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Chapter 1

Overview

Welcome to the Tracker User Guide for Life and Health users.
This chapter describes:

. Tracker on page 8

. The Tracker Modules on page 9

. SERFF Integration on page 12

. Using a DMS with Tracker on page 12

. Tracker Training on page 12

. Documentation on page 13

. Using the Online Help on page 15
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OVERVIEW

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.

. Ability to access a wide range of management and production reports to
view filings, rates, advertisements, 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.

8 TRACKER L&H USER GUIDE



THE TRACKER MODULES

The Tracker Modules

Tracker the following interrelated modules:
. Filing Module on page 9

. Legislation on page 11

. Reports on page 11

. Administration on page 11

. Regulatory Specialist on page 11

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 products 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 products. The second level, called the Filing Group, stores high-level
information regarding a group of related filings that are part of that product. 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, advertisement) with which they are related. There may
be multiple filings within a single filing group and multiple filing groups within a
single product.

Imagine a filing cabinet where the cabinet is identified as the product 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.

TRACKER L&H USER GUIDE 9
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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 product, and to view a list of all the
filing groups within that product. 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:

Products and Filing Groups on page 97
Working with Filings on page 107

Working with Common Filing Tasks on page 195
Working with Activities on page 201
Understanding Filing Letters on page 335

10
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THE TRACKER MODULES

Legislation

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

Legislation such as bulletins, regulations, circular letters, and advance and
approved laws issued by the various departments of insurance, can be entered into
Tracker as they are received by your company to track state insurance changes
that impact your products and practices. Such legislation can be linked to each
other and they can also be linked to related filings which might be necessary to
comply with the legislation.

See Working with Legislation on page 343 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).

For more information, see:
. Searching, Reporting, and Filing Summary on page 369

. Administrative Reports on page 90

Administration

You use the Administration module to configure Tracker. This module includes:
. System Defaults on page 31

. Security Access Levels on page 39, including user security

. Company Information on page 33

. User Profiles on page 60

. Custom Tables on page 65

See The Administration Module on page 19 for more information.

Regulatory Specialist

Regulatory Specialist provides access to SERFF information and General
Instructions. It also provides a database where you can maintain your own set of
contacts and addresses at the Departments of Insurance, and a set of custom state-
specific information.

See Working with the Regulatory Specialist on page 363.
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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. 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.

Using a DMS with Tracker

Your system administrator may have configured Tracker to allow you to store
filing attachments (forms, rates, and advertisements) 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.

Tracker Training

Tracker training courses are offered through Oracle Consulting. Training is
usually done in your office after the administrative setup of Tracker has been
completed. Having training affer setup allows you to train your employees using
your recommended setup of Tracker.

Training courses are designed for your segment of the insurance industry. Both
new and experienced Filing Analysts are taught every facet of Tracker and how to
use Tracker for every step of a filing.

For more information on Tracker training, please contact Customer Support.

12 TRACKER L&H USER GUIDE



DOCUMENTATION

Documentation

The following topics help you get the most of the documentation for this product:
. Accessibility on page 13
. Related Documents on page 13

. Conventions on page 13

Accessibility

Accessibility of Links to External Web Sites in
Documentation

This documentation may contain links to Web sites of other companies or
organizations that Oracle does not own or control. Oracle neither evaluates nor
makes any representations regarding the accessibility of these Web sites.

TTY Access to Oracle Support Services

Oracle provides dedicated Text Telephone (TTY) access to Oracle Support
Services within the United States of America 24 hours a day, seven days a week.
For TTY support, call 800.446.2398.

Related Documents

For more information, refer to the following Oracle resources:

. 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 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.

. 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, and troubleshooting information.

Conventions

The following text conventions are used in this document:

TRACKER L&H USER GUIDE 13
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: Tagy Descriptiony

P Bolds MicrosoftMiindowes names, buttons, tabs and other screen elements are
: in bald, for example: Click Next. &

Fontss paths, URLs and code samples are in the Courier font, for example:
CAllindows §
P aluesg walues that you need to enter or specify are indicated in the italicized

Courier font, for example, sener qame

Optionals waluesthat are optional are indicated with square brackets, for example
[reserved].§

Tips, Notes, Important Notes and Warnings

1 Tagg Descriptiony

MHote 5 Thiz tag contains special information and reminderss

Importants  Thistag contains significant information about the use and
understanding of the sofhmare &

Tips A Tip provides 3 better way to use the sofhwares

Wiarnings Thi=tag contains critical information that ifignored, may cause erars
ar result in the loss of information.s

Dialog

“Dialog” is the term used to describe windows, screens and other types of user
interface elements used to enable reciprocal communication or “dialog” between a
computer and its user. It may communicate information to the user, prompt the user
for a response, or both.
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USING THE ONLINE HELP

Using the Online Help

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

. The Contents of the Online Help on page 15
. Searching the Help on page 15

. Using the Help Index on page 16

. Using the Help Table of Contents on page 16
. Navigating the Help on page 16

. Printing a Help Topic on page 17

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 15

. Using the Help Index on page 16

. Using the Help Table of Contents on page 16

. Navigating the Help on page 16

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.

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

TRACKER L&H USER GUIDE 15
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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:

16
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USING THE ONLINE HELP

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

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.

TRACKER L&H USER GUIDE 17



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 20

System Defaults on page 21
Security Access Levels on page 29
Company Information on page 33
SERFF Settings on page 48

User Profiles on page 60

Custom Tables on page 65
Reassigning Activities on page 89

Administrative Reports on page 90

TRACKER L&H USER GUIDE
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THE ADMINISTRATION MODULE

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
2
3.
4
5

6.

System Defaults: see System Defaults on page 21

System Security: see Security Access Levels on page 29
Company Information: see Company Information on page 33
SERFF System Defaults: see SERFF Settings on page 48
User Profiles: see User Profiles on page 60

Custom Tables: see Custom Tables on page 65

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.

20
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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 three tabs on the System Defaults dialog:
. Settings on page 21

. Custom Field Labels on page 25

. RS Custom Field Labels on page 27

Settings

On this tab you can perform the following tasks:

. Defining a Group Name on page 21

. Configuring the Display of Filings with Suspense Activities on page 22
. Displaying or Hiding Canadian Provinces on page 23

. Setting User ID and Password Authentication on page 24

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.

TRACKER L&H USER GUIDE 21



THE ADMINISTRATION MODULE

System Defaults x|

Settings | Custom Field Labels | RS Custom Field Labeks |

— System Setting

Group Mame: I

™ Show all suspended

—User D and Password Authentication

™ Use Windows Logon

oK I Cancel

2.  Enter the Group Name.
3. Click OK.

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.

22 TRACKER L&H USER GUIDE
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x
Settings | Custom Field Labels | RS Custom Field Labeks |

— System Setting

Group Mame: I

™ Show all suspended

—User D and Password Authentication

™ Use Windows Logon

oK I Cancel |

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 check box.

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.

Method: Display or hide Canadian provinces

1.  Select Admin > System Information > System Defaults.

The System Defaults dialog displays with the Settings tab displayed.

TRACKER L&H USER GUIDE 23
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System Defaults x|

Settings | Custom Field Labels | RS Custom Field Labeks |

— System Setting

Group Mame: I

™ Show all suspended

—User D and Password Authentication

™ Use Windows Logon

oK I Cancel |

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.
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System Defaults x|

Settings | Custom Field Labels | RS Custom Field Labeks |

— System Setting

Group Mame: I

™ Show all suspended

—User D and Password Authentication

™ Use Windows Logon

oK I Cancel

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

Note: If you 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 intoTracker; the user’s Tracker password would stay the same
until changed. See Changing Your Tracker Login Password on page 103.

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.
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System Defaults x|

Settings | Custom Field Labels | RS Custom Field Labeks |

— System Setting

Group Mame: I

[~ Sh

—User D and Password Authentication

™ Use Windows Logon

ak. I Cancel
2. Click the Custom Field Labels tab.
System Defaults x|
Seftings  Custom Field Labels | RS Custern Figld Labels I
r— Custamn Field
Company: Filing Group: |Custom
Leqislation: Icustgm Filifg: IEustom
~ Filing Details - Custom Date — Leqislation
Date 1: ICust0m1 Date 1: IEust0m1
Date 2 ICust0m2 Date 2 ICustomZ
Date 3 ICustomS Date 3 ICust0m3
Date & ICust0m4 Date 4 IEust0m4
r~ User — &ttachment:
Field 1: |Custom Riate: [Custom
Field 2: ICust0m2
Farm: IEustom
Field 3: ICust0m3 Advertizement; ICustom
— Activity
Field 1 I[;usmnﬂ Field 2: IEustomZ
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.

26
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— Custom Fields

Company : |Caurier Acc

Leqgizlation: II:ustl:um

r— Contact
Phone: |34F"-291-5842 Faw: [347-2915

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

NAIC Grou
Code 13321 NAIC Code: [65483 FEIN: 54565441

Dsotniit;lz:f |FL- Florida [~

ICourier .-’-‘u:c:'

3.  When finished, click OK.

i

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.

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.
x|

Settings | Custom Field Labels | RS Custom Field Labeks |

— System Setting

Group Mame: I

™ Show all suspended

—User D and Password Authentication

™ Use Windows Logon

oK I Cancel

TRACKER L&H USER GUIDE
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2. Click the RS Custom Field Labels tab.

Enter custom

tab name here Enter custom field

labels here

System Defaults x|

Settings | Custom Field Labelz \GS Custom Field Labels

The functionality below allows pou B azzign a custom name to the tab and to each of thé 10 free format fields in the AS Custom
Fields tab within R egulatory Specialist\ Pleaze click on the ‘Custom Field Mame' colump to enter/edit the name of the field.

Custom Field uztom Field Mame |
RS Custom Field Tab J

Custom Field 1 Statistical Information
Custom Field 2 Manual

Customn Field 3 Distiribution List
Custom Field 4 SERFF EFT Availability
Customn Field 5 Custom 5

Customn Field B Custom &

Customn Field 7 Custom 7

Customn Field 8 Custom 8

Customn Field 9 Custom 3

Custom Field 10 Custom 10

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

For more information about these fields, see RS Custom Fields on page 368.
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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 29
. Configuring Security Access Levels on page 29

Understanding Security Settings

Each security access level has generic security settings and SERFF-specific
security settings.

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
. 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

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 30
. Defining Security Access Levels on page 31

. Assigning User Access Levels on page 32
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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.
ﬂ

Adminiztrator | Manager | User | Reviewer | Viewer | Level& | Level 7| Level 8| Level 9| Mo Aocess |

— Syztemn Activities —SERFF Specific System Activities
. The meszage suppression functionality is only applicable
V| Riead?View for meszages on filings created in Tracker 6.1 and 6.3,
¥ Edit/Modify/4ppend Suppress notification for the following from the MY SERFF
¥ add/Mew/Treate Messages and the ALL SERFF Messzages tabs:
¥ Delete/Erase TH*  CH=
v Wiews &dministrative Functions Public Acoess dssigned / Changed [~ [
[V Perform Administrative Functions Armived at State |
¥ Remave friom Filing Package Wiemed by State T
[V &dd/Edit Content in Regulatary Specialist Custom Fields fisighed Ta Reviewer r -
State Status Changed [
Filing Closed T
— Filing Profile Specific Achivities Filng Re-Opened r r
¥ sccent/Beject/Suspend Fiing Prafiles
¥ Delste My SERFF Messages
¥ iews Filing Frofiles
IV Delete &1 SERFF Messages
EFT Fee Authority Lewvel: IManager ﬂ

“TH = Transmittal Header  **CH = Component Header

Ok | Cancel |

2. Click Rename Levels.

The Rename Security Levels dialog displays.

Rename Security Levels

Adrririzstratar Level 8
M anager Level 9
Analyst Level 10
Snr. Analyst

Officer

Supervizor

Level 7

e |

3.  Click the title you want to rename and click Rename.

4.  Type in the desired new level title and press Enter.
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5.  Repeat steps 3 and 4 to rename other security levels.
6.  When finished, click Close.
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.

zl
Adrninizgtratar | I anager I User I Reviewer I Wiewer I Level B I Level 7 I Level 8 I Lewvel 9 I Mo Access I
— Systern Activities —SERFF Specific System Activities
. The message suppression functionality iz only applicabls
V' Read/view for meszages on filings created in Tracker 6.1 and 6.3,
¥ Edit/Modify/tppend Suppress notification for the following from the kY SERFF
¥ fdd/Mew/Create Messages and the ALL SERFF Meszages tabs:
¥ Delete/Erase TH*  CH
v iews &dministrative Functions Public Acoess dssigned / Changed [ [
¥ Perform Administrative Functions Arived at State I
¥ Remave friom Filing Package Wieed by State r
Iv' Add/Edit Content in Regulatory Specialist Custom Fields fisighed Ta Reviewer -
State Status Changed [
Filing Clozed T
— Filing Profile Specific Achivities Filing Fre-Opened r r
¥ &ocent/Beject/Suspend Fing Brafiles
¥ Delste My SERFF Messages
¥ iews Filing Frofiles
[V Delete &1l SERFF Messages
EFT Fee Authority Lewvel: IManager ﬂ
“TH = Transmittal Header  **CH = Component Header
Ok | 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.
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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 60 for details.
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Company Information

This section describes:

Understanding Company Information on page 33

Adding New Companies on page 33

Understanding Company Codes on page 35

Entering or Editing General Information for Companies on page 35
Entering or Editing Authority Information for Companies on page 38
Entering or Editing Resource Information for Companies on page 43
Deleting Companies on page 45

Accessing Existing Company Information Records on page 47

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.

TRACKER L&H USER GUIDE 33



THE ADMINISTRATION MODULE

Companies

x|

Code | I ame

| Phare Add |

T

Towne Insurance Compaty

404-284-2604

Edit |
Delete |

Cloge

Click Add.

The Company Information dialog displays.

Company Information

General ] Authority 1 Resources ;

x

Mame: i

I~ Advisor/R ating Oraganization
~ Main Address -

Code: ]

Address: 1

City: }

State: 4

~ Altemate Address -

d Zip Code:

Address: ]

Citye ]

State: J

1 Contact

Zip Code: ]

=

Phane: |

Toll Free
Phane: I

NAIC Group

Fax: 1

URL: |

Code: | NAIC Code: |

State of
Domiile: |4k Alaska

El

FEIN: |

- Insurance Type-

Custom: ]

1~ Company Profile-

= = L4H

Company Type: ‘

[ SERFFEFT-

Papr UNID: |

Edit Departments

ok [ Caneel | denb |
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3.  Enter General Information and Authority Information. (See detailed
directions in Entering or Editing General Information for Companies on
page 35 and Entering or Editing Authority Information for Companies on
page 38).

4.  Assign Resources. (See detailed instructions in Enfer resource information
for a new company on page 44).

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).

With the exception of advisory/rating organizations, each company must have an
NAIC Code. Tracker ensures that the code entered 5 digits long and that you have
not already used the same NAIC Code to identify another company.

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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Note

x

Eu:u:lel I ame | Phone fdd |
T1 Towne Insurance Compaty 404-284-2604 .
E dit |

Delete |

Cloge

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

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

Select the Advisory/Rating Organization check box if this company is an
advisory or rating organization. (Some states allow only advisory/rating
organizations to use EFT payments. See Regulatory Specialist, SERFF tab,
General subtab on page 366 for details.)

For a Company Group filing, in order for EFT to be an option, the Advisory/Rating
Organization check box on the General tab of the Company Information dialog would
have to be selected for all of the companies in the Company Group. If the Advisory/
Rating Organization check box is not selected for any of the companies in the Company
Group, then Check is the only option available for filing fees — EFT will not be an option.

5.

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

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.

36
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Note The NAIC Code field may be blank for Advisory/Rating organizations, but companies

that are not Advisory/Rating organizations must enter a value for NAIC Code.

¢ Enter the company’s State of Domicile.

*  Enter the company’s Federal Employer Identification Number (FEIN).

The correct format is NN-NNNNNNN, where N is a numerical digit.

Note [f more than one company shares the same FEIN, you will experience problems if
you try to submit a Company Group EFT filing or a Company Group rate filing that
includes companies that share the same FEIN. The filing will be rejected by SERFF

or have unpredictable results.

7.  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.

8.  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.

9. Click Edit Departments.
The Departments dialog displays.

Departments

Code I Department Mame

x|

add |

T1 b arketing

T1 Legal

T1 Product Dievelopment
T1 Undenwriting

Edit |
Delete |

Cloze |

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

click Edit.

The Company Department dialog displays.
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11.

12.
13.

14.
15.
16.

Company Department ﬂ

Company: |T0wne Insurance Company- T1

Address: |4EDD taclGee Street I

City: IAtIanta
State: | Ga- Georgia i I T
Phane: |404-284-2604 Fax [8775131413

Taoll Free 077
P |eaa 877-8302

ak I Cancel I

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

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 38.)

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.
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x|

Eu:u:lel I ame | Phone fdd |
T1 Towne Insurance Compaty 404-284-2604

Edit |
Delete |

Cloge

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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4.

Company Information

General  Authority | Resources

Compary: |Insuranc:eTT

----- A7 - Arizona
8 L - lllinois
----- ME - M aine
F-- MT - Montana
----- M - Mew Mexico

— Company Profile Figlds

State |D:

HCEA 1D:

|
HIOS ID: |
|
URACND: |

fdd | Update | Delete |

— Line of Buginess

LCode: I

=]

Organization 1: I

=]

Affiliation 1:

" Subsciber € Member

" Semwice Purchaser

Organization 2:

=]

Affiliation 2

" Subscriber Member

" Service Puchaser

Organization 3: I

=]

Affiliation 3:

" Subsciber € Member

" Semice Purchaser

pdd | Update | Dekete |

Click Add (located below State ID).
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The Company State Authority dialog displays.

Company State Authority E |

Available States: Licenzed States:

AE- lazka - Ca- Califarmia ak.
AL- Alabama CT- Connechout

AR- Arkangas DC- Digtrict of Columbia Cancel |
A5- Amenican Samoa

L7 Arizona
Ca- Calorado 53
DE- Delaware
FL- Florida
G4- Georgia <2
G- Guam

HI- Hawwaii

[&- lowa

|D- 1dakio

IL- Hliroig

IM- Indiana

k.5- Kanzasz

k- Kentucky

L& Louiziana ;I

[ 1

[«
<]

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.  To add 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.
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10.

11.

12.
13.

14.
15.

Company LOB Authority E

Avwallable LOE: Licensed LOB:
AE- Annuity - Equity [ndex DM- Health - Dental ok
AF- Annuity - Fiked aH- Health - Group

AM- Annuity - GICs HA- Health - ADED LCancel |
A Annuity - Wariable HE- Health - Blanket

CD- Credit - Dizability B3 HF- Health - Franchize

CL- Credit - Life HH- Health - Hozpital Indemnity
EL- Life - Equity Inde= Htd- Health - Medicare Suppler
R- Life - Group <4 HS- Health - Specified Diseasze
IL- Life - Interest Sensitive Hw- Health - Wizion

LD- Health - Long Term Care |H- Health - Individual

LT- Health - Stop Loss/Excess
ML- Dizability - Long Tem

5D Dizahility - Short Term

SL- Life - Industrial

TL- Lite - Term

LIL- Life - Univerzal

WL- Life - Yariable

Wwl- Life - whole

<
]

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.

When all of the lines of business for which the company is licensed in this
state appear in the Licensed LOBs 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.

Repeat steps 7 through 11 for each state listed.

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.

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

The following three fields are for US States only. Currently, these are for
PPACA eligible filings only, but may be used for non-PPACA filings in the
future.

e HIOS Issuer ID
e NCQAORGID
¢ URAC Application Number
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Complisnce Tracker - [Top Level]

it View  Admin Window Help T
el B Eomi kx| Eral Eom s o Compary Infarmation
0] Cl=| BiEiwwe) e
B Gererd Authorty | Resoueess |
of, System =] FGDescrn] Company: Compl] Corngany Profle Fuskds
"Pandeg [ 1 P Qbecion [0 [ ¥ AZ-Amon StatelD: |
" BeOpened| 0 Wahdawn| 0 [ | | 2TERe oS ID: |
*|  GipMkt S H— T - Hontana MCOAID: |
o Eer URACND: |
Filing Groups | My SERFF Messages | add | Updus | Dees
[company | content [Description
12 Fo B i .
s e o Compamy Sate Suthornity E
tg :: m Avalable Stabes: Licensed States:
Al A2 Arzons [ ok
L A Ao S o ]
AR - Adkansas ME- Mare Cancel
A5 Amencan Samoa A MT: Montana
C0- Colorado
CT- Cornectiout
DE- Ditic of Cokarbia &)
- Dedawae
FL- Flonida <«
G- Geoiges
G- Guam <
HI- Hawiaa
LA e
10 Idsho
IL- | B
I Indkana
ES- Karizat
R Kertucky
TR T | = |
(] - & C
Alfhation3:| .
If you are a new user to Tracker, these fields will be transmitted to SERFF
when the filling is submitted. If you are an existing user of Tracker, once
these fields are updated with the correct values, these fields will be
transmitted to SERFF for all filings not currently submitted to SERFF, i.e. in
a start status.
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 60.
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Method: Enter resource information for a new company

1.  Select Admin > Company Information.

The Companies dialog displays.

x

Eu:u:lel M ame | Phare Add |
T Towne Insurance Compary 404-284-2604 .
Edit |

Delete |

Cloge

2.  Select a company and click Edit.
3.  Click the Resources tab.
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General I Authority - Resources I
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 -

Ok, | Cancel I Apply |

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

5. 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

Eu:u:lel I ame | Phone fdd |
T1 Towne Insurance Compaty 404-284-2604 .
E dit |

Delete |

Cloge

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.
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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.

x

Eu:u:lel Mame I Phone Add |
T1 Towne Insurance Compaty 404-284-2604 .
E dit |

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 three tabs. The System tab and the
Attachment Format tab are used to control the default settings for Tracker-to-
SERFF communications. The third tab, State Messages, controls the display of
state-generated messages. The following sections describe the settings available
and how to configure the information within these tabs:

. Understanding the SERFF System Defaults on page 48

. Configuring SERFF System Defaults and SERFF Filing Default Options on
page 51

. Setting EFT Fee Authority Levels on page 52
. Configuring SERFF Schedule Item Attachment Formats on page 55
. Configuring Display of State Messages on page 65

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

System |Attachment Formatl State Messagesl

— SERFF System Default

SERFF SPI Log On D: |

SERFF SPI Password: |

Filing Rule URL: |

State Filing LIRL: |

Attachment LRL: ||

Billing LRL:

Uity URL:

Hide &ll Messages Afterl SSS_IQ Days

— SERFF Filing Default Option:

Project #: INone j
Project Mame: INone j
Product Name: IEustom j
— EFT Fee Autharity Level
sdd | Delete |
Autharity Level Description | Masimum Amaunt
SUPEMizar $500.00
Advanced Settings...
()8 I Cancel
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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.

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 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.

The Billing URL is the address of the server where transaction block/billing
information is stored.

The Utility URL is the address of the server where PPACA information is stored.

Values for these URLSs 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
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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:

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
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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.

SERFF Defaults

System |Attachment Formatl State Messagesl

— SERFF System Default

SERFF SPI Log On ID: |

SERFF 5P| Password: |

Fiing Rule URL: |

State Filing LIRL: |

Attachment URL: ||

Billing URL: |

Utiity URL: |

Hide All Messages Afterl SSS_IQ Days

— SERFF Filing Drefault Option:

Project #: INone j
Project Mame: INone j
Product Narne: |Eustom j
— EFT Fee Authority Lewvel
sdd | Delete |
Autharity Level Description | Masimum Amaunt
SUpErvizor $500.00
Advanced Settings...
()8 I Cancel

2. On the System tab, complete the following fields:
SERFF System Defaults:

SERFF SPI Log On ID
SERFF SPI Password

Filing Rule URL
State Filing URL
Attachment URL
Billing URL
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Important

Note

e Hide All Messages After # Days
SERFTF Filing Default Options:

e  Project#

*  Project Name

*  Product Name

3. Ifrequired, configure the EFT Fee Authority Levels. See Setting EFT Fee
Authority Levels on page 52.

4. Click OK.

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

Setting 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 35), 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

You can enter as many levels as you need, however, you must enter at least one
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 ficld 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.
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SERFF Defaults

System |Attachment Format I State Messages I

— SERFF System Default

SERFF SPI Log On ID: |

SERFF SPI Password: |

Filing Fule URL: |

State Filing LIRL: |

Attachment URL: Il

Billing URL: |

Utiity URL: |

Hide All Meszages After I SSS_I; Days

— SERFF Filing Default Dption:

Project #: INone j
Froject Mame: INone j
Product Name: IEustom j
— EFT Fee Authority Lewvel
sdd | Delete |
Autharity Level Description | Masimum Amaunt
SUpErvizor $500.00
Advanced Seftings...
()8 I Cancel

In the EFT Fee Authority Levels area, click Add.

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.

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

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

level.

Note

per user or per filing.

5.

Press Enter.

The level is added.

Repeat steps 3 to 5 to add additional levels.
When finished, click OK.

This is a per-EFT transaction per-filing maximum. It is not a cumulative maximum
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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 I'T department.

Method: Configure the proxy server settings

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

SERFF Defaults =

System |Attachment Format I State Messages I

— SERFF System Default

SERFF SPI Log On ID: |

SERFF SPI Password: |

Filing Fule URL: |

State Filing LIRL: |

Attachment URL: ||

Billing URL: |

Utiity URL: |

Hide All Messages Afterl 999_% Days

— SERFF Filing Default Dption:

Project #: INone j
Project Mame: INone j
Product Name: IEustom j
— EFT Fee Authority Lewvel
agd | Delere |
Autharity Level Description | Masimum Amaunt
SUpErvizor $500.00
Advanced Seftings...
ak I Cancel |

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

Prosy Settings |

If your company uses a proxy server, please specify the following
necessary information.

— Prosy Server

Fleaze configure the |IE connections to point ta pour
degignated proxy server.

—Authentication Type

7 Basic Authentication

User Mame: I
Password: I

1 fitdows Authentication

oK I Cancel |

3.  Select the Use Proxy Server check box.
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.

¢ Touse 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 Format I State Messages I

— SERFF System Default

SERFF SPI Log On ID: |

SERFF SPI Password: |

Filing Fule URL: |

State Filing LIRL: |

Attachment URL: Il

Billing URL: |

Utiity URL: |

Hide All Meszages After I SSS_I; Days

— SERFF Filing Default Dption:

Froject #: I Mone

Project Mame: I Mane

Product Name: I Cusztom

L Lo L«

— EFT Fee Authority Lewvel

Add

| Delete |

Autharity Level Description

I arimurn Amaunt

SUperyizor

$500.00

Advanced Seftings...

()8 I Cancel

2.  Click the Attachment Format tab.

The SERFF Attachment Formats dialog displays.
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MC - Morth Carolina
MO - North D akota
ME - Mebraska

MH - Mew Hampshire
MJ - Mew Jersey

MM - Mew Mesico

(LT APPEY: PY

x
System  Attachment Format | State Messagesl
State | FDF | Excel | Tt Mative | -
AK - Alazka v r C
AL - Alabama v r C
AR - Arkansas v r C
AS - American 5 amoa v r C
AZ - Alizona v r C
C&, - Califarria r v C
C0 - Colorada v r C
CT - Connecticut I3 | .
DC - District of Columbia I3 | .
DE - Delaware I3 | .
FL - Flanda I3 | .
GA - Georgia I3 | .
GU - Guam I3 | .
HI - Hawail I3 | .
14 - lowa I3 | .
1D - 1daho I3 | .
IL - Hliroiz I3 | .
IM - Indiana I3 | .
K5 - Kansas I3 | .
K - Kentucky I3 | .
L& - Louisiana I3 | .
M - M aszachuszetts I3 | . —
MO - Maryland I3 | .
ME - Maine I3 | .
Ml - Michigan I3 | .
MM - Minnesota I3 [ .
MO - Miszoun I3 | I
MS - Mississippi I3 | .
MT - Montana v ¥ Ird
= C C
= C C
= C C
= C C
¥ | |
¥ | |
("] [ [

%

Cancel

3.  Configure the default schedule item attachment format(s) sent:
For most states, the SERFF default schedule item attachment format is PDF.

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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Configuring Display of State Messages

On the State Messages tab, the system administrator can control which state-
generated messages are captured in the database and displayed on the All SERFF
Messages and My SERFF Messages tabs. The administrator can select to display
messages of type P&C, L&H, or messages of both types for each desired state. If
no selection is made, no messages from that state will display. The default for
each state is to display no messages.

Note Ifa received message is marked as both P&C and L&H, it will be displayed if the
setting for that state is one or the other, or both.

Method: Configure the SERFF state messages display

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

SERFF Defaults =

System |Attachment Formatl State Messagesl

— SERFF System Default

SERFF SPI Log On ID: |

SERFF 5P| Password: |

Fiing Rule URL: |

State Filing LIRL: |

Attachment URL: ||

Billing URL: |

Utiity URL: |

Hide All Messages Afterl SSS_IQ Days

— SERFF Filing Drefault Option:

Project #: INone j
Project Mame: INone j
Product Narne: |Eustom j
— EFT Fee Authority Lewvel
sdd | Delete |
Autharity Level Description | Masimum Amaunt
SUpErvizor $500.00
Advanced Settings...
()8 I Cancel

2.  Click the State Messages tab.
The State Messages tab displays.
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SERFF Defaults =

System | Attachment Format  State Messages |

Fleaze zelect the buziness type(z] for the states for which pou want to receive state messages from SERFF.

State |
AR - Alaska

AL - &labama

AR - Arkanzas

AS - American Samoa
AZ - Arizona

C&, - Califarnia

CO - Colorado

CT - Connecticut

DC - District of Calurnbia
DE - Delaware

FL - Florida

G - Georgia

GU - Guam

HI - Hawaii

14 - lowa

1D - 1daho

IL - llirois

IM - Indiana

K5 - Kansas

K - Kentucky

L& - Loisiana

M4 - Massachusetts
WD - karyland

ME - Maine

M - Michigan

MM - Mirnesata

M0 - Migsour

M5 - Mizzizsippi

MT - Montana

WC - Morth Caralina
WD - Morth Dakata
ME - Mebraska

MH - Mew Hampshire

LYY

,_
-l
ju
o
=i
[}
3

. e e
. e e

()8 I Cancel |

3.  Select which messages should be displayed. For each state, valid choices are
L&H, P&C, both L&H and P&C, or no selection.

4. Click OK to save and return to Tracker.
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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 29.)

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 |
— Logon Authentication
- FG
Prefis: Imj' r e Access Level IUser j
Eirst Mame: I I Fiing Managst EFT Fee Autharity Level I
Middle |nitial: I 1 Use Windows
Last Name: I Iritials: I windows User ID: I

% s Tracker

User 1D: I
Designations: I
Pazzword I

. Insurance User
erartment.l VI Tepe: P % L6H o
Phone: I Extension: I
Toll Free Phone: I— Fan: I—

Corespandence
Address I

Lty I State: I VI Country: IUnited States
Zip Code: | E-Mait |

Title: I

Signing Authorite: [ Signature Block: ;I
Signature Image; I J
‘ Custom1: | Custom2: | Custom3:
User Type: I j Caunty: |
State Lic.: I j Lic. Expiny: I_,J_,.’ vl
QK I Cancel |

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

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

5.  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.)

6.  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 29.

*  You can set the EFT Fee Authority Level for this person. For more
information, see Setting EFT Fee Authority Levels on page 52.

7.  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.
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Note

10.

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 24 for more
information about Windows authentication.

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 35.)

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

To enable a signature image for this user (for use in certain custom letters):
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
signature image file has been stored. Select Browse DMS if the file is
located in a DMS.

