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Setup

License/E&O (Errors and Omissions) Tab

The License/E&O tab is located in the Advisor/Agency module. This tab is only available to
users with the Agency Manager license and Advisor Contract/License Management user role. The
exception is when the Advisor is the user; they can then see the tab only in their own Advisor
record.

The License/E&O tab tracks Licensing, Continuing Education and E&O (Error and Omissions)
information. Note that the Continuing Education Credit Information section is not available for
Agency records.

License/E&O Tab — Advisor

Advisor - Mr. Philip Anderson, CLU
#0002 L EE.»

Summary || Perzanal || Adiditional || Hey Relations || Licenze/E & O () || Cont.JAppt. || Commission || Smart Checks (1) || Ind. Palicy | ==

+0TTEES O ITBE

[ 1] License # [ State | Status | Expiration Dt | Effective Dt | [[] ‘ Date From | Date To ‘ Credits | Status ‘ State
[0 crrasoss ca Actve 0572472004 05244990 Req.
[] wes74s2 A7 Active OZHT2007  02ZHTHEST (] WiDIETE 2D e
[] o4ra3as My Active 03122006  03A24998 ] 01HEE003 05482007 LR GllEEs
[ nragsesr W1 Active 02172008 02¢11/41998 PG P SR il
[] 05244930 050240932 50 Active ca
[] 05241090 0562401092 50 Active ca
£ >

Records Shown: § Total Records: 5

+ 07 7.5 E %

Carrier Hame Policy # Effective Dt | Expiration
[
[] Errors,inc. D387495.024375 03181999 03M 52003
Records Shown: 4 Total Records: 4 Records Shown: 1 Total Records: 1
License/E&O Tab — Agency
Agency - WIG Westlake Insurance Group - Hollywood (WIG-H)

KOOE % LEE, »

Sumimary || Agency (P H Acddditional H Hey Relations || LicenseE & O (30 H Cont Aot || Commission H Smart Checks (1) || Ind. Policy H Group Policy || LettersDocuments | ==

+ 0T BED
License # State Status Expiration Dt Effective It
[F L415105 Ca Active 0140172008 0101 f2008

Records Shown: 1 Total Records: 1

I ————— + v 7. &

Carrier Hame Policy # Effective Dt Expiration [
D Pleswy ark Life P495117 01012005 013172007

Records Shown: 1 Total Records: 1
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License Information Spreadsheet

The selected Advisor/Agency’s licensing information, such as the License Number, State, LOB
(Line of Business) type and Expiration Date is tracked in the License Information section of the
License/E&O tab.

+ 0 7575 B 5%

[ || License & | State | Status | Expiration Dt | Fffective Dt |
[] c773903s o, Active 05/24/2004 05:2441990
[] wwasr4a2 AT Active 024 72007 02M 7997
[] 475393 Pt A ctive 034 2i2006 034 2M 996
[] W7383547 WT Active 0241142003 024111993
Records Shown: 4 Total Records: 4

Click the Add button to open the License Information dialog box.

2} SmartOffice

License Information

AdvisorBroker Philip Anderson, CLU

Broker Dealer |

License # |

State Resident ||
Status | F

Effe ctive | o

Expiration | Aiii

Termination | iii
License Type |Corparation F
AdvizorBroker |Aovisor Fl

+EE
[ | LOB Type | |

| 0K I | Cancel |

The Selected LOB section of the New License record is used to add the LOB (Line of Business)
types for which this license applies. The Resident option is selected if the Advisor lives in the
state for the license. The License Type specifies whether it is a corporation license or an
individual license. Advisor/Broker specifies whether it is for an Advisor, Agency, or Broker. Line
of Business refers to insurance types, such as Life, DI, Medical, etc. If an Advisor has a license
with a LOB of Life, then the Advisor is allowed to sell the Life insurance. The following fields
are required: License#, Effective, and Expiration. No fields are required if the status of the license
is set to Pending.
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E&O Status Spreadsheet
Error and Omissions information is tracked by the E&O Status spreadsheet.

