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Chapter 1

Overview

Welcome to the Tracker User Guide for Property and Casualty users.
This chapter describes:

. Document Conventions on page 20

. Tracker on page 21

. The Tracker Modules on page 22

. SERFF Integration on page 26

. Using a DMS with Tracker on page 27

. Tracker Training on page 28

. Tracker Documentation on page 29

. Using the Online Help on page 30
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OVERVIEW

Document Conventions

Tip:
Note:

Important:

Warning:

Tips, Notes, Important Notes and Warnings
A Tip provides a better way to use the software.
A Note contains special information and reminders.

An Important note contains significant information about the use and
understanding of the software.

A Warning contains critical information that if ignored, may cause errors or result
in the loss of information.
Other Document Conventions

. Microsoft Window names, buttons, tabs and other screen elements are in
bold, for example: Click Next.

. paths, URLs and code samples are in the Courier font, for example:
C:\Windows

. values that you need to enter or specify are indicated in the italicized
Courier font, for example, server name

. values that are optional are indicated with square brackets, for example
[reserved]

20
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Tracker

Tracker is compliance automation software that automates and accelerates the
state filing processes.

Tracker’s filing automation includes:

. Ability to manage filings in a centralized repository providing a single point
of access to compile and store all documentation.

. Access to a full comprehensive regulatory filing knowledge base covering
55 states and jurisdictions. The knowledge base provides all filing forms and
filing regulations and is maintained and updated by Oracle’s insurance
compliance professionals.

. Ability to access a wide range of management and production reports to
view filings, rates, rules, or forms, and monitor productivity and speed to
market.

. Ability to record and monitor a filing’s history through customizable
activities.

Tracker provides the only third party direct integration with SERFF, (the System
for Electronic Rate and Form Filings). Tracker leverages and extends SERFF. It
enables carriers to further accelerate speed to market by automating the product
development and state filing preparation process and utilize SERFF for electronic
filings with the Departments of Insurance. Tracker provides a quicker way to get
your filings to the Departments of Insurance utilizing a start to finish process.
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The Tracker Modules

Tracker the following interrelated modules:
. Filing Module on page 22

. Publications on page 24

. Reports on page 24

. Regulatory Specialist on page 24

. Administration on page 25

Filing Module

The Filing Module is comprised of three levels in which you can create, store and
track filing submissions to the Departments of Insurance. These levels are:

. the Top level
. the Filing Group level
. the Filing level

The Top level allows you to select the programs that you want to work with and
identifies a filing at its broadest level as a part of one of your company's overall
insurance programs. The second level, called the Filing Group, stores high-level
information regarding a group of related filings that are part of that program. The
third level, called the Filing level, stores individual filings within a filing group.

Individual filings are classified by the State, Line of Business, Company and
filing content (form, rate, rule) with which they are related. There may be multiple
filings within a single filing group and multiple filing groups within a single
program.

Imagine a filing cabinet where the cabinet is identified as the program you are
working with. The drawers in this cabinet are the filing groups that store high
level information about a group of related filings. In each drawer you would store
individual file folders that can represent the filings classified by State, Line of
Business, Company and filing content.

22
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THE TRACKER MODULES

Filing Letters

Rates, Rules, Forms
Supporting
Documentation

i / Filing Forms

Activities

Filings

/ Program

Finding a particular filing record is both quick and easy. When you first log in to
Tracker, the Top level allows you to specify a program, and to view a list of all the
filing groups within that program. You can then select a filing group and move to
the next level — the Filing Group level. Here you can view a list of all the filings
within that particular filing group. You can then select a filing and move to the
third level — the Filing level. Here you can view detailed information pertaining
to that filing alone.

Additional My Filings tabs, found at the Top level and Filing Group level of the
system, organize your Tracker filings further by listing the filings specific to you
alone. They can even be filtered to show only filings of a particular status, or only
filings showing a suspense date (indicating a pending activity), so that you can see
immediately what you need to do, and where to find it.

For more information, see:

. Programs and Filing Groups on page 115

. Working with Filings on page 125

. Working with Common Filing Tasks on page 211
. Working with Activities on page 229

. Understanding Filing Letters on page 351

. Working with Filing Profiles on page 375
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Publications

The Publications section of the system (accessible via the View menu) stores all
of the information about the publication you receive and refer to in one well-
organized place. Here you can view detailed information about a single
publication record, or browse through your publication records to locate the
information you need.

Publications such as bulletins, regulations, advance and approved laws as well as
circulars issued by rating and advisory organizations can be entered into Tracker
as they are received by your company to track state insurance changes as well as
rating/advisory organization actions that impact your programs and practices.
Such publications can be linked to each other and they can also be linked to
related filings which might be necessary to comply with the legislative changes or
to adopt the rating/advisory organization changes.

See Working with Publications on page 359 for more information.

Reports

Tracker has a robust reporting module, allowing users, managers and
administrators to generate a number of reports to meet a variety of needs.

The main Reports module in Tracker is divided into three categories: Status,
Historical and Management Reports.

Other reports in Tracker are located in the Admin Menu (available only to Tracker
administrators) and in the Regulatory Specialist.

For more information, see:

. Searching, Reporting, and Filing Summary on page 423
. Administrative Reports on page 106

. Working with the Regulatory Specialist on page 401

Regulatory Specialist

The Regulatory Specialist module is used to keep all the state regulatory
information you require for filings at hand in an easy to read tab format. The
Regulatory Specialist is a knowledge based database which contains
comprehensive state by state, line of business-specific regulatory information
crucial to the filing process.

This database:
. provides background logic information that is used in creating filings

. is searchable, to provide additional information to you whenever you need it
during your day to day filing processes.

Regulatory Specialist updates are provided as frequently as required. You access
the updates from a secure server. You can schedule the days and times for
downloading the updates, or you can access the updates whenever you choose.

See Working with the Regulatory Specialist on page 401 for more information.

24
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Administration

You use the Administration module to configure Tracker. This module includes:
. System Defaults on page 35

. Security Access Levels on page 50, including user security

. Company Information on page 54

. User Profiles on page 75

. Custom Tables on page 83

See The Administration Module on page 33 for more information.
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SERFF Integration

Tracker is fully integrated with SERFF (System for Electronic Rate and Form
Filing) a Web-based filing service maintained by the NAIC. Instead of having to
log on to the SERFF application to submit and manage your filings, you only need
to use Tracker to submit and manage all aspects of your SERFF filings. All
communication between the state Departments of Insurance (DOI) is contained
and managed within Tracker.

Help with SERFF Functionality

If you are having problems with submitting SERFF filings in Tracker, please
contact Customer Support: see on page 32. Please do not contact the NAIC or the
state DOI directly because they will not be able to help you with any issues related
to SERFF functionality in Tracker.

26
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Using a DMS with Tracker

Your system administrator may have configured Tracker to allow you to store
filing attachments (forms, rates, and rules) in a document management system like
Oracle IDM. Oracle IDM is a document management system where you and other
Tracker users can open and save certain files.

If you are configured to use a DMS, a Browse DMS button will be included on
specific screens that appear when working with attachments.

Note: When you browse the DMS from Tracker, the last folder that was accessed is
displayed. This includes the last folder that was accessed when a filing is
generated and moved to the Filing Package tab.
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Tracker Training

Tracker training courses are regularly offered by Oracle at our Mississauga, Ontario
offices. Alternatively, if you prefer, our training staff can come to your offices and
present the training course there. Each training course is aimed specifically at

your segment of the insurance industry, and is designed to take new and
experienced Filing Analysts through every step of a filing and every facet of
Tracker. For more information regarding Tracker training, please contact Oracle
Global Customer Support.
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Tracker Documentation

Tracker includes the following documents and online help files. If you need a
copy of any of these documents, please contact your system or product
administrator.

The Tracker User Guide contains overviews, step-by-step procedures and
descriptions of the screens and fields.

The Tracker Online Help contains the same information as the User’s
Guide, but in an online help format with a search tool, an index and a table
of contents.

The Tracker Release Notes include general product information, product
enhancements and new features, supported platforms and third-party
software, assorted considerations, and known issues and limitations.

The Tracker Installation Guides contain system requirements and detailed
installation and configuration information. Guides are supplied for new
installations and upgrades, and for both Oracle and SQL environments.

The Tracker Technical Guide is for system administrators and includes
information about the optional DMS, maintaining DMS components, log
files, error levels and Tracker Monitor, technical information about the
Regulatory Specialist files and validation process, and troubleshooting
information.
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Using the Online Help

Tip:

This section describes how to use the Online Help and includes information about
these topics:

. The Contents of the Online Help on page 30
. Searching the Help on page 30

. Using the Help Index on page 31

. Using the Help Table of Contents on page 31
. Navigating the Help on page 31

. Printing a Help Topic on page 32

The Contents of the Online Help

The Online Help contains the same contents as the related PDF document, but in
an online Help format.

To open the Online Help, click the Help menu.

The Help is divided into two frames:

. the left frame displays the navigation tools: Contents, Index and Search
. the right frame contains the contents of each Help topic

There are different ways to find a Help topic:

. Searching the Help on page 30

. Using the Help Index on page 31

. Using the Help Table of Contents on page 31

. Navigating the Help on page 31

Searching the Help

You can search the entire Help contents to find a specific topic.

Method: Search the Help

1.  In the left pane of the Help, click the Search tab.
2.  Enter the word(s) you want to search for, then click Go! or press Enter.

3. A list of Help topics is displayed in descending order by Rank. The Rank
indicates how many times the word(s) you searched for appears in a Help
topic. It can help indicate how relevant the topic may be in your search.

Use specific words in your search, for example: model document. Avoid using
plurals, for example, “sections, ” because this may limit your search results.

30

TRACKER P&C VERSION 6.6 USER GUIDE



USING THE ONLINE HELP

Using the Help Index

The Help Index contains a listing of all the Help topics in alphabetical order.

Method: Use the Help Index

1.  Inthe left pane of the Help, click the Index tab.

2. Click the letter that corresponds to the topic you are searching for. You
cannot select a letter that is greyed out, because it contains no index entries.

3.  Alist of all index entries beginning with the letter you selected is displayed.
4.  Scroll to the index entry of the topic you are searching for.

5. Click the topic to view its contents in the main body of the Help.

Using the Help Table of Contents

When you open the Help, the Contents are displayed. The Contents contain main
topics and their subtopics.

Each main topic appears as a book icon:

&

Each subtopic appears as a page icon:

Subtopics can also appear as book icons. In other words, books can appear within
other books.

You can open a book by clicking a book icon or the text next to the book icon.
This will expand the book and display the topics within that book.

To close an open book, click the book icon. The book “collapses”, hiding the
topics within the book.

Tip: When a Help topic is displayed, you can click the “Show in Contents” button to
open the corresponding book that contains the displayed Help topic:

Navigating the Help

To go to the next or previous Help topic in the Contents, use the Next and
Previous buttons in the right pane of the Help:

To go to the next or previous topic that you have viewed, use the Forward and
Back buttons in your Web Browser.
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Printing a Help Topic

You can print a Help topic in case you want to refer to it later.

Method: Print a Help topic

1.  Click the Print icon in the upper-right corner of the Help:

2.  The Print dialog box is displayed.
3.  Click Print to print the Help topic.
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Chapter 2

The Administration Module

This chapter provides background information and complete instructions for using

all of the features of the Administration menu. As the name implies, the
Administration menu is your access point to Tracker’s system-wide and user-
specific settings. This is where the information specific to your company is
entered and maintained in the Tracker system. This chapter is recommended
reading for anyone involved in setting up or maintaining a Tracker system.

Note: The Admin menu is available only to users whose security level provides access.

It will not appear on the screen for users not designated to access it.

Important: It is recommended that administrators limit access to this menu. Changes made to
central system tables and records here can have a widespread impact throughout
your Tracker system.

This chapter describes:

Initial Setup on page 34

System Defaults on page 35
Security Access Levels on page 50
Company Information on page 54
SERFF Settings on page 66

User Profiles on page 75

Custom Tables on page 83
Reassigning Activities on page 105

Administrative Reports on page 106
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Initial Setup

Because Tracker is designed to be highly flexible and to conform to the needs of
your company, you need to perform customization on the following screens after
completely installing Tracker before you allow users to begin working in it:

1 System Defaults: see System Defaults on page 35

2 System Security: see Security Access Levels on page 50

3 Company Information: see Company Information on page 54

4. SERFF System Defaults: see SERFF Settings on page 66

5 RS Update Settings: see Regulatory Specialist Updates on page 41
6 User Profiles: see User Profiles on page 75

7.  Custom Tables: see Custom Tables on page 83

For some of the required information, you may need to contact your IT
department.

Note: Oracle Global Support can help you with the system setup process.

34
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SYSTEM DEFAULTS

System Defaults

This section describes how to define certain system default settings that will apply
to every Tracker user. These settings are found on the System Defaults dialog.
Access the System Defaults dialog by clicking Admin > System Information >
System Defaults.

There are five tabs on the System Defaults dialog:
. Settings on page 35

. Custom Field Labels on page 38

. RS Custom Field Labels on page 40

. Regulatory Specialist Updates on page 41

. Profile Affiliation Criteria on page 48

Settings

On this tab you can perform the following tasks:

. Defining a Group Name on page 35

. Configuring the Display of Filings with Suspense Activities on page 36
. Displaying or Hiding Canadian Provinces on page 36

. Setting User ID and Password Authentication on page 37

Defining a Group Name

The field Group Name is included within the System Defaults tab. If this field is
populated, Tracker will pass the value in this field to SERFF.

Method: Define a group name

1.  Select Admin > System Information > System Defaults.
The System Defaults dialog displays with the Settings tab displayed.

Settings | Custom Field Labels | RS Custom Field Labels | RS Updats Setiings | Profile Affition Citera |

— System Settings

Group Mame: ||

[T Show all suspended

[T Show Canadian Provinces

—User ID and Password Authentication

[T Use windows Logon

2.  Enter the Group Name.
3. Click OK.
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Configuring the Display of Filings with Suspense Activities

Using the Show all suspended check box, you can set up Tracker to always
display, in the My Filings and Filings tabs, one of the following sets of filings
with suspense activities:

. filings with suspense activities that require action, regardless of date
OR
. filings with suspense activities that require action, up to the current date

The second option is the default setting when Tracker is first installed.

Method: Configure the display of filings with suspense activities

1.  Select Admin > System Information > System Defaults.
The System Defaults dialog displays with the Settings tab displayed.

Settings | Custom Field Labels | RS Custom Fisld Labels | RS Update Settings | Profils Affiation Citeria |

— System Settings

Group Mame: ||

™ Show all suspended

[” Show Canadian Provinces

—Uszer ID and Password Authentication

[T Uze'windows Logon

2.  To show in the My Filings and Filings tabs filings with suspense activities
regardless of date that require action, select the Show all suspended check
box.

OR

To show in the My Filings and Filings tabs only those filings with suspense
activities up to the current date that require action, clear the Show all
suspended checkbox.

3.  Click OK to save the settings.

Displaying or Hiding Canadian Provinces

Tracker allows you to create, submit, and track filings for Canadian provinces.
There is a check box in System Defaults which allows you to specify if Canadian
provinces appear in Tracker. By default, this check box is not selected. If you need
to create filings for Canadian provinces, you will need to select this check box.

If provinces are displayed, then provinces are available within most parts of
Tracker just as states are. This means they are available when companies are being
created in Tracker, and within filings. However, note that no regulatory
information on provincial filings is maintained within Tracker.
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Method: Display or hide Canadian provinces

1.  Select Admin > System Information > System Defaults.

The System Defaults dialog displays with the Settings tab displayed.

System Defaults

Seltings | Custom Field Labels | RS Custom Field Labels | RS Updats Setiings | Profile Affition Citeria |

— System Settings

Group Mame: ||

[T Show all suspended

[T Show Canadian Provinces

—Uszer ID and Password Authentication

[ UseWindows Logon

2.  To display Canadian provinces, select Show Canadian Provinces.

3.  To hide Canadian provinces, deselect Show Canadian Provinces.

4.  Click OK to save your changes and close System Defaults.

Setting User ID and Password Authentication

You can select a Windows Authentication option for the Tracker logon. With this
option, a user’s Windows ID and password are used to access Tracker. Users will

no longer need a separate user ID and password for Tracker.

In addition to ease of use for users, the main benefit of this option is that your
company can systematically enforce your password update policy, without any

additional set up or configuration in Tracker.

By default, the Windows Authentication option is not enabled.

Method: Enable Windows Authentication

1.  Select Admin > System Information > System Defaults.

The System Defaults dialog displays with the Settings tab displayed.

System Defaults

Settings | Custom Field Labels | RS Custom Field Labels | RS Update Satings | Profii Affiiation Citera |

— System Settings

Group Mame: ||

™ Show all suspended

[T Show Canadian Provinces

—Uszer ID and Password Authentication

[ UseWindows Logon
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2. Select the Use Windows Logon check box.
3.  Click OK to save your changes and close System Defaults.

Note: Ifyou do not select Use Windows Logon, no password change will automatically
occur or be enforced in Tracker. When a user changes their Windows password, it
will not be passed into Tracker; the user’s Tracker password would stay the same
until changed. See Changing Your Tracker Login Password on page 113.

Important: The logon setting applies to all Tracker users. A user cannot select their own logon
preference. The logon setting selected at the Admin level controls which fields are
then enabled on each user’s profile.

Custom Field Labels

Custom fields allow you to capture and store additional information pertinent to
your company and the way you perform filings.

You are able to change the label name of the custom fields to reflect the value
captured in those fields. The value you enter for the custom field label is the text
that will appear beside the corresponding custom field in Tracker. The custom
field labels are organized according to where they are located in Tracker.

Method: Define or edit custom field labels

1.  Select Admin > System Information > System Defaults.
The System Defaults dialog displays with the Settings tab displayed.

Settings | Custom Field Labels | RS Custom Fisld Labels | RS Update Settings | Profils Affiation Citeria |

— System Settings

Group Mame: ||

™ Show all suspended

[” Show Canadian Provinces

—Uszer ID and Password Authentication

[T Uze'windows Logon
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2. Click the Custom Field Labels tab.

x
Settings  Custom Field Labels | RS Custom Field Labelsl RS Update Settings I
— Custam Field
Company: |Eustnm Filing Group: IEustnm
Publication: I[;ustgm Filing: |Eust0m
 Filing Details - Custam D at —Publication
Date 1: IEustomW Date 1: IEustom‘I
Date 2: |Eust0m2 Date 2 |Eust0m2
Date 3: ICustomS Date 3: ICust0m3
Date 4: ICustom4 Date 4 ICustom4
~ User —Attachment
Field 1: |Custom1 Rate: |Cust0m
Rule: | Cush
Field 2: [Custom i el
Form: | Custom
Field & [Custom3
— Activity
Field 1: ICuslUnﬂ Field 2: | Custom2

ok I Cancel |

Each field on the tab corresponds to custom fields in that part of the Tracker
system. In each custom field box, enter the name that you would like to
appear as the field label in that part of the system.

For example, to store your company’s courier account number, enter a value
of “Courier Acc” in Company. When you view the Company Information
window, there will be a new field label of Courier Acc.

— Cuztom Fieldz

Company |I:u:|urier Aoc

Public:ation: Il:ustljm

— Contact

Phaone: |34?-2EI'| 5642 Faw |347-2915

Tall Free
Phone: |388-323-1111 URL:

MAIC Grou
Code: | 3321 NAIC Code: [5423 FEIN: |[5456-544¢

State of -
Domicile: IFL' Florida j

IEDurier .-’-‘«cc:'

il

3.  When finished, click OK.

Note: You will have to log out of Tracker and log back in to see any changes made in the
custom field labels at the Filing Group level.
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RS Custom Field Labels

You can assign a custom name to the tab and to each of the free format fields in
the RS Custom Fields within the Regulatory Specialist.

Method: Change RS custom field labels

1. Select Admin > System Information > System Defaults.
The System Defaults dialog displays with the Settings tab displayed.

Settings | Custom Field Labels | RS Custom Fisld Labels | RS Update Settings | Profils Affiation Citeria |

— System Settings

Group Mame: ||

™ Show all suspended

[~ Show Canadian Provinces

—Uszer ID and Password Authentication

[ UseWindows Logon

2. Click the RS Custom Field Labels tab.

Enter custom
tab name here

Enter custom field
labels here

System Defaults x|

Settings | Custom Field Labefy RS Custom Field Label: | AS Update Settings | Prdfile &ffilistion Criteria

The functionality below allows poNto azsign a custom name to the tab and to e
Fields tab within Regulatory Specialist. Pleaze click on the 'Custom Field Nare' column to enter/edit the name of the field.

Custom Field |
RS Custom Field Tab

Custom Field 1

Custom Field 2 Cusztarn 2
Cuztom Field 3 Cusgtom 3
Custom Field 4 Custom 4
Custom Field 5 Cuztorm 5
Custom Field & Cusztorn B
Custom Field 7 Cusztarn 7
Custom Field 8 Custom 8
Custom Field 9 Custom 9
Custom Field 10 Cuztorn 10

3. Make any necessary changes.
4.  When finished, click OK.

For more information about these fields, see RS Custom Fields on page 413.
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Regulatory Specialist Updates

Regulatory Specialist updates are provided as frequently as required. You access
the updates from a secure server. You can schedule the days and times for
downloading the updates, or you can access the updates whenever you choose.

The Regulatory Specialist update server can trigger emails (from your email
server) to let your users know that an update has occurred. The email will include
a Read Me file with information about the update.

The following sections describe how to configure Tracker to use Ad Hoc
Regulatory Specialist Updates.

. Configuring Ad Hoc Regulatory Specialist Updates on page 41
. Manually Accessing Regulatory Specialist Updates on page 44

. Configuring Tracker to Access the Regulatory Specialist Update Server on
page 45

Configuring Ad Hoc Regulatory Specialist Updates

Complete the following steps to activate and configure Ad Hoc Regulatory
Specialist updates.

Method: Configure Ad Hoc regulatory specialist updates

1. Select Admin > System Information > System Defaults.
The System Defaults dialog displays with the Settings tab displayed.

Seltings | Custom Field Labels | RS Custom Field Labels | RS Update Setings | Profil Affiition Citera |

— System Settings

Group Mame: ||

™ Show all suspended

[T Show Canadian Provinces

—Uszer ID and Password Authentication

[ UseWindows Logon

2.  Click the RS Update Settings tab.
The RS Update Settings tab displays.
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System Defaults g|
Settings | Custom Fisld Labels | RS Custom Fisld Labels RS Updats Settings | Profils Afiation Creria |
Please enter the settings that will be used ta dynamically update Tracker.
=
Lagin Settings to Access the Update Server
LIRL: |https:.-".-"trac:kerupdate.insystems.c:omf’TrackerServices;’CabUpdate.asmx
Uszer name: |
Password: |
Subscription Update Settings
Send status e-mails from: |
Keep logs for: UE': days
Schedule Automatic Updates
™ Use schedule
Stattime: [12008M == Endtme: | 100&M =
Occur every 1 3: week(s] on:
[7 Sunday [ Monday [ Tuesday [ ‘Wednesday
[~ Thursday | Fnday [ Saturday -
Advanced Seftings...
()8 | Cancel |

3.  Check the Use Ad Hoc Regulatory Specialist Update check box to activate
the Regulatory Specialist Update feature.

Important: When you select this check box, it disables the previous manual monthly
download option. You cannot revert back to the monthly option once you have
successfully performed an ad hoc download.

4. Inthe Login Settings to Access the Update Server section:

You can view the URL of the Regulatory Specialist update server where
the updates are stored and accessed: the default path is:

https://trackerupdate.insystems.com/TrackerServices2/
CabUpdate.asmx

Enter the User Name and Password provided by Oracle that Tracker
will use to access the Regulatory Specialist update server. The password
is encrypted before being transmitted to ensure security.

5.  Enter the Subscription Update Settings:

Send status emails from — The email address of the person within your
organization from whom the emails regarding an update should be sent.

Keep logs for __ days — The number of days that the system should
retain the logs which contain the download history for each update. We
recommend that you enter a value of 30. The system will automatically
delete the logs after the specified number of days.
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6.  Select your schedule preferences in the Schedule Automatic Updates
section:

Schedule Automatic Updates
[~ Use schedule

Start time; |12ZUUAM j End time: I 1:00 &k +|_|
Ocur every I 13: week(z) on:

[7 Sunday W Monday [ Tuesday W ‘wWednesday
[T Thursday [ Friday [~ Saturday

e Use schedule — Select Use schedule if you want the system to
automatically retrieve the updates. If you do not select this option, you
will still be able to access the Regulatory Specialist update server and
apply the updates, but you will need to use the manual process: see
Manually Accessing Regulatory Specialist Updates on page 44.

e Start time and End time — The time range and day(s) in which you
want the system to download any available updates.

Note: We recommend that you allow for a period of at least two hours during which all
users must be logged out of Tracker.

If any users are logged into Tracker when the download is scheduled to
occur, the download process will fail but the system will periodically

retry the download during this time range. If the users log out before the
download period ends, the system will process the available downloads.

If any user remains logged into Tracker during the entire time range, no
downloads will be applied. An email will be sent to the users indicating
that a download was attempted but failed. The user(s) logged in will not
be identified in the email. You can then decide if you want to attempt to
manually obtain the downloads or simply wait until your next regularly
scheduled interval.

*  Occur every _ weeks - Enter the frequency with which you want your
system to automatically query the Regulatory Specialist update server
and download any available updates. You can select 1, 2, 3 or 4 weeks.

You also need to specify the day(s) of the week on which you want this
update process to occur. For example, suppose you choose:

Occurs every 1 week(s) on Sunday, Tuesday and Thursday

In this case, your system will query the Regulatory Specialist Update
Sever once a week, every Sunday, Tuesday and Thursday. If there any
available updates during this time, the system will automatically update
your system with the revised information. If there are no updates during
this time, no downloads will occur.

TRACKER P&C VERSION 6.6 USER GUIDE 43



THE ADMINISTRATION MODULE

Note: If you select to use the schedule, you must make a selection for
both the number of weeks and the day(s). If you fail to make both these
selections, the system will prompt you with a warning and you will be
unable to close the tab until you make a selection.

If there are downloads available which you try to access according to
your schedule, the system will send you a download status email
indicating the number of downloads that were attempted, and whether
each attempt was successful. If there is more than one download
attempted within a single scheduled period, only one email will be sent
for that download session.

Manually Accessing Regulatory Specialist Updates

If you do not want to configure the system to automatically retrieve and apply the
updates on a scheduled basis, you can still retrieve and apply the updates, but you
will need to do this manually.

If you do use scheduled updates but you need to retrieve and apply an update
outside of the schedule you have set up, you need to complete the following
procedure and select the available update(s).

Method: Manually access the Regulatory Specialist updates

1.  Select Admin > Load >Subscription.

The Update Regulatory Specialist displays.

Update Regulatory Specialist

—Select the RS update to be applied

Update D | Publizhed Date | Dezcription -
02/13/2009 Filing Forms Changes bar ba, WY, Wwis, MH, WY and OR: BS Changes for M
93 03413/2009 Filing Forms Changes for ", TH, NY and LA; RS Changes for MO, Ma, [
34 04,/01/2009 Filing Forms Changes far Ca, HI, LA, 1D, IL and KY'; AS Changes faor MW
95 05,/04,/2009 Filing Forms Changes for Ca, La, Ma, IL and NY'; RS Changes for GA, MD
96 07/A15/2009 Filing Forms Changes for CA, CT, LA, MA, SC, 5D, CO, IL, MN, N and OF
97 07/21/2009 Filing Forms Changes far WD, CT, Ma, CO and NY': RS Changes for £, O+
4| | &
Reapply previous updates Start Update | Llose |

—Progrezs Messages
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The update files listed here are all the updates that Oracle has published to
the Regulatory Specialist update server since your last download (manual or
scheduled), and any previous updates you didn’t download.

2.  Select the update(s) that you want to download by highlighting them while
holding the Shift key.
Note: You cannot select updates out of order or skip any updates.
3.  Click Start Update.
The selected updates will begin downloading.

If you click Cancel during the download, the update file currently being
downloaded will still be processed. Any remaining updates will not be
downloaded.

When the download is completed, a status email will be sent. It will indicate
whether the download session was successful or not, and include a
cumulative ReadMe file.

Configuring Tracker to Access the Regulatory Specialist
Update Server

This section describes the information that Tracker requires for the
communication between your server and the Regulatory Specialist Update server.

There are two areas within Tracker that you need to configure with the required
information:

. Tracker Monitor Settings on page 45
. Proxy Settings on page 46

These settings correspond to the tabs on the Server Settings dialog.

Tracker Monitor Settings

The Tracker Monitor is a Windows Service application which controls the
communication between Tracker and the Regulatory Specialist Update Server.
When set to use Automatic Updates, the Tracker Monitor queries the Regulatory
Specialist Update Server for any available updates and if it finds an update,
retrieves it and applies it to your system.

The Tracker Monitor also connects with your mail server to send emails to your
users about the number of downloads that were attempted and their success or
failure.

The following procedure is used to configure the Tracker Monitor connection
settings.

Method: Configure the Regulatory Specialist Tracker Monitor
settings

1.  Select Admin > System Information > System Defaults.
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The System Defaults dialog displays with the Settings tab displayed.

Settings | Custom Field Labels | RS Custom Fisld Labels | RS Update Settings | Profils Affiation Citeria |

— System Settings

Group Mame: ||

™ Show all suspended

[~ Show Canadian Provinces

—Uszer ID and Password Authentication

[ UseWindows Logon

2.  Click the RS Update Settings tab.
3.  Click Advanced Settings.
The Server Settings dialog displays.

Server Settings ﬂ

Tracker Monitor Settings | Prawy Setting$|

Please specify the following infarmation for the Tracker
Monitar Services.

 Tracker Manitar Service installed on

Server Name: I

Server Port: I il

— Use thiz server for uzer notification

Mail Sermver: I

4.  Inthe Tracker Monitor Settings tab, enter a unique Server Name and set
Server Port to 8989 for the Tracker Monitor Service.

5.  Enter the name of the Mail Server that will be used to notify users
regarding the Regulatory Specialist updates.
Proxy Settings

If you use a proxy server to access the Internet, you will need to configure the
proxy settings.

Method: Configure the proxy settings

1.  Select Admin > System Information > System Defaults.

The System Defaults dialog displays with the Settings tab displayed.
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System Defaults

Settings | Custom Field Labels | RS Custom Fisld Labels | RS Update Settings | Profils Affiation Citeria |

— System Settings

Group Mame: ||

[~ Show all suspended

[~ Show Canadian Provinces

—Uszer ID and Password Authentication

[T Uze'windows Logon

2.  Click the RS Update Settings tab.
3.  Click Advanced Settings.

The Server Settings dialog displays.
4.  Click the Proxy Settings tab.

Server Settings il

Tracker Monitor Settings Prowy Settings |

If your company uzes a proxy server, pleaze specify the following
necessary information.

[ Use Prosy Server

— Promy Server
) Frosy Script
URL: |

) Manual

Server Mame: IIacthDst

Fort: I 0

— &uthentication Type

" Basic Authentication

Uszer Mame: |

Pazzword: I

€ windows Authentication

0K I Cancel |

5.  Select the Use Proxy Server check box.

The Proxy Server settings become active.

6. Ifyou are using a proxy server script, select the Proxy Script check box and
enter the URL of the script. For example, Attp://host name/PAC/proxy.pac.

7. If you are using manual proxy settings, select the Manual check box and
enter the proxy Server Name and Port.

8.  Select the Authentication type used by your organization:
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*  For basic username/password security, select Basic Authentication.
Enter the user name and password which the proxy uses to access the
Internet. Your IT department will have this information.

* Touse Windows Authentication, simply select this option.
9. Click OK.

If you use a proxy server to access the Internet, the information entered here
will be used to populate the Proxy Settings tab within the SERFF System
Defaults tab.

10. Click OK.
The System Defaults dialog closes.

Profile Affiliation Criteria

You can set up Tracker so that users will only see the filing profiles for the LOBs
or states that are assigned to them. To assign specific LOBs or states, see
Configuring Profile Affiliation on page 77.

You can also set the maximum number of hours a filing profile can be outstanding
before it is automatically displayed when the user logs on.

1.  Select Admin > System Information > System Defaults.
The System Defaults dialog displays with the Settings tab displayed.

Settings | Custom Field Labels | RS Custom Fisld Labels | RS Update Settings | Profils Affiation Citeria |

— System Settings

Group Mame: ||

™ Show all suspended

[” Show Canadian Provinces

—Uszer ID and Password Authentication

[T Uze'windows Logon

2.  Click the Profile Affiliation Criteria tab.

System Defaults

Settings I Cuztom Field Labels I RS Custom Field Labels I RS Update Settings  Profile Affiliaban Criteria

—diffiliate Profiles By

¢ LOB
¥ State

" Mone

r— Outstanding Profiles

View all profiles outstanding for mare than I DE hours
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3.  To select which profiles that all users will see, select one of the following
items in the Affiliate Profiles By area:

* if you want all users to see the filing profiles that only contain the LOBs
assigned to them, select LOB

¢ if'you want all users to see the filing profiles that only contain the states
assigned to them, select State

* if you want all users to see all the filing profiles, select None

4.  To specify the maximum number of hours a filing profile can be outstanding
before it is categorized as outstanding, enter a value in the View all profiles
outstanding for more than _hours field.

This value applies only to user levels that have been configured to view
unassigned and outstanding filing profiles. For more information, see Security
Access Levels on page 50.
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Security Access Levels

Initially, you determine what functional user levels are required at your company
location, and then assign various security settings for these user levels.

This section describes
. Understanding Security Settings on page 50
. Configuring Security Access Levels on page 51

Understanding Security Settings

Each security access level has three types of security settings: generic, SERFF-
specific, and Filing Profile-specific.

Generic security settings

. Read/View filing data

. Edit/Modify/Append filing data

. Add/New/Create filing data

. Delete/Erase filing data

. View administrative functions
. Perform administrative functions
. Perform subscription loading

. Remove from Filing Package tab (activities)

. Add/Edit content in Regulatory Specialist custom fields

SERFF-specific security settings

. Delete My SERFF Messages (from the SERFF messages tabs)
. Delete All SERFF Messages (from the SERFF messages tabs)
. Set EFT Authority Level

Filing profile-specific security settings
. Accept/Reject/Suspend filing profiles
. View filing profiles

If a user accepts the filing profile, Tracker creates the appropriate filings
automatically, including the filing documents attached to the filing profile and any
required state filing forms.

If a user rejects the filing profile, a reason for the rejection is required and the
filing profile is returned to Launcher for revision and resubmission to Tracker.

If a user suspends the filing profile, they can defer reviewing the filing profile.
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If enabled, users can view filing profiles based on the states or LOBs affiliated
with them. See Profile Affiliation Criteria on page 48.

Configuring Security Access Levels

Tracker employs a flexible security system that allows your company to
customize each of 10 access levels to reflect the hierarchy of your organization.
Each level can be configured to allow access to a given set of Tracker tasks, so
that users can see and use only the functions necessary to them, streamlining the
access and processes and enabling tight control of the filing process within your
departments.

This section describes:
. Defining Security Access Level Titles on page 51
. Defining Security Access Levels on page 52

. Assigning User Access Levels on page 53

Defining Security Access Level Titles

You can change the default access level titles to match titles used in your
organization.

Method: Define an access level title

1.  Select Admin > System Information > System Security.

The Security Access Levels dialog displays.

Secunty Access Levels

Adminiztrator I Manager | User | Reviewer | Viewer | Level 6] Level 7| Level 8| Level 8| Level 10]

— System Activities — SERFF Specific System Activities
The meszage suppression functionality iz anly applicable
for mezzages on filings created in Tracker 6.1 and B.3.
¥ Edit/Modify/sppend Suppress notification for the fallowing from the MY SERFF
¥ add/Mew/Create Meszages and the ALL SERFF Messages tabs
IV Delete/Erase TH*  CH*
v Wiew Administrative Functions Public ccess Assigned / Changed [T r
I~ Perfarm Admiristrative Functions Arived at State - o
¥ Subscription Loading Viewed by State -
W Femove from Filing Package Aizzigned To Reviewesr (i -
¥ Add/E dit Content in Fegulatory Specialist Custom Fields State Statuz Changed -
Filing Closed o
— Filing Profile S pecific Activities Fiiing Fre-Opened r r
[V Sccept/Heect/Suspend Filitia Prafies:
I Delete My SERFF Messages
I | e Filing Profiles
" Delete Al SERFF Messages

EFT Fee Autharity Lewvel: ILeveI 1 j

*TH = Tranzmittal Header **CH = Component Header

Fiename Levels | ak. I Cancel |
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2.  Click Rename Levels.
The Rename Security Levels dialog displays.

Rename Security Levels

Administrator Level 8
b anager Level 9
Analpst Level 10
Shr. Analyst

Officer

Supervisor

Level ¥

e |

Click the title you want to rename and click Rename.

Type in the desired new level title and press Enter.
Repeat steps 3 and 4 to rename other security levels.

When finished, click Close.

AU S

Your changes are saved.

7.  Click OK to exit the Security Access Levels dialog.

Defining Security Access Levels

For each access level, you can define which activities can be performed within
Tracker.

Method: Define a security access level

1.  Select Admin > System Information > System Security.

The Security Access Levels dialog displays.
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Secunty Access Levels

Adminiztrator I Manager | User | Reviewer | Viewer | Level 6] Level 7| Level 8| Level 8| Level 10]

— System Activities — SERFF Specific System Activities
The meszage suppression functionality iz anly applicable
for mezzages on filings created in Tracker 6.1 and 6.3.
¥ Edit/Modify/sppend Suppress notification for the fallowing from the MY SERFF
W Add/Mew/Create Messages and the ALL SERFF Messages tabs:
IV Delete/Erase TH#  CH=
V' Wiew Administrative Functions Public dccess Assigned / Changed T T
V' Perform Admiristrative Functions Amived at State |
W Subscription Loading “Wiewed by State O
vl R emove from Filing Package Azzigned To Reviewer (i o
v &dd/E dit Cantent in Flegulatory Specialist Custom Fields State Status Changed -
Filing Closed o
— Filing Profile 5 pecific Activites Fiing Fre-Opened - r
¥ Scoept/Heest/Suspend il Prafiks:
I Delete My SERFF Messages
[V | YiewFilina Prafiles
™ Delete &1l SERFF Messages
EFT Fee Autharity Level: ILeveI 1 j

*TH = Tranzmittal Header  **CH = Component Header

Fename Levels | ak I Cancel |

2.  Click the tab for the security access level for which you want to define
permitted functions.

3. Select the check boxes beside all the functions you want this level of user to
be able to perform.

Note: As indicated in this dialog, message suppression functionality applies only to
SERFF filings created in Tracker 6.1 and 6.3.

4. Repeat steps 2 and 3 for each security access level you have defined.

5.  Click OK to save your information and exit the dialog box.

Assigning User Access Levels

Users are assigned a specific security access level on their User Profile dialog
screens. See Adding New User Profiles on page 75 for details.
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Company Information

This section describes:

. Understanding Company Information on page 54

. Adding New Companies on page 54

. Understanding Company Codes on page 56

. Entering or Editing General Information for Companies on page 56
. Entering or Editing Authority Information for Companies on page 59
. Entering or Editing Resource Information for Companies on page 62
. Deleting Companies on page 63

. Accessing Existing Company Information Records on page 64

Understanding Company Information

The Company Information screens are where you enter all of the pertinent
information about the companies for which your company prepares filings. There
is a separate company information record for each company, office, or location.
This information is divided into the following types, located on the corresponding
tabs:

. General information, which includes basics such as address and company
code
. Authority information, which includes the states and lines of business in

which each company is licensed to sell insurance

. Resources, which lists the names of personnel occupying various positions
within the company

Important: All company information must be entered into the Tracker system during the

initial system set up. You cannot begin to create and manage filings within
Tracker until this information is in place.

Adding New Companies

You must add at least one company before you can start working with filing
groups and filings.

Method: Add a new company

1.  Select Admin > Company Information.

The Companies dialog displays.
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x

I:cu:lel Mame I Phone Add |
T2 Towne Casualty 905-284-2604 .

T1 Towne Insurance Compary ars-363-7027 il
T3 Towne PEC 05-623-4371

Delete |

Cloze

2.  Click Add.
The Company Information dialog displays.

Company Information

General 1 Authority I Resources

Mame: ‘ Code:
Main Address
Address: ‘ |

City: ‘
State: ‘ j Zip Code:

Altemate Address
Address: ‘ |

City: ‘
State: ‘ j Zip Code:

Contact
Phore: | Fax: |
Toll Free
Phone: | uRL: |

MAIC Group
Code: ‘

MAIC Code: | FEN: |

State of
Domicile: j Insurance Type
(o [

Cusztom: “

Company Profile

Company Type: |

SERFF EFT
Payer LUNID: | [ Primary EFT

[T
oK | Cancel Apply |
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3.  Enter General Information and Authority Information. (See detailed
directions in Entering or Editing General Information for Companies on
page 56 and Entering or Editing Authority Information for Companies on
page 59).

4.  Assign Resources. (See detailed instructions in Enfer resource information
for a new company on page 62).

5.  Click OK to save your data and return to Companies.

6.  Repeat steps 2 to 5 to add additional companies.
7.  When finished, click Close.

Understanding Company Codes

Each company you file for must be assigned a unique two-character code for easy
identification within Tracker. When you enter a new company into the system, be
sure to choose a new code which you have not already used to identify another
company. Any combination of numbers and letters in the two-digit code is
acceptable (with the exception of the reserved system code (CG).

In addition, each company can have an NAIC Code. If you enter an NAIC Code,
Tracker ensures that it is 5 digits long and that you have not already used the same
NAIC Code to identify another company.

Note: In the absence of an NAIC Code, SERFF will use the company’s Federal
Employer Identification Number (FEIN).

Entering or Editing General Information for

Companies

This section provides detailed directions for entering general information on a
new company or updating the general information for an existing company.

Method: Enter or edit general information for a company

1.  Select Admin > Company Information.

The Companies dialog displays.
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x

I:cu:lel Mame I Phone Add |
T2 Towne Casualty 905-284-2604 .

T1 Towne Insurance Compary ars-363-7027 il
T3 Towne PEC 05-623-4371

Delete |

Cloze

2.  Click Add to create a new company, or select an existing company and click
Edit.

3.  On the General tab of the Company Information dialog, enter the Name of
the company and a unique, two-digit Company Code.

4.  Enter the company’s Main Address, and then the company’s secondary or
Alternate Address if applicable.

5.  Enter Contact information for the company:

* Enter company’s main Phone Number, Toll-Free Phone Number, Fax
Number, and URL. (Formatting rules apply.)

¢ Enter the company’s NAIC Group Code and the NAIC Code (the
NAIC company code), if applicable.

*  Enter the company’s Federal Employer Identification Number (FEIN).
The correct format is NN-NNNNNNN, where N is a numerical digit.

*  Enter the company’s State of Domicile.

6. Enter Company Type. If populated, the field will be passed to SERFF on
each filing. This field can be used to capture information about what type of
insurance a company is licensed to write. Typical values include Property &
Casualty, Life, Health, and so on.

7. If you have registered with the NAIC to pay filing fees by EFT for this
company, enter the UNID number assigned by the NAIC in Payer UNID.

8.  If you want this company to be the default company to which the EFT filing
fee payment is allocated for company group filings in states which charge
the filing fee on a per company basis, select the Primary EFT check box.
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10.

11.

12.
13.

14.
15.
16.

If you want to allocate the filing fee across several companies in such
filings, leave this check box cleared.

Click Edit Departments.
The Departments dialog displays.

ﬂ
Code | Department Mame | FPhane | Add
T Marketing 877-363-7027 Edit
T Legal 877-363-7027
T1 Product Development a7 7-363-7027

T1 Undenwiting a77-363-7027 Delete |

Cloge |

To create a new department, click Add, or select an existing department and
click Edit.

The Company Department dialog displays.
%

Company: |Towne Insurance Company- T1

Address; |4EDD Maclee Street I

City: IAtIanta
State: IGﬂ-Georgia j Eoiiap' ISDDB?
Phone: |4u4-234-2504 Fax |a??-519-1419

Taoll Free L077.
bl IBBB 877-8302

ak I Cancel |

Enter the Name of this department. Modify any other information as
required.

Click OK to save the department information.

Repeat steps 10 to 12 until you have made all required additions or
modifications.

When finished, click Close.
Click Apply to save the information you have just entered.

If finished entering information, click OK, then click Close.
OR
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To continue setting up a new company, select the Authority tab, and
proceed to enter authority information. (See Entering or Editing Authority
Information for Companies on page 59.)

Entering or Editing Authority Information for
Companies
This section provides detailed instructions for entering authority information

when adding a new company. This method can also be used to update the
authority information for an existing company.

Method: Enter authority information for a new company

1.  Select Admin > Company Information.

The Companies dialog displays.

x

I:cu:lel M ame I Phone Add |
T2 Towne Casualty 905-284-2604 .

T1 Towne Insurance Compary ars-363-7027 il
T3 Towne PEC 05-623-4371

Delete |

Cloze

2.  Click Add to create a new company, or select an existing company and click
Edit.

3.  Click the Authority tab.
The Authority tab displays.
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Company Information

General  Autharity | Hesourcesl

Campary: |Towne Inzurance Campany

State |D: I

ik - dlaska

- al - Alabama

R - Arkangas

S - Amencan Samoa
i - Aizona

o Cy - California

L0 - Colorada

« CT - Conhecticut

- D - District of Columbia
- DE - Dielaware

- FL - Flanida

- G - Georgia

G - Guam

= HI - Hawaii

- lowa

|0 - ldaha

L - llinoiz

N - Indiana

K5 - Kansas

K- Kentucky

- Lé& - Louisiana

by - M aszachusetts
=MD - Maryland
o ME - Maine

#dd | Update | Detete |

r Line of Business

Code: I

I

Organization 1: I

]

Affiliation 1:

O Subsciber 0 Member

{7 Genvice Purchaser

Organization 2

I

Affiliation 2:

O Subsoiber 0 Member

{7 Semvice Furchaser

Organization 3 I

I

Affiliation 3:

= Subzciber ) bember

! Semvice Purchaser

add | Updsie | Do |

QK Catcel Apply

4.  Click Add (located below State ID).

The Company State Authority dialog displays.

Company State Authority E |

Available States:

Ak Alaska
AL- Alabama
AR- Arkanzaz
A5- Amenican Samoa
L7 Arizona
C0- Calarado
DE- Delaware
FL- Florida
G4- Georgia
G- Guam
HI- Hawwaii

[&- lowa

|D- 1dakio

IL- Hliroig

IM- Indiana
k.5- Kanzasz
k- Kentucky
L& Louiziana

[ 1

>

<X

|
<]
<

Licenzed States:

Cé- Califarnia

CT- Connechicut
DC- Digtrict of Columbia Cancel |

]9
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5.  On the list of Available States, select the states in which this company is
licensed to sell insurance and move them to the Licensed States list by
using the right arrow button.

Clicking on the double arrows will move all entries.

6.  When all of the states for which the company is licensed appear in the
Licensed States list field, click OK to return to the Authority tab.

The selected licensed states will now appear in the list field at the left of the
tab.

7.  To enter or modify the State ID for a state, click the state in the list, enter the
state identification code for this company in the text box, and click Update.

If entered, the State ID will be sent to SERFF.

8. Toadd LOBs to a state for this company, click the Add button located near
the bottom of the tab.

9. The Company LOB Authority dialog displays.

Company LOB Authority

Awvailable LOE: Licenzed LOE:

x|
B4 - Bailer & M achinem s Fid - Farm ]
BO — GL - Gerneral Liability —l

- Buziness Dwners
CA - Commercial Auto
CF - Commercial Fire
CH - Crop Hall B3
Ch - Cornmercial Inland kar
CR - Commnercial Crime
CST- Custom LOB €4
DF - Dwwelling Fire
DL - Perzonal Liability
FI - Fidelity
HO - Home Qwners
KA - Cugtam LOE for testing
ML - Multiple Lines
P, - Private Paszenger Aubc—
P - Personal Inland Marine
PP - Personal Package
PR - Profeszional Liability
[0 - My Test LI

Pl

Cancel

E
<

10. From the Available LOB list, select the lines of business for which this
company is licensed to sell insurance in this state and move them to the
Licensed LOB list using the right arrow button.

Clicking on the double arrows will move all entries.

11. When all of the lines of business for which the company is licensed in this
state appear in the Licensed LOB:s list field, click OK to return to the
Authority tab.

The selected licensed lines of business will now appear attached to the
selected state in the list on the left.

12. Repeat steps 7 through 11 for each state listed.
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13. To remove a state (and all lines of business attached to it) from the list,
select the state and click Delete. Click Yes to confirm.

14. When finished, click OK to save your information, and then click Close.

Entering or Editing Resource Information for
Companies
This section provides detailed instructions for entering resource information when

adding a new company. This method can also be used to update the resource
information for an existing company.

Note: Resource information can be added to a company record only after user profiles

have been entered into the system. See User Profiles on page 75.

Method: Enter resource information for a new company

1. Select Admin > Company Information.

The Companies dialog displays.

x

Eu:u:lel I ame | Phone Add |
T2 Tawne Casualty 905-284-2604 i

T1 Towne Insurance Company 9773637027 il
T3 Towne PEC 05-623-4371

Delete |

Cloze

1.  Select a company and click Edit.
2.  Click the Resources tab.
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Company Information E2

General | Autheriy  Resources |

Hame
Actuarial Yiswanatha, Azhna
Actuarial Consultant Chan, Ralph
Unclerwriter Mouyen, The-Lam
IS Deneuve, Mitsou
Matary Public: Kloppenburg, Yictaria
Official Famprashad, William
Officer Gaskey Walter
CED Smith, Deborah -

Harges, Zoran

Ok, | Cancel I Apply |

3.  For each resource applicable to this company, select a name from the related
drop-down list.

4.  Click OK to save your resource information and exit Company
Information.

Deleting Companies

You can delete an existing company, as long as it does not have any filings
associated with it.

Important: Companies already associated with filings should never be deleted, as this might
cause record tracking difficulties. Contact Oracle Global Support if you have any
questions.

Method: Delete a company

1. Select Admin > Company Information.

The Companies dialog displays.
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x

I:cu:lel Mame I Phone Add |
T2 Towne Casualty 905-284-2604 .

T1 Towne Insurance Compary ars-363-7027 il
T3 05-623-4371

Delete |

Cloze

2.  Click the company you want to delete.

3. Click Delete.

If this company does not have any filings associated with it, a confirmation

dialog displays.

4.  Click Yes to confirm the deletion (or No to cancel).

The updated Companies list displays.

5.  Repeat steps 2 to 4 for other companies you want to delete.

6.  When finished, click Close.

Note: If you attempt to delete a company that is in use (that is, it already has filings

attached to it), a message displays:

Unable to delete this company; it may be in use.

Accessing Existing Company Information Records

You can access existing company information records to review them.

Method: Access an existing company information record

1. Select Admin > Company Information.

The Companies dialog displays.
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x

I:cu:lel Mame I Phone Add |
T2 Towne Casualty 905-284-2604 .

T1 Towne Insurance Compary ars-363-7027 il
T3 Towne PEC 05-623-4371

Delete |

Cloze

2. Select a company from the list and click Edit, or double-click the company
you want to access.

The Company Information dialog displays.

3.  When finished examining the company information, click Cancel, then
click Close.
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SERFF Settings

In order to submit filings using SERFF, the Tracker administrator must configure
the Tracker-to-SERFF communication settings. Certain information is mandatory
for use with SERFF. When you first start Tracker, these SERFF System Defaults
fields will be blank.

On the SERFF Defaults dialog there are two tabs: System and Attachment
Format. The following sections describe the settings available and how to
configure the information within these tabs:

. Understanding the SERFF System Defaults on page 66

. Configuring SERFF System Defaults and SERFF Filing Default Options on
page 68

. Configuring SERFF Schedule Item Attachment Formats on page 72

Understanding the SERFF System Defaults
The following section describes the fields on the SERFF Defaults dialog.
x

Systern |Allachmenl Format I

— SERFF System Default

SERFF 5Pl Log On ID: |

SERFF SPI Password: |

Filing Rule URL: |

Stale Fiing URL: |

Aftachment LIRL: I

Hide &l Meszages After I _I: Days

— SERFF Filing Default O ption:
Project #: ITracker Filing 101 j
Froject Name: IProgram Drescription j
Froduct Name: IProgram [rezcription j

— EFT Fee Autharity Level
pdd || Dok |
Autharity Level Description | b @i Amount
Advanced Settings...
ok I Cancel |

SERFF SPI Log On ID and SERFF SPI Password

When you have fully registered with the NAIC and have activated your SERFF
account there, the NAIC will assign you a SERFF SPI Log On ID and
Password. This combination of log on ID and password is unique to your
organization, and you will be assigned only one log on ID and password
regardless of the number of companies you are licensed to file under or the
number of companies included in a single filing.
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Tracker automatically passes the SERFF SPI Log On ID and Password with
each filing submitted to SERFF. (The password is encrypted before being
transmitted to ensure security.)

Because the SERFF SPI Log On ID and Password are unique to your
organization, they are used to validate and authenticate your company information
for filings before they are transmitted to the relevant state DOIs through SERFF.
The SERFF SPI Log On ID is also used to identify and track your filings in
SERFF, including tracking the number of transactions you have performed
through SERFF. Because your filings are uniquely identified within SERFF,
SERFF can automatically transfer messages on your filings from the relevant state
DOIs back to you in Tracker.

Filing Rule, State Filing and Attachment URLs

The three URLs listed on the System tab of the SERFF Defaults dialog are for
SERFF’s production servers.

The Filing Rule URL is the address of the server where all SERFF filing
requirements all stored. The states are responsible for entering and updating the
data on the Filing Rule server. The NAIC is responsible for the actual
maintenance of this server.

The State Filing URL is the address of the server where your actual state filings
are stored. The State Filing server is located at the NAIC and maintained by them.

The Attachment URL is also required by the NAIC.

Values for these URLs are provided directly by NAIC upon receipt of a signed
NAIC SERFF agreement.

Note: The NAIC periodically performs maintenance on the SERFF servers. When this
occurs, Oracle will email you in advance with the approximate times that the
maintenance will occur so that users can schedule their SERFF filings
accordingly.

Hide All Messages After [ ] Days

As you receive messages from SERFF about the status of your filings, they will be
logged in the Log Entries subtab within the SERFF tab of the filing, and in the
My SERFF Messages and All SERFF Messages tabs (collectively referred to as
the Message Center) at the top level of Tracker.

The value you enter in this field is the number of days messages will be displayed
after the date they were received by Tracker in the Message Center tabs. Messages
and their contents will always be available for viewing in the filing and within the
Log Entries subtab of the filing to which they apply. Certain message types such
as Note to Filer, Objection Letters and Disposition Reports will also appear under
the Correspondence tab within the filing to which they apply.

SERFF Filing Default Options

This section contains three settings. Default values can be set by making choices
from drop-down menus:
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The default value for Project # has the following choices:

Company Reference #
Filing Custom Field

Filing Group Custom Field
Filing Description

Filing Group Description
Filing Group name

None

Tracker Filing ID

The default value for Project Name has the following choices:

Filing Description

Filing Group Description
Filing Group name

None

Program Description

The default value for Product Name (for SERFF filings) has the following
choices:

Custom

Filing Description

Filing Group Description
Filing Group Name
None

Program Description

Configuring SERFF System Defaults and SERFF Filing
Default Options

To set or make changes to the SERFF System Defaults and SERFF Filing Default
Options, follow these steps:

Method: Configure the SERFF system defaults settings and SERFF
Filing Default options

1.

Select Admin > System Information > SERFF System Defaults.
The SERFF Defaults dialog displays.
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SERFF Defaults x|

System |Attachment Farmat I

— SERFF System Default

SERFF 5Pl Log DnID:I

SERFF SPI Password: |

Filing Rule URL: |

State Fiing LRL: |

Aftachment LIRL: I

Hide All Meszages After I _Ij Days

— SERFF Filing Default Optian:

Project #: ITracker Filing 1D j

Project Name: IProgram Description j

Froduct Name: IProgram [rezcription j

— EFT Fee Authority Level
pid | Dol |
Autharity Level Description | b awimum Amount
Advanced Settings. ..
oK I Cancel

2. On the System tab, complete the following fields:
SERFF System Defaults:
¢ SERFF SPI Log On ID
* SERFF SPI Password
e Filing Rule URL
* State Filing URL
e Attachment URL
e Hide All Messages After # Days
SERFF Filing Default Options:
*  Project#
*  Project Name
*  Product Name

3.  Ifrequired, configure the EFT Fee Authority Levels. See EFT Fee
Authority Levels on page 70.

4. Click OK.

The data is saved, and will be applied to every SERFF filing created in
Tracker.
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EFT Fee Authority Levels

If you will be using EFT to pay filing fees where permitted in SERFF, in addition
to entering the Payer UNID for each of your companies, (see Entering or Editing
General Information for Companies on page 56), you need to enter:

. a description for each level within your organization that you want to be
able to authorize EFT filings
and

. the maximum dollar amount for an EFT filing that the specified level can
authorize

Important: You can enter as many levels as you need, however, you must enter at least one

Note:

authorization level and maximum amount for the one level. If you do not enter
any information in this section, the system assumes that EFT has not been
authorized and no one will be able to use the EFT functionality.

The EFT Fee Authority level information you enter here controls the options
which display in the EFT Fee Authorization Level field on the Security Access
Levels and which then can be affiliated with each access level.

Method: Establish an EFT Fee authority level

1.  Select Admin > System Information > SERFF System Defaults.
The SERFF Defaults dialog displays.

SERFF Defaults x|

System |Attachment Farmat I

— SERFF System Default

SERFF 5Pl Log DnID:I

SERFF SPI Password: |

Filing Rule URL: |

State Fiing LRL: |

Aftachment LIRL: I

Hide All Messages After I _Ij Days

— SERFF Filing Default Optian:
Project #: ITracker Filing 1D j
Project Name: IProgram Description j
Froduct Name: IProgram [rezcription j

— EFT Fee Authority Level
pid | Dol |
Autharity Level Description | b awimum Amount
Advanced Settings. ..
oK I Cancel

2. Inthe EFT Fee Authority Levels area, click Add.
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The Authority Level Description field unlocks with a prompt of “Please
enter the range name for the EFT authority level here,” and a Maximum
Amount of $0.00.

3.  Click the description and type in a meaningful name for this authority level.

4.  Click the value to the right and type in the Maximum Amount for this
level.

Note: This is a per-EFT transaction per-filing maximum. It is not a cumulative
maximum per user or per filing.

5.  Press Enter.

The level is added.
6. Repeat steps 3 to 5 to add additional levels.
7.  When finished, click OK.

Configuring Proxy Server Settings (Advanced Settings)

Note: Complete this procedure only if you use a proxy server to access the Internet. If
you are not sure if you use a proxy server, contact your IT department.

Method: Configure the proxy server settings

1.  Select Admin > System Information > SERFF System Defaults.
The SERFF Defaults dialog displays.

SERFF Defaults x|

System |Attachment Farmat I

— SERFF System Default

SERFF 5Pl Log DnID:I

SERFF SPI Password: |

Filing Rule URL: |

State Fiing LRL: |

Aftachment LIRL: I

Hide All Meszages After I _Ij Days

— SERFF Filing Default Optian:

Project #: ITracker Filing 1D j

Project Name: IProgram Description j

Froduct Name: IProgram [rezcription j

— EFT Fee Authority Level
pid | Dol |
Autharity Level Description | b awimum Amount
Advanced Settings. ..
oK I Cancel

TRACKER P&C VERSION 6.6 USER GUIDE 71



THE ADMINISTRATION MODULE

2. On the System tab, click the Advanced Settings button.
The Proxy Settings dialog displays.

3. Select the Use Proxy Server checkbox.

4.  Select the Authentication type used by your organization:

¢ For basic username/password security, select Basic Authentication,
enter the user name and password which the proxy uses to access the
Internet. Your IT department will have this information.

e To use Windows Authentication, simply select this option.

5.  When finished, click OK.

Configuring SERFF Schedule Item Attachment
Formats

By default, all schedule item attachments sent to SERFF are converted to PDF
when you select the Move to Filing Package check box in the Submit to SERFF
activity dialog box. However, you can use the Attachment Format tab to have
Excel and/or text schedule item attachments sent in their native file format.
Specifically, for each state, you can select whether to send such files in their
native format (Excel or text), and/or as PDFs. If you select PDF and another
format for a state, the attachments are sent on the same schedule item to SERFF.

Method: Configure the SERFF default schedule item attachment
formats

1. Select Admin > System Information > SERFF System Defaults.
The SERFF Defaults dialog displays.
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SERFF Defaults

System |Attachment Farmat I

— SERFF System Default

SERFF 5Pl Log DnID:I

SERFF SPI Password: |

Filing Rule URL: |

State Fiing LRL: |

Aftachment LIRL: I

Hide All Meszages After I _Ij Days

— SERFF Filing Default Optian:

Project #: ITracker Filing 1D j
Project Name: IProgram Description j
Froduct Name: IProgram [rezcription j
— EFT Fee Authority Level
pid | Dol |
Autharity Level Description | b awimum Amount

Advanced Settings. ..

oK I Cancel

2. Click the Attachment Format tab.

The SERFF Attachment Formats dialog displays.

SERFF Defaults

S_I,.lsteml Attachment Format |

State | FOF | Eucel | Tt Mative |
4K, - &laska v r -
4L - Alabamna v r r
4R - Ak ansas v r -
45 - Americat Samoa v r N
47 - drizona v r -
C4 - California [l v r
C0 - Colorada v r -
CT - Comnecticut v r r
DL - District of Columbia I Il [l
DE - Delaware v r r
FL - Flarida v r r
G - Georgia v r r
Gl - Guam v r r
HI - Hawaii v r r
14 - lowa v r r
ID - Idaha v r r
IL - linois v r r
IM - Indiana v r r
kS - Kansas v Il -
K - Kentucky v r r
[ RN = | =

-

=

3.  Configure the default schedule item attachment format(s) sent:

For most states, the SERFF default schedule item attachment format is PDF.
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To change the default schedule item attachment format(s), select or clear the
Excel and/or Txt Native check boxes for the required states. If required,
clear the PDF check box after selecting other check boxe(s).

Based on your selections:

e attachments will be converted and sent as PDF files if the PDF check
box is selected

¢ Excel files will be sent if the Excel check box is selected

¢ text files will be sent if the Txt Native check box is selected

Note: You must select at least one check box per state.
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User Profiles

The Users section contains a listing of all the people at your company who use
Tracker. Each person must have a detailed user profile in the Tracker
administrative tables in order to be able to use the system. Each user’s profile
contains basic identification and contact information for that user.

Adding New User Profiles

User profiles contain essential data about the user, including their security access
level. The user level determines what they can do in Tracker. (See Security Access
Levels on page 50.)

Method: Add a new user profile

1.  Select Admin > Users.

The Users list dialog displays.

Users
1D | Firzt Mame I L azt Mame I
Ashna Aszhina Wizwanatha
Beverlay Bewverley Spenzer
Bill Bill Witk
Caroline Caraline Schmidt
Connell Connel Srith
Dana Dana K.ely
Deborah Deborah Snith
K.eiko Keiko tidori
bitzou b itzou Deneuve
Patricia Patricia Zondervan
Ralph Ralph Chan
Rebecca Rebecca W agner
SUpErvizor System Supervizor
testsuper Test Supervizor
The-Lam The-Lam Mguyen
Yictoria Yictoria Kloppenburg
Walker ' alter Gazkey
Wendy Wendy 'ak.amato
William illiam Ramprashad
Zoran Zoran K.arges Close

2.  Click Add.
A blank User Profile dialog displays.
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User Profile X
General | Profil Affiation |
— Logon &uthentication
- I l FG M
Frefis: d r anager Access Level: ([GERERE]
First Marne: I I Filing Manager EFT Autharity Level: |
Middle Initial: I € Use Windows
Last Mame: I— Iritials: I Windows User ID: I
. % se Tracker
Title: I User ID: I
Designations: I Paszword: I

. - Insurance g (3 Uszer
Department: ] Type: Pil L Group:
Phore: Estension: I
Tall Free Phone: Fau I

Corespondence
Address: I

City: State I - Country: IUnited States
Zip Code: E-Mail I ™ Receive RS e-mail updates

™| Suppress AS Feadme

Signing Authority: [ Signature Block: d
Signature Image: | J
¥ Browse DS ﬂ
‘ UserFiel... | Eust0m2:| Customa:
User Type: I = County: |
State Lic.: I j Lic. Erpiry: I_,-’_,-’ vl
Ok I Cancel |

Select the prefix for this person (for example Mr. or Ms.) from the Prefix
drop-down list.

Enter the Name, Initials, Title and any professional Designations (such as
CPCU, JD or ACS) for this person.

If you want to configure this user as an available selection for a filing group
manager, check the FG Manager check box.

(A filing group manager is the person responsible for a particular filing
group, and is assigned when creating a filing group.)

If you want to configure this user as an available selection for a filing
manager, check the Filing Manager check box.

(A filing manager is the person responsible for a particular filing, and is
assigned when creating a filing.)

In the upper portion of the Logon Authentication section:

*  You can set the security Access Level for this person. For more
information about access levels, see Security Access Levels on page 50.

*  You can set the EFT Fee Authority Level for this person. For more
information, see EFT Fee Authority Levels on page 70.

In the lower portion of the Logon Authentication section, enter the unique
user ID for this person. This will be used as their logon user name. The
information you need to enter here depends on whether you have enabled
Windows authentication for your users.

76

TRACKER P&C VERSION 6.6 USER GUIDE



USER PROFILES

e Ifyou have enabled Windows authentication for your users, Use
Windows is selected. Enter the person’s unique Windows User ID.

e Ifyou have not enabled Windows authentication for your users, Use
Tracker is selected. Enter the Tracker User ID and temporary
Password for this person. You should supply each user with an initial
password and have them change it to a password meaningful to them
alone the first time they log in to Tracker.

See Setting User ID and Password Authentication on page 37 for more
information about Windows authentication.

8.  Enter this person’s Department information. Address information will be
automatically populated according to the department entered. You can
change this information if necessary. (See Entering or Editing General
Information for Companies on page 56.)

9.  Enter this person’s contact information, including their Phone numbers,
Extension, Address and E-Mail address. (Formatting rules apply.)

10. If this person should receive Regulatory Specialist update notification
emails, check Receive RS e-mail updates. If checked, Suppress RS
ReadMe becomes active. Check Suppress RS ReadMe if you do not want
to include the Regulatory Specialist ReadMe file for this person when a
Regulatory Specialist update is performed.

11. To enable an electronic signature for this user (for use in certain custom
letters and filing forms):

a. Check the Signing Authority check box. This activates the other fields
in this section.

b. Click the browse button |:| to browse for the file where this user’s

electronic signature has been stored. Select Browse DMS if the file is
located in a DMS.

Note: The signature must be in BMP or JPG format. The size of the signature on Tracker
filing forms will be adjusted to 1.5 inches wide by 0.5 inches high (a ratio of 3:1).
Electronic signature files with a different dimensional ratio will appear stretched
or compressed.