The signature image file must be in BMP or JPG format. The size of the signature
image will be adjusted to 1.5 inches wide by 0.5 inches high (a ratio of 3:1).
Signature images with a different dimensional ratio will appear stretched or
compressed.

11.

12.
13.
14.

Enter this user’s User Type and State License information (if applicable).
The User Type is used to assign Company Resource information . See Enter
resource information for a new company on page 44 for details.

Click OK to save this information and return to the User list dialog.
Repeat steps 2 to 13 for other users you want to add.

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 WD

. 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 65 contains overview information on
custom tables.

. Performing Custom Table Tasks on page 70 describes how to work with
custom tables.

. Activity Codes on page 73 describes how to work with activity codes.

. Recurrent Filing Activities (Calendar Filings) on page 82 describes how to
create recurring filing activities.

. Mapping Custom LOBs to Standard LOBs on page 83 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 70.

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 66

. Advisory Organizations on page 66
. Attachment Types on page 66

. Eligible Groups on page 66

. Filing Method (Rate) on page 75

. Filing Types on page 67

. Form Types on page 68

. Legislation Status on page 69

. Legislation Type on page 69

. LOB Mapping on page 70
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. Print Status on page 70
. Solicitation Methods on page 70

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 73

Advisory Organizations

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

Attachment Types

This table contains a listing of the default other attachment types for documents
other than rates, advertisements, 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 187 for more details on working with other
attachment types.)

Eligible Groups

This table contains a listing of the group market types available in your system.
The standard types included with the system are:

. Association Group

. Blanket

. Credit Union

. Credit/Debtor Group

. Dependent Group

. Discretionary Group

. Employer/Employee
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. Labor Union
. Non Employer Group
. Trustee

The Group Market Type Description field contains the name you use to describe
the eligible group 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.

Note If you map your choice to Other, when the value of Other is passed to SERFF, it
will be appended with your custom description.

«
Diescription: |Association Groug]
SERFF Mapping: I.f-‘-.ssoc:ialion j
Memo:

ak. I Cancel |

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

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:

. Advertising
. Advisory
. Annual

. Blanket
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General Reference
Group

Individual
Informational

Other

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:

Amendment
Application
Certificate
Contract
Covers/Jackets
Endorsement

Enrollment Form

Notice

Policy Form
Rider
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

AEF - Application/Enrollment Form

CER - Certificate

CERA - Certificate Amendment, Insert Page, Endorsement or Rider

DDP - Data/Declaration Pages

FND - Funding Agreement (Annuity, Individual and Group)

MTX - Matrix

NOC - Notice of Coverage

OTH - Other
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. OUT - Outline of Coverage

. POL - Policy/Contract/Fraternal Certificate

. POLA - Policy/Contract/Fraternal Cert: Amend/Insert Pg/End/Rider
. PJK - Policy Jacket

. SCH - Schedule Pages

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 |

Deszcription: I

SERFF Mapping: IEIther j

Memo:

Ok I Cancel

Legislation Status

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

. Administrative

. Advisory
. Approved
. Filed

. To Be Effective

Legislation Type

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

. Advanced Law
. 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 Group Health Conversion line of business as GC, GHC, or CV.

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 83.

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

Solicitation Methods

This table contains a listing of default business solicitation methods that your
company might use. The standard types included with the system are:
. Agent/Broker

. Financial Institutions

. Mass Market

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 71
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. Entering Information into Custom Tables on page 71
. Changing Information in Custom Tables on page 72
. Deleting Custom Table Elements on page 72

Viewing Custom Tables

You view all custom tables in the same way.

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.
When finished viewing the entry, click Cancel.

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

When finished, click Close.

AU O o

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.

Click OK to save the information and return to the custom table.

Repeat steps 3 to 5 for additional new items.

When finished, click Close.

A

TRACKER L&H USER GUIDE 7



THE ADMINISTRATION MODULE

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.

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

3.  Click the record you want to change.

4.  Click Edit.
The form for that custom table item is displayed.

5. Make any required changes.

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

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

8 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

1. Select Admin > Custom Tables.

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

3.  Click the record you want to delete.
4.  Click Delete.
A confirmation message appears.
5.  Click Yes to delete the record or No to cancel.
6.  Repeat steps 3 to 5 for other records you want to delete.
7.  When finished, click Close.
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 82.

This section describes

Adding Passive Activity Codes on page 73

Adding Active Activity Codes on page 82

Changing Activity Codes on page 85

Obsoleting and Reactivating Activity Codes on page 86
Deleting Activity Codes on page 88

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.

TRACKER L&H USER GUIDE 73



THE ADMINISTRATION MODULE

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

Click Add.

The Activity - Add dialog displays.

Activity - Add

x|

— Activity

Lode: I

Applies To: IAII 'l Access Level:

Description: I

I~ | s &ictive [ Future &llowed

I~ | Becur Eveny ID I vl

— Activity Function:

Update Status: I - l

I~ | Miowe to Fiing Package Tiab

™| Generate Letter

™| Lock Fee Details

I~ | Generate Filing Eorms:

™| Include Attachments

~SERFF
[~ SERFF Filing

SERFF Activity Types: |

i

— Update D ate:

Datel: I MHone

D ate2:| Mane

Date3:[ tope

.

Cancel |

such as MEM for a Create Memo activity.

Enter a brief Description of the activity.

Enter a short Activity Code by which the activity can be easily identified,

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

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

Activity Codes
&' |n Force " Obsolete
Description -

L]
m
iy}
0z
03

04

4

Activity to test upgrade and dizable activities
0o -
0o -
0g -
0g -
0g -

Copy Of Check
Deemed Filing
Exempt Filing

Filed For Use
Information Only Filing

- Withdrawn - Actuanal
- Review Leagislation

- Target Date

0z-

Legislation Mat Applicable

- Legislation Summarny /S ynopsiz
0z-
03-

Request Check
Create State-Specific Form

- Legislation Summany/Synopsiz Provided To Departmen
03-
04 -

SERFF: Get Filing Reguirsments
Filing Letter Inztructions

- Solution To Comply v/ Legislation
05 -
05 -

Filing Mot Reguired
Filing R equired

o

x

Add
Edit

Delete

il

Obsolete

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.

AN U

Enter a brief Description of the activity.
Click the Applies To drop-down menu and select Filing.
Select Is Active.

In the 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

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

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.
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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: | =
— Update D ate:
Datel: IActuaI Mail j‘\ Drop-
3> down
lists
Date2:| MNaone -
Date3: ﬂ

Approved Renewal Effective
Cusztom1
Cusgtomn2 LI

Note Ifyou affiliate Implementation 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.

DateZ: |Implementation ﬂ [¥ OnApproval

If you want the option to get the Implementation D ate az On Approval for a
filing inztead of picking a calendar date, check the On Approval checkbos.

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 In Force.
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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.

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 the activity code you want to change.
Click Edit.
The Activity — Edit dialog displays.

w

4 Make any necessary changes.

5 Click OK to save your changes and return to Activity Codes.
6. Repeat steps 2 to 5 for other activity codes you want to change.
7 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.
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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 -

oo
m
m

4

Activity to tezt upgrade and dizable activities
0g -
0g -
0g -
0o -
0o -

Copy Of Check
['eemed Filing
Exempt Filing

Filed For Use
Information Only Filing

- Withdrawn - Actuarial
- Review Legislation

- Target Date

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

Legizglation Mot Applicable

Legiglation Summar /S pnopsis

Request Check

Create State-Specific Form

Legiglation Summar /S pnopsis Provided To Departmen
SERFF: Get Filing Reguirements

Filing Letter Inztructions

Solution To Comply w/ Legiglation

Filing Mot Reguired

Filing R equired hd
| e

x

Add
Edit
Delete

Obsolete

il

Close

2. Click the activity code you want to obsolete.

3.  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.

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

5.  When finished, click Close.

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.

TRACKER L&H USER GUIDE

79



THE ADMINISTRATION MODULE

2.

Activity Codes
& |n Force " Obsolete
Description -

Activity o test upgrade and disable activities
00 - Copy Of Check
00 - Deemed Filing
00 - Exernpt Filing
00 - Filed For Use
00 - Information Only Filing
00 - withdrawn - Actuarial
01 - Review Legizlation
01 - Target Date
02 - Legizlation Mot Applicable
02 - Legizlation Summar /S pnopsis
02 - Request Check
03 - Create State-Specific Form

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

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

(05 - Filing Required

l

03 - Legizlation Summary /S pnopsis Provided To Departmen

o™

x

add
Edit

Delete

il

Obszolete

Close

Click the Obsolete list selector.

The list of obsolete activity codes is displayed.

Activity Codes x|

{* Obsolete

" |n Force

Description

Approve Filing in System

Build Rate for EDP System
Carrespondence for Filing

Deem Filing Approved in System
Ingtructions for Filing

Feactivate |

Cloze

Click the Activity Code you want to reactivate.

Click Reactivate.

The Activity Code is reactivated. It is removed from the Obsolete list. It
can now be found in the In Force list.

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

When finished, click Close.
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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 79.

Important  You can only delete activity codes that are /n 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.

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
— Obsolete |

00 - Information Only Filing

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 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.

Activity Codes
& |nForce " Dbsolete
Description -

Activity to test upgrade and digable activities
00 - Copy OF Check
00 - Deemed Filing
00 - Exernpt Filing
00 - Filed For Use
00 - Information Only Filing
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 - SERFF: Get Filing Reguirements
04 - Filing Letter Instructions

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

(05 - Filing Required

1

03 - Legiglation Summarm /S pnopsis Provided To Departmen

of

x|

*

Add
Edit
Delete

Obszolete

i

Close

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 83
. Changing LOB Mappings on page 85

. Deleting LOB Mappings on page 93

. Mapping Multiple LOBs to a Custom LOB on page 86

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

Note

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.

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 | Cuztom LOB Dezcription - Add |
BAE Annity Equity [ndex h
AF Annuity Fised ﬂl
Ak Aty GIC:
A Annwity ¥ ariable
Cch Credit Dizability %l
CL Credit Life
D Health Dental
EL Life E quity Index
GH Health Group
GR Life Group
Ha, Health ADED
HF Health Franchize
HH Health Hozpital Indemnity —
Hbd Health Medicare Supplement
H5 Health Specified Dizeaze
H Health Vision
IH Health Individual
IL Life Interest Sensitive
LD Health Long Term Care -
1] | » | Cloze

2.  Click Add.
LOB Mapping - Add opens.
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x
Custom LOE Code: ||—
Dezcription: |
Available Lines of Buzsiness: ToMap

AE - Annuity Equity Indes &
AF - Aty Fised Il
AM - Annuity GICs
A - Annuity W ariable
CDr - Credit Dizability
CL - Credit Life

DM - Health Dental
EL - Life Equity Inde= F¥
GH - Health Group
GR - Life Group

Héy - Health ADED
HE - Health Blanket
HF - Health Franchize L4
HH - Health Hospital Ind
Hi - Health Medicare St
HS - Health Specified i
HY - Health Vizion

IH - Health Individual

IL - Life Interest Senzitive
LD - Digability Long Terr
LT -Health Long Term Cx |

Bl (1

4 | 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.

S 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.

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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LOB Mapping - Add

Customn LOB Code: [|HP

Deseription: {individual Health Partfolin

Ayailable Lines of Business: Tobkap:

AE - Annuity Equity Inde; a
AF - Annuity Fised —
AM - Annuity GICs

A - Arnuity Variable

CD - Credit Dizability

CL - Credit Life

- Health Dental
EL - Life Equity Index
GH - Health Group
GR - Life Group
HA, - Health 40D

- Health Blanket
HF - Health Franchize
HH - Health Hospital [nd
HM - Health Medicare 51
HS - Health Specified Dim—

Bl S

IL - Life terestSnsitive
LD - Dizability Long Term
LT - Haaih Long Tem C »

(K | Cancel

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

LOB.
The LOBs are moved to To Map.
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x
Cuztorn LOB Code: |||.|p

Deseription: |individual Health Portfolio

Available Lines of Busineszs: To Map:
AE - Annuity Equity Inde; a DM - Health Dental
AF - Annuiby Fised — HE - Health Blanket
AM - Annuity GICs Hw - Health Yizsian
A - Annuity Variable IH - Health Individual
CDr - Credit Dizability
CL - Credit Life
EL - Life Equity [ndex
GH - Health Group >
&R - Life Group

Ha, - Health AD&D

HF - Health Franchize
HH - Health Hospital [nd
HM - Health Medicare 5 <
HS5 - Health Specified Di

IL - Life Interest Senzitive
LD - Dizability Lang Terw
LT - Health Long-Term C
ML - Life Indusztrial —
S0 - Dizability Skhart Terr
5L - Health Stop Lozs/E

TL - Life Term ;l

LA

Ok | Cancel

7.  Click OK to save the custom mapping.

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 Post Activities to another user.

Method: Reassign an activity

1.  Select Admin > Reassign Activities.

Reassign Activities opens.

Reaszign Activities Ed |

Erom:
ISmith, John

] 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 375.

The following administrative reports are available in Tracker:
. General Company Listing Report on page 90

. Companies with Authorities Listing Report on page 91

. User Listing Report on page 91

This section also describes Generating Administrative Reports on page 92.

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

90
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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

J 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:
. Company Name

. Company Code

. State

. Line of Business

User Listing Report

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
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. Last Name

. Initials

. 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 375 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.
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¢. In Sort Order, enter the number corresponding to the field by which
you want the report to be sorted.

d. 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.

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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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 94
. Changing Your Tracker Login Password on page 95
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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 . 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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Products and Filing Groups

Products 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 products in the Filing Module of Tracker. See Filing Module on
page 9 for more information.

This chapter describes:
. Working with Company Products on page 98
. Working with Filing Groups on page 102
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Working with Company Products

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

This section describes:

. Creating a New Company Product on page 98
. Editing Company Products on page 99

. Deleting Company Products on page 100

Creating a New Company Product

Use the following method to add a company product.

Method: Add a new company product

1.  Select File > Company Product.
The Company Product list box displays.

Company Product

Code | Dezcription I :
CORP2004 2004 Corporate Group Plan Filings - Al .
HEALTHO4 2004 Health Plan Filings - all ﬂl
LIFEZ004 2004 Life Plan Filingz

MISC2004 Mizcellaneous/Custom Plans Delete |

Cloze

2.  Click Add.
3. The New Company Product dialog displays.
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New Company Produck ﬂ

Code: |MISC2004

Dezcription: IMisceIIanenus.-"EustDm Fland

k. I Cancel |

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

5.  Click OK to return to the Company Product dialog.

The product you just added will now appear in the list of products.
6.  Click Close.

Editing Company Products

Use the following method to edit a company product.

Method: Edit a company product

1.  Select File > Company Product.
The Company Product list box displays.

Company Product

Code | D'ezcription |
CORP2004 2004 Corporate Group Plan Filings -- All
HEALTHO4 2004 Health Plan Filings -- All

LIFE2004 2004 Life Plan Filings

MISC2004 Mizcellaneous/Cuztom Planz

Cloze

2. Click the product you want to edit and click Edit.
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Company Product x|

Description; IEEIEM Lifte Plan Filings -- All

k. I Cancel

3.  Edit the Description as required.

You cannot edit the company product code.

4.  Click OK to save the company product.

5. Click Close.

Deleting Company Products

Use the following method to delete a company product.

Method: Delete a company product

1.  Select File > Company Product.
The Company Product list box displays.

Company Product

Code | Dezcription IR
CORFP2004 2004 Corporate Group Plan Filings - Al .
HEALTHO4 5004 Health Plan Filings - Al _Ea |
LIFE2004 2004 Life Plan Filings

MISC2004 kizcelaneous/Custom Plans

Delete |

Cloze

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

100

TRACKER L&H USER GUIDE




WORKING WITH COMPANY PRODUCTS

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

The appropriate action occurs.

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

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

After you have created a company product, 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 102

. Viewing the Filing Groups for a Specific Product on page 105
. Accessing a Filing Group Record on page 105

. Viewing Filing Group Tabs on page 106

. Entering a Filing Group Code on page 106

. Overriding the Filing Group Code Number on page 106

. Creating a Filing Group Past 99999 on page 107

. Creating Filing Groups in a Multi-User Environment on page 107

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

Mew Filing Group / Filing(s)

FiG Mame: ‘

FG Descrip: |
FG Mar: |Supervisur, System j Dale; [02/26/2014 v
Custorn; |
Mkt Type: Grp Mkt Size:  Grp Mkt Tupe: Policy: Solication:

Product [ - Fiing Group #: |Nest Avalable. Ovenide: [

| E| | E| E|

B

Inchude Exchange Intentions:
f* No

Ewchanne |ntentions;

" Yes

Create

il g

Cancel

Mew Filingls]

Enter a Product 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

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.

Complete the Custom text box, if required.

If required, complete the following fields. The values you enter will be
populated into this filing group’s filings.

e On the Mkt (Market) Type drop-down list, select Franchise, Group, or
Individual. Making a selection of Group unlocks the drop-down list
buttons for Grp Mkt (Group Market) Size and Grp Mkt Type.

¢ Ifunlocked, on the Grp Mkt Size drop-down list, select Small, Large,
or Small & Large.

e Ifunlocked, on the Grp Mkt Type drop-down list, select one or more
check boxes. The default list includes Association Group, Credit
Union, Credit/Debtor Group, Dependent Group, Discretionary
Group, Employer/Employee, Labor Union, and Trustee. (The Non-
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Employer Group option is only available at the Filing level.) Click
outside the list to close it. The first 30 characters of the list of selected
group market types is displayed in the Eligible Group field.

Tip: Hold the mouse pointer over the field to display a tooltip with the entire list of
selected group market types displayed.

e Ifrequired, on the Policy drop down list, select Direct Issue, Trust, or
Trust & Direct Issue.

New Filing Group / Filing{s)

Froduct j Flllng G'UUD i Mest Available, Owernide: I_ Create

i

FG Mame: Cance

F3 Descrip: I Tracker

FG Mar. ISuperviSDr, Syztem
l'- fire you sure you wank to Inchude Exchange Intentions 7
Custam: I i Y

Mkt Type: Grp bkt Size: atior: Lz lligls|

L dl -

Inchude Exchange Intentions:

" Mo

¥ Yeg

¢ Select the type of Solicitation from the drop down list. The default list
includes Agent/Broker, Financial Institutions, and Mass Market.

7.  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 product and click New Filing(s).

8. If you want to exchange of any filing item, select the ‘Yes’ option from the
Include Exchange Intentions section. This new field is added to indicate if
any item is offered on exchange on PPACA eligible filings.

Note The default option is set as ‘No’.

9. The ‘Exchange Intentions’ comment box is enabled where you can fill
details up to 1000 characters.
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10. Click the pop-up ‘Message box’ to include your comments for the exchange
option.

Note For more information on how to work with filings after clicking New Filing(s), see
Adding New Filings on page 116.

Viewing the Filing Groups for a Specific Product

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

Method: View the filing groups for a specific product

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

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

The filing groups for this product 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.

= Oracle Insurance Compliance Tracker - [Top Level]
E Fle Edit Insert Wiew Admin  Window Help

a| & pleliz EE FleEEE ElEEEe | x| <]
Product: IF"I- Product 1 j Filing Group ﬂ:li FG Hame: l—
FG Mar: I Supervisor, System j F& Qescrip:l
Date: |_,.'_;_ ﬂ Eustom:l
¥ Stated| 0 M Pendng | 0 ¥ Objection [0 W fppoved| 0 ¥ Disapproved | 0 To
[V Exempt| 0 [ Re-Opened] 0 W Withdrawn| 0 [ Closed [ 0 r
ikt Type: lﬁ Grp Mkt Size: lﬁ Grp Mkt Type: l—
Palicy: I—L, Solicitation: I—L,

| My Filings - All Filing Groups | My SERFF Messages | All SERFF Messages |

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.

Accessing a Filing Group Record

You may access a single filing group record from the Tracker Top level via the
Filing Groups tab.
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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 125.

. The Activities Tab — Filing Group Level on page 211

. The Rates Tab — Filing Group Level on page 151

. The Advertisements Tab — Filing Group Level on page 172

. The Forms Tab — Filing Group Level on page 134

. The Other Attachments Tab — see Other Attachments on page 187

. The NAIC Filing Description Tab — see NAIC Filing Descriptions on page
193

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 product. 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.

Note Ifyou override the filing group code with a larger number, Tracker will
automatically number subsequent filing groups continuing from that new larger
number.
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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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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 108

The My Filings — All Tab on page 115
Filing Header on page 119

Filing Tabs on page 121

The Filing Details Tab on page 122
Forms on page 126

Rates on page 151

Advertisements on page 164

Linking Related Filings on page 177
Other Attachments on page 179

NAIC Filing Descriptions on page 185
Entering Filing Fees on page 187
Copying Filings on page 190
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Adding New Filings

Note:

Important:

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 Legislation). 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.

Multi-state 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

. Product/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 Product/
Filing Group Setup tab, and to add the Company Reference # and NAIC
Filing Description.

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
110), 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)

Details I Product/Filing Group Setup I Filing Setup I

—* Type

™ Farm " Rate

™ Advertisement I Informational

¥ CLS

Campan

Aoty | Derie |

i Create I 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 f Modify CLS

CLS Selection

Filing Project Details

* Filing Description: | craste New Filing Praject

Typet | Form

L]

Available:

+-C1- Test Company

Selected:

o

<=

AENER

o ] _ cone

4.  Enter a Filing Description by doing one of the following:

e To add new filings to a new project, leave the default text “Create New
Filing Project” in the Filing Description.

OR
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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.

o

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.

Create New Filing(s) 5'
Details | Product{Filing Graup Setup I Filing Setup I
— TYDE
I~ [ Farm  Rate ™| Advertisement: I~ Infarmational

—* s

Compan LOE States

TI- Towne Insurance AE AK, AR, IL, TH
TI- Towne Insurance Al Ak, &R, IL, TH

Click the Product/Filing Group Setup tab.
The Product/Filing Group Setup dialog displays.
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Create Mew Filing(s)

Details ~ Product/Filing Group Setup | Filing Setup |

| v

—Product:

* Code:

* Description: I A-DIS-Discovery

—Filing Group

* Digscription: I Rate Filings For AE and AN

* Name: I ADD- A-DIS-Discovery

* Manager: ISupervisor, Syskem * Date: |02,|’19,|’2009 l

e

4

Custom:

K1

* Filing Group #: I 20000

MAIC Filing Description: ;|
e
—Filing
Filing Type: I j Start Date: IDZ.I'IQ,!’ZDDQ vl
Filing Description: I Filing Manager: j
Custam: ;I
E =]
Create | Cancel |

In the filing group, you may optionally complete the following fields:
e Filing Type

e Start Date

*  Filing Description

e Filing Manager

e Custom

e Company Reference #

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.
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Create Mew Filing(s)

Details I Product{Filing Group Setup  Filing Setup |

—Filing Details
as: [ast |
Company: | TI- Towne Insurance ;I LOE: | AE
e
States: | ak, BRI, TH

Skate | Filing Tyvpe | Filing Description

| Start Date | Filing Manager | Cuskom Companty... | MAIC Filing D...

Ak
AR
L

T®

Edit. Filing |

02{19(2009
02{19(2009
02{19(2009
02{19(2009

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

10.

11.

filings for that CLS combination is also displayed.
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 Product/

Filing Group Setup tab.
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 14-character Tracker Filing ID based on the
following:

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

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, advertisements, and forms where applicable.

. The sequence number portion of the Filing ID does not recycle numbers of
deleted filings.
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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 - [Top Level] = Dlﬂ
E File Edit Insert Wew Admin Window Help 81|
Q| = 9lelE EE #BEwEEE ©EEEe D x <.y EE

Product: IUU- Significant Policies j Filing Group 3¢l:|UUm 3 FG Mame: IUU' PPACA Testing

FG Mgr:lSuperwsor, System j FiG Qasclip:lF’PAEA Testing Filing Group

Date: [07/22/2010 | Custom]

¥ Stated [ 83 W Pending 43 ™ DObjection 1} ¥ dpproved 2 ¥ Disapproved 1] Tatal: | 141
v Exerpt| 0 W BeOpered| 0 W withdrawn| 0 [~ Closed 1 ™| Unread tessages SgsDEndedl

bkt Type: I - Grp Mkt Size: I 'I Grp bkt Type: I j

Policy: I - Solicitation; I 'I

My Filings - All | Filing Groups I My SERFF Messages | All SERFF Messages |

State ‘LOB ‘Grp. #* |Cnmpany |Content |Descr\ptmn |Status |Next Ackivity |Act|wty Desc |EFT |Lead Fatrn |Unrea =
ME Ay oooo4 1z Fa ##kSubmit ko SERFF with MAIC Pending Mo 1z
ME Al o016 11 Fao 01 - Form Mon-PPACA Filing PS Pending Mo 2
ME Al o016 11 Fa 02 - Form PPACA Filing PSU DR Pending Mo 1z
ME Al ao0ie 11 Ra 03 - Rate PPACA Filing PSU DR, Start Mo o
ME Ay o016 11 Ra 03 - Rate PPACA Filing PSU DR Pending Mo 4
ME Al ao0ie 11 Ra 03-2 - Rate PPACA Filing Skart Mo o
ME Ay o016 11 Ra 03-Z - Rate PPACA Filing Pending Mo 13
ME o) o016 11 Ra 04 - Rate Non-PAPCA Filing PS Pending Mo 7
ME AN 00016 1 Rafad 05 - Combined PPACA Fiing  Pending Mo 5]
11 CO Q0016 Lol A 06 - Combined Non-PPACA Fill Pending Mo 2

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)

. LOB (ascending)

. FG # (descending)

. Company Code (ascending)

. Content (ascending)
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Tip:

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)

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)

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)

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

When a custom sort order selection is made, it is maintained until that user logs
out.
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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 check box 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 check boxes. 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

1.  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. Ifyou 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.

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 115.
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Method: Access a filing from a Filing Group level

1.  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

i

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.

Tltle Bar —_ f:‘ﬂrceInsuranceEnmpliance Tracker - [Filing: 00 AZ000171100001] o [=] S|
M B _— Bl Fle Edt mmsert View Admn window Help = |
enu bar = 3 :
/@@sim 2 iz 6 i e i s S R = =~
Toolbar Product: |00+ Significant Polcies | Filing Group # 00017 FG Mame: [Best Possile Fiings
F| FG bt [ Supervisor, System ~| i Deseiip:[Fiings for the best
lling L Date: [09/27/2011 = Custon]|
Grou p ¥ Steted [ G0 ¥ Ferdng [ 43 ¥ Objestion [ 0 ¥ Approved [ 2 |7 Dissprroved [ 0 Tolak [ 142
Header F Everptl 0 | BeOpenzdl 0| W witdragnl 0| [ Closed. [ I Urreadblessages [Suspended
Mkt Type: ~|  GipMktSiee - Grp Wikt Type: | |
M k t Polioy: - Salicitation -~ Ind bkt Type | |
.ar € State 2 Aizona Cormoany: 11 - EastiWestins Company
Fields Log: [AF - Annuiy Fied File Status: [Statt u ¥ Rate
F|I|n g Desoription: [#dvertising at SuperBowl I Adverisement
Fiing Type: [Adverone - ™ Fom
Header Pt Firg
Fom | Rate: [ | Adv: [ | ‘
Filing Details |F\esources| Comments | Adiviti:s' Rates | Filing Fa:kagel Other Aﬂachmemsl NAIC Filing Desc 4 | *
/ SERFF Fiing 0: [ j
Tabs Insurance Depatment Fie # [ v
Company Reference & [ No Stahute |
Custom: |

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

The Title Bar shows the product code and the Identification Number.

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

The Filing Header shows these fields:

(filing) Description

(start) Date

Filing Type

Filing Manager

(content) Type — Rate, Advertisement, Form, or a combination
Mkt Type (Market Type) — required for PPACA filings.

Grp Mkt Size (Group Market Size) — enabled when the Market Type is
Group; required for PPACA filings.

Grp Mkt Type (Group Market Type) — enabled when the Market Type is
Group; required for PPACA filings.

Policy

Ind Mkt Type (Individual Market Type) — enabled when the Market Type is
Individual.

Solicitation
Company
State
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Note:

Line of Business
File Status
Related Filings for this filing.

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)
Advertisements (if it is an advertisement filing)
Filing Package

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 four elements:

a State code (two digits)
a Filing Group number (five digits)
a Company Code (two digits)

a Sequence number (five digits)

The sequence number is a running count of all filings in a filing group. When a
new filing is created in an existing group, the system assigns the next sequential
number.

120

TRACKER L&H USER GUIDE



FILING TABS

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 122

The Resources Tab on page 204

The Comments Tab on page 205

The Activities Tab — Filing Level on page 206

The Forms Tab — Filing Group Level on page 126

The Rates Tab — Filing Level on page 151

The Advertisements Tab — Filing Group Level on page 164

The Filing Package Tab — see Activities and the Filing Package Tab on page
229

The Other Attachments Tab — see Other Attachments on page 179

The NAIC Filing Description Tab — see NAIC Filing Descriptions on page
185

The Filing Fee Tab — see Entering Filing Fees on page 187
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The Filing Details Tab

Note:

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 |Flesources| Comments | Activitiesl Forms | Filing Forms | Filing Packagel Other Attachments

Reference:
SERFF FilingID: |

Insurance Department File $#: || Statute:

Company Reference #: I Prior Approval j

Custom: |

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:
¢  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.

¢ Select the Statute. The default is No Statue.
* If necessary, enter text in the Custom field.
2. Inthe 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,
Approved Effective, Withdrawn, Resubmitted, Respond By,
Objection, Implementation, and Custom Date fields 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.

For PPACA filings, Implementation date is required; you will need to perform an
activity that sets this date before you can submit the filing.
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e In the Days option, enter the number of days after submission that you
want this filing to take effect.

e The field names for the four Custom Dates are assigned in System
Defaults: see Performing Custom Table Tasks on page 78.

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:

e 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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Schedule Items Overview

When it comes to adding schedule items to your filings, Tracker offers great
flexibility. Schedule items—that is, forms, rates, advertisements, 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 an advertisement filing), Tracker will
check 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/Adv 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:

. SERFF functionality for the new filing type will apply, that is, use of the
SERFF/Supporting Documentation tab, the View Schedule button, Public
Access functionality, and others.

. Users will need to send newly added Form/Rate/Adv schedule items to
SERFF via an Initial Submission, Filing Amendment, or Objection
Response.

. If additional Supporting Doc schedule requirements are needed as a result of

the newly added Form/Rate/Adv 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.

. 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 or as part of a Post Submission Update affer the initial filing
submission.

Refer to the following topics for details on adding and editing schedule items at
the Filing Group and Filing level:
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Forms

. Adding a New (or Editing an Existing) Filing Group Level Form on page
126

. Adding a New (or Editing an Existing) Filing Level Form on page 141

Rates
. Adding a New (or Editing an Existing) Filing Group Level Rate on page 143
. Adding a New (or Editing an Existing) Filing Level Rate on page 156

Advertisements

. Adding a New (or Editing an Existing) Filing Group Level Advertisement on

page 164

. Adding a New (or Editing an Existing) Filing Level Advertisement on page
170

Other Attachments

. Adding a New (or Editing an Existing) Filing Group Level Other
Attachment on page 179

. Adding a New (or Editing an Existing) Filing Level Other Attachment on
page 182
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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 FiIingsl Activities' Rates |Advertisements Forms |0therAttachments| NAIC Filing Descriptiunl

Form # [nitte [actian |attach Court |
F2003 Form-2003 Initial 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

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 (shown below).

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).
Product : |SF FG Diescription : |Fi|ings for whest Coast States
FG#- |00003

General IAttachments] Memo] Misc.] Readahilily] Replacement]

Entered By : |SUD9Wi30L System Date Entered : IUS.-"B‘I 42009
Lead Form: ™

Formﬂ:l

Title: |

Revision Datel Type: j

Action
 Iriial
" Fievised

" Other I

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.

