

General Form Rate/Rule Supporting State Companies Filing Filing
Information Schedule Schedule Documentation Specific and Contact Fees Correspondence

Overall Fees

Fee Required? ®ves OnNo

Fee Amount: $|

Retaliatory? (Ovyes ® no

Fee Calculation Explanation:

Electronic Funds Transfer

Company Amount
First Insurance Company $ [ Bypass EFT for this company?
Checks
There is no check information entered on this filing.
Add Check

Filing Fees Required
1. Click on Yes Radio button.
2. Complete the appropriate fields.

Adding EFT to Filing Fees
1. Enter the EFT amount owed for the filing (either on a per company or per

filing basis — depending on the state setting).

. If the filing is eligible for EFT, there will be a note in the EFT portion of the

Filing Fees tab while in View mode.
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General Form Rate/Rule Supporting State —

Information Schedule Schedule Documentation Specific and Contact Fees Correspondence

Overall Fees

Fee Required? ves
Fee Amount: ¢
Retaliatory? g
Fee Calculation Explanation :

Electronic Funds Transfer

This filing is eligible for EFT.

Checks

Check Number Check Amount Check Date
5
General Form Rate/Rule Supporting State oo e
Information Schedule Schedule Documentation Specific and Contact Fees Correspondence
Overall Fees
Fee Required? @le: Qo
Fee Amount: ¢
Retaliatory? Oves ®No
Fee Calculation Explanation :
I Electronic Funds Transfer I
Checks ..
There is no check information entered on this filing. Not E||g|b|e for EFT

Add Check

. If the filing is eligible for EFT, the filer must enter an amount. If no fees are to

be submitted, the filer must check the ‘Bypass’ box in order to submit the filing.
If the state charges per company, there will be a field next to each company

in which the filer is submitting EFT.
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General Form Rate/Rule Supporting State

Companies | Filing | Filing

Information Schedule Schedule Documentation Specific and Contact Fees Correspondence
Overall Fees
Fee Required? s ®nNo

Fee Amount:

Retaliatoy?  (ve: @ o

Fee Calculation Explanation :

Electronic Funds Transfer
Company Amount

AAA Life Insurance Company $ ™ Evpass EFT for this company?
Auto Club Life 3 ™ Bypass EFT for this company?

Checks
There iz no check information entered on this filing.

Add Check

. If the state charges per filing, the filer must select one of the companies from
the dropdown list to which the Filing Fees should be attributed.

Overall Fees

Fee Required?  Gyyvee Qg

Fee Amount:

Retaliatory? Oves @no

Fee Calculation Explanation :

Electronic Funds Transfer

Company

Sl:l [ Bypass EFT for this filing?

There is no check information entered on this filing.

Add Check

. New or additional fees may be sent on a previously submitted filing if it is
eligible for EFT. While in view mode, click on the Filing Fees tab and click
‘Submit Additional EFT Fees.” A window will appear in which you can enter the

fee amount and submit.
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General Form Rate,/Rule Supporting State Companies ( Filing | Filing
Information Schedule Schedule Documentation Specific and Contact Fees Correspondence
Overall Fees
Fee Required? o

Electronic Funds Transfer

All companies on this filing have been bypassed.

Submit Additional EFT Fees

Checks

There iz no checl infermation entered on this filing.

Submit Additional Fees using EFT

Submit | Cancel |
Additional EFT Information:
Company Amount
E;—'«.-!«.-C-\Lifs Inzurance Company(71354) » SE[!.IJU|
Adding a Check to Filing Fees
1. Click the Add Check button.
2. Complete the appropriate fields.
Checks
Check Number Check Amount Check Date
1 f ] = __Remove |
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Filing Correspondence

The Filing Correspondence tab is where communication will be stored between the
industry and the state. The Filing Correspondence tab will contain Notes to Filer,
Notes to Reviewer, Filer Notes, Amendments, Objection Letters, Response Letters,
Dispositions and Post Submission Updates. The links will not be available until the
filing is submitted.

General RatefRule Form Companies Filing Supporting State | Filing
Information Schedule Schedule and Contact Fees Documentation Specific Correspondence

Mo filing notes available.
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Submit Filing

This will submit the filing to the state selected.

1. Click on the button to send the filing to the state.

2. If the author doesn’t complete all the required requirements, a
Submission Failed message appears with a list of all the missing
requirements. The error message will contain a link to the filing, so the

author can complete the missing requirements.

Filing #DELT-000300116 was not submitted for the following reasons:

ERROR: 1004 A filing mode is required on each filing.

ERROR: 4001 Supporting Docurnentation itern Actuarial memorandurm is required.

ERROR: 4001 Supporting Docurnentation itern Applications (LH) is required.

ERROR: 4001 Supporting Docurnentation item Forms Filed for Informational Purposes / Other Supporting Documentation is required,
ERROR: 4001 Supporting Documentation itern Life and Health Cover Letter is required.,

ERROR: 4001 Supporting Documentation itern MAIC Uniform Transmittal Doc is required.,

ERROR: 4001 Supporting Docurnentation itern Palicy / Certificates is required.

ERROR: 4001 Supporting Docurnentation item Riders / Endorsements / Insert pages is required.

L

3. If all requirements have been satisfied, the filing will be submitted to the
state. The author will receive the following confirmation if the filing was

successful.

Filings Messages Billing Settings Filing Rules Templates alerts

My Workfolder = My Open Filings My Draft Filings = Search Create Filing EFT Report

My Draft Filings

Your filing was submitted to Utah

Templates
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The use of templates allows authors to create reusable schedules. A template can be

attached to any draft or open filing. Once attached to a filing, a schedule created from

a template is identical to any other schedule. It can be edited prior to submission and

will appear in the same manner as other schedules at both the state and industry.

Creating a Template for Form Schedule

1. Click on the Templates tab.

Filings Messages Billing Settings

Filing Rules Templates Alerts

2. Click on theCreate Schedule

« The following page will appear:

button.

Create Schedule Template

Next Cancel

Template Owner: * iuser 27

Industry Name: * NAIC Train 02

Business Type: "'| Property & Casualty |

Form |

.

Schedule Type

3. Select the Business Type.

Prope A
Life, Accident/Health, Annuity, Credit
= | o I
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4. Select the Schedule Type.

Supporting Document
Rate/Rule
Form

5. Click the |[Nex Jputton.

Create Schedul
Next Cancel

Template Owner: ©

Industry Name: ™

-

Business Type:

.

Schedule Type:

e Template

iuser 27

NAIC Train 02

| Property & Casualty |
Form |

» The following page will appear:

SERFF Industry Manual

Preview Template

Previous =~ Save  Apply

Template Owner: *

Cancel

iuser 27

Industry Name: * NAIC Train 02

Business Type: * Property & Casualty

Schedule Type: " Form
Schedule Template Name: * ||

Select Form Form Edition
O Name Number Date

Form Type Legend:

« ABE = Application/Binder/Enrollment
+ BND = Eond

* CNR = Canc/NonRen Notice

* DSC = Disclosure/Notice

+ ERS = Election/Rejection/Supplemental Applications

+ PCF = Policy/Coverage Form
Delete Selected = Add |

Previous  Save  Apply | Cancel

Form Action *
Type* Data

Action Spedific

« ADV = Advertising
+ CER = Certificate
+ DEC = Declarations/Schedule

* END = Endorsement/Amendment/Conditions

* OTH = Other

Attachments

6. Enter the schedule Template Name.
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For Forms:
a. Form Name - Enter name of Form being submitted.
b. Form Number - Enter Form Number of Form being submitted.

c. Edition Date — Enter edition date of form being submitted.

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

advertisement, etc.) Click the Form Type selection box and choose

appropriate type of form for this filing.

e. Action- Click the Action selection box and
appropriate action for this filing Action ™
4 Replaced -Please Select-
) Heplaced
¢ Withdrawn Withdrawn
New
4 New

f. Action Specific Data:

¢ Replaced Form Number - Enter the form number that is being replaced

by a previously submitted form.

¢ Previous Filing number- Enter the previous filing number if a

replacement form is being submitted.

¢ Readability Score- Enter the Readability if required by state.

Preview Template

Previous Save Apply Cancel

Template Owner: " iuser 27
Industry Name: * NAIC Train 02
Business Type: * Property & Casualty
Schedule Type: " Form
Schedule Template Name: * 1—1
Select Form Form Edition Form Action * Action Specific Readability Attachments
Name Number Date Type * Data Score

0 [ [¥] [-Please Select-[¥]  Pprevious Filing | | _Attach Files
#

Replaced Form | |
e

Form Type Legend:

* ABE = Application/Binder/Enroliment * ADV = Advertising
« BND = Bond * CER = Certificate
* CNR = Canc/NonRen Notice * DEC = Declarations/Schedule

* DSC = Disclosure/Notice * END = Endorsement/Amendment/Conditions
+ ERS = Election/Rejection/Supplemental Applications « OTH = Other
* PCF = Policy/Coverage Form

Delete Selected | Add |

Previous Save Apply Cancel

Creating a Template for Rate/Rule schedule
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1. Click on the Templates tab.

Filings Messages Billing Settings Filing Rules Templates Alerts

2. Click on theCreate Schedule button.

» The following page will appear:

Create Schedule Template

Next Cancel

Template Owner: " iuser 27

Industry Name: * NAIC Train 02

Business Type: * ‘ Property & Casualty ‘

Schedule Type: * ‘ Form ‘

3. Select the Business Type.

Life, AccidentyHealth, Annui

4. Select the schedule Type.

Supporting Document

Form
Statement Of Intent

Page 131 of 271
SERFF Industry Manual
Copyright ©2020 National Association of Insurance Commissioners. All rights reserved



SERFF Industry Manual

5. Click the |[Next |button.

Create Schedule Template

Next Cancel

Template Owner
Industry Name

Business Type

: juser 27

: " NAIC Train 02

: | Life, Accident/Health, Annuity [V]|

Schedule

Type: * ‘ Rate/Rule

[+

The following page will appear:

Preview Template

Previous Save Apply

Industry Name:

Schedule Template Name:

Select

O
Delete Selected | Add

Previous

Document Name:

Save Apply

Template Owner: *

Business Type: *

Schedule Type:

g |

Cancel

user 27

* NAIC Train 02

Life, Accident/Health, Annuity, Credit
Rate/Rule

Affected Form Numbers:
(Comma separated list)

Rate Action: *© Rate Action Information: Attach Document:

Cancel

being filed.

Document Name — This is a list of Rate and Rules and various exhibit data

Affected Form Numbers — This is the list of changes to the Rate/Rule manual.

Rate Action — The type of rate action being submitted.

¢ New
¢ Other
¢ Revised

ate ACtion:

- eae Select-
Mew

Other
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4. Rate Action Information — If rate data is being revised or other, the Previous
State Filing Number field is displayed. This field will not display if a ‘Rate
Action’ of new is selected.

a. Previous State Filing Number - Enter the previous filing number if a
replacement form is being submitted.

b. Rate Action Other Explanation- Enter an explanation as to why the
rate is not new or revised.

c. Percent Rate Change Request - Enter the percentage of the rate
change you are requesting.

6. The author attaches all forms. Please see “Attaching Files for schedule

Items” for instructions.

7. The author may then click on one of the following three options:
a. Click the button to go back a step.
b. Click the button to cancel this action.
c. Click the mbutton to save but stay in Edit mode.

d. Click the Mbutton to save the schedule Template.
Templates can be edited or deleted by the user who created them or by a Filing
Manager. Templates can be viewed, created, or added to a filing by any user on the

instance.

Preview Template

Edit Copy Delete Close

Template Owner: *
Industry Name: * NAIC Train 02
Business Type: " Life, Accident/Health, Annuity, Credit

Schedule Type: * Rate/Rule

iuser 27

Schedule Template Name: * Health Product Template

Document Name: Affected Form Numbers:
(Comma separated list)

Rate Action: Rate Action Information: Attach Document:

Health New # Health Policy Contract.pdf

8. Once the Template has been saved, the author may do any of the following:
» Click the button to update the schedule Template.
» Click the button to create another schedule Template based off
the selected template.

+ Click the |[Delet  |button to delete the schedule Template.
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+ Click the button to close the schedule Template.

Creating a Template for Supporting Documentation

1. Click on the Templates tab.

Filings Messages Billing Settings Filing Rules Templates Alerts

2. Click on thelCreate Schedule button.

3. Select the Business Type.
4. Select the schedule Type.

Supporting Document
Rate/Rule
Form

5. Click the [Nex [button.

The following page will appear:

Preview Template

Previous Save Apply Cancel

Template Owner: * iuser 27
Industry Name: * NAIC Train 02
Business Type: * Property & Casualty
Schedule Type: “ Supporting Document

-

Schedule Template Name:

Delete Selected | Add |
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7. Click the Add button to complete the information for the schedule Item.

The following page will appear:

Preview Template

Previous Save Apply

Template Owner: *
Industry Name:
Business Type:
Schedule Type: *

Schedule Template Name: *

Cancel

iuser 27

* NAIC Train 02

* Property & Casualty

Supporting Document

Supporting Doc Template

-
D b =l Name:

Comment

Attach Files
Remove

No Attachment Required

8. For each item of Supporting Documentation added, the author must provide a

Name and either Comments or one or more attachments. The author may also

supply both Comments and attachments. The author will be able to choose the

following options:

« Comment text box — Enter comments related to the status of the

requirement.

* No Attachment Required check box - Use this check box to indicate

that no attachment was required for this item. This will allow the

Supporting Documentation to pass completeness validation when

submitting the filing to the state.

e« Attach Files button - Use this button to add attachments to the

Supporting Documentation.

* Remove button - Use this button to remove the Supporting Document

item.
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] E‘;: EH Name: |State Requirement
Comment

& Declaration.pdf Remove

Attach Files
Remove

Delete Selected | Add |

9. The author may then choose one of the three following options:

Click the button to go back a step.

Click the |Cancel lbutton to cancel this action.
Click the button to save but stay in Edit mode.
Click the button to save the schedule Template.
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10. Once the Template has been saved, the author may do any of the following:

» Click the button to update the schedule Template.
» Click the button to create another schedule Template based off the

selected template.

+ Click the button to delete the schedule Template.

* Click the button to close the schedule Template.

Preview Template

Edit Copy Delete

Template Owner
Industry Name
Business Type
Schedule Type

Schedule Template Name

-
> =) State Requirement

& Declaration.pdf
Edit

Copy Delete

Close

: " iuser 27

: ¥ NAIC Train 02

: " Property & Casualty

: ¥ Supporting Document

: ¥ Supporting Doc Template

Close

How to Search for a Schedule Template

You can search by Template Name, Business Type, schedule Type, Template Owner

or a combination of any of the fields.
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Schedule Templates

Create Schedule Template Filter Templates

Template Name [l Business Type Schedule Type Template Owner
— i ] I
Auto Template Property & Casualty Form iuser 27
Certificate of Compliance Property & Casualty Supporting Document Reggie Graf
Health Product Template Life, Accident/Health, Annuity, Credit Rate/Rule iuser 27
Supporting Doc Template Property & Casualty Supporting Document iuser 27

1. Typeinthe first few characters of a Template Name in the corresponding

field. (Ex. LAH)

2. Choose a Business Type.

a. All
Property & Casualky
b Property & Casualty Life, Accident/Health, Annuity, Credit

c. Life, Accident/Health, Annuity, Credit

3. Choose the schedule Type.

a. All

b. Rate/Rule Supparting Document
Rate/Rule

c. Form Forrn

d. Supporting Document

4. Select the Template Owner.
5. Click on the [Filter Templates| button.

Schedule Templates

Create Schedule Template Filter Templates

Health Product Template Life, Accident/Health, Annuity, Credit Rate/Rule iuser 27

Template Name [ | Business Type Schedule Type Template Owner

Importing Templates from the Draft View

To increase efficiency when preparing a SERFF filing, a user may import templates

to one or multiple filings from the Draft view.
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My Draft Filings

Most Recently Viewed Filings

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

Filings 1-5 of 5 | First | Previous | Next | Last

& O | state Product Name =] Company Tracking # Created Date Created By SERFF Status
: [1 utah Auto Test Product Jul 24, 2018 iuser 27 Draft
: |:| Alabama Homeowners Test Product Jul 24, 2018 iuser 27 Draft
- |:| Alabama Homeowners Test Product Jul 24, 2018 iuser 27 Draft
: |:| Alabama PPACA Test Product Jul 24, 2018 iuser 27 Draft

®* The |Import Templates |button will be available to users in the Draft view if

schedule Templates have been created. See how to create schedule Templates
in the previous section.

1. Select the filings you want to add a template to and select

[Templates]

My Draft angs Most Recently Viewed Fllings
Move to Workfolder Submit Selected Filings Import Templates Bypass/ Satisfy Delete Draft
Filings 1-5 of 5 | First | Previous | Next | Last
& [] | state Product Name [ | Company Tracking # Created Date Created By SERFF Status
3 M utah Auto Test Product Jul 24, 2018 iuser 27 Draft
> @ Alabama Homeowners Test Product Jul 24, 2018 iuser 27 Draft
3 D Alabama Homeowners Test Product Jul 24, 2018 iuser 27 Draft
[ Alabama PPACA Test Product Jul 24, 2018 iuser 27 Draft

2. Select the Template that should be added to the filing.

Select Templates for Multiple Filings

Import cancel Filter Templates

Schedule Template Name

I

Business Type

Schedule Type

Template Owner

O Property & Casualty [ ¥ All ~
O Auto Template Property & Casualty Form iuser 27

O Certificate of Compliance Property & Casualty Supporting Document Reggie Graf

D Supperting Doc Template Property & Casualty Supperting Document iuser 27

3. Select

4. The template has now been added to the two filings.

Page 139 of 271
SERFF Industry Manual
Copyright ©2020 National Association of Insurance Commissioners. All rights reserved



SERFF Industry Manual

My Draft Filings

1 templates were applied to the 2 selected filings.
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Requesting Confidentiality

The Confidentiality option allows a user the ability to make a request that the entire
filing or only certain parts of a filing be kept confidential and not be made available
via Public Access. The pieces of the filing will be labeled with an icon to indicate a
request for confidentiality. The state reserves the option to override the request. If the
request is overridden, the user will receive notice that the Public Access has changed

on the filing. The confidentiality request icon will change from red to grey.

Requesting Confidentiality
1. Open the draft filing.

My Draft Fil fngs Most Recently Viewed Filings

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

Filings 1-5 of 5 | First | Previous | Next | Last

& O | state Product Name 2] Company Tracking # Created Date Created By SERFF Status

[] utah Auto Test Product Jul 24, 2018 iuser 27 Draft

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

View General Instructions View Filing Log

Product Name: * Auto Test Product SERFF Tr Num: NAIZ2-000078530 SERFF Status: Draft
TOI:  19.0 Personal Auto State Tr Num: State Status:

Sub-TOl:  19.0001 Private Passenger Auto (PPA) Co Tr Num: Co Status:

Filing Type: Form/Rate Date Submitted: Not Submitted Disposition Date:
Effective Date Requested (New): On Approval Authors:  iuser 27

Effective Date Requested (Renewal):

3. Select the parts of the filing to be kept confidential.
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Update Confidentiality for NAI2-000078530

Save | Cancel |

Utah accepts Confidentiality requests.