12. Enter this user’s User Type and State License information (if applicable).
The User Type is used to assign Company Resource information (to be used
on filing forms). See Enter resource information for a new company on page
62 for details.

13. Click OK to save this information and return to the User list dialog.

14. Repeat steps 2 to 13 for other users you want to add.
15. When finished, click Close.

Configuring Profile Affiliation

Note: This topic only applies to installations using Launcher.
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Profile Affiliation Criteria on page 48 describes how you can configure Tracker so
that users will see only the filing profiles for the LOBs or states that are assigned
to them. If you have configured Tracker for this, a Profile Affiliation tab will be
displayed in the User Profile dialog. You can use this tab to then assign specific
states or LOBs to a user.

Method: Configure profile affiliation for a user

You can configure Tracker so that users will see the filing profiles for either the
LOBs or states assigned to them, but not both.

Configuring Profile Affiliation by State

1.  Select Admin > Users.

The Users list dialog displays.

Uszers
[ | First Mame | Lazt Mame |
Aghna Aszhna Yiswanatha
Beverlay Bewverley Spenzer
Bill Bill Witk
Caroline Caraline Schrnidt Delete |
Connell Connel Smith —
[Dana Dana K.elly
Deborah Deborah Srith
Keiko Keiko tidari
Fitzou titzou Deneuve
Patricia Patricia Zondervan
Ralph Ralph Chan
Rebecca Rebecca Wagher
sUpErvizon System Supervisor
testsuper Test Supervizor
The-Lam The-Lam Mguyen
Yictoria Yictoria Kloppenburg
W alter W alter Gazkey
Wendy YWiendy 'ak.amoto
William illiam Ramprashad
Zorah Zoran K.arges Close

2.  Highlight the user name for which you want to affiliate states and click Edit.
3. On the User Profile dialog, click the Profile Affiliation tab.
4.  Click Add.

The list of Available States opens.

78 TRACKER P&C VERSION 6.6 USER GUIDE



USER PROFILES

Ak Alaska -
AL- Alabama

Ch- Califarnia
CT- Connecticut

AR- Arkanzas

A7 Arizona
C0- Colorado
DE- Delaware
FL- Flarida
GA- eorgia
G- Guam
HI- Hawaii

|&- lowa

|0 [daha

IL- Hiniz

IM- Indiana
k.5- Kanzas
k5 Kentucky
LA~ Louigiana

Laa L ]

AS- American Samoa

]

]

<4

|
<]

OC- Diigtrict of Columbia

Ok

LCancel

5. From the list of Available States, select the states to affiliate with this user
and move them to the Selected States list using the right arrow button.

Clicking on the double arrow will move all entries.

6.  When you have affiliated all of the applicable states for this user, click OK
to return to the User screen.

7.  Repeat steps 2 to 6 for other users you want to affiliate with states.

8.  When finished, click Close.

Configuring Profile Affiliation by LOB

1.  Select Admin > Users.

The Users list dialog displays.

Users
1D | Firzt Mame I L azt Mame I
Ashna Aszhina Wizwanatha
Beverlay Bewverley Spenzer
Bill Bill Witk
Caroline Caraline Schmidt Delete |
Connell Connel Srith —
Dana Dana K.ely
Deborah Deborah Snith
K.eiko Keiko tidori
bitzou b itzou Deneuve
Patricia Patricia Zondervan
Ralph Ralph Chan
Rebecca Rebecca W agner
SUpErvizor System Supervizor
testsuper Test Supervizor
The-Lam The-Lam Mguyen
Yictoria Yictoria Kloppenburg
Walker ' alter Gazkey
Wendy Wendy 'ak.amato
William illiam Ramprashad
Zoran Zoran K.arges Close
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2. Highlight the user name for which you want to affiliate LOBs and click
Edit.

3. On the User Profile dialog, click the Profile Affiliation tab.
4.  Click Add.

The list of Available LOBs displays.
5.  Click the Add button to open User LOB Authority.

BM - Boiler & Machineny - Fi - Farm (]
EO — L - General Liability —l

- Buziness Dwhers
Cancel |

C4 - Commercial Auto
CF - Cammercial Fire
CH - Crop Hail wh
Ch - Cormmercial Inland kar
CR - Cornrnercial Crime
CST- Customn LOE {7
OF - Dwelling Fire

DL - Perzonal Liability

FI - Fidelity

HO - Home Owrers

KA - Custam LOE for testing
ML - Multiple Lines

Py - Private Paszenger Autc—
Pr - Personal Inland Marine
PP - Personal Package

PR - Profeszional Liability

Q0 - My Test LI

Pl

«]
|

6.  From the list of Available LOBs, select the lines of business to affiliate with
this user and move them to the Selected LOBs list using the right arrow
button.

Clicking on the double arrows will move all entries.

7.  When you have affiliated all of the applicable lines of business for this user,
click OK to return the User screen.

8.  Repeat steps 2 to 7 for other users you want to affiliate with states.

9.  When finished, click Close.

Changing User Profile Information

You can change user profile information.

Method: Change user profile information

1. Select Admin > Users.

The Users list dialog displays.
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Users
1D | Firzt Mame I L azt Mame I
Ashna Aszhina Wizwanatha
Beverley Beverley Spenzer
Bill Bill Witk
Caroline Caraline Schmidt
Connell Caonnel Snith
Dana Dana K.ely
Deborah Debaorah Smith
K.eiko Keiko tidori
bitzou b itzou Deneuve
Patricia Patricia Zondervan
Ralph Ralph Chan
Rebecca Rebeccs Wagher
sUpErvizor System Supervizor
testsuper Test Supervizor
The-Lam The-Lam Mguyen
Yictoria Yictoria Kloppenburg
W alker ' alter Gazkey
Wendy Wendy ‘r'ak.amoto
Williarm William Rarnprazhad
Zorah Zoran Karge: Close

Click the user record whose information you want to change.

Click Edit to open the related User Profile dialog box.
Make any necessary changes.

Click OK to save your changes and return to the Users list dialog.

S YR N

. Click Close to exit the Users list dialog.

Deleting User Profiles

You can delete a user profile if that user is no longer required to access your
Tracker system.

Note: You cannot delete any user associated with filings. This is any of the following

users:

. a filing group manager

. a filing manager

. any user who has performed an activity on a filing.

If you try to delete a user affiliated with a filing, an error message appears stating:

This user is linked to filings and cannot be deleted.

Method: Delete a user profile

1.  Select Admin > Users.

The Users list dialog displays.
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Users
1D | Firzt Mame I L azt Mame I
Ashna Aszhina Wizwanatha
Beverley Beverley Spenzer
Bill Bill Witk
Caroline Caraline Schmidt
Connell Caonnel Snith
Dana Dana K.ely
Deborah Debaorah Smith
K.eiko Keiko tidori
bitzou b itzou Deneuve
Patricia Patricia Zondervan
Ralph Ralph Chan
Rebecca Rebeccs Wagher
sUpErvizor System Supervizor
testsuper Test Supervizor
The-Lam The-Lam Mguyen
Yictoria Yictoria Kloppenburg
W alker ' alter Gazkey
Wendy Wendy ‘r'ak.amoto
Williarm William Rarnprazhad
Zorah Zoran Karge: Close

Click the user record you want to delete.
Click Delete.
A message appears confirming whether you really want to delete this user.

Click Yes to confirm the deletion (or No to cancel the deletion) and return to
Users.

The deleted user will no longer appear on the list.
Repeat steps 2 to 4 for other users you want to delete.

When finished, click Close.
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Custom Tables

Tracker contains a number of custom tables which you can configure with values
and terminology used in your organization

The following sections discuss custom tables:

. Understanding Custom Tables on page 83 contains overview information on
custom tables.

. Performing Custom Table Tasks on page 87 describes how to work with
custom tables.

. Activity Codes on page 90 describes how to work with activity codes.

. Recurrent Filing Activities (Calendar Filings) on page 98 describes how to
create recurring filing activities.

. Mapping Custom LOBs to Standard LOBs on page 99 describes how to use
your company’s own LOBs with Tracker.

Important: All custom tables must be configured and all necessary information entered before
you begin to use the Tracker system to prepare and manage filings.

Understanding Custom Tables

The following section lists each custom table, with a brief description of its
purpose in the system. For the tasks you can perform with custom tables, see the
topics starting with Performing Custom Table Tasks on page 87.

Each custom table consists of:
. a list box, listing the default members of that table

. a series of dialog boxes which are activated when you want to add, edit or
delete an entry in the custom table

The tables which can be customized within Tracker are:
. Activity Codes on page 84

. Advisory Organizations on page 84
. Attachment Types on page 84

. Filing Method (Rate) on page 84

. Filing Types on page 84

. Form Types on page 85

. Publication Status on page 86

. Publication Type on page 86

. LOB Mapping on page 87

. Print Status on page 87
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Activity Codes

This table contains a listing of all of the activity codes active in the Tracker
system. Tracker comes with a set of default activity codes which you can use to
perform a wide variety of tasks, from making notes to recording instructions and
responses to generating complete filings. You can edit, rename, or add to these
standard activities. You can also delete or obsolete activity codes if required.

See also Activity Codes on page 90

Advisory Organizations

This table contains a listing of the default Advisory Organizations from which
your company receives publications, or with which your company deals, such as
ISO, AAIS, and so on.

Attachment Types

This table contains a listing of the default other attachment types for documents
other than rates, rules, and forms that you might need to include in your filings.

The default other attachment types included with the system are:
. Actuarial Memorandum

. Certification

. Check List

. Filing Form

. Other

(See Other Attachments on page 195 for more details on working with other
attachment types.)

Filing Method (Rate)

This table contains a list of the options for the Filing Method field drop down
menu on the Rate tab. The standard filing methods included with the system are:

. File and Use

. Prior Approval
. Use and File

. Flex Rate

Note: You can add, modify and delete custom filing methods, but the standard ones

cannot be deleted.

Filing Types

This table contains a list of the default filing types available for use. The standard
types included with the system are:

. (a) Rate/Consent To
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. Advisory

. Automatic Adoption
. Biannual

. Deferral

. Deviation

. Final Printed Page
. General Reference
. Independent

. Informational

. Letters to File

. Loss Cost

. Other

. Other Special

. Special Reference
Form Types

This table contains a listing of the default types of forms which may be required to
be used in filings. The standard types included with the system are:

. Application

. Covers/Jackets

. Declaration Page

. Endorsement

. Enrollment Form

. Notice

. Policy Form

. Policy Holder Notification
. Schedule

. Supplement

The Form Type Description field contains the name you use to describe the form
type in your organization. While Tracker allows for customization, SERFF has
predefined choices that you must use so you will need to map your custom choices
to one of the pre-defined SERFF choices so that the correct value is passed to
SERFF.

The list of SERFF form types is a follows:
. ADYV - Advertising
. ABE - Application/Binder/Enrollment
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BND - Bond

CNR - Canc/NonRen Notice

CER - Certificate

DEC - Declarations/Schedule

DSC - Disclosure/Notice

ERS - Election/Rejection/Supplemental Applications
END - Endorsement/Amendment/Conditions

OTH - Other

PCF - Policy/Coverage Form

Note: The default form types provided are all mapped to Other. Therefore, even if you
do not add your own custom form types, you should still map the system-provided
form types to the appropriate SERFF form type.

Form Type- Edit x|

SERFF Mapping: I Dither j

Dezcnption: I

fdemo:

] I Cancel

Publication Status

This table contains a listing of the default statuses of publications that you receive
and enter into your system. The default types included with the system are:

Administrative
Advisory
Approved
Filed

To Be Effective

Publication Type

This table contains a listing of the types of publications that you receive and enter
into your system. The default types included with the system are:

Line Circular
Premium Comparison

Statistical Plan
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LOB Mapping

You may have defined line of business codes in Tracker to correspond to your
organization’s products and traditional codes. For example, you may have coded
the Private Passenger Auto line of business as PA, PPA, or AUT.

Tracker, however, does not recognize organization-specific LOB codes. Before
people in your organization can create filings using these codes, you must “map”
them to equivalent standard lines of business. See Mapping Custom LOBs to
Standard LOBs on page 99.

Print Status

This table contains a listing of the default print statuses used by your company in
the Tracker system. Print Status codes are established in Tracker to help monitor
the production process. Here, the term Print Status refers to the various stages
involved in printing and sending a completed filing. Standard Print Status codes
include:

. First Proof

. Forms Available
. Mailing Completed
. Mailing Schedule
. Not Applicable

. Orig. Copy Sent
. Project Complete
. Proof Approved

. Second Proof

. Sent To Printing
. Third Proof

Performing Custom Table Tasks

The method for entering and altering custom tables information is similar for most
of the tables. The basic set of tasks is:

. Viewing Custom Tables on page 87

. Entering Information into Custom Tables on page 88
. Changing Information in Custom Tables on page 88
. Deleting Custom Table Elements on page 89

Viewing Custom Tables

You view all custom tables in the same way.
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Method: View a custom table

1. Select Admin > Custom Tables.
2. Select the custom table you want to work with from the list.
The selected custom table is displayed.
To view the properties of an entry, select the entry and click Edit.

3

4.  When finished viewing the entry, click Cancel.

5 Repeat steps 2 to 4 to view other entries in a custom table.
6

When finished, click Close.

Entering Information into Custom Tables

When Tracker is installed, the custom tables have default data entered already.
You can also add more information to a custom table.

Method: Enter information into a custom table

1.  Select Admin > Custom Tables.

2. Select the custom table you want to work with from the menu list.
The selected custom table is displayed.

3.  Click Add.
The Add dialog displays.
Enter information for the new item.

4
5.  Click OK to save the information and return to the custom table.
6 Repeat steps 3 to 5 for additional new items.

7

When finished, click Close.

Changing Information in Custom Tables

Warning: While each table can be added to or edited using function buttons by users having
the appropriate security access levels, changes to the custom tables can have far
reaching effects on the Tracker system and your Tracker environment. Please
contact Oracle Global Support before making changes to these tables following
initial system set-up.

Method: Change information in a custom table

1. Select Admin > Custom Tables.
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5
6
7.
8

Select the custom table you want to work with from the menu list.
The selected custom table is displayed.

Click the record you want to change.

Click Edit.

The form for that custom table item is displayed.

Make any required changes.

Click OK to save your changes and return to the list box.

Repeat steps 3 to 6 to change any other items in this custom table.

When finished, click Close.

Deleting Custom Table Elements

Warning: While items can be deleted from custom tables by users that have the appropriate
security access levels (provided the item has not been used in a filing), deleting
items from some custom tables is not recommended because of the potential
effects on the Tracker system and your Tracker environment. Please contact
Oracle Global Support before making changes to the default entries in the
following custom tables:

Activity Codes
Advisory Organizations
Filing Types

LOB Mappings

Method: Deleting information from a custom table

Select Admin > Custom Tables.

Select the custom table you want to work with from the menu list.
The selected custom table is displayed.

Click the record you want to delete.

Click Delete.

A confirmation message appears.

Click Yes to delete the record or No to cancel.

Repeat steps 3 to 5 for other records you want to delete.

When finished, click Close.
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Activity Codes

Activity codes are accessed via Admin > Custom Tables > Activity Codes. You
can add, obsolete and delete activity codes. To use activity codes to work with
recurrent activities, see Recurrent Filing Activities (Calendar Filings) on page 98.

This section describes

. Adding Passive Activity Codes on page 90

. Adding Active Activity Codes on page 91

. Changing Activity Codes on page 94

. Obsoleting and Reactivating Activity Codes on page 95
. Deleting Activity Codes on page 96

Adding Passive Activity Codes

Passive activities are activities that do not update or generate any data inside your
filings. It is possible to set passive activities to occur in the future (that is, post
activities), and also to recur over a given time period.

Method: Adding a passive activity code

1.  Select Admin > Custom Tables > Activity Codes.
The Activity Codes list opens, with the In Force activity codes displayed.

Activity Codes X|
& |n Force " Obsolete

[rescription - Add
Activity ta test upgrade and disable activities ;

00 - Copy Of Check. Edit |

00 - Deemed Filing

00 - Exempt Filing Delete |

00 - Filed For Use

00 - Infarmatian Only Filing - Obsolete |

00 - withdrawn - Actuarnial

1 - Review Legizlation

01 - Target Date

02 - Legizlation Mot Applicable

02 - Legizlation Summary /S pnopsis

02 - Request Check

03 - Create State-Specific Farm

03 - Legizlation Summar#Sphopsis Provided To Departmen
03 - SERFF: Get Filing Reguirements
(04 - Filing Letter Inztructions

04 - Salution To Comply w/ Legizlation
(05 - Filing Mot Required

(05 - Filing Required -
| | Cloze

2. Click Add.
The Activity - Add dialog displays.
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x
— &ctivity
LCode: I Applies To: IAII 'l Access Level:
Description: I I
I~ | s &ictive [ Future &llowed I~ | Becur Eveny ID I vl
— Activity Function:
Update Status: I VI ™| Generate Letter I~ | Generate Filing Eorms:
I~ | Miowe to Fiing Package Tiab I=| Lock Fee Details I Include Attachments
— SERFF
I~ | SERFF Fiing SERFF Activity Types: | =
— Update D ate:
Datel: I MHone j
Date2:| Mane j
Date3:[ tope j
()8 I Cancel |

3.  Enter a short Activity Code by which the activity can be easily identified,
such as MEM for a Create Memo activity.

4.  Enter a brief Description of the activity.

0

In the Applies To field, enter the level of the Tracker system from which
this activity may be accessed — All, Filing Group, Filing, or Publication.

Select Future Allowed if this activity will be used as a post activity.

6
7.  Click OK to save your addition and return to Activity Codes.
8 Repeat steps 2 to 7 for additional Activity Codes.

9

When finished, click Close.

Adding Active Activity Codes

Active activities are activities that update or generate data inside your filings.
Activity codes associated with active activities can only be applied to filings.

Method: Add an active activity code

1.  Select Admin > Custom Tables > Activity Codes.

The Activity Codes list opens, with the In Force activity codes displayed.
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Activity Codes

& |n Force " Obsolete

Description

oo
m
m

l

Activity o test upgrade and disable activities
on-
on-
on-
oo-
oo-

Copy Of Check
[reermed Filing
Exempt Filing

Filed For Use
Information Only Filing

-Withdrawn - Actuanal
- Review Legizlation

- Target Date

0z-
0z-
0z-
03-
03-
03-
04 -
04 -
05 -
05 -

Legiglation Mot Applicable
Legiglation Summar /S pnopsis
Request Check

Create State-Specific Form
Leqiglation Summary/Synopsis Provided To Departmen
SERFF: Get Filing Requirements
Filing Letter |nstructions

Solution To Comply w Legizlation
Filing Mot Required

Filing Required

o™

Add
Edit
Delete

Obszolete

Close

il

x

2.  Click Add.
The Activity - Add dialog displays.
Activity - Add =
— Activity
LCode: I Applies To: IAII 'l Access Level:
Diescription: I I
I~ | s &ictive [ Future &llowed I~ | Becur Eveny ID I vl
— Activity Function:
Update Status: I VI ™| Generate Letter I~ | Generate Filing Eorms:
I~ | Miowe to Fiing Package Tiab I=| Lock Fee Details I Include Attachments
— SERFF
I~ | SERFF Fiing SERFF Activity Types: | =
— Update D ate:
Datel: I MHone j
Date2:| Mane j
Date3:[ tope j
()8 I Cancel |
3.  Enter a short Activity Code by which the activity can be easily identified,
such as MEM for a Create Memo activity.
4.  Enter a brief Description of the activity.
5.  Click the Applies To drop-down menu and select Filing.
6. Sclect Is Active.
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7.  Inthe Activity Functions section, select the appropriate options to define
the parameters and actions of the activity:

* Update Status — select the status to assign to the filing after this activity
is performed

¢ Move to Filing Package Tab — select this option if you want the filing
to be moved to the filing package when this activity is performed

* Generate Letter — select this option if you want to generate, view, and
print a filing letter when this activity is performed

*  Generate Filing Forms — select this option if you want to generate,
view, and print a filing form when this activity is performed

¢ Include Attachments — select this option if you want to allow
attachments to be added to the filing when this activity is performed

e Lock Fee Details — select this option if you want to stop filing fee
payment information from being changed after this activity is performed

8. Inthe Update Dates section, to affiliate a date with an activity, make a
selection from one, two, or three of the drop-down lists.

x
— &ctivity
LCode: IF'ED Applies To: IFiIing 'l Acocess Level:
Description: |P0pulate Effective Dates I
V 1z Active ™| Future &llowed I~ | Becur Eveny ID I vl
— Activity Function:
Update Status: IPending VI ™ Generate Letter ™ Generate Filing Forms
™ Move to Filing Package Tab [ Lock Fee Details T Include Attachments
— SERFF
I~ SERFF Fiing SERFF Activity Types: | =l
— Update D ate:
Datel: IActuaI Mail j‘\ Drop_
> down
lists
Date2:| MNaone -
D ateZ: [T ﬂ
Actual Mai =
Approval
Approval Received o
Approved Effective

Approved Renewal Effective
Cusztom1
Customz2 A

Note: Ifyou affiliate Requested Effective Date or Requested Renewal Effective Date
with an active activity, a check box is displayed that lets you choose On
Approval. If you select the On Approval check box, a user who performs the
activity will have a choice between selecting a date or selecting On Approval. If
you do not select the On Approval check box, a user who performs the activity
must select a date; the user will not see the On Approval check box.
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Datez: |Requested Effective j v On &pproval

If pou wwant the option to zet the Reguested Effective Date az On Approval
for a filing instead of picking a calendar date, check the On Approwal
checkbox.

9. Click OK to save your changes and return to Activity Codes.
10. Repeat steps 2 to 9 for additional activity codes.
11. When finished, click Close.

Changing Activity Codes

You can change an activity code. This includes the name of the code, the
parameters and actions of the activity, and you can mark unused or no longer
needed activity codes as Obsolete. Activity codes that are not obsolete are /n
Force. You can only change activity codes that are /n Force.

Important: Changing activity codes that are part of the default Tracker installation can have
far-reaching effects on the Tracker system and your Tracker environment. Please
contact Oracle Support before changing default activity codes following initial
system setup.

Method: Change an activity code

1.  Select Admin > Custom Tables > Activity Codes.

The Activity Codes list opens, with the In Force activity codes displayed.

x|
& |nForce " Dbsolete
Description - Add |
Activity to tezt upgrade and dizable activities ;

00 - Copy Of Check Edit |
00 - Deemed Filing

00 - Exempt Filing Delete |
00 - Filed For Use

00 - Inforrmation Orly Filing - Obsolete |

00 - withdrawn - Actuarial

01 - Review Legizlation

01 - Target Date

02 - Legizlation Mot Applicable

02 - Legizlation Summary /S pnopsis

02 - Request Check

03 - Create State-Specific Form

03 - Legizlation Summar /S pnopsis Provided To Departmen
03 - SERFF: Get Filing Reguirements
(04 - Filing Letter Instructions

04 - Salution To Comply w/ Legislation
(05 - Filing Mot Required

(5 - Filing Required -
4| | I Close

2.  Click the activity code you want to change.

3.  Click Edit.
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4
5
6.
7

The Activity — Edit dialog displays.

Make any necessary changes.

Click OK to save your changes and return to Activity Codes.

Repeat steps 2 to 5 for other activity codes you want to change.

When finished, click Close.

Obsoleting and Reactivating Activity Codes

If you have an activity code that you are no longer using or do not need, you can
mark it as obsolete. Obsoleting an activity code removes it from the list of
currently available activities; it does not actually delete it from the Tracker
database.

Activities that are not obsolete are called /n Force. You can only edit or delete
activity codes that are In force.

Method: Obsolete an activity code

1.

Select Admin > Custom Tables > Activity Codes.

The Activity Codes list opens, with the In Force activity codes displayed.

Activity Codes
& |nForce " Dbsolete
Description -

Activity to tezt upgrade and dizable activities
00 - Copy Of Check
00 - Deemed Filing
00 - Exempt Filing
00 - Filed For Use
00 - Information Only Filing
00 - withdrawn - Actuarial
01 - Review Legizlation
01 - Target Date
02 - Legizlation Mot Applicable
02 - Legizlation Summary /S pnopsis
02 - Request Check
03 - Create State-Specific Form

03 - SERFF: Get Filing Reguirements
(04 - Filing Letter Instructions

04 - Salution To Comply w/ Legislation
(05 - Filing Mot Required

(5 - Filing Required

1

03 - Legizlation Summar /S pnopsis Provided To Departmen

of

Add
Edit
Delete

Obsolete

Close

i

x

Click the activity code you want to obsolete.

Click Obsolete.

The selected Activity Code is made obsolete. It is removed from the In
Force list. It can be found in the Obsolete list.

Repeat steps 2 and 3 for other activity codes you want to obsolete.

When finished, click Close.
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Method: Reactivating an obsolete activity code

1.  Select Admin > Custom Tables > Activity Codes.
The Activity Codes list opens, with the In Force activity codes displayed.

x
& |nForce " Dbsolete
Description - Add |
Activity to tezt upgrade and dizable activities ;

00 - Copy Of Check Edit |
00 - Deemed Filing

00 - Exempt Filing Delete |
00 - Filed For Use

00 - Infarmatian Only Filing b Obsolete |

00 - withdrawn - Actuarial

01 - Review Legislation

01 - Target Date

02 - Legizlation Mot Applicable

02 - Legiglation Summary /S pnopsis

02 - Request Check

03 - Create State-Specific Form

03 - Legizlation Summar /S pnopsis Provided To Departmen
03 - SERFF: Get Filing Reguirements
04 - Filing Letter Inztructions

04 - Salution To Comply w/ Legiglation
(05 - Filing Mot Reguired

(05 - Filing Required hd
4| | I Close

2.  Click the Obsolete list selector.

The list of obsolete activity codes is displayed.

Activity Codes =|

" |n Force & Obsolete

Description I
Approve Filing in System

Build Rate for EDP System

Carrezpondence for Filing

Deem Filing Approved in System

Ingtructions for Filing Reactivat
eachvate |

Cloze

3. Click the Activity Code you want to reactivate.
4.  Click Reactivate.
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The Activity Code is reactivated. It is removed from the Obsolete list. It
can now be found in the In Force list.

5.  Repeat steps 3 and 4 for other activity codes you want to reactivate.

6.  When finished, click Close.

Deleting Activity Codes

If an activity code has never been used and is no longer needed, you can delete
it.See Obsolete an activity code on page 95.

Important: You can only delete activity codes that are In Force.

Warning: Deleting activity codes can have far-reaching effects on the Tracker system and
your Tracker environment. Please contact Customer Support before deleting
activity codes following initial system set-up.

Method: Delete an activity code

1.  Select Admin > Custom Tables > Activity Codes.
The Activity Codes list opens, with the In Force activity codes displayed.

x
& |nForce " Dbsolete

Description - Add
Activity to tezt upgrade and dizable activities ;

00 - Copy Of Check Edit |

00 - Deemed Filing

00 - Exempt Filing Delete |

00 - Filed For Use

00 - Inforrmation Orly Filing - Obsolete |

00 - withdrawn - Actuarial

01 - Review Legizlation

01 - Target Date

02 - Legizlation Mot Applicable

02 - Legizlation Summary /S pnopsis

02 - Request Check

03 - Create State-Specific Form

03 - Legizlation Summar /S pnopsis Provided To Departmen
03 - SERFF: Get Filing Reguirements
(04 - Filing Letter Instructions

04 - Salution To Comply w/ Legislation
(05 - Filing Mot Required

(5 - Filing Required -
4| | I Close

2. Click the activity code you want to delete.
3.  Click Delete.
4.  Click Yes to confirm the deletion.

The deleted activity code will no longer appear in the list.
5.  Repeat steps 2 to 4 for other activity codes you want to delete.

6.  When finished, click Close.
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Recurrent Filing Activities (Calendar Filings)

You can create recurrent activities using the Activity Code dialog. For example,
you can set up an activity to occur automatically every year on the same date, for
annual filings or reports.

Creating Recurrent Filing Activities

You create a recurrent activity at the Filing level.

Method: Create a recurrent filing activity

1.  Select Admin > Custom Tables > Activity Codes.

The Activity Codes list opens, with the In Force activity codes displayed.

x
& |nForce " Dbsolete

Description - Add
Activity to test upgrade and digable activities :

00 - Copy Of Check Edit |

00 - Deemed Filing

(00 - Exempt Filing Delete |

00 - Filed For Use

00 - Informnation Orly Filing - Obsolete |

00 - Withdrawn - Actuarnial

01 - Review Legizlation

01 - Target Date

02 - Legizlation Mot Applicable

02 - Legizlation Summar /S pnopsis

02 - Request Check

03 - Create State-Specific Form

03 - Legiglation Summarm /S pnopsis Provided To Departmen
03 - SERFF: Get Filing Reguirements
04 - Filing Letter Instructions

04 - Solution To Comply w/ Legislation
(05 - Filing Mot Required

(05 - Filing Required hd
4| | I Close

2. Click Add.
The Activity - Add dialog opens.
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x
— Activity
LCode: I Applies To: IAII 'l Access Level:
Diescription: I I
I~ | s &ictive [ Future &llowed I~ | Becur Eveny ID I vl
— Activity Function:
Update Status: I VI ™| Generate Letter I~ | Generate Filing Eorms:
I~ | Miowe to Fiing Package Tiab I=| Lock Fee Details I Include Attachments
— SERFF
I~ | SERFF Fiing SERFF Activity Types: | =
— Update D ate:
Datel: I MHone j
Date2:| Mane j
Date3:[ tope j
()8 I Cancel |
3. Complete the Code and Description entry boxes.
4.  Click the Applies To drop-down menu and select Filing.
5.  Select Recur Every.
6. In the entry boxes beside Recur Every, enter the number and the units for
the applicable timeframe.
7.  Click OK to save your changes and return to Activity Codes.

8.  Repeat steps 2 to 7 for additional recurrent activities.

9.  When finished, click Close.

Custom LOBs

This section describes:

. Mapping Custom LOBs to Standard LOBs on page 99

. Changing LOB Mappings on page 101

. Deleting LOB Mappings on page 102

. Mapping Multiple LOBs to a Custom LOB on page 102

Mapping Custom LOBs to Standard LOBs

If you have entered lines of business that do not match the standard Tracker lines
of business, then you will have to map them to the standard Tracker lines of
business.
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Important: After you have finished mapping, you need to log out of Tracker, then log back in.

This is required for any mapping changes take effect.

Note: Multiple LOBs and SERFF Filings

The SERFF system generally does not allow for multiple LOBs to be combined
and submitted in a single filing. If you create a custom LOB that is mapped to two
or more standard LOBs, a warning appears:

SERFF does not support creating the following file(s) for a Customized LOB
that has been mapped to multiple standard LOBS.

Do you still want to continue?

You can still continue to create the multiple LOB mapping by clicking Yes.
However, be aware that if you create this filing, its submission might not be
accepted.

Method: Map a non-standard Line of Business to a standard Line of
Business

1.  Select Admin > Custom Tables > LOB Mappings.
The LOB Mapping dialog displays.

x
Cuztom LOB Code | Cugtom LOB Degcription - Add |
B Bailer & Machinerny .

BO Business Dwners &l
Ca Commercial Auto

CF Commercial Fire

CH Crop Hail &l
Ch Commercial Inland Marine

CR Commercial Crine

DF Dwaelling Fire

DL Personal Liability

Fl Fidelity

Frd Farm

GL General Liability

HO Home Owners

L tdultiple Lines

i3 td anine Combined

P, Private Pazsenger Auto b

P Personal Inland b arine

PP Personal Package

FR Profeszzional Liabiliy -

1] | ¥ | Close

2. Click Add.
LOB Mapping - Add opens.
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x
Cuztom LOB Code: I—
Description: |
Available Lines of Buzsiness: ToMap

BM - Boiler & Machineny «
BO - Business Owrers | |
Cé&, - Commercial &uto

CF - Corrnercial Fire

CH - Crop Hail

CM - Commercial Inland |
CR - Commercial Crirme

DF - Dwelling Fire ¥
DL - Perzonal Liability
Fl - Fidelity

Fd - Farm

5L - General Liability
HO - Home Owhers <4
ML - Multiple Lines

P, - Private Pazsenger £
Phd - Personal Inland ka
PP - Perzonal Package
PR - Professional Liakility

Bl (1

SC - Service Contract ——
SF - Service Contract R
SU - Surety [ |

] I Caticel |

Enter your company’s Custom LOB Code.

Select the corresponding standard Available Line of Business.
Enter a brief Description of your company’s custom LOB.
Click OK to save the mapping.

Repeat steps 2 to 6 for other LOB mappings you want to make.

ol B L

When finished, click Close.

Changing LOB Mappings
You can change LOB mappings.

Method: Change an LOB mapping

1. Select Admin > Custom Tables > LOB Mappings.

LOB Mapping opens.

Click the LOB record you want to change.

Click Edit to open the related LOB Mapping dialog box.

Make any necessary changes and click OK.

Repeat steps 2 to 4 for other LOB mappings you want to change.

SN o

When finished, click Close.
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Deleting LOB Mappings
You can delete LOB mappings.

Method: Delete an LOB mapping

1.  Select Admin > Custom Tables > LOB Mappings.
The LOB Mapping dialog opens.

2.  Click the LOB record you want to delete.

3.  Click Delete.

A message appears asking you to confirm whether you really want to delete
this mapping.

4.  Click Yes to confirm the deletion (or No to cancel the deletion) and return to
the LOB Mapping dialog.

5.  Repeat steps 2 to 4 for other LOB mappings you want to delete.
6.  When finished, click Close.

Mapping Multiple LOBs to a Custom LOB

This feature allows you to file for more than one line of business (LOB) in a single
filing. This is useful for products that contain more than one LOB. You can set up
a custom line of business that maps to multiple standard lines of business. This
allows a single filing to have access to the regulatory specialist information and
filing forms for multiple LOBs.

Method: Map multiple LOBs to a custom LOB

1.  Select Admin > Custom Tables > LOB Mappings.
The LOB Mapping dialog opens.

2. Click Add.
The LOB Mapping — Add dialog displays.

3.  Enter the code for this LOB in Custom LOB.

4.  Enter the Description for this LOB.

5.  Select the lines of business to which you want to map the custom LOB. All
of the available lines of business are listed in Available Lines of Business.
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ﬂ
Custorn LOB Code: ITI

Description: |Default lines of business

Available Lines of Business: ToMap:

Br - Boiler & Machinern  a
BO - Buginess Dwners |
L4 - Commercial Auta
CF - Commercial Fire
CH - Crop Hail

CH - Commercial Inland |

|
DF - Dweliing Fire w3
DL - Persanal Lishility _I
FI - Fidelity
Fbd - Farm < |
GL - General Liability
HO - Home Qwhers << |

ML - Multiple Lines
P, - Private Pazzenger £
Pt - Perzonal Inland Ma
FF - Perzonal Package

- Professional Liabilit

0] I Canhicel I

6.  Click the right arrow button to include these standard LOBs in your custom

LOB.
The LOBs are moved to To Map.

ﬂ
Custorn LOB Code: ITI

Description: |Default lines of business

Avwailable Lines of Buginess: ToMap:
B - Boiler & Machinem CF - Commercial Fire
BO - Business Owners CR - Commercial Crime
Ca4 - Commercial Auta SC - Service Contract
CH - Crop Hail SR - Service Contract Reir
Ch - Commercial Inland Mar
DF - Dweliing Fire
DL - Perzonal Liability
FI - Fidelity »r
FH - Farm

GL - General Liability
HO - Horme Owiers
ML - Multiple Lines
P&, - Private Pazzenger Aute <4
Ph - Perzonal [nland b arine
PP - Perzonal Package

FR - Professional Liability
S - Surety

UM - Unnbrella

W -Wwiorkers Compenzatio

Bl (M

OK

Cancel I

7.  Click OK to save the custom mapping.

TRACKER P&C VERSION 6.6 USER GUIDE

103



THE ADMINISTRATION MODULE

If you are working with Tracker integrated with SERFF, a warning message
appears.

8.  Click Yes to continue and return to LOB Mapping.
9.  Repeat steps 2 to 8 to create other multiple.

10. When finished, click Close.
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Reassigning Activities

This feature allows you to reassign pending or current activities to another user.

Method: Reassign an activity

1.  Select Admin > Reassign Activities.

Reassign Activities opens.

Reaszign Activities Ed |

Erom:

ISmith, John

]S

Cancel |

2.  Click the From drop-down menu and select the name of the person from
whom you want to unassign the activity.

3.  Click the To drop down box and select the name of the person to whom you

want to reassign the activity.

4.  Click OK to complete the reassignment (or click Cancel to stop the

reassignment).

Note: The person you reassign the activity to is not automatically notified. You must do

this by some other method, for example by leaving voice mail, updating your

intranet portal, sending an email or fax, and so on.
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Administrative Reports

A number of reports are available to summarize various types of administrative
information in the system. These administrative reports provide administrative
level information about the companies and users in your system. For example, you
can produce a report that lists authority information for every company in your
system.

These reports are available only through the Administration menu, and are
accessible only to users that have Administrator as their security level. For more
information about non-administrative Tracker reports, please see Searching,
Reporting, and Filing Summary on page 423.

The following administrative reports are available in Tracker:
. General Company Listing Report on page 106

. Companies with Authorities Listing Report on page 107
. User Listing Report on page 107

This section also describes Generating Administrative Reports on page 108.

General Company Listing Report

The General Company Listing Report provides general information about each
company, related department, and user listed in your Tracker system.

This report displays the following fields:
. Company Name

. Company Code

. Name

. Address

. City

. State

. Zip

. Phone

. Fax

. Toll-Free Phone
. URL

. NAIC Group Code
. NAIC Company Code

. FEIN
. State of Domicile
. Country
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SERFF ID

Department Name

Department Address

Department State
Department Zip

Department Phone

Department Fax

Department Toll-Free Phone

User Name
User Designation

User Title

Note: Currently, the SERFF IDs of companies are not captured in this report.

Companies with Authorities Listing Report

The Company with Authorities Listing Report provides a list of all companies
recorded in your Tracker system, together with the states and lines of business for
which each is licensed.

This report displays the following fields:

User Listing Report

Company Name
Company Code
State

Line of Business

The User Listing Report provides detailed information about every Tracker user
listed in your system.

This report displays the following fields:

User Name
Department
Insurance Type
User Group
Prefix

First Name
Middle Initial
Last Name

Initials
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. Title

. Access Level
. Phone

. Fax

. Toll-Free Phone
. Email Address

. Professional Designation(s)
. Address

. City

. State

. Zip

. Country

. Signing Authority

Generating Administrative Reports

Administrative Reports are produced in the same manner as all standard Tracker
reports. (See Searching, Reporting, and Filing Summary on page 423 for more
information.)

Method: Generate an administrative report

1.  Select Admin> Reports.
The Reports dialog displays.

2. Select the report you want to produce.

3.  To generate the report with default values, click Preview.
or

(if available) To change the selection criteria and sort order, follow these
steps:

a. Click Parameters.
The report settings dialog displays.

b. Define the Selection Criteria which you want the report to encompass.
Here a selection of fields appropriate to the report you are creating are
presented. You can specify a single member for each field, or select All
to generate a report for all the members of that field group.

c. In Sort Order, enter the number corresponding to the field by which
you want the report to be sorted.

d. Click OK.
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Tracker generates the report you have specified using your dates, criteria,
and sort order, and a preview of the generated report appears in a Crystal
Reports viewer window.

4.  Review the generated report.

If you need to make changes, close the preview window and redefine the
report criteria.

5.  To print the report, click Print.
The report prints to your default printer.
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Chapter 3

Logging into Tracker

When your Tracker administrator sets up your company’s Tracker system, every
Tracker user’s computer will be provided with a single shortcut which you will
use to access Tracker.

If the Windows Authentication login option is configured by your administrator,
you will use your Windows ID and password to log into Tracker. With this option,
you would therefore not need to enter a separate user ID and password to log into
Tracker.

If you are not configured to use the Windows Authentication option, you must use
the Tracker Login method.

Note: You Tracker administrator will implement the login method your organization will
use based on your company’s requirements.

This chapter describes:
. Tracker Login on page 112
. Changing Your Tracker Login Password on page 113
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Tracker Login

Note: This section applies only if your Tracker administrator has not configured the
Windows Authentication login option for your organization.

Your Tracker administrator will need to give you a Tracker Username and a
Password to enter the Tracker system.

Your Username is the name or code which you use to identify yourself to the
system. It is usually a version of your name, such as your first initial plus your last
name, but it can be any selected code.

Your Password is a secret 6-20 character code which identifies you to the system.
It is case-sensitive and can be made up of letters or numbers, or a combination of
both. Initially, your Tracker administrator will give you your username and a
temporary password to use when you first access Tracker.

Logging In

Method: Log in to Tracker

1.  Double-click the Tracker shortcut on your desktop Biz=E8, The Tracker
splash screen appears briefly, displaying version and identification
information about Tracker.

If you are configured to use the Windows Authentication login: you will
be logged into Tracker automatically.

If you are not configured for Windows Authentication login, the LogIn
box opens. Follow these steps:

a. Enter your Username and your Password. Note that the password
appears onscreen as a series of asterisks, to protect your privacy.
Passwords are case-sensitive.

b. Click OK.

In a few seconds, the Tracker Top Level screen appears.

Note: If you enter your Tracker login username or password incorrectly, an error
message appears indicating that you have made a mistake. You can then try to
enter your password two more times; if it is still incorrect, Tracker will close and
you will need to contact your Tracker Administrator, who will enable you to
create a new Tracker login password.
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Changing Your Tracker Login Password

Note: This section applies only if your Tracker administrator has not configured the
Windows Authentication login option for your organization.

Your Tracker administrator will give you your username and a temporary
password to use when you first access Tracker.

After entering the Tracker system for the first time, you should change your
password to something that is meaningful to you. You may change your password
at any time, from any point in the system.

Method: Change your Tracker login password

1.  Select View > Options > Password.
The Change Password dialog displays.
2.  Enter your Old Password (it will display as a series of asterisks).

3.  Enter the New Password you have chosen (it will display as a series of
asterisks).

4.  Enter your New Password a second time, so that the system can verify it.
5. Click OK.

Your password has been changed.
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Chapter 4

Programs and Filing Groups

Programs are the top level of Tracker. They contain filing groups, and each filing
group contains a set of related filings. Each filing is ultimately used to create a
filing package, which is then submitted to each state Department of Insurance.

You work with programs in the Filing Module of Tracker. See Filing Module on
page 22 for more information.

This chapter describes:
. Working with Company Programs on page 116
. Working with Filing Groups on page 120
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Working with Company Programs

You must create a company program before you can create any filing groups or
filings.

This section describes:

. Creating a New Company Program on page 116
. Editing Company Programs on page 117

. Deleting Company Programs on page 118

Creating a New Company Program

Use the following method to add a company program.

Method: Add a new company program

1.  Select File > Company Program.

The Company Program list box displays.

Code | Dezcrption |

AUTOZ2004 2004 Automotive Programs - All .

FARM2004 2004 Farm Protection Flans - &1 _ Edn |

LOSSCOST Lozs Cost Plans

kIS C2004 Mizcellaneous/Custam Plans Delete

WORKCOMP Wiorkman's Compenzation Plans ;l
Cloze

2. Click Add.

3. The New Company Program dialog displays.
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New Company Program 5[

Code: |CORFZ004

Dezcription: |2EIEM Corporate Group Plan Filings - &

ak I Cancel |

4.  Enter the 8-character Code (name) of the new program, and a short
Description.

5. Click OK to return to the Company Program dialog.
The program you just added will now appear in the list of programs.
6.  Click Close.

Editing Company Programs

Use the following method to edit a company program.

Method: Edit a company program

1.  Select File > Company Program.

The Company Program list box displays.

Company Program ﬂ

Code | D ezcription | = i
ALTOZ004 2004 Automobive Programs -- All .
FARM2004 2004 Farm Protection Flans - &1 _ Edr |
LOSSCOST Lozz Cost Plans

kIS C2004 Mizcelaneous/Custom Plans Delete
WORKCOMP Wiorkman's Compenzation Plans ;l

Cloze

2. Click the program you want to edit and click Edit.
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Company Program o El

Dezcription: |2EIEI¢1 Farm Pratection Plans

0k I Cancel |

3.  Edit the Description as required.

Note: You cannot edit the company program code.
4.  Click OK to save the company program.
5.  Click Close.

Deleting Company Programs

Use the following method to delete a company program.

Method: Delete a company program

1.  Select File > Company Program.

The Company Program list box displays.

Company Program ﬂ

Code | D ezcription |
AUTO2004 2004 Auytomotive Programs - All .
FARM2004 2004 Farm Protection Flans - A1 _ Edr |
LOSSCOST Logz Cost Plans

kIS C2004 Mizcellaneousz/Custam Plan: D elet
WORKECOMP YWorkman's Compenzation Plans il

Cloze

2.  Select the program you want to delete and click Delete.

A confirmation dialog appears.
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3.  Click Yes to delete the program. Click No to cancel deleting the program.

The appropriate action occurs.

Note: Ifthe program has filing groups associated with it and you click Yes, the program
will not be deleted. You will see the following error message:

Unable to delete company program, it is used by existing filing groups.
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Working with Filing Groups

After you have created a company program, you can add filing groups to it to
organize your filings.

The following tasks deal with filing groups:

Adding a New Filing Group on page 120

Viewing the Filing Groups for a Specific Program on page 121
Accessing a Filing Group Record on page 122

Viewing Filing Group Tabs on page 122

Entering a Filing Group Code on page 122

Overriding the Filing Group Code Number on page 122
Creating a Filing Group Past 99999 on page 123

Creating Filing Groups in a Multi-User Environment on page 123

Adding a New Filing Group

You can add a new filing group at any time using the File menu New Filing
Group command.

The keyboard shortcut Ctrl + N will also access the New Filing Group dialog; it
can be used from most main screens. It cannot be used when the File menu is

open.

Method: Add a new filing group

1.

2.
3.

Select File > New Filing Group, or click the New Filing Group button. =
The New Filing Group dialog displays.

Mew Filing Group / Filing{s) 5[
Frogon: N | FiroGows b [otAeite Duerite I
FiG Name: I Cancel
FG Descrip: I
FG Mar ISupelvisol, System j Date: IDBHDBRZDDE B3|
Custom:
I Mew Filing(s]

Enter a Program by selecting one from the drop-down list.
In Filing Group #, you can:
e let Tracker assign a system-generated filing group code

* select the Override check box and enter a different filing group code
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4.  Enter the filing group FG Name, FG Description, FG Mgr (Manager),
and Date information. The FG Mgr and Date fields will be automatically

filled in with your name and today’s date (which you may change if
desired).

Tip: FG Name and FG Description should be the same. Product and FG Name
should be different.
5. Complete the Custom text box, if required.
6.  To create the filing group and exit the dialog, click Create.
The new filing group is added.
OR

To proceed to create filings for this filing group immediately, ensure you
have selected a program and click New Filing(s).

Note: For more information on how to work with filings after clicking New Filing(s),
see Adding New Filings on page 126.

Viewing the Filing Groups for a Specific Program

Follow these steps to view the filing groups for a specific program.

Method: View the filing groups for a specific program

1.  Navigate to the Top level.
2. On the Filing Group header, locate the Program field.

3.  From the Program field drop-down list select the program whose filing
groups you want to view.

The filing groups for this program will appear on the Filing Groups list tab.

4.  When you select (highlight) a filing group on the list, the related basic
information for that filing group will appear in the Filing Group header
fields.

=4 Oracle Insurance Compliance Tracker 6.6 - [Top Level] o [m] ]
E Elle Edit Insert Wiew Admin Window Help = |

&l = 9®E BE @@ e e e wegEme e x|« e =
Brogram: ITI- Towne Insurance j FEiling Group ii:lUUUU':1 FG Mame: |T|— Towne Insurance
FG Mar: [ Supervisar, System »|  FG DescipSpecial Fiings
Date: [07/24/2009 | Cusstom|
[ Stated| 1 ¥ Pendng| 0 % Approved| 0 [ Closed | 0 W Other | 0 Towsk| 1 Uneed Suspended]
My Filings - All Filing Groups | My SERFF M g | All SERFF M g |

Filing Group # |pescription
0n03 Fiings For East Coast States
Special Fiings

st activiey |activity Desc |Unread Messagsts) |
0

Changing Filing Group Settings

You can change some of a filing group’s settings (the ones that are not greyed out)
by selecting or entering new values, and saving.
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Accessing a Filing Group Record

You may access a single filing group record from the Tracker Top level via the
Filing Groups tab.

On the Filing Groups tab, select the filing group you want to view and double-
click it to view the details of this filing group.

Method: Browse through the filing group files

You can browse through the filing group files, moving from one filing group to

another, by using the Back * and Forward * toolbar buttons or equivalent
Edit menu options.

Viewing Filing Group Tabs
In addition to the filing group header, a filing group contains the following tabs:

. The My Filings Tab and Filings Tabs — For details, see Accessing Filing
Records from the Filing Group Level on page 135.

. The Activities Tab — Filing Group Level on page 231

. The Rates Tab — Filing Group Level on page 164

. The Rules Tab — Filing Group Level on page 181

. The Forms Tab — Filing Group Level on page 147

. The Other Attachments Tab — see Other Attachments on page 195

. The NAIC Filing Description Tab — see NAIC Filing Descriptions on page
201

Entering a Filing Group Code

The Filing Group Code is a five-character numeric code used to identify a group
of related filings (such as all the filings in a multi-state filing). You can create as
many filing groups as required within a given program. Tracker will automatically
provide the next number in the series when a new filing group is created. This
automatic assignment of numbers can be overridden at the time of creation (see
details below).

Overriding the Filing Group Code Number

Tracker will automatically choose the next number in the filing group series each
time you create a new filing group. You will see this in the Filing Group field
when you access the New Filing Group dialog box. If you want to change this
code to a different number, click in the Override box, and then manually enter the
number you want. Note that you cannot enter a number which already exists in the
system. If you do, an error message appears and you will need to re-enter the
Filing Group Code.
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Note: If you override the filing group code with a larger number, Tracker will
automatically number subsequent filing groups continuing from that new larger
number.

Creating a Filing Group Past 99999

When you are creating a filing group and your system has reached 99999, the
system automatically rolls over and begins searching from 00001 to look for the
next available filing group number (for example, 00010 might be the next
available unused number).

Creating Filing Groups in a Multi-User Environment

You can create a filing group while other users are simultaneously creating filing
groups. If more than one user creates a filing group at the same time, Tracker
assigns each user a different number (in sequential order). When the filing group
is successfully entered, a message box opens indicating the filing group number
that has been assigned to the group you just created.
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Chapter 5

Working with Filings

This chapter provides detailed information about working with filings in Tracker,

whether you are using paper-based filings or working with SERFF.

This chapter describes:

Adding New Filings on page 126

The My Filings — All Tab on page 133
Filing Header on page 137

Filing Tabs on page 139

The Filing Details Tab on page 140
Company Group Filings on page 142
Schedule Items Overview on page 145
Forms on page 147

Rates and Rate Exceptions on page 164
Rules and Rule Exceptions on page 181
Linking Related Filings on page 193
Other Attachments on page 195

NAIC Filing Descriptions on page 201
Entering Filing Fees on page 203
Copying Filings on page 206
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Adding New Filings

Typically, you add a new filing or filings while creating a new filing group, or
from within an existing filing group. (New filings can also be created after
completing a recurrent activity or while viewing Publications). Tracker will
automatically make the new filing a member of whatever filing group you are
working in. A new filing you add to an existing filing group will automatically
have all the attachments (schedule items) that are currently in the filing group, as
well as any added later.

Note: Multi-state and multi-company filings are created in the same manner as single
filings. The process simply generates more than one related filing under the same
filing group.

New filings are added using the Create New Filing(s) dialog. There are three tabs
on this dialog:

. Details: used to select Type and CLS combinations

. Program/Filing Group Setup: used to add common settings for filings
(Filing Type, Start Date, Filing Description, Filing Manager, Custom, and
Company Reference #)

. Filing Setup: used to add or modify the settings entered on the Program/
Filing Group Setup tab, and to add the Company Reference # and NAIC
Filing Description.

Important: The Filing Description field plays a critical role in organizing filings. Since a user
can create filings with the same Company, LOB and State in the same Filing
Group, a Filing Group may contain several filing projects. The Filing Description
field is the unique identifier for each filing project in a Filing Group. It is critical
that a user does not use the same Filing Description for separate filing projects in
the same Filing Group.

Method: Add a new filing or filings

1.  While creating a new filing group (see Adding a New Filing Group on page
120), click New Filing(s)

OR
At the Filing Group level, click the New Filing button El

The Create New Filing(s) dialog opens, and the Details tab is displayed.
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Create New Filing{s) x|
Details IProgram,l’Fi\ing Group Setup | Filing Setup I
—* Type
[ Form [~ Rate [~ Rule I Informational
—*CLS
Compar: LOB States
AddMadiy Dekte |
Cancel |

2.  Select the appropriate Type check boxes.

Note: At least one Type must be selected.
3.  Click Add/Modify.
The Add/Modify CLS dialog displays.

Add / Modify CLS x|

r—Filing Project Details

Lel

* Filing Description: I Create Mew Filing Project
Type: I Form/Rate

~CL5 Selection

Awvailable: EBT- Big Time Insurance Selected:
-5C- shirley's Company

Eo

<

A

|

4.  Enter a Filing Description by doing one of the following:
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*  For new filings, click the text box (the default text “Create New Filing
Project” will disappear) and type in a filing description.

OR

* To add filings to an existing filing project, click the down-arrow button
to display the list of all filing descriptions in the filing group, and select
one or more filing descriptions from the list. If you make multiple
selections, then each selection displays in the field separated by a
comma.

Note: The Filing Description cannot be changed after selecting one or more CLSs. To
change the Filing Description after selecting one or more CLSs, remove all CLSs
from the Selected list.

5.  From the Available list on the left, choose the desired company/state/line of
business (CLS) combination(s) for this filing.

¢ The CLS combinations shown in the list are determined by the
administrative setup. They are grouped first by company and then by
state (default) or by LOB, depending on the position of the By LOB
button above the Available list. You can toggle between the two views
as often as you require.

¢ Companies listed are licensed for a least one LOB in one state.

¢ The list shows only those LOBs for which the company is licensed.
* Expand branches of the list by clicking any of the + buttons.

* Select the check box beside each desired CLS combination.

6.  When you have finished selecting LOB combinations, click the right arrow.
=
The selected combination(s) appear in the Selected list.

Tip: If you double-click a CLS combination in the Available list or the Selected list, it
will immediately move to the other list. You can also use the double arrow button
to move all LOB combinations from one list to the other.

Note: At least one CLS combination must be selected.

7.  When you are satisfied with all the information displayed, click OK.

Tracker saves the CLS selections and closes the Add/Modify CLS screen.
The Details tab displays with the new CLS selections in the CLS table.
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forcate new ringiey x
|
Details | Program/Filing Group Setup | Filing Setup |
¥ Type
¥ Form ¥ | Rate ™| Rule ™| Infarmational
* LS
Comparr | LOB | States
ET- Big Time Insurance BM ME, MA
ET- Big Time Insurance F ME
ET- Big Time Insurance DF MA
8.  Click the Product/Filing Group Setup tab.
The Product/Filing Group Setup dialog displays.
x
Details Program/Fiing Group Setup | Filing Setup |
—Program 1=
Code: ITI|
Description: ITowne Insurance
—Filing Graup
Description: |SDeciaI Filings
Mame; I TI- Tawne Insurance
Manager: |Supervisor, System Date: |07/24/2009 -
Cuskarn: :I
[
Filing Group #: IDUDU4
MAIC Filing Description: |
=l
—Filing
Filng Type: | =l Start Date: |0(07/z009 -
Filing Description: | j Filing Manager: j
Custom: =] z
=] -
Create I Cancel |
In the filing group, you may optionally complete the following fields:
» Filing Type
e Start Date
*  Filing Description
e Filing Manager
e Custom
¢ Company Reference #
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Note: The purpose of these Filing level fields in this dialog are to give you a start on
populating the Filing level fields on the Filing Setup tab. Each field populated on
this screen will apply to all filings on the Filings Setup tab. You are not required
to populate any of these fields on this screen. You can go directly to the Filing
Setup tab to populate these Filing level fields if desired.

9.  When you have finished, click the Filing Setup tab.
The Filing Setup dialog displays.
B

Details I ProgramyFilng Group Setup  Filing Setup |

r—Filing Details

Company: | BT- Big Time Insurance ;I LOB: |BM

States: | ME, Ma

State | Filing Tvpe | Filing Description | Start Date | Filing Managet | Cuskom COMmpany. .. | MAIC Filing ... |
ME 03072009
MA 0807 /2009

Edit Filing |

Create I Cancel |

A drop-down list of system-numbered CLS combinations is created.
Selecting a CLS combination from the drop-down list displays that CLS
combination’s information (the Company, LOB, and States). A table of
filings for that CLS combination is also displayed.

10. Choose a CLS combination from the CLS drop-down list.

The system displays that CLS combination’s information and populates the
table with values based on entries made in the Filing section of the
Program/Filing Group Setup tab.

11. Select a filing and click Edit Filing (or double-click on the filing).
The Edit Filing dialog displays.
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R — x|
—Filing
State: FK
*Fing Type: [N ~ |
* Filing Description: I
* Start Date: lm
* Filing Manager: I j
Custam: ;I
=
Company Reference #:
MALC Filing Description: =]
=
]34 I Cancel

12. Complete or revise the fields.

Note: Fields marked with an asterisk are required.
13. When finished, click OK.

The Edit Filing dialog closes, the new or modified entries are saved, and the
Filing Setup tab displays.

14. Repeat steps 10 to 13 for all CLS combinations and filings until the
information on all filings is complete.

15. Click Create.
Tracker displays a status box that updates as the filings are created.
16. When the status box indicates that the process is done, click Close.

The newly created filing(s) will appear on your My Filings tab, My Filings
— All tab of the Filing Manager, and the Filings tab in the appropriate
Filing Group.

Each filing is assigned a 12-character Tracker Filing ID based on the
following:

e 2-character State Code
*  5-digit Filing Group number

e 5-digit sequence number (counter of filings created in that filing group)

Notes:

. For states that do not allow combined filings, Tracker will split the filings
into separate rates, rules, and forms where applicable.

. The sequence number portion of the Filing ID does not recycle numbers of
deleted filings.
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. If separate CLS combinations have the follow elements in common, Tracker
automatically combines them into one row as a CG filing and displays CG -
Company Group and the Company Codes and Company Names as CG -
Company Group (10 - CO1, 20 - CO2):

« LOB
e state

* attachments (with matching state association and metadata associated
with the attachment)

e dates
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The My Filings — All Tab

The My Filings — All tab displays a list of all of the filings in the system where
you are assigned as the filing manager. From here, you can directly access the
filing details for any of your

filings.
Oracle Insurance Compliance Tracker 6.6 - [Top Level] =101 x|
File Edit Insert View Admin ‘Window Help -|ﬁ' 5[
al # gleln 5= BEEEE GEEEe s x| ] =
Program: ITIV Tawne Insurance j Filing Group #: |DDDDE FG Hame: IEast Coast Filings
FG Mo ISupelvisor, System j FiG Descrip IFiIings for East Coast States
Date: [07/24/2009 =l Custom |

v Stated [ 29 [V Pending 1 vV Approved [ O ™ Closed 0 ¥ Dther 1} Tata: [ 30 T Unread Sgspendedl

My Filings - All | Filing Groups | My SERFF Messages I All SERFF Messages I
Mext Activity | Activity Desc =
b
ME BM BT Fao Advisory #2 for ME Start Mo 0
ME BM BT Fao Advisory #2 for ME Start Mo 0
ME BM BT RajRu  Advisory #2 For ME Start Mo 0
ME BM BT RajRu  Advisory #2 For ME Start Mo 0
ME BM BT RajRu  Advisory #2 For ME Start Mo 0
ME BM BT RajRu  Advisory #2 For ME Start Mo 0
Ma  BM BT Fao Advisory Far MA Start Mo 0
Ma  BM BT Fao Advisory Far MA Start Mo 0
Ma  BM BT Fao Advisory Far MA Start Mo 0
Ma  BM BT Fao Advisory Far MA Start Mo 0
Ma  BM BT RajRu  Advisory For MA Start Mo 0
Ma  BM BT RajRu  Advisory For MA Start Mo 0
Ma  BM BT RajRu  Advisory For MA Start Mo 0
Ma  BM BT RajRu  Advisory For MA Start Mo 0
ME DL BT Fo Biannual for ME Start Mo 0
ME DL BT Fo Biannual for ME Start Mo 0 e
ME DL BT Fo Biannual for ME Start Mo 0
ME DL BT Fo Biannual for ME Start Mo 0
ME DL BT RajRu  Biannual For ME Start Mo 0
ME DL BT RajRu  Biannual For ME Start Mo 0
ME DL BT RajRu  Biannual For ME Start Mo 0 ;I
Ready |

The My Filings — All tab can show all of your filings, or be filtered to show only
those filings of a particular status (such as Started, Pending, or Closed) or only
those with a Suspense Date (pending future action) attached.

Accessing the My Filings — All Tab

The My Filings — All tab can be accessed at any time from any point within
Tracker using the View Menu option: View My Filings — All.

1.  Select the View menu.

2.  Select the View My Filings — All option. The Top Level with the My
Filings — All tab will be displayed.

Sorting the My Filings — All Tab

The Filing Description field is the unique identifier for each filing project in a
Filing Group. As a result, the default sort order is first sorted by the Filing
Description field so that each filing project is displayed together.

The default sort order of the My Filings - All tab is as follows:
. Filing Description (ascending)

. State (ascending)
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Note:

. LOB (ascending)

. FG # (descending)

. Company Code (ascending)
. Content (ascending)

. Sequence # (descending)

Sequence # is used in sorting but is not displayed.

You can change the sort order by right-clicking a column header and select a new
sort order from the context menu.

A sort on any column uses the following sort order where the first sort criterion is
always the column selected for the sort:

. [column selected] (ascending or descending based on selection)
. State (ascending)

. LOB (ascending)

. FG# (descending)

. Company Code (ascending)

. Content (ascending)

. Filing Description (ascending)

. Sequence # (descending) — not displayed

Example #1: a sort initiated on the State column in ascending order is:
. State (ascending)

. LOB (ascending)

. FG # (descending)

. Company Code (ascending)

. Content (ascending)

. Filing Description (ascending)

. Sequence # (descending) — not displayed

Example #2: a sort initiated on the LOB column in ascending order is:
. LOB (ascending)

. State (ascending)

. FG # (descending)

. Company Code (ascending)

. Content (ascending)

. Filing Description (ascending)

. Sequence # (descending) — not displayed

134

TRACKER P&C VERSION 6.6 USER GUIDE



THE MY FILINGS — ALL TAB

Example #3: a sort initiated on the Content column in ascending order is:
. Content (ascending)

. State (ascending)

. LOB (ascending)

. FG# (descending)

. Company Code

. Filing Description

. Sequence # (descending) — not displayed

Filtering the My Filings — All Tab

You can filter your My Filings — All tab to display only the filings of a certain
status group (or groups) which you define. On the Filing Group Header, there are
located several status markers which tell you how many filings of each status
(such as Started, Pending, Approved) are currently contained within a single
filing group. Beside each of these status markers is a checkbox which can be used
to define the status-types of filings you want to see.

There is also a Suspended button located to the right of these checkboxes. If
pressed, only those filings having the status(es) specified and having a Suspense
Date (future activity) attached will be listed. By using this feature you can list
only those filings requiring your immediate attention.

Method: Filter the My Filings — All Tab

On the Filing Group Header, locate the Filing Status check boxes.

2. Click in the boxes beside each status type you want to appear in the My
Filings — All tab.

3. If you want to view only filings having a Suspense Date attached, click the
Suspended button located to the right of the checkboxes.

4. Inthe My Filings — All list, only filings having a status which you have
selected will appear.

Method: Access a single filing

. On the My Filings — All tab select the filing you want to view and double-
click it to open the related details of the filing.

Accessing Filing Records from the Filing Group Level

You can access a single specific filing from its related Filing Group level using the
My Filings tab or the Filings list tab.
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The My Filings tab displays a list of all of the filings in the selected filing group
where you are assigned as the filing manager. The Filings tab displays a list of all
of the filings in the selected filing group, including those where others are
assigned as the filing manager.

The Filing Description field is the unique identifier for each filing project in a
Filing Group (see Create Filing Section). As a result, the default sort order is first
sorted by the Filing Description field so that each filing project is displayed
together.

See also Sorting the My Filings — All Tab on page 133.

Method: Access a filing from a Filing Group level

Navigate to the filing group with the filing you want to access.

2. On the My Filings tab or Filings list tab, double-click the filing you want to
view.

The Filing level view of the filing displays.
Browsing through the Filing Records
You can browse through the filing records within a filing group, moving from one

filing record to another, by using the Back * and Forward * toolbar
buttons or equivalent Edit menu options.
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Filing Header

This area of the Filing screen contains detailed information about the filing, as
well as information about the filing group to which the filing belongs.

Title Bar ——
Menu Bar —

2! Oracle Insurance Compliance Tracker 6.6 - [Filing: TI MEDODD300014]
E File Edit Insert Yew Admin Window Help

Toolbar — |21 2 Dlsla| 5|6 ©)|w) 6w m)ea/ne 6 x| o)

_ Program: I Tl- Towne Insurance j Filing Group ﬂ.|DUUU3 FiG Mame: IEast Coast Filings
Fili ng Fi& Mar: I Supervisor, System x| FG Descip:[Fiings for East Coast States

Dater |07/24/2003 hd Listom:

Group — st
Header || ElStarted T35 B Rending [0 | ¥ gppoved [0 | I Glosed [0 | R Gther [0 | Totel [ 2

— State: |ME- M aine Campany |ET - Big Time Insurance
Fili LOB: [BM - Boler & Machinery

Hnin
Heager LDescription: |Adwsury #2 for ME
Filing Twpe: | Adkvizom VI Eiling Manager. ISuperwsur, System ]
r— Related Filing

L Farrn I _I Rate : I _I Rule

Tabs Filing Details |F\Bsuurces| Cummentsl A[:liviliesl Forms I Filing Furmsl Filing F‘ackagel Oth

- Referenc:

SERFF Filing ID: |

Insurance Department Fils #: ||

Statute:

Company Reference #: I

INn Statute j

Custom: I

~SERFF

10

| Sub 100 |

Select...

“Wiews General Instructions ‘

The Filing level is designed to give you quick and easy access to all your filing

information.

The Title Bar shows the Tracker Version, Tracker level, and the Identification

Number.

The Filing Group Header shows the associated Filing Group #, FG Name and FG
Description, theprogram that the filing group is a part of, and start date.

The Filing Header shows the filing's Descrip(tion), (start) Date, Filing Type,
Filing Manager, (content) Type (Rate, Rule, Form, or a combination), Company,

State, Line of Business, and File Status.