¢ Inthe Form # field, enter the code/number assigned to this form by
your company.

¢  To make this the Lead Form (main form), select the Lead Form check
box.

Note: When a form is added at the FG level, the Lead Form check box is always
unlocked and able to be selected. Multiple lead forms can be added at the FG level
resulting in more than one lead form in a filing.

¢ In the Title field, enter a brief title for this form.
¢ In the Revision Date field, enter the revision 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 an Initial, Revised or Other
form. If Other, enter an explanation.
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5. On the Attachments tab:

Product : |SF FG Descriptian : |Fi|ings for West Coast States

FG#- |DDDDS

General Attachments IMemul Misc.] Readabilityl Replacement]

Attachment Count: I 1

— Attachment
: B4
# | File M ame | # of Pages |
1 Page 1 of the form.doc ' 1]

Modfy |  Delete |

()8 | Cancel | Mext |

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.

1+
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6. On the Memo tab:

Form Details

X

Program : 2001 PA FG Descrption : SERFF
FG #: 03562

General | Atachments Memo |Misc. | Readahilily' Replacement

Eorm #: |F325

Title s |Form-325

Mema: ||

| Cancel | |

e The Form # field displays the form number.
e The Title displays the form title.

* Inthe Memo field, enter a comment or description of the form. This text
is included in the long filing letter. (See Understanding Filing Letters on
page 341.)
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7. On the Misc. tab:

Product : |SF FG Descriptian : |Fi|ings for West Coast States
FG#- |DDDDS

General | Attachments | Memo Misc. Readabilitleeplacement]

™ Severable
™ Mon Standard

Custom form : ;I

()8 | Cancel | Mext |

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.

e Ifthis form is severable, select the Severable check box.

Note: Severable means that the form will still apply to the fullest extent that it could if
laws change. For example, a state can change a requirement which makes the
form in its entirety no longer correct. If it’s a severable form, it means that until a
revised form is received, the parts that are still applicable to state law apply.

e Ifthis form is non-standard, select the Non Standard check box.
Note: Non-standard means the terms of the form were developed entirely by the

company — i.e. they didn’t adopt someone else’s wording or recommended
wording from an organization such as ACLI, etc.
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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 | |

¢ 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:

X

Form Details

Frogram : 2001 PA FG Description : SERFF
FiG # : (03562

General | Attachments | Memo | Misc. | Readability Replacement l

Replaces the following:

Fomm # E dition Add...

122311 AT112-008

ak Cancel

Click Add.
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.
Feplaced Fom #: I
Or, you can manually add attachment(s] to be replaced
bw entering the informatian in the Manual Feplacement
gection and then clicking the " buttan.
A

Available Attachments: Selected Attachments: 1 ¥

Foim | Title | Form # |

L]
PP
Cancel | Delete | [efere A1

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 #.

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 Attachments | 1
Form # |Is Lead |Tit|e |Rev # |Acti0n |Enable |Status |State Status |Public Access |Attach C
WLPOLZ009 Mo ‘whole Life Policy Initial es 1
WLAPPZ009 Mo ‘whole Life Application Initial es 2
ADEZ009 Mo Accelerated Death Bene Revised Yes 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.

Add and edit forms at the Filing level

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 displays (shown below).

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).

New Form

Product : |SF FG Descriptian : |Fi|ings for West Coast States

Implementation I_,.-’_.a’ Approval Date : I_.-"_.-"_

FG#- |DDDDS

Date :

General IAtlachmentsl Memul Misc.] Readabilityl Replacement] Status]

Entered By : |SUDEWiSDL System
Lead Fam: [

Date Entered : |07/23/2009

Formﬂ:l

Title: |

Revision Date:l

Action

 Initial
 Fevised

" Other I

Tgpe:l

"Erevious State Filing #

o ||

¢ The Entered By and Date Entered fields will automatically be filled in

with your name and today’s date.

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:
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. & In the Form # field, enter the code/number assigned to this form by
your company.

. ks If this is the Lead Form for this filing, select the Lead Form check
box.

Notes:

e Ifyou attempt to designate a second lead form in an unsubmitted filing,
an error message will be displayed with the following text: “A lead form
has already been designated. Please review as only one lead form is
permitted in a filing.” You will need to clear the Lead Form check box
for the first lead form before selecting the Lead Form check box for the
newly added form.

*  When editing a form that was added at the FG level, the behavior of the
Lead Form check box will depend on whether the filing has been
submitted to SERFF or not:

*  Ifthe filing has been submitted to SERFF, the Lead Form check
box will be locked. Also, lead form information will not be passed
to SERFF when the user sends a Filing Amendment, Objection
Response, or a Note to Reviewer.

. If the filing has not been submitted to SERFF, the Lead Form
check box will be fully editable so the user can select it or clear it
as desired. If it is checked and another form in the filing is already
designated as lead form, a warning message with the following text
is displayed when the user attempts to close the New Form dialog
box: “Two or more forms in the filing have been designated as lead
forms. Please review the forms and ensure that you only have one

lead form.”
. S In the Title field, enter a brief title for this form.
. & In the Revision Date field, enter the revision date of this form.
. S In the Type field, select the form type from the drop down list.

o %% In the Action area, select whether this form attachment is Initial,
Revised or Other. Note that this is a mandatory field for SERFF filings.

If Revised, enter the Previous State Filing #. (This is the DOI file
number assigned by the state to the previous filing.)

If Other, enter an explanation.
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5. On the Attachments tab:

Form Details x|
Product : |SF FG Descriptian : |Fi|ings for West Coast States
FG#- |DDDDS

Implementation I_,.-’_.a’ Approval Date : I_.-"_.-"_

Date :

General Attachments IMemul Misc.] Readabilityl Replacement] Status]
Attachment Count: I 1

— Attachment

e
# | File M ame | # of Pages |
1 Page 1 of the form.doc 1]

N N e

] | Cancel | st |

o % Toaddanew 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 a DMS.

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.

e To view an existing attachment, select the document and click View
Attachment, or double-click the attachment.

e % 10 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.

o %% In the No. of Pages field, enter the number of pages in the attached
document.

* Repeat above steps for additional attachments.

o %2 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+
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6. s On the Memo tab:

Form Details

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
341.)

7.  On the Misc. tab:

Form Details

o %2 Ifthis form is severable, select the Severable check box.
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o B If this form is non-standard, select the Non Standard check box.

. ka In the Custom field, you can add more information about the form.
Information in this field will not appear in the final filing package.

8.  On the Readability tab:

Form Details

e %2 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.

. In the Syllable Count field, enter the number of syllables in the
text of the form.

« %% Inthe Flesch Score ficld, enter the Flesch Score (readability score)
of the form.
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9. ¢ On the Replacement tab:

Form Details

10. Click Add/Lookup.

The Replacement Attachment Selection dialog opens.

Replacement Attachment Selection

WEletesl]

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.
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If the list of Available Attachments is blank or does not contain the form to
be replaced, enter the replaced information.

Enter the Replaced Form #.

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.

T+

11. On the Status tab:

Form Details x|
Product : |SF FG Descriptian : |Fi|ings for West Coast States
FG#- |DDDDS

Implementationl 44 ApprovaIDate:I 44
Date: — — = —

General l Atlachments] Memul Misc.] Readabilityl Replacement Status I

I 'l Effective Date : I_a"_.-" Enatle : [+
Replacement Effective Date : I_,.-’_,.n’ - l

SERFF Detail

State Status I

Public Access:

()8 | Cancel | st |

¢ 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.
2t you want the form to be included in the overall filing, select the
Enable check box.

o % If this form is specific for this state, select the State Specific check
box.

e 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.
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OR
To finish, click OK.

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.

Forms | This form

Farmn # |Is Lead |T\t\e |Rav # |Action |Enable ‘Status State Status |Public Access |Attach Count | W|” not be
WLAPPZO0S Mo ‘whole Life Application Initial ‘Yes 2 .

WLPOLZ009 Mo whale Life Policy Initial No < 1 included
ADEZ009 Mo Accelerated Death Bene Revised fes 1 in 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
Mowe 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.
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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.
2.  Right-click the form that is selected.
A dialog displays.
Move Lp

Mawe Diowan
Enable

3.  Click Enable.
The dialog closes and Yes 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.
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Rates

Rates are the premium amounts which insurance companies charge their
customers. New rates and rate alterations must often be filed with individual State
Insurance Departments in order to meet regulations.

The Rates Tab — Filing Group Level

The Filing Group level Rates tab lists all of the rates attached to this filing group.

My FiIings' Filings | Activities Rates |Advenisements| Forms | Other Atlachments' NAIC Filing Descriptiun'

-
Rate Change Type |Decrease Vl Fiate Impact |2.DDZ % j

Rate List |

Rate # [Title [Action [Attach Court |
Rate001 Rate001 Initial 2
Ratel0z Ratel0z Revised 3
Rated03 Rate003 Initial 1

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 values in these fields flow through to the filings unless these fields are
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.

. In the Rate Impact field, enter a positive or negative percentage value. The
value cannot exceed 3 decimal places, for example 5.793.

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
back to Start status (as a result of performing or deleting an activity), then any new
or modified rates that were not previously included in that filing are still not
included in the filing after the status change. Adding rates at the Filing Group
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level then making required changes at the Filing level may save you time
compared to adding rates 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@ to open the New Rate dialog, or select Insert > New Rate.

The New Rate dialog displays.
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 (similar to New Rate).
New Hate g|

Praduct : ADIS FiG Description : 40106_Discovery Policy
FG f: 00005

General lAtlachments | Memo | Misc. | Replacement]

Ertered By : |Supervisar, System Date Entered : |D2.-"1 0/2009 j

Company Rate #

Affected Form #s

Title: :

Action

" Iritial

" Revised ’—_| ’— %
" Other ’—

| 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:

* 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.
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¢ In the Company Rate # field, enter the code/number assigned to this
rate by your company.

e Populate the Affected Form #s field by following these steps:
a. Click the [...] button to the right of the Affected Form #.

Affected Form #z I @

Title : |

The Forms Affected By Rate Filing dialog opens.

Forms Affected By Rate Filing x|
Avvailable Form Affected Form #s:

d
elete selected

Delete Al

UL

:

b. In the Available Form # field, enter the form number for a form
that is affected by the rate filing, then click Add.
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Forms Affected By Rate Filing x|

Available Form #: Affected Form #5:

( | WL POL 2006| )

Add

Delete Selected

Delete Al

o

Cancel |

The number is added to the Affected Form #s list.
x

Available Form #: Affected Form #s:

| ( [wipoLzooe )

fdd

Delete Selected

Delete all

E

Cancel

c. Repeat the above step until all the forms affected by the change
have been added.

d. Use Delete Selected and Delete All to remove forms that have
already been added to the list.

e. Click Cancel to close the dialog without making any changes to
the information in the Affected Form #s field.

f. Click OK.
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The Forms Affected By Rate Filing dialog closes, and the list of
affected forms is displayed in the Affected Form #s text box.

Company Rate # : I

Affected Form #z :{ IWL POL 2006 ’

Title : |

e In the Title field, enter a brief title for this rate attachment.

¢ In the Action area, select whether this is an Initial, Revised or Other
rate attachment. Note that this is a mandatory field for SERFF filings.

If Revised, select Increase or Decrease from the drop-down list, and
enter the % change in the text box.

If Other, enter an explanation.

5. On the Attachments tab:

New Rate

X

Praduct : ADIS FiG Description : 40106_Discovery Policy
FG f: 00005

General Attachments lMemu | Misc. | Replacement

Attachment Count: |

Altachments

# File Mame # of Pages
1 Copy of Actuarial Memorandum, doc 3
2 Simple Rate Doc 2.doc 5

add | | |

(] 8 | Cancel | Mext |

e 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.

* To view an existing attachment, select the document and click View
Attachment, or double-click the attachment.

TRACKER L&H USER GUIDE 147



WORKING WITH FILINGS

* 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 ficld, 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 &

Praduct : ADIS FiG Description : 40106_Discovery Policy
FG f: 00005

General | Attachments Memo |Misc. | Replacement

Rate #:
Title: :

Mema :

(] 8 | Cancel | Mext |

* The Rate # and Title are automatically filled in.

e 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 341.)
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7. On the Misc. tab:

New Rate

X

Product : D13 FG Description : [40106_Dizcovery Palicy
FG f: 00005

General | Attachments | Memo Misc. |Replacement

Custom :

(] 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:

New Hate rz|

Product : A-DIS FG Descriptian : 401 06_Dizcovery Policy
FG f: 00005

General | Attachments | Memo | Misc. Replacement l

Fieplaces the following:

Rate #
41223

B44565

(] 8 | Cancel | Mext |

9. Click Add, and the Replacement Attachment Selection dialog displays.
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10.

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.

X

Feplaced Rate #: ||
0Or, you can manually add attachment(s] to be replaced
by entering the information in the kanual Replacement
zection and then clicking the %" button.
Available Attachments: Selected Attachments:
Rate # Title [ Rate

41223
B44565

|
-

| Cancel | Delete &l

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 #

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+

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
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Click Cancel to close the New Rate dialog without saving.

The Rates Tab — Filing Level

The Filing level Rates List tab lists all of the rates for this filing; both Filing
Group level filings and Filing level filings.

Filing Detailsl Resuurcesl Cummentsl Activities Rates |Fi|ing Packag | Other Attachment I NAIC Filing Desc ! | L4
AddRate Data & Yes € Mo :|
Fiate Change Type I\ncrease 'l Fiate Impact |2 %  Filing Method IFiIe and Use 'I

Rate List | Rate Change Details | Last Revisionl

Rate # |Tit|e |Rev # |Action |Enabla |Status ‘State Skatus |Public ACcess |Attach Counkt |

Rate001 Rate001 Initial Yes 0

RatelDlz Rate00z Revised Yes 0

RatelDs Rate003 Initial Mo 0

B o

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.

Viewing or Changing Rates at the Filing Level

On the Rates tab for a filing, you can access the details for any of the rates or
listed, and enter or change the information for this filing.

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. When
changed at the Filing level, a filing’s Rate Impact will become independent of the
Rate Impact 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.

If this is a PPACA filing, you can enter values for # of Policy Holders and # of
Covered Lives for the following product types:

Product Type Description

HMO Health Maintenance Organization
PPO Preferred Provider Organization
EPO Exclusive Provider Organization
POS Point of Service

HSA Health Savings Account
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Product Type Description
HDHP High Deductible Health Plan
FFS Fee for Service

Method: Enter Filing level rate information

Navigate to the Filing level for the desired filing.
Click the Rates tab.

If required, 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.

If required, in the Rate Impact field, enter a positive or negative percentage
value.

Note: When changed at the Filing level, a filing’s Rate Impact will become
independent of the Rate Impact 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, or Use and File. (This list can be
customized by the Tracker Administrator. See Filing Method (Rate) on page
98.)

Click the Rate Change Details tab. This tab contains the Public Access
section (which indicates whether the rate data (and the PPACA/HIPR Rate
Review Detail) affiliated with the filing can be publicly accessed) and a grid
with company-specific rate change information for the filing.

Rate List Rate Change Details | Last Revision I

Public Ace
(HateDetaiIs * Yes  Ho Rate Review Detal ¢ vez o

Company name | Company ... | # Indi... | Oweral... | ‘whiitten pre... | i of policyh... | ‘wiitten pre.... | bl ax % cha...l bdin % cha... | ax % app.. |
Easti/est Ins Com

Double-click a row containing data.

The Rate Change Details dialog opens.
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Rate Change Details x|

COompanty nare I East-West Ins Companty K

Company rate change? I j Cancel

% Indicated change I o et
Owerall % rate impack || o

‘Writken premium change For this program 4 I

i

# of policyholders affected For this program I

‘Writken premiunn For this program % I

Maz % change (proposed) I— %
Max % change (approved) Ii a,
Min % change (proposed) I— o Product Types |
Min % change (approved) I— o Rate Review Detail |

PPACATHIPR.

7.  Enter (or view) the company-specific rate change information for the filing,
as follows:

The Company Name field is read-only.

b. Inthe Company rate change? field, select a value from the drop-down
list. For PPACA filings, this field is required.

c. Inthe % Indicated change, enter a positive or negative percentage
value.

d. In the Overall % Rate Impact field, enter a positive or negative
percentage value.

e. 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.

f. 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.

g. In the Written premium for this program field, enter a dollar value.

h. Inthe Max % change requested for this program field, enter a
positive percentage value.

i. 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.

j. Inthe Min % change requested for this program field, enter a
positive percentage value.
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k. 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.

8.  Ifthisis a PPACA filing, and you did not select New Product for Company

rate change?, click Product Types.

The Product Types dialog displays.

Product Types
Product Type # of Policy Holders

HMO

FPO

EPC

POS

H54

HDHP

FFS

Other

Mote: Data is required For at least one Product Type, Zero is a valid value for either
field {# of Policy Holders or # of Covered Lives), If one field is zero, a value greater
than zera is required in the remaining field For at least one Product Type,

o |

a. Enter # of Policy Holders and # of Covered Lives for desired product

types.

Note: Data is required for at least one Product Type. Zero is a valid value for either field
(# of Policy Holders or # of Covered Lives). If one field is zero, a value greater
than zero is required in the remaining field for at least one Product Type.

b. Click OK.

9.  To complete the HIPR fields for a PPACA filing, click Rate Review Detail.

The Rate Review Detail dialog displays.
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10.
11.
12.
13.

14.

x|
Filing:
— COMPANY
Company Mame: |Test Company 1D: |88888
*HHS lssuer [D: B-digit #; input 00000 if no 1D §f 1D < 5 digits input 07 for empty digits
* Product Mames:

Trend Factors:

— FORMS

* Pleaze complete at least one form field. Use commas between values.

+ Mew Policy Forms:

+ Affected Forms for Closed Blocks:
+ Other &ffected Forms:

~REGQUESTED RATE CHANGE INFORMATION
* Change Period: I 'l
* Member Months:

* Benefit Change: VI
Percent Change Requested: = min:l = Maw: “ weighted avg:l

—FRIOR RATE
** Tatal Earmed Premiumm:

*#* Tatal Incurred Claims:

Annual §: = min:l I “ weighted avg:l

—MEW RATE

* Projected E amed Premium:

* Projected Incurred Claims:

Annual §: ® min:l * na: * weighted avg: I

* Alwayz Required
** [nly required for Existing Products
+ Palicy Form 1D is actually the aggregate of Other Affected Forms, Mew Policy Forms and &ffected Forms for Closed Blocks.

()8 | Cancel |

a. Enter HIPR values in the fields. Asterisks identify fields that are
always required, and the fields that are only required when
Existing Products is selected for Company Rate Change? on the
Rate Change Details dialog. Ensure you complete at least one
field in the Forms area.

b. Click OK.
Click the Save button on the Tracker toolbar to save your changes.
Click OK to save your changes.
Click the Last Revision tab.
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, or Use and File. (This
list can be customized by the Tracker Administrator. See Filing Method
(Rate) on page 290.)

Click the Save button on the Tracker toolbar to save your changes.
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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 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, s , 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.

. k4
2.  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).
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(X)

New Rate

Praduct ; A0S FG Description : | 40108_Discovery Palicy

FG f - (00005
Implementation | ¢ ¢ Approval Date : ;o
Date: — — = -

General lAﬂachments | Memo | Misc. | Replacement' Status ]

Entered By : Supervisar, Spstem Date Entered : |U2-”1 042009 j
Company Rate #: |
Affected Form Hs | J
Title: |
Action Previous State Filing #
 Iritial

" Revized %
" Other

| Cancel | Mext |

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.

3. 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.

. 2 Populate the Affected Form #s field by following these steps:
a. Click expand [...] to the right of the Affected From # field.
The Forms Affected By Rate Filing dialog opens.

b. In the Available Form # field, enter the form number for a form
that is affected by the rate filing.

c¢. Click Add.
The number is added to the Affected Form #s list.

d. Repeat the above three steps until all the forms affected by the
change have been added.

e. Use Delete Selected and Delete All to remove forms that have
already been added to the list.
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f.  Click Cancel to close the dialog without making any changes to
the information in the Affected Form #s field.

g. Click OK.

The Forms Affected By Rate Filing dialog closes, and the list of
affected forms is displayed in the Affected Form #s field.

In the Title field, enter a brief title for this rate attachment.

Note that this is a mandatory field for SERFF filings. %2 In the Action
area, select whether this is an Initial, Revised or Other rate attachment.
Note that this is a mandatory field for SERFF filings.

If Revised, select Increase or Decrease from the drop-down list, and
enter the % change in the text box. Enter the Previous State Filing #.
This is the DOI file number assigned by the state to the previous filing.

If Other, enter an explanation.

4. On the Attachments tab:

X

New: Rate

Product ; A:DIS FG Deseription : | 40106_Discavery Policy

FG # - 00005
Implementation [+ 7 ApprovalDate: | 7
Date:

General Attachments lMemul Misc. | Replacement | Status ]

Attachment Count: z
Attachments
# File Mame # of Pages
1 Simple Rate Doc 4.doc 3
2 Simple Rate Doc 1.doc 3
add | | |
oK | Cancel | st |

%% 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 a DMS.

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.
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* 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+

5. %2 On the Memo tab:

New Rate

X

Product ; A-DIS FG Description : [40106_Dizcovery Palicy

FG #: 00003
Implementation | ¢ 2 Approval Date : dd
b i i

ate

General | Attachments Memo |Misc. | Replacement. Status ]

Rate #:
Title: :

Mema :

(] 8 Cancel Mext

¢ 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 341.)
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On the Misc. tab:

New Rate

Product ; A-DIS
FG f: 00005

General | Attachments | Memo Misc. |Replacement | Status ]

X

FGG Description : 401 06_Dizcovery Policy

Implementation | ¢ 2 Approval Date : dd
Date: — = = -

Custamn: ||

0K

Cancel Mext

i The Custom field allows you to add more information about the rate.
Information in this field will not appear in the final filing package.

=
New Rate

Product ; A-DIS
FG f: 00005

General | Attachments | Memo | Misc. Replacement lStatus ]

On the Replacement tab:

X

FGG Description : 401 06_Dizcovery Policy

Implementation [/ Approval Date: | 4 ¢

Date :

Fieplaces the following:

Rate #

A123
B7E3

Add/Lookup... |

0K

Cancel Mext
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8. Click Add/Lookup, and the Replacement Attachment Selection dialog
opens.

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 #

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+ 4
9.  On the Status tab:

New Hate g|

Praduct : ADIS FiG Description : 40106_Discovery Policy

FG #: 00003
Implementation | ¢ 2 Approval Date : dd
Datg - I——— i

General | Attachments | Memo | Misc. | Replacement Status l

Tracker Statusz : Effective Date : (I/__/ Enable : v
State Specific: [ Replacement Effective Date |/ / -

SERFF Details

State Status :

Public Access: [

(] 8 | Cancel | Mext

Enter the following information:

e 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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e 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.

I you want the rate attachment to be included in the overall filing,
select the Enable check box.

« %2 Ifthis rate 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 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 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 Resnurcesl Cnmmenlsl Activities Rates |Fi|ing Fnrmsl Filing Packagel Other Aﬂachmentsl a1 )
= This rate
Current Filing X
’V Rate Change Type 'I Riate Impact % Filing Method 'I :I W|” nOt be
Rate List I Rate Change Delailsl Last Revision | !nCIUded
Rate # ‘Tlt\e |Rev # |Actlon ‘Enable ‘Status |5tate Status ‘Pubhc Access | ! in the
11121 Rate #1 Initial Yes ili
12321 Rate ¥z Initial Mo fl I ! ng
11232 Rate #3 Tnitial Yes 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).

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.  Navigate to the Filing level of the desired filing.
2.  Click the Rates tab.
3.  Right-click the rate that you would like to disable.
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A dialog displays.

Mowve Up
Mowve Dowen

4. By default, the rate 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 rates.

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.  Navigate to the Filing level of the desired filing.
2.  Click the Rates tab.
3.  Right-click the rate that you would like to enable.
A dialog displays.
Mawe Lp

Mowe Down
Enable

4.  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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Advertisements

Tip:

Advertisements are composed of any flyers, brochures, jacket copy, marketing
materials, commercials, and so on, used in the insurance industry to promote and
sell insurance coverage. New advertisements, and changes to existing
advertisements, must often be filed with individual State Insurance Departments
in order to meet compliance regulations, depending on the product, method of
distribution, and advertising medium used.

The Advertisements Tab — Filing Group Level

The Filing Group level Advertisements tab lists all of the advertisements attached
to this filing group.

My FiIingsI FiIingsI Al:tivitiesl Rates Advertisements | Forms I Other Attachments I NAIC Filing Description

Advertising Form # |Advert\sing Form Title |Action |Attach Counk |
MAD-2231 Public Ad Initial 1
MAD-3345 Private Ad Initial 2

From this tab, you can access the details for any of the Filing Group level
advertisements.

1.  Onthe Advertisements tab for the desired filing group, double-click any
advertisement to open the related Advertisementsdialog.

2. Click a tab title to view information on that tab.

Adding a New (or Editing an Existing) Filing Group Level
Advertisement

The Advertisements tab at the Filing Group level lists all of the advertisements
added to the selected filing group.

When you add an advertisement at the Filing Group level, all filings in that filing
group with a status of Start will automatically contain the advertisement. You can
see these Filing Group level advertisements 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 advertisements that were not previously
included in that filing are still not included in the filing after the status change.

Adding advertisements at the Filing Group level then making required changes at
the Filing level may save you time compared to adding advertisements
individually at the Filing level.

Method: Add a new (or edit and existing) Filing Group level
advertisement

1.  Navigate to the desired filing group.
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2. To add a new Advertisement to a filing group, click the New

Advertisement toolbar button 'fFIElor select Insert > New Advertisement.

The New Advertisement dialog opens (shown below).
Alternatively:
To edit an existing Advertisement, double-click the desired advertisement.

The Advertisement Details dialog opens (not shown, but similar to New
Advertisement).

New Advertisement =

Product : P‘DD FG Deszcription : |Disc:0very Palicy
FG#- |DDDDS

General IAtlachmentsl Memul Misc.] Replacement]

Entered By : |SUDE“"iS°" System Date Entered : |U2-""I 0/2009 LI

Product : I

Ad. Form # I

FEorm Title :

Means of I Audience :
Distribution :

Action
 Initial
7 Fevised

" Other I

ok || New |

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 advertisement 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. The date can be changed by clicking
the drop-down button and selecting a date from the calendar.

¢ In the Product field, enter the product to which the advertising applies.

¢ Inthe Ad. Form # field, enter the code/number assigned to this
advertisement by your company.

¢ In the Form Title field, enter a brief title for this advertisement.

¢ In the Means of Distribution ficld, enter the distribution method for
this advertisement.

¢ In the Audience field, enter the target audience for this advertisement.
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In the Action area, select whether this is an Initial, Revised, or Other
advertisement. If Other, enter an explanation.

5. On the Attachments tab:

x
Product : P‘DD FG Deszcription : |Disc:0very Palicy
FG#- |DDDDS

General Attachments IMemul Misc.] Replacement]

Attachment Count: I o

— Attachment

B+

# | File M ame | # of Pages |

add || dodiy || Dekie |

)8 | Cancel | Mext |

To add a new attachment to the advertisement, 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
Product : P‘DD FG Deszcription : |Disc:0very Palicy
FG#- |DDDDS

General]Aﬂachments Memo IMisc.l Replacement]

Ady. Form #: I
Title I

Mema : ;I

)8 | Cancel | Mext |

e The Adv. Form # field displays the advertisement number entered on
the General tab.

* The Title field displays the advertisement title entered on the General
tab.

¢ In the Memo field, enter a comment or background description of the
advertisement. This text is included in the long filing letter. (See
Understanding Filing Letters on page 341.)
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7. On the Misc. tab:

x
Product : P‘DD FG Deszcription : |Disc:0very Palicy
FG#- |DDDDS
General | Attachments | Memo Misc. Replacement]
Custom : ;I
)8 | Cancel | Mext |

The Custom field allows you to add more information about the
advertisement. Information in this field will not appear in the final filing
package.

8.  On the Replacement tab:

zl
Product : P‘DD FG Deszcription : |Disc:0very Palicy
FG#- |DDDDS

General Atlachments] Memul Misc. Replacement I
Replaces the following: + ¥

daclv. Form # [ Add...

Delete |
)8 | Cancel | Mext |

9.  Click Add, and the Replacement Attachment Selection dialog displays.
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Replacement Attachment S election x|

Select the attachment{z] to be replaced from the izt on Enter replacement information
the left and mawve them ta the list on the right. )

Replaced Adv. Form #: I
Or. you can manually add attachment(s] to be replaced
by entering the infarmation in the Manual Replacement
zection and then clicking the W' button,

Kl
Aailable Attachments: ; Selected Attachments: 3 ¥
Adv. Form # [ Title | ‘Adv. Form # |

>

B
]

Cancel DElete | DeleleAIIl

The Available Attachments table displays a list of all the advertisements in
the system that this new advertisement may be replacing.

To move one or more advertisements from the list of Available
Attachments to the Selected Attachments table, highlight the applicable
advertisement, then use the >, >>, <, << buttons to move your selections.

If the list of Available Attachments is blank or does not contain the
advertisement to be replaced, enter the replaced information.

Enter the Replaced Adv. Form #.

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
advertisements.

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.

T+

e. Click OK when done.
10. To add another new advertisement reference, click Next.
The New Advertisement dialog opens
OR
To finish, click OK.

The new advertisement will be added (or the existing advertisement
updated), and the dialog will close.

The Advertisement Tab — Filing Level

The Filing level Advertisements tab lists all of the advertisements for this filing
at both the Filing Group and Filing levels.
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Filing Delailsl Flesuur[:esl Cummenlsl Activities Adverlisements |Fi|ing Furmsl Filing F‘a[:kﬂgel Other Atta[:hmenlsl Nalc 4|}

dvertising Form # [Advertising Form Tide_[Rew # _Jction [Enable[status [State Status [Public Access [Attach Count |
WAD-2231 Publc d Tniial es 1
AD-3345 Private Ad Tritial ves 2

From this tab, you can access the details for any of the advertisements listed.

1.  Onthe Advertisements tab, double-click the Advertisement record to open
it.

2. Click a tab title to view or change information.

Adding a New (or Editing an Existing) Filing Level
Advertisement

When you add an advertisement at the Filing Group level, all filings in that filing
group with a status of Start will automatically contain the advertisement. You can
see these Filing Group level advertisements 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 advertisements 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 advertisement will become independent of changes at
the Filing Group level, in effect becoming a Filing level advertisement.

Method: Add a new (or edit an existing) Filing level advertisement

1. To add a new Advertisement, at the Filing level, click the New
Advertisement toolbar button 'fFIElor select Insert > New Advertisement.

The New Advertisement dialog displays (shown below).
OR
To edit an existing Advertisement, double-click the desired advertisement.

The Advertisement Details dialog displays (not shown, but similar to New
Advertisement).
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x
Product : P‘DD FG Deszcription : |Disc:0very Palicy
FG#- |DDDDS

Implementation I_,.-’_.a’ Approval Date : I_.-"_.-"_

Date :

General IAtlachmentsl Memul Misc.] Replacement] Status]

Entered By : |SUDE“"iS°" System Date Entered : |U2-""I 1/2009 LI

Product : ||

Ad. Form # I

FEorm Title :

Means of
Distribution :

Audience :

Action FPrevious State Filing #
 Initial ’7 I
7 Fevised

" Other I

)8 | Cancel | Mext |

2.  The basic information fields at the top of the dialog will be automatically
filled with information from the filing record. Check these to ensure that you
are adding the advertisement 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.

¢ In the Product field, enter the specific product to which the advertising
applies.

« %% In the Ad. Form # field, enter the code/number assigned to this
advertisement form by your company.

e %2 In the Form Title field, enter a brief title for this advertisement
form.