+ 0TS ED

Carrier Hame Policy = Effective Dt | Expiration
1
[] Errors,Inc. D397493/24375 03M8M999 03M 82005

Records Shown: 1 Total Records: 1
Click the Add button in the E&O Status section to open the E&O Status dialog box.

2} SmartOffice

E&OD Status

Advizorfgeney Philip Anderson, CLU

Carrier |

Policy # |
Status | F
Effective | i
Expiration | [ﬂ

Selected LOB + E
[ | LOB Type |

I OK I | Cancel |

Add the LOB (Line of Business) types for which this E&O applies in the Selected LOB section of
the New E&O Status record. The term Line of Business refers to insurance types, such as Life,
DI, and Medical. If an Advisor has E&O coverage for a LOB of Life, then the E&O coverage will
cover any legal matters dealing with Life insurance. If the Status field is set to Pending, no fields
are mandatory.
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Cont./Appt. Tab (Contract and Appointment)

Note that the Cont./Appt tab is located in the Advisor/Agency module. This tab is only available
to users with the Agency Manager License and Advisor Contract/License Management user role.
The exception is when the Advisor is the user; they can then see the tab only in their own Advisor
record.

Advisor - Mr. Philip Anderson, CLU

HOOE R LEL,»

Sumimary || Personal H Adcitions! H Hey Relations || LicenzeE & O () || Cont. /gt || Commission || Smart Checks (1) || Incd. Palicey || Zroup Policy || LettersDocuments | i

+QULTEBEIY»

[ [T Tcarriernamet | Contractlle. | ContractType | Contractllame | Effective Dt [ Expiration Dt
[ =Mone= KI37a4 Acvizor 5% C/R Blanket 05/ 7i2005
|:| 20th Century Lite Insurance 75830 Addvisar Producer 010114990 11072005
D ABC Life 539634 Achvizor AT0 030141990
|:| Beneficial Life Ingurance Company A20932 Aolvizor Street Lewvel 01012000
[]  Biue Sky Mutuzl 2307 Acvizor BSM - 30 09/20/2002 0902002004
|:| Zolony Life Agent Acvisar Agent Lewel 1 01452000
[0 Maccabees Mutual B4521 Acdvizor Lewvel 3 0141502000 01/ 502003
[0 Mutual Life Insurance Co L935840 Acvizor LewvelH 080172004
[[] Mations Life Insurance 2425 Achvisar Level 4 070772001 070752004

Records Shown: 9 Total Records: 9

+ 0 225 EB%

Carrier Hame Contract Ho Start Date End Date 1 Status
il ABC Life AB41314 01/ 62005 Active L
D 20th Certury Life Insurance 203335 03162003 Active
F Bankers United Life T33KTE T33KTE 04/121999 0401 202002 Active
D BT Financial L-47499 7745983 0401352001 0401352002 Active
¥ Byl Financizal L-47993 775983 041 302001 04/ 302002 Active
F Byl Financial L-47923 775983 06/25/2001 04/ 302002 Active
] Byl Financial L-47592 7963 06/2502001 0401 302002 Active —
] 20th Century Life Insurance 963655 323104 100202002 100202003 Active
D ABC Life 308200-93 7J9B8C 0Bs23/1997 0B23/2005 Active

Records Shown: 12 Total Records: 12

Advisor Contract Information Spreadsheet

The Advisor contract information section tracks the contract that an Advisor has with a Carrier to
sell the Carrier’s Products.

+O0TXEBIY»

[T Tcamiertiames | ContractMo. | ComractType | Contractllame | Fffective Dt [ Expiration Dt ]
[ =Mone= KHa37aE4 Aclvizor 5% O/R Blanket 051712005
[] =20th Certury Life Insurance 7530 Aclvizor Producer 01151830 110772003
D ABC Life (335634 Acvisor AT0 08011930
|:| Beneficial Lifs Insurance Company A20932 Aclvizor Strest Level 014012000
[ Biue Sky Mutual 2307 Aclvizor BSM - 80 0872052002 09520,2004
|:| Colany Life Agert Aodvizor Agert Level 1 014852000
[0 Macocabees Mutual B4521 Aclvizor Lewvel 3 011572000 0145/2003
[ Mutual Life Insurance Co La3g40 Aclvizor Lewvel H 081712004
[ Wations Life Insurance A423 Advizor Level 4 070772001 07072004
Records Shown: 9 Total Records: 9
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1.