Below the Filing Header are various tabs that contain additional information. The

tabs shown at the Filing Level are as follows:
. Filing Details

. Resources

. Comments

. Activities

. Forms (if it is a form filing)

. Rates (if it is a rate filing)

. Rules (if it is arule filing)

. Filing Forms

. Filing Package
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Note:

. Other Attachments

. NAIC Filing Description

. Filing Fee

. SERFF (if viewing a SERFF filing)

The Tracker Filing ID

Each filing in the system is assigned a unique identification code to help you keep
track of your filings.

This Tracker identification code is comprised of three elements:

. a State code (two digits)

. a Filing Group number (five digits)

. a Sequence number (five digits)

The Sequence number is a running count of all filings in a filing group. For

example, if there are five filings in a filing group and a new filing is created in that
group, the system assigns the next sequential number.
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Filing Tabs

Below the filing header are various tabs which contain additional information.

The filing tabs are described in the following sections:

The Filing Details Tab on page 140

The Resources Tab on page 212

The Comments Tab on page 213

The Activities Tab — Filing Level on page 214

The Forms Tab — Filing Group Level on page 147
The Rates Tab — Filing Level on page 170

The Rules Tab — Filing Group Level on page 181
The Filing Forms Tab on page 215

The Filing Package Tab — see Activities and the Filing Package Tab on page
249

The Other Attachments Tab — see Other Attachments on page 195

The NAIC Filing Description Tab — see NAIC Filing Descriptions on page
201

The Filing Fee Tab — see Entering Filing Fees on page 203
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The Filing Details Tab

Note:

Note:

The Filing Details tab records additional general, date, and progress tracking
information about a single filing. It is specific to one filing alone, even if that
filing is part of a group of related multi-filings. You should add information to this
tab as it becomes available, throughout the course of the filing process.

The Filing Details tab contains a lot of information, and depending on the size of
your monitor and your desktop set-up, you may need to use the vertical scroll bar
located on the right-hand side of the tab to see all of the available fields.

Filing Details |Resuurces| Comments I Activities' Forms | Filing Furms' Filing Packagel Other Attachmcnts'

— Reference:

SERFF Filing 1D: IINSS-DDDE‘I 3861
Insurance Department File #: || Slefulics
Company Reference #: | IF'rior Approval j

Custorm: I

T0I: |Commercial Automobile Lines 19.4 &21.2 Select.. |

—SERFF

Entering Filing Details Information

Some of the fields (including most date fields) on the Filing Details tab will be
filled in automatically by the system as different activities are performed and
posted for the filing, as the filing process progresses. Many fields can be changed
if necessary.

Method: Enter filing details

1. Inthe References information section:
e Enter the Insurance Department File #, if any, assigned by the DOL.

¢ Enter the Company Reference #, if your company will be using another
number different than, or in addition to, the Tracker filing identification
number to identify this filing.

e The Filing Statute will be automatically filled in by the system using
information from the Regulatory Specialist.

* Ifnecessary, enter text in the Custom field.
2.  In the Date Status information section:

e The Start Date will be automatically filled in when you create the
filing.

e The Approved, Approval Received, Disapproved, Deemer, Filed,
Req. Renewal Effective, Approved Effective, Withdrawn,
Resubmitted, Respond By, Appr. Renewal Effective, Req. Effective,
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Objection, and Custom Date ficlds will be updated as you perform the
activities associated with them over the course of the filing process and
by certain messages received from SERFF.

* In the Days option, enter the number of days after submission that you
want this filing to take effect.

¢ The field names for the four Custom Dates are assigned in System
Defaults: see Performing Custom Table Tasks on page 87.

3. Inthe Print/Mail/Automation Status information section:

¢ The Scheduled Mail, Actual Mail, Rate Built, and EDP Rate
Effective dates will be updated as you perform the activities associated
with them over the course of the filing process.

e Update the Print Status as necessary.
4. At the bottom of the Filing Details tab:

¢ The Tracker Reference # refers to the identification number for this
filing if it was transferred from a version of Tracker before 4.0.
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Company Group Filings

Note:

This feature allows you to create filings for multiple companies that are filing the
same policy forms, rates, and rules in any state.

Adding Company Group Filings

You can add a new filing or filings while creating a new filing group.

Method: Add a Company Group filing

The steps for adding a Company Group filing are the same as the steps for adding
any new filing. Follow the instructions for Adding New Filings on page 126.
When create new filings, if separate CLS combinations have the same LOB and
state, Tracker automatically combines them into one row as a CG filing and
displays CG - Company Group and the Company Codes and Company Names as
CG - Company Group (10 - CO1, 20 - CO2).

Viewing the Companies in a Company Group Filing

The company group filing appears in the display list with CG in the company code
field.

Method: View the companies in a Company Group filing

1.  Navigate to the filing group with the company group filing that you want to
view the companies for.

2.  Highlight the company group filing.

Form: [ Rate : | [ Rule: [ =] ‘
My Filings | Filings | Activities | Rates | Rules | Forms | Other Attachments | NAIC Filing Description |
State [LOB |arp. # [company |Content |Sed[Description [Status rext Activity [activity Desc [EFT [unread Messagets) |
MA  EM 00005 BT Fo Z Mew Start W 0
ME BM 00008 PI Fo 5 Mew Start Mo 0O
ME M o0os BT Fa 3 Mew Start Mo 0
4 Hew Start Mo 0
1

ME CR 00006 BT Fo

3.  Double-click the Company field in the header.

i=! Oracle Insurance Compliance Tracker 6.6 - [Filing Group: WA 00006]
El Fle Edt Inserit View Admin Window Help

s

Q| @ AlelE BE| )] e e o)) e s k] <ol Bl@

Progiam: [w- Walerloo Coverages =] Fiing Group #|00006 FG Name: [WA- Waterlon Coveragss
FBG Mar: | Supervisar, System =] FG DescipBasic Insurance
Date: [08/10/2008 =l Custom|

¥ Stated[ 5 ¥ Pending [ 0 ¥ Approved [ 0 [~ Cised 0 [ Other [ 0 Totak [ 5 [ Urread Suspended

State: ME-Maine ampary: (O - Company Gruup)

LOE: [BM - Boler & Machinery File Status [T F - ‘

A list box displays showing the companies included in the group.
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Company Group Filing Members |

ET- Big Time |nsurance
Fl- Pure Insurance

4.  To close the Company Group Filing Members list box, do one of the
following:

e  Click the X in the top right-hand corner of the list box.
*  Press ESC.
e Press Return.

5. Navigate to the Filing level for the company group filing.

Notice that the second tab from the left has been renamed “Companies/
Resources.”

6.  Click the Companies/Resources tab.

The Company Group Members list shows all the companies that form part

of the group.
Filing Details Companies/Resources |f‘ Adivitiesl Forms | Filing Forms | Filing Pal:kagel Other At 4 | ¥
Resources: Company Group Members * + j

Hame BT-Big Time Insurance
FI- Pure Insurance

Actuarial
Actuarial Consultant

Linderyvriter
IS

Motary Public
Official
Officer

CEO

o o

Searching for a Company Group Filing

The search function is capable of searching for filings associated with specific
company codes, including company group filings.

For details on using the search function, see Performing Tracker Searches on page
424,
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Tracker Search =

Search Parameters | Search Results I

— Context

Ine| [~ |
Field: IEompany Code j Thig text:IBT Add

Criterion: I containg j Delete |

Search for: [l

Selected Criteria:

Search for Filingz - PAC where Company Code contains 'BT'

Clear | Lancel | Search I

The search results include the company group (CG) filings where company code
contains BT.

Tracker Search =
Search Parameters  3earch Results |

Found: IFilings - P&C Ir: |

— Besult
Filing Mumber |LOB Code|C0mpany |Type Filing Manager |[;|
MEDOOO300008 EM BT-Big Time Insurance Rate & Rule SUpEryisor [}
MEOOOO300012 oL BT-Big Time Insurance Rate & Rule SUpEryisor E
MEDOOO300015 EM BT-Big Time Insurance Rate & Rule SUpEryisor [}
MEDOOO300016 EM BT-Big Time Insurance Rate & Rule SUpEryisor [}
MEDOOO300023 oL BT-Big Time Insurance Rate & Rule SUpEryisor E
MEDOOO300024 oL BT-Big Time Insurance Rate & Rule SUpEryisor E
MEDOOO300025 R BT-Big Time Insurance Rule SUpEryisor 4
MEOOOO400001 R BT-Big Time Insurance Rule SUpEryisor 4
MEOOOO&00001 EM Company GroupiBT-Big Time I Form SUpEryisor I.

-
| | »
Frint | | Wiew Selection I | Mew Search I | Lloze I

Note: When you search using the Company Code, always use the actual code number.
CG is not recognized as a valid search criteria.

Generating Filing Forms for a Company Group Filing

For Company Group filings, there are a number of different ways in which the
states want the filing forms to be completed. Some states require a separate filing
form for each company in the group, while other states will accept a single copy
of the form, as long as all the companies in the group are listed on the form. Even
within a single state, the requirements may vary for each form.

With these varied requirements in mind, each filing form is reviewed before being
added to Tracker to determine if a separate instance of the form is required for
each company in the company group, or if only one instance of the form is
required listing all companies in the company group. The filing form is then
appropriately coded and added to Tracker to conform to a state’s requirements

unique to each filing form.
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Schedule Items Overview

When it comes to adding schedule items to your filings, Tracker offers great
flexibility. Schedule items—that is, forms, rates, rules, and other attachments—
can be added to filings of any type. For convenience, if they are added at the
Filing Group level, each filing in the filing group with a status of Start will
automatically contain a linked copy of the schedule item, complete with any
changes made at the Filing Group level at a later time (though this link can be
broken by making certain changes at the Filing level).

Adding Schedule Items

Adding a schedule item to a filing is as simple as navigating to the filing and
clicking the appropriate button on the toolbar.

Note: If you start adding a schedule item to a filing that has a different type (for
example, adding a rate schedule item to a rule filing), Tracker will check
Regulatory Specialist to see if combined filings are allowed in that state. If they
are not, you are prompted to cancel the addition or continue anyway.

After the schedule item is added:

. Tracker adds the appropriate Form/Rate/Rule tab; if the filing is in Start
status, also adds the appropriate Filing Group level items to the newly
created tab

. Tracker checks the appropriate Type check box in the Filing banner

. Tracker locks the corresponding Related Filing field (regardless of whether
the filing was sent to SERFF or not)

For SERFF filings:

. (for filings not yet sent to SERFF) Tracker deletes any data in the Related
Filing field at the time the field is locked. (If the filing was sent to SERFF,
no data is deleted.)

. SERFF functionality for the new filing type will apply, that is, use of the
SERFF/Supporting Documentation tab, the View Schedule button, auto-
populate Filing Forms, Public Access functionality, and others.

. Users will need to send newly added Form/Rate/Rule schedule items to
SERFF via an Initial Submission, Filing Amendment, or an Objection
Response.

. If additional Supporting Doc schedule requirements are needed as a result of

the newly added Form/Rate/Rule schedule item, User will need to create
User Added requirements to be sent as part of the Initial Submission, Filing
Amendment or Objection Response. Tracker will not refresh the Supporting
Doc schedule requirements or the list of filing forms on the Filing Forms
tab.

. For Filing Amendments and Objection Responses, only the Rate Schedule
item information is sent to SERFF. (Rate data is only sent with the initial
submission).
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Refer to the following topics for details on adding and editing schedule items at
the Filing Group and Filing level:
Forms

. Adding a New (or Editing an Existing) Filing Group Level Form on page
147

. Adding a New (or Editing an Existing) Filing Level Form on page 151

Rates
. Adding a New (or Editing an Existing) Filing Group Level Rate on page 164
. Adding a New (or Editing an Existing) Filing Level Rate on page 173

Rules
. Adding a New (or Editing an Existing) Filing Group Level Rule on page 181
. Adding a New (or Editing an Existing) Filing Level Rule on page 186

Other Attachments

. Adding a New (or Editing an Existing) Filing Group Level Other
Attachment on page 195

. Adding a New (or Editing an Existing) Filing Level Other Attachment on
page 198
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Forms

In Tracker, the term forms refers to insurance policies, endorsement forms, riders,
and so on, used to construct and contain the criteria of the insurance coverage
being provided. New forms, form alterations, and form exceptions must often be
filed with individual state insurance departments, with references made to the
existing forms affected, in order to meet compliance regulations.

The Forms Tab — Filing Group Level

The Filing Group level Forms tab lists all of the forms, endorsements and other
items attached to this filing group.

My FiIingsl Filings | Ac’tivitiesl Rates | Rules Forms |0ther Aﬂachmentsl NAIC Filing Descriptiunl

Form # [Edition [title |isction |attach Count |
Fz003 Form-2003 M 1

From this tab, you can access the details for any of the forms listed.

1.  Onthe Forms tab, select the form record you want to view and double-click
it to open the related Form Details dialog.

2. Click a tab title to view information on that tab screen.

Adding a New (or Editing an Existing) Filing Group Level
Form

Tip: When you add a form at the Filing Group level, all filings with a Start status in
that filing group will automatically contain the form. You can see these Filing
Group level forms at the Filing level, and any changes made at the Filing Group
level will appear in filings at the Filing level with a status of Start. If a filing that
is not in Start status changes back to Start status (as a result of performing or
deleting an activity), then any new or modified forms that were not previously
included in that filing are still not included in the filing after the status change.
Adding forms at the Filing Group level then making required changes at the Filing
level may save you time compared to adding forms individually at the Filing
level.

Method: Add a new or edit an existing Filing Group level form

1.  Navigate to the Filing Group level for the desire filing group.

2.  To create a new form, click the New Form toolbar button fﬂl or select
Insert > New Form.

The New Form dialog opens.

Alternatively:
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To edit an existing form, double-click the desired form on the Forms tab.

The Form Details dialog opens (not shown, but similar to New Form
dialog box).

News Form

X

Program : (2001 PA
FG - 03562

FG Description : |SERFF

General lAttachments. Memo | Misc. | Readabilily. Replacement

Entered By : |Supervisor, System Date Entered : |12/03/2003

Form # : ||

Advizary Form # ; |

Title : |

Edition Date : | Type : |
Action

" Mew

" Replacement

" withdrawn

| Cancel | Mext |

3.  The basic information fields at the top of the dialog will be automatically
filled with information from the filing group record. Check these to ensure
that you are adding the form to the desired record.

4. On the General tab:

The Entered By and Date Entered fields will automatically be filled in
with your name and today’s date.

In the Form # field, enter the code/number assigned to this form by
your company.

If applicable, in the Advisory Form # field, enter the code/number
assigned to this form by the relevant Advisory Organization.

In the Title field, enter a brief title for this form.
In the Edition Date field, enter the edition date for this form.
In the Type field, select the form type from the drop-down list.

In the Action area, select whether this is a New, Replacement or
Withdrawn form.
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5. On the Attachments tab:

Form Details E|
Praogram ; (2001 FA FG Description : | SERFF
FG #. 03562
General Attachments lMemu | Misc. | Readability | Replacement]
Attachment Count: 1 Print Date: | f_/___ -
Typeset Dake: | S -
Attachments
# File Name # of Pages
1 Fiorm 3. xls 1

Add | | |

| Cancel | |

To add a new attachment to the form, click Add, and using the file
browser that opens, locate the required document. Double-click the
required document, or select the document and click Open. If you have
a DMS, select Browse DMS if the attachment is located in aDMS.

Tip: Seclect a file on a shared network drive or a DMS, not a local drive. This will help
prevent problems if other users work with this filing.

To view an existing attachment, select the document and click View
Attachment, or double-click the attachment.

To replace an existing attachment, select the attachment in the
Attachments table and click Modify, and using the browser that opens,
locate the required document. Double-click the required document, or
select the document and click Open. If you have a DMS, select Browse
DMS if the attachment is located in a DMS.

In the No. of Pages field, enter the number of pages in the attached
document.

Repeat above steps for additional attachments.

Use the up and down arrows above the Attachments table to move the
entries within this table so that the list of attachments are in the correct
order.

T+
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e In the Print Date field, enter the print date for this form.

* In the Typeset Date field, enter the typeset date for this form.
6.  On the Memo tab:

Form Details

X

Program - [2001 B4 FG Description : |SERFF
FG tt- 03562

General | Attachments Memo |Misc. | Readability' Replacement

Form # - |F325
Title: |Form-325

Mema: ||

| Cancel | |

e The Form # field displays the form number.
e The Title displays the form title.

¢ Inthe Memo ficld, enter a comment or description of the form. This text
is included in the long filing letter. (See Understanding Filing Letters on
page 351.)

150 TRACKER P&C VERSION 6.6 USER GUIDE



FORMS

7. On the Misc. tab:

Form Details

(]

Program : (2001 PA FG Description: SERFF
FG - 03862

General | Attachments | Memo Misc. |Readability| Replacement

Reguirement

+ Mandatory ¥ Form Impacts Fates
" Optional

" Conditional Mandatorny

™ Mot Applicables

Cuistom :

QK | Cancel | |

e In the Custom field, you can add more information about the form.
Information in this field will not appear in the final filing package.

* In the Requirement area, select Mandatory, Optional, Conditional
Mandatory, or Not Applicable.

e Ifthis form will have an impact on related rates, select the Form
Impacts Rates check box.
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8.  On the Readability tab:

Form Details E|
Frogram : 2001 PA FG Description - |SERFF
FG 4 03562
General | Attachments | Memo | Misc. Readability lRepIacement]
Sentence Count: 1} “Whord Count: a
Syllable Count; 1] Flzzch Score: 0
aK | Cancel | |

e Inthe Sentence Count field, enter the number of sentences in the text of
the form.

¢ In the Word Count ficld, enter the number of words in the text of the
form.

e In the Syllable Count field, enter the number of syllables in the text of
the form.

e In the Flesch Score field, enter the Flesch Score (readability score) of
the form.
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9.  On the Replacement tab:

Form Details

Frogram : 2001 PA
FiG # : (03562

FG Description : SERFF

General | Attachments | Memo | Misc. | Readability Replacement l

X

Replaces the following:

Fomm #
1223111

E dition

AT112-008

Add...

[

Cancel

. Click Add.

The Replacement Attachment Selection dialog displays.

Replacement Attachment Selection

Select the attachment(s] to be replaced from the list on
the left and move them to the list on the night.

Or, pou can manually add attachment(z] to be replaced

by entering the infarmation in the Manual Replacement
section and then clicking the %" button.

Available Attachments:

Enter replacement information

E3)

Replaced Rate #: |

Replaced Edition : |

|

Selected Attachments:

Rate # E Title:

I

[
[

Rate #

Edition

[vees ||

The Available Attachments table displays a list of all the forms in the

system that this new forms may be replacing.

To move one or more forms from the list of Available Attachments to the
Selected Attachments table, highlight the applicable forms, then use the >,
>> <, << buttons to move your selections.

Enter the applicable replaced information as follows:
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Enter the Replaced Form # and Replaced Edition.

b. Click the V button to add your manual entry to the Selected
Attachments table.

Repeat steps (a) and (b) as necessary to add additional replaced rates.

d. Use the up and down arrows above the Selected Attachments table to
move the entries within this table so that the list of attachments are in
the correct order.

1+

10. To add another new form, click Next.
OR
To finish, click OK.

The new form(s) will be added (or the existing form updated), and the dialog
will close.

The Forms Tab — Filing Level

The Filing level Forms tab lists all of the forms for this filing, both Filing Group
level forms and Filing level forms.

Filing Details | Resources | C ts | Activitics Forms |Filing Forms | Filing Package | Other Atachments | 1.4 »
Form # |Editi0n |Tit|e |Rev # |Acti0n |Enable |Status |State Status |Public Access |Attach Counk: |

WP3343 Farm 1 Mew es 3

WPAG454 Mew Farm 2 Mew es 3

WPRETEFTTEY Mew Farrm 3 Mew es 1

From this tab, you can access the details for any of the forms listed.

1.  Onthe Forms tab, select the form record you want to view and double-click
it to open the related Form Details dialog.

2. Click a tab title to view information on that tab screen.

Adding a New (or Editing an Existing) Filing Level Form

When you add a form at the Filing Group level, all filings with a Start status in

that filing group will automatically contain the form. You can see these Filing
Group level forms at the Filing level, and any changes made at the Filing Group
level will appear in filings at the Filing level with a status of Start. If a filing that
is not in Start status changes back to Start status (as a result of performing or
deleting an activity), then any new or modified forms that were not previously
included in that filing are still not included in the filing after the status change.
However, if you change certain fields at the Filing level, marked in this guide with

a broken link icon, = , the form will become independent of changes at the
Filing Group level, in effect becoming a Filing level form.
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Notes:

. Filing level forms can be edited if the filing has not been submitted.

. Forms attached at the Filing level only apply to that filing.

Method: Add a new or edit an existing Filing level form

1.  Navigate to the Filing level for the desired filing.

2.  Click the New Form toolbar button _El or select Insert > New Form.
The New Form dialog box opens.
Alternatively:
To edit an existing form, double-click the desired form on the Forms tab.

The Form Details dialog box opens (not shown, but similar to New Form).

Form, Details E|
Program ; (2001 PA FG Description - SERFF
FiG # - 03562 Effective Dates

Reauested: [09/28/2008  Approved: [_/_J__
Requested ,7 Approved
Fenewal : i —

Renewal :

General |Attachments | Memo | Misc. | Readability' Replacement' Status ]

Entered By Supervisor, System Date Entered ; |09/15/2008

Form # ; |[H2EE

Advisary Farm # - [4FE53

Title : |Form-653
Edition Date | Tupe: |Application j
Action Previous State Filing #
* Mew

" Replacement

" withdrawn

| Cancel | |

3.  The basic information fields at the top of the dialog box will be
automatically filled with information from the filing record. Check these to
ensure that you are adding the form to the desired record.

4. On the General tab:

* The Entered By and Date Entered fields will automatically be filled in
with your name and today’s date.
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. & In the Form # field, enter the code/number assigned to this form by
your company.

. F|rr applicable, in the Advisory Form # field, enter the code/number
assigned to this form by the relevant Advisory Organization.

- In the Title field, enter a brief title for this form.
. = In the Edition Date field, enter the edition date of this form.
. @ In the Type field, select the form type from the drop down list.

e % Inthe Action area, select whether this is a New, Replacement, or
Withdrawn form attachment. Note that this is a mandatory field for
SERFF filings.

If this is a Replacement, enter the Previous State Filing #. (This is the
DOI file number assigned by the state to the previous filing.)

5. On the Attachments tab:

Form Details E|
Program; (2001 P4 FG Description : SERFF
FG #: 03662 Effective Dates

Requested: [03/29/2008  Approved: [/ s
Fequested ’— Approved
Renewal : — —

Renewal :

General Attachments lMemu | Misc. | Readability | Replacement | Status]

Attachment Count: 1 Prirk Date: | —/_J_ w7
Typeset Date: I 4

Attachments
# File Name # of Pages
1 Form 3.xlz 1

| Cancel | |

o %7 Toadd anew attachment, click Add, and using the file browser that
opens, locate the required document. Double-click the required
document, or select the document and click Open. If you have a DMS,
select Browse DMS if the attachment is located in aDMS.

Tip: Seclect a file on a shared network drive or a DMS, not a local drive. This will help
prevent problems if other users work with this filing.
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e To view an existing attachment, select the document and click View
Attachment, or double-click the attachment.

e ¥ 1o replace an existing attachment, select the attachment in the
Attachments table and click Modify, and using the browser that opens,
locate the required document. Double-click the required document, or
select the document and click Open. If you have a DMS, select Browse

DMS if the attachment is located in a DMS.

« % Inthe No. of Pages field, enter the number of pages in the attached
document.

* Repeat above steps for additional attachments.

o % Usethe up and down arrows above the Attachments table to move
the entries within this table so that the list of attachments are in the
correct order.

1+

e In the Print Date field, enter the print date for this form.

* In the Typeset Date field, enter the typeset date for this form.

6. ¥ On the Memo tab:

Form Details x|
Program: [Tl F& Description: [Fiings for East Coast States
FiG #: |UUUUS Effective D ate:

Requested : IT Approved : IT
Requested l_ Approved I
Renewal : - Renewal : S

General l Attachments Memo IMisc.l Readabilityl Replacementl Statusl

Form #: Form 1
Title : IEndorsement
emo : ;I
=
)8 | Cancel | = |

You can enter a comment or description of the form. Text entered here is
included in the long filing letter. (See Understanding Filing Letters on page
351))
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7. On the Misc. tab:

x
Erograr : |T| Fi5 Diescription : |Fi|ings for East Coast States
FG #: (00003 Effective Date

Requested : IT Approved : IT_
Requested I— Approved I
Renewal : - Renewal : —

General | Attachments | Memo Misc. Readability] ReplacementlStatus]

Requirement
€ Mandatory ™ Fom Impacts Bates
€ Optional
- "
(:. =
Cugtom ; ;I
=
] € Cancel Iliext

e % Inthe Requirement area, select Mandatory, Optional,
Conditional Mandatory, or Not Applicable.

« %% If this form will have an impact on related rates, select the Form
Impacts Rates check box.

. & In the Custom field, you can add more information about the form.
Information in this field will not appear in the final filing package.
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8.  On the Readability tab:

MewForm x|
Frogram: [# FG Diescription - [Basic Insuance
FG#: |DDDDE Effective Date

Fequested : IT Approved : IT_
Requested I_ Approved I
Renewal : S — Renewal : —

General l Atlal::hmentsl Memu] Misc. Readability IRepIacementl Status]

Sentence Count: I [0} Wwiord Count: I a
Syllable Count: I 0 Flezch Score: I ]

]¢ Cancel ext

« % In the Sentence Count field, enter the number of sentences in the
text of the form.

- In the Word Count field, enter the number of words in the text of
the form.

. ks In the Syllable Count field, enter the number of syllables in the
text of the form.

« %% In the Flesch Score field, enter the Flesch Score (readability score)
of the form.
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=5
9. *= On the Replacement tab:
x
Program : |TI FG Descriptian : |Fi|ings for East Coast States
FG #: |DDDDS Effective D ate:
Fequested : I_..-'_,.n'_ Approved : I_..-'_,.n'_
Fequested l_ A d I
Renewal : i Flijepr[g:al: —
General Atlachments] Memul Misc.] Readability Replacement IStatusI
Replaces the following: + ¥
Form # | Edition
)8 | Cancel et
10. Click Add/Lookup.

The Replacement Attachment Selection dialog opens.

Replacement Attachment Selection 5[

Select the attachment(s] to be replaced from the list on
the left and mowve them to the list on the right,

Enter replacement information

Replaced Rule #: I
Replaced Edition : I

Or. you can manually add attachment(z] to be replaced
by entering the information in the Manual Replacement
gection and then clicking the %' button,

]
Available Attachments: Selected Attachments: + +
Fiule # [Ediion [ Tite Fiule £ | Ediion [

>

N

1 |
Cancel |

Delete | Delete Al

The Available Attachments table displays a list of all the forms in the
system that this new form may be replacing.

To move one or more forms from the list of Available Attachments to the
Selected Attachments table, highlight the applicable form, then use the >,
>> <, << buttons to move your selections.

If the list of Available Attachments is blank or does not contain the form to
be replaced, enter the replaced information.

a. Enter the Replaced Form #and the Replaced Edition field.

160

TRACKER P&C VERSION 6.6 USER GUIDE



FORMS

b. Click the V button to add your manual entry to the Selected
Attachments table.

Repeat steps (a) and (b) as necessary to add additional replaced forms.

b. Use the up and down arrows above the Selected Attachments table to
move the entries within this table so that the list of attachments are in
the correct order.

1+

11. On the Status tab:

x4
Erogram: [TI FB Deseription : [Fiings for East Caast States
FG #: |DDDDS Effective D ate:

Requested : IT Approved : IT_
Fequested l_ Approved I
Renewal : A — Renewal : —

General l Atlachments] Memul Misc.] Readabilityl Replacement Status I

Tracker Status : Im 'l Effective Date : I_a"_.-" Enable: [#
State Specific: [ Fieplacement Effective Date : I_,.-’_,.n’ - l

SERFF Detail

State Status : I

Public Access: [

)8 | Cancel | et |

e On the Tracker Status drop-down list, you can select a status for this
form only, independent of the status of the filing, but use with caution.

L Ty you want the form to be included in the overall filing, select the
Enable check box.

« %2 Ifthis form is specific for this state, select the State Specific check
box.

¢ The Replacement Effective Date will be automatically entered by the
system in the future when this new form is replaced, but only if the form
was added to the Replacement tab of the new form.

12. To add another new form, click Next.
OR
To finish, click OK.
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The new form reference(s) will be added (or the existing form reference
updated), and the dialog will close.

Enabling Forms

Tracker provides the ability to selectively enable forms.

Filing Delailsl F\esuurcesl Cummenlsl Activities Forms |Fi|ing Furmsl Filing Packagel Other Attachmenlsl NAIC Filing Description ThIS form

Form # |Edition [rile [Rev#  Jaction [Enatle [status |state Status [Public Access [attach Count | .

Form 1 Endorsement 3 Hew Ves + will not be

Farm 2 Motice Hew Yes ] H

Form 3 Schedule Mew No InCIUded

Form 4 Policy Form Hew Yes a |n the
filing
package.

When a form is enabled (Enable set to Yes), it will be sent to SERFF with the
initial filing or it can be added to a Filing Amendment or Objection Response, or
it will be included in a paper filing (will print as part of the filing package). When
a form is not enabled (Enable set to No), it is not available for a SERFF filing nor
will it be included in a paper filing.

Method: Disable a form

By default, most forms will be enabled—form part of the filing package. To
disable a form and not include it in the filing package you must perform the
following steps:

1.  On the Forms tab, highlight the form that you would like to disable.
2.  Right-click the form that is selected.

A dialog displays.

Mowe Lp
Move Down

3. By default, the form will already have a checkmark to the left of the Enable
option.

4. Click Enable.

The dialog closes and No appears in the Enable column in the table of
forms.

Note: You must repeat the Generate Complete Filing Activity for this change to take

effect in the print process.

Method: Enable a form

If you have disabled a form and you want to enable it, follow these steps:

1.  On the Forms tab, highlight the form that you would like to enable.
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2.  Right-click the form that is selected.
A dialog displays.
Mavwe L

Mawe Diown
Enable

3. Click Enable.

The dialog closes and Yes appears in the Enable column in the table of
filing forms.

Note: You must repeat the Generate Complete Filing Activity for this change to take
effect in the print process.

TRACKER P&C VERSION 6.6 USER GUIDE 163



WORKING WITH FILINGS

Rates and Rate Exceptions

Tip:

Rates are the premium amounts which insurance companies charge their
customers. Rate exceptions are rates, devised by individual insurance companies,
which deviate from state-established standards. Rates are generally managed and
tracked through the use of standard manuals and manual pages; new rates, rate
alterations, and rate exceptions must often be filed with individual State Insurance
Departments, with references made to the manual pages affected, in order to meet
regulations.

The Rates Tab — Filing Group Level

The Filing Group level Rates tab lists all of the rates and rate exceptions attached
to this filing group.

My FiIingsl FiIingsl Activities Rates |Flu|es | Forms | Other Attachments | NAIC Filing Descriptionl

Fate Change Type I\ncrease 'l

Rate List |

Rate # |Edition [itle Action Attach Count
E] % New 0
a5 ) Replacerent 0O
7 77 withdrawn 0

From this tab you can access the rate details for any of the rates listed.

1.  On the Rates tab for the desired filing group, double-click any rate in the
Rate List subtab to open the related Rate Details dialog.

2. On the Rate Details dialog, click a tab to display its information.

Setting the Filing Group Level Rate Information

The value in this field flows through to the filings unless this field is changed at
the Filing level.

Method: Set the Filing Group level rate information

At the Filing Group level for the desired filing group, on the Rates tab:

. Select a Rate Change Type from the drop-down list: Decrease, Increase,
Rate Neutral. or leave the default value of blank.

Adding a New (or Editing an Existing) Filing Group Level
Rate

When you add a rate at the Filing Group level, all filings in that filing group with
a status of Start will automatically contain the rate. You can see these Filing
Group level rates at the Filing level, and any changes made at the Filing Group
level will appear at the Filing level. If a filing that is not in Start status changes
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back to Start status (as a result of performing or deleting an activity), then any new
or modified rates and rate exceptions that were not previously included in that
filing are still not included in the filing after the status change. Adding rates and
rate exceptions at the Filing Group level then making required changes at the
Filing level may save you time compared to adding rates and rate exceptions
individually at the Filing level.

Method: Add a new (or edit an existing) Filing Group level rate

1.  Navigate to the Filing Group level for the desire filing group.
2.  To create a new Filing Group Level Rate, click the New Rate toolbar

button f@l to open the New Rate dialog, or select Insert > New Rate.

The New Rate dialog displays (shown below).
Alternatively:

To edit an existing Filing Group Level Rate, double-click the rate
attachment on the Rate List on the Rates tab.

The Rate Details dialog displays (not shown, but similar to New Rate).

New Hate g|

Fragram : 2001 PA FG Description ; | 2006 Persanal Autamabile
FG #: 01043

General lAtlachments | Memo | Misc. | Replacement]

Ertered By ; |Supervisar, System Date Entered : |D2.-"DS.-"2DDS j

Company Rate # : ||

Advizory Rate # |
Title : |

Exception Page # | Edition Date : |

Action
" Mew
" Replacement

" withdrawn

| Cancel | Mext |

3.  The basic information fields at the top of the dialog will be automatically
filled with information from the filing group record. Check these to see that
you are adding the rate to the desired filing group.

Begin entering information on the General tab for the next rate.
4. On the General tab:
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The Entered By field will automatically be filled in with your name.
The Date Entered field will have the rate’s creation date. The date can
be changed by clicking the drop-down button and selecting a date from
the calendar.

In the Company Rate # field, enter the code/number assigned to this
rate by your company.

In the Advisory Rate # field, enter the number assigned to this rate by
the advisory organization.

Enter the Exception Page #.
Enter the Edition Date.
In the Title field, enter a brief title for this rate attachment.

In the Action area, select whether this is a New, Replacement or
Withdrawn rate attachment. Note that this is a mandatory field for
SERFF filings.

5. On the Attachments tab:

New Rate §|

Frogram : 2001 PA FG Description : 2008 Personal Automobile
FG 4 01043

General Attachments lMemu | Misc. | Replacement

Attachment Count: o

Altachments
# File Mame # of Pages
1 Simple Rate Doc 1.doc 33

Add | | |

Ok | Cancel | Mext |

To add a new attachment to the rate, click Add, and using the file
browser that opens, locate the required document. Double-click the
required document, or select the document and click Open. If you have
a DMS, select Browse DMS if the attachment is located in aDMS.

Tip: Seclect a file on a shared network drive or a DMS, not a local drive. This will help
prevent problems if other users work with this filing.
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e To view an existing attachment, select the document and click View
Attachment, or double-click the attachment.

* To replace an existing attachment, select the attachment in the
Attachments table and click Modify, and using the browser that opens,
locate the required document. Double-click the required document, or
select the document and click Open. If you have a DMS, select Browse
DMS if the attachment is located in a DMS.

* In the No. of Pages field, enter the number of pages in the attached
document.

* Repeat above steps for additional attachments.

a. Use the up and down arrows above the Attachments table to move the
entries within this table so that the list of attachments are in the correct
order.

1+

6. On the Memo tab:

New Rate &

Fragram : 2001 Fa FG Description : 2006 Personal Automabile
FG f: 01043

General | Attachments Memo |Misc. | Replacement

Fate # : |
Title: : |

Mema :

(] 8 | Cancel | Mext |

e  The Rate # and Title are automatically filled in.

¢ The Memo field provides room for a lengthy comment or background
description of the attachment. Text entered here is included in the long
filing letter. (See Understanding Filing Letters on page 351.)
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7. On the Misc. tab:

Mewr Rate r5_<

Pragram : 2001 P4 FG Description : 2008 Personal Autamabile
FG - (01043

General | Atachments | Memo Misc. |Replacement

Custam : ||

1] 8 | Cancel | Mext |

The Custom field allows you to add more information about the rate.
Information in this field will not appear in the final filing package.

8.  On the Replacement tab:

Newr Rate r5_<

Program ; 2001 PA FG Description : (2006 Personal Automabile
FG#: 01043

General | Attachments | Memo | Misc. Replacement l

Replaces the following:

Rate # Edition

Add...

[u]: | Cancel | Mext |

9. Click Add, and the Replacement Attachment Selection dialog displays.
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X

Replacement Attachment Selection

Select the attachment(z] ta be replaced from the list on Enter replacement information
the: left and move them to the list on the right.

Feplaced Rate #: |

Or, you can manually add attachment(s] to be replaced N
b entering the infarmation in the Manual Replacement Replaced Edition : |
zection and then clicking the %" button.

|

Available Attachments: Selected Attachments:
Rate # E.. Title [ Rate Edition

|
-

[0 | conead |

The Available Attachments table displays a list of all the rate attachments
in the system that this new rate attachment may be replacing.

To move one or more rate attachments from the list of Available
Attachments to the Selected Attachments table, highlight the applicable
rate attachment, then use the >, >>, <, << buttons to move your selections.

If the list of Available Attachments is blank or does not contain the rate to
be replaced, enter the replaced information.

Enter the Replaced Rate # and the Replaced Edition field.

b. Click the V button to add your manual entry to the Selected
Attachments table.

Repeat steps (a) and (b) as necessary to add additional replaced rates.

b. Use the up and down arrows above the Selected Attachments table to
move the entries within this table so that the list of attachments are in
the correct order.

T+

10. Click Next.

The information on all the tabs will be saved, the new rate reference will be
added to the main Rate tab at Filing Group level, and another New Rate
dialog will open.

OR
Click OK.

The information on all the tabs will be saved, the new rate item will be
added to the main Rate tab at Filing Group level, and the New Rate dialog
will close.

OR

Click Cancel to close the New Rate dialog without saving.

TRACKER P&C VERSION 6.6 USER GUIDE 169



WORKING WITH FILINGS

Note:

The Rates Tab - Filing Level

The Filing level Rates List tab lists all of the rates and rate exceptions for this
filing; both Filing Group level filings and Filing level filings.

Filing Details] Resources] Comments ] Activities Rates ]Filing Forms] Filing Package] Other Aﬂachments] NAIC Fi

Current Filing
Fiate Change Type [REEIRETIEL

Filing kethod -

Rate List lFlate Change Details] Last Flevisinn]

Rate # |Editi0n |Title |Rev # |Acti0n |Enab\e |Status |State Status |Public Access
11 11 TMew ‘es
1z 1 TMew ‘es
13 13 Replacement Yes
14 14 Withdrawn  Yes

From this tab you can access the rate details for any of the rates listed.

1.  On the Rates tab for the desired filing, double-click any rate in the Rate
List subtab to open the related Rate Details dialog.

2.  Click a tab title to view information on that tab screen.

If this is a Company Group filing, a CG Impact tab will also display.

Filing Details | CompaniesfResources | C

t I Activities Rates WFiIing Fnrms} Filing Packagel Other Attachmen

Current Filing
Rate Change Type [{BEEEEEE)

Filing Method  |File and Use -

Rate List WRate Change Detailsl CG Impad] Last Flevisinnl

Rate # |Editinn |Tit|e |Rev # |Actinn |Enahla |Status |Stata Stakus |Puhlic Arcess
123 123 Yes

Viewing or Changing Rates and Rate Exceptions at the
Filing Level

On the Rates tab for a filing, you can access the details for any of the rates or rate
exceptions listed, and enter or change the information for this filing.

When changed at the Filing level, a filing’s Rate Change Type will become
independent of the Rate Change Type setting at the Filing Group level.

Entering Filing Level Rate Information

You can enter or change the rate information that applies to this filing only. This
can include performing a rate action to request an increase or decrease in a rate.

Method: Enter Filing level rate information

1.  Navigate to the Filing level for the desired filing.
2.  Click the Rates tab.
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3. Ifrequired, select an entry from the Rate Change Type drop-down list
(blank, Increase, Decrease, or Rate Neutral).

Note: When changed at the Filing level, a filing’s Rate Change Type will become
independent of the Rate Change Type setting at the Filing Group level.

4.  Select an entry from the Filing Method drop-down list, which by default
shows Prior Approval, File and Use, Flex Rating, or Use and File. (This
list can be customized by the Tracker Administrator. See Filing Method
(Rate) on page 290.)

5.  Click the Rate Change Details tab. This tab contains the Public Access
section (which indicates whether the document affiliated with the
requirement can be publicly accessed) and a grid with company-specific rate
change information for the filing.

Rate List Rate Change Details l Last Revision 1

Fublic Access
I

Companhy name 2 Indicated ... | Oweral... | ‘written premi... | # of policyh. . | “Wiitten pre... | Max % cha... | Min % cha.. | Max % app... | Min 2

ohitehil tech I

6.  Double-click a row containing data.

The Rate Change By Company dialog opens.

Note: If Rate Change Type is set to Not Applicable, the fields on the Rate Change By
Company dialog will be locked and empty.

Rate Change Details §|

Company name | K

% Indicated change a4, Cancel
Orverall % rate impack o

‘Written premium change For this program |$ 1] i

I

# of policyholders affected For this program |

Writken premiurm For this program |$ n

Max %% change (proposed) li k)
Max % change (approved) Ii %
Min % change (proposed) Ii 3
Min % change {approved) Ii a,

7.  Enter (or view) the company-specific rate change information for the filing,
as follows:

a. The Company Name field is read-only.
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10.

b. Inthe % Indicated change, enter a positive or negative percentage
value.

c. Inthe Overall % Rate Impact field, enter a positive or negative
percentage value.

d. Inthe Written premium change for this program field, enter a
positive or negative dollar value. The value cannot exceed ten digits and
must be a whole number; the maximum value that can be entered is 2
billion.

e. Inthe# of policyholders affected for this program field, enter a value.
It cannot exceed ten digits or 2 billion and must be a whole number.

f. Inthe Written premium for this program field, enter a dollar value.

g. Inthe Max % change requested for this program field, enter a
positive percentage value.

h. The Max % approved for this program is the maximum percentage
increase allowed by the state. The approved values for SERFF filings
will be shown on the disposition report and will be populated into the
approved fields by the system for SERFF filings. This field is read-only.

i. Inthe Min % change requested for this program field, enter a
positive percentage value.

j- The Min % approved for this program is the minimum percentage
increase allowed by the state. The approved values for SERFF filings
will be shown on the disposition report and will be populated into the
approved fields by the system for SERFF filings. This field is read-only.

If this is a company group filing, a CG Impact tab is displayed. Click this
tab.

Rate List} Rate Change Details CG Impact ILast Revision}

Public Access
) r©

Overall Rate Information for Company Group Filings

% Indicated Change: %
Overall percentage rate impact for the filing : %

Effect of Rate Filing

“Wiritten premiumn change for the program : # of policyholders affected;

In the % Indicated Change ficld, enter a positive or negative percentage
value.

In this tab, enter the Overall percentage rate impact for the filing.

The Effect of Rate Filing section in this tab includes two read-only fields:
*  Written premium change for this program

e # of policyholders affected

These fields are read-only because their values are calculated by the system.
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11. Click the Save button on the Tracker toolbar to save your changes.
12. Click OK to save your changes.
13. Click the Last Revision tab.

Last Revision

Last Rate Revizion Filing Detailz

Owerall percentage :

Effective Date: | A/ j

i

Filing Methiod ; | ~|

14. In this tab, enter the following information for the previous rate revision:
* Overall percentage

* Effective Date — click the drop-down arrow to select a date from the
calendar

* Filing Method — Prior Approval, File and Use, Flex Rating, or Use
and File. (This list can be customized by the Tracker Administrator. See
Filing Method (Rate) on page 290.)

15. Click the Save button on the Tracker toolbar to save your changes.

Adding a New (or Editing an Existing) Filing Level Rate

When you add a rate at the Filing Group level, all filings in that filing group with
a status of Start will automatically contain the rate. You can see these Filing
Group level rates at the Filing level, and any changes made at the Filing Group
level will appear at the Filing level. If a filing that is not in Start status changes
back to Start status (as a result of performing or deleting an activity), then any new
or modified rates and rate exceptions that were not previously included in that
filing are still not included in the filing after the status change. However, if you
change certain fields at the Filing level, marked in this guide with a broken link

icon, %% | the rate attachment will become independent of changes at the Filing
Group level, in effect becoming a Filing level rate attachment. If a filing that is
not in Start status changes back to Start status (as the result of an activity being
run), then any new or modified Filing Group level rate attachments that were not
previously included in that filing are still not included in the filing after the status
change.

Method: Add a new (or edit an existing) Filing level rate

1.  Navigate to the desired filing.

TRACKER P&C VERSION 6.6 USER GUIDE 173



WORKING WITH FILINGS

. k4
To create a new Filing Level rate attachment, click New Rate EI to
open the New Rate dialog, or select Insert > New Rate.

The New Rate dialog opens (shown below).
Alternatively:

To edit an existing Filing Level rate attachment, double-click the rate

attachment on the Rate List on the Rates tab.

The Rate Details dialog displays (not shown, but similar to New Rate).

Program : |T| FG Descriptian : |Fi|ings for East Coast States
FG#- iggggg Effective D ate:
Requested : IT Approved : IT_
Fequested l_ Approved I
Renewal : i Renewal : —
General IAtlachmentsl Memul Misc.] Replacement] Status]
Entered By : |SUDE“"iS°" System Date Entered : IDS.-"D2.-"2DDS =l

LCompany Rate # I

Advizory Rate # : I
Title: : I
Exception Page #: | Edition Date :
Action FPrevious State Filing #
= New ’7 I

" Replacement

7 wdithdrawn

I New |

The basic information fields at the top of the dialog will be automatically
filled with information from the filing record. Check these to see that you

are adding the rate attachment to the desired record.

On the General information tab:

¢ The Entered By and Date Entered fields will automatically be filled in
with your name and today’s date. The date can be changed by clicking

the drop-down button and selecting a date from the calendar.

e %% Inthe Company Rate # field, enter the code/number assigned to

this rate by your company.

e % Inthe Advisory Rate # field, enter the number assigned to this rate

by the advisory organization.
« %% Enter the Exception Page #.

« %% Enter the Edition Date.
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o %2 In the Title field, enter a brief title for this rate attachment.

o % In the Action area, select whether this is a New, Replacement, or
Withdrawn rate attachment. Note that this is a mandatory field for
SERFF filings. If this is a replacement, enter the Previous State Filing
#. (This is the DOI file number assigned by the state to the previous
filing.)

4. On the Attachments tab:

x4
Erogram: [TI FB Deseription : [Fiings for East Caast States
FG #: |DDDDS Effective D ate:

Requested : IT Approved : IT_
Fequested l_ Approved I
Renewal : i Renewal : —
General Attachments IMemul Misc.] Replacement] Status]

Attachment Count: I 1

— Attachment

e A 2
# | File M ame | # of F'ages|

add || dodiy || Dekie |

)8 | Cancel | Mext |

o %2 Toadd anew attachment, click Add, and using the file browser that
opens, locate the required document. Double-click the required
document, or select the document and click Open. If you have a DMS,
select Browse DMS if the attachment is located in aDMS.

Tip: Select a file on a shared network drive or a DMS, not a local drive. This will help
prevent problems if other users work with this filing.

* To view an existing attachment, select the document and click View
Attachment, or double-click the attachment.

e ¥ 1o replace an existing attachment, select the attachment in the
Attachments table and click Modify, and using the browser that opens,
locate the required document. Double-click the required document, or
select the document and click Open. If you have a DMS, select Browse
DMS if the attachment is located in a DMS.

« % Inthe No. of Pages field, enter the number of pages in the attached
document.
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e Repeat above steps for additional attachments.

o %% Usethe up and down arrows above the Attachments table to move
the entries within this table so that the list of attachments are in the
correct order.

1+

5. %% On the Memo tab:

x4
Erogram: [TI FB Deseription : [Fiings for East Caast States
FG #: |DDDDS Effective D ate:

Requested : IT Approved : IT_
Fequested l_ Approved I
Renewal : A — Renewal : —

General l Attachments Memo IMisc.l Replacement] Status]

Rate #: I
Title I

Mema : ;I

)8 | Cancel | Mext |

e The Rate # and Title are automatically filled in.

¢ The Memo field provides room for a lengthy comment or background
description of the attachment. Text entered here is included in the long
filing letter. (See Understanding Filing Letters on page 351.)
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6. On the Misc. tab:

x
Program : |TI FG Descriptian : |Fi|ings for East Coast States
FG #: |DDDDS Effective D ate:
Fequested : I_..n’_,.n' Approved : I_..n’_,.n'
Fequested Approved I
Renewal : i Renewal : —
General | Attachments | Memo Misc. Replacement]Status]
Custom : ;I
)8 | Cancel | Mext |

e The Custom field allows you to add more information about the rate.
Information in this field will not appear in the final filing package.

7. ¥ On the Replacement tab:

x4
Erogram: [TI FB Deseription : [Fiings for East Caast States
FG #: |DDDDS Effective D ate:

Requested : I_,.-’_,.n’ Approved : I_-"'_-"’_

Fequested Approved I
Renewal : A — Renewal : —

General Atlachments] Memul Misc. Replacement IStatusI

Fieplaces the following: + ¥

Rate | Edition | Add/Lockup.. |
Delete |

)8 | Cancel | Mext |

8.  Click Add/Lookup, and the Replacement Attachment Selection dialog
box opens.
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The Available Attachments table displays a list of all the rate attachments
in the system that this new rate attachment may be replacing.

To move one or more rate attachments from the list of Available
Attachments to the Selected Attachments table, highlight the applicable
rate attachment, then use the >, >>, <, << buttons to move your selections.

If the list of Available Attachments is blank or does not contain the rate to
be replaced, enter the replaced information:

Enter the Replaced Rate # and the Replaced Edition field.

Click the V button to add your manual entry to the Selected
Attachments table.

Repeat steps (a) and (b) as necessary to add additional replaced rates.

Use the up and down arrows above the Selected Attachments table to
move the entries within this table so that the list of attachments are in
the correct order.

T+

On the Status tab:

x4
Erogram: [TI FB Deseription : [Fiings for East Caast States
FG #: |DDDDS Effective D ate:

Requested : IT Approved : IT_
Fequested l_ Approved I
Renewal : A — Renewal : —

General l Atlachments] Memul Misc.] Replacement Status I

Tracker Status :I 'l Effective Date : I_a"_.-" Enatle : v

o Replacement Effective Dateey, / / -

SERFF Detail

State Status : I

Public Access: [

()8 | Cancel | Mext

Enter the following information:

The Status field allows you to enter a status for this rate attachment
only, independent of the status of the filing. However, use this field with
caution if you chose to manually manipulate the status for a rate
attachment.
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PTIONS

* The Effective Date is the Approved Effective Date of the filing. It will
be populated by the system when you perform the activity to approve

the filing.
2]
select the Enable check box.

« %% Ifthis rate is specific for this state, select the State Specific
checkbox.

If you want the rate attachment to be included in the overall filing,

¢ The Replacement Effective Date will be automatically entered by the
system in the future when this new rate is replaced, but only if the rate

was added to the Replacement tab of the new rate.

10. To add another new rate attachment, click Next.

The New Rate dialog box will re-appear ready for another new rate
attachment.

OR
To finish, click OK.

The new rate attachment(s) will be added, (or the existing rate attachment

will be updated) and the dialog will close.

Enabling Rates

Tracker provides the ability to selectively enable filing rates.

Filing Detailsl Resuurcesl Comments I Activities Rates |Rules | Filing Formsl Filing Packagel Other Attact 4 I 4

This rate

Current Filing i
|7 Rate Change Type Ilncrease 'l i Filing Method |F|EH Rating 'l |
Rate List | Rate Change Details | Last Revision I
Rate # |Ed|t|on |T|t|e |Rev # |Actlon |Enabla|5tatus |Stata Status ‘Pubhc Access |Attach Court |
99 99 © Mew Yes  Pending Mo a
28 a8 _Replacement Mo W

77 7 Withdrawn  Yes  Pending Mo a
3

will not be
included
in the
filing

|~ package.

When a rate is enabled (Enable set to Yes), it is available for a SERFF filing
(available to satisfy filing requirements) or will be included in a paper filing (will
print as part of the filing package). When a rate is not enabled (Enable set to No),

it is not available for a SERFF filing (it is not available to satisfy filing

requirements) or it will not be included in a paper filing (it will not print as part of

the filing package).
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Method: Disable a rate

By default, most rates will be enabled—form part of the filing package. To disable
a rate and not include it in the filing package you must perform the following

steps:
1.
2.
3.

Navigate to the Filing level of the desired filing.
Click the Rates tab.
Right-click the rate that you would like to disable.

A dialog displays.

Mowve Up
Mowve Dowen

By default, the rate will already have a checkmark to the left of the Enable
option.

Click Enable.

The dialog closes and No appears in the Enable column in the table of filing
forms.

Note: You must repeat the Generate Complete Filing Activity for this change to take
effect in the print process.

Method: Enable a rate

If you have disabled a rate and you want to enable it, follow these steps:

1.
2.
3.

Navigate to the Filing level of the desired filing.
Click the Rates tab.
Right-click the rate that you would like to enable.
A dialog displays.

Mawe Lp

Mowe Down
Enable

Click Enable.

The dialog closes and Yes appears in the Enable column in the table of
rates.

Note: You must repeat the Generate Complete Filing Activity for this change to take
effect in the print process.
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Rules and Rule Exceptions

Rules are underwriting guidelines used in the insurance industry to determine
what rate category applies to an applicant’s insurance coverage. Rule exceptions
are rules, devised by individual insurance companies, which deviate from state-
established standards. Rules are generally managed and tracked through the use of
standard manuals and manual pages; new rules, rule alterations, and rule
exceptions must often be filed with individual State Insurance Departments, with
references made to the manual pages affected, in order to meet compliance
regulations.

The Rules Tab — Filing Group Level

The Filing Group level Rules tab lists all of the rules and rule exceptions attached

to this filing group.
My FiIingsl Filings | Adivitiesl Rates Rules |F0rms | Other Atlachmentsl NAIC Filing Descriptiunl
Ruls # |Esition |mitle |ction |attach count |
Rule 1 Rule 1 Pew 1
Rule 2 Rule 2 Replacement 1

From this tab, you can access the details for any of the Filing Group level rules.

1.  On the Rules tab for the desired filing group, double-click any rule to open
the related Rules dialog.

2. Click a tab title to view information on that tab.

Adding a New (or Editing an Existing) Filing Group Level
Rule

The Rules tab at the Filing Group level lists all of the rules added to the selected
filing group.

When you add a rule at the Filing Group level, all filings in that filing group with
a status of Start will automatically contain the rule. You can see these Filing
Group level rules at the Filing level, and any changes made at the Filing Group
level will appear at the Filing level. If a filing that is not in Start status changes
back to Start status (as a result of performing or deleting an activity), then any new
or modified rules that were not previously included in that filing are still not
included in the filing after the status change.

Tip: Adding rules at the Filing Group level then making required changes at the Filing
level may save you time compared to adding rules individually at the Filing level.

Method: Add a new (or edit and existing) Filing Group level rule

1.  Navigate to the desired filing group.
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To add a new Rule to a filing group, click the New Rule toolbar button
'@1 or select Insert > New Rule.

The New Rule dialog opens (shown below).
Alternatively:
To edit an existing Rule, double-click the desired rule.

The Rule Details dialog opens (not shown, but similar to New Rule).

Rule Details =

Program : |TI FG Descriptian : |Fi|ings for East Coast States
FG#- |DDDDS

General IAtlachmentsl Memul Misc.] Replacement]

Entered By : |SUDE“"iS°" System Date Entered : IUS-""I 2/2009 LI

LCompany Rule # : IHuIe 1

Advizory Rule # I

Title: [Rule 1

Exception Page # : I Edition Diate :

Action
& New
" Replacement

7 wdithdrawn

ok || new |

The basic information fields at the top of the dialog will be automatically
filled with information from the filing group record. Check these to ensure
that you are adding the rule to the desired record.

On the General tab:

The Entered By and Date Entered fields will automatically be filled in
with your name and today’s date. The date can be changed by clicking
the drop-down button and selecting a date from the calendar.

In the Company Rule # field, enter the code/number assigned to this
rule by your company.

If applicable, in the Advisory Rule # field, enter the code/number
assigned to this rule by the relevant advisory organization.

In the Title field, enter a brief title for this rule.

In the Exception Page # field, enter the manual page number for this
rule.

In the Edition Date field, enter the edition of this rule.
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* In the Action area, select whether this is a New, Replacement, or
Withdrawn rule.

5. On the Attachments tab:
x|

Program : |TI FG Descriptian : |Fi|ings for East Coast States
FG#- |DDDDS

General Attachments IMemul Misc.] Replacement]

Attachment Count: I 1

— Attachment
e A 2
# | File M ame | # of Pages |
i Simple rule Doc.doc 2

add || dodiy || Dekie |

()8 | Cancel | et |

e To add a new attachment to the rule, click Add, and using the file
browser that opens, locate the required document. Double-click the
required document, or select the document and click Open. If you have
a DMS, select Browse DMS if the attachment is located in aDMS.

Tip: Seclect a file on a shared network drive or a DMS, not a local drive. This will help
prevent problems if other users work with this filing.

* To view an existing attachment, select the document and click View
Attachment, or double-click the attachment.

* To replace an existing attachment, select the attachment in the
Attachments table and click Modify, and using the browser that opens,
locate the required document. Double-click the required document, or
select the document and click Open. If you have a DMS, select Browse
DMS if the attachment is located in a DMS.

* In the No. of Pages field, enter the number of pages in the attached
document.

* Repeat above steps for additional attachments.

¢ Use the up and down arrows above the Attachments table to move the
entries within this table so that the list of attachments are in the correct
order.

1+
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6. On the Memo tab:

x
Program : |TI FG Descriptian : |Fi|ings for East Coast States
FG#- |DDDDS

General]Aﬂachments Memo IMisc.l Replacement]

Rule #: IHU|E1

Title: fRule 1
Mema: [Rue memd| ;I

()8 | Cancel | et |

e The Rule # field displays the rule number entered on the General tab.
*  The Title field displays the rule title entered on the General tab.

¢ In the Memo field, enter a comment or background description of the
rule. This text is included in the long filing letter. (See Understanding
Filing Letters on page 351.)

7.  On the Misc. tab:

x
Program : |TI FG Descriptian : |Fi|ings for East Coast States
FG#- |DDDDS
General Atlachments] Memo Misc. Replacement]
Custom: [Rule Misc] ;I
()8 Cancel et
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The Custom field allows you to add more information about the rule.
Information in this field will not appear in the final filing package.

8.  On the Replacement tab:

x
Program : |TI FG Descriptian : |Fi|ings for East Coast States
FG#- |DDDDS

General Atlachments] Memul Misc. Replacement I

Fieplaces the following:

Fule # | Edition

Delete |

()8 | Cancel | et |

9.  Click Add, and the Replacement Attachment Selection dialog displays.

Replacement Attachment Selection x|
Select the attachment(s] to be replaced from the list on Enter replacement information

the left and move them to the list on the right.

Replaced Rule #; I

Or, you can manually add attachment(s) to be replaced
by entering the information in the M anual Replacement Replaced Edition - I
section and then clicking the W' button

i
Available Attachments: Selected Attachments: + 4
Ruls # |E. | Title | Aul= # | Edition |

_
B

>

Cancel Delete Delete Al

The Available Attachments table displays a list of all the rules in the
system that this new rule may be replacing.

To move one or more rules from the list of Available Attachments to the
Selected Attachments table, highlight the applicable rule, then use the >,
>> <, << buttons to move your selections.

If the list of Available Attachments is blank or does not contain the rule to
be replaced, enter the replaced information.

a. Enter the Replaced Rule# and Replaced Edition.
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b. Click the V button to add your manual entry to the Selected
Attachments table.

c. Repeat steps (a) and (b) as necessary to add additional replaced rules.

d. Use the up and down arrows above the Selected Attachments table to
move the entries within this table so that the list of attachments are in
the correct order.

1+

e. Click OK when done.
10. To add another new rule reference, click Next.
The New Rule dialog opens
OR
To finish, click OK.

The new rule will be added (or the existing rule updated), and the dialog will
close.

The Rule Tab - Filing Level

The Filing level Rules tab lists all of the rules for this filing at both the Filing
Group and Filing levels.

Filing Details | Flesuul[:esl Cummenlsl Activities | Rates Rules |Fi|ing Fulmsl Filing F'a[:kagel Other Atla[:hmenlsl NAIC Filin

Rule # ‘Edltlon ‘Tltle |Rev # |Act\on |Enab\e |5tatus |5tate Status |Publ\c Access ‘Attach Count ‘
Rule 1 Rule 1 MNew Ves Pending 1
Rule 2 Rule 2 Replacement Yes Approved 1

From this tab, you can access the details for any of the rules listed.
1.  On the Rules tab, double-click the Rule record to open it.

2. Click a tab title to view or change information.

Adding a New (or Editing an Existing) Filing Level Rule

When you add a rule at the Filing Group level, all filings in that filing group with
a status of Start will automatically contain the rule. You can see these Filing
Group level rules at the Filing level, and any changes made at the Filing Group
level will appear at the Filing level. If a filing that is not in Start status changes
back to Start status (as a result of performing or deleting an activity), then any new
or modified rules that were not previously included in that filing are still not
included in the filing after the status change. However, if you change certain fields

at the Filing level, marked in this guide with a broken link icon, e , the rule will
become independent of changes at the Filing Group level, in effect becoming a
Filing level rule.
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Method: Add a new (or edit an existing) Filing level rule

1. To add a new Rule, at the Filing level, click the New Rule toolbar button
'@i or select Insert > New Rule.
The New Rule dialog displays (shown below).
OR

To edit an existing Rule, double-click the desired rule.

The Rule Details dialog displays (not shown, but similar to New Rule).

i Rule Details =
Program : |T| FG Descriptian : |Fi|ings for East Coast States
FG#- |ggggg Effective D ate:
Requested : IT Approved : IT_
Fequested l_ Approved I
Renewal : i Renewal : —

General IAtlachmentsl Memul Misc.] Replacement] Status]

Entered By : |SUDE“"iS°" System Date Entered : IUS-""I 2/2009 LI

LCompany Rule # : IHuIe 1

Advizory Rule # I
Title: [Rule 1
| | Exception Page #: | Edition Date :
‘ Action FPrevious State Filing #
& New ’7 I

" Replacement

7 wdithdrawn

ok || new |

2.  The basic information fields at the top of the dialog box will be
automatically filled with information from the filing record. Check these to
ensure that you are adding the rule to the desired record.

3. On the General tab:

*  The Entered By and Date Entered fields will automatically be filled in
with your name and today’s date.

e % Inthe Company Rule # field, enter the code/number assigned to
this rule by your company.

. applicable, in the Advisory Rule # field, enter the code/number
assigned to this rule by the relevant advisory organization.

. S In the Title field, enter a brief title for this rule.
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. & In the Exception Page # field, enter the manual page number for
this rule.

. In the Edition Date field, enter the edition of this rule.

+ %% Inthe Action area, select whether this is a New, Replacement, or
Withdrawn rule. Note that this is a mandatory field for SERFF filings.
If this is a Replacement, enter the Previous State Filing #. (This is the
DOI file number assigned by the state to the previous filing.)

4.  On the Attachments tab:

i
Erogram: [TI FB Deseription : [Fiings for East Caast States
FG #: |DDDDS Effective D ate:

Requested : IT Approved : IT_
Fequested l_ Approved I
Renewal : A — Renewal : —

General Attachments IMemul Misc.] Replacement] Status]

Attachment Count: I

— Attachment
e A 2
# | File M ame | # of Pages |
1 Simple nule Doc.doc 1]

add || dodiy || Dekie |

)8 | Cancel | et |

o %% Toadd anew attachment, click Add, and using the file browser that
opens, locate the required document. Double-click the required
document, or select the document and click Open. If you have a DMS,
select Browse DMS if the attachment is located in aDMS.

Tip: Seclect a file on a shared network drive or a DMS, not a local drive. This will help
prevent problems if other users work with this filing.

* To view an existing attachment, select the document and click View
Attachment, or double-click the attachment.

e 1o replace an existing attachment, select the attachment in the
Attachments table and click Modify, and using the browser that opens,
locate the required document. Double-click the required document, or
select the document and click Open. If you have a DMS, select Browse
DMS if the attachment is located in a DMS.
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«  %® Inthe No. of Pages field, enter the number of pages in the attached
document.

* Repeat above steps for additional attachments.

o % Usethe up and down arrows above the Attachments table to move
the entries within this table so that the list of attachments are in the
correct order.

T+

5. On the Memo tab:

x4
Erogram: [TI FB Deseription : [Fiings for East Caast States
FG #: |DDDDS Effective D ate:

Requested : IT Approved : IT_
Fequested l_ Approved I
Renewal : A — Renewal : —

General l Attachments Memo IMisc.l Replacement] Status]

Rule #: IHU|E1

Title: fRule 1
Mema: [Rue memd| ;I

()8 | Cancel | et |

¢ The Rule # field displays the Rule number.
e The Title displays the rule’s title.

. ® In the Memo field, enter a comment or background description of
the rule. This text is included in the long filing letter. (See
Understanding Filing Letters on page 351.)
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6. On the Misc. tab:

fruieperais S x
| E. |TI FG Description - |Fi|ings far East Coast States
FG#- |ggggg Effective D ate:
Requested : IT Approved : IT_
Fequested l_ Approved I
Renewal : i Renewal : —
General | Attachments | Memo Misc. Replacement]Status]
Custom : [Rule Misc. ;I
()8 Cancel et

¢ In the Custom field, you can add more information about the rule.
Information in this field will not appear in the final filing package.

7. On the Replacement tab:

i
Erogram: [T! F& Description : [Filngs for East Coast States
FG #: |DDDDS Effective Date:

Requested : IT Approved : IT_
Requested l_ Approved I
Renewal : A — Renewal : —

General Atlachments] Memnl Misc. Replacement IStatusI

Fieplaces the following: + ¥

Fule # | Edition | add/Lackup.. |
Delete |

()8 Cancel i [=5s
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. Click Add/Lookup, and the Replacement Attachment Selection dialog
appears. The Available Attachments table displays a list of all the rules in
the system that this new rule may be replacing.

Replacement Attachment Selection =
Select the attachment(z] to be replaced from the list on Enter replacement infarmation

the: left and move them to the list on the right.

Feplaced Rule #:
Fieplaced Edition :

0Or, you can manually add attachment(s] to be replaced
by entering the information in the kanual Replacement
zection and then clicking the %' button.

o]
Available Attachments: Selected Attachments: + 4
Fule # | Edition | Title | App Ef Date  ~ "¢ Fule # | Edition |

s

NS

s

4 | o
ot | cancel | Delete | DeleteAIIl

To move one or more rules from the list of Available Attachments to the
Selected Attachments table, highlight the applicable rule, then use the >,
>> <, << buttons to move your selections.

If the list of Available Attachments is blank or does not contain the rule to
be replaced, enter the replaced information.

%% Enter the Replaced Rule # and Replaced Edition.

b. Click the V button to add your manual entry to the Selected
Attachments table.

Repeat steps (a) and (b) as necessary to add additional replaced rules.

d. Use the up and down arrows above the Selected Attachments table to
move the entries within this table so that the list of attachments are in
the correct order.

1+

e. Click OK when changes to this window are complete, or click Cancel
to close this window without making any changes.
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8.