+ % In the Means of Distribution field, enter the distribution method
for this advertisement.

e % In the Audience field, enter the target audience for this
advertisement.

¢ Note that this is a mandatory field for SERFF filings. %% In the Action

area, select whether this is an Initial, Revised or Other advertisement.
Note that this is a mandatory field for SERFF filings.

If Revised, enter the Previous State Filing #. (This is the DOI file
number assigned by the state to the previous filing.)
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If Other, enter an explanation.

4. On the Attachments tab:

x
Product : P‘DD FG Deszcription : |Disc:0very Palicy
FG#- |DDDDS

Implementation I_,.-’_.a’ Approval Date : I_.-"_.-"_

Date :

General Attachments IMemul Misc.] Replacement] Status]
Attachment Count: I o}

— Attachment

e A 2
# | File M ame | # of F'ages|

add || dodiy || Dekie |

)8 | Cancel | Mext |

o % Toaddanew 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 a DMS.

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.

2 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.

o %% In the No. of Pages field, enter the number of pages in the attached
document.

* Repeat above steps for additional attachments.

o %2 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.
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1+

5. On the Memo tab:

x
Product : P‘DD FG Deszcription : |Disc:0very Palicy
FG#- |DDDDS

Implementation | ¢ 2 Approval Date : 4d
b I_ i I_ i

ate :

General l Attachments Memo IMisc.l Replacement] Status]

Ady. Form #: ||
Title I

Mema : ;I

)8 | Cancel | Mext |

e The Adv. Form # field displays the Advertisement number.

e The Title displays the advertisement’s title.

« %% In the Memo ficld, enter a comment or background description of
the advertisement. This text is included in the long filing letter. (See
Understanding Filing Letters on page 341.)
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6. On the Misc. tab:

x

Product : P‘DD FG Deszcription : |Disc:0very Palicy

FG#- |DDDDS

Implementationl 4d Approval Date : 4d
Date: = = = -

General | Attachments | Memo Misc. Replacement] Status]

Custom : ;I

)8 Cancel Mext

%% In the Custom field, you can add more information about the
advertisement. Information in this field will not appear in the final filing
package.

7.  On the Replacement tab:

New Advertisement =

Product : P‘DD FG Deszcription : |Disc:0very Palicy

FG #: (00003
| Implementation | ¢ 2 Approval Date : 4d
Date:l___ I___

General Atlachments] Memul Misc. Replacement IStatusI

Fieplaces the following: + ¥

Adv. Form # | Add/Lackup.. |
Delete |

)8 Cancel Mext
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. Click Add/Lookup, and the Replacement Attachment Selection dialog
appears. The Available Attachments table displays a list of all the
advertisements in the system that this new advertisement may be replacing.

Replacement Attachment Selection x|
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.

Fieplaced Adv. Form #: I
0Or, you can manually add attachment(s] to be replaced
by entering the information in the kanual Replacement
zection and then clicking the %' button,

E
Available Attachments: Selected Attachments: ¥
daclv. Form # | Title | daclv. Form # [

B
B

0t | cancel | Dl | DeleteAIIl

To move one or more advertisements from the list of Available
Attachments to the Selected Attachments table, highlight the applicable
advertisement, then use the >, >>, <, << buttons to move your selections.

If the list of Available Attachments is blank or does not contain the
advertisement to be replaced, enter the replaced information.

%% Enter the Replaced Adv. Form #.

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
advertisements.

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:

x
Product : P‘DD FG Deszcription : |Disc:0very Palicy
FG#- |DDDDS

Implementation | ¢ 2 Approval Date : 4d
b I_ i I_ i

ate :

General l Atlachments] Memul Misc.] Replacement Status I

Tracker Status :I 'l Effective Date : I_a"_.-" Enatle : v

- Replacement Effective Date : I_,.-’_,.n’ - l

SERFF Detail

State Status : I

Public Access: [

()8 | Cancel | Mext |

On the Tracker Status drop-down list, you can select a status for this
advertisement only, independent of the status of the filing, but use with
caution.

FFr you want the advertisement to be included in the overall filing,
select the Enable check box.

%2 If this advertisement 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 advertisement is replaced, but only if
the advertisement was added to the Replacement tab of the new
advertisement.

9.  To add another new advertisement, click Next.
OR
To finish, click OK.

The new advertisement reference(s) will be added (or the existing
advertisement reference(s) updated), and the dialog 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 three
ways:

. by selecting a filing from a list of filings that Tracker has determined may be
related

. by searching the system and selecting from the search results

. by typing in a value (You would do this if a state requires data in these fields
that differs from the data that Tracker provides using the other two
methods.)

After the ID has been entered, the filings are effectively linked to each other.

Notes

. 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.

. After performing the activities SERFF: Generate SERFF Filing or
Generate Complete Filing, the values for Related Filings are not editable.

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.
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x
. | Fa# |_Fi Description | Related Filings |
Filings for Eazt Coast States ME-E-BT-Ha/Fu-00003
00003 Filings for East Coast States ME-BM-ET-Ra/Ru-00008
0ooo3 Filings for East Coast States ME-BM-ET-Ra/Ru-00015
0ooo3 Filings for East Coast States ME-BM-ET-Ra/Ru-00016

Cancel | Search | [Elear, |

If the related filing you are searching for is listed, double-click it to add it to
the respective Related Filings type.

" Related Filing

Fomn: | [ Fiate : [wL AZO0003TORDT L v : [=]

| Filing Details |Resources| Comments' Activitiesl Formsl Filing Formsl Filing Packagel Other Aﬂachments' lﬂ_

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 376.)

Any filings matching your search criteria are displayed in the Search
Results tab.

c. If'the 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, advertisements, and forms, filings usually require other
supporting documentation (for example, actuarial memorandums, exhibits,
certifications, and so on). SERFF uses fillable filing forms for this purpose. For
SERFF filings, you can access the fillable filing forms by clicking View
Requirements on the filing’s SERFF tab, Supporting Documentation sub-tab.
After opening a fillable filing form and saving it to your file system or DMS, it
can be opened outside of Tracker, completed, then saved. The completed fillable
filing form can then be used as an attached document for Other Attachments at the
filing group or filing level.

Tip: You can enter data into the fields on the fillable filing form using Adobe Reader (a
free download). You can also use Adobe Reader to sign the document by using the
Sign Document command. If you don’t already have a digital signature, Adobe
Reader will guide you through the steps to create one when you perform the Sign
Document command.

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 Filings | Filings | Activities | Rates | Advertisements | Forms Other Attachments | NAIC Filing Description |

Attachment Title [Attachment Type Attach Count |
Ofa-001 Actuarial | Mernaran durn 1
Oa-002 Actuarial | Mernaran; durn 1

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.

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.
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Tip: 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.

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

3. On the General tab:

e 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.

e Ifrequired, 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 a DMS.

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.

Activities | Forms | Filing Forms | Filing Package Other Attach |NAIC Filing Description | Filing Fee | ¢ IC

Attachment Title ‘Rav# ‘Attachment Type |Enah\e |Attach Cnuntl
OA-1234 Actuarial Memorandum Yes H

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, 2 | 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.

The Attachment Details dialog displays.
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New Attachment x|
General |.0.tta-:hments |
Entered By I Supervisor, Swstem Diate Entered: IDZ,I'IZ,I'ZDDQ
Title : ||

Type ! I j ¥ Enable

Merma ;l

=

oK | Cancel | Mext

2. On the General information tab:
*  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.
3.  On the Attachments tab:

MNew Attachment |
General nttachmentsl
Akbachment Count: I 0
— Attachments
2 ¥
# | File Hame | # of F'ages|
Add My Dekte |
OF | Cancel Text
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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 a DMS.

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.

%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.
For SERFF filings, the information is 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

L &5
broken link icon. =+

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 268.

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 190

. Copying Multiple Filings on page 191

. Copying Schedule Items on page 191

. Copying Filings on page 191

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

. Filing Group-level Market Type fields

. Product 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

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 incremented)

. 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, nor does
it copy TOI, SubTOlI 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, separate filings.

Copying Schedule Items

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

With option 2, the new filings will contain all Filing-level forms, rates,
advertisements, 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.

. 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.
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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

' |nclude Group Level ltems
' No Change
£ Change Type
= | i
= Eate
=] Edyertizement

" Include Group & Filing Level ltems

Eancell

3.  Complete one of the following steps:

To create copies with the same filing type and Group-level items:
a. Seclect 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

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
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To create copies with the same filing type using Group-level and
Filing-level items:

a. Select Include Group & Filing Level Items.
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).
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Working with Common Filing
Tasks

This chapter deals with tasks you will perform when you are creating filings
within Tracker.

This chapter describes:

. Filing Resources on page 196

. Filing Letter Comments on page 197
. Activities on page 198

. Related Legislation on page 199
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Filing Resources

This section 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 product to which it belongs.

Resources |

-
Hame

Actuarizl “izgwanatha, Azhna

Actuarial Consuttant Chan, Ralph

Underwriter Meguyen, The-Lam

s Deneuve, Witzou

Motary Public Kloppenburg, Victoria

Official Ramprashad, William

Officer Gaskey, Walter

CEQ Smith, Debarah

|

Resources are entered into the system via the administrative User and Company
functions. See User Profiles on page 68 and Adding New Companies on page 43
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

1.  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 section 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 |
General Form[s] Comments: j
This form has been amended specifically for the east coast
market.
General Closing; Lertification of Compliance:
Thank wau far pour time and consideration. \We are 'wie hereby certify that ta the best of our knowledge and

corfident that we will hear your positive reaction shortly belief this fing is in compliance with the insuance laws
and requlations of you stale:

Attachment Special Language

'w'e have attached detailed statements of our company's
experience in this and related products, along with our
analysis of their experisnce

Filing Fee Comment;

Fleass find enclosed check #4502 in the amount of
425 00 to cover the required fiing fee

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.

2
3.  Inthe text field type the comment as you want it to appear on the letter.
4 Repeat steps 2 and 3 for all comments required.

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 section describes activities at the Filing level:
. Specific Filing Level Activities on page 198
. The Activities Tab — Filing Level on page 198

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.

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 | Priarits | Init. | Perf, | Stark Date | Susp, Date | Duge Dake | CUEP'. Date | Status | # of Docs |
1 Called bureau For details Medium KLR. ELR 12/0z/2002 12j1gf2002 Completed O
2  Betty has rate pages Wedium KELR  KLR 12i04f2002 12{16f2002 Completed 0
3 Send rates for review High ELR  KLR 1Z{16f2002 01f06/2003 01/13f2003 Pending 1]
4 Generate Letter Medium KLR. ELR 12/16/2002 12j1gf2002 Completed 1
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Related Legislation

This section describes legislation at the Filing level. These topics include:
. The Legislation Tab on page 199
. Adding a Legislation Reference on page 199

The Legislation Tab

Filings are often created in response to the receipt of legislation bulletins from an
advisory organization or legislative body. The Filing level Legislation tab
displays information about a legislation record 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 legislation record’s details
screen; see The Legislation Details Tab on page 354 for more information.

Legislation |
.
Legislation # HV-02-231 ELmes of [CD - Credit Disability States[AL- Alabama -
——— USINEss! CA- Califari
Legislation Date: [08/28/2009 ED-E‘:;O?;’;:
Tope: Jadvanced Law El-Commecticut =
Description: |AD&D Rates to be revised for 2009

Date to be Effective: [08/14/2003

Status: IAdwsury Adv Drganization |5 - American Council of Life Insurance

Effective Date: [08/14/2003

User Dat Filing Reference Numbers

Custom1: |_/__# - Filing Reference #1 I
Custom2 m Filing Reference H2: I

Filing Reference B3: I

(e | j' Filing Reference H4: I
Customd: |/ # - Filing Reference #5: I

I

Note that the Legislation tab appears at the Filing level only if that filing was
created or referenced in relation to a particular legislation record in your system.

Adding a Legislation Reference

A legislation reference can be added to a filing only from the originating
legislation details screen. This occurs automatically when a filing is created
directly from a legislation record. A reference can also be created manually from a
legislation detail record by using the Insert > New Filing Reference option. See
Linking Legislations to Filings on page 360.
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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 legislation are also contained
here, including instructions for attaching filing letters and actuarial exhibits to a
filing, and procedures for generating and printing filings.

This chapter describes:

. Tracker Activities on page 202

. Standard Tracker Activities on page 204

. Standard SERFF Activities on page 206

. Performing Basic Activity Procedures on page 207
. Performing Filing Activity Procedures on page 218
. Working with Attachments on page 225

. Performing Activity Searches on page 229

. Multi-Filing Activities on page 231
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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 Legislation 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 Legislation 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 Legislations 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 |Flales I Adveﬂisementﬁl Forms I Other Aﬂachmentsl NAIC Filing Descriplinnl
I + | Diescription | Prriorit: | Init. | Ferf, | Start Date | Susp. Date | Due Date | Compl. Date | Status | # of Docs |
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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
legislation 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 80.

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 Legislation

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 DOL.
Updates the status of the filing to Withdrawn.

Note: Not all activities are available at every level of the system. Filing Group level and
Legislation 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

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

Use this activity to submit a objection response to an objection
letter.

An objection response may include revised and/or additional
schedule items.

SERFF: Submit
Confidentiality Request

Use this activity to request confidentiality for all or part of a
filing.

SERFF: Submit Post
Submission Update

Use this activity to submit changes to a filing after submission.
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Performing Basic Activity Procedures

This section describes basic procedures used with activities:

. Performing an Activity on page 207

. Performing Activities with an On Approval Option on page 209

. Posting an Activity on page 210

. Accessing a Single Activity Detail Record on page 212

. Editing an Activity Detail Record on page 213

. Completing an Activity on page 214

. Completing a Recurrent Activity on page 216

. Deleting an Active Activity Detail Record on page 216

. Deleting a Passive Activity Detail Record on page 216

Performing an Activity

Use the following method to perform an activity from a Filing Group or Filing
level, or Legislation screen Activities tab screen.

Method: Perform an activity

1.

Click Perform Activity on the toolbar. El
The Perform Activity dialog displays.

Perform Activity

Drescription ;I

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 -
4 | | » Cloze |

2. Inthe Perform Activity dialog, select the activity you want to perform.
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3.

Click Perform.

The Perform Activity dialog for the selected activity displays.

Note: The following describes the steps in the Generate Letter activity. Each activity
dialog will look slightly different.

Perform Activity - Generate Letter 5'

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
[ |

Description: IGenerate Letter

Date: |07A14/2006 =

Perfarm I Cancel |

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.
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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.

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.

¢ 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 D 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 Legislation 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 Implementation Date may be affiliated with an activity by the Tracker
Administrator. (See Adding Active Activity Codes on page 82.) In some cases, you
will have an On Approval option in addition to the default calendar setting.
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Perform Activity - Set Implementation Date

X

Date: |01/23/2003 ~

Description: |Set Implerentation D ate

Implementation Date: |__/__/ -
v On Approsal

Ferformed By | J
Friority
" Low * Medium " High
Letter Type: | J 'l:
Attach Fie: | [ o
-
™ Move ta Filing Package
emo:
Perform | Cancel |

If the Administrator has 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 sas 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 Legislation Activities tab screen,

click the Post Activity toolbar button | to open the Post Activity list

box.
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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
Mema: |that| get a prompt copy, and forward to Jean and Fed for review with draft of
filing,|

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 Legislation 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 Legislation.
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 Legislation.
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

Description:
Initiated On:
Initisted By:
Performed By:
Shatusg:

Attach File:
Activity Memao

Cusgtom:

Post Activity
Mema:

Documents:

Generate Complete Filing

IDB£24£2DDS
ISupervisor, System
ISupewisor, Spstem
IEompIeted Pricrity: IMedium
=
=]
I Customz:
-
=
1. Long Filing Letter- Generated - .
ATTACH: 1 :| dien_|
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 |

]

Cancel I

the screen.

Note that:

Make any necessary changes or additions to the information displayed on

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 Legislation.
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 Legislation.
Click the Activities tab.
Select the activity you want to delete.

Click Delete on the toolbar.

LA

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 Legislation.
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 218

. Information In the Filing Letter on page 220
. Filing Letter Comments on page 221

. Activities and the Filing Package Tab on page 221

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 205 for details). Other portions of the letter are
generated automatically by the system from information previously entered for
the filing, and from the Regulatory Specialist records that you entered for that
state and line of business.
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[ L PO P o YL PN P P T

March 1, 2005

Conunissioner of Insarance hilianne M. Bowler
Faolicy Feviewr Area

Massackmsetts Division of arance

One South Station

Boston, MLA 02210

Attn: Life Policy Review Section

FE:  Fomm Fimg - Foldax B - INZS10097
Aoty Equity Index
Company Filmz#: AE MADDO1401F01
L&H Company 1 NAICE 12H-45578 FEIN# 32-567230
State ID&: 2529
Lead Form No.: Foprn #2 02202 et al

Diear Conwnissioner Bowler:

We wish to sabmit the followang Form filmg for Cther, Aoty Equity Indes: foruse in Massacknsetts.
This filing 15 tobe effective onor after Mawh 25, 2003,

This filing has been submitted to or 15 exermpt fiom filing in cur domicibiary state of Alabama.

Polimy Form(s] and Endorsernert(s) Submitted:

Form Title: Created at the gioup level for testing folder & B0

Form Mo Form #l Feplaces: 11111
Edition Diate: | 0101401

FormType: | Amendment

Form Title: Created at the filing level for testing INS10057
Lead Form Fomm #2

Ha

Edition Drate: | 0202002

Form Type: A mendmerd

We trastwith the enclosed ifoemation, o wallbe able to reviewr our filing and grart an appeoval. Fyon
have arr questions, please cortact the undersizned. Thank wou in advance for your help and attertion to
this matter.

11:02:20 AW 35552004

Ms. Eerry Reed
Managzer, Conpliance

Flone: 5553551212 Ext.: 1122
Fax: | 55553551111
Email: | nimly@imsystems com
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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 you entered 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.

. Advertisement Information

If the filing includes advertisements, this section is included in the letter. For
each entry identified as a advertisement, the system automatically includes
the advertisement title, name, and the advertisement number. If this is a
replacement advertisement, the replaced advertisement number is identified.
If you want to include comments about the advertisement, you can add such
comments in the memo field of each advertisement.

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
344.

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 rste;  W2003 TL_1201_Ad
00003423 _rate,doc @ZDDS_WP.
2003_LA @ short _filing
2003_Life_naD_D SI_Contacts
2003_Life_Dental Statutes_ZDDS

2003_Life_Dental.doc  B9]T00002120_rate

File name: | Open I
Files of tupe: I ﬂ Canicel |
v

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.
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Status Messages

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 225

. Generating and Printing Filings on page 225

. Performing the Filing Approval Activity on page 226

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 m 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
. any attached rate, advertisement, 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 Rate/Form/Advertisement.

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.
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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 Rate/Form/Advertisement 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 legislation 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 229
. Searching for Activities on page 229

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 legislation).

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 — Legislations: 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 legislation 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 376. The activity search options in the Search For drop-down
box are described in Activity Search Options on page 229.

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
legislation 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 legislation 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 legislation 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 231

. Posting Activities for a Multi-Filing on page 231

. Generating and Printing Activities on Multiple Filings on page 232

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 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.

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:
e  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 231.

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. 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 234

The SERFF Tab (Filing Level) on page 235

Working with SERFF Filings En Masse on page 237

Working with SERFF Filings at the Filing Level on page 246
Reviewing SERFF Filings on page 265

Submitting Filings to SERFF on page 275

Monitoring SERFF Filings and Working with Messages on page 283
Working with Submitted Filings on page 284

Working with Closed Filings on page 310

Working with Public Access/Confidentiality Requests on page 325
Working with Post Submission Updates on page 312

Filing Summary for SERFF Filings on page 329

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 115.
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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, including all
required fillable filing forms.

The previous chapter (Working with Filings on page 115) 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/advertisements/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.

® N A0 RWw

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.
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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.

Al:iivitiesl Rates | Filing Packagel Other Attachments | NAIC Filing Descriptinnl Filing Fee SERFF | AL
Type of Insurance: |Individual Health R ate Fiings SERFF Filing 1D: {15Q0-G000564841 = Submitted j
Sub TOI: |Health Insurance SERFF Status: ™| Public Access
Filing Type: |Rate State Status ‘s’\?iéiiii 'G'é'ﬁ'é}Ei"l'ﬁé't'rﬂ'ét'iﬁiﬁ‘l
Primary Reviewer: I Other Reviewers:

Supporting Documentation |State Speciﬁcl Public Accessl Currespundencel Log Entriesl

| SERFF Filing Details | Form Schedule | Rate Schedule | iew Requirement |

Al

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.

. SERFTF Filing ID — Prior to the submission of the filing via SERFF, the
system generates the SERFF Filing ID after the SERFF: Get Filing
Requirements activity is performed.

. SERFF Status — A value does not appear here until the filing is successfully
submitted via 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 via 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
(which occurs when the Public Access status of any item in the filing is set
to True).

. Primary Reviewer and Other Reviewers — names and phone numbers, if
available, provided by SERFF

Related topics:
»  Working with General Instructions at the Filing Level on page 253

SERFF Tab Subtabs
The SERFF tab contains the following subtabs:

TRACKER L&H USER GUIDE 235



WORKING WITH SERFF FILINGS

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, and
rate schedules.

State Specific — From this tab, you can enter any required state values for an
individual filing.

Correspondence — This tab displays a table of all correspondence
associated with this filing, such as Notes to Filers, Objection Letters, Post
Submission Updates, and Disposition Reports. Double-click an item to open
it. From this tab, you can also create a Filing Amendments, Notes to
Reviewers, Post Submission Updates, 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 subtabs, 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 Filing 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 237
. Retrieving Requirements for Filings En Masse on page 239

. Satisfying Requirements for Filings En Masse on page 241

. Bypassing Requirements for Filings En Masse on page 243

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 assumes 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 246.

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[

—Available LOBs:

| Uncheck |

Check Applicable Fiinals) | To1 | sub To1 | Filing Type |

AZ-TO-Ra-00001
CT-TO-Fo-00001
Ky-TO-Fo-00001
MN-TO-Fo-00001
My -TO-Fo-00001
OH-TO-Fo-0000L
OK-TO-Fo-00001

;- Product Coding Matrix

=t I j Save |

5ub TOI | = maich |

Close I
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 Makriz

TOT 1071 Individual Life - Whale |
Sub TOI ILD?I.SDI Current Assumption - Fixed Premium - Single Life j
Filing Type IForm j
Click Match.

The system compares the selections for TOI, Sub TOI and Filing Type
with each state’s list of active TOls, sub TOls and filing types. Matches for
each state using the matrix are displayed.
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TOI, Sub TOI and Filing Ty¥pe Selection 1'

— Available LOBs:

ILiFe “while j
Uncheck |

Check Applicable Filing(s) | Tar | sub ToI | Filing Type |
AZ-TO-R.a-0000L

CT-TO-Fo-0000L

K¥-TQ-Fo-00001

MN-TO-Fo-00001

MY-TO-Fo-00001

OH-TO-Fo-00001 LO7I Individual Life - Whole

OK-TO-Fo-00001

— Product Coding Matrix

TOT {071 Individual Life - Whole =l Save |

Sub TOI ILD?I.SDI Current Assumption - Fixed Premium - Single Life j

Filing Type [Form =l

Close

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 250.)

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.
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6.

Click the Retrieve Filing Requirements button in the SERFF tool bar. f@‘
The Retrieve Filing Requirements screen opens.

The Available Filings list includes filings from this filing group

¢ 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 ll
Available Filings: Selected Filings:

IN-CH-TiZ-Fo-00001
La-CH-TC-Fo-00001

EA

2

<

B B

Retrieve | Retrieve and Satistv/Bypass |

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 241 and Bypassing
Requirements for Filings En Masse on page 243.)

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
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. performs the Filing Level activity assigned to get the SERFF Filing
Requirements (this may be a custom activity)

. retrieves the SERFF Tracking ID
. displays the activity on the Activities tab at the Filing level
. locks the TOI, 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 237, or Selecting the TOI, Sub TOI and
Filing Type at the Filing Level on page 246.)

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 187.) 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 255.)

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. | Ed

The Filing Requirements screen opens. It contains a table with the
following columns:
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Tip:

Note:

e 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 code, and a five-digit
sequence number

¢ filing Requirements and their corresponding Status

* Satisfy/ByPass Details
Action——————
’7 Satisfy Bypass |

Filings | Status | Requirement | SatisFy/Bypass Details
AZ-WL-TO-Ra-00001 Review Requirement Checklist
General Instructions I LH Policy Farms/Contracts

LH Actuarial Memorandum

AZ-WL-TO-Fo-00001 Satisfied Review Requirement Checklist AZ - CHECKLIST LIFE INSURANCE
General Instructions I Bypassed LH Policy Farms/Contracts Mo langer required - Forms are attached to Form schedule
Satisfied LH Actuarial Memorandum Actuarial Memarandum
CT-wWL-TO-Fo-00001 Disclosure of Marketing Intent and Infar...
General Instructions I Requirements far all Life & Health Palicy F...
Readability Certification - Life & Health Fil...
OH-WL-TO-Fo-00001 Unifarm Transmittal Docurnent
General Instructions I FLESCH SCORE
Ackuarial Memorandum
Ok-WL-TO-Fo-00001 Cover Letter
General Instructions I Letter of Autharization

Flesch Scare

Dacument

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.

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.
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x
—#Awailable Supparting Documents ——————————  ~Other Supporting Document Explanation
=
| =
Bl

Filings | Check | Status | Reequirement | Satisfy/Bypass Detalls -
AK-SL-RC-Rafad-00001 - Authorization form

[l Filing Fee Form

| Explanation Memarandum

- Health Policy Form

= Health Checklist
AL-SL-RC-Rafad- 00001 ~ MAIC Uniform Life, Accident & H. ..

- Policy Faorms- Life & Health

= Actuarial Memorandur - Life 2 ..

= Accelerated Benefit Provisions o...

| Authorization Letber

= Life Tlustration Actuarizl Certific. ..
AZ-SL-RC-Rajad-00001 [l Cettification of Qualified Actuar...

~ Review Requirement Checklist

- LH Policy FormsfContracts

= LH Actuarial Mermorandurn

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.

5. Select the check boxes beside the requirements that you want to satisfy with
the Available Supporting Document you selected.

Note: If acheck 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. Ifyou 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 243.

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.
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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. | Ed)

The Filing Requirements screen opens. It contains a table with the
following columns:

e 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 code, and a five-digit
sequence number

¢ filing Requirements and their corresponding Status

e Satisfy/ByPass Details
Adtion———————————————
’7 Satisfy Bypass |

Filings | Status | Requirement | SatisFy/Bypass Details
AZ-WL-TO-Ra-00001 Review Requirement Checklist
General Instructions I LH Policy Farms/Contracts

LH Actuarial Memorandum

AZ-WL-TO-Fo-00001 Satisfied Review Requirement Checklist AZ - CHECKLIST LIFE INSURANCE
General Instructions I Bypassed LH Policy Farms/Contracts Mo langer required - Forms are attached to Form schedule
Satisfied LH Actuarial Memorandum Actuarial Memarandum
CT-wWL-TO-Fo-00001 Disclosure of Marketing Intent and Infar...
General Instructions I Requirements far all Life & Health Palicy F...
Readability Certification - Life & Health Fil...
OH-WL-TO-Fo-00001 Unifarm Transmittal Docurnent
General Instructions I FLESCH SCORE
Ackuarial Memorandum
Ok-WL-TO-Fo-00001 Cover Letter
General Instructions I Letter of Autharization

Flesch Scare

Dacument

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.
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* 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 displays. All the check boxes and the
Bypass Reason box become available.

Bypass Requirements

~Bypass Reason
B
FL [ -]

Filings | Select | Stakus | Fequirernent | SakisPy/Bvpass Details -
AZ-WL-TO-Fo-000 02 - Satisfied Review Requirement Che,.. A2 - CHECKLIST LIFE INSURANCE

- Satisfied LH Palicy Forms/Contracts

r Satisfied LH Actuarial Memnorandurn Actuarial Mernorandum
AZ-WL-TO-Fo-00003 - Satisfied Review Requirement Che...  AZ - CHECKLIST LIFE INSURANCE

- Satisfied LH Palicy Forms/Contracts

- Satisfied LH Actuarial Memorandum Actuarial Memorandum
KY-WL-TO-Fo-00001 r Cover Letter

r F-1 LIFE Face Sheet & Ve. .

r L-2 LIFE

r L-3 LIFE

- Policy(s)

- Rider(s)

- Application(s)

- Endorsementis)

- Certificate(s) of Coverage

r Rates

- advertising

[ Insert/Data Pages o

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 241.

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 Filing 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 246

. Clearing the TOI, Sub TOI, and Filing Type at the Filing Level on page 249

. Working with Supporting Documentation Filing Requirements at the Filing
Level on page 249

. Creating a User Added Requirement at the Filing Level on page 258
. Entering State-Specific Values at the Filing Level on page 267

. Setting Public Access Values on page 268

. Paying Filing Fees on page 260

See also: Working with SERFF Filings En Masse on page 237.

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 237.

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 mesl Filing Forms | Filing Package | Other At

— Reference:

SERFF Tracking ID: |

Insurance Department File #: |

Statute:

Company Reference #: | IND Statute j
Custarn: I
—SERFF — —
-
Sub T0OI: | Yiew General Instructions
Filing Type-l Clear... |

Expand a TOl ta see Sub TOl: and Filing Types.
TOI:

The SERFF Filing Information dialog box opens.

| SERFF Filing Information

x|

LO2 Individual Life - Endowment
LO3 Individual Life - Special
L04I Indirvidual Life - Termn
LOSI Individual Life - Univerzal
LOE] Individual Life - Wariable
LO71 Indirvidual Life - Whale
(- L0 Life - Other

Life-5pecial

Life-Term

Life-Univerzal

Life anable

- Lifewhale

G-

r— Selected Filing Information
TOI:

Sub TOR
Filirng Type:

[k

I Cancel I

Tracker connects directly to SERFF and returns the list of Active TOIs, sub
TOls, and Filing Types for that state.

3.  Expand the TOI entries by double-clicking on the desired TOI, or clicking
on the [#] to the left of the desired TOL.
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SERFF Filing Information |

Expand a TOI to see Sub TOIlz and Filing Types.
TOl:

Al
- LO3 Individual Life - Special

& L0300 Juverile

- L031.002 Pre-need/Funeral

- LO31.003 Early Duration Reduced Benefit

- L031.004 Mortgage

- L031.005 External Indexed

- L031.006 Jaint 1=t ta Die

- LO31.007 Joint 2nd to Die —

- L0 Individual Life - Term

- LOBI Individual Life - Universal

- LOGI Individual Life - Wariable

- LO7I Individual Life - Whole ;l

(o)

&
B
&
&

[ By el i el iy e}

— Selected Filing [nfarmation
Tal: L0Z1 Individual Life - Endowrment

Sub TOI:
Filing Tupe:

)4 | 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.
TOI:

-

=1 LO3! Individual Life - Special
- L031.001 Juvenils

. Fom- Application & John Doe Yersion/E ndarzement/F
- Form - Application and John Doe Yersion

- Form - Endorzement/Rider/amendment

- L031.002 Pre-need/Funeral
- L031.003 Early Duration Reduced Benefit
- L031.004 Mortgage
- LO31.005 External Indexed
- LO31.008 Jaint 1zt ta Die

- L0007 Jaoint 2nd to Die -
4 | »

1 -

— Selected Filing Infarmation
TOI: LO2 Individual Lite - Endowrnent
Sub TOI:
Filing Type:
[HE: Cancel

5.  Click the desired filing type under the Sub TOI.

The OK button becomes active.
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6. Click OK.

The SERFF area displays the selected TOIL, sub TOI, and Filing Type for
this filing.