O Mark entire filing as confidential.
® mark parts of filing as confidential.

2 [ Form schedule Items
] [Mo number], [No date], Policy/Coverage Form, Auto Policy

] Filing Rate Information
e Supporting Documents

] Actuarial Memorandum Satisfied
[l Letter of Authorization Satisfied
ate Requiremen atisfie
State Requi t Satisfied
Save Cancel

4. Click A confirmation message will appear verifying this action.

Message from webpage §|

\:.:.f‘/ You are about ko save changes ko the filing's confidentiality, Are you sure?

| oK d [ Cancel

5. Click [oK].

6. The Confidentiality icon ) will display next to the items for which the
user requested confidentiality.

Form Form Edition Form Action " Action Specific Readability Attachments
Name Number Date Type ” Data Score
& Auto Policy PCF New 0 # simple Policy Form.pdf
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LESSON 5

After an industry user submits a filing, it is assigned to a Reviewer by the state’s intake
staff in order to be processed. The Reviewer, or Intake Clerk, may send Objection
Letters or Note to Filers before a Disposition is finally attained on a filing.

This lesson also looks at the different types of Correspondence used in SERFF.

This lesson covers the following topics:

¢ My Open Filings

¢ Message Center

* Objection Letters

¢ Amendments

° Post Submission Update

o PDF Pipeline

. Filer Note
. Note to Reviewer
° Reminders

o Dispositions

My Open Filings
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All filings that have been submitted will appear under the My Open Filings link.
Open filings can also be located under My Workfolder if the user places a check

mark in the check box next to the filing(s) that the user wishes to move and clicking

the

Move to

button.

Filing Managers will not see filings in the ‘My Open Filings’ view unless they are
added as an author to the filing. Filing Managers must use the Search feature
to locate filings that are not assigned to them.

Move Lo Workfolder

Imiport Templates

Filings I Messages Billing Seltings Filing Rules Templates Alerts
My Workiolder My Open Fllings My Draft Filings  Search = Create Rling  EFT Report
My Open Filings Mest Becemly v o Ol

Move Lo Worklolder Import Templates

Filings 1-2 of 2 | First | Proviows | Next | Last
& [T Tsae Filing Diate eabed By SERFF Status
oty [] alabama PPACA Test Product Aug 1, 2018 luser 27 Submitted
0 utan Auto Test Product Aug 1, 2018 iuser 27 Submitted

Filings 1-2 of 2 | First | Previous | Next | Last

Most Recently Viewed Filings

Users are able to view their most recently viewed filings either draft, open or closed
by clicking on the ‘Most Recently Viewed Filings’ link. This provides an easy and fast

way to access the last 10 filings that they have been working with most recently.

208
2018

Filings I Messages Billing Seltings Filing Rules Templates Alerts
My Workiolder My Open Filings My Draft Filings Search Create Fling FT Repor
My Open Filings
Move Lo Tmport T
& O | sate Filing Date
& [ alabama PPACA Test Product Aug 1,
0 utan Auto Test Product Aug 1,
Move Lo Import T

Filings 1-2 of 2 | First | Previous | Next | Last
Created By SERFF Status
luser 27 Submitted
iuser 27 Submitted

Filings 1-2 of 2 First | Previows | Next | Last

View Filing
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Click anywhere on the filing row to open a filing you wish to view.

My Workfolder is a customizable, user specific, view. The Workfolder may

contain draft filings, open filings, and closed filings. Filings can be available
under My Workfolder from any view on the Filings tab.

Move to My Workfolder

1. Place acheck mark in the box next to the filing by clicking inside the
box. To remove the check, click in the box again.

Filings | Messages Billing Settings Filing Rules Templates Alerts
My Workfolder My Open Filings My DraftFilings Search  Create Filling  EFT Report
My Open Filings Most Recently Viewed Filings
Move to Workfolder | Import Templates
Filings 1-3 of 3 | First | Pravious | Next | L
O i Tra Fillng Gate reated B SERFF Statis
& 5§ [ Mmebama PPACA Test Product Aug 1, 2018 luser 27 Submitted
kA utan Auto Test Froduct Aug 1, 2018 luser 27 Submitted
Filings 1-2 of 2 | First | Previous | Next | Last
Move to Workfolder | Tmport Templates
Filings l Meszages Billing sattings Filing Rules Templates Alerts
My Workfolder My Open Filings =~ My Draft Filings =~ Search | Creafte Filiog  EFT Repodt
- A0St R Filings
My Open Filings LB ng:
Move to Workfolder | Import Templates
Fllings 1-2 af 2 | First | Provious | Next | Last
o 0 | sate 2] Product Name :
dr § [] Alabama PPACA Test Product Aug 1, 2018 luser 27 Submitted
M utan Auto Test Product Aug 1, 2018 luger 27 submitted
Fllings 1-3 af 2 | First | Pravious | Next | Last
Move to Workfolder Import Templates

3. The user is notified that the selected filing has been moved to their

Workfolder.
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Filings Messages Billing Settings Filing Rules Templates Alerts

My Workfolder My Open Filings My Draft Filings  Search = Create Filing  EFT Report

My Open Filings

1 filing was moved to your Workfolder.

Remove from My Workfolder

1. Click on My Workfolder link.
2. Place a check mark in the box next to the filing(s) to be removed from My
Workfolder.

My Workfolder

Remove from Workfolder

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

& 2] Product Nam Company Tracking & Filing Date Created By SERFF Saties
Jrah Auto Test Product Aug 1, 2018 iuser 27 Submitted

Fllings 1-1 of 1 | First | Previous | Next | Last

Remove rom Workfolder

3. Click the |Remove to Workfolder| button.

My Workfolder Most Recently Viewed Filings
Remove from Workfolder
Filings 1-1 of 1 | First | Previous | et | Last
& [ | st 2] Product Hame Company Tracking # Filing Cate Created By SERFF STaties
R utah Auto Test Product Aug 1, 2018 iuser 27 Submitted
Fllings 1-1 of 1 | First | Previous | Next | Last
I Remove rom Workfolder I
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4. The user is notified that the selected filing has been removed from My
Workfolder.

Filings Messages Billing Settings Filing Rules Templates Alerts

My Workfolder =~ My Open Filings My Draft Filings = Search Create Filing EFT Report

My Workfolder

1 filing was removed from your Workfolder.

Removing filings from My Workfolder will not remove or delete the filing from SERFF. The
filings can still be found under the My Open Filings link or the My Draft Filings link.
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Message Center

The Message Center contains notifications about activity on SERFF Filings. Messages can be
viewed by clicking on the Messages tab. There are a number of messages that are generated
to notify the user of their filings’ status. Authors receive messages for all events on filings to
which they are assigned. Filing managers receive messages for all events on all filings in their
instance.

Messages are identified by a distinct subject line. Once the message is opened, additional

information is displayed, and the user can link directly to the filing referenced.

Types of Messages:

* Assigned/Changed Reviewer

* Note to Filer received

* Filer Note created

e Objection Letter received

» Disposition submitted

* Filing submitted with Default Public Access
* Public Access status change

* Reopened Filing

* Compact Filing Acknowledgement

» Effective/lmplementation Date Updated

* Filing State Info Changed

» Billing Low Block Warning

* Reminder Notification Generated

e Post Submission Update Approved/Disapproved

The Message Center

Like the other views in SERFF, the columns in the Message Center can be sorted. Click once

to sort the column in ascending order, click again to sort in descending order. The default sort
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for the Message Center is descending by date. The column on which the view is currently
sorted is highlighted in yellow.

Filings Messages Settings Filing Rules

Templates Aler

Messages

Remove Message

Messages Massages 1-50 of 2676 | First | Previous | Next | Last
O
E » Public Access Set by Default for NAI2-000078534 Submitted to Alabama Attn: luser 27 NALZ-DOOO7AS34 luser 27 Aug 1, 2018
0O » State Message Received from Utah State utpc 25 1l 23, 2018
[ sState Message Received from Alabama lane Davis lul 18, 2018

The Message Center displays 50 messages at a time. To view additional messages, use
the First, Previous, Next and Last links.

Remove a Message

From the Message Center view, messages can be removed individually or several at a time.
1. Select the messages to be removed by clicking in the box to the left of the Message

Subject. Click the box in the column header to select the entire page of messages.

MESSBQ as Mast Recently Viewed Fil
Remove Messane
Messages Messages 1-50 of 2876 | First | Previous | Next | Last
Fj Public Access Set by Default for NAIZ-000078534 Submitted to Alabama Attn: juser 27 MNAIZ-D0007E534 user 27 Aug 1, 2018
O » State Message Received from Utah State utpc 25 Jul 23, 2018
2. Click theRemove button.
Messages 1 message was removed from your message center.

®* When a Message is received, it will have an icon indicating that it has not been read. If

two users receive the same message and only one reads it, the other user will still see the icon

as it is user specific. Once a user opens the message, the icon will be removed.
Open a Message
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1. To open a Message, move the pointer to the Message. Click when the Message

to be read is highlighted in yellow.
2. The Message will display. The Message contains details about the filing and a

description of the event that triggered the Message.

Message

Return to g Move to Workfolder

Public Access Set by Default for NAI2-000078534 Submitted to Alabama Attn: iuser 27

SERFF Tr Num: NAI2-000078534 Product Name: PPACA Test Product
Co Tr Num: Type Of Insurance: H16G Group Health - Major Medical
State Tr Num: Sub-Type Of Insurance: H16G.001A Any Size Group - PPO

Filing Type: Rate
Company: ABC Insurance Company From: iuser 27
Contact: Mark Vincent Message Received: 08/01/2018 04:14 PM
State: Alabama

Event Detail: Filing NAI2-000078534 SUBMITTED. Public Access Status has been set by
Default.

Open Messages have three sections.

Top Section: Consists of general information regarding the filing including SERFF,
company, and state tracking numbers.

Middle Section: Provides additional information on the filing and lists who the message is
from and when it was received.

Bottom Section: Gives event details regarding the message and indicates the action
taken regarding the filing such as an assignment made, objection letter received, or
disposition made.

Three buttons are available:

[Return to Messages|: This button returns user to the Messages tab. The green push pin is
removed from message, indicating that message has been read.

NOTE: Messages are purged after 90 days.
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IRemove Messagel|: This will remove the message from the message center.

|Move to Workfolder|: This will place the filing into the My Workfolder list and remove the
message from the message center.

Moving a filing to the Workfolder from within the Message also removes the Message from

the Message Center.
« To open the filing referenced in the Message, click the blue, underlined SERFF

Tracking Number.

Message Setting

Message Settings allows users to control two types of Messages they receive the first type
is Filing Activity Messages the second is State Generated Messages.

Filing Activity Messages

The user can specify which messages they will receive so that their Message view remains
manageable. For example, if a particular user is a Filing Manager, he/she may not want to
receive a Message each time a Filer Note is created on a filing. To access this feature, click

on the Settings tab and then click on Message Settings button.
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Filings Messages Billing [ Settings ‘ Filing Rules T

User Preferences Instance Preferences Companies Contacts User Administration Report

Contact

. Contact Information
Information

*
Message Settings Last Name |2}r |

—ErPToTeTenCET First Name * |iuser |

The following screen shows all types of Filing Activity Messages that can be activated:

Contact

Information Filing Activity Messages ©Filing Act lessages Help
Message Settings Biling Low Block Waming

Compact Filing Acknowledge Included State
User Preferences Effective/implementation Date Updated

Disposition Submitted
Public Access Defaults Restored

Filing Reopened

Filing Submitted with Default Public Access
Filer Note Created

Industry Reminder Notification Generated
Note To Filer Submitted

State Generated Messages ©state Generated Messages Help

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

District:

Alabama ~
Alazka 5
Alberta =[]
AMERICAN SAMOA =
Arkansas =
Australia
British Columbia =]
California
Colorade -

Save Cancel |

©Filing Activity Messages Help

Clicking on the

link will open the following help page
information.

Filing Activity Messages will be created when a
state updates a filing or submits
Carrespondence. These messages are also
gsenerated when a Filer Mote is created, on a
Reminder's due date, or with Low Block

warnings.

Select the action(s) for which you would like to
receive messages by moving them from the list
on the left to the list on the right. Remove
items for which you no longer wish to receive
messages by moving them back to the list on the

left.
A

Users will receive all action messages that are listed in the box on the right.
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Remove Filing Activity Messages

Click on the Settings tab.

C||Ck on Message Settings

Click on the type of Message(s) that you want to move to the box on the left. In the
example below, ‘Billing Low Block Warning’ was selected.

Click the |

Contact el o (- e
Information Filing Activity Messages ©Filing Activity Messages Help
Message Settings Billing Low Block Warning Compact Filing Acknowledge Included State ~
T Effective/implementation Date Updated
Dizposition Submitted
D

User Preferences
= Public Acc: efaultz Restored
Filing Recpened
ﬂ Filing Submitted with Default Public Access

i Filer Note Created
Industry Reminder MNetification Generated
Note To Filer Submitted
Objection Letter Submitted B

State Generated Messages & State Generated Messages Help
Business Type: O Life, Accident/Health, Annuity & Credit O Property & Casualty

District:

Alabama "~

Alazka

Alberta [2=]
AMERICAN SAMOA -
Arizona

Arkansas =
Australia

Britizh Columbia 4
California

Colorado bt

-

5. Click Savel

5. The user preferences have now been saved and you will see a blue message

indicating that.

Page 153 of 271
SERFF Industry Manual
Copyright ©2020 National Association of Insurance Commissioners. All rights reserved



SERFF Industry Manual

User Preferences Instance Preferences Companies Contacts User Administr

User preferences saved successfully.

Contact

. Contact Information
Information

*
Message Settings Last Name |2]Ir |

User Preferences First Name |i|J5E:r |

All Message Settings options are specific to each individual user. Users can update their
Message Settings at any time by following the same steps as above.
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Objection Letter

If a filing does not meet all a state’s filing requirements, an Objection Letter will be
created by the state. An Objection Letter requires the author or another user to
submit a Response Letter, which may include one or more schedule Item revisions
or additions. The Reviewer will create Objections while reviewing the filing, which
will be inserted into an Objection Letter and sent to the author indicating what needs
to be revised and/or added. The author will receive a message in the Message

Center stating that an Objection Letter has been received.

Review the State’s Objections
An ‘Open Objection’ icon will appear next to any schedule Item that has an open
Objection. In cases where an Objection Letter has Objections not related to a

specific schedule Item, the icon will display in the Filing at a Glance section.

Add Authors Update Change Schedule Items Set Confidentiality Create Reminder Move to Workfolder PDF Pipeline

G ©

Product Name: * PPACA Test Product SERFF Tr Num: NAIZ2-000078534

General Form | Rate/Rule Supporting State Companies Filing Filing
Information Schedul tati

Schedul Doc i Specific and Contact Fees Correspondence

Form Count: 1

Item Schedule Item | Form Form Edition | Form Action ¥ | Action Specific | Readability | Attachments Submitted

No. Status Name * Number | Date Type * Data Score

1 Auto Policy PCF New 0 # simple Policy Form.pdf Date Submitted: 08/01/2018
By: iuser 27

Clicking on the icon provides the user with the details of the related Objections.
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oy R R L T 1) o P T T TT I T ]

Objections for Form Schedule Item:
[No number], [No date], Policy/Coverage Form, Auto Policy

2  Objection
— Comments:

The attached form is not the correct form for this request.

This information can also be viewed within the Objection Letter on the Filing
Correspondence tab.

1. The Filing author will receive notification in their message center that the state

reviewer has created an objection letter to their filing.

Filings Messages Billing Settings Filing Rules Templates Alerts

Message

Return to I I Move to Workfolder

Objection Letter Received for Filing NAI2-000078530 from Utah Attn: iuser 27

SERFF Tr Num: NAI2-000078530 Product Name: Auto Test Product
Co Tr Num: Type Of Insurance: 19.0 Personal Auto
State Tr Num: Sub-Type Of Insurance: 19.0001 Private Passenger Auto (PPA)

Filing Type: Form/Rate

Company: First Insurance Company From: Ray Adams
Contact:  Alicia Cook Message Received: 08/24/2018 03:54 PM
State: Utah

Event Detail: Objection Letter(37955) for Filing NAI2-000078530 from Utah was SUBMITTED.

2. Open the filing by clicking on the SERFF tracking number in the message and
then go to the Filing Correspondence tab.
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General Form Rate/Rule Supporting State Companies Filing ( Filing

Information Schedule Schedule Documentation Specific and Contact Fees Correspondence
Objection Letters
Status Created By Created On Date Submitted Responded By Resp
{02} Awaits Company Response Adams, Ray 08/24/2018 08/24/2018 03:54 PM Respond

Created On

Response Submitted On

3. Click on the Status link under the Objection Letters header.

Once the user has clicked on the Status link, the letter should be displayed. The
user will see the Objection(s) that the Reviewer has noted regarding the filing.

The Objection Letter Status is state specific and selected by the Reviewer. The

Objection Letter Date is the date that the Reviewer sent the Objection Letter.

The Respond by Date is a date by which the state expects the author to respond.
The Submitted Date is the date that the Objection Letter was actually submitted

and viewable by the author.

Objection Letter for NAI2-000078530
Close |

MAIZ-000078530 State: Utah
State Tracking Number:

SERFF Tracking Number:
Filing Company:

Company Tracking Number:
TOI: 15.0 Personal Auto
Auto Test Product

First Insurance Company

Sub-TOI:

Product Name:
Project Name:

Objection Letter Status: * (02} Awaits Company Response
Objection Letter Date: 08/24/2018
Respond By Date: 09/28/2018

Submitted Date: 08/24/2018 03:54 PM
Dear Alicia Cook,

Introduction:
The following issues have been noted with this filing and are not in compliance with state statutes and regulations.

Objection 1
* [Mo number], [No date], Policy/Coverage Form, Autoa Policy (Form)

Comments: The attached form is not the correct form for this request.

Conclusion:
To avoid disapproval of this filing, the requested changes and/or information should be submitted by the response date specified above.

Sincerely,
Ray Adams

15.0001 Private Passenger Auto (PPA)
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4. Click on the button after reviewing.

The first step in the Response Letter process is to make the requested changes to
the schedule items. **NOTE: Do not click on the ‘Respond’ button. This will be the
last step in the process.

Responding to Objection on Schedule Tab

1. Click |Change Schedule from the filing view.

Filings Messages Billing Settings Filing Rules Templates Alerts

My Workfolder = My Open Filings =~ My Draft Filings =~ Search = Create Filing =~ EFT Report

Add Authors Updatg Change Schedule Items Set Confidentiality Create Reminder Move to Workfolder PDF Pipeline

2. The filing will be put into “Revise Mode.”

Filings Messages Billing Settings Filing Rules Templates Alerts

My Workfolder = My Open Filings = My Draft Filings = Search = Create Filing = EFT Report

sove | noon | conce

3. Go to the tab containing the objection (e.g. Form Schedule).

NOTE: i |

An objection is indicated by the — Open Objection icon.
Clicking on this icon will open the objection in a pop-up
window.