On the Status tab:

T i
" Progam: [Tl FB Deseription : [Fiings for East Caast States
FG #: |DDDDS Effective D ate:

Requested : IT Approved : IT_
Fequested l_ Approved I
Renewal : A — Renewal : —

General l Atlachments] Memul Misc.] Replacement Status I

‘ TrackerStatgs:lm Effective Datg:lr Enable: [#
‘ State Specific: [ Fieplacement Effective Date : m
SERFF Detail
State Status : I

Public Access: [

()8 | Cancel | et |

On the Tracker Status drop-down list, you can select a status for this
rule only, independent of the status of the filing, but use with caution.
I you want the rule to be included in the overall filing, select the
Enable check box.

%2 If this rule is specific for this state, select the State Specific check
box.

The Replacement Effective Date will be automatically entered by the
system in the future when this new rule is replaced, but only if the rule
was added to the Replacement tab of the new rule.

To add another new rule, click Next.
OR
To finish, click OK.

The new rule reference(s) will be added (or the existing rule reference(s)

updated), and the dialog box will close.
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Linking Related Filings

Sometimes, you may need to file related filings (of different types) separately.
You may be doing this because certain states do not allow you to, for example, file
forms and rates together, or because your company may not allow combined
filings as a general business practice. In cases where you submit related filings
separately, states may require a cross-reference (or “link™) in each filing to any
related filings.

You add these cross-references to the Related Filings section in one of two ways:

. by selecting a filing from a list of filings that Tracker has determined may be
related, or

. by searching the system and selecting from the search results. Once the ID
has been entered, the filings are effectively linked to each other.

Note: The ID that is used is the related filing’s Company Reference # if one exists at
the time the filing is sent to SERFF. If no Company Reference # is present in the
related filing, then the field will be populated with the Tracker Filing ID of the
related filing. If the related filing’s Company Tracking # changes prior to
submitting the filing to SERFF (because the user added, changed, or deleted the
Company Reference #), then the number shown in the Related Filings area will
be updated. After the filing is submitted to SERFF, the value in the field will be
updated in Tracker, but not passed to SERFF.

Method: Link related filings

1.  Inthe Related Filings section of the filing header at the Filing level, click

the |:| button next to the filing type you want to search.
The Related Filings dialog displays. Any potentially related filings are

listed.

x
FGift | FG Description | Rielated Filings |
Qooog Erhanced Fleet Coverage AZ-CA-TO-RA-DT

0] | Search | [Clear |
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2.  If'the related filing you are searching for is listed, double-click it to add it to
the respective Related Filings type.

" Fielated Filing

Fom: [ ] Riate: [CA AZOODDSTOROT L] Rule =]

| Filing Details |Resuurces| Cummentsl Activitiesl Forms I Filing Formsl Filing F'al:kagel Other Attachmentsl N*
T

If the related filing you are searching for is not listed, you can search for the
filing manually.

a. Click Search.

b. Enter your search criteria, then click Search again. (For more
information about searching Tracker, see Performing Tracker Searches
on page 424.)

Any filings matching your search criteria are displayed in the Search
Results tab.

c. Ifthe related filing you are searching for is listed, double-click it to add
its filing ID to the respective Related Filings type.

After the filing ID has been entered, the related filing is now linked to the filing
you are working on. You can double-click the filing ID of the related filing to
quickly open the related filing.

Note: If the related filing is a combined filing, two of the Related Filings fields will be
populated with the related filing values. For example, if the related filing is a
combined Rate and Form filing, then both the Form and Rate fields in the
Related Filings section will be populated with filing numbers.
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Other Attachments

In addition to rates, rules, and forms, filings usually require other supporting
documentation (for example, actuarial memorandums, exhibits, certifications, and
SO on).

The Other Attachment Tab — Filing Group Level

The Other Attachments tab is the area within Tracker in which any supporting
documentation you want to include in the filing should be attached. You can add
these other attachments at either the Filing Group or Filing level. The Other
Attachments tab at the Filing Group level lists all of the Other Attachments
added to the selected filing group.

My FiIingsl Filings | Activitiesl Rates | Rules | Forms Other Attachments |NAIC Filing Descriptionl

Attachment: Title |Attachment Type |Attach Count |
1 Actuarial Memarandum

2 Check List 3

3 Filing Form 2

Adding a New (or Editing an Existing) Filing Group Level
Other Attachment

If you add Other Attachments at the Filing level, you can choose whether they
print with the filing.

If you add an Other Attachment at the Filing Group level, then for each filing in
the filing group, the new attachment will be automatically set to print with the
filing.

Tip: When you add an Other Attachment at the Filing Group level, all filings in that
filing group with a status of Start will automatically contain the Other Attachment.
You can see these Filing Group level other attachments at the Filing level, and any
changes made at the Filing Group level will appear at the Filing level in filings
with a status of Start. If a filing that is not in Start status changes back to Start
status (as a result of performing or deleting an activity), then any new or modified
Filing Group level items that were not previously included in that filing are still
not included in the filing after the status change.Adding Other Attachments at the
Filing Group level then making required changes at the Filing level may save you
time compared to adding Other Attachments individually at the Filing level.

Method: Add a new or edit an existing Filing Group level Other
Attachment

1.  Navigate to the Filing Group level of the desired filing group.
2.  To create a new Other Attachment, click the New Other Attachment

toolbar button EI or select Insert > New Other Attachment.
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The New Attachment dialog opens (shown below).

OR

To edit an existing Other Attachment, double-click the attachment on the
Other Attachments tab.

The Attachment Details dialog opens (not shown, but similar to New

Attachment).
x
General |Attachments I
Entered By : I Supervisor, System Date Entered: |U2,|'12,|'2EIEIQ
Title : ||
Tvpe: | [~
Mermo : ;l
[ -]
OF I Cancel | Mext

On the General tab:

The Entered By and Date Entered fields will automatically be filled in
with your name and today’s date. The date can be changed by clicking
the drop-down button and selecting a date from the calendar.

Enter the Title of the new attachment, or edit the existing Title.
Select an attachment Type from the drop-down menu.

If required, enter (or edit) text in the Memo box to describe this
attachment. Text entered here will not appear in the final filing.
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4. On the Attachments tab:

New Attachment x|

General  Attachments |

Attachment Count: I 0

— Attachments

B+ +
# | File Mame | # of F'agesl

Add wodty | | el |

oF I Cancel | Mext |

To add a new Other Attachment, click Add, and using the file browser
that opens, locate the required document. Double-click the required
document, or select the document and click Open. If you have a DMS,
select Browse DMS if the attachment is located in aDMS.

Tip: Seclect a file on a shared network drive or a DMS, not a local drive. This will help
prevent problems if other users work with this filing.

To view an existing attachment, select the document and click View
Attachment, or double-click the attachment.

To replace an existing attachment, select the attachment in the
Attachments table and click Modify, and using the browser that opens,
locate the required document. Double-click the required document, or
select the document and click Open. If you have a DMS, select Browse
DMS if the attachment is located in a DMS.

In the No. of Pages field, enter the number of pages in the attached
document.

Repeat above steps for additional attachments.

Use the up and down arrows above the Attachments table to move the
entries within this table so that the list of attachments are in the correct
order.

1+

5. To add another Other Attachment, click Next.

OR
To finish, click OK.
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The new Other Attachment(s) will be added (or the existing Other
Attachment updated), and the dialog will close.

Note: For SERFF filings: If you attempt to delete or modify an Other Attachment that

has been affiliated with a SERFF requirement in a filing that has been submitted,
you will get a warning message.

The Other Attachments Tab — Filing Level

The Other Attachments tab is the area within Tracker in which any supporting
documentation you want to include in the filing should be attached. You can add
these other attachments at either the Filing Group or Filing level.

Filing Delailsl Resuurcesl Commemsl Activitiesl Forms | Filing Formsl Filing Package Other Attach |I 4 | 4

Attachment Title |Rev k3 ‘Attachment Type |Enah|e ‘Attach Count ‘
1 Actuarial Memarandum es 4
2z Check List Wes 3
3 Filing Form Yes z

Adding a New (or Editing an Existing) Filing Level Other
Attachment

If you add other attachments at the Filing level, you can choose whether they print
with the filing.

Important: When you add an Other Attachment at the Filing Group level, all filings in that

filing group with a status of Start will automatically contain the Other Attachment.
You can see these Filing Group level other attachments at the Filing level, and any
changes made at the Filing Group level will appear at the Filing level in filings
with a status of Start. If a filing that is not in Start status changes back to Start
status (as a result of performing or deleting an activity), then any new or modified
Filing Group level items that were not previously included in that filing are still
not included in the filing after the status change. However, if you change certain

fields at the Filing level, marked in this guide with a broken link icon, = , the
other attachment will become independent of changes at the Filing Group level, in
effect becoming a Filing level other attachment.

Method: Add a new or edit an existing Filing level Other Attachment

At the Filing level:

1.  To create a new Other Attachment, click the New Other Attachment
toolbar button El or select Insert > New Other Attachment.
The New Attachment dialog displays.
OR

To edit an existing Other Attachment, double-click the attachment on the
Other Attachments tab.
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The Attachment Details dialog displays.

X
Genetal |Attachments I
Enkered By | Supervisor, Svstem Diake Entered: IDZ,I'IZ,I’ZDDQ
Tide s ||
Trpe I j v Enable
Merma :l
=
(0]¢ | Cancel | ek
On the General information tab:
e Enter the Title of the new attachment, or edit the existing Title.
¢ Select an attachment Type from the drop-down menu.
¢ Ifrequired, enter (or edit) text in the Memo box to describe this
attachment. Text entered here will not appear in the final filing.
e Ifrequired, select Enable.
On the Attachments tab:
ﬂ
General  Attachments |
Aktachrment Count: I a
— Attachments
e+ +
# | File Marne | # of Pages |
fidd Modity Dekte |
IE | Cancel Texk
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¥ To add a new attachment, click Add, and using the file browser that
opens, locate the required document. Double-click the required
document, or select the document and click Open. If you have a DMS,
select Browse DMS if the attachment is located in aDMS.

Tip: Seclect a file on a shared network drive or a DMS, not a local drive. This will help
prevent problems if other users work with this filing.

To view an existing attachment, select the document and click View
Attachment, or double-click the attachment.

= To replace an existing attachment, select the attachment in the
Attachments table and click Modify, and using the browser that opens,
locate the required document. Double-click the required document, or
select the document and click Open. If you have a DMS, select Browse
DMS if the attachment is located in a DMS.

%2 In the No. of Pages field, enter the number of pages in the attached
document.

Repeat above steps for additional attachments.

%2 Use the up and down arrows above the Attachments table to move
the entries within this table so that the list of attachments are in the
correct order.

1+

4.  To add another Other Attachment, click Next.

OR

To finish, click OK. The new Other Attachment(s) will be added, and the
dialog box will close.
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NAIC Filing Descriptions

You can enter the NAIC filing description at the Filing Group level or Filing level.
This description is copied into the corresponding filing forms. For SERFF filings,
the information is also sent with the filing electronically to the state.

When you add a NAIC filing description at the Filing Group level, all filings in
that filing group with a status of Start will automatically contain the NAIC filing
description. You can see the Filing Group level NAIC filing description at the
Filing level, and any changes made at the Filing Group level will appear at the
Filing level in filings with a status of Start. If a filing that is not in Start status
changes back to Start status (as a result of performing or deleting an activity), then
any new or modified Filing Group level items that were not previously included in
that filing are still not included in the Filing after the status change.

Method: Enter (or edit) the NAIC filing description at the Filing Group
level

1.  Navigate to the Filing Group level of the desired filing group.
2.  Click the NAIC Filing Description tab.

My FiIingsl Filings | Activitiesl Rates | Rules | Forms | Other Attachments MNAIC Filing Description

MAIC Filing Description

3.  Enter (or edit) the NAIC Filing Description, then click the Save button on
the Tracker toolbar.

The filing description is saved and is copied into the filings in this filing
group. If you change this description later, the change will automatically
appear in the filings in this filing group, unless you have edited the
description at the Filing level.

Method: Enter (or edit) the NAIC filing description at the Filing level

If you add or modify the NAIC filing description at the Filing level, the filing
description will become independent of changes at the Filing Group level, in
effect becoming a Filing level NAIC filing description, as indicated below by the
broken link icon. ge

If a filing that is not in Start status changes back to Start status (as a result of
performing or deleting an activity), then the NAIC Filing Description that was not
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previously included in that filing will still not be included in the filing after the
status change.

1.  Navigate to the Filing level of the desired filing.
2.  Click the NAIC Filing Description tab.

Aclivitiesl Forms | Filing Furmsl Filing Packagel Other Attachments NAIC Filing Description |Fi|ing Fee

MAIC Filing Description

3. %% Enter (or modify) the NAIC Filing Description, then click the Save
button on the Tracker toolbar.

The filing description is saved.
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Entering Filing Fees

Use the Filing Fee tab to enter fee payment information for a filing. If you are
using SERFF, you can pay by check or EFT: see Paying Filing Fees via EFT on
page 291.

Entering Filing Fees Paid by Check

If you are paying filing fees by check, complete the following procedure to enter
the filing fee payment information.

Method: Enter filing fees paid by check

1.  Navigate to the desired filing
2. Click the Filing Fee tab.

—Payrment Method

Add Payment
& Chesk
I EFT Edit: Payment |

—Is Fee Retaliatory?
Coves O Mo
Fee Arnaunt I $0.00

Fee Explanation |

Under Payment Method, select Check.

If any portion of the fee is being paid on a retaliatory basis, click Yes in the
Is Fee Retaliatory? section.

5.  Click Add Payment.
The Check Details dialog displays.
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o
. Check Date ||:|6,|'12;2006 j
Check # I

 Check &mount I$ 0,00

' Comments

oK I Cancel | Mgk |

6.  Enter the Check Date, Check # and Check Amount.
7.  Enter any descriptive notes in the Comments field.
To enter another payment, click Next, otherwise click OK.

The check payments you entered are displayed in the Payment History
Details table at the bottom of the Filing Fee tab.

Fee Explanation

Payment History Details

Trans;’CheckDate| EFT Status EFT Trans IDyCheck # | Companty Name: | Amount | Type | Authorized B | Comments
08/13/2009 222 $100.00 Paid in full

9.  Enter any descriptive information in the Fee Explanation field.

10. Click the Save button on the Tracker toolbar to save your changes.

Editing Filing Fee Check Payments

Note: You can edit all the fields in the Check Details dialog box before submitting the

filing. Once submitted, only the Comments field and Fee Explanation field can
be edited.

Method: Edit check filing fee payments

1.  Navigate to the desired filing.
2. Click the Filing Fee tab.
3. Scroll down to the Payment History Details table.
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4. Double-click any of the payments listed in the Payment History Details
table.

5. Make any required changes.
6. Click OK.
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Copying Filings

Tracker supports the ability to create new filings based on existing filings.

This section includes the following topics:

Copying Attributes on page 206

Copying Multiple Filings on page 207

Copying Schedule Items and Filing Forms on page 207
Copying Filings on page 208

Copying Attributes

The new filings you create by copying will have the following attributes copied
from the original (not revised) version of the selected filing(s):

Filing Group-level NAIC filing description
Program field

State field

LOB field

Group # field

Company field

Project Start Date field

Filing Type field

Custom field

Description field

Filing Statute field

All comments in the Comments tab
All users in the Resources tab

All company group member in the Company/Resources table of a CG filing

The new filings you create by copying will not have the following attributes
copied from the original (not revised) version of the selected filing(s):

Filing Status is set to Start

A unique Filing ID is assigned (the sequence number component of the
Filing ID is incriminated)

Filing Manager is set to current user
Retaliatory is set to blank
PaymentMethod is set to blank
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For SERFF filings:

. Copy Filing functionality does not copy public access information or does it
copy TOI, SubTOI or Filing Type information.

. The SERFF status of copied items (including the SERFF status) is empty or
blank.

Copying Multiple Filings

To create multiple filings when you copy, select multiple filing types in the dialog
and Tracker will create a copy of the original filing with each of your selected
filing types. These copies are usually separate filings, but Tracker will combine
filings based on type of filing and the rules for combined filings in the states
selected.

When copying combined filings, if you select the filing types for your copy that
are the same as the original, Tracker will create a combined filing like the original;
it will not split the combined filing into multiple, seperate filings.

Copying Schedule Items and Filing Forms

When copying filings, you have the following mutually exclusive options
regarding the schedule items:

1.  Include Group level items
2.  Include Group and Filing level items (but not filing forms)
3. Include Group and Filing level items and filing forms

With options 1 and 2, Tracker adds a new set of filing forms based on information
in Regulatory Specialist for each filing’s state, LOB, Type of Filing and Filing
content.

With option 3, the filing forms are copied exactly as they are saved in the original
filing(s), complete with user-entered data. This is a useful feature if you have a
problem submitting the original filing want to resubmit a brand new filing exactly
like the old one.

Note: Any filing forms that display a Filing ID will have the Filing ID from the original
filing, which will be incorrect since the copied filing has a different ID. You
should correct the Filing ID. Before entering data in the filing form, open the
filing form in Word, use the Unprotect Document command, change the Filing ID,
and then use the Protect Document command.

With options 2 and 3, the new filings will contain all Filing-level forms, rates,
rules, and other attachments associated with the filing(s) being copied, including
all metadata for each attachment, attachment paths, sub-tabs and data on sub-tabs,
and so on—everything for each attachment. The following also results:

. The Filing level attachments in the new filing(s) have the same relationship
with the filing group as the original filing, that is, if the link with the Filing
Group attachment is broken, the link in the copy is also broken.
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. The Filing level-NAIC Filing Description from the filing(s) is copied and
its relationship with the filing group is maintained, that is, if the link with
the filing group is broken, the link in the copy is also broken.

. The Enable setting is copied.

. On the Status sub-tab, the State Specific indicator and the Enabled
indicator are copied, all other fields will be empty or blank.

. All Related Filings information is copied.

Copying Filings

When creating copies of existing filings, you can choose to use new or existing
Filing Group-level attachment types and filing forms.

Method: Copy a filing

1.  Navigate to the Filing Group level and highlight a filing.
2.  Click Insert > Copy Filing.
The Copy Filing dialog displays.

Copy Filing 5[

& |nchude Group Level lkems
& Mo Changs
" Change Tvpe
I=| Eorm
=/ Rate
I~ Rule

" Include Group & Filing Level [tkems
¥ | Irzlude Filing Farms

Cancel |

3.  Complete one of the following steps:

To create copies with the same filing type and Group-level items:
a. Select Include Group Level Items
The default No Change is selected.
b. Click OK.
The Copy Filing dialog closes. The result of the copy is displayed.
c. Click OK.
The list of filings is updated with the new filing(s).
OR
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To create copies with different filing types:
a. Select Change Type.
The filing type selectors become active.
b. Select the filing type(s) for the new filing(s).
c. Click OK.
The Copy Filing dialog closes. The result of the copy is displayed.
d. Click OK.
The list of filings is updated with the new filing(s).
OR
To create copies with the same filing type using Group-level and
Filing-level items:
a. Select Include Group & Filing Level Items.
The Include Filing Forms check box is activated and selected.

b. Ifrequired, clear the Include Filing Forms check box. (If the Include
Filing Forms check box is cleared, then Tracker does not copy any of
the existing filing forms but instead adds a new set of filing forms based
on information in Regulatory Specialist for each filing’s state, LOB,
Type of Filing and Filing content.)

c. Click OK.

The Copy Filing dialog closes. The result of the copy is displayed.
d. Click OK.

The list of filings is updated with the new filing(s).
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Chapter 6

Working with Common Filing
Tasks

This chapter deals with tasks you will perform whether you are using filing
profiles when you create your filings, or whether you are creating filings
completely within Tracker.

This chapter describes:

. Filing Resources on page 212

. Filing Letter Comments on page 213
. Activities on page 214

. The Filing Forms Tab on page 215

. Filing Statutes on page 226

. Related Publications on page 227
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Filing Resources

This chapter describes resources and how they relate to filings. Resources refer to
employees at your company who are involved in the filing process.

The Resources Tab

The Resources tab displays a list of company personnel responsible for various
facets of the filing and the program to which it belongs. This data is used to
automatically enter specific information into filing forms where required.

Resources |

C
Hame

Actuarial “izwanatha, Ashna

Actuarial Consuttant Chan, Ralph

Underyriter Mguyen, The-Lam

MIS Deneuve, Mitzou

Motary Public Kloppenburg, Victoria

Official Ramprashad, Willizm

Officer Gaskey, Walter

CED Smith, Debarah

=l

Resources are entered into the system via the administrative User and Company
functions. See User Profiles on page 75 and Adding New Companies on page 54
for more information on how to add users and companies to Tracker.

Entering Filing Resources

When you create a filing, the Resources tab will be automatically populated with
the resources listed for the company to which the filing pertains. You may,
however, choose to change the resources listed for a particular filing.

Method: Enter filing resources

Navigate to the filing where you want to enter resources.
2.  Select the Resources tab.

For each applicable personnel type field select a name from the related drop
down list.

4.  Click Save to save your resources information.

Resources may be edited at any time. Always click Save EI when you have
finished editing to ensure that your changes are preserved.
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Filing Letter Comments

This chapter describes filing letter comments and how they relate to filings.

The Comments Tab

The Comments tab provides a number of large text fields in which you can enter
comments to add extra information to your filing letters. Any information entered
here will automatically be added in the appropriate places to any relevant filing

letters created for that filing.

Comments |

BRate Exception:

-
General Farm(z) Comments: j

These rate pages display our new rate schedule far our
Commercial &uto Truckers liability program. These new
rates are bazed on our experience with thiz pragram ower

General Clozing:

transportation of unlicenzed chemical, nuclear, and

This farm excludes all liability coverage faor the
industrial waste products

Lertification of Compliance:

Our company has consistently combined affordable
insurance coverage with strong loss control and
prevvention activitiez. We are confident that pour

wie hereby certify ta the best of aur knowledge that this
filing iz in compliance with the insurance laws and
regulations of your state.

Filing Fee Camment:

Aftachment: Special Language:
Check # 2552 Thiz filing to be effective on October 30, 2003 for all
Rate Pages for B552b and BB52c policies processed and effective on or after this effective
Form CA-03-F10065 date.

Check # 2552 enclosed for the amount of $75.00 ta caver
filing fees.

Adding Filing Letter Comments

At the Filing level:

1.  Select the Comments tab.

. Locate the text field for the type of comment you want to add.

. Repeat steps 2 and 3 for all comments required.

2
3.  In the text field type the comment as you want it to appear on the letter.
4
5

. Click Save to save your comment information.

Note:

Comments may be edited at any time. Always click Save El when you have

finished editing to ensure that your changes are preserved.
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Activities

This chapter describes activities at the Filing level:
. Specific Filing Level Activities on page 214
. The Activities Tab — Filing Level on page 214

Specific Filing Level Activities

A number of specialized functions are accessed and performed via the Filing level
Perform Activity function.

Filing letters can be accessed within certain types of activities. The activity dialog
box then allows you to select the type of letter required. Information to populate
the letter is automatically taken from the administrative, regulatory, and filing
specific information (such as letter comments) already entered into the system.

Any additional documents required for a filing, such as actuarial proofs, or
marketing brochures, can also be accessed and attached via the Activities
function. You simply choose an Attachment activity, and then browse for, and
attach, your file. You can even make notes regarding the attachment in the
activity’s memo field. Document attachments can also be edited via the Activities
function, as long as the software used to create those attachments is available on
the system running Tracker.

The generation of completed filings is also done via the Perform Activity
function. The generate filing activity gathers together all of the documents
specified for the filing (required filing forms, filing letters, attachments, and so
on), populating each document with information taken from the filing data you’ve
entered and the regulatory and administrative portions of the system. The
generated documents are then made available to you for viewing and printing
within Microsoft Word.

The Activities Tab — Filing Level

The Filing level Activities tab lists all activities that have been performed upon
(or are pending performance upon) this filing. From this tab you can access the
activity details for any of the activities listed.

Activities {

# | Descripkion | Priori: | Inikt, | Petf, | Start Date | Susp, Dake | Oug Date | Coﬂpl. Date | Status | # of Docs |

1 Called bureau For details Medium KLR. ELR 12/02/2002 12j16f2002 Completed 0
2 Betty has rate pages Wedium KLR  KLR 1Z04f2002 121602002 Completed 0
3 Send rates for review High kLR ELR 12/16f2002 01/06/2003 01/13/2003 Pending o
4 Generate Letter Medium KLR. ELR. 12/16/2002 12j1gf2002 Completed 1
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The Filing Forms Tab

The Filing Forms tab displays a list of all filing forms attached to the filing.
State-required filing forms are automatically listed here by the Tracker system,
which pulls this information from the Regulatory Specialist tables, based on the
filing type selected upon filing creation. From the Filing Forms tab you can
access, complete, and view any of the filing forms listed.

Filing Details' Resuurces' Cummems' A:tivities' Rates Filing Forms |Fi|ing Package' Other Attachments' NAIC Filing Description | Filing Fee
Fiing Form [pescription [print [Prt after Letter [Obsclete Date |
T Mo Yes

MS11374 CT - READ MDM FIRST - SERFF TH FOR FILTNG FEES
IM519007 CT - REGULATORY SPECTALIST SUPPLEMENT - RS5 M Yes

Tracker uses fillable forms to quickly create forms that are in the proper layout
and format. Fillable forms will generate in Microsoft Word with specific fields
defaulted to pre-populate. Any shaded fields require user input and are formatted
as such. The form itself is protected to facilitate tabbing to the required input
fields.

Once you are ready to perform the Generate Complete Filing activity, note that
the filing form does not generate again. Filing forms configured to print will print
out with the filing package and will be listed in the document list in the Generate
Complete Filing activity.

This section describes the following topics:

. Entering Filing Form Information on page 215

. Filing Forms and Company Group Filings on page 3

. Enabling Filing Forms on page 216

. Print Filing Forms Before or After Filing Letter on page 218
. The Order of Filing Forms on page 219

. Changing the Filing Forms on page 220

Entering Filing Form Information

You enter filing form information by opening the filing form and editing it.

Method: Enter filing form information

1.  Navigate to the filing with the desired filing form and double click the filing
form.

The form generates through the Document Generation Window.

Once generated, Microsoft Word opens and the form appears on screen.

2.  Enter information into the shaded areas. Use the Tab key to move through
these areas.
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Note:

Tip:

Note:

Note:

©

STATE OF ARIZONA
DEPARTMENT OF INSURANCE
RATES AND REGULATIONS DIVISION
2010 Naxth 448 Street, Suite 210
Fhoenis, A2 85013
(602)912-8466

Hote: Befbrs cotnpleting this foru, please ead the instrutios on the back

1. Typeof Filng Rate Fating Fule o Fom o

If fling involves arate change, provide: a) he indicaled raie change 5 %, b the selecied raie change
%, m:)umumb«m(a)mm %. uwmw}umuﬂangm
Tess than the indi ina), the filing must Justifying +h company’s taking a
lesoer amoru. rmwm&hmmmmhmmawmﬁn:Emmm "Due concideradion in the
e ghen i lass experience within and fhis state, b catartmphic hazards, if any, © 2
fngeneies, i dividends, swh@mmnhmlndmlﬁml&pﬂtaﬂ!m setumed o

d ouside this staie, i inves nent income, and o all o fher relevant
factors within and ouiside fhis staie.

Insuver's HAICH 4542-33455 Effective Date of Filing Inehde a Filing ID# :_GL AZDO0OZILROL
Hare and address of bismer:  DYW bnsurace Co,, 1234 Main Stvest, Suited0], Orangeville, A7 1508538

Lines cf inoarance affected:  General Lishility

General descriptionof filingz~ Test Proggam Filing Group

Estimae usurer's percent of fresent Arimra matket share for line or lines ivolved:

E: ey of Inomar's Fected by this mte change:

s this 2 new progyam that has rot been prviusly filed in Arizma?

Doss the insmer have an Arizna Catficate of Athority ineffact?

W g om e W

3.  After entering the information, click Save, or select File > Save.

The filing form is saved to the Tracker database.

Ensure you save your changes as instructed above. If you select File > Close and
OK when prompted to save, your changes will be lost.

If information in the generated filing form is missing because it was not entered in
the filing, you can minimize the filing form, click Cancel on the message box that
appears, enter the missing information in the filing, and regenerate.

Method: View or Edit Filing Forms

1.  Navigate to the filing with the filing form you have previously worked on
that you want to view or edit and double click the filing form.

The form automatically appears in Word.

The document does not go through the generation process again.

2.  Make changes as required to the filing form and resave.

Ensure you save your changes as instructed above. If you select File > Close and
OK when prompted to save, your changes will be lost.

Filing Forms and Company Group Filings

For more information on filing forms and company group filings, see Generating
Filing Forms for a Company Group Filing on page 144.

Enabling Filing Forms

Tracker provides the ability to selectively enable filing forms.
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Filing Delailsl Resourcesl Comments | Activities | Forms  Filing Forms |Fi|ing Fackagel Other Aﬂachmentsl NAIC Filing These

Filing Form ‘Descriptian ‘Enabla ‘Prt After Letter ‘Obsoleta Date ‘ f|||ng
THSD0S16 ME - EXPEDITED FILING TRANSMITTAL DOCUMENT FOR TERRCRISM RISK INSURA Ho Ves .
INS02059 ME - NAIC PAC TRANSMITTAL DOCUMENT Yes E forms will
INS02060 ME - NAIC FORM FILING SCHEDULE Ves Ves not be
NS09022 ME - REGULATORY SPECIALIST SUPPLEMENT - RSS Ho Ves .
included
in the
filing
package.

When a filing form is enabled (Enable set to Yes), it is available for a SERFF
filing (available to satisfy filing requirements) or will be included in a paper filing
(will print as part of the filing package). When a filing form is not enabled
(Enable set to No), it is not available for a SERFF filing (it is not available to
satisfy filing requirements) or it will not be included in a paper filing (it will not
print as part of the filing package).

Method: Disable a filing form

By default, most filing forms will be enabled; they will be included in the filing
package. To disable a filing form(s) and not include it in the filing package you
must perform the following steps:

1.  Navigate to the filing with the filing form you want to disable.
2.  On the Filing Forms tab, highlight the filing form that you want to disable.
3.  Right-click the filing form that is selected.

A dialog displays with four choices.

Move Up
Mowve Down
w Enahle
v Print Afker Letter

4. By default, the filing form will already have a checkmark to the left of the
Enable option.

5. Click Enable.

The dialog closes and No appears in the Enable column in the table of filing
forms.

Note: You must repeat the Generate Complete Filing Activity for this change to take
effect in the print process.

Method: Enable a filing form

If you have disabled a filing form and you want to enable it, follow these steps:

1.  Navigate to the filing with the filing form you want to enable.
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2. On the Filing Forms tab, highlight the filing form that you would like to
enable.

3.  Right-click the filing form that is selected.
A dialog displays with four choices.

Move Lp
Maowve Down
Enable

v Print After Letker

4. Click Enable.

The dialog closes and Yes appears in the Enable column in the table of
filing forms.

Note: You must repeat the Generate Complete Filing Activity for this change to take

effect in the print process.

Print Filing Forms Before or After Filing Letter

The Prt After Letter column on the Filing Forms tab indicates whether the
default behavior is for the filing form to print before or after the filing letter. If
there is a No in the column, the filing form will print before the filing letter. If
there is a Yes in the column, the filing form will print after the filing letter.

Filing Details | Resources | C ts | Activitics | Forms Filing Forms | Filing Package | Other Attachments | NAIC
Filing Form |Descripti0n |Enable |Prt After Letter |Obso|ete Dak ThIS form
NS00918 ME - EXPEDITED FILING TRANSMITTAL DOCUMENT FOR. TERRORISM RISK INSURA No Yes will print

. «—
IN502059 ME - NATC PRC TRANSMITTAL DOCUMENT Yes before the
INS02060 ME - NATC FORM FILING SCHEDULE Yes Yes fil
INS09022 ME - REGULATORY SPECIALIST SUPPLEMENT - R3S o Yes lling

letter.

For those states which require a given filing form to print before the letter, the
default is No—these filing forms will print before the letter.

If a filing form’s Print After Letter setting on the Filing Forms tab indicates Yes
and you want the filing form to print before the letter, follow these steps:

Method: Print a filing form before the filing letter

1.  Navigate to the filing with the filing form you want to print before the letter.
2.  Select the form that you would like to print before the filing letter.
3.  Right-click the selected form.

A list of options displays.
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Mowve Lp
Mowve Down
v Enable
' Print Afker Letter

4.  To make the filing form print before the filing letter, clear Print After
Letter.

The list of options closes, and No is displayed in the filing form’s Prt After
Letter column. If you display the list of options again, there will not be a
checkmark beside Print After Letter. If you click Print After Letter again,
the setting will change back to Yes.

5.  Repeat for other filing forms you want to print before the letter. If multiple
filings forms are set to print before the letter, they will print in the same
order as shown in the list.

Note: You must repeat the Generate Complete Filing Activity for this change to take
effect in the print process.

The Order of Filing Forms

You can also use the pop-up options list to change the order in which filing forms
appear in the filing forms list by moving them up or down through the list. The
order in the list controls the order that they print: all the filing forms with Prt
After Letter set to No are printed in the listed order before the letter, and all the
filing forms with Prt After Letter set to Yes are printed in the listed order after
the letter.

Method: Change the order of filing forms

Navigate to the filing where you want to change the order of filing forms.

2. On the Filing Forms tab, highlight the filing form that you would like to
change the order of.

3.  Right-click the form that is selected.

A list of options displays.

Mowve Lp
Mave Dowrn
v Enable
v Prink After Letker

Note: The Move Up option will not appear when the first filing form is selected. The
Move Down option will not appear when the last filing form is selected.
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4. Ifyou click the Move Up option, the selected filing form moves up one
position in the list of filing forms. To move it up another position, repeat the
process.

5.  Ifyou click the Move Down option, the selected form moves down one
position in the list of filing forms. To move it down another position, repeat
the process.

Note: Filing Forms can only be moved within the filing you are currently working with.

If you create a new filing, even if the exact same filing forms apply, the filing
forms will appear in the default order that is assigned by Tracker. You will have to
modify their order again (as described above) if you want to maintain the custom
order of forms in the Filing Forms tab.

Changing the Filing Forms

When creating the filings on the New Filing Group/Filing(s) dialog, and Filing
Type is selected, the system generates the applicable filing forms under the Filing
Forms tab. Tracker allows the user to change the Filing Type on the Filing Level
(Filing Header), however, the system does not recognize the change nor does the
system generate revised filing forms.

When the incorrect Filing Type is selected and the required filing forms are not
generated, the user has the following options:

. Delete and recreate the filing. Ensure that the correct Filing Type is
selected.

. Make a copy of the filing using Insert > Copy Filing and select the correct
Filing Type. (See Copying Filings on page 206.)

. Use Other Attachment and attach the applicable form(s).(See The Other
Attachment Tab — Filing Group Level on page 195 and The Other
Attachments Tab — Filing Level on page 158.)

Editing and Replacing a Generated Filing Form or
Letter

You can make and save changes to a document that has been generated as part of
an activity. We recommend that the only type of documents generated by Tracker
that you use this functionality with is the letter. Replacing a generated document is
a two step process that requires saving the edited document under a new name
before you can replace it.

To enable editing and then saving a letter generated through an activity, you use
the View and Replace functions in the Edit Activity dialog box. The View
function lets you view an existing document in Microsoft Word so that you can
then edit and save it to your hard drive under a new name. (When you open a
generated document through the Edit Activity dialog box, it is a read-only
temporary document, which is why you must save it under a new name.) For
instructions, see Printing an Edited Document on page 224.

Once you edit and save the document, you must use the Replace function to
replace the existing document (residing in the database) with the new one that you
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edited and saved under a new name. Until you replace the existing document, the
newly saved one is only accessible from your computer, not the database.

Method: Edit a generated letter

1.  Navigate to the filing with the letter you want to edit and click the Activities
tab.

2.  Double-click the activity with the letter you want to edit.
The Edit Activity dialog box displays:
x|

(LT alile il |5 enerate Complete

Iritiated Or: IDS;"24.-"2DDS

Initiated By: ISupervisDr, Sustem

Performed By: ISupervisDr, Sustem

Status: IEompIeted Priority: IMedium
Aitach File: |
Activity Mema ;I
Custom: I Custom:
Post Activity -
Mema: _I

Simple Other Attachment Do 2. doc- Attached
Simple Other Attachment Doc 3.doc- Attached
Simple Other Attachment Do 5.doc- Attached

ATTACIL A

Simple Other Attachment Doc: 1.doc- Attached
Eeplace |

Documents: (1. Long Filing Letter- Generated ) i
ATTACH: 1 &I

™ Move to Filing Package

Frint Package | QK I Cancel |

3.  From the Documents area, select the letter you want to edit or view.
Note: You can select multiple documents to view; however, you can only replace one

document at a time.

4.  Click View.

The document opens as a read-only temporary file in Microsoft Word.

5.  Make the changes you want to the document.

6.  When you finish, click File > Save As.
Note: If you choose Save rather than Save As, an error message is displayed. If this

happens, click OK and the Save As dialog opens.

7.  Inthe Save As dialog, type a new name for the document and select the
location on your hard drive where you want to save it.
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Click Save.

9.  After you save the edited document to your hard drive, you can replace the
existing document (in the Tracker database) with this newly edited one. You
must do this to update your changes to the database. To do so, return to
Tracker and follow the instructions in the next section.

Replacing A Generated Document

When you have edited a document and saved the document with another name,
you can replace the filing’s existing document with the newly edited one.

Method: Replace a generated document

1.  Navigate to the filing with the document you want to replace and click the
Activities tab.

2.  Double-click the activity with the document you want to replace.
The Edit Activity dialog displays.
x|

(LT alile il |5 enerate Complete

Iritiated Or: IDS;"24.-"2DDS

Initiated By: ISupervisDr, Sustem

Performed By: ISupervisDr, Sustem

Status: IEompIeted Priority: IMedium
Aitach File: |
Activity Mema ;I
Custom: I Custom:
Post Activity -
Mema: _I

Simple Other Attachment Doc: 1.doc- Attached
Eeplace |

Simple Other Attachment Do 2. doc- Attached
Simple Other Attachment Doc 3.doc- Attached
Simple Other Attachment Do 5.doc- Attached

Documents: (1. Long Filing Letter- Generated ) i
ATTACH: 1 &I

™ Move to Filing Package

Frint Package | QK I Cancel |

3.  Inthe Documents area of the Edit Activity dialog, select the document you
want to replace.
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Documents:

1. Long Filing Letter- Generated .
AZ - AHMUAL LIST OF EXEMPT PROPERTY AMD CASUALT View |
A7 - PROPERTY & CASUALTY TRAMSHITTAL DOCUMENT

A7 - FORM FILIMG SCHEDULE [PC FFS-1 [01/01/03])- Gene Replace |

A7 - REWIEW REGQUIREMENTS CHECKLIST - APFLIES TO »

4.  Click Replace.

Note: The Replace button is only available when a document in the list box is selected.
Otherwise, it is dimmed.

The Replace With dialog displays.

Replace With 2|
Loak i Ia Fainuay_Inzurance j = rji v
EDDDDS‘}ES_ratE.ch @EDDS_CA_Rider @dsmith_:
T 2005_cM_z3026_tddend doc B8] 2003_cM_z3024_addend B shart_fi
T 2003_DL_1201_Rule,doc @ z003_cM_owveral @ 51_cont
B shart_Filing.dac B z003_0L_1201_Rule B statutes

00003423 _rate ) z005_ta_CT_comp B statutes

2003_BM_Crveral | ddraete_sig ] rooooz:

4| | Ll

File name: | Open I

Files of type: I j Cancel |
A

5.  Locate and select a document (the one you edited and saved to a new name)
to replace the existing document.

6. Click Open.

The dialog closes, saving your edited document to the database.

Note: To save a document to the database, its size must not exceed 0.99MB.
7.  In the Edit Activity dialog, click OK.

Printing One Copy of a Generated Document

The Perform Activity dialog provides the option to print only one copy of a
generated filing even if the requires multiple copies (according to Regulatory
Specialist). You must check the Print check box to activate the Print 1 Copy
check box.
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Perform Activity - Generate Complete Filing il

Perfarmed By IFIEE::I, Eemmy j RequestEff Date: |/ /=

Deszcription: |Generate Complete Filing

Date: |nzxnsx2003 v[ Filing Drate: |__/_ ¢ -

Pricrity
’7  Low & Medium " High

Letter Type: I'l. Long Filing Letter

Attach File: |

[~ Move to Filing Package

=

M emo;

Perfarm I LCancel

Printing an Edited Document

If you just want to make minor changes to one document and print it without
saving the changes to the database, you can do so from within Microsoft Word.

Method: Print an edited document

A

Navigate to the filing where you want to edit and print a document and click
the Activities tab.

Double-click the activity you want to edit and print.

The Edit Activity dialog displays

Click View.

The document opens in Microsoft Word

Edit the document as required.

When you finish making your changes, click File > Print.
After the document is printed, click File > Close.

In the next dialog box that displays, click the No button to close the
document.

The document closes without saving the changes you made.
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Reprinting All Generated Documents

Tracker lets you reprint a complete package that is associated with an activity. The
Reprint Package feature lets you reprint all the generated documents, activity
attachments, and rate, rule, and form attachments.

Method: Reprint all generated documents

1.  Navigate to the filing where you want to reprint all the documents in an
activity and click the Activities tab.

Comments Activities | Forms | Filing Forms | Filing Package | Other Attach | MaIC Filing Description | Filing Fee | A

# | Description [Priority [ 1rit. | Perf. [ StartDate | Susp.Date | DusDate | Compl.Date | Status | # of Docs |
T Generate Complete Fiing Medum 55 55 09(24/2009 09/24/2003  Completed 13

2.  Double-click the activity for which you want to reprint the package.
The activity’s dialog displays.

3. Click Print Package.
A dialog displays an option to print only one copy.

4.  To print one copy, click Yes or click No to print the number of copies
required by the state, as defined in the Regulatory Specialist.

Note: The Print Package button is used only for printing generated documents.

The entire package, including all of the attachments, prints.

TRACKER P&C VERSION 6.6 USER GUIDE 225



WORKING WITH COMMON FILING TASKS

Filing Statutes

Sometimes a filing is created where the statute on the filing details tab is left
blank. This happens when there is more than one statute option for the type of
filing that has been created. Tracker will not assume which statute is the correct
one.

When multiple statute options are available, you must select the appropriate one
for your filing. You can go to the Regulatory Specialist to look for the statute
information for that particular filing and make a choice based on the information
provided. When a filing is created and the statute is left blank, Tracker will now
populate the field with the text No Statute and will prompt you to fill in the
statute before performing any activities.

The statute needs to be completed because many areas of Tracker depend on the
statute having data entered. (For example reports, complete filing generation, and
SO on.)
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Related Publications

This section describes publications at the Filing level. These topics include:
. The Publication Tab on page 227
. Adding a Publication Reference on page 227

The Publication Tab

Filings are often created in response to the receipt of publications from an
advisory organization or legislative body. The Filing level Publication tab
displays information about a publication in the system related to or pertaining to
this particular filing. The information contained on this tab is identical to the
information presented on the related publication’s details screen; see The
Publication Details Tab on page 365 for more information.

Forms | Filing Formsl Filing Packagel Other Atlachmentsl NAIC Filing Descriptionl Filing Fee Publication |

Publication #: |2003-BT-6552 Btis?::sg:f EM - Bailer & Machinery States: ME- Maine
Fublication Date: |08/23/2009
Type: |Line Circular
Description: |Mew Publ
RateEffective % [32 #dv. Org. Effective Proposed: [07/01/2003

Status: |Administrative Adv Organization: |3 - dymerican Association of Insurance Ser

Adv Org. Effective Approved: |D?.-"‘I 4/2009

Uszer Date: Filing Reference Mumbers

Distrb.: IDS.-"25.-"2DDS VI Filing Reference #1: IEAEITDD42
Fsiow: [I9/03/2008 = Filing Reference #2: IEADEIDD42
Filing Reference #3: |CADEOQ42

In. App. [08710/2008 ] Filing Riefererice #4: [CADED41
ToFi: [t3/28/2008 <] Filing Reference #5: |

Note that the Publication tab appears at the Filing level only if that filing was
created or referenced in relation to a particular publication in your system.

Adding a Publication Reference

A publication reference can be added to a filing only from the originating
publication details screen. This occurs automatically when a filing is created
directly from a publication record. A reference can also be created manually from
a publication detail record by using the Insert > New Filing Reference option.
See Linking Publications to Filings on page 371.
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Chapter 7

Working with Activities

This chapter provides detailed information about performing, posting, and
working with activities in the Tracker system. Instructions for performing
activities for filing groups, filings, multi-filings, and publications are also
contained here, including instructions for attaching filing letters, filing forms, and
actuarial exhibits to a filing, and procedures for generating and printing filings.

This chapter describes:

. Tracker Activities on page 230

. Standard Tracker Activities on page 232

. Standard SERFF Activities on page 234

. Performing Basic Activity Procedures on page 235
. Performing Filing Activity Procedures on page 246
. Working with Attachments on page 253

. Performing Activity Searches on page 257

. Multi-Filing Activities on page 259
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Tracker Activities

In the Tracker system, an Activity is any action related to or performed upon a
filing group, filing, or Publication record. These actions can be anything:

. creating a memo or a note-to-self
. recording a phone call to/from a state insurance department
. generating a filing, and so on.

All of these actions can be recorded and kept as a history within the activity
function. The Filing Level Activity function encompasses a wide range of
passive and active activities, including generating, editing, and printing filing
documents.

Passive Activities

Passive activities are usually related to recording information (for example, the
recording of a memo or phone call in relation to a record). They do not change any
documents related to a filing.

Active Activities

Active activities are usually related to generating documents (for example,
creating a filing letter, or generating and printing a complete filing). They
generally update or create documents related to a filing.

Status Changes and Active Activities

Some activities update status fields or dates in the system, so that your record is
automatically updated when you perform that activity. For example, when you
perform an activity to record the receipt of DOI approval for a filing, the activity
automatically updates the status of the filing record to Approved and updates the
Approval Date of the filing record to the date specified in the activity).

Activities and Post Activities

Activities can be Performed (performed and recorded under today’s date or given
a past date) or Posted (recorded with a future date or suspense date to act as a
reminder); each function has a separate menu option and toolbar button accessible
on any of the Filing Group level, Filing level, or Publication Activity tab screens.
The Post Activity function is especially useful for setting Suspense Dates to
remind yourself (or your co-workers) about due dates and tasks which need to be
completed on or by a certain date.

Any record having a future or suspense dated activity attached to it is flagged with
the date and activity description where it is listed in the main tab screens (such as
the Filing Groups tab, the My Filings — All tab, the Filings tab, the My Filings
tab, and the Publications tab). Also, the Suspended button located above each of
these tab screens can be pushed to show only those records having a future or
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suspense activity attached, so that you can view only those records that need to be
worked with, and can see what tasks you have upcoming.

The Activities Tab — Filing Group Level

The Filing Group level Activities tab lists all activities that have been performed
upon (or are pending performance upon) this filing group. From this tab, you can
access the activity details for any of the activities listed.

My Filingsl Filings Activities |Rates I Rules I Forms I Other Atlachmentsl MAIC Filing Descripliunl
I # | Description I Priorit; | Inik. I Petf. | Stark Dake | Susp. Dake | Due Dake I Compl. Date I Status | # of Docs I
I
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Standard Tracker Activities

Tracker comes with a set of over thirty standard activities covering most of the
activities you will want to perform in relation to your filing group, filing, and
publication records. If there are other activities you want to be able to perform
through this function, or if you want to tailor some of the activities to your own
needs, this can be done through the Tracker administrative Custom Tables
function, or by an Tracker Support Representative. Contact your Tracker
administrator, or see Activity Codes on page 90.

The following table lists of all the standard activities in the Tracker system, and a
brief description of their function.

Activity

Description

Approve Filing in System

Use this activity to record the receipt of a DOI’s approval of a
filing.
It updates the status of the filing to Approved.

Attach Exhibit/
Backup Material

This activity allows you to attach a document, exhibit, or other
backup material to a filing.

Background Information

This allows you to enter background or extra information
about a record.

Build Rate for EDP System

Use this activity to enter/update your Build Rate for EDP date
for a filing.

Correspondence for Filing

Use this activity to generate a correspondence letter to a DOI
(Department of Insurance) for a filing. It updates the status of
the filing to Pending.

Form Development

Record information regarding form development using this
activity.

Form Revision

Use this activity to enter and track form revision information.

Generate Complete Filing

This activity lets you generate a complete filing, view it, and
then print it out.
It updates the status of the filing to Pending.

Generate Letter

This activity lets you generate, view, and print a filing letter;
you may choose from several types of letter.

Instructions for Filing

Use this activity to record instructions for tasks to be
performed upon this filing at a later date.

This activity can be post-dated. It will appear on the Filing
Approval Notification Report.

Instructions for Publication

Use this activity to record instructions for tasks to be
performed upon this filing at a later date.

This activity can be post-dated. It will appear on the Filing
Approval Notification Report.
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Activity

Description

Inter-Department Request

Use this activity to record a request for action or information
to another department.
This activity can be post-dated.

Mail Filing to DOI Use this activity to record the date that a filing was sent to a
state DOI (Department of Insurance).

Memo/Notes The Memo/Notes activity allows you to enter notes and
information about a record as you work with it.

Respond to DOI — Use this to create a response letter following a DOI

Objection (Department of Insurance) Objection.
Updates the status of the filing to Pending.

Respond to DOI — Use this to create a re-filing letter following a response from a

Resubmit Filing DOI (Department of Insurance).

Updates the status of the filing to Pending.

Response from DOI —

Records the date of the receipt of a Disapproval from a DOI

Disapproved Filing (Department of Insurance).

Updates the status of the filing to Disapproved.
Response from DOI — Records the receipt of a Response from a DOI (Department of
General Insurance).

Response from DOI —
Objection

Records the date of the receipt of an Objection from a DOI
(Department of Insurance).
Updates the status of the filing to Objection.

Schedule Mailing Date
to DOI

Use this activity to set a scheduled mailing date.
This activity can be post-dated.

Set Suspense Action Date

This activity allows you to post a future suspense (reminder)
date.

Update Objection Respond by

Date

Use this activity to document a change to the Respond by Date

Withdraw Filing

Use this to create a withdrawal letter and record the date when
you withdraw a filing from a DOI.
Updates the status of the filing to Withdrawn.

Note: Not all activities are available at every level of the system. Filing Group level and
Publication activities are generally limited to information-recording activities
(such as memos and notes, background information, and suspense dates), while a
much wider of activities may be performed upon at the Filing level (such as
generating letters and filings).
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Standard SERFF Activities

If you are using Tracker with SERFF, the following standard activities are
included to help you manage and submit your SERFF filings.

Activity

Description

SERFF: Generate SERFF
Filing

Use this activity to generate and submit a filing to SERFF after
you have finished developing it.

SERFF: Get Filing
Requirements

Use this activity to retrieve the requirements for a SERFF filing
from the given state for your selected combination of TOI, sub
TOI and filing type for that state.

SERFF: Submit Note to
Reviewer

Use this activity to submit a note to the state reviewer for an open
or closed filing (if allowed by the state).

SERFF: Submit Additional
Fee activity

Use this activity to allocate and submit EFT fee payments.

SERFF: Submit Filing
Amendment

Use this activity to submit an amendment to a filing. This can
include revised or additional schedule items.

SERFF: Submit Objection
Response to SERFF

Use this activity to submit a objection response to an objection
letter.

An objection response may include revised and/or additional
schedule items.
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Performing Basic Activity Procedures

This section describes basic procedures used with activities:

Performing an Activity on page 235

Performing Activities with an On Approval Option on page 237

Posting an Activity on page 238

Accessing a Single Activity Detail Record on page 240

Editing an Activity Detail Record on page 241

Completing an Activity on page 242

Completing a Recurrent Activity on page 244

Deleting an Active Activity Detail Record on page 244

Deleting a Passive Activity Detail Record on page 244

Performing an Activity

From a Filing Group or Filing level, or Publication screen Activities tab screen.

1.

2.
3.

Click Perform Activity on the toolbar. El

The Perform Activity dialog displays.

Perform Activity x|

Drescription

Apprave Filing in Systemn

Attach Exhibit/B aclkup Material
Background Information

Build R ate for EDP System

Build R ate far Filing
Carrespondence for Filing

Deem Filing Approved in Systemn
Farm Developrent

Form Rewvision

Generate Complete Filing
Generate Letter

Inztructions for Filing
Inter-Department Reguest

kil Filing to DOI

temo / Hotes

Respond to DO - Objection
Respond to DO - Resubmit Filing
Rezponze from DOI - Disapproved Filing
Rezponze fraom DOI - General

<]

uﬁ'

Cloze |

In the Perform Activity dialog, select the activity you want to perform.

Click Perform.

The Perform Activity dialog for the selected activity displays.
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Note: The following describes the steps in the Generate Letter activity. Each activity
dialog will look slightly different.

Perform Activity - Generate Letter 5'

Description: IGenerate Letter

Date: |07A14/2006 =

Performed By: ISupewisol, Sustem j
Friority
’71"' Lo % Medium " High
Letter Type: |1. Laong Filing Letter j Ilz \;"_EV:
Tir
Abach Fie: | | T Dt
™ Frint 1 Copy
[~ Mave to Filing Package
LE _I
[ |

Perfarm I Cancel |

4.  Enter information in the applicable fields:

Usually, the default Description should be used.
The Date field will automatically be filled in with today’s date.
The Performed By field will automatically be filled in with your name.

Indicate the Priority of the activity by clicking in one of the Low,
Medium, or High selection buttons (the default priority is Medium).

If you are generating a filing letter, select a Letter Type from the drop-
down list to the right of the field.

Clear the View, Print, Draft, and Print One Copy check boxes as
required.

If you select the View check box, the generated letter will open in a
Microsoft Word window for viewing. You may then use Word’s print
command to print the letter, if desired.

If the Print check box is selected, the letter will automatically be
printed following generation.

If you select the Draft check box, the letter will be generated, but will
not be saved for future viewing in the activity record.

If you select the Print One Copy check box, only one copy of each
document in the filing package will be printed. You might do this if you
wanted to review the entire filing package and did not want to print out
the multiple copies of each document that are usually required with a
complete filing package.
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e Use the View/Draft check combination to generate and preview draft
filing letters. If you want to generate and save a letter, and have it
generate and print as part of the final Complete Filing generation, make
sure that you clear the Draft check box.

Generated (non-draft) letters will be saved, and will be accessible later
from the activity detail record.

e Use the Attach File field to enter the location (path) of a document file
you want to attach to the filing (such as an extra form or exhibit). You
can type in the path (to a maximum of 255 characters) or click the

browse button m located to the right of the field to locate and select

the correct path. The attached document will then be accessible from the
activity detail record.

All attachments that you want to have generated and printed as part of
the final filing must be performed with both View and Print selected,
and Draft cleared.

e Use the large Memo field to record the main text or information such as
a note, memo, or phone message. This field can also be used to add
extra text to any filing letter.

5. Click Perform.

The activity will be performed and will appear on the related Filing Group,
Filing, or Publication Activity list tab.

6.  To finish, click OK.

The new activity will be performed or recorded, and the dialog will close.

Performing Activities with an On Approval Option

The Requested Renewal Effective Date and Requested Effective Date may be
affiliated with an activity by the Tracker Administrator. (See Adding Active
Activity Codes on page 91.) In some cases, you will have an On Approval option
in addition to the default calendar setting.
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X

Perform Activity - Populate Effective Dates

Description: |F'0pu|ate Effective Dates

Date; (01/29/2009 - RegRenew.Eff. Date; |_ /4 4 -
v On Appraval

Performed By | | Request Eff. Date: [_/_/ -
v On &pproval
Fricrity
" Low &+ Medium " High
Letter Type: | J 'l:
Attach File: [ | [
—

™ Move ta Filing Package

Mema:

Perform | Cancel |

If the Administrator sas not configured the activity for the On Approval option,
when you perform the activity, you will see a date selection button, but not the On
Approval checkbox.

If the Administrator has configured the activity for the On Approval option, the
default option is with the calendar unlocked and the On Approval check box not
selected. If you select the On Approval check box, the system will clear the
calendar and lock it. If you want to revert back to an actual date, you need to clear
the On Approval check box. The system will then unlock the calendar and allow
you to pick a specific date.

Posting an Activity

Posting an activity allows you to specify a future target date on which that activity
should be performed. This is very useful when posting suspense dates, or giving
instructions which need to be performed at a future date.

Method: Post an activity

1.  From a Filing Group or Filing Level, or Publication Activities tab screen,

click the Post Activity toolbar button to open the Post Activity list
box.

238

TRACKER P&C VERSION 6.6 USER GUIDE



PERFORMING BASIC ACTIVITY PROCEDURES

Post Activity x|

Drescription |
[ntructions for Filing Group

|nter-Department Request

Set Suzpense Action Date

Cloze |

2.  Inthe Post Activity list box, select the activity you want to post.
3.  Click Post.

The Post Activity dialog displays. (The example below is for the Set
Suspense Action Date activity. Each activity window will look slightly
different):
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Post Activity - Set Suspense Action Date ﬁ

Diezcription: |Sel Suspenze Action Date

Suzpenze Date: |01/10/2008 - Due Date: (0172472008 -
Performed By: |Doe, Tester ﬂ
Priority
" Low & Medium " High
Letter Type: | J

Aftach File: |D:\My DocumentshTowne_lnsurancet 20084 J
[ Browse DIMS

F.athy (#552) will have new forms completed by Jan 21, 2008. Call her to ensure
that | get a prompt copy, and forward to Jean and Fed for review with draft of
filing,|

b ema:

Post | Cancel |

4.  Enter information in the applicable fields.

Use the Description field to enter a brief description of the activity you are
posting. Usually, the default Description can be used.

In the Suspense Date field, enter the date on which you want this activity to
be performed (such as the suspense dates, reminder dates, due dates, and so
on).

The Due Date field is the actual date on which this activity must be
completed. This field allows you to bring up activities by suspense date
before the due date.

The Performed By field will automatically be filled in with your name; you
may select a different name if someone else is to perform the posted activity.

Indicate the Priority of the activity by clicking in one of the Low, Medium,
or High selection buttons (the default priority is Medium).

Use the Memo field to record the main text or information of a suspense
note, memo, or instruction.

5. Click Post.

The activity will be posted and will appear on the related Filing Group,
Filing, or Publication Activity list tab.

Accessing a Single Activity Detail Record

You can display the details of any activity record.
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Method: Access an activity detail record

1.  Navigate to the required filing group, filing or Publication.
2. Click the Activities tab.

3. Select the activity record you want to complete, and double-click it to open
the related Edit Activity dialog.

4. Click OK or Cancel when finished viewing the record.

Editing an Activity Detail Record

You may edit, change, or add to the information on an activity detail record at any
time (provided that you have a system security level which permits editing).

Method: Edit an activity record

1.  Navigate to the required filing group, filing or Publication.
2. Click the Activities tab.

3.  Select the activity record you want to complete, and double-click it to open
the related Edit Activity dialog.

It will look like the original Perform Activity or Post Activity dialog, but
will have additional fields. (The example below is for the Generate
Complete Filing activity. Each Edit Activity box will look slightly
different.)
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Edit Activity - Generate Complete Filing |
(KEE ol Ml (5 enerate Complete Filing
Initisted On: IDB£24H2DDS
Initisted By: ISupervisor, System
Performed By: ISupewisor, Spstem
Shatus: IEompIeted Pricrity: IMedium
fittach File: |
Activity Memao d
=]
Cusgtom: I Customz:
Post Activity -
Mema: _I
=
Dacuments: (1. Long Fiing Letter- Generated - Wiem
ATTACH: 1 4|—
Simple Other Attachment Doc 1.doc- Attached
Simple Other Attachment Do 2. doc- Attached feplace |
Simple Other Attachment Doc 3.doc- Attached
Simple Other Attachment Doc 5.doc- Attached LI

[~ Move to Filing Package

FPrint Package |

ok I Cancel I

4.  Make any necessary changes or additions to the information displayed on
the screen.

Note that:

e The Post Activity Memo field allows you to store information pertinent
to the completion or results of an activity.

e The Documents field will list any documents generated in the original
posting.

To view one of these documents, select it from the list and click View
Document. The document opens in its native application.

5.  Click OK to save your changes and exit the dialog.

Completing an Activity

When you post an activity for a future date, you leave it open until that activity
has been performed, for example, until you’ve forwarded the necessary
documents, made the required phone call, finished the task, and so on. When you
have finished a posted activity, you should open the related activity record and
note that it has been completed, and then close the record. It will then appear as
Completed in the related Activities list tab.
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Method: Complete an activity

Navigate to the required filing group, filing or Publication.
Click the Activities tab.

Select the activity record you want to complete, and double-click it to open
the related Edit Activity dialog.

It will look like the original Post Activity dialog, but will have additional
fields. (The example below is for the Set Suspense Date activity. Each Edit
Activity box will look slightly different):

x
Description:  |EEEeE oh D ate
Target O ate: IW Dae Or: IW
Initiated By: ISupervisor, Systemn Performed Bu: IFIeed, Kemy
Status: |Fending Priority: W
Attach File: | Calliga File

berme: K.athy [552] will have new forms completed by Jan, 2703, Call her to ﬂ
ensure that | get & prompt copy, and forward ta Jean and Fred for review
with draft of filing.

Custom?: Cuigtomz:
Fozt Sctivity ;I
Mema
Documents:

Diraft, ot stored - ) |
raft, not stores Yiew

Erirt F'ac:kagel Ok I Cancel |

In the Post Activity Memo field, enter any information relating to the
performance or completion of the original posted activity.

When you have added any necessary notes, click OK.

If today’s date is equal to or later than the original suspense date, a message
appears asking if you want to complete the activity.

Click Yes to complete the activity, or click No to leave the activity open if
you haven’t yet completed all required tasks.

Your changes will be saved and Edit Activity will close.
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Completing a Recurrent Activity

Follow this method to complete a recurrent activity. After you complete a
recurrent activity you can optionally create a new filing.

Method: Complete a recurrent activity

1.  Navigate to the desired filing, open the activity, on the due date, that you
want to complete.

2. Click OK.
A dialog displays asking you if you want to complete the activity.
3.  Click Yes.
A dialog displays.
4.  Click No to complete the recurrent activity but not create a new filing.
OR
Click Yes to complete the recurrent activity and to create a new filing.

5. Ifyou click Yes, you are prompted to choose the filing group in which the
new filing is created.

Once the new filing is created, the recurrent activity is created for this filing.
The suspense date and due date of the recurrent filing are incremented by the
period specified by the activity type.

Deleting an Active Activity Detail Record

Activities should only be deleted when absolutely necessary. Only the most
recently performed (or posted) activity attached to a record may be deleted.
Therefore, to delete the third last active activity performed, you need to delete
every activity which followed it as well. Deleting an activity reverses any actions
performed in the system (such as status or date updates) as a result of that activity.

Method: Delete an activity detail record

Navigate to the required filing group, filing or Publication.
Click the Activities tab.
Select the activity you want to delete.

Click Delete on the toolbar.

R R

Click Yes to delete the activity, or No to cancel.

Deleting a Passive Activity Detail Record

Passive activities can be deleted in any order.
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Method: Delete a passive activity detail record

Navigate to the required filing group, filing or Publication.
Click the Activities tab.

1
2
3. Select the activity you want to delete.
4 Click Delete.

5

Click Yes to delete the activity, or No to cancel.

Note: Because the activity feature helps you to track, as a history, all actions performed
during the filing process, it is recommended that you perform a new activity each
time you perform an action, or that you edit an existing activity only by
responding to and adding to the information already recorded, rather than deleting
existing activity information.
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Performing Filing Activity Procedures

This section describes activities specific to filings:

. A Sample Filing Letter on page 246

. Information In the Filing Letter on page 248

. Filing Letter Comments on page 249

. Activities and the Filing Package Tab on page 249

A Sample Filing Letter

On the following page is a sample of a Long Filing Letter, containing all possible
elements. In this example, filing letter Comments information appears on a gray
background (this information is entered via the Filing level Comments tab; see
The Comments Tab on page 213 for details). Other portions of the letter are
generated automatically by the system from information previously entered for
the filing, and from regulatory specialist records for that state and line of business.
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Conumissioner Susan F. Cogsarell
Connectiont Insurance Depat et
PO Box Bl6

Hartfoed, CT 08142-0814

Attn: Mr. Walter Bell
EE: | Form, Fate and Fule Filing - Business fire insuvance 20005
Cormumercial Fire

Company Filmg# CF CTOOO0LSICOL
Safety Inmrance NAICH: 2854 5408 FEIN# 545545 28391290

Diear Conmnissioner Cogaell:

We wish to submit the following Fomm, Fate and Fule filing for Biaromal, Corrumercial Fire for use in
Cormectimz. This filing is to be affectire anor after March 24, 2007

This filing has bean sbmitted to or 15 exempt fiom filing in cur doerieiliary state of Mewr Vodk.

Policy Forms) and Endorsemernt(’s) Submitted:

Here arethe General Form conmmerts.

Fatels) Submitted:

Rate Tile: Fire Conwnercial Fate 2005
Rate: ER4-1290

Editicm Drate: 2

ExceptonPage: | 109

Fale(s] Submitted:

Here arethe Fule comments.

Here 15 the Special Langage.

Here 15 the Attaclomernt.

Here i the Centification of Compliance.

Here 15 the Filing Fee comumet.

Here 15 the General Closing staterment.

We trust with the enclosed fremation, you will be able to review our filing and grat an approval. If you
have amy quastions, please comtact the undersizned. Tharnk you in advance for pour help and atterstion to
this mattar.

Systemn Supervisor

FPhone:
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Note:

Note:

Information In the Filing Letter

The following information is included in a typical filing letter. This information is
drawn from various data already entered in connection to the filing, and from the
regulatory specialist records for that state, line of business, and filing type.

Each letter format contains slightly different information, depending on its scope
and purpose.

. Date
Tracker checks for any filing date first. If there is no filing date, then Tracker
looks for the activity date. Either of these dates could be the current date.
This date can be edited in Microsoft Word if required.

When generating a letter using the Generate Complete Filing activity, the letter
uses the filing date that is entered in the activity, not today’s date.

. Name and Address
The name and address of the State Insurance Department are generated
automatically. If you are creating multiple filing letters, each one will have a
different Insurance Department name and address.

. Attention Line
The attention line is generated automatically.

. Reference
Reference information includes the NAIC Number, FEIN Number, Tracker
Filing Identification Number, and the State ID. It is automatically generated.

. Salutation Line
The title of the recipient is automatically generated.

. Introductory Paragraph
The first paragraph is automatically generated.

. Activity Memo
Any information from the activity memo field is included in the letter.

. Form Information
If the filing includes Forms, this section is included in the letter. For each
entry identified as a form, the system automatically includes the form
number, revision date, and description. If this is a replacement form, the
replaced form number is identified if it has been entered in Tracker. If it is a
new form, it is identified as an introductory filing.

If you want to include descriptive information for each form, such as its
purpose or deviations from industry standard form provisions, you can add
an explanatory comment from the form detail memo field.