SERFF

Ial: ILDBI Individual Life - Special Select... |
Sub TOI: ILDBI.DD‘I Juwenile Wiew General Instructions |
Filing Type: IForm - Endorsement/Rider/amendment Clear.. |

At the bottom of the SERFF area, Tracker displays other information about
the filing that is obtained from SERFF at the time the user selects the TOI,
sub TOI, and Filing Type:

e State Accepts EFT
* State Charges Fee Per Company
e State is HIPR enabled.

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 224.

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 250
. Viewing Requirements at the Filing Level on page 252
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Working with General Instructions at the Filing Level on page 253

. Satisfying Requirements at the Filing Level on page 255

. Removing Requirements Attachments at the Filing Level on page 256

. Bypassing Requirements at the Filing Level on page 257

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 239.

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

Dezcription

kemo / Motes

Rezpond to DO - Objection

Rezpond to D01 - Resubmit Filing

Rezponsze from DO - Dizapproved Filing

Rezponze from DOl - General

Rezponze from DO - Objection

Schedule Mailing to DOl

SERFE; Filing

ERFF: Get Filing Requirements
X T

SERFF: Submit Confidentiality Request

SERFF: Submit Filing Amendrment

SERFF: Submit Mote to Reviewer

SERFF: Submit Objection Responze

SERFF: Submit Post Submizzion Update

Set Deemer Date for Filing

Set Suzpense Action Drate

|Jpdate Objection Rezpond By Date

Withdraw Filing

<

Cloze |

3.  From the list of activities, click SERFF: Get Filing Requirements, then

click Perform.

The Perform Activity — SERFF: Get Filing Requirements dialog opens.
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Perform Activity - SERFF: Get Filing Requirements 5'

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

e el |5 EFFF: Get Filing Reguirements

Date: IEIAL"21 2004 = 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:

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
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 246.)

When complete, Tracker displays the SERFF Activity Status Message
window listing success or failed.
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Note:

Note:

6.

Click Close.

The filing requirements have been downloaded for this filing, and are ready
to be either satisfied or bypassed.

A SERFF tab will now appear on this filing.

Viewing Requirements at the Filing Level

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.

2.

Navigate to the filing where you want to view the SERFF filing
requirements, and click the SERFF tab.

Click the Supporting Documentation subtab.

Supporting Documentation |State Specificl Public Accessl Correspondence' Log Entries'

SERFF Filing D etails | Form Schedule | Fate Schedule | iew Fequirerment |
Fiequirement | Action | Rev | Document Mame(s)/Comments/Bypass Reason | State Sta | Public Acce ‘

Unifarm Trangmittal Documnent LH
Statement of Compliance with Readability ...
Rate Pages LH

Mew or Revised Form[s] LH

Explanatory Memorandum LH

The Supporting Documentation subtab 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

*  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
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3.  Inthe 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 x|
Description:
MNated policy forms, contracts, amendments, riders, endorsements and ;I
applications must be filed with the Department for approval prior to uge.
El
Select a file to view:
Flezch_score PDF
iEw | Cloze I

5. Ifyouclick a URL in the Description field, your default browser opens and
the selected page displays. If you click a file in the Select a file to view
field, and click View, the selected file will download from SERFF and open
on your computer.

6.  When you have finished viewing this supporting documentation filing
requirement, click Close.

Working with General Instructions at the Filing Level

The SERFF General Instructions contain all general regulatory information and
state requirements. 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 241 and Bypassing Requirements for
Filings En Masse on page 243.
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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.

Tracker connects to SERFF and returns the general instructions for that
state. View SERFF General Instructions opens.

¥iew SERFF General Instructions ﬂ
Description: n é
Connecticut, rate, rule and form filings are directed either ta the Property -

and Casualty Divizion or to the Life and Health Divizgion. The general
inztructions and the line of buginess instructions do nat supersede the
requirements of Connecticut laws and regulations governing the business of
insurance. They are provided to assist ingurers in submitting SERFF filings.
Ingurers are required to be aware of and comnply with all Connecticut laws,
regulations and department bulleting.  The instructions and requirements under
the divizian instructions should be considered wark s 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 bullsting at

hittp: A v state. ot us/cid/pebulls. htm - These bulleting provide infarmation on
rate, rule, form filings that will assist companies in preparing filings far

submigsion.

Submit paper filings by U.5. mail, Federal Exprass or a similar mail service.
Do niot submit filings by fax or e-mail tranzmizsion. Fefer to Connecticut laws LI

Select a file to view:

g I Close |

Description contains the overall set of general instructions (such as fee
information, filing mode, status in domicile, general guidelines, etc.) from
the state. When you click a URL in the Description area, your default
browser will open, and the selected page will display.

To print the general instructions, click the printer button in the upper-right
corner of the dialog box.

To save the general instructions to a file, click the Save button in the upper-
right corner of the dialog box.

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.

Click Close when you have finished viewing the general instructions from
the state for this filing.
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Note:

Note:

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.

You can also use this procedure to edit a requirement’s comments, or edit the list
of affiliated attachments.

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 241.

Method: Satisfy requirements at the Filing level

1.  Inthe filing, click the SERFF tab.

Supporting Documentation |State Specific| Correspnndence' Log Entries'

“iew SERFF Filing Details.. | “iew Form Schedule... | Yiew Fate Schedule... | Yiew Fequirement. .. |

‘ Status | Hev| Docurnent Mamefs)/Comments/Bypass Reason | State Sta.. | Public Acce...
) 00

LH Policy Forms/Contracts
LH Actuarial Memarandum

2.  In the Supporting Documentation tab, double-click the Requirement you
want to satisfy.

The Supporting Documentation Details dialog displays.
zl

Requirernent: I Explanation Memarandum

Skatus: I 'l

(04 | Reyvise |

3.  From the Status drop-down list, select Satisfied.
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Note:

Supporting Documentation Details 1[

Requirernent: I Explanation Memorandum

Status: ISatisFied - l

Comments:

Available Attachments: Selected Attachments: E + 4
- Cover Letter

[ Other Attachments
3 |

Ok | Cancel | Rewise |

4.  Inthe 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.

Removing Requirements Attachments at the Filing Level
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 or after 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. = < |
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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—including bypassing a revised supporting doc that
was previously satisfied—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.

You can remove any or all attachments you have associated with a supporting
documentation filing requirement before submitting to SERFF.

Method: Bypass a requirement at the Filing level

1.  Inthe filing, click the SERFF tab.

Supporting Documentation | State Specificl Correspondence | Log Entries |

“Wiews SERFF Filing Details. | Wiew Form Schedule. | Wiew Fate Schedule. I Wiew Requirement. |

Reguirement | Status ‘ HEVl Document Mame|[z]/Comments/Bypass Reason | State Sta...l Public Acce. |

LH Palicy Forms/Cantracts
LH Actuarial temorandum

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 255.

The Supporting Documentation Details dialog displays.
3.  From the Status drop-down list, select Bypassed.
The Bypass Reason box is displayed.
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Supporting Documentation Details ﬂ

Requirement: I Forms List {(Health)

Status: |y

Bypass Reaszon:

QK | 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 243.

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 |State Specificl Cnnespondencel Log Entriesl

Wiews SERFF Filing Details. | Wiew Form Schedule. | “iew Fate Schedule | Wiew Requirement |

Requirement | Status | Hev| Document Name(s)/Comments/Bypass Reazon | State Sta...| Public Acce. |

LH Palicy Forms/Contracts

LH Actuarial Memnarandurm

2.  Click the User Added button U_TEI on the SERFF toolbar.
The User Added Requirement dialog displays.
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User Added Requirement |
Document Marme(s): I
Zomments;
[~
=
Aveailable Attachments: Selected Attachments: @ T+

- Cower Letter
(8- Other Attachments
“- Filing Farmz

EIET A

3. Inthe Comments box, enter any notes or information about this
requirement or attachment.

4.  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.

¥
5.  Click the attachment and click the right arrow J to move the attachment to
the Selected Attachments list.

6.  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

1.  Navigate to the filing where you want to enter state-specific values

2.  Click the SERFTF tab, then click the State Specific subtab.
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Note:

Supporting Documentation State Specific |Puh|ic Accessl Correspondence | Log Entries

State Specific Fields Selection =
MNAIC Company Code

| Description

ISlata of Domicils j Dhio =]

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

For details on public access settings and confidentiality requests, see Working with
Public Access/Confidentiality Requests on page 325

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 195. 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. For details on a
state’s acceptance of EFT, see Regulatory Specialist, on the General subtab of the
SERFF tab, on page 366.

Once an EFT payment is made, subsequent payments must be made using EFT.

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, the EFT authorization levels, and—in some states—the Advisory/Rating
Organization setting. See Company Information on page 43 and SERFF Settings
on page 56.

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.
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. 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.

—Payment Method

Add Payment
= Check 4‘#"
" EFT Edit Payment |

[ Skate Charges Fee Per Company
—Is Fee Retaliatory?
Cives C Mo

Fee Amount I

Fee Explanation

3. Inthe Payment Method section, select EFT.
The Payment History Details table will display.
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Payment History Details

Transaction Date EFT Skatus EFT Transackion ID | Company Mame Arnounk Type Autharized By
Company 1 $5.00 Additional  SvskemSyst...
10/17 /2007 Successful 1883570 Caompany 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 45.

4.

7.
8.
9.

If any portion of the fee is being paid on a retaliatory basis, click Yes in the
Is Fee Retaliatory? section.

Enter any descriptive information (such as how the fee is calculated) in the
Fee Explanation field.

Click Add Payment.

The EFT Fee Allocation dialog displays.

x
Feedmount [$ 000 #llocate |

Comments

Fee &llocation - Please re-allocate fee amount, if necessany

Company | Action | Fee

RC - Towne Insurance

| )8 I | Cancel I

Enter the Fee Amount.
Enter any descriptive notes in the Comments field.

Click Allocate.

The fee is added to the Fee Allocation table at the bottom of the dialog.

Note: 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 263.)
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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 260.

Note: For a Company Group filing, in order for EFT to be an option, the Advisory/
Rating Organization check box on the General tab of the Company Information
dialog would have to be selected for all of the companies in the Company Group.
If the Advisory/Rating Organization check box is not selected for any of the
companies in the Company Group, then Check is the only option available for
filing fees — EFT will not be an option.

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 fiecld and Fee Explanation ficld
can be edited.
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Method: Edit EFT filing fee payments

In the Filing Fee tab of a filing, double-click any of the payments listed in
the Payment History Details table.

Make your required changes.
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.
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Reviewing SERFF Filings

Before submitting filings to SERFF, you should review the details of the filing.
This involves:

. Viewing and Editing SERFF Filing Details on page 265
. on page 271

. Viewing Rate Schedules on page 272

. Generating a Draft SERFF Filing on page 280

Viewing and Editing 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 31 for more information.)Some final settings are required at this point as
well.

Method: View and adjust SERFF filing details

1.  Navigate to the filing where you want to view SERFF filing details.
2. Click the SERFF tab.

Supporting Documentation |Stale Speciﬁcl Currespondencel Log Entriesl

View SERFF Filing Details... | View Form Schedule... | Yiew Fate Schedule... | View Requirement... |
Fieguirement | Status | Rew | Document Mame(z]/Comments/Bypass Reason | State Sta Public Acce:
Feview Hequrement Checkiist 0 0

LH Palicy Forms/Contracts
LH &ctuarial Memorandum

3.  Click View SERFF Filing Details.
The SERFF Filing Details dialog displays.
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SERFF Filing Details ==

Company Tracking #: |MEODDUT1200003

10l |AU4G Group Arinuities - Immediate Camparies in Filing: |E0mpU1

Sub T0I: |AD4G.DDD Anuities - Immediate Submizsion Type
Fiing Type: |Fomn PRACA: \ j
Praject Name: |NewEomProd Tope: |N a J
Project #: |MEDDDD112DDDEIS o
Previous Filing #:
Product Name: [NewConFrod G
Requested Impl. Date: (0141042014 r
Related Filings
Form: | Rate: | Ay |
Requested Filing Mode Fee Detalls |
Made: |Fi|e b Use J Amourt:
Explanation; Explanation: »

N For Check/EFT detalls, please see the Filing Fee tab.

Market Infarmation
Mkt Type: | (3rp Mkt Size: |
Grp Mkt Type: | [nd bkt Type: |

Damiciiary Information

Statuz | J Appraval Date: | /" v

Comments: 1

Inchude Exchange Intentions: Exchange Intentions:
¢

r

Cancel

4.  On this dialog, review 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 267.

5.  Ensure that you have entered or chosen values for mandatory fields.
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Note: If the filing’s selected TOI/sub-TOI is designated by SERFF as a PPACA sub-
TOI, the PPACA field on the SERFF Filing Details screen becomes active and is
mandatory. When the PPACA drop-down list is selected, Tracker accesses SERFF
and displays the current list of PPACA options.

Important: When an activity is run that submits a SERFF filing, Tracker checks with SERFF
to see if the value selected in the PPACA field is still a valid value. If it is not, and
an error message results, return to the SERFF Filing Details dialog and display the
PPACA list (which will immediately update the setting). In some situations, this
may be sufficient to correct error condition.

6.  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.

Field or Section Data Source / Data Entry
Name Description Instructions
SERFF Filing ID The tracking ID for Populated by the system after
this filing (from the SERFF: Get Filing
SERFF). Requirements activity is
performed.
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.
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Field or Section
Name

Description

Data Source / Data Entry
Instructions

Project Name

The name of the
project containing this
filing.

This field obtains data
automatically from one of the
following fields, based on
what has been entered in
SERFF System Defaults:

* Product 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
containing this filing.

This field obtains data
automatically from one of the
following fields, based on
what has been entered in
SERFF System Defaults:

 Tracker Filing ID

* Filing Group Name

* Filing Group Description

¢ Filing Description

¢ Custom Field, Filing Group
Level

¢ Custom Field, Filing Level

* Company Reference
Number

Product Name

The name of the
product associated
with this filing.

This field obtains data
automatically from one of the
following fields, based on
what has been entered in
SERFF System Defaults:

¢ Product Description

 Filing Group Name

¢ Filing Group Description

¢ Filing Description

* Custom Field, Filing Group
Level

* Custom Field, Filing Level

Requested Impl.
(Implementation)
Date

The implementation
date that was
requested for this
filing.

Populated based on the
activity which is performed to
populate this value for the
filing. Read only.
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Field or Section Data Source / Data Entry
Name Description Instructions
Company Tracking # The Tracker filing e Company Reference #
identification number. field (if a value for
Company Reference # is
present at the point the

filing is sent to SERFF)

e Tracker Filing ID (if a
value for Company
Reference # is not present
at the point the filing is sent

to SERFF)

Company in Filing The company System generated
associated with this
filing.

Submission Type

(Section)

PPACA SERFF is accessed in  When enabled, this is a
real time, and a drop- mandatory field.
down list of current N rytiple selections can be
PPACA optionsbased 1, 4e.
on filing’s TOI/sub- _
TOL If Not PPACA-related is

selected, all other items in the
drop down menu are de-
selected. You need to de-
select Not PPACA-related to
select other items on the drop-
down list.

Return to this list again if an
activity that submits a filing
results in an error message
that indicates the PPACA
field is no longer valid.

Type Indicates whether this Select New or Resubmission
is a new or from the drop-down list.
resubmitted filing. Mandatory.

Previous Filing # The previous filing If you select a Type of
number (if any). Resubmission, enter the

Previous File # or, if the
previous filing number is not
available, select Not
available.

Requested Filing

Mode (Section)
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Field or Section

Data Source / Data Entry

Name Description Instructions

Mode The requested filing  Select a value from the Mode
mode. drop-down list. Mandatory.

Explanation The description if a If you select a Mode of

Mode type of Other
selected.

Other, you need to enter an
description.

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
about the filing fee.

the filing fee information
entered.

Market Information
(Section)

Market Type The specific market Obtained from the Market
type that the coverage Type field.
being provided will be
sold in.

Eligible Groups The groups eligible Obtained from the Eligible
for this type of Groups field.
coverage.

Market Size The size of the market Obtained from the Market
for this type of Size field.
coverage.

Domiciliary

Information

(Section)

Status The status of the filing Select a value from the drop-
in the domiciliary down list.
state

Approval Date The date that the state Enter a date.
approved the
domiciliary filing.

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.
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Field or Section Data Source / Data Entry
Name Description Instructions

Include Exchange This new field is It provides two options; Yes
Intentions available under the and No

field column for
initial filing
submission

Exchange Intentions This field is added to  If “Include Exchange
add the description of Intentions” is set to ‘Yes’,
the exchange then the “Exchange
information intentions”

field is mandatory for the
user.

Note: Tracker supports Product Names up to 254 characters in length.

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:

. Form Name

. Form Number

. Form Type: see Form Types on page 76

. Flesch Score

. Form Action

. Replaced Form # (if applicable)

. Previous State Filing # (if applicable.

If an attachment is added in Tracker, it will also be passed to SERFF.

Advertisements are considered a form, therefore data of advertising records in
Tracker are displayed on the form schedule and are considered a form schedule
item.

If a filing contains both forms and advertising, the form information will appear
first followed by the advertising information.

Method: View a form schedule

1.  Navigate to the filing where you want to view a form schedule.

2. Click the SERFF tab. Click the Supporting Documentation subtab
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Within the Supporting Documentation subtab, click View Form
Schedule.

The Form Schedule is generated and displayed in Microsoft Word.See Form
Types on page 76 for information about how to map the Form Type
Description to SERFF.

Viewing Rate Schedules

Each enabled rate in Tracker is, by default, a rate schedule item for a SERFF
filing. Tracker will pass information from the following fields to SERFF for each
enabled rate in Tracker:

Document Name

Description

Affected Form Numbers

New / Revised (% Increase or Decrease) / Other
Previous State Filing Number

Rate Change Type

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

e Maximum % Change (proposed)

e Maximum % Change (approved)

e  Minimum % Change (proposed)

e Minimum % Change (approved)

If the filing is a PPACA filing, the Rate Schedule will include the filing’s PPACA
Product Types table and the Rate Review Detail table.

Method: View a rate schedule

In the filing, click the SERFF tab.

Within the Supporting Documentation tab, click the View Rate Schedule
button.

The rate schedule is generated and displayed in Microsoft Word.
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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 displays.

Perform Activity - SERFF: Generate SERFF Filing x|

Description: |SERFF: Generate SERFF Filing

Date: |01/25/2006 - Filirg D ate: Im #25/ 2008 vl
Performzd By: ISupEWiSDL System j Implementation D ate: IH2E.-"2EIEIE "l

Pricrity
’7(" Low % Medium " High
- v Wiew
Letter Type: | 1. Long Filing Letter -
® I U J ™| Prirt
Attach Fie: | | Float
™ Frint 1 Capy
[ Move to Filing Package and Submit to SERFF
I emao: _I

Perfarm I Cancel

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.

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 multiple filings, it should be noted that filings where the
PDF attachments did not exceed the 3MB limit wil/ be submitted.

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 displays.

4. At the bottom of the dialog, select Move to Filing Package and Submit to
SERFF.

¥ Move ta Filing Package and Submit to SERFF
Frint Package |

5. Click OK.
The filing is submitted to SERFF. The Filing Status is now Pending.

When the initial filing submission is performed, Tracker also checks to see if
the state allows Post Submission Updates (PSUs). If PSUs are allowed, all
fields that can be updated using a PSU are also locked and can only be
changed by using a PSU. See Working with Post Submission Updates on
page 312.
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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 276

. SERFF Status Filing Updates on page 278

. Schedule Item State Status Updates on page 279
. Note to Filer on page 280

. Objection Letters on page 280

. Reports on page 280

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
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OR

. the initial filing and any subsequent correspondence was not successfully
submitted, and must be resubmitted

Note: Ifyou 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 423.

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
. Submit Confidentiality Request

. Submit Post Submission Update
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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 The state taking final action When the state takes final

Specific Action on the filing: approval, action on a filing, they will
disapproval, filed, create a Disposition Report

acknowledged, and so on.  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 If the state re-opens a closed
filing filing, you will receive a
SERFF status update message
for the filing.

Closed-Rejected  The state rejecting the If the state rejects the filing
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 280.

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 307.

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 281

. Identifying New Messages on page 282
. Viewing Messages on page 282
. Deleting Messages (from the Message Center) on page 283
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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.

These tabs also display generic messages from the states (messages not related to
a specific filing). The Tracker Administrator configures for which states and
business types (L&H, P&C, or both) you will receive state messages. (See
Configuring Display of State Messages on page 76.)

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 |AII SERFF Messages |

State |LOB |Cn ‘Cnntent |Fi|ing Description |Fi|ing Skakus |Message Type |Message Date & Time
ME A 11 Fo 02 - Form PPACA Filing PSU DRAFT Pending Log Entry 08/11/2011 03:43:11
ME AN 11 Fo 02 - Form PPACA Filing PSU DRAFT  Pending Status Message 08/11/2011 03:40:50
ME AN 11 Fo 02 - Form PPACA Filing PSU DRAFT  Pending Status Message 08/11,/2011 03:40:50
ME Al 11 Fo 02 - Form PPACA Filing PSU DRAFT Pending Status Message 053112011 13:112:26
MF AN 11 Fn N? - Fornn PPACA Filinn PSIINRAFT  Pendinn Shabie Maccane NG/ /2011 191 2096

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 |

State |LOB |C0 |C0ntent |Fi|ing Description |Fi|ing Stakus |FM |Message Type |Message Date & Time
ME AN 11 Fao 02 - Form PPACA Filing PSU DRAFT Pending 55 Log Entry 08/11/2011 03:43:11
ME AN 11 Fo 02 - Form PPACA Filing PSUDRAFT  Pending 55 Status Message 08/11/2011 03:40:50
ME AN 11 Fo 02 - Form PPACA Filing PSUDRAFT  Pending 55 Status Message 08/11/2011 03:40:50
ME HM 12 Fo Checking deleting activities ken Start 55  LogEntry 06/06/2011 12:18:50
ME AN 11 Fao 02 - Form PPACA Filing PSU DRAFT Pending 55 Status Message 05/31/2011 13:12:26
ME AN 11 Fo 02 - Form PPACA Filing PSUDRAFT  Pending 55 Status Message 05/31/2011 13:12:26

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 56 and Hide All Messages
After [ ] Days on page 57.

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 283.
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Important:

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-
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.

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 Message g|
SERFF FiingID:  INGQ'Y-GOD0534157
Generated On: September 14, 2009 - 16:38
Meszage Text: =

Subject : Reopened Filing AZ0000100003 for Arizona. Attn: Tracker Insystemsqa23
From : Arizona PC User 2

Generated On : September 14, 2009 - 16:38

Type of Insurance : Allied Lines Line 2.1 Article 4.1

Sub Type of Insurance : Crop Hail

Filing Type : Form

Product Mame : company program 01

Event Detail : Filing INQ'Y-G000534157 REQOPEMED.

Altachments:

From this dialog, 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.
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. To view any attachments associated with this message, double-click the file
name in the Attachments section.

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.

Important: 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.
Tip: Ifyou 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 284

. Creating Revised Form, Rate, and Advertisement Schedule Items on page
288

. Creating Revised Supporting Doc Schedule Items (Other Attachments) on
page 289

. Satisfying Previously Bypassed Requirements on page 291

. Revising Bypass Reason for Bypassed Requirements on page 299
. Bypassing Satisfied Requirements on page 300

. Working with Filing Amendments on page 301

. Viewing Objection Letters on page 306

. Working with Objection Responses on page 301

. Viewing Disposition Reports on page 307

. Submitting an Additional EFT Payment on page 315

. Working with Post Submission Updates on page 312

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 284
. Deleting Notes to Reviewers on page 286

. Submitting Notes to Reviewers on page 286

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 SERFF tab.
3.  Click the Correspondence subtab.

284 TRACKER L&H USER GUIDE



WORKING WITH SUBMITTED FILINGS

Rates |Filing Package} Other Aﬂachmentsl NAIC Filing Descriptiunl Filing Fee SERFF ]

Supporting Ducumenlatiunl State Specific} Public Access Correspondence ILug Entries |

Filing Amendment

| e o v

Date Rec'djSent | Date Created

Correspondence Type

| Status

Public Access

04/12{2010 Post Submission Update Draft
04072010 04/07(2010 Past Submission Update Allowed Mo
4/07/2010 04/07/2010 PSL Response Mo
04/07(2010 04/07}2010 Post Submission Update Allowed Mo
4/07/2010 04/07/2010 PSU Response Mo
nA TN nA TNt n Flacb Coibemimmime |~k AllmmA Rl
4.  Click Note to Reviewer.
The Note to Reviewer dialog displays.
Note To Reviewer ﬂ
Created: 09/02/2009
Subject:
[ |
[ |
Camments:
[
[ -]
Available Attachrments: Selected Attachments: @ T+

Cowver Letter
[+ Other Attachments

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 fiecld 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 284.)

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.
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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 Advertisement
Schedule Items

Schedule items include forms, rates, and advertisements. 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 289.

Method: Create a revised form, rate, and advertisement schedule
item

1.  Navigate to the filing where you want to create the revised forms, rates, and
advertisements.

2.  Click the Forms, Rates or Advertisements tab.
3.  Double-click the form, rate, or advertisement that you need to revise.
The form, rate, or advertisement opens.

4.  Click the Revise button.

[ Cancel [ ewt @

A copy of the form, rate, or advertisement is added directly below the
original in the list.

Filing Detalls | Resources | Comments | Activities Farms | Filing Forms | Filing Package | Other Attach | maic Fil

Form # |Edition |Tit|a |Rev # |Actinn |Enabla |Status |State Status ‘Pubhc Access |
111 filing Form 1 Mew Mo Pending e
111 - REY filing Farm 1 - REY 1 Mew Yes Mo
00z Filing Farm 2 Mew Yes Mo

An incremented revision number is assigned to the new form, rate, or
advertisement and appears in the Rev # column.

In the original form, rate, or advertisement, the Enable check box on the
Status tab is cleared. The form, rate, or advertisement 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
advertisement attachment, including the Attachment path, then save it.

The Status tab of a revised form, rate, or advertisement attachment contains
a SERFF Details section that indicates the State Status and Public Access
of that form, rate or advertisement. These fields are populated by the state
when the state takes action.

For forms, once a filing has been submitted to SERFF, you cannot edit the
lead form designation for the submitted forms or designate any new or
revised forms in the filing as lead forms. Therefore:
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e Ifyourevise a form that had originally been designated as the lead form,
the Lead Form check box on the revision will be cleared (not selected)
and locked (not editable). The same is true for revisions of non-lead
forms; when the copy is made, the lead form check box will be cleared
and locked.

¢ When you begin to add a new form to the filing after it is submitted, the
Lead Form check box will be cleared and locked; it does not matter if
there are no lead forms in the original filing.

Generall Memul Misc.l Readabilityl Replacement Status I

Tracker Status : IPending j Effective Date : IT Enable: [
State Specific : ' Replacement Effective Date : m
SERFF Dietai
State Status : I

Public Access: [

6.  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
301.

Creating Revised Supporting Doc Schedule Items
(Other Attachments)

A supporting documentation schedule item is a schedule item other than a form,
rate, or advertisement schedule item. SERFF treats fillable filing forms as
supporting documentation. 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, you discover an error in a supporting documentation
schedule item, or the state objects to a supporting documentation schedule item,
you will need to revise a supporting documentation schedule item.

Related topics:
*  Satisfying Previously Bypassed Requirements on page 291
*  Revising Bypass Reason for Bypassed Requirements on page 397
*  Bypassing Satisfied Requirements on page 376

Method: Create a revised supporting documentation schedule item
(Other Attachment)

Part A: Revise the fillable filing form

1.  Navigate to the Filing Package tab of the filing where you want to create a
revised supporting documentation schedule item (the fillable filing form).
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Double-click the filing package (Filing Correspondence Description =
SERFF: Generate SERFF Filing).

The SERFF: Generate SERFF Filing dialog displays.

In the Documents area, double-click the fillable filing form that you want to
revise.

The fillable filing form opens in its native application.
Save a copy of the fillable filing form to your file system, or DMS.

Outside of Tracker, open the copy of the fillable filing form that you saved
in the previous step, make all required changes, and save the document.

Part B: Create an Other Attachment with the revised fillable filing form

6.

In Tracker, navigate to the filing where you want to create a revised
supporting documentation schedule item (Other Attachment).

Create an Other Attachment using the revised fillable filing form from Part
A. (See Adding a New (or Editing an Existing) Filing Level Other
Attachment on page 190.)

Part C: Create a revision with the revised fillable filing form attached

8.

10.

11.

12.

Navigate to the same filing’s SERFF tab, and on the Supporting
Documentation sub-tab, double click the requirement containing the Other
Attachment that you need to revise.

Click the Revise button.

The Supporting Documentation Details dialog displays.
Select Satisfied from the Status drop-down menu.

The dialog displays the Available Attachments area.

Expand the Other Attachments branch, and select the Other Attachment
created in step 7, and click the right arrow to move the Other Attachment to
the Selected Attachments area.

Click OK.

The Supporting Documentation Details dialog closes, and the SERFF tab,
Supporting Documentation sub-tab displays.

The revised supporting documentation schedule item:
e is displayed immediately below the original entry,
e has a Status of Satisfied,

e has a value in the Rev column of R,

* displays the name in the Document Name/Comments/ByPass Reason
column.

The Other Attachment, if it was not already, becomes independent of the
Filing Group level attachment.
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13. To add comments to the revised schedule item, double-click it to open it,
then enter any comments in the Comments field, and click OK.

After you have created the revised supporting documentation schedule item, you
need to submit it using an objection response or a filing amendment. See Working
with Filing Amendments on page 274 and Working with Objection Responses on
page 301.

Related Topic
. Creating Revised Form, Rate, and Advertisement Schedule Items on page

288

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.

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.  Inthe Supporting Documentation subtab, double-click the Requirement
you want to satisfy.

The Supporting Documentation Details dialog displays.
zl

Requiremnent: | Explanatory Memorandum LH
Status: IBypassed 'l

Bypasz Reason:

Bypazzed ;I

o | Revise

3.  Click the Revise button.
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Note:

4.  From the Status drop-down list, select Satisfied.

5.  Inthe Comments box, enter any information about the requirement or the
attachment.

6.  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.

¥
7.  Click the attachment and click the right arrow J to move the attachment to
the Selected Attachments list.

8.  Click OK to save your changes.

The revised supporting doc item is added to the table, immediately below
the original, identified by an R.

Revising Bypass Reason for Bypassed Requirements

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
change the Bypass Reason with a revision.

Method: Revise the Bypass Reason for a bypassed requirement

1.  Navigate to the filing where you want to create a revision with a new Bypass
Reason, and click the SERFF tab.

2.  Inthe Supporting Documentation subtab, double-click the bypassed
requirement you want to revise.

The Supporting Documentation Details dialog displays.

292

TRACKER L&H USER GUIDE



WORKING WITH SUBMITTED FILINGS

Supporting Documentation Details ﬂ

Requirernent: I Explanatory Memarandum LH
Status: IBypassed VI

Bypass Reazon:
Bypassed ;I

O |

Revise |

3. Click the Revise button.
4.  From the Status drop-down list, select Bypassed.

5. In the Bypass Reason box, enter the new information about the bypassed
requirement.

6. Click OK to save your changes.

The revised supporting doc item is added to the table, immediately below
the original, identified by an R.

Bypassing Satisfied 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 satified, you can
revise the supporting doc item and bypass the requirement.

Method: Bypass a previously satisfied requirement

1.  Navigate to the filing where you want to bypass a previously satisfied
requirement, and click the SERFF tab.

2.  In the Supporting Documentation subtab, double-click the satisfied
requirement you want to bypass.

The Supporting Documentation Details dialog displays.
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Supporting Documentation Details ﬂ

Requirement; I Review Requirement Checklist

Status: ISatisFied - l

Comments:

Available Attachments: Selected Attachments: @ + ¥
Cover Letter - Mew Doc 1]
(- Other Attachments

O |

Revise |

Click the Revise button.
From the Status drop-down list, select Bypassed.

