
Lesson 5 
 

This lesson covers the basics of accessing and reviewing filings in SERFF, including the 

various views, as well as Objections, Responses, Notes and Dispositions. 

SERFF has three main views for state users – Intake, My Open Filings and My 

Workfolder.  Intake was covered in Lesson 4; My Open Filings and My Workfolder are 

covered in this lesson. 

SERFF’s Correspondence tools allow flexible, easy communication between the state 

and industry.  This lesson will explain the ways states can communicate with the industry 

regarding the filing, as well as how the industry will respond. 

 

 

This lesson covers the following topics: 

• My Open Filings 

• My Workfolder 

• PDF Pipeline 

• Create Objection 

• Create Objection Letter 

• Reviewer Notes 

• Note to Filer & Note to Reviewer  

• Post Submission Update 

• Viewing Response Letters 

• Disposition Reports 

• Reminders 

 



Views 

My Open Filings  
 
All open filings to which the user has been assigned will appear under the ‘My Open 
Filings’ link.   
 
The Reviewer will receive a message in their Message Center informing them that they 

have been assigned to a filing, provided they have not suppressed this message type. 

The message will contain a link to the filing or the reviewer may click on the My Open 

Filings link to see the filings to which they have been assigned. 

 

 
 
 

My Workfolder 
 
The Workfolder is a user-customized folder where users can move filings for easy 

access.  The Workfolder may contain Draft filings, Draft Paper filings, Open and Closed 

filings. Regardless of status, these filings will stay in the user’s Workfolder until the user 

removes them.   

 
 

)Moving to the Workfolder from the Workspace 
 

1. From the Intake or Open Filings view, place a checkmark next to the 

filing(s) to be moved to the Workfolder. 

 



 
 

2. Click on the  button. 

3. The user is notified that the selected filing has been moved to their Workfolder. 

 

 
 

4. Click on the  link to see the filing(s) that have been moved 

into the Workfolder. 

5. Click anywhere on the filing row to access the filing. 

 

 
 

)Moving to Workfolder from the Filing 
 

1. From the Intake or Open Filings view, click anywhere on the filing row to access 

the filing. 

 

 
 



 
 

2. Click on the  button. 

3. The user is notified that the selected filing has been moved to their Workfolder. 

 

 
 

4. Click on the  link to see the filing(s) that have been moved 

into the Workfolder. 

5. Click anywhere on the filing row to access the filing. 

 

 



)Removing from Workfolder 
 
1. Place a checkmark next to the filing in the Workfolder. 
 

 
 

2. Click on the  button. 
 

 
 

) Note:  Removing filings from the Workfolder does not remove them from the 

system.  The filings can still be found under the appropriate tab or by searching. 

PDF Pipeline 

PDF Pipeline provides users with the ability to create a single PDF file of their entire 

filing or selected parts of their filing. The PDF Pipeline is generated on demand. The 

results will be displayed instantly and the user can save the PDF locally to their network 

or review online.  

 
All schedule items and correspondence including Notes to Reviewer, Notes to Filer and 

Reviewer Notes will be available to Pipeline. 

 

)PDF Pipeline 
 
1. Open the SERFF filing. 

2. Click the  button. 

 



 
When selecting the Form, Rate and Supporting Documentation schedule, at least one 

item must be selected for the Schedule to print.   

) If just an item from the Schedule is chosen and not the Schedule itself, only the 

attachment and/or details for that item will generate. Nothing will print if just the 

Schedule is selected and no items. 

 

A dialog box will appear that lists all of the pieces of the filing that can be included in the 

PDF. 



 

3. Select the individual items or click the  button. 
 

4. Click the  button to deselect all the items. 
 

5. Click the  button to cancel the action. 
 

6. Click the  button to create the PDF. 
 

 



 
 

After clicking on the  button, the PDF file will open in a new window.  

Click on the individual bookmarks to navigate to the different sections of the filing. 

 

) Click on the  button to save the PDF file outside of the SERFF system. 

) Non-PDF attachments and attachments that are larger than 3MB will not work 

with Pipeline and will not be included in the Pipeline result file. 

A Non-PDF attachment will be displayed with a  symbol. 



