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1.0 OVERVIEW

Your agency has subscribed to use SureLC, a licensing & contracting automation software. At some point in
your career, you will likely need to be contracted with multiple insurance companies to sell their products.
Rather then you manually filling out each insurance company’s contracting paperwork whenever you need a
new appointment, SureLC automates this process. You setup your profile in SureLC one time, and then
whenever you need an appointment with a new insurance carrier, or you need a new non-resident
appointment, SureLC automaties this process for you and your agency.

Click here to view a short video showing you the core functionality of SureLC.

2.0 GETTING STARTED

2.1 What You Need

To use SurelLC, you need:

e Adobe Reader version 9.2 or higher. The most recent version can be downloaded for free at:
http://get.adobe.com/reader/

¢ Internet Connection
e A scanner hooked up to your computer OR the ability to fax documents.

e SureLC software, which can be downloaded at http://www.surancebay.com/downloads/index.html

You are receiving this file because your agency has added you as a producer to SureLC. You should have

already receieved an email from setup@surancebay.com, subject line of “Welcome to SuranceBay”, with

installation instructions and login information. If you have not received this email, check your junk/spam
mail. If the email is not in your junk/spam email, contact your agency for further instructions.

2.2 Login Credentials

The agency who added you to SureLC set up your initial login and password to use SureLC, which can be
found in the initial email you received from setup@surancebay.com.

2.2.1 User Name:

Your username is likely your primary email address. Your User Name is the email address you provided to
the agency when they added you to SureLC. Contact your agency if your User Name is not your primary
email address.

2.2.2 Password:

Your agency set up your initial password to use SureLC, which can be found in the email sent to you after
your agency added you as a producer. If you do not know your password, enter your User Name and click
on the Forgot password? button and you will receive an email with your initial password (check junk/spam
mail for email from @surancebay.com domain).
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2.3 Change User Name and/or Password

1. Enter your username

2. Enter your password

3. Select Change Password and/or Change Login, then click on Login

User Mame:

Your usernamme

Remember Me | Forgot password?
Change Password "8

Change Login 78

4. Enter your new username and password.

Ernail: |Y|:|ur Mew Login
Passwaord: Ak ok ok
Repeat Password: — Fewssss

Update Cancel
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3.0 SETTING UP YOUR PROFILE

Once you set up your profile in SureLC, it will be used to populate all requested contracting paperwork.

Step 1: After logging in, click on the Producer Info icon.
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Step 2: Complete all Information under each ‘Tab’

Click on each 'Tab' to Input the necessary information.
Once you've inputted the necessary information, you
will get a Green Check Mark.

VY ey i

R L T R

H Save and Exit
4/ Personal Info | &7 Questionnaire | ¢ Licenses &7 EFT&W-9 ¢ I:ontr_acting 47 History | 47 E&O 4/ Forms | 47 Hierarchy | ¢/ Unrecognized v
‘ Identifications l Signature Page ] | Signature Image ] [ Credit Report Auth, J
S5N: -«m Gender: #(s) Male () Female Date of Birth: *::Wdﬂ eMail: % youremail@domain.com MPM: 2020155
Name
Last: # Doe First: % JOHN Middle: W Title: | Mr. | ¥
Phone:  (988)555-1212 Fax:  (B88)555-1212 Cell:  (#8@)555-1212 Marital Status: | Married v
Driver Lic#: DL# DL State: | Alabama v Spouse:
Residential Address (No PO Boxes)
Line 11 # 123 Main 5t, Line 2:
Zips % 32258 City:  CHESTER State: | Florida w | Start Date:  05/24/2010 =

Doing Business As

#(a) Individual () Business Entity () Officer/Principal () Incorparated Entity () Salicitor () Institutional
Mailing Address

Line 1t # 123 Main 5t,

Copy Resident Address ]
Line 2:

Zip: # 32258 City:  CHESTER State:

Florida v | StartDate:  05/24/2010 it

SureLC now needs your signatures on 2 required documents. In addition, if you want

commissons direct deposited to your account, you will need to provide a copy of a voided check.
Finally, if you have Errors & Ommissions (E&O) insurance, SureLC needs a copy of the
declaration page of your E&O insurance so it can be presented to the carriers when requested.

Click on the Forms Tab. You must agree to update any adverse actions to SureLC within 5 days of such
change.

Personal Info

H
4 Personal Info 4 Questionnaire % Licenses &7 EFT&W-9 % Contracting % History % E&OD

%7 Forms & %/ Unrecognized

|| Do vyou agree that you will continually report any adverse action that may be taken against you in regards to questions in Compliance}Section to the SurancelC Legal Department within 5 days of such change?

Releases - Please check to proceed
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e Select the files to print, then click Print.

&7 Personal Info | &% Questionnaire | 7 Licenses | &7 EFT&W-9 &/ Contracting | ‘% History &7 E&D | 7 Forms | &7}

Signatures and Documents Checklist
Mow we need to collect some docurnents for the carriers and BGAs to be presented with vour contracting paperwark,
If you have scanner attached to vour computer please scan them and drop the file(s) inta the folder or please fax these docurnents to your BGA at the

Step 1. Yerify documents and click Print Step 2. Drop Scanned PDFs in the Ft

 becumenttosign || on e || Reaiy torprntng | | pene| | s
Direct Deposit Tes Tes v
Errors and Omissions Insurance Tes Tes 4l
Checklist Page Tes Tes v
Credit Report Authorization Yes Yes 4l
Electronic Signature Page Tes Tes v

To reprint submitted form click on print’ checkbox

Print

Step 4: Sign each required form. We recommend using a black Sharpie marker.