In the Bypassed Reason box, enter any information about the requirement.

AN LI

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 294

. Editing Filing Amendments on page 298

. Deleting Filing Amendments on page 298

. Submitting Filing Amendments on page 299

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.
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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 301.

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, Advertisements 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.

Attachment Details g|
Entered By : |Supervisor, Syztem Date Entered:  |06/06,/2007
Fev #: |1
Title ;|
Fath : | J
Type: |.&ctuarial Memarandum ﬂ

_ v Print Attachment
@Create SERFF Supparting Doc Schedule [tem

temo :

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
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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 Log Entriesl

Wiew SERFF Filing Details... | Wiew Farm Schedule... | iew Fate/Rule Schedule... | Wiew Feguirement... |
Requirement | Status | Hevl Document Mamels)/Comments/Bypass Reason | State Sta.. | Public Acce...
PEC Transmittal Docurment Bypaszsed MO BYPASS REASOM
PEL Policy Forms Salisfied Othaton

Satisfied R Othatd0

Uszer &dded Othatioz

Uszerddded R Othat00z

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 L@l on the SERFF toolbar.

User fidded Requirement FS_<|

Document Mamels): | Mew Other Attachment

Comments;

Mew Revised other attachment

Available Attachments: Selected Attachments:
Caver Letter Mew Other Attachment
=|- Other Attachments

Mew Other Attachment

£ BN R

o Conce

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.
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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

Wiew SERFF Filing Details.. | Yiew Form Schedule... | iew Rate/Fule Schedule.. | Wiew Fegurement.. |
Reguirement | Status | Hev| Document Mame(sl/Comments/Bypass Reason | State Sta.. | Public Acce...
PEC Transmittal Document Bypassed MO BvPASS REASON
P&C Policy Forms S atisfied Othéytta0t

S atisfied R Othesttio

User Added Othéttn0z

Lserbdded B [Utha O

( User Added New 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.

7.  The Filing Amendment dialog displays, and the Created date is
automatically populated.

Filing Amendment
Created: 07/30/2003
Camments:
| =
id|
Available Schedule Items Selected Schedule Ttems
[=-Forms
- Form 1 - Tide Farm 1
- Rates >
i Adwertisement
*. Supporting Documentation
B
o

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.

8.  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.

9.  Click the schedule item, then click the right arrow ﬂ to move the schedule
item to the Selected Schedule Items list.

10. Click OK to save the Filing Amendment.
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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.

4.  Make any necessary changes. (For field descriptions, see Creating Filing
Amendments on page 294.)

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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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.

Note: 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.

TRACKER L&H USER GUIDE 299



WORKING WITH SERFF FILINGS

* Navigate to the filing to which the Objection Letter applies, click the

SERFF tab and then the Correspondence tab.

e 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.

SERFF Message - Objection Letter

SERFF Filing ID: INOY-GO002E4E12 Created By: Anizona PC User 2

Date Letter Sent: September 26, 2011 - 1255 Created Orn: September 26, 2011 - 12:55

Fespond By D ate: September 29, 2011 Objection Letter Date:  September 26, 2011 - 00:00 Create Responze |
Message Text = =]

SERFF Filing ID: INOY-G000564812 ;l

Date Letter Sent: September 26, 2011 - 12:55
Rezpond By Date: September 29, 2011

Objection Letter Status : Additional Info Required

Dear : Sypstem Supervizor

| have reviewed your fiing and have found a number of deficiencies as listed below.
Objection 1

Scheduls ltems:
Filing Explanatory Memorandum

Comments: vour filing did not include the required certification per A2 statue 38:978. Please zubmit.

Attachments:

The Objection Letter screen contains the following information:

SERFF Filing ID

Created By

Date Letter Sent

Created On

Respond By Date

Objection Letter Date

Message text with the following information:
*  Objection Letter Status

e 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
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*  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

e 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 301.

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 301

. Editing Objection Responses on page 305

. Deleting Objection Responses on page 305

. Submitting Objection Responses on page 306

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 323.)

4.  Click Create Response.
The Objection Response dialog displays.
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Objection Response

september 24, 2009
Augusk 27, 2009

Respond By Date:
Created:

Dear:
Introduction:

Responses:

=

I/

Fesponses:

Closing Paragraph:

|

[]

x|

Wiew Summary |

L

Create, ..

Add Response

Edit Response

[l

Delete Response

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.

Objection Response Details x|

Response Comments:

=

Applies To:

Objections |

[[] The checklist was not completed correctly, Please review and complste all fislds and re. .,
[[] The Filing Fee you sent is incorrect. The Fee is now $1500 per Form, Please remit the a..,
[C1 our filing did not include the required certification per AZ statute 38:978, Please sum..,
[ vour endorsement contains vague and misleading information in violation of Reg 20. F...

Available Schedule Ttems Selected Schedule Items

) Farms
- Rates
- Rules z |

Supparting Documentation
=

=]

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.
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14. When you are done entering all your objection responses, click OK.
You are returned to the Objection Response screen.

If you want to delete an existing response, select the response, then click
Delete Response.

15. 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 5[

Objections |
The checklist was nat completed correctly, Please review and corn...
1 The filing fee vou sent is incorvect, The Fee is now $1500 per Form,.,
[ our filing did not include the required certification per AZ statute ...
[ %our endarsement contains vague and misleading information in ...

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.

16. After you are done reviewing this screen, click OK.
You are returned to the Objection Response screen.

17. Click Create next to the Closing Paragraph box, or if this was a new
closing paragraph, click Edit.

18. Enter your concluding remarks for this response.
19. When you are done, click OK to save your work.

20. Click Close to exit the Objection Response screen.
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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.

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

1.  Within the filing containing the Objection Response that you want to edit,
click the SERFF tab.

2.  Click the Correspondence subtab.
The Correspondence subtab displays.

Supporting Doc tati | State Specific Correspondence |Log Entriesl
Filing Amendment | i Mote to Reviewer Post Submission Update |
Date Rec'd)Sent | Date Created | Correspondence Type | Skatus | Public Access I
06022009 06022009 Disposition Yes
06022009 06022009 Cbjection Letter Yes
06/02/2009 Objection Response Submitted es

3.  Double-click the Objection Response that you want to edit.

4. Make any necessary changes. (For field descriptions, see Creating
Objection Responses on page 301.)

Deleting Objection Responses

You can delete an Objection Response that is in Draft status.

Method: Delete an Objection Response

1.  Within the filing containing the Objection Response that you want to delete,
click the SERFF tab.

2.  Click the Correspondence subtab.

3. Select the Objection Response 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 Objection Response or click No to cancel.
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Submitting Objection Responses

After creating an Objection Response and responding to a/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. E

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 subtab on the SERFF tab, the Respond By Date on the
Objection Letter screen is also updated.)
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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.

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

Navigate to the filing with the Disposition Report and either
e click the SERFF tab then the Correspondence subtab
OR

e click the Filing Package tab.

Double-click the entry with a Correspondence Type of Disposition
Report.

The report opens.
When you have finished reviewing the report, click OK to close it.

Contents of Disposition Reports

Disposition reports may include the following information:

SEREFTF Filing ID
Disposition Date
Implementation Date

Disposition status — this status is unique to each state; possible values are
Closed, Closed - Approved, Closed - Disapproved, Closed - Rejected,
Closed - Acknowledged

Company Name

% Indicated Change

Overall Percentage Rate Impact
Written Premium Change

No. of Policyholders Affected
Written Premium amount
Comments

Attachments

Note: Following a disposition report, the state may send status updates that change the
the Implementation Date. You can access status updates via the Message Center.”
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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
! check
* 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 Amount |$ 0.o0 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.

5.  Click Allocate.

The fee is added to the Fee Allocation table at the bottom of the dialog.
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Note: 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.

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 263.)

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,
receive a Note to Filer, or in some cases, send a Post Submission Update.

See Working with Post Submission Updates on page 312.

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

Method: Create a Note to Reviewer on a closed filing

Navigate to the filing where you want to create a Note to Reviewer.
Click the SERFF tab.
Click the Correspondence subtab.

Rates I Filing Package 1 Other Attachments I NAIC Filing Description I Filing Fee SERFF l ML
A
Supporting Documeniatiunl State Specific} Public Access Correspondence ILog Entries |
Filing &mendment | (" Mlote fo Reviewer |
Date Rec'diSent | Date Created Correspondence Type | Status Public Access
04/1z{2010 Post Submission Update Draft
04/07/2010 04/072010 Past Submission Update Allowed Mo
04j07i2010 04J072010 PS5 Respanse Mo
04{07/2010 o4f07f2010 Post Submission Update Allowed Mo
04/07/2010 04/07(2010 PSU Response Mo
nA TN nA TNt n Flacb Coibemimmime |~k AllmmA Rl

Click Note to Reviewer.

The Note to Reviewer dialog displays.
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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 286.

Receiving a Note to Filer

For a filing that has a SERFF status of Closed or Pending, you can 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 |C0 |C0ntent |Fi|ing 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 280
. Managing Messages in the Message Center on page 280
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Working with Post Submission Updates

After a filing has been submitted to SERFF, you may be able to update the
submitted filing using a Post Submission Update. Each state determines if Post
Submission Updates (PSUs) are allowed on open filings, on closed filings, or
both.

Related topics:
. Post Submission Update Button on page 312

. Post Submission Update Dialog on page 312

. Using a Post Submission Update to Add Rate Data to a Non-rate Filing on
page 320

. SERFF: Submit Post Submission Update Activity on page 320

Post Submission Update Button

The Post Submission Update (PSU) button is displayed on the SERFF
Correspondence subtab. This button becomes active after a successful initial
filing submission. Depending on the state rules for PSUs and the status of the
filing, clicking the PSU button will either open the PSU dialog or display an error
message indicating that PSU are not available for this filing. The following table
illustrates the effect of clicking the active Post Submission Update button:

State support for SERFF Filing

PSUs status Result of clicking PSU button
not allowed open or closed error message displays

open filings only open PSU dialog displays

open filings only closed error message displays

open and closed open PSU dialog displays

filings

open and closed closed PSU dialog displays

filings

Post Submission Update Dialog

The Post Submission Update dialog contains the following areas of information:
. PSU Dialog: Header Fields

. PSU Dialog General Tab

. PSU Dialog Rate Change Details Tab

. PSU Dialog Last Revision Tab
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P

Post Subrmission Update

Created: | 022572014

Rate Info Applies  © Yes ™+ No

View Inskructions

General | Rate Change Details | Last Revision |

Field

Implement [ ate

Feq Fil Mode

Feq Fil Made Expl
Project #

Froject Mame
Product Mame

Stof Fil in Dom

Dom Statuz Comnts
Felated Fa Filing
Felated Ra Filing
Felated A4 Filing
PRALCA

bkt Type

Grp Mkt Size

Grp bkt Tope

Ind Mkt Type
Include Exchange Intentions
Exchange Intentions

Current Change OnApproval | Mull

12A7/2M3 B B

File & Use N
r

AZ000011 200001

MewComProd

MewComProd

1 o o |

(0] | Cancel

PSU Dialog: Header Fields

Created

The Created date field is auto-populated with the current date.
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Rate Info Applies

Condition Rate Info Applies Setting

Filing is a rate or rate combo filing  Yes (default)

Filing is not a rate filing and there is No (default)
no rate data

Filing is not a rate filing but there is  Yes (default)
rate data

All active Null check boxes are No (set by system)
selected for all fields on the Rate

Change Details, and Last Revision

tabs, and there are no values in the

Change column for any of the fields

. If No is the default selection, then only the General tab is active on the Post
Submission Update dialog.

. When Yes is selected or is the default selection, all tabs on the Post
Submission Update dialog are active.

. When No is not the default but is selected. the following message appears:

This action will delete all information entered in the Rate, CG, and Last
Revision tabs, are you sure you want to proceed?

A Yes button and a No button are displayed.

If No is selected, the message is closed and the Rate Info Applies indicator
is returned to Yes.

If Yes is selected,

*  Any values input or selected under the Change, On Approval, or Null
columns on the Rate Change Details, and Last Revision tabs are deleted
as if they were never input or selected and instead, “Removed” appears
for each field under the Change column.

e All fields on the Rate Change Details, and Last Revision tabs become
inactive (locked).

e The SERFF: Submit Post Submission Update activity will display the
following sentence: “Rate Information does not apply or has been
removed” and will not display the Rate Change Details and Last
Revision tables.

e Ifthe state allows this Post Submission Update, then all Rate Data fields
on the filing’s Rate tabs are cleared; the Max% change (approved) and
Min% change (approved) fields are emptied.

314 TRACKER L&H USER GUIDE



WORKING WITH POST SUBMISSION UPDATES

View Instructions

When View Instructions is clicked, Tracker displays optional comments and
instructions for Post Submission Updates. This is the same information that is
displayed on the SERFF tab in Regulatory Specialist.

PSU Dialog General Tab

Field Column

Displays the name of the field for this row of the table.

Current Column

Displays the current value for a field if one is in the database.

Change Column
Provides a place to enter a new value for the field. Note the following:

. Requested Filing Mode Explanation cannot be changed unless “Other” or
“Combination” is displayed for Requested Filing Mode in the Current
column or selected as an option under the Change column.

. When a field cannot be changed, no input field will display in the Change
column.

. For the PPACA field, an arrow button is displayed in the Change column.
When clicked, a list of PPACA options will display. The content of this list
is updated each time the button is clicked. If the selected sub-TOI is flagged
by SERFF as not PPACA, no menu will display.

. When updating the Grp Mkt Type (Group Market Type) field, ensure you
select all the options required, not just the additional options. When the PSU
is submitted, the selections in the Change column will replace the previous
value(s), not add to them.

Data can be entered in the Change column for the Related Fo(rm), Related Ra(te),
and Related Ad(vertisement) fields by manually entering a related filing number
or by clicking the Search button that displays when you click the cell.

The Search dialog functions identically to the Search dialog on the Related Filings
section of the Filing banner. (See Linking Related Filings on page 185.)

Related Fa Filing H_ ‘

Related Ra Filing

Once a value is selected or input in the Change column for the Related Fo(rm),
Related Ra(te), and Related Ad(vertisement) fields, this value is not locked; it can
be edited.

Tip: When a drop-down menu is available to select a value in the Change column, you
can delete an entry by selecting an empty row from the drop-down menu.
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On Approval Column

For Implementation Date, the On Approval check box is active only if “On
Approval” is selected for this date on any Activity.

When selected, if there is a Date in the date input field, the Date is deleted and the
date input field is disabled.

If the Post Submission Update is Allowed by the State, then “On Approval” will
appear in the appropriate Tracker fields instead of a new date.

Null Column

Unless the field is required (that is, the field cannot be empty in the database, like
the Product Name), a check box will display in the Null column. To have the PSU
remove the value from the field (as opposed to changing the value or leaving it as

it is), select the check box.

PSU Dialog Rate Change Details Tab

This tab appears on the Post Submission Update dialog at all times even if the

filing is not a rate filing.

Post Submission Update

Created: I 0zjzzfz2011

Rate Info Applies @ yes Mo

General Rate Change Details |Last Revision |

x|

Wigw Instructions |

East-West Ins Company
Company Rate Change?

% Indicated Change

COrwerall % Rate Impact
‘Written Prem Chg For this Prog
# of Polhldrs AFF for this Prog
‘Written Prem For this Prog
Max % Change {Proposed)
Min % Change {Proposed)

~PRACA[HIPR
Product Types | Rate Review Detail |
Field Current | Change | Tull |
Rate Change Type Decrease
Filing Method Prior Approval

ATmEAAAAn 0

Cancel

Field

Displays the name of the field for this row of the table.

Current

Displays the current value for a field if one is in the database.

Change

Provides a place to enter a new value for the field.
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Null Column

To have the PSU remove the value from the field (as opposed to changing the
value or leaving it as it is), select the corresponding check box in this column.

Product Types
When this button is clicked, the Post Submission Update Product Types dialog
displays.
x|
East-West Ins Company
Type Field Current Change Tl
HMO # of Policy Holders I I r

# of Covered Lives

PPO # of Policy Holders ]

# of Covered Lives

EPO # of Policy Holders r

# of Covered Lives

POS # of Policy Holders ]

# of Covered Lives

HS& # of Policy Holders ]

# of Covered Lives

HDHP  # of Policy Holders r

# of Covered Lives

FFS # of Policy Holders ]

# of Covered Lives

Other  # of Policy Holders r

# of Covered Lives I

Mote: Data is required For at least one Product Type, Zero is a valid value for either Field {#
of Policy Holders or # of Covered Lives), If one field is zero, a value greater than zero is
required in the remaining field for at least one Product Type,

o |

Note: Data entered on this dialog is only applicable to PPACA filings. If values entered
do not conform with current NAIC regulations, a detailed message will be
displayed when you attempt to submit the PSU to SERFF.

Type

Displays the name of the product type for these two rows of the table.

Field

For each product type there is a row for # of Policy Holders and a row for # of
Covered Lives.

Current

Displays the current value for a field if one is in the database.

Change

Provides a place to enter a new value for the field.
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one.

Null Column
. Unless the field

Note: Both values for a Product Type must be entered even if your PSU is only changing

cannot be changed, a check box will display in the Null

column. To have the PSU remove the value from the field (as opposed to
changing the value or leaving it as it is), select the check box. The Null
check box applies to both # of Policy Holders and # of Covered Lives for
that Product Type.

Rate Review Detail

When this button is clicked, the Post Submission Update Rate Review Detail

dialog displays.

i Post Submission Update Rate Review Detail ll

Current Change Hull

¢~ COMPANY

*HHS Insurer ID:
* Product Mames:

Trend Factors:

B-digit #; input 00000 if no 1D i 1D < 5 digits input 0z for empty digits.
[ r

| —FORMS

+ Mew Policy Forms:
+ Affected Forms for Closed Blocks:
+ Other &ffected Forms:

* Pleaze complete at least one form field. Use commas between values.

* Change Period:

* Member Months:

* Benefit Change:

* Percent Change Requested min:
 mas:

= weighted avg:

—REQUESTED RATE CHANGE INFORMATION

T s Y T

- ~FRIOR RATE

** Tatal Earmed Premiumm:
*#* Tatal Incurred Claims:
= Annual § min:

 mas:

= weighted avg:

© - NEW RATE
* Projected E amed Premium:

* Projected Incurred Claims:
* &nnual § it
* ma:

* weighted avg:

o o e e e

* Alwayz Required
** [nly required for Existing Products

+ Policy Form |D iz actually the aggregate of Other &ffected Forms, Mew Palicy Forms and Affected Forms for Closed Blocks.

)8 I Cancel |

Note: Data entered on this dialog is only applicable to PPACA filings. If values entered

do not conform with current NAIC regulations, a detailed message will be
displayed when you attempt to submit the PSU to SERFF.

Current

Displays the current value for a field if one is in the database.
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Change

Provides a place to enter a new value for the field.

Null Column

Unless the field cannot be changed, a check box will display in the Null column.
To have the PSU remove the value from the field (as opposed to changing the
value or leaving it as it is), select the check box.

PSU Dialog Last Revision Tab

This tab appears on the Post Submission Update dialog at all times even if the
filing is not a rate filing.

Post Submission Update g|
Created: | 04/12/2010
Rate Info Applies @ ves © Mo Wiews Instructions
General ] Rate Change Details Last Revision
Field Current Change Tull
Cwerall % I
Effective Date I
Filing Methad r
[o]4 | Cancel
Field

Displays the name of the field for this row of the table.

Current

Displays the current value for a field if one is in the database.

Change

Provides a place to enter a new value for the field.

Null Column

Unless the field cannot be changed, a check box will display in the Null column.
To have the PSU remove the value from the field (as opposed to changing the
value or leaving it as it is), select the check box.
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Note:

Using a Post Submission Update to Add Rate Data to a
Non-rate Filing

When a rate is added to a non-rate filing (for example, a form filing or a
advertisement filing) before the initial filing submission, a Rate tab is added to the
filing with all the appropriate subtabs unlocked and the rate and rate data will be
part of the initial filing submission.

When a rate is added to a non-rate filing affer initial filing submission and there
has not been an Allowed PSU adding rate data to the filing, a Rate tab is added to
the filing with only the Rate List subtab active. The Rate Change Details and Last
Revision subtabs will be locked. The only way rate data can be added for this
newly added rate is via a Post Submission Update.

If rate data is added to a non-rate filing via a Post Submission Update (before a
rate was added to the filing) and the PSU is allowed by the state, the rate data will
only be viewable on the PSU itself, the activity, and in Filing Summary but it will
not be displayed on a Rate tab since this is not a rate filing and there is no Rate
tab.

However, if a rate is then added to the filing, a Rate tab will now appear with Rate
List, Rate Change Details and Last Revisions subtabs (since there is already rate

data for this filing via an Allowed PSU) and the rate data from the Allowed PSU

will appear on the Rate tab/subtabs. If there is more than one Allowed PSU with

rate data, the rate data from the most recently Allowed PSU will be displayed.

When the added rate is submitted via a Filing Amendment or Objection Response,
only the rate schedule information is sent and not the rate data.

If rate data is added to a filing that was a non-rate filing at initial submission but a
rate has since been added to the filing and the rate data is now being added via a
Post Submission Update, when the PSU is allowed by the state, the rate data that
was added as part of the PSU is now displayed on the Rate Change Details and
Last Revision subtabs.

SERFF: Submit Post Submission Update Activity

The SERFF: Post Submission Update activity must be performed in order to
submit the PSU to SERFF. This activity can only be performed if a draft PSU has
been created for the filing.
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Perform Activity - SERFF: Submit Post Submission Update g|

Description: | SERFF: Submit Post Submission Update

Date: |04/12/2010 ~

Performed By:

I~

Friority
" Low " Medium " High

E):
[ T
=

Iv¥ Maove ta Filing Package and Submit ta SERFF

Letter Type:

Attach File:

Mema:

Perfarm | Cancel |

Creating a Post Submission Update

To update a previously submitted filing, follow the steps in this method.

Method: Create a Post Submission Update

1.  Navigate to the SERFF Correspondence subtab and click Post Submission
Update.

The Post Submission Update (PSU) dialog displays. The Date field is
autopopulated with the current date.

2.  Complete the required fields in the PSU dialog and click OK, or click
Cancel to end creating the PSU without saving changes.

When OK is clicked, an entry with a status of Draft is added to the table on
the SERFF Correspondence subtab.

Note: After creating a draft PSU, the PSU will display on the SERFF Public Access
subtab. Selecting Request Conf for the PSU does not request confidentiality for
the data attached to the PSU; the public access/confidentiality setting for the data
attached to the PSU is based on what the settings currently are for the filing or the
Rate fields.

3.  Perform a SERFF: Submit Post Submission Update activity.

Note: When performance of the SERFF: Submit Post Submission Update begins,
Tracker first checks the PPACA value in the PSU against the current PPACA
values at SERFF. If there is any issue using the PPACA value in the PSU, a
message will display. Carefully read the text of the message; subsequent user
action may be required before the SERFF: Submit Post Submission Update
activity executes successfully.

TRACKER L&H USER GUIDE 321



WORKING WITH SERFF FILINGS

When a response is received from SERFF, an entry for the response is added
to the table on the SERFF Correspondence subtab and the status of the PSU
is updated appropriately. If a response of Allow is received from SERFF,

Tracker updates the filing with the values entered in the PSU dialog. To keep

track of the status of the PSU, refer to the table on the SERFF
Correspondence subtab.

The following table describes the different statuses for a PSU:

Status Effect

Draft * values have been entered in the PSU dialog and saved

« all fields in draft PSUs (except the Date field) can be
modified by clicking the PSU button

e draft PSUs can be deleted by selecting the PSU in the
table and clicking the Delete button on the toolbar

Queued » adraft PSU has been created for the filing and the
SERFF: Submit Post Submission Update activity has
been performed, but Tracker has not completed the
transfer to SERFF

¢ the PSU button is inactive

Submitted  adraft PSU has been created for the filing and the
SERFF: Submit Post Submission Update activity has
been performed but no response from SERFF has been
received

¢ the PSU button is inactive

Allowed * an Allowed response to the submitted PSU has been
received from SERFF for this filing

* the filing has been updated with the entries from the
PSU

¢ the PSU button is active

Disallowed * a Disallowed response to the PSU has been received
from SERFF for this filing

¢ the filing has NOT been updated with the entries from
the PSU

¢ the PSU button is active

PSU Activity on Activities Tab

After performing the SERFF: Submit Post Submission Update Activity, an
activity is added to the table of activities on the Activities tab.

Filing Details | Resources | C ts Activities | Rates | Other Attachments | NAIC Filing Descrip
# | Description | Priority | Init. | Petf, | Start Date | Susp. Date | Due Date | ]
1 SERFF: et Filing Requirements Medium 35 35 04/07}2010 0
2 SERFF: Generate SERFF Filing Medium 55 55 04/12/2010 0

3 SERFF: Submit Post Submission Update Medium 55 55 04/12{2010

To open the activity, double-click it.
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SERFF: Submit Post Submission Update

Attach File:

Activity Mema

Post Activity
Mema:

General:

Fiate Change
D etails:

Last
Revision:

3

Drescription: |SEF|FF: Submit Post Submission Update

|
Field Current Change
Felated Fa Filing Ad12345
Field Current Change
Fate Change Type Increase
Field Current Change
Overall % 45.000%

=

[t |

o]

Cancel |

Only fields where values were changed will be displayed in the tables on the

activity. If there were no values changed on a particular tab/table, the table will
not appear on the activity.

SERFF Responses to PSU

Responses to the SERFF: Submit Post Submission Update are displayed on the
SERFF Correspondence subtab.

Rates | Filing Package | Other A

h

| NAIC Filing Description | Filing Fee  SERFF |

<D

Supporting Documentatiunl State Specific] Public Access Cerrespondence lLog Entries |

~

Filing Amendment |

R

Date Rec'd/Sent | Date Crested Carrespondence Type | Skakus Public Access
04j12f2010 Post Submission Update Draft

04f07j2010 04/07 /2010 Post Submission Update Allowed o

04/07/2010 04/07/2010 P5LI Response Mo

04072010 04/07 /2010 Post Submission Update Allowed o

04072010 04/07/2010 P5l Response o

AAATEAL A AT et Curbimnim i e bm P — e

Double-click the response on the SERFF Correspondence subtab to display the

details.
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SERFF Message

I (X

SERFF Filing ID: INQB-G000542221
[ate Processed: April 07, 2010 - 14:06

Meszage Text: =

Post Submizsion Update Status : Allowed

Post Submission Update [D : 126002965
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Working with Public Access/Confidentiality
Requests

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.
Supporting Doc tati | State Specific Public Access |Correspondence| Log Entriesl
Filing Package | Request Conf | Skatus | Public Acc@
Entire Filing r

Schedule Items

Rate Details

Rate Review Detail

Supporting Documentation

Unifarm Transmitkal Document LH

Approved Metwork {for PPO Filing) LH

Statement of Compliance with Readability Requirements LH
Rate Pages LH

Mew or Revised Formis) LH

Explanatory Memorandum LH

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. The list is automatically updated if any items are removed or
added to a filing. The items in the list (when present in the filing) are displayed in
this order, from top to bottom:

. at the top of the list:
* an entry called Entire Filing

. under the heading Schedule Items:
e all forms

* all rates, followed by Rate Details and Rate Review Detail (for HIPR-
enabled states)

e all advertisements
. under the heading Supporting Documentation:

e all SERFF filing requirements (including User Added attachments) that
have been satisfied or bypassed, the comments, the bypass reasons, and
the attachments

. under the heading Correspondence:

* all SERFF correspondence (in chronological order, with the oldest on
top)

For each item in the list, there is a corresponding Request Conf check box, a
Status value, and a Public Access value.
Request Conf

Select the check box in the Request Conf column to request this item be treated
as confidential by the state.
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Note:

Note:

Note:

Status

The value displayed in this column (Accepted or Rejected) indicates the result of
requesting confidentiality for this item. If the state accepts the request for an
item’s confidentiality, the item’s Status will remain at Accepted. If the state
rejects the request for an item’s confidentiality, the item’s Status will be set to
Rejected.

Prior to submitting the filing via SERFF, when you select an item’s Request Conf
check box, the Status for the item will display Accepted. Clearing the Request
Conf check box will clear the Status for that item.

Public Access

The value displayed in this column will reflect the item’s current public access
setting from the state.

If the Status of an item is Accepted, then the item will have a value for Public
Access of N (meaning “no Public Access,” or “this item is confidential”).
Likewise, an item with a status of Rejected will have a Public Access value of Y
(meaning “this item is not confidential”).

The Public Access value displayed for an item on the Public Access subtab
matches the Public Access value for the item in other dialogs in Tracker.

If Public Access for an item is changed to a Y for an item on the SERFF Public
Access subtab, and that item is selected for confidentiality (Request Conf check
box is selected) but the request for confidentiality has not yet been submitted, then
the Request Conf check box is automatically deselected and a confidentiality
request will not be submitted for this item.

Entire Filing Selection

Prior to initial submission, if the Request Conf check box for Entire Filing is
selected, all the items in the list become selected and their statuses becomes
Accepted. (Clearing the Request Conf check box for Entire Filing clears all the
check boxes and status values.)

Selecting the Entire Filing option as part of the initial filing submission and as part
of a subsequent submission results in all existing items, new or revised items, and
SERFF correspondence from Tracker to the state, being automatically selected for
a confidentiality request, and these files cannot be deselected. SERFF
correspondence from the State to Tracker—such as Note to Filer, Objection
Letter, etc.—are not automatically selected for a confidentiality request. These
correspondence items can be manually selected if you choose.

The Entire Filing option is only available if the state has not set any part of the
filing as public (that is, the Public Access indicator for all items is either blank or
N).
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When the Request Conf check box for Entire Filing is selected and submitted to
SERFF, the state considers the Entire Filing item separate from the items. This
means that there are several possible outcomes:

Request Conf

Submitted Status Public Access

Entire Filing Entire Filing Item: Accepted Entire Filing: N
All Other Items: Accepted All Other Items: N

Entire Filing Entire Filing Item: Rejected Entire Filing: Y
All Other Items: Accepted All Other Items: N

Entire Filing Entire Filing Item: Rejected Entire Filing: Y
Some Items: Rejected Rejected Items: Y
Some Items: Accepted Accepted Items: N

Tip: When the state sets Public Access on the Entire Filing item, it is only referring to
general filing information not covered by the various other items (that is, filing
fees, product info, etc.).

Public Access/Confidentiality Requests After Filing
Submission

After the initial filing submission, you can request confidentiality for any items
not previously selected and submitted, or any items where Public Access is blank
or N, by selecting Request Conf for the item(s) and performing a SERFF: Submit
Confidentiality Request activity.

When the SERFF: Submit Confidentiality Request activity is run, confidentiality
is requested for items that are newly selected for Confidentiality on the SERFF
Public Access subtab. However, any items in draft status (that is, Objection
Response, PSU, etc.) and any schedule item added or revised but not yet
submitted (for example, a revised Form) where confidentiality has been selected,
will not be submitted as part of this Confidentiality Request.

For example, an NTR is submitted but confidentiality is not requested on the NTR
when submitted. A PSU is then created and is in Draft status. On the SERFF
Public Access subtab, the NTR and the PSU in Draft status are both selected for
confidentiality. Then the SERFF: Submit Confidentiality Request activity is run.
Confidentiality will only be requested for the NTR and not the PSU in Draft
status. Confidentiality for the PSU in Draft status will be requested when the
SERFF: Submit Post Submission Update activity is run.

After filing submission, SERFF Correspondence items will be displayed at the
bottom of the list on the Public Access tab.