4. Click Revise to the left of the item to be changed.
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Form | Rate/Rule Supporting Filing
Schedule Schedule Documentation Correspondence
Form Count: 1
Ttem Schedule Ttem | Form Form Edition | Form Action * | Action Specific | Readability | Attachments Submitted
No. Status Name * Number Date Type * Data Score
1 & [ Revise Auto Policy PCF New 0 # simple Policy Form.pdf — Date Submitted: 08/01/2018
By: wser 27
Form Y umatefnule Supporting Filing
Schedule Schedule Documentation Correspondence
Form Count: 1
Item Schedule Item  Form Form Edition Form Action ™ Action Specific  Readability Attachments Submitted
No. Status Mame * Number Date Type * Data Score
& [puto Palicy %] | ] [ | [PCF [+ [New ~ 0] attachFiles
Undo Draft # simple Remove
Policy
Form.pdf
Previous Version
& I Auto Policy PCF New (1] #  simple Policy Date Submitted:
Form.pdf 08/01/2018

By: iuser 27

A “New” draft line will display the information entered at submission, thus allowing

you to modify the information.

A “Previous Version” line containing the initial information submitted to the state.

5. Make any necessary changes to the information on the revised schedule

item. New or revised attachments may be added by clicking on the Attac

Files button.

NOTE:

Clicking on the Remove link that is after the attachment will
remove the previous version of the attachment and enable
the user to submit an amended file. The user should remove
the attachment that is being revised and attach the updated
version. The original attachment is still
attachment in the grayed-out area and cannot be removed
or changed

seen below the
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6. Click Browse to find the file.

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

File 1: | |[ Erowse.. |
File 2 | |[ Erowse... |
File 30 | [ Browse... |
File 41 | |[ Browse... |
File 5: | I[ Erowss.. |

Upload Cancel |

a. After selecting the appropriate file, click Open button to add the
attachment to your file list.

b. Click on the Upload button.

7. Continue in this manner until all the necessary schedule item changes

have been made. Be sure to click mto save your changes

periodically.
8. Additional schedule items may be added by clicking Add Schedule
Item(s) or Import Template .

9. Click to save changes and exit Revise mode.

If a schedule item has been replaced in error, click the Undo Draft button.

Responding to Objection on Entire Filing
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An objection icon may be found at the top of the Filing at a Glance section. This will
indicate that the objection is not tied to a specific schedule item but is regarding the
entire filing. Clicking on the icon will bring up the objection.

Filings Messages Billing Settings Filing Rules Templates
My Workfolder My Open Filings My Draft Filings Search Create Filing Create Paper Filing EFT Report

Add Authors Update Change Schedule Items Set Confidentiality Create Reminder Move to Worl|

1

o

To respond to this type of objection, you may need to attach a document addressing
its concerns.

1. First select [Change Schedule Items Jto be placed in Revise mode.

2. Select the appropriate tab to place the document in (e.g. Form Schedule).

3. Click Add Schedule Item(s) or Import Template button to attach the
necessary file.
4. Fill in the required fields when adding a schedule item. Click Attac

Files button to attach the file.

# Schedule of Remove
Rates.xlsx

Undo Draft Rates | [ | [Mew [~] Attach Files ’

After all necessary Schedule Item changes have been made, Click Save

button to save your work, exit Revise mode, and return to the View mode.
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Filings Messages Billing settings

My Workfolder My Open Filings My Draft Filings Search Cres

Save Apply Cancel -- Revise Mode --

)

Creating a Response Letter

After all objections have been addressed by revising the filing, a Response Letter
will be created to submit to the state.
1. Gotothe Filing Correspondence tab and click Respond button located to

the right of the objection letter. This will generate your Response Letter.

General Form Rate/Rule Supporting State Companies Filing Filing
Information Schedule Schedule Documentation Specific and Contact Fees Correspondence
Objection Letters
Status Created By Created On Date Submitted Response Created On Response Submitted On
% {02) Awaits Company Response Adams, Ray 08/24/2018 08/24/2018 03:52 PM Respond

2. Thetop oftheresponse letter will consist of general information regarding

the filing.
Response Letter for NAI2-000078534
Save | Apply | Cancel View Objection Letter | Expand All Collapse All |
SERFF Tracking Number: NAIZ-000078534 State: Alabama
Filing Company: ABC Insurance Company State Tracking
Number:
Company Tracking 123456
Number:
TOI: H16G Group Health - Major Sub-TOI: H16G.001A Any Size Group -
Medical PPO
Product Name: PPACA Test Product
Project Name: Test

3. This is followed by an Introduction field (optional).
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Status : Draft

Dear Ray Adams,

Introduction:

Pleasze find that all objections have been responded to below.

Below the Introduction is a list of the objections.

SERFF Industry Manual

5. For objections to the entire filing, just like objections to a schedule item,

© © N o

you must provide a comment.

Objection 1

Applies To: Entire filing Comment: The necessary rate data is missing from the filing.
Please ADD a Premium and Loss Experience Exhibit spreadsheet along with its pdf form
to the Rate/Rule Schedule tab.

Be sure to ADD Schedule item into vour Response Letter! Thanks

Response 1:

Comments: *

See attached file.

Changed ltems:

Mo Form Schedule items changed.
Mo Rate/Rule Schedule items changed.

No Supporting Documents changed.

Add Schedule Item(s)

Next, you will attach the document(s) you added to address the objection.

Click on Add Schedule Item(s) button.

Select the document by placing a checkmark in front of it.

Then Click the Add Item(s) button.
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Draft Schedule Items for Filing

SERFF Tracking No: NAI2-000078534

W|Rrates Schedule (Rate)

Select All | Deselect All |

Add Item(s)

10.The selected schedule item is placed in the objection section as a

Changed Item.

Objection 1

Applies To: Entire filing Comment: The necessary rate data is missing from the filing.
Please ADD a Premium and Loss Experience Exhibit spreadsheet along with its pdf form
to the Rate/Rule Schedule tab.

Be sure to ADD Schedule item into your Response Letter! Thanks

Response 1:

Comments: *
See attached file.

Changed Items:

Mo Form Schedule items changed.

Rate Schedule Item Changes

Document Name: * Affected Form Numbers: Rate Action: * Rate Action Information: Attach Document:
(Separate with commas)

Remove Rates Schedule MNew # schedule of Rates.xlsx

« At the bottom of the response letter is the Conclusion field (optional).
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Conclusion:

Pleaze contact us =hould vou have any questions.
Thank you.

Sincerely,
Pending Submission.

Expand All | Collapse All |

Save I Apply | Cancel | View Objection Letter | Expand All
| | | |

Collapse All |
I L |

View Objection To open objection letter for review.

Letter:
Expand All: To expand all Supporting Document Schedule Item
changes sections.
Collapse All:  To collapse all Supporting Document Schedule Item

changes sections.

11.Click [Save |button.
12.Click [Submit joutton.

Response Letter for NAI2-000078534

1
Submit

I Ed'rt‘ Delete | clu5e| View Objection Letter

Expand All .

Collapse All '

“You are about to submit this Response Letter. Are you sure?” message box

appears.
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Message from webpage ﬂ

\:{) ou are about ko submit this Response Letter, Are vou sure?

; Cancel |

13.Click |OK

On the Filing Correspondence tab, information is added to:
0 Responded By o Response Created On

0 Response Submitted On

General Rate/Rule

orm Supperting State Companies Filing Filing
Information Schedule Schedule D i

nnnnnn tation Specific and Contact Fees Correspondence

Obijection Letters

Status Created By | Created On | Date Submitted Responded By  Response Created On Response Submitted On
64, (02) Awaits Company Response Adams, Ray ~ 08/24/2018  08/24/2018 03:52 PM 65, 27, iuser 10/10/2018 10/10/2018 05:20 PM

NOTE: SERFF status is now “Pending State Action”.

How to Edit an Unsubmitted Response Letter

1. Open the Response Letter and click the button to update.
2. Update the fields as needed.

3. If needed, change the updated schedule Items. Select Remove next to
the item being updated.
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Applies To:

» [No number], [No date], Policy/Coverage Form, Auto Policy (Form)

Comment: The attached form is not the correct form for this request.
Response 1:

Comments: "
Please see the file for the ted

Changed Items:

Form Schedule Item Ch

Form Form Edition Form Action * | Action Specific Readability Attachments Submitted
MName " Number Date Type " Data Score
Remove | & Auto PCE MNew 0 # Dedlaration-
Policy Auto.pdf
Previous Version
& 0 Auto PCF New 0 # simple Policy Date Submitted:
Policy Form.pdf 08/01/2018
By: iuser 27

No Rate/Rule Schedule items changed.

No Supporting Documents changed.

Add Schedule Item(s) |

4. Click Add Schedule Item(s) and select schedule item changes that
belong with the objection.

If updates need to be made to individual schedule items, please refer to the section
titled ‘Revising schedule Items’ for complete instructions.

5. Click the[Sav  |button.

The Response has now been completed. The user may Submit, Edit,
Delete, Close, or View Objection Letter.
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How to View the Response Letter

The draft of the Response Letter is located under the Filing Correspondence tab.

The user will be able to view the Response Letter two ways (please see the
following two examples).

General Form Rate/Rule Supporting State Companies Filing Filing
i i hedul hedul i Specific and Contact Fees Corraspondence
Objection Letters
Status Created By Created On Date Submitted Responded By Response Created On Response Submitted On
(02) Awaits Company Response Adams, Ray 08/24/2018 08/24/2018 03:54 PM 27, iuser 08/27/2018 08/27/2018 05:01 PM

Example 1:

* When clicking on the Objection Letter link, the user will be directed to the
Objection Letter sent by the Reviewer.
‘I;:fr:)er\::;tion ;:L’:dule ::I:::;E‘I’ele g:z::nr:ir:ltgation g::e‘;lic :::i"{p:::::; i:ie“sg | Eicllirr:Zspondence
Objection Letters
ST Created By Created On Date Submitted Responded By
{02) Awaits Company Response Adams, Ray 08/24/2018 08/24/2018 03:54 PM 27, iuser
L]

By clicking the [View Response Letter| button, the user is directed to
Response Letter.

the
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Objection Letter for NAI2-000078530

| |
Close | View Response Letter

SERFF Tracking Number: MAIZ-000078530 State: Utah

Filing Company: First Insurance Company State Tracking Number:

C v Tracking Numb

TOI: 19.0 Personal Auto Sub-TOI: 15.0001 Private Passenger Auto (PPA)
Product Name: Auto Test Product

Project Name:

Objection Letter Status: * (02) Awaits Company Response
Objection Letter Date: 08/24/2018
Respond By Date: 09/28/2018
Submitted Date: 08/24/2018 03:54 PM

Dear Alicia Cook,
Introduction:
The following issues have been noted with this filing and are not in compliance with state statutes and regulations.

Example 2:

By clicking on the author's name (under Responded by), the user will be able

to view the draft Response Letter.

General Form Rate/Rule Supporting State Companies Filing Filing

Information Schedule Schedule Documentation Specific and Contact Fees Correspondence |
Status Created By Created On Date Submitted Responded|By
02) Awaits Company Response Adams, Ray 08/24/2018 08/24/2018 03:54 PM 27, iuser

Click the button to close the Response Letter when finished reviewing.

How to Submit the Response Letter

1. Click the button to send the Response Letter.

Response Letter for NAI2-000078530

Submit Edit Delete Close View Objection Letter Expand All Collapse All

SERFF Tracking Number: NAI2Z-000078530 State: Utah

Filing Company: First Insurance Company State Tracking Number:

Company Tracking Number:

TOI: 15.0 Personal Auto Sub-TOI: 19.0001 Private Passenger Auto (PPA)
Product Name: Auto Test Product

Project Name:

Status :  Draft

Dear No primary reviewer set on filing.,

Introduction:
Hello
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2. A confirmation message appears confirming this action.

Message from webpage

9

:/I You are about o submit this Response Letker, Are wou sure?

3

| Ok | [ Cancel

3. Click button.

The Response Submitted on Date is now populated with the date sent to the state.

General Farm Rate/Rule Supporting State Companies Filling Filing

Information Sehadula Sehadula Dacuiman tation Spacilic and Contact Faas Carrespandonce
Status Created By Created On Date Submitted Responded By Response Created On Response Submitted On
{02) Awaits Company Responge Adams, Ray 08/24/2018 08/24/2018 03:54 PM 27 yser O8/27/2018 08/27/2018 05:01 PM
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Amendments

*This is only used when the amendment is not in response to an Objection Letter
(i.e. - The filer has decided to add a schedule item).

Revising/Adding schedule Iltems

Change Schedule 1.

Click button from the filing view.

Filings Messages Billing

Settings Filing Rules
My Workfolder

Templates Alerts
My Open Filings

My Draft Filings = Search

Create Filing =~ EFT Report

Add Authors Update Change Schedule Items Set Confidentiality

Create Reminder

Move to Workfolder PDF Pipeline
. . . “ . ”
2. The filing will be put into “Revise Mode.
Filings Messages Billing Settings Filing Rules Templates Alerts
My Workfolder My Open Filings My Draft Filings =~ Search Create Filing = EFT Report
3. Click Revise to the left of the item to be revised.
J Form ‘ Rate/Rule Supporting Filing
Schedule hedul D i c
Form Count: 1
Lead Form Number:
Item Schedule Ttem | Form Form Form | Action * Action Specific | Readability Attachments Submitted
Mo. Status Mame * Number Type Data Score
Undo Draft Health Policy | he =] Initial v 50 Attach Files |
# Health Policy Remove
Contract.pdf
Previous Version
5 Health Policy 16 POL Initial 50 #  Health Policy Date Submitted:
Contract.odf 08/01/2018
By: luser 27

New items may also be added while in ‘Revise mode’ by clicking on the Ad button
or Import Template button.
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Siehert Form Form form Ackion * Action Specdfic Readability Attachments Submitted
| Hame * Number Type * Dt Score

Delete Selected | Add | Import Template |

When revising a schedule item, a new line (in white) is automatically populated
with the information from the original version (in grey) because many of the

items may not change. All fields and attachments can be changed.

4. Attach any appropriate files by clicking on the Attach Files
button.

a. Click [Brows [to find the file.

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

File 11 | || Browse.. |
File 2: | |[ Browse... |
File 3 | [ Browse.. |
File 4: | || Browse.. |
File 5: | || Browse.. |
Upload Cancel |
b. After selecting the appropriate file, click button to add the
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attachment to your file list.

el 4
Look in: I@ Mews Folder j - I‘j( B~
1 1FiIiru;l Description. pdf
File mame; IFiIing Drescription. pdf j Open E! I
" Files of type: |80 Files [+4) =l Cancel |

c. Click on the Upload button.

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

File 1:  |C:\Documents and Settings\F5Stl[_ Browse.

File 2: | || Erowse.. |
File 3 | || Browse.. |
File 4: | || Browszs.. |
File 5: | || Browsze.. |
Upload I Cancel |
NOTE: Up to five files can be attached at a time before uploading.

Continue in this manner until all the necessary schedule item

changes have been made. Be sureto click Mto save your changes

periodically.
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NOTE: Clicking on the [Removelafter the attachment will

remove the previous version of the attachment and
enable the user to submit an amended file. The user
should remove the attachment that is being revised
and attach the wupdated version. The original
attachment is still seen below the attachment in the
grayed-out area and cannot be removed or changed.

Form | Rate/Rule Supporting Filing
hedul PR z — -

Form Count: 1

Lead Form Number:

Item Schedule Item | Form Form Form Action ™ Action Specific | Readability Attachments Submitted
No. Status Name * Number Type * Data Score

Undo Draft Health Palicy | [18 | [POLTv] [initial v 50 Attach Files |
# Individual  Remove
Health
Policy.pdf
Previous Version
(g Health Policy 16 POL Initial 50 &  Health Policy Date Submitted:

Contract.pdf 08/01/2018
By: iuser 27

6. Click[Sav  [to save changes and exit Revise mode.

Build the Amendment

1. Click on the Filing Correspondence tab.

2. Click the Create Amendment button.
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General Form Rate/Rule Supporting State Companies
Information Schedule Schedule Documentation Specific and Contact

Filing | Filing
Fees Correspondence

Objection Letters
Mo Objection Letters

Amendments
No Amendments

Create Amendment

Post Submission Updates

This filing does not support post-submissicn updstss.

Dispositions
Mo Dispositions

Filing Notes
Mo Filing Notes

Create Filer Note Create Note to Reviewer

Reminders
No Reminders

Create Reminder

3. Enter Comments in the Comment field.

Amendment of NAI2-000078534

Save | Apply Cancel

SERFF Tracking Number: MAIZ-D00078534

Filing Company: ABC Insurance Company
Company Tracking Number:

TOI: H16G Group Health - Major Medical
Product Name: PPACA Test Product

Project Name: Test

Date Submitted:

State: Alabama

State Tracking Number:

Sub-TOT: H16G.001A Any Size Group - PPO

Comments: *

Changed Items:
Mo Form Schedule items changed.
Mo Rate/Rule Schedule items changed.

Mo Supporting Documents changed.
Add Schedule Item(s)

Save Apply Cancel

4. To make an association between draft schedule

Amendment, click Add Schedule Item(s) and select

changes that belong with the update.
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Amendment of NAI2-000078534

Save Apply Cancel

SERFF Tracking Number: MAIZ-D00078534 State: Alabama

Filing Company: ABC Insurance Company State Tracking Number:

Company Tracking Numb

TOI: H16G Group Health - Major Medical Sub-TOI: H16G.001A Any Size Group - PPO
Product Name: PPACA Test Product

Project Name: Test

Date Submitted:

Comments: * |Here is my amendment |

Changed Items:
Mo Form Schedule items changed.
Mo Rate/Rule Schedule items changed.
Mo Supporting Documents changed.

I Add Schedule Ttem(s) I

Save Apply Cancel

5. From the ‘Draft schedule Items for Filing’ window, select the draft items

to be included in the Response Letter. Click |Add
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Draft Schedule Items for Filing
SERFF Tracking No: NAI2-000078534

O 16, Policy/Contract/Fraternal Certificate, Health Policy (Form)

Select All | Deselect All |

Add Ttem(s)

Close this Window
(ou may also dick anywhere outside this window)

6. Throughout the process, click mto periodically save updates.

7. Click [Sav |once all updates have been made.

8. The user may then Submit, Edit, Delete or Close the Amendment.
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Amendment of NAI2-000078534

Save Apply Cancel

SERFF Tracking Number: MAIZ-000078534 State: Alabama

Filing Company: ABC Insurance Company State Tracking Number:

Company Tracking Numb

TOI: H16G Group Health - Major Medical Sub-TOI: H16G.001A Any Size Group - PPO
Product Name: PPACA Test Product

Project Name: Test

Date Submitted:

Comments: " |Here is my amendment

Changed Items:

Form Schedule Item Changes

Form Form Form Action ¥ | Action Specific Readability | Attachments Submitted
MName Number Type i Data Score
Remove Health Policy 16 POL Initial 50 # Individual Health
Policy.pdf
Previous Version
58, Health 16 POL Initial 50 #  Health Policy Date Submitted:

Policy Contract.pdf 08/01/2018

By: iuser 27

The Date Submitted field is now populated with the date and time the Amendment
was sent to the state.