. Rate Information
If the filing includes Rates, this section is included in the letter. For each
entry identified as a manual rate page, the system automatically includes the
rate page number, edition, and description. If this is a replacement page, the
replaced page is identified. If it is a new page, it is identified as an
introductory filing.
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If you want to include supporting arguments to explain or justify a rate
filing, you can add an explanatory comment. If you want to include
comments about the specific rate effect for the proposed rate change, you
can add such comments in the memo field of each rate.

. Rule Information

If the filing includes rules, this section is included in the letter. For each
entry identified as a rule, the system automatically includes the rule manual
exception page, edition, and description. If this is a replacement page, the
replaced page is identified. If it is a new page, it is identified as an
introductory filing.

If you want to include comments about the rules, you can add such
comments for each rule page from the rule details memo field.

Filing Letter Comments

Depending on what has been specified in your filing, you may need to enter some
comment information as part of the filing letter creation process. Filing letter
comments are added in at the Filing level. See Filing Letter Comments on page
354.

Activities and the Filing Package Tab

Activities can be added to the Filing Package tab, as well as any supporting
documentation for those activities. Any files attached to them will be converted to
Portable Document Format (PDF). All files converted in this fashion will also be
printed when you generate the complete filing package.

Note: Once you have moved activities to the filing package, you cannot modify or delete
the activities or their supporting documents. However, you can edit text in the
Post Activity Memo field.

Method: Add an activity to the Filing Package

1.  Click the Perform Activity button. El
2.  Select the activity you want to perform and click Perform.

The activity dialog displays.
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Perform Activity - Correspondence for Filing 1[

{01 el Te el | Coirespondence for Filing

Date: 12M18/2002 -

Perfarmed By: IHeed, K.y j

Friarity
|7 T Low 0 Medium " High

ie

Letter Type: I‘l. Lang Filing Letter J E E t
Prinl

]

Fi

Attach File: | |
-

[~ Move to Filing Package

raft
rirt 1 Copy

-

M ema:

[ -
et | Perfarm I LCancel |

3. On the Perform Activity dialog, attach the file you want to associate with
this activity and print in the filing package by clicking the Browse button.

The Activity File Attachment file browser displays.

Activity File Attachment i |

Look i Ia Fairway_Insurance j o |‘=:F B~
00003423 _rate: @ddraete_sig @TDDDD212D_rate
2003 _BM_Overall ] dsmith_sig
2003_CA_Rider B short_filing
2003_CM_23028_Addend  BH]SI_contacts
2003_CM_Owerall @ statutes_z003
2003 DL_1201_Rule B statutes_2003_rev

L | 2

File name: | Open I
Files of tupe: | ﬂ Canicel |
4

4. Inthe Activity File Attachment file browser, choose the file you want to
attach and click Open.

5.  Click Move to Filing Package.
6.  Click Perform.
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Perform Activity - Correspondence for Filing il

Dlescription: IEDrre&pondence far Filing

Date: |12£18£2UU2 vl

Performed By: IHeed, Eemy j
Fricrity
’7 © Low & Medium " High
= [V Wiew
Letter Type: | 1. Long Filing Letter v -
P I arina J [~ Frint
Attach File: |D:‘\M_l,lDocuments\Fairwa_l,l_lnsurance‘\2DD3 J [~ Drait
™ it 1 Copy
hemo: _I
[~

Hext | Perfarm I LCancel |

7.  On the message box that opens (text below), click Yes.

Option “Move To Filing Package” has been chosen. Once the activity
has been moved to the Filing Package tab, you will not be able to edit or
delete the activity not will you be able to edit, replace or delete any of
the documents(s) contained within the activity. Do you want to proceed?

The PDF printer creates a PDF copy of the attachment and saves the copy in
the directory where the attachment is located.

i

2003_TL_1201_Ad 2003_TL_1201_Ad

8.  After the Status window that opens has finished updating, click Close.

TRACKER P&C VERSION 6.6 USER GUIDE 251



WORKING WITH ACTIVITIES

Status Messages

All done.

4| | 2

The PDF file you created will be printed out on all subsequent printings of
the complete filing package and appears in the Filing Package tab.

Filing Package |

Descripkion
Correspondence For Filing
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Working with Attachments

The following section deals with using attachments with filings:
. Attaching Documents to a Filing on page 253

. Generating and Printing Filings on page 253

. Performing the Filing Approval Activity on page 254

Attaching Documents to a Filing

You may add extra documents to a filing using an attachment activity.

Method: Attach a document to a filing

1.  Navigate to the filing you want to attach a document to.

Click the Perform Activity button El to open the Activity List box.

2.

3.  Click the desired attachment activity.

4.  Click Perform to open the related Activity dialog.

5.  Enter any required information in the fields provided.

6.  Click the D button beside Attach File field to open a file browser.

7. Select the file path for the document you want to attach. (The path name
cannot exceed 255 characters.)

8.  Click Open to confirm the file path and return to the activity dialog.
The selected file path will now appear in the Attach File field.

9.  Click Perform to save the activity and exit the dialog.

Note: This attached document will be printed as part of the entire filing, but only when
the Generate Complete Filing activity is performed.

Generating and Printing Filings

Once you have added and completed all the components of a filing, the entire
filing can be generated and printed using a single activity command. When you
generate and print a filing, all documents related to or attached to the filing will be
generated and printed, including:

. any filing letters created for the filing
. all filing forms required for the filing
. any attached rate, rule, or form pages (as specified)

. any additional documents or exhibits which you have attached in either the
Other Attachments tab or within the activity of Generate Complete Filing.
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Method: Generate and print a filing

1.

Navigate to the filing you want to generate and print.

Click the Perform Activity toolbar button El to open the Activity List
box.

Select the Generate Complete Filing activity.
Click Perform to open the related New Activity box.
Enter information in the applicable fields:

e Use the large Memo field to record any notes regarding the filing. This
text will appear in the generated letter.

e Attach documents such as actuarial memorandum (if desired), using the

Browse button D in conjunction with the Attach File field.

Click Perform.

The filing generates. During the generation process, a Document Generation
window appears, tracking the generation in progress (this may take a while,
depending on the size of the filing). The document then opens in Microsoft
Word. Here you can view and print the filing letter, as required.

Close Microsoft Word.
Click OK to finish.

The activity will be saved and listed on the filing’s Activity tab. The filing
documents will remain available via the corresponding activity detail
record.

Performing the Filing Approval Activity

Use this method to approve a filing’s Rule/Rate/Form.

Method: Perform the Filing Approval activity

Navigate to the filing where you want to perform the Approve Filing in
System activity.

Click the Perform Activity button. El

The Perform Activity window opens.
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Description | &dd |
Approve Filing in Syztem Edit |
Attach Ewhibit/Backup Material =

B ackoround Infarmation

Inztructions far Filing Graup Delete |
Inter-Department A equest —

Memo 4 Motes
Set Suzpenze Action D ate

LCloze

3.  Select Approve Filing in System and click the Perform button.

The Perform Activity — Approve Filing in System window opens.

Perform Activity - Approve Filing in S¥stem ﬂ

=Sl e ol | pprcve: Filing in System

Date: |12£24H2DD2 vl Approved EFf. Date: | /4 / -

Performed By: IHeed, Ky j Approval Date: |2/ hd
Friarity
’7 © Low &+ Medium " High
— ™| Wiew
Letter Tupe: | 1. Long Filing Letter e =
Lipe: [1. Long Fing R
Attach File: | o] ot
= Fiint 1 Eopy
[ Move to Filing Package
b erno: J

= | Perfarm I LCancel

4.  Using the calendar popup boxes, select the Approval Eff. Date and
Approval Date.

5. Click Perform.

TRACKER P&C VERSION 6.6 USER GUIDE 255



WORKING WITH ACTIVITIES

A Status Message window opens indicating whether the activity was
performed successfully.

6. Click Close.

You can see that the status for the filing is changed to Approved. As well,
the status for the Rule/Rate/Form is changed to Approved.
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Performing Activity Searches

You can search for activities using the Search function. When you find the
appropriate activity, you can open the filing, filing group, or publication with the
Activities tab visible when you select this activity from the search window.

The following tasks deal with activity searches:
. Activity Search Options on page 257
. Searching for Activities on page 257

Activity Search Options

The following options are available to you when a search is performed on
activities. Each description of the option also contains the details provided in the
search results:

Activities: When this option is selected from the Search For drop-down box, all
activities that meet the defined criteria are displayed in the search results. The
results provide you with the activity description, who initiated the activity, the
status, the activity code, and the source type (filing group, filing, or publication).

Activities — Filing Groups: When this option is selected from the Search For
drop-down box, all of the activities in filing groups that meet the defined criteria
are displayed in the search results. The results provide you with the filing group
number, the activity description, who initiated the activity, the status, and the
activity code.

Activities — Filings: When this option is selected from the Search For drop-down
box, all of the activities in filings that meet the defined criteria are displayed in the
search results. The results provide you with the filing number, the activity
description, who initiated the activity, the status, and the activity code.

Activities — Publications: When this option is selected from the Search For
drop-down box, all of the activities in filings that meet the defined criteria are
displayed in the search results. The results provide you with the publication
number, the activity description, who initiated the activity, the status, and the
activity code.

Note: Because all of the headings cannot fit into the Search Result tab, you must use the
scroll bar if you want to view the complete result details.

Searching for Activities

To search for an activity, complete the steps described in Performing Tracker
Searches on page 424. The activity search options in the Search For drop-down
box are described in Activity Search Options on page 257.

After performing the search, the Search Results dialog displays, from which you
can select an activity. When selecting an activity from the Search Results tab of
the Tracker Search window, you can view the associated filing, filing group, or
publication for that activity immediately, allowing you to determine if this is the
appropriate activity. Because the Tracker Search window remains open, you
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have the option to continue selecting activities from the search results until you
find the right activity.

Method: Select and open a filing, filing group, or publication from an
activity search

1.  Perform a search for an activity as described above.
2.  Select an activity from the Search Results tab and click OK.

The associated filing, filing group, or publication is displayed behind the
Tracker Search window with the Activities tab visible.

Filing Details | Resources | Comments Activities | Forms | Filing Forms | Filing Package | Other Attachments | SERFF |

# | Description [[Priority [ Irit. | Perf. | StartDate | Susp. Date | DueDate | Compl. Date | Status | # of Docs |
T SERFF: Get Filing Requirements Medum 55 55 04j21j2004 04212004 Completed 0
Tracker Search x|

Search Paramelers Search Results |

Found:  [Activiies I [

Description [Initiated by User  [status Description [Source Type =

System Supervisar  Completed Fiing

System Supervisor  Completed Fiing

System Supervisor  Completed Fiing
d Filing

System Supervisor  Completad
System Supervisor - Completed Fiing

SERFF: Gek Fiing Requirements System Supervisor - Completed Fiing

SERFF: Gek Filng Recuirements System Supervisor  Completsd Fiina _'j
El 0

< New Search Cose |

3.  Ifthe selected activity is not the activity you are looking for, repeat the
above step until you have found the appropriate activity.

4.  Once you find the activity you are looking for, click the Close button on the
Tracker Search window.
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Multi-Filing Activities

The following sections describe multi-filing activities:

. Performing Activities for a Multi-Filing on page 259

. Posting Activities for a Multi-Filing on page 259

. Generating and Printing Activities on Multiple Filings on page 260

Performing Activities for a Multi-Filing

The Perform Activities function works the same for multi-filings as it does for
single filings; the activity is simply applied across more than one filing.

Method: Perform an activity for a multi-filing

1.  Navigate to the filing group where you want to perform an activity on a
multi-filing.

2. On either the My Filings or the Filings tab, select all of the filings to which
you want this activity to apply. You can select multiple filings by holding
down the Shift (to select a series) or Control (to select random multiples)
key while you click them.

3.  Click the Perform Activity button El
The Activities List dialog displays.
4.  Select the activity you want to perform and click Perform.
The related New Activity dialog displays.
5.  Enter information in the applicable fields.
Note that:
*  The Performed By field will automatically be filled in with your name.
e The Date field will automatically be filled in with today’s date.

e Use the large Memo field to record the main text or information about a
note, letter, or phone message.

6.  To finish, click OK.

The new activity will be performed or recorded, and the dialog box will
close. The activity record will be added to the activity tabs of all the selected
filings. These activity details records can now be treated and updated
individually.

Posting Activities for a Multi-Filing

The Post Activities function works the same for multi-filings as it does for single
filings; the activity is simply applied across more than one filing.
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Note:

Method: Post an activity to a multi-filing

1.  Navigate to the filing group where you want to post an activity on a multi-
filing.

2. On ecither the My Filings or the Filings tab, select all of the filings to which
you want this activity to apply. You can select multiple filings by holding
down the Shift (to select a series) or Control (to select random multiples)
key while you click them.

Click the Post Activity button to open the Activities List box.

Click the activity you want to post.
Click Post to open the related New Activity dialog.

AR .

Enter information in the applicable fields.
Note that:
*  The Performed By field will automatically be filled in with your name.

e Use the Suspense Date field to enter Suspense Dates, reminder dates,
due dates, and so forth. You can sort your My Filings and My Filings
— All tabs by these activity dates.

e Use the large Memo ficld to record the main text or information about a
note, letter, or phone message.

7.  To finish, click Post. The new activity will be posted, and the dialog will
close.

The activity record will be added to the activity tabs of all the selected
filings. These activity details records can now be treated and updated
individually.

Generating and Printing Activities on Multiple Filings

Generating and printing activities can be performed on multiple filings in the
same manner as single filings, using the method described for Performing
Activities for a Multi-Filing on page 259.

Follow the directions above, selecting a generation activity (such as Generate
Filing — Complete, Generate Filing — Cover Letter Only, and so on) from the
activity list. The generation will be performed for all of the filings, and the
documents will be opened in Microsoft Word so that you can view, print, and then
close the generated documents as required.

Each document generated will contain information specific to that filing, as drawn
from that filing’s record information, and the Regulatory Specialist databases. The
generation activities will then be added to each of the filings’ activity tabs, where
the related activity detail records, and the generated documents, can later be
accessed and modified individually.
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Note: To print a complete filing package, you would not use Microsoft Word. You would
click the Print Package button on the Edit Activity window.
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Chapter 8

Working with SERFF Filings

This chapter describes:

SERFF on page 264

The SERFF Tab (Filing Level) on page 265

Working with SERFF Filings En Masse on page 267

Working with SERFF Filings at the Filing Level on page 276
Reviewing SERFF Filings on page 302

Submitting Filings to SERFF on page 310

Monitoring SERFF Filings and Working with Messages on page 311
Working with Submitted Filings on page 319

Working with Closed Filings on page 343

Filing Summary for SERFF Filings on page 345

Note: Before performing the procedures described in this chapter, you would need to
have completed the procedures described in the previous chapter, Working with
Filings on page 125.

TRACKER P&C VERSION 6.6 USER GUIDE 263



WORKING WITH SERFF FILINGS

SERFF

SERFF is the system designed and maintained by the NAIC that allows insurance
companies to send filings electronically to states that participate in SERFF. In
contrast to traditional paper-based filings, submitting a filing through SERFF
allows you to send all required filing documentation electronically.

Tracker integrates with SERFF to allow you to access the most current state
requirements for filings as stored in the SERFF filing rules database.

The previous chapter (Working with Filings on page 125) described the following
steps performed in Tracker to create a traditional paper-based or SERFF filing:

. Create your filing groups

. Create your filings

. Add the filing content of rates/rules/forms to your filing

. Add other attachments to your filing under the Other Attachments tab

This chapter describes how to use Tracker to submit filings electronically to
SERFF and to manage the filing process for electronic filings. You need to
perform the following procedures, but note that their order depends somewhat on
your own business process.

1.  Selecting the TOI, the sub TOI, and the filing type.

2.  Retrieving and reviewing the SERFF supporting documentation filing
requirements

Reviewing the General Instructions.
Satisfying or bypassing filing requirements.
Creating any user added requirements.
Entering State-Specific values.

Setting Public Access values.

ol A A

Selecting the filing fee payment method (check or EFT) and entering the
payment details.

9. Reviewing the SERFF filing details.
10. Generating a draft of the SERFF filing.
11. Reviewing the generated filing.

12. Submitting your filing to SERFF.

13. If necessary, revising or amending submitted filings.

264 TRACKER P&C VERSION 6.6 USER GUIDE



THE SERFF TAB (FILING LEVEL)

The SERFF Tab (Filing Level)

Initially, no SERFF tab appears in filings. On the Filing Details tab, a SERFF area

includes fields (initially blank) for TOI, Sub TOI, and Filing Type. After selecting
values for these fields, and performing the activity to get the filing requirements, a
SERFF tab is added to the filing.

Resourcesl Comments | Aclivitiesl Forms | Filing Fnrmsl Filing Packagel Other Aﬂachmentsl NAIC Filing Descriptinnl Filing Fee SERFF |L|_’

S — -
Type of Insurance: |Boiler and Machinern SERFF Filing ID: |ISXE-GO00532417 = Submitted j
Sub TOI: [No Sub-types SERFF Status: ™| Fublic Aizcess
Filing Type: |Form State Status: | | Wiew General \nslru:nnnsl

Primary Reviewer: Other Reviewers:

Supporting Documentation |Slﬂle Speciﬁcl Public A[:[:Essl Currespundencel Log Enlliesl

| SERFF Fiing Details | e | eI G EhealE | i R t |

SERFF Tab Banner

The SERFF tab contains a banner with the following read-only fields:

. Type of Insurance, Sub TOI, Filing Type — These fields are populated
with your previous selections for these values.

. SERFF Filing ID — A value does not appear here until the filing is
successfully submitted to SERFF.

. SERFF Status — A value does not appear here until the filing is successfully
submitted to SERFF. The status will change as the filing progresses through
the review process at the state.

. State Status — A value does not initially appear here but will be populated
by the system with the value sent from SERFF as the filing moves through
the review process at the state.

. Submitted — This read-only check box is selected after the filing has been
successfully submitted to SERFF.

. Public Access — This read-only check box is initially not selected,
indicating that the filing is not Public Access. The system will select the
check box when the state sets the public access status of the filing to Yes.

. Primary Reviewer and Other Reviewers — names and phone numbers, if
available, provided by SERFF

SERFF Tab Subtabs
The SERFF tab contains the following subtabs:

. Supporting Documentation — Contains the supporting documentation
schedule item requirements for this filing. From this tab, you can view the
SERFF filing details, SERFF-specific requirements, form schedules, rate/
rule schedules.

. State Specific — From this tab, you can enter any required state values for an
individual filing.
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. Correspondence — This tab displays a table of all correspondence
associated with this filing, such as Notes to Filers, Objection Letters and
Disposition Reports. Double-click an item to open it. From this tab, you can
also create a Filing Amendments, Notes to Reviewers and Objection
Responses.

By default, the entries in the table are sorted by Date Received/Sent, newest
first (ascending). Right-clicking on the date of an entry displays a context
menu where you can select to sort the table by that date in ascending or
descending order.

. Public Access — From this tab, you can mark certain parts of the filing or the
filing itself as confidential to request that the state keep these items
confidential and not make them available via Public Access.

. Log Entries — From this tab, you can view the various SERFF messages
associated with this filing.

From the SERFF tab and its sub-tabs, you will perform a variety of tasks to
prepare the filing for submission to SERFF, as well as to manage the filing
through the review process.
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Working with SERFF Filings En Masse

You can work with SERFF filings in two ways:

. en masse (working with multiple filings within a filing group at the same
time)

. at the Filing level

Initially, you will work with filings en masse because it allows you to enter
information much more quickly and efficiently. Later in the process, you will
work with filings at the filling level. Changes you make at the Filing level will
appear when working with that filing group en masse.

The procedures that you can perform for filings en masse are:

. Selecting TOI, Sub TOI and Filing Type for Filings En Masse on page 267
. Retrieving Requirements for Filings En Masse on page 269

. Satisfying Requirements for Filings En Masse on page 271

. Bypassing Requirements for Filings En Masse on page 273

Selecting TOI, Sub TOI and Filing Type for Filings En
Masse

The initial step in preparing a filing for submission to SERFF involves selecting a
filing’s Type of Insurance (TOI), a sub TOI, and a Filing Type for filings within a
particular Tracker Line of Business (LOB). The Product Coding Matrix (also
called simply “the matrix”) is maintained by the NAIC and contains the uniform
classifications for TOls, sub TOlIs, and Filing Types. The matrix represents a more
exact and detailed classification than the Tracker LOB.

SERFF is premised on the assumption that all states are using the matrix. By using
the en masse procedure below, you can make TOI, sub TOI and filing type
selections for all states using the matrix by making a single selection.

States where no values are returned are, by definition, non-matrix states. For these
states, you will have to select the TOI, sub TOI and filing type on a state-by-state
basis. You can do this within the en masse screen (as described below) or at the
Filing level, as described in Selecting the TOI, Sub TOI and Filing Type at the
Filing Level on page 276.

Method: Select a TOI, sub TOI and filing type for filings en masse

1.  Navigate to the desired filing group.

2.  Click the Select TOI, Sub TOI and Filing Type button on the toolbar @ or
select Insert > TOI Selection.

The TOI, Sub TOI and Filing Type Selection dialog displays.
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: TOI, Sub TOI and Filing Type Selection 5[

i Awvailable LOBs:
ICommerciaI Auka j

Uncheck |

Check Applicable Fiing(s) | o1 | Sub ToI | Filing Type |
AZ-TO-Ra-01
I0-TO-Ra-01
KS-TO-Ra-01
k¥-TO-Ra-01
K¥-TO-Fo-01
MM-TO-Ra-01
MY-TO-Ra-01

r—Produck Coding Matrix

TOI | 4| Save |
[ o |

Sub oI | = Match |

Close

Filing Type I j

The LOB for this filing group is automatically selected in the Available
LOBs drop-down list. If there is more than one LOB in this filing group,
then the LOBs are displayed in the Available LOBs drop-down list in
alphabetical order, and the first LOB in this list is automatically selected.

If there is more than one LOB in this filing group, from the Available LOBs
drop-down list, select an LOB.

Filings belonging to the LOB you selected are displayed.

Ensure that all the filing(s) for which you want to make the TOI, Sub TOI
and Filing Type selection are selected in the Check Applicable Filing(s)
column. If this is the first time you are accessing the en masse selection
screen, by default, all the filings are marked as selected. You can clear or
select the individual check boxes as necessary. To quickly clear all the
selected filings, click Uncheck.

In the Product Coding Matrix section, first select the TOIL, then Sub TOI
and finally the Filing Type which corresponds to the LOB of your filings.

Product Coding Matrix
Tol |2D.D Commercial Auko j
Sub TOT 30,0001 Business Auto =l Match |
Filing Type IRate ﬂ
Click Match.

The system compares the selections for TOI, Sub TOI and Filing Type
with each state’s list of active TOIs, sub TOIs and filing types. Matches for
each state using the matrix are displayed.

268

TRACKER P&C VERSION 6.6 USER GUIDE



WORKING WITH SERFF FILINGS EN MASSE

01, Sub TOI and Filing Type Selection =
: Available LOBs:
ICommerciaI Auta j
Uncheck |
Check Applicable Filingfs) | 101 | sub Tel | Filing Type |
AZ-TO-Ra-01 Commercial Autormobile Lines...  Commercial Auto Physical Da...  Rate
ID-TO-Ra-01 Commercial Auko Business Auto{202) Rate
K3-TO-Ra-01 19.2/21.2 Commercial Auto 21.2000 CA Physical Damag...  Rate

KY-TO-Ra-01
Y-TO-Fo-01
MN-TO-Ra-01 Commercial
MY-TO-Ra-01

ayfviseela | | |

—Product Coding Matrix

ToI IZD.D Commerial Auto j Save |
5ub TOT 20,0001 Business Auto =l match |
Close I

Filing Type [Rate =l

If no match is found, no value is displayed for the selected state. (If no
matches are found for any selected filings, a message box appears.) You can
then manually select a value from a drop-down list in each cell.

Note that the system may find a match for the TOI, but not for the Sub TOI
or Filing Type. If so, you would then have to make a selection in those cells.

7.  When you are done making your selections, click Save.

8.  Click Close to exit.

Retrieving Requirements for Filings En Masse

After you have selected a TOI, sub TOI, and filing type, you need to retrieve the
supporting documentation filing requirements from SERFF.

Note: Supporting documentation filing requirements are referred to as requirements in
this documentation.

Complete the following procedure to simultaneously retrieve the requirements for
more than one filing in the same filing group. This is known as working with
retrieving filing requirements en masse. (See also: Retrieving Requirements at the
Filing Level on page 280.)

Method: Retrieve the requirements for filings en masse

1.  Navigate to the filing group that contains the filings for which you want to
retrieve the filing requirements.

2.  Click the Retrieve Filing Requirements button in the SERFF tool bar. f@‘
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6.

The Retrieve Filing Requirements screen opens.
The Available Filings list includes filings from this filing group
e that have a TOI, sub TOI, and Filing Type populated; and

e for which no filing requirements have been retrieved, whether at the en
masse level or Filing level

Retrieve Filing Requirements x|
Available Filings: Selected Filings:
IN-CH-TC-Fo-01

LA-CH-TC-Fo-01

v

P

v

<

I

Retrieve | Retrieve and Satisfy Byvpass |

In the Available Filings area, select (using click, Ctrl-click or Shift-click)
the filings for which you want to get the filing requirements.

Click the right arrow button.

The selected filings are moved to the Selected Filings table. The Retrieve
and Retrieve and Satisfy/Bypass buttons then become active.

Click Retrieve.

Tracker displays progress messages as it attempts to download the filing
requirements for each of the selected filings.

(To retrieve and satisfy or bypass the requirements in one step, you can click
Retrieve and Satisfy/Bypass. For additional information, see Satisfying
Requirements for Filings En Masse on page 271 and Bypassing
Requirements for Filings En Masse on page 273.)

Click Close on the message box.

If Tracker finds a direct match between a filing’s TOI, sub TOI, and filing type
and the state’s current active list, it performs the following actions for that filing:

retrieves the Filing Requirements

performs the Filing Level activity assigned to get the SERFF Filing
Requirements (this may be a custom activity)

retrieves the SERFF Tracking ID
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. displays the activity on the Activities tab at the Filing level
. locks the TOL, sub TOI and Filing Type values at the Filing level

Tracker will normally find a match, but if it does not, possibly because during the
time interval between

a. retrieving the TOI, and
b. retrieving the filing requirements

the state had changed its TOIs, Tracker deletes that filing’s TOI, sub TOI, and
filing type choices.

When complete, Tracker displays the SERFF Activity Status Message window
listing success or failed for each filing involved.

The failed filings will need to have new TOI, sub TOI, and filing type values
selected before you can repeat this procedure. (See Selecting TOI, Sub TOI and
Filing Type for Filings En Masse on page 267, or Selecting the TOI, Sub TOI and
Filing Type at the Filing Level on page 276.)

Note: A SERFF tab will now appear on the filings for which you successfully retrieved
their requirements.

Satisfying Requirements for Filings En Masse

Note: Supporting documentation filing requirements are referred to as requirements in
this documentation.

After retrieving the requirements, you can then satisfy the requirements for the
unsubmitted filings en masse using the Filing Requirements screen.

Using the en masse method, you can only satisfy requirements for which the
document which applies is an Other Attachment that has been added at the Filing
Group level. (See Other Attachments on page 195.) To satisfy a requirement with
just a comment but no Other Attachment, you must use the Filing level method.
(See Satisfying Requirements at the Filing Level on page 285.)

Method: Satisfy the requirements for filings en masse

1.  Navigate to the desired filing or filing group, and click the Satisfy/Bypass

Requirements button on the Tracker toolbar. | £d)

The Filing Requirements screen opens. It contains a table with the
following columns:

* Filings from that filing group that have had their requirements retrieved
are listed in alphanumeric order by an ID that includes a two-digit state
code, a two-digit LOB code, a two-digit company (or CG, if a company
group) code, a two-digit filing content code, and a two-digit sequence
number

* filing Requirements and their corresponding Status
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e Satisfy/ByPass Details

Filing Requirements

Actian
’7 Satisfy Evpass |

Filings | Status | Requirement | SatisfyiBypass Details |
CT-CA-TO-Fo-01 Cover Letker - Property & Casualty Filings
General Instructions I Filing Memorandum - Property Casualty Fi...
Reetaliatory Filing Fee - Property Casualty. ..
Policy Form
OH-CA-TO-Fo-01 P& Transmittal Docurment
General Instructions I P&C Form Transmittal Document

Tip: This screen provides a summary of where you are in the process of working with
requirements. It shows previous work done to filings in this filing group using this
en masse process, and any work done at the Filing level. However, filings that
have been submitted to SERFF are not shown.

2.  From this screen, you can quickly access additional information:

e To view the details of a requirement, mouse over or double-click the
Requirement name.

* To view the general instructions of a filing, click General Instructions
under the corresponding filing ID.

Note: You can quickly open a filing by double-clicking the filing ID. This closes the
Filing Requirements dialog box, however you can quickly open it again by
clicking the Satisfy/Bypass Requirements button on the Tracker toolbar. In this
way, you can quickly toggle between the en masse view and an individual filing.

3.  To satisfy requirements by affiliating them with Other Attachments you
have previously added to this filing group, click Satisfy.

The Satisfy Requirements dialog opens.

Satisfy Requirements 1]

—Available Supporting Documents ————————————— |'Comments

L

| =l

Filings I Select I Status | Redquirement I Satisfy(Bypass Details |
CT-CA-TO-Fo-01

Zover Letker - Property ...
Filing Memarandum - Prop...
Retaliatary Filing Fee - Pr...
Palicy Form

OH-CA-TO-Fo-01 P& Transmittal Document

Aam mAaAan

P& Form Transmittal Doc...

Note: Requirements in bold must be satisfied and cannot be bypassed.

4.  Select a document from the Available Supporting Documents drop-down
list.

The check boxes in the Check column and the Comments box become
available.
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5.  Select the check boxes beside the requirements that you want to satisfy with
the Available Supporting Document you selected.

Note: If a check box is greyed out, you will not be able to affiliate the selected Other
Attachment with that requirement. This is because the Other Attachment has been
modified at the Filing level.

6.  Enter any optional notes or description in the Comments box.
7.  Click Satisfy.
The requirements’ corresponding Status is updated to Satisfied.

8.  Repeat steps 4 through 7 to satisfy any other requirements with another
Available Supporting Document.

9. If you want, you can bypass requirements at this point by clicking Bypass
and following the steps beginning with step 3 in Bypassing Requirements
for Filings En Masse on page 273.

10. When you are done, click Close.

Bypassing Requirements for Filings En Masse

Note: Supporting documentation filing requirements are referred to as requirements in
this documentation.

After retrieving the requirements, you can then bypass the requirements for the
unsubmitted filings en masse using the Filing Requirements screen.

Note: Certain requirements may be designated by the state as “non-bypassable.” You
cannot bypass these requirements; you can only satisfy them. These requirements
will be displayed in bold.

Method: Bypass the requirements for filings en masse

1.  Navigate to the desired filing or filing group, and click the Satisfy/Bypass

Requirements button on the Tracker toolbar. | £d)

The Filing Requirements screen opens. It contains a table with the
following columns:

¢ Filings from that filing group that have had their requirements retrieved
are listed in alphanumeric order by an ID that includes a two-digit state
code, a two-digit LOB code, a two-digit company (or CG, if a company
group) code, a two-digit filing content code, and a two-digit sequence
number

* filing Requirements and their corresponding Status

* Satisfy/ByPass Details
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Filing Requirements

Action
’7 Sakisfy Bypass |

Filings | Status | Feequirement | SatisFyBypass Details |
CT-CA-TO-Fo-01 Cover Letter - Property & Casualty Filings
General Instructions I Filing Memarandum - Property Casualky Fi...

Retaliatory Filing Fee - Property Casualty, .,

Palicy Farm

OH-CA-TO-Fo-01 P&C Transmittal Document
General Instructions I P& Form Transmittal Document

Tip: This screen provides a summary of where you are in the process of working with
requirements. It shows previous work done to filings in this filing group using this
en masse process, and any work done at the Filing level. However, filings that
have been submitted to SERFF are not shown.

2.  From this screen, you can quickly access additional information:

e To view the details of a requirement, mouse over or double-click the
Requirement name.

¢ To view the general instructions of a filing, click General Instructions
under the corresponding filing ID.

Note: You can quickly open a filing by double-clicking the filing ID. This closes the
Filing Requirements dialog box, however you can quickly open it again by
clicking the Satisfy/Bypass Requirements button on the Tracker toolbar. In this
way, you can quickly toggle between the en masse view and an individual filing.

3.  To bypass requirements and provide a reason, click Bypass.

The Bypass Requirements dialog box opens. All the checkboxes and the
Bypass Reason box become available.
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Bypass Requirements

~Bypass Reasan

L]

uiIE

Filings | Check

| Status

| Fequirement | Satisfy {Bypass Detsils

AZ-CM-TC-Fo-01

ana

AZ-PA-TC-Fo-01

mii= = lim |

CT-BM-TC-Fo-01

aa9ana

CT-CH-TC-Fo-01

CT-PR-TC-Fo-01

aO0a93 aa9an

Satisfied

Eiwpassed

Bwpassed

Satisfied

P&C Transmittal Document

P&C Palicy Forms

P&C Transmittal Document

Article 4.1 Review Requirement. ..
P&C Rates or Rule pages

P& Actuarial Supporting Exhibits

P&C Actuarial Memaorandum

Sraller! Grandfathered
Rules
Policy Form MPA

Cover Letter

Sraller!

Rules Cover Letter, Special Report

Policy Form

Cowver Letter

Srnaller!
Rules
Policy Form

Cover Letter

4.  Enter a reason in the Bypass Reason box.

5.  Select all the requirements that you want to bypass using this reason.

6.  Click Bypass.

The requirements’ corresponding Status is updated to Bypass, and the
reason is displayed in the Satisfy/Bypass Details column.

7.  Repeat steps 4 through 6 to bypass any other requirements.

8.  If you want, you can satisfy requirements at this point by clicking Satisfy
and following the steps beginning with step 3 in Satisfying Requirements for
Filings En Masse on page 271.

9.  When you are done, click Close.
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Working with SERFF Filings at the Filing Level

Note:

Note:

You can work with SERFF filings in two ways:

. en masse (working with multiple filings within a filing group at the same
time)

. at the Filing level

Initially, you will work with filings en masse because it allows you to enter
information much more quickly and efficiently. Later in the process, you will
work with filings at the filling level. Changes you make at the Filing level will
appear when working with that filing group en masse.

This section describes the procedures that you can perform for individual SERFF
filings:

. Selecting the TOI, Sub TOI and Filing Type at the Filing Level on page 276

. Clearing the TOI, Sub TOI, and Filing Type At the Filing Level on page 280

. Working with Supporting Documentation Filing Requirements at the Filing
Level on page 280

. Creating a User Added Requirement at the Filing Level on page 288
. Entering State-Specific Values at the Filing Level on page 289

. Setting Public Access Values on page 290

. Paying Filing Fees on page 291

See also: Working with SERFF Filings En Masse on page 267.

Selecting the TOI, Sub TOI and Filing Type at the Filing
Level

You initiate the process of working with a SERFF filing by selecting the TOI, sub
TOI, and filing type at the Filing level.

You can also select the TOI, sub TOI, and filing type for multiple filings within a
filing group at one time: see Selecting TOI, Sub TOI and Filing Type for Filings
En Masse on page 267.

Method: Select the TOI, Sub TOI and Filing Type at the Filing level

1.  Navigate to the filing you want to work on as a SERFF filing.
2.  Inthe SERFF area of the Filing Details tab, click Select.
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Filing Details Flesnurcesl Comments Aciiviliesl Forms | Filing Forms | Filing Package | Other Att
— Reference:
SERFF Tracking ID: |
Insurance Department File #: | Slatute
Company Reference #: | IND Statute j
Cuistam: I
~ SERFF — —
m S = i
Sub T0I: | “iew General Instructions
Filing Type-l Clear... |

Tracker connects directly to SERFF and returns the list of Active TOIs, sub
TOls, and Filing Types for that state.

The SERFF Filing Information dialog box opens.
x

Expand a TOI to zee Sub TOlz and Filing Types.
Tal:

. P&C Commercial
B PEC Personal
- Warkers Compensation

— Selected Filing Information

TOI:
Sub TOI:
Filing Type:

] | Cancel I

3.  Expand the TOI entries by double-clicking on the desired TOI, or clicking
on the [+] to the left of the desired TOI.
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SERFF Filing Information x|

Expand a TOI to see Sub TOls and Filing Types.
TOI:

=~ P4C Persanal

-- Crweling

+1- Fire and Allied Lines

Homeowners

Inland b arine

Private Faszenger Auto

Profezsional Liability Coverages [Med Mal, Directors & Officers
[#- Umnbrella

[ Wworkers Compenzahion

1] | i
— Selected Filing Infarmation
Tal: PC Cornmercial
Sub TOI:

Filing T ype:

[HE Cahcel

4. Expand the sub TOI entries by double-clicking on the desired sub TOI or
clicking on the to the left of the desired Sub TOI.

SERFF Filing Information x|

Expand a TOI to zee Sub TOlz and Filing Types.
TOl:

1 PEC Personal
- Dwelling
- Fire and Allied Lines
= Homeowners

|»

[+ Inland M arine —
[#]- Private Pazzenger Auto

[+~ Professional Liaibility Coverages [Med Mal, Directors & OFffic -
4| | 3

— Selected Filing |nformation
TOl: PC Commercial
Sub TOI:

Filing Type:

[F Cancel

5.  Click the desired filing type under the Sub TOI.

The OK button becomes active.
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6. Click OK.

The filing is now using the selected SERFF filing type for this TOI and sub
TOL.

SERFF
Sub TOI: IHomeowners Wiew General [nstructions |
Filing Type: IHate Clear... |
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Clearing the TOI, Sub TOI, and Filing Type At the
Filing Level

If you have entered an incorrect TOI, sub TOI or filing type, you can clear these
values at the Filing level before you retrieve the requirements for this filing.

Important: If you have already obtained the filing requirements for this filing, then you

cannot clear the TOI, sub TOI, and filing type for this filing. If you want to clear
the TOI, sub TOI, and filing type for a filing where you have already obtained the
filing requirements, you must delete the SERFF: Get Filing Requirements
activity: see Deleting an Active Activity Detail Record on page 244.

Method: Clear the TOI, sub TOI, and filing type at the Filing level

In the SERFF area of the Filing Details tab, click Clear. The TOI, Sub TOI, and
Filing Type are cleared.

Alternatively, you can click Select and select a new TOI, sub TOI, and filing type.

Working with Supporting Documentation Filing
Requirements at the Filing Level

The Supporting Documentation tab within the SERFF tab of a filing contains
the current list of filing requirements for the TOI, sub TOI, and filing type that
you have selected for this SERFF filing. You must either bypass or satisfy each
requirement in order to submit the filing to SERFF.

This section describes:

. Retrieving Requirements at the Filing Level on page 280

. Viewing Requirements at the Filing Level on page 283

. Working with General Instructions at the Filing Level on page 284

. Satisfying Requirements at the Filing Level on page 285

. Removing Requirements Attachments at the Filing Level on page 287

. Bypassing Requirements at the Filing Level on page 287

Retrieving Requirements at the Filing Level

Supporting documentation filing requirements are referred to as requirements in
this documentation. You can retrieve the SERFF filing requirements at the Filing
level by performing the SERFF:Get Filing Requirements activity.

Note: You can also retrieve the SERFF filing requirements for multiple filings within a

filing group at one time: see Retrieving Requirements for Filings En Masse on
page 269.
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Method: Retrieve the filing requirements at the Filing level

1.  Open the SERFF filing for which you have already selected a TOI, sub TOI,
and filing type.

2.  Click the Perform Activity button on the toolbar. El

Perform Activity x|

D ezcrnption :I
[mztructions for Filing

|nter-Department Request

b il Filing to D01

bemo # Motes

Rezpond to DO - Objection

Respond to DOl - Resubmit Filing
Rezponze from DO - Dizapproved Filing
Responze from DO - General
Rezponze from DO - Objection
Schedule Mailing to DOI

SERFE- ilir
GERFF: Get Filing R equirements
5 T o ol Fee

SERFF: Submit Amendment Letter
SERFF: Submit Mate to Reviewer
SERFF: Submit Responze Letter
Set Deemer Date for Filing

Set Suspense Action D ate | -m
Wfithdraw Filing hal
| | » | Cloze |

3.  From the list of activities, click SERFF:Get Filing Requirements, then
click Perform.

The Perform Activity — SERFF:Get Filing Requirements dialog box
opens.
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Perform Activity - SERFF: Get Filing Requirements 5'

e el |5 EFFF: Get Filing Reguirements

Date: IEIAL"21 2004 = I

Ferformed By ISupewisor, System j
Pricrity
’7r Lo &+ Medium " High
Letter Type: I'l. Laong Filing Letter ﬂ :: ﬁ'?":‘
fin
Attach Fie: | | F ot
™| Eritit 1 Capy
™| b ove ta Filing Package
tdemo: _I

Perform I Cancel

4.  Change the Priority if necessary, and enter a Memo if required.
5. When you are done, click Perform.

Tracker displays progress messages as it attempts to download the filing
requirements.

If Tracker finds a direct match between the filing’s TOI, sub TOI, and filing
type and the state’s current active list, it performs the following actions for
the filing:

e retrieves the Filing Requirements

» performs the activity assigned to get the SERFF Filing Requirements
(this may be a custom activity)

» retrieves the SERFF Tracking ID
e displays the activity on the Activities tab at the Filing level
* locks the TOI, sub TOI and Filing Type values at the Filing level

Note: Tracker will normally find a match, but if it does not—possibly because the state
had changed its TOIs during the time interval between retrieving the TOI and
retrieving the filing requirements—Tracker deletes that filing’s TOI, sub TOI, and
filing type choices. You need to choose new TOI, sub TOI, and filing type values
for the filing before you can repeat this procedure. (See Selecting the TOI, Sub
TOI and Filing Type at the Filing Level on page 276.)
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When complete, Tracker displays the SERFF Activity Status Message
window listing success or failed.

6. Click Close.

The filing requirements have been downloaded for this filing, and are ready
to be either satisfied or bypassed.

Note: A SERFF tab will now appear on this filing.

Viewing Requirements at the Filing Level
Note: Supporting documentation filing requirements are referred to as requirements in
this documentation.

Before associating any documents you have entered into Tracker with a
requirement, you should first view the requirement to see its details.

Method: View a requirement at the Filing level

1.  Navigate to the filing where you want to view the SERFF filing
requirements, and click the SERFF tab.

2. Click the Supporting Documentation sub-tab.

Supporting Documentation | State Speciﬁc' Public Access | Currespundencel Log Entries'

SERFF Filing D etails | Farm Schedulz | Fate/Fule Schedule | Wiew Requirement

Requirement | Action | Rev | Drocument Mame(zl/Comments/Bypass Reason | State Sta... | Public Acce... |
Covwer Letter

Lock Box Form

Compliance Certification

Property and Casualty Checklist

Property and Casualty Transmittal form

Property and Cazualty Form

The Supporting Documentation sub-tab lists the supporting
documentation filing requirements in a table that contains the following
columns:

* Requirement — the name of the supporting documentation filing
requirement; you can mouse over the Requirement name to view its
description as a pop-up

e Status — the status of the supporting documentation filing requirement
(Bypassed or Satisfied)

¢ Rev —identifies revisions to supporting documentation schedule items
with an R.

*  Document Name(s)/Comments/Bypass Reason — the name of the
associated document (attachment), any relevant comments, or the
reason a bypassed requirement was bypassed

e State Status — a value can appear here after the state processes the
filing, however, not all states update this field, in which case this value
will remain blank
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*  Public Access — indicates whether the document affiliated with the
requirement can be publicly accessed; the value for this field will
remain blank until it updated by the state when they process the filing

3.  In the Supporting Documentation subtab, click the Requirement you
want to view from the requirements table to highlight it.

4.  Click View Requirement.
The View Requirement dialog displays.

¥iew Requirement E
Description:
H |L|SE the SERFF Property & Casualty Transmittal Document. [f multiple companies are making the same filing, only one :I
transmittal document, listing each company is required. | the state specific fields indicate if this fiing has been
filed/ approved in the state of domicile,
|
[-]

Select a file to view:

5.  To open the file, click a file name in the Select a file to view area and click
View.

6.  When you have finished viewing this supporting documentation filing
requirement, click Close.

Working with General Instructions at the Filing Level

You can view, print or save the general instructions from the state for a SERFF
filing. You can also view, print or save any documents that the state has attached
to the general instructions.

Note: You can view the General Instructions of multiple filings within a filing group at
one time when satisfying or bypassing requirements en masse: see Satisfying
Requirements for Filings En Masse on page 271 and Bypassing Requirements for
Filings En Masse on page 273.

Method: View, print or save general instructions at the Filing level

1.  Within a filing, on the Filing Details or SERFF tab, click View General
Instructions.
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Tracker connects to SERFF and returns the general instructions for that
state. View SERFF General Instructions opens.

Yiew SERFF General Instructions x|
Description: E @
Connecticut, rate, rule and farm filings are directed either ta the Property -

and Casualty Divigion or to the Life and Health Division. The general
instructions and the line of business instuctions do not supersede the
requirements of Connecticut laws and regulations governing the business of
inzurance. They are provided to azsist insurers in submitting SERFF filings.
Insurers are required to be aware of and comply with all Connecticut laws,
regulations and department bulleting.  The instructions and requirements under
the divizion ingtructions should be considered works in progress and referenced
each lime an insurer makes a filing.

Companies should review bulleting issued December 20, 2000 concerning updated
and superseded property and casualty bulleting at

hittp: £ . state. ot usdcid/pebulls.htm - These bulleting provide information on
rate, rule, form fiings that will assist companies in preparing filings for

subrniszion.

Submit paper filings by 1.5, mail, Federal Express or a similar mail service.
Do naot submit filings by fax ar e-mail tranzmizzion. Refer to Connecticut laws ;I

Select a file to view:

P Lpdat ulleting.
PL-38 Updating Bulleting. itf

i I Close |

Description contains the overall set of general instructions from the state.

2.  To print the general instructions, click the printer button in the upper-right
corner of the dialog box.

3.  To save the general instructions to a file, click the Save button in the upper-
right corner of the dialog box.

4.  Under Select a file to view: click a file name and click View to open the file.

The file opens in the corresponding application. You can then print or save
the file.

5.  Click Close when you have finished viewing the general instructions from
the state for this filing.

Satisfying Requirements at the Filing Level

Supporting documentation filing requirements are referred to as requirements in
this documentation.
You satisfy a given state’s supporting documentation filing requirements by

affiliating one or more Tracker attachments with that requirement. You can also
satisfy a requirement with a comment about why no attachment is necessary.

Tip: You can also use this procedure to edit a requirement’s comments, or edit the list
of affiliated attachments, provided the filing has not been submitted to SERFF.
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Note: You can also satisfy multiple requirements for multiple filings within a filing
group at one time: see Satisfying Requirements for Filings En Masse on page 271.

Method: Satisfy requirements at the Filing level

1. Inthe filing, click the SERFF tab.

Supporting Documentation |Stale Speciﬁcl Correspondencel Log Entriesl

View SERFF Fiing Detais... | View Fam Schedule... | View Flate/Rulz Schedule... |
| Riequirement | Status | Document Mamelz)/Comments /Bypass Reason | State Status| Public Access‘

NAIL Properly & Lasualty Transmittal Docu. ||| |

Consulting Aut an
Actuarial Certification
Diigtrict of Columbia and Countrywide Exper...
Diigtrict of Columbia and Countrywide Lozz R...
Schedule of Rates or Methodology

2.  In the Supporting Documentation tab, double-click the Requirement you
want to satisfy.

The Supporting Documentation Details dialog displays.
3.  From the Status drop-down list, select Satisfied.

x
Requirement: I Policy Forms
Status: ISatisFied vI
Comments:
Avvailable Attachments: Selected Attachments: @ 3+
- Cover Letter A7 - NaIC FORM FILIMG SCHEDULE
[#]- Other Attachments
(- Filing Forms > |
[
<4 |
(0] 4 | Revise |

4.  In the Comments box, enter any additional information about the
requirement or the attachment.

5.  Click the attachment type in Available Attachments. If necessary, expand

the list of attachments by clicking on the to the left of the source of
attachments.

>
6.  Click the attachment and click the right arrow J to move the attachment to
the Selected Attachments list.

7.  Click OK to save your changes and close the dialog.

286 TRACKER P&C VERSION 6.6 USER GUIDE



WORKING WITH SERFF FILINGS AT THE FILING LEVEL

Removing Requirements Attachments at the Filing Level

Note: Supporting documentation filing requirements are referred to as requirements in
this documentation.

You can remove any or all attachments you have associated with a supporting
documentation filing requirement before submitting to SERFF.

Method: Remove requirement attachments

1.  Double-click the requirement from which you want to remove an associated
attachment.

2.  Inthe Selected Attachments list, click the attachment you want to remove

from this requirement, then click the left arrow button. = < |

3.  Toremove all attachments from this requirement, click the double left arrow

button. ** |

4.  Click OK to save changes and close the dialog.

Bypassing Requirements at the Filing Level

Note: Supporting documentation filing requirements are referred to as requirements in
this documentation.

You can bypass a requirement, however, you must provide a reason. If you do not
provide a reason, you will get an error message when you attempt to submit the
filing to SERFF.

Method: Bypass a requirement at the Filing level

1. Inthe filing, click the SERFF tab.

Supporting Documentation |Stale Speciﬁcl Correspondencel Log Entriesl

View SERFF Fiing Detail... | View Fam Schedule.. | View Rate/Rulz Schedule... | View Reqt
| Riequirement | Status | Document Mamelz)/Comments /Bypass Reason State Statug | Pub
NAIC Property & Casualty Transmittal Docu,. | |

Consulting Authorization
Actuarial Certification
District of Columbia and Countrywide E rperi
Distiict of Columbia and Countrywide Loss AL
Schedule of Rates or Methadalagy

2.  In the Supporting Documentation tab, double-click the Requirement you
want to bypass.

Note: You cannot bypass requirements which are displayed in bold; you can only satisfy
them: see Satisfying Requirements at the Filing Level on page 285.

The Supporting Documentation Details dialog displays.
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3.  From the Status drop-down list, select Bypassed.
The Bypass Reason box is displayed.

Supporting Documentation Details ﬂ

Requirement: ISCheduIe of Rates or Methodaology [PAC)

Bypass Reazon:

[8]4 | Cancel | Revise |

4. In Bypass Reason, enter the reason why you are bypassing this requirement.

5.  Click OK when you are done.

Note: You can also bypass multiple requirements on multiple filings within a filing
group at one time: see Bypassing Requirements for Filings En Masse on page 273.

Creating a User Added Requirement at the Filing Level

If you have a filing that needs a requirement that is not listed in the Supporting
Documentation tab, you can add it. This type of supporting document
requirement is called a User Added Requirement. An example of this is a
document that was requested in the General Instructions but not included in the
list of Filing Requirements.

Method: Create a user added requirement

1.  Inthe filing, click the SERFF tab.

Supporting Documentation |Stale Speciﬁcl Currespundencel Log Entriesl

View SERFF Fiing Detais... | View Fom Schedule... | View Rate/Rule Schedul... | View Reauin
I Requirement | Status | Document Mame(s)/Comments /Bypass Reason State Statuz | Public

sualy TransmitalDocu | | |

Consulting Authorization

Actuarial Certification

District of Columbia and Countrywide Experi...
Diigtrict of Calumbia and Countrpwide Losz R..
Schedule of Rates or Methodology

2. Click the User Added button ”LEI on the SERFF toolbar.
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6.

The User Added Requirement dialog displays.

User Added Requirement x|
Document Mame(s): I
Comments:
=
- |
Lurailable Attachments: Selected Attachments: @ 4

- Cower Lefter
[l Other Attachments
“- Filing Farmz

BT R

| |
(0] 4 I Caniel |

In the Comments box, enter any notes or information about this
requirement or attachment.

Click the attachment type in Available Attachments. If necessary, expand

the list of attachments by clicking on the to the left of the source of
attachments.

¥
Click the attachment and click the right arrow J to move the attachment to
the Selected Attachments list.

When you are done, click OK.

Entering State-Specific Values at the Filing Level

State-specific values represent other information required by the state for a
SERFF filing. There are three ways you can add this information to Tracker:

You can select matching data for these values from pre-existing data in
Tracker.

You can enter free-form data for values without defaults.

You can edit or overwrite the default values provided.

Note: You must complete the state-specific fields.

Method: Enter state-specific values at the Filing level

2.

Navigate to the filing where you want to enter state-specific values

Click the SERFF tab, then click the State Specific sub-tab.
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Supporting Documentation  State Specific | Currespundencel Log Entriesl

— State Specific Fields Selection
MNAIC #*

Description

MAIC #* -
Murnber of Farmns Filed® IManuaI Erty J I
Insurance Company Mame*
Company Contact Mame®
Company Tracking #*

Mew Business Effective Date®
Renewal Date®

K i

3. In State Specific Fields Selection, click the Description for the state-
specified field you need to enter.

4.  Select the source of the field value from the drop-down list.

The value of the source you have selected is displayed to the right of the
source name.

5. To use a different value, edit the value in the text box. No Save or Enter is

required.

Setting Public Access Values

The Public Access subtab enables you to request via SERFF that certain parts of a

filing or the filing itself be kept confidential and not made available via Public
Access.

Rules | Filing Forms | Filing Package | Other Attach NAIC Filing Description | Filing Fee SERFF| 4
Type of Insurance: |sualty/Commerical Fireddllied [CF] SERFF Filing |D: |ISXE-GOO0S34273 ¥ Submitted ﬂ
Sub TOI: Mo Sub-Type SERFF Status: |Submitted to State ™ Public Access
Filing Type: |Fiule State Status: |s’\r"iew General Instructions:]

PFrimary R eviewer. I Other Reviewers: I

Supporting Dncumenlatinnl State Specific Public Access |Cnnespnndence| Log Entriesl

| Filing Package | Request Conf | Stakus |
eotiveFiling . __» [ |
9999

G0 68

7PI7

Rate Schedule

Rule 1 Rule 1

Rule 2 Rule 2

Cover Letter

Lock Bo: Form

Compliance Certification

Property and Casualky Checklist
Property and Casualty Transmittal Form
Property & Casualty Rates & Rules

o e i e o i e |

el o

Note: If the state does not allow confidentiality requests, this subtab will not appear.

The Public Access subtab displays the contents of a filing being submitted via
SERFF in a list. Any items removed or added to a filing are automatically
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reflected in this list. The items in the list (if they are present in the filing) are
displayed in this order, from top to bottom:

. an entry called Entire Filing

. all forms
. all rates, followed by a rate schedule
. all rules

. all SERFF filing requirements (including User Added attachments) that
have been satisfied or bypassed, the comments, the bypass reasons, and the
attachments

For each item in the list, there is a corresponding Request Conf check box. Prior
to submitting the filing via SERFF, when you select a check box, the word
Accepted displays in the corresponding cell in the Status column. When you clear
a check box, the Status for that item is cleared. If the check box for Entire Filing is
selected, all the items in the list become selected and their status becomes
Accepted. Clearing the Request Conf check box for Entire Filing clears all the
check boxes and status values.

After the filing is submitted:

. Any subsequent new filing package items added to the filing will not appear
on this list, however, any subsequent revised filing package items added to
the filing will appear on this list.

. If the state accepts the request for an item’s confidentiality, the item’s Status
will remain at Accepted. If rejected, the value of the Public Access setting
on the Public Access subtab and other areas of Tracker will be set to
Rejected.

. If any of the items on this list are revised, the revised items will appear on
this list directly beneath the “parent” item. Until the revised item is
submitted via SERFF, the corresponding values in the Request Conf and
Status columns for the revised items will reflect the same current settings as
the “parent.” After a revised item is submitted via SERFF, the public access
indicators all throughout Tracker (including the Public Access tab) for this
revised item are no longer tied to the parent item, and its public access status
is completely separate from its parent’s.

Paying Filing Fees

You can pay filing fees by check or EFT. For payment by check, see Entering

Filing Fees Paid by Check on page 203. For EFT payments, see Paying Filing
Fees via EFT.

Paying Filing Fees via EFT

For SERFF filings, you can pay filing fees via EFT for states that allow EFT. The
EFT payment option is available exclusively for SERFF filings.

Note: Once an EFT payment is made, subsequent payments must be made using EFT.
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In order for fees to be paid via EFT, there are several items that must first be
configured in the Administration section of Tracker. These include the Payer
UNID and the EFT authorization levels. See Company Information on page 54
and SERFF Settings on page 66.

When you make your selection of the TOI, sub TOI and filing type, whether the
state accepts EFT payments or not is passed to Tracker and displayed on a filing’s
Filing Fee tab as follows:

. If the state accepts EFT payments, EFT is enabled in the Payment Method
section and the State Accepts EFT field is displayed.

. If the state does not accept EFT payments, then the EFT payment method is
grayed out.

. If the State Charges Fee Per Company field is displayed, it indicates that
state charges the filing fee on a per company basis.

On the SERFF toolbar, the color of the EFT icon indicates the EFT payment

status.
Payment Status Icon Color
EFT payment information is added to the Payment Green
History Details table .
EFT payment information is removed from the Red
Payment History Details table, also the default status .
No filing or multiple filings are highlighted at the Grey
Filing Group level or Top level .

As well, when EFT payment information is added to a filing’s Payment History
Details table, the corresponding entry in the EFT column on the Filing Group
level — My Filings, Filing Group level — Filings, or Top Level — My filings - All
tabs display Yes, otherwise they display No.

Method: Pay the filing fee via EFT

1.  Navigate to the filing where you want to pay the filing fee via EFT.
2.  Click the Filing Fee tab.
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—Payment Method

Add Payment:
" Check 4}"'
" EFT Edit: Payment |

[+ state Charges Fee Per Company
—Is Fee Retaliatory?
 ves € Ho

Fee Amount I

Fee Explanation

3. Inthe Payment Method section, select EFT.
The Payment History Details table will display.

Payment History Details

Transaction Date EFT Stakus EFT Transaction ID Comparny Mame Arnounk Tvpe Autharized By | Comments
Comparny 1 $5.00 Additional  Swskem3wyst...

10/17 /2007 Successful 1883570 Company 1 $10.00 Initial SyskemSyst,..

<

Note: An error message will be displayed if the Tracker Administrator has not
configured a valid Payer UNID for the company. To configure a company’s
UNID, see Entering or Editing General Information for Companies on page 56.

4. If any portion of the fee is being paid on a retaliatory basis, click Yes in the
Is Fee Retaliatory? section.

5.  Enter any descriptive information (such as how the fee is calculated) in the
Fee Explanation field.

6. Click Add Payment.
The EFT Fee Allocation dialog displays.

EFT Fee aAllocation x|
Fee Amount | 0.00 Allocate |
Comments

Fee Allocation - Flease re-allocate fee amount, if necessany

Company | Action | Fee
RC - Towne Insurance

| )4 || Cancel I

7.  Enter the Fee Amount.
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Note:

8.  Enter any descriptive notes in the Comments field.

9.  Click Allocate.

The fee is added to the Fee Allocation table at the bottom of the dialog.

If the fee amount you enter exceeds the maximum allowed for your EFT
authorization level, a message will be displayed. In this case, you will not be able
to proceed with the EFT payment for this filing. You will need to contact your

Tracker Administrator to continue, or you will need to have another user with the
appropriate EFT authority level complete the EFT information.

10. Click OK to save you work.

The filing fee you entered is displayed in the Payment History Details table
at the bottom of the Filing Fee tab. (For more information about this table,
see Viewing EFT Transaction Information at the Filing Level on page 294.)

The color of the EFT icon on the SERFF toolbar becomes green. On all
screens where filings are listed, the corresponding entries in the EFT column
display Yes.

Viewing EFT Transaction Information at the Filing Level

The Payment History Details table (displayed on a filing’s Filing Fee tab after a
payment type has been selected) displays each payment for a filing. The
information displayed includes:

. Transaction Date

. EFT Status — Pending, Successful or Failed

. EFT Transaction ID — provided by SERFF after a successful EFT payment
. Company Name — the name of the company that the transaction applies to
. Amount — the amount of the EFT transaction

. Type - the EFT transaction type: Initial or Additional: Initial means the
EFT request was sent with the initial filing; Additional means additional
fees were sent on the filing

. Authorized By
. Comments

See also: Paying Filing Fees via EFT on page 291.

Allocating EFT Company Group Filing Fees

The way fees are allocated when paying company group filing fees via EFT
depends on the administrative settings for the companies in the group and the way
the state charges for filings.

When the state does not charge fees on a per company basis, the fee can only be
allocated to one company. By default, the system will allocate the payment as
follows:
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. If the filling contains the company that has been designated as Primary EFT
in the Admin setup, the fee will be allocated entirely to the company
designated as Primary EFT.

. If the filing does not contain the company designated as Primary EFT, the
system will allocate the payment entirely to the first company in the filing
with a valid payer UNID, but you can override the default allocation for a
particular payment if you want.

Method: Allocate an EFT fee #1

In this example, (a) the state does not charge a fee per company, and (b) one
company in the group is designated as Primary EFT.

1.  Open the filing and display the Filing Fee tab.
2.  Inthe Payment Method area, select EFT.
3.  Click Add Payment.

The EFT Fee Allocation dialog box opens. The Fee Allocation table shows
all companies with payer UNIDs.

x
Companies
with UNIDs Fee Amount |$ 0.ao Allacate |

Comments

Feséllocation - Pleaze re-allocate fee amount, if neceszary

Primary EFT Compart | action | Fee

Company +F| - People's Insurance

S - State-wide Insurance
Tl - Towne Insurance

4.  Enter the Fee Amount.
5. Click Allocate.

For the Primary EFT company, the Action is set to Allocated, and the Fee is
set to the total Fee Amount. For the other companies, the Action is set to
Bypassed, and the Fee is set to $0.00.
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x
Fee Amount |$ 100.00 Allocate
Comments

Fee Allocation - Please re-allocate fee amount, if necessary
Compatiy | Action | Fee
Pl - People's Ihsurance Allocated $100.00
SW - State-wide Insurance Bypassed $0.00
Tl - Towne Insurance Bypasged $0.00
ak Cancel
6. Click OK.

The payment is listed in the Payment History Details window.

—Payment Histary Details
Transaction Cate ,-’| EFT Skatus | Company Mame | Arnounk | Tvpe |Comments
People's Insurance $100.00 Initial
L | »]

Method: Allocate an EFT fee #2

In this example, (a) the state does not charge a fee per company, and (b) one or
more companies in the group have a payor UNID but none is designated as
Primary EFT

1.  Open the filing and display the Filing Fee tab.
2.  Inthe Payment Method area, select EFT.
3.  Click Add Payment.

The EFT Fee Allocation dialog box opens. The Fee Allocation table shows
all companies in the filing with a payor UNID.
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EFT Fee Allocation

Companies

with UNIDs 0.00

Fes Amount |

x|

Allocate |

Comments

— Fee allocation - Please re-allocate fee amount, if necessany

Compary | Action

| Fes

Fl - Peaple's Insurance
S - State-wide Insurance
TI - Towne Inzurance

Cancel I

4.  Enter the Fee Amount.
5.  Click Allocate.
The first company will have Action set to Allocated, and the Fee set to the
total Fee Amount. The other companies will have Action set to Bypassed,
and the Fee set to $0.00.
x
Fee Amount |$ 100.00
Comrments
Fee dllocation - Please re-allocate fee amount, if necesszam
Company | Action | Fee
Pl - People's Insurance Allocated $100.00
S - State-wide Insurance Buypaszed $0.00
Tl - Towne Insurance Bupaszed $0.00
()4 | Cancel |
6. If you want to override the default allocation, follow these steps:
a. On the EFT Fee Allocation dialog box, click Allocated in the Action
column and select Bypassed from the drop-down list.
b. The fee amount will be changed to $0.00.

¢. Click in the Action column beside the company you wish to affiliate the
payment to and select Allocated from the drop-down list.

d.

Enter the amount of the payment and press Enter.

Note: If you attempt to allocate the fee to another company without first bypassing the
company to which the fee was originally allocated, the following error message is
displayed: “Fee can only be allocated to one company. In order to change the

default allocation, you must set the Action to bypass on the original allocation.’

7.  Click OK.

’
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The Payment History Details window is updated. (The default allocation is
shown below.)

—Payment Histary Details
Transackion Date ,-’| EFT Status | Company Name | Amount | Type | Comments
People's Insurance $100.00 Initial
s | ¥

Method: Allocate an EFT fee #3

This is an example of how to allocate an EFT Fee when the state charges a fee per

company

1.  Display the Filing Fee tab.

2.  Inthe Payment Method area, select EFT.

3. Click Add Payment.
The EFT Fee Allocation dialog box opens. The Fee Allocation table
displays all the companies in the filing.

4.  Enter the Fee Amount.

5.  Click Allocate.

No Primary EFT

company

Companies
with UNID

The fee is allocated in one of the following ways:

If there is no company in the filing designated as Primary EFT, the fee will
be allocated evenly across all companies in the filing with a payor UNID.

x
Comments

Fee Allocation - Fleasze re-allocate fee amount, if necessary
Company | Action | Fee
11 - Towne Insurance Allocated $50.00
S - State-wide Insurance Eypasged  $0.00
Pl - People's Inzurance Allocated $50.00
QK | Cancel |

If one of the companies in the filing is designated as Primary EFT, the full
fee amount is allocated to that company.
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5I
Comments

Fee Allocation - Pleasze re-allocate fee amount, if necessany
Company | Action | Fee
P - People's Insurance Allocated $100.00
S - State-wide lmsurance Bupassed $0.00
Tl - Towne Insurance Bypaszed $0.00
0K Canicel
6. Click OK.

The Payment History Details window is updated.

—Payment History Details
Transaction Dake f| EFT Skakus | Cornpary Narne | Amount | Type |Cornrnents
People's Insurance $100.00 Initial
| | ]

Method: Make the EFT payment

Perform the SERFF: Generate SERFF Filing activity and click the Move to
Filing Package and Submit to SERFF option.

The EFT information you entered in the EFT Fee Allocation dialog will
automatically be transmitted with the filing to SERFF

Adjusting EFT Filing Fee Details Before Submitting

If, at any point before submitting a filing to SERFF, you need to adjust the EFT
filing fee details, you can edit them.

Note: All fields in the EFT Fee Allocation dialog box can be edited before submitting
the filing. Once submitted, only the Comments field and Fee Explanation field
can be edited.

TRACKER P&C VERSION 6.6 USER GUIDE 299



WORKING WITH SERFF FILINGS

Method: Edit EFT filing fee payments

1. Inthe Filing Fee tab of a filing, double-click any of the payments listed in
the Payment History Details table.

2.  Make your required changes.
3.  When you are done, click OK.
The dialog box closes, and the payment details will be updated.

EFT Transaction Status

When you have made your EFT selections, the EFT information (including the
EFT status) will appear in the Payment History Details table on the Filing Fee
tab. After the filing has been sent to SERFF, the EFT statuses will be as follows:

. Pending — The EFT status will be remain as Pending if the filing fails to go
to SERFF. In this case, you will receive a log entry indicating that the filing
failed, which also means the EFT submission failed. In this case, you will
need to make the necessary corrections to the filing and submit it to SERFF
again. You do not need to reenter the EFT information. Your original
selections will be retained and sent to SERFF when you perform the activity
to submit to SERFF.