 



That symbol indicates the attached file is not a PDF document.  If the box is checked 

prior to selecting the  button, the PDF file will note the attachment is not 

a PDF attachment on the bookmark in the PDF file. (For example: ‘Non-PDF 

Attachment:PremiumandLoss Experience Exhibit.xls’). A similar note will be displayed 

on the corresponding page in the PDF file. 

 

 
 

Create Objection 
 
Objections are an electronic means to document issues with a filing. Objections are like 

electronic sticky notes and can be compiled into an Objection Letter to be submitted to 

the industry or can remain as Objections for the Reviewer’s use. The state can send 

industry an Objection Letter containing one to many Objections informing the company 

of what needs to be amended and resubmitted. 

 

)Creating an Objection 
 

1. Click the  button which is available in the header from every 

tab of the filing. 

 



 
 

2. If the Objection applies to schedule items, select those Schedule Items(s).  

Multiple Schedule Items can be selected by holding down Ctrl while clicking on 

items.   

3. Click  or the  button.  To remove already 

added schedule items, the  and  

buttons can be used. 

 
 

4. If applicable, select a Quick Text entry. (See Lesson 2 of the 

manual for more information on Quick Text.) 

 



5. Click on the  button. 
)The Comment field is a free text field.  The user can add more than one Quick 

Text item, edit the Quick Text comment or add more information for the 

Objection.  

 
6. If applicable, enter a Comment.  
 

 
 

)Note: A comment is required on Objections, whether this is typed in manually or 

entered as Quick Text. 

 

7. Click the  button. 
 

) All filing communication, including Objections, Objection Letters, Notes to Filer 

and Reviewer Notes are located on the Filing Correspondence tab. 



 
 

)Creating Objection from Schedule Item 
 
It is possible to create an Objection while in a Schedule Item. When the file is open, click 

on the ‘Create Objection’ button at the top of the screen. Once the New Objection 

window appears, complete as instructed above. See below for location of the ‘Create 

Objection’ button. 

 

 
 
 

)Edit an Objection 
 

1. Click the Filing Correspondence tab.  
 

 



 
2. Click the Objection link. 
 

 
 

 Takes user into Edit mode of the Objection. 
 

 Removes the Objection after a confirmation to the user. 
 

 Closes the Objection. 
 
3. Click the  button. 
 
4. Edit the Objection. 

5. Click the  button to update the objection. 
 

 
 
Objections can be created throughout the review of a filing.  The reviewer 

can compile some or all of those Objections into one Objection Letter when 

they are ready to communicate the Objections to Industry. 

Create Objection Letter 
 
An Objection Letter is an electronic letter that identifies Objection(s) to the filing.   
 

)Creating an Objection Letter 
 

1. Click on the Filing Correspondence tab. 
 



 
2. Click the link. 
 

) The Objection Letter contains the standard introduction and closing that has 

been defined earlier in the Instance Preferences under the Settings tab.  (See 

Lesson 2).  

 



 
 
3. Select the Objection Letter status from the dropdown. 

 



 
 
4. The Objection Letter Date is pre-populated with the current date, however; it can 

be changed by clicking on the  calendar button or typing in a date. 

 

5. Enter a Respond By Date to notify the industry of the latest date the state will 

accept a response to the Objection Letter.  The Respond By Date is optional and 

can be selected by clicking on the  calendar button or typing in a date. 

 

6. Select the Objections that should be included on this Objection Letter in the left 

box and move them over to the right box. Once they are in the right box, the user 

can put them in the order that they wish them to appear in the Objection Letter by 

highlighting that Objection and then clicking the  or  buttons. 

 

) All Objections do not need to be sent in the same Objection Letter.  They can be 

sent in separate Objection Letters, or in the case where a user created an 

Objection for their own notes, they are not required to be sent at all, however; 

industry will not see the Objection until they are included in an Objection Letter. 

 



 
 

7. Click the  button to attach any files.  
 

 
Since SERFF creates the letter for you, it is no longer necessary to attach 

a separate letter regarding issues on the filing. 

 

 

) Something that the user might want to attach would be a marked-up form 

created using the editing tools in Adobe Acrobat (Lesson 7). 