Amendments
Comment Created By Created On Date Submitted
84, Here is my amendment.... 27, iuser 08/28/2018 08/28/2018 04:41 PM

There are no draft Schedule Items to submit in an Amendment.
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Post Submission Update

The Post Submission Update feature of SERFF gives industry users the ability to update
various filing fields after the filing has been submitted. Depending upon a state setting,
these updates will be allowed on open filings, both open and closed filings, or not at all.
Once received, the state will review the request and allow or disallow the changes.

NOTE: The filer will only be able to submit post submission updates
if the state allows the functionality on their instance. If the
state does not accept updates, the link will be replaced by

explanatory text.

Genaral Form Rata/Rule Supporting State Companies Filing Filing
Information Schedule Schedule Documentation Specific and Contact Fees Correspondence
Objection Letters

Mo Objection Letters
Amendments

No Amendments

There are no draft Schedule Items to submit in an Amendment.

]

Post Submission Updates

This filing does not support post-submission updstes.

-

Dispositions

Mo Dispositions
Filing Motes

Mo Filing Notes

Create Filer Note Create Note to Reviewer

Reminders

No Reminders

Create Reminder
Creating a Post-Submission Update
1. Click on the Filing Correspondence tab.
2. Click on Create Post-Submission Update button.
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General Form Rate/Rule Supporting Companies Filing Filing
Information Schedule Schedule Documentation and Contact Fees Correspondence

Objection Letters
No Objection Letters

Amendments

Mo Amendments
There are no draft Schedule Items to submit in an Amendment.

Post Submission Updates
Mo Post-Submission Updates

Create Post-Submission Update

Dispositions

No Dispositions

Filing Notes
Mo Filing Notes

Create Filer Note Create Note to Reviewer

Reminders
No Reminders

Create Reminder

The Post Submission Update request will show the fields available for update. All
fields on the General Information, Rate/Rule Schedule, and State Specific tab can be
updated via Post Submission Update. The current values of the fields will be
displayed. Please note that there will be slight differences between filings of different

business types.

NOTE: If you chose the incorrect PPACA Value option when
creating your original PPACA filing, you must use the Post-
Submission Update feature to make changes to your filing.
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Save Apply Cancel

Post-Submission Update for NAI2-000078534

This state accepts post-submission updates.
Status: Draft

General Information
" |PPACA Test Product

*

] Not pPaCA-Related
Non-Grandfathered Immed Mkt Reforms
[J Grandfathered Immed Mkt Reforms

“wWhat is PPACA?

OYes@ No

Authorized

* |Review & Approval
" |Group
*[Small

[JAssociation []Blanket [T]Discretionary [ Employer []Non Employer Group []Other [7]Trust

* 0O " ®on Approval
Rate Information
@ ves O No
Review and Approval
—Please Select—
=
Company Company Rate Overall % Overall % Written Number of Written Maximum % Minimum %
Name: Change: ¥ Indicated Rate Impact: Premium Policy Holders Premium for Change Change
Change: Change for Affected for this Program: (where (where
this Program: this Program: required): required):
s s
Insurance % % % %
Company
& Edit Rate Review Detail
| Icon Legend: J - Complete Rate Review Detail : - Incomplete Rate Review Detail

Save Apply Cancel

3. Update the fields as needed and click the [Sav |button.

Page 181 of 271
SERFF Industry Manual
Copyright ©2020 National Association of Insurance Commissioners. All rights reserved



SERFF Industry Manual

NOTE: Rate Data can be added or updated on a Post Submission
Update, regardless of whether it was included on the original
filing.

4, After saving the update the author will receive confirmation that the

submission has been saved.

Submit Edit Delete Close

The post-submission update has been saved.

Post-Submission Update for NAI2-000078534

This state accepts post-submission updates.
Status: Draft

Created By: 27, iuser

5. Click the button to send to the state.

Message from webpage g|

P Are you sure you wish bo submit this update?

\.."‘I/
Cnce submitted, no other updates may be created until
the state reviews and processes this change.

[ ok | [ Cancel

6. Click the [OK]| button to submit.

NOTE: Once submitted, the request cannot be changed, and
another request cannot be created until the state acts on the
current one.
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Filings with pending Post Submission Updates will have an icon above Filing at a Glance.

The full request can be accessed from the Correspondence tab.

Filings |

Messages Billing Settings Filing Rules Templates Alerts
My Workfolder = My Open Filings My Draft Filings | Search Create Filing EFT Report

Add Authors Update Change Schedule Items Set Confidentiality

Create Reminder

Move to Workfolder PDF Pipeline

On the Filing Correspondence tab, the filing author can view the Post Submission Update

that was submitted to the state.

Pogt Submission Updates
status Created Ry Created On Submitted Ry Date Submitted
% Submilted 27, iuser 08/10/2018 27, huser 08/10/2018 04:09 PM

Processed By Date Processed

Once the state has reviewed your Post Submission Update, the filer will receive a

message in your SERFF Message Center advising that your request has been allowed

or disallowed.

Message

Return to M. Ry Move to Workfolder

ALLOWED. State Comment: NONE.

Post-Submission Update ALLOWED for Filing NAI2-000078534 Attn: iuser 27

SERFF Tr Num: NAIZ-000078534 Product Name: PPACA Test Product
Co Tr Num: Type Of Insurance: H16G Group Health - Major Medical
State Tr Num: Sub-Type Of Insurance: H15G.0D01A Any Size Group - PPO
Filing Type: Rate
Company: ABC Insurance Company From: Ray Adams
Contact: Mark Vincent Message Received: 08/10/2018 04:10 PM
State: alabama

Event Detail: Post-Submission Update(125011606) for Filing MAI2-000078534 to Alabama was
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After allowing the update, the icon and wording in Filing at a Glance changes, as does

the status of the request. If the request is disallowed, the icon above Filing at a Glance
is removed and the request status is changed to Disallowed.

Post Submission Updates

Status Created By Created On Submitted By Date Submitted

Processed By Date Processed
&, Allowed 27, iuser 08/10/2018 27, iuser 08/10/2018 04:09 PM

Adams, Ray 08/10/2018

When a request is approved, the applicable fields on the filing are updated. Fields that
has been changed post submission will have an icon next to them representing changed
data. This icon does not appear if the change was not approved.

View Approved Post Submission Updates

1. Click on the schedule tab to view the approved updates.

Filing at a Glance Example:

@' Implementation Date Requested: * 09/10/2018

Prior Value:
Changed By: iuser 27
Change Date: 08/10/2018

View Related Update

2. Clicking the icon for a field with changes will trigger the display
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of the history of changes for that field, including prior values and the date

the field was changed.

3. The user can click the link to be taken to the Post Submission

Update for that change.

NOTE: The post submission update will show the changes in bold.

PDF Pipeline

PDF Pipeline provides users with the ability to create a single PDF file of their entire filing

or selected parts of their filing. The PDF Pipeline is generated on demand. The results will

be displayed instantly and the user can save the PDF locally to their network, review online

or print.

All schedule Items and Correspondence including Reviewer Notes and Filer Notes will be

available to PDF Pipeline.

Generate PDF

1. Open the SERFF filing.
2. Click the [PDF Pipeling|button.

e @ [

Product Name: * PPACA Test Product SERFF Tr Num:  NAI2-000078534
TOI:  H16G Group Health - Major Medical State Tr Num:

Sub-TOl: H16G.001A Any Size Group - PPO Co Tr Num:

Filing Type: Rate Date Submitted: 08/01/2018

© |mplementation Date Requested: * 09/10/2018 Authors:  iuser 27

Add Authors Update Change Schedule Items Set Confidentiality Create Reminder Move to Workfolder I PDF Pipeline I Clone Filing

View General Instructions View Filing Log
SERFF Status:  Pending Industry Response
State Status:

Co Status:
Disposition Date:

When selecting the Form, Rate and Supporting Documentation schedules, at least one

item must be selected for the schedule to print. If just an item from the schedule is chosen

and not the schedule itself, only the attachment and/or details for that item will generate.

Nothing will print if just the schedule is selected and no items.
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A dialog box will appear that lists all of the pieces of the filing that can be included in the
PDF.

Generate PDF for NAI2-000078534

Generate PDF Cancel | SelectAll Select None |

Select the portions of the filing te include in the generated PDF. &
I Filing Information

= [] Form schedule Summary

[] Detail for All Items Date Submitted
[ @ % 18, Palicy/Contract/Fraternal Certificate, Health Policy 08/28/2018
] -\_,) % 16, Policy/Contract/Fraternal Certificate, Health Policy 08/01/2018

[5=N .
[l "% rate Information
[] Rate Review Detail for all Com panies

2 [0 Rate/Rule Schedule Summary
[] Detail for All Items Date Submitted

[] @ % Health 08/01/2018
0Oe Rates Schedule

= O Supporting Document Schedule Summary

[] Detail for All Items Date Submitted
O & %, Actuarial Memorandum - Life & Health Satisfied 08/01/2018
O % Authorization Letter- Life & Health Bypassed 08/01/2018

= O Filing Correspondence Summary

[] Detail for All Items Date Submitted
[ %  Objection Letter 08/24/2018
[ %  Amendment Letter 08/28/2018
N 85, Post Submission Update Request 08/10/2018
Legend:
@ - Filing Blement & one ar more atkachments that may be incduded in the Pipeline result file

s that cannot be included in the Pipeling result file.

@ - Filing Element cont

3. Select the individual items or click thelSelect button.

4. Click|Select button to deselect all the items.

5. Click button to cancel the action.
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=[] NAR-000078534 A
=] Filing at a Glance
D General
Information
[ Filing Description
[l Company and
Contact
[ Filing Fees
[l state Specific
[ Correspondence
Summary
D Objection Letter

D Amendment Letter

[ Post Submission
Update Request
Processed On
08/10/2018

=[] Form Schedule
u Attachment:

“Individual Health
Policy.pdf”

D Rate Information

SERFF Tracking 8 NAIZ00007553¢  State Tracking 3: Company Tracking &
State: atama Filing Company: ABC inzurance Campany
TouBub Tok B8 Group Healt - Ligior Medcadh183. 0014 Any S Group - FP0

Pruchoct Name: FRACA Test Froduct
Project MamaNumber: Tect1234

Filing at a Glance

Company: ABC Insurance Company

Product Name: FRACA Test Product

State Alabama

ToI: H166 Group Heaith - Major Medical
SUD-TOl H165.001A Any Size Group - PRO
Filing Type: Rate

Date Submitted 08012018

SERFF Tr Num NAIZ-000078534

SERFF Status: Pending Industry Response

State Tr Num:

State Status:

Co Tr Num:

Co Stais:

Implamentation 081012018

Date Requested:

Aumoris): user 27

Reviaweris|:

Dispastion Date:

Disposmon Stats:

Implementation Date:

FOF Fipoine for SERFF Tracking Nember NAIZ-0000TE634 Oenerated 00202018 0451 AU

After clicking on the |Generate PDF| button the PDF file will open in a new window.

Click on the individual bookmarks to navigate to the different sections of the filing.

a

Click on the

button to save the PDF file outside of the SERFF system. Non-

PDF attachments and attachments that are larger than 3 MB are not compatible

with PDF Pipeline.

A Non-PDF attachment will be displayed with a

2] symbol. That symbol indicates the

attached file is not a PDF document. If the box is checked prior to selecting the
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IGenerate PDF| button it will display Non-PDF attachment in the bookmarks and on the

page.

Generate PDF for NAI2-000078534

Generate PDF Cancel Select All Select None

Select the portions of the filing to include in the generated PDF. &
[l Filing Information

® [ Form Schedule Summary

[ Detail for All Items Date Submitted
a © %, 16, Policy/Contract/Fraternal Certificate, Health Policy 08/28/2018
] e €. 16, Policy/Contract/Fraternal Certificate, Health Policy 08/01/2018

& .
(] “% Rate Information
[l Rate Review Detail for all Companies

@ [] Rate/Rule Schedule Summary
[] Detail for All Items Date Submitted

[1 © % Health 08/01/2018

O Rates Schedule

D Rate Information W Trodieghe | ok e Stats Traching & Company Tracking #:

= . State: Aacara Filing Company: ABC inzurance Company
D Rate Review Detail TouSub T H10G e sy e G
Proctice Naae: Fraca rex Ao
Project NarmeNumber. Test1234

=[] Rate/Rule Schedule
Attachment Schedule of Rates xisx is not a PDF document and cannot be reproduced here.

[] Failed Non-PDF
Attachment:
“Schedule of
Rates.xlsx”

D Attachment:
"Health Policy
Contract.pdf”

=[] Supporting Document
Schedules
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A Filer Note is internal communication. Only those users who have access to the

filing will be able to read the note. Filer Notes can be added to a draft, open or closed

filing.

Genera I Form Rate/Rule Supporting Companies Filing
Infarmation Schedule Schedule Documentation and Contact Fees

Objection Letters
No Objection Letters

Amendments

No Amendments
There are no draft Schedule Items to submit in an Amendment.

Post Submission Updates

Mo Post-Submission Updates

Create Post-Submission Update

Dispositions
No Dispositions

Filing Notes
Mo Filing Motes

Create Filer Note Create Note to Reviewer

Reminders
Ne Reminders

Create Reminder

Filin
Correspondence

Create Filer Note

w0 NP

o

Click the Filing Correspondence tab.

Click the|Create Filer button.

Type a subject in the Subject Field (this is a Required Field).

Type a comment in the comments field (the comments section can

contain up to 4000 characters and is a required field).
Click the Attach Files button to attach related files.

Click the[Sav  |button to save the Filer Note.

Click the [Cancel putton to cancel the Filer Note.
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Save Apply Cancel

SERFF Tracking Number:
Filing Company:

Company Tracking Number:
TOI:

Product Name:

Project Name:

Submitted by: NfA

Filer Note for NAI2-000078534

NAI2-000078534
ABC Insurance Company

H16G Group Health - Major Medical
PPACA Test Product
Test

State: Alabama

State Tracking Number:

Sub-TOI: H16G.001A Any Size Group - PPO

Subject: * [status

Comments: * [What is the status of this filing?

Attach Files

Save Apply Cancel

After clicking Save, the user can then click on the Filer Note subject link. The user

can then Edit, Delete, or close the Filer Note.

Filer Note for NAI2-000078534

Edit Delete

Filing Company:

TOI:
Product Name:

Project Name:

SERFF Tracking Number:

Created by:
Submitted by:

Close

MNAIZ-000078534

ABC Insurance Company

Company Tracking Number:

H16G Group Health - Major Medical
PPACA Test Product
Test

iuser 27 on 08/28/2018 04:56 PM

N/

State: Alabama

State Tracking Mumber:

Sub-TOI: H16G.001A Any Size Group - PPO

Subject: * Status

Comments: * What is the status of this filing?

Edit Delete Close

All Filer Notes are located under the Filing Correspondence tab of the filing.
The Filing Notes section lists all notes, whether it is a Filer Note, Note to Filer or

Note to Reviewer.

Filing Notes
Subject Note Type Created By Created On Submitted On Submitted By
Status Filer Note 27, user 08/28/2018

Create Filer Note | Create Note to
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A Note to Reviewer is sent to the Reviewer from the Filer. It becomes part of the filing.

Create Note to Reviewer

1. Click the Filing Correspondence tab.

2. Click the Create Note to Reviewer button.

General I Form Rate/Rule Supporting Companies Fi
Information Schedule Schedule Documentation and Contact Fees Corras spondence

Objection Letters
Mo Objection Letters
Amendments

Ne Amendments
There are no draft Schedule Items to submit in an Amendment.

Post Submission Updates

No Post-Submissicn Updates
Create Post-Submission Update
ition:
No Dispositions

Filing Notes
Ne Filing Netes

Cranks et Note

Reminders

No Reminders

Create Reminder

Type a subject in the Subject Field (this is a required field).
4. Type a comment in the Comments Field (the comments section can

contain up to 4000 characters and is a required field).

5. Click the Attach Files button to attach related files.
6. Clickthe[Sav  |button to save the Filer Note.

7. Click the [Cancel |putton to cancel the Filer Note.
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Note To Reviewer for NAI2-000078534

Save Apply | Cancel

SERFF Tracking Number: MAIZ-0000768534 State: Alabama

Filing Company: ABC Insurance Company State Tracking Number:

Company Tracking Number:

TOI: H16G Group Health - Major Medical Sub-TOI: H16G.001A Any Size Group - PPO
Product Name: PPACA Test Product

Project Name: Test

Submitted by: N/A
Subject: * |

Comments: *

Attach Files

Save Apply Cancel

After clicking on the button a preview of the note is displayed. The user

can Submit, Edit, Delete, or Close the note.

Note To Reviewer for NAI2Z-000078534

Submit Edit Delete | Close

SERFF Tracking Number: MAIZ-000078534 State: Alabama

Filing Company: ABC Insurance Company State Tracking Number:

Company Tracking Number:

TOI: H16G Group Health - Major Medical Sub-TOI: H16G.001A Any Size Group - PPO
Product Name: PPACA Test Product

Project Name: Test

Created by: iuser 27 on 08/28/2018 05:13 PM
Submitted by: N/A
Subject: * Notice

Comments: * Notice to reviewer.

Submit | Edit Delete Close

1. Click the button to edit the Reviewer Note.

2. Click the button to delete the Reviewer Note.

3. A confirmation message appears confirming this action.
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Message from webpage g|

\:.';/ You are about to delete this Mote To Reviewer, Are wou sure?

[ o | [ Cancel

4. Click the|OK|button.

5. If you choose not to Delete, click the [Close |putton to save the Note to

Reviewer as a draft.

The Submitted-On field is blank. When the Note to Reviewer has been
submitted, the Submitted On field will be populated with the date submitted
and the draft icon will no longer be displayed.

Filing Notes

Subject HNote Type Created By Created On Submitted On Submitted By
i | motice Note To Reviewer 27, iuser 08/28/2018

6. Click the button to send the Note to Reviewer.

Message from webpage g|

\‘g/ Yo are about o submit this Moke To Reviewer, Are wou sure?

| 2K | [ Cancel

7. A confirmation message appears confirming the action.
A Note to Reviewer may be sent with the original submission of the filing, as well as

on a closed filing (provided the states have not disabled this option). Submitting a
Note to Reviewer on a closed filing is beneficial if the user needs to change an

Page 193 of 271
SERFF Industry Manual
Copyright ©2020 National Association of Insurance Commissioners. All rights reserved



SERFF Industry Manual
effective or implementation date or to ask that the filing be re-opened for another

purpose. It is important to note that attachments may not be added to a Note

to Reviewer on a closed filing.