When submitting a Post Submission Update, the Public Access status of the PSU
itself is displayed; the Public Access status of the data attached to the PSU is
based on what the settings currently are for the filing or rate fields.
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The attachments for Objection Responses and Filing Amendments appear
separately in the list and have their own Confidentiality Request settings and
indicators.

Public Access Settings

Public Access settings are locked and cannot be changed on items where
confidentiality was requested and submitted, or where Public Access has been set
to Y by the state.

Public Access settings are also locked for the entire filing or any of its parts once
the filing has a SERFF status of Closed. However, if the filing is re-opened by the
state, the SERFF status is no longer Closed, so any items locked as a result of the
filing being Closed are now unlocked and confidentiality can be requested for
these items. This includes the Disposition that originally closed the filing and any
Notes to Reviewer sent while the filing was closed.

Revisions and Correspondence Iltems

If the Entire Filing option was selected before any submission, as part of the initial
filing submission, or as part of a subsequent submission, all items on the SERFF
Public Access subtab, including existing items as well as new or revised items,
will automatically be selected for a confidentiality request, and cannot be
deselected. Correspondence from the state is the only exception to this rule. A
Note to Filer, Objection Letter, and Disposition are not automatically selected for
a confidentiality request. These items can either be manually selected or not
selected at all. The Objection Response, however, will be automatically selected
for a confidentiality request, and cannot be deselected.

If the Entire Filing option was not selected, if any of the items listed on the Public
Access subtab are revised, the revised items will appear directly beneath the
“parent” item. Revised items inherit the confidentiality settings of their “parents,”
but these values are unlocked and can be changed if desired. Thus, even if an item
has Public Access set to Y, a Confidentiality request can be submitted for revision
to that item.

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.

328

TRACKER L&H USER GUIDE



FILING SUMMARY FOR SERFF FILINGS

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 406.)

There are two parts of the Filing Summary that can be optionally displayed and
printed: Filing Details, and Filing Correspondence.

This section contains:

. Filing Detail (SERFF Filings) on page 329
. Filing Correspondence on page 332

. Generating a Filing Summary on page 333

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
. Product Name (based on what was sent to SERFF or is in the Product 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

. Product Name (based on what was sent to SERFF or is in the Product 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

Approved Effective Date (based on the Implementation Date that comes
from SERFF)

Implementation Date (based on the Implementation Date on the Filing
Details tab)

PPACA

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)

Date Approved in Domicile

Requested Filing Mode (based on what was sent to SERFF or what was in
the Requested Filing Mode field at the time the Filing Summary is
generated)

Domicile Status Comments

Explanation for Combination/Other (based on what was sent to SERFF or
what was in the Explanation for Combination/Other field at the time the
Filing Summary is generated)

Market Type (based on what was sent to SERFF or what was in the Market
Type field at the time the Filing Summary is generated)

Submission Type (based on what was sent to SERFF or what was in the
Submission Type field at the time the Filing Summary is generated)

Group Market Size (based on what was sent to SERFF or what was in the
Group Market Size field at the time the Filing Summary is generated)

Overall Rate Impact
Group Market Type
SERFF Status Changed (date)
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. State Status Changed (date)
. Deemer Date
. Tracker Status Changed (date)
. Related Filing ID (number and type)
. NAIC Filing Description
. Include Exchange Intentions
. Exchange intentions
In the Company and Contact section:
. Filing Contact Information:
* Filing Manager Name
e  Filing Manager Title
e  Filing Manager Email Address
* Filing Manager Address
* Filing Manger Phone Number
*  Filing Manager Fax Number
. Filing Company Information:
e Company Name
*  NAIC Company Code
e State of Domicile
e Company Address
¢ 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
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Check Date
Company
Amount

Date Processed

Transaction #

In the State Specific section:

State Specific information

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
¢ SERFF Filing ID

e Date

Supporting Documentation

* Requirement

e Status

e Rev

¢ Document Name(s)/Comments/Bypass Reason
e State Status

Public Access

¢ Public Access

* Filing Package

e Request Conf

e Status

SERFF Form Schedule

SERFF Rate/Rule Schedule

The SERFF Rate/Rule Schedule includes the PPACA Product Types table, and the
the values for the HIPR fields from the Rate Review Detail table.

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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Generating a Filing Summary

Any user can generate a Filing Summary by following these steps.

Method: Generate a Filing Summary

1.  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.

2.  Click the Filing Summary button on the tool bar.

] 1| e ) <] | » |

The Filing Summary dialog displays.

SERFF filing 10 I I50A-G000530493

v Select Al

—Filing Detail

¥ Filing Detail

—Filing Correspandence
¥ Filing Correspondence
v Surnmary

v Detail

fGenerate surmary | | Cancel |

3. Select the desired options for the Filing Summary. At least one option must
be selected.

4.  Click Generate Summary.

Note: Ifthis is the first time you are generating a Filing Summary, Adobe Reader may
display a warning message. Select the appropriate action and click OK.

The system generates and opens the PDF documents (one for each filing
selected).
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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,
advertisement, and form information for the filing, and all filing comments (see
The Comments Tab on page 205 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 336

. Filing Letter Comments on page 338
. Creating Letters on page 340
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Available Letter Types

The following types of filing letter are described:
. Long Filing Letter on page 336

. Alternate Long Filing Letter on page 336

. Short Filing Letter on page 336

. Follow-Up Filing Letter on page 336

. Correspondence Letter on page 336

. Withdrawal Letter on page 336

. Objection Letter on page 337

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.
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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.

Advertisement Comments

Use this comment to include any pertinent information on the
advertisements for 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
SERFF General Instructions 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 205 for more information.
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Creating Letters

You should ensure that all rate, advertisement, and form information and all filing
letter comments (see The Comments Tab on page 205 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 212 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 Legislation

In Tracker, the term legislation refers to all bulletins, circulars and legislative
documents issued by state insurance departments, whether provided directly from
the state or through trade organizations such as the HIAA (Health Insurance
Association of America) or the ACLI (American Council on Life Insurance).

This chapter introduces you to the Tracker legislation tracking function, and
describes how to enter new legislation into the system, and how to work with
them to create filings and monitor your filing processes.

This chapter describes:
. The Main Legislation List Window on page 344
. Adding New Legislation Records on page 346

. Adding (Removing) States for an Existing LegislationThe following method
describes how to add or remove states for an existing legislation. on page
347

. The Legislation Record on page 348

. Creating a New Filing from a Legislation Record on page 352
. Linking Legislations to Filings on page 354

. Adding a Copy of a Legislation on page 355
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The Main Legislation List Window

The Main Legislation list window is your access point to all the legislation
currently in your Tracker system. This screen is composed of two main elements:
a Legislation tab listing all the legislation in the system, and a legislation header.

%% Legislations

al & |5l s ElE x| «(m]>] 9]

Content
¥ Actuarial/Fate

Legislation #: HY-02-231 Lins of
) Businezs:

Legislation Date: |08/28/2009 = C0- Calorado [ Advertisement
Type: |ddvanced Law | E‘T-Ft‘no:::cllcut =|| " Fom
Description: IAD&D Rates to be revised for 2003 Suspended

SIS [ 1 dyisory =
Organization: |&merican Council of Life Insurs ‘I

COr - Credit Disabiliy Statesfal - Alabama -

Cé- California

Legislations |

Aikivity Desc ‘

Note: To access the Legislation list window, on the menu bar, select View >
Legislation.

When a legislation record listed on the Legislation tab is selected or highlighted,
basic information relevant to that legislation appears in the upper field header.
This provides you with a quick method of browsing through and viewing
information pertaining to the legislation in your system.

You can browse through the other Legislation 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 Legislation list window, you can access detailed information
about any single legislation record in the system by double-clicking on that
legislation on the Legislation tab.

Note: Sce also The Legislation Details Tab on page 348.
This chapter also describes:

. Adding New Legislation Records on page 346

The Suspended Button

At the Filing Group level and on the Legislation 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.

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
Legislation 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
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you are at these levels if you want to see any newly added or non-suspended
records in the system.
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Adding New Legislation Records

The following method describes how to add new legislation records

Method: Add a new legislation record

1. At the Top, Filing Group, or Filing level, select Insert > Legislation from

the menu bar, or click the Legislation button on the Tracker toolbar. EI
The New Legislation dialog displays.

MNew Legislation ll
Legislation #: I Content Type

[T Actuarial/Fate
[T advertizement
™ Faom

Legislation Diate: [09/08/2006

Organization: I

Type: I
Statuz I

LedLed Led Lo

Description: I

Statez: |Ak- &lazka -
AL- dlabarna

AR- Ak anzas

AS- Amenican Samos

A7 Alizona

L California

CO- Colorada

CT- Connecticut ;I

[t i I TSR O 00 NV 000

Lines of Business: [ Satala8]| (08 =ys(871(0 [ls|=53

AF - Annuity Fimed

AM - Annuity GICs

A - Annuity VY anable

CD - Credit Disability

CL - Credit Life

DOt - Health Dental

EL - Life Equity Index ;I

F it BT I IO 1Y I o SN

ak. I Cancel |

2. On the New Legislation dialog, enter the following information:
e The Legislation Number
e The Legislation Date (the date on which the legislation was issued)
e The Organization that issued the legislation

* The filing Content Type to which the legislation applies (Actuarial/
Rate, Advertisement, or Form)

The Type of legislation (Advanced Law, Premium Comparison,
Statistical Plan)

The Status of the legislation (Administrative, Advisory, Approved,
Filed, To Be Effective)

The Line of Business to which the legislation applies
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e A brief Description of the legislation

e The State(s) for which the legislation applies. Note that the States field
allows the selection of multiple states.

3.  When finished, click OK.

The new legislation will be added to your Legislation list window, and a
related Legislation Details record will now be available.

Adding (Removing) States for an Existing

Leg islationthe following method describes how to add or remove states
for an existing legislation.

Method: Add or remove states for an existing legislation

1.  On the Legislation Details main screen, select Insert > Edit States.

The Add States dialog displays.

Add States E|

Available States: To Add:
K- dlaska N Ca- California 4'
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

L4

Bl

na
M.f\ H_ass_ach_usetts ;I

2.  From the Available States list field, select the states which you want to add
to this legislation, 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 legislation, using the directional move buttons.

3.  Click OK to close the dialog box and save your changes.
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The Legislation Record

There is a detailed Legislation dialog for every legislation record in your Tracker
system. Each of these dialogs have four tabs:

. Details, with a set of detailed information about the legislation record. See
The Legislation Details Tab on page 348.

. Links, with a list of other/previous legislation in Tracker linked to this
legislation. See The Legislation Links Tab on page 349.

. Filing References, with a list of Filing References (linking this legislation
to its resultant filings.) See The Legislation Filing References Tab on page

350.

. Activities, with a list of activities performed in relation to this particular

legislation record. See

2% Leqgislations

The Legislation Activities Tab on page 351.

@l e 2]al6].5 B[ HmE| x| «]al+| @]

Legislation #: HY-02-231 Lines of
) Business:
Legislation Date: | 08/28/2009 'I

Type: | Advariced Law 'I

CD - Credit Disability States:

AL Alb. Content

Ca- Eaahrir’:?a ﬂ ¥ Actuarial/Rate
CO- Eolarada ™ Advertisemert
CT- Connecticut

Fl.. Flarida =l | T Fom

Description: IAD %D Rates to be revized for 2003

Status: [ 4dvisary B
Organization: | American Council of Life Insure ¥

Details |Link5 | Filing References I Activiliesl
Beceived IDEJES#ZDDS vl j
Date to be Effective: |08/14/2009 'I
Effective Date: |08/14/2009 vl
Attachment; |C:\SamDIeDacs\.¢\ctuanaI temarandum.d _I SeivE Dae
Custam legi. I
User Dal Filing Reference Mumbers——————————————————
Euslom'l:l_.r‘_/ vI Filing Reference #1: I
Custom?: m Filing Reference #2: I
Filing Reference #3: I
Custan3: I_J_f’ vl
Filing Reference #4: I
Customd: I_-"_"’_ 'I Filing Reference #5: I

The Legislation Details Tab

The Legislation Details tab contains fields where detailed information regarding

the legislation can be stored.
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Details |

Beceived: |1 0/15/2004 vl
Date to be Effective: I11.-"3D.-"2DD4 vl
- Effective Date: |'|1.-"3D.-"2UD4 Vl
Attachment: IC:\F‘rogram Files\lnSystems Tec _I SEivE Hais
Custon: |
— User Date — Filing Reference Mumber

Distrib: |1 0/19/2004 vl Filing Reference #1: IWL-SE-452‘I
) Filing Reference #2: IWL-S?-4BSD
Approved: |1 042242004 v[
Filing Reference #3: IWL-S?-51 28
Froceszed: |10/30/2004 =
Filing Reference #4: IW’L-SS-BB3?

Active:|m3w2004 | Filing Rieference #5: |

Entering and Editing Legislation Detail Information

The following information can be added or changed at any time following the
creation of the legislation record:

The Received Date indicating the date on which your company received the
legislation.

An Attachment pertinent to the legislation (such as an electronic version of
the actual legislation). 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 Date to be Effective (the proposed effective date) for the contents of
the legislation.

The Effective Date (the actual effective date) for the contents of the
legislation.

Four custom User Date fields, which can be customized to suit the needs of
your company. See Performing Custom Table Tasks on page 78 for details.

Five Filing Reference Numbers.

Note: Click the Save button when you have finished adding or editing the legislation
detail information to ensure that your information is saved.

The Legislation Links Tab

The Links tab lists legislation records which have been linked to the current
legislation. Legislation records are generally linked if they are strongly related,
have a bearing on one another, or are parts of a series of legislation records (a new
legislation which replaces an old one would be linked to its predecessor).
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Adding a Legislation Link

To create a link between one legislation record and another legislation record in
the system, use the following method.

Method: Add a legislation link

1.  Open the detailed dialog for the Legislation where you want to create a link
and click Insert > Add New Link.

The Linking Legislation dialog displays.

Linking Legislation - H¥-02-231 x|

Link to Legislation #: IGH-DE-EEE

K, | Cancel | Mest

2.  Inthe Link to Legislation # field, enter the legislation number of the
legislation to which you want to link, or click Search to search for the
desired legislation number in the system.

3.  Click Next to open a new Link Legislation dialog box if you want to link
another legislation to the current one,

OR
Click OK to finish.

All specified links will be created and the dialog closes.

The Legislation Filing References Tab

The Filing References tab lists all of the filings which have been created from, or
in reference to, this legislation. From here, you can access the filing details for
each filing listed.

Note: Any filings that are linked to a legislation will automatically be listed on the

Filing References tab.

Details | Links  Filing References | Activities |
LOE |State |Grp.# |C0mpany |Content |EFFectiveDate |
TI

DN ME  0000s F 09/0z/2009
EL ME 00005 TI F 9/11 2009
GH ME 00005 TI F

A filing referenced by a legislation 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 Legislation Activities Tab

In the Tracker system, an activity is any action related to or performed upon a
filing group, filing, or legislation 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 legislation 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 209.

The Legislation level Activities tab lists all activities that have been performed
upon (or are pending performance upon) this legislation record. From this tab you
can access the activity details for any of the activities listed.

Activities |

# | Description | Priaiit? I Init. | Perf. | Start Date I Susp. Date | Due Date I Cnﬂp\‘ Dake: | Status | # of Docs |
1 Instructions for Publication Medium KR KR 11/14/2002 11f14/2002 Completed 1
2 Inter-Department Request Medium KR KR 11/14/2002 11/21f2002 Pending o
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Creating a New Filing from a Legislation Record

You can create a new filing or filings directly from within a Legislation dialog.
When a filing is created this way, Tracker automatically adds that filing to the
legislation’s Filing References tab, and adds the legislation record to the new
filing’s Legislation tab.

Method: Create a new filing from a legislation

1.  From a Legislation dialog, click the New Filing(s) button %l to open the
Select Filing Group dialog box.

Select Filing Group |

Program Filing Group  |Description

LIFEZ004- 2004 Life Plan Filings

ak I Cancel | Hew |

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 Product 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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MNew Filing Group / Filing(s) ﬂ

Product: |EDF|P2DD4 j GFiﬁng o001
Group:

Mame: IEDF!F'2DD4- 2004 Corporate Life Insuran [ernide: - Cancel |

Description: |2DD4 Life Insurance filings for Corporate Group

Manager: IHeed, Kemy j Date: |11/15/2004 LI
Custon:
I I Mew Filing(z]
Description: | Group Health Datg: [11/22/2004 =l
Filing Type: IGroup j Mangggrg' IHeed, Kemy j
Custon: Tupe
’7 V¥ Rate v Advertisement v Forme ‘

ByLOB

Awailable: Bueued for filing:

[#- 5l- Safety Insurance

BRI

8.  Enter the required information for the filing: Description, Date, Filing
Type, Filing Manager, and Content Type (check Rate, Advertisement,
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 legislation record; you
may alter this if necessary.

9.  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.
10. 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 legislation
from which they were created, and the information for the legislation
appears in the related filing(s)’ Legislation tab.
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Linking Legislations to Filings

The following method provides the instructions for linking a legislation to an
existing or new filing.

Method: Link a legislation to an existing or new filing

1.  Navigate to the filing you want to link to a legislation.
2.  Click View > View Legislation.

3. Ifyoudo not see any legislations listed on the Legislation tab, click
Suspended.

4.  Double click on the applicable legislation.
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 116, 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 110, beginning at step 2.
6.  Click Next to add additional filing references to this legislation, or OK to
exit.

The legislation’s Filing References are shown on the Filing References tab
of the legislation’s window.

A filing with legislations will have a Legislation tab where the legislations
are listed.
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Adding a Copy of a Legislation

Often a piece of legislation will be sent that simply updates or revises existing
legislation. Tracker allows you to update and link series of legislation records
quickly and easily using the Copy Legislation function. The information from the
old legislation record is copied to a new legislation record under the new
legislation 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 legislation

1.  On the Legislation list window, select the legislation you want to copy and
click Insert > Copy Legislation, or click the Copy Legislation button on

the toolbar. |£|
The Legislation dialog displays.

Legizlation Ed

Legislation #: ||3H-|:|2-=382

Create Link? [+

0F. Cancel

2.  Enter the Legislation Number of the new legislation.

3. Check the Create Link? check box to create a link between the old
legislation and the new one. The new legislation will be linked to the old one
and will also carry any additional links or filing references that the old
legislation did.

4.  Click OK.
The new Legislation Details screen opens.

5.  Make any changes to the information on the new Legislation Details record,
as required, and click Save to save the new record.
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Legislation Reports

There are two standard reports in Tracker which you can use to better keep track
of the legislation in your system: the Legislation Details Report under the Status
tab, and the Legislation Summary Report under the Historical tab. For more
information on using the Tracker reports functions, please see Searching,
Reporting, and Filing Summary on page 375.
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Chapter 11

Working with the Regulatory
Specialist

This chapter introduces and explains the Regulatory Specialist component of
Tracker.

This chapter describes:
The Regulatory Specialist on page 358
Regulatory Specialist Tabs on page 360
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The Regulatory Specialist

The Regulatory Specialist provides access to SERFF information and General
Instructions. It also provides a database that you can populate with DOI addresses,
contact information, and custom information.

The Regulatory Specialist window contains the following tabs:
. SERFF on page 360

. RS Custom Fields on page 362

. Dept. Addresses on page 363

. Contacts on page 365

Related topics:

. Using the Regulatory Specialist on page 358

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.

2 Oracle Insurance Compliance Tracker - [Regulatory Specialist - General Requirements > - | a 5[
E Ele Edit Insert Wew Admin Window Help -|5 ﬂ

Setting:
[ ste: TR - ‘

SERFF | Custom RS Tab I Dept. Addresses | Contacts

General | Billingl

[~ State Preferenc ﬂ

Mame | MTR Allowed on Clozed Filings | HIPR Enabled ‘ General Instructions ‘
ArizonalH Ves Mo Mg
Arizona Yes Mo Wiew

- EFT Infoimation

Mame | Ins. Type ‘ Fee Reguired | EFT Enabled | Fee Charged Per Company | Exception
ArizonalH No Yes Yes
Arizona No Yes Yes

[~ Public Access Infarmation

Name | Confidentiality Allowed | Explanation
ArizonalH Yes test
Arizona Yes allowed

~ Post Submizsion Update Information

MNarme Post Submission Lpdate Allowed ‘ Explanation ‘
ArizonalH All filings
Arizona All filings Here is & comment on post submission updates. “We only allow th...
i T
Ready HUM v
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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 — 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.  When finished, close the Regulatory Specialist Window.
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Regulatory Specialist Tabs

Information in Regulatory Specialist is organized into seven tabs:

SERFF on page 360

RS Custom Fields on page 362
Dept. Addresses on page 363
Contacts on page 365

SERFF
The SERFF tab displays two subtabs: General and Billing

General

The General subtab provides access to a wide range of filing information. The
information displayed on this tab is organized into the following areas:

State Preferences: whether the state allows NTRs on closed filings; SERFF
General Instructions (displayed by clicking the corresponding View button)

EFT Information: the filing fee information for that state (including
whether the state is currently accepting EFT and if they only accept EFT for
advisory/rating organizations)

Public Access Information: whether the state allows confidentiality
requests

Post Submission Update Information: whether the state allows Post
Submission Updates

TOI: which TOIs, sub TOIs and filing types a state is accepting for SERFF
filings.

Note: This information is provided in real time. When you click the SERFF
tab, display the General subtab, 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. To see what kinds of SERFF filings are supported
for that TOI and sub-TOlI, click + beside a TOI to expand it.
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Eﬁl\e Edit Insert “iew Admin ‘Window Help

racle Insurance Compliance Tracker - [Regulatory Specialist - General Requirements

=10l x|
=18

State:

Setting:
’7 State:

SERFF | Custom RS Tab | Dept. Addresses | Contacts

General |E|i||ing|

‘ I TeTETTE"

=

i~ Public: Access Infarmation

Mame | Confidentialty Allowed ‘ E xplanation ‘
MainelH es
Maine Yes 1. The required fraud warning has been added to the application. The farm number of the applicat...

r— Post Submission Lpdate Information

Mame | Post Submizsion Update Allowed | E planation ‘
ainelH Al filings “rou are allowed Post Submission Updates on Open and Clozed fil..
Maine Al filings

TOI: [Expand & TOI to see Sub TOls and Filing Types.]

]

7 807 Annuities - Assumption Agreement

+- 025G Group Annuities - Deferred Mon-wariable Benefit

- 8021 Individual Annuities - Deferred Non - Variable Benefit
¥~ A03G Group Annuties - Deferred Y ariable Benefit

- A3 Individual Annuitizs - Deferred Vaniable Benefit

3

3

)

a

-

-]

- AD4G Group Annuities - Immediate

- A0 Individual Annuities - Immediate

- ARG Group Annuities - Immediate Mon aniable Benefit

- ANA Individual Annities - Inmediate Mon - ariahle Benefit

I

]

K|

Feady

Billing

The Billing subtab enables you to view and print SERFF Transaction Block

information.

- General Requirements

=10ix|

SERFF | Custom RS Tab | Dept. Addresses | Contacts

General Billing |

-
Print
i Prafil
Instance Mame: 500449 =
PeopleSoft Customer 10: 19
Murnber of Free Filings: 10000
Note to Customer:
Here is a note.
>
Kl »
- Detail
Block Na... | Date Ereated| Elock ID ‘ Product ID | Unit Price [USD) | Paid Ref |0 | Total Filing Units | Units Used ‘ Units Remaining
Black 1 11/19/2009 500254 SER-S-01000 3200 5423 1000 0 1000
K1 ol

The following read-only information is displayed:
Profile Section

. Instance Name
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. PeopleSoft Customer ID
. Number of Free Filings
. Note to Customer
Detail Section

. Block Name

. Date Created (MM/DD/YYY'Y format)
. Block ID

. Product ID

. Unit Price (USD)

. Paid Ref ID

. Total Filing Units

. Units Used

. Units Remaining

RS Custom Fields

This tab contains ten custom free-format fields which you can use to capture filing
information unique to your organization.

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.

i=i Requlatory Specialist - General Requirements > State: KY s - o] x|

Setting:
’V State: K- Kentucky j

SERFF Custem RS Tab IDept. Addressesl Contacts

Custom Fields [ Text | Last Update = Save |

Custam 1
Custom 2

Custom 2
Custorn 4
Custom &
Custom B
Custom 7

Custorn 8 b
4| B

- Custorn 1
Last Updated:

[

Attachment Path: [ [
Wb Site: |
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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 37.

Dept. Addresses

This tab of Regulatory Specialist is provided for you to keep your own record of
information about state Departments of Insurance, including names, addresses,
phone numbers, and e-mail and Web site addresses, as well as the titles of
Insurance commissioners, reviewers, and so on.

The addresses you send your filings to may depend on the type of filing being
submitted. Multiple Department of Insurance addresses are supported in the
database; the Settings selected will determine which contact record is displayed.
Cover letters that are generated during the Generate Complete Filing activity will
have the correct address automatically included.

Method: Entering/Changing Dept. Addresses Information

To enter or change data in the fields on the Dept. Addresses tab, follow this
method.

1.  On the Dept. Addresses tab of the Regulatory Specialist view, select values
for all three Settings fields.

2.  Enter or change values in the fields.
3.  Click Save.

The new values are saved in the database.
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#Z¥ Oracle Insurance Compliance Tracker - [Regulatory Specialist - General Requirements = State ;IEIEI
E Eile Edit Insert Yiew Admin ‘Window Help ;Iilﬂ
Setting:
’V State: A7 Brizona j Line of Business: IAF - Annuity Fized j ‘
‘ Filing Cantent: IHate j
SERFF | Custom RS Tab Dept. Addresses |Cﬂnlaﬁ|5|
First Name: Last Mame: I
Title: ||
Save
Department: I __I
Attention:
Address: I
Citye: Zip Code:
Phore: | - - E stension:
Al Addigss: |
Al it Al Zip Code: I
Alt. State: I ﬂ
Fan: I - - Dffice Hours: -
‘Wb Siter I LI
~Hol

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.

For information on the fields on the Dept.Address tab, see Address/Contact
Information on page 365.
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Contacts
= Dracle Insurance Compliance Tracker - [Regulatory Specialist - General Requirements > Ska 1ol x|
E File Edit Insert VYiew Admin ‘Window Help ;Iilil
Setting:
’V State IME- Maine j MHame: I d
SEHFFl Instruclinnsl Dept. Addresses Contacls |
First Mame: || Last Mame: I Mew |
Title:
Department: I ﬂl
Attention: Delete
Address: I
City: Zip Code:
Phone: Extension:
Al Address: |
Al City A Zprede|
Ak State: | =l
Eam: | Office Hours: F
Web Site: I LI
Custom: I
N
Ready [ [

On the Contacts tab of Regulatory Specialist, you are able to enter and save
additional contact information.

Note: Information on the Contacts tab is for your use only. Tracker will never use this
information when creating a filing or a filing package.
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.

NAME

This field identifies the Name of the person to whom this information applies.

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.
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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.

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.
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Notes

Any additional notes users want to add regarding the insurance department or this
contact in particular are entered here.

Tip: Clicking the URLs in the Web Site or Notes fields will open that page in your

default browser.

Tip:
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Chapter 12

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 370

. Tracker Reports on page 373

. Working with Reports on page 374

. Report Descriptions and Types on page 383

. Filing Summary for Paper Filings on page 400
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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

1.  Click the Search button gl to open the Search dialog.

2.  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.

In the In field, enter the range limit in which you want to search for
those records.

3.  Enter the following information into the criteria fields (select from the drop-
down list where available):

Notes:

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.

In numeric fields, if you select “is equals to” for the Criterion, the
search results will contain records with exact matches only, but it will
ignore trailing zeros. (For example, a field with a value of 31.0 will
match if you use “31” as the Criterion.)

If you are searching for records by a field that may contain multiple
values, and you want the search results to show records that contain a
specific set of values for that field, a best practice is to use one value per
search criterion, and have multiple search criterion. The search results
will display only records that contain all the specified values. The order
of the search criteria doesn’t matter.
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4.  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. When the search is performed, records that match al// the
criteria will be displayed.

x
Search Parameters | Search Results I
— Context
Search for: IFiIing Groups j I I j
Field: |F& Description 4| This test: [P0
Criterion: Istarts with j Delete |

Selected Criteria:

Search for Filing Groups where FG Description startz with 'POS"

Clear | Lancel | Search |

5.  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  3earch Results |

Found: IHate In: I

— Besult
Filing Mumber Advisory Rate |Company Rate |Tit|e Custom Field  [Tracker Stat
MEODOO161100011 1 Rate Rate Rate Pending
AY MEODOOOS12C01 Fg-Rate 1 FG - Rate 1 title Pending
AE AZ0001212R01 FiG - Rate 1 FG - Rate 1 title Pending
MTO001300002 FiG - Rate 1 FG - Rate 1 title Pending
MTO001300005 FiG - Rate 1 FG - Rate 1 title Pending
MTO001300005 FiG - Rate 1 FG - Rate 1 title Pending
KN — o

Frint | Wiew Selection I Mew Search | Lloze |

Note: Ifno records are found matching your search parameters, a message appears
stating: No entries were found using the selected criteria.

6. 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.

Tip: Some Search Results will print better if you select “Landscape” as your
Orientation setting in your browser’s Page Setup dialog.

OR
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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.

Related Topic
. Performing Activity Searches on page 237
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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 383.

For details on the steps required to define and generate reports, see Working with
Reports on page 374.
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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 374

. Producing a Report on page 375

. Customizing the Report Name on page 377

. Defining the Date Range of a Report on page 377

. Defining the Selection Criteria of a Report on page 377

. Selecting Multiple Items in Report Parameters on page 378

. Defining the Sort Order of a Report on page 380

. Viewing a Generated Report on page 380

. Scrolling Through the Pages of the Report on page 381

. Viewing a Report at Different Sizes on page 381

. Printing a Report on page 381

. Saving Report Settings on page 381

. Exporting Reports on page 382

Accessing the Reports Function

The reports function can be accessed at any time via the View menu.

Method: Access the Reports function

1.  On the menu bar, select View > Reports.

The Reports dialog displays.
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Reports E|

Status lHistoricaI] Management] Eustom]

Marme | Description ~
Advertiserment Details Report Listing of Advertizements filed with State DOI
Al - Current Filing Status Report *Lizting of current filings and their status with
Current Filing Status Detail Report *Ligting of filings by filing aroup displaging cun
Filing &ppraval Matification *Matification for a filing to detall instructions &
Filing D etails - L&H Detailed description of the status of a select f
Filing Group Status - LEH Listing of fiing group and the status of filings
Farms Current Status Detail Report “Lizting of Forms agrouped by filing group and
Farmz Summary Listing “Summary lizting of available components of
Leaizlation Detail: Feoort Listing of legislation that have been registersc ™

Parameterz] Cloze

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 Current Filing Status Detail Report; the
parameters dialog for each report will be slightly different.
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Current Filing S5tatus Detail Report x|
Start D.ate

File Date
Framm: I = Tao: s = ‘

Fram: [~ = Ta [, =

— Selection Criteria
Product #(1.2]: IxA"

Filing Group H(8,9]: IxA"

Filing Manager(3]: IxA"

LOB(4}: [

State(5]: IxA"

Company(Bl: [«

Filing Status(7]: IxA"

Filing Type: IxA"

Report Setting
’7 Page Breaks? IxN ohe

— Sorting Criteria
Group By Ig

£ 59 1 A S S = =

Sort Order: I

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.

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.)

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.

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.
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.
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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.

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.
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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

Method: Select multiple items in report parameters

On the menu bar, select View > Reports.

The Reports dialog displays.