To add an Advisor Contract, click the Add button to open the Contract Information dialog
box.

<X SmartOffice

Contract Information

AdvisorAgency Philip Anderson, CLU

Aszign Comm Tao |

Contract Mame |

Carrier Hame |

Contract Type | F

Cantract No. |

Solicitor No. |
GA D |
Effective Dt | [

Expiration Dt | £

AlphaNum1 |

AlphaNumz |

AlphaNums |

Supemvisor Information

Supervizar Hame |Caru:ulina Christianzen

Supernsisor Cantract |

+ B

[ | LOB Type ||

I oK I | Cancel |

To assign the commissions to someone other than the selected Advisor or Agency, click the
Assign Comm To hyperlink, this opens an Advisor/Agency Search where the
Advisor/Agency to which the commissions will be assigned can be searched for and selected.

A carrier contract can be linked to the advisor contract by either clicking the Carrier Name
hyperlink to open the Carrier Search dialog box and then searching for and selecting a Carrier
and a Contract; or, by clicking the Contract Name hyperlink to open the Contract Search
dialog box, searching for and then selecting a Carrier Contract to return to the (previous)
dialog box.

The Contract Type automatically defaults per the Contract selection.

Supervisor Information automatically populates if the Advisor has a supervisor contact linked
to it from the Advisor Personal tab.

After entering the information, click the OK button.

Add the LOB (Line of Business) types for which this contract applies in the Type section of
the New Contract record. Line of Business refers to insurance types, such as Life, DI,
Medical, etc. If an Advisor has a contract with a LOB of Life, the Advisor can then sell the
Life insurance for the specified insurance carrier.
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8.

9.

Click the Super Add button to open the Contract Information dialog box.

2} SmartOffice

Contract Information

oonn
ooon @

AdvisoAgency  Philip Anderson, CLU

Contract Mo, ||

Solicitor No. |
BAID |

Effective Dt |

Expiration Dt |

AlphaNum1 |

AlphaNum2 |

AlphaNuma |

Azzign Comm To |

Carier Name |

Contract Type |Advisor F
Contract Hame |
Description |
Contract Status |A|:‘tive F
Contract D ate Type |.&.|:1ive Status Date F
Commission Paid By |Carrier F

Blanket Contract I:l

Supervisor Information

Supenizar Hame |Car0|ina Christiansen

Supenisor Contract |

=1

[Selecieaton e Y
[(JwoBtype

ok |

| Cancel |

This function allows the user to not only add an Advisor contract, but add the Carrier

Contract as well.

Appointment Information Spreadsheet
The Appointment Information spreadsheet tracks the Advisor’s appointments.

+ 0TI SE%

Carrier Hame Appointment Contract Ho Start Date End Date it
D ABC Lite AB41314 0162005 Active ~
D 20th Certury Life Insurance 203535 03ME2003 Active
F Barkers United Life T33KTE TI3MTE 041121999 041 252002 Active
[ B Financial L-47433 775953 0441362001 04132002 Active
D Bt Financial L-47993 775983 041352001 041352002 Active
F Bl Financial L-47923 TT3983 062352001 041352002 Active
[ B Financial L-47582 775953 0B/25/2001 04132002 Active |
D 20th Certury Life Insurance SE3695 325104 100202002 10252003 Active
D AP Lite 305200-93 TJaaC 06231997 06/23/2005 Active 2
Records Shown: 12 Total Records: 12
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1.

To add appointment information, click the Add button to open the Appointment Information
dialog box.

<3 SmartOffice

Appointment Information

Advisar Philip Anderson, CLU

Carrier ||

Appointment # |

Cantract Mo,

Al States |[ Resident ||
Select States

[] AL ‘D
[ A N
] AR
. ax 4
Status | [=
StatEnd Date | A [

Y

[ | LOB Type | |

| oK | | Cancel |

The mandatory fields are Carrier Name, Appointment #, and Start Date. If the Status field is
set to Pending then only the Carrier field is mandatory.