. Failed — If the filing itself is successfully sent to SERFF, but there is a
problem with the EFT information, you will receive a log entry stating that
the EFT transaction failed, and the EFT status will appear as Failed. In this
situation, you will need to make the necessary corrections to the EFT
information and then perform the activity of SERFF: Submit Additional
Fee.

. Successful - The EFT status will appear as Successful when the EFT
transaction is successfully transmitted to the DOI.

Additional Payments

Once an initial payment has successfully been submitted to SERFF, you cannot
allocate a payment to a company that was bypassed in the initial payment.

Example 1:

There are two companies in the filing and the user successfully sends SERFF an
initial EFT payment of the following:

. Company A: Action=Allocated, Fee=$1000
. Company B: Action=Bypassed, Fee=$0

If a 2nd EFT payment is required, the user cannot affiliate any portion of it with
Company B. Subsequent payments can only be affiliated with Company A.

Example 2:
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There are three companies in the filing and the user successfully sends SERFF an
initial payment of the following:

. Company E: Action=Allocated, Fee=$250
. Company F: Action=Allocated, Fee=$250
. Company G; Action=Allocated, Fee=$250

If a 2nd payment is required, the user can affiliate it with all three companies, only
two companies, or even with only one company.
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Reviewing SERFF Filings

Before submitting filings to SERFF, you should review the details of the filing.
This involves:

Viewing SERFF Filing Details on page 302
Viewing Form Schedules on page 306

Viewing Rate/Rule Schedules on page 307
Generating a Draft SERFF Filing on page 308

Viewing SERFF Filing Details

Once you have satisfied or successfully bypassed each filing requirement, you are
ready to review and verify the SERFF filing details. Some of this data is entered
automatically by Tracker, and all you need to do is verify that it is correct. Some
of this data is configurable in the Tracker system defaults: see System Defaults on
page 35 for more information.

Method: View SERFF filing details

2.

3.

Navigate to the filing where you want to view SERFF filing details.
Click the SERFF tab.

Supporting Documentation |Stale Speciﬁcl Cnrrespnndencel Log Entriesl

View SERFF Filing Detailz | Wiew Form Schedule. | Wiew Rate/Rule Schedule | View Requiremen
I Requirement | Status | Drocument Mame(s)/Comments /Bypass Reason | State Statusl Public Acce
) alty | | |

Actuarial Certification

Distiict of Columbia and Countrywide E <peri...
District of Calumbia and Countrpwide Loss R...
Schedule of Rates or Methadalagy

Click View SERFF Filing Details.
The SERFF Filing Details dialog displays.
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g
SERFF Filing 10 Company Tracking #: ICA AZ00009T OFO
TOI: |Commercial Automobile Lines 19.4 §21.2 Companies in Fiing: [ T owme Insurance Company
Sub TOIl: |Commercial Auto Phyzsical Damage
Filing Type: IForm
Project Mame: |2008 Commerical Auto Enhancements
Froject #: |Ca AZ0000STOFO
Product Mame: |2DDB Cammerical Auto Enhancements
— Related Filings
Farm: Rate: Rule: I
— Effective D ate Fee Detail:
Amount; I $1.500.00
Requestedt [10701/2008 Erlhelan =
Requested Renewal: |1‘Ia’D‘I /2006
I
Far Chieck/EFT details, pleasze zee the Filing Fee tab.
— Reference Filing
Feference Organization: I Reference #:
— Domiciliary Infarmation
Status: INot Filed j
Comments: ;I

4.  You can accept the default values, or, for the fields that are editable, you can
enter different values. The fields are described in the next section: SERFF
Filing Details Fields on page 303.

5.  When you are done, click OK to save your changes, or click Cancel to exit
without making changes.

SERFF Filing Details Fields

The following table describes the section and fields of the SERFF Filing Details
screen and contains three columns:

. The Field or Section Name column lists the name of the fields and sections.
. The Description column describes each the fields.
. The Data Source / Data Entry Instructions column describes where the

defaults values are obtained from and how to select or enter values for fields
that are editable. Note that you edit only certain fields, while others are read-
only and cannot be edited.
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Field or Section Data Source / Data Entry

Name Description Instructions

SERFF Filing ID The tracking ID for Populated by the system
this filing (from when the filing is successfully
SERFF). submitted to SERFF.

TOI The TOI for this The TOI as entered in
filing. Tracker.

Sub TOI The sub TOI for this  The sub TOI as entered in
filing. Tracker.

Filing Type The filing type. The Filing Type as entered in

Tracker.

Project Name The name of the This field obtains data
project containing this automatically from one of the
filing. following fields, based on

what has been entered in
SERFF System Defaults:

¢ Program Name

¢ Filing Group Name

¢ Filing Group Description

¢ Filing Description

* Custom Field, Filing Group
Level

* Custom Field, Filing Level

* Company Reference
Number

Project # The project number This field obtains data
containing this filing. automatically from one of the
following fields, based on
what has been entered in
SERFF System Defaults:

e Tracker Filing ID

* Filing Group Name

* Filing Group Description

* Filing Description

¢ Custom Field, Filing Group
Level

¢ Custom Field, Filing Level

e Company Reference
Number
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Field or Section Data Source / Data Entry

Name Description Instructions

Product Name The name of the This field obtains data
product associated automatically from one of the
with this filing. following fields, based on

what has been entered in
SERFF System Defaults:

¢ Program Description

* Filing Group Name

¢ Filing Group Description

* Filing Description

¢ Custom Field, Filing Group
Level

¢ Custom Field, Filing Level

Company Tracking # The Tracker filing * Company Reference #
identification number. field (if a value for
Company Reference # is
present at the point the
filing is sent to SERFF)
* Tracker Filing ID (if a

value for Company
Reference # is not present
at the point the filing is sent

to SERFF)

Companies in Filing The companies System generated
associated with this
filing.

Effective Dates

(Section)

Requested The requested new Populated by a Tracker
business effective activity: see Working with
date for this filing. Activities on page 229.

Requested Renewal  The requested Populated by a Tracker
renewal date for this  activity: see Working with
filing. Activities on page 229.

Fee Details (Section)

Amount The amount of the fee Obtained automatically from
being sent with the the filing fee information
filing. entered.

Explanation A description or Obtained automatically from

additional information the filing fee information
about the filing fee. entered.

Reference Filing
(Section)
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Field or Section

Data Source / Data Entry

Name Description Instructions
Reference The name of the Automatically populated with
Organization reference the Advisory Org name if a

organization for this
filing.

publication is linked to the
filing.

Reference #

The advisory
organization filing ID
or reference number.

Tracker leaves this field
blank, even if a publication is
linked to the filing. This is
because there can be up to
five filing reference numbers
within a publication in
Tracker, and Tracker cannot
determine which of these
numbers should apply to the
filing. Therefore, you will
need to manually enter the
reference numbers. You can
manually enter a value if no
publication is linked.

Domiciliary

Information

(Section)

Status The status of the filing  Select a value from the drop-
in the domiciliary down list.
state

Comments Information about the Enter any details that you

status of the filing in
the domiciliary state.

want the state to know about
the filing in your domiciliary
state.

Viewing Form Schedules

Each enabled form in Tracker is, by default, a form schedule item for a SERFF
filing. Tracker will pass information from the following fields to SERFF for each

enabled form in Tracker:
J Form Name
. Form Number

. Edition Date

. Form Type: see Form Types on page 85

. Flesch Score

J Form Action
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Replaced Form # (if applicable)
Previous State Filing # (if applicable.

If an attachment is added in Tracker, it will also be passed to SERFF.

Method: View a form schedule

Navigate to the filing where you want to view a form schedule.
Click the SERFF tab. Click the Supporting Documentation sub-tab

Within the Supporting Documentation sub-tab, click View Form
Schedule.

The Form Schedule is generated and displayed in Microsoft Word. See
Form Types on page 85 for information about how to map the Form Type
Description to SERFF.

Viewing Rate/Rule Schedules

Each enabled rate and rule in Tracker is, by default, a rate/rule schedule item for a
SERFF filing. Tracker will pass information from the following fields to SERFF
for each enabled rate or rule in Tracker:

Document Name

Previous State Filing Number

Rate Change Type

Related Form Filing Number

Rate Increase / Decrease / Neutral

Filing Method

Rate Change Details

e Company name

* % Indicated change

e Written premium change for this program

e # of policyholders affected for this program
e Written premium for this program

¢ Maximum % Change (proposed)

¢ Maximum % Change (approved)

e  Minimum % Change (proposed)

*  Minimum % Change (approved)

Overall Rate Information (for Company Group filings):
¢ New /Replacement / Withdrawn
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e Effect of Rate Filing - Written Premium Change for this Program
* Effect of Rate Filing - Number of Policyholders Affected
. Last Rate Revision
e Overall Percentage of Last Rate Revision
¢ Effective Date of Last Rate Revision
* Filing Method of Last Filing

Method: View a rate/rule schedule

1. Inthe filing, click the SERFF tab.

2. Within the Supporting Documentation tab, click the View Rate/Rule
Schedule button.

The rate/rule schedule is generated and displayed in Microsoft Word.

Generating a Draft SERFF Filing

Before submitting the filing to SERFF, you need to generate a draft of the filing
and review the generated filing.

Method: Generate a draft SERFF filing

After building the SERFF filing with Tracker, you will perform an Tracker
activity to verify whether the requirements you initially downloaded from SERFF
are still current and complete.

1.  Click the Perform Activity button. El
The Perform Activity screen opens.
2.  Select SERFF: Generate SERFF Filing, and click Perform.

3.  The Perform Activity - SERFF: Generate SERFF Filing dialog box
opens.
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Perform Activity - SERFF: Generate SERFF Filing il

Diezcription: |SEHFF: Generate SERFF Filing

D ate: Im AFE/2006 vl Filing D ate: |D1 #25,/2006 v|
Fierfamigs) B ISuperViSDr, Syztem j Implementation D ate: I;"2E.-"2EI|:IE Vl

Priarity
’7f" Lo &+ Medium " High
- v iew
Letter Tupe: | 1. Long Filing Letter -
® I S J ™| Frirt
Attach Fie: | L] o
I™ | Frirt 1 Capy
[ Move to Filing Package and Submit to SERFF
I ema: _I

Perform I Canhcel

4.  Enter any relevant information into the Memo area.

5.  Because this only a draft copy, do not select the Move to Filing Package
and Submit to SERFF check box. Leave it cleared in order to generate the
filing without sending it to SERFF.

6. Click Perform.

The Activity is processed, and if successfully completed, will be visible
from the Activities tab.
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Submitting Filings to SERFF
After you have generated a draft of the SERFF filing and are satisfied with it, you
can submit it to SERFF.

Note: You can only submit individual filings to SERFF; you cannot submit filings en
masse.

Method: Submit your filing to SERFF

1.  Navigate to the filing you want to submit to SERFF, or navigate to the filing
group and select multiple filings on the Filings or My Filings tab.

2. Click the Activities tab.

3.  Double click the SERFF: Generate SERFF Filing activity you have just
performed.

The Edit Activity-SERFF: Generate SERFF Filing dialog box opens.

4. At the bottom of the dialog box, select Move to Filing Package and
Submit to SERFF.

¥ Move ta Filing Package and Submit to SERFF
Frint Package |

5. Click OK.
Your filing is submitted to SERFF. The Filing Status is now Pending.

Note: Prior to submitting the filing to SERFF, Tracker completes PDF conversion for
each attachment and checks the size of each. If one of the PDF attachments is
larger than 3MB in size, Tracker displays a warning message that the filings that
contain oversized attachments will not be submitted. If the message appears after
attempting to submit mulitple filings, it should be noted that filings where the
PDF attachments did not exceed the 3MB limit will be submitted.
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Monitoring SERFF Filings and Working with
Messages

As you work with SERFF filings and submit them to SERFF, Tracker creates and
receives messages from the states about these filings. These messages are
available in:

. the Top Level of Tracker
. the Log Entries subtab within a filing’s SERFF tab

Message Types and Content

The messages that are displayed within the messages tabs at the Top Level and
within the Log Entries tab within the SERFF tab of a filing are categorized by
type within Tracker for easy identification. The message types are:

. Log Entries on page 311

. SERFF Status Filing Updates on page 313

. Schedule Item State Status Updates on page 314
. Note to Filer on page 315

. Objection Letters on page 315

. Reports on page 315

Log Entries

For each interaction between Tracker and SERFF, including the status updates and
reports, a log entry is created. Log entries are maintained for each filing on the
Log Entries tab within the SERFF tab. They represent the history of this SERFF
filing, starting with the initial submission of the filing to SERFF. No events are
recorded on this tab while you are working with the filing before submitting it to
SERFF.

Log entries for all filings are available at the Top Level of Tracker, but entries on
this tab may be removed from view.

Supporting Ducumentatiunl State Spt:[:ificl Correspondence Log Entries

Message Type |Message Dake & Time |
Skatus Update 07106/2008 14:54:54
Skatus Update 07J06J2006 14:42:07
Skatus Update 07062006 14:49:06
Skatus Update 07062006 14:49:06

Log Enkry 07)06/2006 14:42:25
Log Enkry 07J06J2006 14:41:20
Report 07062006 14:37:47

The log entries indicate if:

. the initial filing and any subsequent correspondence was successfully
submitted

OR
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Note:

. the initial filing and any subsequent correspondence was not successfully
submitted, and must be resubmitted

If you fail to receive a log entry when you have sent the filing or filing amendment
or objection response, your filing may be in limbo. See SERFF — Filing in Limbo
on page 469.

Log entries will be automatically generated when any of the following activities
are performed:

. Submit Filing to SERFF

. Submit Note to Reviewer

. Submit Additional Fee (EFT)
. Submit Filing Amendment

. Submit Objection Response Letter
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SERFF Status Filing Updates

A SERFF status update occurs either automatically (system-generated) or from
some action taken by the state.

Note: SERFF status updates apply to the entire filing and not at the schedule item level.

The following table describes the types of SERFF status updates and how they are

triggered.
SERFF Status Triggered By Description
Submitted System-generated When you perform the
activity which submits the
filing to SERFF, you will
receive a status update
message of Submitted when
the filing is received by the
state.
Assigned A reviewer being assigned ~ When the state assigns a
by the state to work with reviewer to review the filing,
this filing the SERFF status update of
Assigned is triggered and sent
to Tracker.
Pending Industry  The state sending an When the state sends an
Response Objection Letter. Objection Letter because of a

problem they have found in
your filing, a SERFF status
update will be triggered and
sent to Tracker, changing the
SERFF status of the filing to
Pending Industry Response.

Pending State
Review

A user sending an
Objection Response.

When a user sends an
Objection Response in
response to an Objection
Letter, a SERFF status update
will be triggered and sent to
Tracker, changing the SERFF
status of the filing to Pending
State Review.
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SERFF Status

Triggered By

Description

Closed-State

Specific Action

The state taking final action
on the filing: approval,
disapproval, filed,
acknowledged, and so on.

When the state takes final
action on a filing, they will
create a Disposition Report
which gives the action they
have taken on the filing. The
final dispositions include
approval, disapproval,
acknowledgment the filing as
filed, and so on. The
terminology can vary
significantly from state to
state.

When the state sends the
disposition report, this
automatically triggers a
corresponding SERFF status
update to be sent to Tracker.
The SERFF status update
message that is sent to
Tracker in this instance will
be Closed - State specific
status.

Re-opened

The state re-opening the
filing

If the state re-opens a closed
filing, you will receive a
SERFF status update message
for the filing.

Closed-Rejected

The state rejecting the
filing.

If the state rejects the filing
you will receive a SERFF
status update of Closed -
Rejected.

Note:

When Tracker receives a SERFF status update, it will compare the current SERFF

status and the state status to determine if a status has changed as a result of the
update. If there is a change, then Tracker will save the modified date for the
change (separate date fields for SERFF status and state status since they may be
updated independent of each other).

Schedule Item State Status Updates

A state status update message in Tracker is triggered when the state updates the
state status of the filing, or updates the state status of one or more schedule items.

Unlike SERFF status update messages, which are automatically generated, when a
state performs specific functions or creates reports, a state status update message

is only triggered when the state manually updates the state status in SERFF. State
status update messages inform you about the progress of the filing and/or schedule
items as the state conducts its review.
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There are no standard state status update messages. Each state has its own set of
these messages.

Note to Filer

Note to Filer messages are created by the state and are used to communicate with
you about some aspect of your SERFF filing. Essentially, they act as an email
where the state can ask for:

. clarification on something in the filing
. additional information
. additional documents

Objection Letters

If the state that you submitted your SERFF filing to finds a problem with your
filing that requires further explanation or revisions, the state may send an
Objection Letter (previously called a Problem Report) detailing the problems they
have found. For more information, see Viewing Objection Letters on page 255.

Reports

As of this release, there is only one type of SERFF report available: a disposition
report. A disposition report advises the filer of the disposition of the filing, and is
generated when the state closes a filing and changes the filing’s status to Closed
[-State Specific] (i.c. Closed - Approved).

If the state rejects your filing, you will no longer receive a rejection report.
Instead, you will receive a disposition report with the disposition of Closed-
Rejected.

For more information, see Viewing Disposition Reports on page 340.

Managing Messages in the Message Center

There are various ways to control and manage the various messages coming in
from SERFF on your filings. Most of these functions apply to the My SERFF
Messages and All SERFF Messages tabs, collectively referred to as the Message
Center. The functionality includes:

. Viewing messages and reports on the My SERFF Messages and All SERFF
Messages Tabs (Top Level) on page 316

. Identifying New Messages on page 316
. Viewing Messages on page 317
. Deleting Messages (from the Message Center) on page 318
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My SERFF Messages and All SERFF Messages Tabs
(Top Level)

As you work with SERFF filings and submit them to SERFF, Tracker both creates
messages and receives messages from the states about these filings. These
messages are available in:

. the Top Level of Tracker

. the Log Entries tab within the SERFF tab of a filing

Messages at the Top Level of Tracker are in the My SERFF Messages and All
SERFF Messages tabs.

My SERFF Messages

This tab contains all SERFF messages for the filings where you are the filing
manager.

My Filings - All | Filing Groups | My SERFF Messages All SERFF Messages ] My Profiles | All Profiles |

Skate |LOB |Company |Fi\ing ContentlFiIing Drescripkion |Fi|\ng Status |Messaga Type |Message Date & Time
ME DF cz R 0712CPLODO30DY Pending Status Message 1Z/04/2007 16:44:28
ME DF 2 R 0712CPLODO30* Pending Status Message 12,/04/2007 16:44:
ME DF 2 R 0712CPLODO30* Pending Status Message 12/04/2007 16:29:
ME DF cz R 0712CPLODO30* Pending Log Entry 12,/04 /2007 15:58:
ME DF 2 13 0712CPLODO30* Pending Log Entry 12/04/2007 15:23:03
AZ ErM G F 0712CPLOO030* Pending Log Entry 12{04/2007 15:16:10
ME DF 2 R 0712CPLO0030* Fending Objection Letter 12/04/2007 14:46:54
ME DF 2 R 0712CPLODO30* Pending Status Message 12/04/2007 14:46:54

All SERFF Messages

This tab contains all SERFF messages for filings for all users.

My Filings - All | Filing Groups | My SERFF Messages All SERFF Messages ] My Profiles | All Profiles |

State |LOB |C0mpany |Fi|ing Content|FiIing Descripkion |F\Iing Status |Message Type |Message Date & Time
ME DF 2 R 0712CPLOOD30* Pending Status Message 12/04/2007 16:44:28
ME DF c2 R 0712CPLODD30* Pending Status Message 12/04/2007 16:44:10
ME DF 2 R 0712CPLOOD30* Pending Status Message 12/04/2007 16:29:45
ME DF c2 R 0712CPLODD30* Pending Log Entry 12/04,/2007 15:58:08
ME DF 2 R 0712CPLOOD30* Pending Log Entry 12/04/2007 15:23:03
AZ EM e} F 0712CPLO0OS0* Pending Log Entry 12/04/2007 15:16:10
ME DF z R 0712CPLO0OS0* Pending Objection Letter 12{04/2007 14:46:54

On the My SERFF Messages and the All SERFF Messages tabs—collectively
called the Message Center—messages are displayed only for the number of days
that have been configured in the SERFF Defaults. For more information, see
Understanding the SERFF System Defaults on page 66 and Hide All Messages
After [ ] Days on page 67.

You can also delete messages from these tabs without waiting for the specified
display period to expire (with the appropriate permission) as described in Deleting
Messages (from the Message Center) on page 318.

Identifying New Messages

You can easily identify any new messages that have arrived from SERFF since the
last time you were in the Message Center. All new messages appear in bold, and
remain in bold until they are opened. Once you open a message, it changes to non-
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bold when you close the message or choose to go directly to the filing. Bold,
therefore, indicates an unread message, while non-bold indicates a read message.

If a message is opened under the ALL. SERFF Messages tab, it will also appear
as unbold (read) under the My SERFF Messages tab. Similarly, if a message is
opened under the My SERFF Messages tab, it will also appear as unbold under
the ALL SERFF Messages. That is, the read or unread status of a message is not
controlled on a per-user basis, but by whoever opens the message first.

Important: We strongly recommend that you only open messages that apply to your filings. If
you mistakenly open a message for another user’s filing, you should restore the
message to its unread status by right-clicking the message and selecting the Mark
as Unread.

Viewing Messages

To view a message, simply double-click it. The message opens.

&
SERFF Tracking ID:  SPIN-LOS<R3HI1 /00-01 £00-00/00 oK
Date Created: July O, 2006 - 14:29 Wiz Al
Message Text: H &S
Applies To: SPIN-LOSXR 3H01./00-01./00-00./00 ;I

SERFF Status: Arrived at State
Created on: July 06, 2006 - 14:29

Reviewer:

0 o

Attachrments:

From this dialog box, you can perform the following procedures:

. To save the text of the message to a file, click the Save icon. You are
prompted to enter the path name of the file to save the text.

To print the message, click the Print icon. The message prints.

. To view the filing associated with this message, click the View Filing
button. The associated filing opens.

. To view any attachments associated with this message, double-click the file
name in the Attachments section.
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Important:

Tip:

Deleting Messages (from the Message Center)

You can delete messages from the Message Center. However, your ability to
delete messages from the My SERFF Messages tab or the ALL SERFF
Messages tab is controlled by the permission settings for the user security access
level to which you belong.

There are two permissions: Delete My SERFF Messages and Delete All SERFF
Messages:

. If the security access level you belong to has the permission to Delete My
SERFF Messages, then you will be able to delete messages for filings
where you are the filing manager.

. If the security access level to which you belong has the permission to Delete
ALL SERFF Messages, then you will be able to delete messages for all
filings, not just those where you are the filing manager.

. If the security access level to which you belong has neither permission, then
you cannot delete messages for any filings.

The ability to delete SERFF messages pertains solely to deletion within the
Message Center. A message deleted from the Message Center will still appear
within the Log Entries tab within the filing the message pertains to and under the
Correspondence tab in the filing.

Method: Delete a message from the Message Center

1. Inthe My SERFF Messages tab or the All SERFF Messages tab, select the
message(s) you want to delete.

To select a continuous range of messages, press and hold the Shift key, click
the first message and then click the last message in the range of messages
that you want to delete.

To select a non-continuous number of messages, press and hold the Ctrl
key, then click each message which you want to delete.
2. Click the in the toolbar.

A message appears asking if you are sure you want to delete the highlighted
message(s).

3.  Click OK to delete the message(s) or click Cancel to cancel the deletion.
If you try to delete a message and the E in the toolbar is grayed out, then your

security level does not have the permission setting to allow deletions. Contract
your Tracker Administrator if you think you need the ability to delete messages.
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Working with Submitted Filings

After submitting a SERFF filing, you may need to make certain changes or
corrections.

The procedures for working with submitted filings are as follows:
. Working with Notes to Reviewers on page 319
. Creating Revised Form, Rate, and Rule Schedule Items on page 323

. Creating Revised Supporting Doc Schedule Items (Other Attachments) on
page 324

. Satisfying Previously Bypassed Requirements on page 325
. Working with Filing Amendments on page 326

. Viewing Objection Letters on page 332

. Working with Objection Responses on page 334

. Viewing Disposition Reports on page 340

. Submitting an Additional EFT Payment on page 341

Working with Notes to Reviewers

A Note to Reviewer includes additional information about a previously submitted
filing.

This section includes the following topics:
. Creating Notes to Reviewers on page 319
. Deleting Notes to Reviewers on page 321

. Submitting Notes to Reviewers on page 321

Creating Notes to Reviewers

After you have submitted a filing to SERFF, you can send a Note to Reviewer
which includes any additional comments or information about the filing.

Method: Create a Note to Reviewer

1.  Navigate to the filing where you want to create a Note to Reviewer.
2. Click the SERFTF tab.
3.  Click the Correspondence sub-tab.
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Supporting Ducumenlaliunl State Specific | Public Access Correspondence |Log Entries

Fling Armendment | {Hoteto Reviewsr
Dabe Rec'd/Sent | Date Created | Correspondence Type Skatus | Public Access I
03/ 16§2009 Mote To Reviewer Draft
03/13j2009 Filing Amendrment Draft
03/13j2009 Filing Amendrment Draft
11/23/2007 Objection Response Submitted Mo
11/23/2007 Mote To Reviewer Submitted Mo
11/23/2007 Filing Amendrment Submitted Mo
11/23(2007 11/23(2007 Hate Ta Filer Ha
11/23(2007 11/23(2007 Ohbjection Letter Ha
4.

ck Note to Reviewer.

The Note to Reviewer dialog displays.
x

Created: 09/02/2009

Subject:

[ |

[ |
Camments:

[ -]
Available Attachrments: Selected Attachments: @ T+

- Cower Letter
Other &ttachments
[+ Filing Forms

Al

ok | CCancel )

The Created On field is automatically populated.

Note: The Created On date for migrated filings will be blank.
5.  Complete the Subject field.

6. Complete the Comments ficld with the information that you want to send to
the state.

7.  Click OK to save your changes.

The Note to Reviewer is added to the list of Correspondence with a Status
of Draft. It is also listed on the Filing Package tab.

Important: While the system will allow attachments to be included on the NTR, you should
not include any attachments on the NTR that belong on the schedules.

You can now submit the Note to Reviewer.
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Editing Notes to Reviewer

You can edit a Note to Reviewer that is in Draft status

Method: Edit a Note to Reviewer

Within the filing containing the Note to Reviewer you want to edit, either
e click the SERFF tab and then the Correspondence subtab.

OR

* click the Filing Package tab.

Double-click the Note to Reviewer that you want to edit.

Make any necessary changes. (For field descriptions, see Creating Notes to
Reviewers on page 319.)

Deleting Notes to Reviewers

You can delete a Note to Reviewer that is in Draft status

Method: Delete a Note to Reviewer

5.

Navigate to the filing containing the Note to Reviewer that you want to
delete, click the SERFF tab.

Click the Correspondence subtab.

Select the Note to Reviewer that you want to delete.

Press the Delete key or click the delete button on the Tracker toolbar.
You are asked to confirm the deletion.

Click Yes to delete the Note to Reviewer or click No to cancel.

Submitting Notes to Reviewers

After you have created a Note to Reviewer, you can submit it to the state.

Method: Submit a Note to Reviewer

Click the Perform Activity button on the toolbar. El
The Perform Activity dialog displays.
Select the SERFF: Submit Note to Reviewer activity.

The Perform Activity - SERFF: Submit Note to Reviewer dialog
displays.

TRACKER P&C VERSION 6.6 USER GUIDE 321



WORKING WITH SERFF FILINGS

Perform Activity - SERFF: Submit Mote to Reviewer x|

Description: ISEHFF: Submit Mote to Reviewer

D ater IDEJDEQDDB - I

Perfarmed Bu: ISupervisor, Syatem j
Pricrity
’V  Law " Medium " High
v View
Letter Type:
® I~ Brirt
Atiach Fie: | | Floa
[~ Fiirt 1 Copy
[~ Move to Filing Package and Submit to SERFF
-
b emo:
[~

Perform I Cancel |

3.  Ifnecessary, change the Priority for this activity.

4.  Enter any relevant information in the Memo field. This is for internal use
only.

5. Select the Move to Filing Package and Submit to SERFF check box, then
click Perform.

If you perform the activity but do not select Move to the Filing Package and
Submit to SERFTF, the status on the Correspondence tab remains as Draft but the
item is not editable. In order to enable editing, you will have to first delete the
related activity, which unlocks the related item on the Correspondence tab, and
then go in and make changes.

The Note to Reviewer is submitted. In the Correspondence tab:
. the Status of the Note to Reviewer changes to Submitted

. the date the Note to Reviewer was sent is displayed in Date Rec’d/Sent
column

Please note:

. The SERFF status of the filing does not change after submitting a Note to
Reviewer.

. If the Tracker Monitor is busy processing other activities, the status of the
Note to Reviewer will remain Queued until the Note to Reviewer has been
succesfully submitted.
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Creating Revised Form, Rate, and Rule Schedule
Items

Schedule items include forms, rates, and rules. If after submitting a filing, you
discover an error in a schedule item, or if this state objects to a particular schedule
item, you need to create and submit a revised schedule item. (You cannot change
the original schedule item.)

To create revised Other Attachments schedule items, see Creating Revised
Supporting Doc Schedule Items (Other Attachments) on page 324.

Method: Create a revised form, rate, and rule schedule item

1.  Navigate to the filing where you want to create the revised forms, rates, and
rules.

2.  Click the Forms, Rates or Rules tab.
3.  Double-click the form, rate, or rule that you need to revise.
The form, rate, or rule opens.

4. Click the Revise button.

[ Cancel Hewt @

A copy of the form, rate, or rule is added directly below the original in the
list.

Filing Details' Resources' Comments | Activities Forms |Fi|ing Furms' Filing Package' Other Atlachments‘

Form # | Edition [Title [Rev # [action |Enable[Status |Statestatus _[Publict
Ch EMDPHYS 2006 Commercial Auto Physic Mew Mo Pending Mo
Ch EMDPHYS 2006 Commercial Auko Physic 1 Mew es Mo

An incremented revision number is assigned to the new form, rate, or rule
and appears in the Rev # column.

In the original form, rate, or rule, the Enable check box on the Status tab is
cleared. The form, rate, or rule becomes independent of the Filing Group
level attachment, if it was not already.

5. Make any necessary corrections to the copy of the form, rate, or rule
attachment, including the Attachment path, then save it.

e The Status tab of a revised form, rate, or rule attachment contains a
SERFF Details section that indicates the State Status and Public
Access of that form, rate or rule. These fields are populated by the state
when the state takes action.
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Generﬁll Memnl Misc.l Readﬁbililyl Replacement Status I

Tracker Status : IPending j Effective Date : IT Enable: [
State Specific : [~ Replacement Effective Date:[_/_/__ v|
SERFF Detai
State Status : I

Public Access: [

After you have created the revised schedule item, you need to submit it
using an objection response or a filing amendment. See: Working with Filing
Amendments on page 251 and Working with Objection Responses on page
334.

Creating Revised Supporting Doc Schedule Items
(Other Attachments)

A supporting documentation schedule item is a schedule item other than a form,
rate, or rule schedule item. Supporting Documentation schedule items are
maintained in a filing’s Other Attachments tab. They are also listed in the
Supporting Documentation subtab within the SERFF tab of a filing.

If after submitting a filing, if you discover an error in a supporting documentation
schedule item, or if the state objects to a supporting documentation schedule item,
you will need to revise a supporting documentation schedule item.

Method: Create a revised supporting documentation schedule item

(Other Attachment)

1.  Navigate to the filing where you want to create a revised supporting
documentation schedule item and click the Other Attachments tab.

2.  Double click the Other Attachment that you need to revise.

3.  Click the Revise button.
A copy of the Other Attachment is added directly below the original in the
list.
An incremented revision number is assigned to the Other Attachment and
appears in the Rev # column.
The Other Attachment, if it was not already, becomes independent of the
Filing Group level attachment.

4. Make any necessary corrections to the Other Attachment, including the
Attachment path.
The Create Revised Supporting Documentation Schedule Item check
box is selected.

5.  Click OK to save.
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6. Click the SERFTF tab.

7.  In the Supporting Documentation subtab, the revised supporting
documentation schedule item is displayed immediately below the original
entry, with a Status of Satisfied.

The name of the revised schedule item is displayed in the Document Name/
Comments/ByPass Reason column.

All revised supporting documentation schedule items are denoted with an R
in the Rev column on the Supporting Documentation tab.

8.  To add comments to the revised schedule item, double-click it to open it,
then enter any comments in the Comments field.

9.  After you have created the revised schedule item, you need to submit it
using an objection response or a filing amendment. See Working with Filing
Amendments on page 251 and Working with Objection Responses on page
334.

Related Topic
. Creating Revised Form, Rate, and Rule Schedule Items on page 323

Satisfying Previously Bypassed Requirements

Note: Supporting documentation filing requirements are referred to as requirements in
this documentation.

If you had submitted a filing containing a requirement that was bypassed, you can
revise the supporting doc item and satisfy the requirement.

Note: You cannot bypass a requirement that was previously satisfied.

Method: Satisfy a previously bypassed requirement

1.  Navigate to the filing where you want to satisfy a previously bypassed
requirement, and click the SERFF tab.

2.  In the Supporting Documentation sub-tab, double-click the Requirement
you want to satisfy.

The Supporting Documentation Details dialog displays.
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Supporting Documentation Details 1[
Requirement: I P&C Transmittal Document
Skakus: IBypassed VI
Bupazs Reason:
Farm no longer required ;l
I-]
0] 4 | Cancel I Revise

Click the Revise button.
From the Status drop-down list, select Satisfied.

In the Comments box, enter any information about the requirement or the
attachment.

Click the attachment type in Available Attachments. If necessary, expand

the list of attachments by clicking on the to the left of the source of
attachments.

*
Click the attachment and click the right arrow J to move the attachment to
the Selected Attachments list.

Click OK to save your changes.

The revised supporting doc item is added to the table, immediately below
the original, identified by an R.

Working with Filing Amendments

You can use a filing amendment to correct mistakes or omissions that you have
discovered.

This section includes the following topics:

Creating Filing Amendments on page 327
Editing Filing Amendments on page 330
Deleting Filing Amendments on page 331
Submitting Filing Amendments on page 332

326

TRACKER P&C VERSION 6.6 USER GUIDE



WORKING WITH SUBMITTED FILINGS

Creating Filing Amendments

After a filing has been submitted to SERFF, you may discover that it contains
errors or omissions, for example:

. the wrong attachment was included with a schedule item
. a schedule item was left out
. a key piece of data was missing from the filing

In these cases, you need to send the state a Filing Amendment with the revised or
additional schedule items.

Important: Use a Filing Amendment only to correct mistakes or omissions that you have
discovered. If the state discovers an error or omission and sends an Objection
Letter, you need to send the revisions or additions using an Objection Response,
not a Filing Amendment: see Working with Objection Responses on page 334.

Note: You must finish submitting one Filing Amendment before you can create another.

Method: Create a Filing Amendment

Before you can create a Filing Amendment, you first need to create any missing
schedule items, or modify any schedule items that had errors under the Forms,
Rates, Rules or Other Attachments tabs of a filing.

As the following procedure indicates, you need to complete extra steps if you are
adding a new or revised Other Attachment to a Filing Amendment.

Complete the following steps to create or modify a schedule item:

1. Ifyou are adding a revised Other Attachment to a Filing Amendment,
complete the following steps, otherwise skip to step 2.

a. Navigate to the filing where you want to create a Filing Amendment
with a revised Other Attachment, and click the Other Attachments tab.

b. Double-click the Other Attachment you want to revise to open it.
Click Revise.
d. Add attachments if required.

e. To automatically include this revision as a Supporting Doc, ensure the
Create SERFF Supporting Doc Schedule Item check box is selected.
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Attachment Details El
Entered By : |Supervisor, Syztem Date Entered:  |06/06,/2007
Rew |'|
Title: |
Fath : | J
Type: |.-’-‘«ctuaria| Memaorandum j

i ¥ Print Attachment
@Cleate SERFF Supporting Doc Schedule [tem

Fema :

Note: If this check box is clear, the revision can be added as a Supporting Doc via the
Supporting Documentation Details dialog (which is accessed by double-clicking
the requirement on the Supporting Documentation subtab in the filing’s SERFF
tab). Multiple revisions as well as original versions can be added using this
method.

f. Click OK.

2. Within the filing for which you want to create a Filing Amendment, click the
SERFF tab.

3.  Click the Supporting Documentation tab.
The Supporting Documentation tab displays.

Supporting Documentation |State Specificl Public Accessl Correspundencel Lag Entriesl

‘iews SERFF Filing Details... | “iew Farm Schedule... | ‘iew Rate/Rule Schedule... | Wiew Feguirement... |
Feguirement | Status | Hevl Document Mame(s)/Comments/Bypass Reason | State Sta.. | Public Acce...
P& Transmittal Docurment Bypazzed MO BTPASS REASOMN
PEC Policy Forms Satisfied Otharoo

S atisfied R Othdt0o

Uzer Added OthaHO02

UszerAadded R Othati0z

4.  For new Other Attachments only, complete the following steps. For all other
attachment types, skip to step 5.

a. Click the User Added Requirement button ”_El on the SERFF toolbar.

328 TRACKER P&C VERSION 6.6 USER GUIDE



WORKING WITH SUBMITTED FILINGS

User Added Requirement fE

Docurnent Mameis): | Mew Other Attachment

Carmrnents:

Mew Revised other attachment

Auwvailable Attachments: Selected Attachments:
Cower Letter Mew Other Attachment
—|- Other Attachments

+|- Filing Forms

3 BN

b. On the User Added Requirement dialog, enter text in the Comments
field.

¢. Click the Other Attachment in the Available Attachments list. If

necessary, expand the list by clicking on the to the left of the source
of attachments.

>
d. Click the attachment, then click the right arrow J to move the
attachment to the Selected Attachment list.

e. Click OK.

The requirement you selected is now listed in the Supporting
Documentation table.

Supporting Documentation | State Specificl Public Access | Correspondence I Log Entriesl

Yiews SERFF Filing Details.. | Yiew Form Schedule,.. | “iew Fate/Fule Schedule... | Wiew Feguirement.. |

Reguirement | Statug | Rew | Document Mame(z)/Comments/Bypass Reason | State Sta.. | Public Acce...
PEC Transmittal Document Bypassed MO BYPASS REASON
PEC Policy Forms Satisfied Othéttno
S atigfied R Othetti
User Added Othetti0z
Userddded B CitkAstans
( Uzer Added Mew Other Attachment )

You can now create the filing amendment. Continue to the next step.
5.  Click the Correspondence subtab.
6.  Click the Filing Amendment button.
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Filing Amendment x|
Created: 07/30/2009
Comments:
[ |
=

Available Schedule Ttems Selected Schedule Ttems

[=-Forms

{ '~ Form1 - Tile Farm 1
i Rates 2

- Adwertisement
‘- Supporting Documentation

[«
B

The Created date is automatically populated.

Note: The Created date for migrated filings will be blank.

In the Comments field of the Filing Amendment dialog, enter any
information you want to tell the state about the reason for the Filing
Amendment and revised or additional schedule items.

7.  Click the schedule item type in Available Schedule Items list. If necessary,
expand the list by clicking on the to the left of the source of attachments.

8.  Click the schedule item, then click the right arrow ﬂ to move the schedule
item to the Selected Schedule Items list.

9.  Click OK to save the Filing Amendment.

The filing amendment is added to the list of Correspondence with a Status
of Draft.

You can now submit the Filing Amendment.

Editing Filing Amendments

You can edit a Filing Amendment that is in Draft status.

Method: Edit a Filing Amendment

1.  Navigate to the filing containing the Filing Amendment you want to edit,
and click the SERFF tab.

2.  Click the Correspondence subtab.
3.  Double-click the Filing Amendment that you want to edit.
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4. Make any necessary changes. (For field descriptions, see Creating Filing
Amendments on page 327.)

Deleting Filing Amendments

You can delete a Filing Amendment that is in Draft status.

Method: Delete a Filing Amendment

1.  Navigate to the filing containing the Filing Amendment that you want to
delete, click the SERFF tab.

2.  Click the Correspondence subtab.

3.  Select the Filing Amendment that you want to delete.

4.  Press the Delete key or click the delete button on the Tracker toolbar.
You are asked to confirm the deletion.

5. Click Yes to delete the Filing Amendment or click No to cancel.
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Note:

Submitting Filing Amendments

After you have completed a filing amendment, you can submit it to the state.

Method: Submit a filing amendment

1.  Click the Perform Activity button on the Tracker toolbar. E

2.  From the list of available activities, double-click SERFF: Submit Filing
Amendment.

3.  Ifdesired, clear the Move to the Filing Package and Submit to SERFF
check box.

If you perform the activity but do not select Move to the Filing Package and
Submit to SERFTF, the status on the Correspondence tab remains as Draft but the
item is not editable. In order to enable editing, you will have to first delete the
related activity, which unlocks the related item on the Correspondence tab, and
then go in and make changes.

4.  Add an Activity Memo if required, and click Perform.

5.  Read the confirmation message that displays, and click Confirm.
The filing amendment is submitted.
In the Correspondence tab:

e the Status of the filing amendment changes to Submitted. (If the
Tracker Monitor is busy processing other activities, the status of the
filing amendment will remain Queued until the filing amendment has
been succesfully submitted.)

¢ the date the filing amendment was sent is displayed in Date Rec’d/Sent
column.

The SERFF status of the filing does not change after submitting a filing
amendment.

Viewing Objection Letters

If the state that you submitted your SERFF filing to finds a problem with your
filing that requires further explanation or revisions, the state may send an
Objection Letter (previously called a Problem Report) detailing the problems they
have found.

Method: View an Objection Letter

1.  To open the Objection Letter, perform one of the following:
e At the Top level, click the My SERFF Messages tab.
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Navigate to the filing to which the Objection Letter applies, click the
SERFF tab and then the Correspondence tab.

Navigate to the filing to which the Objection Letter applies, and click
the Filing Package tab.

2.  Double-click the Objection Letter.

The Objection Letter screen opens.

Corments: Your filing did not inchude the required cerification per A7 statute 38:978. Pleaze sumbit the o,

Attachments:

SERFF Message - Objection Letter Screen El

SERFF Filing [D: IN%53-000519578

Date Letter Sent: November 07, 2007 - 14:51

Fespond By D ate: December 31, 2007 Yiews Filing

Meszage Text:

==
Cancel
Objection Letter Status : Additional Info Required o~

Dear : System Supervizor

| have reviewed pour filing and have found a # of deficiencies az listed below:
Objection 1

Schedule [tems:
Commercial Automobile lines 19.4 and 21.2 Checklist and S pecific Filing Instructions

Comments: The checklist was not completed comrectly. Pleasze review and complete all fields and
resumbit.

Objection 2

Comments: The filing fee you sent is incorrect. The fee is now $1500 per form. Please remit the
additional $500.00,

Objection 3

The Objection Letter screen contains the following information:

SERFF Filing ID

Date Letter Sent

Respond By Date

Message text with the following information:
*  Objection Letter Status

*  Salutation line — populated by Tracker with the filing manager’s
name

Introductory paragraph

Comments for objections — the actual objection comments and the
schedule items to which the objection comments apply

Closing paragraph

Reviewer Contact Info — populated by Tracker with the names of the
reviewers assigned to the filing; the Primary Reviewer is displayed
first, followed by any other reviewers
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* Attachments
3. When you are done reviewing the Objection Letter, click OK to close it.

You can respond to this objection letter by creating and submitting an Objection
Response. See: Working with Objection Responses on page 334.

Working with Objection Responses

You must use an Objection Response to respond to an Objection Letter.
The procedures for working with Objection Responses are:

. Creating Objection Responses on page 334

. Editing Objection Responses on page 338

. Deleting Objection Responses on page 338

. Submitting Objection Responses on page 338

Creating Objection Responses

Complete the following procedure to create an Objection Response.

Method: Create an Objection Response

1.  Navigate to the filing that contains the objection letter you want to respond
to and click the SERFF tab.

2.  Click the Correspondence subtab.
3.  From the table, double-click the objection letter.

The Objection Letter screen opens. (For more information about objection
letters, see Viewing Objection Letters on page 255.)

4.  Click Create Response.
The Objection Response dialog displays.
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Objection Response

Respond By Date:  September 24, 2009 Yiew Summary

Edit Response

Delete Response

x|
Created: Augusk 27, 2009 —l
Dear:
Introduction:
;I Create. .. |
=
Responses:
Responses: | Add Response |

Closing Paragraph:

Create, ..

| |

The Respond By Date field, the Created field, and the name of the primary
reviewer are automatically populated.

Note: The Created date for migrated filings will be blank.

5. Click Create (or Edit if you editing an existing introduction) next to the
Introductory Paragraph box.

6.  Enter an introduction for this response.
7.  When you are done, click OK.

The text in the Introductory Paragraph is saved.

If this was a new introduction, the Create button changes to an Edit button.
8. Click Add Response.

The Objection Response Details screen opens.
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10.

11.

12.

13.
14.

Objection Response Details x|
Response Comments:
I have reviewed Bulleting 78 and have revised the endorsement accardingly. ;I
[-]
Applies To:
Cibjections |

This is the 3rd objection and it applies to the endorsement included in the Ffiling. There ...
This is objection 4 - the filing Fails b comply with Bulletin 78

Available Scheduls Therns Selected Schedule Ttems

Forms

Rates
-~ Rules 2 |
i Adwertisement

=l

‘- Supparting Documentation
Ze |

In the Response Comments text box, enter your response to one more
objections.

The Applies To: section contains a grid listing each of the objections from
the Objection Letter. The first three lines of the objection are displayed in
the list. To see the entire objection, mouse over the objection; the full
objection appears as a pop-up.

In the Applies To: list, select the check box for each objection to which your
Response Comments apply.

To affiliate schedule items with this Objection Response:

a. Inthe Available Schedule Items list, expand an entry by clicking the
plus sign (+) to the left of the name.

b. Double-click a specific schedule item to move it to the Selected
Scheduled Items list. You can also use the > and < keys to move a
selected schedule item from one list to the other.

When you are done, click OK to save your work or click Cancel to exit
without saving.

You are returned to the Objection Response screen.
Repeat steps 8 to 12 to respond to the next objection.

When you are done entering all your objection responses, click OK.
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15.

16.

17.

18.
19.
20.

You are returned to the Objection Response screen.

If you want to delete an existing response, select the response, then click
Delete Response.

You can now view a summary of your responses. On the Objection
Response screen, click the View Summary button.

The Objection Response Summary screen opens. (The information in this
screen is read-only.)

Objection Response Summary 1'

Objections I
The checklist was not completed correctly, Flease review and com, ..
[ The filing fee vou sent is incorrect, The Fes is now $1500 per Form, ..
[ our filing did not include the required certification per AZ statute ...
[[] %our endarsement contains vague and misleading information in v,

Selected Schedule Tkems

Close

In the Objections section, all the objections from the state are listed. A
selected check box next to an objection indicates if you created a response
for that objection.

In the Selected Schedule Items section, a list of revised or additional
schedule items associated with the objection responses also appears.

After you are done reviewing this screen, click OK.
You are returned to the Objection Response screen.

Click Create next to the Closing Paragraph box, or if this was a new
closing paragraph, click Edit.

Enter your concluding remarks for this response.
When you are done, click OK to save your work.
Click Close to exit the Objection Response screen.

You are returned to the Correspondence tab. Your objection response is
added to the table, directly below the corresponding objection letter, with a
status of Draft.
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You can now submit the Objection Response.

Editing Objection Responses

You can edit an Objection Response that is in Draft status.

Method: Edit an Objection Response

Within the filing containing the Objection Response that you want to edit,
click the SERFF tab.

Click the Correspondence sub-tab.
The Correspondence sub-tab displays.

Supporting Ducumenlaliunl State Speciﬁcl Public Access Correspondence |Log Entries

Fling Armendment | {Hoteto Reviewsr
Date Rec'd/Sent | Date Created | Correspondence Type Status | Public Access I
03/ 16§2009 Mote To Reviewer Draft
03/13j2009 Filing Amendrment Draft
03/13j2009 Filing Amendrment Draft
11/23/2007 Objection Response Submitted Mo
11/23/2007 Mote To Reviewer Submitted Mo
11/23/2007 Filing Amendrment Submitted Mo
11/23(2007 11/23(2007 Hate Ta Filer Ha
11/23(2007 11/23(2007 Ohbjection Letter Ha

Double-click the Objection Response that you want to edit.

Make any necessary changes. (For field descriptions, see Creating
Objection Responses on page 334.)

Deleting Objection Responses

You can delete an Objection Response that is in Draft status.

Method: Delete an Objection Response

Within the filing containing the Objection Response that you want to delete,
click the SERFF tab.

Click the Correspondence sub-tab.

Select the Objection Response that you want to delete.

Press the Delete key or click the delete button on the Tracker toolbar.
You are asked to confirm the deletion.

Click Yes to delete the Objection Response or click No to cancel.

Submitting Objection Responses
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After creating an Objection Response and responding to @/l the objections in it,
you can submit it to the state.

Method: Submit an objection response

1.  Click the Perform Activity button on the Tracker toolbar. ﬂ

2.  From the list of available activities, double-click SERFF: Submit
Objection Response to SERFF.

The SERFF: Submit Objection Response to SERFF dialog displays.

3.  Review the content of the activity. If required, enter comments in the Memo
field.

4.  Select the Move to Filing package check box.
5.  Click Perform to submit the Objection Response.

If there is more than one Objection Response in Draft status that is ready for
submission, then Tracker sends them all, with the oldest Objection Response
first.

A status message for the activity is displayed.
6. Click OK.
The Objection Response is submitted. In the Correspondence tab:
. the Status of the Objection Response changes to Submitted

. the date the Objection Response was sent is displayed in Date Rec’d/Sent
column

If you perform the activity but do not select Move to the Filing Package and
Submit to SERFTF, the status on the Correspondence tab remains as Draft but the
item is not editable. In order to enable editing, you will have to first delete the
related activity, which unlocks the related item on the Correspondence tab, and
then go in and make changes.

Notes:

After submitting an Objection Response:

. the SERFF status of the filing changes to Pending State Action
. the Objection Response is added to the Filing Package tab

. the state revises the Respond By Date in SERFF and the system receives a
SERFF message with the updated Respond By Date. (On the
Correspondence sub-tab on the SERFF tab, the Respond By Date on the
Objection Letter screen is also updated.)

. If the Tracker Monitor is busy processing other activities, the status of the
Objection Response will remain Queued until the Objection Response has
been succesfully submitted.
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Viewing Disposition Reports

A disposition report is the only type of SERFF report available. It advises the filer
of the disposition of the filing, and is generated when the state closes a filing and
changes the filing’s status to Closed—[State Specific].

Method: View a disposition report

1.  Navigate to the filing with the Disposition Report and either
¢ click the SERFF tab then the Correspondence subtab
OR
* click the Filing Package tab.

2.  Double-click the entry with a Correspondence Type of Disposition
Report.

The report opens.
3.  When you have finished reviewing the report, click OK to close it.

Contents of Disposition Reports

Disposition reports may include the following information:
. SERFF Filing ID

. Disposition Date

. Approved Effective Date - New Business

. Approved Effective Date - Renewal Business

. Disposition status — this status is unique to each state; possible values are
Closed, Closed - Approved, Closed - Disapproved, Closed - Rejected,
Closed - Acknowledged

. Company Name

. Maximum and Minimum Approved Rate Change for each company in
the filing

. % Indicated Change

. Minimum % rate increase/decrease approved for each company in the
filing

. Overall Percentage Rate Impact
. Written Premium Change

. No. of Policyholders Affected

. Written Premium amount

. Comments

J Attachments
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Note: Following a disposition report, the state may send status updates that change the
Approved Effective Date for new filings and the Effective Date for renewals. You
can access status updates via the Message Center.”

Submitting an Additional EFT Payment

If the state allows EFT payments and the company is set up for EFT, after a filing
has been submitted with an initial check or EFT payment, the following method
can be used to make additional EFT payments.

Method: Submit an additional EFT payment

1.  Navigate to the filing where you want to submit an additional EFT payment,
and click the Filing Fee tab.

—Payment Method

Add Payment
A [ et |
& EFT Edit Payment |
|7 State Accepks EFT |7 State Charges Fee Per Company

—Is Fee Retaliatory?
Clyes o
Fee Amount I $15.00

Fee Explanation

The initial payment is shown in the Payment History Details table.
Note: If the initial payment was by check, the Check option will also be selected. If the
initial payment was by EFT, only the EFT option will be available.
2.  Select EFT as the payment method, and click Add Payment.
The EFT Fee Allocation dialog displays.

x
Fee Amovnt |$ 0.00 Allocate |

Comments

Fee Allocation - Please re-allocate fee amount, if necessary

Company | Action | Fee
BT - Big Time Inzurance

| )8 I | Cancel I

3.  Enter the Fee Amount.

4.  Enter any descriptive notes in the Comments field.
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5. Click Allocate.
The fee is added to the Fee Allocation table at the bottom of the dialog.

Note: Ifthe fee amount you enter exceeds the maximum allowed for your EFT
authorization level, a message will be displayed. In this case, you will not be able
to proceed with the EFT payment for this filing. You will need to contact your
Tracker Administrator to continue, or you will need to have another user with the
appropriate EFT authority level complete the EFT information.

6. Click OK to save your work.

The filing fee you entered is displayed in the Payment History Details table
at the bottom of the Filing Fee tab. (For more information about this table,
see Viewing EFT Transaction Information at the Filing Level on page 294.)

7.  Perform the activity SERFF: Submit Additional Fee.
Tracker submits the additional EFT payment via SERFF
Tip: You can use this method if your initial payment was by check and you decide to
switch to using EFT instead before you send the check. Since Tracker has no way

of knowing that the initial check was not sent, you should delete the check
payment manually.
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Working with Closed Filings

For a filing that has a SERFF status of Closed, you can send a Note to Reviewer or

receive a Note to Filer.

Sending a Note to Reviewer

For a filing that has a SERFF status of Closed, you can still create and submit a
Note to Reviewer, if the state allows you to. You may need to do this, for example,

if:

. the state rejected the filing and you want to ask the state to reopen it

. the state closed the filing with a status of disapproved because you failed to
respond to an objection letter or request within the require time frame, and
you want to reopen the filing to respond

. you want to amend the implementation date

. you need to change the Requested Effective Dates

Method: Create a Note to Reviewer on a closed filing

1. Navigate to the filing where you want to create a Note to Reviewer.

2.  Click the SERFF tab.
3.  Click the Correspondence sub-tab.

Supporting Ducumenlaliunl State Speciﬁcl Public Access Correspondence |Log Entries

Filing Amendrment | [ Tioke to Reviewer

4.  Click Note to Reviewer.

The Note to Reviewer dialog displays.

Date Rec'd/Sent | Date Created | Correspondence Type Status | Public Access I

03/ 16§2009 Mote To Reviewer Draft

03/13j2009 Filing Amendrment Draft

03/13j2009 Filing Amendrment Draft
11/23/2007 Objection Response Submitted Mo
11/23/2007 Mote To Reviewer Submitted Mo
11/23/2007 Filing Amendrment Submitted Mo
11/23(2007 11/23(2007 Hate Ta Filer Ha
11/23(2007 11/23(2007 Ohbjection Letter Ha
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Note To Reviewer ﬂ
SERFF Filing ID: | SpIN-KF3WQQ70H/00
Subject:
-
[
Comments;
[
[

5.  Complete the Subject field.

6. Complete the Comments field with the information that you want to send to
the state.

7.  Click OK to save your changes.

The Note to Reviewer is added to the list of Correspondence with a Status
of Draft. It is also listed on the Filing Package tab.

To submit the Note to Reviewer, see Submitting Notes to Reviewers on page 321.

Receiving a Note to Filer

For a filing that has a SERFF status of Closed, you can still receive a Note to Filer
from the state.

An unread Note to Filer will be displayed in bold in the My SERFF Messages
tab, as highlighted below:

My Filings - All | Filing Groups My SERFF Messages |AII SERFF Messages |

Skate |LOB |C0mpany |Fi|ing Content|FiIing Descripkion |Fi|ing Stakus |Message Type |Message Drate 2 Time
0 GH RC R rates Pending Status Update  07/06,/2006 13:34:27
0 GH RC R rates Pending Status Update  07/06,/2006 13:34:12
R Pending Note To Filer 07/06/2006 13:33:34
o EL RC R rates Pending Status Update 07/06/2006 13:32:29
o EL RC R rates Pending Status Update 07/06/2006 13:32:05
Related Topics

. Note to Filer on page 315
. Managing Messages in the Message Center on page 315
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Filing Summary for SERFF Filings

The Filing Summary is an excellent way to generate a comprehensive snapshot for
SERFF filings. (For information on Filing Summary for paper filings, see Filing
Summary for Paper Filings on page 452.)

There are two parts of the Filing Summary that can be optionally displayed and
printed: Filing Details (both single company and CG versions), and Filing
Correspondence.

This section contains:

. Filing Detail (SERFF Filings) on page 345
. Filing Correspondence on page 348

. Generating a Filing Summary on page 348

Filing Detail (SERFF Filings)

The Filing Detail part of the Filing Summary displays detailed information about
the selected filing. The SERFF Filing Details tab displays most of this
information.

In the header:

. SERFF Tracking Number

. State

. Filing Company

. State Tracking Number

. Tracker Filing ID or Company Reference #

. TOI
. Sub-TOI
. Program Name (based on what was sent to SERFF or is in the Program

Name field at the time the Filing Summary is generated)

. Project Name/Number (based on what was sent to SERFF or is in the
Project Name/Number field at the time the Filing Summary is generated)

In the Filing Overview section:
. Company Name and Company Code

. Program Name (based on what was sent to SERFF or is in the Program
Name field at the time the Filing Summary is generated)

. SERFF Tracking ID

. State

. TOI - include numbering & TOI name
. SERFF Status

. State Tracking Number
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Sub-TOI

Tracker Filing ID or Company Reference #

State Status

Filing Type (based on what is selected when TOI/SubTOlI selection made)
Tracker Status

Reviewer(s)

Author (based on the Filing Manager)

Disposition Date

Date Submitted (date successfully submitted filing via SERFF)
Disposition Status

Requested Effective Date

Approved Effective Date

Requested Renewal Effective Date

Approved Renewal Effective Date

In the General Information section:

Project Name (based on what was sent to SERFF or is in the Project Name
field at the time the Filing Summary is generated)

Status of Filing in Domicile

Project Number (base on what was sent to SERFF or is in the Project
Number field at the time the Filing Summary is generated)

Domicile Status Comments

Reference Organization (based on what was sent to SERFF or is in the
Reference Organization field at the time the Filing Summary is generated)

Reference Number (based on what was sent to SERFF or is in the Reference
Number field at the time the Filing Summary is generated)

Reference Title — Publication
Advisory Org. Circular — Publication
SERFF Status Changed (date)

State Status Changed (date)

Deemer Date

Tracker Status Changed (date)
Related Filing ID (number and type)
NAIC Filing Description

In the Company and Contact section:

Filing Contact Information:
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Filing Manager Name

Filing Manager Title

Filing Manager Email Address
Filing Manager Address
Filing Manger Phone Number
Filing Manager Fax Number

. Filing Company Information:

Company Name

NAIC Company Code
State of Domicile
Company Address

NAIC Group Code
Company Type

Group Name

State ID Number
Company Phone Number
FEIN Number

In the Filing Fees section, these fields display if required:

. Fee Required

. Fee Amount

. Retaliatory

. Fee Explanation

. Per Company

. Check Number
. Check Amount
. Check Date

. Company

. Amount

. Date Processed
. Transaction #

In the State Specific section:

. State Specific information
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Filing Correspondence

The Filing Correspondence section of a Filing Summary contains two parts: the
Summary part, and the Filing Correspondence Details part.

The Summary part contains five sections:

1.

4.
5.

Filing Correspondence

* Filing Correspondence Description
e SERFF Filing ID

e Date

Supporting Documentation

* Requirement

e Status

* Rev

¢ Document Name(s)/Comments/Bypass Reason
e State Status

Public Access

*  Public Access

» Filing Package

¢ Request Conf

e Status

SERFF Form Schedule

SERFF Rate/Rule Schedule

The Filing Correspondence Details part contains the detail for each activity
listed in the above Summary. Each activity’s detail is followed by the attachment
from the activity’s Attach File field (if present), then the rest of the activity’s
attachments (documents).

Generating a Filing Summary

Any user can generate a Filing Summary by following these steps.

Method: Generate a Filing Summary

To generate a Filing Summary for one filing, navigate to the Filing level for
the desired filing.

OR

To generate a Filing Summary for multiple filings in a filing group, navigate
to the Filing Group level for the desired filing group and multi-select the
desired filings.

348

TRACKER P&C VERSION 6.6 USER GUIDE



FILING SUMMARY FOR SERFF FILINGS

2.  Click the Filing Summary button on the tool bar.

] 1| e ) <] | » |

The Filing Summary dialog displays.

SERFF filing I0: I 150A-GO00S30493

¥ sSelect Al

—Filing Detail

¥ Filing Detail

—Filing Correspondence

v Filing Correspondence
v summary

¥ Detai

[Generate summarg | | caneel |

3.  Select the desired options for the Filing Summary. At least one option must
be selected.

4.  Click Generate Summary.

The system generates and opens the PDF documents (1 for each filing
selected).
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Chapter 9

Understanding Filing Letters

This chapter deals with letters in Tracker and how to work with them.

A filing letter is composed of a number of elements. Most of them are generated
automatically by the Tracker system. You must enter additional information
during the filing preparation process.

Before creating a filing letter, you should have finished entering all the rate, rule,
and form information for the filing, and all filing comments (see The Comments
Tab on page 213 for details). If, after creating and previewing the letter, you
become aware of missing elements or discrepancies, you can go back to the filing,
make any necessary changes or additions, and generate the letter again.

This chapter describes:

. Available Letter Types on page 352

. Filing Letter Comments on page 354
. Creating Letters on page 356
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Available Letter Types

The following types of filing letter are described:
. Long Filing Letter on page 352

. Alternate Long Filing Letter on page 352

. Short Filing Letter on page 352

. Follow-Up Filing Letter on page 352

. Correspondence Letter on page 352

. Withdrawal Letter on page 352

. Objection Letter on page 353

Long Filing Letter

The long filing letter is lengthy and comprehensive. It is used for the initial filings.

Alternate Long Filing Letter

The alternate long filing letter is a slightly different version of the long version
described above.

Note: When you begin using Tracker, experiment with the letter generation function and

generate samples of each so that you become familiar with each of the various
letter formats, and can use the letter that suits your needs best for each filing
situation.

Short Filing Letter

The short filing letter is short and to the point. It is used for simpler filings, such as
informational filings.

Follow-Up Filing Letter

The follow-up letter is a form letter used to follow-up on outstanding filings.

Correspondence Letter

The correspondence letter is used for communicating with State Departments of
Insurance regarding filings that have already been submitted and are pending
approval.

Withdrawal Letter

The withdrawal letter is used for indicating to a State Department of Insurance
regarding that you want to withdraw a previously submitted filing.
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Objection Letter

The objection letter is used to reply to a State Department of Insurance following
the receipt of an objection about a submitted filing. For more information, see
Viewing Objection Letters on page 332.
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Filing Letter Comments

Depending on what has been specified in your filing, you may need to enter some
of the following comment information as part of the filing letter creation process.

General Forms Comment

Use this comment to make a statement about the forms and endorsements
included in the filing.

Rule Comments
Use this comment to make a statement about the rules included in the filing.
Rate Comments
Use this comment to make a statement about the rates included in the filing.
General Closing

You can include a general closing statement in your filing letter to
summarize comments made in the body of the letter or to add information
such as an appeal for fast approval. This statement precedes the final
statement in the letter. The final statement, which includes your phone
number, is generated automatically.

Certification of Compliance

Use this comment section to enter a Certification of Compliance statement if
required. Certification statements are state-specific. Your submission may or
may not require that one be included in a filing letter. Even if one is not
required, you may decide to include a certification statement as an assertion
that the letter is in compliance with state regulations and laws.

Attachment

Use this comment section to list any attachments that are being included
with this filing, such as special exhibits, actuarial displays, filing
memorandums, and so on

Filing Fee Comment

Use this comment section to note whether a filing fee accompanies the
filing, and if so, in what form and amount. Many states require that a fee
accompany each filing submission; this information can be found in the
Regulatory Specialist section of your Tracker system.

Special Language

Use this comment section to enter any state-specific or state-required
language. Examples are specific legal text, or text that needs to be translated
into a language other than English to meet state filing requirements.
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Comments |

-
Hate Exception: Forms Replacement: j
Please find attached Fate pages 4556 and 4556a Thiz form has been amended specifically for the east coast
amended. These reflect our new 2003 Universal Life market,
praduct - rates based on experience over past ten years.

General Closing:

Lertification of Compliance:
Thank you for your time and consideration. 'We are
confident that we will hear your pasitive reaction shartly

'wie hereby certify that to the best of our knowledge and

belief this filing is in compliance with the insurance laws
and regulations of your state.
Attachment:

Special Language:
we have attached detailed statements of our company's

experience in this and related praducts, along with our
analysizs of their experience.

Filing Fee Comment:

Pleaze find enclosed check #4502 in the amount of
$25.00 to cover the required filing fee.

Note: See The Comments Tab on page 213 for more information.
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Creating Letters

You should ensure that all rate, rule, and form information and all filing letter
comments (see The Comments Tab on page 213 for details) have been completed
in the filing record before generating the filing letter.

Note: Filing letters will usually be generated as part of the Generate Complete Filing
activity, so it is not required that the Generate Letter activity be performed before
the Generate Complete Filing activity.

Method: Create a letter

1.  Navigate to the filing where you want to create a letter.

2.  Click the Perform Activity toolbar button EI to open the Activity List
box.

3. Select the Generate Letter activity (or another of the letter-generating
activities; see Standard Tracker Activities on page 232 for details).

4.  Click Perform to open the related new Perform Activity dialog box.

5.  Enter information in the applicable fields:

Use the Description field to enter a brief description of the activity
(such as “draft long filing letter”).

The Date field will automatically be filled in with today’s date.
The Performed By field will automatically be filled in with your name.

Indicate the Priority of the activity by clicking in one of the Low,
Medium, or High selection buttons (the default priority is Medium).

Select the required Letter Type from the drop-down list to the right of
the field.

Click or un-click the View, Print, Draft, and Print One Copy
checkboxes as required.

If you check the View checkbox, the generated letter will be presented
in a native application (such as Microsoft Word) window for viewing
(you may then use Word’s print command to print the letter, if desired).

If the Print checkbox is checked, the letter will automatically be printed
following generation.

If you check the Draft checkbox, the letter will be generated, but will
not be saved for future viewing in the activity record.

If you check the Print One Copy box, only one copy of each document
in the letter will be printed.
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Use the View/Draft check combination to generate and preview draft
filing letters. If you want to generate and save a letter, and have it
generate and print as part of the final Complete Filing generation, make
sure that you un-check the Draft option.