Reports i
Status | Histarical I M anagement I Custom I

Mame | D escription |
Adwertizement Detailz Report  Listing of Advertizements filed with State DOI
All - Current Filing Statuz Re...  *Ligting of current filings and their status with gtate DO
Curent Filing Statuz Detal .. “Listing of filingz by filing group displaging curent status and
Filing Approval Motification “Motification for a filing to detail instructions and information
Filing Details - LEH Detailed description of the status of a select filing
Filing Group Status - LEH Listing of fiing group and the statuz of filings
Formz Current Statuz Detail ... *Listing of Forms grouped by filing group and status
Formz Summary Listing *Summary lizting of available components of a product
Leqiglation Detals Report Ligting of legiglation that have been regiztered into Tracker
Objection Report *Lizting of objections pending fiings recered fom the State

Pammeterls]| [ Freview | Close

Click the Status tab.

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.
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Current Filing S5tatus Detail Report x|
Start D.ate -
Fram: [~ = To: [/ = ‘
File Date
Framm: I = Tao: s = ‘

— Selection Criteria
Product #(1.2]: IxA"

Filing Group H(8,9]: IxA"

Filing Manager(3]: IxA"

LOB(4}: [

State(5]: IxA"

Company(Bl: [«

Filing Status(7]: IxA"

Filing Type: IxA"

Report Setting
’7 Page Breaks? IxN ohe

— Sorting Criteria
Group By Ig

£ 59 1 A S S = =

Sort Order: I

4.  Click the buttonJ at the right side of the parameter.
The items dialog displays.

Current Filing Status Detail Report 3]

Start D ate s
Fram: I = To 7 =

File Date
Fram: 7 - To 7 -

Selection Criteria
Product #[1,2):

Filing Group #(8,9):

00001 - P1- Product 1
Filing Manager(3); |00002 - P2- Product 2
00003 - P2- Product 2

LOB[4):

State(5]:

Company[B]:

Filing Status{7): Cancel

Filing Type: |"AII

Repaort Settings
Page Breaks? |"N ohe

Sorting Criteria
Group By |g

| S

0K

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.
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il
10007 - P1- Product 1

10002 - P2- Product 2

Cancel

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.

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):
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i Forms Summary Listing

@ o | [ R | suiomeas @

Frevie |

w1708 Page 1011
Forms Summary Listing Report

Fitered for Product: *A1  Filng Group #: 000DS* Filng #: "2 LOB: %! Swwe: %4 Company %2

Filing # MEODO0S00001 Description:  Blanket Ad

Company: Towne nsuranee Product $F - Special Fiings
Line of Business:  Heath Dental Filing Group: 00005 - Fiings for Southern States
State: haine

Filing #: MEQDB0S00002 Description:  Blankst Ad

Company Touns hsurance Froduct $F - Special Fiings
Lineof Business:  Life Equty ndex Filing Group:  D0DDS - FIings for Southern Sttas
state: haine

Form # Edition Title FormType Impact Rebes Replaced Form Comments
[ First Comract W

Filing # MEDD00R00003 Description:  Blnket A1
Company. Toune Insurance Product SF - Spectl Fings

Line of Businass:  Heafth Group Filing Group: 00005 - Filngs for Souhern Sttes
state hiaine

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 1', Forward Ll, and

Forward to Last ll buttons found at the top of the preview window.

Viewing a Report at Different Sizes

Use the Sizing field |100% j 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. In the report Preview window, view the previewed report. Check to see that
it includes all the information you intended.

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.
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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.  Inthe report Preview window, click the Export Report button. @

The Export dialog displays.

i E xport

Format:

Separated Yalues (CSY)

- Destination:

QK

Cancel

=D Disk file

[
[

dil.

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 383

. Historical Reports on page 391

. Management Reports on page 393
. Custom Reports on page 397

. Other Reports on page 399

See also Tracker Reports on page 373.

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:
. Advertisement Details Report on page 383

. All - Current Filing Status Detail Report on page 384
. Current Filing Status Detail Report on page 384

. Filing Approval Notification Report on page 385

. Filing Details Report on page 386

. Filing Group Status on page 388

. Forms Current Status Detail Report on page 389

. Forms Summary Listing on page 389

. Legislation Details Report on page 390

. Objection Report on page 391

Advertisement Details Report

The Advertisements Details Report displays a list of all advertisements that
have been entered in your system and fall within the specified filing date range.

This report displays the following information:
. Product to which the advertising pertains

. Advertising Form Name and Form Number
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. Means of Distribution

. Audience

. Attachment File (including path)

. Memo field

. Number of pages

The report also includes a table of Applicability with the following fields:
. Company

. Line of Business

. Filing Group Number

. Status

. Effective Date

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

. Filing Content

. Filing Manager
. Status

. File Date

. Approval 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:
. Product Code and Description
. Filing Group Number and Description
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For each filing:

State

Line of Business

Company

Filing Content (Rate/Advertisement/Form)
Filing Manager

Filing Status

Start Date

File Date

Objection Date

Resubmission Date

Approval 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.

This report displays the following fields:

Product Code and Description

Filing Group Number and Description
Filing Description

Line of Business

Filing Type

Content

State

Filing Manager

Company

Approval Date

Special Instructions (if any)

Forms (if any) with the following information for each form:
* Title

e Form#
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* Edition

e Replaced Form #
e State Variation

e Impacts Rates

* Requirement

Rates (if any) with the following information for each rate:

e Title

e Rate#

e Edition
e Page#

e Replaced Page #

Advertisements (if any) with the following information for each ad:

e Title
e Advertising Form #
¢ Replaced Advertisement

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

Seq #

Filing Type

C. O. Reference Number
Line of Business
Content

Manager

Status
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DOI#

Status Dates

Start

Approved Effective
Disapproved
Objection

Respond By

Filed

Approval Received
Resubmitted
Request Effective Date
Approved
Withdrawn
Deemer

Days

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

TRACKER L&H USER GUIDE
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. Memo
Legislations

. Legislation #
. Adv. Org.

. Effective Date
. Type

. Description

. Filing Ref#1, 2,3,4,5

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
. Product Code and Description

. Filing Group Name and Description
. Special Instructions

For each filing:

. Company

. LOB

. State

. Content

. Seq#

. Lead Form

. 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
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. 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

. Filing Group Number and Description

. Edition Date

. Form Type

Each instance of the form number displays the following information:

. State
. Line of Business
. Company

. Filing Status

. Filing Manager Initials
. Start Date

. File Date

. Objection Date

. Resubmit Date

. Approval Date

. Disapproval Date

. Withdrawal Date

Forms Summary Listing

The Forms Summary Listing displays a list of filings and the forms they contain.
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The report displays the following information for each filing:

Tracker Filing Number
Filing Description
Company

Product Code

Product 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

Requirement

Impact Rates — indicates whether this form will impact rates
Replaced Form

Comments

Legislation Details Report

The Legislation Details Report is a list of all legislation records in your Tracker
system.

The following information is displayed for each legislation:

Legislation #

LOB

Description

Legislation Type
Legislation Status
Contents

Legislation Date
Proposed Effective Date
Effective Date

Five Filing References
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. States
. Links
. References:

¢ Company Code

e LOB Code
e Content Code
e Seq#
. Activities:
e Date

e Description

e Target

¢ Completed

e Performed By

¢  Memo

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)

Historical Reports

Historical reports provide information about approved and implemented products
and filings. For example, you can produce a report that lists every approved filing
for a particular line of business.
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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 392

. Forms Summary by State on page 392

. Legislation Summary Report on page 393

. Rate Summary Report on page 393

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:

. Product Code and Description
. Filing Group Number and Description
. Filing:

* State

Line of Business

Filing Content (Rate/Advertisement/Form)
Company Code and Description

Filing Manager

Filing Status

. Activities:

Activity Description and Level (FG indicates Filing Group level
activity, FL indicates Filing level activity)

Activity Memo
Activity Status
Suspense Date
Completion Date
Due Date
Performed By

Forms Summary by State

The Forms Summary by State report provides a summary of forms data by
Product, Group, State, and Form.
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Summarized by state, the report displays the following information:

. Form #
. Edition
. Title

. Date Filed
. Effective Date

. Comments

Legislation Summary Report

The Legislation Summary Report displays a list of legislation records, as
specified, together with their internal detailed company adoption information. Use
this report to monitor legislation in your system as they are adopted.

This report displays the following fields:

. Legislation Number
. Date
. Description

. Adv. Org. ID.

.« Type
. LOB

. Content
. Status

. Proposed Date
. Approved Date
. States

Rate Summary Report

The Rate Summary Report provides a summary list of Rates, including Rate #
and Title.

This report displays the following fields:
. Rate #
. Title

. Applicable 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.
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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 394

. Current Production Status Detail Report on page 395

. Filing Evaluation Report on page 395

. Manager Production Report on page 396

. Production Activity Detail Report on page 397

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
Product, 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:

. Product Code and Description

. Filing Group Number and Description

Each filing displays this information:

. State

. Line of Business
. Company

. O/S Days

. Filing Content (Rate/Advertisement/Form)
. Filing Manager

. Filing Status

. Start Date

. File Date

. Objection Date

. Resubmit Date
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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
. 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:
. Product Name
. Filing Group Name, Description, Number, and Manager

Each filing listed includes the following information:
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. Company

. Line of Business

. State

. Content

. Lead Form Number
. Type

. Manager

. Status

. Start Date

. Filed Date

. Approval Date

. Closed

Under the heading of Days To:

. Filed (number of days between Start Date and Filed Date)

. 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 %
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. # 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/Advertisement/Form)
. Filing Status

. Activity Memo

. Activity Status

. Suspense Date

. 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 397
. Filing Fees Detail Report on page 398

. SERFF Transaction Fee Report on page 398

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
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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)
. Amount

. EFT Transaction ID

. Authorized By

. Total Number of Transactions

J Total Amount

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.

Note: Iftwo 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 399

. Filing Summary for Paper Filings on page 400

Administrative Reports

Administrative Reports provide administrative level information about the
companies, users, and products 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 97.

TRACKER L&H USER GUIDE 399



SEARCHING, REPORTING, AND FILING SUMMARY

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 336.)

There are two parts of the Filing Summary that can be optionally displayed and
printed: Filing Details, and Filing Correspondence.

This section contains:
. Filing Detail (Paper Filings) on page 400
. Filing Correspondence on page 403

Related topic:
Generating a Filing Summary on page 339

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

. State Tracking Number

. LOB

. Filing Type

. Filing Explanation (based on Filing Description field)

. Product Name (based on what is in the Product Name field at the time the
Filing Summary is generated)

. Project Name/Number (based on what was in the Product Name/Number
field at the time the Filing Summary is generated)

. Filing Group Name
In the Filing Overview section:
. Company Name and Company Code

. Product Name (based on what is in the Product Name field at the time the
Filing Summary is generated)

. Tracker Filing ID / Company Reference #
. State

. LOB

. Filing Status
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State Tracking #

Filing Statute

Filing Type

Filed Date

Filing Explanation (based on Filing Description field)
Filing Manager

Approved Effective Date

Implementation Date (based on the Implementation Date on the Filing
Details tab)

In the General Information section:

Product Name (based on what was in the Product 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)

Date Approved in Domicile

Requested Filing Mode (based on what was in the Requested Filing Mode
field at the time the Filing Summary is generated)

Domicile Status Comments

Explanation for Combination/Other (based on what was sent to SERFF or
what was in the Explanation for Combination/Other field at the time the
Filing Summary is generated)

Market Type (based on what was sent to SERFF or what was in the Market
Type field at the time the Filing Summary is generated)

Submission Type (based on what was sent to SERFF or what was in the
Submission Type field at the time the Filing Summary is generated)

Group Market Size (based on what was sent to SERFF or what was in the
Group Market Size field at the time the Filing Summary is generated)

Overall Rate Impact

Group Market Type

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:
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. Filing Contact Information:

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

J 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 for paper filings contains
a Summary part, and a Filing Correspondence Details part.

The Summary part displays these items for each correspondence activity:
* Filing Correspondence Description
e Tracker Filing ID/Company Ref #
e 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 13

Viewing Filings and
Attachments for Schedule ltems
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
. advertisements
. forms

Using the search capabilities of the DMS, you can search for filings or rates,
advertisements, and forms that match your search criteria.

This chapter describes:
. The Search Interface on page 406
. Searching for Filings on page 408

. Searching for Rates, Advertisements, and Forms on page 411
. Viewing Rate, Advertisement, and Form Statuses on page 413
. Clearing Search Parameters on page 414

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 406

. Drop-Down Menus with Manual Text Entry on page 406

. Date Search Menus on page 407

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

1. Login to the DMS.

2. Under the heading Tracker, click Filings.

The Search Tracker Database screen displays with the Search for Filings

tab selected.

2} Tracker Search - Microsoft Internet Explorar =] 4

| Ble Edt vew Favoies Tods teb  |[unks | &
| DBk - @ - [x] (2] 0| Fsearch cFavertes €| - L (E] -
| Address [&] http: localhost/ivelinkfivelink.exezfunc=tracker Searchistype=attachments RN=
Search Tracker Database
Tracker ~ Personal ~ Enterprise =
Y Filings I workspace # Log-out 1) Contents
@ FormsRatesete, [ Users & Groups & Settings For This Page
search for Filings || Search for Forms/Rates;/Advertising
Status: |
State: (a1 =1
Lom: [ —
Filing Type: |
Content: |
Title: (a1 =1
Forms/Rates/Adv Number: [[any] =]
Revision Date: (a1 =1
Form Type: (a1 =1
Start Date: [T
Filed Date: |
Objection Date: [Cany1 =1
Resubmitted Date: [fany1 =1
R eSTEr TR |
Approved Effective Date:  [[any] <]
Disapproval Date: [Cany1 =1
Withdrawn Date: a1 =]
Deemer Dake: |
Custom1: (a1 =1
Custom2: (a1 =]
customa: |
Customd: [Any ] = L
Search
|
& T T | trusted sites 4

3.  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, Advertisements, and Forms

On the search results screen, you can view rates, advertisements, 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, advertisement, and form.

Method: View rates, advertisements, 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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VIEWING FILINGS AND ATTACHMENTS FOR SCHEDULE ITEMS IN THE DMS

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,
advertisement, or form appears.

3.  Click the Details link to view the list of dates applicable to this rate,
advertisement, or form.
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SEARCHING FOR RATES, ADVERTISEMENTS, AND FORMS

Searching for Rates, Advertisements, and Forms

Using the DMS, you can search for and view a filing’s rates, advertisements, and
forms, view their attachments, and check their status.

Method: Search for rates, advertisements, 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/
Advertisements/Forms tab selected.

ol
| Ble Edt vew Favoies Tods teb  |[unks | &
| DBk - @ - [x] (2] 0| Fsearch cFavertes €| - L (E] -
| Address [&] http: localhost/ivelinkfivelink.exezfunc=tracker Searchistype=attachments RN=
Search Tracker Database
Tracker ~ Personal ~ Enterprise =
Y Filings I workspace # Log-out 1) Contents
@ FormsRatesete, [ Users & Groups & Settings For This Page
search for Filings || Search for Forms/Rates;/Advertising
Status: |
State: (a1 =1
Lom: [ —
Filing Type: |
Content: |
Title: (a1 =1
Forms/Rates/Adv Number: [[any] =]
Revision Date: (a1 =1
Form Type: (a1 =1
Start Date: [T
Filed Date: |
Objection Date: [Cany1 =1
Resubmitted Date: [fany1 =1
R eSTEr TR |
Approved Effective Date:  [[any] <]
Disapproval Date: [Cany1 =1
Withdrawn Date: a1 =]
Deemer Dake: |
Custom1: (a1 =1
Custom2: (a1 =]
customa: |
Customd: [Any ] = L
Search
|
& T T | trusted sites 4

3.  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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VIEWING FILINGS AND ATTACHMENTS FOR SCHEDULE ITEMS IN THE DMS

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 « Personal ~

Enterprise ~

G Filings ™ wiorkspace B Log-out
R ne | 1B Unt@erm | C) Sl

Custom1 Custom2 Custom3

Tracker
Tuesd:

Tools ~

& canterts
For This Pags

Customd

Livelink

POPCOODPOPOOCODOCODD
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VIEWING RATE, ADVERTISEMENT, AND FORM STATUSES

Viewing Rate, Advertisement, and Form Statuses

The status of some rates, advertisements, 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, advertisement, or form, in all cases the
Corresponding Date from the above table will be displayed in the DMS.

You can view rate, advertisement, and form statuses by searching for rate,
advertisement, and form. The status is displayed in the Status column.
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VIEWING FILINGS AND ATTACHMENTS FOR SCHEDULE ITEMS IN THE DMS

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.

414 TRACKER L&H USER GUIDE



Appendix A

Troubleshooting

This appendix 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.

This chapter describes:
. Troubleshooting Tracker on page 416
. SERFF — Filing in Limbo on page 417
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TROUBLESHOOTING

Troubleshooting Tracker

This section describes troubleshooting the following areas:

. Viewing Activities in the Filing Package on page 416

. Deleting Activities in the Filing Package Tab on page 416

. Updating Subscriptions or Services Causes Error Message on page 416

See also: SERFF — Filing in Limbo on page 417.
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.

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.
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TROUBLESHOOTING TRACKER

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
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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Symbols
# of Covered Lives, 162
# of Policy Holders, 162

Numerics
99999, creating filing groups past, 113

A
access levels
assigning user, 42
defining security, 41
titles, security, defining, 40
active activities
and status changes, 210
detail records, deleting, 224
overview, 210
activities
active
and status changes, 210
overview, 210
codes, table, 74
completing
recurrent, 224
regular, 222
detail
active records, deleting, 224
passive records, deleting, 224
detail report, 398
filing package tab, 229
for multi-filing, performing, 239
in filing package
adding, 229
tab, deleting, 422
multi-filing, 239
On Approval option, 217
overview, 210
passive, 210
performing
basic, 215
method, 215
post activities, 210
posting, 218
reassigning, 96
records, editing, 221
recurring filing, creating, 89
search
options, 237
performing, 237
specific filing, 206

standard
SERFF, 214
Tracker, 212
suspense, 32
tab
filing, 206
filing group, 211
legislation, 357
viewing in filing package, 422
activity codes
active, adding, 82
changing, 85
deleting, 88
obsoleting, 86
overview, 80
passive, adding, 81
reactivating, 86
administration module, 21
administrative reports
generating, 99
overview, 405
types, 97
advertisements
adding or editing in filing, 178

attachments, adding or editing in filing group, 172

details report, 389
filing group tab, 172
searching, 417
statuses, viewing, 419
viewing, 415
advisory organizations, 74

affiliation criteria, profile configuring, 39
aging detail report for outstanding filings, 400

All, 390
All SERFF Messages tab, 288
alternate long filing letter, 342

amendments, filing, see filing amendments

attaching documents, 233
attachments

adding or editing advertisement in filing group, 172

other, see other attachments
types, 74

authenticating user IDs and passwords, 34

authorities listing report, 98

authority information, entering company, 48

authority levels, EFT fee, 60

average approval time summary report, 403
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B

browsing, filing records, 126

Cc
check payments, filing fee, editing, 196
closed filings, 317
codes
company, 45
filing group, 113
table of activity, 74
comments
adding to filing letter, 205
tab, 205
company
adding, 43
authority information, 48
codes, overview, 45
deleting, 53
general information, 45
group filings

filing fees, advisory/rating org setting and

EFT, 46, 271
information, 43
overview, 43
records, accessing, 54
listing report, general, 97
products
creating, 106
working with, 106
resource information, entering, 52
with authorities listing report, 98
company program
deleting, 108
editing, 107
confidentiality requests
entire filing, 333
if state allows, 366
revised items, 335
confidentiality requests / public access, 332
correspondence letter, 342
current
filing status detail report, 390
production status detail report, 401
custom
fields
labels, defining and editing, 78
overview, 78
LOBs, mapping to standard, 90
reports, 403
tables
elements, deleting, 80
entering information into, 79
tasks, performing, 78

understanding, 73
viewing, 78
working with, 73
custom tables, changing information in, 79

D
date
ranges of reports, defining, 383
search menus, 413
defaults
SERFF settings, 56
system, overview, 31
system, settings tab, 31
dialogs, definition, 24
displaying filings with suspense activities,
configuring, 32
disposition reports
contents, 314
viewing, 314
DMS, using with Tracker, 22

documentation, supporting, filing requirements in

filing, 257
documents, attaching to filings, 233
draft SERFF filings, generating, 280
drop-down menus
manual text entry, 412
overview, 412

E
EFT
additional payments
submitting, 315
company group filing fees

advisory/rating org setting and, 46, 271

fee authority levels, 60
filing fee details, adjusting, 271
if allowed, 366
paying filing fees via, 268
state accepts indicator, 257
transaction
information, viewing in filing, 271
status, 272
eligible groups, 74
Enabling, 149
error updating subscriptions or services, 422
exporting reports, 388

F
fee authority levels, EFT, 60
field labels, custom, 35
fields
custom, see custom fields
labels, defining and editing custom, 78

420
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filing activities
creating recurring, 89
performing procedures, 226
specific, 206
filing amendments
creating, 301
deleting, 305
editing, 305
submitting, 306
filing approval
activity, performing, 234
notification report, 391
filing attachments, overview, 233
filing correspondence, SERFF filing, 339
filing detail, filing summary, SERFF, 336
filing details
entering, 130
tab, 130
filing evaluation report, 401
filing fee
state charges per company indicator, 257
filing fee details, adjusting EFT, 271
filing fee information
state, 366
filing fees
check payments, editing, 196
detail report, 404
entering, 195
paid by check, entering, 195
paying via EFT, 268
filing group tabs, viewing, 112
filing groups
adding, 110
code
entering, 113
overriding, 113
creating in multi-user environment, 113
creating past 99999, 113
records, accessing, 112
settings, changing, 112
viewing specific product, 111
working with, 110
filing header, 127
filing letters
alternate long filing letter, 342
comments
comments tab, 205
field descriptions, 344
overview, 229
comments, adding, 205
correspondence letter, 342
creating, 346
follow-up filing letter, 342
information in, 228

list of types, 342
long filing letter, 342
objection letter, 343
overview, 341
sample, 226
short filing letter, 342
withdrawal letter, 342
filing method (rate), 75
filing module, 19
filing package
adding activities, 229
tab
and activities, 229
deleting activities from, 422
viewing activities in, 422
filing records
accessing from filing group, 125
browsing, 126
filing references tab, 356
filing requirements
supporting documentation in filing, 257
filing resources
entering, 204
resources tab, 204
filing statuses
detail report, all - current, 390
detail report, current, 390
searching, 414
filing summaries, generating, 339
filing summary
overview, 336
paper filing
filing correspondence, 409
filing detail, 406
paper filings, 406
SERFF
filing correspondence, 339
filing detail, 336
filing tabs, 129
filing types, 75
selecting for filings en masse, 245
selecting in filings, 254
filing updates, SERFF status, 285
filings
adding new, 116
browsing, 126
closed, 317
creating from legislation, 358
generating, 233
in limbo, 423
multiple, generating and printing, 240
printing, 233
submitting to SERFF, 282
with suspense activities, configuring display, 32
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filtering My Filings - All tab, 125
follow-up filing letter, 342
forms
adding or editing in filing group, 134
current status detail report, 395
deselecting for printing, 149
enabling, 149
searching, 417
selecting, 149
for printing, 150
statuses, viewing, 419
summary listing report, 395
tab, filing group, 134
types, 76
viewing, 415
forms summary by state report, 398

G

general
company
information, entering, 45
listing report, 97
instructions, filing level, working with, 261
generated
reports, viewing, 386
generating
draft SERFF filings, 280
filings, 233
multiple filings, 240
group names, defining, 31
group, eligible, 74

H
header, filings, 127
help, online
see online help
HIPR
rate review detail (PSU), 325
state is enable indicator, 257
HIPR/PPACA
Rate Schedule, 279
historical reports, 397

index, using in online help, 26
information records, accessing company, 54

L
legislation
adding copy of, 361
adding or removing states from, 353
creating filings from, 358
detail information, entering and editing, 355

details
main screen, 354
tab, 354, 355
link, adding, 356
list window, 350
overview, 21
references, adding, 207
reports, 362
status, 77
summary report, 399
tab, 207
types, 77
letters
filing, information in, 228
sample filing, 226
letters, see filing letters
Links tab, 355
LOB
change a mapping, 92
mapping
custom and standard, 90
overview, 77
multiple and SERFF filings, 91

multiple LOBs to a custom LOB, mapping, 93

log entries, SERFF, 283
logging in, overview, 101
login
password, changing, 103
Tracker, 102
long filing letter, 342

M
management reports, 399
manager production report, 402
mapping custom LOBs to standard LOBs, 90
messages

deleting, 290

managing, 287

SERFF, 283

types, 283
modules of Tracker, 19
multi-filing

activities, 239

posting activities for, 239
multiple LOBs and SERFF filings, 91
My Filings - All tab

accessing, 123

filtering, 125
My SERFF Messages tab, 288

N

NAIC code, advisory/rating organizations, 47
notes to filer

422
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receiving, 318
SERFF, 287
notes to reviewer
creating, 291
deleting, 293
editing, 293
sending, 317
submitting, 293
working with, 291
NTR
on closed filings, if allowed, 366

o
objection
letters
SERFF, 287
report, 397
responses
creating, 308
deleting, 312
submitting, 313
objection letter, 343
objection letters, viewing, 306
objection responses, editing, 312
online help
index, using, 26
navigating, 26
printing topics, 27
searching, 25
table of contents, using, 26
using, 25
organizations
advisory/rating, NAIC code, 47
other attachments
adding or editing in filing, 190
adding or editing in filing group, 187
creating revised, 296
filing group tab, 187
outstanding filings, aging detail report, 400

P
passive activities, 210
passive activity detail records, deleting, 224
passwords
authenticating, 34
changing, 103
payments, additional EFT, 315
post activities, 210
Post Submission Updates
if allowed, 366
post submission updates, 319
activity, 327
adding rate data, 326

button, 319
PPACA, 322
rate review detail, 325
posting activities
filing or filing group, 218
multi-filing, 239
PPACA
post submission update, 322
Product Types (PSU), 323
required fields
Company rate change?, 161
Grp Mkt Size, 127
Implementation date, 130
Mkt Type, 127
PPACA (SERFF Filing Details), 274
PPACA Product Types, 162
Rate Review Detail, 162
previsously satisfied, bypassing, 300
print status, 78
printing
filings, 233
multiple filings, 240
reports, 387
production activity detail report, 403
production status detail report, current, 401
products
company, 106
creating company, 106
viewing filing groups for, 111
profiles
affiliation criteria, configuring, 39
user, see user profiles
provinces, displaying or hiding, 33
proxy server settings, configuring, 61
public access / confidentiality requests, 332

R
rate summary report, 399
rates
disabling, 170
enabling, 170
filing group tab, 151
information, entering in filing, 159
rate/rule
viewing schedules, 279
schedules, viewing, 279
searching, 417
viewing, 415
or changing in filing, 159
reassigning activities, 96
recurrent activities, completing, 224
recurring filing activities, creating, 89
references, adding legislation, 207
regulatory specialist

TRACKER L&H USER GUIDE

423



INDEX

accessing, 364
contacts tab
address/contact information, 371
description, 371
settings section, 370, 371
custom fields
labels, changing, 37
tab, 368
dept. addresses tab
address/contact information, 371
description, 369
SERFF tab, 366
tabs, 364
related
filings, linking, 185
legislation, 207
related filings, linking, 185
report
activities detail, 398
advertisement details, 389

aging detail report for outstanding filings, 400

all-current filing status detail, 390

average filing approval time summary, 403

current production status detail, 401
filing approval notification, 391
filing evaluation, 401
filing fees detail, 404
filing group status, 394
forms current status detail, 395
forms summary by state, 398
forms summary listing, 395
historical, 397
legislation details, 396
legislation summary, 399
manager production, 402
objection, 397
production activity detail, 403
rate summary, 399
SERFF transaction fee, 404
reports

administrative

overview, 405

types, 97
custom, see custom reports
date ranges, 383
descriptions and types, 389
disposition, 314
exporting, 388
function, 380
management, 399
other types, 405
overview, 21, 379
parameters, selecting multiple items, 384
printing, 387

producing, 381
saving settings, 387
scrolling, 387
selection criteria, 383
SERFF, 287
sort order, 386
status, 389
viewing generated, 386
working with, 380
requirements
bypassing for filings en masse, 251
bypassing in filings, 265
filing level
removing, 264
satisfying, 263
previously bypassed, satisfying, 298
retrieving for filings, 258
en masse, 247
revising Bypass Reason, 299
satisfying for filings en masse, 249
user added, see user added requirements
viewing in filing, 260
resources
filing, entering, 204
information for companies, entering, 52
tab, 204
Retrieving, 247

S

sample filing letter, 226
schedule items
adding, 132
form, rate, etc., revising, 295
overview, 132
schedule items, state status updates, 286
schedules
viewing form, 278
screens
see dialogs
scrolling reports, 387
search
activity options, 237
interface, overview, 412
parameters, clearing, 420
searching
filing statuses, 414
rates, advertisements, and forms, 417
Tracker, 376
searching the online help, 25
security access
levels
configuring, 39
defining, 41
titles, defining, 40
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security, system, 39 services, error updating, 422
selection criteria of reports, defining, 383 setting up Tracker first time, 30
SERFF settings
activities, standard, 214 generic security, 39
configuring Tracker for, 56 settings tab, system defaults, 31
default system settings short filing letter, 342
configuring, 58 solicitation methods, 78
overview, 56 sort order of reports, defining, 386
filing default options, 58 SPI, SERFF password, 57
filing details fields, 274 standard
filing summary, overview, 336 LOBs, mapping custom LOBs to, 90
filings SERFF activities, 214
details, viewing and editing, 273 Tracker activities, 212
generating draft, 280 state
monitoring, 283 adding from legislation, 353
multiple LOBs, 91 removing from legislation, 353
reviewing, 273 schedule item status updates, 286
working in filing, 254 specific values, entering in filing, 267
filings, working with en masse, 245 state messages, displaying SERFF, 65
general instructions (en masse), 250, 253 status
help with, 22 changes and active activities, 210
integration, 22 reports, 389
log entries, 283 SERFF filing updates, 285
messages sub TOIs, selecting
content, 283 en masse, 245
identifying new ones, 289 in filing, 254
monitoring, 283 submitting
viewing, 289 filing amendments, 306
messages, hide, 57 filings to SERFF, 282
notes to filer, 287 notes to reviewers, 293
objection letters, 287 objection responses, 313
overview, 242 subscriptions, error when updating, 422
reports, 287 summary
schedule item attachment formats, configuring, 63 listing report, 395
server URLs, 58 supporting doc filing requirements, 257
specific security settings, 39 supporting doc schedule items, creating revised, 296
SPI suspended button, 125
log on ID, 57 suspense activities, configuring display, 32
password, 57 system
status filing updates, 285 defaults, overview, 31
submitted filings, procedures for working with, 291 defaults, settings tab, 31
submitting filings to, 282 security, 39
subtabs, 243 settings
tab SERFF default, configuring, 58
banner, 243 SERFF default, overview, 56
in filing, 243
transaction fee report, 404 T
troubleshooting, 423 table of contents, using in online help, 26
URLs, 57 tables
SERFF filings elements, custom, deleting, 80
monitoring, 283 tasks, 78
SERFF settings TOI, selecting
displaying state messages, 65 en masse, 245
SERFF transaction fee report, 404 in filing, 254
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Tracker
configuring
for SERFF, 56
DMS, using with, 22
integration with SERFF, 22
modules, 19
searches, performing, 376
setting up first time, 30
training, 22
transaction
information, EFT, viewing in filing, 271
status, EFT, 272
troubleshooting, 422
troubleshooting SERFF, 423

U
updating
errors, 422
user
access levels, assigning, 42
IDs, authenticating, 34
listing report, 98
profiles
adding, 68
changing, 70
deleting, 71
overview, 68
user-added requirements, creating in filing, 266

W
withdrawal letter, 342
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