Add the LOB types for which this appointment applies in the Type section of the New
Appointment record. The term Line of Business refers to insurance types, such as Life, DI,
Medical, etc. If an Advisor has an appointment with a Life LOB, then the Advisor is
appointed to sell Life insurance in the specified state or states.

The County field becomes available only when Florida is the selected State.

In the Setup section for the PCM/Policy modules, the user can specify whether they want all
states to be available for selection or only the states for which the Advisor has a license. For
more information on the Setup for the PCM/Policy modules, see the Policy and PCM Setup
document.
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Advisor Requirements

A user must have the Advisor Contract/License Management and the Pending Case & Policy
Setup Administrator user role to access this setup. To open the Advisor Requirements, select
Setup from the Policy/PCM Setup expanded menu. The Master Setup List dialog box displays;
select Advisor from the Requirements expanded menu to open the Requirement Search dialog
box.

3 SmartOffice
Requirement Search
Agency Code |
Requiremant Type Advisor Requirement
Advisar Sub-Type |2 =
Crescription |
| Search | | Close |

<R SmartOffice

Advisor Requirement Detail

Requirement Sub Type |Other F
Friority | =
Agency Code |
NAILBA Code | v
ACORD Code | v

| 0K | | Cancel |

Agency Manager Setup

A user must have the Advisor Contract/License Management and the Pending Case & Policy
Setup Administrator user role to access this setup. To open the Agency Setup, select Setup from
the Policy/PCM Setup expanded menu. The Master Setup List dialog box displays, select
Agency Manager Setup to display the setup categories.
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Agency Setup

Select Agency Setup from the Agency Manager Setup expanded menu to display the detailed
setup options.

=%

Alarm Before Expiration {in Days)

An glert is cregted when an Advisor's license, coptract, appalptment, oF £ & O information will expire within the
specified himber of days.

Licensing |3|:I | Contracting |3|:I |

E&DO |3|:I | Appointments |3|:I |

Advisor Checks

Designate whether Aavisor checks are to be dope when the yser changes the Carrier, Product, or State for a
pehding case.

Summary of case statuses for Adwisor chede
Ferform Advizor Checdks

Advisor Check Prompiing

lihen 8 pew Carrier s gdded, the ddvisor Check Prompting fleids will autamatically popiiate to the following.

Werify License | I:| Werify Contract | F|
Verity E&D | [#|  erify Appointment | |

Appointment State Selection

Select the States to display In the Appointment Detall section while adding or modifyng appalntments for
Advizors.

(%) Show Al States
O Shov States With Licenses
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Advisor Assignment

An Agency Manager can assign him/herself to mass Advisors from this section instead of one by
one in the Advisor module.

+ 1S
D | Request Type | Request Type | Advisor Hame | Manager Hame
|:| Contracting Coantracting Sherman Alexander Daniel Odell
|:| Appoirtment Appoirtment Fred T Leswwis Daniel Qdell
|:| Licenszing Licenzing Stan Richards Daniel Odell
[] E&OC E&oO Ted Davw=on Daniel Odell

To add the Advisor assignment, click the Add button and then select the Assignment type. Select
the Advisor from the list of Advisors and then click the OK button. The Assignment will be
added for the current Agency Manager. For more information on Advisor Requests, see the
Advisor documentation.

Manager Redirect

An Agency Manager can temporarily give their Advisor Request obligations to another Agency
Manager by selecting Manager Redirect. All requests that were assigned to one Agency Manager
will display for the selected Agency Manager. This change can be viewed within a request as
well. When removed, all requests will return to the original Manager.

Default Agency Manager

If no Agency Manager is assigned to an Advisor, the Advisor’s requests are assigned to the
default Agency Manager for the Manager (Request) type.

s
| Request Type | Manager Hame |
] Appointment Draniel Qdell
|:| Contracting Adam Jones
Fi E&Q Chriz Bartlett
] Licensing Fred T. Lewiz

Click the Add button to assign a default Agency Manager.