Generated (non-draft) letters will be saved, and will be accessible later
from the activity detail record.

6.  Click Perform. The filing letter is generated. During the generation process,
a Document Generation window appears, tracking the generation in
progress.

Start Section generate: TrackerDMS: Tracker InfobModel DocumentshLETTERT.CMS
Section generate completed.
Conversion completed.

4] | ]
Exit |

7.  The document will then open in Microsoft Word (if specified). Here you can
view and print the filing letter, as required.

Warning: Editing a Filing Letter: Changes made to a generated letter in Microsoft Word
will not be saved, and will not appear in any final generation of the complete
filing.

If you want to make changes to a generated letter, do so while the word
processor window is open and then select Save As from the File menu to
save the changed letter document file to a location on your hard drive or
system.You can then replace the letter in the Edit Activity window. Click
Replace and choose the file.

8.  Ifitis open, close the Microsoft Word document window.

9. Click OK to finish.

The activity will be saved and listed on the filing’s Activity tab. The letter
will remain available via the corresponding activity detail record.
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Chapter 10

Working with Publications

In Tracker, the term publication refers to all bulletins, circulars and legislative
documents issued by state insurance departments, and related regulatory bodies
and advisory organizations such as the ISO (Insurance Services Office) or the
NCCI (National Council on Compensation Insurance)

This chapter introduces you to the Tracker publications tracking function, and
describes how to enter new publications into the system, and how to work with
them to create filings and monitor your filing processes.

This chapter describes:

. The Main Publications List Window on page 360

. Adding New Publications on page 362

. Adding (Removing) States for an Existing Publication on page 364
. The Publication Record on page 365

. Creating a New Filing from a Publication Record on page 369

. Linking Publications to Filings on page 371

. Adding a Copy of a Publication on page 373

. Publication Reports on page 374
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The Main Publications List Window

Note:

Note:

The Main Publications list window is your access point to all the publication
currently in your Tracker system. This screen is composed of two main elements:
a Publications tab listing all the publications in the system, and an upper field
. Business:
Publication Date: W

display.
: Cante
ME- Maine ¥ L
(]
Type: ILine Circular 'l =l

Description: INew Publ I3

=2 Publications

Q| #| 12854 B E|E| x| «[m]>| =
Publication f; [2003-BT-6552 Lines of

B - Boiler & Machinery States:

Status: | A driristrative T

Organization: |&merican Association of Insuraﬂ

Publications |

Ackivity Desc
Administrative Line Circular
Advisary Line Circular
2009-PR-20120 05/24/2009 Advisory Line Circular
2009-PA-557 05/24/2009 Advisory Line Circular

To access the Publications list window, on the menu bar, select View >
Publications.

When a publication listed on the Publications tab is selected or highlighted, basic
information relevant to that publication appears in the publication header. This
provides you with a quick method of browsing through and viewing information
pertaining to the publications in your system.

You can browse through the other Publication details records in the system by
going to any one record and going back and forward through the records using the
Back and Forward buttons.

From the main Publications list window, you can access detailed information
about any single publication in the system by double-clicking on that publication
on the Publications tab.

See also The Publication Details Tab on page 365.
This chapter also describes:

. Adding New Publications on page 362

The Suspended Button

At the Filing Group level and on the Publications list window, a Suspended
button appears on the right-hand side of the screen above the tabs. It is used to
show only those records having a future dated (or Suspended) activity associated
with them. This helpful feature allows you to view only those records which
require your immediate attention, rather than having to sift through hundreds or
thousands of records to find the ones you want.
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The Suspended button is activated if it is depressed (so that it appear to be pushed
in). It can be activated or inactivated by clicking on it with your mouse (one click,
another click off). When you log in to Tracker, or access the filing group or
Publications sections of the system, the Suspended button is always activated by
default. You will need to remember to check it, and unclick it (deactivate it) when
you are at these levels if you want to see any newly added or non-suspended
records in the system.

TRACKER P&C VERSION 6.6 USER GUIDE 361



WORKING WITH PUBLICATIONS

Adding New Publications

The following method describes how to add new publications.

Method: Add a new publication

1. At the Top, Filing Group, or Filing level, select Insert > Publications from

the menu bar, or click the Publication button on the Tracker toolbar. EI
The New Publication dialog displays.

x|
Publication #: |2UU4-D’-‘«-535 Contsnt Type
¥ Loss Cost/Rate
Publication Date: |11/04/2004 =] I Fue
Organization: Ilnsurance Services Office, I|j ™ Fom
Tvpe: ILine Circular j Status: I.&dvisor}l j

Line of Business: ID’-\ - Carmrercial duta j

Description: ID:ummerciaI Auto Loss Cost Increaze &pproved in Eastern States

MT- Montana a
MC- Maorth Caraling _I
MD- Motk Drakota

ME- Mebraska
MH- Mew Hamp
MJ- News Jerzey
M- Mew Mexico
MY'- Mevada

States:

shire

Cancel |

2.  On the New Publication dialog, enter the following information:
¢ The Publication Number
e The Publication Date (the date on which the publication was issued)
e The Organization that issued the publication

¢ The filing Content Type to which the publication applies (Loss Cost/
Rate, Rule, or Form)

e The Type of publication (Line Circular, Premium Comparison,
Statistical Plan)

e The Status of the publication (Administrative, Advisory, Approved,
Filed, To Be Effective)

¢ The Line of Business to which the publication applies
e A brief Description of the publication

e The State(s) for which the publication applies. Note that the States field
allows the selection of multiple states.

3.  When finished, click OK.
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The new publication record will be added to your Publication list window,
and a related Publication Details record will now be available.
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Adding (Removing) States for an Existing
Publication

The following method describes how to add or remove states for an existing
publication.

Method: Add or remove states for an existing publication

1.  On the Publication Details main screen, select Insert > Edit States.

The Add States dialog displays.

Add States E|

Available States: To Add:
A Alagka . Cé- Califarnia |
AL- Alabama — kS- Kanzas Ees
AR- Arkanzaz OR- Oregon »
A5 American S amoa ¥ | Wit w azhington Mew Filing |
A7 Arizona
C0- Colorado B3 |
CT- Connecticut
DC- District of Columbia | |

DE- Delaware
FL- Florida
G4- Georgia
G- Guam
HI- Hawaii

I lowa

1D- Idaho

Bl

L4

M- Indiana

s 1
LA Louiziana
M.f\ H_ass_ach_usetts ;I

2.  From the Available States list field, select the states which you want to add
to this publication record, using the left and right Move/Move All buttons.

OR

From the To Add list field, select the states which you want to remove from
this publication record, using the directional move buttons.

3.  Click OK to close the dialog box and save your changes.
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The Publication Record

There is a detailed Publication dialog for every publication record in your

Tracker system. Each of these dialogs have four tabs:

. Details, with a set of detailed information about the publication record. See

The Publication Details Tab on page 365.

. Links, with a list of other/previous publications in Tracker linked to this
publication. See The Publication Links Tab on page 366.

. Filing References, with a list of Filing References (linking this publication
to its resultant filings.) See The Publication Filing References Tab on page

367.

. Activities, with a list of activities performed in relation to this particular

publication record. See The Publication Activities

Tab on page 368.

iFi\e Edit Imsert Wiew Admin Window Help

al = @64 m BE| x| «[B5[+] 9]

- Cartent
Publication }ZVML—90332 DOrganization: | Mational Caunci an Compensa | States: 27 Arizana =] = Loss Cowtrin
i Ca- Califormiza o5 Lost/Rate
Fublication Date.IDEJDMZDDAt - Status: [ 4 drinistrative - T Coalorad % Rl
Line of R
Tupe: IPlermum Comparisc ™ Eusier:sg: IML - Multiple Lines - m‘i DT:‘:“J"LE*‘CD ~|| ¥ Form

Drescription: IF‘remium comparision for SW states

Details |Links | Filing Fleferencesl Activiliesl

. Filing Reference #2: IMLFBE)Z
Review: [15,/11/2004 vI
Filing Reference #3 I
Int. App.: |05/21/2004 vl
Filing Rieference #4; I
Ta File: [05731 72004 = FimgReferences: [ |

Beceived: Im Advisory Organization Dates
Eiate E;ective P I— ’7 Proposed: IUS#‘U4;‘2DD4 vl
Attachment: IE'\Dncuments and Settingshdslonoskyshd _I AEpICE IDS'QT'QDM :I'
Custarn: |
— Usger Dat r— Filing Reference Numbers

Diskib.: | 05/04/2004 vl Filing Reference #1 IMLDBSZ

The Publication Details Tab

The Publication Details tab contains fields where detailed information regarding

the publication can be stored.
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Note:

Details |
Beceived: IUE."'U4.-"2UU4 vl Advizory Organization Dates————————————
Fiate Effective %: I Proposed: ID5J"D-'-1.-’2EID-’1 vl
. - Ay d: IDE;"2?.-"2EID-‘1 'l
Attachment: IC:\Documents and SettingshTracker Insur _I RpLOveE
Custom: |
—User Dates — Filing Reference Mumber.

Digtrib.: |05£D4£2DD4 VI Filing Reference #1: IMLDSS2
L Filing Reference #2: |MLF832
Fieview: |05£11H2DU4 vl
Filing Reference #3: I
Int. App.: |05£21 J2004 vl
Filing Feference #4: I

To File: |05331 /2004 = Filing Reference #5: |

Entering and Editing Publication Detail Information

The following information can be added or changed at any time following the
creation of the publication record:

The Received Date indicating the date on which your company received the
publication.

The Rate Effective Percent as prescribed by the publication.

An Attachment pertinent to the publication (such as an electronic version
of the actual publication). You can type in the desired path (to a maximum of

255 characters), or browse (using the D button) to select the path of the

attachment. After specifying a path you can later double-click in the
attachment field to open the attached document.

The Advisory Organization’s Proposed Effective Date for the contents of
the publication.

The Advisory Organization’s Approved Effective Date for the contents of
the publication.

Four custom User Date fields, which can be customized to suit the needs of
your company. See Performing Custom Table Tasks on page 87 for details.

Five Advisory Organization Numbers.

Click the Save button when you have finished adding or editing the publication
detail information to ensure that your information is saved.

The Publication Links Tab

The Links tab lists publications which have been linked to the current publication.
Publications are generally linked if they are strongly related, have a bearing on
one another, or are parts of a series of publications (a new publication record
which replaces an old one would be linked to its predecessor).
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Adding a Publication Link

To create a link between one publication and another publication in the system,
use the following method.

Method: Add a publication link

1.  Open the detailed dialog for the Publication where you want to create a link
and click Insert > Add New Link.

The Linking Publication dialog displays.

Linking Publication - A2-ML-90332 |

Link to Publication #: I.-'-‘-Z-EF'EH -2004

‘T he publication A2-EPO1-2004 iz linked to AZ-bL-90332
k. I Cancel | et Search

2.  Inthe Link to Publication # field, enter the publication number of the
publication to which you want to link, or click Search to search for the
desired publication number in the system.

3.  Click Next to open a new Link Publication dialog box if you want to link
another publication to the current one,

OR
Click OK to finish.
All specified links will be created and the dialog closes.

The Publication Filing References Tab

The Filing References tab lists all of the filings which have been created from, or
in reference to, this publication. From here, you can access the filing details for
each filing listed.

Note: Any filings that are linked to a publication will automatically be listed on the
Filing References tab.

Details | Links ~Filing References | Activities |

LOE |State |Grp.# |C0mpany |C0ntent |EFFectiveDate |
EM M4 00006 ET F

A filing referenced by a publication can be displayed by locating the filing on the
Filing References tab, and double-clicking it. The filing’s dialog displays.
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The Publication Activities Tab

In the Tracker system, an activity is any action related to or performed upon a
filing group, filing, or publication record. This can be anything: from the creation
of a memo or a note to yourself; the recording of a phone call to or from a state
insurance department; or the generation of a filing. All can be recorded and kept
as a history within the activity function. The publication level activity functions
are composed primarily of passive, information tracking and communication
activities.

For complete instructions about performing, posting, and working with the
Tracker Activity function, please see Working with Activities on page 229.

The Publication level Activities tab lists all activities that have been performed
upon (or are pending performance upon) this publication record. From this tab
you can access the activity details for any of the activities listed.

Activities |

# | Description | Priorit: | Inik., | Perf, | Start Date | Susp, Date Due Date | Compl. Date | Status | #of O
1 Interview with DOL Mediurm KLR. ELR 12/16/2004 1211672004 Completed 1
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Creating a New Filing from a Publication Record

You can create a new filing or filings directly from within a Publication dialog.
When a filing is created this way, Tracker automatically adds that filing to the
publication’s Filing References tab, and adds the publication record to the new
filing’s Publication tab.

Method: Create a new filing from a publication

1.  From a Publication dialog, click the New Filing(s) button Wﬁl to open the
Select Filing Group dialog box.

Select Filing Group x|
Prograrm |Fi|ing Group |Descripti0n
ALUTOZ004 00001 2004 Auto Plans - &l
AUTOZ004 onooz Long Distance Truckers
dl | il
H i Cancel | MHew |

2. Select an existing filing group from the list, and click OK to open the New
Filing(s) dialog. Go to step 7.

OR

To create a new filing group, click New to open the New Filing Group
dialog.

3.  Select a Program Name from the drop down list.

4.  Check the Filing Group Code to see that it is what you want. If it is not,
click in the Override check box and enter the filing group code you want.

5.  Check that the filing group Name is what you want; change it if necessary.
6.  Enter a filing group Description, Manager, and Date.

7.  Click the New Filing(s) button to open the New Filing(s) dialog.
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8.

New Filing Group / Filing{s) x|
Brogram: {£UT02004 4| GFi“ng 00002
Group:
Mame: ILong Distance Truckers Oyeride; - Cancel |
Description: ILong Digtance Truckers - Rate Change 2004
tanager: IHeed, Kery j Date: |04/16/2004 ;I
Custarn: |
I Mew Filing(s]
Descrption: | Datg: [04/16/2004 =l
Filing Type: I j Mangggg IFleed, Kery j
Custorn: Tupe
’7 v Rate [ Rule ¥ Eorm
Available: Group Filings | EyLOB | Queued for filing:
[+ 22- Fairway Insurance - w | - Mew ok d
[ Alaska - BM - Boiler & Machinery
-- Califarnia ¥ | - B0 - Business Dwners
-- Delaware - CF - Commercial Fire
- Kentucky - CH - Crop Hail
: <
R ska _I - CM - Commercial Inland M arine
MNew Hampshire p | - CR - Commercial Crime
- Bailer & Machineny - DOF - Dwelling Fire
- Buzinesz Dwners - DL - Personal Liability
- Commercial Fire - Fl - Fidelity
- Crop Hail - FM - Farm
- Commercial Inland b arine - GL - General Liability
- Comnmercial Crime: hd - HO - Home Owners j

Enter the required information for the filing: Description, Date, Filing
Type, Filing Manager, and Content Type (check Rate, Rule, Form, or a
combination).

Note: The Content Type, Line of Business, and State(s) information will be pre-
selected according to the information in the originating publication record; you
may alter this if necessary.

9.

10.

From the Available list field on the left, choose the desired company/state/
line of business combination(s) for this filing using the left and right
movement buttons.

The selected combination(s) appears in the Queued for Filing field.
When you are satisfied with all the information displayed, click Create.

A status box will open to display the filing creation process as it progresses;
when the status box indicates that the process is done, click Close. The
newly created filing(s) appear in the Filing Reference tab of the publication
from which they were created, and the information for the publication
appears in the related filing(s)’ Publication tab.
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Linking Publications to Filings

The following method provides the instructions for linking a publication to an
existing or new filing. Completion of these steps permits the Reference
Organization and Reference # information to be passed to the applicable
Department of Insurance with the SERFF filing.

Method: Link a publication to an existing or new filing

1.  Navigate to the filing you want to link to a publication.
2. Click View > View Publications.

3. Ifyou do not see any publications listed on the Publications tab, click
Suspended.

4.  Double click on the applicable publication.
5.  To add a filing reference to an existing filing:
a. Click Insert > New Filing Reference.
The New Filing Reference dialog displays.

b. In the Filing Number text box, type in your complete filing number. If
you do not know the filing number, click Search and search for your
filing. When you double-click a filing in the Search Results, the Search
window closes and the filing number automatically populates the Filing
Number text box.

OR
To add a filing reference and create a new filing:
a. Click Insert > New Filing Reference.

The Select Filing Group dialog displays.

b. To use an existing filing group, select filing group from the list, click
OK, and follow the steps in Adding New Filings on page 126, beginning
at step 2.

OR

To create a new filing group, click New and follow the steps in Adding a
New Filing Group on page 120, beginning at step 2.
6.  Click Next to add additional filing references to this publication, or OK to
exit.

The publication’s Filing References are shown on the Filing References tab
of the publication’s window.

A filing with publications will have a Publications tab where the
publications are listed.
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Once the publication has been linked to your filing, you can update the Reference
# field located in the Referencing Filing section of the SERFF Filing Details
subtab on the SERFF tab. Use the default Reference Organization or overwrite
with your own value.
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Adding a Copy of a Publication

Often a publication will be sent that simply updates or revises an existing
publication. Tracker allows you to update and link series of publication records
quickly and easily using the Copy Publication function. The information from the
old publication record is copied to a new publication record under the new
publication number, and the records are linked for easy tracking and referral. Any
necessary changes can then be made to the new record and then saved in the
system.

Method: Add a new version (copy) of an old publication

1.  Onthe Publication list window, select the publication you want to copy and
click Insert > Copy Publication, or click the Copy Publication button on

the toolbar. |£|
The Publication dialog displays.

Publications x|

Publication #: I

Create Link? [

Q. I Canizel

2.  Enter the Publication Number of the new publication.

3. Check the Create Link? check box to create a link between the old
publication and the new one. The new publication will be linked to the old
one and will also carry any additional links or filing references that the old
publication did.

4. Click OK.
The new Publication Details screen opens.

5.  Make any changes to the information on the new Publication Details
record, as required, and click Save to save the new record.
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Publication Reports

There are two standard reports in Tracker which you can use to better keep track
of the publications in your system: the Publications Details Report under the
Status tab, and the Publications Summary Report under the Historical tab. For
more information on using the Tracker reports functions, please see Searching,
Reporting, and Filing Summary on page 423.
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Chapter 11

Working with Filing Profiles

This chapter describes how to work with filing profiles sent from Launcher into
Tracker.

This chapter contains information about:

. Understanding Filing Profiles on page 376

. Viewing the Lists of Filing Profiles on page 377

. Viewing and Editing Filing Profiles in Tracker on page 379

. Accepting, Suspending, or Rejecting Filing Profiles on page 396

Note: For information about how to create a project in Launcher, see the Launcher User
Guide and Launcher Online Help.
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Understanding Filing Profiles

Filing profiles involve Tracker and Launcher, a separate application. Launcher is a
collaborative product development application available separately from Oracle.

Filing profiles are used to pass filing information and attachments (forms, rates,
rules, and other supporting documentation) from Launcher into Tracker and then
initiate one or more filings in Tracker.

Using Launcher and filing profiles is faster and easier than using Tracker to
manually enter the required filing information and add the attachments. Instead,
filings are already automatically set up when the filing profile is accepted in
Tracker.

Filing profiles are listed in the My Profiles and All Profiles tabs: see Viewing the
Lists of Filing Profiles on page 377.

Overview of the Filing Profile Process

The following diagram gives an overview of filing profile process in Tracker and

Launcher:
[ ] [ )
5. Tracker user
creates final filings q
1. Launcher User creates 3. Tracker User
filing profile reviews ﬁIinlg
2. Launcher user submits filing T *
profile to Tracker (
Launcher > Tracker
1
I
| 4. If necessary, Tracker user sends |
'L filing profile back to Launcher for review :

1. A Launcher user creates a new filing profile in a Launcher project.
2. A Launcher user submits the filing profile to Tracker.

3. A Tracker user reviews the filing profile information, making any necessary
changes.

4.  If the Tracker user thinks the filing profile contains problems, the user can
reject the filing profile and send it back to Launcher for further review and
changes. The Launcher user then sends the filing profile back to Tracker.

Steps 2 through 4 repeat until all the filing profile issues have been resolved.

5.  Once the filing profile is ready, and after all the required filing profile
information has been completed, the filing profile can be accepted, and the
final filing information can be entered.
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Viewing the Lists of Filing Profiles

Note: You can view and work with filing profiles only if you have been given the
required permission by your Tracker Administrator.

The My Profiles and All Profiles tabs list all the active filing profiles that have
been sent from Launcher into the filing queue in Tracker.

Note that:

. the My Profiles tab displays only the filing profiles in the queue that you are
associated with

. the All Profiles tab displays all the filing profiles in the queue

You can view any filing profile using these two tabs.

Method: View the lists of filing profiles

1. Login to Tracker.
The My Profiles and All Profiles tabs appear at the top level.

My Filings - All | Filing Groups | My SERFF Messages | All SERFF Messagesd My Profiles | All Profiles ])

N——

2.  To view a list of all of the submitted filing profiles affiliated with your user
profile, click the My Profiles tab.

3.  To view a list of a// the submitted filing profiles in the system, click the All
Profiles tab.

Tip: You can use the drop-down menu to View All the profiles or view only the
Unassigned and Qutstanding profiles.

My Filings - All | Filing Groups | My SERFF Messages | All SERFF Messages | My Profiles Al Profiles |

Mew: 0 Suspended: 1] Outstanding: 1] Unassigned: 1 ( ‘View All j)
Date Received Type Filing Description Comments Status
0F/27/2007 10:36:25 | Diescriptian far Mew Prafile New Prafile testing Unaszigned

Note: If several minutes have passed after you have displayed the My Profiles or All

Profiles tab, click the refresh button = | to ensure that you are viewing the
current list of filings.

Note that on both the My Profiles and All Profiles screens:

. the number of New, Suspended, Outstanding, and Unassigned profiles are
displayed at the top of each screen

. filing profiles are listed in reverse chronological order, with the newest
filing profiles listed first

. new and unviewed filing profiles are displayed in bold
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. after you view a filing profile, it is no longer displayed in bold, except if
your security access level is only View Filing Profiles, in which case the
filing profile remains bold even after you view it

Related Topics

. Fields on My Profiles and All Profiles Tabs on page 378

. New Filing Profile Notification on page 378

. Viewing and Editing Filing Profiles in Tracker on page 379

. Understanding Filing Profiles on page 376

. Accepting, Suspending, or Rejecting Filing Profiles on page 396

Fields on My Profiles and All Profiles Tabs
The following fields appear on the My Profiles and All Profiles screens:

. Date Received — the date and time the profile arrived into Tracker from
Launcher

. the Type of filing profile — this can be I (Initial) or N (New); for details, see
Filing Profile Types on page 380

. the Filing Description from Launcher — to see the entire description
displayed as a tooltip, place your cursor over this field

. the most recent Comments entry from Launcher for the filing profile — to
see the entire comment displayed as a tooltip, place your cursor over this
field

. the Status of the filing profile: New, Suspended, OQutstanding or
Unassigned
New Filing Profile Notification

If Tracker receives a new profile from Launcher for any user, the filing profile
icon changes to:

8|

If you click this button, the icon reverts back to the “No new profile(s) in queue”
icon.

|

)

Method: View new filing profiles

Click the My Profiles tab. If you were already viewing this tab, click the refresh

button = | to ensure that all filing profiles are displayed.
Any recently arrived filing profiles that are affiliated with you will be displayed.
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Viewing and Editing Filing Profiles in Tracker

If you have been given the required permission by your Tracker Administrator,
you can accept, reject and suspend filing profiles. Otherwise, you can only view
filing profiles.

Please note:

. There are two types of filing profiles: New and [Initial. You can only edit
certain fields in each type. For more information, see Filing Profile Types on
page 380.

. Mandatory fields are indicated with an asterix (*). Ensure that you have
completed these fields on all tabs and any secondary dialog boxes, otherwise
you will not be able to save your work.

Viewing and editing filing profiles involves:

. Viewing Filing Profile Details on page 381

. Viewing Companies, LOBs, and States on a Filing Profile on page 382
. Working with Filing Profile Comments on page 384

. Working with Program/Filing Group Information on a Filing Profile on
page 388

. Working with Filings on a Filing Profile on page 390

Related Topics

. Viewing the Lists of Filing Profiles on page 377

. The Process Filing Profile Dialog on page 379

. Understanding Filing Profiles on page 376

. Accepting, Suspending, or Rejecting Filing Profiles on page 396

The Process Filing Profile Dialog

When you open a filing profile, the Process Filing Profile dialog displays. You
use this dialog to view or edit filing profile information.
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Process Filing Profile

Details l Program/Filing Group Setup ] Filing Setup ]

Filing Prafile

Type: | Initial

Level; | Filing Group

Initiatar: | Supervisor

Description:  |1est

s

Company LOE States
MC - Mew Company EM AL,CA,CT,DE,FL,GU,HI,ID,LA, MIMD, P&, T, WT, WL, Wy

[

Comments

Commenk User Group Date/Time
: - w 07/05/2007 03:45:33 P

The Process Filing Profile dialog contains the following tabs:

. Details
. Program/Filing Group Setup
. Filing Setup

Related Topics
. Viewing and Editing Filing Profiles in Tracker on page 379
. Understanding Filing Profiles on page 376

Filing Profile Types

There are two types of filing profiles: Initial and New. You can edit more
information in an Initial filing profile than a New one.

Initial Filing Profile Type (I)

An initial filing profile is the first filing profile that has been sent to Tracker from
a Launcher project. Tracker has not yet accepted this profile for the project.

The letter I in the Type column on the My Profiles and All Profiles tabs indicates
an Initial filing profile.

Date Received Type Filing Deszcription
06/27 42007 10:36: 25 | Dezcription for Mew Profile
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New Filing Profile Type (N)

A New filing profile is any subsequent filing profile that has been sent to Tracker
from a Launcher project. This project would already contain an initial filing

profile.
The letter N in the Type column on the My Profiles and All Profiles indicates an
New filing profile.

Date Recerved Type Filing D' escription

064272007 10:36:25 M Descrption for Mew Prafile

Viewing Filing Profile Details

You can view (and in some cases, edit) filing profiles received from Launcher if
you have been given the required permission by your Tracker Administrator.

While working with a filing profile, you can Accept, Suspend, or Reject it. For
details, see Accepting, Suspending, or Rejecting Filing Profiles on page 396.

Method: View the details of a filing profile

1. Ifyou do not already have a filing profile open, go to the top level of
Tracker, click the My Profiles or All Profiles tab, then double-click a filing
profile to open it.

The Process Filing Profile dialog displays.

Process Filing Profile

Dietails ] PragramFiling Group Setup ] Filing Setup ]

Filing Profile

Type: | Initial

Level: | Filing Group

Initigkor: | Superyisor

Description:  |Test

LS

Company LB Stakes
M - News Comparry BM AL,A, T, DE, FL, GU, HI, 1D, LA, MIMD, P&, LT, YT, W1, WY

[Cvvas |

Comments

Comment User Group Dake/Time
- . W 07/05/2007 03:45:39 PM

TRACKER P&C VERSION 6.6 USER GUIDE 381



WORKING WITH FILING PROFILES

2. On the Details tab, in the Filing Profile section, the following fields are
displayed:

e Type: indicates whether this is an Initial or New filing profile: see
Filing Profile Types on page 380 for details

¢ Level: the level of the filing profile: this will be Filing Group
e Initiator: the user in Launcher who initiated this filing profile

e Description: a description of the filing profile

Viewing Companies, LOBs, and States on a Filing
Profile
The CLS table on the Details tab of a filing profile lists combinations of

Company, LOBs and States that apply to that filing profile. (CLS is a short form
for Company, Line of Business, and States.)

Method: View a CLS combination on a filing profile

1.  Ifyou do not already have a filing profile open, go to the top level of
Tracker, click the My Profiles or All Profiles tab, then double-click a filing
profile to open it.

The Process Filing Profile dialog displays.

Process Filing Profile

Dietails ] Program)Filing Group Setup ] Filing Setup ]

Filing Prafile
Type: | Initial
Level: | Filing Group
Initiskar: | Supervisor

Description:  |Test

LS

Company LB Skakes
MC - Hew Compary Br AL, CA,CT,DE,FL, GU,HI, IO, LA, ML ND, P&, LT, YT, MWL WY

[Crevas |

Comments

Comrment User Group Date/Time
- 3 anar/“—‘—mmw___ 07[05/2007 03:45:39 PM
— -H________/

2.  On the Details tab, in the CLS section, double-click a CLS combination in
the table, or highlight a CLS then click View CLS.
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LS

Company
MIC - New Cormpany

LOE States
EBM AL, A, CT,DE,FL, GU,HL ID LA, ML MO, P, LT, WT,WT, WY

The View CLS dialog box opens. This dialog box contains two tabs:

Attachments and Dates.

CLS — Attachments Tab
The Attachments tab on the View CLS dialog box in a filing profile displays the

Company, LOB, and States.

View CLS

Attachments ] Dates ]

X

Company:  [HP - HighPremiurm Compatp

States: GU.UT

Filing Group Level Attachments:

<CLICK. TO SELECT: Rate

Filing Level Attachments:

"Mumber Type Content Form # Title States

Attachment For Pro..  GUUT

"Murmber Type Content Form # Title States

The Attachments tab also displays the following information for both Filing
Group Level Attachments and Filing Level Attachments:

. Number Type — you must select Form # or Advisory Form #

J Content

J Form/Rate/Rule Number

. Title
. States

CLS — Dates Tab

The Dates tab on the View CLS dialog box in a filing profile displays the

Company, LOB, and States.
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Yiew CLS

Attachments Dates l

Company:  [Hp - HighPremium Compary

LOB: [pa

States: GUUT

Requested Effective Date:

Reguested Renewal Effective D ate:

L ate States Drate States
Mone Hone

Custamn: Customn2:
Date States Date States
Mone Mone

Custom: Cuztomd:
Date States Date States
Mane Mone

The Dates tab also displays Dates and States for the following dates:
. Requested Effective Date
. Requested Renewal Effective Date

. Custom Dates

Working with Filing Profile Comments

You can work with filing profile comments if you have been given the required
permission by your Tracker Administrator.

A filing profile comment can include the reasons why a filing profile was rejected
in Tracker.

Working with filing profile comments involves:
. Viewing Filing Profile Comments on page 384
. Adding Filing Profile Comments on page 386

Viewing Filing Profile Comments

The Comments table on the Details tab of a filing profile displays a list of
comments with the following information:

. the text of the Comment

. the User who created the comment
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. the Launcher Group the user belongs to (if the comment was entered in
Launcher)

. the Date/Time the comment was created

Method: View a filing profile comment

1. Ifyou do not already have a filing profile open, go to the top level of
Tracker, click the My Profiles or All Profiles tab, then double-click a filing
profile to open it.

The Process Filing Profile dialog displays.

Process Filing Profile

Dietails ] PragramFiling Group Setup ] Filing Setup ]

Filing Profile
Type: | Initial
Level: | Filing Group
Initigkor: | Superyisor

Description:  |Test

LS

Company LB Stakes
M - News Comparry BM AL,A, T, DE, FL, GU, HI, 1D, LA, MIMD, P&, LT, YT, W1, WY

[Cvvas |

Comments

Comment User Group Dake/Time
. w 07/05/2007 03:45:39 PM

2. Click the Details tab.

3. Inthe Comments section, double-click a comment. Alternatively, highlight
a comment, then click View Comment.

The comment is displayed. (You cannot edit this comment.)
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X

Yiew Comment

Camment:

Mew Profile testing

4.  When you are done viewing this comment, click OK.

Adding Filing Profile Comments

You can a comment to a filing profile if you have been given the required
permission by your Tracker Administrator.

Method: Add a comment

1. Ifyou do not already have a filing profile open, go to the top level of
Tracker, click the My Profiles or All Profiles tab, then double-click a filing
profile to open it.

The Process Filing Profile dialog displays.
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Process Filing Profile

Dietails ] PragramFiling Group Setup ] Filing Setup ]

A
Filing Profile =
Type: | Initial
Level: | Filing Group
Initigkor: | Superyisor

Description:  |Test

LS
Company LB Stakes
M - News Comparry BM AL,A, T, DE, FL, GU, HI, 1D, LA, MIMD, P&, LT, YT, W1, WY

[Cvvas |

Comments __

Comment User Group Dake/Time
- - Helen Azar = 07/05/2007 03:45:39 PM

2. Click the Details tab.
3. Click Add Comment.

4. Inthe Add Comment dialog box, enter a comment. There is a 4,000
character maximum.

Add Comment E|

Comment:

Comment....|

oK | Cancel |

Important: Enter your comments carefully. You cannot change or delete your comments after
you have entered them.

5.  Click OK to save the comment, or click Cancel to discard your comments.
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Working with Program/Filing Group Information on a

Filing Profile

You can work with Program/Filing Group information if you have been given the
required permission by your Tracker Administrator.

Method: Open the Program/Filing Group Setup dialog box

1. Ifyou do not already have a filing profile open, go to the top level of
Tracker, click the My Profiles or All Profiles tab, then double-click a filing

profile to open it.

The Process Filing Profile dialog displays.

Process Filing Profile

Details ] Program|Filing Group Setup ] Filing Setup ]

Filing Profile
Type: | Initial
Level: | Filing Group
Initiakor: | Superyisor

Description:  [Test

LS

Company
INC - New Company

[ |

COmments

LOE States
Br1 AL,CA,CT,DE, FL, GU,HI, 1D, LA, MLMD, PA, LT, YT, WI, Wy

Comment

W" 07[05/2007 03:45:39 PM

Lser Group DatefTime

2.  Click the Program/Filing Group Setup tab.

The Program/Filing Group Setup dialog displays.
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Details Program/Filing Group Setup ] Filing Setup

Prograni
* Program Type: " Mew Program

* Program: | ﬂ

* Code: |

* Description: |

Filing Group
* Filing Group Type: % Mew Filing Group

* Filing Group: |

* Description: |

* Mame: |
* Manager: |Supervisor, Swskem j * Date;  |06/29/2007 -
Custan:

* Filing Group #:; | Mext Available Override: |

MAIC Filing Description:

Filing
Filing Type: | | Start Date: |12§28(2007 -
Filing Description: | Filing Managet: j
Custarm: ‘
Company Reference #:
Accept | Reject | Suspend |

For field descriptions, see Program/Filing Group Setup Fields.

Program/Filing Group Setup Fields

The Program/Filing Group Setup contains the following sections:
. Program Section on page 389

. Filing Group Section on page 390

. Filing Section on page 390

Program Section

This Program section contains program information that applies to all the filings
in this filing profile.

This Program section contains the following fields:

. the Program Type indicates whether this is an Existing Program or a New
Program
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Note:

. the name, Code and Description of the Program

Filing Group Section

The Filing Group section contains information that applies to the filing group in
this filing profile.

The Filing Group section contains these fields:

. the Filing Group Type indicates whether this is an Existing or New filing
group
. the Filing Group field contains the ID and Description of the filing group

. the filing group Description, Name, Manager, and Date received from
Filing profile
. the Custom field that has been previously configured

. the Filing Group # — if the Override box is not selected, Tracker
automatically assigns a Filing Group #; alternatively, you can select the
Override box and enter a Filing Group # manually

. the NAIC Filing Description — the description entered here will be applied
to all the filings in this filing group

Filing Section

The Filing section contains information that applies to all filings in this filing

group.

The Filing section contains these fields:

. the Filing Type, Filing Description, Start Date, and Filing Manager

. the Custom field that has been previously configured

. the Company Reference #

If you had previously entered values in the Edit Filing screen, and then try to
change the values in the Filing section, or the NAIC Filing Description in the
filing group section, you will be asked which values you want to keep. For details,
see Overriding Filing and Filing Group Values in a Filing Profile on page 394.

Working with Filings on a Filing Profile

You can work with filings on a filing profile if you have been given the required
permission by your Tracker Administrator.

Working with filings in a filing profile involves:

. Viewing Filings on a Filing Profile on page 391

. Editing Filings on a Filing Profile on page 393

. Overriding Filing and Filing Group Values in a Filing Profile on page 394
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Viewing Filings on a Filing Profile

You can view detailed information about the filings on a filing profile.

Method: View a filing in a filing profile

1. Ifyou do not already have a filing profile open, go to the top level of
Tracker, click the My Profiles or All Profiles tab, then double-click a filing
profile to open it.

The Process Filing Profile dialog displays.

Process Filing Profile

Details ] Program|Filing Group Setup ] Filing Setup ]

”~
Filing Profile

Type: | Initial

Level: | Filing Group

Initiakor: | Superyisor

Description:  [Test

LS

Company LOB Stakes
MC - Mew Company Br1 AL,CA,CT,DE, FL, GU,HI, 1D, LA, MLMD, PA, LT, YT, WI, Wy

[ |

COmments

Comment User Group DatefTime
_ \—yﬁrm_\ﬂ?mﬂ?ﬂﬂ? 034539 PM

2. Click the Filing Setup tab.
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Dietails I Program/Filing Group Setup  Filing Setup l

Filing Details

s ost

Campany: | HP - HighPremium Company LOB: | P&

States: | gu, Ut

State | Filing Type | Filing Description Start Date
016,29/ 200
ur 06129/200

Edit Filing

Accept |

Filing Manager | Custam Company... | MAIC Filing D...

Reject | Suspend |

3.  The Filing Setup dialog box contains the following fields:

« CLS

e Company
 LOB

e States

A table displays the following information:

e State

* Filing Type

* Filing Description

e Start Date

e Filing Manager

e Custom

*  Company Reference #

e NAIC Filing Description

Related Topics

. Editing Filings on a Filing Profile on page 393
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. Overriding Filing and Filing Group Values in a Filing Profile on page 394

Editing Filings on a Filing Profile
You can edit detailed information about the filings on a filing profile if you have

been given the required permission by your Tracker Administrator.

1. Ifyou do not already have a filing profile open, go to the top level of
Tracker, click the My Profiles or All Profiles tab, then double-click a filing
profile to open it.

The Process Filing Profile dialog displays.

Process Filing Profile

Details ] Program|Filing Group Setup ] Filing Setup ]

Filing Profile
Type: | Initial
Level: | Filing Group

Initiakor: | Superyisor

Description:  [Test

LS

Company LOB Stakes
MC - Mew Company Br1 AL,CA,CT,DE, FL, GU,HI, 1D, LA, MLMD, PA, LT, YT, WI, Wy

[ |

COmments

Comment User Group DatefTime
. w 07/05/2007 03:45:39 PM

2.  Click the Filing Setup tab.

3.  Double-click a filing to open it. Alternatively, select a filing, then click Edit
Filing.
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X

Edit Filing
Filing
State: [aU
* Filing Type: lﬁ‘
* Filing Description: |
* Start Date: ,W‘

# Filing Manager: | j

Custorn:

Company Reference #:

MAIC Filing Description:

| Cancel |

4. In the Edit Filing screen, you can view or make any necessary changes to
the following fields:

State — you cannot change this field
Filing Type

Filing Description

Start Date

Filing Manager

Custom

Company Reference #

NAIC Filing Description

5.  To save your changes, click OK.

6.  After completing all the required fields (marked with asterisks), you can
click Accept to accept this filing profile into Tracker. For more information,
see Accepting Filing Profiles on page 396.

7. A confirmation message appears indicating that the filing profile was
successfully created or modified. You are asked where you want go next.
Make a selection then click OK.

You are taken to the location you selected.

Overriding Filing and Filing Group Values in a Filing Profile

You can edit the values for a specific filing using the Edit Filing screen. However
if you do this, and then later return to the Program/Filing Group Setup tab, the
following message will appear if you try to change a value in the Filing section:

Are you sure you want to overwrite previous selections made on the Filing
Setup tab with your current selection?
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You have the following choices:

. click Yes to overwrite the filing value (entered on the Edit Filing screen)
with the filing group value you just selected

OR

. click No to keep the filing value (entered on the Edit Filing screen) and
discard the filing group value you just selected
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Accepting, Suspending, or Rejecting Filing
Profiles

While working with a filing profile, you can Accept, Suspend, or Reject it.
This section describes:

. Accepting Filing Profiles on page 396

. Suspending Filing Profiles in Tracker on page 397

. Rejecting Filing Profiles in Tracker on page 398

Accepting Filing Profiles

You can only accept a filing profile in Tracker

. after entering all the required information as described in Viewing and
Editing Filing Profiles in Tracker on page 379
AND

. if you have been given the required permission by your Tracker
Administrator

If you accept a filing profile, then the filing is created in Tracker, based on the
data in the filing profile. You can continue to work with the filing as you work
towards submitting it to the appropriate state DOIs.

Method: Accept a filing profile in Tracker

1. Ifyou do not already have a filing profile open, go to the top level of
Tracker, click the My Profiles or All Profiles tab, then double-click a filing
profile to open it.

The Process Filing Profile dialog displays.
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Process Filing Profile

Dietails ] PragramFiling Group Setup ] Filing Setup ]

Filing Profile

Type: | Initial

Level: | Filing Group

Initigkor: | Superyisor

Description:  |Test

LS

Company LB Stakes
M - News Comparry BM AL,A, T, DE, FL, GU, HI, 1D, LA, MIMD, P&, LT, YT, W1, WY

[Cvvas |

Comments

Comment User Group Dake/Time
- . W_ 07/05/2007 03:45:39 PM

2.  Ensure you have completed all the required information as described in
Viewing and Editing Filing Profiles in Tracker on page 379.

3. On the Profile Processing Screen, click Accept.

Tracker creates the filings based on the filing profile.

Suspending Filing Profiles in Tracker

At any time while you are working on a filing profile, you can click Suspend to
cancel all your changes, if you have been given the required permission by your
Tracker Administrator.

Method: Suspend a filing profile in Tracker

Warning: When you suspend a filing, all your changes are discarded. However, the filing
profile will remain on My Profile or All Profile tabs.

1. Ifyou do not already have a filing profile open, go to the top level of
Tracker, click the My Profiles or All Profiles tab, then double-click a filing
profile to open it.

The Process Filing Profile dialog displays.
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Process Filing Profile

Dietails ] PragramFiling Group Setup ] Filing Setup ]

Filing Profile

Type: | Initial

Level: | Filing Group

Initigkor: | Superyisor

Description:  |Test

LS

Company LB Stakes
M - News Comparry BM AL,A, T, DE, FL, GU, HI, 1D, LA, MIMD, P&, LT, YT, W1, WY

Comments

Comment User Group Dake/Time
- . W_ 07/05/2007 03:45:39 PM

2. On the Profile Processing Screen, click Suspend.
You are asked where you want go next.
3. Make a selection then click OK.

You are taken to the location you selected.

Rejecting Filing Profiles in Tracker

While working on a filing profile, you can reject it if you have been given the
required permission by your Tracker Administrator.

Rejecting a filing profile sends it back to Launcher to be reviewed and modified.
You must therefore enter the reason why you are rejecting the profile. The person
updating this filing profile in Launcher will review your reason for rejection of the
filing profile and can modify the filing profile accordingly so that it can be
accepted.

Method: Reject the filing profile in Tracker

1. Ifyou do not already have a filing profile open, go to the top level of
Tracker, click the My Profiles or All Profiles tab, then double-click a filing
profile to open it.

The Process Filing Profile dialog displays.
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Process Filing Profile

Dietails ] PragramFiling Group Setup ] Filing Setup ]

Filing Profile

Type: | Initial

Level: | Filing Group

Initigkor: | Superyisor

Description:  |Test

LS

Company LB Stakes
M - News Comparry BM AL,A, T, DE, FL, GU, HI, 1D, LA, MIMD, P&, LT, YT, W1, WY

[Cvvas |

Comments

Comment User Group Dake/Time
i —— Wﬂ?;osxzoo? 03:45:39 PM

2. On the Profile Processing Screen, add a comment explaining the reason
you are rejecting this filing profile. (For details, see Adding Filing Profile
Comments on page 386.)

3.  Click Reject.

The profile is immediately rejected. (No confirmation message appears.)
The profile is returned to Launcher and a notification is created in Launcher
indicating that this filing profile has been rejected. You are asked where you
want go next.

4.  Make a selection then click OK.

You are taken to the location you selected.
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Chapter 12

Working with the Regulatory
Specialist

This chapter introduces and explains the Regulatory Specialist component of
Tracker. The Regulatory Specialist contains all the state and line of business
specific regulatory information used by Tracker to ensure that your filings meet
every requirement.

This chapter describes:

. The Regulatory Specialist on page 402

. Regulatory Specialist Tabs on page 405

. Regulatory Specialist Reports on page 416
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The Regulatory Specialist

The Regulatory Specialist database contains important information regarding state
statutes and regulations as defined by the individual state Departments of
Insurance.

Note: Canadian provincial filing requirements, if any, are not supported in the
Regulatory Specialist.

The Regulatory Specialist window contains the following tabs:
. File Statute on page 405

. General on page 407

. Filing Forms on page 409

. Dept. Addresses on page 411

. Contacts on page 411

. RS Custom Fields on page 413

. SERFF on page 414

Related topics:
. Using the Regulatory Specialist on page 402

. Updating and Changing Information in the Regulatory Specialist on page
404

Using the Regulatory Specialist

The Regulatory Specialist can be accessed from any point in the system at any
time.

Method: Use the Regulatory Specialist

1.  Select View > Regulatory Specialist.
The Regulatory Specialist dialog displays.
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i} Regulatory Spedialist - General Requirements > State: ME LOB: BM I [ 5]

a 8l
Setting
’7 State: lm Line of Business.  [BM - Boiler & Machinery =

File Statute |Genelal| Filing Forms | Dept. Addresses | Contacts | RS Custom Fieldsl SEHFFl

r~Filing Statuf Filing Exemption:
Bate: |ME Riate Filing Requirements Riate: |ME Filing Exemptions
Rule: |ME Riule Filing Requirements Rule: |ME Filing Exemptions
Form: |ME Prior &pproval Farmn: |ME Filing Exemptions

r— Filing Mechanic:

Combination Filng: |Eloss Fieference Company GFirhonugp' |Pe|rmlted
WU;:E'; 5\::5?;32:?; IDoes hot apply to this line of business Filing Fee: |Mﬂi"'E Filing Fee Rules
Miciofiche Requirements: |None Form Restictions: INo Special Farm Language Restictions

- Effective Date Rul

Lead Time: [ME Lead Tims Dizemer Erovisions: [ME D eemer Fravisions
Delay Time: [Nt Appicable Effeciive Date Rulss: [Effestive Dats Fuls - No spacilc s rsquied
Adoption Time: [N Frestrictionss on Delay of Adoption Hearing Procedures: |Standard Hearing Pracedures Angly

If you access the Regulatory Specialist while working within a filing, the
tabs will automatically be populated with information pertaining to the filing
you are working in. If you were not working within a filing, or you want to
view other information, adjust the values in the Settings section for Line of
Business, Type of Filing, and Filing Content as applicable:

e State — the State to which this information applies. There is one record
for each of the 50 states, as well as Puerto Rico, the US Virgin Islands,
Guam, American Samoa, and the District of Columbia.

e LOB — The Line of Business to which this information applies.

* Filing Content (Filing Forms and Dept. Addresses tabs) — the content
of the filing, such as Rate or Form, or any combination of these.

2. Wait for a few seconds while Tracker locates and displays the information.

3.  View the required information. If you double click on some fields, a dialog
box containing more information on that field will display.

4.  To search for information within Regulatory Specialist, complete the steps
described in Performing Tracker Searches on page 424.

5.  To examine a filing form in more detail:
a. On the Filing Forms tab, double-click a filing form in the list.
A Model Document Memo window opens describing the filing form.
b. To view an example of the form, click Preview.

The form is generated, and Microsoft Word opens displaying the
example form. You can print the form if you want. When finished, close
Word and the Model Document Memo window.

6.  When finished, close the Regulatory Specialist Window.
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Updating and Changing Information in the Regulatory
Specialist

One of the major benefits of using Tracker is that Oracle maintains and updates
the information in Regulatory Specialist. All of the information contained within
the File Statute, General and Filing Forms tabs is maintained and updated by us
as changes occur. (See User Profiles on page 75 for an explanation of the update
process, including how frequently updates are provided.) The information in
Regulatory Specialist (with the exception of the Contacts information) cannot be
changed within Tracker. If you find an error in the regulatory information, or feel
that any of it needs to be changed or augmented, please contact Customer Support
so that your suggestion can be explored and included in the next subscription
update if required.
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Regulatory Specialist Tabs

Information in Regulatory Specialist is organized into seven tabs:
. File Statute on page 405

. General on page 407

. Filing Forms on page 409

. Dept. Addresses on page 411

. Contacts on page 411

. RS Custom Fields on page 413

. SERFF on page 414

File Statute

The File Statute tab contains information regarding state filing statutes and
related basic regulatory information such as filing mechanics and effective date
rules.

The sections of this tab are:

. Settings on page 405

. Filing Statute on page 405

. Filing Exemptions on page 406

. Filing Mechanics on page 406

. Effective Date Rules on page 407

Settings

This section contains fields you use to filter the output from Regulatory Specialist.

State

This field identifies the state to which this information applies. There is one
record for each of the 50 states, as well as Puerto Rico, the US Virgin Islands,
Guam, American Samoa, and the District of Columbia.

LOB

This field identifies the Line of Business to which this information applies.

Filing Statute

This section contains fields with information relevant to filings for the chosen
state and LOB.

Rate
This field identifies the Rate filing statute for this state and LOB.
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Rule
This field identifies the Rule filing statute for this state and LOB.

Form

This field identifies the Form filing statute for this state and LOB.

Filing Exemptions

This section contains fields with information relevant to filing exemptions in the
chosen state, and for the chosen LOB.

Rate

This field identifies the rate filing exemptions for this state and LOB, if any.

Rule
This field identifies the rule filing exemptions for this state and LOB, if any.

Form

This field identifies the form filing exemptions for this state and LOB, if any.

Filing Mechanics

This section contains fields with information relevant to special requirements for
filings in the chosen state, and for the chosen LOB. The special requirements deal
with such things as required formats for filings, and filing fees.

Combination Filing

This field identifies whether this state allows combination filings, that is, whether
rates, rules, and forms can be submitted in a single filing. Possible values are: Yes,
No, and Cross Reference Required.

Workers Compensation Filing Requirements

This field identifies Workers Compensation filing requirements for this state and
LOB which depart from standard Property and Casualty filing requirements, if
any.

Microfiche Requirements

This field identifies whether this state requires that filings be submitted on
microfiche or in an alternate media format.

Company Group Filing

This field identifies whether this state allows company group filings, that is, the
same filing for multiple companies submitted under a single filing letter.
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Form Restrictions

This field identifies whether there are form restrictions associated with making
filings for this state, that is, whether there are restrictions on use of specific policy
language, such as Named Driver Exclusions, and so on.

Filing Fee

This field identifies filing fees and/or retaliatory fees required by this state, if any.

Effective Date Rules

This section contains fields with information relevant to dates involved in the
filing.

Lead Time

This field identifies the number of days required for submission of a filing in
advance of its proposed effective date.

Delay Time

(For use only in association with states employing a use & file statute) This field
identifies the number of days after use within which a filing must be submitted.
Adoption Time

This field identifies the number of days that the automatic adoption of an advisory
organization filing can be delayed without making a deviation or exception filing.
Effective Date Rules

This field identifies whether this state requires effective dates to be stated in a
particular fashion.

Deemer Provisions

This field identifies state deemer provisions.

Hearing Procedures

This field identifies whether a company can be forced to retroactively withdraw a
filing that has been disapproved as a result of a formal hearing, or whether a future
date must be specified for the company to cease use of the disputed filing’s rate(s),
rule(s), or form(s).

General

Regulatory Specialist contains a variety of general information. The General tab
contains fields with information about assembly requirements, readability
requirements, and policy language restrictions that are relevant to the chosen state
and LOB.

The sections in this tab are:
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. Settings on page 408
. Assembly on page 408
. Special Requirements on page 409

Settings

This section contains fields you use to filter the output from the Regulatory
Specialist.

State

This field identifies the State to which this information applies. There is one
record for each of the 50 states, as well as Puerto Rico, the US Virgin Islands,
Guam, American Samoa, and the District of Columbia.

LOB

This field identifies the Line of Business to which this information applies.

Assembly

This section contains fields relevant to how filings must be assembled before
being submitted.

Certification of Compliance

This field identifies whether this state requires a formal certification statement in
the filing.

Final Printing Requirements

This field identifies whether there are state requirements for submission of the
final printed forms.

Index of Attachments

This field identifies whether a formal index of attachments is required.

Notice of Domiciliary State Approval

This field identifies whether this state requires filings to certify that the same
filing has been approved in the company's state of domicile.

Number of Filing Cover Letters

This field identifies the number of copies of a filing cover letter that must be
submitted.

Number of Attachments

This field identifies the number of full sets of filing attachments (exception pages,
forms, actuarial exhibits, and so on.) that must be submitted.
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Order of Assembly

This field identifies whether this state specifies a particular order of assembly for
each filing.

Special Requirements

This section contains fields which detail any special requirements needed for the
filing.

Claims Made

This field identifies whether this state restricts the use of claims made policy
provisions.

Declarations

This field identifies special requirements for declarations pages to be filed
(including computer issued “free form” declarations), if required.

Flesch Scoring

This field identifies readability requirements, including lines affected, required
Flesch test scores and other readability criteria.

Number of SASE

This field identifies the number of Self-Addressed Stamped Envelopes required
with the filing, if any.

Pay Plans

This field identifies special requirements for the filing of payment plans used in
that state, if any.

(a) Rates

This field identifies special requirements (for example, special (a) rates) for
handling rate submissions.

Policy Jackets

This field identifies special requirements for policy jackets, if required.

Premium Change Limits

This field identifies whether this state places restrictions on the amount of
premium increase or decrease that can be taken within a stated time period.

Filing Forms

Regulatory Specialist contains information about every state filing form
(including filing forms, checklists, NAIC transmittal documents, and so on)
currently required by state Departments of Insurance. The Filing Forms tables
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contain records for each state, line of business, and type of filing. Forms can be
previewed from the Filing Forms tab.

The sections in this tab are:
. Settings on page 410
. Table of Filing Forms on page 410

Settings

This section contains fields you use to filter the output from the Regulatory
Specialist.

State

This field identifies the State this information applies to. There is one record for
each of the 50 states, as well as Puerto Rico, the US Virgin Islands, Guam,
American Samoa, and the District of Columbia.

LOB

This field identifies the Line of Business this information applies to.

Type of Filing

The Type of Filing to which this information applies, such as Advisory, Deviation,
Independent, Informational, Loss Cost, or any combination of these.

Filing Content

This field identifies the content of the filing, such as Rate or Form, or any
combination of these.
Table of Filing Forms

This section contains a table of filing forms relevant to the state, LOB, Type of
Filing, and Filing Content selected in the Settings section of the Filing Forms tab.
The table columns are Filing Form, Description, and Form Obsolete Date.
Filing Form

This column displays a code that uniquely identifies every form within Tracker.

Note: Because state Departments of Insurance do not always assign formal numbers to

forms, each filing form in Tracker is assigned a unique eight digit code beginning
with INS.

Description

This column displays the title of the form, as assigned by the state DOI.

Form Obsolete Date

This column displays the date on which this form became obsolete, if any.
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Tip:

Note:

Dept. Addresses

This tab of Regulatory Specialist contains information about state Departments of
Insurance, including names, addresses, phone numbers, and e-mail and Web site
addresses, as well as the titles of current insurance commissioners, reviewers, and
SO on.

The addresses you send your filings to may depend on the type of filing being
submitted. Tracker’s Regulatory Specialist can accommodate multiple
Department of Insurance addresses. Regulatory Specialist will choose the
appropriate address based on the type of filing that has been created. The chosen
address will automatically be added to the letter that is generated during the
Generate Complete Filing activity.

ﬂFMe Edit Insert VYiew Admin Window Help

al ol
Settings
State: |AH— Arkarsas j Line of Business: ‘AN - finnuity GICs j

Filing Content ‘Fnrm & Advertising j

File Statute I General] Filing Forms Dept. Addresses ICnnlal:ts] RS Custom Fields] SERFFI

First tlame: [lulie Last Name: [Benafield Bawman

Title: |Insurance Commissionss
Department: IComp\iance-Life and Health |ArkansasDeparlmentoflnsurance E
Attention: |
Addpess: 1200 West Third Sheet [
City: [Litle Fiosk Zip Code: [72201-1904
Ehone: [507-371-2800 Ewension: [
Al Address: | [
Al City: | aczpode|
At State: | |

Fax: |5m 3712618 Office Hours: |&:00 a.m. - 4:30 p.m,
nfeb Site! [y accessark ansas.oadinsurance

MNaotes

If you are looking up the address for the department handling Workers’
Compensation filings, make sure that you select Workers’ Compensation as the
Line of Business.

For information on the fields on the Dept.Address tab, see Address/Contact
Information on page 412.

Contacts

On the Contacts tab of Regulatory Specialist, you will find the same type of
information as on the Dept. Addresses tab, but in this section you can enter the
information yourself and it will not get overwritten with each monthly
subscription update.

Information on the Contacts tab is for your use only. Tracker will never use this
information when creating a filing or a filing package.
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Settings

The settings selected in this section determine which contact information Tracker
displays on the tab.

State

This field identifies the State this information applies to. There is one record for
each of the 50 states, as well as Puerto Rico, the US Virgin Islands, Guam,
American Samoa, and the District of Columbia.

LOB

This field identifies the Line of Business this information applies to.

Filing Content
This field identifies the content of the filing, such as Rate or Form, or any
combination of these.

Address/Contact Information

The following describes the fields on the Dept. Addresses and Contacts tabs.
Both tabs contain almost exactly the same fields. The differences between the two
tabs are noted in the field headings below.

Name (Contacts tab only)

This field identifies the Name of the person to whom this information applies.

First Name/Last Name

This field identifies the full name of the commissioner, director, chief, supervisor,
or contact.

Title

This field identifies the formal title of the person shown in the previous fields.

Department
This field identifies the full name of the Insurance Department.

Attention

This field identifies the name of the individual or department within the state DOI
to whose attention the filing should be directed.

Address

This field identifies the street address of the Insurance Department.
City

This field identifies the name of the city that the filing should be sent to.
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Zip Code
This field identifies the zip code the filing should be sent to.

Phone and Extension

These two fields identify the main phone number and relevant extension of the
Insurance Department or contact.

Alt. Address, Alt. City, Alt. Zip Code, Alt. State

These fields list an alternate street, city, and zip code address for this department
or contact (such as a mailing address or post office box).

Fax

This field identifies the facsimile number if the Insurance Department has a
published fax machine number.

Office Hours

This field identifies the hours that the Insurance Department office is open.

Web Site
This field identifies the URL for the Web site of the Insurance Department.

E-mail

The e-mail address is shown if the Department of Insurance has an e-mail address.

Notes

Any additional notes users want to add regarding the insurance department or this
contact in particular are entered here. Information in this field is not affected by
Regulatory Specialist updates.

RS Custom Fields

This tab contains ten custom free-format fields which you can use to capture filing
information unique to your organization, and to supplement the regulatory
information provided by Oracle.

For each state, ten custom fields are provided, but there are no LOB-specific
custom fields. Therefore, if you need to record information for specific LOBs, you
should enter it in the custom field.

In addition to the ten custom fields, you can also include an attachment path and
website address with links to a document and website related to the information in
the corresponding custom field. Clicking on these paths or URLs will open the
document or website.
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£ Regulatory Specialist - General Requirements > State: AL =0t
Q| Bl
— Setting
State: | AL- Alabama =l ‘

File Statute | General | Filing Furmsl Dept. Addressesl Contacts RS Custom Fields | SEFIFFl

I Custom Fields ‘ Text ‘ Last Update & Save
C L

Custom 1 I

Custom 2
Custom 3
Custom 4
Custom §
Custom B
Custom 7

Custom 8 d
| | »

[~ Custom 1
Last Updated.

E

Aftachment Path | =l

‘web Site: I

Entering or Editing Custom Field Data

Your ability to enter data in the new fields is controlled by a permission option
within the Security Access menu in System Defaults. This permission must be
enabled for your security access level in order for you to be able to enter or edit
data in the custom fields. If the permission is not enabled, you will only be able to
view the data in the fields. Consult your Tracker Administrator regarding the
applicable permission setting for your security access level.

Tab Name and Field Names

You can give the new RS Custom Fields tab its own name, and also assign names
to each of the ten custom fields: see RS Custom Field Labels on page 40.

SERFF

The SERFF tab allows you to see which TOls, sub TOIs and filing types a state is
accepting for SERFF filings. This information is provided in real time. When you
click the SERFF tab and select the state, Tracker connects with the Filing Rules
server at the NAIC and returns the TOI, sub TOI and types applicable to that state.
It also displays whether the state allows confidentiality requests, the filing fee
information for that state (including whether the state is currently accepting EFT),
and whether the state allows NTRs on closed filings.

1.  Select View > Regulatory Specialist.
2.  Click the SERFF tab.

3.  Expand the TOI and sub TOI to see what kinds of SERFF filings are
supported for that TOI and sub TOI. You will also be able to see filing fee
information for that state— including whether the state is currently
accepting EFT—the state’s preference for allowing NRTs on closed filings,
and whether the state allows confidentiality requests.
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Regulatory Specialist - General Requirement:

-lol x|
EE
S etting: .
’V State: I ME- Maine j ‘
File Statulel Generall Filing Forms | Dept. Addresses | Contacts | RS Custom Fields SERFF
- State Preferenc: ﬂ
Name | MNTR Allowed on Closed Filings |
Mainel H No
Maine Mo
r~ EFT Infarmation
Name | Inz. Type | Fee Required ‘ EFT Enabled | Fee Charged Per Compa... ‘ Exceptions
MaineLH Mo ez Mo
Maine Mo es Mo
i~ Public Access Information
MName | Confidentiality Allowed | Explanation |
Mainel H Yes
M zine Yes 1. The required fraud warning has been added ta the application. The form number of the applicatio...
TOI: [Expand a TOI to see Sub TOIlz and Filing Types.|
01.0 Property =
2.1 Crop
2.3 Flood
[3.0 Farmowners
4.0 Homeowners LI
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Regulatory Specialist Reports

Note:

A number of reports are available to summarize the information provided by the
Regulatory Specialist. These Regulatory Specialist reports provide summary
regulatory information for the various states, lines of business, and State
Departments of Insurance in Tracker. For example, you can produce a report that
lists detailed regulatory information for a state/line of business combination that
you have looked up in the Regulatory Specialist section of the system.

These reports are available only through the Regulatory Specialist screens and not
via the general reports function.

For more information about the Tracker Reports function, please see Searching,
Reporting, and Filing Summary on page 423.

For instructions regarding the generation of a Regulatory Specialist report, see
Generating a Regulatory Specialist Report on page 420.

The following regulatory specialist reports are available in Tracker:
. Filing Requirements Summary Report on page 416

. Detailed Filing Requirements Report on page 417

. State Contact Listing Report on page 419

. Detailed State Contacts Report on page 419

Filing Requirements Summary Report

The Filing Requirements Summary Report allows you to print basic
information provided by the Regulatory Specialist for a selected state and line of
business. This data includes filing statute details, general filing information,
actuarial information, and information regarding required filing forms.

This report displays the following fields:
. State

. Line of Business

. Filing Statute - Rate

. Filing Statute - Rule

. Filing Statute - Form

. Filing Exceptions - Rate

. Filing Exceptions - Form

. Filing Exceptions - Rule

. Combination Filings - whether they are allowed or not
. Workers Compensation Filing Requirements
. Microfiche Requirements

. Company Group Filings

416
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. Form Restrictions

. Lead Time required

. Delay Time

. Adoption Time

. Deemer Provisions

. Effective Date Rules

. Hearing Procedures

. Number of Filing Cover Letters required
. Order of Assembly

. Number of Attachments
. Index of Attachments

. Notice of Domiciliary State Approval required

. Certification of Compliance required
. Final Printing Requirements

. Pay Plans

. Declarations

. (a) Rates

. Flesch Scoring

. Claims Made

. Premium Charge Limits
. Policy Jackets

. Exhibit Requirements

. Type of Data Required

. Experience Period

. Special Requirements

. Filing Form ID

. Filing Form Description

. Filing Form Obsolete Date

Detailed Filing Requirements Report

The Detailed Filing Requirements Report allows you to print detailed
regulatory information provided by the Regulatory Specialist for a selected state
and line of business. This data includes filing statute details and general filing
information. This is a more detailed version of the Filing Requirements
Summary Report described above. It includes any additional information
available for the fields included.
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This report displays the following fields:
. State

. Line of Business

. State Department of Insurance (DOI) Contact Name
. DOI Contact Title

. DOI Address

. DOI City

. DOI Zip Code

. DOI Phone Number

. Filing Statute - Rate

. Filing Statute - Form

. Filing Exceptions - Rate

. Filing Exceptions - Rule

. Filing Exceptions - Form

. Filing Statute - Rule

. Combination Filings - whether they are allowed or not
. Workers Compensation Filing Requirements
. Microfiche Requirements

. Company Group Filings
. Form Restrictions

. Lead Time required

. Delay Time

. Adoption Time

. Deemer Provisions

. Effective Date Rules

. Hearing Procedures

. Number of Filing Cover Letters required
. Order of Assembly

. Number of Attachments
. Index of Attachments

. Notice of Domiciliary State Approval required

. Certification of Compliance required
. Final Printing Requirements
. Pay Plans
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. Declarations

. (a) Rates

. Flesch Scoring

. Claims Made

. Premium Charge Limits
. Policy Jackets

. Exhibit Requirements

. Type of Data Required
. Experience Period

. Special Requirements

. Filing Form ID

. Filing Form Description

. Filing Form Obsolete Date

State Contact Listing Report

The State Contact Listing Report provides a summary of all State Department of
Insurance contacts you have entered in Tracker for a specific state.

This report displays the following fields:
. State

. Name of Contact

. Title

. Department

. Address

. City

. Zip Code

. Phone Number
. Fax Number

Detailed State Contacts Report

The Detailed State Contacts Report provides detailed information about the
State Department of Insurance contacts for a given state.

This report displays the following fields:

. State
. Name of Department Contact
. Title
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. Department

. Attention

. Address

. City

. State

. Zip Code

. Phone Number
. Fax Number

. Email Address
J Office Hours

. Comments

Generating a Regulatory Specialist Report

The Regulatory Specialist reports are generated automatically when you click of
the reports buttons on one of the Regulatory Specialist screens. Which report you
generate depends on which tab you have selected, and which button you click.

Method: Generate a Regulatory Specialist report

1.  To generate the Filing Requirements Summary Report, select either the
File Statute tab or the General tab, and ensure that you have selected the
state and line of business for which you want to generate the report. Click

the Basic Report button | to generate the report.

To generate the Detailed Filing Requirements Report, select either the
File Statute tab or the General tab, and ensure that you have selected the
state and line of business for which you want to generate the report. Click

the Detailed Report button E.El to generate the report.

To generate the State Contact Listing Report, select either the Dept.
Addresses tab or the Contacts tab, and ensure that you have selected the
state for which you want to generate the report. Click the Basic Report

button | to generate the report.