When States Restrict Note to Reviewer on Closed Filings

Some states will not accept a ‘Note to Reviewer’ on a Closed Filing. In this
instance, there will not be a ‘Create Note to Reviewer’ button at the bottom of the
page. Some states may provide an explanation in place of the button, if there is

no explanation, then that area will just be left blank.
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Reminders

Reminders are user defined messages that will be sent to the Message Center are

there due date.

Create areminder

Add Authors Update Change Schedule Ttems Set Confidentiality Create Reminder HMove to Workfolder PDF Pipeline

1. Open the filing, click the |Create Reminder| button.

Reminder for NAI2-000078534

Save Apply Cancel

SERFF Tracking Number: MAIZ-000078534 State: Alabama
Filing Company: ABC Insurance Company State Tracking Number:
Company Tracking Number:
TOI: H16G Group Health - Major Medical Sub-TOI: H16G.001A Any Size Group - PPO
Product Name: PPACA Test Product
Project Name: Test
Subject: *
Due Date: * |[em)
Comments:

Send To: @ creater O All

Generate Reminderon () ves @ o
Closed Filing:

Save Apply Cancel

2. Type the Subject and Due Date (required fields) and comments.

Send To:

® creator O all
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3.

4.
5.

If the creator radio button is selected upon creation, then the message
will appear in the creator message center, if the all radio button is
selected, then everyone who has access to the filing will receive the
message in their message center, including any Filing Managers on the

instance.

Click the[Sav  |button.

The reminder will be displayed under the filing correspondence tab.

Reminders

Subject
Reminder

Created By Created On Date Due Processed
27, iuser 08/29/2018 04:14 PM 09/01/2018
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Dispositions

When a Disposition Report is created for a filing, the SERFF status of that filing is
changed to "Closed.” The filing is then removed from the “My Open Filings” view. The
user can find any closed filings by using the Advanced Search. The user receives a
message in the Message Center indicating a Disposition on the filing and the
Disposition Report is located on the Filing Correspondence Tab.

View a Disposition

MESSages Most Recently Viewed Filings

Remove Message |

Messages Messages 1-50 of 2801 | First | Previous | Next | Last
[ | unread | Subject Tracking Number From On [z
— — — =
I [0 # Disposition Received for NAIZ-000078530 from Utah Attn: iuser 27 NAI2-000076530 Ray Adams Aug 29, 2018 1
) Elime AT 8520 Lndnbad b b At e 1T WAITAANATEED Dot

1. To open a message, move the pointer to the message. Click when the
message to be read is highlighted in yellow.

2. The message will display.

Return to Messages Remove Message Move to Workfolder

Disposition Received for NAI2-000078530 from Utah Attn: iuser 27

SERFF Tr Num: NAI2-000078530 Product Mame: Auto Test Product
Co Tr Num: Type Of Insurance: 19.0 Personal Auto
State Tr Num: Sub-Type Of Insurance: 19.0001 Private Passenger Auto (PPA)

Filing Type: Form/Rate

Company: First Insurance Company From: Ray Adams
Contact: alicia Cook Message Received: 08/25/2018 04:17 PM
State: Utah

Event Detail: Disposition(36698) for Filing NAI2-000078530 was Submitted with a Status of
(02} Approved . Public Access Status has been set by Default.
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3. To open the filing referenced in the message, click the blue, underlined

SERFF Tracking Number.

4. Click on the Filing Correspondence tab.

General Form Rate fRule Supporting Companies Filing [ Filing
Information Schedule Schedule Documentation and Contact Fees l:orrrEspondence
| o)
5. Click the blue link under Dispositions
Dispositions
Status Created By Created On Date Submitted
6, (02) Approved Adams, Ray 08/29/2018 08/29/2018 04:17 PM
The Disposition is now viewable.
Disposition for NAI2-000078530
Close !
SERFF Tracking Number: MAIZ-000078530 State: Utah

Filing Company: First Insurance Company State Tracking Number:
Company Tracking Number:
TOI: 19.0 Personal Auto

Auto Test Product

Sub-TOI:
Product Name:
Project Name:

Disposition Date: 08/29/2018
Effective Date (New):

Effective Date (Renewal):

*

19.0001 Private Passenger Auto (PPA)

Status: (02} Approved
Comments:
Company Rate Information
Company Overall % overall % Written Premium Number of Policy Written Maximum % Minimum %
Name: Indicated Rate Change for this Holders Affected for Premium for Change (where Change (where
Change: Impact: Program: this Program: this Program: required): required):

First % % $ 5 % %
Insurance
Company

Change Period for Approved

Rate:
Schedule Items

Item Type Item Name Item Status Public Access

Supporting Document
Supporting Document
Supporting Document
Form

Form

Rate

Actuarial Memorandum (01) Approved Mo
Letter of Authorization (01) Approved Yes
State Requirement (01) Approved Mo
[Me number], [No date], Policy/Coverage Form, Auto Policy (01) Approved Mo
[No number], [No date], Policy/Coverage Form, Auto Policy (01) Approved No
Schedule of Rates, [Mo rule/page number] (01) Approved Yes
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LESSON 6

This lesson covers the search functionality of SERFF. Search is available to all
users.

SERFF offers two levels of search — a Simple Search that provides quick access to
a particular filing and an Advanced Search that allows queries of the filings database
based on several criteria.

This lesson covers the following topics:

b Simple Search

o Advanced Search
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Simple Search

The Simple Search box displays in the upper right portion of the SERFF workspace.
This search will use the value entered to search the SERFF Tracking Number, State

Tracking Number, or Company Tracking Number fields.

Welcome, wuser 27.
MAIC Train 02
Help | Logoff

Tracking Number:
| | ||search...|

Alerts

NOTE: If users are not sure of the entire Tracking Number, a wild
card (*) can be used before and/or after the criteria string.

Running a Simple Search

Tracking Number:

1. Click in the ! field.

2. Enter the SERFF Tracking Number, State Tracking Number, or Company
Tracking Number of the filing being sought.

Tracking Number:

'JI"-.ISE-EIEIEIEIHEIS? Search |

3. Click the Search button, and then select the type of Tracking Number.
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Tracking Number:
IIMSE-0000 14037 {
SERFF Tracking Mumber

State Tracking Mumber

Company Tracking Mumber

If only one match is found for the Tracking Number entered, the user will be taken
directly to the filing. However, it is possible that the search will bring back two or
more filings. In such a case, the search results screen will display and the user

must select a filing.
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Advanced Search
Advanced Search allows users to search their instance on one or more pre-defined

criteria options. To access this feature, click on the Search link from the workspace.
For some users, the link may be called Search/Export.

Filings Messages Billing Settings Filing Rules

My Workfolder = My Open Filings My Draft Filings | Search Create Filing EFT Eeport

Advanced Search Screen

From Advanced Search, the user can enter criteria, execute the search, and save and
maintain frequently used searches. As discussed later in this lesson, authorized users
can also export data from filings based on their search criteria.

Advanced Search utilizes several field types, including text fields, date ranges, select
lists, source-target lists, and radio buttons. All fields are optional, but at least one field
must be used to execute a search.

The following screens show the criteria available in Advanced Search:
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Tracking Number
Type: | SERFF [~

Tracking Number: [ |

B —
Product Name: l:'
Project Name: l:l
Company Name: ’—|

SERFF Industry Manual

Most B

(@) search Tips

Medium can only be used in conjunction with other critaria.

"Back’ button.

To execute a search, enter one or more criteria options and hit the Search button. Business Type and Filing

You may uss 2 wildcard (¥) in any text fisld. Click the Help link for mora information on Search.

When executing your Search, please only click the button once. Additionally, please do not use your browser's

Saved Searches

Searches: | Mo Saved Searches —

[Load |

Filing Medium

SERFF Status

. Assigned
OElectronic  © Paper ® Both Closed
Draft ==
" Pending Industry Response
Business Type Pending State Action ﬂ
OLaH O pac ®Both Ubugetod =
Submitted to State —=
Additional Benefits
Oves ONo ®Both
Draft Schedule ltems
Company Status:
1 Form e
[ Rate/Rule B
[] supporting Documents g Manager Approved E=3
g Manager Review =
[] statement of Intent g Prep Work
In Progress <]
Submission Date :Lilza;';gm"“ <<
Start: (=)
State Disposition Date Users on Filing
S — o iwser 7 author [ user created (1 user Submitted
1;, fuser A~
- ., luser
i I | - 13, fuser 5
26, iuser =
Date Status Last Changed %B:’l:l):esrerF’aul =
Bennett, Morgan ﬂ
o v|
Graf, Regaie
sat: [ =) O tnclude tractive

Respond By Date

Destruction Date

E—

PPACA

[] Not PPACA-Related

[l Non-Grandfathered Immed Mkt Reforms
1 Grandfathered Immed Mkt Reforms

[l pre-pPACA Submission

Correspondence Submission Date

Type: | Disposition

start: | =)
End: | [E]

Product Type

HMO

£ro [55]
fisa L=
HDHP =3
er Les

==

Tracking Number
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Users can search for filings based on three Tracking Numbers: SERFF, State, and

Company. If users are not sure of the entire Tracking Number, a wild card (*) can be
used before and/or after the criteria string.
Text Fields
The text search fields include Form Number, Product Name, Company Name, Group
Code, NAIC Company Code and Project Name. When using any of these fields to
search, remember that unless a wild card is used, the search will be looking for an
exact match. An asterisk (*) can be used as a wildcard before or after the criteria

string.

Date Ranges

The date ranges available in Advanced Search include Submission Date, State
Disposition Date, Date Status Last Changed, Correspondence Submission Date, and
Respond by Date. These date fields are inclusive, meaning the date entered will be
part of the search. For instance, a search for Submission Date that starts with 01-01-
2018 will include filings submitted on 01-01-2018.

Select Lists

The select lists in Advanced Search are State, Date Status Last Changed Type and

Correspondence Submission Date Type. The State list includes all states available
for paper or electronic filing. The Correspondence Submission Date type includes all
types of Correspondence. Only one value from each of these lists may be chosen

for each search.

Source-Target Lists

The source-target lists for Advanced Search are SERFF Status, Company Status,
Product Type and Filing Authors. The SERFF Status options are those status
indicators used by the system. The Users on a Filing list includes all active and
inactive users on the current instance with the authority to create a filing. The search
results may be filtered according to the user that was the author, the creator or the
submitter of the filing(s). To use these lists, move one or more of the options from the
source box on the left to the target box on the right. If more than one option is selected,
the system will search for filings that contain either selection.
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Radio Buttons

There are three sections with radio buttons: Filing Medium, Business Type and
Additional Benefits. All three are set to the user’s default settings and can be changed
by clicking a different option in the set. Filing Medium allows you to choose between
electronic filings, paper filings or both. Business Type has the option for you to search
based on Life, Accident, Health/Annuity and Credit (LAH) filings, Property and
Casualty (P&C) filings, or both. Additional Benefits lets you search based on filings

that include additional benefits, no additional benefits or both.

Check Boxes

There are two sections with check boxes: Draft Schedule Items and Patient Protection
and Affordable Care Act (PPACA). Under Draft Schedule Items you can choose to
search for draft items on the Form Schedule, Rate/Rule Schedule, Supporting
Documents or Statement of Intent. The PPACA check boxes let you search based on
whether your filing is Not PPACA-Related, Non-Grandfathered Immediate Market

Reforms, Grandfathered Immediate Market Reforms or a Pre- PPACA Submission.

Running an Advanced Search

1. Click the ‘Search’ or ‘Search/Export’ link on the Workspace.

Filings Messages Billing Settings Filing Rules

My Workfolder = My Open Filings My Draft Filings Search Create Filing EFT Report

2. The Advanced Search page displays.

3. Enter the desired search criteria.
4. Click the button at the top of the page or bottom of the page.

The Search Filings screen displays the search criteria and all the filings that match the

criteria. Click on any row to open a filing.
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Search Results

The results screen for Advanced Search is similar to the others views used in the
system, such as My Open Filings. From the search results page, the user can start a
new search, refine the current search, open a filing, or move one or more filings to the
Workfolder.

The search results screen also displays the criteria used for the search and shows

the number of filings found. All of the columns in the search results page can be

sorted.

Search Fllmgs Most Recently Viewed Filings

...where SERFF Status is 'Closed” and Business Type is 'LAH' and State is 'Utah’ and Submission Date between '09/01/2017" and '09/01/2018'

Move to Workfolder New Search Refine Search

Filings 1-6 of 6 | First | Previous | Next | Last

& [] | std& | Filing Date TOI/5ub-TOI Filing Type | SERFF Status SERFF Tracking # | Company Status | Company Tracking #
3 00 utah May 1, 2018 Fpl(;ié)lndwidual Health - Major Medical/H161.005B Individual - Point of Service ot ELﬂ:;dv—Ed g‘:é;;;-ggg
3 ] utsh May1, 2018 rpl(;’:;)lndwidual Health - Major Medical/H161.005B Individual - Point of Service i ELu:reodv—Ed BJ:;;;?BBE
& & [ utsh .:g;:o, 110G Group Health - Dental/H10G.000 Health Dental Form ELG:::dv_ed B"g‘é;’??ssg
6r § [ utah :g;:"’ H10G Group Health - Dental/H10G.000 Health Dental Form E:;:Jdv'ed glt?ég-??ssa
> [ utah ;”1:3' H20G Group Health - Vision/H20G.000 Health - Vision Form/Rate EL“::)dv'ed B‘Ig‘ég;nn InProgress  NAI100-01000100
[] utsh Oct3, 2017 H10G Group Health - Dental/H10G.000 Health Dental Form/Rate E::::Jdv-ed BJOAég;SSH

Refine Search
The Refine Search button on the search results page takes the user back to the

search criteria screen without erasing the search criteria previously entered. The

search can be refined without having to re-enter the existing criteria.

Search Filings Most Recently Viewed Filings

...where SERFF Status is "Assigned’

Move to Workfolder New Search Refine Search

Filings 1-0 of 0 | First | Previous | Next | Last

& O [state @ Filing Date TOI/Sub-TOL Filing Type | SERFF Status | SERFF Tracking # | Company Status | Company Tracking #
i Dec 29, HOrg02!I Individual Health Organizations - Health Maintenance . HALZ-
L california 2010 (HMO)/HOrg021.0050 Individual - HMO L Assigned 00041508 TRANNEW:
G & [ michigan 12713 01.0 Property/01.0002 Personal Property (Fire and Allied Lines) Form hssigned  NAI2
? 2016 000070816
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Users can also save frequently run searches. The Saved Searches are user

specific and can be updated or deleted as needed.

1. Set up an Advanced Search as previously described.

Search Filings
Search Reset |
Tracking Number
Typer [serrr ¥
Tracking umber; [~

Form Number: l:l
Product Hame: l:l
Project Hame: l:l

State: :’m&“

Company Name: |:|
Gowcode: [

MAIC Company Code: |:|

Filing Medium
O Electronic () Paper (& Both

3) search Tips

Search

field. Clicl

a
g
=
Q

k the Help link for mere infor:

Saved Searches
Searches:

Save As...

SERFF Status:

Closed

Draft

Pending Industry Response
Pending State Action
Reopened

[[toad |
| Save
Assigned
= Submitted to State

>

2. Enter a name to identify this search in the Search Name text box.

Saved Searches

Searches: | — Mo Saved Searches — | _Load |
Save As... | | Save

3. Click the Sav button.

Loading a Saved Search

1. From the Advanced Search, click on the drop-down arrow in the Saved

Searches field and select a search to load.
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Saved Searches

Searches: | Please Select

Please Select
American Bankers

2. Click the Loa button.

3. The screen will be updated to show the criteria for this search. The criteria
may be modified without affecting the saved search.

4. Click the Search button as with any search.

To modify an existing saved search, update the criteria and re-enter the same
name in the Search Name box, then click Save. The system will prompt for
confirmation to overwrite the existing search.

Deleting a Saved Search

1. Go to the Advanced Search screen.

2. Click on the drop-down arrow in the Saved Searches field and select the
search to be deleted.

Saved Searches

Searches: | Please Select

Please Select
American Bankers

3. Click the Loa button.
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— Saved Searches
Current Search: American Bankers Delete
Searches: IPlease Select ;I
Load | Reset |

4. Click the Delet  button.
Message from webpage

2 Are you sure you wank ko delete the search ‘dmerican Bankers'?
“-'4-/ It will be deleted permanently.

| K, |[ Cancel ]

5. A confirmation message appears confirming this action. CIick

button to delete.

LESSON 7

This lesson will cover the Settings features of SERFF as seen by Configuration
Managers.

The Configuration Manager role allows the user to maintain Instance Preferences,
Companies and Contacts areas in SERFF.

This lesson covers the following topics:

e Settings
* Instance Preferences

« Companies and Contacts
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Settings

Message Settings

User Message Settings can be managed for those with the Filing Manager role. Only
messages specific to the selected filing activity and user will be created and submitted

to the Message Center.

Filings Messages Billing Settings Filing Rules Templates Alerts

User Preferences  Instance Preferences = Companies  Contacts = User Administration Report =~ Reguest Mew User — Request User Update — Reduest User Deactivate

Cta = Filing Activity Messages “Filing Activity Messages Help

Billing Low Block Warning Added Schedule Item for Binder
Binder Amendment Letter Submitted

Einder Cerfification Letter Submitied

Binder Disposition Letter Submitted

Einder Filer Mote Deleted

Binder Filer Mote Saved

Einder Note To Filer Submitied

EBinder Note To Reviewer Deleted

Einder Note To Reviewer Submitted v
Binder Obje Letter

User Preferences

ajalald

User Message Seftings  “User Message Setfings Help
NAIC Train 02

10, iuser

11, iuser ~
12, iuser

13, iuser

26, iuser

Becker, Paul

Bennett, Morgan

Burke, Leila

Graf, Reggie W
Hamilten, Josef industry

gyl

Select the User(s) for which you would like to receive messages by moving them from
the lists on the left to the lists on the right. Remove users for which you no longer wish

to receive messages by moving them back to the lists on the left.
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NOTE: All Message Settings options are specific to each individual
user. Users can update their Message Settings at any time
by following the steps above.

Instance Preferences

Instance Preferences define industry specific options for using SERFF. Most of the
preferences here can be set by an Industry Configuration Manager, but a few must be
set by the SERFF Help Desk.

* Switch Instance
* Settings
» Status Options

The current instance for the SERFF user always displays just below the user's name
on the upper right hand corner of the SERFF Workspace.

Home | About SERFF | Contact Us | naic.org

( —— i AT
% A aind
SERFF Help | Logoff
Tracking Number:
Filings '—nussuges—-—Filling Settings Filing Rules Templates Alerts
| User Preferences | Instance Preferences | Companies =~ Contacts = User Administration Report =~ Reguest New User =~ Reguest User Update =~ Reguest User Deactivate I

Configuration Managers will have an Instance Preferences link on the Settings tab.

Click this link to view and or edit Instance Preferences.

Switch Instance

This setting allows a user with access to industry instances to move between them.
If a user has only one instance available, the system will default to that instance and
Switch Instance will not be an option.