2y SmartOffice

Agency Manager Setup

Agency Manager Type Appointment

Agency Manager Name |EE[p(f=N8: =] F

| oK I | Cancel
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Advisor Request

Advisor Requests can be displayed in three ways:

e Through the Agency Manager global list (open by selecting the Advisor/Agency menu item
and then select Advisor Request from the expanded menu),

e On the Advisor level, and
e On the Pending Case level.

Advisor Request/Requirement Tab

All the Requests that are assigned to an Advisor are viewable from the Advisor
Request/Requirement tab within the Advisor module.

Adding a Request

Click the Add button on the Advisor Request Summary toolbar and then select the Advisor
Request Type.

<3 SmartOffice

Advisor Request

Advizor Able, Christian Adam
Carrier |
Type Licensing Status [Pending [+
Fuollow-Lp —[m Completed
Agency Manager [&dmin [=|
' Requirements Summany + BE&#
|:|: Status | Requirement Description | Required of | Mandatory | Due Date | Date Completed | |
| OK | | Cancel |

Not all fields apply to the type of request that is being added. The Follow-Up field enables the
Agency Manager to follow up in a timely matter on the outstanding request. If for any reason the
request needs to be added to a different Agency Manager, this can be performed when adding a
new Request. Any Remarks that apply specifically to this request are tracked in the Remarks
section. The Requirement Summary section lists all of the requirements attached with the Advisor
request.
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Adding a Requirement

Click the Add button on the Requirement Summary toolbar to open the Requirement Detail
dialog box.

<X SmartOffice

Requirement Detail

Requirement Detail

GELITE T poirtment Approval Matice E
Status |Requested B Required Of | =
Assigned To |Danie| Odell | hdandatony D
Due Date [02/20/2006 i Completed Date | Wi
Created By Daniel Odell Created On 02132006 12:04PM
modified By Daniel Odell Modified On 02432006 12:04PM

m
o

a,

| oK I | Cancel |

The Requirement drop-down menu lists all of the Advisor Requirements added in the Advisor
Requirement Summary section of the Master Setup List. The Status is the current status of the
Advisor Request Requirement. The Assigned To field is for the user to which the requirement is
assigned. This can differ from the Request Agency Manager.

Completing a Requirement

To mark the requirement as Completed, select the requirement(s) and then click the Complete
Requirement button on the Requirement Summary of the Advisor Request.

Completing a Request

To complete an Advisor request, select Completed from the Status drop-down list and then click
the Save button. SmartOffice verifies whether the Advisor(s) of the selected Advisor Request has
the proper License/Contract/Appointment/E&Q information; otherwise, a message box displays.
For example, when verifying the Appointment, the system will check to see if there is an existing
Appointment for the selected Advisor, if so, it will then check the Carrier, LOB, State, and
Expiration Status. If the Appointment does not completely match the criteria, the user will be
prompted once. The prompt will include the information that the advisor does not fulfill. The user
can choose to add the missing appointment information or cancel the process. The user will see
this prompt only once and if the request is not marked as complete successfully, during the next
processing of the request the request will be marked as complete without a prompt.

2} Confirmation

e The request cannot be marked a3 completed. The Advizor Jay O'Brien does not have an appoirtment with the carrier Carrier A for state AL Would you like
to add the appointment nowve?

Yes Mo | Cancel |

If the user clicks the No button then a message box displays stating that the request cannot be
marked as completed.
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Click the Yes button to open the Appointment Information dialog box. Users can modify existing
Appointments or add new Appointments from this dialog box.

<X SmartOffice

Appointment Information

+ 0 7 7ZEHX
|:| Carrier Hame Appointin | Contract Ho Start Date | Endl Status
Date i

Records Shown: O Total Records:

Detail Tab

Note that only the Agency Manager can modify the Request Details. This user is identified as the
Current Manager.

The Detail tab displays detailed information on a selected request. Not all fields apply to the type
of request you are viewing. The Follow-Up field enables the Agency Manager to follow up in a
timely matter on the outstanding request. The Original Manager, Current Manager, Created By,
Created On, Modified By, and Modified On fields are read-only. Any Remarks that apply
specifically to this request are tracked in the Remarks section. The Requirement Summary section
lists all of the requirements attached to the Advisor request.