To generate the Detailed State Contacts Report, select either the Dept.
Addresses tab or the Contacts tab, and ensure that you have selected the
state for which you want to generate the report. Click the Detailed Report

button Eﬁl to generate the report.

2.  Tracker generates the report and a preview of the generated report appears in
a Crystal Reports viewer window.
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3.  View the generated report carefully to ensure that it meets your needs.
If it does not meet your needs, close the preview window and select a
different state, LOB, tab, or report button. If it is OK, proceed to the next
step.

4.  Click the Print button.

Your default printer prints your report, or click the Export button to save or
email the report in your choice of formats.
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Chapter 13

Searching, Reporting, and Filing
Summary

This chapter describes how to perform searches in Tracker, use the Tracker
Reports function—including each of the standard reports that come with the
system and instructions on how to produce a variety of reports—and display a
Filing Summary.

This chapter describes:

. Performing Tracker Searches on page 424

. Tracker Reports on page 427

. Working with Reports on page 428

. Report Descriptions and Types on page 436

. Filing Summary for Paper Filings on page 452
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Performing Tracker Searches

You can search Tracker to locate a specific filing, activity or other item.

The following procedure describes the general steps required to perform a Tracker
search

Method: Perform a Tracker search

Click the Search button gl to open the Search dialog.

Enter the following information into the Context section fields (select from
the drop-down list where available):

* In the Search for field, enter the type of information you want to find.

e In the In field, enter the range limit in which you want to search for
those records.

Enter the following information into the criteria fields (select from the drop-
down list where available):

* In the Field field, enter the name or type of field you want to search for
or search by.

¢ In the Criterion field, enter the desired relationship between the Field
chosen above and its specific content, chosen next (for example, if you
want to search for certain text in a field, your criterion choice would be
contains).

* In the remaining criteria fields (which will vary depending upon the
criteria specified above), enter the appropriate specific information. For
example, if your criterion field is contains, here you would specify the
text you want the field to contain. For example, if you are searching in
the Notice of Domiciliary State Approval fields for entries containing
the words not required, you would enter ‘Not Required’ into the This
text field.

Click Add to add the criterion you have just specified to the Criteria
Selected list field.

Repeat steps 2 to 4 to add up to five criteria statements to the Selected
Criteria list.

424
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Tracker Search |

Search Parameters I Search Results |

— Context

Search for. ||EREEREIE Ir: I

Field: I[a] Fates ﬂ This value: I [a] Rate Requiremants 'l Add

Criterion: Iis equal to j [Delete

Selected Critenia:

Search far RS General where [a) Rates is equal to '[a) B ate Requirements- Except Bursau'

B Y

Clear | Cancel | Search I

6.  When you are satisfied with the search criteria you have specified, click
Search. The results of your search appear in Search Results.

Tracker Search x|

Search Parameters  Search Results I

Found: IFiIing Farris In: |
— Besult
State Code LOE Code Type of Filing Filing Content -
Ma ML 24 4
M3 SC 28 3
AL o 16 9
NH M Z2 5
MY WA 17 5
P& PP 13 1
ala] FI 25 ]
NH ur 14 5
M3 FI 1] 5 hd
1 | »
Print | View Selection I Mew Search | Cloze |

Note: Ifno records are found matching your search parameters, a message appears
stating: No entries were found using the selected criteria.

7.  In Search Results, you can double-click an item from the list to view it, or
select the item and click View Selection.

OR
Click Print to open a page of the search results in your browser
OR

Click New Search to return to the Search Parameters tab of Tracker
Search to define a new search.

OR

Click Close to exit Tracker Search.
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Related Topic
. Searching for a Company Group Filing on page 143
. Performing Activity Searches on page 257
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Tracker Reports

Tracker is equipped with a flexible report generation feature which allows you to
produce a variety of standard reports based on date, sort, and criteria
specifications you set yourself.

There are different types of Tracker reports. Each type serves a particular function
in helping you to track your overall compliance filing process. For complete
descriptions and details of all the available Tracker reports, see Report
Descriptions and Types on page 436.

For details on the steps required to define and generate reports, see Working with
Reports on page 428.
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Working with Reports

In this section, the steps used to define and generate reports are described.
Although there are many types of reports, the procedures used to work with them
are similar.Related topics

Accessing the Reports Function on page 428
Producing a Report on page 429

Customizing the Report Name on page 430

Defining the Date Range of a Report on page 431
Defining the Selection Criteria of a Report on page 431
Selecting Multiple Items in Report Parameters on page 431
Defining the Sort Order of a Report on page 433
Viewing a Generated Report on page 434

Scrolling Through the Pages of the Report on page 434
Viewing a Report at Different Sizes on page 434
Printing a Report on page 434

Saving Report Settings on page 435

Exporting Reports on page 435

Accessing the Reports Function

Method: The reports function can be accessed at any time via the View
menu.Access the Reports function

On the menu bar, select View > Reports.

The Reports dialog displays.
x

Status |Histnrica|| Managementl Eustoml

Manne | D escription -
Active Program - P&EC Frovide a ligt of rates, ules and forms in effect on a chozen ...

All - Current Filing Statuz Re...  “Listing of current filingz and their status with state DOI

By Group - Current Filing St... “Listing of current filings by group and their status with state ..
Filing dpproveal Motification “Maotification for a filing to detail ingtructions and information

Filing Dretailz - PEC Detailed dezcription of the statuz of a zeledt filing

Filing Group Status - PLC Ligting of filing group and the statug of filingz —
Farmz Details - PRC Lizting of file location of approved forms available in the spster
Farmaz Summary Listing *Summary lizting of available components of a progranm

DIIJiectinn Report *Lizting of objections pending filings received fram the Statilﬂ
Ll »

{Paametasi| | FPreview | Cose |
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Producing a Report

This section outlines all of the steps involved in producing and printing a report in
Tracker. Further explanation and instructions for individual steps within this
process follow.

Important: If you want to abort the generation of report after it begins, click the Stop Loading

button. = Clicking the close window button instead will result in error messages
the next time the report is generated.

Method: Produce a report

1.  Access the Reports dialog.

2.  On the Reports dialog, click the tab that represents the type of report you
would like to produce.

3. Select the report you want to produce from the list of available reports.

Note: If you double-click the report or select a report and click Preview, Tracker will
produce a report using default values. (If you have used that report before, your
most recently used values will be used.)

4.  To adjust the report values, click the Parameters button to open the selected
report’s parameters dialog. The default parameter values are displayed. If
you have used that report before, your most recently used values will be
displayed.

Note: The example below is for the Forms Summary Listing; the parameters dialog for
each report will be slightly different.

F
— Selection Criteria
*Pragram #(1): IxA" j
*Filing Group #[2]: IxA" j
*Filing #{3): IxA" j
LOBL: [-ai =l
*State(S): IxA" j
“CompanylBl: [+a =l
Sorting Criteria
’7 Sort Order: I
ok [ cese |

5.  If the report uses date ranges, you can optionally enter From and To values
for the Start Date and the File Date. Only records that fall within this date
range will be shown on the report.

Note: Date fields will not appear when the report does not require a date range.
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6.  Define the Selection Criteria for the report. The fields displayed are
appropriate to the selected report. For each field, either specify a value or
select *All. (When a field’s value is set to *All, the field will not be used as
a criteria for selecting records to include in the report.)

7.  Define the Sort Order of the report. Beside each of the selection criteria
fields is a number. In the Sort Order field, enter the number corresponding
to the field by which you want the report to be sorted.

8. If displayed, customize the report’s Report Settings. Examples of Report
Settings parameters used in some standard reports include the following:

e Suppress parts of the report

e control Page Breaks

e control use of an Additional Summary

Custom reports may include additional Report Settings parameters.
9.  To generate the report with the chosen values, click OK.

Tracker generates the report you have specified using your dates, criteria,
and sort order, and a preview of the generated report appears in a Crystal
Reports viewer window. (Note: Move your cursor off the screen to suppress
the tooltip that displays.)

Note: Alternatively, to close the report parameters dialog (and save your selected criteria

values), click Close. The report parameters dialog closes. Tracker returns to the
Reports dialog.

10. Examine the generated report carefully. If you need to make changes, close
the report window and redefine the report criteria.

If you do not need to make changes, proceed to the next step.

11. Click » Print Report.
The report is printed to your default printer.

Note: If your report does not print as expected, check your Printer Settings for correct

formatting. Tip: Most reports are best printed and viewed in Portrait
Orientation, printed on one side of the page only.

Customizing the Report Name

On some reports, you can adjust the report name. The parameter selection screen
will retain one custom name per individual user, in addition to the default name
for future reports. However, if you select the default name after creating a custom
name and run the report under the default name, the custom name is deleted. Also,
if you already have one custom name and create a second one, the second custom
name replaces the first one.
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Defining the Date Range of a Report

When you define the date range of a report, you are simply specifying the time
period that will be covered in the report. For example, if you were generating a
Filings Report and you wanted it to list all filings in the system that were created
between January 2001 and December 2003, you would input a From date of “01/
01/2001” and a To date of “12/31/2003”. The generated report would include only
filings created within that time frame.

If you do not choose to enter a date range, Tracker will generate the report using a
From date of 01/01/1990 and a To date of 01/01/2100.
Please note:

. Some reports do not require the specification of a date range. No date range
entry fields will appear when they are not required.

. You can input the From and To dates using the drop-down calendars
provided via buttons to the right of these date fields, or you may type in the
date, remembering to use the format specified by your company.

Defining the Selection Criteria of a Report

The Selection Criteria report function allows you to filter (or choose) which
records will appear in your report. The list of available selection criteria is specific
to each standard report. A choice of *All usually available as the default.

Selecting Multiple Items in Report Parameters

Some of the reports in Tracker allow you to select multiple items for a given
report parameter. This functionality allows you to, for example, select multiple
states, lines of business, or filing managers as parameters to create a single report.

The following reports support this functionality:

. Current Filing Status Detail Report

. Forms Current Status Detail Report

. Aging Detail Report for Outstanding Filings
. Activities Detail Report

. Current Production Status Detail Report

. Production Activity Detail Report

. Average Filing Approval Time Summary Report
. Filing Fees Detail Report

. Regional Filing Status Report

. SERFF Transaction Fee Report
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Method: Select multiple items in report parameters

1.  On the menu bar, select View > Reports.

The Reports dialog displays.
x

Status |Hist0[ical| Managementl Eustnml

I ame | Description -
Al - Current Filing Statusz Report “Ligting of current filingz and their status with state DO
Current Filing Status Detall Report *Listing of filings by filing group dizplaying curent status
Filing Approval Motification *Matification for a filing ta detail instructions and informat
Filing Details - P&C Detailed description of the status of & select filing

Filing Group Status - P&C Ligting of filing group and the status of filings

Forms Current Status Detail Report *Listing of Forms grouped b filing group and status

Forms Summary Listing *Summary listing of available components of a program __|
Objection Report “Lizting of objections pending filings received from the 5
Hi:utefFlule Detailz - PLC R eport Listing of rates/rules filed with State DOI | _ILI
4 . 2k

Parameter(z) | Freview I LClose |

2. Click the Status tab.

3.  Select the report you want to work with and click Parameters. (The Current
Filing Status Detail Report is used for this method.)

The report parameters dialog displays.

Current Filing Status Detail Report |
Start Date s
’7 Fram: L/ - To G - ‘
File D ate
From: [~ - To: Iy - ‘

— Selection Criteria
Program #(1.2]: IxA"

Filing Group #(8.9): IxA"

Filing b anager(3]: IxA"

LOBL4]: [+

State[5): IxA"

Company(6]: |*A||

Filing Status(7): IxA"

Feport Setting:
’7 Page Breaks? I"None

— Sorting Criteria
Group By: Ig

Lm0 e

Sort Order: I

4.  Click the buttonJ at the right side of the parameter.
The items dialog displays.
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B
Start Date -
’7 Fram: [, - Tee |4 hd ‘
File Date
From: ; / - To F = ‘

— Selection Criteria
Program #{1.2]; |xA||

Filing Group #[8.9):

AUTOZ003 - 2003 Automotive Programg - Al
Filing Manager(3); | CORF2003 - 2003 Corparate Graup Plan Filings - Al
FARMZ003 - 2003 Farm Protection Plans - Al
LOB(4]; [LOSSCOST - Lass Cost Plans
MISC2003 - Miscellaneous/Custom Plans
State(S): |'WORKCOMP -Warkman's Compenzation Plans

Company([E]: |
0K_| Cancel

Filing Status(7]: =

Fieport Setting
’7 Page Breaks? [“None J ‘

— Sorting Criteria

Group By Ig J

Sort Order: I

ok | oese |

5.  Select multiple items within a parameter by pressing and holding the Ctrl
key while clicking on each item you want to use with that parameter.

6.  When you have finished selecting items, click OK in the items list.

il

ATD2004 - 2004 Avtornative Programs - Al
CORP2004 - 2004 Corporate Group Plan Filings -- Al
(FARMA004 - 2004 Farm Protechion Plans -- All

LOSSCOST - Lozs Cost Plans
MISEEEIEI# - Mizcellaneous/Custam Plang

kman'z Compenzation Plans

Eanu:ell

7.  Repeat steps 4 to 6 until you have finished setting parameters, then click OK
in the main parameters dialog.

The report is generated based on the parameters you have selected.

Note: There is a limit of 20 individual selections per parameter. For example, you can
only select 20 states for a given report.

Defining the Sort Order of a Report

Defining the Sort Order for a report allows you to choose the order in which
records will be presented on the final, generated report. There are two steps
involved in choosing your sort order.

First, you need to decide which of the Selection Criteria you want to use to sort
your report: in a Filings Report, for example, you may want to organize your
report by Filing Number, by Date Created, by State, or by LOB, depending upon
the purpose of your report. Note the number located beside the selection criterion
you have chosen.
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Second, you need to enter that number into the Sort Order field. Text and
numeric sorts will present records in ascending order (such as by state or by the
manager’s name starting at A and working to Z, or by filing number starting at the
lowest number and working to the highest).

Viewing a Generated Report

After you have created and generated a report, the report appears in a preview
window for you to view the results.

This is a typical standard report (the Forms Listing Report):

=1 Forms Summary Listing

Forms Summary Listing Report
Fitered for Produt: 1 Filng Group #: J00DS* Fiing #: %8 LOB: P Stste: A4 Company: 248

WERDD 00T Daseription:  Blanket Ad
Toune Insurance Froduct SF - Specl Fiings

iness:  Heath Denal Filing Group: 00005 - Flngs for Southern Stes
hiaine

WELDD0Z00002 Description:  Blanket A

Touns Insuranes Praduct SF - Specil Filings

s Lit Byuityndex Filing Group: D000 - Flings for Sowhern Sttes
State: Maine

Form # Edition Title FormType  Impact kdes Replaced Form Comments
izize First Contract 3

Filing # MEODDDS00003 Description:  Blanket Ad
Company: Towne nsuranee Product $F - Special Fiings

Lineof Business:  Heath Group Filing Group: 00005 - Fiings for Southern States
state: haine

Scrolling Through the Pages of the Report

While viewing the preview of the generated report, you can scroll through the
pages of the report using the ll Back, Back to First il, Forward Ll, and

Forward to Last 1' buttons found at the top of the preview window.

Viewing a Report at Different Sizes

Use the Sizing field I'I o vI located at the top of the preview window to

change the magnification view of the report. Use the drop down list to select a
magnification, or enter a percentage manually.

Printing a Report

You can print a report right after you have previewed it to see that it meets your
needs. This can be done from the preview window.

Method: Print a report

1. Inthe report Preview window, view the previewed report. Check to see that
it includes all the information you intended.
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2. Click the Print Report button. (3

The report prints on your default printer.

Saving Report Settings

Whenever you change report settings or criteria, your changes will be saved by
the system. The next time you access that particular report dialog, the settings will
be as you last left them.

Exporting Reports
You can export reports in any of several formats, to any of several destinations.

Note: If you have a MAPI-compliant program like Outlook or Outlook Express already
installed, you can export to email. Select PDF as the Format and MAPI as the
destination. Citrix users will require Outlook or Outlook Express installed on the
Citrix Server before they can use this feature.

Method: Export a report

1. In the report Preview window, click the Export Report button. _ﬂﬂ

The Export dialog displays.

i E xport x|
Format:
Separated Yalues (CSY) j
- Destination: Cancel |
= Disk file =l

2. Choose the export Format you want.
3.  Choose the Destination for the exported data.
4.  Click OK.

The data is exported in your chosen format to the destination.
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Report Descriptions and Types

The reports available in Tracker are:

. Status Reports on page 436

. Historical Reports on page 444

. Management Reports on page 445
. Custom Reports on page 449

. Other Reports on page 451

See also Tracker Reports on page 427.

Status Reports

Status Reports provide current information about the status of the filings in your
system. For example, you can produce a report that lists current information about
every filing associated with a particular filing manager.

Method: Access a status report

On the menu bar, select View > Reports.

On the Status tab, the following status reports are available in Tracker:
. All - Current Filing Status Detail Report on page 436

. Current Filing Status Detail Report on page 437

. Filing Approval Notification Report on page 437

. Filing Details Report on page 439

. Filing Group Status on page 440

. Forms Current Status Detail Report on page 441

. Forms Summary Listing on page 442

. Objection Report on page 443

All - Current Filing Status Detail Report

The All - Current Filing Status Detail Report displays a listing of current filings
and their status with state DOI.

This report displays the following information:

. Filing Group Number

. State
. LOB
. Company
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. Filing Content

. Filing Manager

. Status

. File Date

. Approval Effective Date

. Description

Current Filing Status Detail Report

The Current Filing Status Detail Report displays filings by filing group, and
shows the status of each filing within a filing group, the total number of filings for
each status within a filing group, as well as the total number of filings in each
status for the complete report.

This report displays the following information:

For each filing group:

. Program Code and Description

. Filing Group Number and Description
For each filing:

. State

. Line of Business

. Company

. Filing Content (Rate/Rule/Form)
. Filing Manager

. Filing Status

. Start Date

. File Date

. Objection Date

. Resubmission Date

. Approval Effective Date

. Disapproval Date

. Withdrawal Date

. Summary of Filings within a Filing Group, subtotalled by status

Filing Approval Notification Report

The Filing Approval Notification Report provides detailed instructions and
information for the filing(s) specified. Use it to track and communicate
information about approved filings.
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This report displays the following fields:

. Program Code and Description

. Filing Group Number and Description
. Filing Description

. Line of Business

. Filing Type

. Content

. State

. Filing Manager

. Company

. Approval Date

. Approved Effective Date

. Special Instructions (if any)

. Forms (if any) with the following information for each form:
* Title
e Form#
« Edition

e Replaced Form #
*  State Variation
e Impacts Rates

* Requirement

. Rates (if any) with the following information for each rate:
e Title
e Rate#
* Edition
e Page#
* Replaced Page #
. Rules (if any) with the following information for each rule:
e Title
e Rule#
* Edition
e Page#

* Replaced Page #
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Filing Details Report

The Filing Details Report provides a detailed description of the status of a

selected filing.

This report includes the following fields:

Filing

Program

Name

Filing Group

Group Description
Filing Description
Company Code and Description
State

Sequence Number
Filing Type

C. O. Reference Number
Line of Business
Content

Manager

Status

DOI#

Status Dates

Start

Approved Effective
Disapproved
Objection

Respond By

Filed

Approveal Received
Resubmitted
Request Effective Date
Approved
Withdrawn

Deemer

Days
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Print/Mail/Automation Status Dates

Schedule Mail
Actual Mail
Print Status
Rate Built
EDP

Rate Effective

Miscellaneous

Filing Fee

Check#

Check Date

Tracker Reference Number

Custom

Activities

Date
Description
Suspense
Completed
Performed By

Memo

Publications

Publication Number
Adv. Org

Effective Date

Type

Status

Description

Filing Reference Numbers 1-5

Filing Group Status

The Filing Group Status report displays a listing of filing groups and the status of
filings.

The report displays the following information

Program Code and Description

Filing Group Name and Description
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. Special Instructions
For each filing:

. Company

. LOB

. State

. Content

. Seq#

. Manager

. Status

. Filed Date

. Effective Date

. Special Instructions

The Summary Status of filings includes this information:
. Number of Start

. Number of Pending

. Number of Approved

. Number of Disapproved
. Number of Closed

. Number of ReOpened

. Number of Withdrawn

. Number of Archived

. Number of Objection

. Number of Exempt

Forms Current Status Detail Report

The Forms Current Status Detail Report shows the status of all the forms that
have been filed. You can either display all forms, or forms with selected statuses
only.

The report is grouped at two levels: the first level is by form number, and the
second level is by form (not filing) status. Within each form number group is an
entry for each instance of that form in the system, and details (including the filing
status) of each filing with that form number.

Note: Usually the form and filing status will be the same, but not always. For example,
there may be a situation where the form has been approved but the filing has not.

Each grouping by form number displays the following information:

. Form Number
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Filing Group Number and Description

Edition Date

Form Type

Each instance of the form number displays the following information:

Forms Summary Listing

State

Line of Business
Company

Filing Status
Filing Manager Initials
Start Date

File Date
Objection Date
Resubmit Date
Approval Eff Date
Disapproval Date
Withdrawal Date

The Forms Summary Listing displays a list of filings and the forms they contain.

The report displays the following information for each filing:

Tracker Filing Number
Filing Description
Company

Program Code

Program Name

Filing Group Number
Filing Group Description
State

Line of Business

Each form contained within the filing is then displayed with the following
information:

Form Number
Edition

Title

Form Type
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Requirement
Impact Rates — indicates whether this form will impact rates
Replaced Form

Comments

Objection Report

The Objection Report provides a list of all filings in Objection and Resubmit
status recorded in the system for the date range specified.

This report displays the following fields:

Filing Group Number and Description
State

Line of Business

Company

Filing Content

Status

Filing Manager
Objection/Disapproval Date

Respond By Date

Resubmit Date

Objection/Response (obtained from the Activities and Memo fields)

Rate/Rule Details Report

The Rate/Rule Details Report shows a summary of all rate/rules in Tracker.

This report displays the following fields:

Rate/Rule Number
Advisory Organization
Type

Rate/Rule Title
Exception Page Number
Edition

Attachment

Replaced

Page Number

Edition

Memo
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Applicability

. Company Code
. LOB

. State

. Filing Group Number
. Name

. Status

. Effective Date

Historical Reports

Historical reports provide information about approved and implemented programs
and filings. For example, you can produce a report that lists every approved filing
for a particular line of business.

Method: Access a historical report

On the menu bar, select View > Reports, then click the Historical tab.
The following Historical reports are available in Tracker:

. Activities Detail Report on page 444

. Publication Summary Report on page 445

Activities Detail Report

The Activities Detail Report displays existing activities in Tracker at a detailed
level. Activities are grouped by filing group and by filing.

This report displays the following information:

. Program Code and Description
. Filing Group Number and Description
. Filing:

e State

e Line of Business

* Filing Content (Rate/Rule/Form)
e Company Code and Description
e Filing Manager

» Filing Status

. Activities:
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e Activity Description and Level (FG indicates Filing Group level
activity, FL indicates Filing level activity)

e Activity Memo

e Activity Status

e Suspense Date

¢ Completion Date
e Due Date

e Performed By

Publication Summary Report

The Publication Summary Report displays a list of publication records, as
specified, together with their internal detailed company adoption information. Use
this report to monitor publications in your system as they are adopted.

This report displays the following fields:

. Publication Number
. Publication Date

. Description

+  Type

. LOB

. Content

. Status

. Proposed Date
. Approved Date
. States

Management Reports

Management Reports provide information that managers will find useful, such as
statistical totals and averages for the number of filings, approval percentages, the
number of days expended, and so on.

Method: Access a management report

On the File menu, select View > Reports, then click the Management tab.
The following management reports are available in Tracker:

. Aging Detail Report For Outstanding Filings on page 446

. Current Production Status Detail Report on page 446

. Filing Evaluation Report on page 447
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. Manager Production Report on page 448
. Production Activity Detail Report on page 448

Aging Detail Report For Outstanding Filings

The Aging Detail Report For Outstanding Filings shows information on filings
that are still outstanding. By default, filings are grouped first by period, then by
Program, then by Filing Group. You can set the report to display outstanding
filings from a date of your choice by typing it in the field, or by selecting one of
the following:

. Start Date

. Filing Date

. Most Recent Date of Start Filing, Objection, or Resubmit Date
Each Filing Group displays this information:

. Program Code and Description

. Filing Group Number and Description

Each filing displays this information:

. State

. Line of Business
. Company

. O/S Days

. Filing Content (Rate/Rule/Form)
. Filing Manager

. Filing Status

. Start Date

. File Date

. Objection Date

. Resubmit Date

Current Production Status Detail Report

The Current Production Status Detail Report shows the production activity at
up to two levels of grouping and sorted up to two ways.

Grouping can be done by company and filing manager, with summaries if you
want. Within a grouping, you can sort by status and Filing Group. The summaries
show the number of filings with the states of Start, Pending, Objection, Approved,
Disapproved, Withdrawn, or Closed.

This report displays the following information:

. Filing Group Number and Description
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. Filing Manager

. State

. Line of Business
. Company Code(s)
. Filing Status

. Filing Content

. Start Date

. File Date

. Objection Date

. Resubmit Date

. Approval Date

. Disapproval Date
. Withdrawal Date

Filing Evaluation Report

The Filing Evaluation Report provides management information about filings

under development. It lists information about filings, grouped by filing group.

This report displays the following information:

. Program Name

. Filing Group Name, Description, Number, and Manager

Each filing listed includes the following information:

. Company

. Line of Business

. State

. Content

. Sequence Number
*  Type

. Manager

. Status

. Start Date

. Filed Date
. Approval Date
Under the heading of Days To:

. Filed (number of days between Start Date and Filed Date)
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Approved (number of days between Start Date and Approved Date / number
of days between Filed Date and Approved Date)

Effective (number of days between Start Date and Effective Date / number
of days between Filed Date and Effective Date)

Disapproved (number of days between Start Date and Disapproved Date /
number of days between Filed Date and Disapproved Date)

Withdrawn (number of days between Start Date and Withdrawn Date /
number of days between Filed Date and Withdrawn Date)

Manager Production Report

The Manager Production report lists the monthly production for each selected
Filing Group Manager.

For each month with activity, the report lists the following:

# Started and %

# Pending and %

# Exempt and %

# Objection and %

# Disapproved and %
# Withdrawn and %
# Approved and %

# Closed and %

# Other and %

# Total and %

Production Activity Detail Report

The Production Activity Detail Report lists the activities performed within a range
of Suspense Dates and Completion Dates. The activities listed can be grouped by
the different type of activities and by the Filing Manager.

For each grouping, the report lists the following:

State

LOB

Company Code(s)

Filing Content (Rate/Rule/Form)
Filing Status

Activity Memo

Activity Status

Suspense Date
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. Due Date
. Completion Date

. Performed By

Custom Reports

The Custom Reports tab contains a selection of specialized reports. This tab also
contains reports that have been created specifically for your company.

Method: Access a custom report

On the menu bar, select View > Reports.

On the Custom tab, the following reports are available in Tracker:
. Average Filing Approval Time Summary Report on page 449
. Filing Fees Detail Report on page 449

. SERFF Transaction Fee Report on page 450

Average Filing Approval Time Summary Report

The Average Filing Approval Time Summary Report lists the average number
of days taken by the state DOI to approve SERFF, paper filings, and filings of
either type. The report displays the average for all filings for each state. By
adjusting the Group By parameters, the report can display the results for each
filing group within each state as well.

Filing Fees Detail Report

The Filing Fees Detail Report report lists detailed filing fee information with
summaries within a specified date range: Transaction Date/Check Date or Filed
Date. The listing can be grouped by up to two of the following: Company, Filing
Group, LOB, Program. Totals can be displayed as well.

This report displays the following information:
. Transaction Date

. State

. Filed Date

. Line of Business

. SERFF Tracking ID

. Tracker Filing ID

. TOI

. Sub TOI

. Type (Initial or Additional)
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Note:

. Amount

. EFT Transaction ID

. Authorized By

. Total Number of Transactions

. Total Amount

Regional Filing Status Report

This report provides the filing status for all filings by state or region. You can
group the results by Company, LOB, or state, and totals will be displayed for each
group.This report includes the following information:

. State
. Company
. LOB

. Company Ref #

. Filing Description

. Status

. Filed Date

. Effective Date

. Last Activity Description
. Last Activity Date

SERFF Transaction Fee Report

The SERFF Transaction Fee Report list all filings that have been submitted to
SERFF, allowing you to track and reconcile the transaction fees charged by the
NAIC.

This report does not distinguish between single company filings and CG filings.
Any company involved in any filing during the reporting period is included on the
report and listed in the Company column.

If two filing managers have exactly the same initials, when you select either using
the report parameters, both filing managers will appear on the report. To prevent
this, in the user profile of one of the filing managers, change the initials so the two
are not exactly the same.

This report displays the following fields:
. Company/NAIC Code

. Filed Date

. Filing Manager

. State
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. LOB

. Filing Content

. SERFF Tracking ID
. Tracker Filing ID

. TOI

Other Reports

The following reports are not part of the general reports and are available only to
certain users:

. Administrative Reports on page 451

. Regulatory Specialist Reports on page 451

Administrative Reports

Administrative Reports provide administrative level information about the
companies, users, and programs in your system. For example, you can produce a
report that lists authority information for every company in your system.

Note: These reports are available only through the Administration menu and not
through the general reports function, and are accessible only to users having the
requisite security clearance (usually Administrator level or higher).

For more detailed information on Administrative Reports, please see
Administrative Reports on page 106.

Regulatory Specialist Reports

Regulatory Specialist Reports provide summary regulatory information for the
various states, lines of business, and State Departments of Insurance in your
system.

Note: These reports are available only through the Regulatory Specialist screens and not
through the general reports function.

For more detailed information on Regulatory Specialist Reports, please see
Regulatory Specialist Reports on page 416.
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Filing Summary for Paper Filings

The Filing Summary is an excellent way to generate a comprehensive snapshot of
paper filings. (For information on Filing Summary for SERFF filings, see Filing
Summary for SERFF Filings on page 345.)

There are two parts of the Filing Summary that can be optionally displayed and
printed: Filing Details (both single company and CG versions), and Filing
Correspondence.

This section contains:
. Filing Detail (Paper Filings) on page 452
. Filing Correspondence on page 454

Related topic:
Generating a Filing Summary on page 348

Filing Detail (Paper Filings)

The Filing Detail part of the Filing Summary displays detailed information about
the selected filing.

In the header:

. Tracker Filing ID / Company Reference #

. State

. Filing Company (first filing company for CG filings)
. State Tracking Number

. LOB

. Filing Type

. Filing Explanation (based on Filing Description field)

. Program Name (based on what is in the Program Name field at the time the
Filing Summary is generated)

. Project Name/Number (based on what was in the Projuct Name/Number
field at the time the Filing Summary is generated)

. Filing Group Name
In the Filing Overview section:
. Company Name and Company Code (All companies for CG filings)

. Program Name (based on what is in the Program Name field at the time the
Filing Summary is generated)

. Tracker Filing ID / Company Reference #
. State
. LOB
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Filing Status

State Tracking #

Filing Statute

Filing Type

Filed Date

Filing Explanation (based on Filing Description field)
Filing Manager

Requested Effective Date
Approved Effective Date
Requested Renewal Effective Date
Approved Renewal Effective Date

In the General Information section:

Program Name (based on what was in the Program Name field at the time
the Filing Summary is generated)

Status of Filing in Domicile

Project Number (base on what was sent to SERFF or is in the Project
Number field at the time the Filing Summary is generated)

Domicile Status Comments

Reference Organization (based on what was sent to SERFF or is in the
Reference Organization field at the time the Filing Summary is generated)

Reference Number (based on what was sent to SERFF or is in the Reference
Number field at the time the Filing Summary is generated)

Reference Title — Publication
Advisory Org. Circular — Publication
SERFF Status Changed (date)

State Status Changed (date)

Deemer Date

Tracker Status Changed (date)
Related Filing ID (number and type)
NAIC Filing Description

In the Company and Contact section: (for each company in CG filings)

Filing Contact Information:

* Filing Manager Name

* Filing Manager Title

¢ Filing Manager Email Address
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Note:

* Filing Manager Address
e Filing Manger Phone Number
e Filing Manager Fax Number
. Filing Company Information:
e Company Name
¢ NAIC Company Code
e State of Domicile
e Company Address
e NAIC Group Code
e Company Type
e Group Name
e State ID Number
e Company Phone Number
e FEIN Number
In the Filing Fees section, these fields display if required:
. Fee Required
. Fee Amount
. Retaliatory
. Fee Explanation
. Per Company
. Check Number
. Check Amount
. Check Date

. Company

. Amount

. Date Processed
. Transaction #

If the fees are spread across multiple companies in a CG filing, the check or EFT
information is listed for each company underneath each other in a table format.

In the State Specific section:

. State Specific information

Filing Correspondence

The Filing Correspondence section of a Filing Summary for paper filings contains
a Summary part, and a Filing Correspondence Details part.

454

TRACKER P&C VERSION 6.6 USER GUIDE



FILING SUMMARY FOR PAPER FILINGS

The Summary part displays these items for each correspondence activity:
¢ Filing Correspondence Description
e Tracker Filing ID/Company Ref #
¢ Date

The Filing Correspondence Details part contains the detail for each activity
listed in the above Summary. Each activity’s detail is followed by the attachment
from the activity’s Attach File field (if present), then the rest of the activity’s
attachments (documents).
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Chapter 14

Viewing Filings and
Attachments for Schedule Iltems
in the DMS

If you have a document management system (DMS), you can view the following

within the DMS:

. a listing of filings showing each filing’s status

. a listing of schedule items associated with a filing
. the status of each attachment

Note: The only attachments that are shown in the DMS are attachments that are stored in
the DMS. Attachments that are stored in a file systems will not display.

The types of schedule items that can be displayed in the DMS are as follows:

. rates
. rules
. forms

Using the search capabilities of the DMS, you can search for filings or rates, rules,
and forms that match your search criteria.

This chapter describes:

. The Search Interface on page 458

. Searching for Filings on page 460

. Searching for Rates, Rules, and Forms on page 463
. Viewing Rate, Rule, and Form Statuses on page 465

. Clearing Search Parameters on page 466

Note: The screens on your system may differ from those shown in this guide.
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The Search Interface

The following kinds of search mechanisms exist in the search interface for filings
and schedule items:

. Drop-Down Menus on page 458

. Drop-Down Menus with Manual Text Entry on page 458

. Date Search Menus on page 459

Drop-Down Menus

Drop-down menus contain a list of all available entries from the existing data for

the given search parameter.

#} Tracker Search - Microsoft Internet Explorer

Eile Edit ew Favarites Iools  Help

ks &)

Qoxck - O - 1

2] 0| seah < Favenites

Address [{E] hp:/flocalhostlvelinkfivelink exe?func=tracker.Sex

Search for Filings

Search Tracker Database

Search for Forms/Rates/Rules

Status: [any] -
State: [ Any ]
Approved
LOB: Disapproved
Filing Type: g:g‘z“nt?
Content: Start
Title: i
Forms/Rates/Rules Number: [[any] =]
Edition Date: [Care . =1
Form Type: Tany] -
Start Date: [Any] -
Filed Date: [(are1 =1
Objection Date: |
Resubmitted Date: |
Approved Date: [Camv 1 =]
Approved Effective Date: [ Any | B
Disapproval Date: [(are1 =1
withdrawn Date: |
Deemer Date: [Camv 1 =]
Custom1: [Any] hd
Customz: [(are1 =1
Custom3: |
Customd: Tany] -
&l

In the above example, all available filing statuses are entered automatically in the
drop-down menu and can be used as the choice for that search parameter.

Drop-Down Menus with Manual Text Entry

Some drop-down menus allow you to enter a search string as part of the search

parameter.
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Program:
Filing Group Description:
Filing Group Name:
Filing Description:

Filing Content:

Start Date:

Filed Date:

Objection Date:
Resubmitted Date:

Approved Effective Date:

[Any ] =

[Any ] =

[Any] =

Starts With +| Jabc
[any ] =

[any ] =

[any ] =

[any ] =l

[any ] =l

[any ] =

In the above example, you can search for the Filing Description by entering text
found at the beginning of the description.

Date Search Menus

Some search parameters involve the dates of statuses associated with filings or

attachments.

Filing Description:
Filing Content:
Start Date:

Filed Date:
Objection Date:

Resubmitted Date:

[ Ay hd
|[Anv] -1
ey =1[1 =] [209 =]
|[Anv] -1

[ Ay hd

[ Ay hd

In the above example, you can search for filings with a Start Date of January 1,

2009.
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Searching for Filings

You can search for filings using a variety of criteria. This method is a convenient
way to see the status of a filing or filings.

Method: Search for a filing

Log in to the DMS.
Under the heading Tracker, click Filings.

The Search Tracker Database screen displays with the Search for Filings
tab selected.

) Tracker Search - Microsoft Internet Explorer o =] 3]

File Edt Yew Favortes Tools  Help “Llnks | e
QBack - D - [ [2) (] search

Address [{€] hip: flocainostlivelinklivelink, exe?Func=tracker, Searchbkype=attachments

" Favorites ) | (1= o [x=] -

Search Tracker Database

Tracker - Personal - Enterprise =

Corttents
For This Page

S Fllings ™ Workspace % Logrout
Y, Forms Rates,etc. B Users & Groups @ Seltings

search for Filings || Search for Forms,/Rates/Rules

status: |
State: (vl =
LoB: |
Filing Type: a1 =1
Content: ThAny ] -
Title: m
Forms/Rates/Rules Number: [[any] =]
Edition Date: (ae1 =
Form Type: [Any ] -
Start Date: TAny ] -
Filed Date: fany1 =
Objection Date: [[any] =
Resubmitted Date: Tany ] -
Approved Date: [ |
Approved Effective Date:  [[any] =]
Disapproval Date: T |
withdrawn Date: eyl =
Deemer Date: Tyl =1
Custom1: (a1 =1
Custom2: [Any ] -
Custom3: T |
Customd: [Any ] - b
=
[&] Done [T [ [@mostedsices 4

Enter any combination of criteria you want to use to narrow your search and
click Search.

The Filings Search Result page displays.
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Search Tracker Database vy
Filings Search Result " e Livelink

Tracker - Personal - Enterprise - | Tools ~ Help -

G Filings ™ wiorkspace B Log-out [H conterts

4 Forms Rates,etc. [ Users & Groups @ Seltings For This Page
State LOB Comtent Company Filing Description  Status Date Custom1 Customz Custom3 Customd
A A F Skypwire Software  Fling group number Eeost Start May 13, 2009 =]
A F Oracle Corporation  Flingcreation'test  Start May 13, 2009 B
A F Skywire Software  Fd Start May 13, 2009 B
A F Cradle Corporation  fd Start May 13, 2009 B
A R F Skypwire Software  Fling group number Eest Start May 13, 2009 =]
A FmF Oracle Corporation  Flingcreation'test  Start May 13, 2009 B
i R Cradle Corporation  DMS fitlr fling type Pending May 06, 2009 B
B F Crace Corporation DM Fijr Fling type Start May 08, 2009 B
Az F Oracle Corporation DM formonly fllng Start May 08, 2009 =
i @® R Cracle Corporation  OMS firjr Fing type  Start May 08, 2009 B
i R F Cradle Corporation  DMS firlr fing type  Start May 06, 2009 B
i FF Cracle Corporation DM formonly fling Start May 08, 2009 B
Wz e F Oracle Corporation  DMS form only g~ Start May 08, 2009 B
o F Cracle Corparation DM formenly fiing  Pending May 06, 2009 B
B R Orack Corparation  dmsrule only filng Start May 06, 2009 B

The status of each filing displayed is shown in the Status column.

Viewing Rates, Rules, and Forms

On the search results screen, you can view rates, rules, and forms associated with

a filing by clicking on the folder icon [} at the far right. You can also view the
states and LOB for any rate, rule, and form.

Method: View rates, rules, and forms

1.  Onthe Filings Search Results screen, click the folder icon at the far right of
the filing.

1 Tracker D e
)s Search Result

base Tracker PR £

Tussday Livelink

Halp -

Tracker -

Parzonal -

Enterprise - Tools -

& conterts

& Fing: T & Logont
For This Page

 FormsRatesete. D Users i Groups @ Settings

State LOB Content Company Filing Description  Status Date Custom1. Customz Ccustoms Customd
A F Skywire Software  fiing aroup number test Start May 13, 2009 @
A HOF Oracle Corporation g creation test  Start May 13, 2009 B

The contents of a folder containing all the attachments for that filing
displays.

5 120000100001 - Mot nemetEnplorer RS il
[| He Edt Vew Favoies Toos Hep “Lmh ‘ i
QBack - O - [¥] ) 0| Psearch Favorkes € | (0 5 [w] -

Address [@] http:/flocahostivelink/luelink, exe7Func=1BobjlD=11116380bjiction=browseBsort=name = B

FONERED BT

Tracker = Personal - Enterprise ~ Toals «

[ askuweink a queston |+ | Frombere [+ ]| auyanced search

S Filings H wrarkspace 2 Log-out & Corterts
[ Go & Fomsatesate, B UserstiGroups @ Sattings For This Pags
[2 addocument ||| WaddFolder || 4 Add 1stream Document || addtem |~ |

 seomoroons - E
{Altem types) ||

B copy ‘ ) Move ‘ 34 Delete ‘ 5 e ‘ 5 Print ‘
Size Modfied
05/08/2009 03:35 PM
T als Statementofvarishility =1 05/08/2009 03:36 PM
Gl copy ‘ ) Move | 5% Dekte | CI Zip & Download ‘ % Print
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2.  To view the status of that attachment’s schedule item, click the arrow and
select Tracker Status.

Open

Configure
Rename

Add to Favorites
Copy

Make Shortout
Move

Set Motification
Make Mews
Permissions
Explore From Here
Tracker Stat
Delete U&

Properties 3

A list of the states and LOBs associated with this attachment’s rate, rule, or
form appears.

3. Click the Details link to view the list of dates applicable to this rate, rule, or
form.
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Searching for Rates, Rules, and Forms

Using the DMS, you can search for and view a filing’s rates, rules, and forms,

view their attachments, and check their status.

Method: Search for rates, rules, and forms

1. Login to the DMS.

2.  Under the heading Tracker, click Forms, Rates, etc.

The Search Tracker Database screen displays with the Search for Rates/

Rules/Forms tab selected.

=
TEE m: S s ©eh b H Links ‘ o>
Qack - @ - (%] [2] | O search i Favarites € | (9- L [m] -
Address [&] http: flocahostl i func=tracker Searchiskype==ttachments =l B e
Search Tracker Database
Tracker - Persanal - Enterprise -
% Filings = workspace % Log-out
ste. O Users & Groups @ Seftings

Search for Filings || Search for Forms/Rates/Rules

status: |

State: |

Lam: T —

Filing Type: [Cane1 =]

Content: |

Title: |

Forms/Rates/Rules Number: [[ary] 2]

Edition Date: [Came1 =]

e [ —

Start Date: T |

Filed Date: I |

Objection Date: [Came1 =]

Resubmitted Date: R |

approved Date: el =1

Approved EffectiveDate:  [[any] =]

Disapproval Date: [Came1 =1

Withdrawn Date: [Cane1 =]

Deemer Date: |

Custom1: |

Customs: A ——

ErErame |

Customa: |

|

] bone | Trusted sites P

3.  Enter any combination of criteria you want to use to narrow your search and

click Search.

The Filings Search Result page displays.

TRACKER P&C VERSION 6.6 USER GUIDE

463
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State
AL

aL
AL
AL
AL
aL
az
8z
az
az
az
8z
az
8z
az

ch Tracker Dat;

Filings Search Result

LOB
[+

cH
cH
cH
R
FI

CH
CH
H
R
R
Fl

A
M
ur

Content
E

F

F

Company
Skywire Software

Cratle Corporation
Skywire Software

Oracle Corporation
Skywire Software

Cratle Corporation
Oracle Corporation
Gracle Corporation
Gracle Corporation
Cratle Corporation
Oracle Corporation
Gracle Corporation
Oratle Corporation
Oracle Corporation

Oracle Corporation

Filing Description

Status

filing group number kest Start

filing creation test
fd
fd

Start
Start

Start

filing group number kest Start

Filing creation test

DM Firr Filng bype
DM Firr Filng type
o1 form only fiing
oM iy Filng type
DM Firr Filng bype
DM form only filing
05 form only filing
05 form only filing

dms rule only filing

Start
Pending
Start
Start
Start
Start
Start
Start
Pending

Start

Date
May 13, 2009

May 13, 2009
May 13, 2009
May 13, 2009
May 13, 2009
May 13, 2009
May 08, 2009
May 0, 2009
May 05, 2009
My 08, 2009
May 08, 2009
May 0, 2009
May 08, 2009
May 08, 2008

May 08, 2003

Tracker «

G Filings

Forms Rates,elc.

Custom1

Personal ~

™ wiorkspace
B Users & Groups

Custom2

Enterprise ~

% Log-out
@ Sattings

Custom3

Tracker
Tuesd:

Tools ~

& canterts
For This Pags

Customd

Livelink

POPCOODPOPOOCODOCODD
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Viewing Rate, Rule, and Form Statuses

The status of some rates, rules, and forms can correspond to multiple dates. The
following table summarizes the relationship between statuses and dates:

Conditions/Rules for Determining

Status Corresponding Date Date

Disapproved Disapproved Date Same as Corresponding Date

Objection Objection Date Same as Corresponding Date

Start Start Date Same as Corresponding Date

Withdrawn Withdrawn Date Same as Corresponding Date

Approved Approval Date Approval Date has been entered,
Deemer Date has not

Approved Approved Effective Date  Approval Date and Approved
Effective Date have both been entered

Approved Deemer Date Approval Date and Deemer Date have
both been entered

Pending Filed Date The Filed Date will be displayed when
there is a Start Date but no Objection
Date or Resubmitted Date

Pending Resubmitted Date The Resubmitted Date will be

displayed when there is a Filed Date
and an Objection Date

When you view the status of a rate, rule, or form, in all cases the Corresponding
Date from the above table will be displayed in the DMS.

You can view rate, rule, and form statuses by searching for rate, rule, and form.

The status is displayed in the Status column.
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Clearing Search Parameters

After entering multiple search parameters, you might want to clear all parameters
to enter new ones.

Method: Clear search parameters

On the search screen, click the Refresh button in your Web browser, or press F5.
The current set of search parameters is cleared.
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Appendix A

Troubleshooting

This chapter reviews potential problems you might have with Tracker, and some
possible solutions. If the methods described in this chapter do not resolve your
problem, please contact Customer Support. (See on page 32 for contact details.)

This chapter describes:
. Troubleshooting Tracker on page 468
. SERFF — Filing in Limbo on page 469
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Troubleshooting Tracker

This section describes troubleshooting the following areas:

. Viewing Activities in the Filing Package on page 468

. Deleting Activities in the Filing Package Tab on page 468

. Filing Forms Do Not Generate on page 468

. Updating Subscriptions or Services Causes Error Message on page 469

See also: SERFF — Filing in Limbo on page 469.
Viewing Activities in the Filing Package

Problem

Trying to view a document within an activity in the Filing Package tab displays
the following error message:

This file does not have a program associated with it for performing this
action. Create an association in My Computer by clicking View and then
clicking Options.

Solution

You need to install Adobe Acrobat Reader 5 or higher to be able to view the
document. Adobe Acrobat Reader is available at http://www.adobe.com.

Deleting Activities in the Filing Package Tab

Problem

Trying to delete an activity under the Activity Tab that has been moved to the
Filing Package tab displays the following error message:

This activity has been moved to the filing package and cannot be deleted.

Solution

You do not have a user access level that allows you to delete activities from the
Filing Package tab.

Filing Forms Do Not Generate

Problem
Trying to generate a filing form displays the following error message.

Error (2): Unable to generate document INS00562.
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Solution

This message appears only if the filing form is missing in the
Tracker\Repository\Model Documents folder. Verify that your installation
of Tracker had no errors. Contact Customer Support if you think the installation
was correct.

Updating Subscriptions or Services Causes Error
Message

Problem
You receive the following error message when trying to load a monthly update:

Wrong ‘Tracker Load’ file or the update period in the ‘Tracker Load file is
different.

Unable to continue. Options or dates mismatch.

Solution

Check to make sure you are loading the correct monthly update. If not, you will
receive the error message above.

SERFF — Filing in Limbo

Problem

A “filing in limbo” is a filing where the SERFF activity was successfully
completed and moved to the Filing Package, but no log entry was received, nor
has the SERFF status of the filing advanced. Here are two examples:

. SERFF: Generate/Submit to SERFF: After performing this activity, if
Tracker receives a status update for this filing, the Move to Filing Package
check box will remain locked. If no status message for the filing is received
after four hours, the check box will unlock.

. SERFF: Submit Filing Amendment, SERFF: Submit Objection
Response, and/or SERFF: Submit Note to Reviewer: After performing
one of these activities, if the item is successfully submitted, the Move to
Filing Package checkbox will remain locked. If the item is not successfully
submitted, the checkbox will unlock after four hours.

Solution

After Tracker unlocks the Move to Filing Package check box, you can move the
activity out of the filing package by clearing the check box and closing the
activity. This results in one of two possible outcomes:

. If the filing is no longer in the queue, Tracker will change the status of the
activity to FAILED. For Filing Amendments, NTRs and Objection
Responses, Tracker will also change the status of these items under the
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Correspondence tab to DRAFT. If you need to edit, change, or delete any
data or attachments, you must delete the activity with which they are
affiliated.

. If the filing is still in the queue, this error message will appear: “The activity
could not be moved out of the filing package as it’s still in the queue to go to
SERFF. Please check with your system administrator to ensure that the
Tracker monitor is functioning properly.”

Note: You must not go back into a FAILED activity; you must perform the activity
again.
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INDEX

Symbols
(a) rates, 409

Numerics
99999, creating filing groups past, 123

A
accepting filing profiles, 396
access levels
assigning user, 53
defining security, 52
titles, security, defining, 51
active activities
and status changes, 230
detail records, deleting, 244
overview, 230
activities
active
and status changes, 230
overview, 230
codes
table, 84
completing, 242
recurrent, 244
detail
active records, deleting, 244
passive records, deleting, 244
report, 444
filing package tab, 249
for multi-filing, performing, 259
in filing package
adding, 249
tab, deleting, 468
multi-filing, 259
On Approval option, 237
overview, 230
passive, 230
performing
basic, 235
method, 235
post activities, 230
posting, 238
reassigning, 105
records, editing, 241
recurring filing, creating, 98
search
options, 257
performing, 257
specific filing, 214

standard
SERFF, 234
Tracker, 232
suspense, 36
tab
filing, 214
filing group, 231
publication, 368
viewing in filing package, 468
activity codes
active, adding, 91
changing, 94
deleting, 97
obsoleting, 95
overview, 90
passive, adding, 90
reactivating, 95
ad hoc regulatory specialist updates, configuring, 41
address
field, 412
information section, 412
administration module, 25
administrative reports
generating, 108
overview, 451
types, 106
adoption time, 407
advisory organizations, 84
affiliation criteria, profile configuring, 48
aging detail report for outstanding filings, 446
All Profiles tab, fields, 378
All SERFF Messages tab, 316
alternate
address/city/zip code/state, 413
alternate long filing letter, 352
amendments, filing, see filing amendments
assembly
order, 409
section, 408
attaching documents, 253
attachments
adding or editing rule in filing group, 181
index of, 408
other, see other attachments
tab, CLS, 383
types, 84
attention field, 412
authenticating user IDs and passwords, 37
authorities listing report, 107
authority information
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entering company, 59
authority levels, EFT fee, 70
average approval time summary report, 449

B

browsing
filing records, 136

C
certification of compliance, 408
Changing, 220
check payments, filing fee, editing, 204
city field, 412
claims made, 409
closed filings, 343
CLS
Attachments tab, 383
Dates tab, 383
codes
activity
table, 84
company, 56
filing group, 122
combination filing, 406
comments
adding to filing letter, 213
filing profile, 384

adding, 386
viewing, 384
tab, 213
company
adding, 54

authority information
entering, 59
codes, overview, 56
deleting, 63
general information
entering, 56
group filing fees, allocating EFT, 294
group filings
adding, 142
and filing forms, 216
generating filing forms for, 144
in regulatory specialist, 406
overview, 142
searching, 143
viewing companies in, 142
in company group filings, viewing, 142
information, 54
overview, 54
records, accessing, 64
listing report, general, 106
programs

creating, 116
working with, 116
resource information, entering, 62
viewing on filing profile, 382
with authorities listing report, 107
company program
deleting, 118
editing, 117
compliance certification, 408
contacts
listing report, state, 419
section, 411
correspondence letter, 352
current
filing status detail report, 437
production status detail report, 446
custom
fields
data, entering or editing, 414
labels, defining and editing, 87
overview, 87
LOBs, mapping to standard, 99
reports, 449
tables
elements, deleting, 89
entering information into, 88
tasks, performing, 87
understanding, 83
viewing, 87
working with, 83
custom tables
changing information in, 88

D
date
ranges of reports, defining, 431
search menus, 459
Dates tab, CLS, 383
declarations, 409
deemer provisions, 407
defaults
system
settings, SERFF, 66
system, overview, 35
system, settings tab, 35
delay time, 407
department
addresses
section, 411
field, 412
description field, 410
detailed
filing requirements report, 417
state contacts report, 419
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displaying filings with suspense activities,
configuring, 36
disposition reports

contents, 340

viewing, 340
DMS

using with Tracker, 27
document conventions, 20
documentation, supporting, filing requirements in
filing, 280
documentation, Tracker, 29
documents, attaching to filings, 253
documents, replacing generated, 222
draft SERFF filings, generating, 308
drop-down menus

manual text entry, 458

overview, 458

E
edited documents, printing, 224
effective date rules
field, 407
section, 407
EFT
additional payments, 300
submitting, 341
company group filing fees, allocating, 294
fee authority levels, 70
filing fee details, adjusting, 299
paying filing fees via, 291
transaction
information, viewing in filing, 294
status, 300
e-mail, 413
error updating subscriptions or services, 469
exporting reports, 435

F
fax, 413
fee authority levels, EFT, 70
field labels, custom, 38
fields
custom, see custom fields
data, custom, entering or editing, 414
labels
defining and editing custom, 87
names, 414
file statute
section, 405
filing activities
creating recurring, 98
performing procedures, 246
specific, 214

filing amendments
creating, 327
deleting, 331
editing, 330
submitting, 332
filing approval
activity, performing, 254
notification report, 437
filing attachments, overview, 253
filing content
Contacts tab, 403
Filing Forms tab, 410, 412
filing correspondence, SERFF filing, 348
filing detail, filing summary, SERFF, 345
filing details
entering, 140
tab, 140
filing evaluation report, 447
filing exemptions section, 406
filing fee details, adjusting EFT, 299
filing fee field, 407
filing fees
allocating EFT company group, 294
check payments, editing, 204
detail report, 449
entering, 203
paid by check, entering, 203
paying via EFT, 291
filing form field, 410
filing form, generated, editing and replacing, 220
filing forms
and company group filings, 216
changing, 220
deselecting, 162, 179, 216
deselecting for printing, 162, 180, 217
editing, 216
generating for company group filings, 144
information, entering, 215
not generating, 468
order, changing, 219
printing before or after filing letters, 218
section, 409
selecting, 162, 179, 216
for printing, 162, 180, 217
tab, 215
viewing, 216
filing forms tab, 215
filing group tabs, viewing, 122
filing groups
adding, 120
code
entering, 122
overriding, 122
creating in multi-user environment, 123
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creating past 99999, 123
overriding values in filing profile, 394
program setup fields, 389
records, accessing, 122
section, 390
settings, changing, 121
viewing specific program, 121
working with, 120
filing header, 137
filing letters
alternate long filing letter, 352
comments
comments tab, 213
field descriptions, 354
overview, 249
comments, adding, 213
correspondence letter, 352
creating, 356
follow-up filing letter, 352
information in, 248
list of types, 352
long filing letter, 352
objection letter, 353
overview, 351
printing filing forms before or after, 218
sample, 246
short filing letter, 352
withdrawal letter, 352
filing mechanics, 406
filing method (rate), 84
filing module, 22
filing package
adding activities, 249
tab
and activities, 249
deleting activities from, 468
viewing activities in, 468
filing profiles
accepting, 396
comments, 384
adding, 386
viewing, 384
details, viewing, 381
editing, 379
filings on, 393
filings and, 390
initial type, 380
list, viewing, 377
new type, 381
notification, 378
overriding values in, 394
process, 376
program/filing group information, 388
rejecting, 398

suspending, 397
types, 380
viewing, 379
filings on, 391
filing records, accessing from filing group, 135
filing references tab, 367
filing requirements
report, detailed, 417
summary report, 416
supporting documentation in filing, 280
workers compensation, 406
filing resources
entering, 212
resources tab, 212
filing statuses
detail report, current, 437
searching, 460
filing statute section, 405
filing statutes, 226
filing summaries, generating, 348
filing summary
overview, 345
SERFF
filing correspondence, 348
filing detail, 345
filing tabs, 139
filing types, 84, 410
selecting for filings en masse, 267
selecting in filings, 276
filing updates, SERFF status, 313
filing values, overriding in a filing profile, 394
filings
adding new, 126
browsing, 136
closed, 343
combination, 406
creating from publication, 369
generating, 253
in limbo, 469
multiple, generating and printing, 260
printing, 253
section, 390
submitting to SERFF, 310

with suspense activities, configuring display, 36

filtering My Filings - All tab, 135
final printing requirements, 408
first name, 412
Flesch score, 409
follow-up filing letter, 352
form field
in Filing Exemptions section, 406
in Filing Statute section, 406
forms
adding or editing in filing group, 147
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current status detail report, 441
display section, 410
not generating, 468
obsolete date, 410
restrictions, 407
searching, 463
statuses, viewing, 465
summary listing report, 442
tab

filing group, 147
types, 85
viewing, 461

forms, enabling, 162, 179

G

general

company
information, entering, 56
listing report, 106

instructions, filing level, working with, 284

requirements, 407

generated

documents
printing one copy of, 223
reprinting all, 225
letters, editing, 221
reports, viewing, 434

generating

draft SERFF filings, 308

filing forms for company group filings, 144

filings, 253
multiple filings, 260

group

H

names, defining, 35

header, filings, 137
hearing procedures, 407
help, online

see online help

historical summaries, 444

index of attachments, 408
index, using in online help, 31

information records, accessing company, 64

initial filing profile type, 380

L

last name, 412
lead time, 407
letters

filing, information in, 248

generated, editing, 221

sample filing, 246
letters, see filing letters
line of business, see LOB
linking related filings, 193
Links tab, 366

LOB

change a mapping, 101

in
Contacts tab, 403
Filing forms tab, 410, 412
Filing Statutes tab, 405
General tab, 408

mapping

custom and standard, 99

overview, 87

multiple and SERFF filings, 100

multiple LOBs to a custom LOB, mapping, 102

viewing on filing profile, 382

log entries, SERFF, 311
logging in
overview, 111
login
password, changing, 113
Tracker, 112
long filing letter, 352

management reports, 445

mapping custom LOBs to standard LOBs, 99

messages

deleting, 318

managing, 315

SERFF, 311

types, 311
microfiche requirements, 406
modules of Tracker, 22
monitor settings, 45
multi-filing

activities, 259

posting activities for, 259

multiple LOBs and SERFF filings, 100

My Filings - All tab
accessing, 133
filtering, 135
My Profiles tab, fields, 378
My SERFF Messages tab, 316

N
name
Contacts tab, 412
first and last, 412
new filing profile type, 381
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notes field, 413
notes to filer
receiving, 344
SERFF, 315
notes to reviewer
creating, 319
deleting, 321
editing, 321
sending, 343
submitting, 321
working with, 319
notice of domiciliary state approval, 408
notification of new filing profiles
method, 378
number of
attachments, 408
filing cover letters, 408
SASE, 409

0]
objection
letters
SERFF, 315
reports, 443
responses
creating, 334
deleting, 338
submitting, 338
objection letter, 353
objection letters
viewing, 332
objection responses
editing, 338
office hours, 413
online help
index, using, 31
navigating, 31
printing topics, 32
searching, 30
table of contents, using, 31
using, 30
order of assembly, 409
other attachments
adding or editing in filing, 198
adding or editing in filing group, 195
creating revised, 324
filing group tab, 195
outstanding filings, aging detail report, 446

P

passive activities, 230

passive activity detail records, deleting, 244
passwords

authenticating, 37
changing, 113
pay plans, 409
payments, additional EFT, 300, 341
phone number/extension, 413
policy jackets, 409
post activities, 230
posting activities
filing or filing group, 238
multi-filing, 259
premium change limits, 409
print status, 87
printing
edited documents, 224

filing forms before or after filing letter, 218

filings, 253

generated document, one, 223

multiple filings, 260

reports, 434

requirements, final, 408
Process Filing Profile dialog box, 379
production status detail report, current, 446
profile affiliation, configuring, 77
profiles

affiliation criteria, configuring, 48

user, see user profiles
programs

company, 116

creating company, 116

filing group

information in filing profile, 388
setup fields, 389

section, 389

viewing filing groups for, 121
provinces, displaying or hiding, 36
proxy

server settings, configuring, 71
proxy settings, 46
public access

setting values, 290
publication

status, 86
publications

adding copy of, 373

adding or removing states from, 364

creating filings from, 369

details

information, entering and editing, 366

main screen, 365
tab, 365, 366
link, adding, 367
overview, 24
references, adding, 227
reports, 374
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summary report, 445 disposition, 340
tab exporting, 435
overview, 227 function, 428
type, 86 management, 445
other, 451
R overview, 24, 427
rates parameters, selecting multiple items, 431
(a) rates, 409 printing, 434
details report, 443 producing, 429
exceptions, viewing or changing in filing, 170 saving settings, 435
filing scrolling, 434
exemptions, 406 selection criteria, 431
statues, 405 SERFF, 315
filing group tab, 164 sort order, 433
information, entering in filing, 170 viewing generated, 434
rate/rule working with, 428
details report, 443 requirements
searching, 463 bypassing for filings en masse, 273
statuses, viewing, 465 bypassing in filings, 287
viewing, 461 filing level
or changing in filing, 170 removing, 287
reassigning activities, 105 satisfying, 285
recurrent activities, completing, 244 general, 407
recurring filing activities, creating, 98 previously bypassed, satisfying, 325
references, adding publication, 227 retrieving for filings, 280
Regulatory Specialist en masse, 269
Canadian Provincial Data, 402 satisfying for filings en masse, 271
regulatory specialist special section, 409
accessing, 402 user added, see user added requirements
ad hoc updates, configuring, 41 viewing in filing, 283
custom fields resources
labels, changing, 40 filing, entering, 212
tab, 413 information for companies, entering, 62
information, updating and changing, 404 tab, 212
overview, 24 Retrieving, 269
reports RS Custom Fields tab, 413
generating, 420 rules
overview, 451 adding or editing in filing, 186
overview and types, 416 and rule exceptions, 181
sections, 402 attachments, adding or editing filing group, 181
update server, configuring Tracker to access, 45 filing
updates, accessing, 44 exemptions, 406
updates, overview, 41 statute, 406
rejecting filing profiles, 398 filing group tab, 181
related rule/rate details report, 443
filings, linking, 193 searching, 463
publications, 227 statuses, viewing, 465
reports viewing, 461
administrative
overview, 451 S
types, 106 sample filing letter, 246
custom, see custom reports SASE, 409
date ranges, 431 schedule items
descriptions and types, 436 form, rate, etc., revising, 323
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schedule items, state status updates, 314
schedules
form
viewing, 306
rate/rule
viewing, 307
scrolling reports, 434
search
activity options, 257
interface, overview, 458
parameters, clearing, 466
searching
company group filings, 143
filing statuses, 460
rates, rules, and forms, 463
Tracker, 424
searching the online help, 30
security access
levels
configuring, 51
defining, 52
titles, defining, 51
security, system, 50
selection criteria of reports, defining, 431
SERFF
activities, standard, 234
configuring Tracker for, 66
default system settings
configuring, 68
overview, 66
filing default options, 67
filing details fields, 303
filing summary, overview, 345
filings
details, viewing, 302
generating draft, 308
monitoring, 311
multiple LOBs, 100
reviewing, 302
working in filing, 276
filings, working with en masse, 267
help with, 26
integration, 26
log entries, 311
messages
content, 311
identifying new ones, 316
monitoring, 311
viewing, 317
messages, hide, 67
notes to filer, 315
objection letters, 315
overview, 264
reports, 315

schedule item attachment formats, configuring, 72

specific security settings, 50
SPI
log on ID, 66
password, 66
status filing updates, 313
submitted filings
procedures for working with, 319
submitting filings to, 310
subtabs, 265
tab
banner, 265
in filing, 265
in regulatory specialist, 414
transaction fee report, 450
troubleshooting, 469
URLs, 67
SERFF filings
monitoring, 311
services, error updating, 469
setting up Tracker first time, 34
settings
filing profile-specific security, 50
generic security, 50
proxy, 46
settings section
File Statute tab, 405
Filing Forms tab, 410, 412
General tab, 408
settings tab, system defaults, 35
short filing letter, 352
sort order of reports, defining, 433
special requirements section, 409
SPI, SERFF password, 66
standard
LOBs, mapping custom LOBs to, 99
SERFF activities, 234
Tracker activities, 232
state
adding from publication, 364
contact
detailed report, 419
listing report, 419
Contacts tab, 403
File Statute tab, 405
Filing Forms tab, 410, 412
General tab, 408
removing from
publications, 364
schedule item status updates, 314
specific values, entering in filing, 289
viewing on filing profile, 382
status
changes and active activities, 230
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reports, 436
SERFF filing updates, 313
sub TOIs
selecting
en masse, 267
in filing, 276
submitting
filing amendments, 332
filings to SERFF, 310
notes to reviewers, 321
objection responses, 338
subscriptions
error when updating, 469
summary
historical, 444
listing report, 442
supporting doc filing requirements, 280
supporting doc schedule items, creating revised, 324
suspending filing profiles, 397
suspense activities, configuring display, 36
system
defaults, overview, 35
defaults, settings tab, 35
security, 50
settings
SERFF default, configuring, 68
SERFF default, overview, 66

T
tab name for RS Custom Fields tab, 414
table of contents, using in online help, 31
tables
elements, custom, deleting, 89
tasks, 87
title, 412
TOI
selecting
en masse, 267
in filing, 276
Tracker
configuring
for SERFF, 66
regulatory specialist access, 45
DMS, using with, 27
documentation, 29
integration with SERFF, 26
modules, 22
searches, performing, 424
setting up first time, 34
training, 28
transaction
fee report, SERFF, 450
information, EFT, viewing in filing, 294
status, EFT, 300

troubleshooting, 468
troubleshooting SERFF, 469
types of filings, 410

U
updates
regulatory specialist, 41
updates, regulatory specialist, accessing, 44
updating
errors, 469
user
access levels, assigning, 53
IDs, authenticating, 37
listing report, 107
profiles
adding, 75
changing, 80
deleting, 81
overview, 75

user-added requirements, creating in filing, 288

W

web site field, 413

withdrawal letter, 352

workers compensation requirements, 406

z
zip code, 413
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