To change the selected instance, on the Settings tab, click the Instance Preferences

link. The user clicks the Switch Instance drop down and chooses an instance. They
will be directed to that instance immediately.
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Filings

Messages

Billing Settings Filing Rules Templates Alerts

User Preferences I Instance Preferences I Companies Contacts

Edit

Switch Instance

Settings

Status Options

Switch Instance: NAIC Train 0.

Industry Instance Profile
Prefix: NAI3 Instance Name: NAIC Train 03

NOTE:

Users without the Configuration Manager role but having
access to multiple instances can switch between
instances by clicking on the User Preferences link, User
Preferences section; use Current Instance drop down
arrow to select instance. Then click [Save| button.

Filings

Messages

Billing | Settings | Filing Rules Templates Alerts

User Preferences I Instance Preferences Companies Contacts

Contact
Information

Message Settings

User Preferences

User Preferences
NAIC Train 02
Current Instance | INNCRIETE] n
Default Business Type | -Pleass Select- 52

for New Filings

Subscriptions: SERFF Newsletter W] Tutorial Notification

Cancel
Settings
Filings Messages Billing Settings Filing Rules Templates Alerts

‘ User Preferences Instance Preferences Companies Contacts

Edit

Switch Instance
Settings

Status Options

Is Advisory/Rating Organization: No
Is Third Party Filer: No
Is SERFF License Agreement Required: No
Data Hoster: EDS

Industry Instance Profile
Prefix: NAI3 Instance Name: NAIC Train 03

Preference Settings for NAIC Train 03

Page 212 of 271
SERFF Industry Manual

Copyright ©2020 National Association of Insurance Commissioners. All rights reserved




SERFF Industry Manual
The Settings section lists the following information about your Instance Profile:

* Is Advisory/Rating Organization

e Is Third Party Filer

* Is SERFF License Agreement Required
» Data Hoster

* License Check Required & View of License Permitted

Please contact the SERFF Help Desk for assistance with your Industry Instance
Profile Preference Settings.
Phone: (816) 783-8990

Email: serffhelp@naic.org

Status Options

The Status Options are specific keywords used to assist the industry in managing
their filings. In addition, these status indicators communicate the progress of a filing
to the Filer. The Configuration Manager is responsible for adding and editing Status

Options.

NOTE: The Company Status field is an optional field for industry
users and cannot be viewed by the State.

To update:
1. On Settings tab, Instance Preferences link, Click button.
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Filings Messages Billing Settings

User Preferences I Instance Preferences I Companies  Contacts

Filing Rules Templates Alerts

Switch Instance

= Prefix: NAI3
Settings

Is Advisory/Rating Organization:

Is Third Party Filer:

Is SERFF License Agreement Required:
Data Hoster:

Industry Instance Profile
Instance Name: NAIC Train 03

Preference Settings for NAIC Train 03
No
No
No
EDS

2. Click the [Status Options| button. Make edits within Edit Status

window.

Options

Filings Messages

Billing Settings Filing Rules Templates

‘ User Preferences  Instance Preferences =~ Companies  Contacts

Alerts

Settings
¥

Status Options I
|

Prefix: NAI3

Industry Instance Profile

Instance Name: NAIC Train 03

Edit Status Options

Status Options: closed/approved

closed/declined

In progress

Submitted but waiting for rate data
pending state response

needs action

1 pending manager approval

2 manager approved

3 under review at State v
TYPE IN YOUR NEW STATUS]|

I Save ICanceI

3. Click the Sav button when all changes have been entered.
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Companies and Contacts

The Companies and Contact links store company information for the industry instance.
One or more companies/contacts will need to be set up before filings can be made.
Companies/contacts can be added, updated, activated, or deactivated.

Companies

Company information for an instance can be accessed and edited by clicking the
Companies link. When creating a filing, the information for the company/companies
specified comes from data entered in the Companies view. Most SERFF users will only
be able to view company information.

Users must have the Configuration Manager role assigned to their ID in order to have

the [Add Company]| button available in SERFF.

Filings Messages Billing Settings Filing Rules Templates Alerts

User Preferences Instance Preferences Companies Contacts

Add Company

Add Company

1. From Settings tab, select Companies link.

Filings Messages Billing | Settings | Filing Rules Templates Alerts

User Preferences Instance Preferences Comganiea Contacts

s

Add Company

2. Click on the |Add Company |button.

Page 215 of 271
SERFF Industry Manual
Copyright ©2020 National Association of Insurance Commissioners. All rights reserved



SERFF Industry Manual

Result:
CoCode
Industry Instance NAIC Train 03
Allow Empty CoCode [ ] 2) search Tips
CoCode | Enter a CoCode to add or edit a
company. If the CoCode you

Create | Cancel enter is already assigned to a

Q Q company, you will be allowed

to view, and if you choose,
modify or add, the company.

3. Enter CoCode (NAIC Company Code Number) or check box to proceed
without adding a CoCode.

CoCode
Industry Instance NAIC Train 03
Allow Empty CoCode [ ] 2) search Tips
CoCode | Enter a CoCode to add or edit a
company. If the CoCode you
Create | Cancel enter is already assigned to a
Q Q company, you will be allowed
to view, and if you choose,
modify or add, the company.

4. Click Creat button.

If company code exists, select link to edit.

Company code exists please choose one to edit or press "Continue to Create”.

Continue Create Cancel
Company Name Company Type CoCode | Group Name  Group Code | FEIN Number | State of Domicile | I
!America‘s Best Insurance ComDanvI 12345 0 12-3456789  Missouri

If the CoCode already exists, company information will display and the user will be
given the option of editing the company information or deactivating the company.
Again, the user must have the Configuration Manager role assigned to their SERFF

login ID to see these two functions.
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| Edit Deactivate I Back to Search Results

Company Information

Instance: NAIC Train 03

CoCode: 12345

Company Name: America's Best Insurance Company

Address: 123 Main , Kansas City , Missouri 64108

Telephone Number: (123)456-7890
Fax Number:
Company Type:

Group Code: 0O

Group Name:
FEIN Number: 12-3456789
State of Domicile: Missouri
Active: Active

Licensed States:

State State ID Number §&HIOS Issuer ID & NCQA Org ID
Kansas 123

Minnesota

Utah

& URAC App Number

5. Click Edi button to make updates to an existing company profile.

Company Information

Instance: * NAIC Train 03

CoCode: 12345

Company Name: * |America‘s Best Insurance Compan;‘

Address: "

123 Main

1) Instructions

Field labels followed by an

S 5
‘ asterisk ~ are required.

ity: |Kansas City ‘
State: * | Missouri ‘

Postal Code: * |641GE ‘

[od

Telephone Number: *[(123)456-7890 | Ext. |

Fax Number: | ‘ Ex: (123) 555-4567

Company Type: | |

Group Code: | |

Group Name: | ‘

FEIN Number: * [12-3456759 | Ex: 22-7777777

Ex: (123) 555-4567

NCQA

Save ||| Cancel

State of Domicile: * | Missouri ‘
Licensed States :
State State ID Number HIOS Issuer ID &
AlG Submissions | | | |
Kansas 123
Minnesota
Utah
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6. Click button to update the company information.

Response:

Filings Messages Billing Settings Filing Rules Templates Alerts

User Preferences  Instance Preferences  Companies  Contacts

Company updated.

NOTE: If there are any draft filings associated to the company being
edited, the user will be notified upon saving. In order to
continue, the user will click again. The changes made
to the company profile will update draft and future filings, but
not filings already past the draft state.

The draft fillngs/binders balow are associated with the company you have adited. Click Save to continue with your company update and change the company
information for thesa filings/binders, or click cancel to cancel your changes.
SERFF Tracking Index  ProductMame aferencs Titla r o Mumt
HAI-00004331%
HAII-000043318
SCRIF Tracking Number Dinder Name Plan Year Ginder Type
-
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If the CoCode does not exist or the user selected [Continue Create]|, the user will be

taken to the data input screen to create the new company. By entering the company
information here, the company will be stored in the instance and available when
creating a SERFF Filing.

Click on the Settings tab.
Click on the Companies link.

Click the |Add Company |button.

A w0 D PR

Enter the NAIC Company Code (CoCode) for the company to be added
or check “Allow Empty CoCode” if the company to be added does not
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have an NAIC Company Code.

Please check Allow Empty CoCode checkbox or enter a CoCode.

CoCode
Industry Instance  aaalifeinsurancecompany

.2) Search Tips

Allow Empty CoCode E

CoCode “ Enter a CoCode to add or
edit 3 company. If the
CoCode you enter is

Create Cancel

you choose, modify o
add, the company.

5. Click the Creat button.

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

asterisk (*) are required.

Company Information

Instance: * NAIC Train 03

CoCode: 22055 2) Instructions

Company Name: Field labels followed by an

. * .
asterisk are required.

| |
Address: * | |
| |
| |

City: | |
2]

State:

Postal Code: *

Telephone Number: | Ext. | Ex: (123) 555-4567

Fax Number: | Ex: (123) 555-4567

| Ex: 22-7777777

Group Code:

Group Name:

|
|
|
Company Type: | |
|
|
|

FEIN Number: *

State of Domicile:

v

Licensed States :
State State ID Number HIOS Issuer ID & NCQ

~ | | ]
Cancel
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7. The last section of the company profile is used to indicate the state(s) in

which the company is licensed. To indicate a company is licensed in each

state, select that state from the drop-down list. Enter a State ID Number if

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

Licensed States :
State

State ID Number HIOS Issuer ID & NCQA Org ID & URAC App Number &/

AlG Submissions

[~] |

| [ | [ | [ Add State

Alabama

AL-100

15468 47856 49653 Remove State

Save | Cancel

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

Remove State button. To change the State ID number, the state must be

removed and added back with the correct number.

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

Wizard and the State ID Numbers will be displayed for the appropriate
state filings.

9. When you are done adding and updating information, click the Sav button.

SERFF will acknowledge the creation of a new company added to the

system and available to users when entering a paper filing.

Filings

Messages

Billing Settings Filing Rules Templates Alerts

| User Preferences Instance Preferences Companies Contacts

Company created.
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Contacts

Adding Contacts

Contact information for an instance can be accessed and edited by clicking the ‘Contacts’
link under the Settings tab. At least one contact must be set up before any filings can be
created. The contact is the person whom the state should contact if they must
communicate outside of SERFF. Contacts may also be users, but they must still be set up
as directed below. Users must have the Industry Configuration Manager role assigned to
their ID to add or edit contact information.

Users must have the Configuration Manager role assigned to their ID for the
button to be accessible.

1. From Settings tab, select Contacts link.

Filings Messages Billing | Settings ‘ Filing Rules Templates Alerts
User Preferences Instance Preferences Companies IContactsl
Add Contact
2. Enter in contact information in one or all fields and click Search
button.
Add Contact

Find a Contact

Last Name |Adams

Email Address |

|
First Name |Jonn\ |
|
|

Job Title |

Aclive

@ Active © Inactive © Either

Search H

Once it is confirmed that the name you would like to add is not already in the system,

proceed to Step 3.
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3. Click Add Contact button.

Filings Messages Billing Settings Filing Rules Templates Alerts

| User Preferences Instance Preferences Companies Contacts

Your search returned no results. Please try again.

Add Contact

4. Complete all required fields.

Contact Information

Industry Instance: * NAIC Train 03

First Name: * ||

Last Name:

Job Title:

Address: "

| Ex: name@domain.com

|
|
Email Address: * |
|
|
|

City: " | |
]
|

Telephone Number: * | | Ext. | | Ex: (123) 555-4567

State:

Postal Code:

Fax Number: | | Ex: (123) 555-4567

Save | Cancel

NOTE: Email Address, Telephone Number and Fax Number must
be entered in correct format as seen in examples.

5. When completed, click

Response:
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Filings Messages Billing Settings Filing Rules Templates Alerts

User Preferences Instance Preferences Comganies Contacts

I Contact saved. I

New User/Update Request Form

Authorized users on the instance will be able to make requests to the SERFF help desk

to add/update users.

Filings Eilling J Settings l Filing Rules Templaies
User Preferences Instance Preferences Companies Contacts Reguest New User Reguest User Update Reguest User Deactivate

Request New User

1. Click the Request New User link.
2. Complete the Information fora new user. Fields denoted with ared asterisk

(*) are required.
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New User Request
Submit Reset

Hequestor E-mall: * [Banin@nai org

Mew User's First Mame * | | 2 artention

Faasn Lo

reque:

Mew User's E-Mail © |

Appropriate Roles: ™

Rate and Form Robes:

| Industry Filer - allows the user to create, submit, modify, and view Filings for whach the user is

ndusiry Manager - Allows the user to create and submit new Filings as well as modify and
wiew any Filing in the Instance.
| Rte and Form Read Only User - Allows the user to view, but not edit, ary Filng on the

Instance, unless cambined with another role,

| Industry Export - Allows the uger to extract data from SERFF usang the Export Tool. (Data
er OMLY]

ndustry Compact Filer . Industry users that ean ereate eompact filings.
Tl mndustry Record Retention - Aliows an Industry user to sccess the data retenbion leatures,
Plan Management Roles:

] industry Plan Management User - Allaws the user to create, submst, medity, and view any
Binder in the Instance.

| industry Plan Management Read Only Liser - Allaws the user tn view, but not edit, amy Bader
in the Instance, unless combined with anather role.

Binder Pipaline User . allows the user Lo genersle o FOF of a Binder,
EFT Roles:
T EFT User-  allows the user ta submit Fiings that inchude a state EFT payment,
J EFT Report - Allows the user to generste £FT reports.

Instance Management Roles:

! Industry Configuration Manager - Allews the user to mamtan Instance Preferences indudeng:
Company Statuses, Companies, and Contacts.

[] Read Only Billing User - Allaws the user ta view the Biling Profile and generate the Billing
Expaort for thesr Instance,

[ Wser Audmin Request Uses . Allows the user to request, update, and deactivate users for their
Instance.

Subscriptions:

¥ SERFF Newsiener
¥ Tutorial Notification

Additional Info:

By checking this bow yeu are requesting that the MAIC give certain arcess rights/authority to
the indraduals speafied abuve and you are sffirming these speafied indraduals are sctng on behalf of
your organsation when accessang the SERFF system, You agree that once these specfied indraduals
are granted access any actons they take while usng the SERFF system shall be attributed to your
organszabon and you assume sole habiity for thesr actions. Should you want the speafied access nghts
fer any indrdusl to change or be removed entirely, you may submit that request using thes form or
contact the SERFT Melp Desk at 816.783,8990 or serffhelo@naic.org.

* indicates a required ficld.

3. Click the

Message from webpage >

Please verify that your email address is ttrainin@naic.org.
This is how the SERFF Help Desk will contact you regarding this request.

If this is not correct, please press cancel to correct it now.

Cancel
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4. Click button to verify the request.

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

Filings Messages Billing Settings Filing Rules Templates Alerts

User Preferences  Instance Preferences = Companies = Contacts =~ User Administration Report =~ Reguest New User =~ Reguest User Update  Reguest User Deactivate

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

Would you like to make another user request?
Regquest New User

Request User Update
Request User Deactivate

Request User Update

1. Click theRequest User link.

Update Existing User Request

Submit Reset

Requestor E-mail: * [ttrainin@naic.org

User: * e

Bryan Hariwell {phartwellindustry) ~

Connor MacLeod (juser33)

Courtney Mayorga (CMayorgalndustry)

Danielle Oxendine (juserd3)

Elly Wang (iuserl2)

L] Industry Filer - af Grayling Yarbrough (iuser20) ilings for which the user is

an author. iuser 10 (iuser10)
iuser 11 (iuser11)

[l Industry Manager -|iuser 12 (iuseri2) as well as modify and

Appropriate Roles:"

Rate and Form Roles:

2. Select the user from the drop-down list.
3. Select the roles that you want to change or add.
4. Click the button.
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Message from webpage *

Please verify that your email address is ttrainin@naic.org.
This is how the SERFF Help Desk will contact you regarding this request.

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

5. Click button to verify the request.

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

Filings Messages Billing Settings Filing Rules Templates Alerts

User Preferences  Instance Preferences = Companies — Contacts =~ User Administration Report =~ Reguest Mew User  Request User Update  Request User Deactivate

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

Would you like to make another user request?
Request New User

Reguest User Update
Request User Deactivate

Request User Deactivate

1. Click the Request User Deactivate  link.

2. Select the user.
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Deactivate User Request

Submit | Reset |
|

Requestor E-mail: * [tirainin@naic.org |

User: *
Bryan Harwell (bhartwelindustry) ™~
Additional Info: |Sennor Macleod (luser33)

Courtney Mayorga (CMayorgalndustry)

Danielle Oxendine (iuserl3)

Elly Wang (iuserl2)

Grayling Yarbrough (iuser2l)

iuser 10 (juser1d)
iuser 11 (juser1i)
iuser 12 (juser12)
iuser 13 (juser1d)
user 26 (luser2e)

5. Click the button.

Message from webpage *

Please verify that your email address is ttrainin@naic.erg.
This is how the SERFF Help Desk will contact you regarding this request.

If this is not correct, please press cancel to correct it now.

6. Click OKbutton to verify the request.

After the request has been submitted the submitting user will receive confirmation that
their request was successfully processed. The SERFF Help Desk will contact you when
the new request has been processed.
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Filings Messages Billing Settings Filing Rules Templates Alerts

User Preferences  Instance Preferences = Companies = Contacts =~ User Administration Report =~ Reguest Mew User = Reguest User Update = Reguest User Deactivate

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

Would you like to make another user request?
Reqguest New User

Request User Update
Reguest User Deactivate
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APPENDIX A

Data Host

Many companies use the services of a Data Hoster. There are many benefits to using a

Data Hoster; like Disaster Recovery and special SERFF functionality only available to Data
Hoster users.

This lesson covers the following topics:

o Export Tool

Reports

b Paper Tracking
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Export Tool

The Export Tool is available to authorized industry users from their Data Hosting site. If a
user has access to the Export Tool, the link in the Workspace on the Filings tab will read

‘Search/Export’ rather than ‘Search’.

The Export Tool utilizes the Advanced Search feature as the mechanism to write the query
and identify filings to be exported. Refer to the sections on creating and running Advanced

Searches for more information.

Running an Export
1. Inthe Advanced Search screen, enter the search criteria or load a saved search.
Before exporting data, it's a good idea to run the query as a search and validate that
the desired results are being returned.

2. Click the Export button on the Advanced Search screen.

Users that do not have the Export role will not have this button and cannot run
exports.
3. Select the objects to be included in the export. Each object has a defined set of fields.
See the next section for a list of the fields.

Select Export Objects

— Objects

I Filing

O Company

O Supporting Document Schedule Item
[ Form Schedule Item

[ Rate fRule Schedule Item

O Company Rate Data

Export | Cancel |

4. For each object selected, a ‘sub-level’ of options becomes available. The User may

choose which fields should be in the result file and what order those fields should
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be in. (See example below.) The user should utilize the arrow buttons to determine

which fields will be included and the up and down buttons to determine the order in

which the fields should appear.