X SmartOffice
Advisor Request o
Ny S0 5
Dotal | [ History Ry e
Ko e
Adviser Able, Christian Adam
Carrier
Type Licensing Status Pending
Log Life State CA
FalloweUp 091072006 Completad
Original Manager Admin Current Manager Admin
Created By Admin Created On 08731/2006
Modified By Admin Maodified On 0873172006
Requirements Summary + i E iy E =1
Status Requirement Description Required of Mandatory | Due Date ! Date Completed
D Reguested - Advizor  Copy of Updated License Advizor Mo 09707 (2008
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History Tab
The History tab tracks changes in the statuses and dates on the selected request.

3 SmartOffice

Advisor Request Summary -
Detail Histary b E . %\
158

| Request Type Description Follow-1, Completed
q ¥ P L
|:| Lic:ensing Pendlng Meeds updsted licensing 081 4/2006

Request Buttons

PCM Button

To view the related pending case for the Advisor Request, tag a request that was added during the
PCM Add process and then click the PCM button. The associated case’s Detail tab displays.

Take Back Request Button

If an Advisor has taken over ownership of a request from another Advisor, the original owner can
take the request back with the Take Back a Request button.

Sending Correspondence

When sending correspondence to a carrier for an Advisor Request, the letter will log to the
Advisor's Letters/Documents tab and the Advisors SmartPad, not to the Carrier’s SmartPad.

Search

Advisor Request

An Agency Manager can display all requests assigned to them by selecting Advisor/Agency and
then selecting Advisor Request from the expanded menu to open the Advisor Request Search
dialog box. Click the Search button to display all open requests. Select the Show Advisor
Request Assigned to Me option to display all open requests for the current user.

<} SmariQffice

Advisor Request Search

Advizor Mame ||

Carrier |

Status |Open Recuests =

Type |21 =

Fallow-Lp | B
D Show Advisar Request Assigned to Me

Filter |

I Search I | Close |
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The Advisor Request Summary displays all advisor requests that a specific Agency Manager is
responsible for. Advisor requests are specific tasks for which an Agency Manager is responsible.
For example, Agency Manager Jones is responsible for seeing that Ronald Odell receives the
necessary contracts. Ronald Odell needs a contract with the ABC Life Insurance carrier;
therefore, an advisor request is entered into Jones’s Advisor Request spreadsheet. Advisor request
entries can be entered both manually and automatically with SmartCaseManager. The Agency
Manager Request section consists of a Request Summary tab, a Detail tab, and a History tab.

The Request Summary tab displays an overview of all requests for the Agency Manager.

Advisor Request Summary

Request T)me Request Sta‘tus ﬁ + l'm Fﬁ] A7 4 ?’ E o E %' »
Reguest Summary || Detail || History |

[ | Request Type |Aduisor | Carrier Hame | Follow-Up | C leted |

|:| Contracting Anderson, Pamela ABC Life 05052006 G

|:| Appoirtment Anderzon, Philip b ABC Life 050552006

|:| Appoirtment Anclerson, Handy ABC Life OB 3002006

|:| Contracting Ancherzon, Philip b 20th Century Life Insurance OF 052006

|:| Contracting Anderson, Kandy Z20th Century Life Insurance OF 05s2006

|:| Appairtment Anderzon, Kandy 20th Century Life Insurance OF 0Si2006 =

|:| Appointmert Anclerzon, Philip M Beneficial Life Insurance Compsny OE20,/2006

|:| Contracting Anderson, Kandy Beneficial Life Insurance Company OE/20/2006

|:| Appoirtment Anderzon, Kandy Beneficial Life Insurance Company OE/2002006

|:| Appoirtment Aclvizors, ABC Life 0701 2006

|:| Contracting Ancherzon, Philip b ABC Life 07 092006

|:| Contracting Anderzon, Philip b Calary Life OE/2902006

|:| Appairtment Anderzon, Philip b Calarey Life OE/2902006

|:| Coritracting Anclerzon, Philip M Blue Sky hutual OE29)2006

|:| Appointmert Anderzon, Philip b Blue Sky hutual 062902006

|:| Appoirtment Anderzon, Philip b Beneficial Life Insurance Company OF 42006 3
Previous Page Mext Page  Total Records: 51+ (Click here to list all)

Follow-Ups

An Agency Manager can display all request requirements assigned to them by selecting
Advisor/Agency and then selecting Follow-up from the expanded menu to open the Advisor
Request Requirement Search dialog box. Click the Search button to display all open
requirements. Select the Show Request Follow-ups Assigned to Me option to display all open
requirements for the current user.