Step 5: Upload the signed documents to your profile.

If you have a scanner hooked up to your computer, scan the required documents, then drop them into
the folder.

If you do NOT have a scanner hooked up to your computer, fax the documents to your agency, and they
will drop the files into your profile.

*NOTE* - The Electronic Signature Page and Credit Report Authorization Page are required documents that
you must sign and have uploaded to SureLC. Failure to sign and upload these documents to your profile will inhibit
your agency from producing your contracting paperwork. If you decide not to sign these documents, contact your
agency so they can send you the carrier’'s contracting paperwork for you to manually complete.
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' Surel C Desktop 1.1.15

m (D &

Producer AMENT 1.

4 Personal Info ; @7 Questionnaire ; ¥ Licenses -Q?EFT&W—Q | Q?l:onh.- ing | % History &7 E&0 | & Forms - 4 Hierarchy

Sigratures and Documents Checklist
Mow we need to collect some docurnents for the carriers and BGAs to be presented with vour contract paperwork,
If you have scanner attached to yvour computer please scan them and drop the file{s) into the folder or ase fax these documents to your BGA at the best passibl

Step 1. Yerify documents and click Print Step Drop Scanned PDFs in the Folder below

Document to Sign | On File | Ready for Printing | m T
Tes Yes

Direct Deposit L
Errors and Omissions Insurance Tes Yes [
Checklist Page s Yas ]
Credit Report Authorization Tes Yes |_|
Electronic Signature Page Tes Yes |_|

To reprint submilted forrn olick on ‘orint’ checkbox
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4.0 REQUESTING A CARRIER APPOINTMENT

After your profile has been set up in SureLC, you can request your agency to submit contracting paperwork
with any carrier.

4.1 Appointment Request Outside of SureLC

If you prefer not to use SureLC to ask your agency to submit contracting paperwork for a desired carrier, you
can:

e Send your agency an email
e Call your agency
e Fax arequest to your agency

e Submit new business to your agency, which will prompt them to process appointment paperwork if you
are not contracted with the carrier (non pre-appointment states only).

4.2 Request Appointments through SureLC
You can submit a request to your agency for an appointment through SureLC. Follow these instructions:

Step 1: Click on Appointmnet Request
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Step 2: Click on the New button:

Appointment Request

Appointrent Selector for MORTON ROBERT - 487 /. Edit 4 New

Current Pending at BGA Completed

Step 3: Make your selections. Click Confirm. Then click on Send to BGA, your request will be
submitted to your agency.

Appointment Request

Choose the Carrier you want

MORTON, ROBERT Info r an appointment with. Confirm
Carrier: Banner Life A On Date: & 05/24/2010 4
Request: | Aviva Life and Annuity Company - Override
' ( Qverrice |
Banner Life
(O] Indivii Cincinnati Life Ins Co pducer || ©ompany Form
@/ States Fidelity Life & Products
First Metlife I t Ins C - - -
rst METiTe Jnwvestors Tns to : - - Once you click the Confirm button
Reguested States Licensed Mon-a&ppointed States Wariable Life: | | you need to click on the Send to BG:A
Variable A ity -
Florida alabamna B I button to submit your request.
arizona Long Term Care: | |
= colorado Group Life and Health: ||
Iowa Fixed Life:  |v]
| Massachusetts Fixed Annuity: | |
Choose the state . Health Disability: Complete these carrier specific
you desire an Michigan ol questions
appointment in. Marth Caralina I~ Accident and Sickness: ||
Document Description Include Minimurm Transaction Armount (min $500: *‘[ |

Commission Payment Frequency: g,L Daily (EFT require vJ

Some carriers require you to initiate your request for an appointment directly through SurelL.C, while others do not.

If a carrier requires you to initiate a contract request through SureL.C, you will need to view the auto-completed
contracting paperwork, Confirm it is accurate, prior to submitting the request to your BGA. If you are not satisfied with
how the contracting paperwork has been completed, you will need to adjust your profile in SureLC prior to submitting
the request to your BGA.

Contact your agency with any questions you may have or more details.
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5.0 TROUBLESHOOTING AND FREQUENTLY ASKED QUESTIONS

5.1 Producer Training Video

Click here for a full length demo for how to set up your profile and submit appointment requests.

5.2 Printing Problem

SureLC requires that you have Adobe Reader version 9.2 or higher. Click here to install the most recent
version of Adobe Reader.

Click here to view a video tutorial showing you how to install the most recent version of Adobe Reader.

5.3 Viewing SureLC

To best view SureLC, set your monitor’s resolution to 1280 x 800. Click here to view a video tutorial showing
you how to make the adjustment.

If you have any additional problems and/or questions, contact your agency for support.

) SURANCEBAY

© SuranceBay, LLC. All rights reserved.
SuranceBay, the SuranceBay logo, SurelLC, SureOffice,
SureApp, SureMail, SureLeads, and SureBiz are trademarks

of Surancebay, LLC.

Adobe and Acrobat are trademarks or registered trademarks

Adobe Systems Incorporated in the U.S. and/or other countries.

Other company and product names mentioned herein may be

trademarks of their respective companies.

Mention of third-party products is for informational purposes only

and consititues neither an endorsement nor a recommendation.
SuranceBay assumes no responsibility with regard to the performance

or use of these products. All understandings, agreements, or warranties,
if any, take place directly between the vendors and the prospective users.
Every effort has been made to ensure that the information in this manual

is accurate. SuranceBay is not responsible for printing or clerical errors.
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