— Objects
I Filing
O Company

v Supporting Document Schedule Item

Supporting Document Name Field Ordering

Supporting Document Status u
= _Up |

Supporting Document Bypass E

Supporting Document Commen Down
e

Supporting Document Review 5
[<]

[=< |

O :Furm Schedule Item

[ Rate/Rule Schedule Item

O Company Rate Data

Export | Cancel

5. Click the Export button.

6. The File Download dialog opens.

File Download x|

Some filez can harm your computer. [ the file information below
loaks suspicious, ar you da nok fully rust the zource, do hat open ar
zave thiz file.

File name: fling-export.=ls

File wpe:  Microzoft Excel Wiork zheet

From: zerff-int.naic.org

Wiould you like to open the file or 2ave it to pour computer?

Open |

¥ flways azk before opening thiz pe of file

Cancel Mare Info

Page 232 of 271
SERFF Industry Manual
Copyright ©2020 National Association of Insurance Commissioners. All rights reserved



SERFF Industry Manual

7. Choose an action.
a. Open launches Microsoft Excel and displays the export results.
Save prompts the user to save the export file to a local or network drive.

Cancel returns the user to the Select Export Objects screen.

o o o

More Info provides more information for the user.

Export Objects

The objects available for export are Filing, Company, Supporting Document schedule Item,
Form schedule Item, Rate/Rule schedule Item, and Company Rate Data. Some objects,
such as the Filing Object, only occur once per filing while others, like the Company Object,

may return several records per filing.

Understanding the Export Result File

When a single object is exported, the resulting file is relatively easy to manage. The fields
are listed in the columns and each row is a new occurrence of the object. For instance, if
the Filing object is selected, each row in the result is a filing that met the search criteria.

If additional objects are selected, the columns showing the fields for the second object do
not start until the end of the fields for the first object.
In the example below, parts of the Filing Object, Company Object, and Supporting

Document Object were all exported.

The first three fields, SERFF Tracking #, TOI, and Product Name, are from the Filing Object.
The two tracking numbers represent the two filings returned. The third column starts the
Company Object fields — Cocode and Company Name. The first filing has one company, the
second filing has two. Finally, the last two columns are from the Supporting Document

schedule Item Object.
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Note that the cell is empty for columns that do not apply for the row. Thus, the first three

columns and the last two columns have no data for the rows that contain the Company

Object.
SERFF Product | Co- Company | Supporting Doc. | Supporting
Tracking # TOl | Name | code Name Name Doc. Status
KIER-
000500245 Life LAH Test
Life Ins Co
12345 | of Kansas
Transmittal/ Filing
Fee Form Satisfied
Readability - Life Satisfied
Forms - Life &
Credit Satisfied
Third Party Filing
authorization - Life Bypassed
cover letter - Life &
Credit Satisfied
Form
KIER- Credit .
Filing
000500666 Life
Test
Life Ins Co
12345 of Kansas
SERFF Ins
65987 Co
Forms - Life &
Credit Satisfied
Third Party Filing
authorization - Life Bypassed
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Readability - Life Satisfied

cover letter - Life &

Credit Satisfied

Quick Export Tool

As with the Export Tool, Quick Export is available to authorized industry users from their
Data Hosting site. If a user has access to Quick Export, the link in the Workspace on the

Filings tab will read ‘Search/Export’ rather than ‘Search’.

Quick Export utilizes the Advanced Search feature as the mechanism to pull back data on
the filings that meet the criteria entered. Refer to the sections on creating and running

Advanced Searches for more information.

Quick Export will always pull back the same fields. The data is exported into an Excel

spreadsheet, allowing users to create custom reports.

Running a Quick Export
1. Inthe Advanced Search screen, enter the search criteria or load a saved search.
Before exporting data, it's a good idea to run the query as a search and validate that
the desired results are being returned.

2. Click the Quick Export button on the Advanced Search screen.

Users that do not have the Export role will not have this button and cannot run

exports.

3. The File Download dialog opens.
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File Download

zave thiz file.

File name: filing-export. xlz
File type:  Microzoft Excel Work sheet

Framm: zerff-int. naic.org

Cancel

Open |

Some filez can harm pour computer. [F the file information below
looks suzpicious, or vou do not fully trust the zource, do not open or

YWwhould you like to open the file or save it to your computer?

X

tare [nfo

¥ | Always ask before opening thiz e of file

4. Choose an action:

Cancel returns the user to the Advanced Search screen.

a0 o p

More Info provides more information for the user.

Fields

Open launches Microsoft Excel and displays the quick export results.

Save prompts the user to save the file to a local or network drive.

The fields returned, contained to one row per filing, via Quick Export are as follows:

- Company Status
» State State Status

e Company Name

. State Status Date

e Co-Code Changed

e Third Party Filer

« SERFF Tracking
Number

« Company
Tracking
Number

* SERFF Status
. SERFF Status Date

Changed

Page 236 of 271
SERFF Industry Manual

TOI, Sub-TOI
State TOI
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Filing Type
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author
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Requested Filing
Mode

Requested Filing

* Disposition Mode Explanation

tat
Status e Product Name

* Disposition Date * Project Name

» Effective
Implementation

Date Request (New or

e Project Number
¢ Form Number
¢ Form Count

Renew)
¢ Rule Number
+ Effective Date
e Deemer Date
(New or Renewal)
Reports

The Reports tab is where authorized users can run reports on their filings. There
are four reports available to industry users.

The Export Tool and Quick Export tools are a good way to create custom
reports if none of the reports meet the user’s needs.

Filings Billing Settings Filing Rules J Reports [ Templates
Select a Report

Disposition
Filing Status
Metrice By Filer
Productivity
Sample Beport
Summary Text

Disposition Report — Provides a list of all the filing with a Disposition in the given
date range.

Filing Status — Provides a summary of all open filings.
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Metrics by Filer — Provides an aging report of open filings by filer.
Productivity — Provides the number of filings submitted, Objection Letters
received, and response sent by filer.

Generating a Report

Click the Reports tab.
Click the link for the report to run.
Set the report criteria. Criteria may include:

Date Ranges — enter a start date and end date. Dates are inclusive.

S = A A

Filing Medium — choose to include paper or electronic filings, or both.
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SERFF Industry Productivity Report

Submit Cancel

Please choose the parameters for your report.

Begin Date (inclusive):  |43142201p ||§|

End Date (inclusive): | 4315201p ||E|

Report format: ® PDF file

O Excel file
O csv file
O ®ml file

Submit Cancel

4. Select the Report Format.

a. PDF file — Portable Document File that can be opened by Adobe Reader,
Adobe Acrobat, or similar PDF software tools.

b. Excel file — A file that can be opened in Microsoft Excel or similar
spreadsheet tools.

c. CSV file — Comma Separated Value file that defaults to Microsoft Excel,
but can be opened in any word processing, spreadsheet or database
applications.

d. XML file — Extendible Markup Language that can be opened in any

browser window.
5. Click the Submit button to run this report or click Cancel to return to the

Reports main page.

6. A notification page appears asking the user to wait.
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Your Report Has Been Started

Your report has been started and will beagin downloading shortly...

When you are done with the report, and would like to return to the report home-page, please click here.

8. The File Download dialog opens.

File Download ﬁ]
Do you want to open or save this file?

[ FoF [ Mame: Serff-Industry-Productivity-Report, pdf

| Type: Adobe Acrobat Document

From: serff-int.naic.org

Open ][ Save ] | Cancel |

| L '~| YWhile files from the Intermet can be uzeful, some filez can potentially
a harm your camputer. IF you da nat truzt the source, do not open ar
= zave thiz file. What's the risk?

9. Clickthe button to open the file.
10. Click the [Sav |button to save the file.

11. Click the |Cancel |button to cancel this action.

Paper Filings

Industry users have the flexibility to enter their paper filings into SERFF, making

SERFF their sole repository for all filings. Using the Paper Tracking feature SERFF
allows users to have all filings, both electronic and those submitted to states via other
filing mediums, stored in one place.

Searching, Reporting, and the Export Tool can be used to gather metrics on paper

filings as well as SERFF filings. The look and feel is much the same as an electronic
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filing and the industry has the option to enter as much or as little data as they deem

necessary.

Paper Filing Wizard Definitions:

Move All|
b
|

Move all states to the right column.

Move the selected states to the right column.

Remove the selected states from the right column.

Remove All|
Remove all states from the right column.
Previous||
To go back a step in the Filing Wizard.
Nexi|
To advance to the next step in the Filing Wizard.
Bave and Closd|

This button will save the Filing under the My Draft
Filings link and close the view. The author may then

. My Draft Filings .
access the Filing from the link under the

Filings tab.

d Conti . . . - . .
Gave and Contiug| This button is available after Step 6 of the Filing Wizard. This button
will allow the author to save the filing. Once this button is

clicked, changes to the prior Filing Wizard values cannot

be changed.
—l This will save the paper filing under
the
My Diraft Filings link.
Cancel|

Cancels the Filing Wizard
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Create a Paper Filing

Paper filings are similar to electronic filings in many ways. Each paper filing created
will have a SERFF Tracking Number. The primary difference between an electronic
filing and a paper filing is that the paper fiing does not contain Supporting
Documentation and is not visible to the state. The process to create a paper filing is

similar to creating an electronic filing - they both utilize the Filing Wizard.

Filings | Billing Settings Filing Rules

My Workfolder My Open Filings My Draft Filings Messages Search Create Filing Create Paper Filing

My Workfolder 4

Simply click on Create Paper Filing link under the Filings tab to begin using the Filing
Wizard.

Step 1- Create a Paper Filing

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

* Business Type: In accordance with the NAIC Speed to Market tools, there are
two business types: Property & Casualty and Life, Accident/Health, Annuity,
Credit. These are lines of business under which an insurance company is
licensed by its state of domicile. The business type can be predefined in the User
Preferences area of SERFF, located by clicking on the Settings tab. Once set
within User Preferences, this field will default to the defined business type
without the user selecting it on each filing. The author has the ability to change
business types as some authors will work across multiple business areas and
thus require this flexibility.

* Product Name: The author enters the name of the product that they are
submitting. This is a required field on the filing.
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* Project Name: The author may enter a project name for this filing. This is not a

required field, but the author is encouraged to complete it if they use Project

Names within their organization.

* Project Number: The author may enter a project number. This is not a required

field, but the author is encouraged to complete it if they use Project Number

within their organization.

« Other authors: The creator or ‘author’ of the filing may assign Other authors to

a filing(s). Once given permission as an ‘Other author’, full access to the Filing

is granted. An author may also be removed from a filing.

(sERFF

peooscr o QYT

* Asterisk image denotes reguired field.

Business Type: ™

Product Name: * |

Project Name: |

Project Number: |

Authors: ™ | Ha

Next Cancel

Bef

Step 1 — Create a Paper Filing

1. Click on the ‘Business Type’ drop down box and select appropriate ‘Business

Type’ for the Filing. If setting has been pre-determined in the user’'s ‘User

Preferences’, the field will be automatically populated, but can be changed if

needed.

a bk~ 0N

Enter Product Name for filing.

Enter Project Name for filing. This is not a required field.

Enter Project Number for filing. This is not a required field.

Assign Other authors if needed. Other authors can also be added and

removed later in the process. Highlight the name of the other author and

click on the button.
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6. Click on E“ the button to advance to Step 2.

Note: Click on the button to cancel the process.

Canceling the Filing Wizard now will discard what was entered in Step 1.

Step 2-Select State

Select the states using the CTRL or SHIFT key for this filing.

Click the button to continue to advance to Step 2.
Click the Previous| putton to change data entered on Step 1.

WD PE

Click the [Save and Closg p1t0n to save changes and continue to work on your
Filing later.

5. Click the button to cancel Filing entirely.

Note: The “In Process Filing Constructors,” found by clicking the
link, is where all filings are stored if the author has not

completed all of the Filing Wizard Steps. When the author is ready to

resume the draft filing, simply click on the Filing and the Filing will open to last
updated step in the Wizard.

* Asterizk image denotes required field.
States: ¥ | Alabama P
Alazka
>
Alberta 4
AMERICAN SANMOA =
Arizena
Arkanzas =
Australia
5 : <<
British Columbia Q
California
Colorade bt
Previous Next |
Save and Close | Save Cancel

Step 3- Select Types of Insurance
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As with electronic filings, Step 3 demonstrates SERFF’s use of the NAIC Uniform
Product Coding Matrices, a key Speed to Market and uniformity tool, in the Wizard
Type of Insurance Selector. This is a nice enhancement for paper filings if the company
has submitted the same forms to multiple states.
Note: The Wizard Type of Insurance Selector will only display on multi- state
filings. The author can select from the “Wizard type of Insurance Selector” or
select from the TOI drop down next to each state.

TIME
N ER

Wizard Type of Insurance Selector: The author selects the Type of Insurance (TOI)
from the Wizard Type of Insurance Selector drop down. For those states that have
implemented the Product Coding Matrix and accept the (TOI) specified, the information
will auto populate for each state selected.
Note: For the states that haven't implemented the Product Coding Matrix, the
author will have to click on the drop-down arrow next to the TOI for those to select
the TOI for each state.

Add or Remove States Click the Add State or Remove states button to

change the states involved in the filing.

Type of Insurance Selector: Pleaze select a valus v

Selected States
Alabama

*
Type Of Insurance
Pleaze =elect a valus b
California Pleaze zelect a valus M

Previous Next |

Add or Remove States |

Save and Close | Save | Cancel
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Step 3 — Select Types of Insurance

1. Click on the drop down arrow next to the “Wizard type of Insurance Selector”
or to the right of the selected state to select TOI.

2. Select the appropriate TOI.

3. If there is not an exact match for the TOI, when using the Wizard Type of
Insurance Selector, click the drop down next to each applicable state and
select the appropriate TOI.

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

NOTE - states can be added or removed at this point by clicking the
IAdd or Remove States|, ton.

Step 4 — Select Sub-Type of Insurance

Select the Sub-Type of Insurance. The Sub-Type drop down arrow will list the Sub-
Type of Insurance that are available based on the TOI selected in the previous step.

Wizard Sub-Type of Insurance Selector: The author selects the Sub-Type of
Insurance from the Filing Wizard Sub-Type of Insurance Selector drop down. For those
states that have implemented the Product Coding Matrix and accept the Sub-Type of
Insurance (Sub-TOI) specified, the information will auto populate for each state
selected.

NOTE: For the states that haven't implemented the Product Coding Matrix, the
author will have to click on the drop down arrow next to the Sub-TOI for those to
select the Sub-TOI for each state.
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Selected States

Alabama

TOI: 19.0 Perszcnal

California
TOI: 19.0 Personal

Previous Next

Sub-Type of Insurance
Selector:

Pleaze zelect a value

Sub-Type Of Insurance ¥

, Please select a value
Auto

H Pleaze select a value
Auto

Add or Remove States

Save and Close

Cancel

Save |

Step 5 — Select Filing Types

The Filing Type Sele
used Filing Types in

ctor uses a standard naming convention for the most commonly
SERFF. When Filing Types are selected using the Filing Type

Selector, Filing Types will auto populate for those states that have implemented the

standard naming convention. The Filing Types listed next to each state contain all of the

Filing Types that have been setup by the state and are based on the TOI and Sub-TOI

selected.

Filing Type Selector:

Selected States

Alabama
TOI: 15.0 Perscnal Auto

California
TOI: 19.0 Perscnal Auto

Sub-TOI: 15.0000 Perscnal Aute Combinations

Sub-TOI: 15.0000 Personal Auto Combinations

D Advertising |:| Form D Form/Rate |:| Form/Rate/Rule |:| Form/Rule D Rate |:| Rate/Rule D Rule

Filing Types ™

O advertising CDForm [JForm/Rate []Form/Rate/Rule []Farm/Rule [Rate
Orate/rule [rule

O advertising CIFerm [JrFerm/Rate []Form/Rate/rule []Form/Rule [Irate
Orate/rule Crule

Previous Next
Add or Remove States |
Save and Close | Save ‘ Cancel
Step 6 — Confirm Selections

Step 6 displays a summary of the Filing for review and confirmation of all the data

Copyright
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entered in previous steps. Click on the | button to make changes to the

Filing, prior to saving. Once the Save and Continug 1 1ton is clicked, changes to the

prior Filing Paper Wizard values cannot be changed.

State TOI1 Sub-TOTI Filing Types
Alabama 19.0 Personal Auto 15.0000 Personal Auto Combinations Form/Rate

California 18.0 Personal Auto 18.0000 Personal Auto Combinaticns Form/Rate

Previous Save and Continue |

Save and Close Save Cancel |

Step 7 — Select Companies

The author selects the contact and company, or companies, for the Filing. Go to
the Companies view to create Companies and the Contacts view to create
contacts. All contacts and companies need to be created prior to completing the
Filing Paper Wizard. The Configuration Manager will be able to create contacts and

companies. Refer to Lesson 2 for instructions.

* Asterisk image denotes required fisld.

Contact: ™ | [ ——— I%
Companles:"‘ ASA Life Insurance Company

Aute Club Life e
=]
=]

[==]

<

Save and Close Save Cancel

Step 8 — Select Companies for States
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When multiple states are selected in the Filing the author will select the companies for

each state. Clicking on the Select All Companieq 1, tton, places a

check(s) next to each company. Clicking on the [De-Select All Companies| tton wil

remove the check(s). Choose the appropriate companies for each state.

Reset | Select All Companies De-Select All Companies

| + - Multiple companies accepted on a filing

Alabama + California +
[ aaa Life Insurance Company AAA Life Insurance Company
[ aute Club Life Auto Club Life

Previous Save and Continue |

Save and Close Save Cancel |

Step 9 — Default Filing Data

Step 9 in the Filing Paper Wizard is where the author will enter the description of the

Filing. In addition, the fields in this step will vary by Business Type. These fields can

also be

modified at a later time.

Filing Description: This area can be used in lieu of a cover letter or Filing
Memorandum and is free-form text. This is a required field.

Effective Date Requested (New or Renewal): This is the effective date the
company is requesting for their product to be available to sell. It is not
necessarily the date the filing officially becomes effective. The state
insurance department will determine the actual effective date. This is also
where the company can indicate the different effective dates for new or
renewal business. (P&C only). This is a not required field.

Status of Filing in Domicile: Field to indicate the status of companies’

authorization to file in a state. This is not a required field.
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 Domicile Status Comments: Free-form text field for company to

supplement Domicile Status. For example, if company license is pending in
a state where filings will be accepted. This is not a required field.

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

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

» Advisory Org Circular: This is a unique number that references the circular

number. This is not a required field.

Filing Description:

Company Tracking Humber: | |

Effective Date Requested (Hew): @ | ||§|
O on Approval
Effective Date Requested (@ | HEl

(Renewall: ) on approval
AddRate Data?  Ovez: @ No

Status of Filing in Domicile: | -Pleaze éelec{— -

Domicile Status Comments:

Reference Organization:

Reference Number:

Reference Title:

Advisory Org. Circular:

Previous Next
Cancel
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Step 10 — Final Filing Summary

This is the final step in the Filing Paper Wizard and represents a summary of the filing(s)

for review and confirmation by the author. By clicking the | button, the author
is able to navigate back to the step in the Filing Paper Wizard where companies are

selected for states if changes need to be made.