 

8. Click the  button. 
 

 



 

After clicking on the  button the user can Submit, Edit, Delete or Close the 
letter. 
 

 
 

 
Submits the Objection Letter to industry. 

 
Lets the user edit the Respond By Date 

 
Takes user into Edit mode of the Objection Letter. 

 
Removes the Objection Letter after a confirmation to the 
user. 

 
Closes Objection Letters that have not yet been submitted 
and saves them as drafts.  If an Objection Letter has been 
submitted, this just closes the Objection Letter. 

 

9. Click the  button to send the Objection Letter to the company. 
 
10. A confirmation message appears confirming the action. 

 

  
 

11. Click the  button. 

 

12. The Date Submitted under the Filing Correspondence tab indicates the date the 

Objection was sent to the company. 

 

) If you see the Draft Schedule Item Icon to the left of the item, your 

revisions/additions have not been submitted to the industry. 



Reviewer Notes 
 
A Reviewer Note is internal communication and is not submitted to industry.  Only those 

state users who have access to the filing will be able to view the Reviewer Note. 

)Creating a Reviewer Note 
 

1. Click the Filing Correspondence tab.  
 

 
 

2. Click the  link. 
 



 
 

3. Type a subject in the Subject Field. 

4. Type a comment in the comments field.  (The comments can contain up to 4000 

characters). Or, use Quick Text to enter a previously created “canned” comment. 

5. If necessary, click the  button to attach any files. 

6. Click the  button to save the Reviewer Note. 

 



 
 

 
Takes the user to an area where they can edit the Reviewer Note. 

 
Removes the Reviewer Note from the filing. 

 
Closes the Reviewer Note and returns the user to the Filing 
Correspondence tab. 

 
All Reviewer Notes are located under the Filing Correspondence tab in the filing.  The 

Filing Notes section lists all notes, including Note to Reviewer, Note to Filer or Reviewer 

Note. 

 

 

 



Note to Filer 
A Note to Filer is sent from a state user to the filer. 

 

 )Creating a Note to Filer 
 

1. Click the Filing Correspondence tab.  
 

 
 

2. Click the link. 



 

 
  

3. Type a subject in the Subject field. 

4. Type a comment in the Comments field.  The comments can contain up to 4000 

characters. Quick Text can be used to enter a previously created “canned” 

comment. 

5. If necessary, click the  button to attach related files. 



6. Click the  button to save the Note to Filer. 

After clicking on the  button, a preview of the note is displayed.  The user 

can Submit, Edit, Delete or Close the Note to Filer. 

 

 
 

) Note: A Note to Filer should not be used to communicate Objections on a filing. 

Use the Objections and Objection Letter to communicate issues. 

 

 
Takes the user to an area where they can edit the Note to Filer. 

  

 
Removes the Note to Filer from the filing. 

  

 
Closes the Note to Filer and returns the user to the Filing Correspondence 
tab. 

 

6. Click the  button to send the Note to Filer. 



 
7. A confirmation message appears confirming the action.  

 
 

 
 

8. Click the  button. 
 

9. Click the  button.  

 

10. The date ‘Submitted On’ under the Filing Correspondence tab indicates the 

date the Note to Filer was submitted. 

 

 
 

) If you see the Draft Schedule Item Icon  to the left of the item, your 

revisions/additions have not been submitted to the industry. 

 

Post Submission Update  

The Post Submission Update feature of SERFF gives industry users the ability to 

update various filing fields after the filing has been submitted.  Depending upon a 

state setting, these updates will be allowed on open filings, both open and closed 

filings, or none at all.  Once received, the state will review the request and allow 

or disallow the changes. 

 

)Note: The filers will only be able to submit post submission updates if the 

state allows the functionality on their instance. Contact the SERFF help desk by 

calling (816) 783-8990 or emailing serffhelp@naic.org to setup post submission 

updates for your instance. 



)Viewing Post-Submission Update  
 

The reviewer will receive a message in their message center with notification that 

the industry has submitted a post-submission update. 

 
1. Click on the row to view the message. 

 
2. Click the SERFF tracking number to view the filing. 

 

The icons in the top left hand corner of the filing indicate if a submission has been 

submitted or if one has been approved. 