<X SmartOffice

Advisor Request Requirement Search

Requirement |

Status |0pen Fequirements
Required of |.ﬂ-.||

|

Follow-Up Aszigned Tao |

Created By |
D Show Request Follow-ups Assigned to e

Filtar l

I Search I | Close |
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Pending Case Advisor Request
Advisor Request Tab in SmartCase Manager

Note that the Advisor Requests tab is located in the SmartCaseManager module. From the
Pending Case Summary, select the Advisor Request tab. The Advisor Request Summary lists all
of the requirements to be completed by the Advisor for that particular case including Licenses,
Contracts, and Appointments. These requirements are automatically listed when the pending case
is added.

Submitted - 326521 - Life - John Ackley - American Level 20 - ABC Life
RKOOCEEL /v 2B H»

Summary || Dietail (P || Unicerwriting H Delivery (G) || Advisor Requests || RiderzReinzurance || ArtivityMail (Z) || Letters/Documents H Policy Transactions () | e
WY ZEEXLHIDHHEEE Y
Advisor Description Status Status Date | Follow-Upi | Remarks
< 4
Records Shown: 8 Total Records: 0
Advisor Requests S H
Request Remarks Follow-Up Completed Request Type
] Added by PCM case 0272372006 Cortracting
|:| Added by PCM case 022342006 Appaointment

PCM Processing

When adding a pending case (or when changing the case status to a status specified in the Setup
section), SmartOffice can verify whether the selected Advisor(s) has active License, Contract,
Appointment and E&O information. Please refer to the SmartCaseManager User Guide for more
details. For example, when verifying the License, the system will check to see if the Advisor has
a license, if so, it will then check the Carrier, LOB, and Expiration Status. If the license does not
completely match the criteria, the user will be prompted. The prompt will include any other
qualifications that the advisor does not fulfill. The user can choose to add an activity, add an
Advisor Request, or add the missing license information.

<} smart0ffice E
Mark Adams

Add Activity | Add Request m

License - Mo License found to sell in the state ' ' i
Yariahle License - Mo Yariahle Licenze found to zell in this state ' i 0
Yatiable Contract - ko Wariable Contract found with this Carrier i i ¥
Appointment - Mo Appoirtment found with this carrier in this State i i i*
Warishle Appointment - Mo Wariable Appointment found with this i i *
carrier in this State.

E & O - Mo Errors and Omissions found. ' '8 i

Note that in the Carrier module, alert setups can be modified to verify License, Contract,
Appointment and/or E&O information. The agency also has the option of turning the prompt off
and having the advisor requests added without an alert.
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When adding a pending case and the variable product is selected, an additional license check for
the advisor linked to the pending case is performed. The additional variable license check option
is only prompted if the product that is selected is marked as a Variable product and the PCM
options tab on the Carrier level prompts the case manager for the Verify License selection. At that
time, the system prompts the same type of Advisor License verification, but it specifies that it is
missing the Variable Line of Business designation. The user will then have the same options as
with the License verification process.

Alert Notification for the Advisor Request

Whenever a Request is added either through Advisor Request Add or PCM Add, the alert is sent
to the Agency Manager and it logs in the Message Center.

] Message Center, - SmartOffice - Admin IZIIEI@
File Edit View Tools i

¥E I ¥ Be B

All Message - 2 of 2

Advisor Request Added
11 ¥ Source Dated Subject Link To % Attachment

Advisor Reguest
Link To - Advizor Regquest Added

Licensing request is added for Christian Ahle . The reguest
iz Meeds updated licensing

09/042006 uest Advisor Req .."71
07:20AM Added Added
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