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

Alabarma 19.0 Personal Auto 15.0000 Personal Auto Combinations Form/Rate A
Auto Club Life

AAA Life Insurance Company

California 19.0 Personal Auto 19.0000 Personal Auto Combinaticns Form/Rate < .
Auto Club Life
Previous Finish
Cancel

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

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

AAA Life Insurance Company
Auto Club Life

Alabama 19.0 Persenal Auto 19.0000 Personal Auto Combinations Form/Rate

California 19.0 Persenal Auto 19.0000 Personal Auto Combinaticns Form/Rate

Draft Paper Filings

After completing the Filing Paper Wizard process, the Filing Paper Wizard
automatically generates the number of draft filings to be prepared for the selected

states.
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Placing the cursor over a Filing in the Draft view, highlights that Filing and the Filing

can be opened by clicking anywhere on that line.

L [l ansas Paper Manual Sep 18, 2006 Thea Cook Draft
|:| - fowa Homeowner's Filing Sep 18, 2006 Thea Cook Draft
|__| Il ansas Homeowner's Filing Sep 18, 2006 Thea Cook Draft

The - indicates that this is a Paper Filing

Open a Paper Filing

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

2. Click the Edi button to update the Filing.

Save Apply Cancel

View General Instructions View Filing Log

Product Name: * [Auto Product | SERFF Tr Num:  AAAL-126885557 SERFF Status: | Dra® ~
Toi [190 Personal Auto > stateTrum: [ | State Staws: | |

sovTor 13650 s o e — B |
Filing Type: ;F‘f’.“'R“t.e V Date Submitted: [ |[m] DispositionDate: | |[=

Effective Date Requested (Hew): Effective Date Requested (Renewal): Authors:  Frances Stuart
e [ = e =
C  On Approval Q© On Approval
[ General Form Rate/Rule Supporting Companies. Filing Filing Papar
Information Schedule Schedule Documentation and Contact Fees Correspondence Information

projecttiame: [ | profecttiumber: [ |

Status of Filing in Domicile: :--iﬂi-saas Select- v

Domicile Status Comments:

Filing Status Changed: 12/15/2010 State Status Changed:
Company Status Changed:
Reference Organization: |:| Reference Number: l:l
Reference Title: |:| Advisory Org. Circular; l:'
Assigned To:
Created BY: Frances Stuart Submitted By:

Corresponding Filing Tracking Number: |:|

o & | 1

General Information Tab
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Unlike electronic filings, all the data on the General Information Tab of a Paper
Filing can be modified at any time in the filing process. On a Paper Filing, the SERFF
Status field is author-generated and not system-generated. This allows the author to
change the status to match feedback they may be receiving from the state, outside of
the SERFF system.

Note: The TOI, Sub TOI and Filing Type fields may be changed on a paper
filing after it has been created. However, if TOI is changed, a new Sub TOI and
Filing Type fields must be selected before saving the filing.

Other Paper Filing Tabs
The Rate/Rule schedule, Form schedule, Companies and Contacts and Filing Fees

Tabs all work the same in Paper Filings as they do in Electronic Filings.

State Specific Tab
There is no information required on the Paper State Specific Tab.

Add Authors Edit Move to Workfolder Generate PDF

Product Name: Paper Filing for Manual 2

TOI: A0l Annuities - Assumption Agreernent
Sub-TOI: A01.000 Annuities - Assumption Agreerment
Filing Type: Form

Implementation Date Requested:

SERFF Tr Mum: JEM1-000501015
State Tr Num:

Co Tr Num:

Date Submitted: Not Submitted
Authors: Joy User, Filer User

SERFF Status: Draft
State Status:

Co Status:
Disposition Date:

State
Specific

Supporting
Documentation

Companies Filing
and Contact Fees

Rate/Rule Form
Schedule Schedule

General
Information

Filing Paper
Correspondence Information

Mo state specific information required.

Paper Filing Completion
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At this point, SERFF offers several options depending on company workflow. One
option would be to complete the Filing requirements by adding a scanned copy of
the submitted paper filing to the Supporting Documentation Tab. For other
companies, it may be enough to add a Filer Note with a description or filing locator
explaining where the hard copy filing resides. A third option is to attach the individual
forms and rates, the same process followed when creating an electronic SERFF
filing. The author now adds any supporting documentation to the paper filing prior to
sending the paper company to the state.

Add Supporting Documentation

1. Click on the Supporting Documentation tab.

2. Click on the Add Supporting Documentation link.

General Form Ra
Information Schedule S

nnnnnnnnnnnnnn

Expand All ‘ Collapse All | Bypass Multiple |

Add Supporting Documentation ‘ Import Template |

Icon Legend: . - Mo Action Taken ) - Satisfied @ - Bypassed & - User Added | 4] - Draft Schedule Item
i, - Open Objection

3. Add the Supporting Document Information. (See Lesson 4 for details on
completing requirements).

4. Repeat steps 2 and 3 for each item needed for the paper filing.
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Expand All | Collapse All Bypass Multiple

&) B Name: |

Comment

[] Mo Attachment Required

Attach Files
Remowve

Add Supporting Documentation

Import Template

Filing Correspondence Tab

authors may use the Filing Correspondence Tab to record correspondence to and
from states as the paper filing goes through the review process. All correspondence
is added via the ‘Create Filer Note’ link on the Filing Correspondence Tab. Multiple

Filer Notes can be created if desired.

Supporting

General Form Rate/Rule
Documentation

Information Schedule Schedule

Companies
and Contact

Paper
Correspondence Information

Dispositions

Filing Notes
Ma Filing Motes

Create Filer Note

Reminders
Mo Reminders

Create Reminder

Filer Notes

1. Click the Filing Correspondence tab.

Page 255 of 271
SERFF Industry Manual
Copyright ©2020 National Association of Insurance Commissioners. All rights reserved



SERFF Industry Manual
2. Click the Create Filer Note link.

Filer Note for AAAL-126885557

Save Apply Cancel

SERFF Tracking Number: AAAl-1268835557 State: Alabama

First Filing Company: ApL Life Insurance Company ... State Tracking Mumber:

Company Tracking Number:

TOI: 19.0 Personal Auto Sub-TOI: 19.0000 Personal Auto Combinations
Product Name: Auto Product

Project Name:

Submitted by: /2

Subject: * |

Comments: *

Attach Files

Save Apply Cancel

Type a subject in the Subject Field (this is a Required Field).
Type a comment in the comments field (the comments section can contain up
to 4000 characters and is a required field).

5. Click the Attach Files| ptton to attach related files.

6. Click the button to save the Filer Note.

7. Click the .Cance button to cancel the Filer Note.

After clicking the button a preview of the Filer Note is displayed. The author
can then edit, delete, or close the Filer Note.
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Filer Note for AAAL-126885557
Edit Delete Close
SERFF Tracking Number: AAAL-126885557 State: Alabama
First Filing Company: AAA Life Insurance Company ... State Tracking Number:
Company Tracking Number:
TOI: 158.0 Personal Auto Sub-TOI: 18.0000 Personal Auto Combinations
Product Name: Auto Product

Project Name:
Created bY: Frances Stuart on 12/15/2010 09:20 AM
Submitted by:  n/a

Subject: * author Status

Comments: * This is my note.

Edit Delete Close

Paper Information Tab

This tab contains fields that are not on the electronic version of a SERFF filing. Unlike
the electronic version, all fields on this tab and every other tab in SERFF can be modified
at any time.
The Date Mailed to State field is used as the Filing Date when the filings are
categorized in the views.

Click on the Paper Information tab.

2. Complete the Paper Information Page.

3. Click the Save button.
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APPENDIX B

This appendix covers SERFF terminology, common acronyms and submission errors.
Submission errors section provides the filer with information on how to address errors
when submitting a filing.

This lesson covers the following topics:

b SERFF Glossary

b SERFF Acronyms

o Submission Errors
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Glossary

Company

A Company record is used to store all the pertinent information about an
individual company. When creating a filing, the information for the company
specified comes from data entered in the company record, via the Companies
link. Users must have the Industry Configuration Manager role assigned to their
ID in order to have the “Add Company” option available in SERFF. A SERFF
filing must have at least one but can have many

companies listed on it, depending on the states’ requirements for multi-
company filings.

Contact

A contact is the authorized person responsible for the filing. Most Industry
SERFF users will only be able to view contact information. Users must have the
Industry Configuration Manager role assigned to their ID in order to have the
“Add Contact” option available in SERFF. A SERFF filing must have one, and
only one, Contact.

Disposition

When a Disposition is created for a filing; the SERFF status of that filing is
changed to "Closed”. The filing is then moved from the “My Open Filings”. The
user can find any closed filings by using Search/Export. Dispositions can
be found on the Filing Correspondence tab of the filing.
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Filing
Afiling is a package of information sent from an insurance company to a state
rate and form filing review department. A filing contains one or more
schedules—including a Supporting Documentation schedule and Notes from

the insurance company. The state reviewer may add Notes, Objection Letters
and Dispositions as responses. All of the pieces make up the SERFF filing.

Filing Types
Type Definition
Rate A filing that contains a company's proposed rates and
documents that support the rate filing.
Rule A filing that contains a company's proposed rules and
documents that support the rule filing.
Form A filing that contains a company's proposed forms and

documents that support the form filing.

Advertisement | A filing that contains a company's proposed advertisements
and documents that support the advertisement filing

Multi A filing that contains items from more than one filing type.
Ex. Rates/Rules, Rates/Forms

Filing Wizard

A component of SERFF that helps guide a user through the initial creation of
a single or multi-state filing. The Filing Wizard leverages uniformity found
with the Product Coding Matrix and the standard Filing Types.

General Instructions
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Each state/state instance has a General Instructions document. The General

Instructions document provides basic information from the state on how to
submit SERFF filing in that state. Users are encouraged to read through the
General Instructions before filing in a state for the first time and periodically

after that in case the state makes changes.

Instance Preference

Instance Preferences are settings that apply to all users of that instance.
Settings for things like EFT, Company Status Options, and Data Hoster are
found on the Instance Preference. Only users with the Configuration Manager
Role have access to modify the Instances Preferences—some settings can
only be modified by the SERFF Help Desk. The Instance

Preferences can be found on the Settings Tab.

Message

A Message is used to notify a filer about the activity of a filing. Messages can
be viewed and deleted from the Message Center located under the Message
tab.

Messages are shared notifications. If two filers or reviewers receive messages
on the same filing, and one person deletes the message, it will still be available
for the other filer. A status indicator in the left column of the Messages view
lets the filer know if he/she has read that message. Filers are encouraged to
read and then delete messages. There is no information on a Message that
is not in the filing itself.

Multi-State Filing
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A Multi-State Filing is a filing intended for multiple states. A filer creates the

filing and identifying all the states to which they would like to submit their filing.
The Filing Wizard walks the filer through the creation process, selecting the
base information on a filing that might be the same for all the states selected.
Once the Filing Wizard is completed, the filer can go back through the filings
and add state specific information.

Notes

Notes are ways of communicating between filer and reviewer, or internally on
either the state or industry side. A Note is created from the filing and becomes
part of the filing.

Type Definition

Note to Reviewer | Sent from the company to the state where it will be read by
the reviewer and becomes a part of the filing. This is more
general communication to the reviewer.

Note to Filer Sent from the state to the company, this is information a
reviewer may want to add to a filing outside of other reports.
More general communication to the filer.

Reviewer Note Created on the state side. For internal use only, this note is
not seen by the industry.

Filer Note Created on the industry side. For internal use only, this
note is not seen by the state.

Report

Communication from the reviewer to the filer about a specific filing will be done
with Reports. A Report is created to reference the entire filing or only specific
pieces of the filing. There are two types of Reports a reviewer may send to a
filer.
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Type Definition

Objection Letter Sent from the state to the company where it will be read by
the filer and becomes a part of the filing.

Disposition Report | Sent from the state to the company, this is information a
reviewer may want to add to a filing outside of other
reports.

Requirement

A Requirement identifies an individual requirement that can be requested by
the state. Requirements are used when creating Submission Requirements.

A Requirement can be used in multiple Submission Requirement documents.

Schedule

A schedule contains the actual documents submitted for review. It will be
attached to the “Form” or “Rate/Rule” schedule in PDF format.

SERFF Filing Status

Status Definition

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

Submitted Filer has chosen to submit filing and the filing has

passed all applicable system validations.
State can now access the filing.

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

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

Pending State Action One or more Response Letters have been
created and fulfilled by industry. Filing is still
open.
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Closed - * The state has created a Disposition indicating
the final action on the filing. The asterisk
indicates that the state Disposition status (i.e.,
Approved, Acknowledged, Disapproved) will be
appended to the SERFF status.

Closed - Rejected The filing has been rejected by the state and is
closed.

SERFF Tracking Number

To ensure unigueness and provide audit capabilities, the SERFF tracking
number collectively represents several meaningful identifying components
for each company filing. Each industry instance will be assigned their own
code for this portion of the tracking number.

Instance Identifier - Random, Unique Alpha/Numeric Characters
ABCD - 12A34B56C
Instance Identifier: A four alpha character representation of the first four

characters of the company name.

Random Number: This overall filing number is a combination of nine
alpha/numeric characters.

SERFF Workspace

The SERFF Workspace is the active window for the filings database where
the SERFF users will create, review filings and check the status of filings. The
SERFF Workspace is the first screen accessed by users to perform most
SERFF related tasks.

State Specific Fields

State Specific fields are text only fields and are not fixed-length. There are up
to 10 fields that can be used for Electronic/Paper filings. States may provide

information regarding the expected entry for those fields in their General
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Instructions. Any company submitting through SERFF to your state will have

a State Specific Fields tab on their filing that contains the fields specified on

the state instance view.

Submission Requirements

For each filing combination (Type of Insurance/SubType/Filing Type) there is
a set of Submission Requirements that must be met for the state to receive

the filing for review.

Time Out

SERFF is set to log a user off after 30 minutes of inactivity. After 25 minutes of
inactivity, SERFF will display a warning.

Message from webpage | il

Your SERFF session is about to be timed out. Click 'OK' to continue
¥ your session.

OK | Cancel |

Click button to continue working in SERFF. A new 30 minute countdown

will begin.

Type of Insurance

A Type of Insurance is used to organize the lines of insurance, which a state
Is accepting through SERFF and any sub-types that fall under them.

User Preferences
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A User Preference is designed to allow the SERFF Application to be

customized to the specific needs and work processes for a single user of

SERFF. The User Preferences inherits some of its values from the Instance

Preference.

The User Preferences contains the following information:

« Contact Information

. Message Settings

o User Preferences

SERFF Acronyms

update users’ contact information and set
security questions.

update users’ filing activity messages selection
and user message settings for filing managers.

set Instance and Default Business Type.

CClIO Center for Consumer Information and Insurance Oversight
CMS Center for Medicare and Medicaid Services

EHB Essential Health Benefits

HFAI Health Filing Access Interface

HHS Health and Human Services

HIOS Health Insurance Oversight System — Federal System
HIPR Health Insurance Premium Review

HIX Health Insurance Exchange Plan management

MPM Marketplace Plan Management

NCQA National Committee for Quality Assurance

PPACA Patient Protection and Affordable Care Act

PMPM Premium Amount Per Month
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QHP Qualified Health Plan

RBIS Rate Benefit Information System

(This is the HIOS system for sending plans to the exchange)

URAC Utilization Review Accreditation Commission (formerly

known as)

Submission Errors

Common SERFF errors received when submitting a filing.

ERROR: 1005 A description is required on each filing. Location
Filing Description is a required field prior to submitting a filing. This General
area is in lieu of a cover letter. Information

ERROR: 1006 A product name is required. Location
Product Name is a required field prior to submitting a filing. Please General
enter your Product Name. Information
ERROR: 1012 A previous filing id is required if the Submission Location

Type (LAH Only) is RS (Resubmission).

When Submission type selected is “Resubmission”, Previous Filing General
Number field added. This field must be completed prior to submission. Information
ERROR: 1014 PPACA must be specified for this filing. Location
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This field is used to identify filings that are being submitted to comply General
with the requirements of the Patient Protection and Affordable Care Act | nformation
PPACA.

ERROR: 1016  Group Market Size is required. (PPACA) Location
When “Group” is selected for Market Type, Group Market Size is General
added and this field must be selected from drop down (). Information
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ERROR: 1017 Market Type is required. (PPACA) Location
Market Type must be selected from drop down (). General
Information

- Selecting Individual — will trigger one additional required field >
Individual Market Type

- Selecting Group — will trigger two additional required fields >
Group Market Size and Group Market Type

ERROR: 1019 Company Rate Change is required. Location

On PPACA filings, Company Rate Change must be selected from drop Rate/Rule

down ().

ERROR: 1020  One or more of the Rate Review Detail Data fields| LOcation
have not been completed. (PPACA)

Incomplete Rate View Detail exists. Click View Rate Review Detail link | Rate/Rule

and complete required fields that will be used by the state to report to

HHS. Fields marked with an asterisk are required fields that will vary

depending on the Company Rate Change selection.

ERROR: 1021  Requested Filing Mode is required on PPACA Location

filings.

Requested Filing Mode must be selected from drop down (+). General

Information
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ERROR: 1101  One or more of the state specific fields have
not been completed.

ERROR: 1022 Implementation Date Requested is required on| Location
PPACA filings.
Filing at a
PPACA filings require that the Implementation Date Requested filed be Glance
answered with a date (mm/dd/yyyy) or “On Approval” to be selected.
Location

State required question(s) have not been answered. The State may
ask up to ten questions and require an answer before you submit your
filing.

State Specific

ERROR: 1102  Rate Data applies to this filing but no rate data Location
has been entered.

If “Add Rate Data?” is answered with Yes, you must enter a filing Rate/Rule

method.

ERROR: 4001 Supporting Documentation item_is required. (e.g.| Location
Actuarial Memorandum)

Action must be taken for all Supporting Documentation Supporting

items required by the State. Select the * appropriate item | Documentatio

with and select “Satisfy” or “Bypass”. n
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ERROR: 6001 EFT fee amount to state instance_is invalid for| Location
company_(null)
(e.g. state instance Utah & company MO
Insurance)
If your company has been set up for electronic funds transfer (EFT), | Filing Fees
then you must enter an amount or select O “bypass EFT for this
company”.
ERROR: 6002 EFT validation with CECI failed. Contact

This error indicates that there is an issue with the EFT set
up for the company.

SERFF Help Desk

ERROR: 6003 Unld null for company XYZ Insurance
Company (12345) is not valid.

Contact

The company entity in SERFF is not configured to use EFT.

SERFF Marketing /
Implementation team

ERROR: 6005 Original  Submission has already
completed for Filing SERF-123456789

Contact

An application error indicating a problem with the SERFF filing
itself.

SERFF Help Desk
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