 
Pending post submission 

 
Approved post submission 

 

 
3. Click on the Filing Correspondence tab. 

 
4. Click on the Post Submission link. 



The Post Submission Update will show the fields that have changed in bold. The 

state has the option to allow or disallow a pending Post Submission Update.     

 

 

 
5. After reviewing the request the state can either allow or disallow the request by 

clicking on the button. 

 

 
Allow the Post Submission request 

 
Disallow the Post Submission request 

 



When the state takes action on a Post Submission Update request, they are 

prompted to confirm the action and allowed to enter a comment.  These comments 

will be available to the industry.  This is the same whether approving or disapproving 

the request. 

 
6. Type in a comment and then click the button. 

 

After approval, 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. 

 

 
 

 

 
 



When a request is approved, the applicable fields on the filing are updated.  Fields 

that have been changed through post submission will have an icon next to them 

representing changed data.  This icon does not appear if the change was not 

approved. Clicking the icon for a field with the changes will trigger the display of the 

history of changes for that field, including prior values and the date the field was 

changed.  The user can click the View link to be taken to the Post Submission 

Update for that change. 

 

 



 Viewing Response Letters 
 

)Viewing Response Letters through the Objection Letter 
 

1. Click the Filing Correspondence tab. 

 
 

2. Click on the link to the Objection Letter. 
 

 
 

3. The Reviewer will see the letter that they sent to the company.  The Reviewer 

can click on the  button and see the company’s response. 

 

4. Click the  button. 

 



 
 
The industry response to the Objection Letter will open.  The Reviewer can complete 

their review process and proceed to creating a Disposition. 



Dispositions 
 
A Disposition is the result of the review of the filing.   When a Disposition is created, the 

status of the filing is changed to ‘Closed’. 

 

)As stated in Lesson 1, the Configuration Manager can dictate whether any 

assigned Reviewer can create a Disposition or if only the Primary Reviewer has 

the ability to create a Disposition.   

 

)Creating a New Disposition 
 

1. Click the Filing Correspondence tab. 
 

 
 

2. Click the  link. 
 

) Note:  This screen shot might look different depending on the type of filing being 

reviewed. 



 

 



 
 

3. The Disposition Date will be auto populated, however; it can be changed by 

clicking on the  calendar button or by typing in a date. 

 

4. Place a checkmark in the ‘Filing Rejection’ box, if necessary. 

5. Enter the Effective/Implementation Date(s) by clicking on the  calendar button 

or by typing in a date. 

6. Click the drop down arrow and select the Status. 

 

 
 

7. Click the drop down arrow and select the Quick Text and/or enter comments, if 

necessary. 

) The Comment field is a free text field.  The user can use more than one Quick 

Text item, edit the Quick Text comment or add more information for the 

Objection.  

 



  
 

8. Click the  button. 
 
9. If applicable, change the flag for whether Rate Data applies on the filing.  

 

 
 
10. Enter the Rate Data, as applicable, into the fields.  
 

 
 
      

 
 

11. Complete the Item Status for all schedule items.   
 



) Click the first drop down arrow to change all schedule items or select them 

individually. 

 

 
 

12. Click the  button to attach any files. Since SERFF creates 

the letter for you, an expectation of an attached file would be a marked-up form 

created using the editing tools in Adobe Acrobat  

(Lesson 7). 

13. Click . 
 



The following buttons are now available: 
 

 
 

 
Submits the Disposition to the filer. 

  

 
Takes the user to an area where they can edit the Disposition (prior 
to submission). 

  

 
Removes the Disposition from the filing. 

  
Takes the user to an area where they can control the Public 
Access settings for this filing. 

  

 
Closes the Disposition and returns the user to the Filing 
Correspondence tab. 

 
 

14. If Public Access needs to be set on the filing, skip to step one of the next section 

before submitting. 

 

15. Click . 
 

 
 

16.  Click . 
 

) A closed filing will be removed from My Open Filings.  Use the Advanced Search 

feature to find any closed filings. 

 
 



Public Access 
 
The industry has the ability to request certain pieces of the filing be marked ‘confidential’. 

The State Configuration Manager will indicate your state’s Public Access position, citing 

any statutes, in the settings. If an industry user requests parts of/the entire filing be 

marked confidential yet your state statutes will not accommodate their request, the State 

Reviewer can override their request and update Public Access. 

 

1. Click the   button. 
 

 
 
2. Click  the ‘  allows’  or ‘  does not allow public access’ radio button 

(depending on your state statutes). 

3. Place a check mark next to items available for Public Access.   
 

) Selecting the main schedule items will select all sub-schedule items, but the sub-

schedule items can be subsequently deselected. 

 



 
 
4. Set the date that the filing is available for public access. 

5. Click the  button. 

6. A confirmation message appears confirming this action. 

 

 
 

7. Click the  button. 
 



)Once the filing has been marked for Public Access, an ‘eyeglasses’ icon appears 

on the filing. 

 

)If parts of the filing are marked confidential, the ‘eyeglasses’ icon will appear with 

a red mark through it. 

 
 

8. Click . 
 

 

.  
 

9. Click . 
 

) When the Disposition Report has been submitted to the Author, the ‘Submitted 

On’ date field will be populated with the Date Submitted. 

 

 
 )A closed filing will be removed from My Open Filings.  Use the Advanced Search 

feature to find any closed filings. 



Copy Disposition 
  

Users can copy existing Dispositions if a filing has been reopened.  Only Dispositions 

that have been submitted may be copied.  This is useful when a filing has been 

reopened, the user is ready to close it again, and there aren’t many changes to the 

Disposition. 

 

1. Click on the Filing Correspondence tab. 
 

 
 

2. Click on the Status of the Disposition that you want to copy (ex. Approved). 
 

 
 

3. The Disposition will open in a new window.  Click on . 
 
 



 
 

 
 

4. A copy of the Disposition chosen will populate on the screen and will be in 

edit mode. 

5. Update any data as necessary. 



 

6. Click . 
 

 
 
 
The following buttons are now available: 
 

 
 

 
Submits the Disposition to industry. 

  

 
Takes the user to an area where they can edit the Disposition (prior 
to submission). 

  

 
Removes the Disposition from the filing. 

  
Takes the user to an area where they can control the Public 
Access settings for this filing. 

  

 
Closes the Note to Filer and returns the user to the Filing 
Correspondence tab. 

 
 



 
 

7. If Public Access needs to be set on the filing, skip to step one of the Public 

Access section above before submitting. 

8. Click . 
 

 
 

9. Click . 
 

) A closed Filing will be removed from My Open Filings.  Use the Advanced Search 

feature to find any closed filings. 

 

)Reopening a Filing 
  

Filings which have been closed with a Disposition can be reopened as many times 

as the state user deems necessary. 

 
1. Using Search or Advanced Search, locate the filing to be Reopened.   

2. Select the filing. 



 

 

3. Click the  button. 
 

 
 

4. Click the  button. 

5. The filing is now reopened and will now be accessible in ‘My Open Filings’. 

 
)Changing Effective/Implementation Date 

 
SERFF allows state users to change the effective date on a submitted Disposition 

without reopening the filing. 

 
1. Using either Search or Advanced Search, locate and select the filing for 

which Effective/Implementation Date should be changed. 

2. Click on the Filing Correspondence tab. 



 
 

3. Click on the Status of the most current Disposition to open the Disposition.  

 

 
 

 

4. Click . 
 

The Disposition will now display in a limited edit mode, only allowing changes to the 

Effective/Implementation Date(s).  

 



 
 

5. Enter new Effective/Implementation Date(s). 

6. Click the  button. 
 

The Disposition will refresh and will now display a message stating that the 

Effective/Implementation Date has changed. 

 

 



Reminders 
 
Reminders are user defined messages that will be sent to the Message Center are there 

due date. 

)Create a reminder 

 

1. Open the filing, click the  button. 

 
 

2. Type the Subject and Due Date (required fields) and comments. 

 



 
3. If the creator radio button is selected upon creation, then the message will 

appear in the creator message center, if the all radio button is selected, then 

everyone who has access to the filing will receive the message in their message 

center. 

4. Click the  button. 

5. The reminder will be displayed under the filing correspondence tab. 
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